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1 READ BEFORE USING THE SYSTEM



1.1 Overview

This document is designed to assist users withudee of the Katrina Disaster Housing Assistance
Program (KDHAP) Application. The purpose of KDHAP to support a joint temporary housing
assistance program between of the U.S. Departnigdduwsing and Urban Development (HUD) and the
Federal Emergency Management Agency (FEMA). KDH#HBesigned to streamline the processing of
families who lost housing as a result of the Katrinurricane disaster, and relocate families alréadlye
HUD rental assistance programs. The applicatiowiges verification of family eligibility and allows
data entry for their new or temporary housing @asie details.

1.2 Types of Users

There are broad categories of users of the system:
a. Housing Authority Users (HA Users) — specificallgrponnel who work with Section 8 housing
b. HUD Users and HUD relocation assistance contractors
c. Guest Users (Usually non-HUD, non-HA contract staifluding FEMA staff and FEMA travel
assistance contractors)

When using the system, these different users wikille to perform actions based on their assigoled r
in the system. Access rights for each user typalascribed in the table below.

Actions HA User HUD User Guest User
1. Search for a family Yes Yes Yes
2. Update family information Submit/modify | Submit/modify | Submit/modify
3. Record a family’s lease Submit/modif Submit/modify (No access)
4. Non-KDHAP available inventory Submit/modify Submiddify Read only
5. View KDHAP Reports Read only Read only Read only
6. Rollback records Submit/modify Submit/modify (Nacass)
7. View Archives Read only Read only Read only

Table 1 — User Access Rights

1.3 What You Need To Use the System

a. Anunderstanding of Katrina Disaster Housing Assise Program Interim Operating
Requirements

b. A valid User Id and password to the PIC-IMS (PICTESystem

c. Access to the KDHAP Application (See Appendix A).

1.4 KDHAP Eligibility

Families are eligible to receive assistance thrahghprogram if, they meet the following criteria:
a. The family must have been HUD-housed in the des@ghdisaster Zone.
b. The family must be registered by FEMA and must lea¥#=MA ID in the FEMA data transfer.
c. The family must be designated by FEMA as eligilolefousing assistance (former housing is
gone or unusable) OR
d. The family must be designated by HUD as eligiblelfousing assistance under eligibility code
HE (HUD Exception).

1 HA and HUD Users can modify lease information, mehas Guest users do not have access to the “Lease
information” section of the form.



2 USING THE KDHAP SYSTEM



STEP 1 -LOGON

a) Open a browser window (Internet Explorer and
go to the following URLhttps://pictest.hud.gov/
(Be sure to include the ‘s’ at the end of ‘httpy’

b) Some users may receive a security pop-up
window as illustrated in Figure 1la. For security
purposes users must clickés to proceed into
the system

¢) If you do not receive this pop-up window,
proceed to the

d) Type in your User ID and Password aRlitk on
‘Logon to PIC'.

Security Alert E

ri“l Information you exchange with this site cannot be viewed or
?. changed by others. However, there is a problem with the site’s
. securty cerificate.

o The security certificate is from a trusted certifying authority.

o The security certificate date is valid.

The name on the securty certificate is invalid or does not
match the name of the site

Do you want to proceed?

[ Yes ] | No | [L"lew Certificate ]

Figure 1a. You may see this box - Click ‘Yes’

Z1PIH Information Center: User Logon - Microsoft Internet Explorer Q@%

File Edit View Favorites Tools Help a

¥ @ @ | Pserch Yrravorites € 3-ie B -[JEA TP B

& https://p\ctestm.gowplc/\;gnnﬂuser\ognn.asp

B E

PIH Information Center 5.7 (PICTESTI)
UserD: |
Password:

PICHELP: If you require any assistance please send an email describing the issue along with your Name, Phone Number, Housing Authority
Number and Field Office Name where applicable to pichelp@hud.gov or telephone the PICHelp Call Center at 1-800-366-6827 between 8:00am
and 8:00pm Eastern on business days.

Please go to the PIC Home Page for more information.

All PIC password resets are handled by Security Administrators at the PHA or in the local HUD Field Office. PICHelp cannot reset passwords.

€] Done 8 @ hnternet

Figure 1b. — User Logon




STEP 2 — UPDATE USER PROFILE - NEW USERS (FEMA) ONLY

4 User Profile - Microsoft Internet Explorer
When a new User logs onto the KDHAP/PIC-IMS Fle Edit View Favoritss Tools Help v

system, the User Profile screen is displayed. New O - O BB @ Oseorer Soranries @ 2-8 - LJE 3

Users are required to update their account

. . . . 5@ https://nthhqd149.hud.gov/pic/userprofile/userprofile_nonwass.asp N Go | Links ™
information as described below (see figure 2a.) — = = : : —
. . HUD HOME PIH HOME Q&EA SEARCH /INDEX E-MAIL
a) UnderUser Contact Information Section
provide first name, last name and select a User Profilc [
Salutation from drop-down list. ; il — . .
Please complete the user registration information on this page.
- . . Hit Beafiies: o0 david
b) UnderMailing Address Sectionenter mailing i
information in required fields (marked in First Name: david
aSteriSkS). Last Name: david
Title:
. . . Sahtation: [iNone Selectad) ~|
c) UnderPassword Information Sectiontype in s T
your New Password and Enter information in the Abbess Tope Mailing Address
required fields (Password should be a minimum Address Line 1: 1=
of eight (8) but less than fourteen (14) characters Address Line 2: [ ]
including numbers, symbols. City Locality: 1=
County: 1
d) Click on theSaveButton at the bottom right of State: [Alaska I |
the screen. Thpublic and Indian housing Zip Code: [ 1= [
information center Screen is displayed. Phone Number. lo-
Ext [

Fax Number: |:|

Email Address: é._asd@sdsf.com

User Password Information
New Password: | *
. . Passwords must be at least & and no more than 14 characters
Confirm Password: | %
Secret Question: %
Answer to Secret Question *
&] Done 5 ® Internat

Figure 2a — Updating the User Profile for New Users




STEP 3 — NAVIGATE TO KDHAP APPLICATION

a) Once user is logged into tipeblic and Indian
housing information center Screen displayed
(see figure 3a)

Note:

Available options on the left menu are
dependent on User access rights.

b) On the left menu bar as shown in Figure 3a,
Click on “PIH Information ”.

¢) Then selectKDHAP " from the submenu
displayed.

