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1.0 INTRODUCTION

1.1 What is eLOCCS?

The Line of Credit Control System (LOCCYS) isthe U.S. Department of Housing and Urban Development’s
(HUD) primary grant disbursement system, handling disbursements for the magjority of HUD programs.
Previoudy, the only access by granteesto L OCCS was through the V oice Response System (VRS), which dlows
touchtone telephone access to LOCCS for query and drawdown purposes.

el OCCSisthe Internet verson of LOCCS VRS, providing drawdown and significantly more query and reporting
capability. Introduced in October 2001, eL OCCS access is currently limited to Public Housing Authorities
(PHAS). Query accessis available for all PHA-supported program areas, but drawdown activity is limited to
program areas supported by el OCCS. For those program areas not supported by el OCCS, voucher draws must be
donethrough LOCCSVRS.

1.2 Hours of Operation

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

1.3 eLOCCS Browser Requirements

In concurrence with Secure Systems browser requirements, el OCCS supports Netscape
Communicator - 4.76.

Problems have arisen with the use of Microsoft Internet Explorer 5.0 or above and the Netscape

6 browser upgrades -- either of which may prevent users from accessng and/or running the applications
successfully. This browser maybe downloaded by accessing the following URL :
http://wp.netscape.com/downl 0ad/0222101/10000-en---- qual.html

1.4 Purpose of Guide

The purpose of this guide isto provide an overview of the security components that are necessary for eLOCCS
access with a description of how the components work together and how a user may request access. eL OCCS
users should be familiar with LOCCS and how it operates under VRS. The el OCCS menu pages are described in
some detail; however, for experienced LOCCS VRS users, the information and navigation in eL OCCS should be
readily intuitive.



2.0 ACCESSING eLOCCS

2.1 Security Components

The following sections describe the two (2) independent security components, Secure Systems and System Level
that are used in conjunction to authorize eL OCCS access.

2.1.1 Secure Systems

The organization attempting access to eL OCCS must be recognized as a trusted Business Partner with HUD.
Trusted Business Partner accessis granted through Secure Systems, HUD'’ s Web-based security software that
provides “front door” accessto HUD program subsystems, such as eL OCCS.

There are two (2) types of Secure Systems users: Coordinators and Users. The Coordinator serves as the
Business Partner’s Executive Director representative in controlling access to HUD systems and performing other
system administration functions. The Coordinator controls which Users have access to HUD systems on behalf of
the Business Partner.

Due to REAC' s reporting requirements, many PHASs are aready Business Partners using Secure Systems. These
PHA s already have Secure Systems Coordinators on staff who are familiar with requesting access and accessing
HUD applications through Secure Systems. Users who do not have a Secure Systems User ID should contact
their Secure Systems Coordinator for instructions on how to request an ID.

Those Users who do not have a Secure Systems Coordinator or who need additional Secure Systems information
should download a copy of the Secure Systems Security Users Manual at
http://www.hud.gov/offices/reac/products/wass/wass user manual.cfm

2.1.2 System Level

When Secure Systems access is granted, system level application accessis required. LOCCS application level
security is maintained through the submission of a LOCCS Voice Response System Access Authorization
Security Form (HUD-27054). The HUD-27054 form is submitted to authorize LOCCS V oi ce Response System
(VRS) access; it isaso used in conjunction with Secure Systems to authorize el OCCS access.

A HUD-27054 form must be completed for each staff member of the recipient organization who will perform
query or drawdown functions. If a User already has a valid HUD-27054 for VRS it is not necessary to submit
another one for eLOCCS access.

The completed forms (which must be notarized) are sent to the appropriate Field Office for review and
verification. Following review, the Field Office staff will send the original formsto the User Support Branch for
assignment of aLOCCS User ID. The HUD-27054 must be recertified every 6 months by each LOCCS User’s
Approving Official.

A copy of aHUD-27054 L OCCSform can be obtained at
http://portal .hud.gov/hudportal/documents/huddoc? d=27054. pdf

2.1.3 Interaction

Consider Secure Systemsthe “front door” to HUD system applications. A Secure Systems User ID and password
provide authorized access through the front door. Once in the front door, it’s up to the application(s) to provide
appropriate security for the application. In the case of eLOCCS, the VRS User 1D and password defines what the
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person can see or do in LOCCS. Both a valid Secure Systems authorization and HUD-27054 form must be in
place in order for the User to successfully access eLOCCS. Each component is requested separately, and the
order in which each isrequested is not relevant.

2.2 Signing On to Secure Systems
2.2.1 REAC Home Page

In order to access the Secure Systems Main Menu page sign on must occur through Real estate assessment center
(reac) home page. The REAC URL addressis http://www.hud.gov/offices/r eac/index.cfm . On the left menu
select Online systems (Figure 1).
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Figure 1. REAC Home Page
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2.2.2 REAC Online Systems Page

On the online systems page click the _L@SIN _ putton (Figure 2) to display the User Name and Password
Required entry box (Figure 3).
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Figure 2. REAC Online Systems Page
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2.2.3 Secure Systems User ID and Password Page

Enter the Secure Systems User ID in the User Name box and the Secure Systems password in the Password
box. If prompted to “ Save password” when signing on to Secure Systems do not mark the checkbox to save.
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Figure 3. Secure Systems User ID and Password Page

The above prompt for User Name and Password is a Secure Systems request
and not an eL OCCS Log In request. A sample eLOCCSLog Inrequest is
included in Section 3.1.1.



2.2.4 Secure Systems Legal Warning Page

After asuccessful Secure Systemslogin alegal warning page will display (Figure 4). Click the Continue button
to navigate to the Secure Systems Main Menu (Figure 5).

cator  Help

_Q:@f_‘a:’&&@d%.@

Back Fomard  Peload Hame Search  Hetscape Print S ecuity Shop

User Logi n mall | help | search | home

Secure Systems

Legal Warning

Ifisuze of Federal Information through the HUD Secure Connection webs site falls under the
prowisions of title 18, United States Code, Section 1030, This law specifies penalties for excee ding
authonzed access, alterations, damage, or destruction of mformation residing on Federal Computers.

Warning Notice

system : .
administration The Secure Systerns securtty access software supports Metscape 3.0 - 4. 76 browser versions.

» Business Partners Internet Explorer 5.0 browser is supported for all processing systems except AR ANS, REMS and
L TEACS. Other browsers may not be compatible with this software.

» PHA Assignment
Cortinue |
=

Maintenance
Figure 4. Legal Warning Page

+ Password Change

+ User Maintenance




2.2.5 Secure Systems Main Menu

A hyperlink to the Line of Credit Control System (LOCCS) displays on theindividual’s menu (Figure 5). Clicking
on this hyperlink will take the user to eLOCCS.. If you do not see a LOCCS hyperlink on the Secure Systems
Main Menu page, refer to Section 2.3.1, Self-Assignment of LOCCS System, to establish this hyperlink. Y ou
must be a Secure Systems Coordinator to assign this hyperlink.

Individuals with Coordinator privileges will have additional System Administration options at the bottom of the
Secure Systems Main Menu page. These options permit Coordinators to assign system roles to themselves, as
well asto Users. LOCCS roles must be assigned in order for the LOCCS hyperlink to appear on the Secure
Systems Main Menu.

