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Introduction to E-Snaps

September 16, 2024
2:00to 3:00 p.m.




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-Snaps?

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

e Managed by HUD

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

 Collaborative Applicant submits Project Applications to HUD as a
Consolidated CoC Application




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-

sSnaps/

2024 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-
2024-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-2024-Project-Application.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/Accessing-the-FY-2024-Project-Application.pdf

Overview of Steps

1.
2.
3.
4.
5.
6.

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 the New Project Application

Complete the New Project Application




1. Create User Profiles

Welcome to e-snaps

Welcome to e-grnapsl E-2naps is the application and granis manesgemsant system for the HUD Continuum of Cane (CoC) Progrem. It supports the collaborative application process

Front OfTice Poral

etifion

Usermamme:
|:| by authorized persons only. If you are an authorized user, please 109 in by entening a valid user name and password. 1T you have any difficulty
P e System Adminsstrator. You may also use the Links on the keft menu to navigate through the system, and access application forms and other
: i & N nEvigating me system please secess the Help instrections in each sechcn

r. and need access to this system on behslf of your Continuum of Care or &s 8 project applicant, you may reqguest a user name through the
| Lagn Reegisiration procass.

Fargot your passward? The informatien collection requirements contained n this application have been submitted to the Office of Managemeni and Budget (OMB) for review undar the Paperwonk
Readuction Acl of 1995 (44 U5 G 3501-3520)0 This agendcy may nol collect ths infarmation, and you gre nol required 1o com pete this Toam, uniess it displays a cumently valid OMB

E]"' Create Profile

ﬁ Contact Us

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

If new to e-snaps,

create a user profile uurm of Carg Program ane based on rating factors listed in the Molice of Fund Availability (NOF&A), which is published each
nding round. The mfermation eollacted in the application form will only be collecied for speeific funding competitions.

here
OMB Approval Mo 2506-D162 (exp. 01731/2018)

Fublic repading burden for this collection is estimated 1o aversge 3 hours per respense, including the time Tor reviewing instructions, searching existing daia sowrces, gathering and
mamniaining the data needad, and complabng and reviewing the collection of infarmation

CoC Program Application: OMB Approval No. 2506-0112 (sep, 117200201 8)

Public reporting burdan for this collection of information ks estimated 10 average 190 hours par responss, incleding the tima for revessng instnections, seanching exsting data
sources, gatherng and maintaining the data needed, and complebmg and reviewing the collection of information. The reporting burden for Continuums of Care is estmated to

avarapa 204 hours and tha repording burden for appicants is expected to average 30 hours

Technical Submission: OMBE Appraval Mo 2506-0183 (11730201 8)



1. Create User Profiles

Front Office

Fronmt QOffice Portal

Usarmame:

L |

Passywand:

L

| Lagin |

Fargot your passward ¥

“. Creats Profile

ﬁ Contack Us

e

I':'}l 1

User Account

* First Name: | |

Middie Haml::l |
* Last Name: | |

* Email: | |

* Email Confirm: | |

+ Default Application Language: IEI‘IQIiSI‘I MENET

* User Name: |

User Mame should be larger than 2 charactars and
smaller than 51 characters

* Password: | |

* Confirm Password: | |

Password should be larger than 2 characters and smaller
than 1& charactars

* Personal Confirmation Question: | |

* personal Confirmation Answer: | |




2. Create Applicant Profile

Front Office

Add the organization as
an Applicant in e-snaps

:-l Testserd

J Applicants

Front Office Portal

R Profile Applicant Applicant Number of Last
L OPY Mison Number Projects Submission

My Account FA i o ;t",t Organization 030700000 /,.—._\‘

Change Password New ijem

B vt Applicants

ONLY

Funding Opport: Returning

Registrations Applicants

Submd inab :Epelec_t continue to
Applicants the next

ﬂ Contact Us section

N

Step Description

1. Select "Applicants” under the Workspace heading on the left menu.
2. The "Applicants™ screen appears.
3.

Select the "Add" icon. D

4. The "Applicant Details” screen appears.




2. Create Applicant Profile

Front Office OHep 4 Logout

’A TestUser2
Applicant Details

Front Office Portal

Name of the ' - o _ | |
mv, Profile organization licant, if this grant application is for a new Applicant, and click Save & Next to continue.
* Applicant Type: Organization -
* i .
My Account Applicant Name:
Change Password * Applicant Number:

Value is required.
N Workspace

Applicants

Funding Opportunity Save Save & Add Another
Registrations

Projects Save & Back Back to Applicants List
Submissions

Q Contact Us



2. Create Applicant Profile

Front Office O Help ¢4 Logout

Applicant: Test Organization 2 (030700000} -
’l TestUser2

Applicants
Front Office Portal .

