7 Cal

o
Y
e
o,. 4
e 'f..‘
- ..
. ® 0\\.
@
e * 2
N |
@ e
., - ﬁ
¢ ‘e
L Y
y ®
o 4_..0.‘- ;
N
HQS Inspections Portal .,
User Guide 0/ | a_
e
e.
“

© 2013 CGI GROUP INC. Proprietary and confidential



TR Y T 1
Il. Accessing the PoOrtal.......ccciiciiiiiimriiiims s ss s s s s s s e e m e e mn e e mn e e e mne s 1
1R o T T 13 T 1 3
Forgot your Password or USEINAME? ........cccuiimersrsmisssissssssssssssmssssssssssssssssssssssssssssssssnssssnssasas 4

IV. Basic Navigation and FEatUres.........ccuuiiiirmrininsr s ssssss s s ssss s s smss s mss e smms s ssmnn s 5
L0 T =0 = o 5

=T oT=T o 1T o T K= 1o T 6

L= 1 =1 T T T I o 9

0 1= I T 11

Update EmMail AdAress ......cccociiiirmriiiniriiisss s s sssssssssssssss s sssssssssssssssssssssss ssssssssssnns 11

Change PasSSWOId .......ccccciiiiiimimiirimssss s s sssssss s sssssss s s s sms s snsssmss sesssmnnnssssnnnns 12

NOEIfICAtIONS .....eeeie e —————— 13

COoMMENES TaAD ...t 14

Y28 1o T e 14T 10 TV 14

© 2013 CGI GROUP INC. i Proprietary and confidential



HQS Inspections Portal v1 C G I

l. Overview

The Tampa Housing Authority/CGl 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.

ll. 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:

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).

>

-
l' ¢ Tampa Housing Authority

Login | fi

[J1 agree to the following terms and
Use of this site signifies your agreement to the A
following terms of use.

By accessing, browsing and using this Web site,
user agrees to be bound by these terms and .
conditions and to comply with all applicable laws - - % i
and regulations.

I

This Web site may contain proprietary and ;
copyright notices, the terms of which must be L}
cbserved and complied with. The information on '
this Web site may contain errors or imaccuracies. \
CGI assumes no liability regarding the accuracy of

the information contained on this Web site and use

of the information is at user’s own risk.

Information on this Web site may be changed or

updated at anytime without prior notice. The
provision of information by CGI shall not be
construed as granting user any licenses to any b L

@ mtermet v Biow v
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Tampa Housing Authority

Register

& Owner { Agent O Tenant
Client ID-|

CGI Federal Inc Help Legal restrictions and terms of use applicable to this site. Privacy.

3. Click the option that applies to you:
& Owner / Agent O Tenant

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.

Client ID: |

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.

e

7. Enter your password. The password must meet BOTH of these requirements:
a. Contain at least six characters.

© 2013 CGI GROUP INC. 2 Proprietary and confidential
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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 V.

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.

lll. 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).

© 2013 CGI GROUP INC. Proprietary and confidential
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Tampa Housing Authority

Login

1agree to the following terms and conditions.
his site signifies
following terms of use.

Teement to the

B

By accessing, browsing and using this Web site,
user agrees to be bound by these terms and
conditions and to comply with all applicable laws
and regulations.

[

This Web site may contain proprietary and
copyright notices, the terms of which must be
observed and complied with. The information on
this Web site may contain errors or inaccuracies.
CGI assumes no liability regarding the accuracy of
the information contained on this Web site and use
of the information is at user’s own risk.
Information on this Web site may be changed or
updated at anytime without prior notice. The
provision of information by CGI shall not be

construed as granting user any licenses to any A

Login

[H]

| @ Ineernet R S L

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.

Tampa Housing Authority

Login

[ agree to the following terms and
Use of this site signifies your agreement to the
following terms of use.

B

By accessing, browsing and using this Web site,
user agrees to be bound by these terms and
conditions and to comply with all applicable laws
and regulations.

I

This Web site may contain proprietary and
copyright notices, the terms of which must be
observed and complied with. The information on

this Web site may contain errors or inaccuracies.

CGI assumes no liability regarding the accuracy of
the information contained on this Web site and use

of the information is at user’s own risk.

Information on this Web site may be changed or
updated at anytime without prior notice. The
provision of informacion by CGI shall not be
construed as granting user amy licenses to amn ]

Login

€ Internet v Row v
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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.

