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EIV PIH User Administration
Authorization Memorandum

| have carefully assessed the EIV User Administration Manual for Public 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.

David Sandler Date
IT Project Manager
Nicole Lawyer Date
PIH Program Manager
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1 Preface

1.1 Document Overview

The purpose of this manual is to provide instructions for HUD personnel (Office of Public and
Indian Housing and Office and Housing) and HUD business partner personnel responsible for
user administration in the Enterprise Income Verification (EIV) application. It details business
operational procedures for successfully performing user administration tasks through EIV user
interface.

1.1.1 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, User Maintenance in WASS — Provides instruction on the how to maintain the
user profiles for the Office of Public and Indian Housing (PIH) before the user can access the
EIV online functions.

= Chapter 3, Public Housing Program User Administration — Provides instruction on the
functions available to Public Housing program User Administrators.

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

1.1.2 Who Should Use This Manual?

= This manual is intended for the following users:

= EIV WASS Coordinator

=  Public Housing Program users with User Administration role
= Below are the basic responsibilities of these users:

e EIV WASS Coordinator: responsible for performing user maintenance, which includes
assignment of EIV roles and actions and PHA or contract/project associated to EIV using
WASS online functions. The WASS functions available to EIV WASS Coordinator are
described in Chapter 2 of this document.

e PIH User Administrator: responsible for the assignment of Public Housing program user
roles, maintenance of user role expiration date, certification of Public Housing program
user roles and other user administration functions available in EIV online as described in
Chapter 3 of this document.

If you have other roles or other action codes, you may need to access other documents in EIV
library to learn more about them. For more information about the content of the EIV library,
refer below to the Related Documentation section of this document.
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This manual assumes the resources assigned to these roles have the following knowledge or
expertise:

= Working knowledge of Microsoft Windows.

= Operational understanding of PC’s.

=  Operational understanding of Internet browsers.
= Understanding of basic network concepts.

= Understanding of HUD program terminology, policies, and procedures.

1.1.3 Related Documentation

This section provides a list of related documentation. The EIV library includes the following
document:

= EIV User Manual — For Public Housing Program Users — For Public Housing program users of
the EIV wage and income functionality, this manual provides step-by-step instructions.
Users should be familiar with PCs, Microsoft Windows, and their browser software.

= ElV Operations Manual — Security Administration — For Public Housing program EIV Security
Administrators and Office of Housing EIV Security Administrators, this manual provides step-
by-step instructions on the security administration available in EIV.

= WASS User’s Manual — For Coordinator, this manual provides step-by-step instructions on
how to perform maintenance of user profile including roles and PHA assignment before the
user can access EIV functions

1.1.4 Abbreviations and Acronyms

A glossary of abbreviations and acronyms is included as Appendix A of this document.

EIV User Administration Manual for Public Housing Program Page 1-2
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User Maintenance in WASS
|

2 User Maintenance in WASS
The WASS User Maintenance is the first step for an EIV WASS Coordinator in setting up the
privileges for EIV users before they can access the EIV online functions.

2.1 User Maintenance in WASS for PIH External Users
The are two requirements before an EIV User Administrator can assign EIV roles to a PIH
External user ID within the jurisdiction of his/her office via EIV online
The requirements are:
e EIV Public Housing program user ID’s must be active in PIC User Administration.
That means that a Public Housing program user will not be available in EIV User
Administration if the WASS ID is not defined in PIC or the user is not currently active
in PIC.
e PHA users are assigned the EIV role in WASS and at least one PHA is assigned to that
user.
The steps to follow in WASS are
e User Maintenance Search Option
e  Maintain User Profiles-Roles
e Assign PHA

2.1.1 User Maintenance Search option

1. From the WASS Main Menu, choose the User Maintenance link under System Administration

as shown below. It also may be selected from the list on the left navigation panel.

T

Secure Systems

Systems
« Enterpnise Income Verification (ETV)
o Financial Assessment Submsssion - PHA (FASPHA)

system TGN Y/ Pk y
administration * Mark-to-Market (M2M)
« Management Assessment Subsystern (WASS)
Maintenance S
. El(ll_\_a:'zi.lmn& o Multifarmly Delinguency and Default Reporting System (MDDR)
aln ance
aintenance o Public Housing Assessment System: Scores and Status (INASS)

e Physical Assessment Subsystem (PASS)
o PIH Information Center (PIC)
o Quality Assurance Subsystem (QASS)

» Enterprise Income :
Verification (E1V) o Resident Assessment Subsystem (RASS)

» Financial Acsessmont o - o
;'u':'m;s‘:i'm‘_‘p“:’" o Tenant Assessment Subsystern (TASS)

(FASPHA)
* Mare-to-Market (M2M)
« Managsment Azzessment System Administration
Sub‘ﬁhm IMASS[ :
« Multifamily Delinguency « Business Partners Mantenance
and Default Reporting

o PHA Assionment Mamtenance

»

» o User Mamntenancd
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User Maintenance in WASS

2. After selecting the User Maintenance link, the screen shown below allows the Coordinator to
search for a User ID.

ﬂ' F System Administration
d |

Secure Systems

User Maintenance

On this form, you can either add a new User, search for a User
by User 1D, or search for Users by entering your search criteria.

system
administration Add New User

o Business Partners !e“Pm"“’ To add a new User to Secure Systems, click the ‘Add New User' button.

P g:'A t:::l’mmmt Add New User ]
intenance

* User Maintenance

Search by User ID

To search for a User by User 1D,
SYS i enter a User ID and then click the "Search for User™ button,
« Entarprise Income | 4 ‘

atameies Incens User ID [M03939 |

-
Submission - PHA

I Search for User |

3. Enter the User ID in the text box and click on Search for User. The Maintain User Page is
displayed.

2.1.2 Maintain User Profiles-Roles

1. Choose the function Maintain User Profile-Roles from the drop-down list as shown below.

houshap | moll | heln | stare

f@' 711 System Administration
B

Secure Systems
Maintain User o

 User !ﬁfprma_ﬂcl{ =
User ID | 2599999

system First Name |
administration ot e JORNW
« Sosiness Partnecs riddle Initial © I
BUA Asslgsment !
* SuA Axtiwo Last Name oo
* User Maintensace User Status _Ach"\tc
Coordinator No
User Type PHA Uscr/Busmess Pactoer
| Thoose s Function: Clah ESE

o
| Yesificatton (E3V)

« Einancial Assessment
il u clom -

!'RSEIAI

MNaalen Uzer lnlormalion v
(dcuriizen Uset Mlormonon

| o 2001 ymily Dalingmensy

and Qefuult Recortana

RosetUser Password
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2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign Role page is

User Maintenance in WASS

displayed. Click in the EIV — EIV Generic checkbox to assign EIV role to the User ID as shown

below.

A
B

Secure Systems

system
administration

Submiccion - PHA

System Administration

Assign/Unassign Roles for User mws»

User Information
User ID = 199999
First Name Jolm
Middle Initial 1
Last Name  Ine
User Staus  Active
Coordinator No

User Type PEHA User/Business Partner
Please check/uncheck boxes to assign/unassign roles to the user
EIY - Enterprise Income Verification
» [ EIV - EIV Genenc

PRSP
+» Management Assecsment
Suhaystan (MASS)

+ Multifamily Delinguency
and Default Reporting
System (MDOR)

» Public Houcing Accoccment
System; Scorez and Stotns
(NASS)

-

Subsystem (PASS
« PTH Taformation Contur

ey

PIC - PIC System
[ PIC - PIC Genenc
TASS - Tenant Assessment Subsystem
[ TCA - TASS Contract Adtmistrator
[ TR - Tenant Income Discrepancy Tracker
[} VIR - View Interaet Report

3. Click the Assign/Unassign Roles button.

4. Once the EIV role is assigned to a user, go back to WASS Main Menu.

Note: For PHA Users, the assignment of the EIV action in WASS, is no longer a required.
However, it is required for HUD (Internal) Public Housing program users.

EIV User Administration Manual for Public Housing Program

Page 2-3




User Maintenance in WASS
|

2.1.3 Assign PHA

The Coordinator assigns PHA's and applicable roles through the PHA Assignment function
available in WASS. To assign PHA to a user, follow these steps:

1. Click on the PHA Assignment Maintenance link under System Administration as shown below.
This is the mechanism that allows the assignment of PHA’s to a PHA user. That will make
possible the subsequent assignment in EIV User Administration of EIV roles to that WASS ID for

the same PHA's.

ABH

Secure Systems

Velcome

system
administration
« Bucinass Partnors

Maintenance

« PHA Assignment
Maintenance

* User Maintenance

« Entarprise Income

Verification (EIV)

o Einancial Acsessment
Submission - PHA
(FASPHA)

* Marde-to-Market (M2M)

«» Management Assessment
Subsystem (MASS)

. ta%h.&o nily Delinquency
and Default Reporting
Systom (MOOR)

-
Cuatan+ Cravas and Chabus

Main Menu

Systems

¢ Enterprise Income Venficahion (EIV)

o Fmancial Assessment Submission - PHA (FASPHA)

o Mark-to-Market (M21)

o Management Assessment Subsystem (MASS)

o IMulhfamily Delinquency and Default Reporting System (MDDR)
¢ Public Housing Assessment System: Scores and Status (NASS)
e Physical Assessment Subsystem (PASS)

e PIH Information Center (PIC

o Quality Assurance Subsystem {(QASS)

o Resident Assessment Subsystem (RASS)

o Tenant Assessment Subsystera (TASS)

System Administration
o Business Partners Maintenance

_ o PHA bssisnment Maintenance

L

a TTear Mamtanance

2. Clicking the PHA Assignment Maintenance link calls up the PHA Assignment Maintenance
page. As shown below, please enter the User ID and choose Assign PHA from the function drop-
down list, and then click the Submit button.

AR

Secure Systems

system
administration

.
Maintenance

System Administration

housing | mall | help | search | h¢

PHA Assignment Maintenance

Please enter a User ld s
User ID | 99999
Choose a Function:
View or Unassign PHA

For Assian PHA, (ST SRR, . o:
» pHa 1|YieworUnassign PHA

.
Maintenance
¢ User Maintenance

+ Enteprize Income

State | ) v
If selected criterion is State, sort by
PHAID v |

[ Submit | [ Cancel |
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User Maintenance in WASS

3. Enter the PHA ID to be assigned to User ID as shown below and click the Submit button.

ﬁ' g System Administration
L

Secure Systems

PHA Assignment Maintenance

Please enter a User 1d:
User 1D 999
Choose a Function:

system 5

administration Assign PHA he
o Business Bartners For Assign PHA, provide one of the following:
i mnmmpﬂﬁ Assignment PHA 1D (GA137

Malatenan<a e s
* Waer Malntenance State i

if selected criterion is State, sort by
FHAID v
|' « Enterprise Income T | Submit I | Concel ]

4. When the Submit button is clicked; the Assign PHA for User page is displayed. Choose EIV
Generic (EIV —EIV) from the list of roles, the PHA to be assigned to a User ID (e.g. GA137) from
the list of PHA’s and click the Submit button as shown below.

P Fil] System Administration w
!

Secure Systems

Assign PHA for User w»»

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

EIV Generic (EIV - E ~
system |PHA Certifier (RASS - PCR)
administration PHA Coordinator (NASS - PHC)

PHA Diractor (MASS - PHD)

|PHA Submitter (RASS - PSB) v

Choose at least one PHA:

'PHA ID - PHA Name

GA137 - Housing Authority of the City of Hazlehurst

b Enterprise Income
Yerfication (E1V)

mi n - P

3

b Mark-to-Market (M2M)
b Ma ont Asyessment
Subsystem (MASS)
4 -
System (MDDR) [ Submit ] [ Cencel |

Dublic Haucina Accoccmant

5. When the Submit button is clicked, a confirmation page is displayed as illustrated below. Click
the Confirm button to confirm assignment of the PHA.
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User Maintenance in WASS

W i System Administration
[

Secure Systems

Assign PHA Confirmation for User %

User Information
User ID

Violoome DAVID

2055500
system First Name
administration Toka

. J Middle Initial :
Baintonance

N Last Name Do
Mainplenange

* User Maintenance

PHASs to Assign to User MR8687 for Role EIV.
PHA ID PHA Name
Systems GA137 = Housing Authority of the City of Hazlehurst
+ [ntoyprico Incoma -
Yeuification (E1Y)
. ﬁu»mll.aymxmm
Submiission - PIA

n

+ Iani: Lo M anhe o)) » | Confiern | | Cancel

2.2 WASS User Maintenance for HUD PIH (Internal) Users

There are 2 requirements before a User Administrator can assign EIV roles to a HUD employee
(‘H’) or HUD contractor (‘C’) User ID within the jurisdiction of his/her office.
The requirements are:
e EIV User ID’s must be active in PIC User Administration.
e The users are assigned the EIV role in WASS.
The steps to follow in WASS are
e User Maintenance Search Option
e  Maintain User Profiles-Roles

2.2.1 User Maintenance Search option
To search users in WASS, follow these steps:

1. From the WASS Main Menu, choose the User Maintenance link under System Administration
as shown below. It also may be selected from the list on the left navigation panel.
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User Maintenance in WASS

e Main Menu

Secure Systems

Systems
o Enterprise Income Verification (EIV)
o Financial Assessment Submission - PHA (FASPHA)
system , .
administration o Mark-to-Market (M2M)
o Businece Dartners o Management Assessment Subsystem (WMASS)
Maintenance ; ; -
« PHA Acsignmeont o NMultifamily Delinguency and Default Reporting System (MDDR)

* User Maintenance o Public Housing Assessment System: Scores and Status (NNASS)

o Physical Assessment Subsystem (PASS)
o PIH Information Center (PIC)

o Qualty Assurance Subsystem (QASS

e Resident Assessment Subsystem (RASS)

. W o Tenant Assessment Subsyster (TASS)
FASPHA
* Mark-to-Market (M2M)

+ Management Assessment System Administration
Subsystem (MASS)

« Multifamily Delinguency o Business Partners Maintenance
a.nd Default Reporty

Py El;ﬁ!gﬁu Income
Yerification (E1¥)

o PHA Assignment Namtenance

System (MDDR)
« Public Housing Assessment P ——
L v P ser Mamtenance

LA ALl

2. After selecting the User Maintenance link, the screen shown below allows the
Coordinator to search for a User ID.

ﬁ_ i System Administration
=

Secare Systems

User Maintenance

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

system
administration Add New User

. To add a new User to Secure Systems, click the "Add New User® button.
Add NewUser |

Search by User ID

- - To search for a User by User 1D,
A enter a User 1D and then click the "Scarch for Usor™ button.

