USER GUIDE FOR THDA’S GRANTS MANAGEMENT SYSTEM (“GMS”)

GETTING STARTED

artners/pims

e Every applicant must pass certain threshold criteria in order to be eligible to apply for a HOME grant.
e THDA uses a web-based tool called the “Participant Information Management System” (PIMS) to ensure threshold eligibility.

e Therefore, before you can access the application through GMS, you must first log into PIMS and answer the eligibility questions.

e This user guide assumes that you have already completed the PIMS process. If not, please refer to the PIMS instructions at https://thda.org/business-

The Grants Management System, or “GMS,” is THDA’s web-based system for entering and submitting grant applications. GMS streamlines the application
process for applicants, helps reduce errors, significantly decreases paper waste, and eliminates the submission of applications by mail or hand-delivery.

e Once you have successfully completed the PIMS threshold test, you will be emailed a link and temporary password to access GMS.

LOGGING IN TO GMS

Log in with the new login information you just
set up after completing the PIMS process.

Note: If you forgot your password, please use

the “Forgot your password?” link. The system
will lock you out after 3 unsuccessful attempts
at logging in.

P}

Grants Management System

Please Sign-In

A) Select the Program you wish to work on
Proceed to Section 1 — Application Setup

B) If users have already been set up, you
may select “Manage User” to add,
delete, or make changes to people
permitted to work on the application
Proceed to User Setup

Announcements

A
BretiTams

Grants Management System

o
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https://thda.org/business-partners/pims

USER SETUP

Depending on the type of applicant, a grant application can have several people involved in the process. For any given grant, there could be:

e A program manager of the city, county, non-profit, public agency, or CHDO applicant who is responsible for overseeing the application and grant.
e One or more employees who actually enter the information on the application.

e Athird-party project administrator working in conjunction with the applicant.

e The mayor or executive director of the applicant who will ultimately sign and authorize submission of the application.

GMS allows the Manager to assign the following roles: Manager, Administrator, and User. An Administrator can assign the following roles: Administrator and
User. Each role has different permission levels, as described below:
e Program Manager = This user is primarily responsible for managing the program and users in GMS. This person must be an employee of the applicant.
e Program Administrator = This type of user is assigned by the Program Manager, and is a third-party representative of the applicant with the ability to
complete and submit the application.

e Program User = This type of user can enter and edit data and documents in the application prior to submission, and can be assigned by either the
Manager or an Administrator.

This is what the User Screen looks like after

Grants Management System
users have already been added:

Invite New User

To add a new user: | prm——— : o [ |
e Select the role type under “Invite New o
” .. Manage Existing Users
User” (see above for descriptions and il T/t . . . .

permissions)
e Enter the user’s email address
e C(Click “Send”

Invite New User
User will receive an email with log in
information inviting them to participate.
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To reset passwords or make changes to current
users:
e Select the “Edit” button next to the
user’s name.
e You cannot delete a user; you can only
make them inactive.
e You cannot change someone’s name or
email address. Create a new user
instead.

Manage Existing Users

Brageam Hame T Hara (LN

Hame 2018 Test Programilser

o i R
A Fal Peser P
“ Ziw || neeew

To get back to the main Program screen after
setting up users, click on the “Home” button in
the upper left of the screen. You can always
access this button at any point in the application
process.

w
*

Tennessee Housing
Development Agency

Invite New User

NAVIGATING THE PROGRAM

Program Navigation

Note that the upper left shows navigation links
to various sections of the application. You may
click to any page at any time. If you have made
changes, the system will prompt you to save.

Home Button

Located in the upper left corner of the screen.
You can always access this button at any point in
the application process.

Reports
You can also run a report showing a summary of
what information you have already entered.

L -4
Tennessee Housing
o nt Agency

Grants Management System

General Information

Program Details
Applicant Information

Primary Applicant Contact

First Name

Last Name

Secondary Applicant Contact

DUNS #

Fiscal Year Start Date

County

General Information

Title
Email

Phone

federal Congressional District

3}

State House District

State Senate District

Al itoms in bold|
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SECTION 1 — APPLICATION SETUP

In “Type of Applicant,” choose City, County,

Non-Profit, or Public Agency. Application Setup

) o This section must be completed before proceeding with the application:
Note: The choices you make here will influence

the types of questions asked in the rest of the i e | — vl
application, so it is very important you choose L ? ! |
these accurately.