R profile Applicant Applicant Number of Last
Children Registrants Parent Open =" ° Number Project S e
My Account F A A g, IestOrganization 43054440 0

2
Change Password

N Workspace

Project Applicant

Applicants } '

T TR T organization appears on
Registrations the "Applicants" screen
Projects

Submissions

ﬁ Contact Us



e Forms

'ﬁ Testlser?

Applicant Profile

1. Profile Type

2. Organization
Information

3. Contact Information
Authorized

Representative
Alternate Contact

4. Additional Information

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

6. Submission Summary

Export to PDF
Get POF Viewer

Back to Applicants List

2. Organization Information

Instructions: Show Instructions

* Legal Name of Organization: Tost Qvganzasan 2

Organizational Unit

Department Name:
Division Name:

* arganization Type: 1, Nonprofit with S01C3 IRS

* Employer or Tax Identification Number: 121234567

Organization DUNS Number: 111111111 DUNS Extension:

Address

= Street Lt jet
Strest 2:
® City: cay
T State: Virginia
* Zip/Postal Code: 2201
County:
* Country: |pited States

* Is the organization’s mailing address the same as the address veq
above?

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

Back Ml

This e.Form has been marked as complete



’& Trainerl

Applicant Profile

1. Profile Type
2. Organization
Information

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

Code of Conduct

Nonprofit Document

Survey on EEO

Other Attachment
6. Submission
Summary

Export to POF
Get PDF Viewer

Back to Applicants List

Complete

N

S\ G »

Page

1. Profile Type

. Qeganzation lofocrmation
3. Contact Information
Authorzed Representative
ARemate Contact

4, Additional Information
5. Attachments

HUD form 2880

Code of Conduct
Nonprofit Document
Survey on ££0

Xher Attachment

6. Submission Summary

Review "Last
Updated" column

Last Updated

06/03/2016

06/03/2016

No Input Required

Please Complete

06/03/2016

06/03/2016

No Input Required

Please Complete

06/03/2016

06/03/2016

06/03/2016

NO Input Required

Next

Export 10 POF

Lot PDE

TS

Mandatory

Yes
Yes
No

Yes

Yes

No
ves

Yes

Yes

Inactive
"Complete’
button




2. Create Applicant Profile

e Forms

R —— 6. Submission Summary

Applicant Profile

Complete Page Last Updated Mandatory

1. Profile Type o §. Profie Type 05/ 32007 Yes
2- Srasabaton o 2. Droaniza 057312017 Yes
3. Contact Information 3. Contact Infoamation N Iaput Reguired Ny
leﬂnilnwﬂ"l w anzed e esenialog: 05302017 L1

Alternate Contact W Altemate Contact 053207 Yes
4, Addithonal Information

4, Addeanal Infommation LT i) Yes

5. Forms & Attachmants i .

HUD Form 2880 . 5. Farrmns B Attachmaents W Eaput Redpared b

Code of Conduct o HUD Famm 880 OLII0LT Yax

Ronprofit Document

Survey on EEQ C Mo brput Reguired o

Dther Attachment Moegral Dacurrseal Mo gt Reguired Mo
6. Submission
Su Sureey o0 FFO Ko Input Regeined L

Cihes Altachment Ko Iput Regpaired L]
Export to PDF
Gt PDF Viewar
Bk Hemt
Back to Applicants List
Export bo FOF

Applicants with a
complete Profile,
select "Submission
Summary”

= Select "Edit" button ]

This e.Form has been marked as complete




3. Add Registrants to Applicant Profile

Front Office Onep 4" Logout
Applicant: Test Organization 2 (030700000)
’l TestUser2
Applicants
Front Office Portal
3
R/ profile - g Applicant Applicant Number of Last
Children Registrants Parent Open Name Number Projects Submission
My Account @ A $%  Test Organization 2 030700000 0
Change Password
M workspace Access Registrant
[ fcarits ] screen
Funding Opportun
Registrations
Projects
Sihmisslons Select

"Applicants”
Q Contact Us pp




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
:""'I ro Applicant Number: 030700000

My Account
Change Password Add

) Registrants
# workspace Reqistrant
(v

Applicants Delete Open Name User Name Email Group
::;ding aﬂa?m"ﬂf MeGinn, Lena Testlser2 Lena.McGinni@ichi.com Administrator

