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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 themajority of HUD programs.
Previoudly, the only access by granteesto L OCCS was through the V oice Response System (VRS), which allows
touchtone tel ephone access to LOCCS for query and drawdown purposes.

eLOCCSisthe Internet version 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
done through LOCCS VRS.

1.2 Hours of Operation

Monday — Saturday............ 6:00 am. to 8:00 p.m. EST
SUNday....oooeeee i, Not Available

1.3 eLOCCSBrowser 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 accessing 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 guideisto 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. eLOCCS
users should be familiar with LOCCS and how it operates under VRS. The eLOCCS menu pages are described in
some detail; however, for experienced LOCCS VRS users, the information and navigation in eLOCCS 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 eLOCCS must be recognized as atrusted 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 asel 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 PHAs are already Business Partners using Secure Systems. These
PHAs aready 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 |D 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 UsersManual a
http://www.hud.gov/offices/reac/products/wass/wass user manual.cfm.

2.1.2 System Level

When Secure Systems accessis granted, system level application accessisrequired. LOCCS application level
security is maintained through the submission of aLOCCS V oi ce Response System A ccess Authorization
Security Form (HUD-27054). The HUD-27054 form is submitted to authorize LOCCS V oice Response System
(VRS) access; itis also 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
guery or drawdown functions. If aUser dready has avaid HUD-27054 for VRSt is not necessary to submit
another onefor 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 LOCCS Security Officer
for assignment of aLOCCS User ID. The HUD-27054 must be recertified every 6 months by each LOCCS
User’s Approving Official.

Additional information and a copy of aHUD-27054 LOCCS form can be obtained at
http://www.hudclips.or g/subscriber/html/for ms.htm.

2.1.3 Interaction

Consider Secure Systems the “front door” to HUD system applications. A Secure Systems User 1D 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 ID and password defines what the
3



person can see or do in LOCCS. Both avalid Secure Systems authorization and HUD-27054 form must bein
place in order for the User to successfully access el OCCS. 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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2.2.2 REAC Online Systems Page

LOG IN

Onthe online systems page click the
Required entry box (Figure 3).

button (Figure 2) to display the User Name and Password
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Figure2. REAC Online Systems Page




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 | D and Password Page

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



2.2.4 Secure Systems Legal Warning Page

After a successful Secure Systems login alegal warning pagewill display (Figure 4). Click the Continue button
to navigate to the Secure Systems Main Menu (Figure 5).

File Edit “iew Go Communicator Help

v« 2 3 N} 2 W S B B F

Back Forward  Reload Home Search  Metscape Print Security Shop Stop

User LOgiI‘I mall | help | search | home

Secure Systems

Legal Warning

Mlisuse of Federal Information through the HUD Secure Connection web site falls under the
provisions of title 18, Tnited States Code, Section 1030, This law specifies penalties for exceeding
authorized access, alterations, damage, or destruction of nformation residing on Federal Computers.

Warning Notice

system . .
arlministraticm The Secure Systems secunty access software supports Netscape 2.0 - 4. 76 browser versions.

« Business Partners Internet Explorer 5.0 browser 15 supported for all processing systems except AR AW REMS and
Maintenance TERACS. Other browsers may not be compatible with this software.

+ PHA Assignment
Cantinue |

Maintenance
Figure4. Lega Warning Page

+ Password Change

+ User Maintenance




2.2.5 Secure Systems Main Menu

A hyperlink to theLine of Credit Control System (LOCCS) displayson the individua’s menu (Figure 5). Clicking
on thishyperlink will take the user to eLOCCS. If you do not see aLOCCS hyperlink on the Secure Systems
Main Menu page, refer to Section 2.3.1, Self-Assignment of LOCCS System, to establish thishyperlink. You
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.

Main Menu mall | help | search | home

Secure Systems

Systems
+ Financial Assessment Submission - FHA (FASPHA)
+ Financial Assessment Subsystem - MMultifarnily Housine(FASSTIEY
+ Loeter Eriecoment Subsystenn TSy
+ Line of Credit Control System (LOCCS)
ent Assessment Sub 355
+ Physical Assessment Subsystem (PASS)
+ Public Housing Assessment System: Scores and Status (IMASS)
system + Beal Estate Management System (RENME)
. U" + Besident Assessment Subsystem (BASS)

Maintenance + Tenant Assessment Subsystermn (TAZS)

» PHA Assignment . i i i
Maintenance + Unicue TP A Tdentfier (TJIT) Fegistration System (QASS)

+ Password Change

* User Maintenance

System Administration

+ Business Partners hMantenance

+ PHA Assionment Maintenance
» Financial Assessment » Bassword Ch £
Submission - PHA + User Maintenance
(FASPHA) _—

» Financial Assessment
Subsystem - Multifamily
Housing(FASSUB)

+ Lender Assessment
Subsystem (LASS)

o Ling of Credit Control
System [LOCCS)

Figure5. Main Menu

2.3 Secure Systems - LOCCS Assignment of Actions and Roles

Assignment of Actions
Steps for a Coordinator to assign LOCCSto aUser:

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) Once the 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 compl ete 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 these roles; LOCCS— Administration and LOCCS— Query roles.

Each LOCCS User should, at aminimum be assigned the LOCCS Query role in Secure Systems. Assignment of
any LOCCSrolewill place theLine 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 aUser’ s HUD-27054 and to maintain the LOCCS email matrix for the
organization, the Coordinator should assign the User both the Administration and Queryroles. 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 themselves should complete the following
steps:

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

ﬂ-’- l—'_,L Main Menu mall | help | search | home
&=

Secure Systems

Systems

+ Financial &ssessment Submission - PHA (FASPHAY

+ Fiancial Assessment Subsystem - Wultfamily Housing(FASSTTEY

« Lender Assessment Subsystem (LASE

« Line of Credit Control System (LOCCE)

+ Management Assessment Subsystem (BRLAZE

+ Physical Assesement Subsystem (PASEY

+ Public Housing Assesement Syetem: Scores and Status (FTAZS
system + Resident Aszeszment Subsystermn (BASS)

. D“ + Tenant Assessment Subsystern (TASS)

Maintenance + Unicque TP.& Tdentifier Regstration System (QASS

+« PHA Assignment
Maintenance

+ Passvrord Change

System Administration

+ Business Partners haintenance

+ PHA Assignment Mantenance

« Pazsword Change
+ Financial Assessment ~ User Mantenance
Submission - PHA

(FASPHA)

» Financial Assessment
e a— Ty

+ User Maintenance

Figure6. Secure Systems Main Menu



2. Enter the Coordinator’s Secure Systems User ID on User Maintenance page and click
=earch far User (Figure 7). The Maintain User information page displays (Figure 8).