A) If applicant is a City or County: Application Setup

e Choose the type(s) of proposed This section must be completed before proceeding with the application:
activities for this grant
e Answer the third-party administrator St o x
question Proposed ACEMIES | /| Homeowner Rehabilitation
o Click “Save” Homeownership DPA Only
Do you plan to use a contracted third-party administrator to administer thisgrant? ~~ © &5 Ho
Save
B) If applicant is a Non-Profit:
Application Setup
e Choose the type of Non-Profit
0 501(c)1 This section must be completed before proceeding with the application:
0 501(c)3
o 501 (C) 4 Type of Applicant Non Profic v
e Answer the questions that pop up, ] o= = o P e il
depending on your non-profit type save

e Click “Save”
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501(c) 1 organizations will see this screen:

Type of Applicant

Type of Non Profit

Proposed Activities

Do you plan to use a contracted third-party administrator to administer this grant?

Mon Profit

Homeowner Rehabilitation
Homeownership DPA Only

Yes No

501(c) 3’s and 4’s will see this screen:

If you answer “Yes” to seeking CHDO status, you
will then see the questions about operating
expenses and proposed activities.

Type of Applicant Men Profit
Type of Non Profit 301ic) 3
Are you seeking CHDO status? @) Yes b
Yes No

Will you be requesting operating expenses?

Proposed Activities

New Construction
Acquisition and Rehabilitation

If you answer “No” to seeking CHDO status, you
will then see the questions about proposed
activities and whether or not you plan to
contract a third-party administrator for this
grant.

Type of Applicant

Type of Non Profit

Are you seeking CHDO status?

Proposed Activities

Do you plan to use a contracted third-party administrator to administer this grant?

Men Profit
s01(c) 4

Yes Q No

Homeowner Rehabilitation
Homeownership DPA Only

Yes No
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C) If applicant is a Public Agency, such as a
public housing authority:

Type of Applicant Public Agency ¥
Proposed Activities o
L] Choose the tYPE(S) of prOpOSEd Homeowner Rehabilitation
activities for this grant Homeownership DPA Only
e Answer the third-party administrator ; . - - -
. Do you plan to use a contracted third-party administrator to administer this grant?
guestion
e Click “Save” =
SECTION 2 - GENERAL INFORMATION
Applicant Information e Primary applicant contact will be an employee of the applicant who is primarily responsible for
completion of the application.
Enter Applicant Contact Information e Secondary applicant contact (not required) should be an employee of the applicant designated by the

primary applicant as a backup representative.

e Federal Congressional, State House, and Senate Districts should be a number entry. These can be
found using the lookup link provided or simply entered if you know the number already. If your area
lies across multiple districts, please list all of them in this box.

Applicant Experience

implementing a grant, check the “No
Experience” box.

If you do not have prior experience App}icant Experience

List all HOME and other State or Federal Housing assistance projects that this Grant Applicant has implemented in the last 10 years
g Pl PP

No Experience

If you do have prior experience, please click

“Add new record” and answer a few brief

questions about your previous grant(s). See el et s Projec Type T =2
step below.

Note: A new record must be added for each
grant the applicant has administered.
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Adding a New Record for Applicant Experience

You should get a popup window that looks like
this:

(If you don’t see it, make sure your popup
blocker is turned off in your browser)

Answer the questions and click “Update”.

Grant Year

Grant Name

Project Type

Status

Completed on time?
All funds expended?

Extension Requested?

Add/Edit Applicant Experience

Open Closed

Yes No N/A
Yes No N/A
Yes No

+ Update ® Cance

Made a mistake?

Don’t worry: once you enter a record, new
buttons will appear that will allow you to edit or
delete the information you entered.

Completed on time? All funds expended?

Extension Requested?

Yes

e Click “Save” at the bottom of the page
to save your work at any point in the
process.

e Click “Next” to move on to the next
section. If you have unsaved
information, the program will prompt
you to save before advancing to the
next screen.
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SECTION 3 — ADMINISTRATOR (IF APPLICABLE)

This section will only appear in the navigation links if you chose “Yes” to the Third-Party Administrator question in the Application Setup Section.

If you are not using an Administrator or you are applying as a CHDO, you will not receive this section of questions; therefore, you can proceed to Section 4 of

this manual — Program Details.

