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Preface

1 Preface

1.1 Document Overview

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

1.1.1 How This Manual is organized

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

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

= Chapter 2, User Maintenance in WASS — Provides instruction on the how to
maintain the user profiles for the Office of Public and Indian Housing (PIH) before the
user can access the EIV online functions.

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

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

1.1.2 Who Should Use This Manual?

= This manual is intended for the following users:

= EIV WASS Coordinator

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

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

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

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

= Working knowledge of Microsoft Windows.

= Operational understanding of PC’s.

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

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

1.1.3 Related Documentation

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

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

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

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

A glossary of abbreviations and acronyms is included as Appendix A of this document.
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2 User Maintenance in WASS

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

2.1 User Maintenance in WASS for PIH External Users

The are two requirements before an EIV User Administrator can assign EIV roles to a
PIH External user ID within the jurisdiction of his/her office via EIV online

The requirements are:

e EIV Public Housing program user ID’s must be active in PIC User
Administration. That means that a Public Housing program user will not be
available in EIV User Administration if the WASS ID is not defined in PIC or
the user is not currently active in PIC.

e PHA users are assigned the EIV role in WASS and at least one PHA is
assigned to that user.

The steps to follow in WASS are

e User Maintenance Search Option
e Maintain User Profiles-Roles
e Assign PHA
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2.1.1 User Maintenance Search option

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

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

ﬂ' Mal n Menu housing | mail | help | search | |
|

Secure Systems

Systems
o (BT o Enterprise Income Verification (ETV)
e Financial Assessment Subrnizssion - PHA (FASPHA)Y
;Efﬁ‘i!i:ri]stration + Mark-to-Market (MIM)
. w ¢ MNanagement Assessment Subsystemn (BIASE)
. w « Nulbfarmily Delnguency and Default Beporting System (WMDDED
ser Maintenance s Public Housing &Assessment System: Scores and Status (INAZS)

o Physical Assessment Subsystem (PAZE)
o PIH Information Center (FIC)

! ! o Duality Assurance Subsystem (DASS)
« Enterptise Income

Verification (EI¥) e Eesident Asszessment Subsystem (BASS)
. W ¢ Tenant Aszessment Subsystem (TASS)
(FASPHA)
+ Mark-to-Market (M2M]
» Management Assessment System Administration
Subsystem (MASS)
+ Multifamily Delinquency o Business Partners Maintenance
and Default Reporting
System (MDDR)
+ Public Housing Assessment
(NASS) ' :
+ Physical Assessment

o PHA Assignment Maintenance

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

System Administration housing | mail | heln | search | hom
E

Secure Systems .

User Maintenance

On this form, you can either add a new User, search for a User

R by User ID, or search for Users by entering your search criteria.
corne DAVID

system
administration Add New User

* w To add a new User to Secure Systems, click the 'Add New User’ button.

+ PHA Assignment Add MNew User
Maintenance

* User Maintenance

Search by User ID

To search for a User by User ID,

enter a User ID and then click the "Search for User” button.

» Enterprise Income |
EEpncE ko User ID |M03999) |

» Financial Assessment
Submission - PHA
(FASPHA]

2 Madz-to-tarket (M)

[ Search for User |

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

2.1.2 Maintain User Profiles-Roles

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

housheg | mall | befn | st

ﬂ' 0T System Administration
|

Secure Systems
Maintain User hrssees

vser Information
Iser IO 0 EToooss
s¥stem Firsk Mame
administration = - TOHEH
niddle Imitial [ I

w Bsingrs Partnam

BiainRen gl
+ PR Fccigmarant

* Llaer Maintsnasge

Last Mame | g

User Status | Achve
Coordinator e

User Type PHA Uscrl']:’:-usi.n.\:ss'Pam;:r
Choose & Functiocn

Afaciten User lulanmalion w

Frdeuniean Uzer Bdornedion
Flasrdein Ulzer Brolile - Achoas
Fegrdmin Ulser Pralile - Groups

fhzset User Passward

= Bl -
¢ g Multfamily Belivgreney
! and Nefault Bagarbsa
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2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign
Role page is displayed. Click in the EIV — EIV Generic checkbox to assign EIV role to
the User ID as shown below.

houzing | mail | help | search | b

ﬂ System Administration
=

Secure sﬁﬂams

Assign/Unassign Roles for User e

User Information
User 1D Mxowess

system . First Name Tobn
administration
» Buziness Pariners Middle Initial 1

Pl bl i L

Last Name Dus

L]
taintenance

* User Maintenanoe

User Staus Active

Coordinater e
User Type FHA TTzernBusiness Fartner

: Please check funcheck boxes to assignfunassign roles to the user
s Entesprice Income
o = = - ——
il At EI¥ - Enterprise Income Yerification
T TR T > 1 =
T [l EIV - EIV Genenc
o biark-ba-Markel {M2M] PIC - PIC System
5 Management Adsceccment |7 PIC - PIC Generic
it family Delinguwency =
. e e [T TASS - Tenant Assessment Sub system
System [HMODR - o
iy hieas mant [0 TCA - TASS Contract fdmministrator
i[;:b;;"f'mm’ﬂd‘mm [ TRE - Tenant Income Dhscrepancy Tracker
» Physical Assessment :
Subsys tem [PASS [#] VIE - View Internet Eeport
« PTH Infarmalisn Conter

3. Click the Assign/Unassign Roles button.
4. Once the EIV role is assigned to a user, go back to WASS Main Menu.

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

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

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

Main Menu

Systems
« Enterpnize Income Venbicanon (EIVD
« Fmancial Aesessment Submission - FHA (FASFHAY
system . i cet (M2M)
administration Mark-to-Market (MM
* w « Management Assessment Subsystern (MASS)
. W o DMulbfarmly Debnquency and Defanlt Eeparing Systern (DDE)
ATkCE
* User Maintenance + Public Heusing Aszessment Svetemn: Scores and Stams (MTASE)
« FPhysical Agsezsment Subsystem (FASE)
« PIH Information Center (FICT
o Ouality Assurance Subsystern (QASS)
. E"""’""‘"MH :.-‘ tion (ETV) o Besident Aszzessment Subsystern (BASE)
» Tenant Assessment Subsystern (TASS)

& Financial Ascocemant
Submission - PHA
(FASPHAY

+ Mark-to-Market (M2H} o e .

« Management Assessmant System Administration
Subsystem (MASS])

i %ﬁ&g!l‘tﬁ!ﬁuﬂ%‘t + Business Partners Maintenance
and Nefault Regorting

o » « PHA Assisnment Madntenance
« Public Housing Assessment
System: Scores and Status o zer Mamtenance
[MASS])

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

ﬂ' System Administration

Secure Systems . .
PHA Assignment Maintenance

Please enter a User Ld:
Welcome DAVID User 1D | wesess
Choose a Functiu_n:

:Ei:;?r;‘i.straﬂnn Yiew or Unassign PHA

» Bipsiness Parbners For Assign PH&, § ma:
Hasntenarce pHaA 1l¥iew or Unassign PHA
+ BHA Assignnwent F -
Flaintonanco I =
* User Mainbenance S| ¥ o -
If selected criterion is State, sort by
FHAID »
> Submit | | Cancel |
+ Enteapaise Income V J A

Werification [ETW])

+ Financial Assessment
Cishmlrrbom - MR

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

housing | mall | help | search | hom

ﬁ" System Administration
P

Secure Systems . )
PHA Assignment Maintenance

Please enter a User 1d:
User [[ | Messss
Choose a Functi on:

system - )
administration Assign PHA -
For Axsign PHA, provide one of the following:
« PHAA PHA ID GA137
blabmben ande - -
* User Mainkenance State | v
If selected criterion is State, sort by
| PHAID |

[ ENTEIPHEE INCome
Varification (ETW]

Fimanei [ Tr——— b
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User Maintenance in WASS

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

ﬂ" : System Administration w
I

Secure Systems

Assign PHA for User s

Choose a Role:
Role Description {System ID - Role Code}

EN Gienaric

system | FHA, Certifier (FASS -
administration PHA Coordinator (MASS - PHC)

| Business Partners FPHA, Director (MASS -PHD)

| PHA Assignment PHA Submitter RASS-PSE) = =
Mainbemnance Choose at least one PHA:

P User Mainben ance EHA ID —__PHA Ng_r_l]_n_z_
(581537 - Housing

Authority of the Cite

b Enberprise Income
Yeri 0 |

L Financial Assessment
Submission - PHA

b biark-to-tardcet (20

L Management Ascessment
Subsystem [(MASS)

| mubbFamaily Delinguenog
and D Fault Reporting

Public Housing Assessment
Syshbenit Scores and Status
FENT- R4

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

; System Administration housing | mall | heln | search
i

Secure Systems . ) .
Assign PHA Confirmation for User M

User Information

User ID —
First Mame Toha
% ;.a.;:;:a::m Middie Initial .
+ BHA M:ig;smﬂl'ﬂ Last Name T

* User baintenancs

PHAS to Assign to User MRE8687 for Role EIV.
PHA TD PHA Mare
AELET GAL3T Houwsmng Authority of the City of Hazlehurst
Entoiprice Incoma :
* ¥enification (EI¥Y
N Em.cu..!.&mmmj
Subrulssion - BHA

» | Confirn | [ Concel |

T AR IR
+ Mapagement fxiassment
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2.2 WASS User Maintenance for HUD PIH (Internal) Users

There are 2 requirements before a User Administrator can assign EIV roles to a HUD
employee (‘H") or HUD contractor (‘C’) User ID within the jurisdiction of his/her office.

The requirements are:

e EIV User ID’s must be active in PIC User Administration.

e The users are assigned the EIV role in WASS.
The steps to follow in WASS are

e User Maintenance Search Option

e Maintain User Profiles-Roles

2.2.1 User Maintenance Search option

To search users in WASS, follow these steps:

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

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

' Main Menu housing | mall | help | search | |
ARl
Secure Systems
Systems
ame DAYID « Enterprise Income Verfication (EIV)
o Financial Assessment Submission - PHA (FASPHA)
system
administration » Mark-to-Market (MMl
. w « Management Assessment Subsystem (BMASS)
. W « Nulbfarmly Delingquency and Default Reporting System (IMDDE)
User Maiitananice ¢ Public Housing Assessment System: Scores and Status (INASS)

s Physical Aszessment Subsystem (PASS)

o PIH Information Center (PIC)

: : o Ouality Assurance Subsystem (QASS)

* % (?1":,; o Eesident Assessment Subsystem (BASS)

. W e Tenant Assessment Subsystem (TASS)
(FASPHA)

+ Mark-to-Market (M2M)

« Management Assessment System Administration
Subsystem (MASS)

« Multifamily Delinguency s Business Partners Mamtenance
and Default Reporting ; ;
System (MDDRY o PHA Assignment Mantenance

+ Public Housing Assessment

(NASS)
+ Physical Assessment

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

ﬂ [._ System Administration btesing | mall | help | search | hom

Secure Sysiems

Lser Maintenance

n this form, you can either add 4 new User, search for a User
by User ID, or search for Users by enbtering your search criteria,

Systierm
administration Add Mew User
« Busimass Frartnurs Tao add a new User to Secure Systems, click the "Add Sew User® button.