ﬂ Main Menu mall | help | search | home

Secure S_Hsl-eins

Systems
+ Financial Assessment Subrmssion - PHA (FASFHA)
+ Financial Assessment Subsystem - Multifarmily Housing(FAS3TTE
- LordeT T ocsoment Subsystom TGSl
+ Line of Credit Control System (LOCCE)
ent Assessment Sub o
+ Physical Assessment Subsystern (PASE)
« Public Housing Assessment Svstemn: Scores and Stats (IASE)
system + Beal Estate Management Swstem (BEERME)
. "3" + Besident Assessment Subsystem (BASS)

Mainkenance + Tenant Aszessment Subsyatem (TASE)

+ PHA Assiq t - ) i )
Mainlnfa:n::l;n — + Unique TP A Tdentifier (UID Bemstration Swstem (DAISE)

+ Passwond Change
+ User Maintenance

System Administration

+ Business Partners IWaintenance

« PHA Assignment Mantenance

= Flnancial .f-\.s.sessment * Password Ch £

Submission - PHA % :
T User Maintenance
+ Financial Azzassment
Subsystem - Multifamily
Housing(FASSUE])
+ Lender Assessment
Subsystem (LASS)
+ Ling of Cradit Contwol

System (LOCCS)

Figure5. Main Menu

2.3 Secure Systems - LOCCS Assignment of Actions and Roles

Assignment of Actions

Steps for a Coordinator to assign LOCCS to a User:

1) The Coordinator must first assign the LOCCS system hyperlink to him or herself. Refer to
Section 2.3.1.1., Self-Assignment of LOCCS System for the steps to complete this process.

2)  Oncethe LOCCS system hyperlink has been assigned, the Coordinator can access LOCCSroles,
which can then be assigned to the User. Refer to Section 2.3.1.2., Assignment of LOCCS Rolesto
Users

for the steps to complete this process.



Roles

There are four (4) roles associated with LOCCS, but it is only necessary for the PHA Coordinator to be familiar
with two (2) of theseroles: LOCCS — Administration and LOCCS — Query roles.

Each LOCCS User should, at a minimum be assigned the LOCCS Query role in Secure Systems. Assignment of
any LOCCS role will place the Line of Credit Control System (LOCCS) hyperlink on the Secure Systems Menu.
A few LOCCS menu options (specifically email functions) are controlled by the LOCCS Administration role.
All other LOCCS functions are controlled through the User’s HUD-27054 authority.

To perform functions authorized on a User’ s HUD-27054 and to maintain the LOCCS email matrix for the
organization, the Coordinator should assign the User both the Administration and Query roles. If the
Coordinator does not want the User to maintain the LOCCS email matrix, only the Query role should be
assigned.

2.3.1 Coordinator Assignments

2.3.1.1 Self-Assignment of LOCCS System

A Coordinator wishing to assign the LOCCS system hyperlink to themsel ves should complete the following
steps:

1. Click on the User Maintenance hyperlink from the Secure Systems Main Menu (Figure 6).

ﬂ Main Menu mall | help | search | home
=

Secure Systems

Systems
+ Financial Assessment Submission - FHA (FASEHAY
+ Financial Assessment Subsystem - WMultifamily Housing(FASSTTRE)
+ Lender Assessment Subsystem (LASS)
+ Line of Credit Control System (LOCCE)
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+ Physical & ssessment Subsystem (PAZE)
+ Public Heousing Ascesement Syetern: Scores and Status (MASSE)
system + Beadent fcsecoment Subeyetem (EASS)
, iDl'I + Tenant Acsecoment Suboysterm (TASS)
i + TTrirae TP A Tdentifier (TTTT Remstrabion Syatern (OASS)

Maintenance
« PHA Assigmment
Maintenance

+ Password Change
+ User Maintenamce

System Administration

+ Business Patners MMaintenance

+ PITA Assiznment Mawtenance
« Dassword Changc

Figure 6. Secure Systems Main Menu
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2. Enter the Caordinator’s Secure Systems User ID on User Maintenance page and click
Search for User. mgure 7). The Maintain User information page displays (Figure 8).

ﬂ System Administration mall | hely | search | home

Secure Systems

User Maintenance

{On this form, you can either search for a User
by User ID, or search for Users by entering your search criteria.

Search by User 1D+

| To search for a User by User ID,
‘entera User ID and then click the ‘Search for User” button.

User ID |

Search for User

. searchUsers
To search for a User, enter at least one search criteria
+ Password thange and then click the "Search Users™ hutton.

+ User Maintenance FII'St Name 1

Last Name ]

[ Chel:k here to limit search to Independent Users

Search Jsers Cancel

2 Financial Assessment
Submission - PHA
(FASPHAY

| o Financial Azzessment
Subsystem - Multifamily
Hsusing(FASSUBY

« Lender Assessment
Subsystem (LASS)

» Line of Credit Control
System [LOCCS)

Figure 7. User Maintenance Page

3. Select Maintain User Profile — Actions from the Choose a Function dropdown box and click
the=ubmit button. (Figure 8).

System Administration mall | hely | search | home

Secure Systems
Maintain User [ |

[User Information
I ——

First Nama ]:|
Mlddle InilLial
 Last Name ]:|
[ User Status "_A_L,l.l\u't:

Ceerl:llnater fes

system |
administration User Tvpe PHA User/Busiuess Purlner

+ Business Partners | Choose a Function

ance

% mi‘.‘.aﬂn::'ent Malnt..ln Uscr Prefile Actions -

+ Password Change =T
+ User Maintenance
Subimit Cancel

Figure 8. Maintain User | D Page
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4. The Assign/Unassign Actions for User screen displays. Mark the checkbox of LOCCS
COR-Coordinator and then click on_AssigniUnassign Actions 4 the hottom of the page (Figure 9).

miall | help | search | home

System Administration

Assign/Unassign Actions for User M[___|

system
administration
+ Business Partners

Maintenance
+ Password Change
+ User Maintenance
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Submission - PHA
(FASPHA)
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.r D - Update

FASPHA - Financial assessment Subsvstem PHA.
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[ DMS - Create Draft Manual Submission

F‘ DEA - Craate/Save Diraft Submizsion Data
1_ CRM - Create/Save/Submit Mannal Submission
J' APE - Bytension Request Approval
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]" AA1-FASS Auditor Viemng Rjghts
l_ APM Ianual Submission Approval
'T‘" RIM - Manual Submission Denial
il_ EDO - Read-Only Access
[ SMS - Submit Draft Manual Submission
| FIN - Submit Finalized Subrmsmcm Data
[I™ AV1 - View PHA Reports
FASSUB - Financial Assessment Subsyst. Submission
'1‘ AUC - Aud«lor Clrtification

:l_ COE - Coordinator
'T“ EXT - Extension Request Submission

|i'" RES - Eesubmussion Request Submjsswn
'r STB - Review Request Status

r' SUR - Subrmit an AFS
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(Figure 9. is continued on the next page)
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|| TASS - Tenar_]_t_Assessrf_ent Suhsystir_n |
|7 COR - Coorditator

" RDO - Read Only ‘

;"2"“ UP1- Update Tenant Discrep. Easchution Info ' |

|

|

| TRACS - Tenant Rental Assistance Certification P
| \[” COR - Coordinator
\I™ TWE - Over/Under Payment Eecolution

Agsign/Unassign Actions l Cancel

Figure9. Assign/Unassign Actions for User

5. The transaction confirmation page displays (Figure 10). Click ©K]|to properly initiaize the LOCCS
hyperlink on the Secure Systems Main Menu; exit your browser and reenter Secure Systems Main Menu
page. The LOCCS hyperlink will now display on the Secure Systems Main Menu.

mail | help | search | home

ﬂ System Administration
|

Secure Systems Successful Transaction

You have successfully assignedfunassigned action(s) touser] 1]

o]

Figure 10. Assign/Unassign Action(s) Transaction Confirmation

2.3.1.2 Assignment of LOCCS Roles to Users
Coordinators assigning LOCCS roles to Users should perform the following steps:

1. Click the User Maintenance hyperlink from the Secure Systems Main Menu page (Figure 6) to display the

User Maintenance page (Figure 7).

2. Enter the User’s Secure Systems |D and cHeR"" 2" Yserq gigplay the User’ sinformation on the
Maintain
User page (Figure 7).

