LOCCS U.s.
Voice Response System and
Access Authorization Form

Department of Housing
Urban Development

See Instructions, Public Burden, and Privacy Act statements on back before completing this form

OMB Approval No. 2535-01 02
(exp. 11/30/2016)

This form is to be approved by the recipient's The Program

Office will forward the original form to: For overnight delivery send to:

(or grantee’s) chief executive officer. For U.S. Dept. of Housing and Urban Development U.S. Dept. of Housing and Urban Development

new users, reinstate users, and resend Chief Financial Officer, FYM Chief Financial Officer, FYM

user ID, retain a copy and send a notarized  Attention: User Support Branch Attention: User Support Branch

original to your HUD Program Office for PO Box 23774 451 7' Street SW, Room 3114

review, Washington, DC 20026-3774 Washington, DC 20410

1. Type of Function (mark one) 2a. User ID (please leave blank) 2b. Social Security Number (SSN)

1 New User 5[_JAdd New Program Area or Tax ID (CFO USE ONLY) (mandatory)
2["JReinstate User 6[_change Tax ID
3 DT erminate User 7 DChange Address

4 DReset Password for Active Users 8 DResend User ID

9 DName Change

3. Authorized User's Name (last, first, mi) Print or Type

Title (mandatory)

Office Telephone Number
(include area code)

Complete Mailing Address

E-Mail Address

4. Recipient Organization for which Authority is being Requested

Tax ID Organization’s Name
Tax ID Organization’s Name
Tax ID Organization’s Name
5a. LOCCS Program Area 5b. Program Name §c. Q = Query Only
D = Project Drawdown

6. Authorized User's Signature

Date (mm/dd/yyyy)

| authorize the person identified above to access LOCCS via the Voice Response System.

7. Approving Official's Name (last, first, mi) Print or Type

Office Telephone Number
(include area code)

Title

Social Security Number (mandatory)

Complete Mailing Address

E-Mail Address

Approving Official’s Signature

Date (mm/dd/yyyy)

8. Notary (must be different from user
and approving official) Seal, Signature, and
Date Notarized (mm/dd/yyyy)

9. HUD Program Office Point of Contact’s Name (last, first, mi) Print or Type

Office Telephone Number (include area code)

Title

E-Mail Address

HUD Program Office Point of Contact's Signature

Date (mm/dd/yyyy)

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802)

Previous editions are obsolete.
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Public ;eport{ng_ burden for this collectiqn of information is estimated to average 10 minutes per response, including the time for reviewing instructions,
searching exsstmq dgta sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency
may not collect this information, and you are not required to complete this form, unless it displays a currently valid OMB control number.

HU.D'imple{nented the Line of Credit Control System/Voice Response System (LOCCS/VRS) to process requests for payments to grantees. Grant
recipients fill out a voucher form for the applicable HUD program with all the necessary information prior to making a telephone call using a touch tone

telephone to initiate the drawdown process.

The grantee will be prompted for entering the information and for confirming information that is spoken back

by the VRS simulated voice. This information is required to obtain benefits under the U.S. Housing Act of 1937, as amended. The information requested

does not lend itself to confidentiality.

Privacy Act Statement: Public Law 97-255, Financial Integrity Act, 31 U.S.C. 351
(HUD) to collect all the information which will be used by HUD to protect disburse

2, authorizes the Department of Housing and Urban Development
ment data from fraudulent actions. The Housing and Community

Development Act of 1987, 42 U.S.C.3543 authorizes HUD to collect the SSN. The purpose of the data is to safeguard the Line of Credit Control System

(LOCCS) from unauthorized access. The data are used to ensure that individuals

whp no longer require access to LOCCS have their access capability

Instructions for the

LOCCS Voice Response Access Authorization Form

1. Type of Function;

(1) New User: User does not currently have a LOCCS user
ID. Form must be notarized with original signatures.

(2) Reinstate User: Used to reinstate the user's access

authorization in LOCCS. Form must be notarized with original 5.

signatures.

(3) Terminate User; Used to immediately terminate the
user's access authorization in LOCCS.

(4) Reset Password for Active Users: A temporary
password will be mailed back to the user to inform him/her of
the reset password's value. The user will be required to
change the password on the next access to LOCCS.

(5) Add New Program Area or Tax ID: User has a current
User ID and will be increasing access capability.

(6) Change Tax ID: User has a current ID and will be
changing the Tax ID. This function is not to be used to

change approving official, or substitute a user. Contact 7.

Program Office for procedures.

(7) Change Address: User is changing the current mailing
address.

(8) Resend User ID. User has no knowledge of existing

User ID. 8.

(9) Name Change. Useris requesting their name to be
changed.

2. a. UserID: This block will be filled in by the User Support
Branch.

b. Social Security Number. Mandatory. Used to preclude
duplicate issuance of authorization for the same person. See
the Privacy Act Statement above. [Do not use Federal Tax

ID Number]

3. User Information: Ali fields are mandatory. Failure to
enter any of these fields will cause the HUD-27054 to be
rejected. Enter the user's last name, first name, and middle
initial. Enter the user's office phone number. Enter user's
mailing address, city, state and zip code. Enter users e-mail
address.

Recipient Organization for which authority is being
requested. This will identify the organization the user will be
representing. Enter the organization's Tax ID and organization
name.