Maintenance
» BHA Hasigreesnt Ao Maw Ulser
MainEsnanee e
& ibera Maintenance

Search by User 1D
To search for a User by User 1D,
enter a User Il and then click the "Search for User” button.
o Enbeiprise Incamis HO=Em
Warificatian (EIV] Uzer ID
o Financial Asnmssmsent
Submarnion - PlLA
[EASPHAT

Search for User

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

housing | mail | help | search | home | logout

ﬂ_ m System Administration
|

Secure Systems
Maintain User C07753

User Information

User ID HO99993

e INDRAMNIL

system First Name |

administration May
+ Business Partners Middle Initial c
Last Name

* User Maintenance User Status AE!,D..“Y,
User Type Internal Internet
Choose a Function

Maintain User Information ~

+ Enterprise Income
Verification (ETY)

+ Finanial Assessment

T

+ Mark-to-Martet (M2h1]

+ Management Assessment
Subsystem (MASS)

+ Multifamily Delinquency
and Default Reporting
System (MDDR)

+ Public Housing Assessment
System: Scores and Status
(MNASS)

+ Physical Assessment
Subsystem (PASS)

+ PIH Information Center e
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2.2.2 Maintain User Profiles-Roles

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

shown below.

Maintain User iHoeaes

User Information

User ID |HO8333
First Name Mary
Middle Initial
Last Name | Flow

User Status |Active

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

User Type Internal Internet

Choose a Function

haintain User Profile - Roles

v

haintain User Information

[Maintain User Profile - Roles
Feset User Passward

haintain User Frofile - Actions
Maintain User Profile - Graups

2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign
Role page is displayed. Click in the 11V — EIV Access checkbox to assign EIV role to the

User ID as shown below.

»
L

Assign/Unassign Roles for User HETWVO0O3

User Information

User ID
First Name
Middle Initial
Last Name
User Staus

User Type

HETW03
First - HETWV 03

Last - EIW
A ctive
Internal Internet

Please checkfuncheck boxes to assign/unassign roles to the user

EIV - Enterprise Income Verification

ITV - Internal EIV Users Access

| Assign/Unassign Roles | [ Cancel

3. Click the Assign/Unassign Roles button.

EIV User Administration Manual for Public Housing Program
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1. Public Housing Program
User Administration
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3 Public Housing Program User Administration

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

3.1 Role Assignment in EIV User Administration

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

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

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

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

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

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

EIV User Administration Manual for Public Housing Program Page 3-1



Public Housing Program User Administration

3.2.1 Search Methods

3.2.1.1 By Roles

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search

User Administration >> By Roles

Welcome S50H0L LAST - EI¥

s Back to Secure Systems
+ Program Office Selection
User Administration
¢ ByRoles
¢ ByUsers
® PHA Access Requests
® Administer HUB Users
& User Maintenance
& User Certification
» User Certification Report
e User Role History Report
By User
By User Administrator
Audit Reports

DCG

HG Field Operations
HG QG

HQ Occupancy

HQ Security Admin

HQ Senior Mgt

H@ System Admin

N S

HG User Admin

Security Level: HQ - HUD Headguarters

* PHA Usage Report

: tntietan Reper [securiy Level: G 0 ]

User Manual

[

Security Level: HUB - Huh

®Q e
®a @
®a e

Hub Occupancy Specialist
Hub Security Admin
Hub User Admin

5

=aqa

Security Level: FO - Field Office
[oiors— JRors |

FO Occupancy Specialist
FO Security Admin
FO User Admin

Associated to each role record are the tools needed to manage user administration
activities. The following tools accompany each record:

Icon

Description

B

Add User tool — Select this tool when you
want to add a user to the specified role.
When selected, this tool launches the By
Roles page. This page allows you to
construct a search query that will locate the
user you want to add to the role. Once
located, the user ID can be assigned the
role.
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o, View/Remove Users tool — Select this tool
when you want to view a list of the users
associated with the specified role. When
selected, this tool launches the User List
page. This page allows you to view and
update user role information and remove
user IDs that are assigned a role.

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

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

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search

User Administration >> By Users

Welcome S50H01 LAST - EI¥

QueryView users by:

+ Back to Secure Systems & Last Name © *User ID

+ Program Office Selection

User Administration Search user | [exactmatch ]

+ ByRoles

+ ByUsers
+ PHA Access Requests o} HUD HO

* Administer HUB Users e HUB ALL -

= User Maintenance

+ User Certification o Ry IALL |

+ User Certification Report (o TARC ALL =

= User Role History Report - PHA [ALL =

By User

By User Administrator

* PHA Usage Report
View users by first letter of last name/User 1D

ABCDEEGHIJKLMNOPQRSTUY WXY?Z

+ HUD Usage Report

User Manual

Al 1
.,,t.,. “"m “All User ld's begin with C, |, Hor M

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

= Last Name/User ID Query
= Alphabetical List Query

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

Use this component when you want to construct a query that searches for user profile
information using either a Last Name or a User ID as shown on the screen below.

QueryView users by:

% Last Mame O *User ID

Search userl | exact match j

© HUD HO

(o) HUB JALL =l

o Fo JALL =l

o) TARC ALL -

o PHA [all =l

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

ABCDEFGHI!]JKLMHNDOPOQRSTUY WXYZ

“All User Id’s begin with C, |, Hor M

The first portion of the search is the Query/View users by. There is a radio button for
each search option. By default, the Last Name option is active when the page is
launched. Click the radio button adjacent to a search option to select it. The selected
search option works in combination with that defined by the Region Query portion of the
page.

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

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

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

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

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

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

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

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

QueryView users hy:

O Last Name ® *User ID

Search user [M

Select Region:

@] HUD HQ

(@) HUB ALL -

(@) FO ALL “

(9] TARC ALL -

® PHA ALL 4

3.2.1.2.2 Alphabetical List Query

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

View users by first letter of last name/User ID

ABCDEFGHIJEKLMMNNOPOQRSTUY WXYZ

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

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

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

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

3.2.2 Search Results

3.2.2.1 By Roles

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search
User Administration >> By Roles >> User List
Welcome S50H01 LAST - EIY
Users Currently in PHA: PHA Occupancy - Public Housing
+ Back to Secure Systems
= Program Office Selection 1234
User Administration 1 -50 of 200 Users
* ByRoles
By Usare | Coies |
Administer HUB Users:
User Maintenance O Q #  wonass 550335 MNY110 New York City Dept of Housing Presenation & Dev Appraved
Dz G r Q7 mooass 580335 LAST - Elv OHOO1 Columbus MHA Approved
User Certification Report
User Role History Report r A # o035 550335 LAST - EIv TAO04 Fort Worth Approved
By User (m| Qiﬂ MO0335 550335 LAST - EIV FLOO1 Jacksonville Approved
e Aaministrstor r e # wooms  ss03 LAST-ElV  ILOD2 Chicage Housing Authority Approved
uc leports -
T — r Q7 mooass $50335 LAST- ENV NYODS New Yark City HA Appraved
iiniea0senort r A # mooass 550336 LAST - Elv NYOD5 Mew York City HA Approved
r A # mooass SE0336 LAST - EM NY110 New York City Dept of Housing Preservation & Dev.  Approved
“' Corne) r Q¢ wmooar 580337 LAST - Elv OHOO1 Columbus MHA, Approved
A )
dabe G"m ] Q_ ﬂ MWO0338 550338 LAST - EIV FLOOT Jacksonville Approved
r A # mooas 550333 LAST - EM RTINS Mew York ity HA Approved
(m| Qiﬂ MO0340 550340 LAST - EIV OHOO1 Columbus MHA Approved
[m] Q_ 7 wmsn3n Wicki Bice TX004 Fart Worth Pending
] Q_ﬂ hi54016 Nancy Malker MOO73 LAWSON Pending
m} Qiﬂ hEB314 Mancy Walker MNCO48 Maxton Housing Autharity Pending
O "-Lj? M&70590 Robert Maralli CADZ5 EUREKA Pending
[m] Q_ﬂ WEE252 Ranald Pastan SC038 KINGSTREE Pending
O c\_ﬂ M58416 Sue Bjorklund MNOO3 FERGUS FALLS HRA Pending
m} Qi #  Msa416 Sue Bjorklund MN177 OTTER TAIL COUNTY HRA Pending
O Qﬁ MWE8111 Susan Ayers AKIDT AHFC - 8 Pending
iy ﬂ 59941 David Manning FL102 Baker County Pending

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

By Users user(s) successtully removed from PHA:PHA OCCUPANCY - PUBLIC HOUSIN 3

PHA Access Requests

ST L S Users Currently in PHA: PHA OCCUPANCY - PUBLIC HOUSING

User Maintenance

[l 12245628110 NedtGoup O

User Role History Report 1-500f 7725 Users Last Page

By ser
O Q {7 M00331 55031 FLOD1 Jacksonville Approved

User Manual 0% F moozar 50330 ElV THOD4 Fort Worth Approved
F Qt: mMo0333 550333 EIV FLODT Jacksonville Appraved

O S # monzss  ss0338 ElV Y110 Mew York City Department of Housing Preservation & Dev.  Approved
O 9 # monazs 550338 ElV OHO01 Columbus MHA, spproved
O9 # mooass 55036 ElV THO04 FortWarth Approved
F Q{? Mo033s 550335 EIV ILO02 Chicago Housing Authority Approved
O S # monzss  ss0338 ElV MYODS Mewr York City HA Approved
09 # wonase 850336 ElV NYO0S New York City HA spproved
i Qt’ MO0336 550338 EIV MY110 Mew Yark City Depatment of Housing Preservation & Dev.  Approved
F Q{? mMoo3a7 550337 EIV FLOO1 Jacksonville Approved
[l Q_t? Mo0337 850337 ElV TA004 FortWorth Approved
O Qt? moo33s 550338 EIV FLOD1 Jacksonville Approved
O9 # mooass 550330 ElV NYODS New York Gity HA Approved
A # moo3n 550340 EIV TA004 Fort Worth Annroved 5 3

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

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

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search  Email
User Administration > By Users >> Search Results

