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Using this Reference Guide 
 

 

 

Welcome to NYCHA’s Self Service Portal! 

This Reference Guide will assist you through completing an online interim 
change request. The process has been broken down into sections for ease in 

following the requirements. 
 

Topic Page No. 
1. NYCHA’s Self Service Portal 3 
2. Register Your Account 4 
3. Accessing Your Account 5 
4. Get Started: Interim Recertification 6 - 8 
5. Reporting a Change in Income 9- 10 
6. Recertification Summary and Submission 11 - 12 
7. Document Submission 13 – 15 
8. What Can I Do After Submission 16 

Appendix: List of Sample Supporting Documents 17 
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1. NYCHA’s Self Service Portal 
 

 

NYCHA’s Self Service Portal is located at https://selfserve.nycha.info. Once 
registered, you can access your account 24 hours a day. 

 

 
 

Do you require a translation to use the Portal? If yes: 

Click on “Translate” at the top of the screen to select languages other than English. 
You must first read the disclaimer regarding Google Translate, then click 

“Translate” again. Only after doing this can you select your preferred language. 
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2. Register Your Account 
 

 

 

Before starting your online interim recertification, you must register your account*. Click on 
“Register for Online Access” at the Portal’s homepage and complete the below steps. 

 
 
 
 

 
 

 
Register. 

 

Enter your 
information and 

your current email 
address. 

Confirm your 
account. 

NYCHA will send you 
an email with a link 

to confirm your 
account. 

Access your 
account. 

Enter the username 
and password 

provided by NYCHA 
at the log in screen. 

 
 
 

*If NYCHA has provided you with a username and password, you can skip the steps for Register 
and Confirm your account. 



5 

 

3. Accessing Your Account 
 

 

 

Select “View Details” under My Section 8 Cases(s) after logging in to your account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7779999 
Participant 
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4. Get Started: Interim Recertification 
 

 

 

Select “Interim Recertification" on the left-hand side of the page.  

 
 
 
 

Then select “Start/Finish my Interim Recertification”. 
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Read the steps for completing the interim recertification. 
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View the list of “Active” household members. 

Is it correct?  

You may select “Add” or “Remove” if needed. 
 

 

• Add. To add a new household member, select “A request to Add Family 
Member(s)” and follow the steps to enter all of their information. 

• Remove. To remove an “Active” household member, select “A request to 
remove Family Member (s)” and provide information on why the family 
member(s) need to be removed.  
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5. Reporting a Change in Income 
 

 

 

• Report a change in income.  For each field with a red asterisk “*” next to it, 
use the dropdown menu to select the correct option. 

• Next to “Change Of Income Request”, select “Yes” from the dropdown 
menu and follow steps to enter all information. 

 

• Complete the income information for the Family Member listed. 

• Then select “REMOVE INCOME” or “ADD INCOME”. 
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Once finished, check “I Confirm” and click on “CONTINUE”. 

 

 



11 

 

6. Recertification Summary and Submission 
 

 

 

Review the summary of what you entered. Make sure that there are no members with an “x” 
next to their name. If there is an “x”, you must select “Update” to complete all questions 

related to the member. 
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Confirm that you have read the Third-Party Verification: Consent to Release Information 
Terms and Conditions.  Check off both “I confirm” boxes and click “SUBMIT”. 

 
 

 

Congratulations on completing your online interim recertification! 

Click on “Continue to Document Upload(s)” for detail on required documents needed for 
NYCHA to complete processing. 
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7. Document Submission 
 

 

 

You must provide documents to support your interim recertification/interim change request.  
It is important to submit documents demonstrating a decrease income (e.g., a termination 

letter from an employer) or an increase income (e.g., two consecutive paystubs) Review the 
List of Sample Supporting Documents for examples. Once you have gathered your documents, 

you may submit them: 
 

1. on NYCHA’s Self Service Portal at https://selfserve.nycha.info 
 

2. by mail: 

New York City Housing Authority 
Leased Housing Department 

PO Box 19201 
Long Island City, NY 11101 

 

 
Uploading on NYCHA’s Self Service Portal is fast and convenient! 

 
You can upload documents directly to your case by using a scanner or taking a picture on your 

other devices such as an iPad or smartphone. 
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Use your scanning, smartphone or tablet device to record an image of any documents 
you need to upload. Click on the “Upload Document” button next to each document 

you would like to upload. 
 

 
 

 
 

Select the Document Name from the dropdown and click Browse to find your document on 
your device. Once you have located it, click okay and then “Upload Document”. 
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Once you have uploaded all of your documents, click “Close”. 
 

 
 
 
 
 

1-99998888877 
 

Nyia Cha 
 

Nyia Cha 

7779999 

Proof of Income 
 
Employment 



16 

 

9.  What Can I Do After Submission? 
 

 

 

After your interim recertification has been submitted: 

 
 
 
you can log in periodically to check the status and view, print or upload documents. 
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Appendix: List of Sample Supporting Documents 
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