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Introduction

Welcome to the YHDP New Project Application Navigational Guide. This navigational guide covers
important information about accessing and completing the Project Application for YHDP new projects.

The organization submitting the Project Application for funding is the Project Applicant. Project
Applications are submitted to the Continuum of Care (CoC) Collaborative Applicant, which submits the
entire funding application to HUD on or before the CoC Program Competition deadline.

Prior to using this navigational guide, Project Applicants must have completed the Project Applicant
Profile. In order to meet that requirement, the Project Applicant Profile's "Complete" button must be
selected during the competition period. A separate Project Applicant Profile Navigational Guide is
available at:

A https://ffiles.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-
Guide.pdf.
All Project Applicants are strongly encouraged to read the FY 2020 YHDP NOFO at:

A https://mww.hudexchange.info/programs/yhdp/fy-2019-2020-application-resources!.

This navigational guide supplements the New Project Application Detailed Instructions

Have a question?
The e-snaps AAQ on HUD Exchange is no longer active. For questions related to the FY220 NOFO or navigating
e-snaps, send questions to the appropriate HUD.gov email address:

A YouthDemo@hud.gov for questions about the NOFO, competition applications, questions about e-snhaps technical
issues, including creating an individual user profile, lockouts/password resets, requesting accesstoaCoCés or |proj ect
app!l i c-snaps d@sounk navigating e-snaps, updating the Applicant Profile, identifying the funding opportunity,
creating a project, and accessing the application on the Submissions screen.

Objectives

By the end of this module, you will be able to do the following:

Access e-snaps

Register for the FY 2020 YHDP New Project Application funding opportunity

Create a YHDP New Project Application under the funding opportunity

Enter a YHDP New Project Application fromthefi Submi ssi onso screen
Complete and submit a YHDP New Project Application to the Collaborative Applicant

Only if needed, coordinate with the Collaborative Applicant prior to the submission deadline
to make changes to a Project Application in e-snaps



https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://www.hud.gov/program_offices/comm_planning/coc/competition
mailto:YouthDemo@hud.gov

Posted Resources

HUD has determined that some CoC and e-shaps related resources need to be posted to HUD.gov as

HUDb&6s of ficial website, rather than taredolteesfttUD Exchang
communities and grant recipients. FY 2020 YHDP NOFO information (e.g., detailed instructions),

including the FY 2020 e-snaps Navigational Guides, will be shared via email with communities and TA.

Overview of the Project Application Prese

FY 2020 Project Applicants must complete a Project Applicant Profile and Project Application using
e-snaps, a web-based portal accessible at:

A https://esnaps.hud.gov/.

Each Project Applicant must complete a Project Applicant Profile and submit its Project Application(s) to
the applicable CoC in e-snaps by the local submission deadline established by the CoC.

Overview of this Navigational Guide

The organization of material in this navigational guide corresponds with the different parts of the Project
Application process, and the navigational steps follow the progression of screens in e-snaps.

Accessing e-snaps. All e-shaps users need usernames and passwords to log in to e-snaps.
In order to see an organization's Project Applicant Profile and Project Applications, the e-
shaps user needs to be associated as a "registrant” with the organization's e-snaps account.
This section identifies the steps required to create user profiles and add/delete registrants.

Project Applicant Profile. Project Applicants must review the Project Applicant Profile, update
the information as needed, and select the "Complete” button in order to proceed with the
Project Application process.

o The Project Applicant Profile section of this navigational guide briefly highlights
key information for Project Applicants that are getting ready to complete their
Project Applications.

o For instructions on completing the Project Applicant Profile, go to the Project
Applicant Profile navigational guide at:

= https://files.hudexchange.info/resources/documents/Project-Applicant-
Profile-Navigational-Guide.pdf

Establishing and accessing the Project Application. After the Project Applicant Profile is
complete, Project Applicants need to follow a series of steps in order to access the Project
Application screens. The steps discussed in this section include registering the Project
Applicant for the FY 2020 YHDP New Project Application funding opportunity, creating an FY
2020 project, and accessing the Project Application screens.



https://esnaps.hud.gov/
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf

Project Application. After accessing the FY 2020 YHDP New Project Application, Project
Applicants will complete a series of screens asking for information about the project for which
they are applying for funding. This section provides instructions on how to complete each
screen. After providing all of the required information, the Project Applicant will submit the
Project Application to the Collaborative Applicant via e-snaps.