SelectAll | Dasslactal Nest >>

<< Back I

1 -19 of 19 Users

noion [oseias [ rmemes [ twmemes  Jowes
O a HEMNO1 S50H01 LAST - EIV REACS
(i a HEMNI2 SS0H2 LAST - EIV REACS
- o HEMNO3 SS0OHI3 LAST - EIV REACS
O Q HEMND4 SS0H04 LAST - EIV REACS
O aQ HEMNDS SS0OHIS LAST - EIV REACS
O aQ HEMNOB SSOHIE LAST - EIV REACS
O a HEMNOF S50H07 LAST - EIV REACS
(i a HEMNOB SS0OHOs LAST - EIV REACS
- o HEM17 SS0H17 LAST - EIV REACS
& HEMIE SEOHIS LAST - EIV REACS
O Q HTAS10 SS0H10 LAST - EIV REACS
O Q HTAS11 SSOHM LAST - EIV REACS
O Q HTAS1Z2 S550H12 LAST - EIV REACS
- a HTAS13 SS0H13 LAST - EIV REACS
- aQ HTAS14 SS0OH14 LAST - EIV REACS
(i aQ HTAS1S SS0H15 LAST - ElV REACS
O Q HTAS1E SS0H1E LAST - EIV REACS
O Q HTAS1Z SS0OH19 LAST - EIV REACS —
O aQ HTASSS S50H09 LAST - EIV REACS

3.2.2.3 Search Results Sort Capability

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

» By lUsers E L -FUELICH ~

#* PHA Access Requests

* Administer HUB Users
& User Maintenance

= User Certification
= User Certification Report | |
« User Role History Report 1-50 of 7725 Users Last Page
Sort By User : :
Icons e T Action UterlD | ‘firstNane & | Listhame 5| FHA
- oo 5503 I FLDU1V\IIe Approved
User Manual MO0331 550331 Elv THO04 Fortorth Approved
Lﬂ‘“’m* mMoo333 550333 EN FLOOT Jacksonville Approved
O F woozss 550336 ElY M1 10 M Yok City Departrmant of Houging Preservation & Dey.  Approved
O 7 woozss 550336 ElY OHO0T Calurmbug MHA approved
O F woozss 550336 ElY THO04 Fort Wiorth Apnroved
O 7 woozss 550336 ElY IL002 Chicagn Housing Autharity approved
O F7 woosss 550336 ElV MYIE M Yark City HA Approved
O F7 woosse SEOIIE ElV MYIE M Yark City HA Approved
[F] Q.ff? MO0336 550336 El Y110 Mew rork City Department of Housing Presenation & Dev. Approved
] Q.ff? Mooz 550337 El FLOO1 Jacksonville Approved
O F7 woozsr 550337 ElV THO04 Fort iorth Approved
] Q_f.? Moo33s 550338 El FLOO1 Jacksonville Approved
el s W7 BEYT.Y.CETN o Cu BInnE Bl . "

3.2.2.4 Search Results Pagination

The search results are displayed in groups of 50. If the search retrieves more than 50
users, the search results are divided into 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 and to next group of 10 pages or the last page.

By Users user(s) successtully removed from PHA:PHA O OPANCY - PUBLIC HOUSING

-~
PHA Access Requests
Administer HUB Users N .
Users Currenthy in PHA: PHA OCCUPANCY - PUBLIC HOUSI
User Maintenance
Pagination v
»
= User Role
Dy ser
EalleciBdmmniztiaton m Last Name % Current Status
] Q.ff? MO0331 5503% El FLOO1 Jacksonville Approved
e o O9% # w0331 950331 ElV THO04 Fort Warth Appraved
M?h G"m’" ] Q_f.? Mo0333 550333 El FLOO1 Jacksonville Approved
[F] Q_f.? MO0335 550335 El M1 10 Mew York City Department of Housing Presenation & Dev Approved
] Q_f.? MO0335 550335 Eit COHO01 Calumbus MHA Appraoved
i Q_f.’ M00335 550335 Elt THO04 FartWarth Approved
O Q_ﬁ’ MO033s 550335 EN ILO002 Chicago Housing Authority Approved
[¥] Q # mMonaas 550335 Elt WYODS Mew York Gity HA Approved
O Q_f’ MO0336 550336 EN MYO0S Mew rork City HA Approved
O Q_f’ MO033e8 550336 EN MY 110 Mew rork City Department of Housing Presernation & Dey Approved
O Q_f’ mMoo337 550337 EN FLOOT Jacksonville Approved
O ¢ woozsr 550337 ElY THO04 Fort Wiorth Apnroved
1'% ¢ woozas SE03IE ElV FLOOT Jacksarille Approved
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3.3 User Administration

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

= Assign arole to a User
= Assign Development(s) to a User Profile

= Remove a Role from a User’s Profile

3.3.1 User Administration — Individual User

3.3.1.1 Assign aroleto a User

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

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

Sample search result pages are shown below:

Search Results — By Users

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> By Users => Search Results

[ Selectall |[ Deselectal | [ Next>>

1 -50 of 11091 Users Last Page

ncion [vsoris [ Fisctomes [ Cowiomes  Jooes |
[ < mMo0264 Lachone Haolley D002 Baltimore City Housing Authority

[ & mMOo02es Erenda Roberts MDOD2 Baltimore City Housing Authority

[] & WOoD2EE Andrew Steeble MDO02 Baltimore City Housing Authority

[ & WO02E7 Theresa Cozart MDO02 Baltimore City Housing Authority

[0 <« modZes Anita Stockett MY0OS5 Mew York City HA

[ < mo0331 550331 LAST - EIV FLOO1 Jacksonville

[0 < moo033 SS03N LAST - El ILO02 Chicago Housing Authority

[ < moo033 SS50331 LAST - El MY 110 Mew Y¥ork City Dept of Housing Preservation & Dew.
[0 < mo0331 S50331 LAST - EIV OHOO1 Colurmbus MHA

[ o mo0331 55033 LAST - EIV TH004 Fort WWaorth

L | [a] KA [l bl | LI = N =] ) OO S leimmis Lmiimiemn b lemvide i

%l | oral infranet
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Search Results — By Roles

USEILS) SUCCESS. LY TEMOve! m H - L&) ~
Users Currenthy in PHA: PHA OCCUPANCY - PUBLIC HOUSING
123456789 10 NextGroup ©
1- 50 of 7725 Users Last Page
e Esdommdamndme e
O Q«. f; MO0331 550331 FLOOT Jacksonville Approved
O Q«._{? MOo0331 550331 ElIv TX004 Fart Warth Approved
O Q«.f; MO0333 550333 Elv FLOOT Jacksonville Approved
O Q«._ f; MO0335 550335 ElV MY110 Mew Yark City Department of Housing Preservation & Dew. Approved
O Q«Lf; Mo033s 850335 Elv OHO01 Calumbus MHA Approved
F Q._f; MO0335 550335 ElIv TX004 Fart Warth Approved
F O«. {? MO0335 550335 ElV ILO0Z2 Chicago Housing Autharity Approved
09 # mooazs 350335 = MYONE Mesws York City HA Approved
09 # moozze 350336 Elv MYI0E Mesws vork City HA Approved
O %S # moo3ze SS0336 Elv Y110 Mews vark City Departrent of Housing Preservation & Dev.  Approved
L} Q«._f,? mMO033y 550337 Elv FLOOT Jacksonville Approved
O Q«._F MOo033y 550337 ElIv TX004 Fart Warth Approved
O Q«.{? MO0338 550338 Elv FLOOT Jacksonville Approved
O Q«._ f; MO0339 550334 ElIv MY008 Mew Yark City HA Approved
M A ¢ monado 550340 Elv Tx004 Fart Warth Annroved 5 N
% Local intranet

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

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

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

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

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

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

User Id — Identifies the user’s identification number as provided by the WASS
system.

First Name — Provides the user's name as it appears in the WASS system.
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= Last Name — Provides the user’s name as it appears in the WASS system.
= Code/Division — Identifies the Division/ PHA code to which the user is assigned.

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

Click the Action checkbox adjacent to the user you wish to include in the role. A
checkmark in the checkbox indicates that it is selected. You can add one, several, or
all of the available users at the same time. When you have made your selections,
click Add or Request (if you are a PHA-level user administrator) to submit your
request. The system processes your request and responds as follows:

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

Enterprise Income Verification

HUD Home PlHHome ENHome Search Email

User Administration - By Roles

Security Levels List

2 users successfully added to HUB:Hubh Occupancy Specialist

Security Level: HG - HUD Headquarters
Betos — JRole  Juses

a9 2 peo 2
% Q2 HoField Operations 11
Q@ Hools 89
Q2 H@ Ocecupancy 27
% a3 HQ Security Adrmin 17
% 2 HaseniorMot 4
o >

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

= |f you are adding these users to any role through By Users (except PHA Occupancy
— Public Housing), the User Profile Details page is displayed as shown below.
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Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration - By Roles/By Users

User Profile Details

Selected User |

User ID: WO0331

User Hame: S50331 LAST - EIV
Office Code: T¥004

Participant Code: TXO04

List of Roles

7 PHA Occupancy - Public Housing Approved
PHA Occupancy - Youcher Approved
L PHA Security Administrator

PHA User Admin Approved
[ Update ][ Fewoke All

&1 ocal infranet

Use the User Profile Details page make changes to the user’s profile.

v' Select the Action checkbox for the role or roles to be added to this user’s profile
or

v" Deselect the Action checkboxes for a role or roles to be removed from this
user’s profile.

v" Click Update.

The system restores the page, displaying a message indicating the change was
successfully implemented.

3.3.1.2 Assign Development(s) to a User Profile

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

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

HUD Home PIH Home EIVY Home Search Email

User Administration - By Roles/By Users

Assign Developments to User

User Roles have been updated for user(s) - MOD331.

Selected User Information

Select All I L =

Deselect [lueeh 550331 LAST - Elv THO04

All — \‘
Assign ->< [ SelectAll | [ DeselectAll | [ Assign [)
buttons

List of Developments

m Developments

TH004001 RIPLEY ARPMOLD APARTMENTS

TA004002 BUTLER PLACE APARTMENTS

TAO04003 CAMILE PLACE APARTMENTS

TAO040044 RIPLEY ARMOLD ADDITION APARTMENTS
TAO04004E BUTLER ADDITION APARTMENTS ~

ooooad

% Local intranet

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

Enterprise Income Verification

HUD Home PIH Home EIY Home Search Email

User Administration - By Roles

Security Levels List

2 users successfully added to HUB:Hub Occupancy Specialist

Security Level: HQ - HUD Headguarters

%9 2 pco 2
Q3 HGQ Field Operations 11
ik Q& Ha 016 a4
i Q, & H@ Dccupancy 27
E% 9, 2 HosSecurity Admin 17
= Q, B H@ Senior Mot 4
ke
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= |If you are adding these users to any role through By Roles (except PHA Occupancy
— Public Housing), a message confirms the number of users added to the role, and
you are returned to the Security Levels List page as shown below.

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

Click the Update User Roles tool (&) adjacent to the PHA user to whom you wish to
assign a development.

