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Introduction to E-Snaps

August 18, 2023
10:00am —11:00am




Agenda -

1. Welcome and Introductions
2.  What Is E-Snaps?
3. Stepsto Set Up New Project for New E-Snaps Users

4. Stepsto Set Up New and Renewal Projects for Existing Users




Introductions .

Please share:
* Your name
* Pronouns
* QOrganization

 Where you are in the e-snaps process (e.g., haven’t started yet,

started but I’'m stuck; started and have questions, etc.)
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What is E-Snaps?




What Is E-Snhaps?

* Federal on-line grants management portal for the Continuum of
Care (CoC) funding source

* Managed by HUD

* Individual project applicants submit their application to their
Continuum of Care Collaborative Applicant (Alameda County
OHCC)

 Collaborative Applicant submits Project Applications to HUD as a
Consolidated CoC Application
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Who Can Use E-Snaps?

* Individual people set up a user profile

 User profiles must be associated to a Project Applicant Profile for the
organization applying for funding. Only organizations can apply

* Applicants complete one or more Project Applications and associates
the application(s) with a specific CoC or CoCs




What Else Happens in E-Snaps?

* If awarded funding, recipients will submit a technical submission
via e-snaps before receiving their HUD contract

 Each year, grants can be renewed through e-snaps by submitting a
Renewal Project Application to the CoC

 Reporting no longer happens through e-snaps




Steps to Set Up a New
Application for New Users




SAM Registration

* Your organization must register with the federal System for Award
Management or SAM.

* You must register with SAM to do business with the federal government,
including to apply for grants

* SAM used to assign DUNS numbers and now assigns Unique Entity
|dentifiers (UEIls) to organizations

* If your organization already has a DUNS number, you can go to
www.sam.gov to find your UEI.

* If you have never registered with SAM, you must do so in order to submit a
CoC application. Go to www.sam.gov and follow the instructions.



http://www.sam.gov/
http://www.sam.gov/

Useful Links

E-Snaps Landing Page: https://esnaps.hud.gov/grantium/frontOffice.jsf

HUD’s E-snaps Resources Page: https://www.hudexchange.info/programs/e-

snaps/

2023 NOFO Page:
https://www.hud.gov/program offices/comm planning/coc/competition

Overview of All Steps for Setting Up a Project Application:

https://www.hud.gov/sites/dfiles/CPD/documents/CoC/Accessing-the-FY-
2023-Project-Application.pdf



https://esnaps.hud.gov/grantium/frontOffice.jsf
https://www.hudexchange.info/programs/e-snaps/
https://www.hudexchange.info/programs/e-snaps/
https://www.hud.gov/program_offices/comm_planning/coc/competition
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/Accessing-the-FY-2023-Project-Application.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/Accessing-the-FY-2023-Project-Application.pdf

Overview of Steps

Create User Profiles for each person who will use E-Snaps
Set up the Organization’s Applicant Profile (requires UEI)
Add Additional Registrants to the Applicant Profile
Register for the Funding Opportunity

Set Up and Complete the New Project Application

1.
2.
3.
4.
5.




1. Create User Profiles

Welcome to e-snaps

Welcome to e-gnape! E.snaps is the apphcation and grants manegemsant systam for the HUD Continuum of Case (CoC) Progrem. |t supports the collaborative application process

Front OfTice Portal

etition

Usermasme:
|:| by authorized persons only. If you &re an authonzed user, plegss 109 in by entening & valid user name and password. I you have any dfficulty
Pl & Systam Adminsstrator. ¥ou may also use the Links on the keft menu to navigats through the system, and access application forms and other
r & in naEvigating e System please ateess the Help instrections in each Sechon

r. and need access to this system on behelf of your Continuum of Care or &s 8 project applicant, you mey request a user name through the
| Lagn Registration procass.

