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Co-op Administrator Guide
Getting Started with Registration

1. The Agency sends a “User Registration” email to the co-op’s main contact. The
main contact can forward the email to the person designated as co-op admin, if this
is not the main contact. If the email is not received, please check the junk or spam
folder.

2. Inthe email, click on the “User Registration Link”.

This is a test, please ignore CHAIS - User Management System Registration

@ ke emails | €3 Reply ‘ 4 Reply All ‘ —> Forward Hﬁ”‘

Te

Dear John Doe,
The Agency’s information shows you as your co-op’s main contact. If you are not the main contact, please forward this message to the right person.

As your co-op's main contact, the Agency is inviting you to sign up as the administrator for your co-op’s CHAIS user accounts. If your co-op wants someone else to act as CHAIS administrator,
please forward this email to them.

Please click the link below to register. The link will be valid for 15 days:
User Registration Link

As a backup, if the link does not work, please copy and paste the following inte your browser:
1cad5807e188 Please make sure to register before the link expires.

If you have any questions or concerns about this message, please get in touch with your Agency contact.

3. The person designated as the co-op admin clicks on the “User Registration Link” in
the email bringing them to the registration page.

g

Registration

Usermama® Full Name®

Each co-op’s designated Agency contact

person holds their co-op’s unique username

and password, which can be shared as
A— widely as the Board wishes.
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4. The co-op admin completes the registration form with their own email. They
complete the process by accepting the Terms & Conditions and clicking on
“Register”.

5. Registration successful!
Registration

Registration successful!
Please verify your email. We sent you an email with a
verification link.

BACK TO LOGIN

6. A “User Verification” email is sent to the co-op admin at the email address provided
in the previous step.

7. Click on the “User Verification Link” in the email.
CHAIS - User Verification

K S ‘ € Reply | % Reply Al ‘ — Forward ||ﬁ | | e |
To U johndoe@agency.test

Dear John Doe,

Please click the link below to verify your email address:
User Verification Link

If you are not able to click the link you can copy and paste this in your browser: |https://chais.agency.coop/chais/verification?
token=c815d481-78a1-4696-81f2-977108dee309

8. The co-op admin account has been validated. Go back to login.

Validating User

Verification successfull You can now login.

BACK TO LOGIN
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9. Login with the registered username and password.

Co-op Housing Agency
Information System

Usemame

johndoe

Password Reset password

ssssssses @

Remember me (username only) Get Help

LOGIN

10. For initial login, verify using multi-factor authentication. Choose email or text
message to receive the security code. Fill in your information and press Submit.
Users will be asked to authenticate if they change IP address or browser or if they
haven’t signed in for 30 days.

Multi-Factor Authentication
Register

EMAIL TEXT MESSAGE

Email*

Confirm Email*

SUBMIT

Back to Login

Multi-Factor Authentication
Register

EMAIL TEXT MESSAGE

Phone Number*

Confirm Phone Number*

SUBMIT

Back to Login

M
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11. A “Your Security Access Code” email or text message is sent to the co-op admin.

Check for an email or text message within 15 minutes.
CHAIS - MFA - Your Security Access Code

=y Raphy e Raphe Al ¢ Forward
¥ emails Fh Fhy 15
T pobndiceSaguncy Lt

Disar Jakn Do,

Your multi-tactor authentication code is:
60248

As an added level of security, please complate the togin process by antering the above G-d it authentication code.

Mote: This authentication code is walid only for L5 minutes, If youwish to login after the authentication code has expired, you will need 10 request
o nenw authentication code from the login page.

CHAIS Suppon Team

Text Message « SMS
Thu, Feb 13 at 9:01AM

Dear John Doe,
Your CHAIS multi-factor
authentication code is:

408005

Please enter this code to
complete your login.
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12. Enter the six-digit security code you received by email or text message. Click on

Verify.

Multi-Factor Authentication

Verify your identity

Your one-time security code was sent by email to

joh****@agency.test

The code will expire in a few minutes.

