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Discussion Topics

Getting Started:  Accessing EIVGetting Started:  Accessing EIV
EIV Housing Coordinator Role (HSC)EIV Housing Coordinator Role (HSC)
EIV HSC Role FunctionalityEIV HSC Role Functionality
Tools & ResourcesTools & Resources



Section I.  Getting Started

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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Connect to the Internet via 
Internet Explorer

Shortcut to Internet Explorer.lnk

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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Logon to Web Access Secure 
Systems (WASS)

Enter website address for WASS: Enter website address for WASS: 
https://hudapps.hud.gov/HUD_Systems/https://hudapps.hud.gov/HUD_Systems/
This will bring you to the Secure This will bring you to the Secure 
Systems Single Sign On pageSystems Single Sign On page

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)

https://hudapps.hud.gov/HUD_Systems/
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Secure Systems Single Sign On
Enter WASS 
User ID 
and 
Password and
Click 
“Login” or 
“Cancel” to 
exit out
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WASS Login Option
 

Legal
Warning

Click 
“Accept” to 
enter 
WASS or
“Logout” to 
exit WASS.
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WASS Main Menu

Click on the 
Enterprise 
Income 
Verification (EIV)
link
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Legal Warning Page for MF 
Housing Program Users

Users must 
“Acknowledge”
& “Affirm”
compliance 
with EIV 
requirements 
before they can 
continue into 
EIV. 

Click 
“Continue”
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EIV Welcome Page – For EIV 
Housing Coordinators

Housing 
Coordinator 
(HSC) Role
has a User 
Administration
Option



Section II. EIV Housing 
Coordinator Role

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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HSC Role – Approve User Access 
Authorization Form (UAAF) Requests

Determines who at the property,  Determines who at the property,  
management agency, service bureau, management agency, service bureau, 
or contact administrator (CA) should or contact administrator (CA) should 
have access rights to the EIV have access rights to the EIV 
System, based on need for access. System, based on need for access. 
Receives and approves UAAF Receives and approves UAAF 
requests from users. requests from users. 

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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HSC Role – Grant EIV Access

Assigns EIV access rights to users, Assigns EIV access rights to users, 
byby

1) Assigning the EIV User (HSU) role 1) Assigning the EIV User (HSU) role 
in WASS to the User Applicantin WASS to the User Applicant’’s s 
WASS User ID (MWASS User ID (M--ID)ID)
2) Assigning the HSU role to the 2) Assigning the HSU role to the 
contract(s)/project(scontract(s)/project(s) assigned to the ) assigned to the 
user in WASSuser in WASS
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HSC Role – User Certification

Certifies or expires, within EIV, their Certifies or expires, within EIV, their 
usersusers’’ contracts/projects assigned to contracts/projects assigned to 
the HSU role in WASS.the HSU role in WASS.
A userA user’’s contracts/projects must be s contracts/projects must be 
certified within EIV in order for the certified within EIV in order for the 
user to have access to EIV for those user to have access to EIV for those 
contracts/projects.contracts/projects.

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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HSC Role – Protect EIV data 
from unauthorized users

An EIV Coordinator An EIV Coordinator MUST NOTMUST NOT
approve a user’s UAAF application 
for EIV or certify a user’s 
contracts/projects within EIV if the 
user’s M-ID cannot be validated: i.e., 
the M-ID and Name on the UAAF 
request MUST match the  M-ID and 
Name in WASS.
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HSC Role – Protect EIV data from 
unauthorized users (cont.)

Users Users MUST NOTMUST NOT share WASS Mshare WASS M--IDs IDs 
or use Mor use M--IDs that belonged to a IDs that belonged to a 
former employee at a property, former employee at a property, 
management agency, service bureau, management agency, service bureau, 
or CA. or CA. 



Section III. Housing 
Coordinator (HSC)
Functionality in EIV

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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User Administration Options
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EIV Functionality for HSC Role

User RequestsUser Requests
User CertificationUser Certification
User Certification ReportUser Certification Report

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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User Requests

User RequestsUser Requests: provides : provides 
Coordinators the capability to view Coordinators the capability to view 
their userstheir users’’ online UAAF requests online UAAF requests 
and to approve, deny, or put UAAF and to approve, deny, or put UAAF 
requests on hold until such time  requests on hold until such time  
Coordinators are ready to act on  Coordinators are ready to act on  
UAAFsUAAFs..

