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1 READ BEFORE USING THE SYSTEM



1.1 Overview

This document is designed to assist users with the use of the Katrina Disaster Housing Assistance
Program (KDHAP) Application. The purpose of KDHAP is to support a joint temporary housing
assistance program between of the U.S. Department of Housing and Urban Development (HUD) and the
Federal Emergency Management Agency (FEMA). KDHAP is designed to streamline the processing of
families who lost housing as a result of the Katrina hurricane disaster and were assisted by HUD rental
assistance programs. In addition the program will also provide similar assistance to families who were
homeless prior to the disaster. The application provides verification of family eigibility and alows data
entry for their new or temporary housing assistance details.

1.2 Who Should Use This Manual

There are broad categories of users of the system:
a Housing Authorities (HAS) — specifically personnel who already work with Section 8 housing
b. HUD Users and HUD relocation assistance contractors
c. Guest (Usualy non-HUD, non-HA contract staff, including FEMA staff and FEMA travel
assistance contractors)

When using the system, these different users will be able to perform actions based on their assigned roles
in the system. Access rights for each user type are described in the table below.

Actions HA User HUD User Guest User
1. Search for afamily Yes Yes Yes
2. Update family information Submit-modify* | Submit-modify” | Submit-modify
3. Assign family to a PHA Submit-modify | Submit-modify | Submit-modify
4. Record afamily’slease Submit-modify | Submit-modify (no access)
5. Non-KDHAP available inventory Submit-modify | Submit-modify Read only
6. View KDHAP Reports Read only Read only Read only

Table 1. — User Access Rights

1.3 What You Need To Use the System

a.  Anunderstanding of Katrina Disaster Housing Assistance Program Interim Operating
Requirements

b. AUserIDinthePIC-IMS (PICTEST) system

c. Accessto be granted to the KDHAP Application (See Appendix A)

1.4 Who Can Be Processed By the System?

Families are eligible to receive assistance through this programif, they fit into the following criteria
immediately prior to Hurricane Katrina. The criterion is as follows:

a. Familiesreceiving HUD housing assistance

b. Families were homeless

Additionally, under the KDHAP program, families who will receive benefits must have:
a. Already been processed by FEMA and have aFEMA ID

1 HA and HUD Users can modify |ease information, where as Guest users do not have access to the “Lease
information” part of the form.



b. Prior housing isunavailable as certified by FEMA.
c. Families arewith or have available to them, information that identifies their head-of-household



2 USING THE KDHAP SYSTEM

vi



STEP la+b. - LOGON

Step la.
1) Open abrowser window (Internet Explorer) and go
to the following URL :
https:.//pictest.hud.gov/
(Besuretoincludethe‘s at theend of ‘https')

2) If you receive a security window asillustrated in
Figure 1a, you must click ‘Yes' to proceed into
the system. Thisisnormal and for security
purposes.

3) If you do not receive this window, proceed to
Step 1b.
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Figurela. You may seethisbox - Click ‘Yes

Steplb.
1) Typeinyour User ID and Password and click on
‘Logonto PIC'.
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Figure 1b. — User Logon




STEP 1c. - NEW USERS (FEMA) ONLY — UPDATE USER PROFILE

Thefirst time a new user logs onto the KDHAP/PIC-
IMS system, they are brought to the User Profile
screen. Herethey will have to update their account
information as described in Figure 1c. aswell asin
the text below.

1) Update all contact information including name
and other required fields

2) For the password, please be sureto typein a
minimum of eight (8) characters, including
numbers, symbols, and characters.

3) When you are finished updating the information,
click on the save button at the bottom right of the
screen.

4) Proceed to Step 2 below.
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Figure 1c. — Updating the User Profilefor New Users




STEP 2. — NAVIGATE TO KDHAP APPLICATION

1) Once logged in, you should see a screen similar to
Figure 2 on theright. (note: depending on your
access rights, you may have fewer or more options
on the menu on the | eft)

2) On the left menu bar asin Figure 2, click on “PIH
Information”. From the appearing submenu, select
thefifth itemtitled, “KDHAP".

#1PIH Information Center - Microsoft Internet Explorer

File Edit View Favorites Tools Help
@Back - gl \ﬂ @ ;\l /.-"Search “f;\?’ Favorites {4 ' ,_-; [= - _' ﬁ ":S:) © 3

Address I@ https://pictest.hud.gov/PIC/commeon/picmainnavigation.asp

. hud Release 5.7 (PICTEST1)

Ewent Tracking System
SEMAP | PIC HEADLINES

Risk Assessment .
Drug Elimination Reportin User Acceptance Testing for 7.7.0.0 - 7/10/2005
PICTEST engaged for UAT for release 7.7.0.0 July 11-22 [full text]
« Testing Completed for 5.6.2 - 692005
[Open the KDHAP submodulepsting headlines [full text]
+ User Testing for Release 5.6.2 - 6/3/2005
UAT on Friday, June 3. [full text]

KDHAP

Browse all PIC Headlines.

