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

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

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

The document is not accepted.

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

David Sandler Date
IT Project Manager

Gail Williamson Date
Director, Housing Assistance Policy Division

Lanier Hylton Date
Senior Project Manager, Office of Housing Assistance and
Contract Administration Oversight
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1 Preface

1.1 Document Overview

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

1.2 How This Manual is Organized

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

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

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

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

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

1.3 Who Should Use This Manual?

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

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

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

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

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

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

=  Protecting EIV data from unauthorized users

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

User Type User ID Types EIV Role Functionality

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

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

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

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

Perform the User Certification function
for users under their jurisdiction.

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

View User Certification Report for users
under their jurisdiction.

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

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

=  Working knowledge of Microsoft Windows.

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

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

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

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

1.5 Abbreviations and Acronyms

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

2.1 Accessing Secure Systems

Step 1: Go to Secure Systems Single Sign On

The link for External users is:

https://www11.hud.gov/HUD Systems/

Step 2: Enter your M-ID (External User) and Password.
Step 3: Click on “Login”.

ﬂ’ ’7 User LOgin housing | mail | help | search | home
I

Secure Systems User ID

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

Login | L Cancel | on “Login”

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

NOTE: There is an inactivity timeout of 20 minutes, Please save your work periodically to avoid being logged out

Content updated August 26, 2005

@ U.S, Departrnent of Housing and Urban Developrnent Home | Privacy
451 Tth Street 5.W., Washington, DC 20410 Statement

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

and Message of the Day.

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

housing | mail | help | search | home | logout

User Login

e

Secure Systems

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls under the prowisions
of title 18, United States Code, Section 1030, This law specifies penalties for exceeding authonzed
access, alterations, damage, or destruction of information residing on Federal Computers.

Warning Notice

ot be compatible with this software.

Message of the Ddy

Welcome to the d¢5sage of the Day!

Once you have r¢
the warnings and
Message of the D
click on “Accept”

=\'8

This will bring you to the Main Menu screen. Here, you will see those WASS-based HUD systems

to which you have been granted access.

Main Menu housing | mail | heln | search | home | logout

P

Secure Systems

Systems

Enterpnse Income Venfication (ELIVY

Financial Assessment Subrmission - PHA (FASPHAY

Mlark-to-MMarket (W2WD

o MManagement Assessment Subsystern (WMASS

Iultifamily Delinquency and Default Eeporting System (MDDE)
Public Housing Assessment Systerm: Scores and Status (ITASE)

* w Physical Assessment Subsystern (PASE)

¢ User Maintenance o PIH Information Center (PIC)

Quality Assurance Subsystem (QASE)

Resident Assessment Subsystem (RAZS)

Tenant Assessment Subsystem (TA2E) Unavailable

Woucher Management System (VIS

ne INDRANIL

system
administration

* EI¥ Assignments By User

* EI¥ Assignments To User

+ Enterprise Income
Yerification (EL¥]

+ Einancial Assessment
Submission - PHA
(EASPHA)

o Marke-to-parkat (M2M)

o Management Assessment
Subsystem (MASS)

+ Multifamily Delinguency
and Default Reporting
System (MDDR)

+ Public Housing Assessment
System: Scores and Status

System Administration
+ Busmess Partners Mamtenance

o EIV &ssignments By User

o EIV Assignments To User

s ten o PHA Assy ent Maintenance
» Physical Assessment » Tser Maintenance

Suhcuctam (DASSY
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Before starting the process of assigning the EIV user role to a user’s WASS ID and then the EIV
user role to a contract(s) and/or property(ies) in WASS, the EIV Coordinator should make sure
that the applicant has read and understands the EIV Rules of Behavior, which is part of the
UAAF, and has also completed and signed the EIV Security Awareness Training Questionnaire
available at: http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/eivapps.cfm.

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

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

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

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

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

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

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

ﬂ_ | Main Menu 180 | heln | search | home | logout
|

Secure Systems

Systems
« Enterprise Income Verification (EIV)

System Administration
« Business Partners Maintenance

« EIV Assignments By User

« EIV Assignments To User

« Field Office Assignment Maintenance

« PHA Assignment Maintenance
« User Maintenance

Content updated Ssptember 11th, 2009 Qeackotan

sing and Urban Development
=shingten, DC 20410
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The result will bring you to the User Maintenance screen.

Step 2: Enter the User ID of the EIV User applicant to search for the EIV User applicant and click
on “Search for User”.

| v | e | s | bt

ﬁ It System Administration

Secars Sysiems I
User Malntenance

0 this form, you can siber search far s Usar
by User A0, ar scarch Far Users by cefierieg pour saarch crerie

syviem
B

Hlﬂ'ﬂ!ﬁrll“lﬂ
e =rarch far beer™ bathan, Enter User ID and then click
Usar 101 k0140 on “Search for User”

EETTT

A A

Snarch Lsers
Ta scarch fer s ther, -:m-r-quan Lrftesia duptbanal)
s Rhen ilﬂl et “Bearch SR Balan.
Flrat s |
Lozt sam |
A P [ Chack here 1n it wearch tn Independent e
s e — <
[T Spaich Usass | Cascw
= Enbamyiss Ingemy e
& Firansial Busppmast
Hyssbom (FASLLEIL
= Lisa sl (ml L (et
= Mk sk [y
.'|lth-II'J.HiJ
Comtentusdatd faphimban 16, 3008 O s i
W cuaig w3l iben Dasaboorint Spres | Privery Shtemoed
51 o abaretien. B S043 6
ki 93117 TTy (207 7ER-1498

The result will bring you to the Maintain User screen.

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

NG Svstem Administration
|

Secure Systems

Maintain User M00345 Click on arrow to get list of
functions.

user Information

User ID |M00345 » Mg o
First Name |FIRST - M00345 Select “Maintain User

widdle mnitial Profile — Roles”
Last Name LAST - uiv
User Status |Active

admmlsrratlon

Coordinator |No
User Type PHA User/Business Partner
Choose a Function

® EIV Assignments By User|

® EIV Assignments To User

o Field Office Assignment
Maintenance

« PHA Assignment
Maintenance

Maintain User Infu\mallun Ld
BE = N
Maintain Use\ mela Actions
Maintain User Profile - Groups |
Maintain User Profile - Roles
Reset User Password

® User Maintsnance

« Entarprise Income
Varification (EIV)

Content updated September 11, 2005 ° Back to To
sing and Urban Devalopmant

@ us Dapartmanttr
451 Tth Strast 5.V 2zhingten, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455
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Step 4: Click on “Submit”

ﬁ T System Administration [ T ——

Secane Sysiems
rdaintain Wser (0005

Un=r Irrformatian Click on “Submit”
lser I LTINS

Farst Meme Frst - RS
Midelbe Laitial

Lask Mame Las . WASE
T SIB0EE Ackvc
£aerdigator Fee

User Type Tusmess Fames
Chaoss a Fusctsan

I | Cascol |

= Dnbmriey [nimmy
= Fansil Busrismant

e (SR |

= Lina ol drwdik i eie]
At Lol USRS

= M b (e

" Smatmm CAIERD

Corvtent uadetnd Saphaeden 16 2009 L= JIP

Eaing gvd Uk Dassbomant spras | Prvary Shatamees
e,

aat O oaene
TOM-3103 TTe (03] FER-LANE

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

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

ﬁ System Administration
I

Secure Systems Select the "THSU” or “CAU”
Assign/Unassign Roles for User mood04 role and click on
S “Assign/Unassign” at the
User 1D | MOO404 bottom of the page.

First Name | First Name

ANTH KUTTY

system

administration
Business Partners. Middle Initial |M

Last Name |Last Name

User Staus |Active

Coordinator o

User Type |Lender

Please checkfuncheck boxes to assign/unassign roles to the T

Disabled roles cannot be unassigned until they are regsd@ed in the
appropriate Assignment Maintenance screens

EIV - Enterprise Income Verification

" cacC - EIV - MF - Contra inistrator CDDI’/

(FASPHAY
+ Mark-to-Markat (M2M) [ cau- EIV-MF - raE’tAdm\mSter

« Management Assessment

ey v ™ EIV- PIH - EIV - External Usg
- buttfanily Delinauency I~ HEC - MF - EIV - Housinge@Bardinatar /
and Default Reporting

vstem (MDDR)

+ Public Housing Assessment W HSU - MF - EIY - Non-HUD User
System: Scores and Status
NASS)
+ Physical Assessment
Subsystem (PASSY
:';:’I:::.':'m:‘:ﬁ“hr Asgign/Unassign Foles Cancel |
(PIC)
. Test Site for PIH
nformation Center - PIC
est (PICTST)
+ Duality Assurance
Subsystem (DASS)
« Resident Asssssment

Subsystem (RASS)

Content updated June 15, 2007 O pack to o0

@ 1.8, Department of Housing and Urban Development
451 7th Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

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

Step 6: Click on “Confirm”

SvStem Administration ‘Tousing | mail | help | search | home | logout

Secure Systems
Assign/Unassign Role Confirmation for User MO0404

Roles to Assign to User MOD404
System Code Role Code Role Description

system EIV H5U HSU -EIV - MF - Non HUD User
administration

» Business Partners
Maintenance

* EI¥ Assignments By User
* EIV Assignments To User Click on “Confirm”

+ PHA Assignment
Maintenance

Mo roles were selected to unassign.