Submitting the Project Application. This section discusses what occurs after the Project Applicant
submits the YHDP New Project Application in e-snaps to the Collaborative Applicant. The
Collaborative Applicant will review and either approve and rank or reject the Project Application.

Amending the Project Application. If changes need to be made to the Project Application, the
Collaborative Applicant will amend the project back to the Project Applicant. Notification for
amending a project back to the applicant occurs outside of e-snaps.

Amending an If the CoC amends the project application back to the Project Applicant for

Application revision or correction, it is the Project Aj
responsibility to ensure the Project Application is resubmitted in e-snaps to the
CoC.




Highlights in esnaps for the FY 20 HDP Program

This section highlights several items in e-snaps this year.

Racial Equity.
Questions related to Racial Equity have been added throughout the project application. Please
answer these questions to the best of your ability.

Special YHDP Activities. This is the first year the Special YHDP Activities are available under
the YHDP New application. Applicants will find a screen consisting of a list of checkboxes.
Please select Special YHDP Activities that you organization will find applicable to your project

Unique Entity Identifier (UEI).

Starting on April 4th, across all Federal awards, the DUNS number will be replaced with what is
called the Unique Entity Identifier (UEI). The UEI is a requirement for all federal grantees. Below
are a few tips on how to find your organizations UEI number:

If your entity is already registered in SAM.gov, your Unique Entity ID (UEI) has already been
assigned and is viewable in SAM.gov. This includes inactive registrations. The Unique Entity ID
is currently located below the DUNS Number on your entity registration record. Remember, you
must be signed in to your SAM.gov account to view entity records

Follow this link:
https://www.fsd.gov/gsafsd_sp?id=gsafsd_kb_articles&sys_id=a05adbae1b59f8982fe5ed7ae54b
cbba to learn how to find your unique UEI on SAM.gov

Follow this link:
https://www.fsd.gov/sys_attachment.do?sys_id=3866d0061b13b8106397ec21f54bcb72 on how
to get a UEI ID if you currently do not have one.




Helpful Reminders from Prior Years

This section highlights several items that are not new but are included as useful reminders.

HUD 2880 (Applicant/Recipient Disclosure/lnitial Report). As with prior years, the HUD Form
2880 is no longer uploaded as an attachment. This form is related to the Project Applicant
Profile and the fields are not editable in the forms in the Project Applications. For instructions on
completing the HUD Form 2880 in both the Project Applicant Profile and the Project Applications
(new, renewal, YHPD, CoC planning, and UFA costs), refer to the following resource:

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

Prepopulating Data from the Project Applicant Profile. Some data will automatically
populate fields on several screens from the information entered into your Project Applicant
Profile. If this information is incorrect, changes can be made by exiting the application and
returning to the Project Applicant Profile.

The "Project Application”

0 The Project Application includes the information submitted by renewal and new Project
Applicants for funding consideration.

Applicant Field and Dropdown Menu. When e-snaps users log in to the system, they will
see an "Applicant" field at the top of the screen. This field identifies the organization's account
in which the user is working.

Users with e-snaps access to more than one organization's account will see a dropdown menu listing
two or more organizations. This group of e-snaps users includes staff persons who work on multiple
applications (e.g., a staff person at an agency that serves as the Collaborative Applicant as well as a
Project Applicant submitting one or more Project Applications).

