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Overview

> Updates to 2024 APR Excel Form

> The purpose and features of the HCD Connect (o]
External User Portal

> Online portal registration process

> Adding / removing consultants from Jurisdiction
Account

> Submitting Annual Progress Reports




Changes to 2024 APR Form

Streamlined Ministerial Approval Process (SMAP): Updated references from SB 35
to SB 423

« SB 9 Lot Splits: Data validators now allow zero units for qualifying projects.

« Enhanced Data Reporting: Updated Table B (homes permitted) data and
planning/projection period information

 Table D (applications for housing development) Improvements:
 Removed the “General Comments” cell
* Increased the default row count to 200
« Expanded the character limit in Column D to 10,000




How to Register
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New User Registration — Create A New Account

@ hcd®connect

You must register before you can use
the Portal. To complete the registration,
complete the following steps: T

HCD Connect is where you can manage housing programs, applications, reports,
and planning documents to support affordable housing development in

1. Enter the Portal URL INt0 yOUr Webh |ttt
browser. You will see the login
screen home page.

Username

2. Click Create a New Account.

Forgot your password?

Not Registered?| Create an account



https://hcd.my.site.com/hcdconnect/s/login/?ec=302&startURL=%2Fhcdconnect%2Fs%2F

New User Registration - Create a New Account

3. Enter your First Name, Last e e
Name and Work Email. Then .
select Applicant for Role Type. -
Ernall
4. Click Register to continue. R Select Role Type v

Select Role Type I Applicant I

Consultant

Reglster

Already have an account?




New User Registration — Setup Password

5. You should receive an email from the
system with a link to setup your portal
password. If you do not receive this email, BT~y o A
please CheCk your Spam folder Nk you ror your request. You wiil recelve nr::‘;::‘:.:.w us shortly with 3 iink to set up your password

Check Your Email

6. Click the link in the email that will direct
you to the password setup screen to
continue your registration.

Hello Caroline West,
Welcome to the California Department of Housing and Community Developmant!

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

hitps/Aundefense.comivd/ hups.//hed--uat sandbox. my.site.convhedeonnect/iogin?

C*x 1001 ImwiFle7UQUJIUFEZVI0IMAS 14H0 GohkoyOB8IWH 1 FSanVnavbz66A ZhOAMZIwSIP ) 7kzaZSY4cVSIONTBIYOX niGWIORhyvi

CRQOuBOAIGYYRG1090VEByNY 1 1mmhOIPIQKHKP2 w20l alHOMXQ 1 nCTaMmO 1 myZxbZxQUEACCEOUBMSCUNEX7D4a Y PeOMIQwiki Xy
FwDEmMBxvyg* 3030 JSUlKIquKge!oaB.
yhetbSixgZdU2HQGKUSKLWAWZZS SeXabkyiyNLDANNBAUCZ1IkBRBeINIETadalxl giSF QRDBYeSZCWWa L XISkvaxVIAZAS

Thank you,

California Department of Housing and Community Development




New User Registration —

Setup Password

7. Enter in your desired password.

The password must contain:
« 12 characters
« 1 uppercase letter
« 1 lowercase letter
* 1 number
« 1 special character

8. Click Change Password to
successfully create your
password.

Change Your Password

Entar a new password for userguidenat] @yopmail.net. Make sure to melude at
least-

8§ characters

1 uppercase letter
1 lowercase letter

1 number

T e T e %

1 special character

New Pazzword

AFARETFARIRE

Good
Confirm New Pazsword

AR LR LS el




New User Registration — Jurisdiction Search

9. Once you have created a

password, you will be taken to the
Portal’s welcome screen. Contact
your jurisdiction to be added to its

account.

@ hcd®connect

Copyright © 2024 Stale of California | HCD Website | Conditions of Use | Privacy Policy | Accessibility | Contact Us




New User Registration — Jurisdiction Search

| hed@connect

11. Search for the name
of the Jurisdiction
Account Name and Jurisdiction Entity Search

select the appropriate To begin, please search for your ity by entering the Valid Juisiction Account Name and cicking the Next

Jurisdiction Account. e Non Discosure

O urisdiction Entity Search

User Profile

Please note: The association process involves multiple steps. Please complete all the steps to successfully Confirmation

associate your account with your entity. You will see a confirmation screen at the end of the process.

