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Online EHV 
Referral: Step-
by-Step Process
Before starting the 
referral process on 
NYCHA’s online Self-
Service Portal, review 
the EHV process at 
nyc.gov/ehv
(specifically the EHV 
101 training video).
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https://selfserve.nycha.info/nycha/app/eservice/enu?SWECmd=Start&
https://www1.nyc.gov/site/nycccoc/ehv/provider-resources.page
https://s-media.nyc.gov/agencies/nycccoc/NYC-EHV-101-Recording-Full.mp4


Online EHV Referral: Step-by-Step Process
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• As detailed on the nyc.gov/ehv website and the EHV 101 training video, there are steps to 
complete in the process before beginning the EHV online application to include:

• Preliminary screening,
• CAPS screening, and
• Gaining access to the EHV Case Tracker.

• If a Client is prioritized and approved for referral by a Referring City Agency, Caseworkers 
receive an email from the Referring City Agency with login information for the NYCHA 
Self-Service Portal.

• The Caseworker and Client must then complete the EHV Referral Form and Consent to 
Release Information (version 3) and upload the completed and signed form in the 
NYCHA Self-Service Portal (see next slide).

https://www1.nyc.gov/site/nycccoc/ehv/provider-resources.page
https://s-media.nyc.gov/agencies/nycccoc/NYC-EHV-101-Recording-Full.mp4
https://s-media.nyc.gov/agencies/nycccoc/NYC-EHV-101-Recording-Full.mp4
https://s-media.nyc.gov/agencies/nycccoc/NYC-EHV-101-Recording-Full.mp4


Online EHV Referral: Step-by-Step Process
Complete the EHV Referral Form and Consent to Release Information (v3) form (earlier 
versions are not accepted)

• Form is provided by the referring agency

• After applicant has been prioritized, confirm the household is eligible for EHV by:

• Confirming the client is within an eligible category and checking the applicable box 

• Ensuring the client has a CAPS EHV eligible result

• Make sure to complete all fields:

• Referral Provider or Agency Name 

• Applicant Name, Date of Birth and Social Security number

• Applicant eligibility category (check only one box)

• Complete Certification box

• Have the client complete the consent portion of the form on page 2

• Upload pages 1 & 2 of this form during the online referral process in the 
NYCHA Self-Service Portal – Applications will not be accepted without this 
Referral and Consent form
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Online EHV 
Referral: Step-
by-Step Process
To begin the online referral 
process, the referring case worker 
will log on to the NYCHA Self-
Service Portal:

https://selfserve.nycha.info

• Enter the username and 
password that were provided 
to you by your agency for EHV 
referrals

• Click on “Login”

6

https://selfserve.nycha.info/


Online EHV Referral: Step-by-Step Process
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This is the main landing page.  Caseworkers should click on “My Referrals”



Online EHV Referral: Step-by-Step Process
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The referring caseworker should select the appropriate PHA that they are making the EHV 
referral to: NYCHA or HPD



Online EHV Referral: Step-by-Step Process
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The referring caseworker must complete this online referral form for their client

Important note: If your 
client has a Social 

Security card, you must 
enter your client’s name 
exactly as it appears on 

their Social Security Card 
or there will be a delay in 

processing the EHV 
application.

If your client does not 
have a Social Security 
card, please enter their 
name as it appears on 

their government issued 
photo ID.



Online EHV Referral: Step-by-Step Process
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• All fields with an “*” must be completed.

• Enter your client’s:

• Social Security Number

• First Name

• Last Name

• Date of Birth

• Gender Identity

• Do not refer a client if the client is the 
only person in the household AND does 
not have an eligible immigration status.

Check “No SSN”, if the client 
does not have a SSN



All fields with an “*” must be 
completed.
Enter the CAPS Survey ID 
• It must be associated 

with a CAPS survey 
where your client 
received a potentially 
EHV eligible result

• This number is critical to 
providing status updates 
for your client; please 
confirm it is the correct 
number before you 
enter it

New York Housing Authority 11

Online EHV Referral: Step-by-Step Process

Click the magnifying icon to select the Referral 
Type.  A pop-up box will appear. See slide 13.