'« Entumprise Jocsms, ' | HOsaee
e User ID |
» Linsacial Ssrassment |  SeachiorUser |
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User Maintenance in WASS

3. Enter the User ID in the text box and click on Search for User. The Maintain User Page is
displayed.

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

Secure Systems

Maintain User CO7753

User Information

User ID | HO99599

e INDRANIL

First Name May

Middle Initial
PHA Assignment Last Name ¢
Maintenance
* User Maintenance User Status | 12w

User Type Internal Internet

Choose a Function

taintain User Information b
+ Enterprise Income
Yerification (EI¥]

+ Financial Assessment

ra

2.2.2 Maintain User Profiles-Roles

1. Choose the function Maintain User Profile-Roles from the drop-down list as shown
below.

Maintain User s

User Information
User [D 0358
First Name My
Middle Initial
Last Name Fow
User Status  Achwe
User Type [xtermal Intarest
Choose & Function

Meirkzin User Profle - Foles ¥

Meairtein User nlormatcn
Meirtain User Profle - Attions
Meirtain Usar Profle - Groups
Meirtzin Usor Protle - Roles

Pesct User Passward
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User Maintenance in WASS

2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign Role page is
displayed. Click in the IIV = EIV Access checkbox to assign EIV role to the User ID as shown
below.

Assign/Unassign Roles for User HEIVO3

User Information
User ID HEIVO3
First Name Fust - HEIVO3
Middle Initial

Last Name Last - ETV

User Staus  Actve

User Type Internal Internet
Please check funcheck boxes to assign/unassign roles to the user

EIV - Enterprise Income Verification

P [F] IV - Internal EIYV Uszers Access

[ Assign/Unossign Foles ] | Concal

3. Click the Assign/Unassign Roles button.
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__________________________________________________________________________________________________________________________________|

3 Public Housing Program User Administration

This section covers the functions available for Public Housing program User Administrator.

3.1 Role Assignment in EIV User Administration

EIV uses a role-based authorization scheme to grant Public Housing program user access to EIV
content and functionality. The system offers a variety of pre-defined roles at each security level.

To access the User Administration function in EIV, the user needs to have the User
Administrator role assigned within the user’s security level.

There are pre-defined set of functions and permissions associated with each role. In order to
access EIV system content and functionality, each Public Housing program user must have at
least one role assigned to his/her ID. The use of the By Roles option within the EIV User
Administration module is one of two ways in which roles may be assigned to a user’s WASS ID.
The other is through the use of the By Users option.

3.2 Search for User Information
There are two methods for searching for user information in EIV:

The By Roles option allows you to first locate a particular role, and then add or remove users
from the role. Access available roles by clicking the By Roles link appearing under the User
Administration heading on the EIV (left-side) Navigation Panel

The By Users option enables the User Administrator to select a security level from which to pick
individual user IDs for possible assignment or removal of one of more roles individually or for a
group at the same security level. Access available users by clicking the By Users link appearing
under the User Administration heading on the EIV (left-side) Navigation Panel
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3.2.1 Search Methods

3.2.1.1 ByRoles

Select the By Roles link on the EIV navigation panel available for Public Housing program users
when you want to locate the users associated with a particular security level and role. When
selected, this option opens the Security Levels List page. This page provides all the tools needed
to help you quickly and easily select a security level, add, view/remove and download user list.

Enterprise Income Verification HUD Home PIH Home EIV Home Search  Ema

User Administration > By Roles

Printer-Friendly Version
Download in Excel

Security Level: HQ - HUD Headquarters
| Actions __[Role ]

a8 DCG 1
Qa2 HQ Field Operations 3
H A2 Hoowo 3
Q9 HQ Occupancy [
B Q 2 HQPHDHAP 2

QB HQ Security Admin 7
Q@ HQ Senior Mgt 3
Qa2 HQ System Admin 4
a9 HQ User Admin 6

Security Level: HUB - Hub
T L ™

a2 Hub Occupancy Specialist 3

a2 Hub Security Admin 2
a2 Hub User Admin 3

Security Level: FO - Field Office
|Actions __[Role _______Jtses |

a9 FO Occupancy Specialist 4

=h 0 2 FO Security Admin 3
L= ] FO User Admin 5

Security Level: PHA - Public Housing Agency
actions  [Robe |

a2 PHA DHAP Assistance g
Q2 PHA Occupancy - Public Housing 45
Q@ PHA Occupancy - Voucher 57

a2 PHA Occupancy Application Processor 38
= 2 PHA Security Administrator 12
% Q @ PHA User Admin 36
Q@ Pragram Administrator - Public Housing 16
Q2 Program Administrator - Voucher 16

Security Level: TARC - TARC
I S

a9 TARC Occupancy Specialist 1

Q9 TARC Security Admin 1
a2 TARC User Admin 1
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Associated to each role record are the tools needed to manage user administration activities.
The following tools accompany each record:

Icon

&

Description

Add User tool — Select this tool when you want to add a user to the specified role.
When selected, this tool launches the By Roles page. This page allows you to construct
a search query that will locate the user you want to add to the role. Once located, the
user ID can be assigned the role.

View/Remove Users tool — Select this tool when you want to view a list of the users
associated with the specified role. When selected, this tool launches the User List page.
This page allows you to view and update user role information and remove user IDs
that are assigned a role.

:'3

Download Excel Report tool — Select this tool when you want to download the list of
users with any role into Microsoft Excel. When selected, this tool opens a ‘File
Download’ dialog box, which allows the user to ‘Open’ or ‘Save’ the report containing
the list of User IDs with the selected Role.

Start the search process by first selecting the appropriate security level. Once you have made a
selection, use the View/Remove Users tool (magnifying glass &) appearing adjacent to the role
record for which you wish to view user profile information. Once the user clicks on the
magnifying glass icon, the results appear on a search results page. Once the search criteria, the
Search Result page is displayed. Refer to Section 3.2.2 for description of the Search Result.

To print the report, Click on the Printer-Friendly link on the By Roles page

3.2.1.2

By Users

Select the By Users link on the EIV navigation panel available for Public Housing program users
when you want to locate a particular user or group of users. The By Users page as shown below
provides different ways to quickly and easily locates user profile information.
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Enterprise Income Verification

User Administration >> By Users

Quary View usars bry:
Lavt Name “Uner 1D

" "
Sesch et | | exactmonch =

r PHA
[ Seechisen ]

ABCDEFGCHIJELMNOPOQRSTUYWXY?Z

*AlL Usne s bagin with C. ), i or M

WD 0
e 9
r FO :A.
TARC T -
I

On this page, you will find the following search components:

= Last Name/User ID Query

= Alphabetical List Query

The search is performed based on combination of the search components, i.e., Region Query
and either Last Name/User ID Query or Alphabetical List Query. Described below are the

different query options.

3.2.1.2.1 Last Name/User ID Query

Use this component when you want to construct a query that searches for user profile

QueryView users hy:

 Last Mame O *User ID

Search userl | exact match j

Select Region:

ABCDEFGHI!]JKLMHNOPOQRSTUY WXYZ

“All User Id’s begin with C, |, Hor M

& HUD HO

o HUB JALL =l

ol FO JALL =l

s TARC ALL -

[ PHA [l |

View users by first letter of last name/User |D

information using either a Last Name or a User ID as shown on the screen below.

The first portion of the search is the Query/View users by. There is a radio button for each
search option. By default, the Last Name option is active when the page is launched. Click the

EIV User Administration Manual for Public Housing Program
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radio button adjacent to a search option to select it. The selected search option works in
combination with that defined by the Region Query portion of the page.

Once you have selected a search option, use the textbox adjacent to the Search User textbox to
specify your search criteria. Enter a complete or partial last name/user ID, and then select one
of the following wildcard search options:

= Exact match — Search results must match the specified text, exactly. Use this option when
you want to target a specific name. By default, this option is active when the page is
launched.

= Begins with — Search results include all the last names/user IDs beginning with the specified
letters. Use this option when you want the search results to include a list of names/IDs
beginning with certain characters.

The second portion of the search screen is the Select Region. Use this portion to construct a
query that limits the search to a specific region of the HUD organization. You will find the option
useful when you want to apply the same role changes to a group of users in one or all of the
entities associated with a particular region. For example, change the role responsibilities for all
the users in a particular PHA, or a group of users in all of the PHA’s.

There is a radio button for each regional option. By default, the HUD HQ option is selected when
the page is launched. You search is limited to one region option at a time. Where applicable, a
selection list accompanies a regional option. The selection list allows you to designate which
entity (within the region) you wish to include in the search. You can select one, or all of the
available entities. By default, the All option is selected when the page is launched.

Click the Arrow adjacent to the textbox associated with a region to view a list of entities in that
region. Entity options are listed in order, according to name. Numeric names appear first,
followed by those that are a combination of numbers and letters. Highlight an option to select it.
Once selected, the entity name appears in the textbox adjacent to the region option.

Region selection works in combination with the search option specified in the Last Name/User
ID Query portion of the page.

For users with more than one PHA assignment, select the Last Name or User ID radio button,
enter the Last Name or User ID depending on the option selected and choose the PHA radio
button with ALL option as indicated below.

QueryMiew users hy:

O Last Name & *User ID

Search user [M

Select Region:

O HUD HQ

(& HUB ALL -

@) FO ALL ~

(& TARC ALL -

® PHA ALL 3
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3.2.1.2.2 Alphabetical List Query

Use this component of the Search Users by Region page as shown on the screen below when
you want to construct a query that limits the search to either the user’s last name or ID for
those that begin with a specific letter of the alphabet.

View users by first letter of last name/User ID

ABCDEEGHIJEKLMHNOPORSTUYWXYZ

This component of the form may be used in combination with Select Region Query components
to narrow your search. For example, search for those users whose user ID begins with (T), within
a specified entity of a designated region.

You can view an alphabetical listing of either user names or user IDs by selecting the appropriate
letter of the alphabet. Located at the bottom of the Search Users by Region page you will find
the letters of the alphabet, represented as hypertext links. Click a letter to display a list of users
whose last name or user ID begins with the selected letter.

You can view user information, by either a last name or user ID. At the top of the page, there is a
radio button for each viewing option. By default, the Last Name option is active when the page
is launched. Click the radio button adjacent to the desired search option.

Once the search criteria, the Search Result page is displayed. Refer to Section 3.2.2 for
description of the Search Result.

3.2.2 Search Results

3.2.2.1 ByRoles

The results of a search By Role appears on the Users by Role List page as shown below.
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[en

erprise Income Verification HUD Hame P Home EIV Hama Search

User Administration >> Uy Hales >> User List

Usees Cuttently in PHA: PHA Gccupancy - Public Howing

t214
150 of 290 Users

Action Chear 1D S|PMA © Curtunt Status
ra/ v NY110 Mew York Ty Dept of Meuting Pretesation & Dev.  Approwed
Q7 wvoos 0001 Cokumtus MMA Apgromea
r a7 woos THOO4 Fart Woeth Apstomed
ra/ woos FLODY Jach somie Apgromed
ra l Vs LD Cheago Mousng Acthonty Approwed
raf wss WYDDS New York City WA Approwd
re ’ MO NYOOS New York Cep A Appiwed
ra7 oo NY110 New York Gty Degt of Hoasng Presesition & Doy Apgrovd
raf wou MO0 Coburnbays MMA Apetomed
ra f wooxs FLUIGT Jachnarmile Apptovwd
raf wozs NYOOS New Yoek Ty HA Apcrtmed
raQf wooo OHODY Cabubus MHA Apptowd
raf snx THO0S Fort Weeth Poades
raQf won MO LAWSON Perdrg
r e F v NCDRH Macton Mousng Authondy Pondrg
ra/ wenwo CADS ELREKA Pesdrg
ra/ wax SO0 KNGSTREE Pendng
raQF woue NINOOB TERGUS FALLS HRA Feadry
rQf wans MNIIT OTTER TAL COUNTY MRA Perdeg
Q7 st Suun Ayers AVE0) AHFC - 55 Peeden

raf s Dwad Mareng FLIN2 Babae County Peadrg

The search results are also stored in a User List table. The table includes a record for the
Security Level and role selected. The records displayed are initially sequenced by User ID.
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For Public Housing program users with Multi-PHA assignment, the search results page appears
as shown below.

[aserts) surcesshully reseved fom PIA:PELS OCCUPARCY - PUDLIC HOUSING

Misers Currently i PHA PHA OCCUPANCY . PUBLIC HOUSING

1234567809 10 NoaGouw O
1-S00f 7725 Users Last Page

[ Femowe
I UseriD +| FirstName | LastRame 5| PHA =

O Q# MO032 8809 e FLOO1 Jacksoomile Approved
QK7 wmooz 85039 £l TXD0& EortWorth Approved
NQ.F wosa: 930333 EN FLOD1 Jatksansile Approved
O Q‘V M0D335 580235 EN NY110 Mew York City Department of Housng Pressevation SDev.  Approved
OQ ¢ woozs 850335 £ QK01 Colmibus MHA Appraved
K7 woozs  $50335 £V THO04 Fort¥orth Approved
MR woosas 830035 EN ILDD2 Chicago Housing Auhority Approved
C1Q. ¢ wmoozs  $50235 EN NY005 Mew ork City HA Approved
0 Q’ M00338 850336 En RY00% MNew York City HA Approved
TR 7 woozm S50336 ENV Y110 Maw York City Department of Housmg Fressmation 802y, Approved
14 w0 $30297 ENV FLODY Jatksoesile Approved
O0Q¢ woozr 850397 NV THO0& Fert Worth Approved
CQ 7 woozs 850338 £ FLOOT Jatksconia Approved
T R.7 woozs 530339 NV NYO0S Mew ork City HA Approved
0QF we  $30940 £V DO0¢ oot Apgrvay

Search results are stored in a User List table. The table includes a record for each user

Matching your search criteria, records are sequenced based on the option selected in the Last
Name/User ID Query portion of the search page. For example, if the User ID option is selected,
records are sorted alphabetically, according to user ID.
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3.2.2.2 By Users

The results of the search By Users (done through Last Name/User ID Query, Region Query or
Alphabetical List Query) appears on the Search Results page as shown below.