If you answer YES for government or quasi-
government administrator:

e Fill in the requested information for the
administrating agency

e Proceed to “Add Administrator’s
Experience” below

I e propused Administrator a guvernment ur quasi-gov

Primary Contact

1reqal Fntity Name

Number of paid stall

Administrator

Federal FIN

Email

Fhone

Nurmlser ol years experhence worki
HOME

Dieseribe the Administratnor's ey  In Implementing and managing federal asskstance
progr chuding the HOME Investment Fartnership Frogram
If you answer NO to government or quasi- Administrator
government administrator:
Is the proposed Administrator a government or quasi-government entity? Yes (@ No
e Answer the series of Yes/No questions
Did/ Will t method ly with local it policy? Y. N
that pop up' i il procurement method comply wi 'ocal procurement pohlicy es o
Did/ Will procurement method comply with federal requirements? Yes No
e More questions will come up, depending
Has a proposed Third-Party Administrator been procured? Yes No
on your answers to these
e Click “Save” and then “Next” to continue -
Save Mext »
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Has a proposed Third-Party Administrator been procured? Yes (@ No

Proposed Administrators

Please list a minimum of three (3) proposed administrators who will be included in the procurement solicitation:
Note:
+ Add Propesed Administrator
If you answer “No” for “Has a proposed Third- Fiesd Aeririatestor

Party Administrator been procured?” then you
will be required to list the names of 3 proposed
administrator organizations that you will
consider.

Has a proposed Third-Party Administrator been procured? ® Yes No
Primary Contact
Legal Entity Name Federal EIN
First Name Email
If you answer “Yes” for “Has a proposed Third- B o
Party Administrator been procured?” then you e
Wi” need to fi” in the Informatlon for the Number of paid staff: FT Numhernfyearsaxperien(;\sﬁ\;ﬁ;is;?;;\r:‘?
Administrator as shown. it
Describe the Administrator's experience in implementing and managing federal assistance
programs, including the HOME Investment Partnership Program
&

Add Administrator’s Experience

Administrator Experience
List all HOME and other State or Federal Housing assistance projects that this Grant Application has implemerited in the last 10 years

e Click “Add Administrator Experience”
e One entry should be filled out for every + Add Admiristator Brperence
HOMIE, State, or other Federal grant on Grant¥esr 4 | Grant Name Project Type Status Completed on time? Al funds expended? Eutension Requested?
which the administrator has worked
during the past 10 years.

Note: “Administrator” refers to the organization,
not the individual working on the grant.
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Add Administrator’s Staff Members

e Click “Add Responsible Staff Member”.

e Fill out the requested information on
the popup window that appears.

e Repeat to add an entry for every person
who will have a role to fulfill in
administering the grant for the
applicant.

Add/Edit Administrator Staff Information x
First Name
Last Name
Title
Role

Years of experience with
federal grants

Percentage of time %

allocated

SECTION 4 — PROGRAM DETAILS

Program Narrative

There is a limit of 5,000 characters.

Tip: you can type this out in another
program such as Word, NotePad, etc. and
copy/paste it into the box when you are
ready)

Proposed Activities

e Click “Add Activity Detail” to add more
details about your program.

NOTE: If you have multiple counties you are
proposing, you must enter a separate line for
Activity Detail for each county.

e Enter text in the Program Narrative box.

Grants Management System

Program Details

Program Marrative

Brietty describe yo shat will el b reachvs. Tell what o are going 1o da, whers you are guing t do It, who ad how many will benefis and how you will s the grant funds

Proposed Activities

At Aty St

sty T Cosrtpucts T Couty T cay T Number of Unas T

Eotal Hosmrier Rehabditation Unitic 0 Ures
Botal Urits Al Aaivitiens 0 Urets
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Proposed Activities - Cont’d

You will get one of the 2 pop-up windows
shown, depending on how you answered
previous questions:

(If you don’t see a pop-up window, make sure
your pop-up blocker is turned off in your
browser)

Answer the questions and click “Update”.

For CHDOs, “Countywide” means that units may
be created anywhere in the county. If units will
only be built inside the limits of a specific city,
select “No”. If you select “Yes”, the system will
then only ask you to select the county. If you
select “No”, it will ask you to select the county
and city.

If the applicant is a CHDO,
the pop-up window will look like this:

All other applicants will see this pop-up window:

Add/Edit Activity Units
Activity Select a Proposed Activity v

Number of Units

Countywide? Yes No

+ Update @® Cancel

Add/Edit Activity Units b4
Activity Select a Proposed Activity v
Number of Units
County Select a County -

City Select a City A4

+ Update ® Cancel

Made a mistake?

