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Notes:

Welcome to the ñIntroduction to e-snapsFeatures and Functionsò training module.   

This training module provides information on the features and functions of an online system 

referred to as ñe-snaps.ò e-snaps contains the application forms that are submitted electronically 

during the annual competition under the Continuum of Care (CoC) Notice of Funding Availability 

(NOFA) for Homeless Assistance Programs. This module describes what you will see on the 

screen and explains how you will use the various icons and buttons to navigate through the 

application.  Please keep this module handy as you work on your application. 

In e-snaps, CoC lead agencies complete CoC Registration, an Applicant Profile, and an Exhibit 1 

application, while homeless assistance providers complete an Applicant Profile and one or more 

Exhibit 2 applications. The Exhibit 2 application in e-snaps now contains the SF-424 form that 

project applicants completed in previous years. The completion of an Applicant Profile by the CoC

is a new requirement for the FY2011 competition. Note that the Applicant Profiles completed by 

the CoC lead agency and homeless assistance providers are not exactly the same. 

In this training module, you will generally see the term ñapplicantò to refer to both groups of 

applicants.  

There are numerous, additional resources available on the e-snaps training page on the HRE 

located at: http://esnaps.hudhre.info.  Among the first resources you should use are two ñGetting 

Startedò resourcesðone for CoC lead agencies and one for Exhibit 2 applicants. 

Now that you have an overview of what will be covered in this module, letôs review this moduleôs 

learning objectives.
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Notes:

By the end of this module, you should be able to:

Å Define common terms used in e-snaps

Å Identify e-snaps icons

Å Identify e-snaps buttons

Å Use e-snaps selection arrows

Å Navigate through e-snaps

Å Complete the fields

Å Log in to e-snaps
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Notes:

Here are some common terms you will encounter in e-snaps.

Å Applicant.  HUD commonly uses the term ñapplicantò to refer to an organization applying for homeless assistance 

funds that completes an Applicant Profile and submits an Exhibit 2 application to the CoC. The term ñapplicantò also

refers to a CoC lead agency that completes an Applicant Profile and submits an Exhibit 1 application.

Å Funding Opportunity. This term refers to the FY2011 competition during which CoC lead agencies have the 

opportunity to submit a CoC Registration to register a CoC and lead agency and submit an Exhibit 1 application for 

funding; homeless assistance providers have the opportunity to submit one or more Exhibit 2 applications for 

funding.  

Å Project. This term has different meanings, depending on whether you are a CoC lead agency or an Exhibit 2 

applicant. 

Å In the CoC Registration process, the term ñprojectò simply refers to the CoC Registration application.

Å In the Exhibit 1 application process, the term ñprojectò simply refers to the specific Exhibit 1 application.  

Å In the Exhibit 2 application, however, the term ñprojectò refers to the Supportive Housing Program (SHP), 

Shelter Plus Care (S+C), or Moderate Rehabilitation for Single Room Occupancy (SRO) projects that 

organizations within the CoC operate. 

Å Project Name. This term has different meanings, depending on whether you are a CoC lead agency or an Exhibit 2 

applicant. 

Å In the CoC Registration application, ñproject nameò refers to the CoC Name and Number. 

Å In the Exhibit 1 application, ñproject nameò refers to the CoC Name and Number. 

Å In the Exhibit 2 application, ñproject nameò refers to the name of the SHP, S+C, or SRO project for which an 

applicant is applying for funding. 

Å Step Name. This term refers to the column heading that appears on the Submission screen, which identifies 

whether the project listed on the screen represents a CoC Registration, Exhibit 1, or Exhibit 2 project.  The item 

listed under ñStep Nameò also indicates whether the project is from FY2008, FY2009, FY2010, or FY2011.

Å Import Data.  This term refers to the function in e-snaps that enables the user to pull information forward from a 

previous year into the current yearôs CoC Registration and Exhibit 1, as well as the Exhibit 2.  A CoC must import 

data from FY2010 to FY2011 during Registration; at this point, e-snaps will also import the FY2010 Exhibit 1 

information into the FY2011 Exhibit 1 that CoCs will access after the CoC competition opens. Project applicants 

must import data from FY2010 to FY2011 when they establish an SHP, S+C, or SRO project in e-snaps. 



4

Notes:

As you proceed through e-snaps, you will see some common icons and buttons.  Common icons 

include the following:

Å The ñRegistrantò icon resembles a person. It enables you to add additional ñregistered 

usersò (a registered user is a person with an e-snaps user profile who is associated in e-

snaps with the CoC Registration, Applicant Profile, Exhibit 1 application, and/or Exhibit 2 

application). (For more information, see the resource on adding and deleting additional 

users in e-snaps, located on the e-snaps training page under the Reference Room tab, on 

the HRE at http://esnaps.hudhre.info.)

Å The ñOpen Folderò icon resembles an orange folder. It serves to open a set of forms, 

such as those for the CoC Registration, Applicant Profile, Exhibit 1, and Exhibit 2.

Å The ñViewò icon resembles a magnifying glass. It is generally used to open or expand a 

topic. When you select this icon, think of looking at an item in detail.

Å The ñAddò iconresembles a piece of paper with a ñplusò sign on it. It allows you to create 

a new entry or add an item on a particular screen. 

Å The ñDeleteò iconis a red circle with an ñxò inside. It allows you to delete an entry or item 

on a particular screen.

Å The ñCalendarò iconresembles a flip calendar and has the number 23 on it. It allows you 

to select a date to be populated into a particular field.

Å The ñExport Listò iconresembles an arrow facing upwards. It allows you to export the 

information on the screen. 