Enterprise Income Verification

HUD Home 'Y Home

Uses Administration >> Dy Users »> Search flesedn

SelectAll | Desehctar | How» |

! ¢ Back ]

119 o499 sann

Flnt Hame © Last Name ©

r SO LAST . BV REALS
r SSOMD LAST . EV REALS
r SS0H4 LAST . ENV REALS
r SS0H5 LAST . ENV REALS
r LAST - BV REALS
f LAST | ENV REALS
r LAST . ENV REALS
5 oM 7 LASY . ENV REALS
r SSOM LAST . BV REACS
110 LA r REA
r SSOH LAST . BNV REALS
r "1 A Ef REA
r Q. MTASY) S0 LAST - BV REACS
o MTASI4 SSOMIL LAST . ElV REACS
r A HTASYS SSOH15 LAST . ENV REACS
a MTASIH JOH18 LAST . ENV REACS
r a MIASYH S50 LAST . BV REACS
A MTASSS SSOH LAST | EN REALS

3.2.2.3 Search Results Sort Capability

For both By Roles and By Users, sort capabilities are provided in the Search Result page by
ascending or descending order of User ID, First Name, Last Name and Code (Division Code, HUB,
Field Office, PHA). Use the Sort Icons (triangle) as shown on the screen appearing with the
column to change the order in which information appears. Clicking the top triangle sorts the
data so that it appears in ascending order (A to Z), while clicking the bottom triangle sorts the
data so that it appears in descending order (Zto A).
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The sort applies to the entire search results table, instead of sorting just on the records
displayed on the page.

Sort
Icons drtinn llsa lmi stNime 3| ListNane % | Phy %
o7 MUU ) Approved
O 7 woozs 55033 El THO04 Fort Wiorth Apnroved
] Q.f? mMoo3az 550333 El FLOO1 Jacksonville Approved
[F] Q.f? MO033s 550335 = MY 110 Mew York City Department of Housing Preservation & Dev. Approved
O 7 woosss 550335 El OHOO1 Colurmbus MHA Apnroved
O 7 wmoosss 550335 El THO04 Fort Wiorth Apnroved
] Qﬂ? Moo33s 550335 El ILO0Z Chicago Housing Authority Approved
09 # mo033s 950335 El MIYIIS Mew Yark Gty HA Approved
O9% # Mo0336 950336 El MIYIIS Mew Yark Gty HA Approved
[F] Qﬂ? MO0336 580336 El MY 10 Mew York City Departrment of Housing Preseration & Dev Approved
] Qﬂ? Moo3a7 550337 El FLOO1 Jacksonville Approved
il Qﬁ? MO0337 550337 EN TX004 Fort Worth Approved
O Q_ﬁ’ Mooz3g 550338 El FLOO1 Jacksonville Approved
0 & wnnean oomaan Cu BLOnE b1 AT 0 al
3.2.2.4 Search Results Pagination
The report has the Pagination capability. Results are displayed in the group of 50 records per
page. If the search results fetch more than 50 records, links to Next Group of 50 records and Last
Page are provided. Also the links to Previous Group and First Page are also provided.
Pagination > - “," 5 x f’,"m""' 3 -
| User List
'Amon } Userid 5
QN ST.E AQ14 San Mate n
QN LAST - El
K LAST - EIv
[ S LAST - EIV DUSHNG AUTHO
QL L-'—:-"-T t v
qQ LAST -ENV
QA LAST -ENV G AUTH
Qk M00332 LAST - EV
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3.3 User Administration

Use the information in this section to help you carry out your user administration activities. It
includes the following step-by-step instructions:

= Assign arole to a User

= Assign Development(s) to a User Profile

= Remove a Role from a User’s Profile

3.3.1 User Administration — Individual User

3.3.1.1 Assign arole to a User

When seeking to assign or remove a role to a user, you may search using either the By Users or
By Roles as described in Section 3.2.1.

Search results By Users and By Roles are described in Section 3.2.2.

Sample search result pages are shown below:

Search Results — By Users

Enterprise Income Verification HUD Horme PIH Home EIVHome  Search
User Administration »> By Usery »> Search Results
(Selectan |{_Deselectin ][ New2 |
Next Group ©
1.50 of 97 Usors Lost Page
;lelhl I
Action { Userid $ | First Naene S | Last Name S
0O Q WMo S80I LAST . Ev unty
00 a Moan SS0IN LAST - EN
Q MoIN S80I AST - EIV QMO0 Columbus MMA
O A mMoan S50 LAST - EV PAROS ALLEGHENY COUNTY MOUSING AUTHO
C QN0 5803 LAST -EIv TX003 Fort Worth
0O S Moo $S031 LAST -ENV TX006 San Ante
Q Mo03x2 M3 LAST - &V PAGOE ALLEGHENY COUNTY MOUSING AUTHO
C Q Moo3xe LAST -ENV TX004 Fort Wenth
0 Q M LAST -Env CA214 San Mateo County
[ Q M00333 LAST -ENV FLOOY Jacksomalle
[ a Mmop3as LAST - &0 GADOS Atlanta HA
00 moo3x LAST - ENV IL002 Chicage Housing Authonty
[0 o 100333 LAST - EIV O
) M00333 LAST -ENV ¥ York City HA
N QM AST -EN N ty Dopt of Houning Prasenation & Dav
0O aw LAST -EV OHO0T Columbus MHA
0O aw LAST-EW QOHO31 Ponags MHA
[0 a M00333 LAST -ENV X004 Fon Worth
Q MO0333 MO333 LAST - EN TAD06 San Antomio
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Search Results — By Roles

( Remove |
Chcion s 0| Fisiome | Losome | Pos_&

C19 ¢ w0033 850331 ENV FLOO1 Jacksorwille Approved
07 w03 55033 EV TXO04 Fortvéorm e neoned
(| QV M00233 850233 En FLOOT Jacksomille Approved
Ol Q ;7 M00235 £803135 EN NY110 New York City Depatrnent of Housing Preservation & Dev Approed
A7 woosss 550335 EWV QHODY Columbus MHA Approved
O # wmo0z3s 80335 = TX004 Fodt Worth Approved
Q. F moo33s 880335 EN IL0OZ Chicago Housing Authority Approved
A7 moozas 880338 EN NY0OS New York Gty HA Approved
O ¢ wmooze  S50336 EN NYDOS New York City HA Approved
] Q., 7 wmooz3s 550336 EN NY110 Naw York City Departmant of Housing Presarvation & Dev Approved
1 Qﬁ M00337 880337 e FLOOT Jacksamslle Approved
Q7 w037 850337 ENV THO04 Fot Worth Approved
A7 moozas  s$50338 £ FLODY Jacksomville Approved
1 C\ﬁ M00239 8503239 EN NY0O0S New York City HA Approved
11 Q F wmooza0  S50340 ENV TX004 FostVorm Anproved

Each record in the list includes some, or all of the following components:

= Action — Use this column when you want to apply an action to the associated record.
Available action options vary based on the search criteria, include the following:

= Checkbox — The appearance of a checkbox in the Action column indicates that the record
can be selected for inclusion in another action. It works in combination with another
command on the page, e.g., Add, Continue, Next, etc.

=  Click the checkbox to select it. A check mark in the checkbox indicates it is selected. For
example, click the checkbox and then click the Add button to add the selected user to the
role.

= Update (&) — The appearance of the magnifying glass tool in the Action column indicates
that you can update user role information.

= Update Developments ( # ) — The Pencil tool will appear only for the PHA Occupancy - Public
Housing Role, as each Public Housing has a set of developments. The appearance of this tool
indicates that you can update the user developments information.

= User Id — Identifies the user’s identification number as provided by the WASS system.
=  First Name — Provides the user’s name as it appears in the WASS system.

= Last Name — Provides the user’s name as it appears in the WASS system.

= Code/Division — Identifies the Division/PHA code to which the user is assigned.

=  Current Status — Displays the status of the user, as in Approved/Denied/Pending/Certified
etc.

Click the Action checkbox adjacent to the user you wish to include in the role. A checkmark
in the checkbox indicates that it is selected. You can add one, several, or all of the available
users at the same time. When you have made your selections, click Add or Request (if you
are a PHA-level user administrator) to submit your request. The system processes your
request and responds as follows:
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= If you are adding these users to any role through By Roles (except PHA Occupancy — Public
Housing), a message confirms the number of users added to the role, and you are returned
to the Security Levels List page as shown below.

Enterprise Income Verification HUD Home PIHHome ENHome Search  Email

User Administration - By Roles

Security Levels List

2 users successfully added to HUB:Hub Occupancy Specialist

Security Level: HQ - HUD Headguarters

9 2 peo 2
= 4, @ 1o Field Operations 11
9 2 Hoos 29
e Q& HQ Occupancy 27
A B Ha Security Admin 17
=4 2  HaSenior Mgt 4
ks

= [If you are adding these users to any role through By Roles (except PHA Occupancy — Public
Housing), a message confirms the number of users added to the role, and you are returned
to the Security Levels List page as shown below.

= If you are adding these users to any role through By Users (except PHA Occupancy — Public
Housing), the User Profile Details page is displayed as shown below.

Enterprise Income Verification HUD Home PIH Home

User Administration - By Roles/By Users

User Profile Details

Selected User |

User ID: M0O0331

User Name: S80331 LAST - EIV
Office Code: Tx006

Participant Code: TX006

List of Roles
I L R

F PHA DHAP Assistance

7 PHA Occupancy - Public Housing Approved
PHA Occupancy - Voucher Approved
il PHA Occupancy Application Processor

F PHA Security Administrator

O PHA User Admin

Program Administrator - Public Housing Approved
Program Administrator - Voucher Approved
[ Update ][ Revoke All
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Use the User Profile Details page make changes to the user’s profile.

v' Select the Action checkbox for the role or roles to be added to this user’s profile or
v Deselect the Action checkboxes for a role or roles to be removed from this user’s
profile.
v" Click Update.
The system restores the page, displaying a message indicating the change was successfully
implemented.

3.3.1.2 Assign Development(s) to a User Profile

At the PHA security level, you can control access to tenant data at the role level. Limit the user’s
access to income data by designating the development(s) that can be accessed. Because PHA
Occupancy — Public Housing is a role, the best route to assign development(s) is by using the By
Roles option. The PHA level has four possible roles: PHA Occupancy— Public Housing, PHA
Occupancy — Voucher, and Security Administration. Developments may only be assigned to PHA
Occupancy — Public Housing.

If you are adding a user(s) to the PHA Occupancy — Public Housing role through By Roles or By
Users, the Assign Developments to User page is displayed as shown below. This has been
created to facilitate the assignment of individual or groups of housing developments to staff
members of large PHA’s where it is not possible for one staff member to cover them all. Select
All and Deselect buttons are available in the User Administration - By Roles or By Users Assign
Developments option, which is shown in the Assign Developments screen as shown below.

F
Enterprise Income Verification HUD Home PIH Home EIV Home Search

User Administration - By Roles/By Users

Assign Developments to User

User Roles have been updated for user(s) - M00331.

Selected User Information
N L [

MWI00331 SS50331 LAST - BN TROD4

Developments
TXOO4001 RIPLEY ARMNOLD APARTMEMNTS

|

] THOO04002 BUTLER PLACE APARTMENTS

= THO04003  CAWILE PLACE APARTMENTS

il TXO040044  RIPLEY ARMOLD ADDITION APARTMENTS
= TXO04004E BUTLER ADDITION APARTMENTS

= Check the development to be assigned to the user and click the Assign button. Once the
button is clicked, a message confirms the number of users added to the role, and you are
returned to the Security Levels List page as shown below.

User Administration - By Roles

Security Levels List

2 users successfully added to HUB:Hub Occupancy Specialist

Security Level: HQ - HUD Headguarters

Chctions —[role ]

Q2  poo 2

= - 14
% Q 2 HG Field Operations 11
O &

Hio Ol 2]
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= If you are adding these users to any role through By Roles (except PHA Occupancy — Public
Housing), a message confirms the number of users added to the role, and you are returned
to the Security Levels List page as shown below.

To assign a development to an individual PHA user through By User, complete the following
steps:

Click the Update User Roles tool (%) adjacent to the PHA user to whom you wish to assign a
development. The User Profile Details page as shown below is displayed.

Enterprise Income Verification HUD Home PIH Home

User Administration - By Roles/By Users

User Profile Details

Selected User

User ID: 1100331

User Name: 550331 LAST - EIV
Office Code: TX006

Participant Code: TX006

List of Roles

ion —— JRoe s |

L} PHA DHAP Assistance

4 PHA Qccupancy - Public Housing Approved
PHA QOccupancy - Voucher Approved
(Ll PHA Qccupancy Application Processor

L.} PHA Security Administrator

P PHA User Admin

Program Administrator - Public Housing Approved
Program Administrator - Voucher Approved
[ LUpdate ][ Revake All

Click on the “View/Update User Developments" icon ( # ) against the PHA Occupancy — Public
Housing Role for the user.

The Assign Developments to User page appears as shown below. Use this page to control the
user’s access to tenant income data. You can select one, several, or all of the available
developments, depending on your requirements. You must select at least one development;
otherwise the user will not have access to any tenant income data.

