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INSTRUCTIONS FOR COMPLETING ANNUAL RECERTIFICATION ONLINE

Self-Service Portal Login Information:

Login Page: The Tenant Self Service Portal link is accessible from the NYCHA website. Once the
Section 8 tenant clicks on the Tenant Self-Service Portal link, they will be taken to the following

landing page:

iy
e G Select Language | ¥
llllllll = e

# FAQ Contact Us Crstay OF Liss MyNYCHA APBLY NYCHA Heeting Map Submit & Cencam
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Enter Credentials: The Section 8 tenant must be the head of household and have a valid
USERNAME and PASSWORD to login and use the Tenant Self-Service portal.

= Enter
0 USERNAME: JOHNDOE123
O PASSWORD:; ###*#*##H%%

Case Information: The tenant will be taken to the Home page of the portal. The tenant will be taken
to a page that displays their basic case information. The tenant should click on the View Details
button given below.

4/16/2020 3



NYC  NYC Housing Authesity 311 Search all NYC gov websites

&My Profile G¥Log Out
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w® FaQ Contact Us Quality Of Life MyNYCHA APPLY NYCHA Housing Map Submit a Concern

Welcome Back JOHN DOE. Today is, Tue Apr 07 2020

Click on the "View Details’ button below to continue.

Section 8

HSUSNG Casa Stah
AUTHORIT

us: Rented

Case Number: 1700034

I VIEW DETAILS

Annual Recertification: The tenant will be taken to a page that displays their detailed Case
information. The tenant should click Annual recertification Tab on the left pane as shown
below.

MYC 7T Hownsing Aushorty 311 Search all NYCgov webasies

My Profile B4Log O
Nepeseante

Selwet Lusguage ¥

(Al

# FAG Contact s Cruality OF Life MyNYCHA APPLY WYCHA Houning Map Subrmit a Concaen

Initiate Annual Recertification:

The tenant should click on the Start/Resume my Annual Recertification link to begin the
recertification process.
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Annual Recertification Instructions:

Once the tenant clicks on the Start/Resume my Annual Recertification link, they will be

taken to the Instruction landing page. This page provides instructions for completing their
Annual Recertification on the portal.

» The tenant should click on the Get Started button to begin.

MNepeseante
S Salect Language | ¥

# FAQ Comtact Us Coaality OF Life MyHYCHA APPLY MYCHA Howing Map Subsmit s Contarn

ion In just five easy steps!

Step 1: Verify Family Composition:
This page displays the most current household information available in Siebel.

All Active Household Members currently residing in the household are listed in the

Member Information section. The tenant must review the information presented in this
section.
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(a) Adding a Family Member (if applicable)

Tenants may request to add member(s) to their household while completing their recertification
on the portal.

To add a member, the tenant should click on the Add Member button under the Member
Information section.

#Log O
" g Contact s sty G Lty sywvCHA ABBLY NYCHA Houssg Map Sutena s Concern
SR Wambar 1-1008T0eEsH
S— -
& )
e X - = v
..... e
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Frst Hame: Lt Marme Relaonshin Sann Restore
. DLALrY oo wncing Desenion

A new page will open. The tenant must provide information about the proposed addition. The
following fields are required:
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- FAQ Contact Us Quality Of Life MyNYCHA APPLY NYCHA Housing Map Submit a Concern
covID-18
e Case Number 1700094 Head of Household JOHN DOE SR Number 110357088531

T @ Instructions

You are at Step 1: Family Composition of the Recertification Process. Please review your household information provided below.
Members
Based on the current information in our system, Active Members listed below are already part of your household. NYCHA will take into account their Income, Asset, and

Expense information in order to process your Recertification.
Member Summary
To request an addition of a new Member, please click on the Add Member button. To remove an Active Member from your household, please click on the Remove Member button

Income Information NYCHA will not receive your request to add a new member or remove an existing family member until you submit the Recerification information. Please Note: Your request to add a new member should not be
considered as the permission toadd the new member. You will receive final approval or denial from the Authority in writing after NYCHA has reviewed all your information and documents.

ubmit

Documents Upload

<+ Basic Details

Finish
First Namex Last Namex Middle Initial
Date of Births Sex Relationships
Citizenship Status No SSN Social Security Number (SSN)
| v
Alien Registration # or 194 # Disability Home Phone
| ~
Race Ethnicity Work Phone
I~ v
Email Address Mobile Phone

(b) Member Information :

First Name of the proposed addition
Last Name of the proposed addition
Date of Birth of the proposed addition

Note: The birth date must be entered in the following format: MM/DD/YYYY. For
example, 06/28/1980 or 01/05/1956

Sex of the proposed addition

Relationship of the proposed addition (to head of household).
Citizenship Status of the proposed addition.

