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"oan pen e EIV PIH User Administration
Authorization Memorandum

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

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

The document is accepted.

The document is accepted pending the changes noted.

The document is not accepted.

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

Ted Taylor Date
IT Project Manager

Nelson Stephens Date
PIH Program Manager
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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 acronymes.

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

1.1.4 Abbreviations and Acronyms

A glossary of abbreviations and acronyms is included as Appendix A of this document.

EIV User Administration Manual for Public Housing Program Page 1-2
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User Maintenance in WASS

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.
o 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

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 : Main Menu a4 | help | search | home | logout
[=

Secure Systems

Systems
+ Enterprise Income Verification [EIV)

System Administration

:Efn“;‘;!'ﬁtmtm « Business Partners Maintenance

¢ Business Partners
Maintenance

® EIV Assignments By User o EIV Assignments To User
#® EIV Ascignments To User
o Field Office Assignment

Maintenance o inn + Maintenanc
o PHA Assignment + PHA Assignment Maintenance

3 s « User Maintenance
.

# Enterprise Income
Varification (ETW

« EIV Assignments By User

+ Field Office Assignment Maintenance

Content updated April 15, 2011 o Back to Top

@ U.5. Department of Housing and Urban Development
431 7th Street 5.W., Washington, DC 20410
Telephone; (202) 708-1112 TTY: (202) 708-1455
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User Maintenance in WASS

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

System Administration Taq | help | search | home | logout

Secure Systems .
User Maintenance

On this form, you can either add a new User, search for a User
by User ID, or search for Users by entering your search criteria.

Add New User
system To add a new User to Secure Systems, click the "Add New User’ button.

administration [ Nen =
Businass Partners Add (Njew User
Maintenance

EIV Assignments By User|

Search by User ID
EIV Assignments To User
Field Office Assignment
Maintenance

¢ PHA Assignment
Maintenance

To search for a User by User ID,
enter a User ID and then click the “"Search for User” button.

User ID |MX3999 | jists Thiss
[ (S)earch for User ]

User Maintenance

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.

Taq | help | search | home | logout

ﬂ_ s System Administration
=

Secure Systems mans
Maintain User M00337

User Information
User ID MOO337
First Name FIRST - MOO337
Middle Initial
system : - ui
SUEEER e Last Name LAST - uiv

Business Partners User Status Active
Maintenance

EIV Assignments By User| Coordinator Mo

User Type PHA User/Business Partner

Choose a Function

EIV Assignments To User
Field Office Assignment
Maintenance

& PHA Assignment
Maintenance

Maintain User Information »
Maintain User Information
Maintain User Profile - Actions
Maintain User Profile - Groups
Maintain User Profile - Roles
|ResetUser Password

User Maintenance

o Enterprise Income
Varification (ETV

EIV User Administration Manual for Public Housing Program Page 2-2
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1

2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign Role page is
displayed. Click in the EIV — PIH EIV External User checkbox to assign EIV role to the User ID as
shown below.

ﬂ; System Administration fan | heln | search | home | logout
=

Secure sislums

Assign/Unassign Roles for User M00333

User Information
User ID MOO333
First Name FIRST - MODO333

Middle Initial
ilnnniciration Last Name |LAST - uwv
Business Partners User Staus |Active

Maintenance

EIV Accignments By User| Coordinator |No

A /] 1
T T User Type FHA User/Business Partner

Field Office Accignment Please check/uncheck boxes to assign/unassign roles to the user
Maintenance

EHA Assignment Disabled roles cannot be unassigned until they are removed in the
Maintenance appropriate Assignment Maintenance screens

User Maintenance EIV |

EIV - Enterprise Income Verification
[l cAc - EIV - MF - Contract Administrator Coordi

. Entefrgriselncume [0 ¢au - EIV - MF - Contract Administrator User
Vavification (ETV

> EIV - PIH - EIV - External User
[[] HSC - MF - EIV - Housing Coordinator
[ HSU - MF - EIV - Non-HUD User

[ Assign/Unassign Roles ] ’ Cancel ]

Content updated &pril 15, 2011 OBack to Top

@ U.S. Department of Housing and Urban Development
451 7th Street S. ington, OC 20410
Telephone: (202) 12 TTY: (202) 708-1435

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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User Maintenance in WASS
1

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 Assignment 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.

m_ ] Main Menu
|

Secure Systems

faq | heln | search | home | logout

Systems
+ Enterprise Income Verification (EIV)

System Administration
« Business Partners Maintenance

» Business Partners
Maintenance

® EIV Assignments By User « FIV Assignments To User

« EIV Assignments By User

« Field Office Assignment Maintenance

o [ e PHA Assianment Maintenance ]

Maintenance

® User Maintenance

« User Maintenance

o Enterprise Income
Werification {ETV

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.

faq | hetn | search | home | logout

m_ ; System Administration
1

Secure Systems : :
PHA Assignment Maintenance

Please enter a User Id:
User ID |MO0333

Choose a Function:

AssignPHA b
o SEEEES TTM Assign PHA [T

administration
Business Partners -
Maintenance |
EIV Assig ts By U = 3 =

e o If selected criterion is State, sort by

EIV Ascignments To Usar

: : " PHAID |»
Field Offica Ascignmant : )
Maintenance

o PHA Assignment
Maintenance

w or Unassign PHA

LSubmit ] [ Cancsl ]

User Maintenance

EIV User Administration Manual for Public Housing Program Page 2-4



User Maintenance in WASS

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

ﬂ_ System Administration fan | heln | search | home | logout
="

Secure Systems - ;
PHA Assignment Maintenance

Please enter a User Id:
User ID |MO0333

Welcome FI - HETWO1 Choose a Function:
LA T .
v
For Assign PHA, provide one of the following:
system
administration PHA ID x99%9
Business Partners - |
Maintenance State b
EIV Assignments By U R i
e = If selected criterion is State, sort by
EIV Assignments To User FIHA“:. v

Field Office Assignment

Maintenance

PHA Assignment T s
FTreTETE »| Submit| [ Cancel |

User Maintenance

4. When the Submit button is clicked; the Assign PHA for User page is displayed. Choose PIH —
External User (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.

System Administration faq | heln | search | home | logout

E
Secure Systems

Assign PHA for User MO0O333[FIRST - M0O0333 LAST - uiv ]

Choose a Role: ) )
Role Description (Sy_s_tem ID - Role Code)

| PIH - EIV - External User (ENV - E

system

administration |
Business Partners
Maintenance Choose at least one PHA:

EIV Assignments By Usar| PHA ID - pHA_N_ﬂm_E

R i | GA137- Housing Authority ofthe City of Hazlehurst

Field Office Assignment
Maintenance

PHA Ascignment
Maintenance

User Maintenance

Enterprise Income

Verification (ETW

;I[ Submit ] [ Cancel ‘

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.

EIV User Administration Manual for Public Housing Program Page 2-5



User Maintenance in WASS

m_ ) System Administration fag | heln | search | home | logout
e =

Secure Systems
Assign PHA Confirmation for User M0O0333

User Information
User ID |MOO333
First Name FIRST - MOO333
Middle Initial

system S
administration Bt Mo lita s i

Business Partners

Maintenance

EIV Assignments By User PHAs to Assign to User M00333 for Role EIV .
EIV Assignments To User PHA ID PHA Name

Eield Office Assignment GA137 | Housing Authority of the City of Hazlehurst
Maintenance

o PHA Accignment
Maintenance

User Maintenance

".FCanﬂrm ] I Cancel

2.2 WASS User Maintenance for HUD PIH (Internal) Users

There are two 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.

EIV User Administration Manual for Public Housing Program Page 2-6



User Maintenance in WASS

ﬂ Main Menu fa | help | search | home | logout

Secure SfSIB ms

Systems
+ Enterprise Income Verification (EIV)

System Administration
::fnkia;?stration « Business Partners Maintenance

o) Bisiness Barliers « EIV Assignments By User

Maintenance

® EIV Accignmentc By Usar] « EIV Assignments To User
#® EIV Assignments To User

¢ FEield Office Assignment

Maintenance o ian + Maintenanc
¢ PHA Accignment o PHA Assignment Maintenance

—llaintenance ¢ User Maintenance
.

# Enterprise Income
Varification (ETW

+ Field Office Assignment Maintenance

Content updated April 15, 2011 ° Back to To

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

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

ﬁ" | System Administration
I

Ta | help | search | home | logout

Secure Systems -
User Maintenance

On this form, you can either add a new User, search for a User
by User ID, or search for Users by entering your search criteria.

- HEIVO1

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

Add (Niew User

administration
Business Partners
Maintenance

® EIV Assignments By User

Search by User ID
® EIV Assignments To User

¢ Field Office Assignment
Maintenance

o PHA Assignment
Maintenance

To search for a User by User ID,
enter a User ID and then click the "Search for User” button.

User ID |H39999 | jwheee mhies
[ (Slearch for User J

® User Maintenance

EIV User Administration Manual for Public Housing Program Page 2-7



User Maintenance in WASS

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

faq | help | search | home | logout

; System Administration

Secure Systems
Maintain User HEIV0S8

User Information
User ID HEIVOS
First Name [FIRST - HEIVOS
Middle Initial
SEEEa e Last Name LAST - uiv

Business Partners User Status Active
Maintenance

® EIV Accignments By User|

® EIV Assignments To User
¢ Field Office Assignmeant
Maintenance

» PHA Ascignment
Maintenance

User Type Internal Internet
Choose a Functien

| Maintain User Infarmation hd

# User Maintenance

[ Submit ‘ [ Cancel ]

2.2.2 Maintain User Profiles-Roles

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

m_ E— System Administration faq | hetn | search | home | logout
-

Secure Systems . .
Maintain User HEIV0S8

User Information
User ID HEIVOS
First Name FIRST - HEIVOS
Middle Initial
administration Last Name LAST - uiv
Business Partners User Status Active

Maintenance
EIV Assignments By User| User Type Internal Internet
Choose a Function

® EIV Assignments To User
e Field Office Assignment
Maintenance

» PHA Acsignment
Maintenance

Maintain User Infarmation v]

Maintain User Profile - Actions

Maintain User Profile - Groups
Maintain User Profile - Roles

|ResetlUser Password

Usar Maintenance

2. When the Maintain User Profile-Roles function is selected, the Assign/Unassign Role page is
displayed. Click in the IV — PIH — EIV Internal Users Access checkbox to assign EIV role to the
User ID as shown below.
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User Maintenance in WASS

System Administration Taq | hel | search | home | logout

= :
Secure Systems

Assign/Unassign Roles for User HEIV0S

User Information
User ID |HEIVOS

- HEIVO1
i First Name |FIRST - HEIVOS
Middle Initial
ATt Last Name |LAST - uiv
Business Partners User Staus |Active

Maintanance
EIV Assignments By Usar|
EIV Assignments To User Please check/uncheck boxes to assign/unassign roles to the user

User Type Internal Internet

Eield Office Assignment 5 ) ) .
o H‘;,.,tenal;:e S Disabled roles cannot be unassigned until they are removed in the

¢ PHA Assignment appropriate Assignment Maintenance screens
Maintenance EIV |

® Ucar Maintenance

EIV - Enterprise Income Verification

[l BDD - Test Access - EIV

HDK - MF - EIV - Helpdesk Personnel

s Enterprise Income

Verification (EIV) HFC - EIV-MF-Field Office Coordinator

HFU - MF - EIV - HUD Field Dffice User
HOQA - MF - EIV - HQ User Administrator
HQS - MF - EIV - HQ Secunty Administrator
HQU - MF - EIV - HUD HQ User

jxjo|ojolololo

L

11V - PIH - EIV - Internal Users Access
OIG - EIV - MF - OIG User |

| Assign/Unassign Roles | [ Cancel ]

3. Click the Assign/Unassign Roles button. The following screen is displayed. Click the Confirm
Button to confirm the role assignment.

