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Introduction 
 
Effective February 21, 2005, HUD began transitioning the logon system for PIC from the 
current logon to the logon system used by REAC. (The REAC logon system is referred 
to as the Web Access Sub-System or WASS.) PHA’s will be able to access PIC through 
the old logon for a 60 day transition period that will end on April 21, 2005. At that time, 
PHA’s will only be able to access PIC through the REAC logon. 
 
So prior to April 21, all PHA’s must establish a logon to PIC via REAC. This Guide 
describes the process for setting up the REAC logon to PIC. 
 
The process for creating a REAC logon to PIC requires 1) that you create a REAC User 
ID and have the REAC Coordinator at your PHA assign the ID access rights to PIC and 
2) that the PIC Administrator at your PHA create a new “WASS User ID” account for 
each REAC user with access rights in the PIC system. Without creating both a REAC 
User ID with REAC access to PIC and the WASS User ID in PIC with access to PIC sub-
modules, you will not be able to access PIC with a REAC logon.  
 
The following Guide includes instructions on how to set up a REAC User ID with PIC 
access rights and how to set up a REAC ID account in PIC with access rights to the PIC 
sub-modules. 
 
NOTE: The REAC Coordinator for your PHA must have access rights to PIC before 
proceeding to set up REAC Users with access to PIC. HUD announced that it 
automatically assigned REAC Coordinators with PIC access accounts on March 9, 2005. 
If the REAC Coordinator was not automatically assigned an access account to PIC, he 
or she will have to assign him/herself access to PIC in REAC. To do so, following the 
instructions below for assigning REAC user access rights to PIC. 
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Creating a REAC User ID with PIC Access 
 
In order for a PHA employee to have access to PIC through the REAC logon, the user or 
the REAC Coordinator must “register” for the REAC User ID. Then the REAC 
Coordinator must approve the registration of a REAC User ID and assign PIC access 
rights to that user account in REAC.  
 
NOTE: If the user already has a REAC User ID for access to other systems in REAC, 
you do not need to create another REAC User ID for PIC access. In that case, skip the 
following User ID registration step and have the REAC Coordinator for the PHA assign 
PIC access rights to that User ID as described starting on page 6 below. 
 
To register for a REAC User ID, go to http://www.hud.gov/offices/reac/online/reasyst.cfm 
and the following Online Systems homepage will appear: 
 

 
 
On the REAC Online Systems homepage, click the Online Registration button at the 
bottom of the screen and the following registration form will appear: 
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On the registration form, first click the radio button next to “User” at the top of the screen. 
Then complete all required fields on the form (first and last name, your SSN, 
Organization Name and PHA ID, your e-mail address, your chosen password and your 
Mother’s Maiden name or any name you want to use as an identifier in case you lose 
your password).  
 
NOTE: You should get in the habit of using “strong” passwords. A strong password is 
one that includes upper case and lower case letters and numbers or special characters. 
For example, if you wanted to use “password” as your password, it could be entered as 
P@33w0rd which contains upper case and lower case letters, special characters and 
numbers. 
 
When finished, click the Send Application button at the bottom of the screen and the 
following confirmation screen will appear: 
 

Click here 



Copyright, 2005, Tenmast Software 5 

 
 
Print the confirmation screen for your records and then click the Confirm/Submit button 
at the bottom of the screen. 
 
VERY IMPORTANT: The password you entered on the registration form will be the initial 
password you will need to access REAC once your new User ID is approved by the 
REAC Coordinator at your PHA. The password will not appear anywhere in the system 
and only you will know what it is. So it is very important that your write it down and 
remember it – otherwise you will not be able to access the system. 
 
 



Copyright, 2005, Tenmast Software 6 

Assigning PIC Access to the REAC User ID 
 
After submitting the application for your REAC User ID, the REAC Coordinator at your 
PHA must approve the application and assign rights to the User ID for access to PIC. (If 
you already have a REAC User ID, the Coordinator will only have to assign rights to 
access PIC in REAC.) If you registered a new User ID, the request will appear in 
Administration area of the REAC system usually by the next morning after submitting the 
request. This area can only be accessed by the REAC Coordinator at your PHA.  
 