PICHELP Information

If you require any assistance please send an email describing the issue
along with your Name, Phone Number, Housing Authority Mumber and

Event Tracking System
Field Office Mame where applicable to_pichelp@hud gov or telephone the

Risk Assessment
Drug Elimination Reporting PICHelp Call Center at 1-800-366-6827 between 8:00am and 8:00pm (EST)
on all business days.

Please go to the PIC Home Page for more information.

Includes the following submodules:

LOGOFF HUD HOME PIH HOME QEA SEARCH/INDEX E-MAIL

&] javascript: SubmitToMavigate('02','07");

Figure 2. — Select PIH Information, KDHAP



STEP 3. - PRIVACY ACT WARNING AND ACCEPTANCE

1) Clicking on the “KDHAP" menu item will
bring you to the “Privacy Act (See Figure
3) Statement and Compliance Notice.”
Click “Agree” if you are in agreement with
the terms.

Note

Y ou cannot accessthe KDHAP system
without agreeing to this Notice.
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Figure 3. — Read before accepting




STEP 4a. — FINDING A RECORD BY HEAD OF HOUSEHOLD INFORMATION

After accepting the Privacy Act Notice, the Search for
Household Assistance Details page opens as
demonstrated in Figure 4.
1) Usethis screen to retrieve records one of three
ways:
a. Social Security Number (SSN)
b. FEMA ID
c. Other Information — Typein last name, first
name (optional) and, at a minimum, one of
the following characteristics: Sex, and/or
date of birth to appear as such,
(MM/DD/YYYY).

2) Click the corresponding Sear ch Button.

Notes

Sear ch — When Searching by Information Last name and
one of the following isrequired :

- First name

- Date of birth

- Sex

System Access — System security isrole based, so some
functions may not be available to you. For adetailed
explanation, please see Section 1. - “Who Should Use the
System.”

Functionality — When afamily is found, KDHAP may be
used to record information about that family including:
Updated family information, assignment to a PHA, and
recording afamily’slease (for HUD reimbursement).
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Figure 4. — Search for Household Details

| LM - Katrina lurrtcane Houzing Aeststange - fcnosatt Inbernct Leplorer
Tnerhe Tk

GOm0 BAG o drme @ 3

E-LGdgd

Rf.’:u;iE'H‘:,‘,ﬂ'l‘l‘q‘l EEh T ALy AL R i LR T L B E

Smire i Hlinishilily

HUN HEIRE

HE =H1H- RREACH 'RIEE

fdslincH 13 hiils Bun KIHIAF Invenlury

Total 18 rtt-wd..; fonad. Flense mall.ld.wﬂn view Ib: yesalrs, I

FHAE

'-' '.il.l aky

Sahl Thnrehihl

search far Tleshal Arcicimmcs drivdlc
Serre | by Sm:

HliH

Search by U MA IR

TR I

[[ =k

Sereh Iy Infursualine:

[ H =l 1ol

1l M -|||

Il ¥

KT i I |m.l]'.'-'.- 5.1':‘:|':|‘I.

Searzarg oy mbersaan may =k 1aag e baoeebazes reulks gz o ooy sk sowora gt raman. TaogoT bz raolks beska posan pravcs az wary nasowrs o st
1ame and frziaame az aazsklz slag wdk Do ak arka sre gaadet

Click here to vicw/update details of houscholds already assigned to PHA

Gl e e 0 & Dok e vins Utk 0 e e iz el =aneen @il " el s Pl e g iy s Al e dsantael e s aneizpmel 0
EUA levayeis el Sasasin FIO s
¥ 55N FEMA-II First Hame Last Hame Date of Blrth Sex Hd Address Azslsting MHA
b NS SATETAE) ) WY e L WA | M el M A I [ | Y IO [T R IR Y | K
o =gk 100 JIRHWIE | EMIT= | DEALILNE | F 307 Wicloh Sboot 307 Sopden WS 004D
ﬂ fl S pia,

10



STEP 4b-1. — SELECTING THE CORRECT HOUSEHOLD RECORD

H FEMA - Katrina Hurdcane - Housing Asslstance - Microzoft Intemnet Explorer

[ O R TR L A R P ux  lwEp
Gove - € = [8 G Do e 3 Feis - [LE S
S Al EYs | k-
1) Search results appear in atable at the bottom of the :
Screen. (See F| gure 5) 19U HOHE PN LT SCARCH NIMDEX CHEIL

ITAIA | Ksitina Ropom

2) Review thelist to find the correct record. Scarch Houscholds Asststance Dotz

Ban-B D HAP Emcmteny

Tatal 215 rvvedy Tausd Flease werlldara avice the nsulis

3) When you find the record, click on its SSN, which FEI —————
isthefirst field at the | eft of the table. . Scarch by S5H; - _
—_— =5 || Saah
4) An asterisk next to an SSN number indicates that S Scarch by FEMA ID:
the Household is already assigned to a PHA - sEva i T

