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I. INTRODUCTION TO ONE DOOR 
One Door is California’s unified portal for affordable housing funding and reporting, including 
for the Homeless Housing, Assistance, and Prevention Program (HHAP) Program. One 
Door allows HCD to streamline reporting collection, monitoring, and data tracking for 
numerous affordable housing funding programs across five state agencies, and supports 
local reporting for housing elements. 
 
One Door replaces all functions previously completed in Cognito Forms for HHAP. 
Please note that while One Door will continue to expand to additional HCD and state 
housing programs, this user guide addresses HHAP functions only. One Door guidance for 
all other HCD programs will be provided directly to grantees by the staff of those respective 
programs. 
 

II. PURPOSE OF THIS USER GUIDE 
The purpose of this user guide is to provide HHAP grantees with clear, step-by-step 
instructions for: 

1. Login & Account Setup 
Steps for existing users and new users to access or register for the One Door. 

2. Submitting HHAP Contract Reports 
Detailed instructions on entering Obligated and Expended amounts, meeting business 
rules, and submitting Contract Reports. 

3. Submitting HHAP Budget Change Requests (BCRs) 
Guidance for proposing budget modifications, adding eligible uses, and submitting BCRs 
in accordance with HHAP requirements. 

This user guide is designed to support grantees in meeting HHAP reporting requirements 
accurately, consistently, and in accordance with all applicable HHAP guidelines. This 
document also includes detailed guidance and system behavior notes so users can navigate 
One Door confidently and avoid submission errors. Each section walks through the system 
screens as they appear, identifies editable and non-editable fields, and highlights required 
steps that must be completed. Unlike Cognito Forms, One Door will instantly validate 
reported expenditures against the current approved budget on file. 

III. IMPORTANT REMINDERS 
• Beginning October 1, 2027, Cognito Forms are closed and all required reports and 

BCRs must be submitted exclusively through One Door.  
• HHAP Contract Reports and BCRs must be completed in one sitting; the system 

does not save partial entries. To help grantees gather all required data and obtain 
approvals prior to submitting in One Door, HCD has provided a Contract Report 
template and BCR template to use as planning tools. 

  

https://hcd.my.site.com/hcdconnect/s/login/
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IV. ACCOUNT SETUP AND LOGIN 
Note that there are two options for account 
setup; one for existing HHAP contacts, and one 
for new users. 

 
A. Existing HHAP Contacts  

All existing contacts on file with HCD have been 
uploaded into One Door. If you are one of these 
existing contacts, follow the steps below to gain 
access and ensure your login credentials are up 
to date. 

1. Click the registration link and select “Forgot 
Password,” even though you did not forget 
your password; this is just the pathway to 
creating your login. (Figure 1) 
 

2. Enter your email address. (Figure 2)

  
3. The system will display a confirmation message indicating that a password reset link has 

been sent. Check the inbox and locate the password reset message from One Door.  
 

4. Follow the instructions in the email to update your password. (Figure 3) 

 
Figure 3 

Figure 1 

Figure 2 

https://hcd.my.site.com/hcdconnect/s/login/
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After the password has been successfully updated, navigate back to the One Door login 
page. Enter your email and the password you just created. Once logged in, you will be 
redirected to your One Door home page (Figure 4), where you will be able to access your 
jurisdiction’s contracts, submit HHAP Contract Reports and BCRs. 

 

 

B. New Users 

If you are not a contact on file with HCD, follow the 
steps below to complete the registration process: 

1. Click on the registration link.  

2. Click “Not Registered? Create an 
account” to start the registration process 
(Figure 5).  

3. Scroll to the bottom of the page and find 
“Jurisdiction” from the options and then click 
“Register” (Figure 6). 
 

Figure 4 

Support & Troubleshooting: If you cannot access the system, please contact us at 
hpdhomelessnessgrants@hcd.ca.gov. 