3.  Select Maintain User Roles from the Choose a Function dropdown box list and clickSubmit to display

the
Assign/Unassign Roles for User page (Figure 11).
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Secure SiSI_BI'llE

system
administration

Maintenance

« PHA Assignment
Maintenance

+ Password Change

+ User Maintenance

4. Mark the checkboxes labeled ADM-Administration and QRY-Query and click on

System Administration

Maintain User ]

: User Information
[ User ID I:

First Name.]:.|
|Middle Initial | '
Last Name I:l

User Status | Active

Coordinator |Tes

User Type

Submit Cancel

mall | heln | search | home

Figure 11. Maintain User Page

transmit the update. (Figure 12)
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Assign/Unassign Roles for User [ |
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: User[D ]:|
;- I—.i;st hame .
[ “Middle Initial |

Last I\ama. I

User status |Artwe

Coordinator [Tes
| Usor Type [PHA Use/Ruciness Dartner
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|| Fase

Fi
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i LOCES - Line of Credit Coni_:raul.éqste
F AT - Adniistrabion

(PP QRY - Query
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M IAOA - Multfamiy Housing Crwrer of Agent
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W P3B - PHA Subrnitter
| TASS - Tenant Asscssment éul;systcm
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¥ TEE - Tenatt Income Discrepancy Trazker
F VL - View Lvernet Repors

Assign/Lnassign Roles J Zancel J

Figure 12. Assign/Unassign Roles for User
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The Assign/Unassigh Role Confirmation for User page displays (Figure 13)

ﬁ ' System Administration mall | help | search | home
=

Secure Systems
Assign/Unassign Role Confirmation for User[ |

[Roles to dssionto User [ |
| system Code [_ Role Code Role Description |
| Loccs | DM Admiristration

[ LOCes | QRY Query

. =
|No roles were selected to unassign.

system
administration

‘Confirm 1 Cancal 1

Figure 13. Assign/Unassign Role Confirmation

5. Preview the pending assignment roles for the User and click on  Zanfimt |to accept
the chaEe. The transaction confirmation page displays to confirm the role assignment (Figure 14).
Click 24,

mall | help | search | bome

System Administration

Secure System Successful Transaction

-L'nu hawe successfully assignedfunassigned role{s) to user:|

|
o]

Figure 14. Assign Roles Transaction Confirmation
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3.0 USING eLOCCS
3.1 Signing On To eLOCCS

3.1.1 LOCCS User ID and Password

The LOCCS (VRS) User ID and Password are required to access el OCCS. The same rules apply when entering
User ID and Password through el OCCS as VRS; it must be changed every 60 days and recertified every 6 months
(Figure 15). If prompted to “ Save password” when signing on to eL OCCS, do not mark checkbox to save.

@ LOCCS User IDs and Passwords are all numeric.

el ( PHAs, enter your LOCCS HUD-27054 User ID and s

Password (hoth are 6-numeric digits):

LOCCS User ID: I
Password: I

Lag In l Cancel ]

Figure 15. LOCCS User 1D and Password Page
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3.1.2 Authorization

After asuccessful login the LOCCS Authorization page displays (Figure 16). This page summarizesaUser’'s
HUD-27054 authority by Tax 1D, program area, and authorization. In eLOCCS a User may have the authority to
represent several Business Partners/Tax |D organizations. If you are authorized to represent multiple Tax ID
organizations, select a program area to conduct eL OCCS business for that organization. To access a different
organization, return to the LOCCS Authorization page and select the desired program area.

178, Erepr, of Housing
St e T LOCCS anthorizations are based upon an approved HUD-27054 on fils in the LOCCS
Security Office, andlor for S8 Contract Administrators, contract assignments i Secure

Systems. Under the Business Pattner you are representing, select a program area link for an
approprate set of menu options.

Line of Credit Control System (eLOCCS)
LOCCS Authorizations

Secure Systems Frogram Area Program Area Name Authorization
(HA Name 1) (z-6000144)
CFP Capital Fund Frogram Diawrdown
CIAP Comprehensive Improvemnt Assistatics Drawdows:
ROSS Residenit Opport & Self Sufficiency Deawdown
(HA Name 2) (=2-0017634)
CFP Capital Fund Pragram Drawrdown
CIAF Comprehensive Improvemnt & ssistarice Drawrdoosm
YRP Yacancy Reduction Program Drawrdowm

Figure 16. LOCCS Authorization Page
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3.1.3 Navigation Trail Hyperlinks

As aUser drillsdown into eL OCCS data through hyperlinks, the system tracks the path, which
appears on the eL OCCS navigation bar as hyperlinks. The Navigation bar provides the User with a hyperlink trail
for returning to a previous page. For example, in Figure 17, the navigation bar shows that the User started

from the ) d finaly to theVoucher Informat|on page.

Voucher Information
} !ﬂtth - Fui’ffrlih: == Grantinformation = Vauchr information

hud (HA Name)

Figure 17. Navigation Trail hyperlinks

Browsers provide a “Back” button that takes a User to a previous document. LOCCS
strongly recommends that Users refrain from using this button and use the eLOCCS-
provided navigation trail. Thisis especialy 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.

3.1.4 Main Menu Options

A variety of information is available through eL OCCS, but depending upon a User’ s program area authority, menu
options may vary. For example, Figure 18 shows aMain Menu pagein which the Capital Fund Program (CFP) was
selected from the eLOCCS Authorization page. Some of these Main Menu options are described in the
subsectionsto follow.

Figure 18. Main Menu Page (sample)

. Line of Credit Control System (el .OCCS)
I“l Capital Fund Program (CFP)
ok Ul ot
Secure Systems Cueries
® Grant Portfolie (CEFE) e Wiire Payments
s CFP Program
Updates
® Payment Youcher Entry s OblicatedExpendiures
¢ Cancel Voucher
Miscellaneous
* Mamtain Email Addresses & Mamtam Emal Assianments
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3.1.4.1 Grant Portfolio

The Grant Portfolio Page (Figure 19) 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. A new icon will be displayed next to the grant for
30 days. Depending upon whether the grant is awaiting the program office to spread the initial budget, the

available balance amount may be zero.

Above the column headings on the right is a checkbox indicating Show Zero Balance Grants. To view grants with
zero balances mark the checkbox and eL OCCS will automatically load any grants with zero balance amounts on
the Grant Portfolio page. To return to the original grant portfolio balance amounts simply desel ect the checkbox.

Pg (HA Name) Meny  Auth
eu!% ; FPortfolio Lo O Eratte
| All Grants
il o .9
" New Grant W
pr;?;:m Grant No. Authorized Dishursed l[;ag:zzgm ' _B'ﬁ'l o 'c;
Capital Fund Program
CFP  43P000501-00 1,493,022.00 1,382,924.45 000 210,097.55
CFP  A43P000501-01 1,523,544.00 9473997 0.00 1,428.77403
CFP  ¥X43P000501-02 1,490,.800.00 4500000 0.00 1,445.200.00
CFP Subiotal: $4507 33600 $1422.66442 $0.00 $3.084,671.58
Drug Eliraination Grant Program
DRUG  ::43DEPOOO0T01 23332500 127,412 68 o.on 12491232
DRUG Subtetal: $252325.00 $127 41268 $0.00 $124 91232
Operating Fund
OFND  4000-001-038 o 1,627,703.00 952,940.00 0.00 73476300
OFND Subtotal: $1,687,703.00 $952.040.00 $0.00 $734,763.00
Resident Opport & Self Sufficiency
ROSS  W{BSRSFO0OPO161 7500000 44 246 30 000 30,753.70
ROSS Subtetal: $75,000.00 $44.246 30 $0.00 $30,753.70
Youth Build
YB el Mid01aa 375,424.00 11,19422 0.00 364.229.78
T YB Subtonal: $375424.00 $11,19422 $0.00 $364,229.78
Portfolis Totals:  Grawmis:T $6,897 788.00 $2558 A57.62 $0.00 $4.339.330.38

Figure 19. Grant Portfolio
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From the Portfolio page, to view additional information on agrant click the appropriate hyperlink and the Grant
Information Page (Figure 20) will display with a General tab set as default along with optional tabs depending on
the grant selected. At aminimum the General and VVoucher tab will appear for each grant. The General tab details
organizational information, contract dates and funding information specific to that grant. Figure 20 below isa
sample Grant (Portfolio) Information page with the General default tab selected.

