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| have carefully assessed the EIV External User Administration Manual for Multifamily Housing
Program. This document has been completed in accordance with the requirements of the HUD
System Development Methodology.

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

The document is accepted.
The document is accepted pending the changes noted.

The document is not accepted.

We fully accept the changes as needed improvements and authorize initiation of work to
proceed. Based on our authority and judgment, the continued operation of this system is
authorized.

Durga P. Anakala Date
IT Project Manager

Danielle D. Garcia Date
Branch Chief, Subsidy Oversight

Jeffrey L. Avery Date
Supervisory IT Program Manager, Office of Program
Systems Management
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1 Preface

1.1 Document Overview

The purpose of this manual is to provide instructions for HUD’s business partners responsible for
user administration in the Enterprise Income Verification (EIV) application for multifamily
housing programs. It details business operational procedures for successfully performing user
administration tasks through the EIV user interface.

1.2 How This Manual is Organized

Listed below are each of the chapters contained in this manual, along with a brief description of
its content:

» Chapter 1, Preface — An overview of the document and who should use this manual.

» Chapter 2, Assigning EIV Access Rights to Users — Provides step-by-step instructions on how
to make EIV User Role (HSU or CAU) assignments to ‘Active’ users in WASS and how to make
HSU or CAU role assignments to the active user’s contract(s) and/or property(ies) in WASS.

= Chapter 3, Multifamily Housing Program User Administration - Provides instructions on User
Administration functions, including how to approve, deny, or put an HSU or CAU user’s user
request on hold; how to certify, re-certify, and expire an HSU or CAU user’s EIV access for a
contract(s) or property(ies) in EIV; how to view user certification reports for users under the
Coordinator’s portfolio; and how to view Coordinator certification status and effective
dates.

= Appendix A, Abbreviations and Acronyms — Provides a list of commonly used abbreviations
and acronymes.

1.3 Who Should Use This Manual?

This manual is intended for the following users:
=  MF Housing Program users with EIV Housing Coordinator (HSC) role defined in WASS, and

=  MF Housing Program users with EIV Housing Contract Administrator Coordinator (CAC) role
defined in WASS

Multifamily EIV Coordinators with the HSC or CAC role are responsible for:

= Determining who at the property, management agency, service bureau, or contract
administrator (CA) should have User access rights to the EIV system, based on need for
access;

* Receiving and approving their users’ User Access Authorization Form (UAAF) requests;

= Making EIV role assignments (for Non-HUD User (HSU) or Contract Administrator User
(CAU)) to their User’s User ID and property(ies) or contract(s) assigned to the User in Web
Access Secure Systems (WASS);
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= Certifying, re-certifying, and expiring their Users’ access to EIV for contract(s) and/or
property(ies) assigned to them in WASS; and

=  Protecting EIV data from unauthorized users.

The table below lists Coordinator functions for which the owner of the property or authorized
Contract Administration (CA) official at the agency has authorized the Coordinator to perform
on behalf of the owner or CA.

User Type User ID Types EIV Role Functionality

MF EIV Coordinator M-ID HSC/CAC | View benefit and wage-related
information, as well as verification
reports for the contracts and projects
assigned in WASS.

Approve their users’ online UAAF
requests for certification, re-
certification, and expiration of EIV
access through the User Requests
function in EIV.

Perform EIV User role (HSU or CAU)
role assignments to ‘Active’ users and
un-assignments from ‘Terminated’
users in WASS.

Perform HSU or CAU role assignments
to and un-assignments from
contracts/properties available to their
users or former users in WASS.

Perform the User Certification function
for users under their jurisdiction.

View Coordinator Certification Report
for user status and recertification
period for Coordinators.

View User Certification Report for users
under their jurisdiction.

MEF EIV Coordinator M-1D CAC O/A Certification Report- to provide the
ability to view the EIV certification
status of a contract / project for users
with HSC / HSU user role.

This manual assumes that administrators have the following knowledge or expertise:

=  Working knowledge of Microsoft Windows.

» Operational understanding of PCs.
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= QOperational understanding of Internet browsers.
*» Understanding of basic network concepts.

» Understanding of HUD program terminology, policies, and procedures.
1.4 Related Documentation
This section provides a list of related documentation, including:

= EIV System User Manual for Multifamily Housing Program Users — This manual provides
step-by-step instructions on how to gain EIV Coordinator and User access to the EIV system,
read benefit and wage-related reports, and use menu options. This manual is located at:
http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/usermanual.pdf

=  WASS User’s Manual — For Coordinators, this manual provides step-by-step instructions on
how to perform maintenance of user profiles including roles and property/contract and PHA
assignment which is necessary before the user can access EIV functions. This manual is
located at: http://www.hud.gov/offices/reac/products/wass/wass _user manual.cfm

1.5 Abbreviations and Acronyms

A glossary of abbreviations and acronyms is included as Appendix A of this document.
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2 Assigning EIV Access

2.1  Accessing Secure Systems/WASS

Step 1: Go to Secure Systems Single Sign On

The link for External users is:

https://hudapps.hud.gov/HUD_Systems
Step 2: Enter your M-ID (External User) and Password.

Step 3: Click on “Login”.

ﬁ' ,_ User LDgin housing | mail | heln | search | home
I

Secure Systems User ID

Single Sign On Password Enter User ID
and Password
and then click

Login | | Cancel on “Login”
l

ATTENTION: This computer system, and all the systems associated with this system for User Authorization
and Authentication, are protected by a computer security system; unauthorized access to these systems is
not permitted; and usage may he monitored.

NOTE: There is an inactivity timeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated August 26, 2005

@ U.S, Department of Housing and Urban Developrnent Home | Privacy
451 7th Street S.W., Washington, DT 20410 Statement

Telephone: (202) 708-1112 TTv: (202) 708-1455
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This will bring you to the User Login screen that contains the Legal Warning, Warning Notice,
and Message of the Day.

Step 4. After reading the warnings and Message of the Day, click on “Accept”

ﬁ_ ’__. User LOgin housing | mall | help | search | home | logout
I

Secure Systems

Once you have read
the warnings and
. Message of the Day,
Legal Warning click on “Accept”

Misuse of Federal Information through the HUD Secure Connection web site falls under the provision,
of title 18, Usited States Code, Section 1030, This law specifies penalties for exceeding authoriz,
access, alterations, damage, or destruction of information residing on Federal Computer;

Warning Notice

The Secure Systems security access software supports Internet Explorer /0 browser. Internet

Explorer 5.0 browser 1s supported for all processing systems except 3. Other browsers may
not be compatible with this software.

Message of the Pay

Weloome to the WMegfage of the Dayl

This will bring you to the Main Menu screen. Here, you will see only those WASS-based HUD
systems to which you have been granted access.

o Main Menu
I

Secure Systems

Systems

Enterprise Income Verfication (ETWV)

Financial Assessment Submission - PHA (FASPHA
Mark-to-Ifarket (W2hD)

Management Assessment Subsvstem (WMASSY

Mulbfarmly Delnguency and Default Reporing System (MDDE)
Public Housing Assessment Systern Scores and Status (NASE)
FPhysical Assessment Subsystem (PASE)

» PIH Information Center (PIC)

Cuality Assurance Subsystem (QASS)

Feasident Assessment Subsystem (RAZS)

Tenant Assessment Subsystem (TASS) Unavailable

Woucher Management Systern (VLS

INDRAMIL

+ EI¥ Assignments By User

* EI¥ Assignments To User

« PHA Assignment
Maintenance

* Usar Maintenance

» Enterprise Income
Yerification (EI¥)

» Financial Assessment
Submission - PHA

FASPHA - - -

+ Mark-to-Market (M2M) System Administration

« Management Assessment . .
Subsystem (MASS) + Business Partners Maintenance

» Multifamily Delinquency

and Default Reporting + EIV Assymments By User
System (MDOR) )

. Public Housing Assessmant o EIV Ass ents To User
S(N;tgismf Scores and Status +« PHA Assisnment Maintenance

+ Physical Assessment
Suhsvstem (PASSY

s User Mantenance
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Before starting the process of assigning the EIV user role to a user’s WASS ID and then the EIV
user role to a contract(s) and/or property(ies) in WASS, the EIV Coordinator should make sure
that the applicant has read and understands the EIV Rules of Behavior, which is part of the
UAAF, and has also completed the online Federal ISS training program.

Assigning EIV access authorization rights to EIV applicants is a three-part process.

e First, the EIV Coordinator must assign the EIV user role (HSU or CAU) to the EIV
applicant's WASS ID.

e Second, the EIV Coordinator must assign the HSU or CAU role to the user’s contract(s)
and/or property(ies) in WASS.

e Third, the EIV User’s contract(s) and/or property(ies) must be certified in EIV.

2.2  Perform EIV User Role (HSU or CAU) Assignments to Active Users in
WASS

2.2.1 Assigning the EIV User Role “HSU” or “CAU” to the EIV User’s ID in WASS

Step 1: On the navigation panel to the left, under System Administration, click on “User
Maintenance”.

T8l | hein | search | home | logout

ﬂ' m Main Menu
|
Secure Systems

Systems
« Enterprise Income Verification (EIV)

System Administration
e Business Partners Maintenance

« EIV Assignments By User

« EIV Assignments To User

« Field Office Assignment Maintenance

e PHA Assignment Maintenance
« User Maintenance

O packtoTo

The result will bring you to the User Maintenance screen.
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Step 2: Enter the User ID of the EIV User applicant to search for the EIV User applicant and click
on “Search for User”.

| v | e | e | e

ﬁ e System Administration

Secore Sysiems I
Llgier Mainmenanie

O this form, 7ou can siber scarch far s User
by Uscr A0, ar scarch Far Uscrs by ceferieg pour soarch coferie

Hnnrr.hh'rllwln
e e =aean far bler™ bathan, Enter User ID and then click
AIsarH] 040 on “Search for User”

[ Eaorch b L

A A

Annrch Lsers
Ta scarch ber & Uier -:m-r-quqmt erftenia duptanal)
s then ilclt he "Search sers® batiin
it s |
Lot S |
+ Auirw Parman [ Thark Aene tn limit wearch in Independent Duars
Eifiras it — 2
CRTL Spachlses ||| Casce
- atmptiss laimy - =
< Pheancial Axspapwani
oo (FARLLEL
- blaa sl irslikCaate]
* e e gy Ty
" mytmm L
A J.E-f

Covuntusfatnd faphembar 16, D008 L=
. - a Mo | Peivsry Satemoek
A k-

The result will bring you to the Maintain User screen.

Step 3: Under Choose a Function, select the “Maintain User Profile — Roles” function.

SR svsccm Administration
|

Secure Systems

Maintain User M00345 Click on arrow to get list of
functions.
User Information
User ID |M00345 » P .
First Name |FIRST - M00345 Sele_Ct Mamta'”n User
Middle Initial Profile — Roles
Last Name |LAST - uiv
User Status Active
Coordinator |No

@ EIV Assignments By User|

o EIV Assiqnments Ta User User Type |PHA User/Business Partner

» FEield Office Assignment
Maintenance

o PHA Assignment
Maintenance

Choose a Function

Maintain User Information v

Maintain User Information
Maintain User Profile - Actions
Maintain User Profile - Groups
Maintain User Profile - Roles

Reset User Password

® User Maintenance

@ Enterprice Income
Verification (ETV)

Content updated September 11, 2003 O packtoTs

@ U.5. Department of Housing and Urban Development
451 7th Strast 5 ashington, DC 20410
Telephone: (202) 708-1112 TTY: (202] 7081455

Step 4: Click on “Submit”
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ﬁ 553 System Administration it | bty | Soured | boeme | lageat

Secane Sysienms

mlaintain User MO0405

Unsr Infermatian Click on “Submit”
Miser 100 RAO0S

First Mame Frst - MO05
Middbe Daitial

Last Mame Lag - WAZLS
Usar SAetes Ackve
Camrdigalor Ve

User Type Dusmness Fame
Chaces a Fusctian

< Pleanial Ra e et

Homziors (FATUELL
= bina of Cral LG sartay]
= il b ey Ty
" Smvinm A1

Comiuriupdring Saphembor 15, 2000 L= i

=T v o Hesaing v Lrkan Dasabopmant Hgren | Sevpry Shetumees
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TON-13137 T (3071 7ER-1408

The result will bring you to the Assign/Unassign Roles for User screen.

Step 5: From the Assign/Unassign Roles for User screen, under EIV — Enterprise Income
Verification, select the “HSU — MF - EIV - Non-HUD User” or “CAU - EIV — MF - Contract
Administrator User” roles for the selected EIV User applicant and then click on
“Assign/Unassign Roles”.

housing | mail | heln | search | home | logout

ﬁ ' System Administration
I

Secure Systems

Assign/Unassign Roles for User mooso4
Select the "THSU” or “CAU”
NTH KUTTY Userinformatlen 00104 role and click on

User ID “Assign/Unassign” at the
bottom of the page.