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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User Requests (cont.)
On the left On the left 
navigation panel, navigation panel, 
click the click the ““User User 
RequestsRequests””
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User Requests: “Pending”

““Requested Requested 
SelectionSelection””
defaults to defaults to 
““Pending.Pending.”” Note, Note, 
in this example, in this example, 
there are no there are no 
““PendingPending”” UAAF UAAF 
requests for requests for 
action.action.
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User Requests: Change View
Click the down Click the down 
arrow key for arrow key for 
more request more request 
options. Click options. Click 
““Change ViewChange View””
to view selected to view selected 
request.request.
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User Requests: “Pending”
Recertification In this example, In this example, 

there are several there are several 
UAAFsUAAFs in in 
““PendingPending”” status status 
awaiting awaiting 
Coordinator Coordinator 
action.action.
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UAAF Summary Data Fields

Date Requested (from most recent to Date Requested (from most recent to 
oldest UAAF)oldest UAAF)
WASS User ID (MWASS User ID (M--ID for external ID for external 
users)users)
User NameUser Name
User Role (HSU Role)User Role (HSU Role)
Tax ID# or CAIDTax ID# or CAID
Contract/Project#Contract/Project#
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UAAF Summary Data Fields (cont.)

Type of Action Requested (ReType of Action Requested (Re--
certification or Termination)certification or Termination)
Coordinator Action DateCoordinator Action Date
Status (Pending, Approved, Denied, Status (Pending, Approved, Denied, 
or On Hold)or On Hold)
ActionsActions
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UAAF “Actions” Under Under ““Actions,Actions,””
click the click the ““DetailsDetails””
button to button to 
ApproveApprove, , DenyDeny, , 
or put the useror put the user’’s s 
request request On HoldOn Hold. . 
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Pending Re-certification UAAF 
for Action

EIV UserEIV User’’s s 
information is information is 
prepre--populated. populated. 
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UAAF Action Options
See options to See options to 
ApproveApprove, , DenyDeny, , 
or put the useror put the user’’s s 
UAAF UAAF On HoldOn Hold. . 
The Coordinator The Coordinator 
may click the may click the 
““CancelCancel”” button button 
to exit out. to exit out. 
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Recertification UAAF –
Approve Action
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Recertification UAAF –
Approve Action (cont.)
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Recertification UAAF – from 
“Pending” to “Approved”

Notice the ReNotice the Re--
certification certification 
UAAFUAAF request request 
for WASS User for WASS User 
ID M00345 for ID M00345 for 
Contract# Contract# 
AK06S011002/AK06S011002/
Project#Project#
176EE019 is no 176EE019 is no 
longer in the list longer in the list 
of of UAAFsUAAFs
in in ““PendingPending””
status.status.
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User Requests: Change 
Request Selection

Change Change 
““Request Request 
SelectionSelection”” to to 
““ApprovedApproved”” to to 
see listing of all see listing of all 
““ApprovedApproved””
UAAFsUAAFs. . 
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User Requests: Change 
Request Selection (cont.)

Click Click ““Change Change 
View.View.””
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Recertification UAAF –
Approved Click Click ““DetailsDetails”” to to 

view the view the 
Approved UAAF Approved UAAF 
for this user for this user 
(M00345)(M00345)
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Recertification UAAF – View 
UAAF

Once the Once the 
Coordinator has Coordinator has 
acted on the acted on the 
useruser’’s UAAF s UAAF 
request, the request, the 
Coordinator Coordinator 
WILL NOTWILL NOT be be 
able to reverse able to reverse 
the action. the action. 
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UAAF Requests – “Pending”
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Recertification UAAF – Deny 
Action
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Recertification UAAF –
On Hold Action
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UAAF Requests:  “Pending”
Termination Click Click ““DetailsDetails”” to to 

view the view the 
Approved UAAF Approved UAAF 
for this user for this user 
(M00345)(M00345)
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Termination UAAF – Approve 
Action
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Termination UAAF – Approve 
Action (cont.)
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Termination UAAF – Deny 
Action
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Termination UAAF – On Hold 
Action
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UAAF Approve, Deny, or On-
Hold Actions Confirmation
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User Certification

User CertificationUser Certification: capability to : capability to 
certify a usercertify a user’’s EIV access on a  s EIV access on a  
contract(s)/project(scontract(s)/project(s) that is in ) that is in 
““New,New,”” ““Pending,Pending,”” or or ““ExpiredExpired””
status, or status, or ““ExpireExpire”” a usera user’’s EIV s EIV 
access on a access on a contract(s)/project(scontract(s)/project(s) ) 
that is currently certified.  that is currently certified.  

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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Certification Status Descriptions

AllAll: Complete listing of user : Complete listing of user 
contracts in New, Pending, Certified, contracts in New, Pending, Certified, 
or Expired status.or Expired status.
NewNew: Users with contracts/projects : Users with contracts/projects 
that have not been certified within that have not been certified within 
EIV.EIV.
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Certification Status Descriptions 
(cont.)

PendingPending: User contracts/projects that : User contracts/projects that 
are currently certified, but are are currently certified, but are 
awaiting certification for the next awaiting certification for the next 
quarter.  Contracts will be in pending quarter.  Contracts will be in pending 
status during the 30status during the 30--day grace period day grace period 
following the end of the current following the end of the current 
quarter. quarter. 
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Certification Status Descriptions 
(cont.)