Program Authority. Identify the HUD program areas this user
will be authorized to access for the recipient organization and
then enter the corresponding code(s)/name(s). see

http:llportal.hud.govlhudportalldocumentslhuddoc?id:prgareas.pdf
a. Enter the 3 or 4-character LOCCS Program Area.

b. Enter the Program Name.

¢. Enter "Q" for Query only access or "D" for Project Drawdown

access. Users who select Project Drawdown access will
automatically receive Query access.

. Signature/Date. The signature of the user requesting access

And the date (mm/dd/yyyy) this authorization was signed.

Approval. All fields are mandatory.

Enter the name, office telephone number, title, social

social security number, office address, signature and date of
the approving official representing the grantee. Approving
officials cannot approve themselves for access to the system,
and must be the user’s supervisor.

Notary. Must be different from user and approving official.
The official who notarizes the form shall include his/her seal,
signature, and date (mm/dd/yyyy). Notary should notarize both
signatures. Notary is only required for new user and reinstate
user.

. Program Office Validation. The HUD Program Office must

validate that the grantee is the correct official accessing the
grant. The Program Official shali include his/her name,
office telephone number, title, e-mail address, signature,
and date (mm/dd/yyyy).

Previous editions are obsolete. Page i
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1 Introduction

The Line of Credit Control System (LOCCS) is the U.S. Department of Housing and Urban
Development’s (HUD) primary grant and subsidy disbursement system that handles disbursement
and cash management for the majority of HUD grant programs. Organizations and individuals have
access to these grants through an internet version of LOCCS called eLOCCS, where Business Partners
with appropriate authorization can access, manage, and drawdown against their HUD grant
portfolios.

1.1 Purpose of Guide
Accessing eLOCCS requires;

1) Registration in Secure Systems which is the HUD Web Portal in which the eLOCCS application
resides.

2) Submission of a HUD-27054 LOCCS Access Authorization form which will control what a user
can see and do once they are in eLOCCS.

This guide focuses on Registration components and steps needed to gain access to eLOCCS through
Secure Systems. A separate eLOCCS Getting Started Guide with screen samples will familiarize you
with eLOCCS functionality and layout. A link to the Getting Started Guide, along with other useful
links can be found in section 1.2 LOCCS URL Quick References.

W
e et
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1.2 LOCCS URL Quick References

- LOCCS URL Quick References

1) LOCCS Access Guidelines fo}‘r Grantees

These are general LOCCS instructions for filling out the HUD-27054 LOCCS Access Authorization
Form and SF1199A Direct Deposit form.

http://portal.hud.gov/hudportal/HUD?src=/progra m_offices/cfo/loccs_guidelines

Cut and paste URL or click <here>
2) eLOCCS Getting Started Guide

This guide provides eLOCCS web page examples, familiarizing the user with how navigation
works in eLOCCS and how to view, manage and drawdown HUD grant funds.

http://portal.hud.gov/hudportaI/documents/huddoc?id=eloccsguide.pdf

Cut and paste URL or click <here>
3) elLOCCS Registration Guide

Before accessing eLOCCS, a user must have a Secure Systems ID/password and a LOCCS
ID/password. This document outlines the security and registration components needed to
obtain those IDs.

Note: If you are converting from VRS to eLOCCS, you already have a LOCCS ID/password.
http://portal.hud.gov/hudportal/documents/huddoc?id:eloccs_registration_guide.pdf

Cut and paste URL or click <here>
4) HUD-27054 LOCCS Access Authorization form

Use this form to request specific LOCCS Organization and HUD Program Area access. The LOCCS
Access Guidelines for Grantees (#1 above) has instructions on filling out this form.

https://portal.hud.gov/hudportal/documents/huddoc?id=27054.pdf

Cut and paste URL or click <here>
5) Secure Systems (this is how you access eLOCCS)

Secure Systems is a HUD Web Portal which has access to many HUD systems, of which eLOCCS is
one of them.

http://portal.h ud.gov/hudportaI/HUD?src=/program_offices/public_indian_housing/reac/online

Cut and paste URL or click <here>

%
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1.3 Overview of eLOCCS Registration Components

eLOCCS is accessed through the HUD internet portal called Secure Systems. Secure Systems is
sponsored by the Office of Public and Indian Housing (PIH) Real Estate Assessment Center (REAC) and
sometimes referred to as ‘REAC’ or ‘Online Systems’. Secure Systems supports many HUD
applications, of which eLOCCS is one of them. In order to uses eLOCCS, there are 4 registration
components which must be completed prior to access.

e Component 1 - Secure Systems Business Partner Registration
In Secure Systems there are (2) types of users: “Coordinator” or “User”, and each are associated
with an organization or Business Partner. The Business Partner organization must be recognized
by Secure Systems and this is accomplished thru the Business Partner Registration process.
**DO NOT SKIP THIS COMPONENT**

e Component 2 — Secure Systems “Coordinator” Registration
The Secure Systems Coordinator serves as the Business Partner’s system administrator, granting
application (in this case eLOCCS) roles to users. Each Business Partner must have a minimal of 1
and up to 5 assigned Coordinators.