55“?"" First Name | First Name

Middle Initial (M

Last Name Last Name

* EI¥ Assignments To User

« PHA Assignment
tenance Coordinator | Mo

+ User Maintenance

User Staus |Active

User Type |Lender

Please check/uncheck boxes to assign/unassign roles to the uebr

Disabled roles cannot be unassigned until they are repr@ved in the
ppropriate i i e screens

+ Enterprise Income
Yerification (EI¥) \ EIV - Enterprise Income Yerification
o Einancial Assessment -
Submission - PHA | " cac - €IV - MF - Contraggaministrator CDM
(FasPHA)
+ Math-to- Market (M2M) | [T CAU - EIV - MF - trattAdmln\stMser
o Management Assessment
Subsystam (MASS) [T EIV - PIH - EIV - External Us
« biultifamily Delinguency I™ HSC - MF - EIV - Housige@Bordinator
ystem (MDDR]
+ Public Housing Assessment ¥ HSU - MF - EIV - Non-HUD User
ystem: Scores and Status
NASS'
+ Physical Assessment
5ubsystem (PASS .
b (BASS) AssignfUnassign Roles | Gancel |
PIC
« Test Site for PIH
Information Center - PIC
Test (PICTST)
+ Duality Assurance
Subsystem (DASS)
ident Assessment

Subsystem (RASS)

Content updated June 15, 2007 Qa0 Top

@ 1.8, Departrnent of Housing and Urban Develaprent
451 7th Street S.W., Washingtan, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455
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The result will bring you to the Assign/Unassign Role Confirmation for User screen.

Step 6: Click on “Confirm”

System Administration housing | mall | hein | search | home | logout

AR

Secure S!sléﬁls

Assign/Unassign Role Confirmation for User M00404

Roles to Assign to User M00404
Systam Code Role Code Role Description
EIV HSU HSU -EIV - MF - Nan HUD User

rst - HEIWO1

Mo roles were selected to unassign.

EI¥ Assignments By User

+ EIV Assignments To User Click on “Confirm”
+ PHA Assignment
Maintenance

* User Maintenance m il

+ Enterprise Income

Yerification (EIV)

Content updatad Septernber 22, 2006 °Backw'rng

@ U.5. Departrnent of Housing and Urban Developrnant
451 Fth Street 5.W., Washingtan, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

The resulting screen will show successful assignment/unassignment of role(s) to User. Click OK.

m_ ,_‘J System Administration housing | mail | help | search | home | logout
I

Secure Systems

You have successfully assignedfunassigned role{s) to user MOD404,

- First - HEIWOL @_/‘ Click on OK to

complete process.

system
administration

. 55 Partners
Maintenance

+ EI¥ Assignments By User

+ EI¥ Assignments To User

+ PHA Assignment
Maintenance

* User Maintenance

« Enterprise Income
Yerification (EI¥)

Content updated Septernber 22, 2006 ° Back to Toy

@ U.5. Department of Housing and Urban Development
451 Fth Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

2.3  Perform HSU or CAU Role Assignment to the User’s Property (ies) /
Contract(s) in WASS
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2.3.1 Property Owners, Management Agents, and Service Bureaus

e For an owner, management agent, or service bureau, the assignments must be made
using the Property Assignment Maintenance function.

Step 1: On the navigation panel to the left, click on “Property Assignment Maintenance”

mail | help | search | home | logout

ﬂ’ ., Main Menu
.
Secure Systems

Systems

« Active Partners P System (APPS)

» Enterprice Income Verification (EIV

» Financial 1t Subsystem - hMultifamily Heusing (FASSTUE)
o Line of Credit Control System (pLOCCS)

+ IMarle-to-Market (MahT

» Real Estate M System (REMS)

» Tenant 1t Subsystem (TASS)

ST - MOD404.

system
inistration
tan,

System Administration

n
¢ User Maintenance . istance Contract Assignment 1

+ Business Partners Maintenance
+ PHA Ass ent Maintenance

o Participant Assignment M
+ Active Partners
Performance System » Password Change
(aPPS)
« Enterprise Income s Property Azsignment Maintenance
verification (EIV)
o Financial Assessment » User Maintenance

Subsystem - Multifamily
Housing (FASSUB)

« Line of Credit Control
System (elOCCSY

* Mark-to-Market (M2M)

+ Real Estate Management
System (REMS)

o Tenant Assessment

Subsystem (TASSY

The result will bring you to the Property Assignment Maintenance screen.

Property Assignment Maintenance

Please enter a User 1d:
User ID
Choose a Function:
Assign Property Vv,
For View or Unassign Property, optionally provide Servicing Site:
For Assign Property, provide one of the following:

Property ID
FHA Number

Contract Number

Servicing Site v
For Assign Property, show Property Owners:
Current Owners v
Show:
Active Properties
Sort by:

Property Name ¥
For UnAssign Property, Optionally enter a role
Role Code

[ Submit | [ Cancel |

Step 2: Enter the User ID, select from the Tax ID drop-down list, or enter a Property ID, FHA
Number, Contract Number (or) select a Servicing Site for which the EIV User applicant needs to
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get the assignments from the drop-down list. Enter a Role Code (e.g., HSU) and click on
“Submit” button.

Property Assignment Maintenance

Please enter a User Id:

User ID [M00402 P

Choose a Function:

T
For Assign Pruperty‘}isv‘ide ne of the following or le3wglblank for all: — Enter User |D, SeleCt from the
Tax ID - \
/ Proverty 10 \ TAX D, or enter a Property ID,
( Fra number ) > FHA Number, Contract
CoMgact Number [NDL_ ______ // A Number or select a Servicing
Serwging Site - o
e e — A Site. Enter a role code (e.g.,
CurreT HSU) and click on “Submit”
Show: _~

Active Properties

Sort by:

Froperty Name |~
For UnAssign Property, Optionally enter a rolg”

Role codeH{SU

Step 3: Under Role Description - (System ID — Role Code), select Non-HUD User (EIV — HSU)
that is assigned to the EIV User applicant and the Property(ies) from the list provided and click
“Submit”. EIV Coordinators must assign to the applicant only those properties or contracts
listed on the hardcopy UAAF, under Part 1. Access Authorization, E. Portfolio.

To assign all properties, highlight the first property and hold down the shift key while scrolling
down to the bottom. To assign one or more properties in a list, hold down the CTRL key while
clicking on each property.

mall | help | search | home | logout

m_ i System Administration
|

Secure Systems

Assign Property for User MO0405
& First - MO0404

Choose a Role:
system Role Description - (System ID - Role Code)
administration

+ Assis Contract AFS Submitter (FASSLIE - SUB)
Assignment Maintenance ifi
+ Business Partners
Maintenance
PHA Assignment

MNon-HUD User (El'

Select “Non-HUD User

+ Participant Assiqgnment (EIV-HSU) role and
M. ance Choose at least one Property: .

* Password Change Current property owners are shown below. property and then click on
Property Assignment Only active properties are shown. “Submit”

Property ID -- Property Name -- TIN

Maintenance

+ User Maintenance

~

+ Active Partners
Performance System
(APPS)

+ Enterptise Income
Yerification (EI¥)

+ Financial Assessment
Subsystem - Multifamily
Housing (FASSUB)

, Line of Credit Contrel
System (l OCCS)

s
* Mark-to-Market (M2h) m Cancel
. Physical Assessment

(PASSY
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The result will bring you to the Assign Property Confirmation for User screen, which displays
the confirmation of the assignment, as shown below, and the property (ies) information to
which the User with the specified role has been assigned in WASS for EIV.

Step 4: Click “Confirm”

Assign Property Confirmation for User M0O0405

User Information

User ID (100405
First Name |FIEST - M0O0405
Middle Initial
Last Name |LAST - WASS

Properties to Assign to User MOD405 for Role HSU.
Property ID Property Mame TIN
300 ) IATES | 45 7]

Click on “Confirm”

Corfm Cancel

The resulting screen will show successful assignment of the property(ies) to user. Click OK.

mail | heln | search | home | logout

ﬂ’ System Administration
[

Secure Systems

¥ou have successfully assigned the Property to User MOD405.

First - MO0D404

system

ce
Assignment
ntenance

2.3.2 Contract Administrators Only

Contract Administrators make assignments using the Assistance Contract Assignment
Maintenance function.

Step 1: On the navigation panel to the left, click on “Assistance Contract Assignment
Maintenance”

A Main Menu

Secure Sysiems

Systems

= fActive Partners Ferfommance Syptem (APES)

* Froccial Aesessmenk Suboossion - FILA (FASEEA)

+ Fraecial Assessment Subsyster - Mulfifamily Housrg (TASE
# Lender Assesament Suhowsem (LASE)

L]

L of Credit Cantrol oo (eLOCCE)

® it Gt s Pt -
» pinsihbe Al Repsi Dk -ba-Bfarket (M2

s PHA Aainnment & NMpwzement Asiepirnent Subayibern (MASS)

L
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This will bring you to the Assistance Contract Assignment Maintenance screen.

Step 2: Enter the User ID of the EIV user applicant and enter Property ID (or) Contract # or
select the CAID (Contract Assistance Identifier) for which the EIV User applicant needs to get
assignments and click on the “Submit” button.

mf !7 System Administration mall | help | search | home | logout
I

Secure Systems

Assistance Contract Assignment Maintenance

Please enter a User Id:
User ID |M00405

Enter a Function.

Assigh Cortract -
For Assign Contract, one of the following criteria must be provided.

Property 1D

(or) Contract #
(or) CAID v

kO80T - Trad
MNDAE0T - Trad

MDB00 - PECA

MNDE00 - PECA

The result will bring you to the Assign Contract screen.

Step 3: Select the “CAU” role, the Contracts from the list provided and click “Submit’. EIV
Coordinators must assign the EIV User role (CAU) only to those contracts listed on the UAAF,
under Part 1. Access Authorization, E. Portfolio. To assign the entire list, highlight the first
contract and hold down the shift key while scrolling down to the bottom. To assign some of the
contracts in a list, hold down the Ctrl key while clicking on each contract.

| System Administration
ﬂ Select the CAU Role and
Contracts and then click on
“Submit”

Secare Systems [T URSERIIES

Fre NEP Rale can b arvigned % a Fre NP Cavaract
LR Bode con be snsigned saly o & Post 8PP Contract
ol mmarked as "Baih" Con be assigned (o either & Fre B F or 4 Post-NFP Comtract

“en
*>>>
-
s
-

Antem
adrsiritratins
I« Acmetanin Lrotanct Avshgn contract{s) to User{MOO405)
| ““‘:‘!‘;':;:'.“‘ Solect a rale For contract sasmmmeat
" Menie c Code Description {Pre/Peut/Bath)

CAlU - Contract Administrator User

Rales

* Camromd L mas

[l + Commmn At
e Selectcanmtraat{s) to assmn

* Vs meminamnee Comtract Nutrder Prugerty Name (Pre/Pest)

L L S
Ptn Pt e
b = Cantracts
« Catnmeion Lyomes
Yarrheation 057}

Honama UF ASIAS

o L sl Cndt Coamnl
Annte (oA UK

« k. te Stadiet D000)

o Phnad L Lo " )
Tartam N0 )

o Leaset Areowemmet
St L1A13)
cobark ot Sartariber L4, 2109 © tsteron
C2Y UL Copatmart of siiing and Whes Savelaamant sutrm | By Latwrieet

The result will bring you to the Assign Assistance Contract Confirmation for User screen which
displays the confirmation of the assignment, as shown in the next screen, and the Contracts
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information to which the EIV User applicant with the specified role has been assigned in WASS
for EIV.

Step 4: Click on “Confirm”

e System Administration
|

Secure Systems

Assign Assistance Contract Confirmation for User M00405

user Information
User ID MO0405
First Name |First - M00405
Middle Initial |null
Last Name Last - WASS

system

Assistance Contract to Assign to User M00405 for Role HSU.

Contract Number Property Name PRE/POST
MDOot N
MDOt N
MOt [ Click on “Confirm
MDOot N
MDOt N
MDOt N

Perfor MDOot

o

« Enterprise Income MDO N

MDOe N

+ Real Estate Management
System (REMS
+ Tenant Assessment

Subsystem (TASS)

mae System Administration mall | heln | searoh | noma | lagoun
k|
Secure Systems Succez:iul
You have successfully assigned the Assistance Contract to User M00405,
MO0404 (6K
Centant updatad Saptambar 16, 2008 © gack ta Ton
@ U S Dapartrnant of Housing and Urban Daveloprant @ | Privacy Staten
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3 MF Housing Program
- User Administration
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3 User Administration

This section covers the administration function available to MF Housing Program User
Administrators in the EIV application.

3.1 Logging to EIV System from Secure System

The Main Menu in Secure Systems will display the list of all the systems the user is authorized to
access in WASS. WASS authenticates the user account and displays the Enterprise Income
Verification (EIV) link to access the EIV application. The EIV option may be selected from either the
Main Menu or the left panel on the same page. Click on the Enterprise Income Verification (EIV)
link.

Main Menu

Taq | heip | search | home | logout

=

Secure Systems

Click on the link to “Enterprise
Income Verification (EIV)”

system
administration

» PHA Assignment
Maintenance

® Password Change

s Enterprise Income
Verification (ETV

Content updated September 11th, 2005 °Back to To
@ U.5. Department of Housing and Urban Development Home | Privacy Statement
451 7th Street S.W., Washington. DC 20410

Telephone: (202) 708-1112 TTY: (202) 7081453

= All questions related to the MF Housing Program portion of the EIV application should be
deferred to the MF Helpdesk at 1-800-767-7588 or by email at mf_eiv@hud.gov.