Enter Security Code*

VERIFY

Do you want to change the verification method to text

message?

Back to Login

13. This shows the co-op’s CHAIS Welcome page.

' a‘ Toe gy b Coriparaion Hinming
I bgrmn b conprtons s

Wk o 10 the AQency's chent webate.

Thes = your gatinry to dakiabia nlomaton foe ¥ and yOur co-0p. Co-0) BN, EXDenenced voLnbears ard rawer mambers can 3 fd sonethng of Rierest e

* Agegments View o downikuad legal areements, such IS You Gpaatng agreennt with CMHC.

= Bagarty Consut your Anvual Information Returrs and dgency reparts. B your co-op Bles budguts and marsbsrng reperts with the igency, you do Bt hers,

For usahul resources and e and Updates, paase et o pubde webate

User Administration Access

1. Once the co-op admin signs in, they have access to two new links: Admin and

Profile

¥

Admin | Profile | Logout | Public Site | HomeRun | Francais | Help

Welcome, johndoe

M
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The “Admin” link will lead to the User Management page to create new users and
maintain users’ roles and profiles. The “Profile” link will show profile settings.

User Management Page

1. To access “User Management”, click on the “Admin” link.

JD John Doe [

Co-op Admin Panel

M User Management

Here, all registered users for the co-op are displayed. Initially, only the co-op admin
is shown. (The user type is co-op; sub-type is admin.)

On this page, the co-op admin can create new co-op users, assign access according
to role, remove access and see a log of co-op users’ activity. N.B.: It is important to
remove access when an individual leaves the co-op or their role changes.

h\ _' [ John Doe (e
User Management | sacx I Q

User Typa sar Subtyps Jsemame Full Nema Email Roles acksd(Inactiva Dats) Pessword Changa Required pdated By ipdatad On Actions
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2. Click on the edit symbol under “Actions” to view a profile and make changes. There
are two user sub-types: Admin and User. The admin (co-op administrator) has
access to their own Profile page and also the profiles of all users. Users have access
only to their own profile.

¢

Usar Typa User Subtypa Usarname Full Name Email Roles Lockad(Inactive Date) Password Changa Required Updated By Updated On Actions

Coop Admin johndoa John Doe johndoe@agancy.test Co-op  Co-op-Admin 2025/02/19 2025-02-19 s

Profile

3. The “Profile” page appears. User information can be changed here. If changes are
made, press “Save” at each page.

John Doe

CHANGE PASSWORD
Personal Information

W
ADMIN Full Name
John Doe
USER ROLES
Email* Phone Number Phone Ext.
SECURITY johndoe@agencytest (123)123-1234
LOGS
User Information
User Type User Subtype
Coap Admin -

Organization Name

Winkleigh

MNote

Enter note here
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Change Password

4. To change a password, go to the “Change Password” page. Co-op users and admins
can change their own passwords here. Press “Save” to apply any changes made.

FROFILE

CHAMNGE PASTWORD

ADRAIN

USER ROLES

SECURITY

LOGS

Change Password

Current Password

Current Password®

New Password

ey Passgrwrcrd ®

Conifinm New Passasond®

SANE

7

M
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Admin

5. The “Admin” page allows removal of a user’s access by locking them down. At the
“User Locked” section, click on the toggle to deactivate the account.

Admin “

User Locked Heset Pasaword

A
> E Wi irrd Dibe Rt Date 2024-12-11

- sdnin
CHANGE PASSWORD / N\

User Locked ( Reset Password (
ADMIN Inzctive Date: 2025-02-20 Reset Dats: 2025-02-20

If a locked-out user attempts to log in, they will receive an error message.
Error X

User is locked out, please contact your administrator.

CLOSE

A password reset can also be activated. Next time the user attempts to log in they
will be prompted to reset their password.

Error .

Password has expered, please reset your password by dicking on
Rasat Pasaword’.