Click the checkbox next to the desired development or developments, and then click Update.
The system processes your request and returns you to the User Profile Details page.

Selected User Information

I L (= S
M00331 550331 LAST - EIV TX006
[ SelectAll | [ Deselectall | [ Update |

List of Developments

Developments

TX006000001 GMVAFM
TX006000002 DGOBMERK YPEFCG
TX006000003 NVJQQED OPJTHCG LMCWHQ

>
2
=]
2

BEE
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3.3.2 Remove a Role from a User’s Profile

Complete the following steps to remove a role from a user’s profile:

e C(Click the By Users link on the left-side navigation panel.
e Perform user search as described in Section 3.2.1
e Choose a user from the Search Result

e C(Click the View/Remove Users icon (%) on the selected user and the user profile is
displayed.

e To remove arole, uncheck the role and then click update. If you want to remove all
roles, click Revoke All.

3.3.3 User Administration — Group of Users

Many of the user administration features available for individual users are also available for
groups of multiple users, including the following:

e Search for a Group of Users

e Modify Roles Assigned to a Group of Users

3.3.3.1 Search for a Group of Users

It is important to understand that in order to administer a set of users as a group, they must all
be at the same security level. This section describes the process of conducting a search to
return a list of users.

To search for and select a group of users in order to add a role or roles, remove a role or roles,
or revoke system privileges, complete the following steps:

Click By Users in the left-side navigation panel.

The Search Users by Region page appears as described in 3.2.1.2.

3.3.3.2 Modify Roles Assigned to a Group of Users

Use the Search Users by Region page to help you locate the user you want to add to the
selected role. The page offers you several ways to do that, construct a search query, or view an
alphabetized list of users. Your search will be limited to those users your role allows you to view.
If you need assistance constructing a search query, refer to Section 3.2.1.

Once you have defined your search criteria, click Search Users.
The results display on the Search Results — Users by Region page as described in Section 3.2.2.

Use the Search Results — Users by Region page to help you carry out your user administration
activities, at a group level. The User List table can be sorted on User ID, Name, and
Code/Division.
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Click the Action checkbox for one or more users to whom you want to assign the same role or
roles.

If you want to assign the same role or roles to all users in the search results, click Select All. If
you have selected some or all users in the list and want to deselect all selections, click Deselect
All and make your selections again. Once your selections are made, click Next >>.

The User Profile Details page appears, identifying the selected users.

Confirm the List of Selected Users. If you made an error in selection, click <<Back to return to
the previous page and correct your selections.

Continue to the next section to add or remove roles for the selected group, or revoke all system
rights for the selected group.

3.3.4 Download Excel Report

User Administrators have the ability to download a Microsoft Excel report that gives statistics
related to the number of Users having a selected Security Level role. This is available through
the Download Excel Report feature.

To download the report, follow these steps:

v Click By Roles in the left-side navigation panel available to Public Housing program users

&
v Click the Download Excel Report icon ( al) appearing adjacent to the role record for
which you wish to generate the Microsoft Excel Report.

v" The system opens a File Download dialog box with Open and Save buttons. You can
either click the Open or Save button.

Enterprise Income Verification

File Download

User Administratio

Some files can ham your computer. If the fle riomation below
/ bookes cuspacious. o you 9o not tully st the cowrce, do POt open of
sarve thiz Sle.

File name: .. mourty Admin-20060006, s

Q@ HO File lype:  Microseft Excsl Worksheet

Q& HO Froos: wlappsdi.hud.gov

Q2 HO

4 q 2 HO Wondd pou Bom 10 open the fle o sa00s 1t 10 Yo compede?

Security Level: HU

Actions Role

Q2 Hub Occupancy Spacialist 63
Q2 Hub Security Admin 10
Q9 Hub User Admin p.1]

e N am - - 2 ——
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The user can choose to directly open the report or save it.

If the Open button is clicked, the Microsoft Excel is invoked, the Microsoft Excel spreadsheet
with the list of users are displayed as shown below.

2] HEIVO1-HQ Field Operations-20000818[2] [Compatibility Mode]

A B c D E F G
1 |Userld First Nam Last Nami Code Active Status Role
2 |Jdoe John Doe PCI Information Services Systems Division  Approved HQ Field Operations
3 [MSmith  Mary Smith PCI Information Serices Systems Division  Appraved HQ Field Operations
4 |CRay Clara Ray PCl Information Services Systems Division  |Approved IHQ Field Operations
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3.4 PHA Access Requests
3.4.1 Administer PHA Access Requests

User Administrators above the PHA level (i.e., HQ, HUB, FO) have the ability to approve the
requests for user role assignments submitted by PHA User Administrators through the PHA
Access Requests feature.

To administer PHA access request, follow these steps:

Click the PHA Access Requests link in the left-hand navigation panel

The system displays the PHA Selection page as shown below. The user can choose to view access
requests for All PHA’s (default selection) or for a single PHA.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration >> PHA Access Requests

Select a PHA:

AL

| View Access Requests ]
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When the View Access Requests button is clicked, the system displays the PHA User Request
List page as shown below for the PHA selected, or for All PHA’s.

F
Enterprise Income Verification

User Admslrnmation »» PHA Accam Rogueity > PHA User Hleguest Lie

The & 9 Users are y walting for it £IV Syvtem

P AS SiAs  Mumber of Reguess 57

Tha Lhawr Adninaow ator afaihd (0! MPeniow sery a0 Coms redeent Aue airy anbivafun) wher bar (i mbevitind o sigeed [er Ao Aoiteris phon & Kidee of Botaviw boom
[honse forme are o Do manianed by e MUD oficw aval Moy D suliyor 10 sV o gy Ao

Qeornlend it Excel
Eoioens Frieody Page

teut Grovp ©
190 ol 57 Requests Lant Page

A ) T E PHA Ocospancy Apphtstan Processn MG S50 LAST . ENV () e PR B
O NG PHA Ocoupency Agslcatan Processs MO 350m LAST - ENV e wa33? KX

D @ Pra Occipancy Aguicaton Procewssr UNAN) Moo LAST . BN e Moo W

O =N G PrA Occupmney Agplcaton Processsr MININS sS0% LAST . ENV rEm2 1033 J0M08 0

Y0 "N E PHA Oczwpancy Apphtaton Precesse MIMD SS0M0 LAST . EN NENR A7 2000029

O "G PHA Ocopency Apphcnan Pracess WM SSOMY LAST - EN ewe Ll 0089

UG PHA Dccapancy Apphcaton Processa MGME VOGRS LAST - £V neon W N8N
) “opi (& PMA Gctupancy Agpicston Procemssr MOSIIL  $30I LAST - ENV oH0) [ 2000089
) NG PHA Octupanty Agpheston Pyocesas AN NooYY) LAST . EN Ot NOYYY? N 03-10
D G PHA Occugpanny Appheaton Precosssr MOGER SS0IM LAST . ENV oo Mgy Aos
> NG PHA Qocupency Appbcaton Processer A% 5504 LAST - EN ] Nooxy? 00N
2 & PrA Ocowpancy Agphcaton Processar MOS0 S5O0 LASE. B oMo Moo 0089

PHA Octupancy Agpezston Processse M0 3024t LAST -EN oMot Moaxy? 009089
O " (@ PHA Ocoupancy Applcntion Processsr MIEMS  MDX3SS LAST .EN oY 07 20030899
D = FHA Octuancy Aschomton Processer MOEXY)  NOOI)) LAST - EN oM Mooa3? 2000.08-%9
) W@ FHA Occupancy Apphontion Processsr WM 5S0ON LAST . BNV o M0027? 20000899
O =1 @ Pra Occopancy Appicston Processar WOSIIT  SSO0I LAST-EN PAKH won? 2000.00-00
) e PHA Occupaney Acsheaton Processer MI232 OSSN LAST . &NV PALS Mooxs? 2008.08-%
Y "I G PMA Ocoupancy Asphcaton Procosss MOE)E  SSON6 LAST . EN FADDS Woo3? 2000-93.49

) PHA Octopancy Apghcation Processsr MIEMO 5500 LAST . ENV FALG wnn? 0000999
BHA Occupeny Apphcaton Pracewsn MM R LAST - ENV EAA L hb i 009 082

i A Ocounancy Ascle stan Procesasr WOOMS [V LAST . EN PRook My 200%08-92

L TIA FIV R | T, Ty e Ere Vet Ty e v T
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The report has the Pagination capability. Results are displayed in the group of 50 records per
page. If the search results fetch more than 50 records, links to Next Group of 50 records and Last
Page are provided. Also the links to Previous Group and First Page are also provided.

Sort capability is available for Role, User ID, First Name, Last Name, Participant Code, Request Id
and Request Date fields. Use the Sort Icons (triangle) as illustrated above. Clicking the top
triangle sorts the data so that it appears in ascending order (A to Z), while clicking the bottom
triangle sorts the data so that it appears in descending order (Z to A).

To administer PHA access request:

Select *A (to Approve the request) radio button, **D (to Deny the request) request or ***N (for
No action) under the Actions column for each user under request in the table. The ***N radio
button is defaulted for all users when the page is displayed.

Click the Update Action button

The system displays the PHA User Request List Results page showing a summary of the requests
that were approved or denied.

P U

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration => PHA Access Reguests == PHA User Request List

The following user(s) have been approved

ME507S PHA Security Administrator

The following user(s) have been denied

MRO203 PHA User Admin

You can further process PHA Access request by clicking Access Reqguest.

Access Request

To access requests that have not been processed (approved or denied) on the previous PHA
User Request List page, click the Access Request button and the system will re-display the PHA
User Request List page.

3.4.2 System Cancels Old PHA Access Requests

Nightly, a batch job runs and cancels all outstanding PHA access requests that are more than 90
days old.

EIV User Administration Manual for Public Housing Program Page 3-21



Region
Button

Public Housing Program User Administration

3.4.3 PHA Access Requests Report

The PHA Access Requests Report provides the user administrators with statistics on PHA user
access requested and acted upon for the current calendar quarter. This report can be accessed
by clicking the ‘PHA Access Requests Report’ under ‘User Administration’ from the left side
navigation panel.

v" The PHA Access Requests Report may be viewed at the HUD HQ, State, HUB, FO, TARC
or PHA level by selecting the appropriate Region button, then selecting the required
Area within the selected region and finally clicking the Get Report button.

-
Enterprse Income Verifcation

Usor Administration >> PHA Access Requests Repon

[sewctrogion: |

PHUD HO

State Alaska
dl
<

Huge TOHSEA Seame Hub v
FO DAPH SEAT TLE HUG OFFICE v

TARC PB1 Cleveland TARC +

PHA AKOD1 AHFC b4

S Get Report
B Button

A

v A printer-friendly version of the HUD HQ, State, HUB, FO, TARC or PHA Level PHA Access
Requests Report can be obtained by clicking the Printer-friendly version link on the
report page.

Enterprise Income Verification

User Administration >> PHA Access Requests Repont Selection >> PHA Access Requests Repont

PHA User Access Requests Report for HO
“Rnglon HUD HO
| Report Date 0471772008

Area

Primtot Frigndly Version <

Dewnload to Excel

Totol numbed of PHA user requesty

Printer-
Friendly

PHA Usor Accoss Requests Statistics for HUD HQ VerS|0n Iln k

Total number of PHA roles requests
s PHA Occupancy - Public Housing
e PriA Occopancy - Voucher
. F‘rjé _Q:f-.panc y Applicaticn Processee
o PHA Securty Admendtrator
o PHA User Admin
_Current calendar quarter number of Approved PHA (ole roquests.
Current calendar quarter number of Denled PHA role requests

1=}

oiwlwlioiolo|lalolola

|
S . . . —

Current calendar quarter number of System Concelled PHA role requosts
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v User Administrators also have the ability to download the report by clicking on the
Download to Excel link on the report page of the HUB HQ, State, HUB, FO, TARC or PHA

Levels.
Enterprise Income Verification HUD Home PIH Home EIV Home Seatc
User Administration >> PHA Access Bequests Report Selestion >> PHA Access Requests Report
: F PHA User Access Requosts Repaort for HO :
:Rnglon HUD MO
|Report Date 0471772008
Privdot Frigndly Version DOWnload
Downiond to Excel
QownicadtoExcel o to Excel
PHA User Access Requests Statistics for HUD HQ ||n k
Totol bed of PHA user req 0 |
Total number of PHA roles requests 0 |
s PHA Ocewpancy - Publc Housing 9 !
e PHA Occopancy - Voucher 0
e PHA Occupancy Agplication Processer 0
e PHA Secunty Admunistrator 0 |
= PHAUserAdmn e A R e s !
_Curreat calendar quarter number of Approved PHA role requests i
Curront calendar quarter number of Daniad PHA role requests i 4
Current calendar guarter number of System Concelled PHA role requests | 80 E

v" When the link is clicked, the system opens a File Download dialog box with Open and
Save buttons. You can either click the Open or Save button.

If the Open button is clicked, the program is invoked to produce a spreadsheet in Microsoft
Excel format displaying PHA Access Requests Report.

If the Save button is clicked, a Save As dialog box that would allow you to enter the filename
and save the spreadsheet in your local drive.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

Audit Reports > PHA

Savein ‘ | FO PHA usage report

Select Region and c S
Chkis
O] Fo ! &

(@] PHA FRecent Chexp w

e — Eoresi B

@ Cores2 ferate Fepart
Eores3

Desktop

My Documents

8
My Computer
“r‘] File: name:

—=
MyNetwok | Saveastpe | Microsoft Excel Warkshest v [ canca |

> ‘ I Save ]
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3.5 Administer HUB Users

EIV uses organizational information from PIC. However, EIV allows users to be assigned to the
HUB level whereas PIC does not. That necessitates a special process to administer EIV HUD
users.

This functionality is only available to HQ Users.
To administer HUB users, follow these steps:

1. Click the link Administer HUB Users in the left-hand navigation panel for Public Housing
program users

The system displays the HUB List page as shown below.