ﬂ ; System Administration mall | help | search | home

Secure S‘_U"Sle.i'l‘ls

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 ID
To search for a User by User ID,
enter a User ID and then click the "Search for User” button.

User ID
Search for User

system

administration
« Business Pariners
Mai Search Users
* m::'—ent To search for a User, enter at least one search criteria
+ Password Change and then click the “Search Users" button.

+ User Maintenance First Name |

Last Name |

" icheck here to limit search to Independent Users

Search Users Cancel

» Financial Assessment
Submission - PHA
(FASPHA)

+ Financial Assessment
Subsystem - Multifamily
Housing(FASSUB)

« Lender Assessment
Subsystem (LASS)

+ Line of Credit Control

System (LOCCS)

Figure7. User Maintenance Page

3.  Select Maintain User Profile— Actions from the Choose a Function dropdown box and click
the 'Submit. pytton. (Figure 8).

System Administration mall | help | search | home

Secure Systems
Maintain User |

User Information

First Nome [

Middle Initial
Last Name |:|
User Status | Active
Coordinator |Yes

system .
administration User Type PHA User/Business Partner

« Business Pariners

Choose a Function

Maintain User Profile - Actions j

Maintenance
+ Password Change

+ User Maintenance

Submit Cancel

Figure8. MaintainUser ID Page
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4. TheAssgn/Unassign Actions for User screen displays. Mark the checkbox of LOCCS
COR-Coordinator and then click on Assignfnassign Actians 4t the hottom of the page (Figure 9).

ﬁ- System Administration miail | help | search | home
. =3

Secure Systems

Assign/Unassign Actions for User M[___|

User Information

User ID |:|

First Name l:l

Middle Initial [ |
Last Name I:l

User Staus | Active

Goordinator |Yes
system

administration . User Tvpe PHA UsenPBusiness Partner
+ Business Partners Please checkfuncheck boxes to assignfunassign actions to the user
Maintenance - — -
* Bassword Change | APPS - Active Partners Performance System
+ User Maintenance |_ E Fi i
[ TTED - Update

[ FASPHA - Financial assessment Subsystem - PHA
™ COR - Coordinator
+ Financial Assessment
Submission - PHA [T DMS - Create Draft Manual Submission

(FASPHA)

+ Line of Credit Control _ T
System (LOCCS) [T DRA - CreatefSave Draft Submission Data

= ?:::!,sﬂ;n(tmjr;;i—smnt ™ CRM - Create/Save/Submit Manual Submission

« Physical Assessment .
:ub:y“s::e?nss(;i:;]selnt " APE - Extension Request Approval

+ Public Housing Assessment . .
System: Scores and Status [T RIE - Extension Request Denial

MASS - : : : =
+ Resident Assessmen =
2:bs = t: r: . t A41 -FASE Auditor Viewing Rights

+ Tenant Assessment ™ APM - Manual Subrmission Approvai
Subsystem (TASS)

. W ™ BRI - Manual Submission Denial
(TRACS) [ EDO - Read-Only Access
[T 5MS - Submit Draft Manual Submission
[ FIY - Submit Finalized Submission Data
™ AV - View PHA Reports
| FASSUB - Financial Assessment Subsyst. Submission
™ ATIC - Auditor Certification
[ COR - Coordinator

" EXT - Extension Request Submission

[ RES - Resubmissi.on.Request Submission
" STE - Rewiew Request Status
[T 5TB - Submit an AFS
[T WS - Wiew Previous Year AFS Data Subm
WAV - Waiver Request Submission
: LOGCS - Line of Credit Control System
| COR - Coordinator =
I ORT - Query
[ EEQ - Requisition
[T YES - Tear End Setilement

(Figure 9. is continued on the next page)

11



| TASS - Tenant Assessment Subsystem
[ COR - Coordinator
" EDO - Read Only
el - Update Tenant Discrep. Eesolution Info
[TRACS - Tenant Rental Assistance Certification P
[T COE - Coordinator
[T TVE - Ower/Under Payment Eesolution

AszsignfUnassign Actions ] Cancel

Figure9. Assign/Unassign Actionsfor User

5. Thetransaction confirmation page displays (Figure 10). Click K] to properly initialize 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.

System Administration mall | help | search | home

e

Secure Systems

You have successfully assigned/unassigned action(s) touser[ ]

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 ID and click =&areh farlser tq display the User’ s information on the
Maintain
User page (Figure 7).

3. Select Maintain User Roles from the Choose a Function dropdown box list and click - Submit to display
the
Assign/Unassign Roles for User page (Figure 11).
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Secure SHSths

system

administration
+ Business Pariners

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 10 [
First Name [ |

Middle Initial
Last Name I:|
User Status | Active

Coordinator |Yes

Submit Cancel

mail | help | search | home

Figure1l. Maintain User Page

transmit the update. (Figure 12)

Secure Systems

system
administration

Maintenance
» Password Change

* User Maintenance

(FASPHA)

, Financial Assessment
Subsystem - Multifamily
Housing(FASSUE)

+ Lender Assessment
Subsystem (LASS)

+ Line of Credit Control
System (LOCCS)

+ Management Assessment
Subsystem (MASS)

+ Physical Assessment
Subsystem (PASS)

+ Public Housing Assessment
System: Scores and Status
(NASS)

. Resident Assessment
Subsystem (RASS)

. Tenant Assessment
Subsystem (TASS)

+ Unique IPA Tdentifier (UIT)
Reqistration System
(DASS)

Assign/Unassign Roles for User [ ]

User Information
UserIiD [ ]
First Name [ |
Middle Initial
LastName | |
User Status |Active
Coordinator |Yes

User Type FPHA User/Business Partner

Please check/uncheck boxes to assignfunassign roles to the user

FASPHA - Financial assessment Subsystem - PHA
W CPV - CPA Venficahon
M FLL - PHA Analyst
W PID - PHA Director

W ST W BELL

LOCCS - Line of Credit Control Syste

W ADM - Admimstration

W QRY - Query

" EEQ - Requisition

[T YES - Year End Settlement

MASS - Management Assessment Subsystem
W PHD - PHA Director
W FHU - PHA User

RASS - Resident Satisfaction Assessment Sub.
W 3OA - Mulbfarmly Housmg COwner of Agent
W PCE - PHA Certifier
M P3B - PHA Submitter

TASS - Tenant Assessment Subsystem

™ TCA - TASS Contract Administrator

W TRE - Tenant Income Discrepancy Tracker

W VIR - Wiew Internet Report

Assign/Unassign Roles | Cancel |

Figure12. Assign/Unassign Rolesfor User
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The Assign/Unassign Role Confirmation for User page displays (Figure 13)

mall | help | search | home

System Administration

A

Secure Systems
Assign/Unassign Role Confirmation for User[ |

Roles to Assign to User| |
System Code Role Code Role Description
LOCCS ADM Administration
LOCCS QRY Query

No roles were selected to unassign.

system
administration

. :ugi-;ss Partners Confirm Cancel
aintenance

Figure 13. Assign/Unassign Role Confirmation

5. Preview the pending assignment roles for the User and click on _Confim | 1 accept

the change. The transaction confirmation page displays to confirm the role assignment (Figure 14).

