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Learning Objectives
At the end of this module, the learner will be able to:

¢ Navigate the HCD Connect User Portal

e Understand how to upload Annual Progress Reports to the Portal

e \iew previous submissions

e Resolve APR error files if errors are identified

e Re-submit APR files when needed

e Know what to do if you need to submit a revised APR file after submission
¢ Review the Power Bl reports to track data submitted on APR



HCD Connect Home Page

After you have created a user account and have successfully logged into the HCD
Connect User Portal, you will see the home page. To submit your annual progress
report, you will need to access the HE/APR Upload tab. There are several ways to
navigate to this tab, as described below.

Ways to Access HE/APR Screenshot Examples
Upload

1. Click on the HE/APR Upload =
tab from the navigation bar at @ hcd@connect HE/APR Upload
the top of the page.

Welcome to the
HCD Connect User Portal

SUBMIT PLANNING DOCUMENTS

2. Click on the Submit Planning
Documents button.

@ hcd®connect HE/APR Upload

Welcome to the
HCD Connect User Portal

3. Click on the Submit Annual
Progress Report tile from the
home page tile menu.

Welcome to the
HCD Connect User Portal




HE/APR Upload Tab

HE/APR Upload tab is the main page where you will be able to upload documents and
manage all submissions of APRs, Housing Elements, and electronic Sites Inventory
files. When you click on the tabs (APR Import, Housing Element, Site Inventory), you
will be able to view your previous submissions.

Steps Screenshot Examples

1. Navigate to the HE/APR
Upload tab.

s 1APR Liploa: E[APR Beparis y
m Uplcad Hensing Elerment Upload Saes Inventory

My Ta

2. Click on the APR Import
tab.

P e

HE MR Upload HE [APR Beparts y
s o




APR Import List View

Steps Screenshot Examples

1. In the APR Import List
View, you are able to see
previous APR
submissions. Click on the
hyperlinks under the HE
APR Import column to
open a specific file..

2. Use the search bar to
search for a previous re——
submission.

AR Impe
Al v

? 2 L1k

Note: A list view displays items in a vertical format, allowing you to quickly see and
scroll through information. You can select between the All or Recently Viewed list

view.



How to Upload an APR File

Steps

Screenshot Examples

1. Click on the HE/APR
Upload tab from the
navigation bar at the
top of the screen.

2. Click on the Upload
APR button.

3. Select the appropriate
Jurisdiction in which
you want to upload an
APR.

Note: If a consultant is
associated with multiple
jurisdictions, the consultant
will be able to choose
between a list of
jurisdictions that they are
associated.

APR Import Housing Element

Home 1APR Upload HE/APR Reports
Upload APR Upload Housing Element

Upload Sites Imventary

@ hed@connect

APR Import

APR Impons
Al -

Home HE/APR Upload
Upload APR Upload Housing Element

HEIAPR Reports

My Tasks
Uphoo Sites Inventory

HE APR Upload

Jurisdiction

JurOrghccount

X 2024




4. Select appropriate

Year.

Click Next.

Select the appropriate
Period. Period displays
all time periods that fall
under the year selected
that are tied to the
jurisdiction’s Council of
Governments (COG). In
years that span two
planning periods, the
same APR submission
should be associated
with both periods.

Click Next.

Click on Upload Files.
Select the file you want
to upload from your
computer.

HE APR Upload

Jurisdiction

JurQrgAccount

2020
| 2021
2022
2023

2024 v

X 2024

Next
Cance
HE APR Upload
Period 1
l a]
[ | 9/8/2009-10/5/2024 | ]
9/17/2024 - 10/11/2024
10/1/2024 - 10/31/2030
Cance

HE APR Upload

Files for JurOrgAccount - 10/1/2024 - 10/31/2030&

Upload

&, Upload Files

Or drop files

Previ o m

Cance




9. Once selected and _
uploaded, Click on Upload Files

Done. .
. BeverlyHills_Success2023 2.xlsm o
s EEWANE]

1 of 1 file uploaded Done

10.Click on Submit.

HE APR Upload

Files for JurOrgAccount - 10/1/2024 - 10/31/20308&

[BeverlyHills_Success2023 2.xism]

Upload

1, Upload Files Or drop files

Cance
11.You will receive a
notification that the HE APR Upload
APR fIIeS are Currently Your APR files are currently processing. You will receive a status update when
processing. It takes up processing is complete.
to 10 minutes for the
system to process the
file. You will receive a
notification when Cance

processing is complete.
Click on Finish.

12.0nce you have , —
Subject: Your file is being processed

successfully uploaded
your APR file into the
system, you will receive
an email notification Yorr e as beea uploaded nd 6 o belng processed. This may take a e mammens. Yon will teceive
|nform|ng you that your notification once the validation process is complete,
file is being processed S
by the system. California Department of Housing and Community Development

Dear [User],




APR Submission Processing

You will be redirected to the HE APR Import record page where you can see the details
of the file uploaded in the Details tab.

Note: The Processing Status indicates that the file is processing, and it may take up to
10 minutes for the system to process the file.



HE APR Imports Record — List View

The APR file uploaded is now available under the APR Imports List View.

To access the APR Imports List View, click on the HE/APR Upload tab from the
navigation bar at the top of the page.