(shown in last column) for assistance. i B

sk Hame: :, [NEEUER
5) Click on the SSN number link to edit the assistance el zrzz m: ]
details. Ty o i 5
e Toeoab Bk | P— m
LT A Seerimi ey il sy ske B e Loelises cpmeli= 4= Rl R R T R T ERE TN I E N EETH | B P PR
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sazzec and i atzgrec b ke T=A Cicplavsd wrccr Rocciers =48 colaor Zlek Bors e v ovw miant dzkaks assak ooikrg ba: cxskrg
If afamily cannot be found in the database, confirm b e . _
the following: #| 55N  FEMA-TD | First Namc | Last Hame ':';Itl'_;':" Old Address A‘:ﬁ““
e They have the correct head of household L g ! Hus A e
information — This is needed to access the S| CaRME F Mim 5. 33153 =
household information _ 7 T
* They have been processed by FEMA, and not in Figure 5. — Click on the SSN for therecord to view/edit

the last 24 hours —When receiving information
from FEMA into KDHAP thereis one day delay.
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STEP 4c-1. -VIEWING/EDITING FAMILY ASSISTANCE DETAILS

Required Fields
1) Thefollowing fields MUST be
updated before the record can be
saved. (See Figure 8)
a. Family Category
i. PH - Displaced Public
Housing Resident
ii. VO - Displaced Voucher
Family
iii. OH - Displaced Other
Federally Assisted Housing
Family
iv. HL —Homeless
b. New Program Type (required
if a‘Receiving PHA’ is
selected)
i. NV - KDHAP Voucher?
ii. PH - Public Housing
iii. PI - Voucher Port In
iv. VA - Voucher Absorbed
c. Bedroom Size (Prior and

Requested)

d. Family Members (if
applicable)

e. Total Number of Family
Members

2) Rest of thefieldsare optional.

3) Thisform can accept details of
up to 9 more family members. If
a family has more members,
simply select the total number.
First nameand Gender is
required for each valid entry.
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Figure 8 — Edit Family Assistance Details

2 A FEMA D isrequired to select “NV — KDHAP Voucher” as New Program Type.
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STEP 4c-2. —ASSIGNING PHA LATER / SEARCH FOR PHA

1) You may opt to hot assign a

PHA at thistime. To do so,
leave the record in its default
state as shown in Figure 9.

Former Address: ,

Current Address:

Receiving PHA Information: O Assign PHA now!l @ Assign PHA later! I Click here to Search PHA by Name

Click here to view the contact information of housing Authorities
Receiving PHA Fax Number: | | Receiving PHA Email: |
Receiving PHA Contact Number: [ | Receiving PHA Contact Name: ._

Figure9. — Select Assign PHA Later to Save Record Without a PHA

STEP 4c-3. — ASSIGNING PHA / SEARCH FOR PHA

1)

2)

1) Select Assign PHA Now!
to .fill out all PHA
information. (See Figure 10)

To search for the PHA
codes and organization
details, click on the Link
“Click hereto Search PHA
Information”

Receiving PHA Information:

i Assign PHA now! O Assign PHA later!

HQ Office: PO Field operations

Hub: 6HLRK Little Rock Hub

Field Office: 6FPH LITTLE ROCK HUB OFFICE

Housing Authority: AR131 Jonesboro

State: AR Program Type: Combined
[ Click here to Search for PHA Information ]

Click here to view the contact information of housing Authorities

Figure 10. — Select Assign PHA Now to Save Record with a PHA
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STEP 4c-4. -SEARCHING FOR A PHA BY NAME

3) Tosearchtypeinfirst few
characters of PHA name and
click search (See Figure 12.) (At
least 3 characters are required
for successful search.)

i |
samiii b owlencledimata. A hiH Vealna )l w1 + H E L
e T e L R
r e ra e amemn

ek TR

How. WTdILF Moy Tkl 1w ki

Ward FHA el
L a e @t ema ki Te 01 s dea B @degon el
ek B OHY T E @ s et e i T e e 1w mp e e W R

| She TR R e Kiwd
ACATEEETIET N BT i 3

Frasr e roiinnmn

Figure 12. — Search for aPHA
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4) Chose the appropriate match
from the displayed list, and click
“Select this PHA” button
located next toit.  (See Figure
13)

Once the “ Select this PHA” button
has been chosen, information is
automatically populated in the main
screen. (SeeFigure 14)
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Figure 13. — A List of PHAswith Names Matching The Search Text

Receiving PHA Information: & Assign PHA now! O Assign PHA later]

HQ Office: PO Field operations

Hub: 6HFTW Fort Worth Hub

Field Office: 6EPH HOUSTON PROGRAM CENTER
Housing Authority: TX005 Houston Housing Authority

State: TX Frogram Type: Combined

Figure 14. — PHA details pbpljlated back in the Assistance Details page.
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STEP 4c¢-5. HA USER ONLY - NEW LEASE INFORMATION

This part of the formis not
shown to Guest users
(FEMA contractors, etc.)

Figure 15 shows a New

L ease Information Section
|ocated at the bottom of the
form. Thissection is
available only toHA and
HUD users. This Section
can be used to record the
|ease assistance provided by
a PHA to the Household.

FEMA Id and FEMA
Eligibility are required for a
Household to receive Lease
Assistance.

