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Learning Objectives

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

e Start a New Registration

e Search for Your Jurisdiction

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 Change Your Password

e Add or Remove 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 Mame
(13 1
Type Appllt:”ant/LocaI Caroline
Government”.
Last Name
West
Email

caroline.west@hcd.ca.gov
Role Type

Applicant/Local Government v

Register

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 N N 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
Register
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.

Hella Caroline West,

Welcome to the California D of Housing and C

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

httpssifur comva/ ndbox. my,sit gin?
c=xibol_SmwFfe7UQUJUF62vfaldA5.14Hao _Gehkpy0B6IWH1F5anVnavbz66Ax ZhOBMZHwSIP.I7kzaZSy4cVSSN7BIYOX niGWIORmw
GEGOUBOAIGVYpa1 1mmho3Pi q1nCTaidmO1 *QUEACCBOUBMSCUItE) PeSMIQwkiXu
EwD6mxvyg*3D*3D_:JSUNKIquKgelogB:
haEbSfx)iZd U2HOGKUSKLwAW2 D4NNBITBUC: Tadalxd glSF_QRD) LXiSke
Thank you,
of Housing and C ity De

Change Your Password

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

at least:
v 8 characters
¥ | uppercase letter
v | lowercase letter
+ | number
¢ 1 special character
New Password
Good

Confirm New Password

Match

Change Password

Match

[ —rr——|




Portal Registration: Jurisdiction Search

Steps Screenshot Examples

1. Once you have created a
password, you will be taken Welceme/
to the Portal’'s welcome

To get started, select your account type.

screen.

Please NOte: * Account Type

Cities and Counties should IR :
select “Jurisdiction” as the

account type. Next

For other entities that are not
Cities and Counties, please
refer to the registration guide
for Organization and Tribal
entities.

Click Next to continue.

2. You will then reach the

Jurisdiction Entity Search Jurisdiction Entity Search O iy somen
SCreen' To begin, please search for your entity by entering the Valid User Profile

Jurisdiction Account Name and clicking the "Next' button.

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

fsearch Accounts Q

3. Selectyourjurisdiction from
the drop-down list and make

sure that your jurisdiction is [ e e v o)
selected in the field. @ wessacramento

m WEST HOLLYWOOD

I n WEST COVINA

Back Next

4. Click Next to continue.

@ WEST SACRAMENTO X




Portal Registration: User Profile

Enter in your information into the User Profile page.

Steps

Screenshot Examples

Enter in the following

information:

e Job Title

e Phone

o Physical Address —
enter in your business
address.

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

o At least one option
must be selected —
Select one of the check
boxes as per the
program.

Please Note:

Select “Submit Planning
Documents” if you intend to
submit Housing Elements,
Annual Progress Reports,
or Sites Inventory on behalf
of your jurisdiction.

Select “Grants and Loans”
if you intend to submit an
application for HCD’s loan
or grant programs.

Click Next to continue.

@. hed®connect

User Profile

Please note: The association pracess invalves 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

* First Name

Physical Address
£gpB81

Physlcal Street

* Last Name

p
Suffix Physlcal Clty
~None-
Job Title Physlcal State:
-None-
* Phone *Physical ZIp
* Emal Physlcal O

geetha ponaganti+Ba1@hed.ca gov [United States

At least ane option must be selected.

Mailing Address

g Documents (Housing

liing address

different

Jurisdiction Entity
Search

o—O0

User Profile

Non-Disclosure

Confirmation

Emall *Physical Country

john doe@example com

United
Mailing Address

Check If malllng ad
different from




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. Your
registration is pending approval
from the Jurisdiction Account
Administrator or HCD.

If an Account Administrator is
identified for the jurisdiction you
are registering with, you will see
the message displayed on the
right. Click Return to Login.

Terms of Use

iew the below terms of use carefully and canfirm your acknowledgment at the bottom of the page.
ote: The account assaciation pracess involves muiltiple 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 | 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 wil promptly notify HCD if | becomne aware that any material
information submitted has changed

*I give consent/authorization to HCD and its respective agents, emplayees, 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
ission deadline has already passed,

e to these certifications elect ly andintend my electronic signature to have

ignature.

deficiencies cau:
*By checking the
the same binding effect on myself and my organization as a physical or *

Jurisdiction Entity Search
User Profile
O Non-Disclosure

Confirmation

- o
*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 organization as a physical or
“wet” signature.