The User Profile Details page as shown below is displayed.

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

User Administration - By Roles/By Users

User Profile Details

Selected User I

User ID: MOO335

User Name: 550335 LAST - ElY
Office Code: Tw004

Participant Code: TH004

List of Roles

4 PHA Occupancy - Public Housing Approved
PHA Occupancy - Woucher Approved
¥ PHA, Security Administrator

PHA User Admin Approved
[ Update ] [ Fewvoke All ]

& | ocal intranet

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

The Assign Developments to User page appears as shown below.

Use this page to control the users access to tenant income data. You can select one,
several, or all of the available developments, depending on your requirements. You must
select at least one development; otherwise the user will not have access to any tenant
income data.

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

page.
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Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration - By Roles/By Users

Assign Developments to User

Selected User Information
MO0335 S50335 LAST - EIV TX004
[ Selectall | [ Deselectal | [ Update |

‘

ist of Developments

Developments

TA004001  RIPLEY ARNOLD APARTMENTS

TADO4002 BUTLER PLACE APARTMENTS

TADO4003 CANVILE PLACE APARTMENTS

THO0040044  RIFLEY ARMOLD ADDITION APARTMEMNTS
THO04004B BUTLER ADDITION APARTMENTS
TADO4005 HUNTER PLAZA APARTWMENTS

TAOO4006 FAIR OAKS APARTMENTS

Tunin annn

JDDDDD!!E

% | ocal infranet

3.3.2 Remove a Role from a User’s Profile

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

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

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

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

3.3.3 User Administration — Group of Users

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

e Search for a Group of Users
e Modify Roles Assigned to a Group of Users

3.3.3.1 Search for a Group of Users

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

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

Click By Users in the left-side navigation panel.
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The Search Users by Region page appears as described in 3.2.1.2.

3.3.3.2 Modify Roles Assigned to a Group of Users

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

Once you have defined your search criteria, click Search Users.

The results display on the Search Results — Users by Region page as described in
Section 3.2.2.

Use the Search Results — Users by Region page to help you carry out your user
administration activities, at a group level. The User List table can be sorted on User ID,
Name, and Code/Division.

Click the Action checkbox for one or more users to whom you want to assign the same
role or roles.

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

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

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

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

3.3.4 Download Excel Report

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

To download the report, follow these steps:

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

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

v' The system opens a File Download dialog box with Open and Save buttons.
You can either click the Open or Save button.
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HUD Home PIH Home EIY¥ Home Search Email

Enterprise Income Verification

File Download

2

User Administration

Some files can harm pour computer. If the file information below
looks suspicious, or you do nat fully trust the source, do not open or
save thig file.

Security Level: HO

Filz name: ...ecurity Admin-Z0060206, x|s

Filz type:  Microsoft Excel Worksheet

From: iplappsdl.hud.gow

“whould pou like to open the file or save it to your computer?

J J

] [ Mare Info ]

[ Opsn Save Cancel

Hub Occupancy Specialist

Hub Security Admin

Hub User Admin

Security Level: FO - Field Office

el M AR

The user can choose to directly open the report or save it.

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

E3 Microsoft Excel - HERD -HO Field Operations. 20050%23{1]

[ pe Edt ew et Fomer Tk Dot Wndoe bed = x]
D SR RS o-@ s &l Dl 2| -0 - r g EETEBR E L -8-A- 7
8 5ot P indow -
7] =] =/ John

R R I TR El ik G H I J K L 7] 7] Q =i
1 WUaarbl  Firsd Nam Last BameCoda Ncdive Statug
Z Hi1111  Joseph Smith Fil infonT Approved
3 HEEEIE Qlww ez FCl il Agprised
4 |k [ohe 0wa FCl infan Approved
5 H44444 s Digez POl Bl Ceddied
B HECERLS Mz it PCI infan Approvad
r
8
a
10
11
12
13
14
15
16
v
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If the Save button is clicked, a Save As dialog box that would allow you to enter the
filename and save the spreadsheet in your local drive.

Enterprise Income Verification HUD Home PIH Home EIY¥ Home Search Email

Save in: | I FO PHA uzage report

(Chchklist
R
Recent Chexp
Cresl
Cires2
@ Cres3

Deskiop

Hy Documents él

g8

by Computer

‘_‘] File name: [HE 00 HO Secuity Admin-20060205 ~| [ 5o |

My Metwork Save as ype: | Microzoft Excel Workshest Cancel ]

% | ocal intranet
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3.4 Administer PHA Access Requests

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

the PHA Access Requests feature.

To administer PHA access request, follow these steps:

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

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

HUD Home PIH Home EIY Home Search Email

Enterprise Income Verification

User Administration => PHA Access Requests

Select a PHA:

PHA: | ALL

[ Yiew Access Reqguests ]

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



Pagination

Update
Action
button

Public Housing Program User Administration
__________________________________________________________________________________________________________________________________|

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

Enterprise Income Verification HUD Home PIH Home EIV Home  Search  Email
User Administration »> PHA Access Requests >> PHA User Request List

The following Users are currently waiting for approval in the EIV System:

PHA All PHA's  Number of Requests 175

e | Pz ticipant Code %( 'leques |d %| FaquestDae # <
=4 (0 =D O ¥ & PHA ncy - Public Housing MS03 f #1003 batch 005-09-17
=A O =0 O NG PHA Secutity Administrator MG77E1 Whpdbz Dmzk 1Lo0s MI7F7E1 2005-10-20
=, O =0 O N @ PHA Occupancy - Youcher hC1366 Gwn Lbajrbeos 5C003 ALB451 2005-10-28
= =0 O 7 & PHA Occupancy - Youcher MS2973 Gtjb Dpwih Ivxs PA013 M7E253 2005-11-09

M| =4O =D O =N & PHA Occupancy - Public Housing M52973 Gtjb Dpwih Mg PAD13 M7E253 2005-11-09
=4 (O D O *N @ PHA Occupancy - Youcher MS2770 lvjef Ibect PAD13 WI75253 2005-11-09
A O =0 O NG PHA Occupancy - Public Housing MS2770 lvjef Ibrvdw PAD13 M75253 2005-11-09
A O =0 O N @ PHA User Admin MG05E9 Zkndy Ykusths KS165 MBO314 2005-11-17
=4O =0 O 7 @ PHA Security Administrator h35078 Khexrgmr Mtcewbd KS043 MBT707S 2008-11-17
=4O =0 O @ PHA User Admin MRO203 kjes Diggfvggt rhoy k3043 MB7O7E 2005-11-17
=A O =0 O N @ PHA Secutity Administratar 558099 tgarry Mizrhpps MO0B1 MBESE1 2005-12-06
=A O =0 O N @ PHA Occupancy - Youcher hH3822 Gtuigz Birigyl OHO25 W71275 2005-12-08 .
=4, =D O N & PHA Occupancy - Youcher MS1711 Wigs Arnxefm rAMODOT W94850 2006-04-06
=4 O =0 O 7N @ PHA Occupancy - Public Housing MS1711 Wgs Arnxefm kAMOOT 34850 2006-04-0R
A, O =0 O N @ PHA Secutity Administrator 79556 Wmincg Mbtugib 14113 M79586 2008-04-07
=A O =0 O N & PHA Security Administrator MC1877 Lgguff *llrg MY 154 MCAG7T 2006-04-07
=4 O =0 O = @ PHA User Admin MRES42 tkzrs cmj Wziftw Y134 M79254 2006-04-07
=4 O 0 O =@ PHA Security Administrator MS5017 Lzvogy Nzvadh PADYS WE77a1 2006-04-10
=4 O =0 O 7N @ PHA Security Administrator 134200 Yvzech] Yhpbujks ks020 Wg4200 2006-04-12
A O =0 O N @ PHA Security Administrator 51565 Wgcfoj Dkjsge NYO35 Ma1565 200B-04-13
= O =0 O 7 @ PHA Occupancy - Public Housing MRE332 Gtfghz Uaabdh MNY005 MEB3?7 200B-04-14
=4, O =0 O = @ PHA Occupancy - Public Housing MB3103 Khowi Jzvtggerf WWIDgs MES07E 2008-04-19
=4, O 0 O =N @ PHA Occupancy - Youcher MEE103 Khowf Jovtgged WYIDas WBI07E 2006-04-19
=4 O =0 O 7N @ PHA Occupancy - Youcher MH1195 Bhxtfop Plswia WYIDE4 MA2497 2006-04-20
A O =0 O N @ PHA Occupancy - Public Housing MH1195 Bkutfop [ EE] WW054 MAZ2457 200B-04-20
=4 =D O & PHA Occupancy - Public Housing MO5628 tlo Jkxtg-Zltvey WYIOG4 hA2407 2006-04-20
=4, O =0 O = @ PHA Security Administrator 558130 HKCR SBFYWGHM KS056 M58130 2006-04-21
=4 (O =D O =N @ PHA Security Administrator M91781 Tnznh hfluhac 14133 W91781 2006-04-24
1234

The request list is displayed in groups of 50. If the search retrieves more than 50 users,
the search results are divided into 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 next group of 10 pages or the last page.

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

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

Click the Update Action button

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

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

User Administration >> PHA Access Requests >> PHA User Request List

The following user(s) have been approved

hB5078 PHA Security Administrator

The following useris) have bee

n denied
MRO203 PHA User Admin

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

Access Request ]

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

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

to administer EIV HUD users.

This functionality is only available to HQ Users.

To administer HUB users, follow these steps:

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

Housing program users

The system displays the HUB List page as shown below.

Enterprise Income Verification

User Administration >> Administer HUB Users

HUD Home PIH Home EIV Home Search Email

The following HUBS are currently in the EIV Systemn:
HUB List

HUB Numb 1 +

o
i
i
o
e
e
[
e
[
[
e
i

1000 '

11000
15000
16000
18000
2000
20000
26000
25000
3000
4000
5000

PPPPPPPPPPPP

HUB Naine = User Count = —
1HEOS =w- 27 '
AHJALC Jacksonville Hub 21

SHCHI Chicago Hub 1

SHCLY Cleveland Hub 25

SHDET Detroit Hub 23

2HMYC Mew York City Hub 1

BHFTW Fort Worth Hub 10

SHLSA Los Angeles Hub 2

AHMEM Memphis Hub 4

2HBUF Buffalo Hub 2

2HMWI Mewark Hub 4

3HBLT Baltimore Hub 31

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

This page provides sort capability

on the HUB Number, HUB Name and User Count

fields. Use the Sort Icons (triangle) as illustrated above to change the sort order of the
users. Clicking the top triangle sorts the data so that it appears in ascending order, while
clicking the bottom triangle sorts the data so that it appears in descending order.