#]PIH Information Center - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

@Back - & \ﬂ @ _;\J /.._\J Search fi'( Favorites Q‘B v R -_,_-,— [=] - _J ﬁ ":S- @ 3

Address |@ https://pictest.hud.gov/PIC/common/picmainnavigation.asp

Event Tracking System
| PIC HEADLINES
Risk Assessment

PIH
lousing
Drug Elimination Reportiny User Acceptance Testing for 7.7.0.0 - 7/10/2005
KDHAR F‘ICTE.ST engaged for UAT for release 7.7.0.0 July 11-22 [full text]
+ Testing Completed for 5.6.2 - 649/2005

m [0pen the KDHAP submuodule psting headlines [full text]
— » User Testing for Release 5.6.2 - 6/3/2005
OMNAP

UAT on Friday. June 3. [full text]
e

UI¥-DTHM

Browse all PIC Headlines.

PICHELP Information

If you require any assistance please send an email describing the issue
along with your Name, Phone Number, Housing Authority Mumber and
Field Office Name where applicable to_pichelp@hud.gav or telephone the
PICHelp Call Center at 1-800-366-6827 between 8:00am and 8:00pm (EST)
on all business days.

Please go to the PIC Home Page for more information.

Includes the following submodules:
Ewvent Tracking System
Risk Assessment

Drug Elimination Reporting

LOGOFF HUD HOME PIH HOME Q&A SEARCH/INDEX E-MAIL

&] javascript:SubmitToNavigate('02','07");

Figure 3a — Select PIH Information, KDHAP




STEP 4 — PRIVACY ACT WARNING AND ACCEPTANCE

a) When user clicks on the KDHAP
Submenu, thePrivacy Act (See Figure
4a) Statement and Compliance Notice
page is displayed.

b) Click “Agree’ to launch KDHAP
Application.
Note

£1PIC - User Warning - Microsoft Internet Explorer

= Jokd

File Edit View Favorites Tools Help o
- . = <. -

@ Back J \ﬂ @ B | K~ ) Search 5.7 Favarites 40| (|~ i B -] ﬂ 2 @ ‘ii

Address | €] https://pictest.hud.gov/PIC/ common/PICPrivacyActWarning.asp?PACLASPOb{ID=0207111111 !V| £ co

You cannot access the KDHAP system
without agreeing to this Notice.

HUD HOME PIH HOME QEA SEARCH/INDEX E-MAIL

Privacv Act Statement and Compliance Notice

9/30/2005 3:43:56 PM

IMPORTANT: Please read the following carefully.

Legal Warning

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

Privacy Statement

Information contained in this system is subject to the Privacy Act of 1974 {3 U.8.C. 5323, as amended). Personal information contained in
this system may be used only by authorized persons in the conduct of official business. Any individual responsible for unauthorized
disclosure ormisuse of personal information will be prosecuted to the maximum extent possible under law.

Warning Notice

The PIH Information Center (PIC) Svstem supports Intemet Explorer version 3.0 and above. Other browsers may not be compatible with
this system.

KDHAP
Your compliance is requested because vou may have access nights to certain parts of PIC system which are covered by the Privacy Act.
Youmay choose to decline and can still access the parts of the PIC system not covered by the Privacy Act as per your access privileges.
All attempts to access the information {covered by Privacy act) will be logged into the PIC database irrespective of compliance status.
Agree Decline
&] Done 2 & Internet

Figure 4a — Read before accepting




STEP 5 — SEARCHING FOR HOUSEHOLD ASSISTANCE RECORDS

After accepting the Privacy Act Notice, the
Search for Household Assistance Details page
opens as shown Figure 5a.

a) This screen can be used to search for
Household Assistance Details using the an
one of the threeélead of Household
(HOH) information listed below:

i. By Social Security Number (SSN)
i. ByFEMAID
iii. By Other Information — Type in last
name and at a minimum, one of the
following characteristics: first name
and/or Sex and/or date of birth
(MM/DD/YYYY).

b) Click the correspondin§earchButton.

Notes

Search— When Searching by Information Last
name and one of the following is required:

- First name

- Date of birth

- Sex

System Access System security is role based, sq
some functions may not be available to you. For|a
detailed explanation, please section 1- “Who
Should Use the Systém.

Functionality — When a family is found, KDHAP
may be used to record information about that fami
including: Updated family information, assignmen
to a PHA, and recording a family’s lease (for HUI
reimbursement).

U~

roun

Search Households

Assistance Details Non-KDHAP Inventory Add Households

Search for Household Assistance details
Search by SSN:

SSN:

Search by FEMA ID:
FEMA ID:

Search by Information:
Last Mame: (regquirad)
First Name:

Sex: W

Date of Birth: mm/dd/yyyy [ Search ] [ Reset All ]

Searching by information may take long time to retrieve results as it may match several last names. To
get the results faster please provide as many characters of Last name and first name as possible along
with Date of birth and gender.

Click here to view /update details of households already assigned to PHA

Download KDHAP User Manual here.

I

Figure 5a — Search for Household Details

10




STEP 6 — SELECTING THE CORRECT HOUSEHOLD RECORD

a) Search results appear in a table at the botton
of the screen (see Figure 6).

b) Review the list to find the correct record.

¢) Then click on the SSN link (the first field on
the left side of the table) of the record to
review or edit Assistance detalils.

Note:

An asterisk next to an SSN number
indicates that the Household is already
assigned to a PHA (shown in last column)
for assistance.

Notes

If a family cannot be found in the database,

verify the following:

* The information is correct for the head of
household. Only the HOH information can
be used to retrieve Household Assistance
details.

» They have been processed by FEMA, and
not in the 48 to 72 hours — Information from
FEMA is transferred to KDHAP twice a
week (mostly on Tuesdays and Thursdays).

FEMA / Katrina [ECCHLG

Search Households Assistance Details Non-KDHAP Inventory Add Households

Total 4 record(s) found. Please scroll down to view the results.
Search for Household Assistance details
Search by SSN:

SSN: | |[ Search ]

Search by FEMA 1ID:
FEMA ID: | | [(search |

Search by Information:

Last Name: smith {required)

First Name: terry

Sex: ‘Female iv

Date of Birth: mm/dd/yyyy [ Search ] [ Reset All

Searching by information may take long time to retrieve results as it may match several last names. To get the results faster please
provide as many characters of Last name and first name as possible along with Date of birth and gender.

