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Learning Objectives

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

e Start your Registration

e Search and Setup your Entity

e Complete your User Profile

e Complete your Registration

e View your Entity Details in the Portal

e Approve or Reject a New User Request
e Manage your User Account

e Add a Consultant to your Jurisdiction



Portal Registration: New User Registration

You must register before you can use the HCD Connect User Portal. To register, please
complete the following steps.

Steps Screenshot Examples

1. Type the Portal URL in your
preferred web browser: C M ® https://hcd.my.site.com/hcdconnect
https://hcd.my.site.com/
hcdconnect

2. Click Create an Account

Username

Password

Forgot your password?

Not Registered?l Create an account I

3. Enter your First Name, Last

Name, Email, and select the Role First Name
Type “Applicant/Local Caroline
Government”.
Last Name
West
Email

caroline.west@hcd.ca.gov
Role Type

Applicant/Local Government v

Already have an account?



https://hcd.my.site.com/hcdconnect
https://hcd.my.site.com/hcdconnect

4. Then click Register

5. You will be taken to the Check Your

Email screen. An email has been
sent to the email address you
entered.

Click on the link in the email or
copy the link into your web
browser.

You will be taken to the Change
Your Password screen. Enter in a
password and re-enter it to confirm.

The password criteria include the
following:

8 characters

1 uppercase letter

1 lowercase letter

1 number

1 special character

AN NN NN

The green checks will indicate that
you are meeting the required
password criteria.

Click the Change Password button
to proceed.

Role Type

Applicant/Local Government v

e

Check Your Email

Thank you for your request. You will receive an email from us shortly with a link to set up your password.
Thank you

Back to Login

Hello Caroline West,

Welcome ta the California of Housing and C:

To complete the account creation process, please click on the link below and setup a password for your account. This link is only
accessible one time, once clicked it cannot be used again. The link expires in 24 hours:

https:iiur comival andbox.my.site.com/hcdconnect/login?
c=xibol_3mwFfe7UQUdUFGZvial4As.14Hao a ZhO! ) 7BIYOX_niGWIORhwi
GkGOUBOAIGVypa1090gVByNv11mmh03PIQKHKPzrwzDlalHolMXa1nCTalamO 1 my 7xbZxQUBASGBOUBMS CUt YPeSMIQwikiXu
EwDEmxvyg*3D°3D__JSULKIquKgclexgB-

haEbSixqlIZdU2HOGKUSKL wAW? D4NNBrBUC: Tadalxl gISF
Thank you,

of Housing and C

Change Your Password

Enter a new password for
caroline.west@hcd.ca.gov. Make sure to include
at least:

8 characters

1 uppercase letter

1 number

v
v
v | lowercase letter
v
v

1 special character

New Password

Good

Confirm New Password

Match

Change Password

Match

[




Portal Registration: Entity Search and Setup

Steps Screenshot Examples

1. Once you have created a

password, you will be taken
to the Portal’s welcome
screen.

Please Note:

Public entities such as
housing authorities,
development agencies, and
redevelopment agencies
should select
“Organization” as the
account type.

Tribes (both Federally
recognized and non-
Federally recognized) should
select “Tribal” as the
account type.

Click Next to continue.

You will then reach the Entity
Search screen. Please enter
either the organization’s tax
ID number (TIN) or the
unique entity 1D (UEI).

Please Note:

TIN value is a required field
and should be entered
without “-*.

UEI is an optional field.

Click Search.

Weleome !

To get started, select your account type

* Indicates required field

Please note : Excluding cities and counties, public entities such as housing authorities, development
agencies, and redevelopment agencies should select “Organization” as their account type.

* Account Type

Organization

“

Entity Search

To begin, please search for your entity by entering the Tax ID
Number (TIN) and/or the Unique Entity 1D (UEI) and clicking the
‘Search’ button. If no result populates or you don't see your entity
in the list, please click on the 'Create A New Entity' button to
proceed.

Please note: The association process involves multiple steps.
Please complete all the steps to successfully associate your
account with your entity. You will see a confirmation screen at
the end of the process.