(HA Name) fiert | shat
Grant Information Log Off Bottam

Grant: XX43P000501-00 (CFP) Capital Fund Pregram

Contractual Organization: =-6001580 Contract Dates Funding
(HA Mame) Original Verify: 09-14-2000  Authorized: 149302200
(HA Address) Effective Date: 09.01-2000 | Dishursed: 1204 357 45
(HA City, Staie/Zip Code) Obligation Start: ~ 10-01-2000 | In process: 000
Payee Organization: Obligation End:  09-30-2002 |Balance: 288 664 55
- same as cortractual Dishursement End: 09-30-2004 |Collections: 000
Region:04 Office: 43 VRS No: x00x:92001

Contract Status:
s = Grani is past its oblization end date and has noi obligated 9096 of its fumds.
L] % Late Oblizated/Expenditure information! Drawdowns suspended!!

Figure 20. Grant Portfolio
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Clicking the Budget tab will list amounts that were authorized/disbursed againgt the grant by Budget Line Item
(BLI), as shown in (Figure 21). On the Disbursed column header is a double arrow down icon . Clicking this
icon will display each voucher that makes up the accounting total for the BLI (Figure 22). To return to the
previous BLI level simply click the upicon and the voucher amounts will collapse.

et CHANSIHE} Manu  Auth
b CLOCCS CGirant Information bod ol Busory
ienu = Potfolic = Grant information

Grant: XX43P000501-00  (CFP) Capital Fund Program

TR Vonchers 7 OblExp

Status h:’,ﬁ Name Authorized { Dishursed | : ;gﬁi‘,;'“ Balance
1406 Operations 25,000.00 25,000.00 000 0.00
1408 Management Improvement 70,000,00 39,642 30 000 30,350.20
1410  Adminstration 1082,000.00 102,000.00 000 0.00
1430 Fees & Costs 40,000.00 47 663,26 000 1233674
1450 Site Improvement 225,682.00 165,033.00 000 a0,649 .00
1460 Dwelling Structures 987 412.00 812.110.10 000 175.501.50
1465 Dwelling Equipment 572800 000 000 5.728.00
1475  Non-Dwelling Equipment 7,000 00 3,342.00 000 365200
1485 Helocation Costs 10,000.00 9,539.29 000 44071
1502 Contingency 000 0.00 ooo 0:00

Totals 149302200 1,204 35745 000 288 664 55
Actual Available Balance (Less Undishursahle BLIs)

Figure 21. Budget Tab by BL I
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(HA Na.me) Menu  Auth
Grant Information Leg Off Bottom

IMenu = Potifalio = Grant information

Grant: XX43P000501-00  (CFP) Capital Fund Program

i LA Vouchers 7 OblExp

Status b::: Name Authorized Balance

14@ Operations 2500000 15,mnjju 000 0.00
03012001 Voucher 002005165 235,000 00

1408 Management Improvement 70,000.00 2954980 000 3035020
11142000 ¥ oucher 092.000707 3,584100
035/24/2002 Voucher 092052920 3520000
(61372002 Yaucher 092 055747 36520

1410 Adminstration 10200000 102 00000 000 0.00
06372002 Vouchey 093055767 10200000

1430 Fees & Costs 60,000.00 47 66326 000 12336.74
03/21£2001 ¥oucher 193-006452 707000
06/13/2002 ¥oucher 080055747 40,5936

1450  Site improvement 22568200 16503300 000 60,649.00
050172002 Voucher 002040501 00000
07/0272002 Youcher 92058673 11787300
08072002 Voucher 092-063730 6,665 00
09/03/2002 Voucher 092067376 2e67000
10/28/2002 Youcher 092076524 482500

1460 Dwelling Structures 987.612.00 g12,11010 oo 17550190
12/07/2001 YVoucher 092.030871 BT,D_‘SEI_JJﬁ
12/28/2001 Youcher 002.033470 3572500
01/28/2002 Voucher 092-036823 36,370.00
030672002 Youcher 023041907 3055620
D04/2002 Voucher 092045932 73,946 50
05/01/2002 Voucher 092.049801 54.410.00
05/24/2002 Foucher 092-052920 88,_560_.00
070252002 Youcher 092058673 13391700
080772002 Voucher 092053730 T7.21700
090372002 ¥oucher 003067376 3306000
10/04/2002 Vouckier 093073229 10147800
1042872002 Voucher 092076224 8072000

1465 Dwelling Equipment 572800 000 000 5,728.00

1475 MNon-Dwelling Equipment 7,000.00 334200 0.00 365800
06/1372002 Youcher 003055767 334200

1495 Relocation Costs 10,000.00 955920 000 440.71
06/1372002 Youcher 002055767 55020

1502 Contingency 0.00 000 000 0.00

Totals 149302200 1,204 357 45 000 288 664 55

Figure 22. Budget Tab by BL1/Voucher
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Clicking the Voucher tab lists general voucher information for a particular grant. A voucher number can be
sel ected to retrieve descriptive information about that voucher (Figure 23). On the Amount column header isa
double arrow down detail icon . Clicking this will show an itemized BLI breakdown by voucher. To return to the
previous level click theupicon .

(HA Name)

Grant Information

(CFP) Capital Fund Program

Vaucher

Meny  Auth
Log Cf Bottom

Status Enietg_d

10-28-2002 by e, User
10-04-2002 by & User
09-03-2002 by e. User
08-07-2002 by e. User
07-02-2002 by & User
06-13-2002 by e, Usger
05-242002 by e. User
05-01-2002 by . Uger
0404 2002 by e, User
03-06-2002 by . Usger
01-28-2002 by e. User
12-28-2001 by e, User
12-07-2001 by e. User
03-21-2001 by e. User
03-01-2001 by & User
11-14-2000 by e, User

ﬁl&g
Meny == Porifolic == Grant Infonmatien
Grant: XX43P000501-00
o Paid
- Voucher
Ho
1 092076524
2 092073229
3 092067376
4 092063750
5 022058673
6 092055767
T 092052020
& 092049201
9 092045933
10 092041902
11 (92036333
12 092033473
132 092030871
14 092006458
15 092005165
16 022000707

NESNHYERXNENENE SR

25,605,00

101,478.00
21,73000
#3,882.00

251,790.00

156,060.35

123,760.00
61,41000
73,046 90
19,594.20
26,270,00
3572500
27.05000

7,070.00
25.000,00
3.284.00

Schedule
Ho
LH9734
LHI231
LHO183
LH9108
LHo018
LHz962
LHZ910
LH2851
LH773
LH3687
LH2572
LHa521
LHz468
LH7734
LH7623
LH7378

Est Deposit
Date
104302002
10/0872002
09/05/2002
08022002
070572002
06/17/2002
0572902000
05032002
04/08/2002
032002
012072002
010272002
127112001
0372372001
030572001
111672000

Figure 23. Voucher Tab

22




Depending upon the Program Area and grant selected, the Obligated/Expenditures (Obl/Exp) tab may or may not
be visible. The Obl/Exp query tab supplies important historical information for the grant by reporting period
(Figure 24). The % under Cumulative Obligated represents the Cumulative Obligated divided by the LOCCS
Authorized. The % under Cumulative Expended represents the Cumul ative Expended divided by the LOCCS
Disbursed