Fargot your passward? The informatien collection requiremsnis contained m this appication hawve been submitted to the Office of Management and Budget (OB for review under the Papersonc
Readuction Act of 1995 (44 1 5.5 3301-3520) This agendy may nol callect this information, amnd you are nol required o com piete this Toom, unkess it dsplays a cumently valid OMEB

F‘:' Create Profile

ﬁ Contact s

atory autharity contained in each program nule. The information will be used o rale applications, determine eligibility, and

If new to e-snaps,

create a user per“E uurn of Care Program are based on rating fachars listed in the Molice of Fund Availability (NOFA), which is published each
nding round. The mformation collected in the application form will only be collected for specific funding competitions

here
OMB Approval Mo 2506-D162 (exp. 017317201 8)

Public reperting burden for this collectien is estimated 1o aversos 3 hours per response, including the time Tor reviewing instructions, searching existing data sowrces, gathering and
mainiaining the data neadad, and complating and reviewing the collsction of infarmation

CoC Program Application; OMB Approval No. 2506-0112 (eaxp. 1173002018)

Public: repodting burdam for this collection of informnation s estmaied to averaga 190 hours par resporsea, including the tima Tor reviessng instnections, saanching existing data
sources, gathenng and maintaining the data needed, and completng and reviewing the coellection of infarmation. The reporting burden for Confinuums of Care is estmated to

avarape 204 hours and tha reporing burden for applicants is expected to average 30 hours.,

Technical Submission: OMB Appraval Mo, 25306-0183 (117300201 8)

Wi EveryOne



1. Create User Profiles

Front Office Portal User Account

Usarmame: * First Name: | |
|:I Middle Name: | |
Passwond: * Last Name: | |
| Lasgin | * Email: | |

* Email Confirm: | |

Faorgaok your passwand?

Q' create Profile * Default Application Language: [English (U.5.) /|

a Conkact Us

* User Name: | |

User Mames should be larger than 2 characters and
smaller than 51 characters

* Password: | |

* Confirm Password: | |

Fassword should be larger than 2 characlers and smaller
than 1& charactars

* Personal Confirmation Question: | |

* Personal Confirmation .ﬂnswer:| |

Save

..r' B ¥ Wl F el W



2. Create Applicant Profile

Front Office

:-l Testlser2

Front Office Portal

R Profile

My Account
Change Password

n Workspaca

Fund[ng Opport
Registrations
Projects
Submissions

a Contact Ls

Step

Add the organization as

an Applicant in e-snaps } e

Applicant
Name

Applicant
Number

Number of
Projects

MNew Project
Applicants
ONLY
Returning
Applicants
continue to
the next
section

.

Children Registrants Parent Open e

&

-~

i -~ ;{":.t Cirganization 030700000

Select
"Applicants”

Description

Select "Applicants” under the Workspace heading on the left menu.

The "Applicants” screen appears.

Select the "Add" icon. 'D

The "Applicant Details” screen appears.

EveryOne

Submission



2. Create Applicant Profile

Frc}nt OHECE O Help & Logout

’l TestUser2
Applicant Details

Front Office Portal

Mame of the

organization licant, if this grant application is for a new Applicant, and click Save & Next to continue.

il
b * Applicant Type: Organization -
My Account * Applicant Name:
Change Password * Applicant Number:

Value is requirad.

O workspace

Applicants

Funding Opportunity Save Save & Add Ancther
Registrations

Pl'ﬂ]m Save & Back Back o Applicants List
Submissions

G Contact Us

-
%

| |
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2. Create Applicant Profile

Front Office O Help & Logout

Applicant: Test Organization 2 (030700000} -
’-I- TestlUser2

Applicants
Front Office Portal
[,
R profile Applicant  Applicant Number of Last
Children Registrants Parent Open N Kanhar Project e
My Account F A A " 1“[ Organization n4n560000 0
Change Password
N Workspace
i ante Prujecft A!Jpllcant
Funding Opportunity organization appears on
T I T the "Applicants” screen
Projects
Submissions

ﬁ Contact Us

IThll“?::ﬂer\IOne



e Forms

'ﬁ' TesiUser?

Applicant Profile

1. Profile Type

2. Organization
Information

3. Contact Information
Authorized

Represantative
Alternate Contact

4. Additional Information

5. Forms & Attachments
HUD Form 2880
Code of Conduct
MNonprofit Document
Survey on EEQ
Other Attachment

6. Submission Summary

Export to POF
Get PDF Viewer

Back to Applicants List

B
EveryOne

2. Organization Information

Instructions: Show Instructions

® Legal Name of Organization: Test Ovganizaten 2

Organizational Unit

DEPEI'II'I'IEI'“: MName:
Division Name:
* organization Type: M, Nonprofit with 501C3 [RS Status

* Employer or Tax Identification Number: 121234567

Organization DUNS Number: 11111111 DUNS Extension:

Address

* Street 11 jen
Street 2:
= Clity: cay
¥ State: Virginia
* Zip/Postal Code: 22021
County:
* Country: United States

* 1s the organization’s mailing address the same as the address es
above?