Social Security Number (SSN) of the proposed addition.

The social security number must be entered in the following format (without the dashes
included): 123456789.

NOTE: If the proposed addition does not have an SSN, the tenant must click on the No
SSN checkbox and enter the Alien Registration # or 1-94 # of the proposed addition.

In addition to the required fields, the tenant should provide the following information
regarding the new member:

4/16/2020

Disability status of the proposed addition (Y/N)
Race of the proposed addition

Ethnicity of the proposed addition



¢ Mobile, Home or Work telephone number for the proposed addition

e Email Address for the proposed addition

(c) Earnings/Asset Related Information
The tenant is required to answer yes or no (Y/N) to the following questions:
e Is this member currently employed?
e Does this member have any assets?

e  Was this member employed during the last 12 months?

+ Earnings/Asset Related Information

Is this member Currently Employed? Does this member have any Assets?

Was this member employed during the last 12 months?

(d) Affidavit of Student Status:

The tenant is required to answer yes or no (Y/N) to the following questions:

e Does this member currently attend school (College, University, or Vocational
Training)?

e Please note that the tenant answers ‘Y’ to this questions, they must provide the start
date for when the member began attending school. The date must be entered in the
following format: MM/DD/YYYY. For example, 06/28/1980 or 01/05/1956.

e  Current School Name
e Current School Address

e Do you anticipate becoming a full-time or part-time student? If you answer ‘yes’ then
they must provide Future School Name and Future School Address.

4/16/2020 8



NYCHA will not receive your request to add a new member or remove an existing famil ¥
considered as the pemmission toadd the new member. You will receive final approval or denial from the Authority

Case Number 1700094 Head of Household

@ Instructions

You are at Step 1: Family Composition of the Recertification Process. Please review your household information provided below

& Member Information

+ Basic Details

+ Earnings/Asset Related Information

JOHN DOE SR Number: 1-10357088531

Based on the current information in our system, Active Members listed below are already part of your household. NYCHA will take into account their Income, Asset, and
Expense information in erder to process your Recertification.

To request an addition of a new Member, please click on the Add Member button. To remove an Active Member from your household, please click on the Remove Member button.

you submit the Recertification information. Please Note: Your request to add a new member should not be

n wiiting afler NYCHA has reviewed all your information and decuments.

+ Affidavit of Student Status

Does this Member currently attend school (College, University, or Vocational
Training)?=

Start Date

»Do you anticipate becoming a full-time or part-time student?

=Current School Name

Current School Address

»Future School Name

Future School Address

(e) Emergency contact:

Please enter the requested information if you have any emeregency contact that you would like

to include.

4/16/2020

Case Number 1700094

@ Instructions

You are at Step 1: Family Cemposition of the Recertiiication Process. Please revie:

Head of Household JOHN DOE SR Number

ur household information provided below.

Based on the current information in our system, Active Members listed below are already part of your household. NYCHA will take into account their Income, Asset, and
Expense information in order to process your Recerfification.

To request an addition of a new Member, please click on the Add Member button. To remove an Active Member from your household, please click on the Remove Member button.

110357088531

Income Ini NYCHA will not receive your request to add a new member or remove an existing family member unfil you submit the Recertification information. Please Note: Your request to add a new member should not be

Finish

considered as the permission toadd the new member. You will receive final approval or denial from the Authority in writing after NYCHA has reviewed all your information and documents.

ments Upload 2 Member Information

<+ Basic Details [:]
<+ Earnings/Asset Related Information [: ]
<+ Affidavit of Student Status [:]
<+ Additional Information [: ]
+ Emergency Contact Information

Emergency Contact Emergency Contact Relationship

Emergency Contact Number Emergency Contact Email

S R e e g

+ Declaration of Citizenship (:]
+ Debts Owed to PHA [: ]

CANCEL

SAVE & CONTINUE



(f) Third Party Verification: Consent to Release Information

For all household additions 18 years of age or older, the tenant must click on the I Confirm

checkbox and the proposed addition must provide their signature (their full name) in the

Signed By box.