CLOSE
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User Roles

6. The “User Roles” page allows the admin to grant or change co-op users’ permissions
by selecting from a menu of roles. The admin will have permission to all roles by
default as per their Service Bundle agreement. N.B.: when adjusting roles for a
logged-in user, they will need to log out and log back to see changes.

If a user is added, but no roles are assigned to them, they will have access to just the
co-op’s agreements and reports.

PROFILE User Roles “

Default Roles

Role Definitions:
Rental Assistance Claim Entry:

Enter rental assistance calculations for assisted households. Update housing
charges, utilities, non-subsidized services and shelter component
information. Submit rental assistance claims to the Agency.

Rent Supplement Claim Entry:

Enter rent supplement information for assisted households. Update housing
charges and utility information. Submit rent supplement claims to the Agency.

Budget Entry:

Enter co-op’s proposed budget information. Submit budget to the Agency.

' [ 1 | User Management System | 12



Monitoring Report Entry:

Enter information about arrears, vacancies, and co-op financial situation on
a monthly or quarterly basis if required by the Agency. Submit monitoring reports
to the Agency.

Property Inspection Support:

Complete Pre-inspection Questionnaire when co-op’s property has been
scheduled for inspection by the Agency.

Action Plan Entry:

Enter and submit co-op’s three-year Action Plan required for Rental
Assistance Program co-ops). Enter and submit annual updates for the Action Plan.

Self-Assessment Entry:
Complete the co-op’s Self-Assessment.
AIR Certification:

Complete the co-op’s AIR Certification

Security
7. The “Security” page shows the current multi-factor authentication details and a
button to reset the MFA.
Multi-Factor Authentication m
Etahus i Rethoed
.“] Reggintened Emod ik, i s S
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Logs
8. The “Logs” page shows the activity history.

PROSILE L‘-'lgﬂ Log Cafegory -
CHAMGE PAthwoaD
ATty Category Cregtectin

AT Legan Regfiration Successtu Legin TN N024 R462T P

Urbar Cragied Lrrer TL2024 4627 Pu
UISER PERMISTAONS

Liogin Vesrificaton Emadl Sant Loagin 2T RF2024 B A6TF PA
CECURITY Lesgin Passwond Success Liagin ¥R AT 58 PR

WAFL Pageafration Send LUE] TN EATE P
R

WAFA Chadlenge. Ermadl Senl LLF] V21024 BES0N PA

BFA Chidiengs Seiieds Pasied MFA Crualengs L] VAT 202 & 5008 Pa

Login Setoris Logped i uing WML Ligin TN 20248 B 5008 P

Shiye 15 = 18l @

Create New User

1. Click on the Admin tab. Then click on “User Management”.

nes
BN coommaTEs FuARTATCN

i acamcy ron T
B s (JD ) John Doe [
N

Co-op Admin Panel

M User Management
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2.

The admin can create new users by clicking on the “Create New User” button.

[ JD]  John Doe 0

CREATE NEW USER

Fill out all the required fields. Co-op users are assigned roles that give them access
to specific areas of CHAIS. (User type is Co-op; user subtype is User; Organization
Name is your co-op.)

A username and password are created for the user. Please note, you will not be able
to view the password once you leave this page. Share the username and password
with the user through a secure method so they can complete their initial login.
Select Reset Password to force the user to choose a new password upon logging in
the first time.

If a user is added, but no roles are assigned, they will have access to the co-
op’s agreements and reports only.

If you are using English as your language preference in CHAIS, the verification
email sent out to the new user will be in English. If you want the email to be sent in
French you must go back and login again with French selected.

S
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Create New User

Personal Information
Username*

Phone Number

Password*

User Information

User Type*

User Roles

Admin Information

User Locked

Inactive Date:

Full Name* Email*

Phone Ext.

Confirm Password*

]
]

User Subtype* Organization Name

Reset Password

Reset Date:

®

Click here to force a password change.

CANCEL SAVE

Once “Save” is pressed, a “User Verification” email is sent to the co-op user’s email
address. Once they validate the email, they will be prompted to set up their multi-

factor authentication.