Figure 5 

https://hcd.my.site.com/hcdconnect/s/login/
mailto:hpdhomelessnessgrants@hcd.ca.gov.
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4. You will be prompted to register using your email. Follow all on‑screen prompts and 
enter the required information accurately 
(Figure 7).  

 
5. After all fields are completed, select 

“Submit.” A confirmation notification will 
appear indicating that your registration 
request has been received (Figure 8). 

 

 
 

6. Check your email inbox for a message containing a link to set or change your password. 
Once you locate the email, click the link to open the password setup window and create 
your new password. 
 

7. After successfully setting your password, the system will redirect you to the Jurisdiction 
Entity Search page (Figure 9). 
 

 

Figure 8 

Figure 9 

Figure 7 

Figure 6 
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8. In the “Search Accounts” bar, type the jurisdiction you represent e.g., Sacramento 

County (Figure 10).  
 

 
 
 

9. The system will populate the matching jurisdiction options. Select the jurisdiction from 
the list (Figure 11). 

 

10. After selecting your jurisdiction, click “Next” to proceed. The system will generate the 
User Profile page, where you are required to complete all required fields by providing 
contact information and the physical and mailing address of your jurisdiction (Figure 12). 

 

Figure 10 

Figure 11 

Figure 12 
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11. The next page will display the information you entered. Select “Fetch Addresses” to 
confirm the jurisdiction address or click “Back” to make any necessary corrections 
(Figure 13). 

 
 

12. Review the Terms of Use and check the box indicating your agreement and click “Agree” 
(Figure 14). 

 

13. Once all registration steps have been completed, your access request is formally 
submitted. At this stage, the system will generate a confirmation message indicating that 
your registration has been received and is pending approval (Figure 15). 

 
14. There are two methods through which your account may be approved: 

 
• Jurisdiction Account Owner Approval: The designated account owner for your 

jurisdiction will automatically receive an email notification informing them of your 
request for access. This individual has the authority to review and approve your 

Figure 13 

Figure 14 

Figure 15 
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account directly in the system. 
 

• HCD Approval: If the jurisdiction account owner is unavailable or you prefer direct 
assistance, you may email hpdhomelessnessgrants@hcd.ca.gov to notify HCD that 
your registration has been completed. HCD staff will verify you represent the 
jurisdiction and approve your access. 
 

15. Once the registration is accepted, navigate back to the One Door login page. Enter your 
email and the password. Once logged in, you will be redirected to your One Door home 
page (Figure 16), where you will be able to access your jurisdiction’s contracts, submit 
HHAP Contract Reports and BCRs. 

 

 

 

  

Support & Troubleshooting: If you cannot access the system, please contact us at 
hpdhomelessnessgrants@hcd.ca.gov. 

Figure 16 

mailto:hpdhomelessnessgrants@hcd.ca.gov.
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V. SUBMITTING HHAP CONTRACT REPORTS 
This section provides detailed guidance on how to submit HHAP Contract Reports in One 
Door based on the reporting requirements of your specific contract. The system will display 
all active HHAP contracts associated with your jurisdiction. Users are responsible for 
entering Obligated and Expended amounts for each eligible use category in accordance with 
HHAP reporting rules. The instructions below outline the process for navigating to the 
Contract Report, reviewing pre-populated budget data, completing required fields, meeting 
all business rules, and submitting the report. 
 
Reminder: Before beginning a HHAP Contract Report in One Door please remember that all 
reports must be completed in one sitting, as the draft report cannot be saved in the One 
Door once you begin entering information. To support jurisdictions in preparing a complete 
and accurate report, HCD provided a reporting template, as a tool for grantees to gather 
data, secure approvals, and finalize all reporting for submission. Using the templates 
ensures the submission is ready for entry, avoiding delays and resubmissions caused by 
incomplete reports.  
 
Follow the step-by-step instructions outlined below to complete and submit a HHAP Contract 
Report for the selected contract in One Door. 
 

