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

• Understand the features of the Portal. 

• Learn how a Primary, Secondary and Consultant can submit Homekey+ and Tribal 
Homekey+ applications using the HCD Connect User Portal. 

• View saved, submitted, and cancelled applications. 
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Home Tab  
1. After registering, Primary and Secondary users can log into the HCD Connect 

User Portal and navigate to the “Home” tab at the top of the page in the 
navigation bar. 

 
2. There are tiles for “Apply for funding”, “View My Application” and “Manage My 

Tasks.” 
 

Apply for Funding 
Click on the “Apply for Funding” tab. Here open solicitations for Homekey+ or Tribal 
Homekey+ applications are visible. 
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Application Process 
Jurisdiction Application 

1. Click on the “Apply for Funding” tab. Here open solicitations for Homekey+ 
applications are visible. 

Click on “Homekey+ NOFA”. 

 
2. Click on the “Start a New Application” button. 
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3. The Applicant Information section is auto filled from the user’s account 
information. 

Fill in all the remaining required information in the following sections: Applicant 
Contact, Applicant Authorized Representative, and Co-Applicant(s).When 
finished, click the “Save and Next” buttons. 

 
Applicant Information 
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Applicant Contact 

 
Applicant Authorized Representative 
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Co-Applicant Applicant Portion 

 
Co-Applicant Contact 
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4. The next page is Party Information. If contacts need to be added or deleted, 
click the “Add” or “Delete” button to enter or remove information. Click on “the 
Previous” button to go to the previous section. Fill in all required fields and click 
the “Save and Next” button. 
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5. The next page is Project Overview. Fill in all the required fields and click on the 
“Save and Next” button. 
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6. The next page is Required Documents Upload. 

 
Click on the “Upload Files” button and select a file to upload. 

 
An Upload Files pop-up window will appear. Once the file is uploaded, click on 
the “Done” button. 
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The uploaded file should be visible under the upload files button.  

 
The uploaded file can be deleted by clicking on trash icon. 

 
When all files have been uploaded, click on the “Save and Next” button. 
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7. Applicants are required to certify and attest that they have adhered to the 
requirements and are in good standing before submission. Applicant must enter 
their full name. 

When finished, click “Submit”. 

 
8. The last page is the Confirmation screen with the application ID. 

Applicants will receive an email notification once their application has been 
submitted. 

 
9. Click on the “My Applications” button. Applicants will see the application in the 

list view with submitted as status. 
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Tribal Application  
1. Click on the “Apply for Funding” tab. Here open Solicitations for Tribal 

Homekey+ applications are visible. Click on “Tribal Homekey+”. 

 
2. Click on the “Start a New Application” button. 

 
3. The Applicant Information section is auto filled from the user’s account 

information. 

Fill in all the remaining required information in the following sections: Applicant 
Contact, Applicant Authorized Representative, and Co-Applicant(s). When 
finished, click the “Save and Next” buttons. 
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Applicant Information 

 
Applicant Contact 
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Applicant Authorized Representative 

 
Co-Applicant Information 
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Co-Applicant Contact 
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4. The next page is Party Information. If contacts need to be added or deleted, click 
the “Add” or “Delete” button to enter or remove information. Click on “the 
Previous” button to go to the previous section. Fill in all required fields and click 
the “Save and Next” button. 
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5. The next page is Project Overview. Fill in all the required fields and click on the 
“Save and Next” button. 
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6. The next page is Required Documents Upload. 

 
To upload a file, click on the “Upload Files” button and select a file to upload.  

 
An Upload Files pop-up window will appear. Once the file is uploaded, click on 
the “Done” button. 

 
The uploaded file will be visible under the upload files button.   

 
To delete an uploaded file, click the “Trash” icon. 
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When finished uploading files, click on the “Save and Next” button. 

 
7. Applicants are required to certify and attest and that they have adhered to the 

requirements and are in good standing before submission. Applicant must enter 
their full name.  

Click “Submit”. 
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8. The last page is the Confirmation screen with the application ID. 

Applicants will receive an email notification once their application has been 
submitted. 

 
9. Click on the “My Applications” button. Applicants will see the application in the 

list view with submitted as status. 
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Saving an Application as Draft  
1. If an applicant is not ready to submit an application, they can save the it as draft 

on the Project Overview page. To save as draft, click on the “Save for later” 
button.  

 
2. A pop-up window will appear asking “Are you sure you want to save it for later?” 

Click the “OK” button. 
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3. A success message will appear. Click on the “My Applications” button to view 
the draft application. 

