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Welcome everyone – thank you for joining me for an introduction (for some a review) of how to submit a Renewal
Project application in ESNAPS.
This webinar will be recorded at a later date and should be available for viewing on the CARES website within two weeks.
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DISCUSSION GOAL
 To Provide Information for Renewal CoC Project Applicants
 This webinar will:
 Detail e-snaps technical submission directions
 Provide Application Format Review
 Detail 2018 Changes and Updates to ESNAPS and the FY18 Renewal Application

 This webinar will NOT:
 Provide a detailed overview of the Continuum of Care
 Provide a detailed overview of the 2018 NOFA

Again – we will run through how to complete RENEWAL PROJECT APPLICATIONS ONLY, and review necessary steps and
screens within ESNAPS to open and submit an FY18 renewal application, and all the steps in between.
We will not delve into details regarding Continuums of Care or details of 2018 NOFA.
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ESNAPS DEMO

FROM CREATION TO SUBMISSION

So we’ll jump right into an ESNAPS demonstration. Any questions before we begin?
There is a lot of information in this webinar. So if you have questions, I’m going to ask that you jot them down, and we’ll
review at the end.
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ESNAPS PROCESS

1. Update Applicant Profile
2. Register for Funding
3. Create the Project
4. Complete the Application
5. Submit

The process of completing a renewal application in ESNAPS includes five steps – which you can see on your screen
include….
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LOG-IN

Welcome to ESNAPS! First things first:
If you’re unsure of your password – do NOT keep trying – as you will get locked out. You’re better off simply clicking on
the ‘Forget your Password’ beneath the login button.
If you DO keep trying and get locked out – wait 15 minutes then click on the ‘Forget Password’
If you forget your user name – please submit a request through HUD’s AAQ.
IF you’re not familiar with AAQ – just head to the HUD Exchange for the link. They’re usually very quick in response time,
though at this time of year – you never know.

5

Please know that CARES does NOT have anything to do with ESNAPS usernames or passwords. I understand that many users have
been disappointed by our responses – or lack thereof!
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PATIENCE!

Another thing to remember – whether you are a new user or otherwise – is that this system sometimes operates at a
frustratingly slow pace. You’ll grow familiar with the spinning Grantium wheel spin – which means the system is TRYING
to move you along to the next screen. Sometimes a more time-consuming process than others to move from page to
page. Remember - patience is a virtue!
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LOG-IN

First screen you reach is the standard – simply press Accept to move on
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1.APPLICANT PROFILE
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UPDATING THE APPLICANT PROFILE – STEP 1

So let’s begin at the beginning – updating the Applicant Profile. You first click on Applicants.
It’s worth noting here the order of items under the Workspace tab. It may surprise those of you familiar with various
funding agency systems – but there IS logical, linear flow of steps in the process. Even if you disagree – the Workspace is
always there to return to/remind you of what comes next in the process. If at any time you ‘get stuck’ so to speak –
remember that each section must be completed before the next in line will ‘open’ to allow for edits and completion.
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UPDATING THE APPLICANT PROFILE – STEP 2

So let’s say we’ve hit that APPLICANTS tab – note that it will appear in bold. Next is clicking on the Orange Folder –
allowing you access to the information within.
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OPENING THE PROFILE

Editing is not initially possible when you see Page 1. Profile Type ‘marked as complete’.
In order to ‘open’ for editing mode – you must visit the Submission Summary page.
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OPENING THE FORMS FOR EDITING

Clicking on Submissions Summary will take you to page 6 where you will click the Edit Button
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STARTING FROM THE BEGINNING

So let’s head into the first section of the Applicant Profile – the Profile Type. You simply select Project Applicant from the
dropdown. As an aside – and as I’m sure you are aware - be sure to select the Save button before exiting any page you
update… You can always press Save & Next or Back – if you’re unsure if a change was saved. Here you will press Save &
Next, and work through the screens to edit/update/confirm the information.
Because they are pre-populated from last year – Sections 2-4 will likely remain unchanged – though it’s important to
conduct a quick review to verify accuracy.
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ELECTRONIC FORMS
2880 (TOP OF SCREEN)

Section 5 includes HUD forms that you need to fill out.
Form number one is the HUD 2880. This became part of the ESNAPS application last year – relieving applicants of
creating a document to upload as an attachment.
The top of the 2880 is prepopulated with your agency’s vital info – name, address, ED, etc.
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ELECTRONIC FORMS
2880 (BOTTOM OF SCREEN)