The tenant can view the form by clicking on the To view the Third Party Terms & Conditions

Please Click Here link.

# FAQ

CaviD-13

(a8 Nummiber 1700084

S2ep 1- Family Comgosition

+ e Detads

Earmings Assel Related Information

+ Affidanit of Student States

+ Additkn Blrmanie

% Eswgency Contact Information

Submit a Concem

(G Sesci Lo ¥

AR i

5 e Amiision inad i i member You il ratietve sl Approvel o

+ Third Party Verfeation: Conseal 1o Releass isdormanion

Pamn
Third 7

L4

% Declaration of Cilizenship

+ Debts Owad 1o PHA

(g) Declaration of Citizenship

NYCHA is required to information regarding citizenship status of each household member and
all proposed additions. The tenant must click on the | Confirm checkbox to affirm all
information provided is true and accurate.

The tenant can view the form by clicking on the To view the Citizenship Declaration &

Conditions Please Click Here link.

4/16/2020
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+ Debis Chs £ E9IA

(h) Debts Owed to PHA

For all household additions 18 years of age or older, the tenant must click on the | Confirm
checkbox and the proposed addition must provide their signature (their full name) in the
Signed By box.

The tenant can view the form by clicking on the To view the Terms and Conditions for Debts
Owed to PHA Please Click Here link.

Transtate

® Fag Contact Us Quality Of Lite MyNYCHA APPLY NYCHA Housing Map Submit 3 Concern

covID-19

Cass Mumber o0 Head of Housanob 20HN DOE SR N 190057082571

st Sowp 1: Family Compositon

Please Note: Your 10

+ AMfdawit of Sugens Stans

+ Adational mlormation

+ Emsgancy Contact Informasion

+ Thard Parsy Veies il % Hasbeasa Information

+ Dnclaration of Citicanshes

o Dbt e b PHA
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NOTE: The new addition will appear under the Pending Member Information section with the Status
‘Pending Addition’. NYCHA will send the tenant final approval or denial to add the new member after all
documents submitted for the new member have been reviewed.

(i) Removing a Family Member (if applicable)

Tenants may request to remove member(s) from their household while completing their
recertification on the portal.
a. Toremove a member from their household, the tenant should click on the Remove Member
button under the Member Information section.

b. A new screen will open. The tenant must click on the | Confirm checkbox, provide their
initials in the Initialed By box next to the name of the member they would like to remove,
and click the Remove Selected button.

#Log Out

-

w #ag Contact U Cusity Of Lite MghCHA APPLY NYCHA Mousing Map Subma a Concers

JOHN DOE SR Nsmber 11005706531

First tiame: Last Mame: ] Sanm Reswe

e Please note that a pop-up will appear at the top of the screen. If the tenant wishes to
proceed with removing the household member, they must click OK. If not, they must
click Cancel.

e The member that the tenant is requesting to remove will appear in the Pending

Member Information section with the status ‘Pending Deletion’. To continue, the
tenant must click on Save & Continue.

(J) Confirm Updates Under Member information.

he tenant must check the | Confirm checkbox and must provide the signature (their full name) in the
Signed By box under the (1) Third Party Verification: Consent to Release Information; (2) Declaration
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of Citizenship; and (3) Debts Owed to PHA sections. To continue, the tenant must click on Save &
Continue.

Transiate
® Fag Contact Us Quality Of Lite MyNYCHA APPLY NYCHA Housing Map Submit a Concam
covID-19
J0HM DOE SR Namissr 1000570825
chh 0 e Remoee Memibes Duton
s, Plsans Hotac Yo rocins ks i 8 raw s hcuit ot corinkiarad] 2 o ity i i s s Vi Wl racaon i apvevl

+ Third Parsy Veribcation: Comvant b Kebass Information

+ Dnclaration of Citicanihis.

o Dbt e b PHA

Step 2: Adding Income Information

a. The tenant must click on the Add Income button to begin. The tenant can add multiple
income sources for themselves, family members, or members they would like to add to the
household.