If no, click 'Save’ and enter the mailing address in the fields presented below.

Back Feaxl

This e.Form has been marked as complete



‘1 Tradner]

Applicant Profile

1. Profile Type
2. Organization
Infarmation

3. Contact Informeation
Authorized
Representative
Altornate Contact
4, Additional Information
5, Attachments
HUD form 2880

Code of Conduct

Nonprofit Document

Survey on EEQ

Other Attachment
6. Submission
Summary

Export to PDF
Get PDF Viewer

Back to Applicants List

Complete

x

%N

SN N x

6. Submission Summary

L FTolibe 1ype

2. Organization Informaticr

3. Contact Inforrmation
Authorzed Representative
ARernabe Contac

4, Additional Indocrmation
4. Atachmaents

HLUL Torm 2580

Code of Conduct
Mongrofit Document
Survey on EEQ

Other Altachment

[ Last Updated ]

0032016

DED 2016
No Input Reguired
0603 2016
D603/ 2016
No [nput Requirgd
De03 2016
06/03/ 2016
0603/ 2016

o Input Required

Expoit ko POF

Gel POF \iewer

Review "Last
Updated" column

Mandatory
Y

(=1

Mo

Yies

Yes

Mo

YEg
Ys
Yes

Yes

Inactive
"Complete
button

r




2. Create Applicant Profile

e,Forms

g — 6. Submission Summary

Applicant Profile

Last Upd d el Y
1. Profile Type 05312017 Ve
2. Qrganization 05/31/2017 s
3. Contact Information Ko Iaput Reguired Mo
OR3ILI0T Véd
05/ 3/207 Yes
o%31/2017 Yes
N baput Ridaned Mo
05/ 31/2017 Yes
Ko bput Reared Na
o bl Reduined Mo
ko beput Rsguined Ha
Export to POF Dthes Attachment Mo bnput Reguired Mo
‘Gat POF Wiewer
Bk hgnt
Back to Applicants List
Applicants with a ExoLuiod
complt?lte Pro‘ﬁle‘, Ea Select "Edit" button ]
select "Submission This e.Form has been marked as complete

Summary”

ryOne




3. Add Registrants to Applicant Profile

Front Office {:} Help 4 Logout

Applicant: Test Organization 2 (030700000)
FA Testlser2

Applicants

Front Office Portal -

' profile . . Applicant Applicant Number of Last
Children Registrants Parent Open . Number Projects Submission

My Account @ Ry B  Test Organization 2 030700000 0
Change Password
® workspace Access Registrant

S screen
Funding Opportun
Registrations
Frojects
S Select

"Applicants




3. Add Registrants to Applicant Profile

Front Office

Applicant: Test Organization 2 (0320700000)
-’1 Testlser2

Applicant Details
Front Office Portal

Applicant Name: Test Organization 2

liTI Profile Applicant Number: 030700000

My Account

Change Password

- Add Registrants

® workspaca — Registrant

Applicants Delete Open Name User Name Email Group
:;lﬂil‘g apn?mnf MeGinn, Lena Testllser2 ) Lena, MeGinniicfi, com Administrator
Projects

Submissions

Back o List

ﬁ Contact Us

A 'Y

P
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4. Register for Funding Opportunity

["'FF““M-' Saint Louts County Praject Applicant (MOL500 Project Applicant) | =

Front Office Portal
Funding Opportun
£y Frafile
Register | View  Funding Opportunity Name T Date
"y Ao 1. Selact “Fundi Flanning Project Application FY.2023 2. Confirm correct ¢ 31 2026
Change Pa . ole undain i i
D U lY R gt 'ﬂ n egisiration and Apphcation FY 2023 i FrﬂjEct Appllﬂﬂﬁt £ 31, 2028
ni eqIstrations
ﬁ Worksp ppﬂ g Froject Application FY 2022 i May 13, 2022 Dgc 31 227
Applicants b New Project Application FY 2023 | 1 Mar 27 2023 | Dec 31, 2028
:_-':m':un;": g & Frao1s - £aq 16,2014 | Dec 31, 2023
S i 4. Select FY2023 3.Note funding o 2023 Decat 2028
Cubmissions ) . " )
S Register” icon o rvaos opportunity name |z 2023 Dee 31 2026

a e E’ YHOP Kew Project Application FY 2021 1 Mar & 2023 Apr 30, 2025




4. Register for Funding Opportunity

* For New Projects: Select New Project Application FY 2023
* For Renewal Projects: Select Renewal Project Application FY 2023