The Action column includes the following tools:

B

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

o}

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

Enterprise Income Verification HUD Home PIH Home EIVY Home Searc

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

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

Add

HUB User List

Action Organization Na ne & User First Narmie = Voo Lasi trans

O 4HPH JacksONINE B OFFIcE Usexl Usexl First Usexl Last
i 4HPH JACKSONVILLE HUE OFFICE Usex2 User2 First Usex2 Last
O AHPH JACKSONVILLE HUB OFFICE Usex3 User3 First Usex3 Last
[l AHPH JACKSONVILLE HUB OFFICE Userd Userd First Usert Last
(| AHPH JACKSONVILLE HUB OFFICE Usexs UsexS First Usex5 Last
[l AHPH JACKSONVILLE HUB OFFICE Usert Usert First Useré Last
d

b
o

% Loral intrane »

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

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

Click the checkbox for one or more user/HUB Organization combinations you want to
assign and the click Add.

The HUB User List page displays a confirmation message indicating that the users
were successfully added to the HUB. The HUB User Count is updated to reflect the
additions.

To remove a user from a HUB:

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

v' The system displays the HUB List page.

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

Icon Description

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

Q, List/Remove Users from HUB icon:
Used to remove users from HUB
security level

Click the List/Remove Users from HUB tool (':k),

The system displays the HUB Users page as shown below.

Enterprise Income Verification

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

e following Users are currently in HUB: 4AHMEM Memphis Hub:

HUB User List
| 4LPH MNASHYILLE PROGRAM CENTER Uzerl Uzerl First Uzerl Last
] 4KPH MEMPHIS HUB OFFICE Usex2 UserZ Fixst Usex Last
| AKPH MEMPHIS HUB OFFICE Usex3 Usex3 First Usex3 Last
] AKPH MEMPHIS HUE OFFICE Userd Urerd Firet Userd Last

On the HUB User List:

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

v" Click the Remove button

v' The HUB List page displays a confirmation message indicating that the users
were successfully removed from the HUB. The HUB User Count is updated to
reflect the change.
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3.6 User Maintenance

User Administrators can update the Expiration date of EIV Public Housing program
users through the User Maintenance feature. The default value is 30 days after the start
of the quarter. The first covered quarter began on January 1, 2006.

To certify users, follow these steps:

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

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

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> User Maintenance

Queryiew users by User ID:

Search user

[ Get User Information ]

v' Enter the User ID and click the Get User Information button

v" The User Details page is displayed with a textbox to update the Expiration Date
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Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> User Maintenance >> User Details

Enter a valid Expiration Date and click Update:

User ID WO0341

First Name S50341

Last Name LAST - ENV

Code FLOO1, ILO02, WY00S, MY 110, OHO01, PAO11, TA004
Expiration Date in the format (mm/dd’yyyy) 04/15/2006

% L ocal intranet

v Enter a valid date in the Expiration Date in the format (mm/dd/yyyy): textbox. The
date should be within the current quarter plus 1 month (e.g., If today’s date is
10/15/2005, the Expiration date cannot be a date after 01/31/2006 since 12/31/2005
is the current quarter end date)

v" Click the Update button.

v' The system updates the User Expiration Date and refreshes the User Details page
with the message User Expiration Successfully updated on the top.
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3.7 User Certification

User Administrators can certify EIV users following these certification rules:

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

e HQ User Administrator can certify any users only below its organizational
level (e.g., HQ UA can certify HUB, FO and PHA)

¢ Non-HQ User Administrator can only certify any User Administrator at or
below its organizational level (e.g., HUB UA’s can only certify HUB UA’s, FO
UA’s and PHA UA's)

3.7.1 HQ, HUB and FO User

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

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

v' The system displays the User Certification Selection page as shown below.
Depending on the security level assigned, the user administer can select region
from the region selection, The User Administrator can select users (all users,
pending certification or certified users) from the respective security level only.
Please note that the Program Type selection does not apply to HQ, HUB or FO
users.

HQ User page

Enterprise Income Verification HUD Home PIH Home EIV¥ Home Search Email

User Administration => User Certification Selection

Select Region and Centification Criteria:

@® HUD HO

B HUB Al bt

O FO All b

(] TARC Al bt

O PHA All b
= Select Program Type: All PIH Programs  «
* Note: Only spplicable to PHA
Select Certification Status: All bt

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

« Access Authorization Form
= User Agreement
+ Rules of Behaviour
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HUB User page

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

User Administration == User Certification Selection

Select Region and Certification Criteri

® HUB All ~

{-t] FO Al ha

® PHA Al he
* Select Program Type: All PIH Frograms

* Note: Only spplicable to PHA

Select Certification Status: All -

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

+ Access Authorization Form
= User Agreement
+ Rules of Behaviour

FO User page

Enterprise Income Verifica HUD Home PIH Home EIY Home Search Email

User Administration == User Certification Selection

Select Region and Certification Criteria:

® FO All hd
{-t] PHA All b
= Select Program Type: All PIH Programs |

* Note: Only spplicable to PHA

Select Certification Status: All bt

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

+ Access Authorization Form
+« User Agreement
= Rules of Behaviour
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You can select any value (All, Pending Certification, Certified Only) from the Select
Certification Status dropdown and click the List Users button

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

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email
User Administration >> User Certification Selection >> User Certification
Field 2APH NEWY YORK CITY HUB Humber of 24  Certification v
Office: OFFICE Users: Status: Al Blj[_chenge view |

1-24 of 24 Users

I List of Users and their Roles
Certify
User Name: ; John Doe User ID: : jdoe Last Certification Date: N/A Certify User < User
FO Occupancy Specialist FO Security Admin Button
User Name: Maria Salve User ID: | msalve Last Certification Date: 01/26/2006 Certified User

FO Occupancy Specialist

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

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

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

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

& | Aral intranet

The list of users is displayed in groups of 50. If the search retrieves more than 50 users,
the search results are divided into 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 next group of 10 pages or the last page.

For users that are pending certification, a Certify User button is displayed. Select a user

and click on the Certify User button against the selected user (e.g., User ID: jdoe) to
Certify the User.
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When the Certify User button is clicked, the system refreshes the User Administration
- User Certification page as shown below, with the List of Users and their Roles
section. The selected user now shows as a Certified User.

Enterprise Income VWerification

10 Howreep: F'IH Home LI Home Sogech  Empd
Lkger Sidministiatisn > ses Codilication Selodion »> e Cerfiicasion
Flola 2aPH MEW FORRCITY BB Humbor of 24 Camfication = -
DOffien: OFFICE Unwer: Seatus: Al [ changevicw

1 .28 od 24 Usmrs

List of s and thair Ralas

LHn Hidiiwis o o by Dnss Lhid 1% jden L O et Dl | 0120506 Coarthed afer
FO Oorupancy Spaciakst FO Sacusily Sdwin

Lher Harrp: Maris ok Uner [ | rerabee Lzt Cprtifysion Datre 01260805 Coriried Lser
FO Oocuparay Spaciakst

UsiT Hadtea: Feteip e Usir I0e Je= B zecf Conriilafion Melec 0928080 Ceridind L
FiOl Ocoupancy Spaciaist

User Haamps: § flass Maer User D5 wemars L o Dtz 01 S st
FiO O ey Sysacialsl FO Sacusty Sdein FO Lhier Sadnin

lhurr Hrr: ke Fleasr TP A Lasa Cerntioaton Date: 01 260N Coririe Lser
FO acupaney Spacialkisi FO Usor Adrain

Usir Haatpa: reied frrman LT I mdecmar Lt Cortrcyton Dules 01@52506 et Lksar

) §oreroy) byt oot

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

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

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

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

User Administration => User Certification Selection

Select Region and Certification Criteria:

® PHA Selecta PFHA hd

* Select Program Type: All PIH Programs | v

* Nete: Only spplicable to PHA

Select Certification Status: All b

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

« Access Authorization Form
= User Agreement
+« Rules of Behaviour
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v" From the User Certification Selection page:
v' Select a value from the PHA drop-down list

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

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

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

Enterprise Income Verification HUD Home PIH Home EIV¥ Home Search Email

User Administration »> User Certification Selection >> User Certification

. TX004 Fort Humber of 3 Program Certification
PHA: Worth Users: Types All PIH Programs |+ Status: All ~ Change View

1-3 of 3 Users

List of Users and their Roles

User Hame: SS0333 LAST - EIV User ID: MO0333 Last Certification Date: N/A Certify User
FPHA Occupancy - Woucher

User Name: SS0335 LAST - ENV User ID: MDD335 Last Certification Date: Ni&
PHA Occupancy - Public Housing

User Hame: IKRMRRRH ZGONAF User ID: MK2946 Last Certification Date: 07/06/2006 Certified User
PHA Occupancy - Public Housing FPHA Occupancy - “oucher

1-3 of 3 Users

Confidential. Privacy Act Data. Civil and criminal penalties apply to misuse of this data.

The list of users is displayed in groups of 50. If the search retrieves more than 50 users,
the search results are divided into 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 next group of 10 pages or the last page.

For users that are pending certification, a Certify User button is displayed. Select a user

and click on the Certify User button against the selected user (e.g., User ID: SS00333)
to Certify the User.

EIV User Administration Manual for Public Housing Program Page 3-33

Certify
User
Button




Public Housing Program User Administration

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

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

Enterprise Income Verification HUD Home PIH Home EIV¥ Home Search Email

User Administration »> User Certification Selection >> User Certification

PHA: T=004 Fort  Mumber of 3 Program Certification

Worth Users: Type: #ll FIH Programs | glalus: All - Change View

1-3 of 3 Users
List of Users and their Roles

User Hame: 550333 LAST - EIV User ID: M0O0333

Last Certification Date: 081572006 Certified User
PHA Occupancy - Woucher
User Hame: S50335 LAST - EIv User ID: MD0335 Last Certification Date: N/& Certify User
PHA Occoupancy - Public Housing
User Name: IKRMRRRH ZGONAF User ID: MK2946 Last Certification Date: 07 /06/2006 Certified User
PHA Occupancy - Public Housing PHA Occupancy - “oucher

1-3 of 3 Users

Confidential. Privacy Act Data. Civil and criminal penalties apply to misuse of this data.

3.8 User Certification Report

User Administrators can view a list of All users, Certified Only users, Users with
Pending Certification and Users with Expired roles using the User Certification
Report. The user can view Users at their Security Level and lower. e.g., HUB Users can

view Certified Users and Users Pending Certification from HUB, FO and PHA Security
levels but not HQ users.

3.8.1 HQ, HUB and FO User

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

v Click the User Certification Report link in the left-hand navigation panel.
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__________________________________________________________________________________________________________________________________|

v' The system displays the User Certification Report Selection page as shown
below. The user can select Users Pending Certification from the respective
Security Level only.