Click 9],

System Administration mall | help | search | home

Secure SHS[EITIS Successful Transaction

You have successfully assignedfunassigned role{s) to userl:l

oK

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 eLOCCS 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 eLOCCS, do not mark checkbox to save.

@ LOCCS User IDs and Passwords areall numeric.

- Netscape

el ( PHAs, enter your LOCCS HUD-27054 User ID and 3
Password (both are 6-numeric digits):

LOCCE User IDx: I
Password: I

Log In | Cancel |

Figure 15. LOCCSUser ID 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 ID, program area, and authorization. IneLOCCS aUser may have the authority to
represent several Business Partners/Tax ID organizations. If you are authorized to represent multiple Tax ID
organizations, select a program areato conduct eL OCCS business for that organization. To access a different
organization, return to the LOCCS Authorization page and select the desired program area.

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

U8 Ihept. of Howsing

vkl il LOCCS authorizations are based upon an approved HUD-27054 on file in the LOCCS
Securtty Office, andfor for 38 Contract Administraters, contract assignments in Secure
Swstems. Under the Business Partner you are representing, select a program area link for an
appropriate set of menu options.

*I

Secure Systems Program Area Program Area Name Authorization

(HA Name 1) (3x-6000144)

Ahout LOCCS ZFP Capital Fund Program Diawrdowt

What's Mew? CIAFR Comprehensive Improvemnt Assistance Drawrdown

ROSS Resident Opport & 3elf Sufficiency Drawdown
(HA Name 2) {(3m-0017634)

CFP Capital Fund Program Drawdowr

CIAP Comprehensive Improvemnt A ssistanice Drawdown

YEFP Vacaney Reduction Program Drawdown

Figure 16. LOCCSAuthorization Page
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3.1.3 Navigation Trail Hyperlinks

AsaUser drills down into eLOCCS datathrough hyperlinks, the system tracksthe path, which

appears on the eL OCCS navigation bar as hyperlinks. The Navigation bar provides the User with ahyperlink trail
for returning to a previous page. For example, in Figure 17, the navigation bar shows that the User started

from the Rl Sl Jelelndnmiatildig 4 and finally to the Voucher Information page.

To return to any of the previous pages, click the desired hyperlink on the eLOCCS navigation bar.

Hﬁ\d (HA Narme) Menu  Auth
e Voucher Information Lo nflartg Hohin)

* Meny = Porfolio = Grant Information = Youchesr Information

Figure 17. Navigation Trail hyperlinks

Browsers providea“Back” button that takes a User to a previous document. LOCCS
strongly recommends that Users refrain from using this button and use theeLOCCS-
provided navigationtrail. Thisis especially important when performing updates. Using
the browser’s “Back” button will retrieve old documents that may not reflect

the LOCCS database, which is constantly changing.

3.1.4 Main Menu Options

A variety of information is available through eLOCCS, but depending upon a User’ s program areaauthority, menu
options may vary. For example, Figure 18 shows aMain Menu page in 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.

U8, Dept. of Housing
and Urban Development

||| Line of Credit Control System (e LOCCS)
* Capital Fund Programn (CFP)

*I

Secure Systems Queries
s Crant Portfolic (CEFE) s “Wire Pavments
User Profile o CFP Program
Change Password Updates
About LOCCS * Pavment Voucher Entry * Oblizate dExpenditures
What's New? s Cancel Voucher
Miscellaneous

Authorizations ¢ Mlaintain Email Addresses & Mfantain Emeail Assignment:

Figure 18. Main Menu Page (sample)
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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 amountsincluding 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 Zer o Balance Grants. To view grantswith
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.

Hf’i@ (HA Name) Menu  Auth
€ LOCCS Fortfolio Log Off Bottemn
| All Grants m
e
" New Grant W
Pr;gram Grant No. Authorized Disbursed _Paymen an e
rea in Process Balance
Capital Fund Program
CFF Frd3P000S01-00 1,493,022.00 128292445 0.oa 210,097 .55
CFF Fed3P0005S01-01 1,523,514.00 Q473007 0.0a 1,428 77403
ZFF Jed3P000501-02 1,450,200.00 4500000 n.oa 1,445, 200.00
CFP Subiotal: $4,507,336.00 $1,422 66442 $0.00 $3 084,671 58
Drug Elimination Grant Program
DRUG  x=420EPD00O101 25232500 127,412 .88 0.0a 12491232
DRUG Suhbtotal: $252.325.00 $127 412,68 $0.00 $124 91232
Operating Fund
OFND  :x000-001-035 et 1,687,703.00 032,940.00 0.00 T34, 76300
OFND Subiotal: $1,687,703.00 $952 940,00 $0.00 $734,763.00
Resident Opport & Self Sufficiency
RO3E  WYB9RSFOO0PO1G1 T5,000.00 44 246 30 n.on 30,733.70
ROSS Subiotal: $75,000.00 $44,246 30 $0.00 $30,753.70
Youth Build
YE w0l IM01S3 375,424.00 11,194.22 0.00 364.220.78
YH Subtotal: $375424.00 $11,19422 $0.00 $364,229.78
Portfalio Totals: Granis: 7 $6,897,788.00 $2.558 457 62 $0.00 $4,339,33038

Figure 19. Grant Portfolio
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From the Portfolio page, to view additional information on a grant click the appropriate hyperlink and the Grant
Information Page (Figure 20) will display with aGeneral 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.

@ [ = NBITIE) Menu Auth
CLOCC Grant Information LafiiiBotom.