F
Enterprise Income Verification
User Administration >> Administer HUB Users
The following HUBS are currently in the EI'V System:
HUB List
HUB Humb 1 = HUB Naiie l Sort
[FE IR 1000 Icons
SIS 11000 AHIAC Jach=mille Hub
[FE IR 15000 SHCHI Chicago Hub 1
SIS 16000 SHCLY Claveland Hub 28
s q 18000 SHDET Detroit Hub 23
s q 2000 ZHNYC New York City Hub 1
=q 20000 BHFTWY Fort YWorth Hub 10
= q 26000 9HLSA Los Angelas Hub
=a 23000 AHMEM Memphis Hub
= q 3000 2ZHBUF Buffalo Hub
=a 4000 ZHMNWK Mewark Hub
= q 5000 3HBLT Baltimare Hub 3

The Administer HUB Users page contains HUB Number, HUB Name, and User Count, which refer
to the number of users assigned to the HUB.

This page provides sort capability on the HUB Number, HUB Name and User Count fields. Use
the Sort Icons (triangle) as illustrated above to change the sort order of the users. Clicking the
top triangle sorts the data so that it appears in ascending order (A to Z), while clicking the
bottom triangle sorts the data so that it appears in descending order (Z to A).

The Action column includes the following tools:

@ Add Users to HUB icon: Used to add users to HUB security level

a List/Remove Users from HUB tool: Used to remove users from the HUB security level
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To add a user to a HUB, click the Add Users to HUB tool next to the HUB to which you want to
add a user and the system will display the HUB Users List page with the list of available users to
be added to the selected HUB. An example follows:

Enterprise Income Verification HUD Home PIH Home EIY Home Searcl

User Administration »> Administer HUE Users »> HUB User List

e following Users can be added to HUB: 4HJAC Jacksonville Hub:

Al

HUB User List

Action Organization Na ne % User 'y = User First Name % User Last Ham

Sort
Icons

O AHPH JACKSOM Userl First Userl Last

] AHPH JACKS ORI - User2 First UserZ Last

O AHPH JACKSONYILLE HUB OFFICE Usex3 User3 First Usex3 Last

] AHPH JACKSONYILLE HUE OFFICE Userd Userd First Userd Last

O AHPH JACKSONYILLE HUB OFFICE Users Users First Usexf Last

] AHPH JACKSONYILLE HUE OFFICE Users Usert First Useré Last
Add

The HUB User List table includes record for each user in the selected HUB. The record detail
includes the HUB’s Organizational Name, User ID, and User Name.

This page provides sort capability on the Organization Name, User ID, User First Name and User
Last Name fields. Use the Sort Icons (triangle) as illustrated above to change the sort order of
the users. Clicking the top triangle sorts the data so that it appears in ascending order (A to Z),
while clicking the bottom triangle sorts the data so that it appears in descending order (Z to A).

Click the checkbox for one or more user/HUB Organization combinations you want to assign and
the click Add. The HUB User List page displays a confirmation message indicating that the users
were successfully added to the HUB. The HUB User Count is updated to reflect the additions.

To remove a user from a HUB:

v Click the link Administer HUB Users in the left-hand navigation panel.

v' The system displays the HUB List page.

v" The HUB List table includes a record for each HUB. Records appear in ascending order
according to their HUB Number value. Each record contains the HUB Number, HUB
Name, and User Count (refers to the number of users assigned to the HUB).

The Action column includes the following tools:

Icon | Description

@ Add Users to HUB icon: Used to add users to HUB security level

Q List/Remove Users from HUB icon: Used to remove users from HUB security level
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Click the List/Remove Users from HUB tool (q«).

The system displays the HUB Users page as shown below.

Enterprise Income Verification

User Administration >> Administer HUB Users >> HUB User List

The following Users are currently in HUB: AHMEM Memphis Huhb:

Femaowe

HUB User List

ction | Organizaiion Name & | Userip & | User Firs Nama 5| Usor Lowt Nam
O ALPH NASHVILLE PROGRAM CENTER Userl Userl Fixst Userl Last
= 4KPH MEMPHIS HUE OFFICE Userd Usex2 Fixst UsexZ Last
O 4KPH MEMPHIS HUE OFFICE User3 Usex3 First User3 Last
= 4KPH MEMPHIS HUE OFFICE Userd User4 Fixst Userd Last

On the HUB User List:

v Click the checkbox that corresponds to each user you want to remove from the HUB

v" Click the Remove button

v' The HUB List page displays a confirmation message indicating that the users were

successfully removed from the HUB. The HUB User Count is updated to reflect the
change.

EIV User Administration Manual for Public Housing Program Page 3-26



Public Housing Program User Administration
__________________________________________________________________________________________________________________________________|

3.6 User Maintenance

User Administrators can update the Expiration date of EIV Public Housing program users
through the User Maintenance feature. The default value is 30 days after the start of the
quarter.

To certify users, follow these steps:

Click the User Maintenance link in the left-hand navigation panel available for Public Housing
program users.

The system displays the User Administration - User Maintenance page as shown below with the
Search User by User ID section.

Enterprise Income Verification

User Administration >> User Maintenance

QueryView users by User ID:

Search user

[ Get User Information ]

v" Enter the User ID and click the Get User Information button
v' The User Details page is displayed with a textbox to update the Expiration Date

v The User Details page is displayed with User Expiration History report, which will display
the history of the specified user’s expiration history.

Enterprise Income Verification HUD Home PIH Home EIV Home Search  Email

User Administration >> User Maintenance >> User Details

Enter a valid Expiration Date and click Update:

User ID hO0341

First Name 550341

Last Name LAST - EV

Code NEDDZ, OHOO1, PAODE, TX004

Expiration Date in the format (mm/ddAnyyy) ||7

Reason for User Expiration |SEIE[:I one.. j
Update |

ser Expiration History
There is no User Expiration History for this user.

v' Enter a valid date in the Expiration Date in the format (mm/dd/yyyy): textbox. The date
should be within the current quarter plus 1 month (e.g., If today’s date is 10/15/2009, the
Expiration date cannot be a date after 01/31/2010 since 12/31/2009 is the current quarter
end date)
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v Select a Reason for User Expiration from the provided list of reasons. The provided list of
reasons are:
o Change of duties; access no longer required
o Terminated Employee
o Noncompliant with security requirements
Click the Update button.

The system updates the User Expiration Date and refreshes the User Details page with the
message User Expiration successfully updated on the top.

v" The system updates the User Expiration History section for the user at the second half of the
page as shown in the screen shot below.

Enterprise Income Verification HUD Home PIH Home EIV Home Search  Email

User Administration >> User Maintenance >> User Details

User Expiration Date Successfully updated

Enter a valid Expiration Date and click Update:

User ID MO0341

First Name S5034

Last Name LAST - EIV

Code WEDDZ, OHOO1, PADOG, TX004

Expiration Date in the format (mm/ddAny) W

Reason for User Expiration ISeIect one., =l

Updiete

User Expiration History

[Expiration Date|Expired By (UserlD)|Expired By (User Hame)|Update Date [Reason for expiration

MO0341 SS0341 LAST - EIV 11/02/2007  HEIW03 SEOHOE  LAST - EIV 10/30/2007 Change of duties; access no longer required NEOO2,0H001,PADODE, TXO04

EIV User Administration Manual for Public Housing Program Page 3-28



Public Housing Program User Administration
__________________________________________________________________________________________________________________________________|

3.7 User Termination Report

To view the User Termination Report (Only for HQ User Administrators), follow these steps:

e C(Click the User Termination Report under the User Administration in the left-hand
navigation panel available for HQ User Administrators.

The system displays the User Termination Report as shown below.

Enterprise Income Verification HUD Home PIH Home EIV Home Search  Email

User Administration >> User Termination Report

Specify the Start and End dates to get the User Role Termination Report. Specify date in the format (MM/DD/YYYY) or select by clicking on the calendar tool
= Beginning Date
“End Date Get Report |

Mote: The fields marked with = (asterisk) are mandatary

Type in a date or click the Calendar link () and enter a date in the Start Date and End Date
textboxes. Click the Get Report button.

The system displays the User Termination Report page with the Users’ who has expiration date
set within the specified Start Date and End Date.
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Enterprise Income Verification

HUD Home PIH Home EIV Home Search Email

User Administration >> User Termination Report

Specify the Start and End dates to get the User Role Termination Report. Specify date in the format (MM/DD/SYY YY) or select by clicking on the calendar tool

* Beginning Date |1 10172007
= End Date I] 1/30/2007 Get Report

Mote: The fields marked with = (asterisk) are randatory

Reason for Termination Humber of Users

Change of duties; access no longer required 2

Terminated employee 0

Noncompliant with security requirements 1]

¢ 1-Ngf2 Users 7\

MO0341 550341 LAST - Elv 11/02/2007 giaa 10/30/2007  NEODZ, OHOO1, PADDE, TX004 ACCESS N0 W Ilcons
regquired
Change of duties;

HEND1 SS0H01 LAST - EIV 110572007 HEMND1 10/04/2007  PCl Information Services Systems Division access no longer
required

1-2 of 2 Users

The report provides sort capability on the User ID, User First Name, User Last Name,
Termination Date (Expiration Date) and Reason Code fields. Use the Sort Icons (triangle) as
illustrated above. Clicking the top triangle sorts the data so that it appears in ascending order (A
to Z), while clicking the bottom triangle sorts the data so that it appears in descending order (Z
to A).

3.8 User Certification

User Administrators can certify EIV users following these certification rules:

e User Administrators cannot certify themselves except for HQ User Administrators.
HQ User Administrators are asked to certify each other.

e A HQUser Administrator can certify any user below his/her organizational level
(e.g., HQ UA can certify HUB, FO and PHA).

e Non-HQ User Administrators can only certify User Administrators at or below
his/her organizational level (e.g., HUB UA’s can only certify HUB UA’s, FO UA’s and
PHA UA’s).

3.8.1 HQ, HUB and FO Users

As HQ, HUB or FO user administrator, follow these steps to perform the user certification
process:

v Click the User Certification link in the left-hand navigation panel available for Public
Housing program users
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v' The system displays the User Certification Selection page as shown below. Depending
on the security level assigned, the user administer can select region from the region
selection, The User Administrator can select users (all users, users pending certification
or certified users) from the respective security level only. Please note that the Program
Type selection does not apply to HQ, HUB or FO users.

HQ User page

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration >> User Certification Selection

Select Region and Centification Criteria:

® HUD HO

l@] HUB All -

(@] FO All s

O TARC All et

(@] PHA All e
* Select Program Type: All PIH Programs | v
* Note: Only applicable to PHA
Select Certification Status: All b

Hote: User Administrator certifies that the following documents are on file for each user being centified.

« Access Authorization Form
= User Agreement
+ Rules of Behaviour

HUB User page

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration => User Cenrtification Selection

Select Region and Cenrtification Criteria:

® HUB All ha

O FO All -

l@] PHA All he
* Select Program Type: All PIH Programs |+

* Nate: Only spplicable to PHA

Select Certification Status: All hd

Hote: User Administrator certifies that the following documents are on file for each user being centified.

+ Access Authorization Form
= User Agreement
+ Rules of Behaviour
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FO User page

Enterprise Income Verification

User Administration >> User Certification Selectlon

Select Region and Certification Criteria:

HUD Home PIH Homa EIV Home Saarch

Email

A hote: Only sopsoable Lo PHA

(O FO All »
(@) PHA All ~
* Select Program Type: All PIH Programs v

Select Certification Status: Al v

| List Users

Notae: Usar Administrator cartifies that the following documents ara on fila for each usar being certified.

* Access Authorization Form
e User Agreement
* Rulas of Behaviour

You can select any value (All, Pending Certification, or Certified Only) from the Select

Certification Status dropdown and click the List Users button.

The system displays the User Administration Selection - User Certification page as shown
below, with the List of Users and their Roles section showing the User Name, User ID, Last
Certification Date and Certify User (button) or Certified User (status) for each user meeting the

selection criteria.

User Administration »=> User Cerification Selection »> User Certification

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

Field 2ZAPH NEWY YORK CITY HUB Number of 24 Certification

Office: OFFICE Users: Status: Al hd Change View

1-24 of 24 Users

List of Users and their Roles

FO Occupancy Specialist

o - <+
User Name: | John Doe User ID:: jdoe Last Certification Date: Nif Certify User
FO Occupancy Specialist FO Security Admin
User Name: Maria Salve User ID: | msalve Last Certification Date: 01/26/2006 Certified User

Certify
User
Button

User Name: josesp po User ID: ive Last Certification Date: 01/26/2006 Certified User
FO Occupancy Specialist

User Name: | Rose Mary User ID; rmary Last Certification Date: 01/26/2006 Certified User
FO Occupancy Specialist FO Security Admin FO User Admin

User Name: Lily Flour user ID; eur Last Certification Date: 01/26/2006 Certified User
FO Occupancy Specialist FO User Admin

User Name; ™imi fornes User ID; mfornes Last Certification Date: 01/26/2006 Certified User

& | nral intranet

Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Links to Previous

Group and First Page are also provided.
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For users that are pending certification, a Certify User button is displayed. Select a user and click
on the Certify User button against the selected user (e.g., User ID: jdoe) to Certify the User.

When the Certify User button is clicked, the system refreshes the User Administration - User
Certification page as shown below, with the List of Users and their Roles section. The selected
user now shows as a Certified User.