* User Maintenance

+ Enterprise Income
Yerification (EIV)

Content updated September 22, 2006 oBa(kh]TuE

@ U8, Department of Housing and Urban Development
451 7th Street 8.W., Washington, DG 20410
Telephone: (202) 708-1112 TTY: [202) 708-1455
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The resulting screen will show successful assignment/unassignment of role(s) to User. Click OK.

m’ System Administration housing | mall | heln | search | home | logout
I

Secure Systems

You have successfully assignedfunassigned role{s) to user M0OD404. Click on OK to

complete process.
e First - HETWO1 @_/‘

system
administration

* EI¥ Assignments By User

* EI¥ Assignments To User

« PHA Assignment
Maintenance

* User Maintenance

+ Enterprise Income
Yerification (EI¥)

Content updated September 22, ZO0D& oﬂa(kl:nTu

@ U5, Department of Housing and Urban Daveloprient
451 Tth Street $.W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) T08-1455

2.3  Perform HSU or CAU Role Assignment to the User’s Property
(ies)/Contract(s) in WASS

2.3.1 Property Owners, Management Agents, and Service Bureaus

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

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

miall | help | search | home | logout

ﬁ’ Main Menu
E

Secure Systems

Systems

o Active Partners Performance System (AFPS

s E Income Werfication (ETV)

« Financial Subsystem - Multifamily Housing (FASSUB)

o Line of Credit Control System (¢L.OCCS)
o Mark-to-Market (M0

« Eeal Estate M System (REMS)
b (TASS)

o Tenant

System Administration

+ User Maintenance . istance Contract imnrment Maintenance

« Business Partners Maintenance
« PHA Assipnment Maintenance
« Participant Assignment Mantenance

+ Active Partners

erformance System s Paseword Change
ADDS)
+ Enterprise Income « Property Assignment Maintenance
Yerification (EIV)
« Financial Assessment o User Meaintenance

Subsysten - Multifamily
Housing (FASSUB)

« Line of Credit Control
System (el OECS)

o Mark-to-Market (M2M)

o Real Estate Management
Sustem (REMS)

o Tenant Assessment

Subsystem (TASS)
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The result will bring you to the Property Assignment Maintenance screen.

System Administration

Property Assignment Maintenance

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

Property 1D _
FHA Number

Contract Number ‘

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

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

[ Submit | | Cancel |

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

Please enter a User Id:

User ID |MDD4DZ‘\

Choose a Function:

Assi 7 e —— e
Wﬁf{:g:: of the following or lea%qblank for all: — Enter User |D’ select from the
ax 3
/[ roperty 1o \ TAX ID, or enter a Property ID,
( Fra mumber ) > FHA Number, Contract
comMgact Number M- oo // Number or select a Servicing
SertNging Site bt H
For Assign Property, sh erty Owners: e Slte' Enter a r0|e nge (eg"!
Currant TRTTETE HSU) and click on “Submit
Show: _~
Active Properties |~
Sort by: ~

Froperty Name |~
For UnAssign Property, Optionally enter a role”
Role Code

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

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

mail | help | search | home | logout

ﬁ' M System Administration
|

Secure Systems

Assign Property for User MO0405
& First - MO0404

Choose a Role:

::frtlie;‘ri]stratiun Role Description - (System ID - Role Code) -
AFS Submitier (FASSUB - SUE] Select “Non-HUD |User

+ Assistance Contract
Assionment Hainkenance (EIV-HSU) role and
Maintenance property and theniclick on

“Submit™

tenance

» Participant Assignment

Choose at least one Property:
Current property owners are shown below.
Only active properties are shown.

Property ID -- Property Name —- TIN

+ Password Change
+ Property Assignment

Maintenance

* User Maintenance

+ Active Partners
Performance System
(APPS)

+ Enterprise Income
Yarification (EIV)

, Financial Assessment
Subsystem - Multifamily
Housing (FASSUBY

+ Line of Credit Control
System (eLOCCS) _
* Mark-to-Market (M2M) m Cancel

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

Step 4: Click “Confirm”

Assign Property Confirmation for User M00405

User Information

User ID (1100405
First Name FIEST - M0O0405
Middle Initial
Last Name |LAST - WASS

Properties to Assign to User MOD405 for Role HSLW.
Property ID Property Name TIMN 1
a0c ) (IATES | 48

| Click on “Confirm”

(Gt ]

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

A T System Administration mall | ety | search | horme | logout
|

Secure Systems

You have successfully perty to User MOD405.
Welcorns First - MOD404

system
adm

2.3.2 Contract Administrators Only

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

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

m ki Main Menu Deateting | el | bemlp | seanch | bame | loget
Secure Sysiems
Systems
wystem * Gehve Parners Ferfopmanee Sypbemn (APPST

atminizbratinn

* Fropcinl Aesesement Submozsion - PHA (FASPHAL
+ Fraccial Assesemest Subsysbam - Mulifamily Hoaseg (FAZS
# Lender Assesament Subsvsen (LASE)
+ L of Credit Contred S (aLOCCE)
® Ftem Coriiadin adiid At :

© pigaihbe Al Reisi + Bl ta-Marker (MM
s PHA Apgimnerenk

Haiakznsmy
. rhy fipige

& Dlsmmeemert Seepinent Subavgbern (MASS)

& Dvinbaely Delmguency and Defauk Renortrg Svetem JADDE.
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This will bring you to the Assistance Contract Assignment Maintenance screen.

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

ﬁ' ’7 System Administration mall | help | search | home | logout
|

Secure Systems

Assistance Contract Assignment Maintenance

Please enter a User Id:
rst - MOO404 User ID |MO0405
Enter a Function,
Assign Contract -
For Assign Contract, one of the following criteria must be provided.
Property ID
(or) Contract #
{or) CAID ~

— |MDAD1-Trad |
NDSO1 ~Tred
MDEDD - PECA
NDBOD - FBGA

The result will bring you to the Assign Contract screen.

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

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

LA R L D Assign Contract

* AFPre NEP Rale can be avvigned e & Fre WP Cavaract
* AFast-BrP Bole con be sasigned saly G & Post 8P Contract
A mobe mearked as "Bath" Con be assigued Lo either & Fre P or & Past WEP Camtract

Asshgn contract] s ) o User{MO0405)
Select o vale Far contract sssmmeet
Code Description (Pre/Peut/Balh)

CAU - Contract Administrator User

Rales

Select camract{s) o sssmn
Costract Nutrder Prugerty Name (Pre/Pest)

o lesset Areoemmt
Sbormn b LIA13)

ovl.“ tn oo

SN D R W e Cavelapmant Sutrm | Sotyacy {iatemient

The result will bring you to the Assign Assistance Contract Confirmation for User screen which
displays the confirmation of the assignment, as shown in the next screen, and the Contracts
information to which the EIV User applicant with the specified role has been assigned in WASS
for EIV.
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Step 4: Click on “Confirm”

ﬂ I System Administration mall | heln | search | home | logout
\

Secure Systems

Assign Assistance Contract Confirmation for User MO0405

User Information
User ID 100405
First Name First - M00405
Middle Initial null
Last Name Last - WASS

Assistance Contract to Assign to User M00405 for Role H5U.

Contract Number Property Name PRE/POST
MO0 N
MDOt
MDo
MDO
MO0
MO0t
MDo
MDO
MDOE

Click on “Confirm”

zlz|z|z|z|=z|2

* Mark-te-Marhet (M2M)

« Real Estate Management
System (REMS

« Tenant Assessment

Subsystem (TASS)

System Administration mail | hein | search | home | logout
You have v the Contract to User MOO0S5.
MoDAG [6K]
system
+ Active partners
Part a Bustam
. Entatarise Incoma
Verific ation (£1¥)
o Elnancial Arsesemant
Contant updated Septamber 16, 2005 O pactc to 10,
LS} U5 peartment of Heusing and Urban Develapment Home | Privacy Statement
45T 7eh Gtremt W) Washington, b 20410
Talephone: (202) 7081112 114/ (202) 708-1455
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3 MF Housing Program
- User Administration
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3 User Administration

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

3.1 Logging to EIV System from Secure System

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

faq | help | search | home | logout

m_ Main Menu
|

Secure Systems

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

administration
s PHA Ascignment
Maintenance

® Password Change

nterprise Income
Verification (ETV

Content updated September 11th, 2005 ° Back to To

@ U.5. Department of
451 T7th Street 5.W

Telephone: (202) 7

using and Urban Development Home | Privacy Statement
Vashington, DC 20410
-1112 TTY: (202) 708-1455

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

If the user has access to both Office of Housing (Housing) and Office of Public and Indian Housing
(PIH) programs in EIV, the user will see a Select Program Office page as shown below.

Select Office of Housing (Multi-Family) — Access to Income Data by Subsidy Contract or Project
Number option from the selection and click on Continue.

Enterprise Income Verification HUD Home  EI¥ Home Search Email

Select Program Office and click on Continue:

+ Back to Secure Systems O Office of Public and Indian Housing (PIH) - Access to Income Data by PHA

@ Office of Housing (Multi-Family) - Access to Income Data by Subsidy Contract or Project Number
= Program Office Selection
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If the user has multiple External EIV roles, a role selection page is displayed when the user clicks
the EIV link or when the user selects the Office of Housing option in Program office Selection page.

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

Search Email

Enterprise Income Verification

HUD Home EIV Home

Select Role and click on Continue

@ CAC (EIV - MF - Contract Administrator Coordi)

+ Back to Secure Systems
(JHSC (MF - EIV - Housing Coordinator )

= Program Office Selection CHSU {MF - EIV - Non-HUD User )

Legal Warning Page for MF Housing Program Users

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

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

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

Affirmation
Checkbox

Acknowledgement
Checkbox

Enterprise Incpme Verification D

Legal Warning

Misuse of Federgl Information through the HUD Secure Connectj

weh site falls under the provisions of Title 18, United States Code. Section 1030. This law specifies penalties for
exceeding authgrized access. alterations, damage, or destry

on of information residing on Federal Computers

Notice of Your Responsibility for Security

(nformation fontained in this system is subject 4
informationcontained in this system. Any ing
violation

he Privacy Act of 1974 (5 U S C 552a as amended) Only authorized persons in the conduct of official business may use private
dual responsible for unauthorized disclosure or misuse of private, personal information may be subject to fine of up to $5.000 for each

Authorization for the Release of Information

on without verifying that there is a signed Authorization for the Release of Information and Privacy Act Notice (Form HUD-3887) in the household's file for
the spouse of the head of household. or co-head, regardless of age. and for each adult member in the household

wners and management agents (O/As) must have a valid form HUD-9887 that is signed by each household member who is at least 18 years of age, and each
family head, spouse, and co-head regardless of age, in order to view the data contained in EIV. Service bureaus must verify with the Owner that they have a valid

form HUD-9887 that is signed by each househaold member who is at least 18 years of age, and each family head, spouse, and co-head regardless of age, in order to
view the data contained in EIV.