“hud (HA Name) Meny  futh
CLOCCS Grant Information e fE Bl

Ien = Portfolio =e Grant Inforrmation

Grant; XX43P000501-00  (CFP) Capital Fund Program
" GGeneral v ¥ Vouchers ‘RIS |

Obligation Start: 10-01-2000 »Obligation End: 09-30-2002

‘Reporting  Reported  Reported LOCCS Cumulative LOCES Cumulative
Period On By Authorized Obligated Disbursexd Expended

09.302000  10-31-2000 eLOCCE User 1,493,022.00 388400 0% 000 323400 0%
12312000  02-20-3001  eLCAOCS User 1,493,022.00 376000 0% 3,88400 ATA700  148%
03-31-2001 05042001 «LOCCE Uszer 1,493,022 00 89,560.00 5% 23,954.00 3604200 100%
06302001 07122001 eLOCCS User 1,493,022.00 8956000 5% 3595400 7131700 198%
09302001  1030-2001  eLOCCS User 1,493,022.00 130536400 87% 3595400 10274300 285%
12312001 03-05-2002  eLOCCS User 1,493,022.00 1,493,02200  100% 10872900 22297300  205%
03312002  05-07-2002 HUD Gtaff 1,493,022.00 1,493,02200  100% 18460520 47206100 255%
06302002  O7-12.2002 sLOCCS User 1,493,022.00 149302200 100% 39987245 86979654  144%

P09.302002 10282007  eLOCCS User 149302200 149302200 100% 1017.07445 26079654  85%
10312002 11-26-2002  eLOCCS User 1,493,022.00 34300 0%  1,204357.45 3400 0%
11302002 Awaiting Grantee Update

Figure 24. Obl/Exp Tab

3.1.4.2 (Program Portfolio)

As shown in Figure 25, a User may view a specific program area by clicking the program area tab (CFP) next to
the All Grants tab. (Figure 18) The program area on the tab is based on the User’s program area selection when
initially accessing eLOCCS (see Figure 16). For example, in Figure 25, only CFP grants are displayed because
thisisthe program area selected at the authorization page access point.

G‘IA Nama) hieria Fanth
Portfolio Log Off Bottom

Meny = Portfolio

" All Grants
Pgrg;:m Grant No. Buthorized Dishursed iFﬁag::E::; | 'ﬁéﬁgﬁi"
CFP FA3P000E01-00 1,493 02200 1,382.92445 200 210,097 55
CFF X4 3P000501-01 1,523,514.00 04,735 97 0,00 1. 422.774.03
CFF ¥oa3P000501-02 1,490,200.00 4500000 0.00 1,445,200.00
Portfolio Totals: Granis: 3 $4,50?,336.ﬂﬂ $1,422,664.42 $0.00 $3,084 H71.58

Figure 25. (Program Portfolio)
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3.1.4.3 Program-Specific Information

The program-specific information hyperlink on the eL OCCS main menu provides useful information about a
particular program. The program area hyperlink is determined at the el OCCS authorization page access point (see
Figure 16). For example, in Figure 26 below, two tabs supply information relative to the CFP grant: A Budget
Line Item chart under the Budget Line Items tab and a message about a HUD requirement under the Tracked
Documents tab (Figure 27).

. Mens puth
Capital Fund Program (CFP) Log 0 Buttem
| Budge e T
(B = Unavailable for drawdown
Line ltem Name
1) olo0 @ Feserved Budget
2) oo Thitial Budget
3) 1406 Operations
4) 1408 Bl aisgement Improvement
5) 1410 Admanistration
6) 1411 Audit Cost
73y 1430 Fees & Costs
8) 1440 Site Acqusition
9) 1450 Site Improvement
10 146D Dwelling Structurys
11) 1465 Dwelling Equipment
12y 1470 Mon-Dwelling Stractures
13) 1475 Hon-Dweliing Equipmert
14y 1485 Damolition
15) 1490 Replacement Reserve
16) 1492 MovengT oWorkDemonsteation
17) 1483 Relocation Costs
18) 1499 Development Activity
18y 1500 Indizn Hongsing Grants
20) 1501 Collater Exp / Debt Srec
21y 1502 Clontingeney
22y s Debt Reserves
23y w00 @ Bond Debt Ohligation
24) ooz Loan Debt Obligation
25 ond Past Audit A djostment

Figure 26. Program-Specific BLI Tab

' m Capital Fund Program (CFF) et

[y, =, Progesn Siea

Tracked Dosents |
B Oblipated Exp enditure

This information is due monthly for each grant which has not reached its pre-audit date. It is due 3
husiness days after the repating periad, and wmust he entered theough <L OCCE. Failure to provide
this inforymathon within 5 days, sl result in sospension of dravadosns for all granes s the CFF,
COMP, and CIAP programs.

Figure 27. Program-Specific Tracked Documents Tab
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3.1.4.4 Wire/Check Payments

The Wire Payments option displays LOCCS Payment Cycle summaries of wire/check payments made to the
Business Partner. To reduce the number of records displayed, the page defaults to the last 50 payments. A Next
hyperlink is available at the top column header and bottom of the table to select the next 50 rows (Figure 28).

1l (HA Name) Meny  Auth
SLOCC Wire/Check Payments A At vt

IiEnu = YirsiChigck Payments

*Note: Actual deposit date may vary by individual hank.

Pay:t_gﬁt;ts:yde jgrt;':; Al S‘c'hag:I?;?mhar

1 Tue 10.29.2002 96,799.22 LHI234

2 Sat 10.12.2002 T 16,330.03 LHO297 Wed 10-16.2002
3 Sat 10.05.2002 2 146,478.00 LHo281 Tue 10082002
4 Sat 09262002 1 25,000.00 LH9260 Tue 10012002
5 Fri 09.27.2002 L 52,642.47 LHO244 Mon 09.30.2002
6 Thu 09.26.2002 L 1,000.75 LHI240 F09.27.2002
7 Fri 09.20.2002 1 52,642.47 LH9225 Man 09-23-2002
8 Tue 09.17.2002 L 73,384.72 LHO215 Wed 09-18-2002
9 Fri 09.13.2002 1 52 642.47 LH2207 Mon 09.16:2002
10 Fri 09.06.2002 1 52,642.47 LHS150 Mo 09-00-2002

Figure 28. Wire/Check Payments

Wire Payments Detail

Click the No of Grants column on the Wire/Check Payments page to view the Wire/Check Payments Detail page.
The LOCCS disbursements made on the Payment Cycle date appear on this page (Figure 29).

. hu (H.&&Name) henu  Auth
FLOCCS Wire Payments Detail Log Off Bottom

Treasury Schedule: LH9334 LOCCS Processed: 10-29-2002 02:41:54
Progam Area Grant Youcher Amount

1 CFF Ard3P000501-00 092076824 85,605.00

2 ¥B Y INETME3 051014625 11,194.22

Total: 96,799.22

Figure 29. Wire Payments Detail
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3.1.4.5 Payment Voucher Entry

The Payment VVoucher Selection page alows grantees the ahility to select and request dl their vouchers at once.
Depending upon the User’'s program area authority, al available grants in al program areas in which the User has
drawdown authority are selected and displayed with a checkbox next to the grant number (Figure 30).