 

 
 

4. On the Applications page, confirm the application is listed as “Draft”. 
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Resuming a Draft application 
1. Click on the “My Applications” tab from the homepage. 

Click on the Application ID of an application that is in “Draft” status. 

 
2. The Details section of the application will open. 

Click on the “Resume Application” button. 

 
Fill in the remaining fields in the application. click on the “Save and Next” button. 
When finished, click the submit button.  
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Cancelling an Application 
1. Clicking on the “My Applications” tab from the homepage. 

Click on the Application ID of an application that is in “Draft” status. 

 
2. The Details section of the application will open. 

Click on the “Cancel Application” button. 
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3. A pop-up window will appear to confirm the action. To continue to cancel the 
application, select “Yes” and click the “Next” button. 

 
4. The application is now “Canceled”. A cancelation confirmation email will be sent 

to the applicant. 
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Consultant Submit an Application 
A Primary user must begin the application process on behalf of a consultant and then 
assign it to the consultant. The consultant can then continue the application and submit.   

1. To assign an application to a consultant: Log in as a Primary User and click on 
the “My Applications” tab.  Click on the application ID that is in Draft. 

 
2. The Details section of the application will open. Click on the “New Individual 

Application Participant” button at the top. 

 
  



 28 

3. A pop-up window for “New Individual Application Participant”  will appear. In 
the “Participant” field, search for consultant by name and select. Select 
Participant Role from the available options. Check the check box for “Participant 
Active”. Add any comments in the Comments section. Click on “Save”. 

 
4. The Consultant will receive an email with the application ID and a link to the 

application. The Consultant can then navigate to the application by clicking on 
the link to log in to the HCD Connect portal. 

5. Click on the “Resume Application” button. 
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6. The Consultant will be able to fill in the required fields on the Project Overview 
page. When complete, click the “Save and Next” button. 
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7. On the Required Documents Upload page, upload all required documents. 

 
Click on the “Upload Files” button and select a file to upload.  

 
A pop-up window will appear. Once the upload is complete, click on the “Done” 
button. 
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The uploaded file will be listed under the upload files button. 

 
An uploaded file can be deleted by clicking on the Trash icon. 

 
When finished uploading files, click on the “Save and Next” button. 
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8. Applicants are required to certify and attest and that they have adhered to the 
requirements and are in good standing before submission. Applicant must enter 
their full name. 

Click “Submit”. 

 
9. The last page is the Confirmation screen with the application ID. 

Applicants will receive an email notification once their application has been 
submitted. 
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10. Click on the “My Applications” button. The application will be listed as 
submitted. 

 
 

My Applications 
The My Application tab allows users to view all applications that are in Draft, Canceled 
and Submitted status. 
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My Tasks 
The My Tasks tab allows users to view and update existing tasks assigned by HCD 
Staff, with each task representing an item pending action. 

1. To view and update existing assigned tasks assigned, navigate to the “My 
Tasks” tab. 

 
2. To view assigned tasks assigned, use List Views, and select All Tasks 

Assigned To Me. 

 
 Click on the application ID. 
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Viewing Task Details 
In this section, users will be able to view details of tasks that are assigned and make 
required updates. 
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Upload Files 
Users will also be able to upload files necessary to the tasks by clicking on the “Upload 
Files” button. 
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Acknowledging a Task 
1. Click on the “Acknowledge” button. 

 
2. An Acknowledge pop up window will appear. After reading the 

acknowledgement, select the check box for Acknowledgement, select date and 
time and click on the “Save” button. 
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3. Users will be able to mark tasks as complete by clicking on the “Mark Complete” 

button. 
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Portal Notification 
1. The Bell icon at the top of the page shows all notifications. This is where users can 

also see any updates and assigned tasks. 

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

3. A notification item can be marked as read.  
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My Profile 
To access your Profile, navigate to the user icon at the top right of the page.  
 

Update User Profile 
On this page, users can view details related to their user account and update it. 

1. Click on “User Profile”. 

 
2. Update the name, address, or contact information, then click “Update” to save 

the changes. 
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Update Entity Profile 
On this page, users can view details related to their entity account. 

1. Click on “Entity Profile”. 

 
2. On this page, users can update their Entity Profile. Click “Update” to process the 

changes. 
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Change Password 
On this page, users can view instructions on how to change their account password. 

1. Click on “Change Password”. 

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

 
 

Log Out  
On this page, users can log out of the HCD Connect User Portal. 

Click on “Log Out”. 
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