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

Continue

Legal Warning page for Contract Administrators

Acknowledgement Affirmation
Checkbox heckbox

Enterprise Income Verification

Legal Warning

Misuse of Federal Information through the HUD Secure Connectj

web site falls under the provisions of Titl
exceeding authorized access, alterations, damage, or destn

United States Code, Section 1030. This law specifies penalties for
on of information residing on Federal C

Notice of Your Respefisibility for Security

Information contained in this system is sub
information contained in this system. A
inlation.

to the Privacy Act of 1974 (5 U

9523, as armended). Only authorized persons in the conduct of official business may use private
individual responsible for unaut|

ed disclosure or misuse of private, personal information may be subject to fine of up to $5,000 for each

Authorization for the Release of Information

The data in the El stem includes private Confidential information. Staff at public housing agencies, management agencies, service bureaus, and multifamily properties may not

there is a signed Authorization for the Release of Information and Privacy Act Motice (Form HUD-9887) in the household's file for the head of
household of household, or co-head, regardless of age, and for each adult mernber in the household.

| that this system contains personal information covered by the Privacy Act of 1974 (5 U.5.C. 552a, as amended). Access to this data is
rnmental purposes. Any individual i ible for horized discl e or misuse of the private, personal information contained in this

Contract administrators (including HUD staff) overseeing O/A operations need not have a valid form HUD9887 in order to view EIV data. However, they must affirm
that they will verify that 0/As have valid form HUD-9887s on file when performing monitoring reviews of O/A operations.

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

Cantinue
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Welcome Page for HSC user

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

Enterprise Income Verification HUD Home  MF Housing  EIVHome  Search Email

Welcome FIRST - M00337 LAST - uiv

EIV Announcement EIV v8.0

Anncuncement Date: 05/26/2009

Walcome FIRST - MD0337 LAST - uiv

Back to Secure Systems minutes of in
SEEACIIR A e e e
Program Office Selection

e Information
By Contract Number 05/26/2009. The EIV PIH weekend summarization job failed the weekend of May 23. Last week, after the
'weekend summarization job failed, we had the job rerun. Those reports are available. We will have this

By Project Number . . " f Notice of Browser Compa ity
. g :
; 'week's job re-run and will post a notice when the updated reports are available

The EIV System supports browser version Internet

mifi Reports This is the third week in a row that the PIH weekend summarization job has failed. Each was due to a Explorer 6.0 and higher. Other browsers may not be
Existing Tenant Search different problem with the HUD infrastructure, so we have no way to address the issue other than to keep on semastibls vith this scfuars.
Multiple Subsidy Report requesting re-runs. Thank you for your patience.
Identity Verification Report
Deceased Tenants Report

User Administration

m. The page that vas
ion timed out will
fore you can perfarm

m function, aftar 3 tims out occurs,
you vill be prompted to log on again.

Coordinator Cert Report
User Requests

User Certification

User Certification Report

Attention !!
din A Mext User re-certification is due annually on the anniversary of the assignment or recertifi
Authorization Form in your portfolio.
External Links
« USCIS - SAVE System
Security Exam
+ Security Exam Report

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

User Manual

s

Welcome Page for CAC user

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

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

Welcome FIRST - M00366 LAST - uiv

EIV Announcement EIVv2.0

Announcement Date: 07/30/2009

+ Back to Secure Systems
« Back to EIV Main Page

Income Informati ¥

you will be prompted to log on again.

o

+ By Contract Number
+ By Project Humber
+ By Head of Household Notice of Browser Compa! ity

Verification Reports The EIV System supports brovser version [ntermnet
Explorer 6.0 and higher. Other brovsers may not be

© Ui esED EIV 9.0 Area. compatible vith this software.

+ Multiple Subsidy Report

+ Identity Verification Report

« Deceased Tenanis Report

User Administration

+ Coordinator Cert Report

* O/A Cert Report

* CAURequests

* CAU Certification

+ CAU Certification Report

Attention !!

Mext User re-certification is due annually on the anniversary of the assignment or recertification of the EIV Role for each Subsidy Contract and/or Project Number in your
* User Session & Activity Report portfolio.

rdin, Ac tequest
* Authorization Form

External Links
® USCIS - SAVE System
Security Exam
« Security Exam Report

User Manual

AT

EIV 9.0 User Administration Manual — External Users Page 26



EIV MF User Administration Manual — External Users

3.2 Coordinator Cert Report

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

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

Welcome FIRST - MOD227 LAST - uiv

+ Back to Secure Systems
» Back to EIV Main Page
= Program Office Selection
Income Information
* By Contract Number
» By Project Humber
* By Head of Household
Verification Reporis
 Existing Tenant Search
+ Multiple Subsidy Report
+ Identity Verification Report
+ Deceased Tenants Report
Usar Ad—es—se =

‘ + Coordinator Cert Report
+ User Requests

« Authorization Form
External Links
« USCIS - SAVE System

Security Exam
+ Security Exam Report

User Manual

AR

05/26/2009. The EIV PIH weekend summarization job failed the weekend of May 23. Last week, after the weekend

summarization job failed, we had the job re-run. Those reports are available. We will have this week's job re-run Notice of Browser Compatibility

and will post a notice when the updated reports are available.
This is the third week in a row that the PIH weekend summarization job has failed. Each was due to a different

problem with the HUD infrastructure, so we have no way to address the issue other than to keep on requesting re-
runs. Thank you for your patience.

>

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email
Welcome FIRST - M00337 LAST - uiv

Announcement Date: 05/26/2009

=sion vill time out after thirty (20)

losing the sessicn and logging you off
tem. The page that vas active at the time the
sion timed out vill continue to display. Befere you
perform another system function, sfter = time out
occurs, you will be prompted to log on again.

The EIV System supports browser version [nternet
Explorar €.0 and higher. Other brovsers may not be
compatible vith this software.

Attention !!

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

portfolio.

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

User ID
e M-ID for External users
User Name
Certification Status (All, Pending, Certified, Expired, New)

e The Certification status for the portfolio defaults to “All” as shown in
the figure below. Click the down arrow key for more status options
such as Pending, Certified, Expired, or New. Click “Change View” to
view the Projects/Contracts of the selected certification status.

Recertification Check box
e Provides user an option to create a CAAF for the selected Contract(s)/
Project(s)
Project/Contract number
Effective Date of Action
e The date on which this contract was certified/re-certified
Recertification Period

e The period under which the re-certification should be done so that

contract/project will not expire
Effective To Date
e The date the contract/project expires

EIV 9.0 User Administration Manual — External Users

Page 27



EIV MF User Administration Manual — External Users

= User Status

e Current status of that contract
= Approver User ID

e User ID who has approved that project/contract
= Role Assigned

e The user’s role for that project/contract

Enterprise Income Verification HUD Home MF Housing EN Home  Sea Email
User Admini; ion == View C. di Portfolio Status
User ID: 100337 User Name: FIRST - M00337 LAST - uiv
Certification Status: Change Vi
Back fo Secure Systems 12
Program Office Selection 1 .50 of 53 User Records

Create CAAF Select All Unselect All

By Subsidy Contract
By Project Number Project/Contract Effective Date of Action |Recertificaton Period
By Head of Household

— ¥ 1221 05/14/2008 (06/01/2010 - 06/30/2010) 08/30/2010 Certified HEIVOS  HSC
Existing Tenant Search =] 1221 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC
:‘::;:‘:‘:::g;:nq:;m ¥l 1223 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 certified HEIVOS  HSC
Deceased Tenants Report || 1223 2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

User Administratic Fl 1223 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 certified HEIVO8  HSC
* Coordinator Cert Report

B — O 1224 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOS ~ HSC

o User Certification O 1224 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDE  HSC

S o O 1224 2009 (08/01/2010 - 08/30/2010) 06/30/2010 Certified HEIV0E  HSC

rdinator A Request

Authorization Form | 1224 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

] 1224, 2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS ~ HSC

User Manual ¥ 1224 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

[ m,ﬁ% O 1224, 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS ~ HSC

@ 1224 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

O 1224, 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS ~ HSC

@ 1225 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOB  HSC

O 1228 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS ~ HSC

@ 1228) 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOB  HSC

O 1278 05/14/2008 (05/01/2010 - D§/30/2010) 08/30/2010 certified HEIVOE  HSC

F 1294 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS  HSC

O 1383 05/14/2008 (05/01/2010 - D§/30/2010) 08/30/2010 certified HEIVOE  HSC

F 1363 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS  HSC

O 1365 2003 (06/01/2010 - 0§/30/2010) 06/30/2010 Certified HEIVOS  HSC

F 1433 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS  HSC

O 1433 5/14/2009 (06/01/2010 - 0§/30/2010) 06/30/2010 Certified HEIVOS  HSC

F 433 14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS  HSC

O 1433 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS  HSC

F 1433 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS  HSC

O 1763 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIVOS  HSC

@ 1763 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

O 178El 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 certified HEIVOS  HSC

@ AKD2 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

O AKO2 05/14/2008 (06/01/2010 - 06/30/2010) 06/30/2010 certified HEIVOS  HSC

Fl ca1s 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

O cais 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 certified HEIVOS  HSC

Fl ca1s 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

O cALs 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

¥ ca1s 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

] cALs /14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

¥ ca1s 4/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

O cALs 2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

¥ ca1s 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

O cALs 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

¥ ca1s 05/14/2009 (06/01/2010 - 06/30/2010) 06/30/2010 Certified HEIV0S ~ HSC

O cALs 05/14/2009 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVOB  HSC

Fl ca1s 05/14/2009 (05/01/2010 - 06/30/2010) 08/30/2010 certified HEIV0S  HSC

O cALs 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

Fl casg 05/14/2009 (05/01/2010 - 06/30/2010) 08/30/2010 certified HEIV0S  HSC

O cA30 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

Fl cA33 05/14/2009 (06/01/2010 - 06/30/2010) 08/30/2010 Certified HEIVOS  HSC

O WALE 05/14/2008 (06/01/2010 - D6/30/2010) 06/30/2010 Certified HEIVDS ~ HSC

[__Create cAAF | [ Select all_ | [ unselectall |
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To create a CAAF (Coordinator Access Authorization Form) request for certification, re-
certification, or termination of a contract(s), select the Recertification check box for the
contract(s) from the list for which you want to create a CAAF and click on Create CAAF button. A
CAAF request form will appear with the selected contract(s)/project(s) populated in the
Contract/Project number field of the CAAF, as shown in below screenshot:

‘Welcome FIRST - MDD337 LAST -
uiv

= Back to Secure Systems
= Program Office Selection
Income Information

* By Subsidy Contract

e By Project Number

By Head of Household
Verification Reports

« Existing Tenant Search

« Muitiple Subsidy Report

« Identity Verification Report
 Deceased Tenants Report
User Administration

e Coordinator Cert Report

& UserRequests

& User Certification

e User Certification Report

‘Coordinator Access Request
e Authorization Form

User Manual

Enterprise Income Verification

HUD Home MF Housing EIV Home Search Email

Coordinator Access Request >> Coordinator Access Authorization Form (CAAF)

Enterprise Income Verification (EIV) System Coordinator Access Authorization Form

Date of Request:
User ID:

User Role:

User Name:
Phone Number:

Fax Number:

Email Address:

Type of Action Request:
Contract / Project Number:
Position Title:

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

Coordinator Affiliation:

* - Required Fields

[J Acknowledgement:

05118/2008

Mo0337

HSC

FIRST - MO0337 LAST - uiv

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

Re-Certification |+ *

143
|

O Property Owner

) Management Agent
O Service Bureau

@ Contract Administrator

| understand that my user ID and password are to be used only by me. Under no circumstances will | reveal or allow use of my password by another person. MNor will | use
another person?s password and user 1D | will protect EIV system data within my control. whether online. printed or stored in media. from unauthorized access
| understand and agree to follow all HUD standards. policies. and procedures

[ Certification of Owner Letter(s) of Approval:

| understand and agree to follow all HUD standards. policies. and procedures and certify that. in the case of initial certification. | possess approval from the authorized official

of the owner entity ie.g

General Partner. Board President. etc.} or authorized CA official to obtain access to sensitive data contained in the EIV system for the contract

(s)/property(ies) listed on this on-line CAAF . In the case of re-certification of a cantract{s)/property(ies) listed on this CAAF . | maintain the appropriate approval as described

above to access the data contained in EIV

[ Certification of Completion-Security Awareness Training Questionnaire:
| certify that prior to the submission of this online access authorization request for recertification that | have downloaded and completed the EIV Security Awareness Training
Questionnaire available on HUDs Enterprise Income Verification System (EIV) System for Multifamily Housing Program website at

http:/i hud.gov/offi

/hsg/mfhirhiip/eiv/eivhome.cfm

[ Submit Request H Cancel Request ]

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

33

OA Cert Report (CAC Users only)

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

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

EIV 9.0 User Administration Manual — External Users
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Enterprise Income Verification

Welcome FIRST - M00366 LAST - uiv

EIV Announcement EIVv2.0

Announcement Date: 07/30/2009

EIV 9.0 Area.

Attention !!

Mext User re-certification is due annually on the anniversary of the assignment or rece!

portfolio.

sion timed out vi zplay. EBafore you
perform ancther system function, after = time out
, you will be prompted to log on again.

Notice of Browser Compal ity

The EIV System supports browser version [nternet
Explorar 6.0 and higher. Other brovsers may not be
compatible vith this software.

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

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

» Back to Secure Systems
+ Back to EIV Main Page
Income Information
+ By Contract Number
« By Project Humber
+ By Head of Household
Verification Reports
« Existing Tenant Search
« Multiple Subsidy Report
* Identity Verification Report
+ Deceased Tenants Report
User Administration
Coordinator Cert Report
OlA Cert Report
CAU Requests
CAU Certification
CAU Certification Report
Audit Reports

« User Session & Activity Report

rdinator As
+ Authorization Form
External Links
+ USCIS - SAVE System
Security Exam
+ Security Exam Report

Enterprise Income Verification

User Administration >> VView O/A Cert Report

MF Housing EIV Home Search Email

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

@ Contracts All Contracts

OR
© Enter an O/A User ID Humber:
Select Certification Status: All -

Step 1: Select a contract or select ‘All contracts’ to get the certification status of the HSC/HSU user

roles

Step 2: The search can be performed by entering the user ID of the user being searched.

The resulting page, displays the certification status of the user with same portfolio.
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- Enterprise Income Verification HUD Home ME Housing EIV Home Search  Email

User A ini: ion >> O/A Cert Report >> View User Certifications

Number of Records: 2 Certification Status: All v

Welcome FIRST - MOD366 LAST - uiv

Printer Friendly Version

+ Back to Secure Systems
« Back to EIV Main Page

Income Information 12 of 2 User Records

* By Contract Number mmm ijectiCDntlacl Effective Date of Action |Recertification Period Effective to Date User Status
By Project Humbe:

* ;“m'ﬁ:m"'" ' a M00267  FIRST - MO0267 LAST - uiv HSC 08/06/2009 (09/01/2010 - 09/30/2010)  03/30/2010 Certified

. lead of Househol
J ~ M00337 FIRST - MO0337 LAST - uiv H5C CA el 08/10/2009 (05/01/2010 - 09/30/2010) 09/30/2010 Certified

+ Multiple Subsidy Report
+ Identity Verification Report
« Deceased Tenanis Report
User Administration
« Coordinator Cert Report
0/A Cert Report
CAU Requests
CAU Certification
CAU Certification Report
Audit Reports
+ User Session & Activity Report
Coordinator Access Request
+ Authorization Form
External Links
* USCIS - SAVE System
Security Exam
* Security Exam Report

User Manual
I 1
[ o

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

3.4 User Requests/CAU Requests

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

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

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

User Administration > User Access Request >> Current User Requests

‘Welcome: FIRST - MDD337 LAST -
uiv

Request Selection :‘Fenthng V‘ [__change view

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

Income In nation
User Access Authorization Requests
« By Subsidy Contract

H5U

* By Head of Household

05/18/2009 MO0266 | FIRST - MD0266 LAST - Certification Pendin
Verification Reports > 9 _
* Existing Tenant Search 05/18/2009 MD0266 |FIRST - MODZ66 LAST - v HSU 4 Re-Certification Fending
Multiple Subsidy Report ia) .
05/18/2009 MOD266 |FIRST - MDO266 LAST - uiv | HSU 3 Expiration Pending [Details
Identity Verification Report [statis]
S 05/18/2009 MOO266 |FIRST - MOO266 LAST - uiv HsU 3 Certification Pending
T 05/18/2008 MD0268 |FIRST - MOD266 LAST - wiv HsU 1 Expiration Fending
Coordinator Cert Report
User Reguests 05/18/2009 MDO0266 |FIRST - MOD266 LAST - Uiy HSU 2 Re-Certification Pending
User Cerification 05/18/2008 MDD364 |FIRST - MOD384 LAST - uiv HsU L Certification Pending
User Certification Report
e o 05/18/2009 MDO364 |FIRST - MOD364 LAST - Uiy HSU 3 Re-Certification Pending
Authorization Form 05/18/2009 MOD374 |FIRST - MOO374 LAST - uiv HEU ] Certification Pending
05/18/2009 MD0376 |FIRST - MOD376 LAST - uiv | HSU 2 Certification Pending
05/18/2008 MDO375 |FIRST - MOD376 LAST - uiv  HSU 1 Re-Certification pending

1-11 of 11 Requests

Note:

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

Disclaimers:

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

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

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

The following UAAF summary data fields are displayed:

= Date Requested (from most recent to oldest UAAF)

= User ID (M-ID for external users)

= User Name

= User Role (HSU or CAU Role)

= No. of Contract/Project

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

= Actions

Under “Actions,” click the “Details” button to Approve, Deny, or put the User’s request On Hold,
as shown below.
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Click on the details tab to the corresponding UAAF that requires Re-Certification

Enterprise Income Verification HUD Home MFE Housing EIV Home Search  Email

User Ad

ration >» User Access Request >» Current User Requests

Request Selection :‘Pemhng v‘ [__change view |

« Back to Secure Systems

e 111 of 11 Requests Click pn “Details”
Income Information

User Access Autho ion Requests
> D e —

« By Head of Household

s G m R s, | L S e P mw
E

05/18/2009

- = T00266 LAST - uiv HSU

Certificaton - oot |

=>->

Existing Tenant Search
Multiple Subsidy Report

&18/2009 MO0266 |FIRST - MOO266 LAST - uiv HSU 4 Re-Certification Pending

05/18/200% MO026G | TTemT s T = Fending

Deceased Tenants Report 05/18/2009 MO0266 |FIRST - MOO266 LAST - uiv HSU 3 Certification Pending

oo |

er Administration 05/18/200% MO00266 | FIRST - MOD266 LAST - uiv H5U 1 Expiration Pending

Coordinator Cert Report

User Requests

User Certification 05/18/2009 MD0364 |FIRST - MOD364 LAST - uiv HSU 1 Certification Pending
((petails |

05/18/2009 M00266 |FIRST - M00266 LAST - uiv HSU 2 Re-Certification Pending

User Certification Report

05/18/2008 MOD364  FIRST - MOO364 LAST - iv | HSU 3 Re-Certification Pending
ordinator Acci Request
Authorization Form 05/18/2009 MOD374 |FIRST - MOO374 LAST - iv |HSU 8 Certification Pending
05/18/2009 MOD376 |FIRST - MOD376 LAST - iiv  |HSU 2 Certification Pending
User Manual 05/18/2008 MOO375 |FIRST - MOD376 LAST -uiv  HSU 1 Re-Certification Pending [petails |

'-\ mrm

1-11 of 11 Requests

The resulting screen displayed below is the “Pending” Re-certification UAAF requiring action.