* Indlcates required field

Legal Agreement

I have read the agre
ondltions.

Confirmation

‘Your 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
adrninistrator/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




Portal Registration: Approve/Reject New Entity

Join Request

The Account Administrator for your jurisdiction will receive an email indicating that a
user is requesting to join the HCD Connect User Portal for your jurisdiction. 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.

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

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

3. The User Portal New Entity
User Request screen will
open.

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
notification:

https://urldefense.com/v3/ https://hcd--uat.sandbox.my.site.com/chaapp/s/approval-request?
Contactld=003cp000003740P_1KIquKgc!aCiUV92Bjlwlb83BLOKScHdp0qB1NIvip9GXkD3bdLYUDIZdLt0sINgO7puq 1tq99VAFOrrg2A9x4
WZNXPAGYgN-vivuuQprac5IckMWpWPC$,

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

Username

D= o
Password

Forgot your password?

Mot Registered? Create an account

User Portal New Entity User Request




4. Under Action, you can select
Approve or Reject.

5. Click Next to complete the
action.

6. 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®connect

User Portal Mew Entity User Request

User Portal New Entity User Request

Hello Kelly Rowland,

/_https//hed--uatsandbox

uest to join ALAMEDA COUNTY  has been approved. You car

nlog into the portal by clicking on

AYWYtqFurOVB2I4uFpAF




7.

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

Submitter

« Detait

User Portal New Entity User Request

Submitted Date

Entity Name

Hello Kelly Rowland,

Your request to access ALAMEDA COUNTY in HCD Connect was not approved. If you feel you have received this message in error, please contact Sheree HCD Test, sheree butler-

judd+test@hcd.cagov for assistance.

Thank you,

California Department of Housing and Community Development

10



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!

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

hed®connect Apply for Funding

page. If you need to User Profile

update any * Indicotes required field

information, enter e
. P 2ept

any updates in the o

fields on the page “None-

then click the Update urique ety entrer Elgible Sporsor Type
~None-
button at the bottom , -
. Physical Address Mailing Address
rlght Of the screen. *Physical Street Check If malllng address Is different from physical address

651 Bannon St Email
geetha ponaganti+881@hed.ca gov
* Physical City
HCD Connect User Portal Access
Sacramentc
Submit Planning Documents{HousIng Elements/APRs)
*Physlcal Country
Grants and Loans
Units

*Physlcal State
California
*Physical ZIp
28511
Physlcal County
~None--
*Phone

9162342346




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

@ ned®comnect

12



Change Your Password

Steps Screenshot Examples

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

User Profile

Entity Profile

Change Password

Log Qut

2. On the Change YOUr Password SCI’een, | ——— |
enter in your old password and your Change Your Password

new deSIred paSSWOrd . 0ld Password \—I
Verify New Password /—|

Change Password

Password must contain the following

« Atleast 1 Uppercase letter (A-Z)

s Atleast 1 Lowercase letter (a-z)

» Atleast 1 Special Character-1*§ % " @
+ Atleast 1 Digit 0-9

+ Must be longer than 8 characters

3. Then click the Change Password [ —
button. Change Your Password
oapasswors [ ]

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.

'e 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. e

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 [Letecta comsitent
search by name and/or Mitchell Porta mitchellsoriano@accenture.com

email.




5. Select the consultant

from the list and click
Add.

Note: if you do not see
the consultant in the list,
they have not yet
registered. Please
instruct them to register
to the portal.

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

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

To remove a consultant’s
access to your
jurisdiction account, click
the Remove button.

Add Consultant

Search Consultant
Mitch
elect Consultant

Mitchell Portal mitchell v.soriano@accenture.com

Website

E Consultant Manager
Add Consultant

Consultant Name

Mitchell Portal

Website

a Consultant Manager
Add Consultant

Consultant Name

el
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