Question 4 (within the Applicant/Recipient Information section of the 2880) you will see an empty field next to #4. This
will automatically populate
At the bottom of the 2880: Part I of Threshold Determination – all applicants will select YES for Question 1
Number 2 – you select YES ONLY if the total award for the individual CoC project for which you are completing an FY18
application is $200,000 or more.
If you are an agency w/multiple CoC projects – please note - you answer this question for each individual program award
– not on cumulative total for all CoC projects.
If your answer to #2 is no – this form is considered complete and you can select Save & Next
similar to Part 2 you must complete one row of the chart (with zeros) to be considered complete.
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2880 – PART II

If your agency is asking for more than $200,000 in CoC funds cumulatively between all projects:
- Select “YES” to question 2 under Part I AND
- Fill out Part II AND Part III of the 2880 (see following slide.)
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2880 PART III

 Part III. Interested Parties
 All developers, contractors, or consultants involved in the application for the assistance or in the

planning, development, or implementation of the project or activity and
 Any other person who has a financial interest in the project or activity for which the assistance is

sought that exceeds $50,000 or 10% of the assistance (whichever is lower).

If you selected “YES” to Part II, you will also need to fill out Part III – Interested Parties.
Here you will list:
All developers, contractors, or consultants involved in the project and
Any other person who has a financial interest in the project or activity for which the assistance is sought that
exceeds $50,000 or 10% of the assistance (whichever is lower). This INCLUDES subrecipients if you contract out
the grant.
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2880 PART III

Everyone is required to complete – you must mark N/A, etc and digits in last two columns.
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HOW TO COMPLETE THE 2880

How to complete a 2880 in e-snaps
https://www.hudexchange.info/resources/documents/How-to-Complete-the-HUD-Form-2880-in-e-snaps.pdf

So if you need reminders after this training – you can also find directions online
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COMPLETING THE 50070

Screen IH is the HUD 50070 Form which simply requires certification by your agency’s ED
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CERTIFYING THE 50070

“I hereby certify” – simply save and next!
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CERTIFICATION REGARDING LOBBYING FORM

Again – ED certification – no lobbying!
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SF-LLL – DISCLOSURE OF LOBBYING ACTIVITIES

Again on IJ – the SF-LLL – ED certification of no lobbying…
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REMEMBER - IT’S ONLY COMPLETE WHEN IT’S COMPLETE!

After clicking on the Edit button, you will see that the Complete button is greyed out – which means you have a green
light to make changes as necessary to application pages.
This page also clearly indicates application pages requiring your attention. Unless items are completed – you will be
unable to move on to the next step in the process. In this case – the HUD 2880 Form requires completion.
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2. FUNDING OPPORTUNITY REGISTRATION

Now we move on to the second part of your project application, the Funding Opportunity Registration. The purpose of
this step is to provide your intent to apply for funds.
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REGISTERING FOR THE FUNDING OPPORTUNITY

Moving on through the Workspace. After completing all of Applicant Profile and related pages – you select Funding
Opportunity Registrations.
Select the button next to “Renewal Project Application FY2018.” This will open the Funding Opportunity Details page.
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APPROVING REGISTRATION

When the question appears asking if you want to register the applicant for funding opportunity, select “Yes.” The screen
will then indicate that the Project Applicant has been registered.

27

3. CREATING THE PROJECT APPLICATION

Now we move on to the third part of your project application, creating the project application. This essentially means
you are giving a name to your project application.
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CREATING THE PROJECT APPLICATION

3.

2.

1.

Select “Projects” on the left menu bar.
Under Funding Opportunity Name, Select “Renewal Project Application FY 2018.”
Click the “Add” button the left side of the screen.
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CREATING THE PROJECT APPLICATION

1.

2.

Enter the Project Name***
***IMPORTANT REMINDER: You must name the project according to the spreadsheet CARES sent out via email mid-July.
If the project is named something other than what is noted on the attachment, the application will need to be created all over
again. CARES staff will not be able to accept an application with a name other than what appears on the spreadsheet.
Correct naming will help ensure the CoC’s 2019 HIC and Rank and Review Process runs smoothly.
This page is also where you will select the FY2017 Project Application you want to import data from. Please note, if your
project was new last year (in FY2017), you will not be able to import data.
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Click save.
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4. COMPLETE THE PROJECT APPLICATION

Finally, we are able to work on the Project Application itself. Click “Submissions” in the lefthand menu bar to open up
your project application.
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OPENING THE FULL APPLICATION

2.