If the user has access to both Office of Housing (Housing) and Office of Public and Indian Housing
(PIH) programs in EIV, the user will see a Select Program Office page as shown below. Select Office
of Housing (Multi-Family) — Access to Income Data by Subsidy Contract or Project Number
option from the selection and click on Continue.
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Enterprise Income Verification HUD Home EIV Ho

- Back to Secure Systems Select Program Office and click on Continue:

® q q . B
- Program Office Selection Office of Public and Indian Housing (PIH) - Access to Income Data by PHA

Office of Housing (Multi-Family) - Access to Income Data by Subsidy Contract or Project Number

Continue

If the user has multiple External EIV roles, a role selection page is displayed when the user clicks
the EIV link or when the user selects the Office of Housing option in Program office Selection page.

Select a Coordinator Role (HSC role or CAC role) option from the selection and click on Continue.

Enterprise Income Verification HUD Home EIV Home

- Back to Secure Systems
Select Role and click on Continue

® CAC (EIV - MF - Contract Administrator Coordi)

Search Email

HSC (MF - EIV - Housing Coordinator )

Continue

Legal Warning Page for MF Housing Program Users

For External EIV MF Housing Program users, the Acknowledgement Page appears, as shown on the
following.

Before EIV will allow users to enter the system, they must check the box to acknowledge that they
will be viewing and safeguarding Privacy Act materials and the box to affirm that they have a valid
form HUD-9887 on file for the family or will verify that users have valid form HUD-9887s on file,
depending on whether the Coordinator is an O/A, service bureau, or CA.

Once these boxes are checked, users can navigate the system. There are separate legal warning
pages for Property Owners, Management Agents, and Service Bureaus and contract
administrators as shown on the next page.
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Legal Warning page for Property Owners, Management Agents, and Service Bureaus:

Acknowledgement Affirmation
Checkbox Checkbox

/

Enterprise Jncome Verification HUD Home MF Housing EIV Home Search Email

Legal Warning

ral Information through the HUD Secure Connection wejp€ite falls under the provisions of Title 18, United States Code, Section 1030. This law specifies penalties for exceeding
ess, alterations, damage, or destruction of informatigyresiding on Federal Computers

Notice of Your Responsibility for Security

Informatiogf contained in this system is subject to the PMvacy Act of 1974 (5 U.S.C. 552a. as amended). Only authorized persons in the conduct of official business may use private information
containegfin this system. Any individual responsiby#for unauthorized disclosure or misuse of private, personal information may be subject to fine of up to $5,000 for each violation

Authorization for the Release of Information

[The dgfa in the EIV system includes pfvate and confidential information. Staff at public housing agencies, management agencies. senice bureaus. and multifamily properties may not view private
incorfle information without verifyig#fthat there is a signed Autharization for the Release of Information and Privacy Act Notice (Form HUD-9887) in the household's file for the head of household and the
spoyfe of the head of househgs or co-head, regardless of age. and for each adult member in the household.

| acknowledge jat | understand that lhls system contalns personal information covered by the Privacy Act of 1974 (5 U.5.C. 552a, as amended). Access to this data is solely for

purposes. Any divid for ized di: e or misuse of the private, personal information contained in this information system may be subject

Owners and management agents {O/As) must have a valid form HUD-9887 that is signed by each household member who is at least 18 years of age, and each family head,
spouse, and co-head regardless of age, in order to view the income data contained in EIV. Service bureaus must verify with the Owner that they have a valid form HUD-9887 that
is signed by each household member who is at least 18 years of age, and each family head, spouse, and co-head regardless of age, in order to view the income data contained
in EIV. Contract administrators (including HUD staff) overseeing O/A operations need not have a valid form HUD-9887 in order to view EIV data. However, they must affirm that they
will verify that O/As have valid form HUD-9887s on file when performing monitering reviews of O/A operations.

To view income data, check the affirmation checkbox to the left and then click on Continue.

Continue

Legal Warning page for Contract Administrators:

Acknowledgement Affirmation
Checkbox Checkbox

/

de, Section 1030, This law specifies penalties for exceeding

Enterprise Income Verification

Misuse of Federal Information through the HUD Secure Connection web sne s under the provisions of Title 18, United Stat
authorized access, alterations, damage. or destruction of information rga#ing on Federal Computers.

Notice of Your Responsibilj

Privacy Act of 1974 (8 US.C_ 552a, g ended) Only authorized persons in the conduct of official business may use private information
ible for unauthorized disclosure or mi of private, personal information may be subject to fine of up to $5.000 for each violation.

Information contained in this system is subject t
contained in this system. Any individual res

thorization for the Release of Information
[The data in the EIV s

income informati
he spouse e head of household, or co-he

includes private and confidenti rmation_ Staff at public housing agencies, management agencies, senice bureaus, and multifamily properties may not view private
ithout verifying that there is a si Authorization for the Release of Information and Privacy Act Notice (Form HUD-3887) in the household's file for the head of household and
gardless of age, and for each adult member in the household.

d lhal thls syﬂem contalns personal infermation covered by the Privacy Act of 1974 (5 U.5.C. 552a, as amended). Access to this data is solely for
~Any i I r for horized discl e or misuse of the private, personal information contained in this information system may be
riminal penalties under the Privacy Act.

governmental pur
subject to civil

ontract ators (including HUD staff) ing O/A operations need not have a valid form HUD-9887 in order to view EIV data. However, they must affirm that they
will verify that O/As have valid form HUD-9887s on file when performing monitoring reviews of O/A operations.

To view income data, check the affirmation checkbox to the left and then click on Continue.

Co
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Welcome Page for HSC user

The EIV Welcome Page displays after successful acknowledgement. This page shows the User’s

Name, Timeout Notice, Legal Warning and Notice of Browser Compatibility.

«+ Back to Secure Systems
« Back to EIV Main Page

+ Switch Role

Income Information

+ By Contract Number

* By Project Number

« By Head of Household
Verification Reports

= Existing Tenant Search

* Multiple Subsidy Report

« Wentity Verification Reports
* Deceased Tenants Report
« New Hires Report

User Administration

+ Coordinator Cert Report

+ UserRequests

= User Certification

+ User Certification Report
Coordinator Access Request
+ Authorization Form
External Links

+ USCIS - SAVE System
Security Exam

« Securily Exam Report

User Manual

Enterprise Income Verification H

UD Home

MF Housing EIV Home Search Email

Welcome FIRST-M00366 LAST - uiv

EIV Announcements EVv9700

Announcement Date: 07/09/2013

PIH SUMMARIZATION:

PIH weekend s ization compl

d successfully on 7/6/2013. ALL PIH reports are current as of 7/6/

MF HOUSING SUMMARIZATION:

MF kend s ization compl

d successfully on 013. All MF EIV reports are current as of 7.

The Next User re-certification is due annually on the

y of the or
portfalio.

on vill time out after thirty (30) minutes of
inactivity, the se: 2nd logging you off
system. The page that va:
timed out

ancther s
be prompf

. =
d to log en again.

Nof

of

wser Comp:

The EIV System supports brovser version Internat Explorer
6.0 and higher. Other brovsers may not be compatible
vith this saftvare.

of the EIV Role for each Subsidy Contract and/or Project Number in your

Welcome Page for CAC user

The EIV Welcome Page displays after successful acknowledgement. This page shows the User’s
Name, Timeout Notice, Legal Warning and Notice of Browser Compatibility.

« Back to Secure Systems

= Back to EIV Main Page

= Switch Role

Income Information

= By Contract Number

« By Project Number

= By Head of Household
Verification Reports

« Existing Tenant Search

« Multiple Subsidy Report

« Wlentity Verification Reports
« Deceased Tenants Report

« New Hires Report

« Income Discrepancy Report
User Administration

« Coordinator Cert Report

= OIA Cert Report

= CAU Requests

= CAU Certification

= CAU Certification Report
Audit Reports

= User Session & Activity Report
Coordinator Access Request
« Authorization Form
External Links

= USCIS - SAVE System

co

T

Enterprise Income Verification

HUD Home

ME Housing EIV Home Search Email

Welcome FIRST - M00366 LAST - uiv

EIV Announcements EIVv8.7.00

Announcement Date: 07/09/2013

PTH SUMMARIZATION:

PIH weekend summarization completed successfully on 7/6/2013. ALL PIH reports are current as of 7/6/2013.

MF HOUSING SUMMARIZATION:

MF weekend s ization compl

d successfully on 2013. All MF EIV reports are current as of

sion will time out after thirky (30) minutes of

stem function, afte
be promptad to log on again.

Notice of Browser Compa!

The EIV System supports brovser version Internet Explorar
6.0 and higher. Other brovsers may not be compatible
vith this softvare.

The Next User re-certification is due annually on the anniversary of the assignment or recertification of the EIV Role for each Subsidy Contract and/or Project Number in your

portfolio.
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3.2 Coordinator Cert Report

The Coordinator Cert Report provides EIV Coordinators the capability to view the certification
status and effective dates of contracts/projects in their portfolio.

Step 1: Click on the Coordinator Cert Report link in the left-hand navigation panel.

Enterprise Income Verification HUE Harne T He

Welcoma FIRST - WO0JGE LAST - ubv

Annsuncesant Date. (5070411

# Lailing i Search
Ml Sailrisdy Hepaor

T Ve aten RegonTs

The resulting screen, displays the list of all the projects and contracts under the Coordinator’s
jurisdiction with the following details:

o UserID
=  M-ID for External users
o User Name
o Certification Status (All, Pending, Certified, Expired, New)
= The Certification status for the portfolio defaults to “All” as shown in the
figure below. Click the down arrow key for more status options -- Pending,
Certified, Expired and New. Click “Change View” to view the
Projects/Contracts with the selected certification status.
o Recertification Check box
=  Provides user an option to create a CAAF for the selected Contract(s)/
Project(s)
o Project/Contract number
o Effective Date of Action
= The date on which this contract was certified/re-certified
o Recertification Period
=  The period during which the re-certification should be done so that
contract/project assignment will not expire
o Effective To Date
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= The date the contract/project certification expires
o User Status

= Current status of that contract
o Approver User ID

= User ID who has approved that project/contract re-certification
o Role Assigned

= The user’s role for that project/contract

Enterprise Income Verification HUD Home MF Housing EIV Home Search
User ini ion >> View Ci i Cert Report
User ID: 100366 User Name: FIRST - M00366 LAST - uiv
REAKISECTTRIVETRRS Certification Status: Al M Change View
= Back to EIV Main Page
+ Swilch Role Next Group ©
Income Information 1- 50 of 57 User Records Last Page
o Create CAAF Select All Unselect All
roject/Contract Effective Date of Action Recertificaton Peri
Verification Reports
= Existing Tenant Search AR3 - -
Muitiple Subsidy Report AR3
i s R3 01/07/2014 (02/01/2015 - 02/28/2015)  02/28/2015 Certified HEIVOS ~CAC
A 107/ /01/: - 02/28/2015) /28! v
Deceased Tenants Report ! ° ertitie
New Hires Report AR - - New - CAC
= Income Discrepancy Report AR3 = - New - CAC
User Administration &3 New CAC
+ Coordinator Cert Report CAC
+ OIA Cert Report ek few
+ CAUReguests AR3 01/07/2014 (02/01/2015 - 02/28/2015)  02/28/2015 Certified HEIVDS ~ CAC
+ CAU Certification ARZ - = New - CAC
« CAU Certification Report AR3 N N New N CAC
Audit Reports ) N
- User Session & Activity Report AR3 01/07/2014 (02/01/2015 - 02/28/2015)  02/28/2015 Certified HEIVOS ~CAC
Coordinator Access Request CA1 - - New - CAC
+ Authorization Form cai - - e - CAC
External Links ca1 . . New . CAC
+ USCIS - SAVE System
Security Exam =l N N L= N CAC
« Security Exam Repol Cal - - New - CAC
CAl New CAC
User Manual CA1 - - New - CAC
A ™1 - - New - CAC
hioke
TX1 New CAC
TX1 New CAC
TX1 New CAC
™1 New cac
TXL New CAC
™ New CAC
TX1 New CAC
TX1 New CAC
TXL New CAC
™ New CAC
TX1 New CAC
TX1 New CAC
TX1 New CAC
™ New CAC
1 New CAC
TX1 New CAC
TX1 New CAC
™ New CAC
1 New CAC
TX1 New CAC
TXL New CAC
™ New CAC
TX1 New CAC
TX1 New CAC
TX1 New CAC
™ New CAC
TX1 New CAC
TX1 New CAC
TX1 New CAC
™1 New cac
TXL New CAC
Create CAAF | | Select All | | Unselect All
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To create a CAAF (Coordinator Access Authorization Form) request for certification, re-
certification, or termination of a contract(s), select the Recertification check box for the
contract(s) from the list for which you want to create a CAAF and click on Create CAAF button. A
CAAF request form will appear with the selected contract(s)/project(s) populated in the
Contract/Project number field of the CAAF, as shown in below screenshot:

- Enterprise Income Verification HUD Home M Housing EIV Home Searcl

Coordinator Access Request »> Coordinator Access Authorization Ferm (CAAF)

‘Welcome FIRST - M0O266 LAST - uiv

Enterprise Income Verification (EIV) System Coordinator Access Authorization Form
- Back to Secure Systems

g Date of Request: 0511512014
- E:;“k :’RE':E“““‘ Page User ID: MO00366
; eh ol . User Role: CAC
Income Information
User Name: FIRST - MO0366 LAST - uiv

= By Contract Number

+ By Project Number Phone Number:
+ By Head of Household
Verification Reports

+ Existing Tenant Search Email Address:
+ Multiple Subsidy Report

- Identity Verification Reports
« Deceased Tenants Report

Fax Number:

(Please make sure the email address is valid in WASS.)

