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PIC SECURITY - ADDING A NEW USER

Introduction
HUD initially issued one PIC User ID and Password 
to the Executive Director of each Housing Author-
ity. That “administrator” User ID provides access 
to all modules and sub-modules in PIC. Using the 
administrator ID, the Housing Authority can then 
create as many other PIC User ID’s as it desires. 
And each newly created User ID can be given as 
broad or as limited access to PIC as the Housing 
Authority wants.

This Guide explains how to add a new PIC User 
ID and how to give the User ID access to the PIC 
modules and sub-modules you want.
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Locating the Security Administration 
Module in PIC
Log on to the PIC Web site (https://pic.hud.gov/
PIC/Logon/userlogon.asp) and the following main 
menu screen will appear. 

Place your mouse pointer over the PIC Mainte-
nance option on the menu of PIC modules and click 
on the Security Administration option from the pop 
up sub-menu. The following Security List screen 
will appear.
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Adding a New User
The Security List screen displays a list of the cur-
rent User ID’s set up for your Housing Authority. To 
add a new user, click the Create New User link on 
the right side of the screen and the following User 
Details screen appears.

Complete all required fi elds on the User Detail 
screen (i.e., those marked with an asterisk.) HUD 
will create a User ID from the name information you 
enter. The User ID will consist of the fi rst letter of the 
First Name you enter, the fi rst letter of the Middle 
Name you enter and the fi rst six letter of the Last 
Name you enter. (If you don’t enter a Middle Name, 
the User ID HUD creates for you will have an “X” 
as the second character.) Also, select “HA User” as 
the User Type as shown in the screen above.



PIC Security: Adding a New User  •  ©2003 Tenmast Software  •  Page 4

When you have fi nished entering the required data, 
click the Save button at the bottom of the page and 
the following Security Summary screen will ap-
pear.

The new User ID appears at the top of the page. 
Record the new User ID and the password you en-
tered on the previous screen.
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Creating User Roles
At this point you have created a new User ID in 
PIC, but the User ID has no security access to any 
PIC module or sub-module. Access to modules and 
sub-modules are called User “Roles” in PIC. Ac-
cording to PIC design, you have to create a role for 
each sub-module you want access to and you have 
to create the roles one at a time. 

To create User Roles for modules and sub-mod-
ules, fi rst select the Module Name from the drop 
down box in the middle of the screen. Wait for the 
screen to refresh and then select the Sub Module 
Name from the next drop down box. When the 
screen refreshes, the Add Role link will appear on 
the lower, right side of the screen as shown below.
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Then click the Add Role link and the following Role 
Detail screen will appear.

On the Role Detail screen, select the level of ac-
cess this user will have to the selected sub-module 
with the drop down box next to Roles in the middle 
of the screen. Once the role is selected, place a 
check mark next to the Select/Deselect All option 
at the bottom of the screen. Then click the Save 
button and the following roles confi rmation screen 
will appear.
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Adding Additional Roles to the Same 
User ID
To add additional Roles to the Same User ID, re-
peat the above steps. For example, if you want to 
add Roles for access to the Form 50058 module 
(e.g., Submission, Viewer, Reports and Alt ID 
Generator), select the MTCS option from the drop 
down menu next to Module Name, then select the 
sub-module from the drop down box next to Sub 
Module Name. Click the Add Role link and repeat 
the balance of the steps. Continue this process 
until you have added all the Roles required for this 
User.

(Note: you can also add Roles to an existing User 
ID from the main Security Administration screen by 
clicking on the User ID. You will then see the above 
Security Summary screen and you can select 
the additional Roles by following the instructions 
above.)


