NYC HPD

eCertification of Violations and Failures

eCertification: Create a New User
Account



HPD Violation Certification

> A certification of correction is a statement filed with
HPD by a property owner or registered agent to affirm
that the violation conditions cited on an HPD Notice of
Violation have been corrected within the legally
required timeframe.

> eCertification simply allows an owner or agent to
submit that certification of correction electronically.

> Housing Quality Standards Failures issued by HPD
may also be eCertified, whether those failures are
issued with a violation or without.

Certification and eCertification are free but both must be
submitted within the time period provided on the Notice of
Violation.



eCertification

rlowr can | c2rtify corr2ction of violations/railure2s onlinz?
> Property Registration must be current.

> You must be an owner, named owner’s officer, or
managing agent of the building listed on the registration

» For more information on Property Registration, visit:-
Property Registration - HPD (nyc.gov)

If you meet those two criteria, you must follow these steps:

> You must be an HPD online user (login and password).

> Enroll, which is a multi-step process including completing

information electronically and submitting a signed
atfidavit to HPD

The steps for obtaining a User ID and for enrolling are
described in this document.



https://www.nyc.gov/site/hpd/owners/compliance-register-your-property.page

Stepl: Creating an HPD User ID

Note- If you already have a log-in for the Property Registration
Online System, you can use the same log-in for eCertification.

An HPD User ID will provide access through numerous HPD
services such as eCertification and the Property Registration
Online System (PROS). The User ID will be required whenever
you want to add a new building to your eCertification portfolio or
eCertity.

Go to: www.nyc.gov/hpd and click on Certify the Correction of
Violations to access the eCertification enrollment process.



HPD HOME PAGE

Click on “Certify Correction of Violations”

= About Renter Owner

» 2015 - READ MORE

Apply for Affordable
Housing»

File a Housing Complaint»

Certify Correction of
Vicolations»

m Translate | Text-Size

Housing Preservation & Development

Developer Vendor Community Sec. 8 Search Q

READ MORE

More than half of the
units in the 134-unit
affordable housing
development will serve
formerly homeless
families & individuals.

On-site supportive
services available to
residents in need
including case
management, recovery
programs, skills &
employment training &
structured social and
recreational activities.

Important Health and HPDONLINE: Building
Safety Issues» Information
Mitchell-Lama» Seloct Borough ~]

Section 8 Landlord Portal»
Enter house #




Click on the Create a New User text at the
lower left hand of the log-in box

NYC HPD

eCertification of Violations and Failures

If you are not currently validly registered for a building, you will no longer be allowed to e-Certify
violations for that building. The deadline to register was August 31 for the registration year that began
on September 1.

eCertification is an online application which zllows validly ragistered property owiners
and managing agents to certify HPD violations and Housing Quality Standards (HGQS)

failures online! HPD's eCertification is free to enroll in and use! Save time and '-"-"'lr"a”': | *
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A building’s Property Registration must be current, and only named owners, officers,
or agents are eligible to enroll for eCertification. Enrcliment will remain active for as
leng 2= 2 building remains validly registered. Pleaszs note that lead viclations are not
eligible for eCertification.
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=3 NEW USer. Forgot Passwarc ?

Apart from the initial enrcliment form, eCertification is truly a paperless process.
Once HPD receives a valid enroliment, 2n owner or agent will be able to eCertify
violations immediately by simply logging on and selecting the viclations to be certified
(entering the same information cumrently required on the paper certification form).

Although HPD wiill continue to mail Notice of Violations a2nd accept paper submission of
Corraction of Violaticn forms, eCertification will reduce the use of paper and save
money on postage, printing. nctary fees, and other acministrative fees. To get started,
yvou will first need to create an HPD User Account. This account will also enable you te
access other services offered by HPD.



Complete the required fields and
click on “SUBMIT”

Create Account

In order to create account, you must provide all the required information. A wvalid email
address must be used. A temporary password will be sent to the specified email address.
A red asterisk means a field 1s regquired.

*First Name: John

“Last Name: Smith
“Email Address: smithj@mailinator.com

“Question 1: What is the name of your first pet? (=]
“Answer 1: Bruce
“Question 2: What was your favorite teacher's name? L]
“Answer 2: Joan Marie
“Question 3: VWhat was the name of the first school you went to? 3
“Answer 3: Palmer

[ Submit Return no changes

You will get the following message:-

Meszage from webpage o

[ ] Your new usend has been created. Click OK to return to the login page.

Ok




You will receive a confirmation email with a
temporary password.

From: donotreply@hpd.nyc.go

Subject: New Account Created for eCertification

Received: Mon Sep 23 12:48:08 EDT 2013

Your account with HPD eCertification has been successfully created.
This account is provided by the Department of Housing Preservation and
Development (HPD).

Your temporary password is 3R(X]fG1

You will be asked to change temporary password on initial sign in.