Type of Action Request: Select one.. vz

+ Mew Hires Report Contract / Project Number: 4 [select | *
+ Income Discrepancy Report [0t
User Administration Paosition Title:
+ Coordinator Cert Report
Type of Work Which Involves the Use of Upfront Income
+ OIA Cert Report
po Verification (UIV) Data that is Contained in the EIV
= CAU Requests N
System:
+ CAU Certification
+ CAU Certification Report Property Ovmer
Audit Reports Coordinator Affiliation: Management Agent
- User Session & Activity Report Service Bureau
Coordinator Access Request ® Contract Administrator
+ Authorization Form * - Required Fields
External Links Acknowledgement:
= USCIS - SAVE System | understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by another person. Nor will | use another
Security Exam person’s password and user ID_ | will protect EIV system data within my control. whether online, printed or stored in media, from unauthorized access
_ | understand and agree ta follow all HUD standards, policies. and procedures
= Security Exam Report
Certification of i CA Official App
User Manual | understand and agree to follow all HUD standards, pelicies, and procedures and certify that, in the case of initial certification, | possess approval from the authorized CA official to
obtain access to sensitive data contained in the EIV system for my portfolio of contract(s)/property(ies), which are listed on this on-line CAAF. In the case of re-certification of a
h‘m A""é’g. contract(s)/property(ies) listed on this CAAF, | maintain the appropriate approval as described above to access the data contained in EIV
goke

Submit Request Cancel Request

EIV Coordinators will provide necessary field information on the CAAF and click on “Submit
Request” to create a CAAF for the selected contract(s)/project(s).

3.3 OA Cert Report

O/A Cert Report provides users the capability to view the EIV certification status of a contract(s)
and/or project(s) that has at least one user with the HSC or HSU user roles assigned that O/A’s
contract(s) and/or project(s).

Step 1: Click on the O/A Cert Report link in the left-hand navigation panel.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

Welcome FIRST - M00371 LAST - uiv

W elcome FIRST - M00371 LAST - uiv.

» Back to Secure Systems
« Back to EIV Main Page
Incom e Information
e By Contract Number
« By Project Num ber
e By Head of Household
Verification Reports
ting Tenant Search
Multiple Subsidy Report
Identity Verification Reports

EIV Announcements

PIH SUMMARIZATION:

current as of 7/6/2013.

MF HOUSING SUMMARIZATION::

Announcement Date: 07/09/2013

PIH weekend summarization completed successfully on 7/6/2013. ALL PIH reports are

Your EIV Session will ime out after thirty
(20) minutes of inactivity, dosing the
session and logging you off the system .
The page that was active at the tme the
session timed out will continue to display.
Before you can perform another system
function, after 3 ime out ocaurs, you will be
prompted to log on again.

Notice of Browser Compa ity

The EIV System supports browser version
Internet Explorer 6.0 and higher. Other
browsers may not be compatible with this
software .

Deceased Tenants Report MF weekend summarization completed successfully on 7/7/2013. All MF EIV reports are

New Hires Report current as of 7/7/2013.

Incom e Discrepancy Report
User Administration
Coordinator Cert Report

QIA CareP=n-m

CAURequests

~attCar

Attention !

e Next User re-certification is due annually on the anniversary of the assignment or recertification of the EIV Role for each Subsidy
Contract and/or Project Number in your portfolio.

CAU Certification Report
Audit Reports
e User Session & Activity Report
Coordinator Access Request

* Authorization Form
External Links

=« USCIS - SAVE System
Secul Exam

+ Security Exam Report

User Manual

The resulting screen displays, the Contract selection page to search for certification status.

Enterprise Income Verification HUD Home MF Housing EIV Home Search

User Administration >> View O/A Cert Report

You may search for and view the certification status for a contract(s) and/or project(s) that has at least one O/A user
with the HSC or HSU role assigned to that contract(s) and/or project(s) in Web Access Secure Systems (WASS); Or,
you may view the user certification status for a specific O/A user with the HSC or HSU role assigned to one or more
contracts and/or projects in WASS. This is achieved by entering a contract or project number, by selecting from a
listing of confracts (and by association, projects) in your portfolio (i.e., contracts assigned fo you in WASS), or by
entering a specific O/A User ID.

W elcome FIRST -

» Back to Secure Systems
=« Back to EIV Main Page
Incom e Information

= By Contract Num ber

« By Project Number

* By Head of Household OR

Verification Reports O Projects ‘ All Projects Vl
e Existing Tenant Search OR

= Multiple Subsidy Report

Identity Verification Reports

® Contracts ‘ All Contracts v ‘

(O Enter an O/A User ID

» Deceased Tenants Report Number:
* New Hires Report
* Income Discrepancy Report Select Certification Status: All v

User Administration
Coordinator Cert Report
O/A Cert Report
s CAURequests
s CAU Certification
= CAU Certification Reps
Audit Reports
e User Session & Activity Report

Get Users

Coordinator Access Request
e Authorization Form
External Links

o USCIS - SAVE System
Security Exam

» Security Exam Report

Step 1: Select a contract or select ‘All contracts’ to get the certification status of the HSC/HSU user
roles
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Step 2: The search can be performed by entering the user ID of the user being searched.

The resulting page, displays the certification status of users with same portfolio.

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User inis ion >> O/A Cert Report >> \liew User Ci

Welcome FIRST - MOD266

Number of Records: 6 Certification Status: Al v Change View
+ Backto Secure Systems

- Back to EIV Main Page
= Switch Role Printer Friendly Version
Income Information

« By Contract Number

1.6 of 6 User Records

= By Project Number
o T mm ProjectiContract Effective Date of Action |Recertification Period Effective to Date User Status

iarhcatonRapor s MO0346  FIRST - MOD34 HSC XHE00000K 01/07/2014 (02/01/2013 - 02/28/2013) 02/28/2015 certified
+ Existing Tenant Search MOO346  FIRST - MOO346 LA: HSC OO0 7/2014 (02/01/2015 - 02/28/2015) 02/28/2015 Certified
PO —— MO0346  FIRST - MOO346 LA v HSC J— J07/2014 (02/01/2015 - 02/28/2015) 02/28/2015 Certified
+ identity Verification Reports MOO366  FIRST - MOO366 LAST - uiv HSC RHRRARARAE 01/07/2014 (02/01/2015 - 02/28/2015) 02/28/2015 Certified
« Deceased Tenants Report

« New Hires Report

= Income Discrepancy Report
User Administration

« Coordinator Cert Report

« OIA Cert Report

+ CAU Requests

« CAU Certification

= CAU Certification Report

Audit Reports

= User Session & Activity Report
Coordinator Access Request

« Authorization Form

External Links

+ USCIS - SAVE System

Security Exam

= Security Exam Report

MO0366  FIRST - MOD366 LAST - uiv HSC UK 01/07/2014 (02/01/2015 - 02/28/2015) 02/28/2015 Certified
MO0366  FIRST - MOO366 LAST - wiv HSC 00K 01/07/2014 (02/01/2015 - 02/28/2015) 02/28/2015 Certified

User Manual

The user can print the report by clicking the Printer-Friendly Version link on the page.

3.4 User Requests/CAU Requests

User Requests provide EIV Coordinators the capability to view their users’ online User Access
Authorization Form (UAAF) requests and approve, deny, or put UAAF requests on hold until
such time as EIV Coordinators are ready to act on UAAFs.

Step 1: Click on the User Requests link in the left-hand navigation panel. Click on CAU Requests
for users with CAC user roles.

On the resulting screen, the Requested Selection: defaults to “Pending” as shown in the figure
below. Click the down arrow key for more request options. Click “Change View” to view the
selected requests. The request selection options are Pending, Approved, On-hold, and Denied.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search

=

User Administration > User Access Request >> Current User Requests

‘Welcome FIRST - MDD337 LAST -

Request Selection :‘Femhng v‘ [_change view |

= Back to Secure Systems
+ Program Office Selection 1-11 of 11 Requests

Income Information
User Access Authorization Requests
By Subsidy Contract

HSU

= By Head of Household

/18/2009 MO0266 |FIRST - M00266 LAST - Certification Pending [(Details |
Verification Reports
« Existing Tenant Search 05/18/2009 MOD266 |FIRST - M00266 LAST - uiv HSU 4 Re-Certification Pending
Multiple Subsidy Report " . -
05/18/2009 MOD266 |FIRST - MOD266 LAST - uiv HSU 3 Expiration Fending [Details |
Identity Verification Report [EEEE
| 05/18/2008 M00266 | FIRST - MOD266 LAST - uiv HsU 3 Certification Fending
T Administra 05/18/2009 MOD266 |FIRST - MOD266 LAST - Uiv HSU 1 Expiration Pending
Coordinator Cert Report
User Requests 05/18/2009 MOD266 |FIRST - M0O266 LAST - Uiv HSU 2 Re-Certification Pending
User Cerlification 05/18/2009 MOD364 |FIRST - MOD364 LAST - uiv HSU 1 Certification Pending
User Cerfification Report
05/18/2009 MOD364 |FIRST - MOD364 LAST - uiv | HSU 3 Re-Certification Fendin
rdinator A Requ B 4
Authorization Form 05/18/2008 MO0374 |FIRST - MO0374 LAST - uiv HaU ] Certification Pending
05/18/2009 MDO376 |FIRST - MOD376 LAST -uiv |HSU 2 Certification Fending
05/18/2008 MDO375 |FIRST - MOD376 LAST - wiv HSU 1 Re-Certification Fending

1-11 of 11 Requests
Note:

» Fortaking actions (Approve, Deny or On-hold), please click on the Details’ button
+ Toview the requests based on Status. please select fram the Request Selection drop-down and click on ‘Change View' button

Disclaimers:

« If you APPROVE the user’s User Access Authorization Form (UAAF) request for recertification, you must certify the user’s property(ies) and
contract(s) in User Certification, by the end of the quarter, to avoid interruption of the user’s EIV access. Approval of recertification request
UAAFs does not denote recertification of users in EIV.

» If you DENY the user’s UAAF request for recertification, you must unassign the HSU role in Web Access Secure Systems (WASS) from the
property(ies) and/or contraci(s) for which the user was responsible.

« If you put the user’s UAAF request on HOLD, you must act on the user’s UAAF request, by the end of the quarter, to avoid a break in the user’s
EIV access.

The following UAAF summary data fields are displayed:

= Date Requested (from most recent to oldest UAAF)

= User ID (M-ID for external users)

= User Name

=  User Role (HSU or CAU Role)

= No. of Contract/Project

= Type of Action Requested (Certification, Re-certification, or Expiration)
= Status (Pending, Approved, Denied, or On Hold)

= Actions

Under “Actions,” click the “Details” button to Approve, Deny, or put the User’s request On Hold,
as shown below.

EIV 9.9 User Administration Manual — External Users Page 31



EIV MF User Administration Manual — External Users

Click on the details tab to the corresponding UAAF that requires Re-Certification

Enterprise Income Verification HUD Home M Housing EIV Home Search En|

User Administration >> CAU Requests >> Current CAU Requests

Welcome FIRST - MO0371 LAST - uiv .
—_— Request : | Pending V‘ | Change View

+ Backto Secure Systems

« Back to EIV Main Page 1-2of 2 Requests

Income Information

+ By Contract Number

= By Project Number

= By Head of Household 05/16/2014 M00375  |FIRST - MO0375 LAST - uiv cAu 83 Re-Certification
erification Reports

» Existing Tenant Search

+ Multiple Subsidy Report

« Identity Verification Reports 1-2 of 2 Requests

+ Deceased Tenants Report

No ot Contractl

Date Requeste user Kole PIOJECT | 1YPE 01 ALtum Ruspe chatus

Pending

05, 00375  |FIRST - MOO375 LAST - uiv 5 Certification Pepding,

= New Hires Report Note:

+ Income Discrepancy Report TR 5 o ek on the Detal’ bt

User Administration « Fortaking actions (Approve, Deny or On-hold), please click an the Details’ buttan. ) o . « oy
¢ _‘ e » » Toview the requests based on Status, please select from the Request Selection drop-down and click on ‘Change View' button. C“Ck on Detalls

+ Coordinator Cert Report

= OIACertReport Disclaimers:

+ CAU Requests

« CAU Certification + If you APPROVE the user’s User Access Authorization Form (UAAF) request for recertification, you must certify the user’s property(ies) and contract(s) in

User certification, by the end of the quarter, to avoid interruption of the user’s EIV access. Approval of recertification request UAAFs does not denote
+ CAU Certification Report recertification of users in EIV.

it Reports
2 = If you DENY the user’s UAAF reguest for recertification, you must unassign the CAU role in Web Access Secure Systems (WASS) from the property(ies)
PRV R R OWVEE DS and/or contract(s) for which the user was responsible.

