NCHA Self-Service Portal

Public Housing

If you are a NYCHA tenant or if
you wish to apgly for public
hausing, here is everything
you need to know:

LEARN MORE

Section &

This program provides
assistance to eligible low-and
madarate-income families to
rent housing in the private
market.

Agency

WYCHA partners with external
agencies to provide decent
and affordable housing in a
safe, secure environment.

LEARN MORE

& LOGIN
REGISTER

Opportunity Connect

If you are 3 NYCHA Resident
or Member and want to leam
more about employment
assistance, job training and
other opportunities provided
through REES., click hera.

LEARN MORE

Applicants

This online application will
walk you through the
information NYCHA neads to
place you on the waiting list

LEARN MORE

Process Guide: How to Use the NYCHA Self
Service Portal to Complete an Interim
Recertification/Interim Change Request
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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 | 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.

&3

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
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and Confirm your account.
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3. Accessing Your Account

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

My Section 8 Case(s)
Section B == Tenancy
Case 7779999
Head Participant
Status Active
Sub Status Rented
VIEW DETAILS
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4. Get Started: Interim Recertification

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

NYC | NYCHousing Autno

_ FAQ Contact Us

(2 Case Information

Voucher/Case Number

Section 2 Admission Date

Head of Household First Name

tal/Trar Tenant $hare §

abiity Trar
Last Inspection Date

202019

Lease End Date
il

Quality Of Life MyNYCHA APPLY NYCHA

Voucher Status
Voucher Unit Size
2

Contract Rent §

Last Annual Recertification Date

Last Inspection Result

Fail |~

&My Profile f#Log
Transiate
G Selectlanguage | ¥

Housing Map Submit a Concern COVID-19

Voucher Issue Date
31872020

Head of Household Last Name
NYCHA Share §

Mext Annual Recertification Date

2018 |"‘

Lease Start Date

Then select “Start/Finish my Interim Recertification”.

NYC Housing Aathority

& FAQ Contact Us

@ What would you like to do?

W Stant Finish my Interim Recenification.

Existing Interim Requests

SANumber  Type Sub Type Status

AUTHORITY

Start! Finish my Interim Recertification: Use this fink to start your recartifcation prozess.If you can see this link it means you have a Receri

Upload, View, or Print a document for my Interim Recertification: Use this link 1o upload view and print 3

311 Sesrcn all NY,

Quality OF Life MyNYCHA APPLY NYCHA

=eertiication documents.

Resolution  Effective Date

on that you have not yet started cris in pro

&My Profile ELog
L.
5 Selsctlanguags | ¥

Housing Map Submit a Concern COVID-A9

NEXTGENERATION NYCHA
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Read the steps for completing the interim recertification.

311 Search all NYC.gov websitea

My Profile [#Log Out
LG

0 Selzatlanguage| ¥

& FAQ Contact Us Quality Of Life MyNYCHA APPLY NYCHA Housing Map Submit a Concem CoviD-1a

[ Complete your Interim Recertification in just five easy steps!

Step1: Report 2 Change:
ey your family composition. Please revigw the names and details of sl actve memiers in your househald You may also uss this page to indicate if you would fhe to remave 3 member or reguest

Step2: Member Detail Information:
This page allows you to update infamation

Stepd: Interim Recertification Summary:
Rewiew all information you provided for the
iegally binding between you and NYCHA,

ad of househald, each famiy member, and for amy new family member

U have requesied o add to the household Flease revizw the terms and condifons and check the ‘Acknowledgement bax. This agresment is

Stepd: Document Summary:
B 7 the infarmation you prowided, you may be required to provide supplementa| documents such 2 pay stuts, bank statements, employment |etiers
rim recertfication.

e to very reported IncomeThis page will provide you with 3 summary of the documents nesded to proce

Stepd: Upload Documents
"You may uplosd 3l supplementsl de

roCess your intenim recerification

NOTE:
1 you wauld like to go for

{omer contact centre &t T18-707-7

zazonzhle accommod

52 COMaCt o

GET STARTED

on to megt the nzeds of parsons with disab
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View the list of “Active” household members.

Is it correct?

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

A Fag Contact Us Quslity Of Lits MyNYCHA APPLY NYCHA Houslng Mag Submit a Concsrn COVID-1S

Hand of Houseeid Dumeny2 Dumeny2 B8 Humizar 155851085241

roE

mmmmmmm

* 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.

e 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.