@ (HA Name) Meny  Auth
FLOCCS Payment Voucher Selection Loa Dt Botom
Meny == Youcher Selection
& phone icon &l indicates voucher draws are not currently supported by eLOCCS, and can
only be drawn over the phone. Please continue to use LOCCS-Voice Response (VRS), for
those programs.
Have your HUD-50080 payment voucher form(s) prefilled, in the order of selection. Mark the
checlkcbox next to each grant you are requesting a payment, and click the suhmit button.
B Gratit No. Buthorized | Dishurseq  [AWMENS - Awalable Brant
Capital Fund Program
CFF W C29P00050 -0 4,756 372,00 2002,179.11 60,126.59 2,694 066.30
CFP 445921300 000 0.00 4,659,213.00
cFP [T 61428100 000 0.00 614,281.00
CcFP [ #Z8R00050M-04 62683600 050 0.00 626,836.00
CFP [T 24Z3R00050M-02 61258300 0.00 0.00 613.583.00
Drug Elimination Grant Program
DRUG [T 28DERPOOOOION 626 69600 57877628 0.00 47,919.72
DEUG [ XK290EPD00OND1 688 A73.00 524 26195 0.00 164,411.05
DRUG @ }C9DEPOOONNSE 785 200 00 785,199.96 0.00 04
® Drawdowns suspended due fo a pre-audit status for this grant.
CUperating Fund
oFND [ X001000038 1023156400 0.00 0.00 3,023,564.00
Public Housing Development Grants
PDEV 3@5 AH28P000044 1,000,000 00 2360030 0.00 976,399.70
Resident Opport & Self Sufficiency
ROSS [ ¥{0I1RSVOOOPO101 5599300 46 507 37 0.00 9.485.63
Urban Revitalization Program(Hope6)
URF - A29URDO000T2E 2155200000 17,12407448 1095728 4,416,968.24
Subrit ! Rasat | Cancel |

Figure 30. Payment Voucher Selection Page

If agrant hasaphoneicon  inlieu of acheck box, thisindicates that the grant/program areais not currently
supported by el OCCS drawdown, and can only be drawn using the VRS.

If agrant has an available balance, but el OCCS determinesit is unavailable for drawdown, the check box is
replaced with alocked icon . Directly below the grant there will be an explanation of why the grant islocked,
aong with a representative icon that provides a quick visual indication of status.
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To perform a drawdown simply mark the desired checkboxes next to the grant and click the ' Submit putton for
el OCCS processing. eL OCCS will then display these vouchersin succession, and the appropriate budget line
information will appear for each one.

If multiple grants were selected on the Voucher Selection page, the  Mest Payment icon and related grant number

appears at the bottom of the page (Figure 31). Choosing this __ HextPayrmert jcon will display the next HUD-50080
voucher form for that grant. The current voucher will be skipped for processing.

el OCCS automatically totals the voucher as each Budget Line Item (BLI) amount is entered. A negative BLI
amount cannot be entered againgt an avail able drawdown baance. After BLI drawdown amounts fields have been
populated, click the Submit’ bytton and one of the following results will be returned:

e Thevoucher request is accepted and processed for payment,
e Thevoucher request is accepted but requires HUD review, or
e Thevoucher request isrejected and areason provided.

For example, (Figure 32) below illustrates a payment voucher request of $2000 against the BLI 1408
Management Improvement account that is accepted, and approved for payment.
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(HA Name) Maws ol
Payment Voucher Entry Log Off Battom

TAE L e A OUCHEL SEIBCHD i

eLOCCS U.5. Department of Housing
CTFP capital Fund Program and Urban Development
Payment Voucher D of Public and Inlian. Fivusing

Public mportig barden for this collection of Efonmation: ir srtimated to sverage 15 mnites per Tesporss , Tchuding the tioe for rsdewing Bstractions ; sercaieg eosting dita soumes,
gatbiering and wandaining the data reedad, nd completie md reviewig the collection of fornation, This agency may ot collect this pfonmation, ol Yoo are not Tequirsd te
cormp lete this fomm, wmdess & displiys o cumedly valid OME control zammber.

HUD rplaverted the Line of Credt Coetrel SystemsVoice Rerporwe Systax (LOCCE/VRE ) to process Taguests £r puymerds to grarders. Orad recpioes fill ot o voudur fonm for
the gpplicdhls HUD program with oIl the necessary iomation prior to mak@g o telephone call ueirg o tod toree telephone te mitiste the drprdoem process. This divmsetion i
Tequired to obtain banafits wider the U.S. Housiig Act of 1937, o onended. The ofomtion mquested does not land selfto confidatiality.

L. Voudur Hovher |2.10CCS Poom dna 3 4
002 Fkkkkk . CFP

5. Woke Rasponse Ho. 'd Oraitee Orgatisaticn
xoe-92001 (HA Namg)

% Girwrt: or Project Mo, | 63 Cree Orgadsion TIN

XX39P00050100 | XX-0004034

BLI : Name Authorized : : Amouric
1408 Management buprovement 182,614.35 323047 12,000.00
1410  Admisstration 187,719.00 0.00j0.00
1430 [Fees & Cosis 45,104.65 0.00 ]0.00
1450 | Site uprovement 41,780.00 0.00 {0.00
1460  Dwelling Strucrures 1,419 ,977.00 59,600.03 |[0.00
1502  Contingency 0.00 0.00{0.00
Total: 1.877,195.00 62830:50 [2,000.00
1 captify the data Teported and fmds Tequasted on this voucher e comect and the enoe requested is not i wicess of § diate st nt needs Sor thas T T thie evrard: the
jmdsmmﬂbummthmmssw, such excess \w.l.lbz pwm‘l.brmnmd 4 dmcr.edby HITD,
11. Heme J Phome Fmher of Barson complating this foom | 12, Hame & Title of fothorized Signatory
eLOCCS User 13 Sigiine [14. Dite of Request
11-27-2002

Warning: UL wrill prosenits fale clafres and sttamerts. Comsriction may resalt #n orindral sndior civil penalties. (18 113,00, 1001, 1010, 1013 31 T1.5.0 3729, 3802)
Privacy Statement: Public Law 07.255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Departtment of Housing and Urban
Development (HUL) to collect all the nformation (except the Social Security Number (35M)) which will be used by HUD to protect
disbursement data from fraudulent actions. The purpose of the data iz to safeguard the Line of Credit Control System (LOCCS) from
unauthosized acregs, The data are uged o ensure that individuals who no longer require access to LOCCS have their access capability
prompily deleted, Failure to provide the information requested on the form may delay the processing of your approval for access to
LOCCS. While the prowision of the 33N is woluntary, HUD uses it as a unigque identifier for safeguarding the LOCCS from unauthorized
access. This nformation will iot be otherwise disclosed of released outside of HUD, except 45 permitted or required by law

form HUD-S0080-CFP-a (4:2000) |

Submit | Reset |  Cancel |

Next Payment | (CFP|Grant Number )

Figure 31. Payment Voucher Entry
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Selection - Voucher Entry

cLOCCS U.S. Department of Housing
CFP Capitad Fund Program and Urhan Development
Payment Voucher Ofice of Public and Indisn Houskig

Public reporting bardar for this collection of ftormation 1= estinated to wurege 15 minites per respores, chading the tims for sevienring Setnactions , seanching evdstivg dits sonmees,
gathering s mabitaining the dats needed, sd completing md reviswing fhe collaction of dfomwtion. Thic szewy Mgy not collec this fomaion, md yon i not required to
comp bite this fomn mless 1t diepliys 4 auomerthy valid OME cortrol taneber,

EUD tmpleamerted the Lite of Credit Congrol Systare/Voics Recporise Syetam (LOCCS/AWES) o process Tag for paitents th gravteas, CGrant teciplents 1l ot o voucher foom for
the spplicable HUD program with all the vececcary mfonmation prior to mudong & telipboe call uweing & tonds tore telephome to iriate the deamdovm process. This rdmnation i
required to obtatn benetits wmder the T 5, Housmg Act of 1937, & anevded. The trfemmation regoested does tot band theelf to corfidenttality

1. Youshur Hamter 2. LOCCE P dres i 4
002-079183 CFP
5. Woice Respores Ho. 6, Crantes Organdimrion
ooex-92001 (HA Name)
&, Gravt or Project Ho. s, Cratee Organdsaion T
XX39P00050100 XX-0004034