Don’t worry: once you enter an activity detail,
new buttons will appear that will allow you to
edit or delete the information you entered.

Proposed Activities

Y County

Activity

Acquisition and Rehabilitation Claiborne Claiborme

Acquisition and Rehabilitation Hamblen

Acquisition and Rehabilitation Jefferson

New Construction Grainger

h

City Y | Number of Units

1 Delete
M Delete
M Delete

1 Delete
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SECTION 5 - TIMELINE
Timeline
A program implementation timeline must be All Timelines
Completed for each set of units pro posed for Vour project timeline(s) should begin on July 1, 2018 and end rio later than June 30, 2022. Your timefine must ensure that all households are assisted by June 30, 2022
ass'sta nce A timeline must be completed for each set of units proposed.
. . .. . . + Add Activity Timel
To begin, click “Add Activity Timeline”. —
Proposed Activity ¥ Number of Units Y | Description Y
Add Activity Timeline X
Proposed Activity Select a Proposed Activity v
e Answer the questions in the pop-up box
that appear‘s Number of Units
' Please wait after clicking Continue, you will be redirected to the next page.
e Click “Continue”.
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Enter a brief description of the unit that
this timeline addresses. For example,
“Rehabilitation of first phase of units.” If
unit addresses have been identified,
please input the unit addresses that will
be assisted during the timeline
proposed.

Enter proposed dates for each of the
milestones shown.

Tip: You can use the calendar icon tool
next to each item to pick a date, or you
may simply type in the date.

Tip: For a milestone that will affect all
units assisted, such as “Policies and
Procedures Adopted”, you will only
enter a date for that milestone during
entry of the initial unit(s). In subsequent
stages of your project, you will not have
access to that milestone for data entry.

Click the “Save” button when you are
finished.

Once the timeline is saved, you will then
see buttons to Edit or Delete the
information.

If you have more units to add, just click
“Add Activity Timeline” and repeat the
steps above.

When you are all done, click “Save” and
“Next”.

Homeowner Rehabilitation Timeline

Number of Units 3
Description
Pl
All timefine milestone dates are required. Please click the date celf next to each milestone to enter a date. To save your changes dlick the save button at the bottom of the page,
Milestone Date
Start of Grant o701 .JZDiﬂ

Tier 1 Environmental Review record submitted to THDA

Policies and Procedures Adopted

Public meeting and open application process

Tier 2 Environmental Review record submitted to THDA (site specific)
Submit completed work write-ups or plans / specifications
Receive THDA approval {approx. two weeks from submission)
Pre-bid conference

‘Obtain applicable building permits

Begin unit construction

Midpeint construction progress review

Complete construction

Final code Inspection

Final construction completion review

All required documentation completed and submitted to THDA

Close out Grant Contract with THDA

Save @ Cance

EE |
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SECTION 6 — MARKET STUDY (IF APPLICABLE)

Market studies are only required for CHDOs. This section won’t be visible unless you are applying as a CHDO. All other application types can proceed to

“Section 7 — Funding and Project Budget”

For each Proposed Activity, click “Edit”

Market Study

Chek Edit ta add Primary and Submarket information

NEW CONSTRUCTION MARKET STUDY
e Inthe Primary Market Area box, briefly
describe an overview of the market
where the proposed activity will take

place.

e Answer the question about # of units
available for sale

e Click the blue “Save” button

e Click “Add Market Study Submarket”

New Construction Market Study

Primary Market Area

o of residential units {including vacant units) available for sale in the proposed service area at a price comparable to the sales price anticipated by

the application

+ Add Market Study Submarket

MARKET STUDY SUBMARKET

Identify neighborhood and/or area of the
community where the unit will be constructed, if
applicable.

Add/Edit Market Study Submarket X

Submarket

v Update ® Cancel
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ACQUISITION & REHAB MARKET STUDY
e Inthe Primary Market Area box, briefly
describe an overview of the market
where the proposed activity will take
place.
e Click the blue “Save” button
e Click “Add Market Study Submarket”
MARKET STUDY SUBMARKET
e Identify neighborhood and/or area of

the community where the unit will be
acquired and rehabilitated, if applicable.

Acquisition and Rehabilitation Market Study

Primary Market Area

SECTION 7 — FUNDING AND PROJECT BUDGET

The top portion of the screen is where you will enter the overall funds requested and other funding sources you have for this project. The lower portion of the

screen is a summary that automatically calculates based on your entries. You cannot change information directly in the lower portion.