Tampa Housing Authority Welcome sample | Logout | fii

endar Profile Comments

Units

E Refresh | [
Unit ID External ID Address ity i Tenant Name Occupancy Start Occupancy End

[ |

GIBSONTON FL 33534 INGA MOE 4/8/1999 MN/A

T

7956 CARRIAGE
POINT DRIVE

#2

& 2012 0G| Federal Inc. Contact Us for Help Legal restrictions and terms of use applicable to this site. Privacy.

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

© 2013 CGI GROUP INC. 5 Proprietary and confidential
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( . W W[ W[ W[ W[ W[ W[ |

N— \.

a. After clicking the filter button (circled in blue) , a menu will appear which identifies the types of
available filters including:

Inspection Listing

[ Refresh | B
External ID Address ity Tenant Name Occupancy Stat Occupancy End
=) | [¥] | =) | 2] 2 =) | [¥] | =) | [x]
52451 he001367 Gw GIBSONTON fL 33534 INGA MOE 4/3/19%9 N/A

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.

j_?rl [[wrl [ |£[

NoFilter

o Contains |
DoesNotContain
StartsWith
EndsWith
EqualTo
NotEqualTo
GreaterThan

LessThan

GreaterThanOrEqualTo

LessThanOrEqualTo
Between
NotBetween
IsEmpty
NotlsEmpty

IsNull

NotIsNull

-a.um_

e e —————s]
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Tampa Housing Authonty 5 ] ealty Logout|

Uniftz Calendar Profife Comments

Inspection Listing

Unit ID: 52451

#1

‘ Achon

17
i

o]

T956 CARRIAGE POINT DRIVE

Hao. of Bedrooms/Sleeping Rooms: 34

Tamee Bock Irpeitaon Type Wisit Fesult Inspection Result
e | i | 2 I |
irtra b 1200 P - &0 P Annausl ASSIGHED MGA MOE
572013 1200 PMA - G0 PR Annuzl Successiul Visit Fan FGA MOE
5403 B0 AM - 1200 P Annual Reingpection] Successiul Visit Fall MGA MOE
652012 B0 AM - 12:00 PM Annaal Successiul Visit PASSED MNGA MOE

Owner elo Principle Realty, LLC

& 2012 COH Federad inc.

Liegal restrcions and torms of usn appicabis b tha sie. Prvacy

1. There are three available icons in the “Action” column. Reports can be printed or exported to
Excel. Click on the icon to retrieve the unit inspection information:

a. =

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

b. & If an inspection had any failures, the Failed Items icon will appear. Click on the icon to

go

to the Failed ltems Report, which includes links to digital photographs of failed items, and

if the landlord or tenant is responsible for repair. An example is included below.

© 2013 CGI GROUP INC.
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Tampa Housing Authority Welcome test2 | Logout | fi

E| HQS Inspectio

Units  Calendar  Profile  Comments

Failed ltems Report

Go back
¢ B O &
Visit 1 Inspection Type Visit Result Overall Result | Inspector 4
102212012 [8:57 AM - 9:18 AM] Annual Successful Visit Fail Alfiedo Vega (\;l | )| (2 hitp://tesths.cgi-bps.com/Reports/Faile O = |
| o

1. Living Room

1.4 Securty Fail Both 24 hours
Issue
ont door unakle to safely lock front door.

2. Kitchen I

2.10 Stove with Oven Fail Tenant

Issue

clean range and oven polential fire hazard.
[Image on File]

[Image on File]

[Image on File]

4. Other Rooms Used for Living and Halls

4 Room Code* and :
1 Room Location IE Other laundry Left/ Center 1 FloorLevel & 100%

- —————————————

4.4 Securty Fail Owner
Issue

Weather siripping -repairireplace so as not fo see light
[Image on File]

4. Other Rooms Used for Living and Halls

A Ronm Cade® and i

2012 CGI Federal Inc. Contact Us for Help Legal resirictions and ferms of use applicable to this site. Privacy.

c. D The View Letters icon will open the inspection notification letter along with the HQS
most common failed items checklist.

© 2013 CGI GROUP INC. 8 Proprietary and confidential
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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:

Tampa Housing Authority Welcome sample2 | Logout | ]

PremE—— Profil

Units e Comments

Scheduled Inspections for:

TheTatendar displays the time block reserved for an inspection, not the actual estimated duration of the inspection.