+ If you put the user’s UAAF request on HOLD, you must act on the user’s UAAF request, by the end of the quarter, to avoid a break in the user’s EIV

» Authorization Form access.

External Links

# USCIS - SAVE System
urity Exam

+ Security Exam Report

User Manual
Acrobaf,
AR

The resulting screen displayed below is the “Pending” Re-certification UAAF requiring action.
Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Welcome FIRST - MO0371 LAST - uiv

n on (EIV) System User Access Authorization Form
Date of Request: 05116/2014

+ Back to Secure Systems User ID: M00375

« Back to EIV Main Page User Role: cau

Incor nformation User Name: FIRST - MOO375 LAST - uiv

« ByContract Number Phone Number: sd

« By Project Number Fax Number: sd

« By Head of Household Email Address:

rification Reports
XEROOUNK ROOOEN. RROOE XOORI00 XOUI000 XO0RR000E  KXOEER00E OOUEO00GE  XOUKI000BE XXX

¢ Existing Tenant Search MO0 00000 00000 0O0EB00 0000000 KO0EB00C. XOOED00C J0GO00GE  J000C000GE X0EE00KE
* Multiple Subsidy Report XXXNNNKRX 0K XU XAKXNNEX
« ldentity Verification Reports
+ Deceased Tenants Report Contract/ Project Numbers :
* HNew Hires Report
« Income Discrepancy Report
User Administration
* Coordinator Cert Report
* OiA Cert Report Position Title: cx
* CAURequests Type of Work Which Involves the Use of Upfront
» CAU Certification Income Verification (UIV) Data that is Contained in the x
« CAU Certification Report EIV System:
Audit Reports Coordinator Affiliation: Contract Administrator
* User Session & Activity Report Type Of Action Requested: Re-Certification
ordinator Ac Ri t Coordinator Action: Pending
+ Authorization Form Coordinator Action Date: No action taken yet.
External Links Coordinator User ID: No action taken yet.
e USCIS - SAVE System Coordinator User Name:
curity Exam
+ Security Exam Report ¥ Acknowledgement:
e | Understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by another person. Nor will | use
another person’s password and user ID. | will protect EIV system data within my control, whether online, printed or stored in media, from unauthorized access.
User Manual | understand and agree to follow all HUD standards, policies, and pracedures.

A Acrcbt Reason for Denial: (Required for denial requests )

| Adobe Note: If you are going to deny this request, please state the reason for
DENIAL. Yau wan't b2 abls 1o camplats the S=nial sracess win aut 3
reason far denial. For al iner acione leave this held as blark

| Approve |

| ontoid | [ cancel |
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The UAAF displays options to Approve, Deny, or put the User’s UAAF On-Hold. The Coordinator
may click the “Cancel” button to exit out or may take action by clicking the Approve, Deny or On-
Hold button.

User submissions may be for Certification, Re-certification or Termination. The Coordinator can
act on these requests by clicking the Approve, Deny or On-Hold button.

For each type of action, a corresponding confirmation message will be displayed. The next section
shows screen shots for each type of action.

Once the EIV Coordinator has taken an action (i.e., Approved, Denied, or put the HSU or CAU
User's request On Hold), disclaimer statements will be displayed on the resulting screen to
indicate:

1) Approval of the user UAAF request is not tied to the user certification process (i.e., that a
certification action still must take place except in the case of a new user);

2) If the action was a denial of a request for recertification, the Coordinator must Unassign
the user's HSU/CAU role in WASS from those of the property(ies) and/or contract(s) for
which the user was responsible for which recertification was denied; and

3) In order to avoid an interruption in the user's EIV access, the Coordinator must act on any
UAAF that has been put on hold within the 30-day grace period that follows each semi-
annual re-certification period.

Once the EIV Coordinator has acted on the request, a pop-up message will be displayed based on
the action, as displayed in sections 3.2.1 to 3.2.5.

The following are the disclaimers that are displayed when performing any actions on the UAAF
requests:

Approved: You must now certify the user's property(ies) and contract(s) in User Certification,
by the end of the semi-annual period, to avoid interruption of the user's EIV access. Approval
of recertification request UAAFs does not denote recertification of users in EIV.

Denied: You must now unassign the EIV Non-HUD User (HSU)/ MF EIV Contract Administrator
User (CAU) role in Web Access Secure Systems (WASS) from the property(ies) or contract(s)
for which the user was responsible.

On Hold: You must act on the user’s UAAF request, by the end of the semi-annual period, to
avoid a break in the user’s EIV access.

EIV Coordinators must click the “OK” button in the pop-up box to indicate that they understand
the next action required.
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3.4.1 Certification UAAF — Approve Action

user Kole: cau
User Name: FIRST - M00375 LAST - uiv
Phone Number: sd
Fax Number: sd
Email Address:
KAKKHRKK KAKKHRKK
KAKKHRKK KAKKHRKK
Contract | Project Numbers :
Message from webpage I =5
Position Title: —
Type of Work Which Involves the - |
Income Verification (UIV) Data that I  Vou are going to APPROVE the user's User Acces
EIV System: L' (UAAF) request. The user will be certified for the contracts/projects to

which access is requested

Coordinator Affiliation:
Type Of Action Requested:
Coordinator Action: —
Coordinator Action Date: [ Goncd |
Coordinator User ID:
Coordinator User Name:

+ Acknowledgement:
| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by another person. Mor will | use
another person's password and user ID. | will protect EIV system data within my control, whether online, printed or stored in media, from unauthorized access.
| understand and agree to follow all HUD standards. policies, and procedures.

Reason for Denial: (Requirsd for denisl requests.)

Mote: If you are going to deny th uest, pl state the resson for
DENIAL. You won't be able to complete the denial process with out &
reason for denial. For all other actions, leave this field as blank.

‘ Approve | \m | On-Hold | ‘ Cancel |

Click on OK in the pop-up box and then click on the Approve button to perform this action. The
resulting page will display the Pending requests with one less request, which is the one just
performed.

Note: Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL
NOT be able to reverse the action. If a Coordinator acts on a User’s UAAF request by
mistake, the User will have to submit a new online request to the Coordinator for
action.

Note: Any approval action will result in automatic user certification of contract and
project access requested by the user. The user will be certified for 6 months.
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3.4.2 Certification of UAAF — Deny Action

To perform the Deny action of a Recertification type of request, click on the Deny button from the
UAAF details page as shown below.

Enterprise Income Verification HUD Home _MF Housing _EIV Home _Search _Email

User Administration >+ User Access Request >> UAAF

s L55=Co Enterprise Income Verification (EIV) System User Access Authorization Form
Date of Request: 0511612014
+ Back to Secure Systems User ID: M00375
+ Back to EIV Main Page User Role: cau
Income Information User Name: FIRST - M00375 LAST - uiv
« By Contract Number Phone Number: sd
Fax Number: sd

Email Address:

HOOO00000C  XOCODO0D X00000DGE DXA0RO0000000C  0DGORC0DGE JO0CODK  00C000000  0C0000G0DC X00000
RNOUNK X000 XIOO000DKKE XXXOG0000U 000000 KIO0000G0 X00CODG000 XUODG0000IK X000
+ Multiple Subsidy Report

+ Identity Verification Reports
+ Deceased Tenants Report Contract ] Project Numbers :
« New Hires Report

e Discrepancy Report

Coordinator User Name:

. Position Title: cx

* CAU Requests Type of Work Which Involves the Use of Upfront

+ CAU Certification Income Verification (UIV) Data that is Contained in the  x

+ CAU Certification Report EIV System:
Coordinator Affiliation: Contract Administrator
Type Of Action Requested: Re-Certification
Coordinator Action:
Coordinator Action Date:
Coordinator User ID:

|

~ Acknowledgement:
I understand that my ussr ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by anather person. Nor will | use
another person's password and user ID. | will protect EIV system data within my control, whether online, printed or stored in media, from unauthorized access.

User Manual I understand and agree to follow all HUD standards. policies, and procedures
FAY ., Acrobet | Reason for Denial: = requests)
DENIAL. You won't be it - - -
resson for den i Required: Please state the reason for denial of this request.

Click on the Deny button to perform this action. The resulting page will display the pending
requests with one less request, which is the one just performed.

Note: Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL
NOT be able to reverse the action. If a Coordinator acts on a User’s UAAF request by
mistake, the User will have to submit a new online request to the Coordinator for
action.
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343

Welcome FIRST - MOD371 LAST - uiv

« Backto Secure Systems
Back to EIV Main Page
Income Information
« By Contract Number
By Project Number
By Head of Household
fication Reports
Existing Tenant Search
Multiple Subsidy Report
Identity Verification Reports
Deceased Tenants Report
New Hires Report
Income Discrepancy Report
r Adm tion
Coordinator Cert Report
OIA Cert Report
CAU Requests
CAU Certification
o CAU Certification Report
Audit Reports
o User Session & Activity Report
Coordinator Acc est
o Authorization Form

® USCIS - SAVE System
Security Exam
 Security Exam Report

Certification of UAAF — On-Hold Action

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Authorization Form

Date of Request: 051612014

User ID: M00375

User Role: CAU

User Name: FIRST - M00375 LAST - uiv
Phone Number: sd

Fax Number: sd

Email Address:

JOO0E HGOO000C XOOC0XK
JOO0E HGOO000C XOO0C0XK

Contract / Project Numbers :

Position Title: ox
Type of Work Which Involves the Use of Upfront

Income Verification (UIV) Data that is Contained in the  x
EIV System:

Coordinator Affiliation:
Type Of Action
Coordinator Action:

Message from webpage. =

Coordinator Action Date: If you are going to put the user's UAAF request on HOLD, you must act
on the user's UAAF request, by the end of the quarter, to avoid a break
inthe user's EIV access.

Coordinator User ID:

Coordinator User Name:

7 Acknowledgement:

I understand that my user 1D and password a
another person's password and user ID. | will
| understand and agree to follow all HUD standards, policies, and procedures

oK Cancel

word by another person. Nor will | use

from access

Reason for Denial: (Required for cenisl requests)

Note: If you are going to deny this request. plesse stste the reason for
DENIAL. You wor't be sble fo complete the denial proces with out .
reasan for denial. Far all other actions, |eav tis il a3 olank.

Click on OK in the pop-up box and then click on the On-Hold button to perform this action. The
resulting page will display the pending requests with one less request, which is the one just

performed.

34.4

User Kole:

User Name:
Phone Number:
Fax Number:
Email Address:

Recertification of UAAF — Approve Action

CAU

FIRST - MOO375 LAST - uiv
sd

sd

Contract / Project Numbers :

Position Title:

Type of Work Which Involves the
Income Verification (UIV) Data that

EIV System:

Coordinator Affiliation:
Type Of Action Requested:

Coordinator Action:

Coordinator Action Date:

Coordinator User ID:

Message from webpage

| You are going to APPROVE the user's User Access Authorization Form
B (UAAR) request. The user will be certified for the contracts/projects to
which access is requested.

Coordinator User Name:

~ Acknowledgement:

| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by another person. Nor will | use
another person’s password and user ID. | will protect EIV system data within my control, whether online, printed or stored in media, from unauthorized access.

| understand and agree to follow all HUD standards, policies, and procedures.

Reason for Denial: (Required for denizl requests.)
Note: If you are gaing to deny this request, please state the reason for ‘

DENIAL. You won't be able to complete the denial process with out a
( Approve g

resson for denial. For all ather actions, leave this fisld a5 blank.

On-Hold | [ cancel |

EIV 9.9 User Administration Manual — External Users Page 36



EIV MF User Administration Manual — External Users

Click on OK in the pop-up box and then click the Approve button to perform this action. The
resulting page will display the Pending requests with one less request, which is the one just
performed.

Note: Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL
NOT be able to reverse the action. If a Coordinator acts on a User’s UAAF request by

mistake, the User will have to submit a new request to the Coordinator for action.

Note: Any approval action will result in automatic user certification of contract and
project access requested by the user. The user will be certified for 6 months.

3.4.5 Recertification of UAAF — Deny Action

To perform the Deny action of a Recertification type of request, click on the Deny button from the
UAAF details page as shown below.

Enterprise Income Verification HUD Home MF Housing EIVHome Search Email

User Administration >> User Access Request == UAAF

Welcome FIRST - MOO371 LAST - uiv

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request: 05/16/2014
» Back to Secure Systems User ID: M00375
« Back to EIV Main Page User Role: cAu
Income Information User Name: FIRST - M00375 LAST - uiv
« By Contract Number Phone Number: sd
« By Project Number Fax Number: sa
« By Head of Household Email Address:

Verification Reports
o Existing Tenant Search
o Multiple Subsidy Report
« Identity Verification Reports
« Deceased Tenants Report Contract / Project Numbers :
o New Hires Report
* Income Discrepancy Report
vinistration

nator Cert Report

« O/ACertReport Position Title: ox

o CAURequests Type of Work Which Involves the Use of Upfront

o CAU Certification Income Verification (UIV) Data that is Contained in the  x

« CAU Certification Report EIV System:
Coordinator Affiliation: Contract Administrator
Type Of Action Requested: Re-Certification
Coordinator Action: Pending
Coordinator Action Date: No action taken yet.