e Component 3 - Secure Systems “User” Registration
Individual Users register in Secure Systems under a Business Partner, but the Coordinator grants
the user specific application roles to allow Secure Systems application access. In the case of
eLOCCS, the Coordinator would grant the eLOCCS roles “QRY” and “ADM”.
- S
The Coordinator can assign themselves eLOCCS “QRY” and “ADM” roles, and
access eLOCCS too, as long as a HUD-27054 has been processed (Component 4).

eLOCCS can also be used by Approving Officials to certify their staff. Approving
Officials must have a valid Secure Systems ID (either as a “Coordinator” or
“User”) to access eLOCCS just like everyone else.
=
e Component 4 - HUD-27054 LOCCS Access Authorization Form
LOCCS has its own secUrity registration process requirement due to its sensitive financial nature.
If you are already a LOCCS VRS user, then your existing VRS User 1D/password will work in
eLOCCS. If you are new to LOCCS, then a LOCCS Access Authorization Security Form HUD-27054

must be submitted. L o —

The LOCCS HUD-27054 is independent of the Secure Systems components and
therefore can be submitted concurrently with Secure Systems Components 1,2
and 3.

In summary, there are four (4) registration components which must be completed prior to eLOCCS

access Included in thls document is a handy check I|st which will help you in determlnmg where you

complete each registration component. **PLEASE START WITH COMPONENT 1**

eLOCCS Registration Guide Page 5




1.4 Coordinators and Approving Officials

A Business Partner “Coordinator” is a Secure Systems administrator who manages the organizations
“users” in Secures Systems. Responsibilities include assigning Secure Systems LOCCS roles to users.
A Business Partner can have up to 5 Secure Systems Coordinators, who can manage any Secure
Systems user in the organization.

A Business Partner “Approving Official” is a LOCCS administrator who manages “users” in LOCCS.
Responsibilities include re-certifying the LOCCS user still requires access to LOCCS every 6 months. A
LOCCS User is associated with an Approving Official on the HUD-27054 LOCCS Access Authorization
form.

Agprovmg Officials will also use eLOCCS to re- certn‘y their staff every 6 months, therefore Approving

T

Off|c1als will also need to register for an ID in Secure Systems They should be assigned the same
QRY and ADM roles as all eLOCCS users o ‘ " o &

4

@ A Secure Systems “Coordinator” can also be a LOCCS “Approving Official”

e 5 A
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Z Registration Component Check list

Component 1 - Secure Systems Business Partner Registration

My organization (Business Partner) is recognized by Secure Systems
h (Either as a Public Housing Authority or Multifamily Housing organization)

Component 2 - Secure Systems “Coordinator” Registration
B~ My organization has an assigned “Coordinator”

If not, identify within your Organization who will be the Secure Systems Coordinator.

O Register for Secure Systems Coordinator ID (mailed to CEO)

O Receive your Coordinator Secure Systems ID from CEQO

O Assign the eLOCCS system by adding the Coordinator Role to your ‘M’ ID.
Then add the ‘Query’ and ‘ADM’ roles to your ID (see Appendix A)

Component 3 — Secure Systems “User” Registration
;»if If you are the Coordinator, check the box and go to Component 4

If not,

O Register for a Secure Systems User ID

d Contact your Secure System Coordinator to retrieve your user ‘M’ ID
(Wait until next business day)

O Have your Secure Systems Coordinator assign the ‘Query’ and ‘ADM’ roles
to your ‘M’ ID to establish the eLOCCS link within Secure System:s.

Component 4 - HUD-27054 LOCCS Access Authorization Form

O LOCCS Registration Completed

" Aralready have, or have received my LOCCS ID and password)
(If you are a VRS user converting to eLOCCS, you are already registered in LOCCS. Your
eLOCCS ID/password is the same as your VRS LOCCS ID/password)

Congratulations, you have completed all the necessary registration components to now
successfully access eLOCCS! You can now proceed to the Signing Into eLOCCS Section 4.

If you have any questions regarding any registration component please call the LOCCS Help
Desk at 571-766-2916 or email eLOCCS@HUD.GOV with questions.

eLOCCS Registration Guide Page 7




Accessing eLOCCS through Secure Systems

Registration components that REAC-Secure Systems
must be completed 1st TSI T
I

\ Secure Systems Sign-on [

1) Register your organization as a | e User ID l z

Secure Systems Business Partner } Password E:

2) Select ?nd regiSter a Secure 'Sys.-tems ! \EThiis is the Secure Systems "1#”id and

Coordinator” for you organization password assigned through registration [

{you can have up to 5 coordinators)

3) Have each additional person l
needing access to eLOCCS, register
as a Secure Systems “User”

Then have the “Coordinator” assign the Select |

eLOCCS roles “QRY” and “ADM” to | L ine of Credit Control System (sLOCCS)
each eLOCCS User 1 from the Main Menu Systems list.

*Coordinator can have eLOCCS roles too N
* Coordinator can also be the LOCCS Approving Official
-

! 4) Submit HUD-27054 LOCCS Syst 1 eLOCCS Sign-on
Domi 13- ystems ,f 1
Access Authorization Form | LOCCS UserID | | .
(HUD-27054 and Secure Systems registration are l Password E:l

independent of each other and can oceur i
concurrently. Howewver, ALL registration components
must be completed for eLOTCS access )

|
This is the LOCCS assigned all numeric
| User [D. The same ID/Password if you
/ previously used LOCCS VRS. |

e

eLOCCS

| Vourher Drawdowns - Vorcher Queries

Portfolic Queriey Grant Dueries

] \—Em wil Notifications - Wire Teamsfir Queries

T e
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5 Registration Components

3.1 Component 1 - Secure Systems Business Partner Registration

Component 1 ~ Secure Systems Business Partner Registration Instructions

This step is to confirm if your organization is recognized in Secure Systems. Unless your
organization is a Public Housing Authority, ** DO NOT SKIP this step **.

