HOW TO BECOME AN EIV COORDINATOR 

NOTE:  You must have a Web Access Secure Systems (WASS) ID (a number starting with an “M”) and a WASS Coordinator Role.  If you do not meet these requirements, see Section 3.2 Obtaining a WASS User ID and/or Upgrading to a WASS Coordinator Role of the document referred to in number 2. under the second bullet below for complete guidance on how to meet these requirements.
· Access the EIV Application and Online Access web page:

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/eivapps.cfm
· From that page print the following four documents:

1. “Coordinator Access Authorization Form (CAAF)”

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/coordinatoraccess.pdf
2.  “External (Non-HUD Coordinator/User) Instructions for Applying for EIV 

     Access for Multifamily Housing Programs” 

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/applyforeivaccess.pdf
3. “EIV System User Manual for Multifamily Housing Program Users” 

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/usermanual.pdf
 
4. “EIV System External User Administration Manual for Multifamily Housing

    Programs” 

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/useradminmanual.pdf
· Read carefully and follow exactly the guidance in document #2 above.
A very brief summary of the steps to get EIV access as a Coordinator:

Step 1: If you work for a property management company, get written approval from the property owner to access EIV data for his/her properties/contracts. These owner approval letters are to remain on site with the approved CAAF; they are not to be sent in with the CAAF.

Step 2: Fill out and submit pages 1, 2 and 5 of the hardcopy CAAF (document #1) to the Multifamily Helpdesk by fax (202-401-7984) or by email (mf_eiv@hud.gov).

Step 3: Upon receipt of an email and a fax containing the signed 5th page of your initial request from the Multifamily Helpdesk confirming your EIV access has been granted, assign the HSC role to the properties/contracts listed on the approved hardcopy CAAF within Property Assignment Maintenance in WASS (See document #2, pages 8 through 10). (In brief, log on to Secure Systems and do Property Assignment Maintenance for your own user-id.)  

Step 4: Once your property assignments are completed, go into EIV and submit an electronic CAAF to request certification for the properties/contracts that you assigned to your HSC role in step 3. See document #3, section 6-4. (In brief, while in EIV, select Coordinator Access Request: Authorization Request.)

Step 5: Once you have received confirmation via email from the Multifamily Helpdesk that your properties have been certified you will be able to accept and approve a paper User Access Authorization Form (UAAF) which must remain on site for review during a management and occupancy review.  Once approved, you can assign the HSU role to your users (if applicable).  See document #4, section 2.2.1. (In brief, log on to WASS and do User Maintenance on your users’ user-ids.) (Do not have your users send the UAAF to the Multifamily Helpdesk).

Step 6: Once the roles are assigned you may assign properties/contracts to your users’  HSU role. See document #4, section 2.3.1. (In brief, do Property Assignment Maintenance in WASS on your users’ user-ids.)

Step 7: Your users will now need to submit an online request to be certified. You will then need to approve the request.  Once the request is approved you will then need to certify their access.

If you have questions about how to access EIV, first call the Multifamily Helpdesk at (800) 767-7588 or send an e-mail to mf_eiv@hud.gov.  You may also contact Kevin Garner at Kevin.X.Garner@hud.gov or 202-402-2057 or Zeljko Jovanovic at Zeljko.Jovanovic@hud.gov or 202-402-3157 in HUD Headquarters if you need any further assistance. 