Required Fields

1) Theonly required field
on this screen is Fair
Market Rent (FMR).

New Unit/Lease Information

FMR:* §

Lease Rent: §

Security Deposit: §

Submit Data without Lease Information

Utility Deposit: $|:|

New Unit Address: |

| apre:| |

Actual Bedroom size: N,

City: | | State: | b | Zip Code: I:l

Lease Effective Date:

Ownerame: |

Owner TIN: :I

Lease Termination Date:

Max 250 characters (approx 4 lines) from the comment text will be saved.

-omments:

Figure 15. — L ease information

End of FEMA Eligibility Date: I:I

Rollback Transaction

STEP 4c-6. —-SUBMITTIN / FIXING INPUT ERRORS IN THE ASSISTANCE DETAILS FORM

1) When you press Submit on the
main Assistance Details form,

you may receive an error

message similar to Figure 16.

-

‘Microsoft Internet Explorer

X]

: ! E Please correct 4 errors listed at the top of the page

OK %

Figure 16. — Please Review Errorsat the Top of the Form
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STEP 4c-7. —FIXING INPUT ERRORS IN THE ASSISTANCE DETAILS FORM

2) Tofix this, scroll to the top of FEMA ! Katring
the page to view thelist of Search Households Assistance details . Non-KDHAP Inventory
errors. (See Figure 17) : . Ass

3) Fix all theerrorsand click the

Edit Assistance Details for SSN: XXX-XX-0098
---- Please correct following errors [Total 4 errors] -———-

Submit Button agaln Repeat Error 1: Please select appropriate Family Category! =
. i Error 2: Please select appropriate New Program Type! s
until there are no further errors. . _Error 2: Please select Requested Bedroom Size! B

Figure 17. — Review and Fix In the Form the Listed Errors

STEP 5a. —-VIEWING RECORDS ALREADY ASSIGNED TO A PHA

FEMA | Katrina

Search Households

1) Tosearchfor arecord already

Assistance Details Non-KDHAP Inventory Add Households

updated and assigned to a PHA,

click on theview and Update Search for Household Aﬁsiﬁtnﬂﬂﬂ details

detailslink at the bottom of the Search by SSN:

screen. Alternately you can SSN: Search
also select the link “ Assistance

Details’ located at the top to Search by FEMA 1D:

view list of Households assisted FEMA ID: Search |

by aPHA. Figure 18.

Search by Information:

Last Name: raguired)

First Mame:

Sex: . w

Date of Birth: [ i/ dd/ vyyy

Searching by information may take long time o retriave results as it may match saveral last nameas. To get tha
results faster please provide as many characters of Last name and first name as possible along with Date of birth
and gender,

Click here to view /update details of households already assigned to PHA

Figure 18 — Click on One of The Links To View Records Assigned to a PHA
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2)

3)

Upon entering the screen, the
PHA information will be
displayed empty. Search and
Select a PHA using “ Search for
PHA information” button.
Select SSN from the list
displayed to view/edit the
details of assistance.

FEMA / Katrina [RGIDIiE]
Search Households

Assistance Details Non-KDHAP Inventory Add Households

HQ Office: PO Field operations
Hub: 6HFTW Fort Warth Hub

Field Office: GEPH HOUSTON PROGRAM CENTER
Housing Authority: TX005 Houston Housing Authority
State: T% Program Type: Combined

[ Click here to Search for PHA Information ]
Please search and select a PHA to view the list of households assisted by that PHA.

List of households assisted by Housing Authority

Click on the SSN number to edit or view the assistance details.

# FEMA-ID Sex Date of Birth
1 K M-X¥-3514 S1 0N UDIT M F 0 22/1¢
Z K H-KX-7976 An s0 T E E 1 14/19
3 X ¥-X¥-2509 W. ? aT l_ HI L E F 0c 16f19
4 K X-X¥-1956 kWM G DA F 6 s
5 X H-X¥-6547 A E MNT RE .5 F Gt 13f19

Figure 19 —Click on One of TheLinks To View Records Assigned toa PHA
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STEP 5a. - HA USER ONLY — EDITING AVAILABLE NON-KDHAP UNITS

To view or edit the number of Non-
KDHAP units available, click on
the Non-K DHAP Inventory link
from the main screen

S1FEMA - Katrina Hurricane - Huu.si'ng.ﬁ.ﬁls.istunce - Microsoft Internet ExpE.l:lrer _,_lﬂﬂ
Elz Ech v Sgeorbes Toos  Eep I
(P - |£] |£| __I. - smanth ';":E'F:-.\:-tzﬂ & - _1.'# L8 Eaa

f-br o e bl Tateiin e L 1l Bt Tt B 1 o ol el o0 - 1 "\1'1 Tl

LA HE FIk = ] &a [LET = e LT = FL

HIA | Fdrma

Sewaarr 1 Dhinnseshinlils Anminkarn s tlelails Moo KIAAE DnssnlmEmy Bapairl

Scarch Jar Bawavhal daaiatusey dotaila
Soarch by SEM:

= P T
e - Click on Non-KDHAP
Inventory to view and edit %
—— available Non-KDHAP units

