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I. Overview 
The Tampa Housing Authority/CGI HQS Inspections Portal is a secure, web-based system that provides real-

time information on upcoming, ongoing, and past inspections to landlords and tenants associated with the 

Tampa Housing Authority Housing Choice Voucher Program. Access is available 24 hours a day, 7 days a 

week. Information provided includes inspection schedules, inspection results, and failed items, including 

photographs.  Features include automatic notification of upcoming inspections and inspection results (via 

email), and the ability to add additional users to receive these notifications. 

II. Accessing the Portal 

Registration is required prior to entering the Portal. The unique ID number, available on the monthly Tampa 

Housing Authority statement, is required to register. Follow these steps:  thafl.cgihousing.com  

1. Type http://thafl.cgihousing.com in your Internet browser’s address bar. 

2. Click the “Click here to Register” link at the top of the page (circled in red). 
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3. Click the option that applies to you: 

                                          
 

4. Enter the “Client ID” and “5 Digit Zip” numbers on the next two fields.  Monthly statements from 

the Tampa Housing Authority will display the “Client ID” and your mailing address Zip Code.  

 

                                          
 

5. Enter your email address in the “Email address” box. Verify that the address entered is correct or 

it may be more difficult to reset your password, if required. 

                    
 

6. Create and enter a user name using only letters and/or numbers. 

                              
 

7. Enter your password.  The password must meet BOTH of these requirements: 

a. Contain at least six characters. 
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b. Contain at least one symbol.  Acceptable symbols include !,@,&,and * \. 
i. If you do not enter a properly formatted password, or do not enter the same 

password at both “Password” and “Confirm Password,” an error message will 
show onscreen.   

                                          
 

8. You have the option to select notifications of upcoming inspections and inspection results. It is 
recommended you check both to take full advantage of the system’s functionality. You can 
specify to receive notifications via email, phone call or text message. See section  IV. 

                                        
 

9. Click the “Submit” button after verifying that you have completed all parts of the form. 

 

A confirmation e-mail will be sent after your registration is processed.  If you do not receive confirmation 
within 24 hours, contact support at http://www.myphalinks.com/aspx.    This link is also available at the bottom 
of the page at the “Contact Us for Help” link. 

III. Logging In 

Once your account has been created and processed, you can login to the Portal at any time: 

1. Type http://thafl.cgihousing.com in your Internet browser’s address bar. 

2. Enter your username and password. 

3. Read the terms and conditions and if you agree to them, select the checkbox (circled in red).  

4. Click “Login” (circled in red).  
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Forgot your Password or Username? 

Click the “forgot password?” or “forgot user name?” link below (circled in red). Follow the onscreen 

instructions, and you will be sent an email with your username or a link to reset your password. 
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IV. Basic Navigation and Features 

This section describes the main navigation tabs on the Portal that landlords and tenants can access once 

logged in to the system. Landlords can access all of their units; tenants can access current and prior units. 

You can search for and filter specific information about each unit. This information can be exported to Excel 

for reporting purposes. There are four main tabs within the system.  

1. Units tab: provides specific information about their units (address, tenant). 

2. Calendar tab: provides the inspections schedule. 

3. Profile tab: provides access to account management (change password, update email, notifications) 

4. Comments tab: allows users to provide feedback about the Portal. 

Features of each tab are explained in more detail within the subsections that follow. 

Units Tab 

Landlords can access specific information about their units including the address and tenant name, To view 

unit information follow these steps: 

1. Click the Units tab.  

2. You will see a listing of all of your units on this screen. 

 

 

3. Columns can be filtered. Enter search terms in the blank white boxes (circled in red).  

 

#1 

#2 
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a. After clicking the filter button (circled in blue) , a menu will appear which identifies the types of 

available filters including: 

 

 

 

 

 

 

 

 

 

 

Inspection Listing 

 

Click the address link (circled in red) to open the “Inspection Listing” screen.  Here you can find detailed 

information about the inspection including the type, date, time block and result of completed inspections. 

 

#3 
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1. There are three available icons

Excel. Click on the icon to retrieve the

a. The magnifying glass 

b.  If an inspection

go to the Failed Items Report, which includes links to digi

if the landlord or tenant

 

#1 

7 

available icons in the “Action” column. Reports can be printed or exported to 

Click on the icon to retrieve the unit inspection information: 

The magnifying glass icon will open the HUD-52580 inspection Report.

If an inspection had any failures, the Failed Items icon will appear. 

go to the Failed Items Report, which includes links to digital photographs of failed items, 

or tenant is responsible for repair. An example is included below.

Proprietary and confidential 

  

Reports can be printed or exported to 

52580 inspection Report. 

icon will appear. Click on the icon to 

tal photographs of failed items, and 

An example is included below. 
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c. The View Letters icon 

most common fail

 

8 

The View Letters icon will open the inspection notification letter along with the HQS 

most common failed items checklist. 

Proprietary and confidential 

the inspection notification letter along with the HQS 
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Calendar Tab 

The Calendar screen displays the inspection schedule color coded by type of inspection, and inspections are 

shown in the time block reserved for the inspection. Past and upcoming inspections can be viewed by the 

day, week or month (circled in red). A user can choose between the “Calendar View” and “List View” by 

clicking on the link (circled in red). Both choices will show the same information.  A new user can try both 

versions to determine their preference. Below is the “Calendar View” showing one inspection during the week: 

 

 
 

Further, clicking the inspection appointment (9602 Kingsburgh Ct circled in red) will open the “Inspection 

Listing” screen. 

 

Below is the “List View” of the same inspection as above.   
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As in the “Calendar View,” the screen provides access to “Inspection Listing.”  Click the link at “9602 

Kingsburgh Ct” (circled in red) to open the “Inspection Listing” screen. 
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Profile Tab 

Account management features including email address updates, password changes and notifications are 

accessed through the Profile Tab.  

Update Email Address 

To modify or correct the e-mail associated with the Portal account, enter the new address on the “Email 

Address” field (circled in red), then click the “Update” button (circled in red). 
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Change Password 

The Profile screen also permits a user to update his or her password: 
1. Click the “Change Password” button (circled in red).   

 
2. Enter the old password and new password. 

3. Click Submit (circled in red). 
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Notifications 

Accountholders can receive two types of notifications: upcoming inspection dates/time block and inspection 

results. Notifications are sent via email.   

  

 

To set up the notifications follow these steps: 

1. Choose the type of notification under “Select a notification Type” (circled in red) 

2. Click “Add New Notification” (circled in red). 

3. Select the type of notification from the drop down menu (circled in red). 

4. Enter the e-mail or phone number (circled in red). 

5. Click “Add” (circled in red).  

Note the notification can be enabled or disabled on this screen (circled in red). 

 

To add additional persons to receive notifications, follow the same process as above using the designated 

person’s email or phone number. 

The table (circled in blue) shows the type of notification, the individuals designated to receive them, and their 

method of notification. Additionally, each record has “Edit” and “Delete” links (circled in blue) which will permit 

the user to edit or end the notification. 

#5 

#2 

#1 

#3 

#4 
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Comments Tab 

The comments screen allows users to provide feedback about the Portal directly to ____ via email. 

V. Logging Out 

Once logged into the system, you can log out at any time by clicking the “Logout” button: 
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