 Budget _ - -
Line Name Authorized Dishursed :uumer
: s Amount
“em I . | bl
1408 Management Brprovement 182,614.35 181,383.88 1,230.47 2,000.00
' Total: 162,614.35 181,383.88 1,230.47 2,000.00
T certifi the dara reportad and fimds requested o this saapchr dre comect aed the s requested is not B exmess of 1 diare dist yuseds for this p T the evart the

fimds provided becomne more that, tecessary’, sudh exress il be prompthy retumed, s directed by HUD

11, Hame & Fhone Humber of Parcon completimg thos foom | 12, Haome & Tile of Suthormed Signatory

eLOCCS User
13. Sizrumme 14, Date of Request

11-27.2002

VWiamning: HUD will prosecaze false cleimes and staemevies. Cornrction may resuk in aoiminal sndior oivil peralties. (18 1.8 €. 1001, 1010, 1012 ; 31 1082 3729, 5802)
Privacy Statement: Public Law 97-255, Financial Integrityr Zct, 31 USRS C. 3512, suthorizes the Departiment of Housing and Urban
Development (HULDY o collect alf the information (except the Social Secuity Mumber (33N which will be used by HUD to protect
disbursement data from fraudulent actions. The purposs of the datadis to safeguard the Line of Credit Control System (LOCTS) from
unauthorized access. The data are used to ensure that individuals who no longer require access fo LOCCS have their access capebility
promyptly deleted. Faituze to provide the information requested on the form may delay the processing of your approval for accese to
LOCCE. While the provision of the 35H is voluntary, HUD uses it as 2 umgue identifier for safeguarding the LOCCS from unauthorized
access. This information will not be otherwize disclosed orreleased outside of HUD, except as permitted or required by Lo,

fort HUB-50680- CFP-a (4/2000)

This Payment Request was APPROVED...

A payment of ﬂl,mo.ﬂﬂ should be depostted m your account on Monday December 02, 2002 Please prnt this
request, and retait for your tecords.

Menu | Hext Payment l (CFPI Grant Number

Figure 32. Payment Voucher — Approved Confir mation
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3.1.4.6 Obligated/Expenditures

The Obligated/Expenditure Status page is accessed through the main menu Obligated/Expenditure hyperlink.
When the tab is clicked, eLOCCS will show the most recent obligated/expenditure information for program areas
and grants requiring the information. If the latest Reporting Period has not been provided and the User is
authorized to provide that information, the reporting period will become a hyperlink. Clicking on the hyperlink
will alow entry of the information for that period (Figure 33).

lﬁmj (HA Name) Wany  futh
FLOCC

Obligated/Expenditure Status Lig O Polterd

Meny == Chilg/Exp Satus

If a Reporting Period date is a hyperlink {underlined), then clicking the date will allow you to update
obligated/expenditure for that period. If there are multiple unreported periods, the earliest periad
must he reported 1st.

¢ Provided “© PastDue

Grant Ghligation Reporting LOCCS Cumulative LOCCS Cumulative

Nutnher End Period Due | Authorized PHA Obligated Dishursed PHA Expended
Capital Fund Program (CFP)
WM3P000S0M-00  09.30.2002  11-30-2002 12:06-2002  $1,493,02200 .- 3120435745
WASPOO0S01.0f 09302003 10312002 40 11072002 $1.523514.00 S AT

11302002 12.06.2002  $1,523,514.00 .- o4y ; .

}C{4BPEI.'1E§501-02 07-10-2004 11302002 ¢  12-06-2002 $1,4%0,800.00 $1,311,00000 87% $45,00000 4000 0%

Figure 33. Obligated/Expenditur e Status

The Obligated/Expenditure Update page alows entry of updated information, as needed. If the period is past the
obligation end date for the grant, a lock appears next to the obligated information and LOCCS automatically
places the prior obligation amount in that field, which cannot change.

For convenience, if the prior reported amounts are the same as current reported amounts, a checkbox is provided
to automatically use the previous figures (Figure 34).
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:

r ﬁf\ 5 (HA Name) Meny  Auth
PLOCCS Obligated/Expenditure Update SIS Ridd

Menu == Gblig/Exp Slatus == ObligiExp Update

Grant: XX43P000501-00 Capital Fund Program (CFP)

Reporting LOCCS Cumulative LOCCS Cumulative
Period Authorized  Obligated Disbursed Expended
2002-11-30 1,523,514.00 1,523,514.00 94,739.97 154,535.87

20021231 152351400 [1,523,514.00 @ 94,739.97 [15a,535.87

Mark the check hoxes to duplicate the cumulative amounts from the previous period.

Submit | Resst | Cancsl |

Figure 34. Obligated/Expenditure Update

3.1.4.7 Cancel Voucher (PHAS)

Users who have the authority to create a voucher request can cancel that request prior to LOCCS payment. The
Cancel Voucher option is accessed through the main menu. When this option is selected, eL OCCS will display
any outstanding vouchers that may be canceled (Figure 35). Select the cancel icon and you will be asked to
provide a reason for canceling the voucher. After entering the reason, click the Submit button and the selected
voucher will be canceled (Figure 36). Another voucher may now be entered against the grant, if needed.

ﬁ""'~ (HA Name) fiam Ak

CLOCES Cancel YVoucher Selection ——

To select a voucher to cancel, click on the cancel icon EI

'P_rggjr::r"n' Grant Ho. VYoucher Ho. Entered Amount Action
Capital Fund Program

CFP XEZPO00S01-00 092081588 12s200zey[ ] 9140 Bl

CFP X432P000501-00 092-081500  1135-2002by[ ] 100,20388 &l

CFP KEISPO00S01-02 opz08igle 1z0zz00zey[ ] 200000
Drug Elimination Grant Program '

DRUG  XX39DEFOOONIN0 mg152464  12022002w ] 10000 Bl

Figure 35. Cancel Voucher Selection
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(HA Name)

Cancel Voucher

Grant: XX39P000501-02 (CFP) Capital Fund Program

Voucher No: 092-081816

eLOCCS En'tarst_l”hy:
Arount: $2.000.00
Status: awaiting payment
BLI Line ltem Name Amount
1408 Management Improvement 2,000.00
Total: 2,000.00
Cancel reason:

lIncarrect Grant selected....

Subrmit | Reset | Menu |

Figure 36. Cancel Voucher
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3.1.4.8 Maintain Email Addresses

A useful feature of eLOCCS is the ability to provide emails of LOCCS HUD actions that affect the funding of
grants in a portfolio. These emails will alert you when funding for the contract/grant has changed. The Business
Partner maintains both the email repository list and the LOCCS email that each email address will receive.

In order to update or maintain email addresses, Users must have the Secure Systems LOCCS role
Administration assigned. See Section 2.3 Secure Systems for LOCCS Assignment/Roles. With thisrole
assigned, the el OCCS menu options will display Maintain Email Addresses and Maintain Email Assignments
hyperlinks on the eL OCCS main menu page.