Projects
Submissions

Back to List
ﬁ Contact Us




4. Register for Funding Opportunity

oo City of St. Louis (MO-501 Project Applicants) o4
\ Funding Opportunity Registrations
W profe ity Name  Appiicants Start End
~ i 2. Conﬁrm correct  Registered Date Date
1. Select “Funding ~1 Project Applicant — = .
8 2 far 23 Dec 3
Opportunity . 2023 2026
Registrations 2 CoC Pianning Project 7 Mar24,  Dec3t
/ Application FY2024 2023 2027
8 New Project Apphcaton 5 Mar 27 Dec 31
FY2023 2023 2028
Funding Opportunity e N
g Now Pr'o,oaAoohmmn 3. Note !.43.27. Dec 31,
m sz'n ﬁ I. 202~ 2029
Submissions Renewal Prosact Appication Mar 30 Dec 31,
FY2023 opportunity | 5.5 2028
) Contactis 4. Select Renewal PojectAppication.  \ "0 ) Jn23. | Dec3t
"Register”icon | Fr2o24 2024 2029




4. Register for Funding Opportunity

* For New Projects: Select New Project Application FY 2024
* For Renewal Projects: Select Renewal Project Application FY 2024

* Do not select CoC Planning Project Application or YHDP Application




4. Register for Funding Opportunity

-
- -
A I nt | g E [ - - - By (k| - & A - PRRpr———
pPpicants i, of o= Lowis =501 Project Applicants -
i

it i i et

Funding Opportunity Details

Funding Opportunity Name: New Project Application FY2024
Start Date: 2024-03-27 00:00:00.0
End Date: 2029-12-31 23:53:00.0

Successhul
registration
Funding Opportunity Registration

City of 5t. Louis (MO-501 Project Applicants][has been registered. ]

Back




5. Set Up the Project Application

Front Offica

"Add" icon appears

after selection in icant A (030700000) V|
l& TestUser2

dropdown menu

Projects

Front Office Portal

Project Status: Open Projects Vt

Funding Opportunity Name: Wi v
W profile [ ng Opportunity Renewal Project Application FY2018 ]
Account
+
Hy A B C D E F G H I J K L M N O P Q R S T U V W X Y 2
Change Password ¢  Project Funding Applicant Step
P Edit Project Name Number Opportunity Name Applicant Name o, i her Status
orkspace

Q PSH 1 136066 i;;ﬁ;fl::?gsm Project Applicant A 030700000 In Progress
w [ Renewal Project
f : fi u- .. . . i Q PSH 1 136067 Application FY2018 Project Applicant A 030700000 In Progress
Projects




5. Set Up the Project Application

Applicant: pPiaces for People (23-7433924)
] Projects

1. Select *Projects”
from the left menu bar

Funding Opportunity Name: | ne. Project Application FY2024

‘! 3.'Adf!‘iconappeatsaﬂer_ J (_/\ . ;

B [m“mwt":m | [ 2. Select the “New Project i
unding Opportunity W Application FY2024"

&§4Seled ]_m ~ Name ~ Name Rnding opportunity




5. Set Up the Project Application

Create a Project
. ‘ icat 4
[ Eacu New Project Application FY202
name as it will nt: Places for People (23-7433924)
appear in the grant
\award letter { FY2024 New Project Version 1
Select “Save
& Back’ Save Save & Add Another




5. Set Up the Project Application

- Applicant: |5aim Lous County Project Applicant (MO-500 Project Ecant] -
Frors OfMice Portal l ! - umly iy £l et App

P eromd [Hier Fitters] [Clear Filtars] s COIREN CNTRGS
My Account Applicant Project Name: | £vaa59 paw Praject Vers PI'G]EG[ App“‘:ant
Change Basees 1 Select Date Submitted: | .

A workspace | *Sbmissions” Project Status: | ay projects -

T — Submission Version: || .. Varsion = 3. Use filters to
Funding Associate Type: |,y find the correct

Régiitratso
(o ] project

&l contactus 4. Access the [ Filler ]
— Project Application

Funding Opporunity :
' 1% Pﬂ'?'“ Name ¥ Mo Start Date | End Date Assaciate Version Date
Progect Numbser Step Mome Type Submitied
MNevw Project Application
:T}ju '."'T- Prpect FYHE Mar 2T Do 31 Primary q
. l'-l:T ' Biow Project Application 2023 2038 AppEcant
- Frias

(L] i Il! [ 1] i




6. Complete the Project Application

Acer oy Sexw QXSO0 Py ) -
et M £y s (AA0-S00 Prosect Agphcant = Confirm correct ]

Pce Fivecs! Kwec Fiesl




New Projec: Apglication
Fr2022

Applicant Mame:

Saint Lous County Project
Applizant

Applicant Number:
MO-S00 Projact Applicant
Project Name:
Test_2022_New

Project Numbers

137805

New Project Application
Fyz022

Y2021 New Datalad
Instructicns

Part 1 - Forms

14, 5F-424 Application
Type

1B, SF-424 Legal
Applicant

1C, 5F-424 Application
Darails

1D. SF-424
Congrassional District(s)

1E. S5F-424 Complisnce

1F. SF-424 Declsration

1G. HWUD 2880

1. HUD 50070

11. Cert. Lobbying

1), SFULL

1K, SF-424B

L. SF-224D
‘\5& Summary J

Vaw Applcart Profils

Bxport to POF
Gat DDF Viewsr

Back to Submissions List

Before Starting the Project Application

To ensure that the Project Application s completed accurately, ALL project applicants should review the following
information BEFORE beginning the application.
Things to Remember.