Click here to view/update details of households already assigned to PHA

Click on the SSN # link to View/Create Assistance Record. Records marked with * indicate that the corresponding family has already
been assisted and is assigned to the PHA displayed under Receiving PHA column

FEMA-ID First Last Date of FEMA Receiving | Archived
Name @ Name Birth Elig PHA Data
e T e ar
1| X, TERRY SMITH | Sigglodoeme | F | e " ’

Sl S

e . ) : e !
2 | Xl X . z Terry Smith o F Hammond.a-7nasa

3 |y e 7| TERRY | SMITH Nin) TG TGP
- S e ORLEANS LA 70112 =3
4 X0l [ MMEsase0| TERRY | SMITH | dipaeiemgs | F it i e Yes TX441
— - o ORLEANS it s oo

Download KDHAP User Manual here.

Figure 6a — Click on the SSN for the record to vieyedit

11




STEP 7 — VIEWING/EDITING HOUSEHOLD ASSISTANCE DETAILS

Required Fields

The following fields MUST be
updated before the record can be
saved. (See Figure 7a)

a. Family Category

i. PH - Displaced Public

Housing Resident

ii. VO - Displaced Voucher
Family

iii. OH - Displaced Other
Federally Assisted Housing
Family

iv. HL — CPD (Homeless)

b. New Program Type (required
if a ‘Receiving PHA' is
selected)

i. NV - KDHAP Vouchef
ii. PH - Public Housing
iii. PI-Voucher PortIn
iv. VA - Voucher Absorbed
v. MF — Multi Family
vi. OT- Other Federal Assistanct
c. Bedroom Size (Prior and

Requested)

d. Family Members (if
applicable)

e. Total Number of Family
Members

Note:
This form can accept details of up to
9 more family members. If a family
has more members, simply select th
total number. First name and
Gender is required for each valid

v

v

D

entry.

TIU o |

Add Households

Search Households Assistance Details Non-KDHAP Inventory

Edit Assistance Details for SSN: XXX-XX-

ey S e T
a2

Head of Household Name: 7 FirstName | Middle Initial | Last Name)

Head of Household FEMA ID: G237 22058 HOH FEMA Applicant Code:

Initial PHA (Code and Name): LA0OO1 New Orleans HA

Sex: F Date of Birth: {N2@ 8 FEMA Eligibility: Yes (ER)

{mm/dd/yyyy)

Family Category:* | VO - Displaced Voucher Family h | FEMA Payment Months: 3

Contact Numbers (and comments): i—: VAR | Alt:| |

Former Address: 1438 STRAND ST ,NEW ORLEANS LA 70117
Current Address: 270 ELDORADO BLVD APT 1011 WEBSTER TX 77598

@ Assign PHA later!
Click here to view the contact information of housing Authorities

Receiving PHA Information: O Assign PHA now!

Receiving PHA Email: |GUY_RANKIN@HCTX.NET |

| Receiving PHA Fax Number: |7135782200

Receiving PHA Contact Name: |GUY RANKIN |

Receiving PHA Contact Number: |?‘|35?82‘IDD

MNew Program Type: | NV -KDHAP Voucher v | Bedroom Size: Prior* Requested*
Family members: Enter up to 3 more family member names here. First Name and Gender is required for each valid entry
#  First Name* MI Last Name SSN Date of Birth Sex* Disbl Ind
1 b W i | S - F N
2 B [y e s M v Yes v
3 i i
4 v v
5 v v
[ w w
7 w w
8 w w
9 v v
10 [ [

Total Number of Family Members:* |2 v

Figure 7a — Edit Family Assistance Details

2 A FEMA ID is required to select “NV — KDHAP Vouctieas New Program Type.

12




STEP 8 — ASSIGNING PHA LATER

a) Users may opt to assign PHA late
To do so, leave the record in its
default state as shown figure
8a

=

Receiving PHA Contact Name:

Receiving PHA Contact Number:

Receiving PHA Information: O Assign PHA now!

Ty S

s o

@ Assign PHA later!

Click here to view the contact inforr

Receiving PHA Email: |GUY |

Receiving PHA Fax Number

Figure 8a — Select Assign PHA Later to Save Recokfithout a PHA

STEP 9 — ASSIGNING PHA NOW/SEARCH FOR PHA

a) SelectAssign PHA Now!

. Receiving PHA Information: [& Assign PHA now!
to fill out all PHA

information. (See Figure HQ Office:
98.) Hub:
Field Office:
b) To search for the PHA Housing Authority:
State:

codes and organization

O Assign PHA later!

Proaram Tvne:

details, click on the Link

Click here to Search for PHA Infarmation

“Click here to Search
PHA Information”

Click here to view the contact information of housing Authorities

Figure 9a — Select Assign PHA Now to Save Recordtivia PHA

13




STEP 10 - SEARCHING FOR A PHA BY NAME

a) To search foPHA By Name
type in first the few characters
of PHA name and click search
(See Figure 10a.) (At least 3
characters are required for
successful search.)

o v

Search Households Assistance Details Non-KDHAP Inventory Add Households

Search PHA details
Please enter first few characters of PHA name and click "Search PHA Hierarchy details” button to
search for PHA organization hierarchy details. To select the details of desired PHA found within results,
click "Select this PHA" button located next to the PHA Mame. Click Cancel Button to return to the
original page without selecting new PHA.

[ Search PHA ] [ Cancel ]

Please enter first few characters of PHA name to search for its details.
At least 3 characters are required

Figure 10a — Search for a PHA

14




b) Chose the appropriate match Fema s Katring R
from the displayed list, and clic [ ]

=

Search Households Assistance Details Non-KDHAP Inventory Add Households

“Select this PHA button
located next to it (see Figure Search PHA details
10b) Please enter first fey-r chara;ters of PHA name and click "Search PHA Hi_r.arc‘:lrn::h!]'lr details'_' b_utton to
search for PHA organization hierarchy details. To select the details of desired PHA found within results,
click "Select this PHA" button located next to the PHA Name. Click Cancel Button to return to the
When the Select this PHA button original page without selecting new PHA.
_has been C||.Cked, the PHA |Harri9 County | [ Search PHA. ] [ Cancel ]
'nforma“on IS aUtom_aucally List of PHAs with name matching : Harris County
pop_ulated In the_maln Household HARRIS COUNTY (Housing Authority of the County of Harris)
Assistance Details screen (see HQ Office: PO Field operations
Figure 10c) Hub: 4HATL Atlanta Hub
Field Office: 4APH ATLANTA HUB OFFICE
Housing Authority: GA161 HARRIS COUNTY
State: GA Program Type: Low Rent
Harris County Housing Authority (Harris County Housing Authority)
HQ Office: PO Field operations
Hub: 6HFTW Fort Worth Hub
Field Office: 6EPH HOUSTON PROGRAM CENTER
Housing Authority: TX441 Harris County Housing Authority
State: TX Program Type: Section 8

Figure 10b — A List of PHAs with Names Matching TheSearch Text

Receiving PHA Information: © Assign PHA now! O Assign PHA later!