Enterprise Income Verification

HLID Ho Fit Hom IV Harr Soarch Lmal
Uhcer Administratisn >> lses Cotification Selection >> User Certéication

Flolg 2APH NEW YOR< CITY LS Mumbor ol 24 Cardfication 2 o ~
Officn: CFFIE thers: Sratus: A3 > L _Change View

T.28 oA 24 Usors
List of Usars and their Reles

Ussy Narree: s 4% b Uos User Bx jdos L oot Certmcasen Detsz | 012420005 Certied wser

FO Oceupancy Spaciakst FO Secusty Adan

Ussr Narrm: Marie Sabe User X | emradee Last CertiSicason Dates 01 C sy

FO Oczupancy Speciakst

User Harrpe: Joseiy 5o User i o Lawst © Oadre 0 ci Lioer

FO Ocoupancy Speciakst

User Narre; § Rase Masy User lx swaary Lact Cernitia Datiz 0 < [T

FO Occupancy Spaciakst FO Secusty Adain FO Usér Adnin

Usaw Haerwa: S0 Faser Usae B Vo Last CertiSicason Date: 01 C User

FO Occupancy Speclakst FO User Admin

User Harrpe: ™ird formes User i mderner Lavst Oatrc 0 Corsfing Lioer
Slireol evworor

3.8.2 PHA User

As PHA user, follow these steps to perform the user certification process:

v Click the User Certification link in the left-hand navigation panel available for Public Housing
program users

v" The system displays the User Certification Selection page as shown below.

Enterprise Income Verification HUD Home PIH Home EIVY Home Search  Email

User Administration => User Certification Selection

Select Region and Cenrtification Criteria:

® PHA

Selecta FHA

* Select Program Type:

* Note: Only spplicable to PHA

All PIH Programs  w

Select Certification Status:

Al b

+ Access Authorization Form
+ User Agreement
+« Rules of Behaviour

Hote: User Administrator certifies that the following documents are on file for each user being certified.

v' From the User Certification Selection page:
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v Select a value from the PHA drop-down list

v Select a value from the Program Type drop-down list. The PHA user administrator is given
the option to choose Program Type (i.e., All PIH Programs, Public Housing, Section) when
doing the user certification. When All PIH Programs is selected from the Program Type
drop-down list, it will list all the users within the PHA regardless of the role assigned. When
Public Housing is selected from the Program Type drop-down list, it will list all the users
with PHA Occupancy Specialist — Public Housing role. When Section 8 is selected from the
Program Type drop-down list, it will list all the users with PHA Occupancy Specialist —
Voucher role.

Select any value (All, Pending Certification, or Certified Only) from the Select Certification Status
dropdown and click the List Users button.

The system displays the User Certification Selection - User Certification page as shown below,
with the List of Users and their Roles section, with the User Name, User ID, Last Certification
Date and Certify User (button) or Certified User (status) for the selected criteria.

Enterprise Income Verification

HUD Home PIH Home EIV Home Search Email

User Administration > User Certification Selection »» User Certification

PHA: Al Mumber of Users: 53

- Change View

Program Type: | All PIH Programs | Certification Status: | All

Results are displayed in the group of 50 records per page. If the search results fetch more than

50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

For users that are pending certification, a Certify User button is displayed. Select a user and click
on the Certify User button against the selected user (e.g., User ID: SS00333) to Certify the User.
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1-50 of 58 Users Last Page

List of Users and their Roles
User Name: John Doe User ID: JDoe CADOS Sacramento City In.:ils(?;;‘ggcanon Date: Certified User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing Certlfy
User Name: Mary Smith User ID: MSmith CADO5 Sacramento City Last Certification Date: NIA Certify User — User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher Button
PHA Occupancy - Public Housing
User Name: Mimi Flour User ID: MFlour CAD05 Sacramento City Last Certification Date: MIA Certify User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Name: . Mary Jane User ID: MJane CADO5 Sacramento City Last Certification Date: NIA Certify User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Name: Ken Doe User ID: KLDoe CA005 Sacramento City Last Certification Date: NIA Certify User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Name: - Maria Sabre User ID: MSabre CAD05 Sacramento City ;:?;;?;;‘ggcalmn Date: Certified User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
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When the Certify User button is clicked, the system refreshes the User Administration - User
Certification page as shown below, with the List of Users and their Roles section. The selected

user now shows as a Certified User.

The system refreshes the User Certification Selection - User Certification page as shown below,
with the List of Users and their Roles section. The selected user now shows as a Certified User.

Enterprise Income Verification

User Administration >> User Certification Selection >> User Certification

HUD Home

PIH Home

EIV Home

Search Email

PHA: Al Mumber of Users:

58

Program Type: | All PIH Programs + | Certification Status: | All

~ Change View

Mext Group [+]

1 -50 of 58 Users Last Page

List of Users and their Roles

User Hame: John Doe

User ID: JDoe

CADD5 Sacramento City

Last Certification Date:
08/18/2009

Certified User

PHA Occupancy - Public Housing

PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Hame: Mary Smith User ID: MSmith CADDS Sacramento City ;:T;;gggcﬁtlon B Certified User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Hame: Mimi Flour User ID: MFlour CA005 Sacramento City Last Certification Date: Ni& Certify User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Name:  Mary Jane User ID: MJane CADO5 Sacramento City Last Certification Date: N/A Certify User
PHA User Admin PHA Occupancy - Voucher PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - Voucher
PHA Occupancy - Public Housing
User Hame: Ken Doe UserID: KLDoe CADD5 Sacramento City Last Certification Date: N/A Certify User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin PHA Occupancy - YVoucher
PHA Occupancy - Public Housing

Last Certificati Date:
User Hame: Maria Sabre UserID: MSabre CA005 Sacramento City U:-‘Suﬁrzeuu‘g‘ca ion bate Certified User
PHA User Admin PHA Occupancy - Voucher  PHA Occupancy - Public Housing PHA User Admin

PHA Occupancy - Voucher

3.9 User Certification Report

User Administrators can view a list of All users, Certified Only users, Users with Pending
Certification and Users with Expired roles using the User Certification Report. The user can view
Users at their Security Level and lower. e.g., HUB Users can view Certified Users and Users
Pending Certification from HUB, FO and PHA Security levels but not HQ users.

3.9.1 HQ, HUB and FO User

As HQ, HUB or FO user, follow these steps to generate the User Certification Report,

v Click the User Certification Report link in the left-hand navigation panel.
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v" The system displays the User Certification Report Selection page as shown below. The
user can select Users Pending Certification from the respective Security Level only.

v" The User Certification Selection page for a HUB HQ User appears as shown below.

HUD Home PIH Home EIV Home Search Email

Enterprise Income Verification

User Administration => User Certification Report Selection

Select Region and Certification Criteria:

® HUD HQO

O HUB All ha

(@] FO All b

O TARC All ~

(@] PHA All b
* Select Program Type: All PIH Programs |~
# Note: Only applicable to PHA
Select Certification Status: All e

v The User Certification Selection page for a HUB User appears as shown below.

HUD Home PIH Home EIV Home Search Email

Enterprise Income Verification

User Administration => User Certification Report Selection

Select Region and Certification Criteria:

® HUB Al b

(@] FO All b

(@] PHA Al b
* Select Program Type: All PIH FPrograrms

* Mote: Only applicable to PHA

Select Certification Status: All bt
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v" The User Certification Selection page for a FO User appears as shown below.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration => User Certification Report Selection

Select Region and Certification Criteria:

® FO All hd
O PHA Al b
* Select Program Type: All PIH FPrograrms

* Mote: Only applicable to PHA

Select Certification Status: All bt

v" From the User Certification Report Selection page:

v' Select a region (FO or PHA) and a value from the corresponding drop-down list. Please
note that the Program Type selection is only applicable to PHA region.

Select any value (All, Pending Certification, or Certified Only) from the Select Certification Status
dropdown and click the List Users button.

v' After you make a selection, click the List Users button

The system displays the User Certification Report Selection - User Certification page as shown
below, with the List of Users and their Roles section, with the User Name, User ID, Expiry Date,
Last Certification Date and Certify User (button) or Certified User (status) for the selected
criteria.
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User Administration »> User Certification Report Selection => User Certification Report ~ .
Printer-
HUD HGQ Humber of Users: 122 Friend|y
Certification Status: All ~ Change Yiew / Version
link
Printer-Friendly Version
Download in Excel
Download
12 3 .
150 of 122 Users In
List of Users and their Roles Excel

User Name: Nvatgouk Amjnw User ID: HO97 11 Expiry Date: N/A Last Certification Date: 07062006 Certified User Iln k
HQ OIG

User Name: Mgoih Amlwwsd User ID: H18590 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User

HQ OIG

User Name: Kwwwhh Bhijpfdks User ID: H15427 Expiry Date: M/A Last Certification Date: 07/06/2006 Certified User

HQ OIG

User Hame: Bzfbb Bbnol User ID: HO4844 Expiry Date: Hif Last Certification Date: 07/06/2006 Certified User

Ha OIG

User Name: Nkmcgoksd Bbhxgfg User ID: HO4751 Expiry Date: N/A Last Certification Date: 07062006 Certified User

HQ OIG
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Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

A printer-friendly version of the User Certification Report can be obtained by clicking the
Printer-friendly version link on this report.

User Administrators also have the ability to download the User Certification Report by clicking
on the Download in Excel link as illustrated above.

When the link is clicked, the system opens a File Download dialog box with Open and Save
buttons. You can either click the Open or Save button.

User Administration => User Certification Report Selection »> User Certification Report

HUD HQ

Cenrtification Status: All i Change View
File Download @

. Printer-Friendly Yersion

L Some files can harm your computer. IF the file information below N
\:/ lnoks suspicious. or you do nat fully trust the zource, do not open or Download in Excel
zave this file.

Humber of Users: 122

File name: HEIWO1UCRept.xls

File tppe:  Microsoft Excel Waorksheet
I Fram  iplappsd1.hud.gov |
User Name: Mvatgoul
HO 01z

pst Certification Date: 07/06/2006 Certified User

Would vou like to open the file or save it to pour computer?

User Name: Mgoih Arg
HO OIG Open ] I Save ] [ Cancel ] [ tore Info

pst Certification Date: 07/06/2006 Certified User

User Name: Muvwwhh
HQ QIG

st Certification Date: 07/06/2006 Certified User

User Name: Bzibb Bhngl User ID: HD4844 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User
HG QIG

User Name: Nkmcgoksd Bbxalg User ID: HO4751 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User
HQ OIG

User Hame: Hgtrrre Bk=xobh User ID: H15019 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User
HQ 0IG

v" The user can choose to directly open the report or save it.
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v If the Open button is clicked, the Microsoft Excel is invoked, the Microsoft Excel
spreadsheet with the list of users with the certification information are displayed as
shown below.

A [ B C 5] E F 2] H [ K L —
1 |HUD HQ | —
2 Program Type All PIH Programs
3 Number of Users 122
4 Certification Status Al
5
& User Name User ID | Expiry Da Last Certi Status ~ Roles
7 Muatgouk Armjri HOS711 WA 07 06/200€ Certified User
8 HQ OIG
9 Mgoih Ambawsd H18590  |N/A 07/06/200¢ Cerified User
10 HGQ QIG
11 Kinewbb Bhjpfdks H15427  |N/A 07/06/200¢ Cerified User
12 HG& QIG
13 Bzfbb Bbngl HO4544  |N/A 07 /0B/200¢ Cerified User
14 HG 0I5
158 Mkmegoksd Bhixgfy HO4751  [M/A 07 06/200E Cerified User
16 HO OIG
17 Hugtrrre Bkxohb H15018 [ MNIA 0706200 Cerified User
18 HQ OIG
19 Kkjws Bkxtfy-Duemy H19810  |N/A 0706/200E Cerified User
20 HGQ QIG
21 | Ekxdwip Bloowgf H19894  |N/A 07/06/200¢ Cerified User
22 HG& QIG
23 | Dwvzrhzz Bmbugyre H12900  |M/A (07 06/200E Cerified User

v If the Save button is clicked, the Save As pop-up screen as shown is displayed that will
allow you to save the excel spreadsheet to your local machine.

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> User Certification Report Selection >> User Certification Report

HUD Ha ==1E3 Number of Users: 122

Certification Status: Save As

Save in: | [EF Desktop ~ D E s o d
=
/_} My Documents -Friendly Yersion
--"l My Computer ownload in Excel
Fiecent &y Metwork Places jownload in Excel
I MACOSH
= EHED 13UCRept xls
3 HEIY15-2006081 1-IncomeSurmmaryReport, xls
Desktop @IncomeRepDrt‘Summary.xls
HP181_EIY_spplicationSecurity_6_0_0_0 with expired.xls P
User Name: Nvatgouk A § P181_FIY annlicationSecurihe 6 0 0 O.xls e r—
5 lE , €1P151_H Type: Microsoft Excel Worksheet
My Documents @F’HA_U Author: HUD RTH HUB OFFICE-20060709.xls
_ v 281PH2_UY Date Modified: 8/5/2006 1:25 PM kis _
User Hame: Mgoih Amiw @test «ld Size: 118 KB §6 Certified User
HQ OIG - g
.
User Hame: Kwwwbhb Bhjjl My Computer 5  Certified User
HE 0IG )
"1] File name: Y01 LICR ept. =ls hr
User Name: Bzfbb Bbngl > Certified User
by Metwark Save as type: Microsoft Excel Worksheet R
H2 OIG
User Name: MKkmcooksd Bhxofa User ID: HO4751 Exnirv Date: N/A Last Certification Date: 07/06/2006  Certified User |

3.9.2 PHA User
As a PHA user, please follow these steps to perform generate the User Certification Report:

Click the User Certification Report link in the left-hand navigation panel available for Public
Housing program users
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The system displays the User Certification Report Selection page as shown below.

Enterprise Income Verification

HUD Home PIH Home EIVY Home Search Email

User Administration »> User Cenrtification Report Selection

Select Region and Certification Criteria:

PHA Selecta PHA A
* Select Program Type: All PIH Programs |+
* Note: Only spplicable to FHA

Select Centification Status: All b

Pending Cedification
Cerified Only
Expired Onl

From the User Certification Report Selection page:

v

v

Select a value from the PHA drop-down list

Select a value from the Program Type drop-down list. The PHA user administrator is
given the option to choose Program Type (i.e., All PIH Programs, Public Housing, or
Section 8) when doing the user certification. When All PIH Programs is selected from the
Program Type drop-down list, it will list all the users within the PHA regardless of the
role assigned. When Public Housing is selected from the Program Type drop-down list, it
will list all the users with PHA Occupancy Specialist — Public Housing role. When Section
8 is selected from the Program Type drop-down list, it will list all the users with PHA
Occupancy Specialist — Voucher role.