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration >> User Access Request >> UAAF

‘Welcome: FIRST - MDD337 LAST -

Enterprise Income Verification (EIV} System User Access Authorization Form

Date of Request: 0511812009
* Back to Secure Systems User ID: 1100266
o T rm i ST User Role: HSU
LELLCIRIETT User Name: FIRST - 100266 LAST - uiv
X :: :‘:';:'C‘:"::““;f' Phone Number: 123.456.7890
Fax Number: 123-456.7891

By Head of Household
Verification Reporis
« Existing Tenant Search Contract / Project Numbers : 136!
Multiple Subsidy Report Position Title: Housing User
« Identity Verification Report Type of Work Which Involves the Use of Upfront
i ion (UIV) Data that is Contained in  Income Verification

Email Address:

* Deceased Tenants Report
User Administration
« Coordinator Cert Report Coordinator Affiliation: Management Agent

® User Requests Type Of Action Requested: Re-Certification
User Certification Coordinator Action: Pending
E e Coordinator Action Date: No action taken yet.

dinator Ac Request Coordinator User ID: No action taken yet.
Authorization Form

Coordinator User Name:

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

Certification of Completion-Security Awareness Training Questionnaire:
| certify that prior to the submission of this online access authorization request for recertification that | have downloaded and completed the EIV Security
Awareness Training Questionnaire available on HUDs Enterprise Income Verification System (EIV) System for Multifamily Housing Program website at
http:/iwww.hud.gov/effices/hsg/mfhirhiip/eiv/eivhome.cfm
Reason for Denial: (Requires for denial raquasts.)
Netz: If you ars poing to deny this recusst, plesss state the resson for
DENIAL. You wan't be sble to camglets the denial procsss with cut 2
rezsen for denisl. For all othar actions, leave this fisld 2z blank

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

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

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

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

1) That the approval of the user UAAF request is not tied to the user certification process
(i.e., that a certification action still must take place);

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

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

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

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

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

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

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

EIV Coordinators must click the “OK” button in the pop-up box to indicate that they understand
the next action required.
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34.1

= Back to Secure Systems
s Program Office Selection
income Information

* By Subsidy Contract

e By Project Number

s By Head of Household
Verification Reports

s Existing Tenant Search

* Multiple Subsidy Report

e Identity Verification Report
e Deceased Tenants Report
User Administration

e Coordinator Cert Report

s User Requests

* User Certification

e User Certification Report
[Coordinator Access Request
e Authorization Form

Enterprise Income Verification

Certification UAAF — Approve Action

HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request:

User ID:

User Role:

User Name:

Phone Number:

Fax Number:

Email Address:

Contract / Project Numbers :
Position Title:

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

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

05118/2009

M00364

HSU

FIRST - MO0364 LAST - uiv
123-456-7676
123-456-7891

AKD2ZOI
Test

181003

Test

Management Agent
Certification

Pending

No action taken yet.
No action taken yet.

Coordinator User Name:

Microsoft Internet Explorer

Acknowledgement:
| understand that my use 9
will | use another person'g
access
| understand and agree to|

Reason for Denial: (m=a
Nate: If you are gaing to deny
DENIAL You won't be sble to complete the denial prooess with out 3 |

resson for denial. For all other actions, lesve tnis field as blark
[(Approve | [Jpeny| [_On-Hold | [cancel |

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

If you are going to APPROVE the user's User Access Authorization Form (UAAF) request, you must now certify the user?s property{es) and contract(s)
“4/ i User Certification, by the end of the quarter, to avoid interruption of the user's EIY access. Approval of cerification request LAAFS does not denote

certification of users in EIV.

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

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

Enterprise Income Verification HUD Home MF Housing EN Home  Search  Email

User Administration >> User Access Request => UAAF

Enterprise Income Verification (EIV} System User Access Authorization Form

Date of Request: 0518/2009
* Backto Secure Systems User ID: 00364
* Program Office Selection User Role: HSU
e User Name: FIRST - M00364 LAST - uiv
e Phone Number: 123.456.7676
el Fax Number: 123-456-7891
« By Head of Household ax Humber: -
Verification Reports Email Address:
s Existing Tenant Search Contract / Project Numbers : AKO0200 31003
« Multiple Subsidy Report Position Title: Test
« Identity Verification Report Type of Work Which Involves the Use of Upfront
« Deceased Tenants Report Income Verification (UIV) Data that is Contained in  Test
User Administration the EIV System:
Coordinator Cert Report Coordinator Affiliation: [Management Agent
User Requests Type Of Action Requested: Certification
User Certification Coordinator Action: Pending

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

Acknowledgement: WU LI e Ly
| understand that my user
will | use another person's b4 If you are going to DENY the user's User Access Authorization Form (UAAF) request, you must now Unassign the user role in Web Access Secure
access w2/ Systems (1ASS) from the property(es) or contract(s) for which the user was responsble,
| understand and agree to
Reason for Denial: Requil
Note: If you ara gaing to deny t
DENIAL. You won't &2 able to comETals ThE CEnTaT Frosess With SOr S = = =
resson for oenisl. For all other sctions, lesve this fisld sz blank. Required: P|, tate the reason for denial of this request.

Approvs n-Hold Cancel

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

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

Enterprise Income Verification HUD Home ME Housing EIV Home Search  Email

User Administration >> User Access Reguest >> UAAF

Welcome FIRST - MDO337 LAST -

Enterprise Income Verification (EIV) System User Access Authorization Fo

Date of Request: 05/18/2009

= Back fo Secure Systems User ID: 100266
« Program Office Selection User Role: HSU
income Information User Name: FIRST - M00266 LAST - uiv
5 gt Phone Number: 123-456.7890
s By Project Number
o By Head of Household Fax Number: 123-456-7891
Verification Reports e

Existing Tenant Search Contract f Project Numbers : 08744

Muitiple Subsidy Report Position Title: Housing User

Identity Verification Report Type of Work Which Involves the Use of Upfront

Deceased Tenants Report i on (UIV) Data that is C. ined in  Income Verification
User Administration
o Coordinator Cert Report Management Agent
* User Requests Type Of Action Requested: Certification

User Certification Coordinator Action: Pending

User Certification Report Coordinator Action Date: No action taken yet.
-oordinator Access Request Coordinator User ID: No action taken yet.

e Coordinator User Name:

User Manual Acknowledgement:

r | understand that my user
it “"m will | use another person's

access

| understand and agree to

Microsoft Internet Explorer

9 If you are going to put the user's UAAF request on HOLD, you must act on the user's UAAF request, by the end of the quarter, to avoid a break in the
\-f/ user's EIV access.

Reason for Denial: (Resui
Note: If you are gaing to deny th
DEMIAL. Yau wan't be abls to
ressan for denial. For sl athar actians, leava this fisld s blank:

Approve | [Derf| [ On-Hold | Jcancel |

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

3.4.4 Recertification of UAAF — Approve Action

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration >> User Access Request >> UAAF

Welcome FIRST - MOO337 LAST -

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request: 05/18/2009
« Back to Secure Systems. User ID: 1100364
- Program Office Selection User Role: HSU
(sl it User Name: FIRST - M00364 LAST - uiv
- Phone Number: 123-456-7676
= By Project Humber
Fax Number: 123-456-7891

« By Head of Household 3
Verification Reports ErEl i
Existing Tenant Search Contract / Project Numbers : Ui
Multiple Subsidy Report Position Title: test
Identity Verification Report Type of Work Which Involves the Use of Upfront
Deceased Tenants Report Income Verification (UIV) Data that is Contained in  test
or Administration the EIV System

Coordinator Cert Report Coordinator Affiliation: Property Owner

User Requests Type Of Action Requested: Re-Certification

User Certification Coordinator Action:

SR Coordinator Action Date:
Uittt  Coordinator User ID:

Authorization Form Coordinator User Name: 1

Microsoft Internet Explorer

Acknowledgement:
| understand that my use Py
will | use another person's] 2

3
access 4
| understand and agree to

If you are going to APPROVE the user's User Access Authorization Form (UAAF) request, you must now certify the user?s property(es) and
contract(s) in User Certification, by the end of the quarter, to avoid interruption of the user's EIV access, Approval of recertification request UAAFs
does not denote recertification of users in ETV.

Certification of Co

| certify that prior to the submission of this online access authorization request for recertiication that | have downloaded and completed the EIV Security
Awareness Training Questionnaire available on HUDs Enterprise Income Verification System (EIV) System for Muttifamily Housing Program website at
http:/fwww.hud.gov/offices/hsg/mfh/rhiip. home.cfm

Reason for Denial: (R=quir=d for denisl reguests )
Nots: If you sr= going to deny this reausst, clesse state the re=sen for
DENIAL. You won't be abie ta complete the denisl pracess with out
reasan for denial. For all other actions, leave this fisld as blank.

[CAsprove | (09

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

performed.

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

3.4.5

Recertification of UAAF — Deny Action

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

‘Welcome FIRST - MDD337 LAST -

= Back to Secure Systems
= Program Office Selection
Income Information

e By Subsidy Contract

By Project Number

« By Head of Household
Verification Reports

« Existing Tenant Search

® Multiple Subsidy Report

e Identity Verification Report
* Deceased Tenants Report
User Administration

& Coordinator Cert Report

+ User Requests

e User Cerfification

® Authorization Form

User Manual

Enterprise Income

User Administration >> User

Verification HUD Home MF Housing EIV Home Search  Email

Access Request >> UAAF

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request:

User ID:

User Role:

User Name:

Phone Number:

Fax Number:

Email Address:

Contract / Project Numbers
Position Title:

Type of Work Which Involves the Use of Upfront
Income Verification (UIV) Data that is Contained in

the EIV System:
Coordinator Affiliation:
Type Of Action Requested:
Coordinator Action:
Coordinator Action Date:
Coordinator User ID:
Coordinator User Name:

05118/2009

M00266

HSU

FIRST - MO0266 LAST - uiv
123-456-7890
123-456-7891

z 136!
Housing User

Income Verification

Management Agent
Re-Certification

Ackr 1t
| understand that my user |
will | use another person's p
access
| understand and agree to fo

Certification of Compléf
| certify that prior to the submi

Awareness Training Questionnaire available on HUDs Enterprise Income Verification System (EIV) System for Multifamily Housing Pragram website at
http:/ivnww.hud.govioffices/hsg/mfh/rhiip/eiv/eivhome.cfm

Reason
Nate: If yo
DEMIAL. ¥ a
reason for denial. For all other adtion:

If you are going to DENY the user's User Access Authorization Form (UAAF) request, you must now Unassign the user role in Web Access Secure
Systems (WASS) from the property(es) or contract(s) for which the user was responsible.