12. Click “Next”

* Indicates required field
* Jurisdiction Account

Search Accounts... Q

Back

Copyright © 2025 State of California | HCD Website | Conditions of Use | Privacy Policy | Accessibility | Contact Us




New User Registration — Jurisdiction Search

13. Enter required User
Profile information. User Profile

Please note: The association process involves 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.

14. Click Next. SO

* First Name Physical Address
Nicki10101
" Physical Street

* Last Name Jurisdiction Entity Search
Mont 10101 W El Camino
Suffix * Physical City © UserProfile
—-None—- .
M Sacramento Non-Disclosure
Job Title " Physical State
o Confirmation
California -
*Phone Physical County
5555555555 Sacramento .
* Physical Zip
95833

At least one option must be selected.
P * Physical Country

| Submit Planning Documents (Housing Elements/APRs) United States

Grants and Loans

Mailing Address

Check if mailing address is different from physical address

‘Copyright @ 2025 State of California | HCD Website | Conditions of Use | Privacy Policy | Accessibility | Contact Us



New User Registration — Jurisdiction Search

15. Complete the non-
diSCIOsure by reading the TR et T COTI SR ROt ovEiote Ao Hi0s e onrstott ¥ IVOUNDE i aaitiy pitsskiti e
agreement, clicking the .‘...-,..__w.._“_“...__,_.,,,-... R
checkbox under “Legal R R I RS R ”‘“
Agreement,” and clicking
the Agree button.

L E R TS g




New User Registration — Jurisdiction Search

16. At the end, you will see a
confirmation screen for your . N
Entity Association request. e |

YOur entity ass00ation reguest has Deen successTully sent 10 the ACCOUNt AMuNsrator for review and
approval

¥ you 00 Nt eceve an email confrmabion, CONtaCt the JCoount adminstrator/manager %0 confirm that il o Confrmation
the information entered and submitied & accurste or 10 detenmine ¥ further sctions are requited

17. Click Return to Login.




Receilving Access to a Jurisdiction Account

» Once you have completed registration, if a Primary Account User is already identified on the
Account, the Primary Account User will be notified via email about your request. They can then

grant access.

» If a Primary User is not already identified, an HCD rep will receive a notification of your request.
The rep can then add you as the Primary Account (if applicable) or add you as a secondary

user

» Once you are added to the Jurisdiction Account, you will gain access to submit Housing
Elements, Annual Progress Reports, and/or Sites Inventories on behalf of the jurisdiction and

you can see previous submissions.




Consultant Management
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Adding Consultant(s) fo Jurisdiction

> If you are looking to bring on a Consultant to submit Housing Elements, Sites Inventory and
Annual Progress Reports on behalf of your Jurisdiction, you can add them to your Account
within the HCD Connect User Portal.

> Follow these steps within this guide to grant them access.




Adding Consultant(s) to Jurisdiction

To add a Consultant to your Account,
start by navigating to your Entity
Profile.

1. Click the User icon located on the

top right of the screen. User Profile

2. Click on Entity Profile. Entity Profile

| Change Password
Note: This can only be done by the

Primary Account.




Adding Consultant(s) to Jurisdiction

Navigate to the Consultant
Manager section of the
Entity Profile screen.

3. Click Add Consultant

User Portal Entity Profile

Mailing Address




Adding Consultant(s) to Jurisdiction

4. Type in the Name of the Add Consultant
Consultant in the
Search Consultant Search Consultant
field.

Select Consultant
5. Select the Consultant’s Select a Consultant v
name from the Select
Consultant field.

Cancel

6. Click Add.

Add Consultant Add Consultant

Search Consultant

Christopher

Select Consultant

Select 2 Consultant

Cancel




Adding Consultant(s) to Jurisdiction

7. You will see the added
consultant in the
Consultant list.

8. Click Next to save.

» The consultant will now have access to submit Housing Elements, APRS,
and/or Sites Inventories. They can also access previous submissions.