Where to Find the CAPS Survey ID
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Online EHV Referral: 
Step-by-Step Process

13

Some agencies will have multiple 
referral types.

1. You must accurately select 
the referral type from the 
drop-down menu

2. Click “Ok”

3. Click on “Save and Continue”

3

1

2



Online EHV Referral: Step-by-Step Process
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1. If the client’s information is already in NYCHA’s 
database, the system will populate the client’s 
address as it appears in NYCHA’s database

2. If the address is blank or incorrect, click “Add 
Address”

3. If address is correct, click “Continue”

1 2

3

NOTE: Please 
make sure the 
address provided 
is an address 
where your client 
can receive 
correspondence 
from the PHA 
without causing a 
safety concern 
AND that can be 
used throughout 
the application 
process. Clients 
may use any 
reliable address.



Online EHV Referral: Step-by-Step Process
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To update or 
correct a client’s 
address, please 
make sure:

1. All fields with an 
“*” are completed

2. There are no 
safety concerns 
for the client if 
NYCHA or HPD 
sends 
correspondence 
to the address

3. The address is 
correct

Click “CONTINUE” to 
proceed



Online EHV Referral: Step-by-Step Process
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Review the screen to make sure the address is correct, then click “Continue” to proceed to 
the next step.



Online EHV Referral: Step-by-Step Process

New York Housing Authority 17

1. Enter your client’s 
phone number without 
any special characters

2. Enter your client’s 
emergency contact 
information

3. Click “Continue” to 
proceed



Online EHV Referral: Step-by-Step Process
• The next set of questions will be 

used by HPD to assign a housing 
navigator to your client or to assist a 
housing navigator in meeting your 
client’s needs.

• Prior to completing the online 
referral, please make sure you meet 
with your client and review the 
questions so you can answer them 
accurately.

• Please enter:
• Your client’s preferred language
• Whether your client needs any 

accommodations in their housing 
search

• Your client’s preference for borough 
and whether they are interested in 
living in an Exception Payment 
Standard (EPS) area

• For more info on EHV payment 
standards, see EHV-payment-
standards_English.pdf (nyc.gov)
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https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-payment-standards_English.pdf


Online EHV Referral: Step-by-Step Process
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• If you indicate that your client needs 
special assistance in their housing 
search, you must provide an answer 
to each of the four additional 
questions

• If your client does not need the 
modification stated, then enter “No” 
or “Not Applicable” in the field



Online EHV Referral: Step-by-Step Process
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Review the summary page to make sure 
all the information is correct, then scroll 
down



Online EHV Referral: Step-by-Step Process
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1. Check the box indicating you have read the statement at the top of the screen
2. Enter the referring caseworker’s name, work phone number and email address
3. Then click on “YES, SUBMIT” to submit  the referral
4. If you do not want to submit the referral, click “NO, END SESSION”

1

2

3 4



Online EHV Referral: Uploading EHV Consent Form
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1. This is the 
case number 
for the EHV 
referral; write 
this number 
down 2. Click on the box to upload the EHV Referral 

and Consent to Release Information form. 
A pop-up box will appear

1

2

The referring caseworker will receive 
an email that will have the client’s 
name and NYCHA EHV case number



Online EHV Referral: Uploading EHV Consent Form
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1. Click on the drop-down menu in 
“Document Name” field and select 
“EHV-Referral and Consent to 
Release Information. There is only 
one option

2. Click “Browse” in File to 
Upload field. It will open the 
folder to upload

1

2



Online EHV Referral: Uploading EHV Consent Form

24

1. A pop-up box will open on 
your computer.  Select the 
EHV Referral and 
Consent to Release 
Information form.

2. Click “Open”

3. It will populate the file name in this field
4. Click Upload Document 
5. A pop-up message will appear: “Your 

document has been successfully 
uploaded.”  Click the “OK” button

6. Click close 

5

3

4
6

1 2



Online EHV Referral: Uploading EHV Consent Form
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UPLOAD THIS FORM Do NOT upload this form



Online EHV Referral: Submission Confirmation
At the Confirmation Page:
• Write down the NYCHA EHV Case Number
• Click “Register” to proceed with registering your client on NYCHA’s Self-Service Portal 