System Administration fan | hedn | search | home | logout

=

Secure Systems 3 : . >
Assign/Unassign Role Confirmation for User HEIV41

Roles to Assign to User HEIV41
System Code Role Code Role Description
EIV I PIH - EIV - Internal Users Access

YR i
administration
Business Partners
Maintenance
EIV Assignments By User

EIV Acssignments To User
¢ Ficld Office Acsignment
Maintenance

o PHA Ascignment
Maintenance

[ Confirm ] [ Cancel l
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Public Housing Program User Administration
_______________________________________________________________________________________________________________________________________|

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
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3.2.1 Search Methods

3.2.1.1 ByRoles

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.

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

User Administration >> By Roles

Printer-Friendly Version
Download in Excel

Security Level: HQ - HUD Headquarters

&9 9 pee 0
& Q B HOField Operations 3
Q2 hHoos 162
®a 2 HQ Occupancy 49
Q2 HOPHDHAP 4
a2 HQ Security Adrin 5
a2 HQ Senior Mgt 2
= 2 HQ System Admininstrator 6
a9 HQ User Administrator 10
QB PIHHelp DeskTAC 6
|Actions _JRote __Jtees |
;a2 HUB Ocecupancy Specialist 101
ha a2 HUB Security Administrator 19
[ HUB User Administrator 43

Security Level: FO - Field Office

;e 2 FO Occupancy Specialist 294
e FO Security Admininstrator 63
;a2 FO User Administrator 119

Security Level: PHA - Public Housing Agency
o [Role s |

Q2 PHADHAP Assistance 70

e PHA Occupancy - Application Processor 1.664
;a2 PHA Occupancy - Public Housing 10,849
a2 PHA Occupancy - Voucher 12123
a2 PHA Security Administrator 334
®a @ PHA User Administrator 4,825
a2 Program Administrator - Public Housing 3.360
a2 Program Administrator - Voucher 3.245

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

lcon ‘

@ 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.

P

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.

W

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.

To print the report, Click on the Printer-Friendly link on the By Roles page

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 Email

User Administration >> By Users

Query/View users by:
@ Last Name © *User ID

Search user | exact match ¥

HUD HQ

0 ®
e
=
m
>
=
e
<

(@] FO ALL w
%) TARC ALL ~
(@] PHA AKOD1 AHFC v

View users by first letter of last name/User 1D

ABCDEEGH]JKLMNOCPQRSTUVWXYZ

*All User Id's begin with C, I, H or M

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

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.

Query/View users by:

@ LastMame O *User ID
Search user | exact match ¥
Select Region;

® HUD HQ
Q HUB ALL v

& FO ALL v
(@) TARC ALL v

PHA AK001 AHFC ¥

Search Users Clear |

View users by first letter of last name/User ID
ABCDEEGHIJKLMNOPQRSTIUY WXYIZ

*All User Id’s begin with C, I, 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
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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. 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.

r
Enterprise Income Verification HUD Home _PIH Home _EIV Home Search Email

User Administration == By Users

Query/View users by:
O LastName @ *UserID

Search user M begins with v

Select Region:

® HUD HQ

O HUB |aLL v

(o) Fo [ALL v

O  TARC [ALL ~

(@) PHA AKOD1 AHFC v

Giear]
View users by first letter of last name/User ID

ABCDEEGHIJKLMHNOPQRSTIUVWXY?Z

*All User Id's begin with C, |, H or M

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

ABCDEEGHIJKLMHNOPQRSIUYVY WXY/Z

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.
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You can view user information, by either a last name or user ID. At the top of the page, thereis a
radio button for each viewing option. By default, the Last Name option is 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 ByRoles

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

.
Enterprise Income Verification

User Administration == By Roles == User List

Users Currently in PHA: PHA Occupancy - Public Housing

Mext Group €
1-50 of 10849 Users Last Page
N T T T R Ty
O Q 7 MD014 Wicomica County Housing Autharity Certified
O Q_ﬁr 12 AZ021 ELOY Certified
O Q._l'? 12 AZ021ELOY Certified
) Q_ﬁ? | C0044 BRUSH Certifiad
il ':k_ﬁ? i T¥486 Nacogdoches Housing Authority Certified
O Q_ o MO008 JEFFERSON CITY Certified
O Q_F M QR0ZT Malheur Certified
O Q._l'? M C0023 HOLYOKE Certified
O Q_ﬁ? M FPAD14 BEAVER COUNTY HOUSING AUTHORITY Certified
O Q_p M MQ008 SIKESTON HOUSING AUTHORITY Certified
O Q_f? 1 IMMO03 DULUTH HRA Certified
] Q_f? M n OR032 NEOHA Certified
O ':L_i? Il CAD33 Calexico City Certified
O Q_ﬁ? M IL0B3 Johnson County Housing Authority Certified
O CL_F 1 CAD30 Tulare County HA Certified
O Q_f? M CCO001 DENVER Certified
O Q_f? I OR014 Marion Certified
O Q_f? M NY048 Gloversville HA Certified
O Q_ﬁ? Il NJ043 Edison HA Certified
O Q_F M ner PA036 Lancaster City HA Certified
= ﬂ # RSN EERTD IRy IRIATFE Huntinakarea Haoeine Sothoaritoe Tartifind

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.

;
Enterprise Income Verification

User Administration == By Roles == User List

Users Currently in PHA: PHA Occupancy - Public Housing

Next Group ]
1-50 of 10849 Users Last Page
T T T S Ty
[ Q 7 ME014 Wicomico County Housing Autharity Certified
O Q._f? 12 AZ021 ELOY Certified
] Q._f? 12 AZ021ELOY Certified
] Q_f; | C0O044 BRUSH Certified
E ':L_ﬁ? T T¥486 Macogdoches Housing Authority Certified
O Q_ g o009 JEFFERSON CITY Certified
O ck_f; 1 OR0ZT Malheur Certified
| Q._f? M C0023 HOLYOKE Certified
Ll Q_f; M PAD14 BEAVER COUNTY HOUSING AUTHORITY Certified
O Q_ﬁ? M MO008 SIKESTON HOUSING AUTHORITY Certified
O Q_F i MMN003 DULUTH HRA Certified
] Q._f; M n OR032 NEOHA Certified
F Q._l’? i CAD33 Calexico City Certified
[l Q_ f ILO63 Johnson County Housing Authority Certified
O ck_ﬁ? M CAD30 Tulare County HA Certified
| Q_F M C0001 DENVER Certified
O Q_f; M OR014 Marion Certified
[ Q_l’? M NY048 Gloversville HA Certified
O Q_lg 1l NJ043 Edison HA Certified
|l Q ﬁ? M ner PAD3E Lancaster City HA Certified
M a J’ LV RS2 Mot ea Heaomimes Sttt Tamifiad

Search results are stored ina User Llst 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.

EIV User Administration Manual for Public Housing Program Page 3-7



Public Housing Program User Administration
_______________________________________________________________________________________________________________________________________|

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

1-10of 1 Users
Q HEIV08 S50H03 LAST - EIV PCl Information Sernices Systems Division
<<Back
1-1 of 1 Users

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 (A to Z), while clicking the bottom triangle sorts the
data so that it appears in descending order (Z to A).

The sort applies to the entire search results table, instead of sorting just on the records
displayed on the page.

Enterprise Income Verification

User Administration »> By Users > Search Results

[ selectal |[ DeselectAl | [ Next>> |

Hext Group ©

Sort

1-50 of 73 Users Last Page

Icons First Narie %

o —
L+ Wl bl sten Inlnrehm HUN Cantrartnrs
»
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3.2.2.4 Search Results Pagination

The report has the Pagination capability. Results are displayed in the group of 50 records per
page. If the search results fetch more than 50 records, links to Next Group of 50 records and Last
Page are provided. Also the links to Previous Group and First Page are also provided.

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Administration >> By Users >> Search Results

ectAl || DesslectAl || Next>> |

Pagination |~

v

Next Group @

1-50 of 73 Users Last Page

N N N

M a roneal ten Inlnrzhrrm HLUID Contractors

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 arole to 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
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Enterprise Income Verification HUD Home _PIH Home _EIV Home Search Email

User Administration »> By Users > Search Results

[ Select Al J[ Deselect Al J[ Next >> ]

Mext Group ©
1-50 of 73 Users Last Page

o T T

O ac vtrg Iglnrshrm HUD Contractors

0 ac misb Isk HUD Contractors

O ac mvizp Irhzoyww PlA Special Applications Center

| e hzolsxrm Igre PCFA OAFBC, S8FMC, Program Support Division
O ac zmish [thynl-sgrnh PCFA QAFBC. S8FMC. Program Support Division
R

-n T S R e

Search Results — By Roles

r
Enterprise Income Verification HUD Home PIH

User Administration == By Roles == User List

Users Currently in PHA: PHA Occupancy - Public Housing

Mext Group ©
1-50 of 10849 Users Last Page
N T T T S ™
O 7 | Mat DI Certifisd
Oy Ca AZ0 Certified
O9%# & : . AZ0 Certified
O9% 7 n Le col Certified
O9%#f v Re ¥4 ) ) ) Certified

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.
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= 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.

= 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

User Administration == By Roles

Printer-Frien:
Downloi

Security Level: HQ - HUD Headquarters

=@  pee 0
& a @ HQ Field Operations 1
=9 @ Hoos 162
s Q3 HQ Occupancy 49
53 HoPHDHAP 4
Q2 HQ Security Admin L
A ] HQ Seniar Mgt 2
*Aa a9 HQ System Admininstrator 6
MA@ HQ User Administrator 10
M Q 2 PHHelp DeskTAC 6

= 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.

= If 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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{2 HUD-EIV:User Administration - By Roles/By Users - Windows Internet Explorer

€3~ [ s uceopsit ud.govjer fusersdiminsearchUsersRest ¥ & |[#[x R~
Ble Edit View Favorites Tools Help
; B »
U A | HUD-EDV:User Administration - By Roles By Users I | 58 o~ [Tob Page + {CF Tools =
-
Enterprise Income Verification HUD Home PIH Home EIV Home Search Email
User Administration - By Roles/By Users
e User Profile Details
Welcome FIRST - HETVOS LAST - uiv
Selected User
+ Back to Secure Systems User ID: MIE15S
= Back to EIV Main Page 2 2
« Program Office Sefection Uss.r Name: Deborah Wartes
Debts Owed 10 PHAS & Oifica;Cods; AR00E
Terminations Participant Code: AKO001
= Search for Former Tenant
= EnterfUpdate Information List of Roles
By SSH -
By Batch \acion ___JRobo _______________________________________ Jooms_____|
= Debts Owed to PHAS & O PHA DHAP Assistance
Terminations Report E i o B Ev—
o MRt [ ccupancy - Application Processor pprove
» By Head of Household 4 PHA Occupancy - Public Housing Approved
G S S ) PHA Occupancy - Voucher
= New Hires Report -
Verification Reports O PHA Security Administrator
+ Existing Tenant Search F] PHA User Administrator
* Muitiple Subsidy Report ] Pragram Administrator - Fublic Housing
S etyos) Hopor, O Pragram Administrator - Vaucher
+ Deceased Tenants Report
= Income Discrepancy Report Updata Revaks All
User Administration
<
By Rotes [s<Back ]
By Users
PHA Access
Requests
Requests Report
Administer HUB Users
User Maintenance
User Termination Report
User Certification
User Certification Report ¥
Done J Trusted sites ® 100% -

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 Verify that the roles selected are valid. Duplicate role assighments are no longer
allowed. Role assignment validations are described in the section 3.3.1.2 below.
v" Click Update.
The system restores the page, displaying a message indicating the change was successfully
implemented.