1. From the One Door Welcome Page, click “Monitoring” to begin the HHAP Contract Report 
(Figure 17). 

 
 
 

2. In the list of Responsible Reporting Entities, select the identifier in the “Name” column that 
corresponds to the jurisdiction or reporting entity you are submitting a report for e.g., MON-
26435 (Figure 18). 
 

Figure 17 
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3. Select “Submit Contract Reporting”. This will open the Contract Report workflow for the 
selected reporting entity (Figure 19).  
 
 

4. Select the contract for which you are preparing a Contract report, then click “Next” (Figure 
20) 

Reminder: Only contracts associated with your jurisdiction will be displayed. HHAP reports are 
always available, but are REQUIRED in January, April, July, and October of each year. 

  

Figure 18 

Figure 19 

Figure 20 
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5. Carefully review the Certification Statements presented on the screen. Click “Next” to 
confirm you have reviewed them (Figure 21). 

Reminder: These statements outline reporting responsibilities and accuracy requirements. 

 
6. Please review the Contract Report Submission Instructions page and scroll through the 

page to ensure you understand all requirements, then click “Next” (Figure 22). 

 
 

 
 

7. The system will display the Contract Report entry screen (Figure 23). 

Reminder: All Budgeted Amounts, including Youth Budgeted Amounts, are prepopulated 
based on your jurisdiction’s approved HHAP budget. These values cannot be edited in the 

Figure 22 

Support & Troubleshooting: If a system message appears during this step, it 
means a submission has already been provided for this reporting period. To review 

and/or update the report click “Next” to continue. 

 

 

 

 

Figure 21 
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Contract Report. Users may only enter or modify the Total Obligated, Youth Obligated, Total 
Expended, and Youth Expended amounts in this reporting window. 

 

8. Enter the Obligated and Expended amounts for each eligible use category displayed on the 
Contract Report screen. The system will automatically validate all data you enter against 
HHAP financial reporting requirements.  

 
Reminder: You must enter all data accurately and in accordance with the following rules 
before the system allows you to proceed. 
 
a. The Obligated Amount must be less than or equal to the Budgeted Amount. 
b. The Expended Amount must be less than or equal to the Obligated Amount. 
c. The Youth Obligated Amount must be less than or equal to the Total Obligated 

Amount. 
d. The Youth Expended Amount must be less than or equal to the Total Expended 

Amount. 
e. Administrative costs cannot be entered in the Youth Obligated or Youth Expended 

fields. 
f. The Obligated Amount must be less than or equal to any approved BCR amount for 

that eligible use. 

Once all Obligated and Expended values have been entered and the edited fields appear 
highlighted in yellow, you must click “Confirm” to save your changes. After confirming, click 
the “Submit” button located at the bottom right corner of the screen to complete the 
Contract Report submission (Figure 24).  

Figure 23 
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9. Verify report accuracy and confirm successful submission. If the entries meet all 
required business rules, the system will allow the report to be submitted. Upon successful 
submission, a green “Success” banner will appear at the top of the screen. This banner 
confirms that your HHAP Contract Report has been transmitted to HCD and recorded in the 
system (Figure 25). 

 

Important Tips 

• When you edit a value, the cell will turn yellow, indicating that a pending change has 
been made. This allows you to easily identify which entries you updated. 

• If you do not follow all HHAP business rules and reporting requirements, the system will 
not allow you to submit a Contract Report. You must correct all validation errors before 
the submission can be successfully submitted.  

• All Budgeted Amounts (including Youth Budgeted Amounts) are prepopulated based on 
your jurisdiction’s approved HHAP budget and cannot be edited in this window. The only 
fields you can edit are Total Obligated, Youth Obligated, Total Expended and Youth 
Expended. 

• If you need to revise any Budgeted Amounts and reallocate funding across eligible use 
categories, you must submit a BCR, to be approved by HCD. Budgeted Amounts cannot 
be modified in the Contract Report window. 