You may sign-in by going to the following website:

http:/ /www.nyc.gov/hpd

Note: This e-mail was automatically generated. Please do not respond to

this e-mail address; it comes from our automated alert system, which is
not monitored for responses



Enter your username and type in your
temporary password. Click “Log in”

Note- Cutting and pasting the temporary password may lead to error
because of extra space.
NYC HPD

eCertification of Violations and Failures

If you are not currently validly registered for a building, you will no longer be allowed to e-Certify
violations for that building. The deadline to register was August 31 for the registration year that began
on September 1.

eCertification is an online application which zallows validly registered property owners “

and managing agents to certify HPD violations and Housing Qua Standards (HQS)

failures online! HPD's eCertification is free to enrcll in and use! e time and '—""—‘""“’”EI
money, 2nd notify HPD immediately of a2 correction te a viclation or failure condition! (email address):

A building’s Property Registration must be currant, and only named owners, officars,
or agents are =ligible to enroll for eCertification. Enrcliment will remain active for as
long 2= 2 building remains validly registered. Plezs= note th=

lead viclations are not .
eligible for eCertification. Creste 3 new user..

Apart from the initial enrcllment form, eCertification is truly a paperless process.
Once HPD receives a valid enroliment, an owner or agent will be able to eCertify
violations immediately by simply logging on and selecting the viclations to be certified
(entering the same information cumrently reqguired on the paper certification form)

Although HPD will continue to mail Notice of Violations and accept paper submission of
Corraction of Violation forms, eCertification will reduce the use of paper 2nd =
money on postage, printing, notary fees, and other administrative fees. To get
you will first need to create an HPD User Account. This account will also enable you to
access other services offered by HPD.




You will be asked to change your password.
Enter your temporary password in “Old
Password” and a password of your choice in
“New Password” and “Confirm Password”. Click
“Submit” and your new password will be set.

Welcome john Smith

Change Password
Your password must be changed to access your account.

A red asterisk means a field 1s required.
Please note: Passwords must be 8-64 characters long.

Password must contain at least 1 number or 1 special character.
Password must not contain your first or last name, e-mail address or the word ‘password’.

Email Address: smithjohn@mailinator.com
“Old Password: |

*New Password:

*Confirm
Password:

7 Submit !




Once you change your password, login again with
your new password. You will receive an error
message “Invalid user credentials” if incorrect

email address or password in entered.
Warning- If you enter wrong credentials 5 times,

you will be locked out for a short period of time
and an email will be sent to you with further

instructions.

If you are not currently validly registered for a building, you will no longer be allowed to e-Certify
violations for that building. The deadline to register was August 31 for the registration year that began

on September 1.

eCertification is an online application which allows validly registered property owners

and managing agents to certify HPD violations and Housing Quality Standards (HQS)
failures online! HPD's eCertification is free to enroll in and use! Save time and
money, and notify HPD immediately of a correction to a violation or failure condition!

4 building’s Property Registration must be current, and only named owners, officers,
or agents are eligible to enrcll for eCertification. Enrollment will remain active for as
long as a building remains validly registered. Please note that lead viclations are not
eligible for eCertification.

Apart from the initial enrollment form, eCertification is truly a paperless process.
Once HPD receives a valid enrollment, an owner or agent will be able to eCertify
violations immediately by simply logging on and selecting the viclations to be certified
(entering the same information courmrenty rennired on the naner certification forml.

User Name
(email address):

|jﬂhn5mim@gmail.m|

F'asswn:urd:l | )
Log In
Create @ new ussn.. Forgot Password?

Invalid user credentials



Step2: eCertification Enrollment

Once you user ID and password are accepted, you are ready
to select buildings to enroll. Every building must be enrolled
individually. Click on the eCertification Enrollment tab and
select “Assign Buildings”

Logout

m
siLarme

Change Password
Update Profile

Welcome to HPD's Building Enrollment and eCertification System

= e == =R

eCertification Update Contact stion which allows validly registered property owners and managing agents to certify
correction of failures online.

Information

You may select any of the following option on the navigabion bar above.

Click the 'eCertification Enrollment’ tab to enroll a building or change information for currently enrolled building.

Click the 'eCertification' tab to certify correction of violations for currently enrolled building(s).

Please Note: If you wish to pay the Heat Settlement Fee using electronic payment through eCertification, only the
i following browsers are supported —

o

If wou cannot use one of these browsers, review your Report of Violation for information about how to submit payment.

Windows EDGE

Internet Explorer IE11

Safan Current and previous versions
Chrome Current VErSIOn

Firefox Current wersion




You can either enter the building address or the MDR number to
search for a building.

Weloome Qg_nut
eCertification Enrcllment

eCeartification

* Print and Submil

Update Contact
Please enter the buildingill gt u hawve & eurrent valid registration on file with HPD. Please note:
1. You will be prompted for the building's confidential 24 hour number that you filed with the Property Registration before continuing with
the enrallment process.

2. eCertification requires a valid email address to procesd.
3. After entering the information required by this form, you will be required to submit a signed and notarized copy of the form to activate

your enrollment. Your enrollment will remain active as long as your building remains validly registerad.
4. Activation of your eCertification enraliment typically takes 2-5 business days after receipt of your valid enrollment form; you will be

notified of the status of your enrellment by email when we have received your form.
5. If your enroliment is rejected for any reason, you must create 8 new enrollment form using the online application and re-submit to HPD.