3.3.1.2 Duplicate Role Assignment Validations

Validations are applied to user roles based on their security level. Listed below are the
validations pertaining to HUB, FO and PHA security levels.

3.3.1.2.1 HUB Role Validations

o |f useris assigned ‘HUB User Administrator’ role, they cannot be assigned ‘HUB Security
Administrator’ role and vice versa. If an attempt is made to assign both the roles
mentioned above, the system gives the following error. “User may not be assigned the
User Administrator and Security Administrator role. Choose one of the two roles”
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User Administration >> By Roles

Enterprise Income Verification

HUD Home PIH Home EIVHome Search Email

Printer-Friendly Version
Download in Excel

User may not be assigned the User Administrator and Security Administrator role. Choose one of the two roles

Security Level: HQ - HUD Headquarters

2 a9 oce 0
Q9 HQ Field Operations 3
Q9 HQ OIG 174
Q9 HQ Occupancy 62
@ QD HaPHDHAP 1
@ Q@ Ha Securty Admin 11
# Q A  Ha senior Mgt 3
= Q9 HQ System Admininstrator 11
= Q9 HQ User Administrator 16
@ Q @ PHHelp DeskiTAC 6
Q9 HUB Occupancy Specialist 110
= Qa HUB Security Administrator 27
& Q9 HUB User Agministrator 49

3.3.1.2.2 FO Role Validations

°

Security Level: HUB - HUB

If user isassigned ‘' FO User Administrator’ role, they cannot be assigned ‘ FO
Security Administrator’ role and vice versa. . If an attempt is made to assign both
the roles mentioned above, the system gives the following error. “User may not be
assigned the User Administrator and Security Administrator role. Choose one of the

two roles”
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Enterprise Income Verification HUD Home PIHHome EIVHome Search Email

User Administration >> By Roles

Printer-Friendly Version
Download in Excel

User may not be assigned the User Administrator and Security Administrator role. Choose one of the two roles

Security Level: HQ - HUD Headquarters

Q89 oce 0
& Q @ HQField Operations 3
@ q a HQ oI 174
Q9 HQ Occupancy 62
AP HaPHDHAP 4
= Q9 HQ Security Admin 11
Q9 HQ Senior Mgt 3
= Qo HQ System Admininstrator 11
= Q9 HQ User Administrator 16
[ Q B PHHelp DeskiTAC 6
e e e | s |
#q 9 HUB Occupancy Specialist 110
& q 9 HUB Security Administrator 27
#Qq o HUB User Agministrator 9

3.3.1.2.3 PHA Role Validations

o |If user selects ' PHA Occupancy - Application Processor’ role, the system
prevents them from sel ecting the following roles and vice versa
0 PHA Occupancy — Public Housing
o PHA Occupancy — Voucher
0 PHA Security Administrator
0 PHA User Administrator
The system throws the following error message if the conflicting roles are selected.
“User is not authorized for the following roles along with PHA Occupancy - Application
Processor Role:
PHA Occupancy - Public Housing
PHA Occupancy - Voucher
PHA Security Administrator
PHA User Administrator”

o If user selects‘PHA User Administrator or PHA Security Administrator role and the
number of unitsinthe PHA are greater than 250, the system prevents from selecting both
theroles. For smaller PHA’si.e., less than 250 unitsin the PHA, the System will allow
the user to be assigned both PHA User Administrator and PHA Security Administrator
roles.
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Enterprise Income Verification HUD Home PIHHome EIVHome Search Email

User Administration >> By Roles

Printer-Friendly Version
Download in Excel

User is not authorized for the following roles along with PHA Occupancy - Application Processor Role:
PHA Occuapancy - Public Housing

PHA Occupancy - Voucher

PHA Security Administrator

PHA User Administrator

Security Level: HQ - HUD Headquarters

#*a @ pco 0
*Qq 8 HQ Field Operations 3
QD Hooo 174
# a9 HQ Occupancy 62
Q@  hopHDHAP 4
#Fqa HQ Security Admin 11
Q@  HaseniorMgt 3
L‘f Q " HQ System Admininsirator 11
Q@ HQ User Administrator 16
[ Q @  PiHHelp DeskTAC 6
Actions  [Role  Juses |
QD HUB Occupancy Specialist 110
@ a2 HUB Security Administrator 27
@ Q@ HUB User Administrator 19

3.3.1.3 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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[ SelectAll | [ Deselectall | [ Update

Select All
Deselect
All
Assign
buttons

Li~. ur Projects

Projects

AK001000199 Demo/Dispo Buildi
AK001000213 Wrangell
AK001000216 Cordova
AK001000244 Wasilla
AK001000247 Anchorage Central
AK001000257 Bethel
AK001000260 Mome
AKN01000263 Valdez
AK001000265 Kodiak
AK001000271 ANCHORAGE SOUTH
AK001000273 ANCHORAGE NORTH
AK0D01000274 AMCHORAGE EAST
AK001000275 FAIRBANKS
AKD01000277 JUNEAU
AK001000279 KETCHIKAN
AK001000280 SITKA

AKD01011 FAIRMOUNT

AKD01012 VALDEZ ARMS
AK001030 GOLDEN AGES

T P A i 8

[ SelectAll | [ DeselectAll | [ Update

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.

User Administration >> By Roles

2 users successfully added to HUB:HUB Security Administrator

Security Level: HQ - HUD Headquarters

Q2 DCG 0
% Q 2 HQ Field Operations 1
Q2 HQ 0IG 162
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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

User Administration - By Roles/By Users

User Profile Details

Selected User

User ID: V65801

User Name: Jday Mclnemey
Office Code: AK001
Participant Code: AK001

List of Roles
S S

PHA DHAP Assistance

Dmﬁ

PHA Occupancy - Application Processor

7 PHA Occupancy - Public Housing Approved
PHA Occupancy - Voucher

PHA Security Administrator

PHA User Administrator

Program Administrator - Public Housing

Program Administrator - Voucher

pdate ]| Revaoks All I

ooooom

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
user’s 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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Selected User Information

MB5801 Jay Mclnerney AkDD

[ SelectAll | [ DeselectAll | [ Update |

ist of Projects

I‘

AK001000133 Demo/Dispo Buildings
AK001000213 Wrangell
AK001000216 Cordova

BEEE

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.

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
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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 Protection of HUD ID Information

In order to forestall possible abuse of the EIV system, HUD ID’s should be protected from
inadvertent disclosure. Although user administration information is not covered by the Privacy
Act, because e-mail is not secure, in order to avoid theft of HUD ID’s, information linking a HUD
ID to the user’s name should not be placed in the body of an e-mail or in an unencrypted
attachment. For information about available encryption software, please refer to the EIV PIH
User Manual.

3.3.5 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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Enterprise Income Verification

User Administration => By Roles

File Download

Do you want to open or save this file?

Security Level: HQ - HUD Headquart

L@ Mame: user_administration_by_roles_report.xls
il ] Type: Microsoft Office Excel 97-2003 Worksheet, &,50KE
From: hudappsint.hud.gov

a2 DCG

a9 HQ Field Operations

A2  Hooo goen | [ seve | [ Conce

e a2 HQ Occupancy

Q& H2 PIH DHAP | T VWhile files from the Intemet can be useful, some files can potentially
a ham your computer. f you do not trust the source, do not open or

o a HQ Security Admin = save thisfile. What's the risk?

Q2 HQ Senior Mgt 2

B0 e S R o e "

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.

B HEIV01-HQ Field Operations-20030818[2] [Compatibility Mode]
A B c D | E | F G
1 |Userld First Nam Last Nami Code Active Status Role
2 |Jdoe John Doe PCI Information Services Systems Division  Approved HQ Field Operations
3 (MSmith  Mary Smith PCl Information Services Systems Division  Approved HQ Field Qperations
4 CRay Clara Ray PCl Infarmation Semices Systems Division  JApproved IHQ Field Operations
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3.4 PHA Access Requests
3.4.1 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.

Enterprise Income Verification

User Administration == PHA Access Requests

Select a PHA:

|_ View Access Requests _]
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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.

A0 =D O N & PHA Occupancy - Public Housing MANV 154 Adeyemi Onikeku MAQO3 MYW9189 2011-05-03 1
A =D O "N & PHA Occupancy - Application Processor MQ8272 Janet Blair PAD45 MGB344 2011-05-04 1
A O DO *=N & PHA Occupancy - Public Housing MQs272 Janet Blair PAD45 MGB344 2011-05-04 1
2.0 =0 O *=*N®& PHA Occupancy - Application Processor MGG024 Judy Tollan PAD45 MGB344 2011-05-04 1
A O =D O =N & PHA Occupancy - Public Housing MGG024 Judy Tollan PAD45 MGE344 2011-05-04 1
2O DO *=*N @& PHA Occupancy - Public Housing MH1712 Rene Janco PAD4S MGB344 2011-05-04 1
A O =D O =N & PHA Occupancy - Application Processor MN7714 Ellen Goff MD004 MMNT714 2011-05-05 1
A0 DO **N& PHA Occupancy - Voucher MJIB04 Michaelle Saintfort MAQD3 WWa189 2011-05-061
A Q) =D O =N & Program Administrator - Public Housing  MQ5101 James Musick WVADDZ MI1616 2011-05-05 1
2.0 =0 O *=*N®& PHA Occupancy - Public Housing MEWVEED Jasan Lockard PADD1 MMO151 2011-05-051
A =D O "N PHA Occupancy - Application Processor MR4818 JESSICA SHIVONE PAD24 MA2924 2011-05-06 1
A O DO *=N@& PHA Occupancy - Public Housing MKES49 Matasha Robertson GADDB MT3550 2011-05-06 1
A0 =0 O *=*N®& PHA Occupancy - Voucher MKES49 MNatasha Robertson GADDB MT3550 2011-05-06 1
A O =0 O =N & PHA Occupancy - Public Housing MKGE31 Hedy Allen-Jones GAD08 MT3550 2011-05-061
A =D 0 *NE PHA DHAP Assistance MR1474 Carmen Estrada MAOOS WMR1474 2011-05-09 1
2.0 =0 O *=*N®& PHA Occupancy - Application Processor MR1474 Carmen Estrada MAQDS MR1474 2011-05-091
A O =D O =N & Program Administrator - Public Housing  MCD342 Willie Thomas MADTS M550 2011-05100
A0 DO *N@E PHA DHAP Assistance MaQo40s Roberta Winger PADSE Q0408 2011-05-101
A O =D O =N & PHA Security Administrator MQo408 Roberta Winger PADSE MQo408 2011-05101
A0 =0 O =N & Program Administrator - Voucher MQ0408 Roberta Winger PADSE 1MQ0408 2011-05-101
A O DO *=N@& Program Administrator - Public Housing  MQ0408 Roberta Winger PADSE Q0408 2011-05-10 1
2O =D O N @& PHA Occupancy - Application Processor MQ0403 Roberta Winger PADSE Q0408 2011-05-101
A O =D O =N & Program Administrator - Public Housing  M82997 Barbara O'hleal GAZ32 Ma2997 2011-05-101
A O DO *N@& PHA Occupancy - Public Housing MKD928 MARCHELLE WMOORE GAOD4 150283 2011-05-101
A O =D O *=N @& PHA Occupancy - Public Housing MKF202 TONI MAYES GADD4 50283 2011-05-10 1
Update Next Group ©
Action button 1- 50 of 543 Requests Last Page
*A=Approve [**D=Deny |[**MN=No Action

The report has the Pagination capability. Results are displayed in the group of 50 records per
page. If the search results fetch more than 50 records, links to Next Group of 50 records and Last
Page are provided. Also the links to Previous Group and First Page are also provided.