• After entering all Contract Report values, you must select “Confirm” to save your 
changes. If you proceed without confirming, all changes will be lost. 

Figure 24 

Figure 25 
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10. Check your email inbox for the automated confirmation email generated by One Door 
(Figure 26). 

Reminder: Verify in your confirmation email that all information matches the data you entered in 
the Contract Report. 

 

Support & Troubleshooting: If the entries do not meet all required business rules, the 
system will generate an error message and block submission. 

 
Guidance: 

• Click “Previous” to return to the Fiscal Report entry screen. 
• Review the highlighted or flagged fields to identify the incorrect value(s). 
• Correct each value according to the HHAP business rules. 
• Re-select “Confirm” to save all corrections. 
• Click “Next” and “Submit” again to reattempt submission. 

Support & Troubleshooting: If values do not save or appear unchanged, it is likely that 
“Confirm” was not selected. Re-enter the values and click “Confirm.” 

Figure 26 
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Support & Troubleshooting: If the information in the confirmation email does not 
reflect the values you intended and entered, you can resubmit the report to reflect the 
correct values. If the issue persists, contact hpdhomelessnessgrants@hcd.ca.gov 
for assistance. 
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VI. SUBMITTING A HHAP BUDGET CHANGE REQUEST (BCR) 
This section provides detailed instructions for submitting a HHAP BCR in One Door. A 
BCR must be submitted when your jurisdiction needs to revise the approved HHAP 
budget, add new eligible use categories, or reallocate funds among existing eligible 
uses.  
 
The BCR workflow in One Door will display your jurisdiction’s current approved budget 
and allow you to enter proposed changes. All proposed amounts must meet HHAP 
requirements and align with total awarded funding before the system allows submission. 
The instructions below outline how to locate the contract, enter proposed budget 
amounts, add new eligible uses (if applicable), and submit the BCR for HCD review and 
approval.  
 
Reminder: Before beginning a HHAP BCR in One Door please remember that the BCR 
must be completed in one sitting, as the draft BCR cannot be saved in the One Door 
once you begin entering information. To support jurisdictions in preparing a complete 
and accurate BCR, HCD provided a BCR templates that grantees can use as a planning 
tool to prepare proposed reallocations, gather approvals, and finalize all budget 
decisions for submission. Using the templates ensures that the submission is ready for 
entry and avoids delays caused by incomplete or unapproved budget changes. 
 
Step-by-Step Instructions 
 
1. From the One Door Welcome Page, click “Monitoring” to begin preparing and 

submitting BCRs (Figure 27). 
 

 
 

 
 

Figure 27 
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2. In the list of Responsible Reporting Entities, select the appropriate identifier listed in the 
“name” column of the jurisdiction requesting the budget change (e.g., MON-26312 for 
Imperial County) (Figure 28). 

 
Reminder: Only reporting entities associated 
with your jurisdiction will be displayed. 

 
3. Select “Submit Budget Change Request” to 

begin the BCR workflow (Figure 29). 
 

4. In the dropdown list, select the contract you 
are submitting the BCR for and click “Next” 
(Figure 30). 

 
5. Select whether you want to add new eligible use categories (Figure 31).  

 
• Select “No” if you do not intend to add new eligible uses. Click “Next” to proceed 

to the BCR screen. 

Figure 30 

Figure 31 

Figure 28 

Figure 29 
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• Select “Yes” if you intend to add additional 
eligible uses. The system will display a list of 
eligible use categories that are not currently 
part of your approved budget and may be 
added through the Budget Change Request 
process (Figure 32). Check all eligible uses 
you wish to include, then click “Next.” 
 

6. When the BCR screen loads, it will display all 
current financial information associated with 
the selected HHAP contract. These values 
are system-generated and reflect your 
jurisdiction’s most recent approved HHAP 
budget and report (Figure 33). 
 

