One Door User Guide for
Homeless Housing, Assistance and Prevention (HHAP)

Contract Reporting and Budget Change Requests

ONE DOOR

651 Bannon Street, Suite 400
Sacramento, CA 95811

Website: https://www.hcd.ca.gov

HHAP Website: Homeless Housing, Assistance and Prevention (HHAP) Grant Program |
California Department of Housing and Community Development

HHAP Program Email: hpdhomelessnessgrants@hcd.ca.gov

October 2026


https://www.hcd.ca.gov/grants-and-funding/programs-active/homeless-housing-assistance-and-prevention-grant-program
https://www.hcd.ca.gov/grants-and-funding/programs-active/homeless-housing-assistance-and-prevention-grant-program
mailto:hpdhomelessnessgrants@hcd.ca.gov

Table of Contents

. INTRODUCTION TO ONE DOOR.........cooiiiiiiiiiiniiiteeeeiieee ettt e eieeee s 1
. PURPOSE OF THIS USER GUIDE ........ccooooiiiiiiiiieeeeeeeeeeee e 1
lll. IMPORTANT REMINDERS...........oooiiiiiiiiiittee ettt e e e e e 1
IV. ACCOUNT SETUP AND LOGIN..........cooiiiiiiiiiiiiieeeeieee ettt 2

A. Existing HHAP Contacts............coovviiiiiiiii e 2

B. NEW USEI'S ...cooiiiiiiiiiiiiiiiiiiiiiiiiie e 3
V. SUBMITTING HHAP CONTRACT REPORTS .........oooiiiiiiiiiiiiieeeeee e 8
VI. SUBMITTING A HHAP BUDGET CHANGE REQUEST (BCR) .........cccccceeevennnnne 15
VII. FINAL REMINDERS .......ccoooiiiiiiiiiitee ettt ettt e e e eiaaeee e 21

VL. APPENDIX.......oooiiiiiiii 22



.  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.

. 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.

lll. IMPORTANT REMINDERS
e 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/

IV. ACCOUNT SETUP AND LOGIN
Note that there are two options for account
setup; one for existing HHAP contacts, and one
for new users.

@ OneDoor

Powered by HCD Connect

A. Existing HHAP Contacts Log In

Email/Username

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.
) I Forgot your password? I
1. Click the registration link and select “Forgot Not Registered? Create an account
Password,” even though you did not forget Figure 1

your password; this is just the pathway to
creating your login. (Figure 1)

2. Enter your email address. (Figure 2)

Home > Login > Reset Password

PASSWORD RESET
To reset your password, we'll need your username. We'll send
password reset instructions to the email address associated with your

account.

Username/Emai

[ testemail@mail.org = ]

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)

Home > Login > Registration Complete

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

Figure 3
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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.

Ny

My Applications HE/APR Upload HE/APR Reports.

ONE DOOR

Figure 4

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

B. New Users

If you are not a contact on file with HCD, follow the ﬂ OneDoor

steps below to complete the registration process:

Powered by HCD Connect

1. Click on the reqistration link.

Log In
2. Click “Not Registered? Create an g
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” (Flgure 6) I Mot Registered? Create an account l

Figure 5
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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 @

Company or Organization
(F’gure 7) . Register as this type if you are associated with a company, organization,

non-profit, housing authority with a valid Tax Identification number and

an organization-specific email address.

Registration .
Register >

Registration Type: Jurisdiction
First Nar Consultant

A consultant is an individual or organization hired under contract to
provide expert advice, analysis, or services to any of the entities approved
to use the HCD Connect system

Register >

Tribal Entity
Already have an account? Log In California Tribal organizations (listed by the Califernia Native American

Figure 7

Heritage Commission (NAHC)) may be a corporation, association, or

group controlled, sanctioned, or chartered by a California Native

American tribe subject to its own laws, in addition to the state and federal

law.

5. After all fields are completed, select
“Submit.” A confirmation notification will
appear indicating that your registration
request has been received (Figure 8).