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 (A to Z), while clicking the bottom
triangle sorts the data so that it appears in descending order (Z to A).

To administer PHA access request:

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

Enterprise Income Verification

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

The following user(s) have been approved

MQ3773 Program Administrator - Public Housing

The following user(s) have been denied

MQ3768 Program Administrator - Voucher

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.

3.4.2 System Cancels Old PHA Access Requests

Nightly, a batch job runs and cancels all outstanding PHA access requests that are more than 90
days old.

3.4.3 PHA Access Requests Report

The PHA Access Requests Report provides the user administrators with statistics on PHA user
access requested and acted upon for the current calendar quarter. This report can be accessed
by clicking the ‘PHA Access Requests Report’ under ‘User Administration’ from the left side
navigation panel.

v" The PHA Access Requests Report may be viewed at the HUD HQ, State, HUB, FO, TARC

or PHA level by selecting the appropriate Region button, then selecting the required
Area within the selected region and finally clicking the Get Report button.
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Enterprise Income Verification HUD Home PIH Home EIV Home Searg

User Administration => PHA Access Requests Report

Region
Button

—> Region:
)

@® HUD HQ B Area
(9] State __‘AII v
Q HUB TOHSEA Seattle Hub w
o ko | OAPH SEATTLE HUB OFFICE ]
(@) TARC PE1 Cleveland TARC v
© Eal Get Report
< Button

GetReport

v' A printer-friendly version of the HUD HQ, State, HUB, FO, TARC or PHA Level PHA Access
Requests Report can be obtained by clicking the Printer-friendly version link on the

report page.

Enterprise Income vermcaton

HUD Home PIH Home

User Administration => PHA Access Requests Report Selection == PHA Access Requests Report

PHA User Access Requests Report for HQ

Region HUD HQ
Report Date 07/09/2011
Printer-Friendly \Version Pr_mter-
Download to Excel - F”endly
Version link
Total number of PHA user requests 176
Total number of PHA roles requests 173
e PHA Occupancy - Public Housing 46
e PHA Occupancy - Voucher o8
e PHA Occupancy Application Processor 46
«  PHA Security Administrator 12
s PHA User Admin 1
Current calendar quarter number of Approved PHA role requests 262
Current calendar quarter number of Denied PHA role requests 15
Current calendar quarter number of System Cancelled PHA role requests 12

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

v" User Administrators also have the ability to download the report by clicking on the
Download to Excel link on the report page of the HUB HQ, State, HUB, FO, TARC or PHA

Levels.
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Enterprise Income Verification AL Foma P Home  ETY Home  Searc

Usar Administration == PHA Access Requests Bepon Selegtion *> PHA Access Requests Repan

PELA User Acoess Requasts Repodt Tor WO

| Ragian
|Repost Das

HUD MG
01177006

Prisvins Friandly Verlon

Download

to Excel
link

Dewndopd to Excel
<

PHA Usad Aooirss Regisosts Stalisies for HUD HO
ol PR i fequests

Tedal b

Todnl numbar of PHA iodes reguests
L e S C C LRI Py
PrA Cecopancy - Vouches

PHA& Cocogancy .\'ﬂ:_l-ctll:w Punoessor
FHA Socunty Admsinsdnl
FHA Usar M:\-" )

i;‘_‘]iﬁiﬁ'l W |w | w

=miolo | olelaiala

=

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 Access Requests Report.

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.

HUD Home PIH Home EI

inistration == PHA Access Requests Report Selection == PHA Access Requests Report

Enterprise Income Verification

User Ad

PHA User Access Requests Report for HQ

HUD HQ
07/09/2011

Region
Report Date

Total ber of PHA user request Savein: | % Local Disk [T} 4 QF e E
S L mles. = : Y Il:jlﬂzﬂ 1_database_win32 If'jE&'ﬂ-'-NE'.\' DiLocal mug —
= PHA Occupancy - Public Housing ‘) \)apache-ant-1.7. 1-bin B Test Sylogstest | —
+  PHA Qccupancy - Voucher My Recent (=) application )eivTests MSOCacH
s PHA Occupancy Application Proces Documents | |[(5)Bocks [ externallibFalderFarETy-ew v
«  PHA Security Administrator = (D datanarmalize DFile Charade
o PHA User Admin £ i[jDeplov iEjGF ijﬂoraclexe
Current calendar quarter r of Alf Deskiop i;_'_“]Documents and Settings i._'jgroo'v'v-l.sj i,_'_“]out T
Current calendar quarter of Of QDrivers [DygroovyOut [CPOFTest | [
Current calendar quarter number of . [ J)edbecsf8ecda3d118bds7h 106€07  ([yhtmiunit-2.8 CPerl [
J DEW [yhttounittest Crrogrami fF——
My Docamisns CHEIV Model [EInfrTool Cdpron
(EEV_CLIENT [Shitc2sept Gapves lata.
= (E3EV_Final hiava EAQUARAN]
- (e UL Size: 1.61 GB 3
'!-f CHEN_UML2 Folders: assemble, build, dist, nbproject, ssa, ...
My Computer - Files: build.properties, build.xml, manifest.mf, RESPONSE, ...
£ T
‘;;l File name: bha user access repotHO) v| [ Save ]
= =
Iy Network Save as type: | Microsoft Office Excel §7-2002 Worksheet il [ Cancel ]
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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 HUD Home PIH Home EIV Home

User Administration => Administer HUB Users

The following HUBS are currently in the EIV System:

HUB List

HUB Numf er % HUB Naine %

User Count % )

Sort
Icons

q 1000 \

q 10000 AHMIA Miami Hub 2
A 11000 4HJAC Jacksomville Hub 1
=q 12000 4HLOU Louisville Hub 0
=oq 13000 4HGRN Greenshora Hub 0
B S 14000 AHATL Adlanta Hub 3
= Q 15000 SHCHI Chicago Hub 0
=Q 16000 SHCLV Cleveland Hub 20
= q 17000 SHIIN Minneapolis Hub 4
=q 18000 SHDET Detrait Hub 11
= q 19000 GHLRK Little Rock Hub 0
[ 2000 2HMYC New Yark City Hub 1
= oq 20000 BHFTVWV Fort Worth Hub 7
= 4 21000 EHSNA San Antonia Hub 0
= q 22000 BHNWO New Orleans Hub 0
= 23000 THKNC Kansas City Hub 22
= 24000 8HDEM Denver Hub 4
=oq 25000 9HSNF San Francisco Hub 23

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 (A to Z), while clicking the
bottom triangle sorts the data so that it appears in descending order (Z to A).
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The Action column includes the following tools:

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

a List/Remove Users from HUB tool: Used to remove users from the HUB security level

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

User Administration > Administer HUB Users »> HUB User List

The following Users are currently in HUB: 1HBOS Boston Hub:

Remove

HUB User List

Organization Nan e % User First Nar e & User Last Name %

Fl 1APH BOSTON HU Valarie rancis

| 1APH BOSTON HUB OFFICE HO1965 Kathleen Lima

Fl 1AFPH BOSTOMN HUB OFFICE Ho5101 Robert Cuwieka

] 1AFH BOSTON HUB OFFICE HO5501 Judith Smith

4| 1APH BOSTON HUB OFFICE HO5659 Ernest Blanchette Jr
IF 1APH BOSTON HUB OFFICE HO8933 Teresa Smith

F 1EPH HARTFCRD PROGRANM CENTER HO7143 Iarigol Ortiz

Fl 1APH BOSTON HUB OFFICE HO7 145 June Heselton
il 1APH BOSTON HUB OFFICE HO7195 Eileen Iargan

| 1APH BOSTOMN HUB OFFICE HO7648 Robin Gagnon
FEl 1APH BOSTOMN HUB OFFICE HO7844 Robert ‘Yablonskie
|| 1APH BOSTON HUB OFFICE H19268 IMaura CQ'Brien

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 (A to Z),
while clicking the bottom triangle sorts the data so that it appears in descending order (Z to A).

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

The system displays the HUB List page.

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).

ANAANIAN

The Action column includes the following tools:

Icon | Description

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

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

Click the List/Remove Users from HUB tool (E's).
The system displays the HUB Users page as shown below.

Enterprise Income Verification HUD Home PIH Home EIV Home  Sear

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

The following Users are currently in HUB: 1HBOS Boston Hub:

HUB User List
(ncion [ rgmiatontome 8 [ & Gsrribame 5[ Ueortowtomo 5

.| 1APH BOSTON HUB QOFFICE HO1680 Valarig Francis

IF 1APH BOSTOMN HUB OFFICE H01965 Kathleen Lima

| 1APH BOSTON HUB QFFICE HO5101 Robert Cwieka

il 1APH BOSTON HUB OFFICE HO05501 Judith Smith

F 1APH BOSTON HUB OFFICE HO5659 Ernest Blanchette, Jr

3| 1APH BOSTON HUB QFFICE H06983 Teresa Smith

. 1EPH HARTFORD FROGRANM CENTER HO7143 Marisol Ortiz

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.

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

User Administration >> User Maintenance

Query/View users by User ID:

Search user |

[ Get User Information ] [ Clear ]

Enter the User ID and click the Get User Information button
The User Details page is displayed with a textbox to update the Expiration Date

The User Details page is displayed with User Expiration History report, which will display
the history of the specified user’s expiration history.

Enterprise Income Verification

User Administration >> User Maintenance >> User Details

Enter a valid Expiration Date and click Update:

User ID HEIV08

First Name SS0H08

Last Name LAST - EIV

Code PCl Information Services Systems Division

Expiration Date in the format (mm/dd/yyyy)

Reason for User Expiration Select one.. v

Update

User Expiration History

There is no User Expiration History for this user.

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 10/15/2009, the
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Expiration date cannot be a date after 01/31/2010 since 12/31/2009 is the current quarter
end date)

v Select a Reason for User Expiration from the provided list of reasons. The provided list of
reasons are:

0 Change of duties; access no longer required

0 Terminated Employee

0 Noncompliant with security requirements
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.

v' The system updates the User Expiration History section for the user at the second half of the
page as shown in the screen shot below.