# FAG Contaet Us Quality OF Lite MyNYCHA APPLY NYCHA Housing Map Submit 3 Cencern

1o et of Housstols JOHN DOE SR Namer 110057088531

2 0f Icime R th nfom

0 Mt periaim 10 e housshold member sgecfied belw

feernabion .
okt eorme Frogueesy St Dty [ @

» I My Asset Information

st Type oo Batancadishss  irmeat fate Actinen Nbie (==

Experise Tre Total Expenses Frequenscy fos Dxpenses  Total Peimbraiernest Foequency for 1 Exgerne
[
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Tenants are required to report all sources if income for the household to NYCHA. The
following pop-up will appear if the tenant reports that a household member has income, but
does not provide information for the income source. If the tenant would like to add an
income source, they should click Cancel and then click the Add Income button. If there is no
income, the tenant should click OK.

e

My Profis i#Log Out
Transiate
Jo e G Seect Languags | ©

w FAQ Contact Us Cuality Of Lite MyNYCHA APPLY NYCMA Mousing Map Submita Concam

covig-1s

HHead of Hovsshakd ot DOE SF Namzer 190357082531
e — — —

The following information is required:

e Income Source — The tenant must select their source of income from the dropdown
menu.

e Start Date of the income. The date must be entered in the following format:
MM/DD/YYY. For example, 06/28/1980 or 01/05/1956.

e Total Income received

o Frequency — The tenant must make a selection from the dropdown menu

The tenant must also provide the name, full address and telephone number of the source of

income. Once complete, the tenant must click Save & Continue.

NOTE: All income information entered will appear under the Income Information section.

Step 3: Adding Asset Information

a. The tenant must click on the Add Asset/Report Sales button to begin. The tenant can add
multiple assets for themselves, family members, or members they would like to add to the
household.

4/16/2020 14
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- scoser oo nfovTtion st pertaim 10 e hOUSSRORS member Speciied Db
ALY DO
No Records
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» I My Asset Information
st tyoe Conter Baceriotos et flate Actonr b i a
YT formabon Recerd
Laperine Ty Total Lxpenaey. Frequency for Ligenves Total Portrrbra semect Feequency for L Ligerve
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The following pop-up will appear if the tenant reports that a household member has an Assest.

EAhy Protia Log Out
Transiate

G Sved Language ¥

L FaQ Contact Us Guality Of Lite MyNYCHA APPLY NYCHA Housing Map Submit 3 Concern
cOVID-19
Wi of Hounehasd N DO 4 Mt 1035T08m 30
 FCEOCamOn [VO0FSE PSS e 1 Ao TATABOn or & SOUSSO] SIS DHACH Yo iy SO ITURICHS S00TES oF GSSETs 00 160 SR, Dowewes, e InfOTassos st (e i e houssbokd member speciied briow

Saport Saiw

The following information is required:

e What do you want to do? — The tenant can either select ‘Add an Asset’ or ‘Report a
Sale’:

e Asset Type — The tenant must select their asset from the dropdown menu.

e Name of other Assest of the tenant

e Current Balance/Value of the asset type

e Interest Rate of the asset type

e Account Number (if any)

If tenant selected ‘Real Estate’ as the asset type, they should provide the following information under
the Real Estate Information section:
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e Property Owned
e Property Income Last 12 Months
If the tenant has sold an asset, they should provide the following information:

e Date Given Away or Sold. The date must be entered in the following format:
MM/DD/YYYY. For example, 06/28/1980 or 01/05/1956
e Market Value at Disposition of Sale

Once complete, the tenant must click Save & Continue.

NOTE: All asset information entered will appear under the Asset Information section.

Step 4: Adding Expense Information

a. The tenant must click on the Add Expense button to begin. The tenant can add multiple
childcare and/or medical or disability expenses for themselves, family members, or
members they would like to add to the household.