1.
3.

1. Select the “Submissions” on the lefthand menu bar.
Filter the projects by selecting “Applicant Project Name.”
Click the orange folder button next to the name of the project you want to open-up.
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APPLICATION BREAKDOWN
 Renewal Application: Eight Parts
 Part 1-2: HUD Forms, Certifications, and Recipient & Subrecipient Information and Experience
 Submission without Changes

 Parts 3-6: Project Specific
 Part 7: Attachments and Certification
 Part 8: Submission Summary

As you will see on the lefthand menu toolbar, there are 8 parts of the application. We are going to start with reviewing
Parts 1-2.
Please note, we are only going to review the most important parts of the application and screens, or the parts we’ve
received the most questions about. Several parts of the application are self-explanatory. If you would like more detail on
those sections, please see the FY2018 Renewal Project Application, e-snaps Navigational Guide. This will walk you
through every step needed to complete the application.
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PART 1

You want to verify the pre-populated information on this screen. You’ll note on the left margin that only details of Part I
appear. Part 2 will open only after you complete and certify all necessary in Part I.
Leave fields 4, 5a, 6, and 7 blank.
In field 5b, FEDERAL AWARD IDENTIFIER is the PIN (you’ll see again 3A Project Detail) – enter the FIRST SIX DIGITS of
Grant Number
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PART I: CERTIFYING INFORMATION

The next couple of screens require you to confirm the information and have the Authorized Representative certify the
information is correct and agree to the notices provided.
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PART 1: COMPLETING THE 2880

You need only check the I Agree on the imported 2880 form which imported from your completed form in the Applicant
Profile - which we’ve already discussed.
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RENEWAL SCREENS REQUIRING REVIEW OR UPDATE
After completing Part 1, the following screens open for review. Please note: Some screens require specific actions
or responses as described below:
 Submit Without Changes
 Recipient Performance


All four questions require response

 Grants Consolidation


If “No” is selected, no other information needs to be completed



If “Yes” is selected, additional questions appear requiring response
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SUBMISSION WITHOUT CHANGES
 Parts 2-6 may be submitted without changes
 Simply select ONLY the screens requiring updates

IMPORTANT:
 After selecting (checking boxes for) items to change and saving in the Change Screen mode, items

cannot be unchecked
 If an item is checked in error - an explanation must be noted

After Part 1 is completed, then Parts 2-6, are available for review as “Read-Only;” except for 3A, 7A and 7B which are
mandatory for all projects to update.
After reviewing those screens, you will arrive at a "Submissions without Changes" Screen. If you
decide no edits or updates are required to any screens other than the mandatory questions, you can simply submit
without changes.
If changes to the application ARE required – ESNAPS allows you to open individual screens for editing, rather than the
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entire application.
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SUBMISSION WITHOUT CHANGES

If you wish to submit without changes, select Part 8 – Submission without changes. In answer to the question, “Do you
wish to submit this application without making changes?” select “Submit without changes,” and save. You will then need
to return to only those sections of the application noted previously that you are required to make edits to.
If you do wish to submit with changes, select Part 8 – Submission without changes. In answer to the question, “Do you
wish to submit this application without changes?” select “Make Changes.” Then select the pages you wish to make
changes to.
Pros: much easier for HUD to review applications…

39

APPLICATION BREAKDOWN
 Renewal Application: Eight Parts
 Part 1-2: HUD Forms, Certifications, and Recipient & Subrecipient Information and Experience
 Submission without Changes

 Parts 3-6: Project Specific
 Part 7: Attachments and Certification
 Part 8: Submission Summary

Depending on Project type – certain pages open for review/editing – same with Budget pages.
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SCREEN 3A – PROJECT DETAIL

 3A. Project Detail


Question 2b requires a selection for the CoC Collaborative Applicant Name



Question 7 requires a “Yes” or “No” response if the renewal project will be part of a new application for
an expansion grant

If any of the information that you cannot change on this screen is incorrect, go back to your Applicant Profile and update
the information.
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SCREEN 3C. DEDICATED PLUS

Encouraging selecting. Ded Plus applies to your entire project versus a select number of dedicated beds. If your program
already included beds dedicated to CH beds – please maintain them as dedicated AND select Dedicated Plus.
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SCREEN 4B: DEDICATING BEDS TO CHRONIC HOMELESS