Wareness Iraning Juestionnaire:
ssion of this online access authorization request for recertification that | have downloaded and completed the EIV Security

¥

ion-secur

or | DERY

s, leave this field ss blank.

[ ApprD\'E‘OnrHolt\ ] [ Cancel ]
\_/

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

performed.

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

Enterprise Income Verification HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Welcoma FIRST - M0O227 LAST -

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request: 05/18/2009
« Back to Secure Systems: User ID: 100266
+ Program Office Selection User Role: HSU
e = User Name: FIRST - M00266 LAST - uiv

123-456-7890
123-456-7891

Phone Humber:

Fax Number:

Email Address:

Contract / Project Numbers :

Position Title:

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

Verification Reports

* Existing Tenant Search

= Multiple Subsidy Report

* Identity Verification Report
+ Deceased Tenants Report
User Administration

136551
Housing User

Income Verification

Coordinator Cert Report
User Requests
User Certification

Coordinator Affiliation:
Type OFf Action Requested:
Coordinator Action:

Management Agent
Re-Certification

Coordinator Action Date:

No action taken yet.

Coordinator User ID:
Coordinator User Name:

Acki
| understand that my user
will 1 use another person's | |2

access \‘/
| understand and agree to

If you are going to put the user's UAAF request on HOLD, you must act on the user's UAAF request, by the end of the quarter, to avoid a break in the

user's EIV access.
C ifi i of Comp

| certify that prior to the submission of this enline access authorization request for recertification that | have downleaded and complsted the EIV Security
Awareness Training Questionnaire available on HUDs Enterprise Income Verification System (EIV) System for Multifamily Housing Program website at
hitp:/fwwwr.hud ices/hsg/mftvrhiip/eivieivh fm

Reason for De| 2 (Requirsd for denisl request
Note: If you sre going to deny this request, plesse state the resson for

b= sble to complete the denisl prooess with out =  —

reascn for genial. For all otner actions, 2ave this field as Glank.
Approve | [Den}] [(On-Hold | [ ghncel

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

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

3.4.7 Expiration of UAAF — Approve Action
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+ Back to Secure Systems
+ Program Office Selection
Income Information

+ By Subsidy Contract

« By Project Humber

« By Head of Household
Verification Reports

+ Existing Tenant Search

+ Multiple Subsidy Report
 Identity Verification Report
+ Deceased Tenants Report
User Administration

+ Coordinator Cert Report

* User Requests

* User Certification

+ User Certification Report
Coordinator Acci
+ Authorization Form

s Request

User Manual

mmrmm

Enterprise Income Verification

User Administration >> User Access Request >> UAAF

HUD Home MF Housing EIV Home Search Email

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request:

User ID:

User Role:

User Name:

Phone Number:

Fax Number:

Email Address:

Contract / Project Numbers :
Pasition Title:

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

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

Microsoft Internet Explorer

¥

Acknowledgement:
| understand that my user |
will | use another person's
access
| understand and agree to

(wass).

You should now unassign the user role in WASS from the property(ies) and/fer contract(s) that are assigned to the user in Web Access Secure Systems

05/18/2009

100266

HSU

FIRST - MOO266 LAST - uiv
123-456-7890
123-456-7891

CA16
Housing User

Income Verification

Service Bureau
Expiration

Pending
No action taken yet.

No action taken yet.

Reason for Denial: (7

ey
ase state the reason for

Mote: I you sre going to der

DENIAL. You wor't be sble to complete the denisl process with out &

resson for denisl. For sll other actions, lesvs this fisld 25 blank.

[ Approve ] \

[ On-Hold ] [Cance\ ]

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

performed.

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

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration => User Access Request => UAAF

Welcome FIRST - MO0337 LAST -
i

Enterprise Income Verification (EIV) System User Access Authorization Form

Date of Request: 05/18/2009
» Back to Secure Systems User ID: M00266
= Program Office Selection User Role: HSU
income information User Name: FIRST - 100266 LAST - uiv
i M Phone Number: 123.456.7890
0 LT Fax Number: 123-456-7891
« By Head of Household X Humber: -
Verification Reports Ern il
« Existing Tenant Search Contract / Project Numbers : CA16L
* Multiple Subsidy Report Position Title: Housing User
= Identity Verification Report Type of Work Which Inveolves the Use of Upfront
+ Deceased Tenants Report Income Verification (UIV) Data that is Contained in  Income Verification
User Administration the EIV System:
« Coordinator Cert Report Coordinator Affiliation: Service Bureau
User Requests Type Of Action Requested: Expiration

User Certification Coordinator Action:

User Certification Report Coordinator Action Date: No action taken yet.
Coordinator Access Request Coordinator User ID: No action taken vet.
Coordinator User Hame: Microsoft Internet Explorer

Acknowledgement:
| understand that my user ID and
will | use another person’s passwi

| understand and agree to follow aj

¥} Ifyou are going to DENY the user's User Access Authorization Form (LAAF) request, you must remember to certify the user?s property(ies) and/or
2/ contract(s) in User Certfication, by the end of the quarter, to avoid intermuption of the user?e E1V acces,

Reason for Denial: (Required for denial requests )

Note: If you are going to deny this request, please state the resson for
DENIAL. You won't be sble to complate the denial process with out s
reszan for danial. For all other adtions, leave this fisld s blank

Deny

Apprgve Of-Hold Cancel

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

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

EIV 9.0 User Administration Manual — External Users Page 41



EIV MF User Administration Manual — External Users

3.4.9

+ Back to Secure Systems
+ Program Office Selection
Income Information

+ By Subsidy Contract

+ By Project Humber

= By Head of Household
Verification Reports

« Existing Tenant Search

+ Multiple Subsidy Report
 Identity Verification Report
+ Deceased Tenants Report

User Administration

+ Coordinator Cert Report

+ User Requests

« User Certification

+ User Certification Report
Coordinator Access Request
+ Authorization Form

Enterprise Income Verification

Expiration of UAAF — On-Hold Action

HUD Home MF Housing EIV Home Search Email

User Administration >> User Access Request >> UAAF

Date of Request:

User ID:

User Role:

User Name:

Phone Number:

Fax Number:

Email Address:
Contract / Project Numbers :
Pasition Title:

Type of Work Which Involves the Use of Upfront

Income Verification (UIV) Data that is Contained in

the EIV System:
Coordinator Affiliation:
Type Of Action Requested:
Coordinator Action:
Coordinator Action Date:
Coordinator User ID:

Enterprise Income Verification (EIV) System User Access Authorization Form

05/18/2009

100266

HSU

FIRST - M00266 LAST - uiv
123-456-7890
123-456-7891

CA161
Housing User

Income Verification

Service Bureau
Expiration

Pending

No action taken yet.
No action taken yet.

Coordinator User Name:

Acknowledgement:
| understand that miy user D]
will | use another person's
access
| understand and agree to
Reason for Denial: jr=aui
Note: If you are going to deny this request, please state he reason for
DEMIAL. You won't be sble to complete the denial process with out &
reasan for denisl. For all other actions, leave this field as blank.

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

Approve

(Deffy ] ((onHoid

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

3.5 Certifying EIV Users

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

MF EIV Coordinators assigned the EIV HSC or CAC role can only certify EIV Users assigned the HSU
or CAU role, respectively.

Note: With EIV Release 8.1, the User Certification process is now linked to the User Access
Requests function. Only those contracts and projects that are listed in UAAFs that have been
“Approved” will appear on the User Certification page.

The User Certification process is as follows:

e Users will create and submit online UAAFs requesting their new or additional contract(s)
and/or property(ies) be certified in EIV or recertified in EIV in order to continue their
access to EIV.

e EIV Coordinators will process online UAAFs by approving, denying, or putting them on
hold. An EIV Coordinator should not approve a UAAF, if he or she is not the Coordinator
for all of the contracts and properties listed in the UAAF.
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e EIV Coordinators will then go into User Certification and certify contracts and/or
properties for User applicants. As aforementioned, only those contracts and properties
listed in an “Approved” UAAF will appear on the User Certification page.