HQ Office: PO Field operations

Hub: O6HFTW Fort Worth Hub

Field Office: H6EPH HOUSTON PROGRAM CENTER

Housing Authority: TX441 Harris County Housing & Community Dev. Agency
State: TX Program Type: Section 8

[ Click here to Search far PHA Information ]

Click here to view the contact information of housing Authorities

Figure 10c — PHA details populated back in the Assfance Details page.




STEP 11 — NEW LEASE INFORMATION - HA USERS ONLY

The Lease information Section of New Unit/Lease Informatic
the form is NOT available to
Guest users (FEMA contractors,
etc.)

i =l
Figure 11a shows the New Lease KDHAP Lease Record #: 1 Submit Data without Lease Infarmation
Information Section I(.)C&ted. at the FMR:* $ Lease Rent:* $ Security Deposit:* $ Utility Deposit:* $
bottom of the formThis section is New Unit Address:+ [Nl  apte Actust Bod —

. B : 2 v
available only to HA and HUD ew T Address P tal Bedroom Stze
users. This Section is used to City:* WEBSTER | state:* Zip Code:* Lease Effective Date:*
record the lease assistance provided Owner Name:* |EL DORADO VIEW AP’ Owner TIN:* [T |
by a PHA to the Household. Lease Termination Date:* End of FEMA Eligibility Date:
P Max 250 characters (approx 4 lines) from the comment text will be saved.
FEMA ID andFEMA Eligibility

are required before a User can enfer |[Sulabiss
Lease information for a Household
receiving HUD Assistance.

Save As New Lease

Figure 11a — Lease information

All the fields displayed on Lease
information Section are required.

Notes:

End of FEMA Eligibility Date is a
read only field and will be populated
by the system.




STEP 12 — CREATING NEW LEASE RECORD / VIEWING PREVIOUS LEASE RECORDS

a)

b)

d)

f)

9)

h)

A household can be leased up
several times till th&nd of
FEMA participation date .>

To Create New Lease for a

particular household, Search his

record via search Screen and
bring up Assistance Details
page.

Make sure current Lease
information is completely
entered and is valid.

In the Lease information section
of page enter information about
new lease. Make sure the New
Lease effective date is greater
than previous Lease terminatig
Date.
When all new lease details has
been filled in, click on “Save ag
New lease” button to save new
information as next Lease
record.

To verify that the new lease was
created bring up the assistance
details screen again.

At the bottom of the screen an
extra button with title “View
previous Lease record” will be
displayed.

Click on title “View previous
Lease record” to view pervious
Lease records.

>

et S0

Lease Rent:* $‘ Security Deposit: * $

Utility Deposit:* $000 |

New Unit Address:* |75 S Reynolds St

| apt e n

Actual Bedroom Size:*

City:* |Alexandria

|State:* Zip Code:*

Lease Effective Date:* (02/02/2006

Owner Name:* |Mr. Joe Smith

—

Lease Termination Date:* |06/01/2006

Max 250 characters (approx 4 lines) from the comment text will be saved.

Comments:

End of FEMA Eligibility Date: |04/19/2007

ancel
-~
Save As New Lease ‘ ﬂlﬁm
L= - -~ —---  § - |

Figure 12a — Saving New Lease Record

Lease Record #: 3

et s

Lease Rent:* $

Security Deposit:* $

Submit Data without Lease Information

utility Deposit:* $

New Unit Address:* |75 S Reynolds St

| apte: |

Actual Bedroom Size:*

City:* |Alexandria

|State:* Zip Code:*

Lease Effective Date:* (02/02/2006

Owner Name:* |Mr. Joe Smith

owner T+

Comments:

<< View Previous Lease Record

Lease Termination Date:* |06/01/2006

Max 250 characters (approx 4 lines) from the comment text will be saved.

End of FEMA Eligibility Date: |04/19/2007

Update Current Lease
Save As New Lease RollBack

Figure 12b — Viewing Previous Lease Record

% End of FEMA participation Date is calculated basedhe Lease Effective Date of the first leasemcTypical calculation allows 18 months of FEMA
participation. But if the Household has receivechatary assistance from FEMA for certain number ohths, that number reduces the FEMA patrticipation

17




STEP 13 — FIXING INPUT ERRORS IN THE ASSISTANCE DETAILS FORM

a) When you presSubmit on the
main Assistance Details form,
you may receive an error
message similar tbigure 13a

b) To fix this, scroll to the top of
the page to view the list of
errors. (Seéigure 13b)

c) Fix all the errors and click the
Submit Button again. Repeat
until there are no further errors

Microsoft Internet Explorer

! E Flease correct 4 errors listed at the top of the page

OK

s

Figure 13a — Please Review Errors at the Top of tHeorm

FEMA | Katrina

Search Households Assistance details Non-KDHAP Inventory

Edit Assistance Details for SSN: XXX-XX-0093

---- Please correct following errors [Total 4 errors] ----
Error 1: Please select appropriate Family Category! [
Error 2: Please select appropriate New Program Type!

Error 3: Please select Requested Bedroom Size! Ll

Figure 13b. — Review and Fix In the Form the ListedErrors

period. i.e. If FEMA provided assistance to a latwdd for three months the End of FEMA participatidate would be = Lease Effective Date for Firshde +
18 months — 3 (months of FEMA Assistance).
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STEP 14 — ROLLING BACK LEASE/ASSISTANCE RECORDS - HUD/SUPER USERS ONLY

a)

b)

d)

f)

Rollback functionality can be
used to clear erroneous
assistance details or lease
details.

For Users with Rollback
privileges, the Household
Lease/Assistance details page
will display “Rollback” button
at the bottom of the page.

Click this button to navigate to
Rollback options.

Rollback options page will
display all the lease records
available for the selected
household.

Users may choose to rollback
either the most recefgase
record or all of them. (The mos
recent lease record is displaye
as the top row of the table with
light brown background.)