Image Description: Images of the icons for ñRegistrant,ò ñOpen Folder,ò ñView,ò ñAdd,ò ñDelete,ò 

ñCalendar,ò and ñExport Listò icons.   

http://esnaps.hudhre.info/
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Notes:

At the bottom of every screen in e-snaps, there will be a variety of buttons. 

Å TheñSaveò button stores the information you enter in the system.  This button is very importantðif you 

leave a screen without selecting the ñSaveò button first, all of the data you entered on that screen will be lost 

and it will need to be reentered. Select the ñSaveò button frequently as you work through each form, 

especially when the form is long and you must scroll down the page to complete the information, or when 

there are various parts to the form.

Å The ñSave and Backò button performs the same function as the ñSaveò button but also takes you to the 

previous screen.

Å The ñBackò button will take you back to the previous screen, but it will not save any changes you have 

made. 

Å The ñSave and Nextò button performs the same function as the ñSaveò button but also advances you to 

the next screen.  

Å The ñNextò button will advance you to the next screen, but it will not save any changes you have made. 

Å The ñSave and Add Anotherò button will save the information entered on a list screen and open a new 

blank form to enter, for example, another committee, sub-committee, or work group.

Å The ñSave and Back to Listò button will save the information entered on that screen and return you to the 

original screen displaying the newly entered information in the overview list.

Å The ñBack to Listò button will not save the information entered on the current screen. It will return you to 

the original screen and will not display the newly entered information in the overview list.

Å The ñCheck Spellingò button will check the spelling of the information you have entered on a screen and 

provide you an opportunity to correct any mistakes.  This does not save the entries you made or return you 

to the overview list of groups.

Å The ñExport to PDFò button provides you with the option of saving a copy of the CoC Registration, Exhibit 

1, or Exhibit 2 on your computer. Select ñExport to PDFò to save a hard copy for your records. Once you are 

at the Configure Export PDF screen, make sure all boxes are checked for those titles you want to save. 

Then select ñExport to PDFò to download the file. To return to the ñSubmission Summaryò screen, select 

ñBack.ò 

Image Description: Images of the buttons for ñSave,ò ñSave and Back,ò ñBack,ò ñSave and Next,ò ñNext,ò ñSave and 

Add Another,ò ñSave and Back to List,ò ñBack to List,ò ñCheck Spelling,ò and ñExport to PDF.ò
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On several forms there will be arrows that enable you to select items from a list and move them over to 

another field.  

Å The list is typically in a field entitled ñAvailable Items.ò 

Å The destination field is typically entitled ñSelected Items.ò

Å The ñSelected Itemsò field  may be to the right of or below  the ñAvailable Itemsò field.

There are four different arrows: 

Å Single right arrow. This arrow allows you to select one item and move it. 

If you need to move over more than one item, you can select each one separately and move it over. 

If you need to move over more than one item, you can select them together by holding down the 

ñCtrlò key on your keyboard as you select each item. 

Å Double right arrow. The double right arrow button moves ALL choices (whether selected or not) 

from the ñAvailable Itemsò field to the ñSelected Itemsò field.

Å Single left arrow. This arrow functions the same way as the single right arrow, but it moves items 

from the ñSelected Itemsò field  back to the ñAvailable Itemsò list. 

Å Double left arrow. This arrow functions the same way as the double right arrow, but it moves ALL 

choices (whether selected or not) from the ñSelected Itemsò field  back to the ñAvailable Itemsò list.

Note: You may see four buttons labeled ñAdd,ò ñAdd All,ò ñRemove,ò and ñRemove All.ò These buttons 

function the same way as the arrow buttons described above. 

Image Description:  Screen capture of the CoC Member Organizations Detail screen with the ñAvailable 

itemsò and ñSelected Itemsò fields highlighted in the sections entitled ñSubpopulation(s) represented by the 

organizationò and the ñServices provided to homeless persons and families.ò
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You can move through the forms in e-snaps using the buttons, as discussed earlier. You can also navigate 

through the system using the left menu bar or the Submission Summary screen. 

Tools for navigating through e-snaps include the following: 

Å Left Menu Bar. As you are working on a particular form, the form title appears in bold on the left 

menu bar. Use the left menu bar to navigate through e-snaps.  

Å Submission Summary screen.  When you are on the Submission Summary screen, there will be a 

list of each form in whichever part of the application you are working (i.e., CoC Registration, 

Applicant Profile, Exhibit 1, or Exhibit 2).  You can select the form to which you need to return.

Note:  Do not use your web browserôs ñback arrowò button; using the web browserôs ñback arrowò button will 

cause e-snaps to disable and incorrectly process the information you enter. The only exception is when you 

are exporting a copy of your application to a PDF for your files.  This is one of the last steps in the process. 

As you navigate through e-snaps, the upper portion of the left menu bar displays the applicant name, 

applicant number, project name, and project number. 

Å For the CoC during Registration, this information should display the CoC name, CoC number, CoC

Registration FY2011, and (system-generated) Registration number.  

Å For the CoC during the competition, this information should display the CoC name, CoC number, 

Exhibit 1 FY2011, and (system-generated) Exhibit 1 number. 

Å For the project applicant during the competition, the information should display the project 

applicantôs legal name, the applicant number (which for nearly all organizations is the DUNS 

number), the project name, and the (system-generated) project number.

Remember to save the information you entered on the current form you are working on before moving on to 

another form. 

Image Description:  Screen capture of Submission Summary screen with the left menu bar and the links 

that allow you to return to each part of the Registration highlighted. 