Select any value (All, Pending Certification, Certified Only, or Expired Only) from the
Select Certification Status dropdown.

After making the selection, click the List Users button.

The system displays the User Certification Report Selection - User Certification Report
page as shown below, with the List of Users and their Roles section, with the User
Name, User ID, Expiry Date, Last Certification Date and Certify User (button) or Certified
User (status) for the selected criteria.
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User Administration >> User Certification Report Selection => User Certification Report

Rl
PHA: Tx004 Fort Worth Number of Users: 7 Program Type: | AllFIH Frograms |~ Printer-
Friendly
Certification Status: | Al ~ Change View .
Version
Link
Printer-Friendly Wersion
Download in Excel
Download
In
1-Fof7 U
e Excel
List of Users and their Roles .
Link
User Name: Nixv Amin User ID: MAS346 E=xpiry Date: MN/A Last Certification Date: 07/06/2006 Certified User

PHA Occupancy - Public Housing PHA Occupancy - Woucher PHA User Admin

User Name: 550331 LAST - EIV User ID: MOD331 Expiry Date: M/A Last Certification Date: M/A Pending Certification
PHA User Admin

User Name: SS0332 LAST - EIVY User ID: M0O0332 Expiry Date: NiA& Last Certification Date: N/A Pending Certification
PHA User Admin

User Hame: SS0333 LAST - EIV User ID: MO0333 Expiry Date: W/A Last Certification Date: 08/15/2006 Certified User
PH& Occupancy - Woucher

User Name: SS0335 LAST - EIV User ID: MOO335 E=xpiry Date: W/A Last Certification Date: M/A Pending Certification
PHA Occupancy - Public Housing

User Hame: 550337 LAST - EIV User ID: MOD337 Expiry Date: N/A Last Certification Date: N/ Pending Certification
PHA Occupancy - Woucher PHA User Adrmin b

Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

A printer-friendly version of the User Certification Report can be obtained by clicking the
Printer-friendly version link on this page.

User Administrators also have the ability to download the User Certification Report by clicking
on the Download in Excel link as illustrated above.

When the link is clicked, the system opens a File Download dialog box with Open, Save, Cancel
or More Info buttons. You can either click the Open or Save button.

User Administration => User Certification Report Selection >> User Certification Report ~
PHA: THX004 Fort YWarth Number of Users: ¥ Program Type: | AllFIH Programs v

Centification Status: | All “ Change View
File Download EJ

L3 ] Some files can harm your computer. IF the file information below Printer Friendly Version
_f"j looks suspicious, or you do not fully trust the source, do not open or Download in Excel
zave this file. -

File name: MO033ZUCRept.xls
File tppe:  Microsoft Excel Warksheet

I From: - Iplepped fud.aov |

User Name: Nixv Amt ftification Date: 07/06:2006 Certified User
PHA Occupancy - Py

Would vou like to open the file or save it to pour computer?

User Name: SS0331 pen | [_save ] [ Goncdl | [ Mowin ftification Date: N/ Pending Certification
PHA User Admin

User Name: S50332 FrsT="T1"7 TTSET T TITOoTT, TR oA TR casccertification Date: NiA Pending Certification
PHA User Admin

User Mame: SS0333 LAST - ENW User ID: MOD333 Expiry Date: M/A Last Certification Date: D8/15:2006 Certified User

PHA Occupancy - Youcher

User Name: SS0335 LAST - EIV User ID: MDO335 Expiry Date: WA Last Certification Date: N/A Pending Certification

PHA Occupancy - Public Housing
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If the Open button is clicked, the Microsoft Excel is invoked, the Microsoft Excel spreadsheet
with the list of users with the certification information is displayed as shown below.

A B c D E F G H J K L M
PHA: T+004 Fart Worth

1 =
2 Program Type All PIH Programs
3 Number of Users 7
4 Certification Status All
5
6 User Hame User ID  Expiry Da Last Certi Status Roles
7 Ml Amtn MAZIAE | MAA 07062006 Cerified User
&} FHA Occupancy - Public Housing
9 FHA Qccupancy - Youcher
10 FHA User Admin
11 SS80331 LAST - BV MO0331 | NA Ty Pending Certification
12 FHA User Admin
13 SS50332 LAST - EIV MO0332 | NAA T Pending Certification
14 PHA User Adrmin
15 550333 LAST - EIV MOD333 | NAA 08/15/200E Certified User
16 PHA Occupancy - Youcher
17 550335 LAST- EV MO0335 N [RIaY FPending Certification
18 FHA Occupancy - Public Housing
19 880337 LAST - BV MO0337 | NAA Ty Pending Certification
20 FHA Qccupancy - Youcher
iy FHA User Admin
22 IKRMRRRH ZGONAF  MKZ946  |NA 07/06/200€ Certified User
23 FHA Qceupancy - Public Housing
24 PHA Oceupancy - Youcher
User Administration => User Certification Report Selection »> User Certification Report ~
PHA: TX004 Fort WWarth Humber of Users: ¥ Program Type: | AllPIH Programs |+
Certification Sta Save As
Savein: | [E Desktop ~ D E s [~
MYy Documents frinter-Friendly Version
._—-} & My Computer Download in Excel
Recent &1y Metwiork Plares

) __MACOSX

G SHETV13UCRept. K ls

8 HEIY15-2006051 1-TncomeSummaryReport. xls

] Desktop ] IncomeReportSummary. xls
] #6F181_EIv_spplicationSecurity_6_0_0_0 with expired.xls _
User Hame: Nixv i S #6P181_Elv_applicationSecurity_6_0_0_0.xls I; e

2F151_EIv_applicationSecurity_7_0_0_0.xls
31PHA_Usage_Report_By_FO-64PH FORT WORTH HUB OFFICE-20060709.xls
My Documents
User Name: SS03] %PHA_Usage_RepDrt—ﬁ:!r—HEIV13—20060709.){IS Pending Certification
testuls
PHA User Admin '15

User Name: S503] My Computer Pending Certification

PHA Occupancy -

PHA User Admin
] -, ‘] File narne: tept. s hd =
User Name: SS03] i Certified User
PHA Occupancy - ty Metwork Save as ype: Microsoft Excel Workshest -
User Name: SS0335 LAST - EWV User ID: MOD335 Expiry Date: N/A Last Certification Date: NiA Pending Certification
PHA Occupancy - Public Housing
User Name: SS0337 LAST - ENW User ID: MOD337 Expiry Date: M/A Last Certification Date: N/A Pending Certification
PHA Occupancy - Youcher PHA User Admin hd

3.10 User Role History Report

The User Role History Report provides two options:

e By User - allows viewing of the role assignment history for any user.

e By User Administrator — allows the viewing of role assignment activities
performed by the user administrator. User Role History Report - By User.

To view the User Role History Report — By User, follow these steps:
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e C(Click the By User link under the User Role History Report in the left-hand navigation
panel available for Public Housing User Administrators and Security Administrators.

The system displays the User Role History Report — By User page as shown below.

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration => User Role History Report - By User

Specify the User ID, Start and End dates to check the Role Assignment history for the User. Specify date in the format (MMDDYY YY) or
select by clicking on the calendar tool.

= Usger ID
* Start Date
“End Date

Mote: The fields marked with * (asterisk) are mandatory

Enter the User ID. Type in a date or click the Calendar link () and enter a date in the Start
Date and End Date textboxes. Click the Get Report button.

Note: The Start Date must be within 30 days from the End Date.

The system displays the User Role History Report — By User page with the selected Users’ Role
History within the specified Start Date and End Date.

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> User Role History Report - By User

Specify the User ID, Start and End dates to check the Role Assignment history for the User. Specify date in the format (MM/DDSYYYY) or
select by clicking on the calendar tool.

*User ID HEND5
= Start Date 08/01/2006
* End Date 0841472006 Get Report

Mote: The fields marked with ® (asterisk) are mandatory.

User ID: HEMNDS User Name: SS0H0S LAST - EIV
1-4 of4 Users
_m Participant Code Updated By User Id & Updated By User Name
HQ Oceupancy Approved  MA HEMND1 SZ0HOT LAST - EWV 2006-08-11 Y2:54:04N53 Sort
HQ Security Admin Approved  NA HEMNI1 S50HO1 LAST - EIY 2005-08-11f12:54:04.5 [ Icons
H@ System Admin  Approved  NA HEM SS0HD1 LAST - EI 2006-05-11 \:54:04 57
HQ User Admin Approved  NA HEM SS0HO1 LAST - EI 2006-05-11 12:09105.2
1-4 ofd Users

The report provides sort capability on the Updated By User ID and Update Date fields. Use the
Sort Icons (triangle) as illustrated above. Clicking the top triangle sorts the data so that it
appears in ascending order (A to Z), while clicking the bottom triangle sorts the data so that it
appears in descending order (Zto A).
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3.10.1User Role History Report - By User Administrator
To view the User Role History Report — By User Administrator, follow these steps:

Click the By User Administrator link under the User Role History Report in the left-hand

navigation panel available for Public Housing User Administrators and Security Administrators.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration History Report - By User Administrator

Specify the User ID, Start and End dates to check the Role Assignment history by the User. Specify date in the format (MDD Y YY) or
select by clicking on the calendar toaol.

= User ID
= Start Date
“End Date

Mate: The fields marked with = (asterisk) are mandatory.

e Enter the User ID of a User Administrator. Type in a date or click the Calendar link (
and enter a date in the Start Date and End Date textboxes. Click the Get Report button.

)

Note: The Start Date must be within 30 days from the End Date.

The system displays the User Administration History Report — By User Administrator page with
the roles update performed by the selected User Administrator within the specified Start Date
and End Date.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration History Report - By User Administrator

Specify the User ID, Start and End dates to check the Role Assignment history by the User. Specify date in the format (MDD Y YY) or
select by clicking on the calendar toaol.

= User ID HEMNDOT

* Start Date 058/07/2006

“End Date 0371472005

Mate: The fields marked with = (asterisk) are mandatory.

User ID: HEMNO1 User Name: SS0HO1 LAST - ENY

1-7 of 7 Usegrmy

_m Participant Code Updated User d = Updated User Hame

HG Occupancy Approved  NA HEIVO1 ' SEOHOT LAST - Ev  2006-08-11 W-

HO Sacurity Admin Approved  MA HE 1 SSOHO1 LAST - EN  2008-08-11 1 Yl

HO System Admin  Approved  MA HERO1 SSOHOT LAST- Bl 2008-08-11 13:27:27.107

HEQ Occupancy Approved | NA HE RIS SSOHDS LAST - Elv 20080811 12:54-04. 153

HQ Security Admin  Approved  MA HERDS SSOHDS LAST- Elv 20080811 12:54:04.5

HQ System Admin  Approved  MA HE NS SSOHOS LAST- Elv  200B-06-11 12:54:04.857

HiTi Llear & drain ANt at ats | [ S HEN s CTIHOE | AT | =¥ AONE NS 11 AT-EA-NE T N

The report provides sort capability on the Updated User ID and Update Date fields. Use the Sort
Icons (triangle) as illustrated above. Clicking the top triangle sorts the data so that it appears in
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ascending order (A to Z), while clicking the bottom triangle sorts the data so that it appears in
descending order (Zto A).

3.11 PHA Usage Report
v" The PHA Usage Report provides a list of PHA usage status (Yes, No) indicating that any
user from the selected PHA has accessed EIV system within the last 30 days or within
the last 180 days of the reporting date.

v' A printer-friendly version of the HQ, HUB, FO, TARC and State Level PHA Usage Reports
can be obtained by clicking the Printer-friendly version link on the report page.

v User Administrators also have the ability to download the report by clicking on the
Download in Excel link on the report page for the HQ, HUB, FO, TARC and State Levels.

v" When the link is clicked, the system opens a File Download dialog box with Open and
Save buttons. You can either click the Open or Save button.

If the Open button is clicked, the program is invoked to produce a spreadsheet in Microsoft
Excel format displaying PHA usage data as shown below.

If the Save button is clicked, a Save As dialog box that would allow you to enter the filename
and save the spreadsheet in your local drive.

HUD Home PIH Home EIN Home Search Email

Enterprise Income Verification

Audit Reports > PHA
Save As

Savein | |3 FO PHA usage report

Select Region and ¢
[Chchklist

=db
Chexp w
Caresl

Cres2 ferate Fepart

Cires:

Desktop

My Documents

-
w3
My Computer
.‘_‘] File: name: Ha, lsage Report-for-HE Y01 -20060206 >
B
My M etuark. Save as type: Microsoft Excel Waork shest v

To view the PHA Usage Report, complete the following steps:

v Click the PHA Usage Report link available for Public Housing program User
Administrators.

The system displays the PHA Usage Selection page as shown below.
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Enterprise Income Verification HUD Homa PIH Home EIV Homa Search Emall

Audit Reperts >> PHA Usage Report Selection

(O HUD HO
State Alaske v
(o] HuB 10HSEA Seatte Hub -
. FO 0APH SEATTLE HUE OFRICE v
o TARC PB1 Clevalend TARC
Qo PHA AR AHFC v

| Ge1Report

The following report options are available:

e HUDHQ
e State

e HUB

e FO

e TARC

e PHA

3.11.1HUD HQ Option

When HUD HQ radio button is selected, the HUD HQ PHA Usage Report is displayed as shown
below.