Click one of the Rollback
buttons to rollback appropriate
record. The status of rollback
will be displayed at the bottom
of the page

—

Lease

Update Current Lease
Save As Mew Lease RollBack

Owner TIN:#

End of FEMA Eligibility Date: (04/11/2007

R e

Cancel
— |

Figure 14a — Rollback Lease and Assistance Records

Head of Household Name:

Head of Household FEMA ID: 23ffsad¥s

Initial PHA (Code and Name):

Date of Birth:‘m

Requested record(s) were rolled back and archived.
See the details of rolled back records at the bottom of the page.

vayRigeeliadiv sex: F

FEMA Eligibility: Yes

[ Rollback most recent record [transaction # 2] ]

[ Rollback All Records |

Lease / Assistance Transaction details:

New

Bl T e S Leaserna mromam | mecemarua giUle teaty
2 [Modify] | 612.00| 493.00 | 12/21/2005| 02/02/2006| NV Hzfg?nsg'fu“ti?:w 1%?851:;005 nitin
1 [View] 612.00 | 493.00 | 10/07/2005| 12/30/2005| NV H-';fg?nsg'x’u“tit;’:w 12‘?24;;005 nitin
Following record(s) were rolled back and archived.
I;_:;:'?:I F(';;“ RI::SE‘;) I;atzs: Lease End Pr::;;m Receiving PHA ng:el{.lp_iﬁ;e UE‘::’:S? d?y
Number Type

Figure 14b — Rollback Lease Record Screen
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STEP 15 - VIEWING RECORDS ALREADY ASSIGNED TO A PHA

a) To search for a record already
updated and assigned to a PHA
click on the view and update
details link at the bottom of the
screen. Alternately you can
also select the linkAssistance
Details’ located at the top to
view list of Households assisted
by a PHA. (See Figure 15a).

o v

Search Households

Assistance Details Non-KDHAP Inventory Add Households
Search for Household Assistance details

Search by SSN:
SSN: | |[ Search ]

Search by FEMA ID:
FEMA ID: | | [ search |

Search by Information:

Last Name: {required)

First Name:

Sex: h
Date of Birth: mm/dd/yyyy [ Search ] [ Reset All

Searching by information may take long time to retrieve results as it may match several last names. To get the
results faster please provide as many characters of Last name and first name as possible along with Date of
birth and gender.

Click here to view/update details of households already assigned to PHA

Download KDHAP User Manual here.

Figure 15a — Click on this link To View Records Asgned to a PHA
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b) The PHA Search screen

displayed will be empty. Search
and select for a PHA by
clicking on the Search for

PHA information " button.

Select SSN link for the required
record from the list displayed to
view/edit the details of
assistance.

oo v

Search Households

Assistance Details Non-KDHAP Inventory Add Households

HQ Office:

Hub:

Field Office:

Housing Authority:

State: Program Type:
[ Click here to Search for PHA Information ]

Please search and select a PHA to view the list of households assisted by that PHA.

List of households assisted by Housing Authority

<< Return to main search page.

Figure 15b — Search for PHA Information

FEMA / Katrina Reports

Search Households Assistance Details Non-KDHAP Inventory Add Households
HQ Office: PO Field operations
Hub: 6HFTW Fort Worth Hub
Field Office: 6EPH HOUSTON PROGRAM CENTER
Housing Authority: TX005 Houston Housing Authority
State: TX Program Type: Combined

[ Click here to Search for PHA Information ]
Please search and select a PHA to view the list of households assisted by that PHA.

List of households assisted by Housing Authority

Click on the SSN number to edit or view the assistance details.

# SSN FEMA-ID Name Sex Date of Birth FEMA Elig Archived Data
1 p eSS, = . T L . o F g

2 | OOCXXINGD aliiBR A e g = E . Yes

3 OO G oo v o QO AOTEERD F i Yes

4 XOO- XX - 0E IR A - L L F 1 R Yes

=1 OO XK -l R S e T F G =y Yes

[+] YOO XK - | b o F E P

7 [ XXX XK - Sty TR RS F [ » Yes

~ = e P — = | oo

Figure 15c¢ — Click on One of The Links To View Reaals Assigned to a PHA
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STEP 16 — EDITING AVAILABLE NON-KDHAP UNITS - HA USER ONLY

a) To view or edit the number of

Non-KDHAP units available,
click on theNon-KDHAP
Inventory link from the main
screen

m——

Search Households

Assistance Details

Non-KDHAP Inventory Add Households

Figure 16a — Click on Non-KDHAP Inventory to View/Edit Non-KDHAP Units

b)

To update the number of Non-
KDHAP units available, Update
the fields in the selected area as
appropriate and click save.

A ‘Record Updated
Successfully’ message is
returned to the user. A Last
update date and time stamp is
also generated at the bottom of
the screen.

e v R

Search Households
Select View:

Assistance Details
Field Office HA +

Non-KDHAP Inventory Add Households

HQ Division: Public and Indian Housing

HQ Office: PO Field Operations v
Hub: 10HSEA Seattle Hub v

Field Office: DAPH SEATTLE HUE OFFICE v
Housing Authority: AKOD1 AHFC v

Edit Non-KDHAP Invento
Low-Rent income units available:
No. of Units with:

0 Bedroom: o 1 Bedroom: 4
2 Bedroom: 3 3 Bedroom:
4 Bedroom: 1 5+ Bedroom: 1
Total Low-Rent Unit Count: 20
Section 8 Landlords units available:
No. of units with:
0 Bedroom: 1 1 Bedroom: 1
2 Bedroom: 5 3 Bedroom: 1
4 Bedroom: 1 5+ Bedroom: 3

Total Section 8 Landlords Count: 12

Last Update Date & Time: 12/02/2005 16:21:24.150

Figure 17a — Click on Non-KDHAP Inventory to View/Edit Non-KDHAP Units
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STEP 18 — ADDING NEW HOUSEHOLDS - FEMA USERS

a) When adding a new household, from
the main screen click o~hdd
Householdslink located at the top in

brown bar. Search for Household Assistance details

o e RTI

.
Assistance Details Non-KDHAP Inventory Add Households
_—

b) Fields marked with asterisks (*) are FEMA | Katrina

required fields.

c) Initial PHA is required when Old Gors [hen il sl

Search Households Assistance Details Non-KDHAP Inventory

Fam||y Category iS “PH” or “VO” Head Of Household Name:* | ||:|| | (FirstName | Middle Initial | Last Name)
Head of Household SSN:* I:I Sex:* Disabled:*
d) Click Submit to save the new Date of Birth:* I:I (mm/dd/yyyy) Contact Number: (| |) | | —| |
Household record.
Former Address: | | Apt #: |:|
. . City: ‘St te: N Zip Code:
Note: Fields marked with* (Red iy | | state: | | pCode:[ |
asteriSkS) are required Old Family Category:* | - Select Family Category - hd |
Initial PHA: *= (Required when Old Family Category is PH or VO)
HQ Office:
Hub:
Field Office:
Housing Authority:
State: Program Type:

Click here to Search for PHA information

Click here to view the contact information of housing Authorities

Purpose:* | - SelectPurpose - v|

Point of Contact Name: * Point of Contact Number/Email:*

Comments:

Max 250 characters -

(approx 5 fines) from the
comment text will be

saved.