* Do not select CoC Planning Project Application or YHDP Application




4. Register for Funding Opportunity

Front Office

Applicant: i
F A Testliser2
Funding Opportunity Details
Front Office Portal

= Funding Opportunity Name: Renewal Project application FY2018
Ry’ profile Start Date: Sep 16, 2014
- End Date: Jan 1, 2021
Change Password
M workspace Funding Opportunity Registration

o i [Pru]ecr Applicant A (030700000) has been reglstered:]
Registrations
Projects. Back
Submissions

Step Description

1. When the question appears asking if you want to register the applicant for the funding
opportunity, select "Yes."

2. The screen will indicate that the Project Applicant has been registered.

Select the "Back" button to return to the "Funding Opportunity Registrations"” screen.




5. Set Up the Project Application

Front Officz

‘Ir TastlUsard
Front Office Portal
' Profile

My Account
Change Password

] Workspace

Applicants
Funding Opportunity
Registrations

Projects
Submissions

"Add" icon appears
after selection in
dropdown menu

icant A [030700000) ]

Projects

Project Status:

Open Projects |

[Furldll'l-n Opportunity Name: | Renewal Project Application FY2018

Y]

[
.
!EﬂDEFGH[JI{LHHOFQHSTU\I"HI‘FI

Edit Project Name ©

@& rsu

Project
Number

136044

Funding

Opportunity Name Applicant Name

Remavwal Projec
Application FY2018

Project Applicant A

[E'L PSH 1

136067

Renewal Project
Applicatson FY2I018

] Praject Applicant A

1

Applicant
Number

Q30700000

030700000

Step
Status

In Progress

In Progress



5. Set Up the Project Application

Create a Project

Funding Opportunity Name: New Project Application FY2023

Enter the * Applicant: Saint Louls County Project Applicant (MO-500 Project Applicant)
project name as
it will appear in  Applicant Project Name: | £v3093 Ney, Project Version 1

the grant award

.\'E“E’ — Select “Save
& Back’

[ Save & Back ] Cancel




5. Set Up the Project Application

Front Ofcn Podtal

Applicant: lSaim Louis Courty Project Applicant (MO-500 Project Applicant) | = |

Applicants
Fuunding

Registratio
T = u{p 9

n Conlact Lis

lf' Predile

[Hicha Fifters] [Clear Fiifers]
My Accownt Applicam Project Mam:
g 1 Select Dote Submitted:
# worseace | “Syubmissions” Project Status:

Submission Version:

2. Confirm correct

Project Applicant
FY2023 Hew Project Vers ojec ppl o
On -

All Projects =

3. Use filters to

Latest Yersion -

Associate Type: | oy find the correct
project
4. Access the [ o ]
Project Application
Funding Opponunity i
ns | Project Name [t Start Date | End Date #‘”“'m Version g“t:nim d
Progect Humbser Step Mame ype . :
Mew Project Appleaton
;}ju '.'F- Pregeet u— Mar 27 D 31 Primary i
Chre Pitewr Projestt Agrpin aten 2023 2028 Applcant
R Frauid

i i Il! [ 1] (1]




New Project Applicetion
Frafiz2

Applicant Mame:

Saint Louis County Project
Applicant

Applicant Mummber:
MO-500 Projact Applicant
Project Hame:
Tast_2022_MNew

Project Humbers:

137805

Meve Project Application
Fr20zz

FY2021 New Detalad
Instructions

Part 1 - Formis

14, 5F-424 Application
Typa

1B, S5F-424 Lugal
Applicant

1C, 5F-424 Application
Dakails

1D. SF-424
Congressional Districk(s}

1E. 5F-424 Compliance

1F. SF-424 Daclaration

15, HUD 2880

1. HUD 50070

il. Cert. Lobbying

11, SF-LLL

[, SF-424B

1L, SF-4240

Vociors startimg

Before Starting the Project Application

To ensure that the Project Application is completed accurately, ALL project applicants should rewiew the following
information BEFORE beginning the application.

Things te Remamber

-
L]

Addifional training resouwnces can be found on the HUD . gov at hfos v bud ooviorearam offices/comm planninafcos
Cuestions regarding the F 2022 CoC Program Compefilion process must be submitied to CoCHOFOEhud gov
Cruestions relaled 1o e-snaps funcionality (e.g., passmr-:l Ipckoul, access 0 user's applicaben accoun!, updaling
Applicant Profilejmus! ba submitted 1o -2n3 uid.