Meny =» Porifolio = Grant Information

Grant: XX43P000501.00 (CFP) Capital Fund Program

| (General Vouchers OblExp

Contractual Organization: xx-6001580 Contract Dates Funding
(HA Name) Original Verify: 09-14-2000 |Authorized: 1,493,022.00
(HA Address) Effective Date: 09-01-2000 | Disbursed: 1,204 357 45
FELECTS sy Lk ) Obligation Start:  10-01-2000 | In process: 0.00

Payee Organization: Obligation End:  09-30-2002 |Balance: 288 664 55
- same as coniractual- Dishursement End: 09-30-2004 |Collections: 000

Region:04 Office:43 VRS No: xoooc-92001

Contract Status:
o [™ Grantis past its obligation end date and has not ohligated 90%0 of its funds.
. l% Late ObligatedExpenditure information! Drawdowns suspended!!

Figure20. Grant Portfolio
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Clicking the Budget tab will list amounts that were authorized/disbursed against the grant by Budget Line Item
(BL1I), as shown in (Figure 21). On the Disbursed column header is a double arrow down icon . Clicking this
iconwill 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 4| and the voucher amounts will collapse.

3

{(HA Name)

Grant Information

fdenu Auth
Log Off Bottem

Meny = Fotfolio = Grant Information

Grant: XX43P000501-00  (CFP) Capital Fund Program

Eudget Vouchers 7 OblExp

e

Status :‘J;: Name Authorized @gmi:gin Balance
1406 Operations 25,000.00 25,000.00 00oo 0.00
1408 Management Improvement 70,000.00 30,649 80 000 30,350.20
1410  Adminstration 102,000.00 102,000.00 000 0.00
1430 Fees & Costs 0,000.00 47 663 26 00o 12,336.74
1450 Site Improvement 225 AR2.00 163,033 .00 naa 0,649 00
1460 Dwelling Structures Q8T A12.00 312,110.10 000 175,501.90
1465 Dwelling Equipment 572800 0.00 0.oo 572200
1475 Non-Dwelling Equipment 7,000.00 3,342.00 0.00 3,652.00
1495 BRelocation Costs 10,000.00 0.559.29 00o 440.71
1302 Contingency 0.00 0.00 000 0.00

Totals 149302200 1,204 357 45 0.00 288.664 55
Actual Available Balance (Less Undishursable BLIs)

Figure2l. Budget Tab by BLI
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-
(HA Name) Menu  Auth
Had

Grant Information Lag Off Bottam

hMeny =» Porifolio = Grant Information

Grant: XX43P000501-00  (CFP) Capital Fund Program

Budget Vouchers OblExp

Line . : i Payments in
Status e Name Authorized @ Piocioe Balance

1406 Operations 25,000.00 25 000.00 0.00 o.00
03/01/2001 ¥oucher 092005165 25,000.00

1408 Management Improvement 70,000.00 3964980 0.00 3035020
1141442000 ¥oucher 092-000707 388400
05242002 Woucher 092052020 35,200.00
06,/13/2002 Voucher 092055747 56520

1410 Adminstration 102,000.00 102,000.00 000 0.00
06,/13/2002 Voucher 092055767 102,000.00

1430 Fees & Costs 60,000.00 47 66326 000 12336.74
03212001 Woucher 092006458 707000
061372002 Voucher 092055767 40,595 26

1450 Site Improvement 22568200 165,033.00 000 60,649.00
05,/0172002 Voucher 092-049801 700000
070272002 Voucher 092058473 11787300
02072002 Woucher 092063720 666500
090352002 Voucher 092067376 2867000
10/28/2002 Woucher 092076824 4,825.00

1460 Dwelling Structures 98761200 812,110.10 0.00 17550190
12407/2001 Woucher 022030271 37.05000
1242872001 VWoucher 092033479 3572500
0172872002 Voucher 092036523 36,370.00
03,/06/2002 Voucher 093041902 39,506 20
04042002 Woucher 092045033 73,946 90
050172002 Voucher 092049801 54.41000
05/24/2002 Voucher 092-052020 28,560.00
0702002 Woucher 092058673 133,917.00
080772002 Voucher 092063720 F7.217.00
09,/03/2002 Voucher 092-067376 53,060.00
10042002 VWoucher 092073220 101.478.00
10/28/2002 Woucher 092076234 E0,780.00

1465 Dwelling Equipment 5,728.00 0.00 000 5,728.00

1475 HNon-Dwelling Equipment 700000 334200 000 3,658.00
06/13/2002 Voucher 092-055767 3,342.00

1495 Relocation Costs 10,000.00 955029 0.00 440.71
06/13/2002 Voucher 092055767 055029

1502 Contingency 0.00 0.00 000 0.00

Totals 149302200 1,204 357 45 0.00 288 664 55

Figure 22. Budget Tab by BLI/Voucher
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Clicking the Voucher tab lists general voucher information for aparticular grant. A voucher number can be
selected to retrieve descriptive information about that voucher (Figure 23). On the Amount column header isa
double arrow down detail icon . Clicking thiswill show an itemized BLI breakdown by voucher. To return to the
previous level click theupicon 41,

@ (HA IName) Menu  Auth
¢ 5 Grant Information a0 HoHom.
Meny = Porfolio = Grant Information
Grant: XX43P000501-00  (CFP) Capital Fund Program
General Budget Vouchers
¢ Paid
Vulrjlt;her Status Eniatail Sch;:ule Esi{[)]:t;;nsn

1 092076524 v 10-28-2002 by e. User #5,60500 LH?334 1043072002
2 09207333 v 10-04-2002 by e. User 101,475.00 LHA2E] 10082002
3 092067376 v 09-03-2002 by e. User £1,73000 LHA183 09,/05/2002
4 092063720 v 08-07-2002 by e. User 23,882.00 LH?108 08092002
5 092058673 v 07-02-2002 by &, User 251,790,000 LH?018 07,/0572002
6 092055767 v 06-13-2002 by e, Tser 156,060 35 LHEMZ 061772002
T 092052920 v 05-24-2002 by e. User 123,7a0.00 LH=E10 0572072002
8 092049201 v 05-01-2002 by e. User 61,410.00 LHEE:1 050372002
9 092045923 v 04-04-2002 by e. User 73,946 90 LHET?3 040872002
10 092041902 v 03-06-2002 by &. User 39,596 20 LHEAET 03/08/2002
11 092038823 v 01-28-2002 by &, User 36,370.00 LHE57E 01,/30/2002
12 092033479 v 12-28-2001 by e. User 3572500 LHE521 01,/0272002
13 092030871 v 12-07-2001 by e. User 37,050.00 LH2468 1271152001
14 092006458 v 03-21-2001 by e. User 7.07000 LH7734 032372001
15 092005165 v 03-01-2001 by e. User 25,000.00 LH7683 030572001
16 022000707 v 11-14-2000 by &, User 328400 LH7578 1171642000