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

HUD Home PIH Home EIY Home Search Email

Enterprise Income Verification

User Administration => User Certification Report Selection

Select Region and Certification Criteria:

® HUD HOQ

B HUB All hd

O FO All e

] TARC All b

] PHA All ~
* Select Program Type: Al PIH Programs | v
* Mote: Only spplicable to PHA
Select Certification Status: All hd

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

HUD Home PIH Home EIY Home Search Email

Enterprise Income Verification

User Administration => User Certification Report Selection

Select Region and Certification Criteria:

® HUB All he

(& FO All -

& PHA All hd
* Select Program Type: Al PIH Programs v

* Mote: Only spplicable to PHA

Select Certification Status: All ~
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__________________________________________________________________________________________________________________________________|

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

Enterprise Income Verification HUD Home PIH Home EIV¥ Home Search Email

User Administration == User Certification Report Selection

Select Region and Certification Criteria:

@ FO All w
B PHA All hd
* Select Program Type: Al PIH Programs v

* Mote: Only applicable to PHA

Select Certification Status: All ~

v" From the User Certification Report Selection page:

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

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

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

The system displays the User Certification Report Selection - User Certification
page as shown below, with the List of Users and their Roles section, with the User
Name, User ID, Expiry Date, Last Certification Date and Certify User (button) or Certified
User (status) for the selected criteria.
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User Administration => User Certification Report Selection => User Certification Report ~ .
Printer-
HUD HQ Humber of Users: 122 Friend|y
Certification Status; All Ev Change “iew / VerSiOI’]
/ link
Printer-Friendly Version
Download in Excel
Download
12 3 P
= = \ n
1 -50 of 122 Users
- - Excel
List of Users and their Roles A
link

User Name: Nvatgouk Amjnw User ID: HD9711 Expiry Date: MN/A Last Certification Date: 07/06:2006 Certified User

HQ OIG

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

HQ QG

User Name: Kvwwbb Bhjpfdks User ID: H15427 Expiry Date: NiA Last Certification Date: 070672006 Certified User

HQ QG

User Hame: Bzfbh Bbngl User ID: HO4844 Expiry Date: MNiA Last Certification Date: 07/06/2006  Certified User

HQ QIG

User Hame: NKkmcgoksd Bhxofg User ID: HO4751 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User

HO QG
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__________________________________________________________________________________________________________________________________|

EIV provides pagination capability to this report wherein search results are displayed
in groups of 50 households per page. Where there are more than 50 users in the search
results, the EIV have links to the other groups of 50 users through page number, which
is in set of 10 pages. When the search results is more than 500 users, then navigation to
next group of 10 pages, previous group of 10 pages, first page and last page of the
search results are also provided to allow the user to access different sets of search
results.

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

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

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

User Administration => User Certification Report Selection >> User Certification Report ~
HUD HQ Humber of Users: 122
Certification Status: All - Change Wiew

File Download @

. . . Printer-Friendly Version
::,/ Some files can harm pour computer. [F the file information below
-

looks suspicious. or you do not fully trust the source, do not open ar Download in Excel
save this file

File narme: HEIWO1UCRepk.xls
File type:  Microsoft Excel Worksheet

I From:  iplappsd! hud.gov [
User Hame: Nvatgouk pst Certification Date: 07/06:2006 Certified User
HG QIG

Wwould wou like to open the file or sawve it to vour computer?
User Hame: Mgoih An pst Certification Date: 07/ 06/2006  Certified User
HO OIG [ Open ] [ Save I [ Cancel ] [ Mare Info
User Name: Kwvwwhbhb H st Certification Date: D706/2006 Certified User
HGQ QIG
User Hame: Bzfbbh Bbngl User ID: HD4844 Expiry Date: Nif Last Certification Date: 07/06/2006 Certified User
HG QIG5
User Hame: Nkmcgoksd Bbxolg User ID: HD4751 Expiry Date: Nif Last Certification Date: 07/06/2006  Certified User
HQ QIG
User Name: Hotrrre BKkxobh User ID: H15019 Expiry Date: Nif Last Certification Date: 0706/2006  Certified User
H@ QIG

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

A | B © D E F G H Jd K L =
1 [HUD HQ | =
2 Program Type All PIH Programs
3 |Number of Users 122
4 |Certification Status Al
5
& |User Name User ID  Expiry DaLast Certi Status ~ Roles
7 | Mvatgouk Armjrw HOS711  MAA 07 /06/200¢ Certified User
8 HQ 0IG
9 |Mgoih Ambawsd H18590 | MN7A 07 06/200€ Certified User
10 HO QIG
11 |Kivwbb Bhipfdks H18427 | MAA 07 06/200€ Certified User
12 H& 0IG
13 |Bzfbb Bbngl HO4544 | M/A 07 06/200€ Certified User
14 HO 0IG
15 |MNkmegoksd Bhixgfy HO475T  MAA 07 /06/200E Certified User
16 HO 0IG
17 |Hutrrre Blxobb H15019 [ MFA 07 /06/200€ Certified User
18 HQ 0IG
19 [Kkjws Bkxtfg-Duemy H19810 M7A 07 A06/200€ Certified User
20 HO QIG
21 | Zkxdwip Blwgf H158894 | M/A 07 06/200€ Certified User
22 H& 0IG
23 |Dvzthzz Brbugyre H12900  M/A 07 /06/200E Certified User

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

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

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

HUD HQ =13 Number of Users: 122

Certification Status: Save As

Save in: | [E} Deskrop - 3 s [T~
=
_,.u'l Lary Documents Friendly Version
:JMY Cormpuitar ownload in Excel
Fecent &y Metwark Places
o MACOSX
HHETY13UCRept. xls
@ 8 HETY15-2006058 1 1-IncomeSu mmaryReport. xis
Diasktop @IncomeRepDriSummary.xls _
2F181_EIv_applicationSecurity_6_0_0_0 with expired.xls
User Hame: Nvatgouk - #1P181_Elv annlicationSecurite 6 0 0 Nxlg 6 Certified User
HG OIG #P121_H Type: Microsoft Excel Wworksheet
My Documents @F’HA_U Author: HUD RTH HUB OFFICE-20060709, x|
- 4 2PHa_LY Date Modified: 8/6/2006 1:25 PM fis N
User Hame: Mgoih Amiw @test «ld Siza: 118 KB i Certified User
HO 0IG B
i
User Name: Kwvvwhb Bhjfl My Computer 6 Certified User
H@ QIs _
.‘1] File harne: e i
User Hame: Bzfbb Bbnok B 5 Certified User
My Metwork Save as type: Microzoft Exeel Workshest -
HQ OIG
User Name: Nkmcooksd Bbxafa User ID: HO4751 Exnirv Date: N/ Last Certification Date: 07/06/2006  Certified User | ™

3.8.2 PHA User

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

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

Enterprise Income Verification HUD Home PIH Home EIY Home Search Email

User Administration >> User Certification Report Selection

Select Region and Certification Criteria:
& PHA Selecta PHA v

* Select Program Type: All PIH Frograms | v

* Note: Only spplicable to PHA

Select Certification Status:

Fending Cedification
Cerified Only
Expired Onl

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

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

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

v’ After making the selection, click the List Users button.

v" The system displays the User Certification Report Selection - User Certification
Report page as shown below, with the List of Users and their Roles section, with
the User Name, User ID, Expiry Date, Last Certification Date and Certify User
(button) or Certified User (status) for the selected criteria.
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User Administration => User Certification Report Selection => User Certification Report ~
PHA: THO04 Fort Warth Number of Users: 7 Program Type: |AllFPIHPrograms v Printer-
- Friendly
Certification Status: | Al - Change Yiew .
Version
Link

Printer-Friendly Version

Download in Excel

Download
In
1-7 of 7 Users Excel

List of Users and their Roles :
Link
User Name: Nixv Amtn User ID: MAS346 Expiry Date: N/A Last Certification Date: 07/06/2006 Certified User

PHA Occupancy - Public Housing PHA Occupancy - Youcher PHA User Admin

User Hame: SS0331 LAST - ElW User ID: MOD331 Expiry Date: N/A Last Certification Date: M/A Pending Certification
PHA User Admin

User Name: SS0332 LAST - EIV User ID: MOD332 Expiry Date: MN/A Last Certification Date: MJA Pending Certification
PHA User Admin

User Name: SS0333 LAST - EIV User ID: MO0333 Expiry Date: N/A Last Certification Date: 08/15/2006 Certified User
PHA Occupancy - Youcher

User Name: SS0335 LAST - ElW User ID: MO0335 Expiry Date: N/A Last Certification Date: N/A Pending Certification
PHA Occupancy - Public Housing

User Hame: SS0337 LAST - ElW User ID: MOO337 Expiry Date: N/A Last Certification Date: M/A Pending Certification
PHA Occupancy - Youcher FPHA User Admin >

EIV provides pagination capability to this report wherein search results are displayed
in groups of 50 households per page. Where there are more than 50 users in the search
results, the EIV have links to the other groups of 50 users through page number, which
is in set of 10 pages. When the search results is more than 500 users, then navigation to
next group of 10 pages, previous group of 10 pages, first page and last page of the
search results are also provided to allow the user to access different sets of search
results.

A printer-friendly version of the User Certification Report can be obtained by clicking
the Printer-friendly version link on this page.
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User Administrators also have the ability to download the User Certification Report by
clicking on the Download in Excel link as illustrated above.

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

User Administration => User Certification Report Selection >> User Certification Report ~

PHA: THA004 Fort Warth Humber of Users: ¥ Program Type: |All PIH Programs
Certification Status: | A ~ Change View

File Download @

L Some files can harm pour computer. If the file information below FPrinter-Friendly Version
—~ looks suspicious, or you do nat fully trust the sowrce, do not open ar Download in Excel
save thig file. -

Filz hame: MOO33ZICRept.xls
Filz type:  Microsoft Excel Worksheet

| From: - plappsdi hud.aov -

User Name: Nixv Amiti rtification Date: 07062006 Certified User
PHA Occupancy - Py

“whould pou like to open the file or save it to your computer?