Coordinator User ID: No action taken yet.
Coordinator User Name:

* Security Exam Report ¥ Acknowledgement:

| understand that my user ID and password are to be used only by me._ Under no circumstances wil | reveal or allow use of my password by another person. Nor will | use
another person's password and user ID. | will protect EIV system data within my control, whether online, printed or stored in media, from unauthorized access

User Manual | understand and agree to follow all HUD standards, policies, and procedures.

AP | Reason for Denial: Recuired for denisl ecus
R o
ou o

Required: Please state the reason for denial of this request.

[ sovronf(Toem | Yo | [conet

Click on OK in the pop-up box and then click on the Deny button to perform this action. The
resulting page will display the pending requests with one less request, which is the one just
performed.

Note: Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL
NOT be able to reverse the action. If a Coordinator acts on a User’s UAAF request by
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mistake, the User will have to submit a new online request to the Coordinator for

action.

3.4.6 Recertification of UAAF — On-Hold Action

+ Income Discrepancy Report T T I M S ey ey

P . NE xoocoor 1000000 300000000

—— [t ) coscen o amncirio

00O D00 XK

User Adm inistration

s Coordinator Cert Report
s OIA CertReport

s CAURequests

* CAU Certification

# CAU Certification Report
Audit Reports

=% [f you are going to put the user's UAAF request on HOLD, you must act
on the user's UAAF request, by the end of the quarter, to avoid a break
in the user's EIV access.

Position Title:

Type of Work Which Involves the U

Upfront Income Verification (UIV)

L LR Rl that is Contained in the EIV System:

Coordinator Access Request Coordinator Affiliation: Contract Adm inistrator
* Authorization Form Type Of Action Requested: Re-Certification

Extemal Links Coordinator Action:

« USCIS - SAVE System
Security Exam
» Security Exam Report

Coordinator Action Date: No action taken yet.
Coordinator User ID: No action taken yet.
Coordinator User Name:

User Manual ~Acknowledgement:
| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my

whether online, printed or stored in media, from unauthorized access.
| understand and agree to follow all HUD standards, policies, and procedures.
Reason for Denial: Required for denial requess)

the reason for DENIAL. You won't be able to complete

password by another person. Nor will | use anather person's password and user ID. | will protect EIV system data within my control,

the denial processwith out a reason for denial For all
other actions, leave thisfield asblank

Mote: If you are going to deny thisreques. pleass date
Approve | Deny Cancel

Click on OK in the pop-up box and then click on the On-Hold button to perform this action. The

resulting page will display the pending requests with one less request, which is the one ju
performed.

st

Note: Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL
NOT be able to reverse the action. If a Coordinator acts on a User’s UAAF request by

mistake, the User will have to submit a new request to the Coordinator for action.
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ack to EIV Main Page
Incom e Information
» By Contract Num ber
» By Project Num ber
» By Head of Household
Verification Reports

» Existing Tenant Search
Multiple Subsidy Report
Identity Verification Reports
Deceased Tenants Report

New Hires Report
Incom e Discrepancy Report
User Administration
» Coordinator Cert Report
s O/A CertReport
» CAURequests
+ CAU Certification
= CAU Certification Report
Audit Reports

= User Session & Activity Report

Coordinator Access Request
= Authorization Form
External Links

» USCIS - SAVE System
Security Exam

= Security Exam Report

User Manual

EIV MF User Administration Manual — External Users

Expiration of UAAF — Approve Action

user moie. LAU

User Name: FIRST- M00375 LAST- uiv
Phone Number:

Fax Number:

Email Address:

Contract / Project Numbers :
Position Title:

Type of Work Which Involves the
Upfront Income Verification (UIV)
that is Contained in the EIV Syste|

Coordinator Affiliation:
Type Of Action Requested:
Coordinator Action:
Coordinator Action Date:
Coordinator User ID:
Coordinator User Name:

===

Message from webpage

@) Youshould now unassign the user role in WASS from the propertyfies)

and/er centract(s) that are assigned to the user in Web Access Secure

Systems (WASS).

Cancel

Contract Adm inistrator
Expiration

Pending

No action taken yet.
No action taken yet.

+ Acknowledgement:

| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my
password by another person. Nor will | use another person's password and user ID. | will protect EIV system data within my control,
whether online, printed or stored in media, from unauthorized access
| understand and agree to follow all HUD standards, policies, and procedures.
Reason for Denial: Required for denial requess)
Note: If you are going to denythisreques. please date

the reason for DENIAL. You won't be able to complete
the denial processwith out a reason for denial_ For all

otheractions, leave thisfield asblank
‘ Approve | Denyl On-Hold ‘ Cancel
J

|

Click on OK in the pop-up box and then click on the Approve button to perform this action. The
resulting page will display the pending requests with one less request, which is the one just

performed.

Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL NOT
be able to reverse the action. If a Coordinator acts on a User’s UAAF request by mistake,
the User will have to submit a new online request to the Coordinator for action.
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3.4.8

W elcome FIRST - MO0371 LAST - uiv

o Back to Secure Systems
o Back to EIV Main Page
Incom e Information
« By Contract Num ber
s By Project Number
* By Head of Household
Verification Reports
Existing Tenant Search
Multiple Subsidy Report
Identity Verification Reports
Deceased Tenants Report
New Hires Report
Incom e Discrepancy Report
User Adm inistration
Coordinator Cert Report
OJA Cert Report
CAU Requests
CAU Certification
CAU Certification Report
Audit Reports

o User Session & Activity Report

Coordinator Access Request
* Authorization Form
External Links

e USCIS - SAVE System
Security Exam

e Security Exam Report

User Manual

PV Accbat

Enterprise Income Verification

Expiration of UAAF — Deny Action

HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request:

User ID:

User Role:

User Name:

Phone Number:

Fax Number:

Email Address:

Contract | Project Numbers :

Position Title:

Type of Work Which Involves the Use of
Upfront Income Verification (UIV) Data
that is Contained in the EIV System:
Coordinator Affiliation:

Type Of Action Requested:
Coordinator Action:

Coordinator Action Date:

Coordinator User ID:

Coordinator User Name:

~ Acknowledgement:

05/18/2014

M00375

CAU

FIRST- M00375 LAST - uiv
d

OO000000C

sd
sd

Contract Adm inistrator
Expiration

Pending

No action taken yet.
No action taken yet.

| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my
password by another person. Nor will | use another person's password and user ID. | will protect EIV system data within my control,

whether online, printed or stored in media, from unauthorized access

| understand and agree to follow all HUD standards, policies, and procedures.

Reason for Denial: Required for denial requests)
Note: ff you are going to deny this requedt, pleass date
the reason for DENIAL. You won't be able to complete
the denial processwith out a reason for denial. For all

other actions, leave thisfield asblank

_— @ -

Required: Please state the reason for denial of this request.

Cancel

Click on OK in the pop-up box and then click on the Deny button to perform this action. The
resulting page will display the Pending requests with one less request, which is the one just

performed.

Once the Coordinator has acted on the User’s UAAF request, the Coordinator WILL NOT
be able to reverse the action. If a Coordinator acts on a User’s UAAF request by mistake,
the User will have to submit a new online request to the Coordinator for action.
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3.4.9 Expiration of UAAF — On-Hold Action

Enterprise Income VerificgMesage om wess

—ng EIV Home Search Email

@) [fyouare going to put the user's UAAF request on HOLD, you must act
B9 on the user's UAAF request, by the end of the quarter, to avoid a break
in the user's EIV access.

User Administration >> User Access Requg

Date of Request:

e Back to Secure Systems User ID: Mo0378
» Back to EIV Main Page User Role: CAU
Income Information User Name: FIRST- M00375 LAST- uiv
« By Contract Number Phone Number: d
« By Project Number Fax Number: s
e By Head of Household Email Address:
Verification Reports Contract / Project Numbers : HOORKNNANK
Existing Tenant Search Position Title: sd
LAERD Sy [ Type of Work Which Involves the Use of
Identity Verification Reports Upfront Income Verification (UIV) Data sd
Deceased Tenants Report that is Contained in the EIV System:
New Hires Report Coordinator Affiliation: Contract Administrator
Income Discrepancy Report Type Of Action Requested: Expiration
User Administration Coordinator Action: Pending
Coordinator Cert Report Coordinator Action Date: No action taken yet.
OIA CertReport Coordinator User ID: No action taken yet.
CAlRSquests Coordinator User Name:
CAU Certification
CAU Certification Report 7| Acknowledgement:

Audit Reports | understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my

LR TR Lt R RO ELE  password by another person. Nor will | use another person's password and user ID. | will protect EIV system data within my control,
Coordinator Access Request whether online, printed or stored in media, from unauthorized access

« Authorization Form | understand and agree to follow all HUD standards, policies, and procedures

External Links Reason for Denial: Required for denial requests)

Note: If you are going to denythisrequest, please date

® USCIS- SAVE System the reason for DENIAL. You worit be able to complete

Security Exam the denial processwith out a reason for denial. For all

. otheractions, |eave thisfield asblank

oK Cancel

W elcome FIRST - MOO371 LAST - uiv

« Security Exam Report

>

PPr Deny -Hold Cancel

User Manual

AP m‘

Click on OK in the pop-up box and then click on the On-Hold button to perform this action. The
resulting page will display the pending requests with one less request, which is the one just
performed.

3.5 Automatic User Certification after the approval of UAAF (New in EIV
9.3)

Note: Any approval conducted in Section 3.4 will result in automatic user certification of
contract and project access requested by the user. The user will be certified for 6 months.

Note: New users do not have to go through a CAAF or UAAF certification process until 6
months later when they should be considered for re-certification.

3.6 Certifying EIV Users
3.6.1 Certifying/Re-certifying/Expiring EIV Users Assigned “HSU” or “CAU” Role

MF EIV Coordinators assigned the EIV HSC or CAC role can only certify EIV Users assigned the HSU
or CAU role, respectively.
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Note: The User Certification process is linked to the User Access Requests function. Only contracts
and projects assigned to new users and those that are listed in UAAFs that have been “Approved”
will appear on the User Certification page.

The User Certification process is as follows:

e Users will create and submit online UAAFs requesting their new or additional contract(s)

and/or property(ies) be certified in EIV or recertified in EIV in order to continue their
access to EIV.

e EIV Coordinators will process online UAAFs by approving, denying, or putting them on
hold. An EIV Coordinator should not approve a UAAF, if he or she is not the Coordinator
for all of the contracts and properties listed in the UAAF.

e EIV Coordinators will then go into User Certification and certify contracts and/or
properties for User applicants. As aforementioned, only those contracts and properties
listed in an “Approved” UAAF will appear on the User Certification page.

To certify/re-certify “HSU” or “CAU” users:

Step 1: Click the User Certification link in the left-hand navigation panel. Click on CAU
Certification for users with CAC user roles.

Step 2: From the User Certification page/CAU Certification Page, select from the Contracts or
Projects option, choose a value from the Select Certification Status drop-down list, and click on
the “Get Users” button.