Begin the funding request by clicking the “Edit”
button at the top right of the screen.

HOME Funding

Funding & Project Budget

CHDOs will see this at the top of the screen
($750,000 max grant request)

e Project Funds are for construction hard
and soft costs associated with the unit
development.

e Operating Funds will be used to support
the CHDO’s operation external to the
development activity proposed in this
application.

Proposed HOME Funding

ant of $100,000 and a maximum HOME grant of §750,000.

Applicant must apply fora i

HOME Project Funds

CHDO HOME Operating Funds
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Cities, Counties, 501(c)1 Non-Profits, and Public
Agencies will see this at the top of the screen
($500,000 max grant request)

e Project Funds are for costs associated
with the direct assistance provided to
the homeowner or home buyer.

e Administrative Funds are for work
associated with the implementation of
the grant activities.

Proposed HOME Funding

Applicant must apply for a minimum grant of $100,000 and a maximum HOME grant of $500,000.

HOME Project Funds 5

HOME Administrative Funds 5

Once you enter and save the overall grant
amount requested, you will see a summary
screen again that looks like this.

Click “Edit” to revise details about your funding
and project budget.

As you enter or change information, the Project
Budget summary section will automatically
recalculate and update for you.

Funding & Project Budget

HOME Funding

Click Edit to enter HOME Funding, Other Project Development Funding Sources, and Cost Per Unit information

Homeowner Rehabilitation

Total Project Budget

Subtotal

S500,000.00

$0.00

$500.000.00
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CHDO OPERATING BUDGET
(skip this step if you are not a CHDO)

e If you are applying as a CHDO and
indicated that you will be seeking
operating funds, you will see this
section:

e Click “Edit” next to Salaries & Fringe
Benefits to enter the budgeted amounts

e Click “Edit” next to Professional Fees to
enter the budgeted amounts

Then click “Add Non-Personnel Budget” to add
details about miscellaneous expenses such as
advertising, printing, utilities, etc.

Note: You only have to enter this information
once, no matter how many proposed activities
you have. In other words, if you are doing
acquisition and rehabilitation and new
construction, you would just need to pick the
“Edit” button next to one of them to enter the
overall operating budget details.

CHDO HOME Operating Budget

Personnel Cost Type

Professonsl Fees

+ Add Mon-Personnel Buaget

Cost Category Other Description

HOME Cperating Budget Agency Operating Budget
000 000 & e

5000 $0.00 Pa

HOME Operating Budget Agency Operating Budget

Total:
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Other Project Development Funding Sources

After you click “Edit”, the Funding Details screen
will come up.

Click “Add Other Project Development Funding
Source” (if applicable).

Proposed HOME Funding

HOME Profect Tunds

HOME Administrative Funds
Other Project Development Funding Sources

+ A Cther Project Development Funding

Total Other Project Development
Funding Sourees: $0,00

‘|- = o
. . . Add/Edit Other Project Development Funding Source b 4

If other funding sources exist, detail them here.

Funding Type
Possible sources are: Beneficiary Funds, Local Source
Government Funds, Non-Profit Agency Funds, Amount 5
Other Federal Funds, Other State Funds, Private o e -
Funds, Value of Donated Labor, Material, Land,
or Other. + Update Cancel
Match Funding

Match Funding
o+ fd e

Click on “Add Match Funding Source” to add any
of the possible types of match funding.
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Certain other questions come up depending
upon what selection you make here.

Click “Update” to save your selection, then add
another match funding source if needed.

Add/Edit Match Funding

Match Funding Type Select an option

Cost per Unit

e Click “Add Cost per Unit” and enter the
requested data.

e Click “Update”

e Repeat until you have entered all cost
data for all units.

Cost per Unit

+ Add Ceat per U

Total Units: 0 Tortal HOME Program Funds per Uinit: $0000 Tolal Cher Funds per Unit: $0.00

Tortad Corst per Unit: $0.00

SECTION 8 - ACTIVITY DETAIL

For each proposed activity (e.g., Homeowner
Rehabilitation), you will need to provide a few
more details.