Register >

Jurisdiction

Jurisdiction refers to the official area or boundary within which a

government or organization has the power to make decisions, enforce

laws, and provide services within its defined geographic a

Register > Figure 6

Check Your Email

Thank you for your request. You wlll recelve an emall from us shortly with a link to set up your password.
Thank you

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).

' 1 Help 2 @
JNE DOOR

Suisiction Entty Seareh A —— Figure 9

To begin, please search for your antity by eniering the Valid Jurnsdiction Account Name and clicking the ‘Next” butten
hon

Ple: steps plete all the steps your account with your enti ity

You een at the end of the process, on




8. In the “Search Accounts” bar, type the jurisdiction you represent e.g., Sacramento
County (Figure 10).

Mt b
NE DOO

O susction iy Swareh Figure 10

User Profile

Jurisdiction Entity Search

To begin, please search for your entity by entering the Valid Jurisdiction Account Name and clicking the "Next’ button.

Non-Disclosure

Ives multiple steps. Please complete all the steps to successfully associate your account with your entity.

nd of the process.

You will see a c Confirmation

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

Jurisdiction Entity Search Figure 11

"o begin, please search for your entity by entering the Valid Jurisdiction Account Name and clicking the 'Next' button.

’lease note: The association process involves multiple steps. Please complete all the steps to successfully associate your account with your entity.

‘ou will see a confirmation screen at the end of the process.

Indicates required field

Jurisdiction Account

[ SACRAMENTO COUNTY

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).

User Profile

Tne assoclation process involves multipie steps. Please complete allthe steps (o successfully assaciate your account with your ently. You will see a confirmation screen af the end of the process.

Figure 12

Physical Address

Mailing Address




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).

99999
Fetch Addresses

Physical Address

/

Figure 13

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

(Figure 14).

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).

Figure 15

Confirmation

O Jurisdiction Entity Search
User Profile
Non Disclosure

Confirmation

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

o 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



account directly in the system.

o 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.

A%

ne
ONE DOOR

Figure 16

Support & Troubleshooting: If you cannot access the system, please contact us at
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).

HE/APR Upload HE/APR Reports Monitaring My Tasks

T e 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).



@ oneDO'or Apply For Funding My Applications HE/APR Upload

Powered by HCD Connect
Meonitorings
Responsible Reporting Entities v &
items - Sorted by Name - Filtered by All monitorings - Record Type - Updated a few seconds ago

Name * +  ContractR.. v Amount ~ | Amount... v | Last Modified D... v | Last Modified ... v Record Type v

MON-26312 | Imperial County $4,263,51142 S5704,942.. 6/24/2026,2:43P... Datalntegration SA Responsible Reporting En... v

MON-26435 | City Of Fillmore  $1,496,069.40 50.00 6/24/2026, 2:43 P... Datalntegration SA Responsible Reporting En... v

/1 Figure 18

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

@ OneDoor e AppyForfunding
Powered by HCD Connect

Submit Budget Change Request

Wariloring
E MON-26312

Figure 19

L
tionSh. 612412026, 243 bt © Cotainesiation s 6124/2025, 263 1

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

Submit Contract Reporting

Please select a contract from the dropdown list to report on. If no contracts appear in the drop-cown fist, no contracts linked to this account require reporting at this time.

~None- i :

HHAP Round 2 - Imperial County |

HHAP Round 6 - Imperial County

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.



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.

Submit Contract Reporting .
Figure 21

Contract Selected: HHAP Round 2 - Imperial County
Certify and Submit

The individual who certifies this report should be someone who can confirm on behalf of the grantee that the funds reported in this form were expended during the current reporting period

Clicking next certifies under the penalty of perjury under the laws of California that all the information included in this report is true, complete and correct,

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).

Submit Contract Reporting .
Figure 22

Contract Selected: HHAP Round 2 - Imperial County

e frequently f needed., Reports allow HCD to track progress and substantiate st

onth endj for the e, and Prevent Program

e filled in on the form based on the latest monthly report]. I the financials have not changed since that submission, simply click “next” at the end of the flow to submit Otherwise, edit

that hove b

ore the expiration of the reguired record retention period, l records must be

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.