Enterprise Income Verification HUD Home MF Housing EIV Home Search Ei

User Administration == CAU Certification

Select the Contract(s) or Project(s) to Certify the User(s).
@) Contracts | All Contracts v|

(@] Projects |AII Projects V|

) Enter a User Id: l:l

Select Certification Status: Al

<

When the Contracts option is selected and a contract is selected, a list of HSU or CAU Users for
the selected contract will be displayed as shown below.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> CAU Certification >> User Certification by Projects/Contracts

Number of Records: 53 Certification Status: Al ~ [_change view

Welcome FIRST - MODI7L LAST - wiv

Note:
o To certfy assignmen(s), please select the assignment(s) and click Certify' button
o Backo Secure Systems « To expire assignment(s], please select the assignment and click Expire’ button
+ Back o EIV Main Page « Click on "SelectiDeselect Al button to Select all and desslect all assignments
Income Information

Next Group ©
+ By Contract Number
1.50 of 53 Users Last Page
* By Project Number

+ By Head of Household Juserv | Effective Date of Action |Effective To Date User Status | Approver UserlD

erification Reports

M0037S  FIRST - MOOS7S LAST - uiv. AKT 000000008 04/24/2014 10/31/2014 Certifie 00371

] 24/ /317 ified

+ Existing Tenant Search O R fed

. . 0000000

e s — M00375  FIRST - MO0375 LAST - uiv. Ak 04/24/2014 10/31/2014 Certifie M00371

« Identity Verification Reports [0 moo37s FIRST - M00375 LAST - uiv AKCI000000000K 04/24/2014 10/31/2014 Certified Mo0371

+ Deceased Tenants Report []  M00375  FIRST - M00375 LAST - uiv AL 00000000 05/16/2014 10/31/2014 Certified M00371

o New Hires Report
[]  M00375  FIRST - M00375 LAST - uiv AZHOGD000X 04/24/2014 10/31/2014 Certified M00371

+ Income Discrepancy Report

User Administration [ MOUS/s  FIRST - MUUS/S LAST - uiv [E— uar2e/2018 1wrs1/2018 Cerufied MuUS/1

« Coordinator Cert Report []  M00375  FIRST - MO0375 LAST - uiv CAHOR 04724/2014 10/31/2014 certified M00371
O moo3vs FIRST - M00375 LAST - uiv. CAX000000000 04/2¢/2014 10/31/2014 Certified MOO371
[0 moosvs FIRST - M00375 LAST - uiv. CAX000000000 04/2¢/2014 10/31/2014 Certified M00371

+ CAU Certification Report ] M00375 FIRST - M00375 LAST - uiv. CA xo00000000 04/24/2014 10/31/2014 Certified MO0371

Audit Reports

POLIETE [] MO037S  FIRST - MOO37S LAST - uiv CA 0000000 04/24/2014 10/31/2014 certified 00371

« User Session & Activity Report

( — M0037S  FIRST - MOO37S LAST - uiv. CAxOaRRK 04/24/2014 10/31/2014 certifie 00371

Coordinator Acce o 1241 /31/: fied

« Authorization Form []  M00375  FIRST - MO037S LAST - uiv CAHRO000KK 04724/2014 10/31/2014 certified 00371

External Links [J  M00375  FIRST - M00375 LAST - uiv Camo 04724/2014 10/31/2014 Certified 00371

« USCIS - SAVE System

security O moo37s FIRST - M00375 LAST - uiv. CA0D000000X 04/24/2014 10/31/2014 Certified M00371

o Security Exam Report [ M00375  FIRST - M00375 LAST - uiv CARORRKK 04/24/2014 10/31/2014 Certified M00371
[0 moosvs FIRST - M00375 LAST - uiv. CAZO00000000C 04/2¢/2014 10/31/2014 Certified MOD371
O moo37s FIRST - MOO375 LAST - Uiv. A XO0000000K 04/24/2014 10/31/2014 cerufied MOO371
O  moos7s FIRST - M00375 LAST - uiv. (A X0000K00K 04/24/2014 10/31/2014 Certified M00371
O  moo37s FIRST - MO0375 LAST - uiv. A X0000K00K 04/24/2014 10/31/2014 Certified M00371
O  moos7s FIRST - M00375 LAST - uiv. CALO00000000 04/24/2014 10/31/2014 Certified M00371
[ M00375  FIRST - MO0375 LAST - uiv CA 00K 04/24/2014 10/31/2014 Certified MO0371
[0  moos7s FIRST - M00375 LAST - uiv. (S 04/24/2014 10/31/2014 Certified MOD371
O  moo37s FIRST - MO0375 LAST - uiv. CA RXRRXRXRK 04/24/2014 10/31/2014 Certified MOD371
O  moos7s FIRST - M00375 LAST - uiv. CA HKRRXX 04/24/2014 10/31/2014 Certified MOD371
O  moo37s FIRST - MO0375 LAST - uiv. CA 0000000 04/24/2014 10/31/2014 Certified M00371
O  moos7s FIRST - MO0375 LAST - uiv. CA 00000000 04/24/2014 10/31/2014 Certified M00371
O  woo37s FIRST - M00375 LAST - uiv. O 000000008 04/24/2014 10/31/2014 Certified M00371
O  moos7s FIRST - M00375 LAST - uiv. DG 20000000000 04/24/2014 10/31/2014 Certified M00371
O  mooars FIRST - MOO375 LAST - uiv DC XX 04/24/2014 10/31/2014 Certified Mo0371
O  mooszs FIRST - M00375 LAST - uiv. FLaxo00a00000 04/24/2014 10/31/2014 Certified M00371
[]  M00a7s  FIRST - M00375 LAST - uiv FL OO0 04/24/2014 10/31/2014 certified Maoa71
O  mooszs FIRST - M00375 LAST - uiv. IN oo 04/24/2014 10/31/2014 Certified M00371
[ M00375  FIRST - MO0375 LAST - uiv WA s 04/24/2014 10/31/2014 Certified MO0371
O  moos7s FIRST - M00375 LAST - uiv. MAX0000C00XX 04/24/2014 10/31/2014 Certified M00371
O moo3szs FIRST - M00375 LAST - uiv. MA X000000000 04/24/2014 10/31/2014 Certified M0O371
O  moos7s FIRST - M00375 LAST - uiv. M 0000000 05/16/2014 10/31/2014 Certified M00371
[ M00375  TIRST - M00375 LAGT - uiv Nioooeo000 04/24/2014 10/31/2014 Certificd Mo0a71
[] M00375 FIRST - M00375 LAST - uiv N 006000008 05/16/2014 10/31/2014 Certified Moo371
[]  M00375 FIRST - M00375 LAST - uiv NYOOO00I000K 04/24/2014 10/31/2014 Certified Mo0371
[] M00375 FIRST - M00375 LAST - uiv OR XOKKK 04/24/2014 10/31/2014 Certified Moo371
[]  M00375 FIRST - M00375 LAST - uiv [ p— 04/24/2014 10/31/2014 Certified Mo0371
[] M00375  FIRST - M00375 LAST - uiv TX:000000000K 04/24/2014 10/31/2014 Certified M00371
[  M00375  FIRST - M00375 LAST - uiv TXOO00000 04/24/2014 10/31/2014 Certified M00371
[] M00375  FIRST - MO0375 LAST - uiv TXOOe00000000 04/24/2014 10/31/2014 Certified M00371
[] M00375  FIRST - M00375 LAST - uiv jri— 04/24/2014 10/31/2014 Certified Mo0371
[] M00375  FIRST - MO0375 LAST - uiv U0 04/24/2014 10/31/2014 Certified Mo0371
[] M00375  FIRST - M00375 LAST - uiv e 04/24/2014 10/31/2014 Certified Mo0371
[] M00375  FIRST - MO0375 LAST - uiv [T Jemm— 04/24/2014 10/31/2014 Certified Mo0371
0O moos7s FIRST - M00375 LAST - uiv. VA 0000000000 04/24/2014 10/31/2014 Certified MOD371
[ certify |[ Expire || Select/Deselect All

The list of users for the selected contract or project is displayed in groups of 50. If the search
retrieves more than 50 users, the search results are divided into 10 pages with each page
containing 50 users. The links to the 10 pages, 'Next group' and 'Last page' are provided on this
page to navigate to different pages, to the next group of 10 pages or to the last page.

An Action checkbox is provided to certify or to expire a User’s contract/project. To certify a
contract, under Action, click on the box next to the user’s User ID (e.g., next to M00370) and then
click on the Certify button. All requests can be certified at one time by clicking on the ‘Select All/
Deselect All’ button, which will select all the non-certified users. Individual contracts may be
unselected by clicking on the selection box.
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O MO0375
(] __noa

MO0375

M00375

MO0375
M00375
M00375

M00375

MO00375
MO00375
MO00375

M00375

([
O
O
O
O M00375
|
|
O
O

RST - MO0375 LAST - uiv

FIRST - MO0375 LAST - uiv

FIRST -

FIRST - MOO375 LAST -uiv_______MA ol RL Y. Violak Wi l0/31/2014 Certified
MS 05/16/2014 10/31/2014 Certified

NH 04/24/2014 10/31/2014 New

NH 05/16/2014 10/31/2014 New
S LAST - uiv MY 10/31/2014 Certified

M00375
O MO0375 FIRGT=

FIRST -
FIRST -
FIRST -
FIRST -
FIRST -

FIRST -

FIRST -
FIRST -
FIRST -

[ Certify | Expire H

M00371

M0O0371

MO0371

M003y

SLaST - uiv OR 24/2014 10/31/201 Under Action, click
MO0375 LAST - uiv OR 04/24/2014  TO73TrZoR— | on the box next to
M00375 LAST - uiv s 04/24/2014 10/31/2014 the user’s ID (e.g.,
MO0375 LAST - uiv Ep's 04/24/2014 10/31/2014 M00374) and click
MO0375 LAST - uiv ™ 04/24/2014 10/31/2014 Certify.

M00375 LAST - uiv ™ 04/24/2014 10/31/2014

M00375 LAST - uiv uT: 04/24/2014 10/31/2014 Certified  M00371
M00375 LAST - uiv UT: 04/24/2014 10/31/2014 Certified  M00371
M00375 LAST - uiv UT 04/24/2014 10/31/2014 Certified  M00371
M00375 LAST - uiv VA 04/24/2014 10/31/2014 Certified  M00371

Select/Deselect All

D

When the Certify button is clicked, the system refreshes and updates the User Certification page.
The page shows the current status of the certifications. When using the Filter for the certified
contracts, the screen is displayed as following.

[]  M00375 FIRST - MO0375 LAST - uiv MS: 05/16/2014 10/31/2014 Certified  M00371
[] MO0375 FIRST - MOO375 LAST - uiv NH3 05/18/2014 10/31/2014 Certified  M00371
| 75 TIRST - MO0375 LAST - Uiv NH3 05/18/2014 10/31/2014 Certifie
<W FIRST - MO0375 LAST - uiv NYO 04/24/2014 10/31/2014 Cenifie:D
[]  M00375 FRST - MO0375 LAST - uiv OR1 04/24/2014 10/31/2014 Certified  M00371
[]  MO0375  FIRST - MOO375 LAST - uiv OR1 04/24/2014 10/31/2014 Certified  M00371
[] M00375 FIRST - MO0375 LAST - uiv X1 04/24/2014 10/31/2014 Certified  M00371
[] M00375 FIRST - MOO375 LAST - uiv X2 04/24/2014 10/31/2014 Certified  M00371
[] M00375 FIRST - MO0375 LAST - uiv X2 04/24/2014 10/31/2014 Certified  M00371
[] MO0375 FIRST - MOO375 LAST - uiv T™>2 04/24/2014 10/31/2014 Certified  M00371
[] M00375 FIRST - MO0375 LAST - uiv uT3 04/24/2014 10/31/2014 Certified  M00371
[]  MO00375 FIRST - MOO375 LAST - uiv uT3 04/24/2014 10/31/2014 Certified  M00371
[] M00375 FIRST - MO0375 LAST - uiv uTY 04/24/2014 10/31/2014 Certified  M00371
[]  MO0375  FIRST - MOO375 LAST - uiv VA3 04/24/2014 10/31/2014 Certified  M00371
certifu || Fynira || Salact/Nacalact All |

From the User Certification by Projects/ Contracts page, you can also filter the result by
certification status by choosing a desired value from the Certification Status drop-down list.

When “All” is selected from the Certification Status, all contracts and projects tied to the user
regardless of the status will be displayed. When Pending, Certified, Expired, or New is selected
from the Certification Status, only the users for the selected status will be displayed.

To Expire “HSU” or “CAU” users:

Step 1: Click the User Certification link in the left-hand navigation panel.

Step 2: From the User Certification page, select from the Contracts or Projects option, choose a
value from the Select Certification Status drop-down list, and click on the “Get Users” button.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Certification

Select the Contract(s) or Project(s) to Certify the User(s).
® Contracts | All Contracts v ‘

OR

O Enter a User Id: |:|

Select Certification Status: All v

When the Contracts option is selected and a contract is selected, a list of HSU or CAU Users for
the selected contract will be displayed. Below figure display when user queried for all the
Contracts.

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Certification >> User Certification by Projectg/Contracts

Number of Records: 4 Certification Status:

Note:

« To certify assignment(s), please select the assignment(s) and click 'Certify" button
+ To expire assignment(s), please select the assignment and click "Expire’ button.

+ Click on "Select/Deselect All' button to Select all and deselect all assignments

1- 4 of 4 User Records

M00401 FIRST - MO0401 LAST - uiv 04/10/2014 10/31/2014 Certified M00400
|:| M00401 FIRST - MO0401 LAST - uiv VT3 04/10/2014 10/31/2014 Certified M00400
1 M00403 FIRST - MO0403 LAST - uiv VT3 04/23/2014 = Expired M00400
|:| M00403 FIRST - MO0403 LAST - uiv VT3 04/23/2014 - Expired M00400

Certify Expire H Select/Deselect All

The list of users for the selected contract or project is displayed in groups of 50. If the search
retrieves more than 50 users, the search results are divided into a group of 10 pages with each
page containing 50 users. The links to the 10 pages, 'Next group' and 'Last page' are provided on
this page to navigate to different pages to the next group of 10 pages or the last page.