Enterprise Income Verification

User Administration => User Maintenance => User Details

Enter a valid Expiration Date and click Update:

User ID HEINOS

First Name SS0OH0E

Last Hame LAST - EIV

Code PCl Information Serices Systems Division
Expiration Date in the format (mm/dd/yyyy) '\1,-:0.2.-:2_011

Reason for User Expiration | Select one.. v

ser Expiration History
There is no User Expiration History for this user.
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3.7 User Termination Report

To view the User Termination Report (Only for HQ User Administrators), follow these steps:

e Click the User Termination Report under the User Administration in the left-hand
navigation panel available for HQ User Administrators.

The system displays the User Termination Report as shown below.

r
Enterprise Income Verification

User Administration => User Termination Report

Specify the Start and End dates to get the User Role Termi

tion Report. Specify date in the format (MM/DDAYYY'Y) or select by clicking on the calendar tool
* Beginning Date

* End Date

GetReport

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

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.

The system displays the User Termination Report page with the Users’ who has expiration date
set within the specified Start Date and End Date.

Enterprise Income Verification HUD Home PIH Home EIV Home Seard

User Administration >> User Termination Report

Specify the Start and End dates to get the User Role Termination Report. Specify date in the format (MWM/DDAYYYY) or select by clicking on the calendar tool
* Beginning Date 08/07/2011 4

* End Date 104172011 _ ‘ GetReport

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

Reason for Termination
Change of duties; access no longer required 16

Terminated employee 1

Noncempliant with security requirements 4

Reason Code

AUCEE] AAMAMA4A  BEDU T E DACK LR Aerine CNangs ofY

m User First N\ame % | User Last Name %
L ime

HnEone Cmmdrn A7 A4

Sort
Icons

The report provides sort capability on the User ID, User First Name, User Last Name,
Termination Date (Expiration Date) and Reason Code fields. Use the Sort Icons (triangle) as
illustrated above. Clicking the top triangle sorts the data so that it appears in ascending order (A

EIV User Administration Manual for Public Housing Program Page 3-31




Public Housing Program User Administration

to Z), while clicking the bottom triangle sorts the data so that it appears in descending order (Z
to A).

3.8 User Certification

User Administrators can certify EIV users following these certification rules:

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

e A HQUser Administrator can certify any user below his/her organizational level
(e.g., HQ UA can certify HUB, FO and PHA).

e Non-HQ User Administrators can only certify User Administrators at or below
his/her organizational level (e.g., HUB UA’s can only certify HUB UA’s, FO UA’s and
PHA UA’s).

3.8.1 HQ, HUB and FO Users

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, 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

User Administration >> User Certification Selection

Select Region and Certification Criteria:

® HUD HQ

O HUB All v

[} FO [am o

©  TARC [ an v

(¢} PHA | Al [
* Select Program Type: | A PIH Programs v
* Hote: Only applicable to PHA
Select Certification Status: | An v|

List Users

Blntn-
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HUB User page

O HUB All v

] FO Al v

O  TARC Al v

o) PHA Al |
* Select Program Type: All PIH Programs v |
* Hote: Only applicable to PHA
Select Certification Status: Al v

List Users

FO User page

() FO | An ~

{4p] TARC All v

O PHA All |
* Select Program Type: Al PIH Programs |+
* Hote: Only applicable to PHA
Select Certification Status: Al ™

You can select any value (All, Pending Certification, or 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.
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Enterprise Income Verification HUD Home PIH Home EIV Home Seard

User Administration >> User Certification Selection >> User Certification

HUB: 1HBOS Boston Hub  Number of Users: 13 Certification Status: | All ¥ Change View

1-13 of 13 Users

List of Users and their Roles

Certify
User
Button

User Name: Emest Blanchette, Jr. User ID: HO5659 Last Certification Date: 04/01/2011
HUB Occupancy Specialist

User Name: Robert Cwieka User ID: HO5101 Last Certification Date: 04/08/2011
HUB User Administrator HUB Occupancy Specialist

User Name: Valarie Francis User ID: HO1680 Last Certification Date: 04/01/2011 Certify User

HUB Occupancy Specialist

User Name: Robin Gagnon User ID; HO7648 Last Certification Date: 04/01/2011 Certify User

HUB Occupancy Specialist

User Name: June Heselton User ID: HO7145 Last Certification Date: 04/05/2011 Certify User

HUB Occupancy Specialist

User Name: Kathleen Lima User ID; HO1965 Last Certification Date: 04/05/2011 Certify User
HUB Occupancy Specialist

User Name: Maura O'Brien User ID: H19268 Last Certification Date: 04/08/2011 Certify User

HIIRB lear Adminictratnr HIR Qarirtu Ldminictratnre HIR Merimancs Srocialict

Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Links to Previous
Group and First Page are also provided.

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.

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.
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Enterprise Income Verification HUD Home PIH Home EIV Home Seard

User Administration >> User Certification Selection > User Certification

HUB: 1HBOS Boston Hub  Mumber of Users: 13 Certification Status: [

v Change View

1-13 of 13 Users
List of Users and their Roles

Last Certification Date: 1017/2011 Certified User

User Name: Ernest Blanchette, Jr. User ID: HO5659

HUB Occupancy Specialist

User Name: Robert Cwieka

HUB User Administratar

User ID: HO5101
HUB Occupancy Specialist

Last Certification Date: 04/08/2011

| Certify User

User Name: Valarie Francis

HUB Occupancy Specialist

User ID: HO1680

Last Certification Date: 04/01/2011

Certify User

User Name: Robin Gagnon

HUB Occupancy Specialist

User ID: HOT648

Last Certification Date: 04/01/2011

User Name: June Heselton

HUB Occupancy Specialist

User ID: HOT145

Last Certification Date: 04/05/2011

Certify User

User Hame: Kathleen Lima

HUB Occupancy Specialist

User ID: HO1965

Last Certification Date: 04/05/2011

| Certify User

User Hame: Maura O'Brien

HUB User Administratar

User ID: H19268
HUB Security Administrator

Last Certification Date: 04/08/2011
HUB Occupancy Specialist

Certify User

3.8.2 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.
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9] PHA All v

* Select Program Type: All PIH Programs |+

* Hote: Only applicable to PHA

Select Certification Status: All ~

Jote:
v Users are required to participate in annual Security Awareness training and HUD-spensored initial and updated EIV System training. Free HUD-sponsored
raining is available online at http://portal.hud.gov/hudportal/HUD ?src=/program_offices/public_indian_housing/programs/ph/rhiip/piheivwebcasts

v The User Administrator should not certify any user who has not obtained EIV System and/or Security Awareness training.

v The User Administrator certifies that the User Access Authorization Form & Rules of Behavior are on file for each user being certified.

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

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, or 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.

EIV User Administration Manual for Public Housing Program Page 3-36



Public Housing Program User Administration

Enterprise Income Verification HUD Home PIH Home EIV Home Se

User Administration >> User Certification Selection »> User Certification

PHA: Al Number of Users: 20554 Program Type: | Al F'IH Pragrams v | Certification Status: ;AII v | Change View

Mext Group ©
1 - 50 of 20554 Users Last Page

List of Users and their Roles

User Name: Sandra Amox User ID: MU5409 AKO01 AHFC La,ﬂ t?emﬂcatlon Hate | Certify User
05i03/2011 -
PHA Occupancy - Public Housing
Certify
Last Certification Date: -
User Hame: Susan Ayers User ID: M59111 AKOD1 AHFC R Certify User User
PHA Occupancy - Public Housing PHA Occupancy - Voucher PHA Security Administrator PHA User Administrator Eroougsrlilg R Button
Program Administrator - Voucher
User Name: Toni Bell User ID: MU5698 AKOD1 AHFC LE,SI (?enlﬁcat|0|1 Hoss | Certify User
04/25/2011
PHA Occupancy - Public Housing
User Hame: Michelle Chase User 1D: MAQ240 AKOD1 AHFC La.st (;emﬂcatqon EE Certify User
05/03/2011 -
PHA Occupancy - Public Housing
User Name: Naomi Christensen User ID: MU5759 AKOD1 AHFC Last Certification Date: N/A Certify User
PHA Occupancy - Public Housing
User Name: John DelMott User ID: MC8478 AKO01 AHFC Last Certification Date: N/A Certify User

Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

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.
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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.

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.

{2 HUD-EIV:User Administration - User Certification - Windows Internet Explorer

@ J = | bttps: fhudappsint.hud.gov/ei fuseradmin/UndateCer ificationPage v & |4 x Ri-

Ble Edit View Favorites Tools Help

¢ € | o HUD-EV:User Administration - User Cerfificaion = B-8 e~ [7p Page + {0 Tools - o
Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

User Admini: ion >> User Certification Selection >> User Certifil

PHA: Al Number of Users: 20554 Program Type: | All PIH Programs ¥ | Certification Status: | All ~||_ Change View

Welcome FIRST - HETVOS LAST - uiv

+ Back to Secure Systems Next Group ©
« Back to EIV Main Page 150 of 20554 Users Last Page

« Program Office Selection List of Users and their Roles

Debts Owed 1o PHAS & Last Cartification Date:
Terminations User Name: Sandra Amox User ID; MU5409 AKDO1 AHFC 1:,5”,;11'“ b Certified User
= Search for Former Tenant :
+ Enterflpdate Information PHA Occupancy - Public Housing
By SSN N
By Batch User Name: Susan Ayers User ID: M59111 AKOD1 AHFC In_:s;ﬁf;g:?cauon i Certify User
= Depts bk Program Administrator - Public
Terminations Report PHA Occupancy - Public Housing PHA Occupancy - Voucher PHA Security Administrator PHA User Administrator Huugsm
Income information P Ad — Vouch g
by e rogram Administrator - Vaucher
+ By Reexamination Month Last C Date:
A — User Name: Toni Bell User ID: MU5698 AKDO1 AHFC 041252011 Certify User
Verification Reports PHA Occupancy - Public Housing
+ Existing Tenant Search
+ Multiple Subsidy Report User Name: Michelle Chase User ID; MAQ240 AKOD1 AHFC La’“c, S Certfy User
- i Mot 05/0372011
» Deceased Tenants Report PHA Occupancy - Public Housing
= Income Discrepancy Report
UsorAdiassiraton User Name: Naomi Christensen User ID: MIUS759 AKOD1 AHFC Last Certification Date: N/A Cerify User
By Roles PHA Occupancy - Public Housing
By Users
PHA Access User Name: John DelMott User ID: MC8478 AKDO1 AHFC Last Certification Date: NIA Certify User
Requests PHA Occupancy - Public Housing
Requests Report
3 - -
Rulrimslor AN s User Name: Anica Estes User ID; MAS734 AKOD1 AHFC ste pate: Certify User
User Maintenance 04/25/2011 e
User Termination Report PHA Qccupancy - Public Housing
User Certification
e LastC on Date: i
User Certification Report User Name: Kathleen Goddard _ User ID: MHD472 AKOD1 AHFC A [ certifv User |
J Trusted sites *# 100% +

3.9 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.

3.9.1 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.

