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How To Request An EIV Existing Tenant Search & Household Report

Step 1: After logging into NextGen, click on “New EIV” from the toolbar at the top.
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Step 2: Select the EIV report type for your request from the drop-down box. The Household Report is for
Income and Income Discrepancy Report. This is used for AR, IR and 90 days after TRACS submission for IC.
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Step 3: Select the property name in the drop down box.
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Step 4: Select your name in the Property Staff Name drop down box
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Step 5: For Existing Tenant Search — enter HOH information, along with information for every household
members regardless of age. Note that there are spaces enough for 10 household members. If you need to
request more than 10 reports, you will need to submit another request.
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Step 5 Continued:

For Housing Report — enter HOH information then click submit.
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Step 7: Just like a regular file review, an eFile number will be assigned to your request. You can also see the
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Step 8: When the request is completed, the status will reflect “Completed” and you will receive an email
notification that you request is completed. You will need to log into NextGen system to obtain a copy of the
EIV in the File section of this page.
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