TRAT TrE] Ty Toarmmal s cwey Laee vn Lo s te e tenalin an il
sl lam i s e, L gul be semiiin Ta- s plaass
v oAt el ARl e AR sl Anng Al DAle

Scarch by Information:

[ELEI R Tt
(LAl e BT T R

Lozt Hame: bk sifaat
NLEH |'\-'|

b il - § ' e Ay Swazh

Hwwpsxlnlly nplaled accicdanes recund Toe 85%: OCCMCIHEE, | axl Mames BROGERES
Click here to view fupdate details of househalds alrcady assigned to PHA

1 2 Trore
Figure 20. — Click on Non-K DHAP Inventory to View/Edit Non-K DHAP Units
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STEP 5b. — HA USERS ONLY — UPDATING AVAILABLE NON-KDHAP UNITS

1) To update the number of Non-

2)

KDHAP units available, Update
thefieldsin the selected area as
appropriate and click save.
Thiswill return you to the same
screen with amessage
indicating it was successfully

KDHAP

HUD HOME PIH HOME Q&AM SEARCH/INDEX E-MAIL

FEMA / Kalrina

Search Households Assistance details NMon-KDHAP Inventory

Select View: EL_FieId Office HA VVJ

HQ Division: Public and Indian Housing

HQ Office: i:lﬁ_&_iaibeerations :
—— ES e —,——

Field Office:
Housing Authority:

£d)

SEMA Edit Non-KDHAP Invento

Record Inserted Successfully.
Low-Rent income units available:

- No.of Units in:

0 Bedroom({s):
2 Bedroom{s):

1 Bedroom(s):

2 Bedroomi{s):

4 Bedroom{s): |_12 Il 5+ Bedroom(s): |__13 |

Total Low-Rent Unit I 1

Count: |74 |

Section 8 Vouchers /fUnits availabhle:

Mo. of wvouchers in: o -
0 Bedroom({s): 514 i 1 Bedroom(s): ;_35 |
2 Bedroom{s): iiS i 2 Bedroomi{s): 1_24 |
4 Bedroom({s): :S? i 5+ Bedroom(s): :_26 |

Total Section 8
wYoucher/Unit Count:

Save

Figure 21. — Click on Non-KDHAP Inventory to View/Edit Non-K DHAP Units
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STEP 6a . —~ADDING HOUSEHOLDS (FEMA USERS)

1) When adding a new household, from

2)

3)

4)

the main screen click on Add
Households link located at thetop in
brown bar.

Fields marked with asterisks (*) are
required fields.

Initial PHA isrequired when Old
Family category is“PH” or “VO”

Click Submit to save the new
Household record.

3 | LuaKatring lurricanc (Hetaster Ilausing Assistance: Misrossct Inbemet Laplarcr
TThoemn Cmahe Tk Wb w

Qe DM EQ Praeogren 3 25 8L WEH G

Gihdin [ ] Hor b ke e en T a A b e

Luul? Head Ot Household Hame:® | | Mern=s | Hdzh 2-Es ooabHamey

ey !
teeal o Dbl S5n: < | s “ |tttz -

Date of Birth:® mimizdia) Contact Nuniber: 2

E:

rat :

e [1urmier Ailelrmnn | iJ‘lrJI u
City Stater ¥ |Tip code:

| ol Faraity categane® |-Seizl smby taigan-

" imilial PUAS 1 e e e (i eondg Sty - BH G W
1163 TiTies:
S e
| Lishl ¢3lfin w2
FLAL " i Henmieny Al harityz
i Slaluz Frigram sz
| I Ul e ¢ Seancer | A ko ]

!Pulpusc:* -l CCIEDDIC -

] 3 8w,

Figure 22. — Adding Households for broken families
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STEP 6b — ADDING AND APPROVNG NEW HOUSHOLDS FOR HUD USERS

1) HUD users have full accessto the “Add New
Households” screen inclusive of adding and
approving. Refer to Figure 22 for instructions on
adding new households.

2) When approving households, click on the
“Approve Households’ button which will take you to
the following screen.

31 LuaKatrina llurricanc Hstaster llousing asslstance Wicrasert Intermet Liglarcr

R B R P BT (V- =

e Lo I W A L+ B B | s B S
b | ] Hor bt 48 b e i e s e n At L > TR - B e
uuuuuuu - R P

HP | Rrma
Sl Dhnoashishils

Kum KEHIAF Inuwnlory

] 3o

Figure 23. — Adding new householdsfor HUD users
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1) Upon completion of approval click on the
“Approve” button.

q."ju.liﬂ'lh,',m 4 R e ke e T e = el e o B ﬂi‘mﬂ"' B

HUL REIRE FIH 1K QEL RFLACH 'HIRE EHOE

Hel Manie {Last,
- First, Middiz

| mor-smme-22e4

:,‘-::C:C-:-Jcc-ttit Doz lckr .'Ettt; & H | apn WE WA ERRLY : 3 Hz | st oprem &
| steen-saa begd  |CERCAEE0 F 2= HF wst gm0
|HOMEEGE RRzetli Fom | oo | | d:"é;:'t Ikl M6 HVE TOW | mst e O
| MR eraae |'f H rH AL77 - Hz st [0
' ' £t et
e il L B | gt o F H FH ALDOL - Eheot Aok MEMOOWA O ZIELE E-;-;E H2 mstopree [0
E—— | | | | 3 - |
Fude & - Indicates that ousehald Information alrcady cxtst in naln KOHAR table,
1] A @rea