Figure 18a — Adding Households for broken families




STEP 19 — ADDING AND APPROVNG NEW HOUSHOLDS - HUD USERS

a) HUD users have full access to
the “Add New Households”
screen which also includes

FEMA / Katrina [EAGIITE

Search Households Assistance Details Non-KDHAP Inventory

Add Households

ability to approve Households Add/Approve New Houschold
(see Figure 19a) Select Action

b) Follow instruction in Step 18 for (LAdd New Households |
instructions to add a new [ Approve Houssholds |
household.

Figure 19a — Adding/Approving new households for HD users

c) When approving households, Approve New Households

cn . N S SR
Households” button. This will umber [Hame

. . 989 Brivegs
display the1 Approve XXX-XX-408, Wikegibaieh® | 07/14 NSV 1] :n‘ BPY g oo
Household’ Screen. Y
d) On the Approve Household
Screen, select the record and Wit 92 ghauste
. “ ” 2 KEK- XXl | 11 @ i'udd S| 22aemns
click “Approve”. The selected c 7 8 b ?
record disappears from the
Approve Household screen. i T 4%
b g e AN i 1ol
3 -0cE b il 08/08 MU & o 5 S o
ZI514
108 ate
4 | 300¢-Xx-@05) Tester Kester | 01/01 .LsNHT :rlrfn Le Raanigg OLZ:E Tlee@att
TV 6
5 xxx-xx-@bas test test 12/12 | Phoenix

Ms. Williams was in a
Hope VI dev. that
opened a month b/f
the storm...info was
not yet in PIC at time
of disaster. It has
since been added.

Testing, testing

Figure 19b — Approving New Households

thtester

alcox

fredgues

anita

exchen01
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STEP 20 — OPENING THE REPORT SCREEN

a)

b)

Click on theReport tab to open
the Report Screen.

There are three types of Report$

available

Transaction Report
Non KDHAP Inventory
Report

New Household Report.

Assistance Details Non-KDHAP Inventory Add Households

Figure 20a — Click on Report to Open the Report Saen
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STEP 21 — RUNNING TRANSACTION REPORT

a)

b)

Click on the Report tab, and
the click on the Transaction
Report link.

Use the drop down fields to
select the HA to report on.
(See Figure 18)

Once the HA is selected,
check the desired boxes of
the fields to view on the
report.

FEMA/ Katrina [T

Report Non-KDHAP Inventory Report New Households Report

Data Filters for Transaction Report

Receiving PHA options: @ view records for selected PHA O View records for ALL PHAs

HQ Office: PO Field operations

Hub: 4HATL Atlanta Hub

Field Office: 4APH ATLANTA HUB OFFICE

Housing Authority: GA199 SANDERSVILLE

State: GA Program Type: Low Rent

[ Click here to Search and Select PHA ]

Old Family Category: -ALL- v
New Program Type: ~ALL- v

Select the columns to be displayed:

#ISSN JFEMA Id MName

[ Date of Brith [ Sex MTotal Family Member count
OPrior bed room size [JRequested bed room size OActual bed room size
[“IFEMA Eligibility [ Initial PHA MFMR

[“lLease Rent [JSecurity Deposit CJUtility Deposit

[Lease Effective Date [OLease termination Date CJFEMA Payment Months
[OJEnd of FEMA Eligibility Date [FReceiving PHA Code MReceiving PHA Name

OJOld Family Category Primary Contact number COAlternate Contact Number
[JReceiving PHA Fax [JReceiving Email ¥ New Program Type

CONew Unit Address O Owner Name OOwner TIN

M Transaction ID

[ Show Report ] [ Download into Excel ]

Figure 21a — Select the HA to Report on and CheckdXes for Fields in the Report
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d) When all the fields that
should be in the report are
added, click th&how
Report Button. The
generated report will open
in a new Browser window.
(See Figure 21b).

e) Print, Save, or Copy the
report as required.

f) To go back to the KDHAP
system, close the Report
Window.

g) The report can also be
viewed as an excel
spreadsheet. Click the
“Download into Excel
(See Figure 21c)

NOTE: The FEMA eligibility

of any Household may change
over time as the data is
updated from FEMA. The
transaction report displays a
snapshot of FEMA eligibility,
as it was when assistance
details we re recorded. To see
the recent updates to the
FEMA eligibility for a
particular Household user
Search household Screen
mentioned in Step 6.

Receiving|Receiving

Lease

Date of L
Fairfax
1| KKK-XX- ﬁ riPPals (F Yes VAD19 County
RHA
Fairfax
_ s TRACS FHA
2| HMX xx” Pty r g M Yes MULTIFAMILY (850 (800  |VAQ19 :g:nty
Fairfax
3 O- X -uban M-!’" aaegs (F Yes 1200 1100 |VAD19 County
RHA
*ﬁll Fairfax
4 |xooc-xx-ag crlbmllE Yes 1500 (250 |vAO19  |County
Splg! RHA
Fairfax
5 xxx—xx“ﬁ cofiaeae |F Yes VAD19  |County
RHA
Ll Fairfax
_ (Watals. s Rockville
6 |Xo0-XX-Gat e M Houﬁing VAD19 Eg:nty
Authority
Fairfax
- e LAOO1 New
7 o-XX-R [T M Yes Orleans Ha 800|560 |vAD19 chiinty
Fairfax
e raelymesn LAOOL New
B OOC-XX-TRR S M Yes Orleans na 800 [750  |vAD19 ;i:nty
Fairfax

Figure'énlmt; — The new report opens upln a new Browes Window

SSN Mame

1 }K-¥-1( Hidden

2 X0-XX-51 Hidden

3 XHK-)K-A! Hidden

4 KK-X¥-58 Hidden

5 XHX-X¥-6:Hidden

G XHK-}K-At Hidden

T XHX-}K-THidden

8 }HK-)K-T i Hidden

9 XHX-}K-TiHidden

10 XXX-X¥-8.Hidden
11 KXK-X¥-8. Hidden
12 XXX-X¥-8.Hidden
13 KXK-X¥-8. Hidden
14 XxX-X¥-8¢Hidden

Date of Brith
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden
Hidden

Sex

F
M
F
F
F
1
M
1
M
M
1
M
1

M

Total Fami FEMA Elic
5 Yes
1 Yes
1 Yes
1 Yes
1 Yes
1
2|Yes
2|Yes
2|Yes
4|Yes
4|Yes
4|Yes
4|Yes
1 Yes