Register your Business Partner Tax ID number

Step 1a Copy and paste URL or click <here> for the Business Partner
Registration page.

https://hudapps2.hud.gov/apps/part_reg/apps040.cfm

Enter your organization’s Tax Identification Number (TIN) and
Submit.

Business Partner Registration
HUD Multifamily

If the participant you are about to register has done business with HUD before,
you do not need to complete the Business Partner Registration HUD
Multifamily below. Go to the Secure Svstems Resistration page to obtain a
Coordinator or User ID if you have not already done so.

w0 L
- “
. Check if'SSNis used as TIN for Sole Proprietor

Lo ]
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Step 1b Did the Business Partner Registration HUD Multifamily
return a ‘Form to fill’ OR Business Partner is ‘already
processed’ below?

B Form to fill?

Business Partner Registration
HUD Multifamily

Al fields nrarked with an astenske™) 4

pndatory

Form to
fill in?

w

If the above blank form is returned, your organization does need to
register. Complete the form and save.

* Wait until the next business day to continue to
Component 2 - Secure Systems Registration.

— {OR} —

® TIN has been processed message?

Business Partner Registration
HUD Multifamily

Participant (123456789) had been processed.

Ifyeu registered g payticipant in the past 24 hours or previously registered

TIN aud you cannot find the participant fn APPS or Business Partner
Maintance or Participant Assignnient Maintenance on Secure System,
9 P 2 3
Processed? contarct PPSD staff.

»

If the participant you are about to register has done business with HUD before,
vou do not need to complete the Business Partner Registration HUD
Multifamily below. Go to the Secure Svsiems Regisiration page to obtain a
Coordinator or User ID if you have not already done so,

if you received the above message, your organization Tax ID Number
is already recognized in Secure Systems.

Continue to Component 2 - Secure Systems Registration.

B e e i e e L e e
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3.2 Component 2 ~Secure Systems “Coordinator” Registrafi

Component 2 —Secure Systems “Coordinator” Registration Instructions

@ Understanding Secure Systems ID Registration Types

In Secure Systems there are two (2) ID types available to register:
“Coordinator” or “User”.

Both ID types allow access to Secure Systems. However, only a Secure Systems
Coordinator has the authority to assign the LOCCS Query and Admin roles to
display the eLOCCS link for the eLOCCS user to sign in. Determine within your
organization who should be the Secure Systems Coordinator(s). There must be
at least one Secure Systems Coordinator registered.

Coordinator ID: The Secure Systems Coordinator serves as the system
administrator to retrieve Secure Systems User IDs, establish the appropriate
systems link (eLOCCS) and assign LOCCS Roles.

User ID: A Secure Systems User has the ability to access Secure Systems, but
requires a Secure Systems Coordinator to initially add the LOCCS roles in order
for the eLOCCS link to display on the Secure Systems Menu page.

Does your organization already have a Secure Systems Coordinator
assigned?

No If you just registered your organization in Business Partner
Registration HUD Multifamily, the answer is ‘No’. Determine within
your organization who should be the Secure Systems Coordinator(s).

*Every Business Partner must ot least have one Secure Systems
coordinator registered to establish the eLOCCS link in Secure Systems
for the eLOCCS user to sign in.

Continue to Step 2a — Applying for a Secure Systems “Coordinator”
ID.

Not Contact REAC Technical Assistance at 1-888-245-4860 to inquire.

Sure
Yes Continue to Component 3 — Apply for a Secure Systems “User” ID.

eSS
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Steps 2a — 2d: Applying for Secure Systems “Coordinator” ID

Step
2a Copy and paste URL or click <here> for Secure Systems

http://portal.hud.gov/hudportal/HU D?src=/program_offices/public_indian_housing/reac/online

Select the <Register Online> link.

. : . Gl e g
Hm GOV : L ‘ tn!emﬂd&n urs Espatiol
1.8, Department of Hotising and Urkian Dev elopmem e ; SeMsp | AT ndex T
Reerelar Shantne Donison h r’”—
HOML PRESS ROON, AVDUNCES HERATL O PROGHAN RTINS TSP AREAS ABQETE D REEGURCES COETACTOS
S s | XboWCPIHE ] PR risSenp roik | Raubi Howning | oppraing Pinil ¥ CapPiunt { Ohiier g v | i :

Ahatening Cinboe Vosshers | Xnduun Koaniog | Kot Fomnst Latsgeity tingrevnast Poject | Heost Kt Sasenstiess Centor { seants | otwary

NUD > ProgeamOmizes > Public and indian Houzing > Feot Extabs Assmssmant Cartar {REAC) > REAC

PIH-REAC Online Systems SPdmEendy Vetslon &3 wane Dol
Systam Upgeads Retense Sehedole