Submit Contract Reporting

Contract Selected: HHAP Round 2 - Imperial County

It 100ks like records for the current month have already been reported for this contract, the next screen will display these records in case updates are nes

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

10




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

Submit Contract Reporting

Figure 23

Initial Disbursement / Allocation: S0

Administrative Cost Cap (7%): $49,345.94

Minimum Youth Budget for Rounds 1-2 (8%): $56,395.36
Minimum Youth Budget for Rounds 3-7 (10%): $70,494.20

6 of 6 items - 0 items selected
Eligible Use v | Budgeted Amount ~ | Youth Budgeted Amount  Total Obligated v | Youth Obligated | Total Expended w | Youth Expended v
Administrative Costs $43,382.93 50.00 54338293 50.00 $43,382.93 50.00
Operating Subsidies $324,560.49 $29,667.46 $324,560.49 # $29,667.35 $95,144.41 $29,667.35

Prevention and Shelter Diversion $136,523.46 $13,652.35 $136,523.46 $13,652.35 $0.00 $0.00

$377.02 $37.70 $0.00 $0.00 $0.00 50.00

$164,851.00 $14,740.00 $164,851.00 $14,740.00 $113,677.87 $14,740.00

Systems Support $35,247.10 50.00 $35,247.10 $0.00 $34,911.11 50.00

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.
. 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).

11



Budgeted Amount nuth Dudgeted Amaunt Totad Obligated w | Fouth Oblgaied Total Expended Yousth Expended
520,000.00 50 04 512,500.00
$150,000.60 §15,235.00 $100, 16861 S8 908.00

S50 88800 9,090.00 S50,98%.00 55, 400,00

37T 52212 S5 00 S20.00 4500

$184 851,00 §14,TAD0D S84, 09700 o000 $40,BOR0D 0,00
535,367.10 30:00 51333450 5060 38,092.00
Figure 24 / E

. 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).

Figure 25

Fundl ° Success 2pol Monltoring More W

Flow completed successfully.

Important Tips

o 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.

e 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.

e 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.

e 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.

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

12



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

Contract Selected: HHAP Round 2 - Imperial County

The submitted hinancial records do not meet the required busimess rules, see nules below

sated miust be less than or equal dgeted Amount

Expended must be les I GF egqu, stal Obligated
3. Youth Obligated must be less than or equal to the Total Obligated
& Youth Expended must be less than or squal to the Total Expended

5. Administrative costs cannot be reported under Youth Okl

6. The Obligated Amount must be less than or equal 1o any réquested bud;
Guidance:
e Click “Previous” to return to the Fiscal Report entry screen.
e Review the highlighted or flagged fields to identify the incorrect value(s).
o Correct each value according to the HHAP business rules.
¢ Re-select “Confirm” to save all corrections.

o 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.”

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.

Sandbox: HHAP Round 2 - Imperial County

Figure 26

Here are your records, based on this submission, this contract will be reviewed for reporting compliance and you will receive outreach from
hpdhomelessnessgrants@hcd.ca.go

The reported total obligation amount is $704,942
The total initial allocation is $0

The total expended amount is $292,116.32.

The total contracted amount is $704,942

The 75% obligation of the initial allocation and 50% expenditure of the initial allocation deadline is 5/31/2023 and the 100% expenditure deadline for the full allocation
is 6/29/2026, 5:00 PM.

The youth obligated amount is $58,097.4 and the youth expended amount is $35,674.37.

N ¢ Monitoring Parent Amount Amount Amount Youth Youth Monitoring
ame of Monitoring Paren e S pertod bt e
HHAP R d 2 -1 | C ty — Ad trati (Costs —
oun mperial county ministrative Costs $13,382.93 $13,382.93 £13,382.93 50 $0 July 31,2026

Budget

111 1AP Round 2 - Imperial County — Operating Subsidies —

Budget $324,560.49 $324,560.49 $100,144.41 $29,667.35 $29,667.35 July 31, 2026

HHAP Round 2 - Imperial County — Prevention and Shelter

23, 3 .. 202
Diversion — Budget $136,523.16 $136,523.16 $0 $13,652.35 $0 July 31, 2026

111 IAP Round 2 - Imperial County — Services and Services
Coordinalion for People Experiencing Unshellered $377.02 $377.02 $0 $37.7 $0 July 31, 2026
Homelessness — Budget

HHAP Round 2 - Imperial County — Services Coordination

~ Budget $164,851 $164,851 $113,677.87 $14,740 $14,740 July 31, 2026

HHAP Round 2 - Imperial Counly — Syslerms Supporl —

Budget $35,247.1 $35,247.1 $34,911.11 $0 $0 Iuly 31, 2026

13



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.