This feature appears when working on the Applicants, Funding Opportunity, Projects, and Submissions
screens. Only the items (e.g., Projects) pertaining to the Applicant listed in the field appear on the
screen. Users must ensure they are working in the correct Applicant account.



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

Accessing-snaps

The Project Application is submitted electronically in e-snaps during the annual competition under the
FY 2020 YHDP Program.

Front Office

Fct O ad Welcome to e-snaps
Welcome to e-snaps! E-snaps is the application and grants management system for the HUD Continuum of Care (CoC) Program. It supports the collaborative
Username: application process knawn as the CoC Program Competition
Th o be used by authorized persons only. |f you are an authorized user please log in by entering a valid user name and password. If you have
a N kess please contact the System Administrator. You may also use the Links on the left menu to navigate through the system. and access
El LOg n er related links, If you need assistance in navigating the system please access the Help instructions in each section
here prized user, and need access to this system on behalf of your Continuum of Care or as a project applicant. you may request a user name
roCess.

The information coliection requirements contained in this application have been submitted to the Office of Management and Budget (OMB) for review under the
Paperwork Reduction Act of 1995 (44 U S.C_ 3501-3520). This agency may not collect this information, and you are not required to complete this form. unless it
displays a currently valid OMB control number,

ation is submi in wvrith the regulatory ity conts d in each program rule. The information will be used to rate applications, determine
and lish grant

Selection of applications for funding under the Continuum of Care Program are based on ratmg faclors hsted in the Notice of Fund Availability (NOFA), which is
ished each year to announce the Continuum of Care Program funding round The i d in the application form will only be collected for specific
mpetitions

If new to e-snaps,
create a user
profile here

OMB Approval No. 2506-0182 (exp. 01/31/2018)

fon is estimated to average 3 hours per resp inchuding the time for reviewing instructions, searching existing data sources
eeded. and g and g the ion of inf i

OMB Approval No. 2506-0112 (exp. 11/30/2018)

Public reporting burden for this ion of i ion is esti to average 190 hours per resp . including the time for reviewi ions, searching existing
data sources, gathering and maintaining the data needed. and ing and reviewing the ion of infi ion. The reporting burden for Comnuums of Care is
estimated to average 204 hours and the reporting burden for i is to average 30 hours
Technical Submission: OMB Approval No. 2506-0183 (11/30/2018)

NOTE: Each e-snaps user must have his or her unique log-in credentials.

Preferably, each organization will have at least two people with access to e-
snapso the Authorized Representative and one or more additional staff.

Existing Users

Steps
1. Direct your Internet browser to https://esnaps.hud.gov/.

2. On the left menu bar, enter your username and password. You will then enter e-snaps and
arrive at the "Welcome" screen.

3. If you forgot your password, select "Forgot your password?" under the "Login" button.

New esnaps Users

Steps

1. Create an e-snaps username and password by selecting the "Create Profile" link.

2. Log in as instructed under Existing Users above.



https://esnaps.hud.gov/

A~

Give Staff Access tsoapsyAwaount Or gani zati ono

Having a user profile enables a person to access e-snaps. However, only individuals who have been
associated with the organization as a registrant (also referred to as registered users) have the ability to
enter information in the Project Applicant Profile and Project Applications associated with the
organization.

6@ For information on how to add and del ete use
7 : 5 0 A , .
Your OrganémapsoAb6soBnt O resource at:

A https:/fiiles.hudexchange.info/resources/documents/Give-Staff-Access-to-
Your-Organizations-e-snaps-Account.pdf



https://files.hudexchange.info/resources/documents/Give-Staff-Access-to-Your-Organizations-e-snaps-Account.pdf
https://files.hudexchange.info/resources/documents/Give-Staff-Access-to-Your-Organizations-e-snaps-Account.pdf
https://files.hudexchange.info/resources/documents/Give-Staff-Access-to-Your-Organizations-e-snaps-Account.pdf

Project Applicant Profile

Project Applicants must complete the Project Applicant Profile before moving forward in the Project

Application process. To complete the Project Applicant Profile, the Project Applicant needs to ensure the

data entered in the profile screens is accurateand must sel ect the fACompleted butt
ASubmi ssion Summaryo screen.