Most of you will not edit this screen/make changes. Only those of you who would like to add dedicated beds will have to
click the magnifying glass. To add different types of housing – click the red arrow above the ALL button.
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SCREEN 6E: SUMMARY BUDGET

Please note: in this year’s application, you do not have to fill out individual screens for each section of the summary
budget. The requested funding amount for each of the budget activities is located on the Summary Budget Screen.
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APPLICATION BREAKDOWN
 Renewal Application: Eight Parts
 Part 1-2: HUD Forms, Certifications, and Recipient & Subrecipient Information and Experience
 Submission without Changes

 Parts 3-6: Project Specific
 Part 7: Attachments and Certification
 Part 8: Submission Summary

On to parts 7 & 8

45

RENEWAL SCREENS REQUIRING REVIEW OR UPDATE
 7A. Attachments


Upload attachments only as necessary



Attachments are not required unless the applicant has chosen “In-Kind Match” on the Match screen – in which case
Applicants are required to attach an In-Kind Match MOU.

 7B. Certification


Authorized representative must read and agree to all certifications (by checking appropriate boxes)

 Submissions Without Changes




Question 1 requires a response

8B. Submission Summary


Submit project application in e-snaps

As we’ve already discussed, 8B is where you opt in or out of Submission without changes.
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SCREEN 7A: IN-KIND MOU ATTACHMENT

Define In-kind match – services or goods – volunteers for example, Food Pantry and clothing donations.
This is another area fixable if need be
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WHAT IS PROGRAM INCOME AS DEFINED IN 24 CFR 578.97?
 § 578.97 Program income.
 (a)Defined. Program income is the income received by the recipient or subrecipient directly generated by a

grant-supported activity.
 (b)Use. Program income earned during the grant term shall be retained by the recipient, and added to funds

committed to the project by HUD and the recipient, used for eligible activities in accordance with the
requirements of this part. Costs incident to the generation of program income may be deducted from gross
income to calculate program income, provided that the costs have not been charged to grant funds.
 (c)Rent and occupancy charges. Rents and occupancy charges collected from program participants are

program income. In addition, rents and occupancy charges collected from residents of transitional housing may
be reserved, in whole or in part, to assist the residents from whom they are collected to move to permanent
housing.

Cash match – 30% client contributes directly to the program/agency/financials – NOT to landlords
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SUBMISSION OF PROJECT APPLICATION

Once you have completed the Project Application in its entirety, press “Submit.” Please note, this will not submit your
application to HUD. This submits your application to CARES for review. CARES will review your application and return it to
you with any recommended edits. CARES submits your project application as part of the Priority Listing when submitting
all applications to HUD through Esnaps.
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OTHER IMPORTANT INFORMATION

This concludes our Esnaps Demo. However, we would like to review some other important information and resources.
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IMPORTANT NOFA DATES

 All Project Applications must be submitted by agencies via e-

snaps by July 31st (for CARES review)
 CARES will review all project applications in Esnaps and will provide

recommended edits.
 All edits need to be made to project applications by the

agencies in e-snaps by August 15th.
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LINK(S) TO IMPORTANT HUD DOCUMENTS
FY18 Notice of Funding Availability (NOFA):
https://www.hudexchange.info/resources/documents/FY-2018-CoC-Program-Competition-NOFA.pdf
Joint TH and RRH Component: http://bit.ly/2uFdrMx
Dedicated Plus Projects:
https://www.hudexchange.info/faqs/3249/if-my-project-chooses-to-become-dedicatedplus-what-documentation-willhud/
Applicant Profile
https://www.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
How to complete 2880 in E-SNAPS
https://www.hudexchange.info/resources/documents/How-to-Complete-the-HUD-Form-2880-in-e-snaps.pdf
FY2018 Renewal Project Application - E-snaps Navigational Guide
https://www.hudexchange.info/resources/documents/FY-2018-Renewal-Project-Application-Navigational-Guide.pdf
FY 2018 CoC Program Renewal Projects Detailed Instructions
https://www.hudexchange.info/resources/documents/FY-2018-Renewal-Project-Application-Detailed-Instructions.pdf
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ADDITIONAL WEBINARS
 Additional webinars covering the following topics can be found on the CARES

website:
 A NOFA Summary: HUD Priorities and the Consolidated Application
 The DV Bonus
 New Opportunities for Renewing Projects
 New Project Application
 Informational New Project Review
 Esnaps: New and Returning User Training

http://caresny.org/continuum-of-care/NOFA-2018/
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THANK YOU!
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