The BCR screen will display the following information for each eligible use category: 
 
• Total Budgeted: Pre-populated and displays your jurisdiction’s currently approved 

HHAP budget for each eligible use category. 
 

• Total Obligated: Pre-populated and displays the amount currently reported as 
Obligated for each eligible use category. 
 

• Proposed Total Budget: Currently blank, this is where you will enter the newly 
proposed total budget for each eligible use category. 
 

• Youth Budgeted: Pre-populated and displays the youth budgeted amounts from your 
jurisdiction’s currently approved HHAP budget for each eligible use category. 
 

• Youth Obligated: Pre-populated and displays the Youth Obligated amount currently 
reported for each eligible use category. 
 

• Proposed Youth Budget: Currently blank, this is where you will enter the newly 
proposed Youth budget amounts for each eligible use category. 

 

Figure 32 Figure 32 
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Enter the Proposed Total Budget and Proposed Youth Budget for each eligible use category 
(Figure 32). These entries must comply with all HHAP BCR system rules listed below. 

HHAP BCR system rules  
• Proposed Total Budget and Proposed Youth Budget for each eligible use category must 

be greater than or equal to the Obligated amount already reported. The system will not 
allow a proposed amount that is lower than your current Obligations. 

• If you need to adjust Obligated or Expended amounts, you must do so through the 
Contract Reporting process before submitting the BCR. Obligations and Expenditures 
cannot be changed inside the BCR form. 

• No Youth Budget may be entered for the eligible use categories of Administrative Costs 
and Homeless Management Information System (HMIS). 

• The total of the Proposed Total Budget column must exactly match the total award. If the 
Proposed Total Budget does not match the award, the system will block submission. 

• The Youth budgeted amount must be at least 10% of the total award for HHAP Rounds 
4 through 7. 
 

7. After entering proposed amounts, click “Confirm” to save your changes. You must 
click “Next” afterward to proceed with submission (Figure 34). 

Figure 33 
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Reminders 
• Total Budgeted, Total Obligated, Youth Budgeted, and Youth Obligated values shown on 

the screen are fixed and cannot be edited as part of the budget change process. Only 
Proposed Total Budget and Proposed Youth Budget columns can be edited. 

• You must enter a value in every “Proposed Total Budget” field — even if you are not 
proposing a change for a given eligible use category. If no change is being made for a 
given eligible use category, enter the current budgeted amount to ensure the system 
recognizes the line as complete. 

• The system requires the Total Proposed Budget to match the Total Approved Budget. 
If the totals do not match, the system will block submission and prompt you to correct the 
discrepancy. 

• Select “Confirm” to save your work BEFORE clicking “Submit”. If you do not click 
“Confirm”, your work will not be saved, and you will need to re-enter all proposed values. 

8. Once all rules are met and the BCR is successfully submitted, a green “Success” 
banner will appear at the top of the screen (Figure 35). 

Support & Troubleshooting: If any rule is violated, the system will generate an error 
message and block submission. 

 

  

Guidance: 

• Click “Previous” to return to the BCR screen. 
• Correct each value according to the HHAP BCR business rules. 
• Re-select “Confirm” to save all corrections. 
• Click “Submit” again to reattempt submission. 

 

Figure 34 
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9. After successful submission, the system will display a confirmation page, and an 

automated email notification will be sent to your inbox. 
10. Check your email inbox for the automated confirmation email generated by One Door 

(Figure 36). 

Reminder: Verify in your confirmation email that all information matches the data you entered in 
the BCR workflow. 

 

Reminder: You cannot submit another BCR for the same HHAP round until HCD has either 
approved or denied the current submission. This restriction applies to all HHAP rounds. 