To expire a user’s contract/ project, under Action check the box next to the user’s User ID and
Contract(s) combination (e.g. M00265/ XX000000000) and click the Expire button at the bottom
of the page. A Coordinator can expire all contracts/projects at one time by clicking the
Select/Deselect All button, which is also at the bottom of the page.
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Enterprise Income Verification

Search Email

HUD Home MF Housing EIV Home

User Administration >> User Certification >> User Certification by Projects/Contracts

Number of Records: 4 Certification Status: ‘AH v [ Change View

W elcome FIRST - M00400 LAST - uiv

Note:

» To certify assignment(s), please select the assignment(s) and click ‘Certify" button.
¢ Back to Secure Systems « To expire assignment(s), please select the assignment and click 'Expire’ button.

o Back to EIV Main Page » Click on "Select/Deselect All' button to Select all and deselect all assignments
Incom e Information

* By Contract Num ber
« By Project Number

« By Head of Household " T Effective Date of
Action

1-4 of 4 User Records

Effective To Date User Staws prrover UserlD

Verification Reports
Existing Tenant Search M00401 FIRST - MO0401 LAST - uiv VT3 04/10/2014 10/31/2014 Certified MO00400

Multiple Subsidy Report FIRST - MOO401 LAST - uiv VT3 04/10/2014 10/31/2014 certified  M00400

Identity Verification Reports

Deceased Tenants Report
« New Hires Report MOo4 - M00403 LAST - uiv VT3 04/23/2014 - Expired  M00400

User Administration | certify | SExplre l Select/Deselect All

# Coordinator Cert Report
e User Requests

o User Certification

FIRST - MU= AVaK] 04/23/2014 = TXpire M00400

# User Certification Report
External Links

When the Expire button is clicked, the system requires a confirmation from the Coordinator, as
shown below.

Microsoft Internet Explorern .

?r/ Are you sure vou want to Expire the selected assignment/s For this user

| kK, |[ Cancel ]

When OK is clicked, the screen refreshes and the status of the Expired contacts or projects is
displayed as Expired as is shown below.

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Certification >> User Certification by Projects/Contracts

Number of Records: 4 Certification Status: All

Change View

W elcome FIRST - MO0400 LA

Note:

» To certify assignment(s), please select the assignment(s) and click 'Certify’ button.
*+ Back to Secure Systems + To expire assignment(s), please select the assignment and click "Expire" button.

« Back to EIV Main Page » Click on 'Select/Deselect All' button to Select all and deselect all assignments
Incom e Information

« By Contract Num ber 1-4 of 4 User Records
» By Project Number

Verification Reports ction

» Existing Tenant Search MO0401  FIRST - MO0O401 LAST - uiv 05/16/2014 Expired M00400

Wultiple Subsidy Report H— T0401  FIRST - MOO401 LAST - uiv VT3t 04/10/2014 10/31/2014 Certified  M00400

Identity Verification Reports

Deceased Tenants Report
» New Hires Report O M00403  FIRST - MO0403 LAST - uiv VT3¢ 04/23/2014 - Expired M00400

O M00403 Rl - Moo T EXpITe M00400

User Adm inistration Certify Expire ‘ ‘ Select/Deselect All

+ Coordinator Cert Report
s User Requests

o User Certification
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From the Certify Users page, you can also filter the result according to certification status by
choosing a desired value from the Certification Status drop-down list.

When “All” is selected from the Certification Status, all contracts and projects associated with the
user regardless of the status will be displayed. When Pending, Certified, Expired, or New is
selected from the Certification Status, only the users for the selected status will be displayed.

3.7 User Certification Report for HSC roles/CAU Certification Report for CAC
roles

To generate the User Certification Report/CAU Certification Report, complete the following
steps.

Step 1: Click on the User Certification Report/CAU Certification Report link in the left-hand
navigation panel.

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

Welcome FIRST - M00400 LAST - uiv

W elcome FIRST - MO0400 LAST - uiv
—— QEIV Announcements EIVv9.7.0.0

Announcement Date: 07/09/2013 Your EIV Session will ime out after thirty

« Back to Secure Systems (30) minutes of inactvity, dosing the

R session and logging you off the system.
¢ Back toEIV Main Page The page that was active at the time the

i . session timed out wll continue to display.
corebinaton PIH SUMM ARIZATION: Before you can perform another system
+ By Contract Num ber function, after a ime out ocaurs, you will be
« By Project Num ber PIH weekend summarization completed successfully on 7/6/2013. ALL PIH reports are [P B (B Ol SEFI

« By Head of Household current as of 7/6/2013.

Verification Reports Notice of Browser Compatibility

« Existing Tenant Search The EIV System supports browser version
Internet Bxplorer 6.0 and higher. Oth

+ Multiple Subsidy Report MF HOUSING SUMM ARIZATION: browesrs may not be ompatible wih this
software.

« ldentity Verification Reports
¢ Deceased Tenants Report MFT weekend summarization completed successfully on 7/7/2013. All MF EIV reports are
* New Hires Report current as of 7/7/2013,

User Adm inistration

s Coordinator Cert Report
s User Requests

s - _, Lemumcauon -
Mtention !

'« User Certification Report -
The Next User re-certification is due annually on the anniversary of the assignment or recertification of the EIV Role for each Subsidy

Bl Contract and/or Project Number in your portfolio.

+ USCIS - SAVE System
Security Exam
s Security Exam Report

User Manual

See resulting screen below:
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Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Certification Report

(®) Contracts All Contracts v|
Select Certification Status: All A

Step 2: From the User Certification Report screen, the HSC or CAC user is required to select
Contracts or Projects from the drop-down lists of contracts and projects and select Certification
Status (i.e., All, Pending, Certified, Expired, New) from the Select Certification Status drop-down
list.

Step 3: Once the selection is made, the system displays the User Certification Report for all HSU
or CAU users under the Coordinator’s (HSC or CAC) jurisdiction. Data fields include:

User ID

User Name

Contract

Effective Date of Action
Effective to Date

User Status
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Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Certification Report >> User Certification Report by Projects/Contracts

Number of Records: 220 Certification Status: |AH V‘ Change View |
W elcome FIRST - M0O0400 LAST - uiv Noxt Group o
Back 0§ Syat Certification 1 - 50 of 220 Users Last Page
. ck to Secure Systems
Incom e Information down list Action Status
+ By Contract Num ber p1 LAST - uiv vT3 =nts 05/16/2014 - Expired
« By Project Number M00401  FIRST - MOO401 LAST - uiv VT3 04/10/2014 10/31/2014 Certified
« By Head of Household M00402  FIRST - MOO402 LAST - ulv VT3 =nts - - New
Verification Reports M00402  FIRST - MO0402 LAST - uiv VT3 - New
Existing Tenant Search M00403  FIRST - MO0403 LAST - Ulv VT3 znts 04/23/2014 - Expired
« Multiple Subsidy Report MO0O0403  FIRST - MO0O403 LAST - uiv VT3 04/23/2014 - Expired
i . M00404  FIRST - MOO404 LAST - ulv VT3 =nts - New
* Identity Verification Reports M00404  FIRST - MOO404 LAST - uiv VT3 - - New
© e IS e M00405  FIRST - MOO40S LAST - uiv VT3 ents - - New
C b b MO0405  FIRST - MOO405 LAST - uiv VT3 - - New
e M00406  FIRST - MOO406 LAST - UiV VT3 ents - - New
* Coordinator Cert Report MO0406  FIRST - MO0406 LAST - Uiv VT3 - - New
* User Requests M00407  FIRST - MO0407 LAST - uiv VT3 =nts - - New
* User Certification M00407  FIRST - MO0407 LAST - uiv VT3 - - New
+ User Certification Report MO0408  FIRST - MO0408 LAST - uiv VT3 ents - - New
External Links MO00408  FIRST - MO0408 LAST - uiv VT3 - - New
= USCIS - SAVE System M0O0409  FIRST - MO0409 LAST - uiv VT3 2nts - - New
Security Exam MO0409  FIRST - MO0409 LAST - uiv VT3 - - New
« Security Exam Report M00410  FIRST - MOO410 LAST - ulv VT3 =nts - - New
(R | M0O0<410  FIRST - MO0O410 LAST - uiv VT3 - - New
MO0411  FIRST - MOO411 LAST - uiv VT3 ents - - New
User Manual M00411  FIRST - MO0411 LAST - uiv VT3 - - New
'\“Ce w‘_ M0O0412  FIRST - MO0412 LAST - uiv VT3 2nts - - New
Jiobe  Reader MO0412  FIRST - MO0412 LAST - uiv VT3 - - New
MO0413  FIRST - MO0413 LAST - uiv VT3 ents - - New
M00413  FIRST - MOO413 LAST - ulv VT3 - - New
MO0414  FIRST - MO0414 LAST - uiv VT3 ents - - New
M00414  FIRST - MOO414 LAST - ulv VT3 - - New
MO0415  FIRST - MO0415 LAST - uiv VT3 =nts - - New
MO0415  FIRST - MO0415 LAST - uiv VT3 - - New
M00416  FIRST - MOO416 LAST - Uiv VT3 nts - - New
MO0416  FIRST - MO0416 LAST - uiv VT3 - - New
M00417  FIRST - MOO417 LAST - ulv VT3 nts - - New
MO0417  FIRST - MO0417 LAST - uiv VT3 - - New
MO0O0418 FIRST - MO0418 LAST - uiv VT3 nts - - New
MO0418  FIRST - MO0418 LAST - uiv VT3 - - New
M00419  FIRST - MO0419 LAST - ulv VT3 nts - - New
M00419  FIRST - MO0419 LAST - uiv VT3 - - New
M00420  FIRST - MO0420 LAST - ulv VT3 nts - - New
M00420  FIRST - MO0420 LAST - uiv VT3 - - New
M00421  FIRST - MO0421 LAST - ulv VT3 nts - - New
M00421  FIRST - MOO421 LAST - uiv VT3 - - New
M00422  FIRST - MO0422 LAST - uiv VT3 nts - - New
M00422  FIRST - MOO422 LAST - ulv VT3 - - New
M00423  FIRST - MO0423 LAST - uiv VT3 nts - - New
M00423  FIRST - MO0423 LAST - ulv VT3 - - New
M00424  FIRST - MO0424 LAST - uiv VT3 nts - - New
M00424  FIRST - MO0424 LAST - uiv VT3 - - New
M00425  FIRST - MO0425 LAST - uiv VT3 nts - - New
M00425  FIRST - MO0425 LAST - uiv VT3 - - New

The list of users for the selected contracts or projects is displayed in groups of 50. If the search
retrieves more than 50 users, the search results are divided into groups of 10 pages with each
page containing 50 users. The links to the 10 pages, 'Next group' and 'Last page' are provided on
this screen to assist the user in navigating to different pages to the next group of 10 pages or the
last page.

From the User Certification Report by Projects/Contracts page, you can also filter the result by
certification status by choosing one of the options (other than ‘All’) from the Certification Status
drop-down list. When “All” is selected from the Certification Status, all contracts and projects
associated to the user regardless of the status will be displayed. When Pending, Certified, Expired
or New is selected from the Certification Status, only the users for the selected status will be
displayed.
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4 Appendix A — Abbreviations and Acronyms

The following terms, abbreviations, and acronyms may or may not appear in this document. They are
provided for reference and clarity.

Acronym Definition

C&A Certification and Accreditation

CAl Contract Assistance Identifier

CAN Claim Account Number

CCB Change Control Board

CCMB Configuration Change Management Board

CcM Configuration Management

CMRB Contract Management Review Board

COTR Contracting Officer’s Technical Representative

DCG Development Coordination Group

DRP Disaster Recovery Plan

DTS Data Transmission Services

EDI Electronic Data Interchange

EIV Enterprise Income Verification

FEIN Federal Employer Identification Number

FIPS Federal Information Processing Standards

FISCAM Federal Information System Controls Audit Manual

FISMA Federal Information Security Management Act

FO Field Office

FOIA Freedom of Information Act

Form HUD- Form used to submit resident characteristics and tenant income data to HUD

50059

FOUO For Official Use Only

FTP File Transfer Protocol

GTM Government Technical Monitor

GTR Government Technical Representative

HHS U.S. Department of Health and Human Services

HOH Head of Household

HOUSING Office of Housing - FHA

HUB Not an acronym. FQ’s are classified into two categories -- HUB and Program Center. A HUB
can be a stand-alone FO or have other offices or program centers report to it.

HUD US Department of Housing and Urban Development

ICN Income Control Number

IMS Inventory Management System (formerly PIC)

MF Housing Multifamily Housing

MOA/U Memorandum of Agreement / Understanding

MTW Moving To Work

NDNH National Directory of New Hires

NIST National Institute of Standards and Technology

OIG Office of Inspector General

OMB Office of Management and Budget

OPC Office of Procurement & Contracts

PD&R HUD'’s Office of Policy, Development and Research

PHA Public Housing Agencies
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Acronym Definition

Pl Period of Income

PIA Privacy Act Assessment

PIC Public & Indian Housing Information Center (now IMS)
PIH HUD’s Office of Public & Indian Housing
POA&M Plan of Action and Milestones

PVCS Project Version Control System

PWS Performance Work Statement

QA Quality Assurance

Qu Quarterly Update

Qw Quarterly Wage

RHIIP Rental Housing Integrity Improvement Project
RIM Rental Integrity Monitoring

SEIN State Employment Identification Number

SPH HUD’s Security Program Handbook

SPP Security Program Policy

SS Social Security

SSA Social Security Administration

SSAA System Security Authorization Agreement

SSI Supplemental Security Income

SSO Single Sign On (used in WASS)

SSP System Security Plan

TARC Troubled Agency Recovery Center

TASS Tenant Assessment Subsystem

TRACS Tenant Rental Assistance Certification System
TTP Total Tenant Payment

V V&T Verification, Validation, & Test

W-4 Federal form that is used to collect New Hires data
WASS Web Access Security Subsystem
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