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Th Access the Alternate | dentification Generator submodule to assign an dternate
€ ID for a head of a household that does not possess a Social Security Number
Alternate ID (SSN). This submodule generates a temporary 1D until an SSN isissued. Upon
Generator receipt of the head of household's SSN, you can return to this submodule to

replace the temporarily generated 1D with the new SSN. Refer to Appendix C
Submodule for a quick reference guide on using this submodule.

Note: PHA employees with administrative rights are the only employees
allowed to access this section of the PIC system.

Navigating to the
Alternate ID Generator Submodule

" o o\ Navigating to the Alt To navigate to the Alternate ID Generator Submodule:
are [BID Generator

h e r e gfSubmodule .
, * Step Action/Result
Generating an - - .
Alternate IgD 1. Movethecursortoclick | A list of submodulesis displayed (see
on the Form-50058 button | Figure 1).
* on the PIC main page.
Generating an -
Alternate ID 2. Click the Alternate| D The Alt ID page appears. Other
Report Generator link. available reports are listed in tabs at the
v top of the page.
Updating an
Alternate ID Cp— T
Guolinau
PIC HEADLINES
« Form 50058 Upload Problems - 2/5/:2003
aintenance o "FATAL ERROR" Message after file upload [full text]
ST « Release 4.01 is here - 4272003
Wiewer Correction to RASS Report code [full text]
[ Exccutive Summary) o~ Reports « PIC is Back Up - 172472003
_ Alt 1D Generator PIC hardware problems resolved [full text]
« PIC System Problems - 14232003
|Open the &lk 1D Generator submodule|m Problems Resurface [full text]
« PIC System Problems Resolved - 1232003
Form 50058, Form 50052 is the name of PIC is back up as of 1:00 pm EST on 1/23/03 [full text]
the tenant data repository. It includes the
following subrmoduies: Browse all PIC Headlines.
s Submission
s Vigwer
s Reports
o At 1D Generator (HAs only)
LOGOFF HUD HOME PIH HOME Q&EA SEARCH/!INDEX E-MAIL
Figure 1: The PIC main page displaying all four Form-50058 submodules.
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Report

v

Updating an
Alternate ID

Generating an Alternate ID

The Alternate ID start page submits the information needed to create an
Alternate ID for aresident (see Figure 2). On the start page, the Select View
and the Hub fields are populated with the default locations for your housing
authority.

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

CUEEIENN  Reports

Generate ID Replace ID
Select View: Field Cffice HA
Hub: G6HFTW Fort Worth Hub
Field Office: [BAPH FORT WORTH HUB OFFICE =l
Housing Authority: [ 003 EL PASOD =l

I > cnerate Alternate 1D

PHA Code TX003
aro  Last MName | *
Generator
First Iame | *
Ifiddle Trutial I_
Sex © Male & Female
Date Of Buth I HMOLDDIYY YY) *
Flace Of Birth
Country [United States =
State [Alaska =l
City |
Ethinicity " Hispanic # NonHispanic
Race
I~ White
I~ Black
[~ American Indian/Alaskan Mative
™ Asian
I™ Hawaiian Pacific

Date Bequested I11;13;2002

Generate AD |

Figure 2: The Alternate ID Start Page.
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To generate an Alternate ID:

Step

Action/Results

1. Click one Field Officein
the dialog box.

2. Click one HA in the
Housing Authority dialog
box.

Note: Due to security clearance
limitations, some PHA and HUD users
have limited access to hub, field office,
and housing authority options. If you
are unable to locate your housing
authority branch, contact your
executive director. If you areaHUD
user, contact your PIC coach.

3. Typeinthe Last Name,
First Name, and Middle
Initial of the person to
receive the alternate ID in
the appropriate dialog
boxes.

4. Click the appropriate radio
button for Sex.

5. Typein the Date Of Birth
(MM/DD/YYY).

6. Typein the Place of Birth
data

- Click the country where the resident
was born in the Country dialog box.

- Click the state where the resident was
born in the State diaog box if the
resident was born in the United States.

- Typein the City where the resident
resides in the City diaog box.

7. Click the appropriate radio
button for Ethnicity.

8. Check the boxes that apply
to Race.

- White

- Black

- American Indian/Alaskan Native
- Asian

- Hawaiian Pecific

9. Enter the Date Requested.

10. Click the Generate AID
button.

Another screen displays the generated
aternative ID. Depending on the result,
you will see one of two screens (see
Figures 3 and 4).
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If successfully generated, you receive the new number, in red letters, and the
status of the action, Success, in green letters (see Figure 3).

Status: Success

Your Alternate ID is HO00026592

Please note your Altermate ID properly.

Figure 3: The Status Page (Success).

For further actions associated with this number, write down the generated
aternate ID.

If the ID was unsuccessfully generated, you receive the Failed statusin red
letters and the following corresponding message: Alternate 1D aready replaced
or ID does not belong to this participant (see Figure 4).