14




VL.

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).

Apply For Funding My Applications HE/APR Upload

i g Figure 27

15



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).

oneDOOr Apply For Funding My Applications HE/APR Upload

Powered by HCD Connect

Monitorings

Responsible Reporting Entities v #
ame - Filterad by All monitorings - Record Type - Updated a few saconds ago Q Search this list. ®-C|Y

Name * | ContractR... v | Amount v | Amount... v | Last Modified D... v | Last Modified ... » | Record Type v

MON-26312 | Imperial County $4,263,511.42 S704,942.... 6/24/2026,2:43 P... Datalntegration SA Responsible Reporting En..

MON-26435 | City Of Fillmore ~ 51,496,069.40 S$0.00 6/24/2026, 2:43 P... Datalntegration SA Responsible Reporting En... v

/ 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). /' B o

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

(Figure 30). — " Figure 29

© ssirmaton s, 512612036, 243 P € Diairsaon 8, 6/24/2026, 243 B84

ComTIANI @ 2026 St of Caltenya | HCD'NeRSIE | Canaions of Use |Fies

Submit Budget Change Request

Figure 30

What triggers a budget change request: Any se o the total budgeted for any eligible use category andor any significant o material programmatic or fscal change that deviates from the approved progrom application must be submitted to HCD for pr

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

Submit Budget Change Request

Figure 31

Whet triggers a budget ehange requ

ted for any eigible use category and/or any significant or material programmatic or fscal change that deviates from the approved program application must be submitted to HCD for |

Select the contract you are reque:

*Do you want to add new cligible uses

o Select “No” if you do not intend to add new eligible uses. Click “Next” to proceed
to the BCR screen.

16



o Select “Yes” if you intend to add additional

eligible uses. The system will display a list of Figure 32
eligible use categories that are not currently Contract Selected: HHAP Round 2 - Imperial County

part of your approved budget and may be Select the new eligible use(s) to include in the budget change request.
added through the Budget Change Request B of & ftems - Oitems selected

Eligible Use Category

process (Figure 32). Check all eligible uses
you wish to include, then click “Next.”

Capital for New Interim Housing
Capital for Permanent Housing

Homeless Management Information System (HMIS)

6. When the BCR screen loads, it will display all Improvements to Existing Interim Housing
current financial information associated with Motel/Hotel Vouchers
the Selected HHAP COI’]tI'aCt These ValueS Operating Costs/Supportive Services - Interim Housing

are system_generated and reﬂect your Operating Costs/Suppaortive Services - Perm Housing

Rental Assistance and Rapid Rehousing

jurisdiction’s most recent approved HHAP e |
budget and report (Figure 33).

The BCR screen will display the following information for each eligible use category:

o Total Budgeted: Pre-populated and displays your jurisdiction’s currently approved
HHAP budget for each eligible use category.

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

o 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.

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

17



For HHAP, Administrative Costs must not exceed 549,345.94 Flgure 33

Total Proposed Youth Amount Budget must be at least $70,494.20

For HHAP-1 and HHAP-2, Total Proposed Youth Budget must be at least $56,395.36

Proposed Budget amounts must be greater than or equal to Obligated amounts.

If you need to adjust the Amount Obligated, you must do 5o through contract reporting before submitting the budget change request.