In order to approve the User ID application and assign it rights to PIC, the REAC 
Coordinator must logon to REAC. On the main menu screen, scroll down to the System 
Administration options. 
 

 
Click on the User Maintenance option and the following search screen will appear: 
 

 



Copyright, 2005, Tenmast Software 7 

On the User Search screen, enter the last name of the user and click the Search Users 
button at the bottom of the screen and the following Maintain User screen will appear: 
(You can also just click the Search Users button at the bottom of the screen without 
entering any information and your will see a list of all REAC users in your system. Click 
on the User ID of the one you want to set up and you will see the following screen.) 

 
First print the Maintain User screen because it contains the newly issued REAC User ID 
for that person, and give the printout to the user. Next, click on the drop-down box below 
Choose a Function at the bottom of the screen and select the Maintain User Roles 
option. Then click the Submit button and the following screen will appear: 
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Scroll down the screen until you see the “PIC – PIC System” option. Place a check mark 
next to PIC – PIC Generic (as shown).  
 
NOTE: If you use the Enterprise Income Verification (EIV) system (formerly called UIV) 
in your state, you can also provide access to this user by placing a check mark next to 
the EIV option on the screen shown above. 
 
 
When you are finished making your selections for the online systems this user will 
access, click the Save button at the bottom of the screen and the following confirmation 
screen will appear: 

 
Click the Confirm button at the bottom of the confirmation screen and you will have 
completed the process of assigning access to PIC in the REAC system. (Go to the next 
step and set up the new REAC User ID as an account in PIC.) 
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Setting Up Your REAC User ID in the PIC System 
 
Once you have successfully registered your REAC User ID, and the REAC Coordinator 
has assigned access rights to that user ID in REAC, the PIC Administrator for your PHA 
must create a WASS User account in the PIC system for each REAC User ID that will 
have access to PIC. (The PIC Administrator is the person at your PHA who has 
administrator rights in PIC to create PIC user accounts and assign PIC access rights to 
those accounts.) 
 
 To set up WASS/REAC, log on to PIC (using your old PIC logon) and the main menu 
screen will appear.   
 

 
 
On the main menu screen select the Security Administration sub-module as shown 
above and the Security Administration screen will appear: 
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On the Security Administration screen, click the Insert New WASS User link on the right 
side of the screen and the following WASS User application form will appear. 
 

 
Complete all of the required information on the WASS User application form. Your 
WASS User ID is your REAC User ID that you either already had or created in REAC as 
described above. Select HA User as the User Type and enter an Expiration Date that is 
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at least five years away. Then click the Save button and the following confirmation 
screen will appear. 
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Adding Roles to the WASS User Account in PIC 
 
Once you have successfully added the User as a “WASS” user in PIC, you must “add 
roles” to the account for the parts of the PIC module that the user requires to perform his 
or her job. You will do this from the confirmation screen that appeared after you set up 
the WASS user account in PIC. 

 
 
In order to do that, first select the PIC Module Name and Sub Module Name that the 
user needs access to from the drop-down boxes in the middle of the confirmation 
screen. (As shown above, we have selected the MTCS module and the Submission sub-
module.) Then click the Add Role link on the lower-right side of the screen and the 
following role selection screen will appear. 
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On the role selection screen, select the Submit Form-50058 option from the Roles drop-
down box in the middle of the screen. Also place a check mark next to the 
Select/Deselect All option at the bottom of the screen. Then click the Save button and 
you will return to the confirmation screen that shows the roles that were added. 
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Repeat the process of adding roles to the WASS User account by repeating the last two 
steps, until all the PIC roles that this user needs have been added to the account. When 
finished, log off of PIC. 
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Testing PIC Access from the REAC Logon 
 
We recommend that you test the PIC access from the REAC logon for all REAC users 
with PIC access. Do so by logging into REAC with each REAC User ID that was set up 
with PIC access and the following main menu screen will appear.  
 

 
 
Once on the REAC main menu, click on the PIC link and you should see the PIC main 
menu screen. If you don’t see the PIC main menu screen, confirm that the User ID that 
you logged in with has access rights to PIC set up in both REAC (pages 6 to 8 above) 
and in PIC (pages 12 to 14 above). 
 