* Indicates required field

*Tax ID Number (TIN)

Cormnplete this field

Unique Entity ID (UEI)

© Entity Search
Entity Profile

Required
Documents

User Profile
Non-Disclosure

Confirmation




The search result will display
a list of entities that match on
the TIN provided. If your entity
is displayed in the result, you
may confirm your select by
choosing “Confirm Selected”
and click Next to continue.

If the search does not locate
your entity, you can create a
new entity by selecting
“Creating A New Entity” and
click Next to continue.

If the search generated no
matching result, you can
create a new entity by clicking
on the “Create A New Entity
Button”.

Entity Search

To begin, please search far your entity by entering the Tax ID Number (TIN) and/or the
Unigue Entity 10 (UEI) and clicking the ‘Search’ button. If no result populates or you don't
see your entity in the list, please click on the ‘Create A New Entity’ button te proceed,

Please note: The assaciation process involves multiple steps. Please complete all the
steps to successfully associate your account with your entity. You will see a confirmation
screen at the end of the process.

Search Results
10f 1item - Oitems selected

TaxID Num... » | EntityName ~ | EntityType | Malling Add...

r Create New Entity

© Entity Search
Entity Profile
Required Documents
User Profile
Non-Disclosure

Confirmation

Entity Search

To begin, please search for your entity by entering the Tax ID
Numnber (TIN) and/or the Unique Entity ID (UEI) and clicking the
‘Search' button. If no result populates or you don't see your entity
in the list, please click on the 'Create A New Entity’ button to
proceed.

Please note: The association process involves multiple steps.
Please complete all the steps to successfully associate your
account with your entity. You will see a confirmation screen at
the end of the process.

Tax ID Number

UEI Number

Search Results
‘We were unable to find your entity in our

records. Please click the 'Create A New Entity’
button to begin the entity registration process.

© Entity Search
Entity Profile

Required
Documents

User Profile
Non-Disclosure

Confirmation

Back Create A New Entity




5. Tocreate a new entity, please
complete the entity profile
Please note: The association process involves multiple steps. Please complete all the
sScreen an d up lo a d th e steps to successfully associate your account with your entity. You will see a
confirmation screen at the end of the process.
requested document.

Entity Profile

* Indicates required field

Please Note: . _
Public entities such as S Prystcal Address
housing authorities, ~entity Type ; R
development agencies, and - ene selected T oyl Ciy

redevelopment agencies [‘E“""”m N ] erments
should select -

“Organization” as the e :
account type. itz ©

* Email

- 2
v *Physical Street © Entity Search

*Physical State

User Profile
Non-Disclosure

Confirmation
you@example.com

* Physical Country

Tribes (both Federally webste United States
recognized and non- Mailing Address

Federally recognized) should e Chick f maiing adcres s diferent

111111111

select “Tribal” as the P
account type.

from physical address

UEI Expiration

Click Next to complete the -
entity profile and move UHN* :
forward to setup the user B

profile. o :

Back Next

. . © Entity Search
Required Business Documents e

©  Entity Profile
Please note: The association process involves multiple steps. Please complete oll the steps to successfully

associate your account with your entity. You will see a confirmation screen at the end of the process.

Required
O Documents
File Types Supported: pg, jpeg, .Png. gif, bmp, svg, pdf, tif, tif,
ppt, pptx, txt, rtf, zip, rar, 7z, . mp3, wav, .ogg, .mp4, .a mky, .mav, .ico, .html, kml, .kmz, .odp
o ! ; User Profile
Non-
Single Audit &, Upload Files  Or drop files Disclesure
Confirmation

STD 204-Template Link &, Unlosd Fies | Or drop fles

TIN Upload-Template Link & UPload files  Ordrop fles




Portal Registration: User Profile

Enter in your information into the User Profile page.

Steps Screenshot Examples

1. Enter in the following

information: User Profile )
e Job Title e e P ot 1 g s
e Phone
e Physical Address — B o s
enter in your o )
business address. O ) -
~Fhons Seate ©  UserProfile

e Mailing Address —
Select if mailing
address is different
than your physical
address.