This section in the YHDP New Project Application Navigational Guide highlights key information
needed to successfully complete this step. It does NOT provide detailed instructions.

&F}}/ For detailed instructions, see the Project Applicant Profile navigational guide at:
/4

https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-
Navigational-Guide.pdf

Access the Project Applicant Profile. To access the Project Applicant Profile, log in to e-
shaps, select "Applicants" on the left menu bar, ensure that the correct Project Applicant name
in the "Applicants" field at the top left side of the screen is selected, and select the orange folder
to the left of the Project Applicant name on the screen.

Organizations that are Collaborative Applicants and Project Applicants. If the
organization applying for funding as a Project Applicant is also serving as the Collaborative
Applicant, the organization will have two Applicant Profilesd one for the Project Applicant and
one for the Collaborative Applicant.

The "Applicant" field dropdown menu at the top left side of the screen contains the list of Applicants
that a user can access. If you have issues with finding the correct Project Applicant, submit an email

to e-snaps@HUD.gov. The e-snaps AAQ on HUD Exchange is no longer active.

A First-time Applicant. If an organization is new to e-snaps (i.e., submitting a Project Application
for the first time), the organization must establish itself as a Project Applicant in e-snaps. Review
the Project Applicant Profile Navigational Guide at:

o https://files.hudexchange.info/resources/documents/Project-Applicant-
Profile-Navigational-Guide.pdf

An organization will establish itself as a Project Applicant in e-snaps one time only.

If you are a Collaborative Applicant and a Project Applicant applying for YHDP
New project funds, you must have two separate Applicant Profilesd a
Collaborative Applicant Profile and a Project Applicant Profile.

Contact the HUD Exchange Ask-A-Question if you need assistance at:

A https://www.hudexchange.info/get-assistance/my-question/.



https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
mailto:e-snaps@hud.gov
https://www.hudexchange.info/get-assistance/my-question/
https://www.hudexchange.info/get-assistance/my-question/
https://www.hudexchange.info/get-assistance/my-question/

Establish the Project Application

After the Project Applicant Profile is completed, Project Applicants can move to the next steps required
to establish and access the Project Application screens. This section covers the following:

Funding Opportunity Registration
Creating projects

Accessing Project Applications from the Submissions screen
Funding Opportunity Registration

All Project Applicants must register the organization for the FY 2020 YHDP New Project Application
funding opportunity. Registering for the funding opportunity enables Project Applicants to apply for
funds during the FY 2020 YHDP Program.

Terminology "Registering" in this context means "indicating your intent to apply."

"Funding Opportunity" refers to fAithe type of g
select this screen. They include YHDP New, CoC Planning, New, Renewal, and
UFA Costs.

On this screen, you are indicating your intent to apply for a specify type of grant.

Front Office

2. Confirm the correct
Applicant listed in the field

2 [ City and County of San Francisco (155440829) v | ]
jdoe-02

Front Office Portal
All A B C D E F G H I J K L N N o P Q R S T u v w x Y z

Register View Funding Opportunity Neme | Applicants Registered  Start Date End Date
B CoC Planming Project Application FY2021 3 Jan 13, 2021 Dec 31, 2025

- CoC Registration and Application FY2021 1 Nov 30, 2020 Dec 31, 2025
['[YHDP New Project Application FY2020 w] e J sk
B Renewal Project Application FY2021 : Dec 31, 2026
B 4. Select bo2o 3. Note Funding Dec 31, 2022
a "Register” icon [ i| Opportunity Name Dec31, 2025
i) ) FY2021 1 ezl Dec 31, 2026
B YHDP Replacement Project Appiication FY2021 O Mar 8, 2021 Dec 31, 2026

1
1. Select "Funding

Opportunity
Registrations"

3. Select "Funding Opportunity Registrations" on the left menu bar.
4. The "Funding Opportunity Registrations" screen will appear.
i
5. Select the "Register" icon anext to "YHDP New Project Application FY 2021."
6

The "Funding Opportunity Details" screen will appear.