Figure 23. Voucher Tab
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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 suppliesimportant 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 Cumulative Expended divided by the LOCCS
Disbursed

Hﬁ‘q (HA Name) Menu  Auth

Grant Information Log Off Bottom

Meny = Porfolio = Grant Information

Grant: XX43FP000501-00  (CFP) Capital Fund Program
" General ¥ Vouchers ObLExp |

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

Reporting Reported Reported LOCCS Cumulative LOCCS Cumulative
Period On By Authorized Obligated Disbursed Expended
09302000 10-31-2000  eLOCCE User 1,493,022.00 3,224.00 0% 0.00 3,824.00 0%
12312000 02-20-2001  eLOCCSE User 1,493,022.00 5,760.00 0% 3,284.00 575700 148%
03-31-2001 05042001  eLOCCE User 1,493,022.00 88,560.00 5% 3595400 3604200  100%
06-30-2001 07-18-2001  eLOCCE User 1,493,022.00 89,560.00 5% 3595400 T1,317.00  198%
09-30-2001 10-30-2001  eLOCCSE User 1,493,022.00 1,30536400  87% 3595400 10274800 285%
12312001 03-05-2002  eLOCCS User 1,493,022.00 1,493,022.00  100% 10872000 22297200  205%
03-31-2002 05-07-2002 HUD Staff 1,493,022.00 1,49302200 100% 18469520 47206100 295%
06-30-2002 07-18-2002  eLOCCSE User 1,493,022.00 1,493,022.00  100% 59087245 B60.796.54  144%
#09-30-2002 10-28-2002  eLOCCE User 1493,022.00 149302200 100% 101727445 26979654 3%
10312002 11-26-2002  eLOCCS User 1,493,022.00 343.00 0% 120435745 3400 0%
11302002  Awaiting Grantee Update

Figure24. Obl/Exp Tab

3.1.4.2 (Program Portfolio)

Asshown in Figure 25, aUser may view a specific program area by clicking the program areatab (CFP) next to
the All Grantstab. (Figure 18) The program area on the tab is based on the User’ s program area sel ection 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.

H@Q (HA Name) Meny puth
ELoY Portfolio LopiiBotiam,
Meny == Fortfolio
" All Grants CFP |
L Grant No. Authorized Dishursed _Paymems Svailable
Area in Process Balance
ZFF Fd 3P000S01-00 1,493,022.00 1,282034 45 0.0o 210,007 55
CFP FA43P000S01-01 1,523,514.00 04,730 97 000 1,428,774.03
CFP A 3P000S01-02 1,450,200.00 45,000.00 0.0o 1,445, 500.00
Portfolio Totals: Gramts: 3 $4,507 336,00 $1.422 664 42 $0.00 $3,084,671 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).

}ﬁr" e . henu Auth
ewu(:l apital Fund Program (CFP) Log Off Bottor
[ Budget Line Items

3= Unavailable for drawdown

Line ltem Name

1 owd Reserved Budget

2y 0o Tnitial Budget

3) 1408 Operations

4) 1408 Management Improvement

5y 1410 Adminstration

6) 1411 Audit Cost

Ty 1430 Fees & Costs

8) 1440 Hite Acquisition

9y 1450 Jite Improvement

10y 1440 Dhwelling Structures

11y 1465 Dwelling Equipment

12y 1470 Hon-Dwelling Stractures

13y 1475 Hon-Dwelling Equipment

14) 1435 Demolition

15y 1490 Replacement Reserve

16) 1492 MovingT oW orkDemonstration

17y 1495 Relocation Costs

18) 1499 Developtment & ctivity

19y 1500 Indian Houging Grants

20y 150 Collater Exp / Debt Srve

21y 1502 Contingency

22) oo & Deht Reserves

23) oo & EBond Debt Obligation

24y ooz 3 Loan Debt Obligation

25) oo ® Post Audit Adjustment

Figure 26. Program-SpecificBLI Tab

EE
FE

ij].ig Capital Fund Program (CEF)

Euilged Line Items Tracked Doeuments |

H Obligated Exp enditure
Thiz information is due reonthly for ewch grant which has not reached its pre-audit dave. It is due 5
hoginess days after the reporting periad, and most be entered therongh cLOCCE. Failure to provide

this infiorm athon within 5 days, will result in sospension of drswdesms for all grants in the CFF,
COMP, and CTAP programs.

Figure 27. Program-Specific Tracked Documents Tab

24



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 isavailable a the top column header and bottom of the table to select the next 50 rows (Figure 28).

H@g (HA Name) Menu  Auth
£L0Y

Wire/Check Payments Log Off Bottom

MEnL = Y

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

Rows 1-50 Nexi
LOCCS No of Aouiit Treasury = Es‘tir_nated

Payment Cycle Grants Schedule Number Deposit Date
1 Tue 10-29.2002 @ 96,799.22 LH9334 Wed 10-30-2002
2 Sat 10-12.2002 1 16,330.03 LH9297 Wed 10-16-2002
3 Sat 10052002 2 146,478.00 LH9231 Tue 10-08-2002
4 Sat 09-28-2002 1 25,000.00 LH9260 Tue 10-01-2002
8 Fri 09-27-2002 1 7264247 LH9244 Ilon 09-30-2002
6 Thu 09-26-2002 1 1,000.75 LHo240 Fri 09-27-2002
7 Fri 09-20-2002 1 52,642.47 LH9235 Ilon 09-23-2002
8 Tue 09-17-2002 1 73,384.72 LH9215 Wed 09-18-2002
9 Fri 09-13-2002 1 52,642.47 LH9207 Ion 09-16-2002
10 Fri 09-06-2002 1 52,642.47 LH2190 Ilon 09-09-2002

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 onthis page (Figure 29).