M
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Co-op User Guide
Getting Started

1. A “User Verification” email is sent by the co-op administrator at their co-op. If the
email is not in the inbox, please check the junk or spam mail folder.

2. Open the email and click on the “User Verification Link”.
CHAIS - User Verification

K > ‘ ) Reply ‘ € Reply Al ‘ = Forward | |;| |_|
@ To © johndoe@agency.test : It B

Dear John Doe,

Please click the link below to verify your email address:
User Verification Link

If you are not able to click the link you can copy and paste this in your browser: |https://chais.agency.coop/chais/verification?
token=c815d481-78a1-4696-81f2-977108dee309

3. The co-op user account has been validated. Go back to login.

Validating User

Verification successful! You can now login.

BACK TO LOGIN

4. Login with the username and password given by the co-op admin. If you haven’t
received it, contact your co-op admin. We recommend that you change your
password upon logging in the first time.

h- User Management System | 17



Co-op Housing Agency
Information System

Usemame

johndoe

Reset password

Password

‘ ......... °

Remember me (username only) Get Help

LOGIN

5. For initial login, verify using multi-factor authentication. Choose email or text
message. Fill in the form and press “Submit”. Authentication will occur again if
there is a change in IP address, browser or if they haven’t signed in for 30 days.

Multi-Factor Authentication
Register

EMAIL TEXT MESSAGE

Email*

Confirm Email*

SUBMIT

Back to Login

Multi-Factor Authentication
Register

EMAIL TEXT MESSAGE

Phone Number*

Confirm Phone Number*

SUBMIT

Back to Login

6. Verify the identity in the last step of the multi-factor authentication. A “Your
Security Access Code” email or text message is sent to the co-op user. Check for an

email or text message within 15 minutes.

M
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7.

CHAIS - MFA - Your Security Access Code

=y Raply o by il # F e
" o aphy Faply crea [TH
T pehndcol sgency.tett

Dsar John Do,

Your multi-tactor authentication code is:
BH0249

As an added level of security, please complete the togin process by entering the above s-ﬂ@t suthentication code.

Note: This authentication code is valid Dl'lly for L5 minutes. |1 Yo wish 1y LOSII'I alter the authentication code has expinad, o Wil seed 10 reLIesT
o nénw authentication code from the login page.

CHAIS Suppon Team

Text Message - SMS
Thu, Feb 13 at 9:01AM

Dear John Doe,
Your CHAIS multi-factor
authentication code is:

408005

Please enter this code to
complete your login.

Enter the six-digit security code received by email or text message. Click on
“Verify”.
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8.

Multi-Factor Authentication

Verify your identity

Your one-time security code was sent by email to
joh****@agency.test

The code will expire in a few minutes.

Enter Security Code*

VERIFY

Do you want to change the verification method to text
message?

Back to Login

This shows the co-op’s CHAIS Welcome page.

r“x
T g g g
[ | iy —

gy || st | e i | s | By |
e e e ——

I E——
Wil

it e o o e s et e
Tom o et fmmy b e e G g o e B, s ad kb ] s by 1 o ] ey o b b

[ A T A e —— e
g o b st Bk wd by gt e o o et Bk o et mgth S T i v e Pt

A et et W il it e vt s aalle aallals

Profile Page

1.

The co-op user has a new “Profile” link.
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l Welcome, jamesdoe

Profile | Logout | Public Site | HomeRun | Francais | Help

The “Profile” link will show their profile settings.

Profile

2. The “Profile” page appears. User information can be changed here. If changes are
made, click “Save” before leaving the page.

