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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:

En espanol | Text only | Search /index

Real Estate Assessment Center

Online Systems

*PIH-REAC System Upgrade £gf Information by State
Release Schedule: E Print version

Friday April 1, 2005 - Spm
§op R =k=<] Email this to a friend

Eastern Tirme (02/20/05)

* VYoucher Management System: The VM3 will start Existing users log in below
collecting the Movermber, December, and January
leazing data on February 15, 2005, Please have LOG IM I
vour quarterly submission input into the Voucher

Management Systern by COB February 22, 2005,
[0z2/08/05] Need to access HUD systemis?

Reqister below:

# Click here for the RASS 12/20/04 UPDATE Onlne Registration

* Submitting Management Operations Certification:

(10/05/04) msswmumnl

Note: Password reset will require you

s I d 5 ity:
nereased Jecurity to provide exact information from

PIH-REAC applications are anly accessible uzing a
browszer supporting 128 Bit encryption and SSL3. your original registration.

More... [03/25/04)

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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Click here

Application Type: [fTRTNEGIIE Y IIEES -

First Name: James
Middle Initial:
Last Name: hdauch

Social Security Number: 123 45 J6789

Organization Information

+ Provide the name of the Public Housing Authonty you represent
* Prowvide the Mumber of the Public Housing Authority wou represent

e Tenmast Housing Authority

Organization ID: crooz

Provide your e-mail address.

¢ Include your e-mail user name, the @ sign and [servicename. com/edworg/net/ete. |. For example: jsmith@aol.comn, johndoe@adv.org,

hidb84a@prodigy.com.

E-mail
jamesm@tenmast.com

Address:

Choose a Password.

+ Touwil enter your password each tme you use this service. Your password should be 6 characters in length and should be comprnsed of letters and mumbers
(for example, brad83). Do not use punctuation or special characters. Important: Your password will be recorded EXACTLY as you type it, so make a note of
you enter in upper and lower case

r——

Password:

Re-enter Password for Verification: =

Mother's Maiden Name.
¢ Please provide this information for future verification when processing password reset requests.

Mother's Maiden Name: bonwit

[ SendApphcatlonD\\l[ Clear Fields ]

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@33wO0rd 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:
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PHA User Registration

PHA USER REGISTRATION CONFIRMATION:

First Name: JAMES

Middle Initiel:

Last Name: MAUCH

Social Security Mumber: 168-46-6789

Organization Name: TENMAST HOUSING AUTHORITY
Organization 1D: CTo02

E-mail Address: Jjame sm(@tenmast.com

Mathers Maiden Name: BONWITT

You are registering as a PHA Participant User for the PHA Housing Authority Of The City Of Norwalle - CT002.

Please confirm that you are registenng as a PHA Participant User and not as a Coordmator. After your registration 15 processed, the coordmater for Housmg
Authority Of The City Of Norwalk will disclose your ID to you

| CUnﬁrm;’SubmilC\g[ Cancal Application ]

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.
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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.

System Administration

¢ Business Partners hamntenance

o PHA Assionment blantenance

¢ Pazgword Chanae

® TJzer Majntenanc@

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

User Maintenance

0On this form, you can either search for a User
by User ID, or search for Users by entering your search criteria.

Search by User ID

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

User ID

[ Search far User ]

Search Users

To search for a User, enter a search criteria {optional)
and then click the “Search Users" button.

First Mame

Last Name |mauch

[ ]1/check here to limit search to Independent Users

[ =earch Usergj [ Cancel
&
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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.)

Maintain User M58232

User Information

User ID LI53232
First Name BARBARA
Middle Initial H
Last Name JOHMIOM
User Status |Actve
Coordinator | Yes

User Type PHA TTzerBusiness Partner

Choose a Function

bdaintain User Foles j

SubmitD\L Cancel |

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:

| MASS - Integrated Assessment Subsystem
[] FHC - PHA Coordinator

| PASS - Physical Assessment Subsystem
[l EHE - EHS Mitigation Feporter

[] PIV - Physical Inspection Viewer
| PIC - PIC System

‘ v PIC - PIC Generic

| RASS - Resident Satisfaction Assessment Sub.
L] MOA - Multfamily Housing Owner of Agent

[] PCE - PHA Certifier
L[] PEE - PHA Submitter
[l RTP - REAC RAZSS Third Party Contractors
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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:

Assign/Unassign Role Confirmation for User M58232

| Roles to Assign to User M58232
| System Code | Role Code | Role Description
| PIC | PIC | PIC Generic

|Nu roles were selected to unassign.

| Caonfirrn L\_g[ Cancel |

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 assignh 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.

" PIC HEADLINES

PIC Maintenance o= Lger Profile

& Security Administration o SEMAP 12131 Certs. due in one week - 2:22:2005
r\rb SEMAP Certifications for 12/31 FYE PHAs due by March 1 [full

e

» PIC Release 5.6 in production - 2:20/2005

Release begins B0-day transition to YWASS logons [full text]

« PIC-EIV Satellite Broadcast - 27152005
WASS-S50 gatellite broadcast on Feb. 17 at 1:00 pm EST [full

text]
Every user maintains their own profite in + PIC Shutdown Rumor not True - /252005
BN Matntenance. PIC will not shut down except to install release [full text]
« HUD open Friday to receive requests - 12/20/2004
Youcher adjustment requests due by 5:00 prn EST, Dec. 31, 2004
[full text]

It is @lso provides tools for system security
adrministrators,

Browse all FIC Headlines.

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

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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HUD HOME PIH HOME Q&A SEARCH /INDEX E-MAIL
o : Access Activity User
EEERIVANN Role Maint | ponors Reports | Certification

Security List
Zelect View: FOHA Tser

Field Office HA: WV018 Bluefield Housing Authority

Search for User Id & Last Name O

Enter Search Text:

ALL

Zelect ID Tvpe:
Users 1to 6 of 6

Select Status: | Aclive ||

crapreast kS Cindy M Preast HA User Ugzer Active
dibailey Debaorah Lynne Bailey HA User User Active
gmdowell % Gwendolyn Marie Dowell H& User Ugzer Active
pabasham Patty A Basham HA User User Active
slpitzer Susan L. Pitzer HA User User Active
tewn18 Tenmast Software w18 HA User User Active

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.

SEARCH/INDEX E-MAIL

HUD HOME PIH HOME Q&EA

. Access User
Role Maint |  penorts Certification

Security Details
Field Office HA:

WW018 Bluefield Housing Authority

WASS Teer ID: MPE75S ¥

First Mame: Faohert i
liddle Iame:

Last Mame: dohnson

Tser Type: [HAUser  |w|+
Email Address: tiohnson(@rsha.org

Confirtn Email Address:
Effective From Date:
Expiration Date:

Active Indicator:

TTser Status Comments:

fjohnson(@rsha.org
02/01/2005 | * WM/DODAVYYY

12/312000 | % WM/DDVYYY
® Yes O Neo

Save

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.

DO

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).
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