Uz fonenyg L Y ]

Note: Make sure that the APR Imports tab is selected. Within the APR Imports List
View, you’ll be able to see a list of previously submitted APR files.
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Resolving APR Upload Errors

Steps

Screenshot Examples

1. Once you have submitted
the APR file, the file will
then be processed.

2. If there is an error in the file,
you will receive an email
notification that will prompt
you to navigate to the APR
Import record and view the
APR Error file.

APR Import
AGOURA HILLS - 10/15/2013 - 10/15/2021&

g Details

APR Impoet Name
AGOURA HILLS - 10/15/2013 - 10/15/20218 4

Py Sa—

Fail

~ Import Detail

[Empty s File xism)

154, 9/30/2024, 3:21 PM

Sandbox: Error in Processing your APR File Submission lsbes x

a8 &

W o @ 6 i

please accass the error

Email Sample

Note: On the HE APR Import record, you can see that the processing status is now
reporting Failure - Errors and there is a URL link in the Error File that can be opened

and downloaded to view.
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Resubmitting an Updated APR File

After you fix the error in the file, you can resubmit the updated APR file by following the
same process as when you conducted the initial upload.

Note: Error files are deleted from the system after you have updated the corrected file.

The process of resubmitting an APR file can continue until the file has been successfully
processed. You will see that the Processing Status has updated to ‘Success’.

12



Confirmation of a Successful APR Submission

Steps

Screenshot Examples

1. Once you have submitted or re-
submitted the APR file, the file
will then be processed. Once the
file is processed and the
validation passes, you will
receive an email notification that
the file was processed
successfully.

2. Once the final review has been
conducted by HCD staff, you will
not be able to upload an APR for
the same year. Please contact
your HCD rep for further
questions and instructions.

3. You can also navigate to the HE
Import record to view the status
of the submitted file. Submitted
files can be downloaded using
the URL in the Submitted File
field.

APR Impor
AGOURA HILLS - 10/15/2021 - 10/15/20298&

~ Processing Details

Sandbox: Successful Submission of your APR File b x

a e

o @ e f
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HE/APR Reports

To access and view detailed reports on APR submissions, click on the ‘HE/APR
Reports’ tab.

APR Submission History and Detail

Iurisdiction "ﬁ' Created Cate Last Moiified Date Oyl File Name: Plannineg Pesiad Start Dale  Planning Period Erd Date
ADELANTD 2008 1152172019 ES08 AM  §72272004 T4 555 P
AGOURA HILLS 4153003 F1202 AM 5222024 T:5402 PM
ALAMEDA 2008 22972024 30032 PM 5722024 TS 34 PM
ALAMEDA COUNTY BANANSEIRIOPM 572200 TERSS PM
ALEANY 006 ENI0TF 111534 AM SRHF004 TEHES FM
ALHAMBRA ST BS630 AM  S/ZHE0 TS0 PM
ALISO WMIEID 18 SA6/2015 85358 AM  5/22/2024 T:51:55 PM
ALFINE COUNTY BIT/2NFI2TIBAM 52272024 T:53:55 PM
ALTURAS 2008 10M42000 0003 PM 5222004 To500 PM
AMADDRCOUNTY 2006 S200201% 12500 P 52072024 TSEST PM
AMERICAN CANYON 2018 4/26/2013 14541 P 5/Z3/2024 T:5357 PM
ARAHEIM 2008 S21/2013 WI0AT AWM 5233004 T5EES FM
ANGERSON 008 RS S0420 AM

ANGELS CAMP 2008 S28/201F 102233 AM

ANTIOCH 2008 &/S/20N9 210230 PM

APPLE VALLEY 00 101172003 E1448 PM

ARCADIA O 4SI00H 30627 PM S[ZA3004 TEESS PM
ARCATA 2006 WAT/I0TF 1AZ05 PM  SENE004 TEADZ FM
ARFOWD GRAMDE 2018 SAS20THBAS22 AM 572272004 TS1E5 PM

Adelanto X d.xhm W52mMl RLURE TR
AgouraHills208 sism 1015203 10152021
Alsmedal (138 g 131,205 1312003
AlamedaCounty2018alm /31,205 el
Albany 2018t 1ALNE 17302023
AlhambraZli Bdsm 1 IE2013 052021
Aloiiein 0l Sdsm 101572013 10182021
AlpineCounty 201 8xdsm B30/2004 &3020019
ANurasdOt Bsdem &0/ 2014 " i)
AmsdorCounty X0 Badsm GO0

AmericanCanyon2DBadsm 1/31,2NE

Ansharien2 01 Sxtem 107152013 1052021
Andersonin fadsm G020 AFiF0e0
AngeisCampa018.dsm 60204 E302009
Antoch2018.dsm 13,205 1312003
Applevalley200Bxdim T IsR2m 3 BT
Arcadiaz(18xbom 1052013 1058021
ArcataBin Badsm B304 &G
ArgyeGrandel( 1S n B 4 12312020

T EREY

n
L

EERRLY

CRELLERAY

The dashboard summarizes and displays data submitted on the APRs.

You can filter by the appropriate Jurisdiction you have access to and Planning Period
to view and analyze the embedded Power Bl reports.
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