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How To Request An EIV Existing Tenant Search

Step 1: After logging into NextGen, click on “New EIV” from the toolbar at the top.
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Step 2: Select “EIV Existing Tenant Search” from the drop down box for the EIV Request Type.
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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: Enter Household Name and Unit Number. Note that unit number can be left blank if unknown.
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Step 6: Enter all household member information. The request form has enough spaces for 10 household
members. If a household has more than 10 people, you will need to create a second EIV request for the
remaining members. Then, Click Submit.
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