PRLRFAC Systom tipgrsde Reloase Schadula: Aoy Logdn

l“r(dls) Rovember 2, 2012 - 8pm YT)Y Exfulion wsels

» Friday, Aptil 36, 2
Rubes of hehavinr Tor HUD systems.
PIM-REAC Onlfer Systems

« Epterprise Income Nerificarion Syster (EIV)

» Fininckal Mirtygeament Assessment System - Federal Housing Agency {FASS-ME}

« Flaancial Maresgentest Assessannt System - #ublic Housing Agency (FASS-PHA)Y
» Inkevprated Assessment Sobsystem (NASS)

Step | Choose your organization type to register in Secure Systems:
2b

Adtance - tbrmacin on Espaiiol
st R inden T Tent KA A

i
I

HUD.GOV

LS. Department of Housmf: and Urban Tiey bmpment
Beererary Shagn Dognvan

HOME  PRESN 200X HOMEOWNERHULP  STATEINGG  FROGRAMOESICES  JOPICAREAS  ABOUYHUG  HESOURUES  CONTACTLS

MUD > Progtem OMges > Public and inglan Hourng » Real Evmate Assessoront Cemec (REACT > REAC > Needa User (D7

Need a User ID? : Z Prent Eriendly Version s R

» Wultifarily Houwing Entity
» PublE HGUSIOG ARency
» ipdupetidant Dker

» Reverse Auction Program (RAP) User
NCTRES If ol 316 11 the BIOCisS B Decorni i R

i ivaiiatie, OF g dirattly 10 the angropelity suone conmeattin

8 SUERISION, AL SRRl 00t sttty J0f s s 1D

Select <Multifamily Housing Entity>.

Only select Public Housing Agency if a PHA, otherwise select Multifamily Housing Entity.

Step | Multifamily Coordinator and User Registration Selection

2c
Select <Coordinator> as the ‘Application Type’ and complete form.

@ The form is a 2 step process. 1) Fill out the form and click <Send>. 2) Review the
information and then click <Confirm/Submit>.

@ A letter containing the Coordinator’s ‘M’ ID will be mailed to the organization’s CEO/ED
Within 7-10 business days. If you have not received you Secure Systems Coordinator ‘M
ID, Contact REAC Technical Assistance to inquire on status at 1-888-245-4860.
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v
Secure Systems Registration —

MULTIFAMILY Coordinator and User Registration ‘

To apply for a System Coordinntor K2, check fhe "Courdinmor” radio bastto, £ ont the form below,
and click Send Application when you are through. Upon verification of the infermation below, an 11
weill be sssigned and mailed fo the CEO of the HUDMregistored sutity specified befow. The password
will not be dissiosed, so make suee vou emember 110

To apply for o regular User ID, check te “User” zadio button, §11 out the form below mnd click Send
Application when yon are through. Upen verification of the informntion below, a user I will be
assigned. and the System Coordfmtor of the vegistered eatity specified below will retrieve. the
user [EL The password will not be disclosed, so make sure you rementber 101!

And remerber:
ar 2iis Web site falls 2
55 pemaltier Jm excceding

e Fedoval {,

Ao tye T —

irst Names
‘wigote Tomiat:

Last Name: -

Soc Seciiity sumpers

Step | Secure System Coordinator establishment of eLOCCS and LOCCS Role Assignment.
2d

After the CEO has provided the Secure Systems Coordinator ‘M’ ID, sign-on to Secure
System to establish the eLOCCS link and add LOCCS roles — See Appendix A for steps.

If the Coordinator is also the eLOCCS user, continue to Component 4 — HUD-27054 LOCCS
Access Authorization Form.

If the Coordinator is not the eLOCCS user, have the user apply for their own Secure
Systems User ID. See Component 3 — Secure Systems “User” Registration.
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3.3 Component 3 -Secure Systems “User” Registration

Component 3 —Secure Systems “User” Registration Instructions

Steps 3a — 3d: Applying for Secure Systems “User” ID

Step | Copy and paste URL or click <here> for Secure Systems

3a
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_india n_housing/reac/online

Select the <Register Online> link.

e el

i HUD.GOV o - : ‘; 0 - © L atonmadion a8 Eaponol
U5, Department of Housing and Urban Development g9 siuenen A index U dext 3
{

Sevretrs W Dopevay

MOME  PREASROOM  AUBIENUES  STATEINFG  PROGRAMOFTICES  TOMCAREAS  ABOUTHUD  RESOURCES  CONTSCTUN
P Hane | Abot TR ] PIFOinnSop Tool ] Pudiie Mnming | vipeising Fond | CapTiml | nice Neldht daf ioeRve |
Hoselos Dhnes Soubos: | Tostiam Domsing | Kesta) Domsiog ity Mupomemmsnt Moafned § ol Bdintas Axsonyient Cronbnr’ | Gt | Vfbrar

HUD > Propram Offices > Public and Indian Mousing > Redd Enste Ausezzment Cantur IREACH > REAC

PIH-REAC Online Systems e Bt Eendy Versian o mewer ETwin,
Syatem Upirads Relwsse Sehadule
PIHREAC System Upgrade Release Schedule; Fywtem Lol

Extsting uners

* Lonin hars

. 5 v ES
o Fif r
Noad, nepess HOD systems?
Rules of behoviar for HUG systems m
.