Multifamily Tenant Characteristics System

Replace Alternate ID Receipt

Date: Wednesday, November 13, 2002
Alternate |D: H00002692
Status: Failed

Alternate ID already replaced or ID does not belong to this participant.

Figure 4: The Status Page (Failure).

Return to the Alternate ID homepage and verify the data entered, or resubmit
the data and again select the Generate I D button.
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Navigating to the Alt
ID Generator
Submodule
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Generating an

Generating an Alternate ID Report

Accessthe Alternate ID Report screen if you possess an Alternate ID for ahead
of household and wish to view data or details associated with the ID.

To get to the Report start page:

Alternate ID

v

Step Action/Result

Generating an
Alternate ID
Report

1. Click on Alt. ID Generator
from the Form-50058
submodulelist on the PIC
main page.

The Alternate ID Generator start page
appears

Updating an
Alternate ID

2. Click the Reports Tab on
the top of the screen (see
Figure 5).

The Reports start page appears.

HUD HOME PIH HOME QEA SEARCH/INDEX E-MAIL

PULT EITNL]  Reports
AID Report

Select View: Field Office H&

Hub:
Field Office:

Housing Authority:

Zearch Parameter

G6HFTW Fort Worth Hub
|BAF‘H FORT WORTH HUB OFFICE

K

=l

| T¥003 EL PASO

Search Parameters

* Alternate ID ¢ Date Eequested

AlternateID

—

Generate Report

Figure 5: The Generate Alternate ID screen.

The Select Viewand Hub fields are populated with the default |ocations of
your housing authority.

To Generate and Alternate ID Report:

Step Action/Result

1. Select the appropriate Field
Office from the dialog box

If you are an HA user, you only have
access to the field office associated with
your HA.

a
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Step Action/Result

2. Select the appropriate HA users only have access to their own
number and city for the Housing Authority.
Housing Authority.

3. Sdect theradio button that | - Alternate ID

appliesto your search . Date Requested
parameter.

4. Typein the Alternate ID
that was generated from the

previous page, or typein
the Date that the ID was

initially requested
5. Click the Generate Report | The Alternate ID report is displayed
button. (see Figure 5).

Information Presented in an Alternate ID Report

U.S.Department Of Housing and Urhan Development
Alternate ID Report

i B
N
Download in Print Chumerd Dovwmload in
Excel Page Whord
Housing Authority: TX003 EL PASO Effective Date: 09/01/2002 To 11/13/2002

[Total Mo Of Records: 5

~ Middle

-
Initial of 4 | Ethnicity
w | INEal ¥ [ Bith ™ | Country C

Figure 6: The Alternate ID Report screen.

The Alternate | D Report displays al records associated with the specified ID.
The report heading displays (see Figure 6):

The HA sdlected
The Effective Date selected
Total number of records.

The report is made up of one table that contains the following information:

Alternate ID
Last Name
Middle Initial
Sex

Date of Birth
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Place of birth including country, state and city
Ethnicity

The screen contains three options for further use of this data (see figure 7). The
options are located on the top right side of the report screen.
Select one of the following:

Download in MS-Excel: The report downloads to an Excel
spreadsheet for further data manipulation.

Print Current Page: The report prints as a Web page.
Note: For best results, print this report in landscape orientation.
Download in Word: The report printsin an MS Word document.
s = M

Dionapdoad i Privd Charert Daonamdoad i
Eacel Pagze Word

Figure 7: The options for further use
of report data.

To generate another report, repeat the process by returning to the previous
Reports screen and enter the ID of the next head of household report.
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Updating an Alternate ID

When the head of household Socia Security number is issued, HA
administrators can return to this screen to update the new number.

To perform thistask, go to the Replace ID subtab:

Step Action/Result

1. Click the Alt. ID The Alt. ID Generator start page
Generator link from the appears.
Form-50058 list on the PIC

main page.
2. Click the Replace ID It islocated to the right of the Generate
subtab. ID subtab at the top of the submodule
(see Figure 8).
HUD HOME PIH HOME Q&EA SEARCH/INDEX E-MAIL

Generate ID Replace ID
Select View: Field Office HA
Hub: 7HKNC Kansas City Hub
Field Office: [7APH KANSAS CITY HUB OFFICE =]
Housing Authority: [KSO01 KANSAS CITY, K5 |

Replace Alternate ID

Alternate ID: HOOOOZ 692

25N Mumber: 125128128
Date: 11/13/2002

Save

Figure 8: The Updated Alternate ID Screen.

The Select Viewand Hub fields are populated with the default locations of
your housing authority.
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To update an Alternate ID:

Step Action/Result
1. Click the appropriate Field | If you are an HA user, you only have
Office from the dialog box. | accessto the field office associated with
your HA.
2. Click the appropriate HA HA users only have access to their own
for the Housing Authority | Housing Authority.
dialog box.
3. Typeinthe Alternate ID
generated for the personin
question.
4. Type in the newly issued
SSN Number for the head
of household.
5. Type in the Date on which
the update was created (for
example, the current date).
6. Click Save. This new 1D will be updated in the
HUD database.
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