James Doe

CHANGE PASSWORD .
' Personal Information

*
SECURITY Full Name

Jamss Doe K]
LOGS
Email* Phone Number Phone Ext.

jamezdos@agencytest K]

User Information
Usar Typs Uszar Subtyps
Coop Uszar

Organization Nams

Winkleigh

Maots

Enter note hers
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Change Password

3. To change the password, go to the “Change Password” page. Press “Save” to apply
any changes made.

CSOFLE Change Password
CHANGE PASSWORD
Current Password
SECUDITY Currant Passwond®
)
LOG
New Password
Maw Paagward”
e
Confirm New Pasawond”
b

Security

4. The “Security” page shows the current multi-factor authentication details and
allows you to reset the MFA.

e Multi-Factor m
Authentication
CHAMGE PASSWORD
SECURITY Status Eralled Mathod Ers
LGS
Regisrared Email e resdowBegenty Tt
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Logs
5. The “Logs” page shows the activity history.

s Logs ok Ciin .
CHAMNGE PASSWORD Activity Category CrautedOn

SECUIRITY

e e Erruil Sans g X
LGS Login Password Susteas Login ¢
KiEA Regivirason: Sa iy
MES Challenge: Emall fent tiy LA0ET 33400 P
Wifa, Cha lenge Succeis: Caned WA Chillsngs Loy | Lr002S 1:33-24 Pl
Login Socces: Lopged in using MFs Logw LGRS 3: 3304 PR
o PaLrwond Suooess Login LrAOIES & dbedl P
Login Susoais: Logped in using pesswerd oaly Login LIVIOLS S A0 4T PR
Shan 13 - 1Fel?

Other Help

Password Reset

1. Password resets can be requested at the login page by clicking on the “Reset
password” link or a co-op admin can initiate a password reset.

Co-op Housing Agency
Information System

Username

Password -H Reset password

®

or
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CHANGE PASSWORD /
User Locked

Reset Password

ADMIN Inactive Date: Reset Date: 2025-02- (
19

USER ROLES

2. When the user attempts to log in, they will see the following message:

Error X

Password has expired, please reset your password by clicking on
‘Reset Password'.

CLOSE

3. By clicking on the “Send Instructions” button, an email will be sent.

Reset Password

Username*

SEND INSTRUCTIONS

Back to Login

Reset Password

You've got mail. Check your email for 8 password
rezst link.

BACK TO LOGIN
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I

n the “Reset Password” email, click on the “Reset Password Link”.
CHAIS - Reset Password

K . | <—) Reply | «‘) Reply All | — Forward ‘ |ﬁ | | we |
To jamesdoe@agency test

Dear James Doe,

Please click the link below to reset your password, the link will be valid for 1 day(s):
Reset Password Link

If you are not able to click the link you can copy and paste this in your browser: https://chais.agency.coop/chais/reset-password?
token=1f0a838f-de6b-4b86-a697-53ae12c9e7d1

Create a new password. Click on “Set Password”.

Reset Password

Mew Password®

FEEFSEEREERS |.| @
& At least B characters
@ An uppercase lsttar @ A lowsrcasze lstter

& A numbear [} A zymbol

Confirm New Password®

SEEEERERERRS |.| @

SET PASSWORD

Back to Login

M
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Language Mode

Language selection can be done at the login page.

Co-op Housing Agency
Information System

Username
Username
Password Reset password

Password @

Remember me (username only} Get Help

LOGIN

Ly

© 2005 - 2024 The Agency for Co-operative Housing. All rights reserved.

Select language/Sélectionner |a langue: English v

| Englsn
| Frangais |

Locked Out

If a locked-out user attempts to log in, they will receive an error message.
Error X

User is locked out, please contact your administrator.

CLOSE

A co-op administrator can unlock them from the Admin page.

PROFILE Admin

CHANGE PASSWORD
User Locked

ADMIN Inactive Date:
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Support

Help and Feedback links are available at the login page. Get Help will take you to

our CHAIS technical support help desk. Feedback will allow you to send an email to
the Agency.

Welcome to the

Co-op Housing Agency

-
Information System
Username
Password Reset password
=
Remember me (username only) Get Help

LOGIN

© 2005 - 2025 The Agsncy for Co-opera:iv/'ng. All rights
rezarved. Feedback

Select language/Sélectionner la langue: English
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