N Non-Disclosura

Mailing Address

2. Click Next to continue.

*Emal

john.doe@example.com

* Physlcal Country

United States

Mailing Address

Check If malllng
different from pl




Portal Notification: Complete Your Registration

Steps

Screenshot Examples

1. To complete your registration,
you must read and accept the
non-disclosure agreement.

2. Click the checkbox under Legal
Agreement. Then, click the
Agree button.

3. You will then reach a
confirmation screen confirming
your successful user and entity
registration.

Please Note:

Your user registration will be
forwarded to the entity’s
account administrator for
approval if the user is
associated with an organization
or tribal entity that is already
present in the system,

Terms of Use

efully and confirm your acknowledgment at the bottom of the page.
ess involves muttiple steps_ Please complete all the steps to successfully associate

your account with your entity. You will see a confirmation screen at the end of the process.

By submitting this registration form, I, the Applicant or its authorized representative applying
hereunder, hereby certify, consent, and agree to all of the following terms and conditions of use.

*1 certify that 1am an authorized user of this account and I am accessing this account for an authorized purpose.

*1 certify that T have full authority to act on behalf of my organization to initiate, complete, sign, and submit, as appropriate,

reports, housing elements, documents, and applications for funding through the Department of Housing and Community
Development.

*I certify to the best of my knowledge and belief that all information I am providing to the Califomia Department of Housing
and Community Development (HCD) i true, accurate, and complete. If requested, I will provide HCD further
documentation to verify the information I have provided. I will promptly notify HCD if | becomne aware that any material
information submitted has changed

*I give consent/authorization to HCD and its respective agents, employees, contractors, and assigns, to immediately share,
disclose, analyze, and discuss, with any other person or entity, public or private, all documents and other information
submitted as necessary to verify the information provided, determine eligibility for funding evaluate and effectively

implement the funding program, and conduct or comply with state or federal audits of the applicant or program.
*1will not disclose my login and password to anyone else. If T am emailed a link to this account, Twill confirm the sender's
identity and landing page domain name (*Califormia Department of Housing and Community Development | Califoria
Department of Housing and Community Development *) before logging on. 1wil log out of this account when I leave my
computer unattended

*1 understand that for funding applications, HCD will not give applicants extra time to resolve technical issues caused by
incompatible browsers, operating systems, or incompatible uses of this account. T understand that HCD may not discover
deficiencies cau: ission deadline has already passed,

*By checking the e to these certifications electronically and intend my electronic signature to have
the same binding effect on myself and my organization as a physical or

ignature.

o

Jurisdiction Entity Search

User Profile

Non-Disclosure

Confirmation

e g
*By checking the “Agree” box below, I agree to these certifications
electronically and intend my electronic signature to have the same
binding effect on myself and my crganization as a physical or
“wet” signature.

* Indlcates required field

Legal Agreement

I have read the agreement abo!
ondltions.

Confirmation

Thank you for completing your registration
Your new entity account has been successfully created and associated with your user profile!

You may use the tabs in the header above or click the button below Lo browse open grants and loan solicitations.

Browse Grants and Loans

Search Entity

Entity Profile

Required Documents

User Profile

Non-Disclosure

o0—0—10—000

Confirmation




Confirmation

‘four entity association request has been successfully sent to the
account administrator for review and approval.

If you do not receive an email confirmation, contact the account
administrator/manager to confirm that all the information entered
and submitted is accurate or to determine if further actions are
required.

Jurisdiction
Entity Search

User Profile
Non-Disclosure

Confirmation

10



Portal Registration: Approve/Reject New Entity
Join Request

The Account Administrator for your entity will receive an email indicating that a user is
requesting to join the HCD Connect User Portal for your organization/tribal entity. If you
are the Account Administrator and receive this notification, follow these steps to
approve or reject the requesting user.

Steps Screenshot Examples

1. Click on the email received
from HCD Connect.

Hello ANGELA PINON,

Kelly Rowland wants to join in the HCD Portal. Please click on the link below to approve or reject the request within 60 days of this

ity ps.//hed--uatsandbox my.site.com/chaapp/s/approval-request?
Col 003cp000003 uKgc!aCiuVva2Bilwib83BLOKScHdpOgB1NIvip9GXkD3bdLYUDtZdLt0sINgOT pug1tq9VAFOrrg2Agxd

WZNXPAGYgN-vivuuQpracSl VPCS

If there is no response to this request within 60 days, we will deactivate Kelly Rowland's account for you.
Thank you,

California Department of Housing and Community Development

2. You will need to be logged
into the HCD Connect User Username
Portal. You will be directed
to the login screen.

Password
Enter in your username and
password to enter the portal
and click ‘Log In.’