User Hame: SS0331 [ Open ] [ S I [ Cancel ] [ Mare Info rtification Date: N/A Pending Certification
PHA User Admin

User : 850332 CAsT—TIT TSET T XY Oae. TR Cast et ti ion Date: N/A Pending Certification
PHA User Admin

User Hame: §50333 LAST - EIV User ID: MOO333 Expiry Date: N/A Last Certification Date: 08/15/2006 Certified User
PHA Occupancy - Woucher

User Name: S50335 LAST - ElV User ID: MOD335 Expiry Date: N/A Last Certification Date: N/ Pending Certification
PHA Occupancy - Public Housing

User Hame: SS0337 LAST - EIV User ID: MOD337 Expiry Date: M/A Last Certification Date: N/ Pending Certification
PHA Occoupancy - Youcher FPHA User Admin b

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

A B © D E F G H Jd K L Mo
1 |PHA: T»004 Fort ¥aorth =
2 Program Type All PIH Programs
3 |Number of Users 7
4 |Certification Status Al
5
& |User Name User ID | Expiry Da Last Certi Status Roles
7| Mlxv Amtn MAT3I4E | MNIA 0706/200¢ Certified User
5] PHA Occupancy - Public Housing
9 PHA Occupancy - Woucher
10 PHA User Admin
11 |SS0331 LAST - EIV WO0331  NAA /A Pending Certification
12 PHA User Admin
13 |S50332 LAST - EIV WO0332 NAA /A Pending Certification
14 PHA User Admin
15 |S50333 LAST - EIV MO0333 | NAA 0B/15/200E Certified User
16 PHA Occupancy - Youcher
17 |S350335 LAST - EIV MO0335  WAA A Pending Certification
18 PHA Oceupancy - Public Housing
19 |S50337 LAST - EIV MO0337 NAA /A Pending Certification
20 PH& Occupancy - Youcher
21 PHA User Admin
22 IKRMRRRH ZGONAF  MIZ946 | NA 07 /06/200E Certified User
23 PHA Occupancy - Public Housing
24 PHA Occupancy - Youcher
25 |Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.
26
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If the Save button is clicked, the Save As pop-up screen as shown below is displayed
that will allow you to save the excel spreadsheet to your local machine.

User Administration => User Certification Report Selection >> User Certification Report ~
PHA: THA004 Fort Warth Humber of Users: ¥ Program Type: |All PIH Programs
Certification Sta Save As @El
— Savein: ﬂé} Deskiop b « s [~
ry Documents Irinter-Friendly Version
_,JI i# My Computer Download in Excel
Fiecent &My Metwark Places —_

[ MACOSX
HHETY13UCR et xls
HETY15-200608 1 1-TncormeSurmmaryReport, ks

I Diesktop 3 IncormeReportSummary . ks
HIP181_EIV_spplicationSecurity_6_0_0_0 with expired.xls _
User Name: Nixv i - #P1S1_Elv_applicationSecurity_6_0_0_0.xls B e e

BMF181_EIY_aApplicationSecurity_7_0_0_0.xls
#PHA_Usage_Report By FO-BAPH FORT WORTH HUB OFFICE-200607039,xls
3 PHA_Usage_Report-for-HETY 13-20060709, |5 Pending Certification

M testxls

PHA Qccupancy -

My Documents
User Hame: S503

PHA User Admin

=
%9
User Hame: SS03: My Computer Pending Certification
PHA User Admin

‘_‘] File name: b [ ICF ept.xls V B B

User Name: 5503 a f  Certified User

PHA Occupancy - My Metwark Save as ype: Microzoft Excel Workshest -

User Name: S50335 LAST - ElV User ID: MOD335 Expiry Date: N/A Last Certification Date: N/ Pending Certification

PHA Occupancy - Public Housing

User Hame: SS0337 LAST - EIV User ID: MOD337 Expiry Date: M/A Last Certification Date: N/ Pending Certification
PHA Occoupancy - Youcher FPHA User Admin

3.9 User Role History Report

The User Role History Report provide two options:

o By User — allows viewing of the role assignment history for any user

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

To view the User Role History Report — By User, follow these steps:

e Click the By User link under the User Role History Report in the left-hand
navigation panel available for Public Housing User Administrators and Security
Administrators.

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

HUD Home PIH Home EIY Home Search Email

Enterprise Income Verification

User Administration => User Role History Report - By User

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

= User ID
* Start Date

Mote: The fields marked with * {asterisk) are mandatory.
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Enter the User ID. Type in a date or click the Calendar link ) and enter a date in the
Start Date and End Date textboxes. Click the Get Report button

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

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

HUD Home PIH Home EIV¥ Home Search Email

Enterprise Income Verification

User Administration => User Role History Report - By User

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

= User ID HEND5
* Start Date 08/01,/2006
*End Date 08/14/2006 Get Repart

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

User ID: HEIS User Hame: SSOHOS LAST - EM
1-4 of 4 Users
_m Updated "y Use. Id = Update Dar: = Sort
HQ Ocecupancy Approved  NA HEMO1 SS50HO0T LAST - EN 2006-08-11 v | lcons
H@ Security Admin  Approved  NA HEM1 SS0HDT LAST - EN 2006-05-11 §2:54:.04.9
HQ System Admin - Approved  NA HEM1 SS0OHDT LAST - EN 2006-05-11 1. 557
HQ User Admin Approved  NA HEM1 SS0OHDT LAST - EN 2006-05-11 12:54:05.2

1-4 of 4 Users

The report provides sort capability on the Updated By User ID and Update Date fields.

Use the Sort Icons (triangle) as illustrated above. Clicking the top triangle sorts the data
so that it appears in ascending order, while clicking the bottom triangle sorts the data so
that it appears in descending order.
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3.9.1 User Role History Report - By User Administrator

To view the User Role History Report — By User Administrator, follow these steps:

Click the By User Administrator link under the User Role History Report in the left-hand
navigation panel available for Public Housing User Administrators and Security
Administrators.

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

Enterprise Income Verification HUD Home PIH Home EI¥ Home Search Email

User Administration History Report - By User Administrator

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

= User D

= Start Date
“ End Date

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

o Enter the User ID of a User Administrator. Type in a date or click the Calendar

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

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

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

Enterprise Income Verification

User Administration History Report - By User Administrator

Specify the User ID, Start and End dates to check the Role Assignment history by the User. Specify date in the format (MWMDDSY Y'Y YD) or
select by clicking on the calendar tool

= User D HE 01
* Start Date 08/07/2006
“ End Date 08472008

Mote: The fields marked with * {asterisk) are mandatory.

User ID: HEMND1 User Name: SS0HD1 LAST - EMY

> - — Sort
_ Participant Code Updated User d * Updated User Hame Update D: te ¥ lcons

HO Occupancy Approved  MA HED SSOHDT LAST - 2006-08-11 W

HQ Security Admin Approved  PA HEIND1 SSOHOT LAST - 2006-08-11 13:. 172684

HQ Systern Admin Approved  PA HE1 SS0H01 LAST - 2006-08-11 13:27:27.107
HQ Occupancy Approved DA HEIvO5 S50H05 LAST - 2006-08-11 12:54:04.153
H@ Security Admin Approved  PA HEIDS SS0H0S LAST - 2006-05-11 12:54:04 .5

HQ System Admin Approved P& HEI0S SS0H0S LAST - 2006-058-11 12:54:04.857

O L e i Mommemend BRI HEm s COOHNE | AST BN en'a =R u =T B e N=F. By e

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

3.10 PHA Usage Report

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

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

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

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

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email
Audit Reports >> PHA
Save As
Savein: | | FO PHA usage report
Select Region and ¢ et
chiklis
® FO A =
(@) PHA Recent Chexp v
I—— [Caresl —
@ Cores2 erate Repart
Cores3
Decklop
by Documents
=1 g
s J
by Computer
‘-:'] File narne: b | [ Save ]
MyMewok | Savessbps | Microsolt Excel Worksheel v [ canel |
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To view the PHA Usage Report, complete the following steps:

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

Administrators.

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

Enterprise Income Verification

Audit Reports => PHA Usage Report Selection

HUD Home PIH Home EIV Home Search Email

Welcome S50H01 LAST - EI¥

« Back to Secure Systems
« Program Office Selection
User Administration

By Roles

By Users

PHA Access Requests

Administer HUB Users

0 O0O0O0®

User Certification

HUD HQ
State
HUB

FO
TARC
PHA

Select Region:

Alaska v
10HZEA Seatile Hub ~
0APH SEATTLE HUB OFFICE “

FE1 Cleveland TARC
AR AHFC ~

.
.

.

.

® User Maintenance
.

« User Certification Report
.

User Role History Report Get Report

By User

By User Administrator
Audit Reports
» PHA Usage Report
« HUD Usage Report

User Manual

@ Done

The following report options are available:

e HUDHQ
e State

e HUB

e FO

e TARC

e PHA
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Public Housing Program User Administration

3.10.1 HUD HQ Option

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

. . ; Printer-
Enterprlse Income Verification HUD Home PIH Home EI¥ Home Search Email .
Friendly
Version
Audit Reports »> PHA Usage Report Selection>> HQ Level PHA Usage Report link
Printer-Friendly Version
Download in Excel
Download
) Level sage Report as of 1297,
HOQ L 1 PHA U R rt f 05/29/2007 In
[ [T — NI:IITIIJBT of PHAS IIL!mber of PHAs Total i % qf PHAs “.-nrof PHAs Excel
o o with EIV¥ access | with EIV access L with EIV with EIV .
HUB Hame PHAS with PHAs with At | = Humber of = B | k
in the last 30 in the last 180 access in last | access in last n
Ho User least 1 User PHAs
days days 30 days 1850 days
AHBOS Boston Hub 274 o o a 274 0.00% 0.00% 0.00%
AHMIA Miami Hub B0 [u] [u] u] B0 0.00% 0.00% 0.00%
AHIAC Jacksonville Hub 53 2 1 1 55 364% 1.82% 1.82%
i 13 u} u} a 13 0.00% 0.00% 0.00%
4HGRH Greensboro Hub 171 u} u} a 171 0.00% 0.00% 0.00%
JHATL Atlanta Hub 197 o o 1 197 0.00% 0.00% 051%
SHCHI Chicago Hub 110 1 1 1 111 0.90% 0.80% 0.90%
SHCLV Cleveland Hub 143 1 1 1 144 0.EB9% 0.69% 0.B9%
5HMIH Minneapolis Hub 269 u} u} a 2689 0.00% 0.00% 0.00%
SHDET Detroit Hub 132 o o a 132 0.00% 0.00% 0.00%
GHLRK Little Rock Hub 148 o] o] u] 148 0.00% 0.00% 0.00%
2HHYC Hew York City Hub b 2 1 2 &0 2.50% 1.25% 2.50%
GHFTW Fort Worth Hub 472 1 1 1 473 021% 0.21% 021%
GHSHA San Antonio Hub 103 u} u} a 103 0.00% 0.00% 0.00% “w

& % Local intranet
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3.10.2 State Option

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

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

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

Usage Report Summary as of 05/29/2007 PI’.II’lteI’-

State Florida Frlen_dly

Total PHAS 115 Version
link

Printer-Friendly Version
<< Back
Download in Excel \ Download
In
State Level PHA Usage Report as of05,/29/2007 Excel

Link

PHA Hame Total PHA Occupancy - Total PHA Occupancy - 32::_: uar:':gu?PTIH:‘\roucher' Accessed EIV in | Accessed EIV in
Public Housing Users Voucher Users Userz ¥ ¥ last 30 days last 180 days
rLiv? JacksSonmne 5]

FLOO01 Jacksonville 3 S i i
FLOOZ ST. PETERSBURG 0 1] 0 il M
FLOO3 TakPa, 1] 1] 1] i I
FLOO04 Crlanco 0 1] 0 il M
FLOOS blakl DADE i} a i} il M
FLOOG Penzacola (AHC) 1] 1] 1] V] V]
FLOO? Daytona Beach 1] 1] 1] M V]
FLOOS SARASOTA 0 1] 0 il M
:IE;?L?ng\j‘éEST PALM BEACH 0 0 0 " "
FLO10FT. LALUDERDALE 0 1] 0 M M
FI M4 | AKFI &K n n n hi hl .’