PIH-REAC Oniline Systems

« Enterprise Income Verification Systen (E1V)

« Financial Masagernent Assesstient Systen - Fedeeal Housing Agency (FASS-MFY

« Financlal Managoment Assessment System - Public Housing Agency (FASS-PHAY
d Asscs A (NASS -

.

Step | Choose your organization type:

3b
Select <Multifamily Housing Entity>.

Only select Public Housing Agency if a PHA, otherwise select Multifamily Housing
Entity.

Select <User> as the ‘Application Type’ and fill out the remaining form.

Step
3¢

S
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Secwre Systems Registration-

MULTIFAMILY Coordinator and User Registration

[To apply for a System Coordinator [D. check fhe "Coordinmor” radio buton, fill ow he farm below]
and cliek Send Application when you are trougl, Upen verification of the infomintion below, an I
will b assigned and mailed W e CEQ of the HUD-vegistered 2ntity specified below. The passomd
will not be disclosed, so make sure vou remember 111

Fo apply for x regular User 11, check the "User™ radiv buston, G11 out the Jorm betow und click Send
Appiicmion when you are through. Upon verification of e fnformation belew, a wary ID will be
assigmed. and the System Coordinator of the HUD-regisrered enity specified below will retrieve the
wser I, The password witl not be disclesed, so make sure pou rerember iU

And remaember;

2 Fucerar. Compunors

After submitting the form, wait 24 business hours, then contact your organization’s Secure
Systems Coordinator to inform you have requested access to Secure Systems.

Request the Coordinator retrieve your User ID in Secure System and assign the ‘Query’ and
‘ADM’ LOCCS roles to establish the eLOCCS link. See Appendix A for the Secure System’s

Coordinator to assign LOCCS System and roles.

Step | Continue to Component 4 — HUD-27054 LOCCS Access Authorization Form Instructions

3d

O e e e e
Page 15

eLOCCS Registration Guide




W
N
£

omponent 4 - HUD-27054 LOCCS Access Authorization Form

Component 4 — HUD-27054 LOCCS Access Authorization Form Instructions

Do you already have a LOCCS User ID and Password?

Continue to —Signing into eLOCCS Instructions

Yes
*If you are an existing LOCCS Voice Response System (VRS) User (using
phone to draw funds), then the answer is yes.
Complete the LOCCS HUD-27054 form, have it notarized and forwarded to
No the appropriate HUD staff for review. Instructions are on the form.

HUD-27054 — LOCCS Access Authorization Form:
Copy and paste URL or click <here> for form.

https://portal.hud.gov/hudportal/documents/huddoc?id=27054.pdf

After receiving your LOCCS User ID, and completing registration
components 1-3, Continue to — Signing into eLOCCS

Note: The Business Partner Registration and Secure Systems
Registrations are independent of LOCCS registration and can be done
concurrently. However, all security components must be completed prior
to accessing eLOCCS.

Not Sure | Contact the LOCCS Security Office to verify at 877-705-7504.

W
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4 Signing Into eLOCCS

Signing Into eLOCCS Instructions

Step 1 - 4: Signing into eLOCCS

All the previous registration components must be completed prior to
accessing eLOCCS. Use the Registration checklist in Section 2 to verify.

You must have a valid Secure Systems ‘M’ ID/password and LOCCS User
ID/password. The Coordinator must have established the eLOCCS link in Secure
Systems and LOCCS roles for the eLOCCS User to sign in.

REAC
{Secure Systems)
User ID/MID

eLOCCsS
User ID
{6 numeric digits}

Step Cut and paste URL or click <here> for Secure Systems
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/online

Select the <Login here> link.

HUD*GOV : ‘ i : o : i
LG Diprtiment of Housing and Uirban Developroest Wlewap A edok
I

1 Dosrsan

LSEADOM  SUIICBCNS  SIVIBINDD O FROGHASTOFFICRS  TOMCAREDS  MOUFHUD  HESOURCES  UONTAETYs

] Wnont R T PTIT GriasBioy Hih | Tobha ooty | Bseriiing Tt § Fastiiid | Dhotsr o Frebre | .
Setudnrs | ' 7 2 | e T Cocter | Camte | Loty

WL > B > Extate Ante Ersster (REASY > REAC

PIH-REAC Online Systems i Prtnt Friensly Version 2wk W
System Vpainds Rebrate Schoduie

Srshera Lopin

PREREAC Syctem Hpnrate Release Sehedul:

Feiviing uscrn

< 7
RUP vystomy?
e

Bules of hehavine for BUD systens.

PREREAC Onllne Svsteans

« Epterprise {soame Verification System (EIV)
* Fiuandial Maageient Avsessmicot Sysiaa - Fetiers Housiing Anency (FASS M)
o Finoncial Mananmamt ASSEssieat Syster - Public Housing Mency (FASS-PHA)

Step Enter your Secure Systems User ‘M’ ID and Password.

User Login ot} tefg | searcn | Hewie

vsertp

Single Sign On Password

Enrgot your password? Click the fink e reset your passward and for other usctul inraation,

[ Tagin | | Cancel’

eLOCCS Registration Guide Page 17




Step Select the <Line of Credit Control Systems (eLOCCS) > link.