Figure 23. — Approving New Households
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STEP 7a. — OPENING THE REPORT SCREEN

- FEMA - Katrina Hurrcane - Housimg Assistance - Microsoft Intemmet Explorer

1l 1 e irect le= nxw lep ﬂ‘

¥ Ear = - AR et - i 5 =y ! 1 s

ﬁ s ] |i':1 |1|;| & ,-.' HSREN S loarnes ﬁl i ] | ;i :’i

SR EEEY 4!_" R UTTECHU TR TR W TR BT RPN BRI TR HETERE TR o TR TR B R HE L TR B T L ek
HUD IICHD MUEHD R SLALCH FINDT LMl

oo

Scardh Hou=chelo.

Azcl=tance Dotalls Hon-RDHH AT Invenkory

:—- | !.lrlflr I In1 .J.':'.'".'ll'lu.ﬁrll"ll:
Yhoe Sameare b biy sasrdz
1) Click onthe Report link to - 1 Clickon Report to go to the
open the Report Screen. n searchby - Report Screen.

S=march vy Bulueenealine:
[ CRRRT I |
sl Mo |-
S | |

[EETRY I ERal IS £ B | s C [t .EC-CI\I:'l

Zcorzars o mborsax may wkz leag e ko orzbazes reoulks ac TRy vk cowera ssbramz To oot bz raodis
e Fsbzs acoss prowos as —ory ShasCoitrs ab st romi orc hest ram: £f posiac acrg =ikt Dak: o Bk and gorccr.

Click here to vicw fupdote details of houscholds alrcady assigned to PHA

2O ke
Figure 25. — Click on Report to Open the Report Screen
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STEP 7b-1. — RUNNING TRANSACTION REPORT

1) Usethedrop down fieldsto
select the HA to report on.
(See Figure 18)

2) Oncethe HA isselected,
check the desired boxes of
the fields to view on the
report.

3) When dl thefields that
should be in the report are
added, click the Show
Report Button.

4) Additionally, an excel

spreadsheet that is comprised of

the data withn the report can be
viewed by clicking on

“Download Excel” See Figure

26.

F | Jurricanc Katrina | ransactin Hizport Htkers  Acrogatt Internct Liplorer

soal Ean spemla Jwh g b
Q- O HEGQ Fee g @ 2L 8- FHDS

LT : E =Her frehigd 48 b s T R R e T S e e

P TR = T T

TTHA K [EELETHRE

Transadiion Roport Hon-KDHAR Invenbory Report

|'|.I.|.]"l.n :|r '[rl.uil:u'l -I.'I.
Receiving PHA oplivns: O WVew records for selected PHA - & Vicw records for ALL PHAS

Tz rzaner daka rabazen oy bade o ownlz eue b laege aamker o
rrzes, Tessz show sxe aba b lsad orave scpert.

(i Family Categnny:
Hews Pragram Ty

w

i Fedael B oo i B shgelogaad
[F550

¥ [0 el Hrth

Dl Sratvsnmn sivs

Ok=wa ey Lt

O%eari [REE R

0 s fammiansion Uata:

¢ iy RS M

O alama: Cardud Minelas

Fltiaw Fravpam Tyqi:

e 1"

Ll L

[Ok=ma

5
DH.._‘ll..‘-Jl':l"l.ﬁl-:r:r' s
[Fku

Ot i el

[kl DFRERE Sigelsy ke

O =enrly Clelieegn s
OB iy F=E e
Ot Liarl sl
Ol 11

e
el Famdy Wi crl
Bl Yatvekm i

Lcatazz Himl

st Elorteec: el
ez, THA Ui
Lreany Lenlal mamlas

Rz, Eeael

LS % T % T T I I 8 B 8 |

Claman Namma:

argw Reped Lzsrlaadisly Lzl

S L

Figure 26. — Select the HA to Report on and Check Boxesfor Fieldsin the Report
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Figure- 27 Downloaded Excel spreadsheet

26




4)
5)

6)

The generated report will open
in anew Browser.

Print, Save, or Copy the report
asrequired.