Enterprise Income Verification

HUD Home PIH Home EIV Home

User Administration == User Certification Report Selection

Select Region and Certification Criteria:

® HUD HQ
@} HUB

0 FO

(@) TARC
9] PHA

Al v
[ v
Al v

All v

* Select Program Type:

* Hote: Only applicable te PHA

[l PIH Programs

Select Certification Status:

[an v

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

0] HUB
(5] FO
®) TARC
(9] PHA

[au v
[ an v
Al v|

[an ¥

* Select Program Type:

* Nate: Gnly applicable to PHA

_AII PIH Programs

Select Certification Status:

[an -
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v" The User Certification Selection page for a FO User appears as shown below.

@) FO Al |

O TARC Al |

) PHA All w
* Select Program Type: All PIH Programs  »

* Hote: Only applicable to PHA

Select Certification Status: All w

| List Users

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, or 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.

Enterprise Income Verification HUD Home PIH Home EI Home Seard

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

HUD HQ Number of Users: 217 Certification Status: .AII » Change View

Printer-Friend
Downloa

Hext Group ©
1-50 of 217 Users Last Page

List of Users and their Roles

User Name: Jason Abend User ID: H46529 Expiry Date: N/A Last Cerfification Date: 04/01/2011 Pending Certificat
HQ OIG
User Name: Angelica Acosta User ID: H20795 Expiry Date: N/A Last Certification Date: 04/01/2011 Pending Certificat
HQ OIG
User Name: George Adams User ID: H19818 Expiry Date: NIA Last Certification Date: 04/01/2011 Pending Certificat

HQ Occupancy

User Name: Michelle Ahmad User ID: H12034 Expiry Date: N/A Last Certification Date: 04:01/2011 Pending Certificat
HQ QIG
User Name: Victoria Alston User ID: H16054 Expiry Date: N/A Last Certification Date: 04/01/2011 Pending Certificat

HQ Oceupancy

User Name: Lynn Ambrosiano User ID; H19478 Expiry Date: N/A Last Certification Date; 04/01/2011 Pending Certificat
HQ QIG
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Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

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.

Enterprise Income Verification HUD Home PIH Home EIV Home Seard

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

HUD HQ Number of Users: 217 Certification Status: All v | Change View

Printer-Friend

File Download @ Downloa

Do you want to open or save this file?

L§ij MName: HEIVOSUCRept.xls
I | o oot Ofce Sxcel o7-2003 Viorksheet |
User Hame: Jason Abend From:: hudsppsint.fuid.gov Certification Date: 04/01/2011 Pending Certificat
HQ QIG

[ Open ] I Save ] [ Canical ]

User Name: Angelica Acosta Certification Date: 04/101/2011 Pending Certificat
HQ OIG

Q 5 1 While files from the Intemet can be useful, some files can potentially
User Name: George Adams a ok ceae e K v o o the ses Sl okl Certification Date: 04/01/2011 Pending Certificat

save this file. What's the risk?

HQ Occupancy
User Name: Michelle Ahmad User ID: H12934 Expiry Date: N/A Last Certification Date: 04/01/2011 Pending Certificat
HQ 0IG
User Name: Victoria Alston User ID: H16054 Expiry Date: N/A Last Certification Date; 04/01/2011 Pending Certificat
HQ Occupancy
User Name: Lynn Ambrosiano User I0: H19478 Expiry Date: NiA Last Certification Date: 04/01/2011 Pending Certificat

HQ 0IG
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v" The user can choose to directly open the report or save it.

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 c D E F 6 H
1 [Field Office: l
2 Program Type AllPH Programs
3 Number of Users 2
4 Certification Status Al
5
6 User Name User D Region Code Expiry Date Last Certification Date Status FO Occupancy Specialist FO Security Admininstrator FO User Administrator
T 350H15 LAST-EV HEIV4E  2APH NEW YORK CITY HUB OFFICE  NIA A Pending Certfication Yes o Yes
8 | zgmzB hvmiD H01086  4EPH COLUMBIA PROGRAM CENTER A NA Pending Certfication Yes o Yes

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

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.
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Enterprise Income Verification HUD Home PIH Home EIV Home Sea

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

HUD HQ Number of Users: 217 Certification Status: All v Change View

Printer-Frien
Downlc

Savein: [ < Local Disk (T3 = 32 e
LY _‘l 10201 _database_win32 LIELYdew ZLocal Mus%
User Name: Jason Abend 2 apache-ant-1.7.1-bin (S)EvTest | logstest | Pending Certific:
HQ 0IG My Recent application (EhevTests MSOCack|
Documents Books (D) externallibFolderForElV flew 2mv
User Name: Angelica Acosta s detanormalee Qe Qoracle Pending Certifici
— = K7 | Deploy oIGF Coraclexe |
eRelic Desktop () Documents and Settings (Sout
_JPDFTest
User Name: George Adams Bypert Pending Certifici
HQ Occupancy (S)Program ||
&= InfTool [Eprop
My s - 5 5
User Name: Michelle Ahmad y-Dactient [D)itc2sept. Gepves Pending Certifici
HQ 0IG z Diava CDQuaran|
;'1"; Chjava_cert C)response|
User Hame: Victoria Alston i |DEV_umLz Db (DRuby Pending Certifici
My Computer | | |
HQ Occupancy |l »
User Name: Lynn Ambrosiana .:,‘] File name: IHEVOBUCRepH L | Pending Certifici
=2 5
HQ 0IG My Network | Save astype: | Microsoft Office Excel 97-2003 Worksheet |+ Cancel

3.9.2 PHA User
As a PHA user, please 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

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

O PHA Al e

* Select Program Type: All i?'iH“I.?'rDrgrramsr v

* liste: Only applicable to PHA

Select Certification Status: Al

(]

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, or
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
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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, or Expired Only) from the
Select Certification Status dropdown.

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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Enterprise Income Verification HUD Home PIH Home EIV Home Seard Printer-
Friendly
Jser Administration >> User Certification Report Selection >> User Certification Report Version
PHA: TX001 Austin Number of Users: 60 Program Type: :AH PIH Programs | | Certification Status: .AH v Chanc Link
Printer-Friend
Downloa
Next Group © Download
1-50 of 60 Users Last Page n
List of Users and their Roles Excel
X
User Name: RACHEL AGUILAR User ID: MAWG3T Expiry Date: NiA Last Certification Date: 04/01/2011 Certified User L|n k

PHA Occupancy - Voucher

User Name: LILLIAN ALMANAZA User ID; MR&541 Expiry Date: N4 Last Certification Date; 04/01/2011 Certified User
PHA Occupancy - Voucher

User Name: Angelica Aguilar User ID: MNT947 Expiry Date: N/A Last Certification Date: 04/01/2011  Certified User
A O e - Vit BHA Of dipine - Public Holsig F"rugram Administrator - Program Administrator - Public

Voucher Housing
User Name: Jeff Amador User ID: MFD781 Expiry Date: N4 Last Certification Date: 04/01/2011 Certified User

PHA Occupancy - Voucher

User Hame: TRAVIS BAILEY User ID: MAND72 Expiry Date: Ni& Last Certification Date: 04/04/2011 Certified User
PHA Occupancy - Public Housing

User Name: ANALICIA BAZAN User ID: MAF199 Expiry Date: N/A Last Certification Date: 04/01/2011 Certified User
PHA Occupancy - Voucher

Results are displayed in the group of 50 records per page. If the search results fetch more than
50 records, links to Next Group of 50 records and Last Page are provided. Also the links to
Previous Group and First Page are also provided.

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

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.
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r

Enterprise Income Verification HUD Home PIH Home EIV Hom

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

PHA: TX001 Austin Number of Users: 60 Program Type [aPH Programs. V_; Lertification Status: :AII I

Print

Do you want to open or save this file?

@ MName: HEIVOBUCRept.xs
I Type: Micasoft Offce Excel 97-2003 Wiorksheet .

From: hudappsint.hud.gov

User Name: RACHEL AGUILAR u st Certification Date: 04/01/2011 Certified User
PHA Occupancy - Voucher

paney [ Open I [ Save ] [ Cancel ]
User Name: LILLIAN ALMANAZA u st Certification Date: 04/01/2011 Certified User

PHA Occupancy - Voucher

i 2' While files from the Irtemet can be useful, some files can potentially

User Name: Angelica Aguilar u ham your computer. f you do not trust the source, domotopen o kot cortification Date: 041012011 Certified User
= save this file. What's the nsk? = =
PHA Dchpasey - Votshar p pgram Administrator - Public
. VouCher Housing
User Name: .Jeff Amador UserID: MFD781 Expiry Date: NiA Last Certification Date: 04/01/2011 Certified User
PHA Occupancy - Voucher
User Name: TRAVIS BAILEY User ID: MANOTSE Expiry Date: N/A Last Certification Date: 04/04/2011 Certified User
PHA Oceupancy - Public Housing
User Hame: AMALICIA BAZAN User ID: MAF198 Expiry Date: N/A Last Certification Date: 04/01/2011 Certified User

DOHA Mrrimance roehare

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.

P Al
Program Type Al PH Fragrams
e af sy
Cantification
States Al
PHA Decupascy Frogram Prugram

Lot Cetification Prid, DRaP Agplication PHA Ocoupancy - PHA Goowpancy - PHA Socwity P&, Uger Aminiyntor - Adeinirtor -
[ Ui I Fgion Coda Eapiry Dase Duie Saatn Hasinannn Progsssor Public fowsing  Veschar Moy Mdwisimaor  Public Howieg  Vosshar
e bnosd  MUS4S2 Am [ Wik Parding Catifzation Ny o o Ha Tay ag H o
D BatizF MBS i) [ Wik Farding Catifcation N M o Ha H o
M Bar® Musm ] [ ik Panding Catifcation o ty o Ho Tay as t o
D bl Mo Ap [ ks Panding Catifcation N ta o o Ta a5 ta o
gl gpenmzal WIS KD [ Hik Panding Cartifaiian o o o Ha Yas Yas H o
wibkalihkl  MUTE12 An s Wik Parding Catifzation N o o Ha ay ag H o
D o, WISTTT i) [ Wik Fanding Catifcation N o o Ha ag ag H o
snmzsk i MUIE i) [ ik Panding Catifcation N t to Ho Tay as t to
E MAETH KD [ Hik Panding Cartifaiion o o o Ha as Ho Ha o
waz) izt WIS An s Wik Parding Catifzation N o o Ha ay ag H o
[ e i) [ Wik Fanding Catifcation N o o Ha ag ag H o
bz bl [UTE:TH Ap [ s Panding Catifcation N ta o o Ta a5 ta o
mzlbodf  MUER KD [ Hik Panding Cartifaiion o o o Ha as Yas Ha o
aizh mtzgal LT DI A Wik Fanding Catifcaiion ba ta o Ha ay Yag o i
aragmbl mibmzF  WB43T4 AR N4 WA Cartifed Usar Ha L] L] Ha Mg Yar L] L]

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.
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Enterprise Income Verification

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

PHA: TX001 Austin Number of Users: 60 Program Type AIIPIH _E'_!(_ng_’_&_l_ﬂj_s_; _V-_:Qertiﬁcalion Status: AII 3 : E

Printer-Fi
Dow

Savein: .>'cv Local Disk {C:)
EY 0201_detabase_win32 |2 Local Mus!
User Name: RACHEL AGUILAR User B ] pache-ant-1.7, 1-bin l Dilegstest | b Certified User
7 My Recent lication IDeivTests MSOCach
Esioedpany -yoschar Documents )Books CexternallibFolderForEly-Hew =y
User Name: LILLIAN ALMANAZA  User e e catmnormalze Garie Dhorace |4 cortified User
] ) Deploy ICAGF |Choraclexe
PHA Occupancy - Voucher Deskiop | Documents and Settings ! f Shout
| [EDPDFTest
User Name: Angelica Aguilar User Sihimlunit-2,3 Sypert f Certified User
PHA Occupancy - Voucher PHA ﬂ?tf;“‘f‘es‘ fjpmg’a”’ !
I InfTool IDprop
My D it = r
ety Iitc2sept Gl pvcs
User Name: Jeff Amador User . Chiava CHouUARAN] d Certified User
PHA Occupancy - Voucher .. J g ! _UML Djava_cert Ciresponse
é_‘J eV UML2 Slibs CIRusy
User Name: TRAVIS BAILEY User| MComputer | 5| cortified User
PHA Occupancy - Public Housing == - : = g ==
[*% 1] Fie name: ETTT | -
User Name: ANALICIA BAZAN User — T — [ Certified User
My Network Save as type: | Microsoft Office Excel | Cancel
PHA Occupancy - Voucher —_—— =

3.10 User Role History Report

The User Role History Report provides two options:

e 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.