7 of 7 items - O items selected

Submit Budget Change Request

Eligible Use Category ~ | Total Budgeted v | Total Obligated « | Proposed Total Budget | Youth Budgeted v | Youth Obligated «| Proposed Youtn Budget v
Administrative Costs $43,382.93 $43,382.9 50.00 $0.0

Operating Subsidies $324,560.49 $324,560.4 $29,667.46 529,667.35

Prevention and Shelter Diversion $136,523.46 $136,523.46} $13,652.35 513,652.39

Services and Services
Coordination for People

Ex ng Unsheltered $377.02 $377.024 $37.70 S37.7K
Hor
Services Coordination $164,851.00 5164,851.0 $14,740.00 $14,740.0¢
Systems Support $35,247.10 $35,267.1 $0.00 $0.0¢
Capital for New Interim Housing $0.00 $0.00} $0.00 s0.0d
Closd

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).

18



Submit Budget Change Request

Figure 34

Proposed Budget amounts must be grester than or equal to Gbligated amounts.
I you need to adjust the Amount Obligated, you must do so through contract reporting before submitting the budget change request.

9 of 9 items « 0 items selected

Homeless Management information

35,585, $35,585.69 X $0.00
System (HMIS) $35.38569 s0.00 5000 $0.00

[] Motel/Hotel Vouchers $493,000.00 5000 $493,000.00 50.00 5000 $0.00

$400,000.00 50.00 $0.00 $400,000.00 50.00 $300,000.00

548088387 5000 $480,883.87 5000 5000 $0.00
$650,000.00 5000 $650,000.00 5000 $0.00 $0.00
$1,250,000.00 5000 $1,250,000.00 5000 $0.00 $0.00

$0.00 $0.00 $200,000.00 $0.00 $0.00 $100,000.00

$0.00 $0.00 $200,000.00 $0.00 $0.00

=

[] Eligible Use Category | Total Budgeted v | Total Obligated v | Proposed Total Budget v | Youth Budgeted v | Youth Obligated v | Proposed Youth Budget v

P

Reminders

o 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.

e 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.

e 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.

e 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.

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

Submit Budget Change Request

The sum of Proposed Youth Budget values must be at least $225887.56

Guidance:

e Click “Previous” to return to the BCR screen.

e Correct each value according to the HHAP BCR business rules.
e Re-select “Confirm” to save all corrections.

e Click “Submit” again to reattempt submission.

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).
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e Success

Fundl

Flow completed successfully.

Moniltoring

Figure 35

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.

HHAP Round 2 - Imperial County 0
Figure 36
Below are the details :
N Eligible Use Cat Total Total P?P:SIEd Youth Youth Pr;) Pots:d
ame 1gible Use Lategory Budgeted Obligated ota Budgeted | Obligated ou
Budgeted Budgeted
HHAP Round 2 - Imperial County — Administrative Costs $43,38293 | $4338293 | $43,382.93 $0 50 50
Administrative Costs — Budget
HHAP Round 2 - Imperial County — Operating Subsidies $324,56049 | §324,56049 | $32456049 | $29,667.46 | $29,667.35 | $29,667.46
Operating Subsidies — Budget
HHAP Round 2 - Imperial County — Prevention and Shelter
Prevention and Shelter Diversion — Diversion $136,523.46 | $136,523.46 | $136,523.46 $13,652.35 $13,652.35 $13,652.35
Budget
HHAP Round 2 - Imperial County — Services and Services
Services and Serwces Coordination for Ccorc!mat.lon for People $377.02 50 $377.02 $37.7 50 $377
People Experiencing Unsheltered Experiencing Unsheltered
Homelessness — Budget Homelessness
HHAP Round 2 - Imperial County — Services Coordination $164,851 $164,851 $164,851 $14,740 $14,740 $14,740
Services Coordination — Budget
HHAP Round 2 - Imperial County —
Syst S r 35,247.1 35,2471 35,247.1 0 0 0
Systems Support — Budget ystems Suppo $35, §35, $35, $ $ $

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.

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.

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
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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.

Vil. 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:

e Email: hpdhomelessnessgrants@hcd.ca.gov
o Subject Line: HHAP One Door TA [Jurisdiction, Funding Program Round]
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VIIl.  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 — Operating Subsides- Permanent Housing
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 | Interim Housing Services and Services
Housing 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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