26

1. The system will display the newly created Case #
2. Click “Register” for registering the applicant

1

2 3

3. OR Click “FINISH” if you do not want 
to register the client now OR if the 
client already has an account on 
NYCHA’s Self-Service Portal



Online EHV Referral: Submission Confirmation
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Once a referral is submitted, the referring caseworker will also receive a confirmation email. The 
confirmation email will provide:
1. The client’s name as provided during the online referral process
2. The client’s NYCHA EHV case number
3. Whether the referral was made to HPD or NYCHA



Portal Registration Process for EHV 
Referral

28



Portal Registration Process for EHV Referral
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• Click on this link:
https://selfserve.nycha.info

• If your client does not have 
a username and password 
for NYCHA’s Self- Service 
Portal, click on 
“REGISTER” to start the 
portal registration process

https://selfserve.nycha.info/


Portal Registration Process for EHV Referral
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Select “Applicant\Tenant\Member” then click “Next”



Portal Registration Process for EHV Referral
Enter the following info:

o Enter applicant first and last name
o Enter the SSN (with dashes)
o Check “No SSN” if the applicant does 

not have a SSN
o Enter the birth date in MM/DD/YYYY 

format
o Enter applicant email address and re-

enter it in “Confirm Email Address” 
(If your client does not have an email address, 
use the tab key on your keyboard to move 
over to Username field. DO NOT USE THE 
MOUSE.)

o Create a username
o Create a password and re-enter the 

same password in “Verify Password” 
o Write down the username and 

password you created so you can 
provide it to your client

o Click “Submit” 

31



Portal Registration Process for EHV Referral
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1. Read the Terms and Conditions
2. Check “I Accept”
3. Click “SUBMIT” to complete the registration process for your client



Portal Registration Process for EHV Referral
• Click on the “Finish” button
• Your client (the applicant) will receive email confirmation

33



Completing the Online EHV Application

34

Reminder: The EHV application should 
be completed with the assistance of a 

caseworker



1.  Application Process

35



Application Process:  Logging in to the Application
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• After the registration process, the below screen will appear
• Enter the applicant’s username and password and click on 

“LOGIN”



Application Process: Initiating Online Application

37

• Click on the “Manage Your Account” hyperlink under My Section 8 
Cases(s) for the case shown that matches the EHV Case # received 
after completing the Referral
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• Click on the “Start reviewing this Program” hyperlink 

Application Process: Initiating Online Application
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• Please gather all required supporting documents before beginning the online 
application

• Please see Completing the Online EHV Application: Required 
Documents for more information on accepted forms of required documents

• You will need to upload required supporting documents for all household 
members who will be residing in the EHV household to complete the EHV 
Application

• These documents include vital documents (proof of date of birth, citizenship, Social 
Security number, and photo ID) and income and asset and/or expenses information 
for all household members

Application Process: Required Documents

https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf
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• If income documentation is not available at the time of application submission, the 
applicant may self-certify income, assets, and expenses. For more information, 
please see EHV Self Cert Income, Assets, and Expenses.pdf (nyc.gov)

• Please upload all vital documents (proof of date of birth, citizenship, Social Security 
number, and photo ID) as one PDF, and all income documents as a second PDF

• Make sure to upload all supporting documents at the time of online application 
submission

Application Process: Required Documents

https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Self%20Cert%20Income,%20Assets,%20and%20Expenses.pdf
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• See the Homeless & Housing Resource Center Toolkit, which provides guidance on 
helping individuals who are experiencing homelessness obtain vital documents

• Some documents may be available in CAPS, including birth certificate, Social 
Security card, photo ID, and income documents

• See the CAS Access Client Documents guide for more information
• Third-party documentation should be on letterhead and include the date. Letters 

should also be dated and signed. Letterhead is a document that has the 
organization’s name, address, and contact information at the top (and include the 
organization’s logo if one exists).

• A list of accepted forms of documentation can be found in the Completing the Online 
EHV Application: Required Documents guide

• Please note: If a household member does not have valid photo identification, 
they must submit a written statement explaining why they cannot provide it or 
why it is out of date. The household member must sign and date the statement.