Forgot your password?

Mot Registered? Create an account

User Request screen will
open.

3. The User Portal New Entity |
—

e N |

1

1



4. Under Action, you can select

5.

6.

Approve or Reject.

Click Next to complete the
action.

If you select Approve and
click Next, you will then
reach a User Portal New

Entity User Request screen.

Click Next to complete the
action. Requesting user will
receive an email notification
that their access has been
granted.

@ hed@corect

User Portal New Entiy User Request

@ hed®connect

User Portal Mew Entity User Request

Flortai New Entity User Request

12



7.

If you select Reject, then the
user will not get access to
the Portal.

User Portal New Entity User Request

13



Manage Your User Account

Steps Screenshot Examples

1. To manage your user
account details, click
on the profile icon on
the top right of the Welcome to HCD

navigation bar. Connect!

hed®connect Home HE/APR Upload HE/APR Reports My Task

2. Click on User
Profile.

User Profile

Entity Profile

Change Password

Log Out

3. You can view your
user information on
the User Profile

& hcd®connect Apply for Funding

page. If you need to User Profile

update any * Indicates required field

information, enter — i

any updates in the Sum

fields on the page Hone-

then click the Update Unique Enty dentier el s

button at the bottom ryeical Adros MN‘gm

right of the screen.
651 Bannon St Email o '

geetha ponaganti+881@hed.ca gov
*Physical Clity
HCD Connect User Portal Access
Sacramentc
Submit Planning Documents{Housing Elements/APRs)
*Physlcal Country
Grants and Loans

California

*Physical ZIp

98511

Physlcal County

-None-
*Phone

9162342346




4. You will see that your
changes have been
saved.

15



Change Your Password

Steps Screenshot Examples

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

User Profile

Entity Profile

Change Password

Log Out

2. Onthe Change Your Password SCreen, [ —
enter in your old password and your Change Your Password

new desired password. OdPassword |
NewPassword [ ]
Verify New Password| |

Change Password

Password must contain the following

s Atleast 1 Uppercase letter (A-Z)

s Atleast 1 Lowercase letter (a-z)

« Alleast 1 Special Character-1* 5 % * @
« Alleast 1 Digit 0-9

= Must be longer than 8 characters

3. Then click the Change Password e —
button . Change Your Password

Verify New Password

Change Password




Add or Remove a Consultant to Your Account
(For Account Administrator Only)

Steps Screenshot Examples

1. Click on the profile icon
on the top right of the
navigation bar.

‘@ hed@®connect

Welcome to HCD
Connect!

2. Click on Entity Profile.

User Profile

Entity Profile

Change Password

Log Out

3. Locate the Consultant
Manager and click Add R
Consultant. .

Mailing Adaress

4. Type in the consultant’s
name in the Search

Consultant bar and click Add Consultant
on the Select
Consultant field to see Search Consultant
the results. Mitch
Select Consultant
You will be able to [Lsetecta consutnt
search by name and/or Mitchell Portal mitchellvsoriano@accenture.com

email.




5. Select the consultant
from the list and click
Add.

Add Consultant

Note: if you do not see

the consultant in the list, Mitch

they have not yet Select Consultant

registered_ Please Mitchell Portal mitchellv.soriano@accenture.com
instruct them to register
to the portal.

6. Once added, the
consultant will appear in
the Consultant Manager.
The user will receive an
email once they have
been added.

Website

[A consultant Manager

dd Consultant

Consultant Name

Mitchell Portal

The consultant now has
access to your account
and can submit planning
documents on behalf of
your jurisdiction and can
view previous
submissions.

7. Toremove a consultant’s
access to your entity’s
account, click the
Remove button.

Website

G Consultant Manager

Add Consultant

Consultant Name

M per
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