Case Number 1700084 Head of Household Dummy2 Dummy? SR Number. 155451085341
£ Member Information 1-20f2
Update Select  Firsthame Last Name Aslationzhip Status

’ Dummy3 Dummy3 Child Active

N DummyZ Dummy2 Hesa

»

2 Pending Member Information 1-10f1
First Name LastName Relationship Status
TEST DUMMY2 Uvein Aide Fenting Deletion

Select New Head Of Housshold:

A requestto Add New Head of Household: Arequestto add Family Member(s):x
‘v Mo |v

A request to remove Family Member(s):x Change Of Income Request

" I I~

Da you want to update any profile information?

o -

* Complete the income information for the Family Member listed.

* Then select “REMOVE INCOME” or “ADD INCOME".
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NYC | NYC Housing Autharity 371 [Search all NYC.gov websitea

Ay Profile (#Log Out

Mepesenwre
0 Seleatlanquage| v

& FAQ Contact Us Quality OF Life MyNYCHA APPLY NYCHA Housing Map Submit a Concemn COvID-19

(Case Number: 1700034 Hezd of Household: Dummy2 Dummy2 SR Number. 1-55451095241

® Instructions
052 Name appears bekow You may add multiple sources of Income however, the information must pertain to the household member specified below.

Please enter the Income information for the househald mem

ubmit

— A Contact Information for - DUMMY3 DUMIAY3

$ My Income Information _ No Records

Income Source Tatal Incame Frequency Start Date Edit Income

I Confirm Signed By Signed Date
s DUNATY3 DUMMYS ‘ i}

Once finished, check “I Confirm” and click on “CONTINUE”.

& my Profile [#Log Out
Mepesegute
FEhNE 5 Selotlanguage | ¥
ATRORTY

® FAQ Contact Us Quality Of Life MyNYCHA APPLY NYCHA Housing Map Submit a Concern COVID-19

Case Number 1700084 Head of Household: Dummy2 Dummy2 SR Number 135451083341

 You have successfully Completed your Income. Please click on Continue fo proceed

CONTIRUE
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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.

v vy e

L
5 SelectLanguage ¥
# FAQ Contact Us Quality Of Life MyNYCHA APPLY NYCHA Houging Map Submit a Concern COVID-19
Intesim Recertifization Summary
(Case Number 1700094 Head of Household Dumnmy? Dummy2 SR Number 1-35451085341

& My Family Composition

1-20f2
Firzt Name Lazt Name Relationzhip Statug Information Complete
Dummy3 Dummy3 Child Agtive v
Dummy2 Dummy2 Head Ative v
L .
S My Income Information 1-10f1

Firzt Name Lazt Name Income Source Total Income Frequency Start Date

Dummy3 Dummy3 Child Support/ Alimony §500.00 Manthly 315/202012:00:00 AM
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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”.

Completion Details

Vhere did you complete this form?:% ity

AtMYCHA Office | v new Yark

Statew Did anyone help you complete m7x

MY |v N ~
Last Name First Name

Telephane Number Rela

Third Party Verification: Consent to Release Information

Please ensure that you have read the Third Party Verification: Consent to Release Information Terms and Conditions. Please note that all authorized family members 18 years of age and older
must sign a consent form failure to sign this consent form may result in denial of eligikility andior termination of subsidy.

To view the Third Party Terms & Conditions, please Click Here

I Confirm# Signed By» Signed Date

L4 Dummy2 Dummy2 4/2/2020 [E
* ACKNOWLEDGEMENT

I Confirm% Signed Byw Signed Date

L4 Dummy2 Dummy2 4/2/2020 I:

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.

OUR VI
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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.

a

Home _
me 2. Once you have selected the document you would like to upload, click on the Submit button
ments Up 4. Please note that the document you uploaded will appear in the Documents Received section at the bottom of the page. To ensure that the document has uploaded
correctly,
Finish click on the View/Print document link of the corresponding document.

5. For FAQs related to uploading documents, please Click Here, or to watch the "How to Upload Documents’ video, please Click Here

6. If you would like to provide NYCHA with additional documents that are not listed here, please click on the Add Additional Documents button, and follow steps 1-3 as
mentioned above.

7. If you have difficulties uploading your documents, please see your property management officer.

& Pending documents No Records
ErE |
Document Name  Status Requested For? Expected Date Acceptable Docy Upload Document
H N
& Documents Received by NYCHA 1-40f4
Document Name Status Requested For? Expected Date  View/Print Document
Affidavit of Income - Main Online Pending Review View Document

Affidavit of Income for Active Family Members_. Pending Review View Document

Third Party Verification Consent to Release On... Pending Review 11/5/2016 View Document

Debts Owed to Public Housing Agencies and T... Pending Review View Document

< >
[ ===y | | S [ || [=v= 1 [ [t | [ == 1 lz==n B [ R = [ | — — anacm

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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NEW YORK CITY

B[ HOUSING
BNl AUTHORITY

Upload Document

Vendor/Case#: .
Service Request#: 1-99998888877
HOH Name:

Requested For:

Document Category: Proof of Income

Document Employment

SubCategory:

Document Name: ’:l

Contact Remarks:

File to upload: I Browse...