Application Process: Required Documents

https://hhrctraining.org/knowledge-resources/toolkit/1926/helping-individuals-experiencing-homelessness-obtain?utm_source=newsletter&utm_medium=email&utm_content=Download%20the%20Toolkit&utm_campaign=UA-179397308-1
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/Client%20Docs%20in%20CAPS.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf


Application Process: Initiating Online Application
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The application process involves five steps.

Click on “Get Started”



Application Process: Initiating Online Application
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Click on the “Yes” button if the 
applicant wants to continue with the 

application process 

If you click “No”, it will withdraw and 
close the EHV application



Application Process: Initiating Online Application
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To access their eligibility application, applicants must:

Check “Homeless Referrals 
from NYC Agencies" (this 

applies to ALL EHV applicants 
and includes EHV applicants 

who are at-risk of 
homelessness)

Click on “Save & Continue”



Application Process: Family Composition
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• Select “Yes” or “No” as appropriate under “Pregnancy Information” (if yes, indicate 
the “Pregnancy Due Date”)

• Enter ALL members of the EHV household
• You must select “Add” to enter additional household members
• If there are no additional household members, scroll down 



Application Process: Basic Details

46

• If the address listed needs to be changed, select “Update My Address Info”
• Add all income and expenses information for all “Pending Members” 

before selecting “Save & Continue”



Application Process: Basic Details

47

• Enter all the information in the “Head of Household information” section (all 
fields marked as “*” must be completed)

• Then select the “Earnings/Asset Related Information” hyperlink 



Proof of Eligible Immigration Status
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At least one person in the household must have an eligible immigration status

Upload proof of immigration status for each household member who declares themselves a legal 
resident, such as:
• Copy of valid permanent resident card (photocopy the front and back)
• Copy of valid alien registration card (photocopy the front and back)

• Note: when entering the alien registration number, please enter A and then the number on 
the Alien Registration card

• USCIS/BCIS receipt that shows the individual entitlement has been verified (not that it is 
pending) 

• Copy of one of the following INS forms: I-551 (Alien Registration Receipt Card), I-94 (Arrival -
Departure Record), I-688 (Temporary Resident Card), I-688B (Employment Authorization Card)

• For VAWA self-petitioners, copy of one of the following INS forms: I-360 (Petition for Amerasian, 
Widow(er), or Special Immigrant), I-130 (Petition for Alien Relative), I-797 (Notice of Action)



Application Process: Earnings/Asset Related Information

49

• Answer all questions marked with an “*” along with any follow up questions  
• Then select the “Additional Information” hyperlink

• Please see Completing the Online EHV Application: Required Documents for more information on 
types of assets and income

https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf


Examples of Assets
Checking/Savings Accounts
• Bank Statement(s) (photo or copy of most recent bank 

statement; include all pages)
• *If you are receiving Social Security and do not have a bank account, 

you must submit the debit card statement from the Social Security 
debit card

• 1099 Interest Statement(s)
Retirement
• Retirement Earnings Statement(s) (KEOGH, 401K, 457B, IRA, 

etc; include all pages)
Stocks/Bonds
• Stock Broker Summary/Statement(s)
• Bonds and Mutual Funds
• Stock Certificate(s)
• 1099 Interest Statement(s)
Money Market Funds/Mutual Funds
• Bank Statement(s)
• Stock Broker Summary/Statement(s)
• Stock Certificate(s)
• 1099 Interest Statement(s)

Life Insurance Policy
• Life Insurance Policy Statement(s) (must include Cash Value or 

Surrender Value)
Trust/Trust Funds
• Proof of Trust/Trust Funds including Trust Agreement(s) and 

Bank Statement(s)

Real Estate
• Letter from Closing Attorney and Unrecorded Deed
• Proof of Property Value
• Current Loan/Mortgage Amount
• Letter or Agreement from the Condominium/Co-op
• Testamentary Letters from the Estate
• Proprietary Co-op Letter
• Co-op Shareholder Certificate
• Recoded Deed
• Federal Tax Return (including Schedule E)

New York Housing Authority 50



Example of Expenses and Other information Needed

Childcare Expenses (for households with a 
child under 12 only)
• Childcare affidavit (alimony documents, 

statement from child support provider, 
court order, or court stipulations)

Medical or Disability Expenses (for any 
household with a head of household who is 
62 and older or has a disability)
• Any unreimbursed medical or disability 

expenses such as receipts for prescription 
or nonprescription medicines; receipts for 
medical supplies or equipment; medical 
insurance premiums; receipts for services 
of doctors, health care professionals, or 
health care facilities, etc.