H“"‘-H; (HA Name) Menu  Auth

¢ Wire Payments Detail Log Oft Bottom

Meny = WireiCheck Payments = Wire Payments Detail

Treasury Schedule: TLH9334 LOCCS Processed: 10-29-2002 02:41:54
Progam Area Grant Voucher Amount

1 CFF A#43P000501-00 092076524 85.605.00

2 YE AT IND183 051014625 11,194.22

Total: 96,799.22

Figure29. Wire Payments Detail
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3.1.4.5 Payment Voucher Entry

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

}ﬁi‘g (HA Name) Menu  Auth
ELOC! Payment Youcher Selection Log Off Battom
A phone icon & indicates voucher draws are not currently supported hy eLOCCS, and can
only he 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
checkhox next to each grant you are requesting a payment, and click the submit button.
Pngram Grant Ho. Authorized Dishursed _Payments Etaiianio G ant
rea in Process Balance
Capital Fund Program
CFFP Fr29P000s01-0 4,756 37200 2,002,179.11 60,12659 2,694 ,066.30
CFP v A20P000501-02 465921300 0.00 0.00 4,659,213.00
CFF [ 614,281.00 000 0.00 614,281.00
CFF [~ #x28R000501-01 626,836.00 0.00 0.00 626,836.00
CFP [ A29R000501-02 613,583.00 0.00 0.00 613,583.00
Drug Elimination Grant Program
DREUG [T x28DEPOO0O100 626 ,696.00 57877628 0.00 47.919.72
DEUG [ *¥2SDEFDOOOM0T 688,673.00 524 261 95 0.00 164,411.05
DRUG (& ¥%29DEF0D00198 785 20000 785,100 96 0.00 04
* Drawdowns suspended due to a pre-audit status for this grant.
Operating Fund
OFND [ 001000035 3023 564.00 0.00 0.00 3,023,564.00
Public Housing Development Grants
PDEV E‘;j:i ¥R 29P000044 1,000,000.00 23,60030 0.00 976,399.70
Resident Opport & Self Sufficiency
ROSS I ¥¢01RSW000P0101 5500300 46 507 37 o0.00 9,485.63
Urhan Revitalization Program{Hope6)
URp [0 #Z25URDO0001SE 2155200000 1712407448 1095728 4,416,968.24
Submit ! Reset I Cancel |

Figure 30. Payment Voucher Selection Page

If agrant hasaphoneicon in lieu 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 8. Di rectly below the grant there will be an explanation of why the grant islocked,
along with arepresentative icon that provides aquick visual indication of status.
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To perform adrawdown simply mark the desired checkboxes next to the grant and click the =ubmit. putton for
e OCCS processing. eLOCCSwill then display these vouchers in succession, and the appropriate budget line
information will appear for each one.

If multiple grants were selected on the Voucher Selection page, the __Next Farment_ jcon and related grant number

appears at the bottom of the page (Figure 31). Choosing this _MextPasment jcon wi ll 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 (BL1) amount is entered. A negative BLI
amount cannot be entered against an available drawdown balance. After BLI drawdown amountsfields have been
populated, click the submit. putton and one of the following results will be returned:

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

For example, (Figure 32) below illustrates a payment voucher request of $2000 against theBL1 1408
Management Improvement account that isaccepted, and approved for payment.
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Pt
(HA Name) Meny  Auth
Hud

Payment Youcher Entry Log Off Bottom

Ieny == Youche ction =w Voucher Entry

¢eLOCCS U.5. Department of Housing
CFP Capital Fund Program and Urhan Development
Payment Voucher Oifice of Public end Indisn Hinusing

Public reporting barden for this collection of kfonmadion is estimated to swerage 15 mindtes per response , chuding the time for reviering metnactions , searching exdsting data sources,
gathering ad mamtaining the data needed, md completing and reviserng the collection of Ziftonation. This sz may ot collect this rfonmatior, ad you are oot required to
coanplete thic foom, wmaless it displays 4 omreritlye walid OME cordrol ronmber,

HUD prplamerded the Line of Credit Cowtrol SystemWodce Fesponee System (LOCCEAWED) to process requests for pyyimerts to grardees, Gravt reciplerds f11 ot o voucher foom for
the spplicable HUD program with oll the necessary ifoomation prior to making o telephone call ueing 4 tocd tore telephone to ibiate the droordow process, This doomation is
required to obtain benefits wader the 7.5, Housing St of 1937, a0 axended. The Dfootedion requested does not land itcel to confiderdiality,

1. Woucher Finsher | 2. LOEEE Teom dres 3 4
002 Fkkkk* | CFP

5. Woire Fesponse Ho. | 6. Grantee Orzandsion

xoox-92001 | (FLA Name)
%. Cirat or Project Ho. | 64, Grartee Orgeistion TIN

XX39P00050100 XX-0004034

: Availahle BLI Drawdown

= BEGE B Drawdown Balance Amount

1408 |Management Inprovement 182,614.35 3,230.47"'2,000.00
|
1410 |Adminstration 187,719.00 0.00 IU.OU
1430 |Fees & Cosis 45,104.65 0.00 |0.00
1450 |Site Inprovement 41,780.00 0.00 I0.0U
1460 |Dwelling Structures 1,419.977.00 59,600.03 |0.00
1502  Contingency 0.00 0.00 {0.00
Tutal:‘ 1,877,195.00 62,830.50 I2,l]l]l].l]l]

I certifr the data reported snd fimde Tequested o thie vowcher are comect snd the anomd requested is not i excess of Tenediate distorsanert needs for this progran, Bothe vt the
fimds promdded becomne more than necessary, aach excess will be promptty rebomed, 40 directed bee HUD.

ll.Nm&the}ﬁmhtrofpmmcomplemgﬂ\jsﬁomiu.Nm& Title of Sathorized Sigpatory

eLOCCS User

|12, Signanme 14, Trate of Request

| 11-27-2002

VWarning: HUT vwill proseatts filse clafmes and stataments. Copariction may Tesah i oininal andéor civil penalties. (15 T1.5.C. 1001, 1010, 1012 ; 31 T.5.C. 3729, 33023

|\ Privacy Statemeni: Public Law 57-255, Financial Integrity Act, 31 U.3.C 3513, authorizes the Department of Housing and Urban
Development (HUDD to collect all the information (except the Social Security Number (23M)) which will be used by HUD to protect
disbursement data from fraudulent actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCE) from
(unauthotized access. The data are uged to ensure that individuals who no longer requite access to LOCCE have theit access capability
!promptly deleted. Failure to provide the information requested on the form may delay the processing of your approval for access to
|LOCCE. While the provision of the 33N is woluntary, HUD uses it as a unigque identifier for safeguarding the LOCCE from unauthorized

aceess. This information will not be otherwise disclosed or released outside of HUD, except as permitted or required by law,

foom HUD-50080- CFP-a (4520007

Subrmit | Reset | Cancel |

Next Payment | (CFP |Grant Numberly

Figure 31. Payment Voucher Entry
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].’f\q ( NaITlE) Meny Auth
& L&%c. Payment Voucher Entry Lot Hotom

Meny =s Youcher

ection = ‘Youcher Entry

¢LOCCS U.5. Department of Housing
CFP Capital Fund Program and Urhan Development
Payment Voucher Oifice of Public and Indisn Hinsing

Public reportivgg tarden for this collection of Rfommnation ie ectimated to swerage 15 minites per respotics , ichiding the titne for revduarirys emactione, searchitg exdstivg data conmrees,
gathering and maivtaining the dats reeded, snd completivg shd revisarig the collection of fomration. Thic sgey o not collect this fdonmation, dd yo are ot equired to
corrplete this fomn, imless it displaps 4 amrarthe walid OME cortrol ramsber.