Begin by clicking “Edit” next to the activity.

e For Homeowner Rehabilitation, see
instructions directly below.

e For Down Payment Assistance (DPA),
see instructions labeled “DOWN
PAYMENT ASSISTANCE (DPA) DETAILS”
below

Activity Detail

Click Edit to add/edit Activity Detail
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HOMEOWNER REHABILITATION DETAILS
(only if applicable)

Number of Units
Input the estimated number of units that can be
made code-worthy in the proposed service area,

Homeowner Rehabilitation Activity Detail

Number of Units

o wi'o reconstruction

Through complele reconstruetion

i K X . Waiting List
not just the ones to be assisted in this grant. T T O
Dioes the focal jurisdiction maintain a record of housing complaints related 8 Yes N
Waiting List
Answer the questions shown.
Service Providers
You are required to identify your: Seviice Roviders i . o ) o | ‘ N
Please indicate whether the following service providers have been procured or whether Grantee staff will perform the role. If 2 provider has not been procured and the Grantee will not perform the role, please list a minimum of three entities that you intend to solicit for bid to perform the id

e Certified Energy Auditor

e Rehab Coordinator

e Lead-based Paint Inspector / Risk
Assessor

Choices are:
e Already procured (list name of
provider/organization)
e Staff (provide name), or
e To Be Procured (list three proposed
providers)

Procured?

Certified Energy Auditor or equivalent Already Pracured
Proposed Service Provider 1

Proposed Service Provider 2

Proposed Service Provider 3

Rehab Coordinator Already Procured @  Staff
Identified Service Provider
Lead-based paint inspection / risk assessment @) Already Procured Staff

Identified Service Provider

Staff @ ToBe Procured

To Be Procured

To Be Procured

An Independent Energy Audit is required by

Independent Energy Audit

Engilain e your project will incorporate n independent energy auditin the rebabilitation work write-up.
THDA for all rehabilitated homes. Describe how
you will accomplish this here.
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Jurisdiction Permits and Codes

You must enter information about which
jurisdiction will govern your project’s permits
and codes. If you are a County and will
implement a program that may assist units in a
city, you must enter information for each city.

Click “Add Jurisdiction” and answer the
questions that pop up. If more than one is
applicable, repeat this step after saving.

Jurisdiction permits and codes

coion Standard

o

Once all the Activity Detail questions are
complete, click “Save” and “Next” to continue.

Activity Detail

Click Edit to add/edit Activity Detail
Proposed Activity Total Units

Homeowner Rehabilitation 3 # Edit

DOWN PAYMENT ASSISTANCE (DPA) DETAILS
(only if applicable)

Answer the questions on:
e Waiting List
e Homebuyer Education (HBEI)
e Lender Relationship
e Compliance

Click “Save” when finished.

Homeownership DPA Only Activity Detail

Waiting List

Does the applicant have a pipeline of quallfied homebuyer applicants? Vs Ma
HBEI Relationship
Deseribe any established partnarships with 8 THDA or HUD cartified Home Education provider. M applicable attach supporting in the section.

Describe any post-purchase counseling that will be made svallable by the applicant or threugh partnership with a hemabuyer sducation provider.

Existing Lender Relationship

Describe any established partnerships with existing lenders which may be an option for mortgage assistance to participating homebuyers. i spplicable, attach supporting documentation in the documents section
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SECTION 9 — CHDO CHECKLIST & DESIGNATION (IF APPLICABLE)

This section won’t be visible unless you are applying as a CHDO.

Please answer the series of questions regarding
your organization’s:

e Legal Structure

¢ Independence

e Accountability to the Low Income
Community

e Capacity

In the Location of Citation box, you must
reference the location of the citation in the
document checked which provides evidence of
the requirement —i.e “Organizational Bylaws,
Secton 2.1”.

CHDO Checklist & Designation

Organizational Requirements

1. Legal Structure

Tha ion it arganized under Tennasces law, 2t by

The organization has among its purposes the provision of decent housing that is affordable to low-income and moderate income persons, as evidenced by:

Location of Citation

13 The crganization hat no part of itz net samings inuring to the benofit of any membes, founder, contribator, or individusl, s evidenced by:

Location of Citation

SECTION 10 - DOCUMENTS

Next, you will upload the required supporting d

ocumentation.

For this example, we will use the Procurement Policy, but follow these same steps for all of the required uploads.

Click “Select files...”

Required Documents

Procurement Policy

Select files...
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Navigate to the file on your computer, select it,
then select “Open”.