Education Status (for any household 
member 18 and older who is a full-time 
student)
• High school students may submit their 

most recent report card or a letter from a 
school official confirming enrollment

• Students in adult training programs may 
submit enrollment documents or a letter 
from a program official

• College students may submit their most 
recent transcripts or a letter from an 
official at their institution confirming full-
time student enrollment

New York Housing Authority 51



Application Process: Additional Information

52

• Answer all the questions under the “Additional Information” hyperlink  



Application Process: Additional Information
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• Scroll down and enter the remaining information 
• Then select the “Emergency Contact Information” hyperlink

Enter “No” in the above field, if the applicant has 
NOT previously lived in a NYCHA Development

Note: There are two 
mandatory prohibitions for 

EHV eligibility (no other 
criminal background 

information will be used to 
determine eligibility for 

EHV):
• The PHA must prohibit 

admission to the 
program if any 
household member has 
ever been convicted of 
drug-related criminal 
activity for manufacture 
or production of 
methamphetamine on 
the premises of 
federally assisted 
housing

• The PHA must prohibit 
admission to the 
program if any member 
of the household is 
subject to a lifetime 
registration requirement 
under a State sex 
offender registration 
program



Application Process: Emergency Contact
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• Enter the emergency contact’s information
• Then select the “Third Party Verification: Consent to Release Information” 

hyperlink
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Application Process: Third Party Verification 
• Click on the hyperlink “To View the Third Party Verification Terms & 

Conditions”
• Put a check mark under “I Confirm” field and enter the name exactly as it 

is spelled above under “Signed By.” The date will automatically populate.
• Then click on “Declaration of Citizenship” hyperlink
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 Click on the “To View the US Citizenship Declaration Terms & Conditions” 
hyperlink

 Put a check mark under “Signed By”
 Then click on “Debts Owed to PHA” hyperlink

Application Process: Declaration of Citizenship



57

Application Process: Debts Owed to PHA
• Click on the “To View the Debts Owed to PHA Terms & Conditions” hyperlink 

• Note: If an applicant owes money to a public housing agency, it does not make 
them ineligible for EHV assistance

• Put a check mark under “Signed By” and enter the name exactly as it is spelled in the 
Third Party Verification section; the date will be automatically populated by the system

• Then click on the “Save & Continue” button
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Application Process: Application Summary
• Applicant must click the “Add Income,” “Add Asset(s)/Report Sale(s),” and 

“Add Expenses” if they have any and must complete those sections

• After entering all the information, click “Save & Continue”



Application Process: Income Details
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• Add all income in the EHV household, including income of minor children
• Then click “SAVE & CONTINUE”

Total income = 
gross income

Address is only 
required for 
employment 
income. Not 

applicable for non-
employment income 

such as alimony, 
foster care, pension, 

worker’s comp 
income



Application Process: Application Summary

New York Housing Authority 60

This is the final screen before the submission of the EHV application



Application Process: Acknowledgment Section
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• VERY Important: Before entering the check mark under “Acknowledgement,” read the entirety 
of the Acknowledgment section to your client and follow the steps on the next slides to review the 
information submitted for household members

• Note: after you have submitted the online application, you CANNOT update any information on the 
application



Application Process: Acknowledgment Section
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• The online EHV application has been 
updated to add language to the 
acknowledgement section at the end of the 
application that would permit your client, if 
necessary, to self-certify their income, 
assets and expenses (for more information 
see, EHV Self Cert Income, Assets, and 
Expenses.pdf (nyc.gov))

• Please read the entirety of the language to 
your client

https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Self%20Cert%20Income,%20Assets,%20and%20Expenses.pdf
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Application Process: Application Summary
• To ensure you have added all the family members, please click the “Members” 

tab on the left side of the screen 

• If you have missed any family members, click “Add” and follow 
the steps from slide 46

• If you have to remove anyone from the household, click 
“Remove” and follow the steps from slide 72