NOTE 1: A family may be eligible for medical or disability expenses if the head of household or their
spouse is either (1) 62 years of age or older; or (2) disabled and/or handicapped.

NOTE 2: The tenant may submit childcare expenses for each child 12 years of age or younger in the
household. Please note that each childcare expense must be entered under the contact of the child for
whom the expense is for.

Zny Profie
Tradueir
s G Sewctiasun

# FAG Contaet Us Quality OF Lite MyNYCHA APPLY NYCHA Housing Map Submit 3 Cencern

1o et of Housstols JOHN DOE SR Namer 110057088531

At Tyoe oot Batancadishos  irmeat fate Actinen Nie T et

Experise Tre Total Expenses Frequenscy fos Dxpenses  Total Peimbraiernest Foequency for 1 Exgerne
[

The following window will open to allow the tenant to add their expenses.
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The following information is required:
e Expense Type — The tenant must select their expense type from the drop-down menu

e Other Expenses Description -

e Total Expense-The must add total expenses
e Frequency — The tenant must make a selection from the dropdown menu
e Estimated Annual Amount of the expense

If applicable, the tenant must also enter the following information:
e Reimbursement Frequency — The tenant must make a selection from the dropdown

menu

If the tenant selected ‘Childcare Expense’ as the expense type, they should fill out the
Agency Name and Address Information (Childcare Only) section. The tenant should provide
the following information:

e Agency Provider Name

e Agency/Provider Address

e Agency/Provider Phone #

Once complete, the tenant must click Save & Continue.

NOTE: All expense information entered will appear under the Expenses Information section.

Step 5: Review and Submit:

The Review and Submit provides a summary of all of the income, asset, and expense information
entered for the head of household, each family member, and all requested household additions.
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This page also allows the tenant to update any information for family members by clicking on the
Update link next to the name of the member.

If the information is correct, the tenant must select the Acknowledgement checkbox and click
Submit to submit their Annual Recertification. Please note that once the tenant submits their
Annual Recertification, they cannot make any changes to their information.

Hiad ol Housshold JOHN DOE S8 Number 11037058831

Fimdame  lamName  Relasionship Srans Informasion Complete

SEAN COOLEMAN  Other Acult active

Head

§ My income Information Mo Reconds

FirstMame  LostName  Wcome Souce Total iscome Fregquecy Start Date

WM My Asset Information No Recosds

FistMame  LostName  Asset Type Custent BatancerValue  nterest Rate Accourt Humber

& My Expense Infarmation Mo Raconds

Frsthame  LamName  Fapanss Typs Texal Eapenses Fraquancy foe Fxpness

K ACKNOWLEDGEMENT

Review the Document(s) Summary:

Click on the Continue to document upload (s)

Transiate
& SewaLanguige ¥

_ FagQ ComactUs Quality Of Life MyNYCHA APPLY NYCHA Housing Map Subma a Concem

COVID1%

1700094 Head of Housenokd JOHN DOE SR Humber 110157088531

Your Annual Recertifcation

The Document(s) Summary provides a list of supporting documents that must be submitted with the
recertification based on the information provided by the tenant. If there are any pending documents
that NYCHA has requested the tenant as a part of recertification process then tenant needs to
provide doucments.

4/16/2020 18
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COVID-1®
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DoCumme Mame  Stans. Foequesned For? Expecied Date ;::m x—‘ml:: Upbosis] DOCUTeenr
T
A separate dialogue box will open to add documents.

htip oA psacthec acm im0 s lencion Mmiars 1 000 encics e 1000 E-Dorbensrc, Ky TSRS I DOATS0UC e acgaestesd fom1- Y0 0P ol Marmap = KOS~ DO rdiai_Comtact oo 1-SVIT00M kel ccales IN Bt bt 1-SRACT NN ke, ol Hamam 000 - DR
& i ) ! ! Lt el L 3 L L)

W roe

Add Document

Vendor/Cases:

Service Request s
HOH Name:
Requested For:
Documnent Category:

Document
Sublategory:

Docusment Name:

Contact Remarks:

File to upload: Choosa File | Ne file choser

Add Document

Close

* Dotussen? Name: Chooss fram the drep donn lat, tht rame dowat in description of what you wil ke uploading.
* Comment emments, If you wish, pestaining tn th
Browse and locate and clck on your