Secere Systems :

Systems
» Enterprice incomse Verifiestion IEIVY

» Fmancial Asstssmcm Submission - PHA (FASPHA

System
administration
v Lringrs

Henifization (K01
Fumancial Assessment

| |

PRSI 2

Step Enter your LOCCS User ID (numeric digits) and password. If you have been using LOCCS VRS, the
4 User ID and password are the same to sign into eLOCCS.

Note: If you do not see the eLOCCS link on the REAC main menu page, contact your Secure
Systems Coordinator to assign the eLOCCS link. (See Step 2d)

Lame of Credit Control System (eLOUCS)
Login

LOCCS User 10 |

Password; |

« YOUTE QENSE I 8% 20 Apprming Ciceat only,
7 S
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5 Frequently Asked Questions or Issues

> Contact the REAC Technical Assistance Center at 1-(888) 245-4860 for the following
questions or issues;

1) 1have registered for a Secure Systems Coordinator ID and have not received it.
Ask them to confirm your registration, your organizations address and status of your
Secure Systems ID.

2) I mistakenly registered for a Secure Systems User ID instead of a Coordinator ID.
Contact the REAC Technical Assistance Center on how to resolve.

3) I may have registered for a Secure Systems ID in the past, but I’'m not sure.
The REAC Technical Assistance Center will be able to research that.

4) 1don’t know who the Secure Systems Coordinators are for my organization.
The REAC Technical Assistance Center will be able to help you with that.

» Contact your organizations Secure Systems Coordinator for the following questions or
issues;

1) | have registered for a Secure Systems User ID and have not received it.
Ask your Coordinator to retrieve your User ID and establish the eLOCCS link/roles. If you
do not know your System Coordinator, contact REAC Technical Assistance Center.

2) |am a Secure Systems User and do not see the eLOCCS link after I sign in.
The Coordinator has not assigned the LOCCS — Query and ADM Roles. Contact your
Coordinator to assign these roles. Refer them to Appendix A if necessary.

3) Iclick on a program area in eLOCCS, and the main menu is blank.
Verify with your Coordinator that LOCCS — Query and Administration roles are assigned.
Refer them to Appendix A if necessary.

> | use the HUD telephone Voice Response System (VRS) to draw funds, do | need to register

for an eLOCCS ID?
No - Your log in credentials used on the HUD VRS, telephone system will be the same used to

signing into eLOCCS.

> If you are a Secure Systems Coordinator;
And need help in either retrieving a User ID to assign LOCCS roles, or actually assigning those

roles, refer to Appendix A.

> Anything Else?
Call the LOCCS Help Desk at 571-766-2916 or email eLOCCS@HUD.GOV with your question.
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Appendix A - eLOCCS and Role Assignment Steps for Coordinator

A Secure System Coordinator has the system administrative responsibility of first assigning the
LOCCS COR (Coordinator) - <Action>, and then the QRY (Query) and ADM (Administrator)- <Roles> to
themselves before assigning QRY and ADM roles to users.

Step l. Secure Systems Coordinator assignment of LOCCS System:
Cut and paste URL or click <here> for Secure Systems
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/online

Select the <Login here> link, sign in with your Secure System Coordinator ‘M’ ID and proceed to
the Secure Systems Main Menu.

HUD.GOV

LS Departinent of Housing and Urhan Doscfopment

Seervtay Shaos Dease

PG | Wbk D] FOT s 1esd | RO ot | Crfbeiting T

whers § 1§ st o { Comss | 2o

HUD > Prognr itices > #ubtic.and tndssn Mousing > Fest Extate Aaaesscnent Gonter {REACT > REAT

PIH-REAC Online Systems 2 Print Erencdy Varsion B et e

System Ungrads Rifosse Sehedute

Systeurbogia

Existiang avw s

Fules 6f brhvioe for HUO systens
PTHREAC Oulise Systems
» Enperprine Income Veritication Systew (FV)

* Fiwascial Maess mu rertt Assessinant System - Faderal Housing Apency [FASS-WI )
7 Vithancial Munageinoot Assessatent Systes - i whlic Housing Agestcy {FASS lmn)
&)

Secure System Login

A. From the Secure Systems Coordinator Main Menu,
Select User Maintenance. (Figure 1).

Main Hemu
1

Systems

Figure 1 - Secure Systems Main Menu

m
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B. Enter your Secure Systems Coordinators ‘M’ ID in the Search by User ID section
and click <(S)earch for User> button. Figure 2

System Administration

User Maintenance

D this form, vou can sitiier search for 2 i: !
by User 10, or search for Dsers by ing yotir seacch critoria.

i
MSRY

ko searchfor s User, enter a search criteria (optconal}” -
pud then click the "Search Users” button. -
Business Partnar - TIN/SSN/PHA XD /IPAID | AR ThigT

First Name : o o

tast Name |

User Status  All v et This?
1 Check here to limit search to Independent Users
| -Sesrcn (Users | | Cancel |

Figure 2. User Maintenance and Search for User by ID

C. On the Maintain User Profile Select <Choose a Function>, then

Select <Maintain User Profile — Actions> and submit. (Figure 3).