Project appicants are required 1o have a Unique Enbty Idaniilar {UEl} number and an aclive regisiration in the Ceniral
Contractor Regisirafion (GCR Y Sysiem for Award Management | EAM | in order to apply for funding under the Fiscal Year
(FY) 2022 Conlinuum of Care (CoC) Program Compeltion. For more information see FY 2022 CoC Program Compelifion
HNOFD

To engure that applications are considenad Tor funding . appiicants ghould read all sechons of the FY 2022 CoC Program
MNOFD and the FY 2022 General Saction NOFO.

Defailzd instructions can be found on the left menu valthin e-snaps. They contain more comprehensive instruclions and
30 should be used in tandem with navigational guides. which are also found on the HUD Exchange.

New proects may only be submified as either Reallocaied. Bonus Projects, Realiocaled = Bonus or OV Bonus. These
funding medhods are dedermined in collaboration with lacal CoC and il is crifical that applicants indicale ihe corract
funding method. Project applicanis must commaunicate with hedr CoC 10 make sure that the CoC submissions refiect the
gama funding methed.

Eefore compleding the project application, all project applicants must complele or update (a5 applicable) the Praject
Applicani Profile in e-snaps. parficularly the Authorized Representafive and Akemale Represendative forms as HUD uses
this informiation bo conkact you if addillonal information I3 required (eg. . allowable lechnical deficiency)

HUD reseres the right 1o reduce of peject any nevw project that fails 1o achers ta (24 CFR part 578 and application
requirgments et forth in Fy 2022 CoC Program Competition NOFO

gk ( N ]

Select

Vaawy Apolcart Profile

Export o POF
et PDF Viewsr

Back to Submissions Lisk

I'\ BB, Sumimary J

Only Part 1 and screen 8B
appear. The other screens
will appear afler you

“‘Next” to
continue

complete ALL of Part 1.
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5. Export the New Project Application

* When the New Project Application is Complete, DO NOT CLICK SUBMIT

* Click “Export to PDF”

* Save the exported PDF in your files

* Email the pdf to alameda@homebaseccc.org by 5:00 p.m. on August 23

* |f your project is selected to be include on the Project Priority List, you
will work with the NOFO Consultant to make any needed technical
corrections

* Once the Project Application is technically correct, you will “submit” to
the CoC to be included in the Consolidated Application to HUD.



mailto:alameda@homebaseccc.org

5. New Project Application Resources

* Detailed Instructions (how to answer questions):
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-CoC-
NEW-Application-Detailed-Instructions-7-31-2023.pdf

* Navigational Guide (screen shots):
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-New-
Project-Application-Navigational-Guide.pdf

* Checklist: https://files.hudexchange.info/resources/documents/New-
Project-Application-Checklist.pdf

L/
Ilﬂ EveryOne

1


https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-CoC-NEW-Application-Detailed-Instructions-7-31-2023.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-CoC-NEW-Application-Detailed-Instructions-7-31-2023.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-New-Project-Application-Navigational-Guide.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2023-New-Project-Application-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/New-Project-Application-Checklist.pdf
https://files.hudexchange.info/resources/documents/New-Project-Application-Checklist.pdf

Steps to Set Up Applications
for Existing Users




New Projects

1. Update the Applicant Profile
* Go to “Submission Summary” and click “edit”
* Update screens (or just click through if no updates needed)
* Go to “Submission Summary and click “complete”

2. Register for the Funding Opportunity
* Be sure to select “New Project Application FY 2023”

3. Set Up and Complete the New Project Application
1. Use “Projects” Screen to create and name project
2. Make sure your new Project is associated with the correct Funding Opportunity
3. Go to “Submissions” screen to open and complete the New Project Application

IR
\ [EF
| EveryOne

Q



Renewal Projects

1. Update the Applicant Profile
* Go to “Submission Summary” and click “edit”
* Update screens (or just click through if no updates needed)
* Go to “Submission Summary and click “complete)

2. Register for the Funding Opportunity
* Be sure to select “Renewal Project Application FY 2023”

3. Set Up and Complete the Renewal Project Application
1. Use “Projects” Screen to create and name project
2. Use this step to import data from prior year’s project

3. Make sure your renewal Project is associated with the correct Funding
Opportunity

4. Go to “Submissions” screen to open and complete Renewal Project Application
o
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QUESTIONS?
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