» Please contact the consultant once they have been added to confirm
access.




Removing Consultant(s)

1. Click on the red Remove button next
to the name of the consultant you want
to remove.

2. You will receive a notification that the
consultant was removed successfully.
The consultant will no longer have
access to your Jurisdiction Account

Fhysical Acddress

—
T4 LY comsuttant Manager




Tasks
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My Tasks

lifornia Depariment of
d Community Devslopment

Home

1. To view and update existing
tasks assigned to you by HCD

Browse Grants and Loans

Annual Progress Reports

My Applications HE/APR Upload HE/APR Reports

Upload APR Upload Housing Element Upload Site Inventory

Housing Element

My Tasks My Cases

1

Sites Inventory

staff, navigate to the My Tasks
tab

HE APR Imports
All »

50+ items - Sorted by APR Import Name - Filtered by All he apr imports - Updated a few seconds ago

Q Search this list... }

APR Import Name 1 v | Ye... v | Account v | Submitter v | Processi... ‘v | Created Date wv | Last Modified Da... v
1 Huntington Beach - 0 12/30/1990-06/2... 2024 Huntington Beach  Caroline West Success 8/4]2024, 7:33 PM 8/11/2024, 5:35 PM E] -
2 TO Vi eW taS kS aSS i g n e d to yo u 2 Huntington Beach - 1/31/2024-7/1/20...  2024.0 Huntington Beach John Park Processing T124/2024, 2:20 AM  7/24/2024, 2:25 AM E]
! ! 3 Huntington Beach - 10/15/2021-10/15... 2024 Huntington Beach 8/19/2024, 2:42 PM 8/19/2024, 2:42 PM E]
. .
u S e L I S t VI eW S an d A | | TaS k S 4 Huntington Beach - 12/9 12/09/2023-0... 2024 Huntington Beach yamen 46035 Processing 8/5/2024, 9:25 AM 8/11/2024, 5:35 PM E]
- ~ L An Daack 1A 1202011000 & N/ Ll intincton Doach  Coarnlins Wines Eniliirn  Crr © /11024 2:37 PM 8/11/2024, 5:35 PM E]
A S S I g n ed TO M e IOZ&, 3:10 AM 8/2/2024, 3:10 AM E]
Tasks
024, 8:08 AM 8/2/2024, 8:08 AM E]

All Tasks Assigned To Me
LIST VIEWS
v Al Tasks Assigned To Me (Pinned list)
Closed Task
Closed Tasks Assigned To Me
Open Task
Open Tasks
Open Tasks Assigned To Me

Recently Viewed




Task Deftails




Portal Noftifications

1. The Bell icon at the top of the page
shows all your notifications. This is
where you can also see any

updates and tasks assigned to you.

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

3. You can also mark a notification
item as read.

MNotihcations

u Alax Morgan (HPD 5taff) assigned you a task

Housing Element - Supplemental Documentation needed

B Tom Jones (Super User) assigned you a task

Houting Element - Provide supplemental documentalion

B HETS APR Super User assgned you a task

Housing Ebemént

E HETS APR Super User assigned you a task
Site Iventony

B HETS APR Super User assigned you a task
Annual Progress Report




Annual Progress Reports
Submission
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Submitting

1. From the HE/APR
Upload tab, click the
Upload APR button.

Callfornia Department of

ing and Community Development Home

Annual Progress Reports

Browse Grants and .

Upload APR

Housing Element

My Applications

HE/APR Upload

Upload Housing Element Upload Site Inventory

Sites Inventory

HE/APR Reports

My Tasks

My Cases

HE APR Imports
All

50+ items » Sorted by APR Import Name + Filtered by All he apr imports » Updated a few seconds ago

Q_ Search this list...

=]

APR Import Name T

Ye... v

Account v

Submitter

v | Processi... v

Created Date v

Last Modified Da... v

012/30/1990-06/2...

2024

Huntington Beach

Caroline West

Success

8/4/2024,7:33 PM

8/11/2024, 5:35 PM

-

a

1/31/2024-7/1/20...