CertifiedCertified: User contracts/projects : User contracts/projects 
where EIV data are available for where EIV data are available for 
viewing. User contracts/projects are viewing. User contracts/projects are 
certified for a three month period. certified for a three month period. 
Coordinator contracts/projects are Coordinator contracts/projects are 
certified for a onecertified for a one--year period. year period. 
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Certification Status Descriptions 
(cont.)

ExpiredExpired: User contracts/projects : User contracts/projects 
were previously certified, but were were previously certified, but were 
not renot re--certified by the end of the certified by the end of the 
certification period to maintain EIV certification period to maintain EIV 
access.access.
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View User Certification Status
Select Select 
““ContractsContracts”” or or 
““ProjectsProjects”” to to 
view users on view users on 
““All ContractsAll Contracts”” or or 
““All ProjectsAll Projects”” and and 
select select 
““Certification Certification 
StatusStatus”” to view to view 
AllAll, , PendingPending, , 
CertifiedCertified, , 
ExpiredExpired, or , or NewNew
users  users  
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View User Certification Status: 
All

Click Click ““Get UsersGet Users””
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View User Certification Status: 
All (cont.)
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Certifying a User’s “New” or 
“Pending” Contract

Under Under ““Action,Action,””
check the box check the box 
next to the next to the 
UserUser’’s Ms M--ID and ID and 
click click ““Certify.Certify.””
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Certifying a User’s “New” or 
“Pending” Contract (cont.)

The userThe user’’s contract is now s contract is now ““Certified.Certified.”” Coordinators Coordinators 
have the option to have the option to ““ExpireExpire”” the userthe user’’s contract.s contract.””
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Certifying a User’s “Expired”
Contract Under Under 

““Action,Action,””
check the box check the box 
next to the next to the 
WASS User WASS User 
ID and click ID and click 
““CertifyCertify”” to to 
certify this certify this 
useruser’’s s 
contract in contract in 
EIV.  EIV.  
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Certifying a User’s “Expired”
Contract (cont.)

The userThe user’’s contract is now s contract is now ““Certified.Certified.”” Coordinators Coordinators 
have the option to have the option to ““ExpireExpire”” the userthe user’’s contract.s contract.””
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Expiring a User’s “Certified”
Contract The userThe user’’s s 

contract is contract is 
currently currently 
““Certified.Certified.”” To To 
expire, click expire, click 
““ExpireExpire””
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Expiring a User’s “Certified”
Contract (cont.)
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Expiring a User’s “Certified”
Contract (cont.) The userThe user’’s s 

contract is contract is 
now now 
““Expired.Expired.””
Coordinators Coordinators 
have the have the 
option to reoption to re--
certify the certify the 
useruser’’s s 
contract.contract.””
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User Certification Report

User Certification ReportUser Certification Report: provides : provides 
an online listing of EIV Users, based an online listing of EIV Users, based 
on certification statuson certification status——All, Certified All, Certified 
Only, Pending Certification, and Only, Pending Certification, and 
Expired.Expired.

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)
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View User Certification Status
Select Select 
““ContractsContracts”” or or 
““ProjectsProjects”” to to 
view users on view users on 
““All ContractsAll Contracts”” or or 
““All ProjectsAll Projects”” and and 
select select 
““Certification Certification 
StatusStatus”” to view to view 
AllAll, , PendingPending, , 
CertifiedCertified, , 
ExpiredExpired, or , or NewNew
users  users  
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View User Certification Status 
(cont.)



Section IV. Tools & Resources

Office of Housing (Housing), Housing 
Assistance & Grant Administration (HAGA)



65

Tools & Resources

Enterprise Income Verification  (EIV Enterprise Income Verification  (EIV 
7.0) System User Administration 7.0) System User Administration 
Manual for Multifamily Housing Manual for Multifamily Housing 
Programs, June 2007Programs, June 2007
HUDHUD’’s Multifamily Help Desk at: 800s Multifamily Help Desk at: 800--
767767--7588 or 7588 or MF_Eiv@hud.govMF_Eiv@hud.gov
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Tools & Resources (cont.)

EIV System for Multifamily Housing EIV System for Multifamily Housing 
Program Users website at: Program Users website at: 
http://www.hud.gov/offices/hsg/mfh/rhttp://www.hud.gov/offices/hsg/mfh/r
hiip/eiv/eivhome.cfmhiip/eiv/eivhome.cfm
Multifamily RHIIP Tips Listserv: Multifamily RHIIP Tips Listserv: 
http://http://www.hud.gov/offices/hsg/mfh/rwww.hud.gov/offices/hsg/mfh/r
hiip/mfhrhiip.cfmhiip/mfhrhiip.cfm

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/eivhome.cfm
http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/eivhome.cfm
http://www.hud.gov/offices/hsg/mfh/rhiip/mfhrhiip.cfm
http://www.hud.gov/offices/hsg/mfh/rhiip/mfhrhiip.cfm
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Office of Housing (Housing), Housing Assistance & 
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Questions?
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