
Step-by-Step  

Monthly 

EIV Reports 

 

1- On the left side of the EIV screen you will find a menu.  

Under the Income Information tab > Click on By Contract Number 

                       
 

2- Now select your property and the recertification month that you want to run 

                        
3- Print this screen for your Master Binder by pressing Ctrl P on your keyboard.  Then click on the 

hyperlink "Income Report"  

 
 

 



 

 

 

4- Print Screen  for Master Binder  

 
5- Click on each social security number to display the Income Report   

    
 

6- Print the reports contained in each of the top 3 tabs for each household  

(Even if the Income Discrepancy report is blank, it still needs to be printed) 

 



7- Now we have printed the first three required Monthly Reports!  

 
 

8- Go back to the menu on the left side of your screen and click >By Contract Number 

 
 

9- Now select your property and the recertification month that you want to run 

 
10- Click on the second hyperlink “Income Discrepancy Report” Note: If the Income Discrepancy 

Report is NOT hyperlinked, then you have no discrepancies and can simply skip this step! 

 



11- Click on each social security number to display the Income Discrepancy Report   

 
 

12- Print the Discrepancy Report and place this one in the Master Binder with all documentation of its 

resolution.  If you are unsure how to arrive at a resolution, please contact compliance and we are 

happy to help!  Resolution must be arrived at no later than 30 days after printing.  

 
 

13- Go back to the menu on the left side of your screen and click >By Contract Number 

 
 



 

14- Now select your property and the recertification month that you want to run 

 
15- If any of the remaining reports are hyperlinked, then you need to go in and print the reports 

available.  Each of the three remaining reports needs to be kept in your Master Binder with all of 

the documentation of a resolution.  If you are not sure of how to arrive at resolution call 

compliance and we are happy to help.  Note: If the reports are not hyperlinked, then no action 

needs to be taken and you can skip this step! 

 

 
 

16- Almost Done! 

 
 



17- Now for the Identity Verification Reports. Under the Verification Reports tab, Click on Identity  

Verification Reports  

 
 

18- Run By Contract Number and select your property 

            
 

 

19- Click on "Printer friendly version” and Print for your Master Binder.  If any of the reports are 

hyperlinked, then you need to go in and print the reports available.  Each of the three reports 

needs to be kept in your Master Binder with all of the documentation of a resolution.  If you are 

not sure of how to arrive at resolution call compliance and we are happy to help.  Note: If the 

reports are not hyperlinked, then no action needs to be taken and you can skip this step! 

20-  

                    
 



21- Ok, Almost Done!  

 
22- Now for the deceased tenant Reports > Run by Contract Number 

                           
 

23-  Print this report for your Master Binder - Along with a copy of the 50059 removing the tenant from 

the household 

 
 

24- Only one more report.  This is the 90 Days After Move-in Report 

 



25- In YARDI, under Analytics > Residential Reports, run a Resident Activity Report with the date 

parameters of 90 days prior.  For example:  It is June 1, the date parameters would be from 

February 1 to February 28.  Print this report and put it in the Master Binder 

 

 
26- Now we are going to run Income Reports for any Move-Ins that populated into the Yardi report. 

Under the Income Information tab, Click on By Head of Household 

 
 

 

 

 

 



27-  Enter the SS# of the Tenant and select your contract  

 
28- Print the reports on the first 3 tabs (Summary Report, Income Report, Income Discrepancy Report) 

Compare these reports to the Move-In 50059 and resolve any and all discrepancy’s 

 
 

29- Done!  

 

 

 

 

 

 



Step-by-Step  

 Quarterly  

EIV Reports 

 

1- Under the Verification Reports Tab Click on New Hires Report 

 
2- Run by Contract number 

 
3- Print this screen for your master binder - If there are no new hires then you are done with 

this report.  If there are new hires, move on to the next step.  

 
 

 

 

 

 



4- Click on the SS# of any tenants that populate on this report  

 
 

5- Print each one, and document all resolutions in the master binder.  If you are unsure about 

how to arrive at a resolution, call compliance and we will help you!  All resolutions must be 

made within 30 days of printing this report.  

 
 

6- Almost Done.  There is only one more quarterly required report.  

 

 

 



7- Under the Verifications Reports Tab Click Multiple Subsidy Report 

 
 

8- Run by Contract for All household members 

 

 

 

 

 

 

 



9- Print this screen for your master binder.  If there are no members on the screen then you 

are finished with this report.  If there are members click on the SS# of each one to print the 

report.   

 
 

10- Print each one, and document all resolutions in the master binder.  If you are unsure about 

how to arrive at a resolution, call compliance and we will help you!  All resolutions must be 

made within 30 days of printing this report.  

 

 
 

11- DONE!  

 