HUD irplamerted the Line of Credit Covdrol Syectemifodce Fecponee Systam (LOCCSNWES) to process Tequests for paytrerds to grartess. Gravt recipierts fi11 ot 4 voicker fonm for
the spplicshle HUD program with all the heceseary dfommation prior to making & telephone call neitg 4 tonch tore telephore to iitiste the denardom process. This ffommation je
Tequired to obtain bevefite mder the 7.5, Houeing Aot of 1937, 4 avended. The ffonnaticn requested does not lend ircelfto cordidertialitye.

2.LOCCE Pgon frea

L. Voucher Hiber ; 3 '
092-079183 | CFP
5. Woice Fespotice Ho. !6 Crartes Organiztion
woooe-92001 |(HA Name)
% Crant or Project Mo, | 6a. Crarese Orpmimtion TIN
XX39P00050100 | XX-0004034
Budget .
Line Hame Authorized Dishursed Eail e S achey
Balance Amount
Item
| 1403 ‘Ma.n.agement Dmprovement 182,614.35 181,383.88 1,230.47 2,000.00
Total: 182,614.35 181,363.68 1.230.47 2.000.00

T certifi the data reported and fimds requested on this toancher are comect and the anmme requested ie xot ioesxcess of ronediate dishimsamert needs for this program. hothe event the
fimuds provided becote more than necessany, a1ch excess will be prosnpthy retmed , ac divected by HUT.

11. Hame & Phore Homber of Person completing thic fomn | 12, Hane & Title of Sodthorized Signatory:

eLOCCS User

| 14, Dats of Request

11-27-2002

13, Signanme

VWamning: HUD vill prosecte false claimes md statenents. Corniction may result i aiminal sndder civil penalties. (18 7.5, 1001, 1010, 1013 ; 31 T7.5.C.3729, 3503
Privacy Statement: Public Law 97-253, Financial Integrity Act, 31 T.5.C. 3512, authotizes the Department of Housing and Urban
Development (HUD to collect all the information (except the Social Security Number (33170 which will be used by HUD to protect
disbursement data from fraudulent actions. The purpose of the data is to safeguard the Line of Credit Control Syrstem (LOCCTE) from
unauthorized access. The data are used to ensure that individuals who no longer require access to LOCCE have their access capability
promptly deleted. Failure to provide the information requested on the form may delay the processing of your approval for access to
LOCCE. While the provision of the 33H is voluntary, HUD uses it as a unique identifier for safe guarding the LOCCE from unauthorized
access. This information will not be otherwise disclosed of released outside of HUD, except as permitted or required by law.

fimt HUD-50080- CFP-a (4/2000)

This Payment Request was APPROVED...

A payment of $2,000.00 should be deposited in your account on Monday December 02, 2002 Please print this
request, and retain for your records.

Menu I Mext Payment | (CFP[ Grant Number

Figure 32. Payment Voucher — Approved Confirmation
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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, eLOCCSwill 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 allow entry of the information for that period (Figure 33).

Fg (HA Name) Menu  Auth
em]'(l? i Obligated/Expenditure Status Log Off Bottem

Menyu = OhligiExp Status

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

¢ Provided ‘C PastDue
Grant Obligation Reporting LOCCS Cumulative LOCCS Cumulative
Number End Period Due Authorized PHA Obligated Dishursed PHA Expended
Capital Fund Program (CFP)
#xA3P000501-00 0%-30-2002  11-30-2002 12-06-2002  $1,493,022.00 - - §1,204.357 45
A 3PO00S01-01 09-30-2003  10-31-2002 *® 11072002 $1,523.514.00 5 5 $04,730 07
11302002 12-06-2002  $1,523,514.00 - $94,739.97 = 5
HX43P000501-02 07-10-2004 11302002 «*  12-06-2002 $1,490.200.00 $1,311,00000 §7% $45,000.00 $0.00 0%

Figure 33. Obligated/Expenditure Status

The Obligated/Expenditure Update page allows entry of updated information, as needed. If the period is past the

obligation end date for the grant, alock E] 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 previousfigures (Figure 34).

30



hf-s. (HA Name) Menu  Auth
eml}_g Obligated/Expenditure Update L

S = Ciblig/Exp 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 53587

2002-1231 152351400 [1,523,514.00 @ 94,739.97 [154,535.57 @

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

Subrmit | Reset | Cancel |

Figure 34. Obligated/Expenditure Update

3.1.4.7 Cancel Voucher (PHAS)

Users who have the authority to create avoucher request can cancel that request prior to LOCCS payment. The
Cancel Voucher option is accessed through the main menu. When this option is selected, eLOCCSwill display
any outstanding vouchers that may be canceled (Figure 35). Select the cancel icon ‘2 and you will be asked to
provide areason 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.

Pt Menu Auth
l&&g (HA Name) Menu  Auth

Cancel Voucher Selection Log Off Batton

Meny == Cancel Voucher Selection

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

Pr;ger:m Grant No. Voucher No. Entered Amount Action
Capital Fund Program
CFF ¥¥39P000S01-00 092081588 1125-2002wy[ | 69140 Al
CFP ¥{38P000501-00 092-081580  11-25-2002ty[ ] 10020398 Al
CFP ¥33P000501-02 092-021216 12022002y ] 200000
Drug Elimination Grant Program
DRUG  ¥¥39DEPO000100 oie-152464  1z0zz00zvy ] 100000 Al

Figure 35. Cancel Voucher Selection
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h?!; (HA Name) Menu  Auth

Cancel Voucher Log Off Bottom

heny = Cancel Youcher Selection = Cancel Youcher

Grant: XX39P00050102 (CFP) Capital Fund Program

Voucher No: 092-0R1R816 Miscellaneous
el 0CCS Entered by:
AT onnt: $2.000.00 on 12-02-2002 at 15:41 EST
Status: awaiting payment
BLI Line ltem Name Amount
1408 Management Improvement 2,000.00
Total: 2,000.00

Cancel reason:

|Inc0rrect Grant selected....