Indicales Reguired Fialds

Borough: | Manhattan % | House No: ! | |5Lr=='. Hame: Hl ” Search || Clear |

‘ If the building address is incorrect, then following error message will appear

" MDRY

*
Indicates Reguired Fields

Borough: House No: | 100 | Street Name: ™ |Gold Ave || search || Clear |
There are no buildings that match the address you provided. Please check the information you entered and try again.




Enter 24 hour confidential number and click “Verify”

| eCartification Enrollment | eCartification | History

« Find Building “* Print and Submit

Selected address MDR Number Block Lot

#
Indicates Required Fields

e B
Flease enter the building's 24 hour confidential number, | ———— || Verify |

‘ If the building’s 24-hour confidential number is not correct, then an error
message will appear at the bottom of the screen

| eCertification Enrollment | eCertification | History

« Find Building * Print and Submit
Selected address MDR Mumber m
| , New York 11209 — — W

*
Indicates Regquired Fialds

* .
Please enter the buildings 24 hour confidential number Ej Verify

Please input the correct phone number. The submitted phone number does not match the information on file.




Enter the verification code received in email and click “Next”

Enter your verification code [

Please click here if you would like to go back to change your contact
information,

Please click the 'Mext' button after entering your codes. This is the only

time you'll uge this code, s0 there's no need to save it.

‘-'—!E Email Verification Code: [ |[ Next |

A final Enrollment document will momentarily appear. Depending on your
browser settings, the pdf may appear in a separate window. Pleaze
review the document carefully and confirm that the information is
accurate. You must print, 2ign and notarize the form and submit by
regular mail to HPD to complete the enrcllment process.

A copy i2 alzo available via the "History' tab in the navigation bar above.




Enter the email address and click “Submit” to receive a
verification code

Welco r“|EI I

Logout
eCertification Enrollment

| eCertification Enrollment eCertification

« Find Building || @ “* Print and Submit

Selected address

MDR Number Block Lot

Please select your name from the list below to proceed with building enrollment.

— Offcer

Verification Code Delivery :

Please provide a email address that will be used for verification purposes when certifying violations online. ¥ou must be able to receive emails at these destinations now
and when you certify violations online. If in the future you need to change the email. you will be required to change your enrollment information and submit a new form.

Email:

You will momentarily receive an email with your verification codes. Please be prepared to transcribe the code to the appropriate data
entry area below.

Please note that occasional delays of up to three minutes can be expected for email delivery. Please check your SPAM folder if the email is
not received in this time period.




=) System will generate an enrollment authorization form.
=) Print, Sign and Notarize the document and mail it to HPD
eCertification Administration Unit, 345 Adams Street, 10th floor,

Brooklyn NY

'.'.'elcnmel I Logout

eCertification Enrollment

| eCertification Enrollment eCertification

» Find Bailding 2 Verify Building and Contact Info

1. Print the form.
2. Sign and have form notarized.
3. Submit by regular mail to HPD as instructed on the enrollment form.

Note: A copy of your enrollment form was emailed to you.
If you do not receive the email, a copy of the document is always available via the "History" tab in the navigation bar above.

The form is completed and your new or changed enrollment is pending. Please read the form carefully so that you understand the terms and

conditions of enrollment. Once you agree to these terms, you must:

1 | o1 O - 4+ & = ALY Oy oy e Bl

Department of
Housing Preservation
& Development 19424203

nyc.govhpd
APPLICATION TO CREATE ONLINE VIOLATION CERTIFICATION (eCertification) AUTHORIZATION

l, l: am a person auhn:izgd_m_zmm_unm‘fns pursuant to Housing Maintenance Code
§27-2115(f) for the building located at

| am submitting this application to create an eCertification account with the New York City Department of Housing
Preservation and Dewelopment (HPD) to allow me to cerify online comrection of wviolations issued by HFD's Division of
Code Enforcement. | understand that, if my application is approved, | wil be allowed to submit online wviolation
certificaions using my HPFD online account. This permission will remain active unless | fail to timely renew my wvalid
building registration or unless my name is removed from a subsequent building registration. | must use this online form
and submit a signed and notarized hard copy of this form to HPD if | wish to change my eCerfification account

information_
-

If you have another building to enroll click 'Return’ ar select another option from the navigation bar above. Return =




Confirmation email sample sent by HPD
Note- Copy of enrollment authorization form is
attached in the email.

HPD eCerificate Enrollment(no reply) <VerificationCodeServices@hpd.nyc.govs & 239PM (Thoursago) P &

wme

Please see your attached eCertificate enrollment document.

Your new enrollment or changes to your existing enrollment will only be complete when HPD has received your signed and notarized copy of
this enrollment form. You will be contacted via email when HPD has received your form. Submit this form by regular mail to HPD as
instructed on the enrollment form.

Thank you for being a valued HFD client.

ABOUT THIS MESSAGE: Please do not reply to this message. Raplies to this message will not be read or responded to.

One attachment + Scanned by Gmail @ o

Bl eCertify63804119.. y



