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_i_New Policies & Procedures for
Certifying & Re-certifying EIV
ACCess



Requests for EIV Access:

OLD WAY
_i_

m Prior to the June 26, 2007 7.0 EIV
Release for MF, ALL requests for
access and the removal of such access
had to be submitted in hardcopy
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Requests for EIV Access:

NEW WAY

_i_

Type of Action Submission
New & Hardcopy
Expire

Certification & Re-
certification

Electronic
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Type of Action: “New” & “Expire” —
Hardcopy Submission

_i_

m New access

— No prior access to EIV for any contract(s) and/or
property(ies) in the user’s portfolio in WASS

m EXpIre access

— Expiration of EIV access from a user’s
contract(s) and/or property(ies) in EIV and
removal of the EIV role from the user’s
contract(s) and/or property(ies) in WASS
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Hardcopy CAAF and UAAF
Submission

_i_

m EIV Coordinators submit hardcopy
CAAFs to HUD’s MF Helpdesk via fax
at: 202/401-7984 or via email at
Mf eiv@hud.gov

m EIV Users submit hardcopy UAAFs to
their EIV Coordinators
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External Instructions
Explain...

_i_

m How to apply for access rights to the
EIV system as an EIV Coordinator or
an EIV User

m How to obtain a WASS User ID and/or
WASS Coordinator Role
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_i_

External Instructions
Explain... (Cont.)

m How to assign the HSC or CAC role to
an EIV Coordinator’s contract(s)
and/or property(ies) in WASS

m How to get certified in EIV to complete
the process for gaining access
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Type of Action: “Certification”
— Electronic Submission

_i_

m Certification

— Converts a contract(s) and/or
property(ies) from “New” to “Certified”
status in EIV.

— It Is the third and final step in the EIV
application approval process.

Department of Housing and Urban Development
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Type of Action: “Certification”
— Electronic Submission (Cont.)

_i_

m For a “New” contract(s) or
property(ies) in EIV, an electronic
CAAF or UAAF for “Certification” must
be submitted for approval.

m If it IS not, your contract(s) and/or
property(ies) WILL NOT appear In
User Certification in EIV for your User
Administrator to certify.
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_i_

Type of Action: “Re-Certification” —
Electronic Submission

m Re-certification
— Re-certifies a contract(s) and/or
property(ies) in EIV that is in “Certified,”
“Pending,” or “Expired” status
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Type of Action: “Re-Certification” —
Electronic Submission (Cont.)

m For a “Pending,” “Expired,” or “Certified”
contract(s) or property(ies) in EIV, an
electronic CAAF or UAAF for “Re-
certification” must be submitted for
approval.

m Again, if it is not, your contract(s) and/or
property(ies) WILL NOT appear in User
Certification in EIV for your User
Administrator to certify.
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_i_

Accessing Electronic
CAAFs and UAAFs

m Electronic CAAF and UAAF requests for
“Certification” or “Re-certification” are

accessed online via the Internet
through EIV.
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Welcome Page:
HSC/CAC Roles

Enterprise Income Verification

Authorization

Welcome First - MOO337 Last - uiv

Welcome First - MODI3T Last - uiw
EIV Announcement

Announcement Date: 01/14/2008
» Back to Secure Systems

« Program Office Selection

* Switch Role
Income Information i ;
" continue to
* wsuys'dycnm“ct perform ancther system function, after a
R time out occ you will be prompted
* By Head of Household January 14, 2008. The loading of g#®A data that includes the latest cost of living
Verification Reports adjustment has been complejy

® Existing Tenant Search

& Multiple Subsidy Report

s [dentity Verification Report
* [Deceased Tenants Report
User Administration

* Coordinator Cert Report

& lUser Requests

& Vo Certification

r.

e User Certification Report &ttention !!
(EICIMEIGTETLEERERTEE N (et User re-certification is due annually on the anniversary of the assignment or recertification of the EIV Role for each Subsidy
~ Authorization Form Contract and/or Project Number in your portfolio.

User Manual
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Welcome Page:
HSU or CAU Roles

2} EI¥ - Welcome Page - Microsoft Internet Explorer

e Authorization

Enterprise Income Verification

Welcome First - MOO337 Last - uiv

Welcome First - MO0237 Last - uiv

EIV Announcement

2ment Date
= Backto Secure Systems

= Program Office Selection
= Switch Role

Income Information

= By Subsidy Contract

= By Project Number

= By Head of Household
Verification Reporis

= FExisting Tenant Search

= Multiple Subsidy Report

= Identity Verification Report
= T _ceased Tenams ~=00”
User Access Request

= Authorization Regquests

Attention !
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User Administration: EIV
Coordinators Only

_i_

m User Requests
m User Certification
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_i_

User Requests
Description

m User Reguests
—View User online UAAF requests.

—Approve, deny, or put UAAF
requests on hold until ready to act
on them.

Department of Housing and Urban Development
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User Reguests Function
______ .