& Open

— w » ThisPC » Documents » Scanned Documents
Organize ~ New falder

Documents

# Quick access 5 My Procurement Palicy

& Downloads
m Deskiop

| Documents
« Pictures

& P

L U

= This PC
m Deskiop
%] Documents
& Downloads
& Music
< Pictures
| Videos
E. Local Dhsk (C)

W Network

~ D

File name: | My Procurement Policy

Search Scanned Documents g

b

m @

You should now see your file in a temporary
placeholder on the screen. Click “Upload” if
everything looks right. If not, just click the “X”
and repeat the steps above.

Procurement Policy

‘ Select files... ‘

My Procurement Policy.jpg
Size: 504 KB

X

Upload
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. . . Procurement Policy
If at this point you still need to change the

document after uploading it, simply click the Select files... v Done
garbage can symbol to delete the selected
document and repeat the upload process with ¢ My Procurement Policy.jpg

the correct file Size. 504 KB Upload Date. 12/26/2018 4:01 PM

Once you have uploaded all the required documents, click “Next” at the bottom of the screen.

SECTION 11 - VALIDATE AND SUBMIT

Next you will see a summary screen that looks

oject Budget success

In the upper right, there is an option to Print this
report or Export it to an Excel spreadsheet.

Validate and Submit

like this.
» Application Setup «
Each section of the application is listed, along S —
with warnings. & pdinmrtn A
e Red X’s are required and must be 5 i st
corrected before you can proceed. i A o o
e Warning signs are optional, but may e
negatively impact the score of your M The total number of units (26 for the “Homeosmer Rehabiltation” Gmeline(] must match the total number of urts (3} in the “Homeower Rehakiltation” Program Detail,
application if not addressed. SRt 3 ———c—

<t Budg

entfs).

Once you have made all the required
corrections, click the “Request Certification”
button that appears at the bottom of the screen.

Request Certification
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Read the certification popup carefully.

e Enter the name of the Authorized Agent
who will sign the application (usually the
Mayor, the Executive Director, or the
Board Chair).

e Enter the authorized agent’s email
address

e Click “Send Request”

e An email will be sent to the Authorized
Agent with a link to review the
application

e The Authorized Agent will digitally sign
the application once they are satisfied it
is complete and correct.

Certify Application x

In erder to complete this application, the authorized agent of the applicant must review, acknowledge and
endorse the application in its entirety, prior to submission.

Please provide the email address of the authorized agent. The authorized agent will receive an email, which
will provide a link to this account. This link will be active for 10 calendar days or until the application
deadline. The authorized agent is expected to review the completed application, acknowledge authority, and
provide endorsement for submission. Once completed, you will be notified via email that authorization has
been received, and the Submit button on the Validate and Submit page will become active. Please remember
that this application MUST be SUBMITTED by 3/15/2019!

If for any reason you feel that that an email has been sent in error, you have the option of cancelling an email
and/or resending. Simply click the Cancel button below, and re-enter the desired email to start this process
over.

Authorized Agent Name

Authorized Agent Email Address

If you realize you made a mistake at this point,
you can still make corrections. You may:

e Change the Authorized Agent (the link in
the first email you sent will be
deactivated by the system)

e Cancel the request completely and edit
the application further

“Submit” BUTTON.

A certification request has been sent to Mayor Michelle (mlines@thda.org). If this contact is incorrect please request certification to a new contact. Only the most recent certification link will be active.

Change Requested Agent @ Cancel Request and Edit

VERY IMPORTANT!!!

e Once approved, the Authorized Agent and the Manager/Administrator will both receive acknowledgement through email, and the application will be
released for submission by the Manager/Administrator.

e The Manager / Administrator MUST log back in to the system after approval by the Authorized Agent in order to submit the application.

e THE APPLICATION IS NOT SUBMITTED TO THDA UNTIL THE MANAGER/ADMINISTRATOR COMPLETES THE FINAL SUBMISSION STEP BY CLICKING THE

Application certified by Michelle Lines on 12/26/2018.

Once submitted, the application is locked and
cannot be edited further; however:

You can still log in and view or print the application and/or report. A summary of the report that may
be printed is available on the Menu Bar under Reports.
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NEED HELP?

e For programmatic requirement questions regarding your HOME application, please contact Bill Lord, HOME Program Manager at blord@thda.org or
615-815-2018. You may also call 615-815-2030 and ask for assistance from a HOME Program staff member.

e For application system questions, please submit your question to GM@thda.org. A THDA staff member will respond to your email as quickly as possible
during normal business hours.
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