Front Office

& Applicant; The Salvation Army--Midland Division (43-05653584)
KBECK

Funding Opportunity Details

Front Office Portal

Funding Opportunity Name: YHDP New Project Application FY2020

=
ﬁ‘ Profile Start Date: Feb 1, 2022

End Date:
My Account Jan 1, 2026
Change Password

) Waorkspace Funding Opportunity Registration

Applicants
. . . o L B 5

Funding Opportunity Are you sure you wish to register The Salvation Army--Midland Division (43-0653584):

Registrations

Projects Yes | | Cancel |

Submissions

a Contact Us

Steps
1. When the question appears asking if you want to register the Project Applicant for the
funding opportunity, select "Yes" to confirm that you want to register your organization.
2. The screen will then indicate that the Project Applicant has been registered.

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

(“ ‘ Remember, the "Applicant" field with the dropdown menu located at the top left
"UP side of the screen identifies the Applicant Profile under which you are working.

Please ensure you are working under the correct one.

The following image shows the screen that appears when the organization has successfully registered for
the New Project Application funding opportunity.

FTOH'[ Oﬁ:ice O Help & |logout

FX Applicant: The Salvation Army--Midland Division (43-0653584) hd
KBECK

Funding Opportunity Details
Front Office Portal

- Funding Opportunity Name: YHDP New Project Application FY2020
ﬁ‘ Profile .

Start Date: Feb 1, 2022
My Account End Date: Jan 1, 2026

Change Password

L) Workspace Funding Opportunity Registration

Applicants

Funding Opportunity The Salvation Army--Midland Division {43-0653584) has been registered.
Registrations

Projects Back |

Submissions

Q Contact Us




Creating the Project Application Project

Project Applicants must create a project for the YHDP New Project Application in e-snaps on the

"Projects" screen. Creating a project is an intermediate step. Organizations do NOT enter the

Application from the AProjectsd screen to complete the
application from the "Submissions" screen.

Once the Project Applicant "creates" the project, it will appear on this screen and the term "New Project
Application" will appear under the "Funding Opportunity Name" column.

Terminology "Creating a Project" means "giving the project application a name . 0

Front Office

& A + | Clty and County of San Francisco (155440325) v
jdoa-02

Franr Gifice Aartal

Projects

Project Slatus:|0pgn Prajects  w ‘

runding Opportunity Name: | Al Funding C ~ |

ﬁ' profile
Mew Project Applicalion FY2020

_an A @ B sE Fe.H W b A L TR e T T T
i roject Name ¢ o vy | TN s ot s s

Q 1075 La Carta CALIRELSTAIIZ20 Mew Praja ion =v2017 Renawal Froject Application FY2012 440825 n Pregrass
5 5453 j icatian Fr: {84082 55
q 15-yrtest 138453 Projece Applicatian FY2( Renewal Project Application F¥2013 544082 In Progre:
Q I Mew Prajed Appezation FY2015 5440829 In Progress
Renswal Project Application FY2014
2 A o Hew Project Apoacation Y2017 5440028 1n Frogress
@4 Select AY R ' *
| P ro J e Ct Ap pl | c atl on Ranewal Project Aoplication Frat Renewal Project Application FY2015 15440825 In Frograss
[P Ranewal Project lication FYa{ o . " 54anzzo 1n Progres
a FY 20200 i Ronswal Projoct Application FY2016 3
q 2 i Renewal Projecs Agplication By SAAURZY 1n Frograss
- Rengwal Prgject Application FY 2017
@ 2 Renewal Projecs Applicaticn Frad Ssiqnm20 In Progress
2048mre2 Ca153200TOL1851 Renewal Project Application M2 Ronowal Prajact Application FY 2018 E440820 In Progress
i Jact Appl og
20148_rev_all CAI43LLSTL11982 Mew Project &ppheation FY2019 ; 55440825 In Progress
Q CiFs 1 i, Renawal Project Application FY2014 i 3 g