EIV User Administration Manual for Public Housing Program Page 3-48



Public Housing Program User Administration

Enterprise Income Verification HUD Home PIH Home EIV Home

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 {MM/DD/YYYY) or select by clicking on the
*User ID

* Start Date

* End Date

1 GetReport

IMote: The fields marked with * {asterisk) are mandatory

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.

r
Enterprise Income Verification HUD Home PIH Home EIV Home Seard

User Administration => User Role History Report - By User

Specify the User D, Start and End dates to check the Role Assignment history for the User. Specify date in the format (MM/DD/YYYY) or select by clicking on the calendz
“UserID |HEVOS

* Start Date 10/01/2011

GetReport

* End Date 10/17/2011

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

User ID: HEMNO3 User Name: SSCOH0G LAST - EIV

1-2 of 2 Role Actions

_m Participant Code Updated By User Id & Updated By User Name Update Date %

HQ System Admininstrator Approved  NA 07753 Indranil Sen 2005-05-10 09:10:30 a
HQ PIH DHAP Approved  MA HENO8 S50H08 LAST - EIV 2011-17-10 01:10:07 p

1-2 of 2 Role Actions

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
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appears in ascending order (A to Z), while clicking the bottom triangle sorts the data so that it
appears in descending order (Z to A).

3.10.1User 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.

{2 HUD-EIV:User Administration >> User Role History Report - Windows Internet Explorer

@ J = | bttps: fhudappsint. hud.gov/ei fuseradmin/User AdminRoleHistoryReport.gsp v & |4 x R
Ble Edit View Favorites Tools Help
. o \ y =
W | HUDEIV:User Administration 5 User Role History Re... | | f - B - i - |irpage v G Took -
~

Welcome FIRST - HETVOS LAST - uiv

+ Back 1o Secure Systems
« Back to EIV Main Page
« Program Office Selection
Debts Owed to PHAS &
Terminations
= Search for Former Tenant
= EnterfUpdate Information
By SSN
By Batch
« Debis Owed to PHAS &
Terminations Report
Income information
= By Head of Household
+ By Reexamination Month
« New Hires Report
Verification Reporis
+ Existing Tenant Search
uitiple Subsidy Report
= Immigration Report
» Deceased Tenants Report
= Income Discrepancy Report
User Administration
« ByRoles
+ Bylsers
+ PHA Access
Requests
Requests Report
Administer HUB Users
User Maintenance
User Termination Report
User Certification

User Certification Report

Dane

Enterprise Income Verification HUD Home PIH Home EIV 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 {(MM/DD/YYYY) or select by clicking on the calendar tool
* User ID

* Start Date

* End Date

| GetReport

Note: The fields marked with * (asterisk) are mandatory.

Note: Enter User ID as batch'to display users whoss PHA Access Requests has been outstanding for 90 days and have been system-cancelled

J/ Trusted sites
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e 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.

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 (MM/DDIYYYY) or select by clicking on the calend:
* User ID HENGS

* Start Date 10/01/2071

H| | GetReport

* End Date :;IE_:1?;'2L:11

MNote: The fields marked with * (asterisk} are mandatory

MNote: Enter User ID as 'hatch’ to display users whose PHA Access Requests has been outstanding for 90 days and have been system-cancelled

User ID: HEMNOS User Name: SSOH08 LAST-EIV

1-10 of 10 Role Actions

|_ Participant Code Updated User Id Updated User Name Update Date

HUB Occupancy Specialist Revoked A HOoD47 Tamara Widmann 2011101711032
HUB Occupancy Specialist Revoked A HO0753 Thomas Lacey 2011-10-17:11:3¢
HUE Security Administrator Approved  Mone HO1801 Suzanne Manville 2011101711238
HUB Security Administrator Approved  None HO1839 Jeri Mahone 2011-10-17:11:3¢
HUB Occupancy Specialist Centified MN/A HO5659 Ernest Blanchette, Jr. 2011-10-17:12:3¢
HQ PIH DHAP Approved  NA = SSOH0B LAST - EIV 2011-10-17:13:1C
Program Administrator - Voucher Denied PADSE Q3768 Randa Delad 2011-10-17:171:5¢
Program Administrator - Voucher Approved  PADSS MQ3T773 Patricia Barker 2011-10-17:11:5¢
Program Administrator - Public Housing Approved  PAQSE MQ3773 Patricia Barker 2011-10-17:17:5¢

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 (A to Z), while clicking the bottom triangle sorts the data so that it appears in
descending order (Z to A).

3.11 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.
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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.

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 EIVHome Sea

Audit Reports >> PHA Usage Report Selection

Select Region:

(&} HUD HQ
[@] State
[®) HUB
o FO |
(&) TARC Savein: | <e Local Disk (C:} v €] TI s M-
O] PHA N 210201 database_win32 IELocal Mus
£ _Japache-ant-1.7. i-bin | J)logstest
== My Recert D)enTests MSOCach
GetReport Documents (JBocks [ externalLibFolderForsIv few i [
= __idatanormalize I 2)File oracle
Lﬁ \horadexe
Diesktop Dhout
[CPOFTest
I I Perl
,j httpunittest. |Z)Program ||
IC3ELY Model E)infrTool Sorop
oty D ents | |2 -
AR ICEIY_CLIENT IDitc2sept e pves
. y sava [ChQuaRAN
;‘j’g JJE -'ﬂ_':E"t 3 response
. IZlibs IZRuby
Iy Computer
| | *
‘,fl Fle nams: PR Usage_ReportforHENDE-201 107030
- e z =
My Metwork Save as type | Microsoft Office Excel 57-2003 Worksheet ¥

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

Select Region:

@ HUD HQ

O State LA e

© HUB [1OHSEASeatieHue ¥

€ FO [DAPH SEATTLE HUE OFFICE .
o TARC [PB1 Cleveland TARC v,

[ALL

0y
O
ar}
jor]
=

GetReport

The following report options are available:

e HUDHQ
e State
e HUB
e [O
e TARC
e PHA
3.11.1HUD HQ Option

When HUD HQ radio button is selected, the HUD HQ PHA Usage Report is displayed as shown
below.
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Audit Reports == PHA Usage Report Selection >> HQ Level PHA Usage Report

Printer Friend|

Downloa:

Level PHA Usage Report as of 07/09/2011

Mumberof , | Numberof :ﬂ'";‘;‘:\; :Z;H:: - Humber of PHAs
PHAs with PHAs with At

- - -

No Users least 1 User

10HSEA Seattle Hub
1MRPC Cleveland RPC
1HBOS Boston Hub

2HBUF Buffalo Hub
ZHNVIK Newvark Hub
ZHNYC Hew York City Hub

3HBLT Baltimore Hub 14 1 113 107 1M

SHPHL Philadelphia Hub 58 0 53 57 100.00%
SHPIT Pittsburgh Hub 38 0 38 37

4HATL Atlanta Hub 188 2 188 10 171

4HBIR Birmingham Hub 147 0 100.00% 122 145 98.84%
4HGRH Greensboro Hub 171 z 58.83% 148 188 97.08%
4HJAC Jacksonville Hub 52 1 =1 4z 98.08%
4HJIMS Jackson Hub § 50 38

4HLOU | ouisville Huby 122 1 121 88 T

4HMEM Memphis Hub B8 1 a7 73 86 87.73%
4HMIA Miami Hub 58 2 57 51 52 88.14%

3.11.2State Option

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

Enterprise Income Verification Home PIH

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

PHA Usage Report Summary as of 07/09/2011

State ALL
Total Number of PHAs 4092 /

Printer-Friendl

Downlgac

PHA Usage Report for all States as of 07092011

Kumbe(ol = Humbe(of i - quber of PHAS mPﬂi&As o Nl!mber of PHAS

PHAs withNo _ | PHAs with At wnh EHVaccess e T ket > wrm EV access

Users least 1 User in last 30 days pro in last 130 days
Alaska
Alatama
Arkanzas
Arizona
California
Colorado 68 ) L] 100.00% 51 77.27% 62
Connecticut 51 0 51 100:00% 40 a7 SZ18%
Di Of Celumbia 2 0 z 100.00% z 2 100.00%
Delaware [ o L5 100.00% 8 L] 100.00%
Florida 111 3 108 30% 103
Georgia 188 2 186 171
Guam 2 0 z 100.00% 1 2 100.00%
Hawvaii [ o & 100.00% 8 L 100.00%
[ =n a - thnans = sz [

3.11.3 HUB Option
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Enterprise Income Verification

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

PHA Usage Report Summary as of 07/09/2011
HUB 10HSEA Seattle Hub
Total Humber of PHAs 74

/

Printer-Friend

<= Back

HUB Level PHA Usage Report as of 07/09/2011

% of PHAS
with EIV
accessinlast ¥
30 days

Numberof | Number of "
PHiAs with Mo _ | PHAs with At
Users least 1 User

Humber of PHAs
with EIV access
in last 30 days

& | Number of PHAs
with EIV access
in last 180 days

Y
Field Office Name _

OAPH SEATTLE HUB OFFICE S0 0 =0 100.00% 43 25.00% 44
OEPH PORTLAND PROGRAM CENTER |22 0 24 100.00% 2: 100.00% Z2
Totals: Ta 0 74 100.0% &7 50.54% 88

<< Back

3.11.4 FO Option

HUD Home PIH Home EIV Home Seard

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

Enterprise Income Verification

PHA Usage Report Summary as of 07/09/2011

HUB 10HSEA Seaitle Hub

Field Office OAPH SEATTLE HUB OFFICE
Total Number of PHAs 50

Printer-Friend
<< Back

Downlo

FO Level PHA Usage Report as of 07/09/2011

i Total PHA Occupancy - Public “ | Total PHA Occupancy - “ | Total Unique PHA Occupancy (PH ~ | Accessed ElVin last » | Accessed Bl
L Housing Users * | Voucher Users ¥ | + Voucher) Users * | 30 days | 180 days
7 35 ’ ;