Submit | Reset | Menul

Figure 36. Cancel Voucher
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3.1.4.8 Maintain Email Addresses

A useful feature of eLOCCSisthe ability to provide emails of LOCCS HUD actions that affect the funding of
grantsin aportfolio. These emails will aert 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 LOCCSrole
Administration assigned. See Section 2.3 Secure Systems for LOCCS Assignment/Roles. Withthisrole
assigned, the eLOCCS menu options will display Maintain Email Addresses and Maintain Email Assignments
hyperlinks on the eLOCCS 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 receivesall 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. Thistype of mailbox
has the benefit of being accessible by multiple individuals. 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 areafor adding, deleting and
updating any number of additional email addresses for individualsin the organization. (Figures 38b and ¢) These
additional email addresses will not automatically receive any email and must be mapped manualy to atype of
email through the Email Assignment option from the main menu. See Maintain Email Assignment section
3.1.4.9.

]:ﬁi"‘cl (HA Na.me) hienu  Auth
CLOCCS Maintain Email Addresses Log Off Battom

Ieny = Maintain Email Addresses

Tze the Update Primary button to addiupdate your organizations primaty email address.
Tze the Add Additional button to add any addiional emal addresses. Don't forget to assign these
additional addresses, to a type of email from the Maintain Email Assignments option on the main mem

PRIMARY Email Address: (Primary receives ALL LOCCS Emails)
Name : (HA Name)
Email :
Update Primary
ADDITIONAL Email Addresses: ([Click the name link to modify or delete)
Name Email Phone Ext.
1
Add Additional

Figure37. Maintain Email AddressesPage
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Hﬁ*g (HA Name) Meny  Auth
Update Primary Email Address Log Off Bottom

= = Lpdate Primary Email Addr

UPDATE Primary Email Address:
Name : {HA Name)

EMail : |F'HA_Name@AtIantic.net Suhmitl Resetl Cancel

Figure 38a. Update Primary Email Address

ﬁ‘{l\ (HA Name) Menu  Auth
CLOCC Update Email Address LogiOft:Bottem

Menu = Maintain Ermail Addre S == Update Email Address

Email Address DETAILS:

Hame : | John Henrvy

EMail : ! JohnHECshleone. net
Tel.Ho.: |123123456?

Ext. |1D—

Add | Resetl Cancel

Figure 38b. Update Secondary Email Addresses

Maintain Email Addresses

]if“\. (HA Name) Menu  Auth
Log Off Bottam

Menu = haintain Email Addr

Tsze the Update Primary button to addiupdate your orgamzations primary email address.
TUse 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 : (HA Name)
Email : PHA_Name@Atlantic.net

Update Primary

ADDITIONAL Email Addresses: (Click the name link to modify or delete)
Name Email Phone Ext.

1 .John Henry JohnHE Cableone. net {123)-123-4567 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 aUser 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 depicts the
email User by Addressee with the desired type of emails chosen.

Hﬁ‘g (HLA Name) Meny  uth

CLOC Maintain Email Assignments (CFP) Log Off Bottom

Menu = Maintain Ema

* By Addressee € By Type of Emal)

Attresse Email Type of Email
1. John Henry JohnH@C able one net Wire Payments Summary

Portfolio Action Summary
Debt Approval Notification
Debt Warning

I B

Update | Reset | Cancel |
Figure 39. Email by Addressee

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

H’ﬁ-«- (HA Name) Menu  Auth
u)og Wlaintain Email Assignments (CFP) LeqiBngbotiom

ieny == faintain Email Assignments

" By Addressee

Type of Emal Addressee Email
1. Wire Payments Summary John Henry JohnH@Cableone.net
2. Portfolio Action Summary John Henry W JohnH@Cableone net
3. Debt Approval Notification John Henry [T JohnH@Cableone net
4. Debt Warning John Henry T §  IotmH@Cableone net

Update | Reset | Cancel |

Figure40. Email by Type

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

35



40 QUICK REFERENCE

4.1 Troubleshooting/Tips

By far, the most frequent problem encountered by Usersis difficulty accessing eLOCCS. Thisisdueto the PHA
Coordinator’ simproper setup of accessin Secure Systems. Once access has been established in eL OCCS through
Secure Systems, Users report very few problems with navigating and using eLOCCS.

Multiple 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
resolutions:

1.

4.

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

The fact that you are a Coordinator and have assigned the LOCCS system to yourself does not mean
you (a Coordinator) have access to LOCCS; it only means you have authority to provide this hyperlink
to others. If Coordinators also need direct access to LOCCS, they should completed a HUD 27054
form and forward to your local Field Office for review (who will then forward to LOCCS Security),
and assign at least 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.

Y ou (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 LOCCS 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 aprogram areain eLOCCS the main menu is blank.
The Coordinator has indeed assigned a LOCCS role to you. This can be assumed because the LOCCS
hyperlink appeared on the Secure Systems Main Menu, but they were probably assigned a Section 8

Contract Administrator role, which means nothing to a PHA 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.

36



10.

I don’t have any email options displayed on my LOCCS 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.

| don't see a particular program area on the Authorization page, but it showsup on the Grant
Portfolio page off the eLOCCS main menu.

This means you are authorized for query access only for that program area. To have drawdown
capability, add the program area to your HUD 27054 form and forward to your loca Field Office for
review (who will then forward to LOCCS Security). The program will then appear on your eLOCCS
Authorization page after the approval process.

When | click on the LOCCS hyperlink from the Secure Systems main menu, | am sometimes
prompted to enter my ‘User Name and Password’ even though | previously entered my Reac
User Name and Password.

The fact that you have been prompted twice to enter you Reac Log In information indicates you are
using the Internet Explorer (1E) 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.

My PHA/Organization addressisincorrect in 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 is treated as if
it were banking/payment information, requiring a SF-1199A.

When | attempt to do a drawdown from the Payment Voucher Entry hyperlink, | get a grant
information 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 selected, 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.

Can | change my password in eLOCCS prior to the 60 day prompt?

Yes. After a program area has been selected from the authorization page, the Change Password option
will be on the left sidebar of any program area menu, 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 eLOCCS. Please use the mailbox at eLOCCS
LOCCS WEB_COMMENTS@HUD.GOV 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
eL OCCS Help Desk eLOCCS 703.506.8229, Ext. 4279
REAC Technical Assistance | Secure Systems 1.888.245.4860
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