= Upload Document ‘

Close ‘

Once you have uploaded all of your documents, click “Close”.
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9. What Can | Do After Submission?

After your interim recertification has been submitted:

= Recertification

NEW TORK CITY

B[ UG, # HOME * APPLY NYCHA CONTACT US © FAQs & TECHSUPPORT  ® LOG OUT
Home A Thank You
T —— You have successfully submitted your Recertification online.

You can check the status of your Annual Recertification and the information you provided at any time by logging in to the Tenant Self-Service Portal and clicking on the
Finish Annual Recertification link.

You will be notified via mail and online when your Annual Recertification process is complete.

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

List of Sample Supporting Documents

For sach membaer of your Esclion B houschold, you mizs provide: tho foliowing ORIGIMAL docomantalion

+ Birih CortFicala AND,
* Eocial Sgacurity Card AND;

+ Proofl of CErenship or Allen Registration Card AND;
* Mamiags Lconsa [F applicable) or Domastic
Parinership Corfificais

H @y hiousshioid mambsr has any Incoms, asset, oF sapansss, you mus provide CURRENT documeniation as prool

ACCEPTAELE DICUMENTS FOR FROOF OF INCOME

ACCEFTASLE DOCUMENTE FOR PROOF OF ASEETS

IHCOMIE SOUACE EXAMMES OF ACCEPTAELE DOCUMENTS ASSET SDURCE EXAMIPLES OF ACCEFTAELE DOCUMENTS
« Pay stubs (plsasa prosida o leas! fwo
o pay k) Eank Sizmmanys] |All Pages)
- W2 - .
EMPLCFRENT . Vo of Empsioymont irom your it et | & 1009 Imrast Etzsemants]
Empioyer
* Py Hisiory
* Foadarnl Tex Ralurms
(1040 A5, PIMOES, 104005 = Elndi Enckar EummaryEtatement(s):
+ 1060 Siswmants] |1009-00Y, 1080-3, e _— Eipcis, Eonds and Muual Funds

SELF EMPLCHREHT

POGOAIEC, 1000-R
+ Cartiicase of Mol
+ Efalo Tax Relums [IT-1508, M-2041L, aic.)
* Carified Transoripl of Tax Aoom

+ Elnck CartFicata(s) joopy)
« 1008 Interost Elstemenis)

BOCHE SRCURITY

* £ doward Laticr AND
B3P Latar [Etak Disahilty)
+ Socal Escurhy Banafs

MOMET R FRET PRI

e
Emncks, Bonds and Muhal Funds

PUELIC ASSETMCE | + Budiget Latior
MILITAHY Py . m““" """“E'.I"'Lr"'
VETERARE IEMEFITS ERTET
« Waleran's Shlomant

e » Einck Cariiicabeds) foooy)

= 1090 imlares? Eaviemant |3
FETHiMEMT = 401K FIRA T ROTH Etstomeris)
MEHEARATDTH) = Bank Sizmmonss) (Al Pages)

LB INSRLUEARCE POLICY

# Lie Irsuranca Folloy Shilamani|s)

[iftecis L o T L
cori i o | * wonars Compensator Smtamant o
COMTRERITIONS & Ot oe Statsmant Prosol of Trus Funds whish iInciusos:
pro— TRLET FLHE & Trust Agracmani|s)
* Farskm Laar * Eank Slafmanys] [All Pa
PERE DRI Y
+ Annuity Dooumenis T a—m—m—l I ";;_u:'
= Al Documants Unreoorad Dead
oapsercey |+ Ealomant trom Child Suppori Providar * LaHar or Agreamant from o
ALBIOR * Coour] Ondiar CondominiumC:
+ Courl Stpulatons Pl FSTATE * Teslzmaniery Letiars from ha Extms
* Froprietery Cio-Op Lo
ADCPTIN * Foslar Carm Lofiars = Cio-op Sharsholdar CarfBicala
FOSTER CARE = Cuardanship Faoars » Reoomad Doad
* Liaiaes of Adminksiation + Fadoral Tax Return firckuding Schaduia E)
ACCEPTAELE DICLUMENTS FOR PROOF OF EXFENSES
EXPEMSES SOURCE EXANPLES OF ACCEPTASLE DOCLUMENTS
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4 Chikicara AMdavk

EDLUCATION PR

* Ful Tima Studant Verificalion LoSar (12 years and okdar]

MEIMCs]. ENFE RS

* Madcal Dooumans
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