AHO01 AHFC 38

AKS01 AHFC - §8 3 35 39

10001 Twin Falls Z 0 P

10002 Hampa 4 o 4

10005 Pocatello 3 1 :

10010 Buhl 1 o 1

10011 Jerome 3 o 3

10042 American Falls 1 U 1 N
10013 Boise City 2 15 18 *
10046 SICHA B 10 10

D020 IHFA -] 2 8

10021 Ada County z 15 13

10901 IHFA - Sec & Q 24 |24

WAQD1 Seattle Housing Authori 81 54 17

3.11.5 PHA Option
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i
Enterpise ncome Verfcarion

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

PHA Usage Report as of 11/24/2012

Field Office 0APH SEATTLE HUB OFFICE
PHA Name AK001 AHFC

Total PHA Occupancy - Public Housing Users 2

Total PHA Occupancy - Voucher Users 7

Total Unique PHA Occupancy (PH or Voucher) Users 43

Accessed EIV in Last 30 days

Accessed EIV in Last 180 days Y

| «¢Back |

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

This excel report now lists the following additional fields

HUB Code

HUB Name

Executive Director Email Address
Number of Public Housing Users
Total Number of Users

EIV Accesswithin Last 90 days

A B g D H F G H J K L
1 |PHA Usage Report as of 20121124
2 Field Office Name - 0APH SEATTLE HUB OFFICE
3 Total PHAs - 48
4 Total PHAs that accessed EIV in Last 30 days - 44(91.67%)
5 Total PHAs that accessed EIV in Last 90 days - 0(37.92%)
6 Report Generation Date - 11/24/2012
7
8

HUB Code HUB Nam Field Offi<Field Offi PHA Code PHA Name Executive Director Email Total PHA Total PHA Total Nun Accessed EIV in Last 30 days Accessed EIV in Last 90 days
10HSE Seattle HUB60000  0APH SELAKDO1  AKOO1 AHFC User01_PIH-NASS@huddev.gov 42 7 3 Y 1
9 10HSE Seatile HUBG0000  OAPH SEAAKI01  AK9O1 AHFC - S8 User01_PIH-NASS@huddev.gov 3 s 5 Y
10 10HSE Seattle HUB60000  0APH SEAIDO01  1D001 Twin Falls Usert_PIH-NASS@huddev.gov 73 il Y
11 10HSE Seattle HUBG0000  OAPH SEAIDO02  1D002 Nampa User01_PIH-NASS@huddev.gov 73 ] Y
12 10HSE Seattle HUB60000  OAPH SE4ID005  1D005 Pocatello User(_PIH-NASS@huddev.gov 3 % (1 Y
13 10HSE Seattle HUB60000  0APH SE4ID0T0  1D010 Bunl User01_PIH-NASS@huddev.goy "1 il Y
14 10HSE Seattle HUBG0000  OAPH SE4IDOT1  1D011 Jerome User(1_PIH-NASS@huddev.gov 3 ] Y
15 10HSE Seattle HUB60000  OAPH SEAID012  ID012 American Falls Usert_PIH-NASS@huddev.gov "1 i Y
16 10HSE Seattle HUB60000  OAPH SE4ID013  1D013 Boise City User01_PIH-NASS@huddev.gov 2 3 714 Y
17 10HSE Seattle HUE60000  0APH SEAID016  1D016 SICHA User01_PIH-NASS@huddev.gov ] 10 Y
18 10HSE Seattle HUB60000  OAPH SEAID020  1D020 IHFA User01_PIH-NASS@huddev gov "7 2 04 Y
19 10HSE Seattle HUBG0000  OAPH SE4ID021  1D021 Ada County User(1_PIH-NASS@huddev.gov 2 (&) 14 Y
20 10HSE Seattle HUB60000  OAPH SE/IDS01  1D901 IHFA - Sec 8 User01_PIH-NASS@huddev.gov 24 24 Y
21 10HSE Seattle HUB60000  DAPH SEAWAD01  WAD01 Seattle Housing Authority User01_PIH-NASS@huddev.gov 73 %4 112 Y
22 10HSE Seattle HUE60000  OAPH SEAWAQ02  WAQ02 King Co User01_PIH-NASS@huddev.gov 42 G5} 1 Y
23 10HSE Seattle HUB60000  OAPH SE/WAD03 ~ WA003 Bremerton User0_PIH-NASS@huddev.gov 17 3 a7 Y
24 10HSE Seattle HUBG0000  OAPH SEAWAQD4  WAOD4 Peninsula HA User01_PIH-NASS@huddev.goy 11 3 715 Y
25 10HSE Seattle HUB60000  0APH SEAWAQD5  WAOD5 Tacoma User01_PIH-NASS@huddev.gov 24 30 il Y
26 10HSE Seattle HUB60000  OAPH SEXWAO06  WAD06 Everett Housing Authority User01_PIH-NASS@huddev.gov 10 21 21 Y
27 10HSE Seattle HUB60000  OAPH SEAWAQD7 — WAO07 Longview User0_PIH-NASS@huddev.gov ] ] Y
28 10HSE Seattle HUB60000  DAPH SEAWAQD9  WADD9 Kittitas Usert_PIH-NASS@huddev.goy 2 2 Y
29 10HSE Seattle HUB60000  OAPH SEAWAQ10  WAQ10 Anacortes User01_PIH-NASS@huddev gov 3 gl 73 Y
30 10HSE Seattle HUB60000  0APH SEAWAO11  WAD11 Renton User(_PIHNASS@huddev.gov 5 ] ] Y
31 10HSE Seattle HUB60000  DAPH SEAWA012  WAO12 Kennewick User01_PIH-NASS@huddev gov & K} K} Y
32 10HSE Seattle HUB60000  DAPH SEAWAD14  WAO14 Grant Co User01_PIH-NASS@huddev.gov 4 7 7 Y
33 10HSE Seattle HUB60000  OAPH SEAWAQTT  WAD17 Asctin Co Usert_PIH-NASS@huddev.gov "1 il 2 Y
34 10HSE Seattle HU'B60000  OAPH SEAWA018  WAO18 Grays Harbor User01_PIH-NASS@huddev.gov 5 ) ed Y
35 10HSE Seattle HUE60000  OAPH SE/WAD19  WAD19 Kalama User01_PIH-NASS@huddev.gov "1 il i Y
2R 1nHSE Sesttla H/RRANNN  NAPH SELWANN  WANN Kelsn lcar PIHNASS @A ey ami "2 n n v

3.12 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.
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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.

EIV User Administration Manual for Public Housing Program Page 3-57



Public Housing Program User Administration

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.

F
Enterprise Income Verification

Audit Reports >> HUD Usage Report Selection

Select Region:

O HUD HQ
O
®
O
Savein: | e Local Disk b b
Y _| 10201_datsbase_win32 |CLocal Mus|
i "3 |)apache-ant-1.7. 1-hbin I)EivTest |Dhlogstest
My Recert | (D application DyenTests MS0Cach|
Documents |5 Books D externallibFolderForETV-New =My
— |y datanormalize =)Fie Dyorace
| |23 Deploy IGF Choradexe

Documents and Settings
vers
ibecsfecda3d118bdab 10607

Desktop Size: 8,53 MB
Folder: , Final Converted SPs, my_folder, out, out-ast, ...

sreh_for_existing_tenant.sql

| T =5 T_JFrogram 1
My Documerts Dprep
Epves
X ISIQuaran]
- _‘.g eV _UML )java_cert Diresponse|
i (e _umez Dibs [Ruby
My Computer | |
1% s
"J File name: aqe_Report B i bt
Ty Network Save as bype: Microsoft Office Excel 97-2002 Workshest b

To view the HUD Usage Report, click the HUD Usage Report link available for Public Housing
program User Administrators.

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

L
Enterprise Income Verification

Audit Reports »> HUD Usage Report Selection

Select Region:

® HUD HQ

@] HUB |ALL i v
() FO [ALL

o TARC ALL ~

GetReport

The following report options are available:

e HUDHQ
e HUB

e [O

e TARC
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3.12.1 HUD HQ Option

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

Enterprise Income Verification HUD Home PIH Home EIV Home

Audit Reports >> HUD Usage Report Selection >> HQ Usage Report

HUD Usage Report Summary as of 07/09/2011
HQ HQ
Total Number of Users 219

Next Group ©
1 -50 of 219 Users Last Page

Printer-|
D

=]

HUD Usage Report for HQ as of 07/09/2011

g7 N

O35 Ranjeev Pamnani N
Carmen Cabayan M ¢
Bobby. fiartin
Targhia Porter N N
Hicole Dodson N 1]
Wasanth Kutty Y
Anjanstte Givens N g
Wvilliam Andsraon N N
Cozetts Moore N N
Bhaara Sharma N ¥
Flora Sorina M N
Evetyn Scott M N
Greg Price N N
David Sandler N N
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3.12.2 HUB Option

Enterprise Income Verification

Audit Reports >> HUD Usage Report Selection >> HUB Usage Report

HUD Usage Report for HUB as of 07/09/2011

HUB 10HSEA Seattle Hub Printer-
Total Number of Users 1 Friendly
Version

link
1-1of 1 Users

Printer-Friendly Version
Download in Excel

HUD Usage Report for HUB as of 0710912041

y\ Download
HO1548 Stewart N N

Excel
Harlan link

Ho1801 Manville
HOS848 Keul | N

Rebecca Tuttle

Donna Mye N N

Roszanne Chavez

Chad Trepinzki N
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3.12.3 FO Option

Enterprise Income Verification HUD Home PIH Home EIV Home Search Email

Audit Reports >> HUD Usage Report Selection »> FO Usage Report

HUD Usage Report Summary as of 07/09/2011

FO OAPH SEATTLE HUB OFFICE
HUB 10HSEA Seattle Hub
Total Number of Users 6

1-6 of 6 Users

Printer-Friendly Version
Download in Excel

HUD Uzage Report for FO 07/09/2041

HO3558 McCray i

Cossetie Pontilas I I
Richard Wall i ¥
Ann Becker N N
Julia Foss N N
Cabrini Merris N N
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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

CcCB Change Control Board

CcCMmB 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. FQO’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

IMS Inventory Management System (formerly PIC)

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

(o][€] Office of Inspector General

OMB Office of Management and Budget

OPC Office of Procurement & Contracts

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

PHA Public Housing Agencies

PI Period of Income
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Appendix A
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Acronym Definition

PIA Privacy Act Assessment

PIC Public & Indian Housing Information Center (now IMS)
PIH HUD’s Office of Public & Indian Housing
POA&M Plan of Action and Milestones

PVCS Project Version Control System

PWS Performance Work Statement

QA Quality Assurance

Qu Quarterly Update

Qw Quarterly Wage

RHIIP Rental Housing Integrity Improvement Project
RIM Rental Integrity Monitoring

SEIN State Employment Identification Number
SPH HUD’s Security Program Handbook

SPP Security Program Policy

SS Social Security

SSA Social Security Administration

SSAA System Security Authorization Agreement

SSI Supplemental Security Income

SSO Single Sign On (used in WASS)

SSP System Security Plan

TARC Troubled Agency Recovery Center

TASS Tenant Assessment Subsystem

TRACS Tenant Rental Assistance Certification System
TTP Total Tenant Payment

V V&T Verification, Validation, & Test

W-4 Federal form used to collect New Hires data
WASS Web Access Security Subsystem
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