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

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

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

Enterprise Income Verification

HUD Home MF Housing ElVY Home Search Email

User Administration >> User Certification

Select the contractis) or Projects to certify the users.
@ Contracts [an Contracts =1
ORrR
' Projects [an Projects =1
Select Certification Status: All 2
Get Users |

When the Contracts option is selected and a contract is selected, a list of HSU or CAU Users for
the selected contract will be displayed as shown below.
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Enterprise Income Verification

HUD Home MF Housing EIV Home Search

User ini: ion == User Certification => User Certification by Proj ontracts

Number of Records: 25 Certification Status: All ~
Note:
ISP SN - To cortify assignment(s). please select the assignment(s) and click “Certify’ button

« To expire assignment(s). plaase select the assignment and click ‘Expire’ button

Sl . Click on ' SelecuDeselect All' button to Select all and deselect all assignments

Income Information

e By Subsidy Contract

* By Project Number 1-25 of 25 Users

e By Head of Household

Verification Reports
Existing Tenant Search

Muitiple Subsidy Report bl woozss

Identity Verification Report O M00266

e T e e ] M00266  FIRST - MOO265 LAST - uiv

User Administration
« Coordinator Cert Report []  M00286 FIRST - MOOZS6 LA:

[] M00266 FIRST - MOO2Z66 LAST - uiv
[]  M00286 FIRST - MOOZS6 LA:
[] M00266 FIRST - MOO2Z66 LAST - uiv
[] M00265 FIRST - MOD26S LA
[] ™oo3ss FIRST - MOD3SS AKL 05/12/2009 07/31/2009 certified MDD353
[] m™oo3sa  FIRST - MOD3SS WA 07/31/2009 certified MD0353
[] ™oo3ss FIRST - MOD3SS wa 07/31/2009 certified MDD353
[] m™oo3sa  FIRST - MOD3SS WA 07/31/2009 certified MD0353
[] Mo0362 FIRST - MOD364 wa 07/31/2009 certified [REEE]
[[]  M00385  FIRST - MOOZES LAS wa 0s5/18/2008 07/31/2008 certified Mo0z37
[] M00365 FIRST - MOD36S LAS wa New
[] M00365 FIRST - MOD3SS a New
[1 M00374 FIRST - MOO374 ca New
[] M00374 FIRST - MOD374 ca: New
[0  Mo0o374  FIRST - MOO374 =3 05/18/2009 07/31/2009 certified MO0337
O MOO374  FIRST - MOO374 <A New
[  M00374  FIRST - MOO374 LAST - uiv wa New
O MOO274  FIRST - MOOZ74 A New
(] MO0374  FIRST - MOO374 WA New
O MOO274  FIRST - MOOZ74 A New
[  M00376  FIRST - MOO376 LAST - uiv wa New

[[certify ] [ Expire ][ Select/Deselect All |

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

An Action checkbox is provided to certify or to expire a User’s contract/project. To certify a
contract, under Action, click on the box next to the user’s User ID (e.g., next to M00370) and then

click on the Certify button. All requests can be certified at one time by clicking on the ‘Sele
Deselect All’ button, which will select all the non-certified users. Individual contracts may
unselected by clicking on the selection box.

Certify.

e Under Action, click
on the box next to
the user’s ID (e.g.,
M00374) and click

[J  M00385 FIRST - MOD365 LAST - uiv 05/18/2009 Certified M00337
[J  M00365 FIRST - MOD365 LAST - uiv
Mgo374 cat - - New . >
M00374 CAL - g New -
[0  MO0374 FIRST - MOOS/2 LAGT SO T sy CrErEp ) =reremied MO0337
[0 M00374  FIRST - MOD374 LAST - uiv caL New
[J  M00374 FIRST - MOD374 LAST - uiv New
[J  ™M00374  FIRST - MOD374 LAST - ui Al New
[0  M00374 FIRST - MOD3Z4 WA New
[0  moos7a ~H100374 LAST - uiv WA - - New
il FIRST - MOO376 LAST - Uiv WA1 - - New
Certify | [ Expire | [ Select/Deselect Al |

When the Certify button is clicked, the system refreshes the User Certification page. Filter for the
certified contracts, the screen is displayed as following.
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Enterprise Income Verification D Home ousing ome

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

e Number of Records: g Certification Status: Certified v
Note:
o Secure - e To certify assignment(s). please select the assignment(s) and click 'Certify" button

« To expire assignment(s). please select the assignment and click 'Expire’ button
e Click on "Select/Deselect All' button to Select all and deselect all assignments

1-90of 9 Users

; [ Mo0364 FIRST - MOO364 LAST - uiv AKOZ 05, /2009 07/31/2009 Certified MO00363
de cati O Mo0364 FIRST - MO0364 LAST - uiv WALE 05/12/2009 07/31/2009 Certified M00363
= - [ Mo0364 FIRST - MOO364 LAST - uiv WALE 05/12/2009 07/31/2009 Certified MO00363

O Mo0364 FIRST - MO0364 LAST - uiv WALE 05/12/2009 07/31/2009 Certified M00363
[ Mo0364 FIRST - MOO364 LAST - uiv WALS 05/12/2009 07/31/2009 Certified MO00363
[} M00365 |3 14 R TaTak AR - AR == Szl o000 Certified M00337

= ] MO0374 FIRST - MOD374 LAST - uiv CAlS 05/18/2009 07/31/2009 Certified MO00337
O M00374 FIRST - MOO374 LAST - uiv CAlS 05/18/2009 07/31/2009 Certified M00337
| i A Qaila/2000 R ™
[certify | [ Expire | [ Select/Deselect Al |

!\!ce\ m

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

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

To Expire “HSU” or “CAU” users:
Step 1: Click the User Certification link in the left-hand navigation panel.

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

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration >> User Certification

Select the contract(s) or Projects to cedify the users.
@ Contracts [an contracts =l
OR
' Projects |all Projects =]
Select Certification Status: All -
Get Users

When the Contracts option is selected and a contract is selected, a list of HSU or CAU Users for
the selected contract will be displayed. Below figure display when user queried for all the
Contracts.
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‘Welcome: FIRST - MDD337 LAST -
uiv

« Back to Secure Systems
+ Program Office Selection
Income Information

« By Subsidy Contract

« By Project Number

* By Head of Household
Verification Reports

« Identity Verification Report
* Deceased Tenants Report
User Administration
 Coordinator Cert Report
e UserRequesis

& User Certification

# User Certification Report
‘Coordinator Access Request
+ Authorization Form

User Manual

EIV Home Search Email

Enterprise Income Verification HUD Home MF Housing
User Administration »» User Certification »> User Certification by Projects/Contracts
Number of Records: 25 Certification Status:

Note:

« To certify assignment(s). please select the assignment(s) and click 'Certify" button
« To expire assignment(s). please select the assignment and click "Expire’ button
e Click on "Select/Deselect All' button to Select all and deselect all assignments

A e o e e e o

Mo0266
M00266
Mo0266
M00266
Mo0266
M00266
Mo0266
M00269
Mo03e4
Mo0364
Mo03e4
Mo0364
Mo03e4
M00365
MD0365
M00365
M00374
M00374
M00374
M00374
M00374
M00374
M00374
MQ0374

M00376

FIRST

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

FIRST -

MO0268 LAST - uiv
MOD266 LAST - uiv
MO0268 LAST - uiv
M00266 LAST - uiv
MO0D266 LAST - uiv
M00266 LAST - uiv
MO0D266 LAST - uiv
MO0268 LAST - uiv
MO0364 LAST - uiv
M00364 LAST - uiv
MO0364 LAST - uiv

MO0364 LA

MO0364 LAST - uiv
MO0365 LAST - uiv
MOD365 LAST - uiv
MO0365 LAST - uiv
MOD374 LAST - uiv
MQO0374 LAST - uiv
MOD374 LAST - uiv
MQO0374 LAST - uiv
MO0374 LAST - uiv
MQO0374 LAST - uiv
MO0374 LAST - uiv
MQO0374 LAST - uiv

MO0376 LAST - uiv

[ certify | [ Expire ] [

Sclect/Desclect All

1-25 of 25 Users

elclive e Effective To Date User Status epover
Action UserlD
- - New -

05/18/2009

05/12/2009
05/12/2009
05/12/2009
05/12/2009
05/12/2009

05/18/2009

05/18/2009
05/18/2009

05/18/2009

07/31/2009
07/31/2009
07/31/2009
07/31/2009
07/31/2009

07/31/2009

07/31/2009
07/31/2009

07/31/2009

New

Expired

Certified
Certified
Certified
Certified
Certified
Certified
New

New

Certified
Certified

Certified

MO0337

MO0383

M00363

MO0383

M00363

MO0383

M00337

MD0337

MQ0337

MD0337

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

To expire a user’s contract/ project, under Action, check the box next to the user’s User ID and
Contract(s) combination (e.g. M00265/ XX000000000) and click the Expire button at the bottom
of the page. With EIV 8.1, a Coordinator can expire all contracts/projects at one time by clicking
the Select/Deselect All button, which is also at the bottom of the page.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Admil

stration >> User Certification >> User Certification by Projects/Contracts

Welcome FIRST - M00337 LAST - NI J EYNTN CH 25 Certification Status: Change View
wiv
Note:
« Back to Secure Systems « To certify assignment(s). please select the assignment(s) and click 'Certify" button
e Program Office Selection | To expire assignment(s). please select the assignment and click 'Expire’ button
°g e Click on "Select/Deselect All' button to Select all and deselect all assignments
Income Information
+ By Subsidy Contract
* By Project Number 1-25 of 25 Users
e By Head of Household
Vi on Reports
e Existing Tenant Search
5 N [1 M00286 FIRST - MOO266 LAST - uiv AKD = = New
 Multiple Subsidy Report
PRETTTIRY T R el | [ 100266 FIRST - MO0266 LAST - uiv AKO - -
2 PErmmlie e [] Mo0286  FIRST - MOO265 LAST - uiv caL 05/18/2009 - M00337
User Administration i i
o T T [0 M00286 FIRST - MOO266 LAST - uiv CAL - -
User Requests [1 M00286 FIRST - MOO266 LAST - uiv cAL - -
[ooreni =iz [] M00286 FIRST - MO0266 LAST - uiv cAL - -
User Certification Report
- o SPRRRN | [1  M00266  FIRST - MOD266 LAST - uiv cAL - -
* Authorization Form [ M00288  FIRST - MOO268 LAST - uiv CAL - -
[0 M00384 FIRST - MOO364 LAST - uiv AKO 05/12/2009 07/31/2009 M00363
Leerisr [ M00384  FIRST - MOO364 LAST - uiv 05/12/2009 07/31/200% Certified MO0363
1A B"m [0 M00384 FIRST - MOO364 LAST - uiv WAL 05/12/2009 07/31/2009 Certified M00363
[1 M00384  FIRST - MOD364 - uiy 05/12/200% 07/31/200% Certified MO0363
[0 Mo03s4 FIRS Lortified M00363
FIRST - - uiy 05/18/200% 07/31/200% 37
M00365  FIRST - MOD365 LAST - uiv WAL - -
M00365  FIRST - MOO36S LAST - uiv WAL - -
ﬁwmﬂ)’é LAST - uiv cA1 05/18/2009 07/31/2009 Certified 7
[  M0037¢  FIRST - MOOS7T Dot = i, = PTIE M00337
[1 M00374 FIRST - MOO374 LAST - uiv ca1 05/18/2009 07/31/2009 Certified M00337
[0  M0037¢4  FIRST - MOO374 LAST - uiv CAL - - New
[1 M00374 FIRST - MOO374 LAST - uiv WAL - - New
[0  M0037¢4  FIRST - MOO374 LAST - uiv WAL - - New
[1 M00374 FIRST - MOO374 LAST - uiv WAL - - New
[1 M00374  FIRST - MOO374 LAST - uiv WAL - - New
O wmog RGL - MDO0376 LAST - uiv WAL - - New
Cert [Expire | [} Select/Deselect All