To go back to the KDHAP
system, close the Report
Window.

tirricane Katrina Housing Assistance Transaction Repor - Microsoft Internet Explorer

File  Edit

£ _J Back

Wiew  Favorites  Tools

Help

,_J @ @ :;j ";_—) Search \;1'\'.14 Favorites @ [J{' u;l;; hj‘l I_',l .@5! ﬂ @ 'ﬁ

Address I@j https: {/pictest.hud.gov pic/DisasterAssistance KatrinaFEMATransactionR.eport. asp

v Qe

Lrks » | ) Snagit [

Date of
Brith
A N M

Lease |Receiving |Receiving

Rent |PHA Code|PHA Name

count
11 |AK901  Testing NV
; | F |10 |AKOD1 AHFC NV
| [ | ' |LAFAYETTE |
!- ' - ‘F 5 !LAOOS (1Y) gg; !NV
: ! i HOUSING |1 0" |
| | AUTHORITY | ‘
' ' ' ' |BATON 504~
; : Eooj4 [LAz219 ROUGE |701- NV
j | _ . (oinn' loogz |
F |1 I AKODL  AHFC | %
M |15 'WADOS WVancouver NV
&] Dore S & mternet

Figure 28. — The Report is Opened in a New Window
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STEP 7c. — RUNNING NON-KDHAP INVENTORY REPORT

d Hon-KDHAP Inventory Report - Micresoft Intemmet Explorer

1= 1:0 L) arect - HE R T
ﬁ e - & |H1 |'\=:‘| } lr:-' STTRE [ '_'Iu_"l e -’:":_' '__-.:_," .;_. | ﬂ ﬁ
Ay s Jﬂ_" A=z Dl 2 s bl e D= endee s sn s i KIS ansde i oo - I s TECR
= Lol
1D FESKE PEIICHE ohh SCARCH MOLK C-HAIL
Trrea T
. Transackion Repart Hon-EEH &M Tnvrenko ry Report
1) Todisplay a : ik :
F e Iei] il e ity i o i o "
Non-KDHAP deias Mo, ot Low-Remt untts with No. of Scction B wouchers with
mventory I nirprs
report, click : ; ;
on the Non- ¢ mEac? . # 13 =3 I E 1z |aed| 2= £ ¥ 13 12 3 |42
KDHAP wete= et oo | B 00 32 E R o0 24 13 1z g5 |47
Inventory Ilnk' Facc.  ~s | 3 | _=_ | = = | 1 201 | .E. 3 | R | 4 | I
| '-.'l:l:.E__ M1 | 3 .'1 | 3 3 | '1 £ _.E.E | 3 4 | '1 [ | i1
& ',
KT IAE
L
| £ 8 Itenct

Figure 29. — Non-KDHAP Inventory Report
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STEP 7d. — RUNNING NEW HOUSEHOLDS STATUS REPORT

1) To view the status of Newly
Added Households

2) Select appropriate view to list
the records.

FEMA! Katrina

Reports

Transaction Report

Select View:

MNon-KDHAP Inventory Report

EE_Approved Recards

Mew Households Report

v| [ View Report ]

.- Select Report Type - }
Approved Records
Rejected Records Appr ; :
; roved Records.
' Pending Records bP
La212 i
N LINCOLN giﬁe'gé I Presented F
2 12 | yalbanger 17777 (M N vo PARISH o F HF rent invoice
g POLICE s August 200!
JURY
12 Some reaso
277714 ]SE'L:ESV? 1777 MmN OH Westwood |- HE Z?Sd;:;jzdff;i;
¥ Dr W-23
5040
sz [ HHENG s e Canaan ~
A Doe e ¥ L Yo Street New A
Orleans LA
e Irrigation
Areanann |Caroline PRy Houston SUEEHON  [nesssess -

Fi

héuré 30. - Né/?/ Households Statusreport
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APPENDIX A — KDHAP SECURITY ADMINISTRATION Q& A

Setting up usersin KDHAP Users accounts are set up in KDHAP by users who
are designated as Security Administratorsin PIC and PICTEST. If youarea
Security Administrator, you will have a PICTEST menu option under “ PIC
Maintenance” called “ Security Administration” . If you do not have such a menu
choice, this appendix does not apply to you.

Introduction: There are two steps to setting up auser in PICTEST1 to work on
KDHAP. A user account must be created. For KDHAP, all user accounts will be
created as “Guest” usersin the REACS Division of headquarters.

Alwayslogon to PICTEST using:
https://pi ctest.hud.gov/Pl C/L ogon/userlogon.asp

Y ou will be asked to authorize a certificate. Click “Yes’.

Security Alert E

rlr‘ Infarmation you exchange with thiz site cannot be viewed or
? T changed by others. However, there iz a problam with the site's
; zecurity certificate.

Q The security certificate i from a busted certifwing authority.

a The security certificate date is valid.

The name on the security certificate iz invalid or does not
match the narme of the site

Do you want to procesd?

jes Ma Wiew Certificate

The PICTEST1 Logon screen appears next.
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Enter the User ID and password and clock “Logonto PIC”.

The PIC Main menu appears (the menu choices vary depending on your individual

access rights).
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Q

Q

How can | add a new contractor user in PIC?

First the user account must be created (if it does not already exist).
Select “PIC Maintenance” and “ Security Administration”.

Select View “Division User”.

For contractors, select HQ Office “REACS’ (bottom of pull-down list).
Select “Create New PIC User™.

Select “Guest User” (for all non-HUD contacts and contractors).

Enter user information (Last name, First name, Middle Name or Initia).