P~ )
Enterprise Income Verification HUD Home PIH Home EIV Home : Printer-
Friendly
Version
{\mﬂl Reports >> PHA Usage Report Selection>> HO Level PHA Usage Report link
Erinter-Exigndly Version
| << Back ] X
) il Mol
Download
HO Lewel PHA Usage Report as of 05/28/2007 \ In
y Y S
oy i i ot WNEY |whney E)_(CE|
Ho User losat 1 User inthe last 130 | 00 lease 1 access inlast | access in lost link
days User 30 days 180 days
AHEOS Boston Hub 274 a a o 278 0.00% 0.00% 0.00%
AHMEA Muarra Hush o0 a 0 o 50 |0 00% 0.00% 0.00%
HIAC Jacksonvilie Hub 53 2 1 1 55 364% 1.82% 182%
AHLOU L cuisvill Hul 131 a 0 1] 131 0.00% 0.00% 0.00%
AMGRN Grounxhoro Hub 171 o a Q 7 0.00% 0.00% 0.00%
SHATL Alarda Hub 187 Q 0 1 197 0.00% 0.00% 051%
SHOHI Chviceao Huty 110 1 1 1 11 G 90% 0.90% 0.00%
GHCLY Clavniand Huh 143 1 1 4 164 0.658% 069% 063%
SHIMIM Minneapolis Hub 269 ] 0 o 269 | 0.00% 0.00% 0.00%
SHOET Dutron Hub 132 ) 0 o 152 0.00% 0.00% 0.00%
BHLRK L t30 Rock b 140 ] 0 o 140 0.00% 0.00% 000%
2HUYC Mewe York City Hub |78 2 1 2 80 |250% 1.25% 250%
BHE DY Fort Yorth Huty arz 1 1 ] ars D21% 021% 0%
GHSHA San Antonto (b 103 a o o 103 0.00% 0.00% 0.00%
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3.11.2 State Option

When State radio button is selected, the HUD HQ PHA Usage Report is displayed as shown
below.

& : ———
Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

Audit Reports >> PHA Usage Report Selection >> State Level PHA Usage Report

Usage Report Summa
State
Total PHAs

as of 057292007
Florida
15
p

rinter-Friendly Version

<< Back |

Download in Excel

State Leoel PHA Usage Report as of85.292007

Total PHA Occupancy :l:‘:u' Um ¥ Tf‘:nf\!ouchsﬂ Accessed BV in | Accessad BIY in
VYoucher Users pancy ¢ last 30 doys | last 180 days
Users
5 Y Y
N

N
N

Total PHA Occupancy -

PHA Hems Public Housing Users

ELODY Jacksonyills
FLOOZ2 ST. PETERSSURG
FLOOG TAMPS

1 FLDO4 Celando

FLOOS MAM DADE

FLOCE Penzacola (AHC)
FLOO? Daylons Beach
FLOOE SARASOTA
FIONQWFST PAI MBFACH

3.11.3 HUB Option

N
N
N
N
N
N

o 0 &0 0 0 0 o w
O 0 0 0|l0/0|0l0
o 6 o el a alo

Enterprise Income Verification HUD Home PIH Home EIV Hame Scarch Emall

Audit Reports >> PHA Usage Bepart Selection>> HUB Level PHA Usage Report

PHA Usage Raport Summary as of 05292007

HUB
Total Number of PHAs

4HJAC Jacksonville Hub
55

Printeckriendly Version
1Ax e
I wi
indant | et
Ve

[[(s<Back |

HUE Lewal PHA Usage Report as of 05292087

Hunber of Mumber of Hurmber of PHAR | Bumbar of PHAx = of PHAXx % of P % of PHAx
Fietd Office Hame PHAS with PHAS with At wrth EIV .(‘CCZKI v\rnll EfY nccanx weth at with E h l‘lV.
No User Jeast 4 User inthe last 30 in the: last 180 leasnt ¥ ecceus i SR in bant
. days days User 30 da; 180 days
P JACKSONVILLE HUE | 3 - %
- 53 1 1 5 38¢% 157% 1 EYN
QEEICE
Totals: 33 2 1 1 -5 IB% 1 82% 2 B2%

<< 80_c,‘o.
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3.11.4 TARC Option

Audit Repurts >> PHA Ucane Report Selection >> TARC Luvel PHA Usage Report

Printer-
Usage Report Summary as of 06062007 Friendly
Tarc PB1 Cleveland TARC Version
Total PHAs 12 .
link
Download
TARC Lovol PHA Usape Report as of $686 2007 |n
- Total PR Occupancy - Pubik | Totel PRA Occupancy

POA Bewme Mouxng Userx | Vorachwer Uxeix 30 days Excel
CT002 New Lordon Haating fatrerty | [ | link
L100 Cues Courly houstiog Adtarty |0 0 o M [
LAIDIE MOROAN CITY HOUENG | [ |
| umacrTy {0 o L o M
[LAD77 LOGANGEORT oL | 1. 1. .
AUTHERITY 9 4 [° " [
LADES PARKS HOUSNG AUTHORITY [0 0 |0 N |
| A8 My avine Ha 0] (] o N ]
LAI03 SLOELL MOUSNG ALTHORITY |0 0 o N [m
LAIEY 3T, BERNARD PARSH [ [ [
|soversvnr B i [0 " ¥
|LAZZ TALLIL AHMA o 0 |o % in
Iz s - |
LA SN, RIVER HOUENG | N
| AuTHORITY ° i ° y {*
W01 38 Vidshon HA o 0 o M [
| BA002 M werk HA 0 0 o N [N
Tokabse o o o 000% 000w
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3.11.5 FO Option

Audit Reports »> PHA Usage Report Selection »> FO Level PHA Usage Report

PHA Usage Report Summary as of 06/06/2007 Printer-
HUB 10HSEA Seattle Hub F”endly
Field Office 0APH SEATTLE HUB OFFICE H
Total Number of PHAs a VEI_‘Slon
link

Printer Friendly Version

<< Back
il Download in Excel

\ Download
S

PHA Hame Taotal PHA Occupancy - Public Total PHA Occupancy - Taotal Unique PHA Occupancy (PH + Accessed E last |Accessed EIV in last
Housing Users Voucher Users Youcher) Users 180 days EX C el
2 2 "

asowrarc R R O link

AKOD1 AHFC 0

AK533 test

AR AHFC - S5

D00 Twvin Falls

D002 Mampa

D005 Pocatelo

D010 Buhl

D01 Jerame

D0 2 American Falls

D013 Boise City

D016 SICHA,

D020 HF &

D021 Ada County

IDa01 HF A, - Sec &

WADD Seattle
WA02 King Co
WWAODS Bremerton

WWADD4 Clallam Co

WWAODS Tacoma

WAODE Everett
WAO0T Longview
WWADDS Kittitas

WA D Anacortes

WWAD11 Rentan

VWAL 2 Kennewick

WWADT4 Grant Co

WWADTY Asctin Ca

WA016 Grays Harbor

WWAD1S Halama

WWAD20 Kelsa

AN HACPFC

WWAD24 |sland Co

WAN2S Belinghatn

WWADZE Cthello
WAN30 Sedro Woolley
YYAN3S Sunnyside
WWADGE KOCHA
WWADSS Snohomish Co

WAD Yhatcom Co

WHADH2 YWakima

¥AD4E Thurston Co

WAOS4 Pierce Co
WYANSS Spokane
WWADST WWalla Wialla

WWADSY Mazan Co

WWADGT Skagit Co

WWADES Wienstchee

WWADES Richland

WWADBS Jetferson Ca

WANRA Ferry Co

WANT1 Okanogan Co

mlololalalaelelalalelelelalalalalalelaelalalalalalalalalelelalalalalalelalalalalalale|alalelalalalalale
olo|olololelelalelalalelelalalalalalelalalalala|alalalelalelalaalalalealalalalalelalalelalelalalala
mlololalalaelelalalelelelalalalalalelaelalalalalalalalalelelalalalalalelalalalalalale|alalelalalalalale

M
i
il
i)
i)
i)
i)
i)
M
N
i)
N
i)
M
M
M
M
M
M
M
il
i
i)
i)
i)
i)
i)
N
i)
N
i)
N
M
M
M
M
M
M
M
M
il
i
i)
i)
i)
i)
i)
N
i)
N
a

Totals: 00% 0%
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3.11.6 PHA Option

Audit Reports »> PHA Usage Report Selection »> PHA Usage Report

<< Back
Usage Report Summary as of 06/06/2007
Field Office 4HPH JACKSONVILLE HUB OFFICE
PHA Name FLOD1 Jacksonville
Total PHA Occupancy - Public Housing Users 4

Total PHA Occupancy - Voucher Users

Total Unique PHA Occupancy (PH or Youcher) Users
Accessed EIV in Last 30 days

Accessed EIV in Last 180 days

= = oo

3.12 HUD Usage Report

The HUD Usage Report provides a list of HUD Users’ EIV usage status (Yes, No) indicating
whether the user accessed EIV system within the last 30 days or within the last 180 days of the
reporting date. For users with the Occupancy role, this report would indicate whether they have
accessed the Income Discrepancy Report within the last 30 days or within the last 180 days of
the reporting date.

v' A printer-friendly version of HUD Usage Reports at all levels can be obtained by clicking
the Printer-friendly version link on the report page.

v’ User Administrators also have the ability to download the report by clicking on the
Download in Excel link on the report page for the HQ, HUB, FO and TARC Levels.

v A capability to download the report into Microsoft Excel format is provided if ALL option
is selected for the HUB, TARC and FO levels.

v" When the link is clicked, the system opens a File Download dialog box with Open and
Save buttons. You can either click the Open or Save button.

If the Open button is clicked, the program is invoked to produce a spreadsheet in Microsoft
Excel format displaying HUD usage data as shown below.
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If the Save button is clicked, a Save As dialog box that would allow you to enter the filename
and save the spreadsheet in your local drive.

Audit Reports >> HUD Usage Report Selection

L
T — I=E]
g L ee— .ﬂﬂﬁ
Select Region: =
(_ act Region e Iudmﬂoad :] 0 ¥ e rj.
c e
@ My Recent
Documants
=

®

Deshlop

4

My Dozuments

Fils nama. IHUD_U sage_Reporl By FO_ALL xk .v_] Save

Saveaslype  |Microsodt Exncel Workshest | Cancel I

To view the HUD Usage Report, click the HUD Usage Report link available for Public Housing
program User Administrators.

The system displays the HUD Usage Selection page as shown below.

Audit Reports »> HUD Usage Report Selection

Select Region:

& HUD HQ
(o HUB [ALL =l
o FO [ALL =l
(o TARC [ALL =l
Get Reponr |

The following report options are available:

HUD HQ
HUB

e FO
TARC
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3.12.1 HUD HQ Option
When HUD HQ radio button is selected, the HUD HQ Usage Report is displayed as shown below.

Audit Reports »> HUD HQ Usage Report > HQ Usage Report

HUD Usage Report Summary as of 06/06/
HQ HQ
Total Number of Users 23

1-23 of 23 Users

Printer-Friendly Version
Download in Excel

HUD Usage Report for HO as of 06/06/2007

Printer-

Friendly

Version
link

Download
In
Excel
link

AAMLISFIN GIINNGR Y LMFHRMLHLUE I I
acoreen GMFQG JIZOMNB M M
acmiles GMOGHE LYZIRGOS M M
ajbennet GMEIGRIL BEMGEC M M
apbaylar GOEDGMDF BRTRGCO M M
dejobinza KBWWMIOR AhLYSD M M
HOOO41 Akt Ak M M
HOOO43 WminC g Tdnvesz M M
HO7417 Khjweht Finusviife M M
HEMD1 SE0OHM LAST - EIY A A
HEMND2 SE50H02 LAST - EIY M hd
HEMNO3 S50H03 LAST - EIY A A
HEMO4 SE50H04 LAST - EIY M M
HEMNOS SE30HOS LAST - EIY A4 A4
HENOG S30OHIG LAST - EIY M M
HEMNOT S30HAT LAST - EIY A4 A4
HEINOS SS0H0E LAST - ElV N N
HEP15 SE0OH1E LAST - EIV I I
HRICOF HPICO? HPICO7 I I
HPICOE HPICOE HPICOE I I
HWASE0 SE0HD LAST - ElV N N
ibhutchi UZOEHZ SLMOLREDNUE M M
shwheele MGORYL DGONREBR M M

1-23 of 23 Users
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3.12.2 HUB Option

Audit Reports »> HUB Usage Report >> HUB Usage Report

HUD Usage Report for HUB as of 06/06/2007
Hub Name ZHNYC New York City Hub
Total Humber of Users 1

Printer-
Friendly

Version
1-1of 1 Users link

Printer-Friendly Version

HUD Usage Report for HUB: 06:06/2007 In

Download in Excel \ Download
link
HEM11 SS0OH11 LAST - BV
1-1of 1 Users
3.12.3 TARC Option
Audit Reports »> HUD TARC Usage Report »> TARC Usage Report
HUD Usage Report Summary as of 06/08/2007
TARC Hame PB1 Cleveland TARC
Total Humber of Users 1
Printer-
Friendly
1-1 of 1 Users / Version
Printer-Friendly Version link
Download in Excel
Snoe T ™ Download
Cor O T e e |
HEIVS? SSOHS? LAST Elv E)_(C9|
link

1-1of 1 Users
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3.12.4 FO Option

Audit Reports »> HUD FO Usage Report »> FO Usage Report

HUD Usage Report Summary as of 06/06/2007

FO Name 2APH NEW YORK CITY HUB OFFICE
HUB 2HNYC New York City Hub
Total Humber of Users 1

Printer-
Friendly

1-1 of 1 Users / Version
. . . link
Printer-Friendly Version

Download in Excel
HUD Usage Report for FO 06/06/2007

In
HEI\-"1 5 ssom 5 LAST ENv Excel

link

. tUOUswgcReportforFooBesRON | '\ Download
mm Last Hame 5 Accessed EIV in Last 30 days Accessed EIV in Last 180 days

1-1 of 1 Users
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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

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

50058

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 another offices or program centers report to it.

HUD US Department of Housing and Urban Development

ICN Income Control Number

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

PI Period of Income

PIA Privacy Act Assessment
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Acronym Definition

PIC Public & Indian Housing Information Center
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 used to collect New Hires data
WASS Web Access Security Subsystem
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