2024.0

Huntington Beach

John Park

Processing

712412024, 2:29 AM

7124/2024, 2:29 AM

(-]

10/15/2021-10/15..

2024

Huntington Beach

8/19/2024, 2:42 PM

8/19/2024, 2:62 PM

12/912/09/2023-0...

2024

Huntington Beach

yamen 46035

Processing

8/5/2024,9:25 AM

8/11/2024, 5:35 PM

1 Huntington Beach -
2 Huntington Beach -
3 Huntington Beach -
4 Huntington Beach -
5 Huntington Beach -

1A-12/30/1990 - 6...

2024

Huntington Beach

Caroline West

Failure - Err...

8/1/2024, 2:37 PM

8/11/2024, 5:35 PM

6 Huntington Beach -

1A-12/30/1990-6...

2024

Huntington Beach

8/2/2024, 3:10 AM

8/2/2024,3:10 AM

(-]

Huntington Beach -

1A-12/30/1990-6...

2024

Huntington Beach

8/2/2024, 8:08 AM

8/2/2024, 8:08 AM




Submitting APR

2. Select appropriate
Jurisdiction and year.

HE APR Upload
* Jurisdiction “Year
3. Click Next. Belect Jurisdiction... Q 2024 .
Alameda

Alameda County m

Huntington Beach




Submitting APR

4. Select the appropriate
planning period(s). HE APR Upload

Period 1

5. Click Next. Q

10/15/2021-10/15/2029

Cancel




Submitting APR

6. Click Upload Files or | +eaprupioad
d rag an d d ro p ] Files for Huntington Beach - 6L 10/14/2021-10/14/2

Upload

M, Upload Files | Or drop files E

7. Once the green check
appears, click Done.

8. Click Submit. Upload Files

HuntingtonBeach_APR_2023_PASS.xlsm o
XLS 1.4 MB

1 of 1 file uploaded m

HE APR Upload

Files for Huntington Beach - 61 10/14/2021-10/14/2
[HuntingtonBeach_APR_2023_PASS.xIsm]

Upload

&, Upload Files | Ordrop files |




Submitting APR

9. You'll receive
notification that file is HE APR Upload
processing.

10. Click Finish.




APR Submission

Emaill

> You will receive an emalll
notification that the file is

currently being processed.

i L . Email sample
Subject: Your file is being processed

Dear [User],

Your file has been uploaded and is now being processed. This may take a few moments. You will receive a
notification once the validation process is complete.

Thank you,
California Department of Housing and Community Development




APR Submission Emaill

> You will be redirected to the HE
APR Import record page where
you can see the details of the file
uploaded in the Details tab.

> The Processing Status
Indicates that the file is
processing, and it takes up to
10 minutes for the system to
process the file for all
validations.

HE APR Import

Huntington Beach - 6L 10/14/2021-10/14/2

Detail

~ Processing Details

APR Import Name
Huntington Beach - 6L 10/14/2021-10/14/2

Submitted File
d HuntingtonBeach_APR_2023_PASS.xlsm

Submitter

Error File

Processing Status
Processing

APR Import

v Import Detail

File Name
[HuntingtonBeach_APR_2023_PASS.xlsm]

Year
2024

Last Modified By
© John Park, 8/11/2024, 5:26 PM

Conditions of Use | Privacy Policy | Accessibility Policy | Contact Us

Copyright © 2024 State of California




APR Error Emaill

>

If there is an error with your APR,
you will receive an email
notification that will prompt you to
navigate to the APR Import record
and view the APR Error File.

On that Import record, you can
see that the processing status is
now Failure — Errors and there is
a URL link in the Error File that
can be opened and downloaded
to view.

Dear Kevan Rolfness,

Your Annual Progress Report encountered errors during processing that needs your attention. To review the specific errors
and make necessary corrections, please access the error file available in the portal using the link below.

Link to Error File https://hcd-—-

uat.sandbox.my.salesforce.com/sfc/servlet.shepherd/version/download/068cp000001C4DIAAK PoperationContext=51 [hcd-
-uat.sandbox.my.salesforce.com].

If you require any assistance or have any questions, please email HCD at APR@hcd.ca.gov.

