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Learning Objectives 

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

• Start your Registration 

• Search and Setup your Entity 

• Complete your User Profile 

• Complete your Registration 

• View your Entity Details in the Portal 

• Approve or Reject a New User Request  

• Manage your User Account  

• Add a Consultant to your Jurisdiction 
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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: 
https://hcd.my.site.com/ 
hcdconnect 

 
  

2. Click Create an Account 

 

3. Enter your First Name, Last 
Name, Email, and select the Role 
Type “Applicant/Local 
Government”. 

 

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

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

 

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

 

7. 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 

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

 

8. Click the Change Password button 
to proceed.  
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Portal Registration: Entity Search and Setup  

Steps Screenshot Examples 

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

 
Please Note:  
Public entities such as 
housing authorities, 
development agencies, and 
redevelopment agencies 
should select 
“Organization” as the 
account type. 
 
Tribes (both Federally 
recognized and non-
Federally recognized) should 
select “Tribal” as the 
account type. 
 
Click Next to continue. 

 

2. You will then reach the Entity 
Search screen. Please enter 
either the organization’s tax 
ID number (TIN) or the 
unique entity ID (UEI).  
 
Please Note:  
TIN value is a required field 
and should be entered 
without “-“. 
 
UEI is an optional field. 
 
Click Search. 
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3. The search result will display 
a list of entities that match on 
the TIN provided. If your entity 
is displayed in the result, you 
may confirm your select by 
choosing “Confirm Selected” 
and click Next to continue.  
 
If the search does not locate 
your entity, you can create a 
new entity by selecting 
“Creating A New Entity” and 
click Next to continue. 
 

 

4. If the search generated no 
matching result, you can 
create a new entity by clicking 
on the “Create A New Entity 
Button”. 
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5. To create a new entity, please 
complete the entity profile 
screen and upload the 
requested document. 
 
Please Note:  
Public entities such as 
housing authorities, 
development agencies, and 
redevelopment agencies 
should select 
“Organization” as the 
account type. 
 
Tribes (both Federally 
recognized and non-
Federally recognized) should 
select “Tribal” as the 
account type. 
 
Click Next to complete the 
entity profile and move 
forward to setup the user 
profile. 
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Portal Registration: User Profile 

Enter in your information into the User Profile page.  

Steps Screenshot Examples 

1. Enter in the following 
information: 

• Job Title  

• Phone 

• Physical Address – 
enter in your 
business address. 

• Mailing Address – 
Select if mailing 
address is different 
than your physical 
address.  

 

2. Click Next to continue. 
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Portal Notification: Complete Your Registration 

Steps Screenshot Examples 

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

 

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

 

3. You will then reach a 
confirmation screen confirming 
your successful user and entity 
registration. 
 
Please Note:  
Your user registration will be 
forwarded to the entity’s 
account administrator for 
approval if the user is 
associated with an organization 
or tribal entity that is already 
present in the system, 
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Portal Registration: Approve/Reject New Entity 

Join Request  

The Account Administrator for your entity will receive an email indicating that a user is 

requesting to join the HCD Connect User Portal for your organization/tribal entity. If you 

are the Account Administrator and receive this notification, follow these steps to 

approve or reject the requesting user.  

Steps Screenshot Examples 

1. Click on the email received 
from HCD Connect.  

 

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

 
 

2. Click on User 
Profile.  

 

3. You can view your 
user information on 
the User Profile 
page. If you need to 
update any 
information, enter 
any updates in the 
fields on the page 
then click the Update 
button at the bottom 
right of the screen.  
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4. You will see that your 
changes have been 
saved.  
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Change Your Password 

Steps Screenshot Examples 

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

 
 
 

2. On the Change Your Password screen, 
enter in your old password and your 
new desired password.  

 

3. Then click the Change Password 
button. 

 

 

  



 17 

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. 

 
2. Click on Entity Profile.  

 

 

3. Locate the Consultant 
Manager and click Add 
Consultant. 

 

4. Type in the consultant’s 
name in the Search 
Consultant bar and click 
on the Select 
Consultant field to see 
the results.  
 
You will be able to 
search by name and/or 
email.  
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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.  
 

 

6. 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.  

 

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