Annual
Reinzpection1
9:00:™ RNHT =
Req RS *
I il R
10:00:2™ 24 HrR1
(annualy
24 HrR2
11:00:3™ Special
Special R1
I -
el laee Initial A2
Quality
Control
1:00:F™ Annual
Reingpection2
Special R2
ENEEE Qualty
Control R1
Quality
3:00:F™ Control R2
Initial NH1 **
Annual
4:00:F™ Inconclsive
| Annual Req
" Chanoe

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.

© 2013 CGI GROUP INC. 9 Proprietary and confidential
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Inspection Listing

Urit ID: 45783
Ha. of Badrooms/Siseping Rooms: 4/8

Tampa Housing Authorly

5602 Kingsburgh C1

Yaar Bl N.A

B 6132013

I [

2400 &M - 12400 PM Bnnaal Sucoesshl Vist FAIL Enka batos
EX T3 1200 PM - 600 PM ) Annual Reinspectionl  Swccessfial Visit PASSED Erika Matos
EX:? lE B ¥ 00 AM - 1200 PM Annual Sueoersal Visit Fall Eitkea Mates
B BRTAZ 1200 FM - ED0PM Annual Reinspectionl  Swocessful Visi PASSED Evikca Mates
ol | 4ra a1 B0 AM - 12400 PM Annual Successhal Wist FAIL Enks bstos
E 10252011 800 AM - 1200 PN Annual Reinspectionl  Successhul Visit PASSED Erika Matos

Cwner cfo Principle Realty, LLC

Lesgal resanchons and ierma. of uss appécabis 1o M sie. Privecy

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.

© 2013 CGI GROUP INC. 10 Proprietary and confidential
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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).

Tampa Housing Authority Welcome sample | Logout | Tt

Units Calendar o  Comments

Account Management

User Name: sample
Address: 148-21 90TH AVENUE
Phone: 7185260934

<Efmail Address: |abcd@cgifederal.com b ¢ Update H @P@‘

Select a notification Type:|Send notifications of upcoming inspections Vl

4 Add New Notification ‘

Send notifications of upcoming inspections

Refresh
Enabled
[ &~ [ =5 [ I« [ =
. Edit . Delete [ Yes [ Ernail [ abcd@cgifederal.com

© 2013 CGI GROUP INC. 11 Proprietary and confidential
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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).

Units

R uthorty Welcome sample | Logout | fai

Cale [ Profile— e ents
Calendar ~  Comments

Account Management

User Name: sample

Address: 148-21 90TH AVENUE

Phone: 7185260934

Email Address: |abcd@cgifedera\.com | Update hange P

4 Add New Notification |

Select a notification Type: | Send notifications of upcoming inspections V|

Send notifications of upcoming inspe

E Refresh

Email Phone

[«

Edit Delete Yes Email abcd@cgifederal.com

2. Enter the old password and new password.
3. Click Submit (circled in red).

Tampa Housing Authority Welcome sample | Logout | Tef

Units Calendar Profile Comments

Change Password

Change Your Password N

Legal restrictions and terms of use applicable to this site. Privacy.

2 CGl Federal Inc. Contact Us for Help

© 2013 CGI GROUP INC. 12 Proprietary and confidential
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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.

Units Calendar m Comments

Tampa Housing Authority Welcome sample | Logout | faf

Account Management

User Mame: sample

Address: 148-21 90TH AVENUE

Phone: 7185260934

Email Address: |abcd@cgifederal_c0m | ‘ Updat H Change P d ‘

#2
Select a notification Type:|Send notifications of upcoming inspections V% Addilewiliot

#4
Enabled: ®YeONo  (Type: V} @ | -

43 Add Cancel ‘
#5

otifications of upcoming inspections

Refresh

Enabled

[ |« I 2
‘ Emnail abcd@cqgifederal.com

/

To set up the notifications follow these steps:
1. Choose the type of notification under “Select a notification Type” (circled in red)

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

Select the type of notification from the drop down menu (circled in red).
Enter the e-mail or phone number (circled in red).

Click “Add” (circled in red).

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

A A

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.

© 2013 CGI GROUP INC. 13 Proprietary and confidential
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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:

fangtiousno Authonty Welcome sampide | Logout | fai

Units Calendar Profile Comments

Change Password

- %
Change Your Password . - "— 3
\

e J

* CGI Federal Inc. Contact Us for Help Legal restrictions and terms of use applicable to this site. Privacy.
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Revision History

Version ‘ Date ‘ Author ‘ Description

1 7-23-13 S. Logar
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