T —

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

Microsoft Internet Explorer,

\_J/' Are wou sure you wank to Expire the selected assignment)s for this user

ik, |[ Cancel ]

When OK is clicked, the screen refreshes and the status of the Expired contacts or projects is
displayed as Expired as is shown below.
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Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration >> User Certification >> User Certification by Projects/iContracts

Welcome: FIRST - MOD337 LAST - - ificati : -
S Number of Records: 25 Certification Status: hange View

Note:

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

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

+ Program Office Selection
Income Information

« By Subsidy Contract

* By Project Number 1-25 of 25 Users

« By Head of Household fective Date of Approver|
Veri aFu:,n Reports ction Contract Action Effective To Date User Status UserlD
AKL - - New -

]  M00266 FIRST - MOO266 LAST - uiv
« Identity Verification Report D M00266  FIRST - MOO266 LAST - uiv AKL - - New
= WeEmem il [] Mo0286  FIRST - MOO265 LAST - uiv ca: 05/18/2009 = Expired MDD337
User Administration
o CE e EET [] M00266 FIRST - MOO266 LAST - uiv cA - - New
* UserRequests [1 MO00266 FIRST - MOO266 LAST - uiv cA: - - New
© IowEoi=i=n [] M00286 FIRST - MO0266 LAST - uiv cA - - New
User Certification Report
[P SINN [ (| 100255 FIRST - MD0265 LAST - uiv cA: - - New
* Authorization Form 1  M00268  FIRST - MOO26S LAST - uiv cA - - New
[1 MOD364 FIRST - MOO364 LAST - uiv AKC 05/12/2009 07/31/2009 Certified M00363
User Manual 1  M00364 FIRST - MOO364 LAST - uiv VA 05/12/2009 07/31/2009 Certified M00363
L}!Cf‘ m [1 MOD364 FIRST - MOO364 LAST - uiv WA 05/12/2009 07/31/2009 Certified M00363
1  M00364 FIRST - MOO364 LA VA 05/12/2008 07/31/2009 Certified M00363
[1 MOD364 FIRST - MOO364 LAST - uiv WA 05/12/2009 07/31/2009 Certified M00363
1  M00365 FIRST - MOO365 LAST - uiv 05/18/2009 07/31/2009 Certified M00337
TR TR 05/18/2009 - Expired T —
M f—ldl0355  FIRST - MO0365 LAST - uiv VA 05/18/2009 - Expired 100337 et
D M0D0374  FIRST - MOO374 LAST - uiv CAal 05/18/2009 07/31/2009 Certified MO0337
1  M00374  FIRST - MOO374 LAST - uiv cA: 05/18/2008 07/31/2008 Certified M00337
D M0D0374  FIRST - MOO374 LAST - uiv CAal 05/18/2009 07/31/2009 Certified MO0337
1  M00374  FIRST - MOO374 LAST - uiv cA: - - New
D M00374  FIRST - MO0O374 LAST - uiv WA - - New
1  M00374  FIRST - MOO374 LAST - uiv WA - - New
D M00374  FIRST - MO0O374 LAST - uiv WA - - New
1  M00374  FIRST - MOO374 LAST - uiv WA - - New
D M00376  FIRST - MOO376 LAST - uiv WA - - New
[ cCertify | [ Expire ][ Select/Deselect All

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

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

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

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

Step 1: Click on the User Certification Report/CAU Certification Report link in the left-hand
navigation panel.
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Enterprise Income Verification HUD Home MF Housing EIY Home Search Email

Welcome First - MOO337 Last - uiv

Welcome First - MO0337 Last - uiv
———————— [ EIV Announcement

Announcement Date: 01/14/2008 *four EIYV Session will time out after
* Backto Secure Systems thirty (30) minutes of inactivity, cloging
+ Program Office Selection the session and logging you off the
+ Switch Role system. The page that was active at
Income Information the time the session timed out will
P S —— continue to display. Before you can

perform another systern function, after a
time out occurs, you will be prompted
to log on again

* By Project Humber
* By Head of Household January 14, 2008. The loading of SSA data that includes the latest cost of living
Verification Reports lj has been completed

» Existing Tenant Search MNoti f Brow
+ Multiple Subsidy Report Dc:;i Dati;‘i::;:ser
The EIV Systern supports browser

version Internet Explorer 6.0 and higher.

Other browsers may not be compatible
» Coordinator Cert Report with this software. .

» User Requests

= Identity Yerification Report
#» Deceased Tenants Report
User Administration

» User Certification Report A tention 1!

Mext User re-certification is due lly on the i ry of the assi t or recertification of the EIV Role for each Subsidy
Contract and/or Project Humber in your portfolio.

User Manual

A=

See resulting screen below:

Enterprise Income Verification HUD Home MF Housing EIV Home Search  Email

User Administration »> User Certification Report

Select the Contract(s) or Projects to view the cerification report
@ Contracts [ Contracts =
OR
C Projects [anprojects =
Select Certification Status: all >
Get Report I

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

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

User ID

User Name

Contract

Effective Date of Action
Effective to Date
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m  User Status

d
User Administration »> User Certification Report > User Certification Report by Projects/Contracts
‘:::"“"‘E Ll el Humber of Records: 46 Certification Status:
_— [ All
Pending
« Backto Secure Systems 1-46 of 46 Users |Centified
- - Expired
S TR 5 [Usor Namo Conract  [EMectve D“‘*rec.m To Dats
- oy Subsidy Contract M00266 FIRST - M00266 LAST - uiv AKO - - New
* By Project Number M00266 FIRST - M00266 LAST - uiv AKO - - New
* By Head of Houschold M00266 FIRST - M00266 LAST - uiv cal 05/18/2009 - Expired
VRIS LT M00266 FIRST - M00266 LAST - uiv cal - New
« Existing Tenant Search
S — M00266 FIRST - M00266 LAST - uiv ca1 - - New
o Identity Verification Report | [QLIER] FIRST - M00266 LAST - uiv cal - - New
+ Deceased Tenants Report | [YRLEET FIRST - M00266 LAST - uiv ca1 - - New
User Administration M00266 FIRST - M00266 LAST - uiv cal - - New
* Coordinafor CertReport | [ERRBTES FIRST - MOD266 LAST - uiv ca3 - - New
+ UserRequests
+ o Contineation M00269 FIRST - M00263 LAST - uiv cal - - New
o Usor Cortifica M00269 FIRST - M00269 LAST - uiv ca1 - - New
e — cquest | RORER FIRST - M00269 LAST - uiv cal - - New
o Authorization Form M00269 FIRST - M0D269 LAST - uiv ca1 - - New
M00269 FIRST - M00269 LAST - uiv cal - - New
User Manual M00269 FIRST - M00269 LAST - uiv ca1 - - New
A ﬁﬁ;‘,‘- M00269 FIRST - M00269 LAST - uiv ca3 - - New
iohe M00345 FIRST - M00345 LAST - uiv AKO - - New
M00345 FIRST - M00345 LAST - uiv AKO - - New
M00345 FIRST - M00345 LAST - uiv wA1 - - New
M00345 FIRST - M00345 LAST - uiv waj - - New
M00345 FIRST - M00345 LAST - uiv WAl - - New
M00361 FIRST - M00361 LAST - uiv AKO - - New
M00364 FIRST - M00364 LAST - uiv AKO 05/12/2009 07/31/2009 Certified L
M00364 FIRST - M00364 LAST - uiv WAl 05/12/2009 07/31/2009 Certified
M00364 FIRST - M00364 LAST - uiv wai 05/12/2009 07/31/2009 Certified
M00364 FIRST - M00364 LAST - uiv WAl 05/12/2009 07/31/2009 Certified
M00364 FIRST - M00364 LAST - uiv wA1 05/12/2009 07/31/2009 Certified
M00365 FIRST - M00365 LAST - uiv wai 05/18/2009 07/31/2009 certified
M00365 FIRST - M00365 LAST - uiv wal 05/18/2009 - Expired
M00365 FIRST - M00365 LAST - uiv WAl 05/18/2009 - Expired
M00367 FIRST - M00367 LAST - uiv AKO - New
M00367 FIRST - M00367 LAST - uiv WAl - - New
MNN3ART FIRST - MNN3IAT | AST - 1w WAL s viiien s - - Nawr !

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

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

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

Acronym Definition

C&A Certification and Accreditation

CAl Contract Assistance Identifier

CAN Claim Account Number

CCB Change Control Board

CCMB Configuration Change Management Board

CM Configuration Management

CMRB Contract Management Review Board

COTR Contracting Officer’s Technical Representative

DCG Development Coordination Group

DRP Disaster Recovery Plan

DTS Data Transmission Services

EDI Electronic Data Interchange

EIV Enterprise Income Verification

FEIN Federal Employer Identification Number

FIPS Federal Information Processing Standards

FISCAM Federal Information System Controls Audit Manual

FISMA Federal Information Security Management Act

FO Field Office

FOIA Freedom of Information Act

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

50059

FOUO For Official Use Only

FTP File Transfer Protocol

GTM Government Technical Monitor

GTR Government Technical Representative

HHS U.S. Department of Health and Human Services

HOH Head of Household

HOUSING Office of Housing - FHA

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

HUD US Department of Housing and Urban Development

ICN Income Control Number

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
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Acronym Definition

PIA Privacy Act Assessment

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 that is used to collect New Hires data
WASS Web Access Security Subsystem
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