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Learning Objectives

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

Learn how to submit Annual Progress Reports, Housing Elements and other
documents to the HCD Connect User Portal.

Understand the features of the Portal.

View previous submissions.

Resolve APR Error Files.

Resubmit Updated APR Files.

Learn 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.



HE/APR Upload Tab

Steps Screenshot Examples

1. After registering and logging
into the HCD Connect User o
Portal, navigate to the HE/APR :
Upload tab at the top of the
page in the navigation bar.

2. Once you are added to the
account, you will be able to
submit Housing Elements,
Annual Progress Reports,
and/or Sites Inventory on behalf
of the jurisdiction . Additionally,
you will be able to view previous
submissions.

3. Navigate to the HE/APR
Reports tab to view embedded
Power Bl reports related to
Housing Elements, Sites
Inventory and Annual Progress
Report Submissions.




My Tasks

The My Tasks tab allows you to view and update existing tasks assigned by HCD Staff,
with each task representing an item pending your action.

Steps Screenshot Examples

1. To view and update
existing tasks assigned
to you, navigate to the

My Tasks tab.
2. To view tasks assigned

to you, use List Views Al Tasks Assigned ToMe » [§

and select All Tasks weme] 1157 viEwS

ASSigned To Me. «  All Tasks Assigned To Me (Pinned list)
1 Closed Task

A list view displays items | Closed Tesks Asigned To Me

in a vertical format, | openmes

allowing you to quickly | openesks

see and scroll through Open Tasks Assigned To Me

information. There are Recently Viewed

various list views you
can select to see all
tasks assigned to you.



Viewing Task Details

In this section, you will be able to view the details of the tasks that are assigned to you
and make required updates.

, . Mark Complete =

—_ View task details _
) View/Add Fiies>

v" You will be able to mark tasks as complete.
v" You will also be able to upload files necessary to the tasks and add comments.



Portal Notification

Steps Screenshot Examples

1. The Bell icon at the top of the page
shows all your notifications. This is
where you can also see any
updates and tasks assigned to you.

2. To see more details, click on any of
the notification items.

3. You can also mark a notification
item as read.



My Profile

To access your Profile, navigate to the user icon at the
top right of the page. This is where you will be able to
see:

e User Profile: Details related to your user User Profile
account.
o Entity Profile: Details related to your entity

Entity Profile
account.

e Change Password: Gives instructions on how
to change your account password.

e Log Out: Allows you to log out of the HCD
Connect User Portal. v | A

Change Password

Log Out

Update User Profile

On this page, you can view details and update your User Profile.

Steps Screenshot Examples

1. Click on User Profile.

User Profile
Entity Profile

Change Password

Log Out

2. Update your name, address,
or contact information, then
click Update to save your
changes.




Update Entity Profile

On this page, you can view details and update your Entity Profile.

Steps

Screenshot Examples

1. Click on Entity Profile.

2. On this page, you are able

to update your Entity Profile.

Click Next to process the
changes.

Change Password

User Profile

Entity Profile
Change Passward

Log Out
v oA O

Steps

Screenshot Examples

1. Click on Change
Password.

User Profile

Entity Profile

Change Password

Log Out

2. Click on Change
Password to process a
password change request.
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