R FIV - Welcome Page - Microsoft Internet Explorer
File Edit

Enterprise Income Verification l Se r EI¥ Home Search Email

Welcome First - MOO337 Last - uiv Req u eStS

EIV Announcement

Welcome First - MOOZIIF Last - uiw

= Backio Secure Systems
= Program Office Selection
= Switch Role

Income Information

= By Subsidy Contract

= Hy Project Humber

= By Head of Household o ¥ SSA data that i 1des the latest
Verification Reports adjustment ha

= Puxisting Tenant Search

= Muliple Subsidy Report

= |dertiby Werification Report
= Deceased Tenants Report

User Administration

e Coordinstar Cact RBeoort

- User Reguests

> “f=ar Certification

= User Certification Report Attention 1!
Coordinator Access Request E i s due annually on the anniv y of the ass ment or r
= Authorization Form tract and/ Proje Humber

User Manual
r.w A el
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Current User (UAAF)

Requests
|

Enterprise Income Verification MF Housing

User Administration »> User Access Request »> Current User Requests

Request Selecffon : Pending + [ Change Yiew |

Uzer Accezs Authorization Requests

EIV Home

Search

User Hame

First - M0 Certification

First - M0 Re-Certification

First - M0 Termination
MO0345  First - MOO345 Last - uiv 0 Certification

MO034S | First - MOO345 Last - uiv Termination
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Pending
Pending
Pending
Pending

Pending

[etails |
[Details |
[Details |
[Details |

| Details |

Email
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User’s Completed UAAF
Form for Action

Enterprise Income Verificati HUD Homea MF Housing EIV Homa Search __ Emall

User Hud tratio User Access LAAF

Weltome Firgt - MOOIIF Last - uiw

THEES INCoTTee Ve cation | Tyt User Accass Authorzation Foom
Date of Request: 0472172008
= Back tn Secure Systams
= Progratm Omce Selacion Uzer Hole:
= Switch Role Usar Hama:
Income lnformation Phone Humbar:
+ By Subsidy Contract
= Iy Project Humber Email Address:

& By Head of Hosssahiold
Verdication Heports

= Extsiing Tenant Search

= Multiphs Subsidy Report

= Mentity Werfication Beport
* Daceased Tanavts Report

Comtract / Project Humbers : VAR GO0 T8
Position Title: eTTrAr
Type of Wark Which Involves the Lise of Upfront

Income Verification (UIV) Data that is Contained in  retnay:
the EIV Syster

Usar Adsinlatration Coordinator Affiliation: Property Owner
Type OF Action Reguested: Cartificathon

& Coordinator Cert Repord i, b

« User Bequsste Coordinaior Act : Pending

& Dser Cerlifoation Coordinator Action Date: Mo actlon taken yet.

= Ui Cortification Repan Coordinator User [D: No action taken yet.
Coordinator Access Aagqeest Coordinator Lser Mamie:
= Ao ization Fonm

Usser Maavual
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UAAF Action Options

User Administration

Welcome Firgk - MOOIIF Last - uiw

= Back o Secure Systems
= Program Cice Selactkon
= SwHtch Rola

Income lnformsation

= By Subsidy Coniract

= Iy Project Humber

# By Head of Hossahold
Vermication Reports

= Eubsting Tenant Search

= Multiphs Subsidy Report

& ldentity Werfioation Beport
* Deceased Tanants Report
Liser fAu siration

& Coordinetor Cert Repord

= Feer RBequeasis

= User Certibcation

& U Cortieation Repan
Coordnator Access Fageesi
= Auilheor ization Form

User Mavual

Enterprise Income Verification

User Access Reguest

= LAAF

HUD Home

rigs Income Verificstion (V) Syetem User Access Authorization

Date of Regque

Uszer Hole:
User Hamea:
Phone Humber:

t / Project Numbers :
Position Title:
Type of Wark Which Involves the
Income Verification (UIV) Data that is Contained in
the EIV Syster

Coordinator Affiliation:
Type OF Aclion Begquestied:
Coordinator Action
Coordinator Action Date:
Coordinator User 1Dz
Coordinator ser Hamie:

AFA GO0 18
eftriyir

TELnTy
Property Ownear

Cartification
Pending

MFE Housing

EIV Houme

Saarch

Mo actlon taken yet.

Mo action taken yet.

Apgwove | [Deny | [ On-Hold
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User Certification Function

EIV - MMF - List of Submitted UAAF - Microsoft Internet Explorer
File Edit Wiew Faworites Tools Help

O Back - » ,.;,: ;‘ / Search ‘*_;.

o Favorites {';_‘ 3 = — | fic j“;

Address @] https: ffhwwauad426. hud. gov feiv/common/Cor_UserfccessRequests OH. jspPselrequest=P

Enterprise Income Verification

User Administration == User Access Request > Current User Requests

Velcome First - MODZ2F Last - uiv . - -
_— Request Selection : | Pending [ change ¥iew ]

= Backto Secure Systemnms

= Program Office Selection 1-2 of 2 Requests

= Switch Role User Access Authorization Requests

Income Information ~ Type of Action

= By Subsidy Contract I Requested

* By Project Number 04/04/2008 MISS527 LAURA M OKAZAKI

= By Head of Household

Verification Reports 06s/30/2008 MO0S45S

= Existing Tenant Search

= Multiple Subsidy Report

= |dentity Werification Report

= Deceased Tenanis Report

User Administration
Coordinator Cert Report
User Reauests

Re-Certification

HSU =) Certification Pending

First - MOO345
u

1 -2 of 2 Requests

or taking actions (Approve, Deny or On-hold), please click on the 'Details' button
= To view the regquests based on Status, please select from the Request Selection drop-down and click on 'Change “iew'
User Certification button
User Certificatior "cport
Coordinator Access Request Disclaimers:
= Authorization Form
& IFf vou APPROVE the user’'s fser Access Authrorization Form (FAAF) reqguest for recertification, vou mrust certify
the user’'s propertyiies) and contract{s) in Fser Certification, by the end of the gquarter, fo avoid finterruption of
the user’'s FIV acoess. Approval of recertification reqguest (FAAFs does not denote recertification of users in EILV.

User Manual

& IFf vou DENY the user's FAAF reguest for recerdification, yvou must unassign the HFSEF rofe in Web Access Secure Mo

:ELI S |§| ‘__4 Local intransk
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