Thank you,

California Department of Housing and Community Development




APR Error Emaill

Related Details

' Processing Details

Processing Status

APR Import

“ Review Details

Primary Reviewer
Primary Reviewer Comments:

Primary Review Date

~ Import Detall

Account

Email

File Name

APR Import Name

Created By

Last Maodified By

a2qcs000001bYgW
T ASANCHEZ. 3/28/2024. 1:14 PM

8 Datalntegration SA. 10/31/2024, 4:42 PM

LI R ¥

™,

Submitter
Submitted File

Processing Response

Error File

Senior Reviewer
Senior Review Comments

Senior Review Date

‘Year

Import Status Desc

Owner

2023
Success

ﬂ Datalntegration SA

~,

,




HE/APR Upload Tab — Annual Progress Reports List View

R o e eopment Home Browse Grants and Loans My Applications HE/APR Upload HE/APR Reports My Tasks My Cases A

1. Click on any of the
hyperlinks under HE APR

I m p O rt COI u m n to O pe n Annual Progress Reports Housing Element sites Inventory

HE APR Imports

. . .
previous submissions of M
50+ items » Sorted by APR Import Name + Filtered by All he apr imports » Updated a few seconds ago Q Search this list... ]

} \I I a re Cords " APR Import Name 1 v | Ye.. v | Account v | Submitter v | Processi... v | Created Date v | Last Modified Da... v

1 Huntington Beach - 0 12/30/1990-06/2... 2024 Huntington Beach ~ Caroline West Success 8/4/2024, 7:33 PM 8/11/2024, 5:35 PM E] a
2 Huntington Beach - 1/31/2024-7/1/20...  2024.0 Huntington Beach John Park Processing T/24/2024,2:29 AM  7/24/2024, 2:29 AM E]
3 Huntington Beach - 10/15/2021-10/15... 2024 Huntington Beach 8/19/2024, 2:42 PM 8/19/2024, 2:42 PM
2 » U S e th e S e ar C h b ar to 4 Huntington Beach - 12/9 12/09/2023-0... 2024 Huntington Beach  yamen 46035 Processing 8/5/2024, 9:25 AM 8/11/2024, 5:35 PM E]
- 5 Huntington Beach - 1A-12/30/1990-6... 2024 Huntington Beach  Caroline West Failure - Err... 8/1/2024, 2:37 PM 8/11/2024, 5:35 PM E]
search for a previous
6 Huntington Beach - 1A-12/30/1990-6... 2024 Huntington Beach 8/2/2024, 3:10 AM 8/2/2024, 3:10 AM E]
S u b m iSS i O n 7 Huntington Beach-1A-12/30/1990-6.. 2024  Huntington Beach 8/2/2024,8:08AM  8/2/2024,8:08AM (]
.

> Alist view displays items in a vertical format, allowing you to quickly see and
scroll through information.

> You can select between the All or Recently Viewed list view to curate a suitable
view of APR records.




APR - Table D: Take Credit for Program Implementation!

: ANNUAL ELEMENT PROGRESS REPORT
. 2 H ing El t Impl tati
 Programs that include more than one o s i i
objective should include status for each - S—— 2 denfpee st
. . 8 Program Implementation Status pursuant to GC Section 65583
O bJ e Ct'Ve . . . Housing Programs Prpgress Repf:rl .
. . . 11 Name of Program Objective Timeframe in H.E Status of Program Implementatii
 When a program or objective is complete: - _
14 MName of Program: List
15 the name of the
* |Include ordinance/resolution number that was program a5 described
adopted or other relevant documentation B
(with link, if possible) 2
« Provide as much information as possible such as: EE
*  Number of units Z
« Dates of approvals « » .| TableAz | Tables | TableC | TableD | Tablet | TableF | Tablerz | ... L0

*  Other information to demonstrate how program was
completed




Thank youl!

HCD CONNECT USER PORTAL |

For guestions and concerns about our
new system, please email
HCDConnectHPD@hcd.ca.gov

You may still submit APRs to HCD by emailing your APR to apr@hcd.ca.gov
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