Front Office

Applicant: | City and County of San Frandisco (155440829) w |

& jocec2
— Projects
Fronk Offjoedsl Project status[ YHDP New Project Application FY2020 +]
Funding Opportunity Name: [New Project Application FY2021 v|

- H I 1 K L M N 0 P Q R s T u v w X Y Z |

"Add" icon appears e e i | Soptizel Bkt Stap Jistes

%
Edit p
C}
oy
]
@

- . New Project Apphcation FY2021 City and County of San Francisce 155440828 In Progress
after selection in
New Project Application F¥Y2021 City and County of San Francisco 155440828 In Progress
dropdown menu
New Project Application Fr2021 City and County of San Francigse 155440829 n Progress
FY2021_New_Assess_7 137107 MNew Project Applicabon Fy2021 City and County of San Francisco 155440828 In Progress

1




Steps

1. Select "Projects” on the left menu bar.
2. The "Projects" screen will appear.

3. Select "YHDP New Project Application FY 2020" from the "Funding Opportunity Name"
dropdown.

4. The screen refreshes and an "Add" icon gappears on the left side of the screen above the
column headings.

5. Select the "Add" icon. @

6. The "Create a Project" screen will appear.

Remember, the "Applicant” field with the dropdown menu located at the top
' of the screen identifies the Applicant Profile under which you are working.

Please ensure you are working under the correct Project Applicant.




Front Office

FX Applicant: The Salvation Army--Midland Division {43-0553584) ~
KBECK
Create a Project
Front Office Por
Enter the Funding Opportunity Name: YHDP MNew Project Application FY2020
e 1l Pro'ect Name_ * applicant: The Salvation Army--Midland Division (43-
KR! pProfile ] ! 0653584)
. nt E'Snaps WI" * Applicant Project Name: | |
Accou .
Change Password aSSIQn a
a . | Save | | Save & Add Another |
project
23 Workspace number | Save & Back | | Cancel |
Applicants
Funding Opportunity
Registrations
Projects
Submissions
ﬁ Contact Us
Front Office O Heb g4 Logout
|
(== Applicant: | City and County of San Francisco (155440829) V‘
| jdoe-02
| 1 Projects
‘7 Front Office ?artal Project Status: [Open Projects v |
| &9 profile Funding Opportunity Name: | New Project Application FY2021 v
|

1y Account

All A B C D E F G H I J K L M N (8] P Q R s T u v w X Y z

2t = A Projer Funding Opportunil
1 Edit Project Name | N et 9 0pp! t Applicant Name Applicant Number Step Status
e | > . umber Name
‘ ® workspace

1 N | @, Fr2021_New_app_Test3 137030 Mew Project Application FY2021  City and County of San Francisco 155440829 In Progress

e )

Sl | Q FY2021_New_Assess_1 137085 New Project Application FY2021 City and County of San Francisco 155440829 In Progress
Rag l' a Q FY2021_New_Assess_5 137105 New Project Application FY2021 City and County of San Francisco 155440825 In Progress
o 2 Q FY2021_New_Assess_7 137107 Mew Project Application Fy2021 City and County of San Francisco 155440829 In Progress
iy —— = 1
a Contact Us
|
7 |
I ‘

Steps

1. On the "Create a Project" screen, the Project Applicant Name will be pre-populated.
In the "Applicant Project Name" field, enter the name of the project.
You should enter the name that you want to appear in the grant award letter.

2
3
4. Select "Save & Back" to return to the "Projects" screen.
5. The project name is listed in the menu.

6

Select the "View" icon  to view project details; however, it is hot necessary to enter any notes
on that page.




















