Initial PHA FMR Lease RenReceiving |
VA1
TRACS FF 850 800 VAO19
1200 1100 VAD19
1500 250 VAD19
VAO19
IND48 Rockville Housing Authorit VAD19
LAOOT New 300 560 VAO19
LAOOT MNew 300 750 VAD19
LADDT New QOrleans HA VAOD19
TRACS FH 1100 1050 VAD19
TRACS FHA MULTIFAMILY VA1
1250 650 VAO19
VA1
1200 800 VAO19

Figure 21c — The report as an excel Spreadsheet
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STEP 22 — RUNNING NON-KDHAP INVENTORY REPORT

a) To display a Non-KDHAP

inventory report, click on m Reports

Report; tab. Report Non-KDHAP Inventory Report
b) Then click on theNon-

KDHAP inventory

Report’ link. No. of Low-Rent units with No. of Section 8 Landlords with
1 4 5+ 4 5+
4 3 1 1 1 20 1 5 1 1 3 12

New Households Report

AKOD1 | AK 10 1

ALO48 | AL 0 18 10 5] 5] 0 40 0 10 27 9 0 0 46
1AD20 | 1A =] 0 0 0 0 0 =] 0 0 0 0 0 0 0
LADD2| LA 12 12 12 12 12 12 72 12 12 12 12 12 12 72
SC001| SC 5 5 5 5 2 2 24 3 3 5] 3 3 3 21
TX486| TX 0 0 0 0 0 0 0 0 0 10 10 0 0 20
WAU24| WA 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Figure 22a — Non-KDHAP Inventory Report
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STEP 23 — RUNNING NEW HOUSEHOLDS STATUS REPORT

a) To view the status of Newly
Added Households click on the
Reports tab

b) Then select the ‘New
Household Report’ Link.

¢) Under Select View'user has
the options to view any of the
following reports.

a. Approved Records.
b. Rejected Records.
c. Pending Records.

Reporis
Report

Select View: | Approved Records

Non-KDHAP Inventory Report

| New Hous

——

3
olds Report IJ

-Select Report Type -

V‘ View Report

Approved Records. (30 Rows

e Sl Approved Records
! s ite - s Rejected Records
_Pending Records
2 637 23rd Street A 228-2352111
i i E™
e e [Wiades P v BH Guif Port MS 39501 il
Sadegods TRy E LADDL MNew L
pibilll. . " Pass M N e Orleans HA
? 45 First ST
e N i 234-2342454
ibulsicg G*'m'%g““\_ Wﬁ%}%&@ M N OH Washington DC op
b 22104
1212 Sunshine Blvd
g, begiabe [ OGBLGR M [N PH ;‘:22%15”2‘: New Orleans LA IAI2Locoe s
77508
31 South Blvd 234
Absadios. [T ﬁ_ s APkl M (N OH New orleans LA 2342354504 op HOH Expired
s 21456
435 Left and Right
strret with
c e ; : : VAD19 Fairfax  |SUAR*&({bgUKm;\I[/./|542-455413
Q"'E‘&" . 5 :_.&2%-.(—. mﬁ%
Mabidbigh ninuieiiel | A@itog a N b County RHA n gvSo4WE%E" & P
characters 4 Bombay
MD 47216
4100 Memorial Blvd
— " ) P TX024 Port 400-9825167
s e g@%&‘&%m oghgelomd F [N Vo ficrag 215 Portarthur X HB
Figure 30. — New Households Status report
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APPENDIX A — KDHAP SECURITY ADMINISTRATION Q& A

Setting up users in KDHARJsers accounts are set up in KDHAP by users who
are designated as Security Administrators in PI@ &CTEST. If you are a
Security Administrator, you will have a PICTEST meption under “PIC
Maintenance” called “Security Administration”. ifou do not have such a menu
choice, this appendix does not apply to you.

Introduction: There are two steps to setting up a user in PICTESTvork on
KDHAP. A user account must be created. For KDH&Pyuser accounts will be
created as “Guest” users in the REACS Divisioneddyuarters.

Always logon to PICTEST using:
https://pictest.hud.gov/PIC/Logon/userlogon.asp

You will be asked to authorize a certificate. €liYes”.

Security Alert E

r.‘r"l |nfarmation vou exchange with this site cannat be viewed aor
? changed by others. However, there is a problem with the site's
zecurity certifizate.

Q The security certificate iz from a busted certifwing authority.

a The security certificate date is valid.

The name on the security certificate iz invalid or does not
match the narme of the site

Do you want to procesd?

jes Ma Wiew Certificate

The PICTEST1 Logon screen appears next.
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£ P Information Center: User Logon - Microsoft Internet Explorer provided by HUD

File Edt View Favortes Took Help i
Qoack v ) - %) @ dn | Poearch oravortes @ | v b (8] - L)@ || address [& hud,gowPICAL B
Links [ PICBHUD [ PersaFin () WebHost () Misc PC () Other NTKI @] Google
Google - ~|| [Clsearch -~ | @M § Soblocked | MF check = Atk - L Al [ options 9

HUD HOME PIH HOME Qsa SEARCH /INDEX EMAIL

PIH Information Center 5.7 (PICTESTI)

TserID: |
Password:
HERPI Logonta PIC
PICHELP: If you require any assistance please send an email describing the issue along with your Name, Phone

Number, Housing Authority Number and Field Office Name where applicable to pichelp@hud.qov or telephone
the PICHelp Call Center at 1-800-366-6827 between 8:00am and 8:00pm Eastern on business days.

Please go to the PIC Home Page for more information.

All PIC password resets are handled by Security Administrators at the PHA or in the local HUD Field Office.
PICHelp cannot reset passwords.

&]Done [ 8 @ memet

Enter the User ID and password and clock “LogoRIt©".

The PIC Main menu appears (the menu choices vagrakng on your individual
access rights).

PH Information Center - Microsoft Internet Explorer provided by H!