User ID (system generated) = first initial, middle initial (or “x”) and first six
or less letters of user’slast namein lower case. (If the sameUser ID is
aready in use, the system will add “01” or next sequential number to ID
when saving).

If user does not have an e-mail address or you do not know what it is, enter
none@email.com (because it is arequired field). The user can change it
later in “User Profile’.

Initial password should ALWAY S be “Passwordl” (note upper/lower case).

How can | add a new HA User in PIC?

First the user account must be created (if it does not already exist).
Select “PIC Maintenance” and “Security Administration”.

Select View “FO HA User”.

Select the appropriate Hub from the pull-down list.

Select the appropriate Field office (if there is a pull-down list; some do not
have one).

Select the Field Office HA (public housing authority) from the pull-down
list.

Select “Create New PIC User™.

Select “HA User” for HA staff members.

Enter user information (Last name, First name, Middle Name or Initia).
User ID (system generated) = first initial, middle initial (or “x”) and first six
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or less letters of user’slast namein lower case. (If the sameUser ID is
aready in use, the system will add “01” or next sequential number to ID

when saving).

e |f user does not have an e-mail address or you do not know what it is, enter
none@email.com (because it isarequired field). The user can change it

later in “User Profile”.

e |nitial password should ALWAY S be “Passwordl” (note upper/lower case).

Note: Once the user account has been created, regardless of user type, the
Security Administrator must grant accessrightsin individual PIC submodules
before the user can access any useful information or do work in PIC.

We will grant the following rightsto users:

TAC Staff (User Type: “Guest User”):

Module Sub module Role Security
PIC Maintenance | Security HA Security HQ Division
Administration Admin
PIH Information KDHAP Submit-Modify HQ Division
(Guest)*
Executive Executive HA General Read | HQ Division
Summary Summary

Non-HUD Contractors (e.g. NELROD) (User Type: “Guest User”:

Module Sub module Role Security
PIC Maintenance | Security (not applicable) (not applicable)
Administration
PIH Information KDHAP Submit-Modify HQ Division
(Guest)*
Executive HA Executive HA General Read | HQ Division
Summary Summary

HA Staff (User Type “HA User”):
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Module Sub module Role Security
PIC Maintenance | Security (not applicable) (not applicable)
Administration
PIH Information KDHAP Submit-Modify Field Office HA
(HA)* (select their hub
and HA Code)
Executive Executive HA Genera Read | Field Office HA
Summary Summary (select their hub
and HA Code)

*Note: “ Submit-Modify” function is split into two roles: one for contractorsto
submit only the family details and HA assignment part of the form: Submit-
Modify (Guest) and one for HAs to submit all of the form: Submit-Modify (HA).

Q: How can | changeauser’saccessrightsin PIC?

A:  Note: New users have no rightsin PIC submodules until the Security
Administrator specifically assigns rightsto them.

e Accessthe PIC Security Administration sub module.
o Select View “Division User” or “FO HA User” as appropriate.
e For contractors (Guest Users):

e Navigate to the “REACS’ division Select the appropriate Hub from the
pull-down list.

e For HA Users:
e Select the appropriate Hub from the pull-down list

e Select the appropriate Field office (if thereis a pull-down list; some do
not have one).

e Select the Field Office HA from the pull-down list.
e Click the User ID to select the user.
e Select the applicable module and sub module (from the pull down lists).
e Choose“Addrole’.




Q

Add the appropriate role from the pull-down list (see the chart above).

Select Security Type (*HQ Division” for contractors, “Field Office HA” for
HA users).

Highlight the Division “Public and Indian Housing” for contractors,
Select the appropriate Hub from the pull-down list.

Select the appropriate Field office (if there is a pull-down list; some do not
have one).

Select the Field Office HA (public housing authority) from the pull-down
list. (To highlight more than one HA, hold down the <Ctrl> key while
clicking the HA Code.)

Click “Save” to complete adding therole. Repeat for any remaining roles
and submodules that are needed.

To remove arole, put acheck mark in the box under “Remove” then click
“Removerole” and confirm it when asked.

How can | remove auser from PIC?

Note: Once users have been added to PIC, for accountability reasons they
may not be deleted. Instead they are made “ inactive” which completely
removes their access to data.

Select “PIC Maintenance” and “Security Administration”.
Select View “Division User” or “FO HA User” as appropriate.
For a contractor:

e Navigate to the “REACS’ division Select the appropriate Hub from the
pull-down list.

For HA Users:
e Select the appropriate Hub from the pull-down list

e Select the appropriate Field office (if thereis a pull-down list; some do
not have one).

e Select the Field Office HA from the pull-down list.
Click the User ID to select the user.
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Click “Modify User” (upper right).

Under “User Details,” click the“No” button beside “Active Indicator”. This
makes the User’ s account inactive. (The process can be reversed by
changing it back to “Yes’ to make the user active again.) A user can aso be
made inactive by changing the “Expiration Date”’ to a date before today’s
date. (Thiscan also be reversed by changing the Expiration Date to a date
later than today.) To be active, a user must be active in both ways (by
having a future Expiration Date and where Active Indicator = “ Yes").
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