Adgitional training resources can be found cn the HUD.gov at hites e hud ooy /i

Questions regarding the FY 2022 CoC Frogram Compefition process must be submitted io qov
Questions related 1o e-snaps functionality (8.9, password lockout, access to user's applicaten accounl, wpdatng
Applicant Profilz)muet ba submitted 1o ¢ .enspe@hud gov.

Project appiicants are required 1o have a Unique Entty Identifier (UEI) number and an active registration in the Central
Confractor Regisiration (CCR)Syséiem for Award Management (SAM) in order to apply for funding under the Fiscal Year
(Fg)Fgozz Continuum of Care (CoC) Program Compettion. For more informaton see FY 2022 CoC Program Compelition
N

To ensure that applications are considered for funcing  appiicants should 1230 3l sections of the FY 2022 CoC Frogram
NOFO and the FY 2022 Genaral Section NOFO.

Defailed instructions can be found on the ieft menu within e-3naps. They contain more comprehensive instructions and
30 should be used in fandem with navigatoral guides, which are also found on the HUD Exchange

New projects may only be submitied as either Reallocated. Bonus Projects, Realiocated - Bonus or DV Bonus. Thess
funding methods are defermined in collaboration with local CoC and it is critical that applicants indicate the corract
funding methed. Project Zpplicants must communicats vath their CoC to make sure that the CoC submissions refect the
same funding methed

Before completing the project application, all project applicants must complete or update (as applicable) the Projact
Applicant Profile in e-snaps. parficularly the Avthorized Representative and Akemezie Representative forms as HUD uses
this infermation to contact you if addilional information is required (e g . allowable technical deficency)

HUD reserves the right 10 raduce of rajact any new projact that faiis 1o achera 1o (24 CFR part 578 and applicaton
requirements set forth in FY 2022 CoC Program Competition NOFO

Back \ Next |

Select

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

“‘Next” to
continue

complete ALL of Part 1.




6. Complete the Project Application (sample
screen)

4A. Supportive Services for Participants

* 1. Describe how program participants will be assisted to obtain and remain in permanent housing.

Note: If applying for DV Bonus or DV Reallocation, you must descnbe how the project will inciude trauma-
informed, wicim-centered approaches in ther strateges to assist participants to obtan or remain in

permanent housing

* 2. Describe the specific plan to coordinate and integrate with other mainstream health, social
semces and employment programs for which program participants may be eligible.




wJ | Baiey | v s
- | 2A Sutreciienty N Ingut Requred "o
v 18 _Especence o112022 Yeou
v | A Proec Qus on2s2022 Yes
v 8. Descreeon ON252022 Yos
v | 3G Kxpenwon 08252022 You
v 4A Servies 0252022 Yes
v | 4B, touson Tyee oM282022 Yes
v SA Mouseboice 0252022 You
- 38 Steomdstncs No gt Regured Mo
v A Fungey Regast 0a/252022 Yos
v | S 00aS Bugont ovzs2022 Yes
v &L Maxh ON252022 Yos
- 8.4_Summary Sudon! N gt Requred No

1A Atachrrentiy) No gt Regured No
- 1A 1o-Ki0g MOU Allachrant No gt Regured No

10 Cowtcatne owv12022 Yeu

—t ) M )

:

ﬂg

N -
-y I —



7. Export the New Project Application

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

* Click “Export to PDF”

e Save the exported PDF in your files

* Email the pdf to kate@kbristol.com and cc: alameda@homebaseccc.org
by 5:00 p.m. on September 24.

* |f your projectis 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:kate@kbristol.com
mailto:alameda@homebaseccc.org

8. New Project Application Resources

* Detailed Instructions (how to answer questions):
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-CoC-
NEW-Application-Detailed-Instructions-7-31-2024.pdf

* Navigational Guide (screen shots):
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-New-
Project-Application-Navigational-Guide.pdf

A

g
'Al lI‘Eu:ﬂsen.fOnle


https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-CoC-NEW-Application-Detailed-Instructions-7-31-2024.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-CoC-NEW-Application-Detailed-Instructions-7-31-2024.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-New-Project-Application-Navigational-Guide.pdf
https://www.hud.gov/sites/dfiles/CPD/documents/CoC/FY-2024-New-Project-Application-Navigational-Guide.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
e Be sure to select “New Project Application FY 2024”

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

g
| 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 2024”

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




QUESTIONS?
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