Ele Edt View Favorites Tooks Help
QBack » ) - ] 2] (b | O search 77 Favorites £ - oo m - L) & address [&] hepsipictestL.hud. goviIC common) | £ G0
Links [ PICEHUD () Pers&Fin [ WebHost [ MiscPC () Other NTKI & Google

Google - v| [Clsearch ~pa | @™ g2 Bhoblacked | M check = Fd options

|

PIC HEADLINES

Event Tracking Systern
SEMAP o User Acceptance Testing for 7.7.0.0 - 777002005
PICTEST engaged for UAT for release 7.7.0.0 July 11-22 [full text]
Testing Completed for 5.6.2 - 6672005
Testing headlines [full text]
+ User Testing for Release 5.6.2 - %2005

UAT on Friday, June 3. [full text]

PIH on

Housing Inventory

ou:
Form - 50058
PIC Downloads

Drug Elirination Reparting
KDHAP °

Brivwse all PIC Headlines

PICHELP Information

Includes the following submodules: If you require any assistance please send an email describing the issue
Event Tracking System alang with your Name, Phane Number, Hausing Auotharity Mumber and
Risk Assessment Field Office Mame where applicable to_pichelpi@hud.gov or telephone the
Drug Elimination Reporting PICHelp Call Center at 1-800-366-6327 hetween &:00am and &:00pm (EST)

on all business days
Please go to the PIC Home Page for more information.

LOGOFF HUD HOME PIH HOME Q&A SEARCH/INDEX E-MAIL

&) Done 2 | meermnet
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Q

Q

How can | add a new contractor user in PIC?

First the user account must be created (if it dmgsalready exist)
Select “PIC Maintenance” and “Security Administoatl.

Select View “Division User”.

For contractors, select HQ Office “REACS” (bottofrpall-down list).
Select “Create New PIC User”.

Select “Guest User” (for all non-HUD contacts awoatrtactors).

Enter user information (Last name, First name, Ndddame or Initial).

User ID (system generated) = first initial, middiéial (or “x”) and first six
or less letters of user’s last name in lower c@déée same User ID is
already in use, the system will add “01” or nexqsential number to ID
when saving).

If user does not have an e-mail address or yowti&mow what it is, enter
none@email.confbecause it is a required field). The user camghat
later in “User Profile”.

Initial password should ALWAYS be “Passwordl1” (noigper/lower case).

How can | add a new HA User in PIC?

First the user account must be created (if it dmgsalready exist)
Select “PIC Maintenance” and “Security Administoatl.

Select View “FO HA User”.

Select the appropriate Hub from the pull-down list.

Select the appropriate Field office (if there gui-down list; some do not
have one).

Select the Field Office HA (public housing authgrifrom the pull-down
list.

Select “Create New PIC User”.
Select “HA User” for HA staff members.
Enter user information (Last name, First name, Ndddame or Initial).

User ID (system generated) = first initial, middidial (or “x”) and first six
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or less letters of user’s last name in lower c@déée same User ID is
already in use, the system will add “01” or nexqusential number to ID
when saving).

» |If a user does not have an e-mail address or yowotknow what it is,
enternone@email.confbecause it is a required field). The user cange

it later in “User Profile”.

* Initial password should ALWAYS be “Passwordl1” (noigper/lower case).

Note: Once the user account has been created, dbggss of user type, the
Security Administrator must grant access rightgohividual PIC submodules
before the user can access any useful informatiaoavork in PIC

We will grant the following rights to users:

TAC Staff (User Type: “Guest User”):

Module Sub module Role Security
PIC Maintenance | Security HA Security HQ Division
Administration Admin
PIH Information KDHAP Submit-Modify HQ Division
(Guest)*
Executive Executive HA General Read| HQ Division
Summary Summary

Non-HUD Contractors (e.g. NELROD) (User Type: “Gudser”:

Module Sub module Role Security
PIC Maintenance | Security (not applicable) (not applicable)
Administration
PIH Information KDHAP Submit-Modify | HQ Division
(Guest)*
Executive HA Executive HA General Read| HQ Division
Summary Summary

HA Staff (User Type “HA User”):
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Module Sub module Role Security
PIC Maintenance | Security (not applicable) (not applicable)
Administration
PIH Information KDHAP Submit-Modify Field Office HA
(HA)* (select their hub

and HA Code)

Executive Executive HA General Read| Field Office HA

Summary Summary (select their hub
and HA Code)

*Note: “Submit-Modify” function is split into twoales: one for contractors to
submit only the family details and HA assignmemt phthe form:Submit-
Modify (Guest)and one for HAs to submit all of the for8ubmit-Modify (HA).

Q: How can | change a user’s access rights in PIC?

A:  Note: New users have no rights in PIC submoduldi$ ttne Security
Administrator specifically assigns rights to them.

» Access the PIC Security Administration sub module.

» Select View “Division User” or “FO HA User” as amgpriate.

* For contractors (Guest Users):

* Navigate to the “REACS” division Select the appriaf Hub from the
pull-down list.

 For HA Users:

» Select the appropriate Hub from the pull-down list

» Select the appropriate Field office (if there sudl-down list; some do
not have one).

» Select the Field Office HA from the pull-down list.

Click the User ID to select the user.

Select the applicable module and sub module (flearpull down lists).
Choose “Add role”.
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Q

Add the appropriate role from the pull-down listéshe chart above).

Select Security Type (“HQ Division” for contractofgield Office HA” for
HA users).

Highlight the Division “Public and Indian Housinggdr contractors,
Select the appropriate Hub from the pull-down list.

Select the appropriate Field office (if there ull-down list; some do not
have one).

Select the Field Office HA (public housing authgrifrom the pull-down
list. (To highlight more than one HA, hold down #&&trl> key while
clicking the HA Code.)

Click “Save” to complete adding the role. Regeatany remaining roles
and submodules that are needed.

To remove a role, put a check mark in the box ufidemove” then click
“Remove role” and confirm it when asked.

How can | remove a user from PIC?

Note: Once users have been added to PIC, for adability reasons they
may not be deleted. Instead they are made “inattivhich completely
removes their access to data.

Select “PIC Maintenance” and “Security Administoati.
Select View “Division User” or “FO HA User” as ampriate.
For a contractor:

» Navigate to the “REACS” division Select the appriaf Hub from the
pull-down list.

For HA Users:
» Select the appropriate Hub from the pull-down list

» Select the appropriate Field office (if there isudl-down list; some do
not have one).

» Select the Field Office HA from the pull-down list.
Click the User ID to select the user.
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Click “Modify User” (upper right).

Under “User Details,” click the “No” button besitigctive Indicator”. This
makes the User’s account inactive. (The procesdeaeversed by
changing it back to “Yes” to make the user actigaia.) A user can also be
made inactive by changing the “Expiration Date’atdate before today’s
date. (This can also be reversed by changing xped&ion Date to a date
later than today.)lo be active, a user must be active in both ways (b
having a future Expiration Date and where Activditator = “Yes”).
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