System Administration

Maintain User M

‘Oser Tnformatic
UseriD

" First Mame

" iddie Initial

Loyt Name |

User Status | Actve

Coordmamr Y&‘S :

User Tvpe Euf,me&s Paztmwr

'momammm o : :
. Mainfain Lises Profile - Aghong ad

Businnss Pariners Mantenancs
Mamlam User Infermalio
I cicaisae

st aer
Mamtaxn Lser Profilz - Geroups
Mantain Liser Frolie - Roles:
Parbcipant Assignient Maintenaece
Boseog { ottor

Figure 3. Maintain User Profile — Actions

W
T — e e
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D. From the Assign/Unassign Actions page, mark the <LOCCS COR-Coordinator>
check boxes and click Assign/Unassign Actions. Figure 4

IMAX - Integrated Multifamily Access Exchange
I COR - Coordinator
LASS2 ~ Lender Assessment Subsystem 2

ol COR ~ Coordinator
' LOCCS - Line of Cradit Control System
" cor .- Conminatary .

p QRY ~ Query

2 REQ < -Requisition
YES ~ Year End Settlement

Figure 4. Mark the check box - LOCCS ‘Cor

E. Click <OK> to confirm action. The eLOCCS link will appear on the left menu bar of
Secure Systems and on the REAC Main Menu Page. Continue to Step 2.

Step Il. Assignment of Roles to eLOCCS User:

After the Secure Systems Coordinator has assigned the LOCCS COR-Coordinator <action>
to themselves in Step I, LOCCS ‘ADM’ and ‘Query’ <Roles> must also be assigned to each
Secure Systems User that needs to access eLOCCS. This includes the Coordinator. If the
Coordinator is also an eLOCCS User, they should assign the LOCCS QRY and ADM roles to
themselves too.

@ *To retrieve a Secure Systems User ID that have registered, enter the user’s
name information in the Search Users’ section. Figure 3.

A. From the Main Menu, select <User Maintenance>. (Figure 1).

Figure 1 - Secure Systems Main Menu

B. From the User Maintenance Screen, enter the Secure Systems
User ‘M’ ID in the Search by User ID section and click

<(S)earch for User> button. Figure 2.
[ e e e S e i Lo it e e e e g e
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*If you don’t know the User’s ‘M’ ID, enter the user name information in the
Search Users’ section. Figure 3.

Then click the appropriate <Search for User> button to display the User profile
page.

System Administration

User Maintenance

YV EREE Fon, you Can either seareh for a s 1 i
by Usexr 1D, or searchifor Lsers by enleflng AN urn'ch crttserim

h‘n scarch fora User by User 10,

Bater o User IO amd then tick the: Seorn:bfw
serm[ Ry v

1% &eorch for User .1

l‘o search for 2 User, entera snan:h cﬂteﬂn (upﬁanal}
had then chici the "Search Users” buttom. :

Business Pairtner- TIR/SSN/PHA ID/IPATD T arimr

First Name
Last Name
U;cr Status | AII ~Svewgs Te?
) Chedr here to limit search to Independent users
| Search (U)sem | Gonent | -

Figure 2. Search for User by ID

System Administration

User Maintenance

O this foeim; vou'chn cithidr séarchifor'a liser
Try User ID, or seacch for Users by eitering your senrch crileﬁa

virch for a User by
mtera Userap: nndthendlckthe "Searcb for |
Userip. | il
{ T (Siearch for User

ond then click the

{Business Partner - TIN/SSN/PHA 107104
Ftrst@amef o )
I.astN‘a\me\
User Status | (Al R T
) J Check here'to nmit search to Independent Users
[ Search \U\sem i Ccnoel ]

Figure 3 - Search for User by Name Information

C. From the User Profile page, select <Choose a Function> and choose ‘Maintain
User Profile - Roles’ and submit. Figure 4.

W
B I ]
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System Administration

Maintain User M

Ummformation B

: User 10 g

First Name

Middle Inital

. Last Nome £

| User Status | Active
o éobrd‘matpr Yes.

User Type | Business Partner

- Maintain User Profite - Roles -

| Submit | 1?3:)0&4

Figure 4. Select Maintain User Profile - Roles

Under the LOCCS system, mark the ‘QRY’ and ‘ADM’ check boxes and confirm role
changes. Figure 5

Inform the user that you have successfully assigned the LOCCS system/roles and to
sign into Secure System to access eLOCCS. See Section 4.

Assign/Unassign Roles for User

User 1D
. First Name -
Middle Initial

UserStaus Active
Coordinator "Yes
- Urser Type “Business Partner

Disabled rofes canniot be unassigned ntl they are removed
‘appropriate Assignment Maintenance screens :
AppS | LOCCS | ‘ ‘~

[ LAPPS - Active Partners Performance System

20 IR0 ~ Industry Read Qoly

L% AUP - APPS Update
LOCCS - Line of Credit Control System
| D UYES < Yedr Bad Settlerment

(T REQ ¢ Requisition

(& oM - Administration

Assign/Unassign Roles | | Cancel

Figure 5. Add LOCCS Roles - Mark ‘Qry” and ‘ADM’ - Roles

S e e S R TG
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IF YOU NEED HELP or have questions regarding any registration component, please call the LOCCS Help
Desk at 571-766-2916 or email eLOCCS@HUD.GOV with questions.

IF YOU NEED HELP or have questions about your Secure Systems ID, please contact the Contact REAC
Technical Assistance at 1-888-245-4860.

b e e i e S N e e
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