- Chek Opan in the popap. Chck

By clicking document category, the box will display a list of acceptable documents that can be
submitted. Document Sub Category (dropdown), Document name, Contact Remarks (tenant can add
any additional information about the document), then click on the choose file button, thenTA
separate dialogue box will open. The tenant must select the document they would like to upload.
Once a document has been selected, tenant must click Open.
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| Zcopen =
‘;Ov |’ Desktop - > &3 I Search Desktop ﬂ
Organize ~ Mew folder 4=~ [ @
I Favorites = Mame I Size Item type I Date modified ~ I ILI
B Desktop "= HCV Program Owner ... FOFKE Adobe AcrobatDoc... &/25/2014 3:33 FPM
& Downloads 511 Transfer Online Briefi... 1,959 KB Microsoft PowerPoi... 792014 12:58 PM
i5l Recent Places "= Alex's Feedback for ... 1,204KB Adobe Acrobat Doc...  7/10/20149:50 AM
. @ Section 8 Owner Broc... 8F73KB Microsoft Publisher ... 7f14/2014 2: 18 PM
u_gjflhrarles El_] ©Online Recertification. .. 2,428 KB Microsoft Word Doc...  7/15/2014 1:16 PM
(J‘vl azl;\i_::menis @_1 Michson Resume 2014 19KE Microsoft Word Doc...  7/15/2014 4:57 PM
[ Pictures [E] section & Tenant Bro... 848 KB Microsoft Publisher ...  7/17/2014 10:32 AM
B2 videos @§ Bank Statement Microsoft Word . 7/17/2014 10:41 AM
E_I] Alexsandra Budget fo... 42 KB Microsoft Excel 97-... 7172014 12:42 FM
1% Nichsona on CHO020_| (3] section & Tenant Brie. .. 871KE Microsoft Publisher ...  7/17/2014 2:14PM
L_:" Local Disk (C:) @ Fourfold 7 17 14 845KB Microsoft Publisher ... F{17§2014 3:21 PM
&= home (\\bwfspcl:l U @ Section 8 Tenant Bro... 871KB Microsoft Publisher ... F(17/2014 3:43 PM J
e Mycha_Public (\Ch
@ |h_shared (\\bwfsle |E_|1 REVISED Section & Br... 58 KB Microsoft Word Doc... 7182014 9:21 AM =
Fil= name: |Bank Statement L fanFies |
Open | v| Cancel |
G

a. The file the tenant uploaded will appear next to the Choose File button. The tenant should
then click Upload.

NOTE: A separate dialogue box will open informing the tenant that the document was successfully
uploaded. The tenant must click OK in the Dialogue box, and then click Close to continue.

b. All documents uploaded will appear in the Documents Received section at the bottom of
the page. The tenant should always click on the View/Print Doc link of the corresponding
document to ensure the upload was successful.

& Documents Received by NYCHA
Document Hame Status Requested For? Expected Date  View/Print Document
affidavit of Income - Main Online Pending Review ABRAHAM FROMOWITZ Wiew Document
Affidavit of Income for Active Family Members... Pending Review MIRUI FROMOWITZ Wiew Docyment
Third Party Verification Consent to Release On... Pending Review MIRUI FROMOWITZ 11/5/2016 View Document
Debts Owed to Public Housing Agencies and T... Pending Review MIRUI FROMOWITZ Wiew Document

L4

NOTE 1: If the tenant would like to submit additional documents not listed under the Waiting on
Documents section, they can click on the Add Additional Documents link.

NOTE 2: If the tenant has any questions related to uploading documents, they can click on a link to the

Frequently Asked Questions (FAQs) or watch the ‘How to Upload Document’ video.
After uploading the document, tenant can click on the continue button.
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‘gur opinion matters! Would you help us improve the website by completing a short survey?

NOTE 2: If the tenant has any questions related to the use of the portal or about the recertification
process, they can navigate to the Frequently Asked Questions (FAQs) section of the website by clicking

on the View All FAQs link or typing a keyword or phrase into the Search Frequently Asked Questions
(FAQs) free form text box and clicking Go.

—End of Online Recertification Process—
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