Clicking Maintain Email Addresses displays an entry page with an upper and lower section (Figure 37). 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 thisreason, 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 multipleindividuals. To update your primary email address, click the
Update Primary button and enter the email for the organization (Figures 38a)

The bottom portion of the Maintain Email Addresses page (Figure 37) provides an area for adding, deleting and
updating any number of additional email addresses for individualsin the organization. (Figures 38b and c) These
additional email addresses will not automatically receive any email and must be mapped manually to atype of
email through the Email Assignment option from the main menu. See Maintain Email Assignment section
3.1.4.9.

m (I‘IANBH]B) Menu  fuith
@ 2}% Maintain Email Addresses Log B4 Brttom

Mernu =w= Maintain Emait Addresses

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
addifional addresses, to a type of email from the Maintain Email Assignments option on the main men

PRIMARY Email Address: (Primary receives ALL LOCCS Emailsy
Hame : {(HA Name)
Email :

Upd ate Primary 1

ADDITIONAL Email Addresses: (Click the name link to modify or delate)
HName Email Phone Ext.
1

Add Additional |

Figure 37. Maintain Email Addresses Page
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@ (ELA Name) Meny At

CLOCES Update Primary Email Address Log 0% Boftom
heny = Maintain Ernail Adc . = | Ipdate Primar Emall Address

UPDATE Primary Email Address:
Name : (HA Name)

EMail :  [PHA_Name@Atiantic.net Subrnit | Resst | Cancel |

Figure 38a. Update Primary Email Address

(HA Name) Midny sl
Update Email Address Lea 8 Boflom
Address
Email Address DETAILS:
Hame : I John Henry
EMail : I JohnHECab leone . net
Tel.Ho.: Im
Ext. : |
Add | Reset | Cancel |

Figure 38b. Update Secondary Email Addresses

(HA Name) Meny  Auth
Maintain Email Addresses Log Off Bottem

ideny = Maintain Email Addresses

Use the Update Primary button to addfupdate your ergamzations primary email address,
Use the Add Additional buiton to add any addional email addresses. Don't forget to assign these
additional addresses, to a type of email from the Maintain Email Assignments option on the main memu.

~ PRIMARY Email Address: (Primary receives ALL LOCCS Emails)
Name : (HA Name)
Email : PHA Nameg@Atlantic.net

Update Prirmary

~ ADDITIONAL Email Addresses; (Click the name fink to modify or delete)

Hame Email Phone Ext.
1 John Henry JohnH@ Cableone. net (1231234567 10
Add Additional

Figure 38c. Update Secondary Email Addresses
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3.1.4.9 Maintain Email Assignments

The Maintain Email Assignments page 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 viaradio button. For example, Figure 39 below depictsthe
email User by Addressee with the desired type of emails chosen.

(HA Name) Meny  Auth
Maintain Email Assignments (CEP) kg Bt Butom

Assianments

" By Type of Em

Ernail Type of Email
JohnH@Cahleons nat Wire Payments Summary
Portfolio Action Summary
Deht Approval Notification
Debt Warning

TR A

Update | Reset | Cancel |

Figure 39. Email by Addressee

When the presentation is By Type of Email, the type of email appears as a hyperlink. In this case, the Wire
Payments and Portfolio Action Summary email is mapped to the User. (Figure 40).

Hﬁg (HA Name) Menw st
SLOCCS Maintain Email Assignments (CFP) Lza Off Buttem
feny = Maintain Emall Sssignments

. By Type of Emai

" By Addresses

Type of Efmar Addressee Email
1. Wire Payments Summary John Henry ¥ TohnH @ ableons net
2. Portfolio Action Summary John Henry JohnH@Cableone net
3. Debt Approval Notification John Henry [ JohnH@C ableone net
4. Debt Warning John Henry [ JahnH@Cableone net

Undate I Resat I Cancel I

Figure 40. Email by Type

Clicking on the hyperlink will display a description of the email and provide a sample email
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4.0 QUICK REFERENCE

4.1 Troubleshooting/Tips

By far, the most frequent problem encountered by Users is difficulty accessng eLOCCS. This is due to the PHA
Coordinator’s improper setup of access in Secure Systems. Once access has been established in eL OCCS through
Secure Systems, Users report very few problems with navigating and using eL OCCS.

Muultiple components and systems support eL OCCS access; therefore, the nature of the particular problem will
determine the contact person. Listed below are some el OCCS troubleshooting tips, common problems and
resol utions:

1

I’'m a Coordinator and | do not seethe LOCCS hyperlink on my main menu.

Thefact that you are a Coordinator and have assigned the LOCCS system to yourself does not mean
you (aCoordinator) have accessto LOCCS; it only means you have authority to provide this hyperlink
to others. If Coordinators also need direct accessto LOCCS, they should completed a HUD 27054
form and forward to your local Field Officefor review (who will then forward to the User Support
Branch), and assign at |east one of the LOCCS roles (Query and/or Administration) to themselves. See
Section 2.3.1.2.

I’'m a Coordinator and | don't seethe LOCCSrolesto assign to my Users.

You (a Coordinator) have not assigned the LOCCS system hyperlink to yourself. Without LOCCS
hyperlink being assigned, you will not see the LOCCS roles to assign to Users on the Maintain User
Information page. See Section 2.3.1.1.

I’'maUser and | don’t seethe LOCCS hyperlink on my Secure Systems Main Menu.

The Coordinator has not assigned L OCCS role(s) Query and/or Administrative to your Secure Systems
ID. The association of these roles will place the LOCCS hyperlink on your Secure Systems Main
Menu. See Section 2.3.1.2.

When | click on a program areain eL OCCSthe main menu is blank.

The Coordinator hasindeed assigned aLOCCSrole to you. This can be assumed becausethe LOCCS
hyperlink appeared on the Secure Systems Main Menu, but they were probably assigned a Section 8
Contract Administrator role, which means nothing to aPHA user.

Have the User verify with the Coordinator that they have been assigned either LOCCS — Query and/or
LOCCS—Administration roles. See Section 2.3.1.2.
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5. 1 don’t have any email options displayed on my L OCCS menu.

Y ou were not assigned the LOCCS Administration role by your Coordinator. Have your coordinator
add therole to your ID. See Section 2.3.1.2.

6. | don't seeaparticular program areaon the Authorization page, but it showsup on the Grant
Portfolio page off the eL OCCS main menu.

This means you are authorized for query access only for that program area. To have drawdown
capability, add the program areato your HUD 27054 form and forward to your loca Field Officefor
review (who will then forward to the User Support Branch). The program will then appear on your

e OCCS Authorization page after the approval process.

7. When | dick on the LOCCS hyperlink from the Secure Sysgems main menu, | am sometimes
prompted to enter my ‘User Name and Password’ even though | previoudy entered my Reac
User Nameand Password.

The fact that you have been prompted twice to enter you Reac Log In information indicates you are
using the Internet Explorer (IE) browser, which has a double authentication process. Only when the
message box prompts you to enter your “LOCCS HUD-27054 User ID and Password” do you enter
your numeric LOCCS (VRS) User ID and Password. See Figure 15.

8. My PHA/Organization addressisincorrectin eLOCCS.

To change your organization address, send in arevised SF-1199A to your program office (who will
then forward to Ft Worth Accounting). The reason isthat LOCCS is a payment system, where a
payment could be made by check. Therefore the name and address of the organization istreated as if
it were banking/payment information, requiring a SF-1199A.

9. When| attempt to do a drawdown from the Payment Voucher Entry hyperlink, | get agrant
infor mation page with budget related tabs.

Y ou have either selected a grant from the Grant portfolio hyperlink or in fact selected the Payment
Voucher Entry hyperlink off the main menu, but clicked on the grant, which displays general grant
information. The only way a drawdown can be completed is through accessing the Payment V oucher
Entry hyperlink through the main menu. Once this has been sdlected, mark the check box next to the
desired grant and click the submit button at the bottom of the page to continue the drawdown process.

10. Can | change my password in eLOCCSprior tothe 60 day prompt?

Y es. After a program area has been sdlected from the authorization page, the Change Password option
will be on the left Sidebar of any program areamenu, directly under your User Profile option.
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11. How can | find out which browser version | am using?

Open your browser and click on the Help dropdown bar located on the top portion of the browser tool

bar page. From the list select the last option, which begins with about.... (browser name). This option
will indicate your browser version.

4.2 Help Desk Contact Information

All other issues most likely will be related to eL OCCS. Please use the mailbox at eL OCCS
LOCCS WEB_COMMENTS@HUD.GOQV to relay appropriate information. The following table
isahelp desk Contact Information by System to determine the help desk appropriate for you.

Help Desk System Telephone
e OCCS Help Desk eLOCCS 703.506.8229, Ext. 4279
REAC Technical Assistance | Secure Systems 1.888.245.4860
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