 

Once a BCR is submitted through One Door, HCD staff will review submissions in the order they 
are received and will contact jurisdictions directly if clarification or additional information is 
required. HCD may take up to one month to complete its review and issue an approval or denial 
determination. Budget modifications that seek to shift funds into the Permanent Housing 

Support & Troubleshooting: If the information in the confirmation email does not 
reflect the values you entered or if you made an error in the Contract Report, you can 

resubmit the report to reflect the correct values. If the issue persists, contact 
hpdhomelesssnessgrants@hcd.ca.gov for assistance. 

 

Figure 35 

Figure 36 
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Solutions eligible use category from any other eligible use category should be considered 
automatically approved by HCD upon submission of the modification form. HCD may follow up 
with additional questions as needed. All BCR decisions will be reflected directly in One Door, 
and jurisdictions will receive an automated email notification once the final determination has 
been issued. 

VII. FINAL REMINDERS 
HCD developed One Door to streamline HHAP reporting, improve transparency, and ensure 
consistent budget oversight across jurisdictions. Accurate and timely submission of Contract 
Reports and BCRs supports statewide efforts to monitor progress, manage funding 
responsibilities, and meet statutory reporting requirements. 

Please direct all technical questions or access requests to: 
 

• Email: hpdhomelessnessgrants@hcd.ca.gov 
• Subject Line: HHAP One Door TA [Jurisdiction, Funding Program Round] 

  

mailto:hpdhomelesssnessgrants@hcd.ca.gov
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VIII. APPENDIX 

The following table outlines the consolidated eligible use categories for One Door, integrating 
eligible uses from all rounds of HHAP into one cohesive list. Consolidation of these categories 
helps simplify management and ensures standardized reporting in One Door. 

Permanent Housing Eligible Uses 

One Door Eligible Use Category Framework By-Round Eligible Use Categories that 
may be included 

Capital for Permanent Housing  Capital for Permanent Housing  

Delivery of Permanent Housing and 
Innovative Solutions  

Operating Costs/Supportive Services – 
Permanent Housing  

Operating Subsides- Permanent Housing  

Permanent Housing Services and Services 
Coordination  

Operating Subsidies  

Services Coordination  

Delivery of Permanent Housing and 
Innovative Solutions  

Rental Assistance and Rapid Rehousing  Rental Assistance and Rapid Rehousing   

Rapid Rehousing  

Landlord Incentives  

 

Prevention and Diversion Eligible Uses 

One Door Eligible Use Category Framework By-Round Eligible Use Categories that 
may be included 

Prevention and Shelter Diversion Prevention and Shelter Diversion 
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Interim Housing Eligible Uses 

One Door Eligible Use Category Framework By-Round Eligible Use Categories that 
may be included  

Capital for New Interim Housing  Capital for New Interim Housing  

New Navigation Centers and Emergency 
Shelters  

Navigation Centers  

Interim Housing    

Interim Sheltering  

Improvements to Existing Interim Housing  Improvements to Existing Interim Housing  

Improvements to Existing Emergency 
Shelters  

Shelter Improvements  

Operating Costs/Supportive Services – Interim 
Housing   

Interim Housing Services and Services 
Coordination  

Operating Subsidies- Interim Housing   

Navigation Centers  

Operating Subsidies  

Services Coordination  

New Navigation Centers and Emergency 
Shelters  

Interim Housing    

Interim Sheltering   

Motel/Hotel Vouchers  Motel/Hotel Vouchers  
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Non-Housing Eligible Uses 

One Door Eligible Use Category Framework By-Round Eligible Use Categories that 
may be included  

Services and Services Coordination for 
People Experiencing Unsheltered 
Homelessness  

Services and Services Coordination for 
People Experiencing Unsheltered 
Homelessness  

Services Coordination  

Outreach and Coordination  

Street Outreach  

Homeless Management Information System 
(HMIS)  

Additional 1% for HMIS  

Administrative Costs  Administrative Costs  

Systems Support ** 

 

**Only available in HHAP Rounds 1-5 

Systems Support  

Strategic Planning and Infrastructure 
Development  
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