• If you have added all family members, please make sure they 
have the green check mark    

• If any family member has a red “X” mark, click the “Update” 
hyperlink to complete the missing information for that member

If all the members are added and they all 
have a green check mark   , click “Save 
and Continue”

Note: These 
steps and 
updates to 

the 
application 

occur before 
application 
submission



Application Process: Application Summary
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• Enter the check mark in the box under “Acknowledgement”
• Click “Submit” to complete the online application 
• Note: after you have submitted the online application, you 

CANNOT update any information on the application

HPD
After submitting the EHV 

application in the NYCHA Self-
Service Portal, you can continue 

to log in and submit
missing documents for up to 14 
days. After that 14-day window, 
the Self-Service Portal will close 

to HPD applicants,
and any missing documents will 

need to be submitted through the 
DTR Portal. 

NYCHA
After submitting the EHV 

application in the NYCHA Self-
Service Portal, you can continue 

to log in and submit
missing documents. If an email is 

received from a NYCHA staff 
person requesting missing 

documents, the
missing documents can be 

emailed back to the NYCHA staff 
person requesting the additional 

information.

https://a806-asap.nyc.gov/HPDPortal/#/login


Application Process: Application Summary
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• Now all supporting documents must be uploaded.

• To upload the documents, click “Continue to Document Upload(s)” hyperlink 



2.  Uploading Documents

66

Note: Uploading documents occurs after 
the application is submitted



Online EHV Application: Documents Required
Your Client will need to have the following information and documents available to complete the 
online EHV application:
 EHV Referral and Consent to Release Information form
 Proof of date of birth for every household member 
 Proof of Social Security number for every household member (if applicable)
 Copy of government-issued photo ID for adult household members only
 Income information for every household member with any type of income
 Asset information for every household member (includes checking and savings accounts)
 Proof of childcare, medical and disability-related expenses (if applicable)
 Proof of full-time student status (if applicable)
 Proof of eligible immigration status (if applicable)
See the Completing the EHV Application: Supporting Document Checklist for more details

67

https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf


Instructions for Uploading Documents

New York Housing Authority 68



Instructions for Uploading Documents

69

• Scan your documents that 
need to be uploaded

• Combine all vital 
documents into one
PDF and all income, 
asset, and expense 
documents as a 
second PDF

• Click on the drop-down 
arrow to select the 
document the applicant will 
be uploading 

• Click on the “Browse” 
button to select the file 
from your computer

See this link for 
guidance on how to 
scan multiple 
documents at 
once: https://helpx.adob
e.com/acrobat/using/s

https://helpx.adobe.com/acrobat/using/scan-documents-pdf.html


Instructions for Uploading Documents
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1.A pop-up box will open on 
your computer; select the 
document

2.Click “Open”

3. The file name will populate in 
this field

4. Click “Upload Document”
5. A pop-up message will 
appear: “Your document has 
been successfully uploaded.”  
Click the “OK” button

6. Click “Close”

5

3

4
6

1 2



Instructions for Uploading Documents
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The uploaded documents will 
be listed under the 

“Documents Received by 
NYCHA” section

A “Thank You” message 
will appear; if you are 
finished uploading 
documents, click on the 
“OK” button

Note: missing/ 
incomplete 
documentation 
(other than 
income/asset/ 
expenses) will 
delay the 
application and 
require later 
submission



3.  Removing a Family Member

72
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Application Process: Removing a Family Member
• If the applicant wants to remove a family member from their household, they will 

have to click on the “Remove” button



Application Process: Removing a Family Member
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• Highlight the family member who needs to removed.
• Click under the “I Confirm” field (the check mark changes to “Y” after the initials are 

entered under “Initialed By”)
• Click on the “Remove Selected” button
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Application Process: Removing Family Member
• The removed family member will be displayed under the “Pending Member 

Information” marked as “Pending Deletion” 



EHV Online Application Registration Assistance

For technical assistance with the EHV Referral and Online EHV Application:
• If you need technical assistance or encounter any issues in completing an online 

referral and/or application through the NYCHA online Self-Service Portal, please 
email ehv.app@nycha.nyc.gov

• Do not email this email address requesting status updates

New York Housing Authority 76
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