EIV User Administration Manual for Public Housing Program Page 3-49




Public Housing Program User Administration

3.10.3 HUB Option

Enterprise Income Verification HUD Home PIH Home EIV¥ Home Search Email

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

Printer-

HUB 4HJAC Jacksonville Huh Friendly

Total Humber of PHAs 55 / Version
Printer-Friendly Version link

Download in Excel

HUB Level PHA Usage Report as of 05202007 Download

In
Humber of |Humber of Humber of PHA< | Humber of PHAs Total % % of PHAS 1 of PHAS

A o o with EIV¥ access | with EIV access L with EIV with EIV
Field Office Hame PHA= with |PHA= with At |- : Humber of 5 . Excel
in the last 30 in the last 180 access in last |access in last
Ho User least 1 User PHAs H
days days 30 days 180 days n

AHPH JACKSOHVYILLE HUB

LT 53 2 1 1 55 3.64% 1.82% 1.82%
Totals: 53 2 1 1 & 3.64% 1.82% 1.82%
Confidential Privacy Act Data. Civil and Criminal penalties apply to mi of this data.

3.10.4 TARC Option

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

Printer-

Usage Report Summary as of 0 Friend |y
Tarc PB1 Cleveland TARC

Total PHAs 12 / Ve_rS|on
link

Printer-Friendly Yersion
<< Back

Download in Excel
Download
L

PHA Hame Total PHA Occupancy - Public Total PHA Occupancy - Total Unique PHA Occupancy (PH + Accessed EIV in Last | Accessed EIV in Last
Housing Users WVoucher Users Voucher) Users 30 days 180 days Excel
o 0 o M M

CT022 Mewe London Housing Autharity I | n k
IL100 Coles County Housing Authority a o] a M M
LAO3E MORGAN CITY HOUSING

ALUTHORITY v © v i i
LAO77 LOGANSPORT HOUSING

AUTHORTY o ¢ o M "
LADS4 PARKS HOUSING ALITHORITY a 0 a ) M
LA096 Haynesvile HA a o] a M M
LA103 SLIDELL HOUSIMG AUTHORITY o 0 o M M
LA1E7 5T, BERNARD PARIZH

GOWERMMENT g e g L W
LA242 TALLULAH HA o 0 o M M
LA254 PEARL RIWER HOUSING

AUTHORTY o ¢ o M "
MO135 Wizllston HA a 0 a ) M
MJOO2 Mewark HA o 0 o M M
Totals: o o o 0.00% 0.00%
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3.10.5 FO Option

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

PHA Usage Report Summary as of 06/06/2007 Printer-

HUB 10HSEA Seattle Hub Friend|y

Field Office 0APH SEATTLE HUB OFFICE A

Total Humber of PHAs 51 Ve_rSIOn
link

Printer-Friendly Version

ﬂl Download in Excel
\ Download
S

PHA Hame Total PHA Occupancy - Public Total PHA Occupancy - Total Unique PHA Occupancy (PH + Accessed EIVinlast | Accessed EIV in last
Housing Users Voucher Users Voucher) Users 30 days 130 days Ex C el
2 a 2 )

AKO01 AHFC | | n k

AKEAT test

AKA0T AHFC - 55

D00 Twvin Falls

D002 Mamps
D005 Pocatello

D010 Buhl

D011 Jerome

D012 American Falls
D013 Boise City
D016 SICHA

D020 IHF A

D021 Acla County
D90 IHFA - Sec 8

WADD Seattle

WA002 King Co

Wa003 Bremerton

W04 Clallam Co

WAD0S Tacoma

V006 Everett

WAO0T Longview

WADDS Kitttas

WAL D Anacortes

WAO11 Renton

WO 2 Hennewick

WA 4 Grant Co

Wa01T Asotin Co
WS Grays Harbor
WAL S Halama

WA020 Helso
W02 HACPFC

Wa024 Island Co

Wa025 Belingham

WADZE Cthello

WA030 Sedro Wioolley

WAO3S Sunnysice

WADSE KCCHA,

w039 Snohomish Co

w041 Whatcom Co

Wa042 Yakima

W& 049 Thurston Ca

WA054 Pierce Co
WA0SS Spokane
WA 0ST Walla Vvalla

A0S Mason Co
Wa0E1 Skagit Co
w054 Wenatches

WA0ES Richland

'WiA0GE Jefferson Co
WA0G Ferry Co
WAOT1 Okanogan Co

M
M
M
M
M
M
M
M
M
M
M
il
i
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
il
i
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
M
i
il
M
o

mlo|olelolalalalalalelelalalaelalalalalalelelalalalalalelalalalalalalalalalelaelalalalalalalalalalalale
olo|olo|eleaelalalalelelaolelalalalalalalelelalalala|olelalalaolalaolalalalalelalalalaolalelalalalalale
mlo|olelolalalalalalelelalalaelalalalalalelelalalalalalelalalalalalalalalalelaelalalalalalalalalalalale

)
)
)
[
i
N
N
N
N
N
N
N
M
M
M
M
M
)
)
)
)
[
i
N
N
N
N
N
N
N
M
M
M
M
M
)
)
)
)
)
i
[
N
N
N
N
N
N
N
M
i}

Totals: 0% L00%
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3.10.6 PHA Option

Audit Reports => PHA Usage Report Selection >> PHA Usage Report

<< Back |
llsage Report Summary as of 06/06/2007
Field Office 4HPH JACKSONVILLE HUB OFFICE
PHA Name FLD01 Jacksonville
Total PHA Occuy y - Public Housing Users 4

Total PHA Occupancy - Voucher Users

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

Accessed EIV in Last 180 days

< =z oo

3.11 HUD Usage Report

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

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

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

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

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

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

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

Audit Reports >> HUD Usage Report Selection

=i

Save i I&}download j Q i B

Select Hegion:

c

r..
o
o

File name: IHUD_LIsage_F!eport_By_FU_.ﬂ.LL. wlz j Save |
j Cancel |
v

Save as ype: I Microzoft Excel Warkshest
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Public Housing Program User Administration

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

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

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

Audit Reports >» HUD Usage Report Selection

Select Region:

& HUD HQ
o HUB JALL =l
o FO [ALL =l
o TARC JALL =l
GetReport |

The following report options are available:

e HUD HQ
e HUB

e FO

e TARC
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3.11.1 HUD HQ Option

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

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

HUD Usage Report Summary as of 06/06/2007

HQ HQ
Total Humber of Users 23
Printer-
Friendly
Version
1.23 of 23 Users link
Printer-Friendly Version
Download in Excel
Download
HUD Usage Report for HQ as of 06/06/2007 In
SAMUSSIn GIINNGR *LMFHMLHUE M M l I n k
acgresn GMNFQG JZOMB M ]
acmiles GNOGQHZ LY ZRGOS M M
ajlennet GMEIGRIL BBEIGEC M ]
aphaylor GDXDGMDF BKTRGO M M
dejohnso KEVMICR AlLiED M ]
HOOo41 Akfug Akcyvvny M M
HOoO043 Wmincop Tdnvosz M ]
HO7417 Khjwht Frnuwigfe M M
HED1 SS0HD LAST - BV Y N
HEMD2 ES0HO2 LAST - BV M N
HENDZ SS0HOS LAST - BV Y N
HEI*D4 ES0HO4 LAST - BV M M
HEMDS SS0HOS LAST - BV Y N
HEIMDE ES0HOE LAST - BV M M
HEMDOT SS0HOT LAST - BV Y N
HEMDE SSO0OHOE LAST - ElV Y N
HEM1 5 EIOH1E LAST - BV M M
HPICO7 HRICOF HPICO7 M M
HPICOE HPICOE HPICOE M M
HAASE0 SS0HO LAST - ElV Y N
ibhutchi UZOEHZ SLMALRDMNUE M M
shwheele MGORY T DGONRES M M

1-23 of 23 Users
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3.11.2 HUB Option

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

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

Printer-
Friendly

Version
1.10f1 Users link

Printer-Friendly Version

Download in Excel Download
\ n
link
HEIV11 SSOH11 LAST Elv
1-10of1Users
3.11.3 TARC Option
Audit Reports »> HUD TARC Usage Report »> TARC Usage Report
HUD Usage Report Summary as of 061082007
TARC Hame PB1 Cleveland TARC
Total Humber of Users 1
Printer-
Friendly
1.1 of 1 Users / Version
Printer-Friendly Version link
Download in Exce
HUD Usage R rt for TARC 06:08:2007
Download
TR e (T [ T [ T |
HEN 37 S30H37 LAST - Bl N M Excel
link

1-1of 1 Users
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3.11.4 FO Option

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

HUD Usage Report Summary as of 06/06/2007

FO Name ZAPH NEW YORK CITY HUB OFFICE
HUB ZHNYC New York City Hub
Total HNumber of Users 1

Printer-
Friendly

1-10f 1 Users / Version
. . . link
Printer-Friendly Version

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

In
Excel
link

HEIV1 a SSOH1 8 LAST Elv

. WUDUswgoReportforFoesme2r | '\ Download
m First Hame 5 Last Hame 5 Accessed EIV in Last 30 days Accessed EIV in Last 180 days

1-1of 1 Users
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Appendix A

Appendix A —Abbreviations and Acronyms

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

Acronym Definition

C&A Certification and Accreditation

CAN Claim Account Number

CCB Change Control Board

CCMB Configuration Change Management Board

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

50058

FOUO For Official Use Only

FTP File Transfer Protocol

GTM Government Technical Monitor

GTR Government Technical Representative

HHS U.S. Department of Health and Human Services

HOH Head of Household

HOUSING Office of Housing - FHA

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

HUD US Department of Housing and Urban Development

ICN Income Control Number

MF Housing | Multifamily Housing

MOA/U Memorandum of Agreement / Understanding

MTW Moving To Work

NDNH National Directory of New Hires

NIST National Institute of Standards and Technology

OIG Office of Inspector General

OoMB Office of Management and Budget

OPC Office of Procurement & Contracts

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

PHA Public Housing Agencies
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Acronym Definition

Appendix A

Pl Period of Income

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 New Hires data

WASS Web Access Security Subsystem
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