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Introduction to e-snaps Features and
Functions

Notes:
Wel come to theefnapsFeatducesoantdoFunctionso training

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

r ef er r eeesnapsooe-snaps ¢ontains 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.

I n this training module, you will generally see th
applicants.

There are numerous, additional resources available on the e-snaps training page on the HRE
|l ocated at: http://esnaps. hudhre.info. Among the
St art edo drome$onCGoC€ leaa agencies and one for Exhibit 2 applicants.

Now that you have an overview of what wil!/l be cove
learning objectives.
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» By the end of this module, you should be able to:
— Define common terms used in e-snaps
— ldentify e-snaps icons
— ldentify e-snaps buttons
— Use e-snaps selection arrows
— Navigate through e-snaps
— Complete the fields
— Log in to e-snaps

Notes:

By the end of this module, you should be able to:
A Define common terms used in e-snaps

Identify e-snaps icons

Identify e-snaps buttons

Use e-snaps selection arrows

Navigate through e-snaps

Complete the fields

Login to e-snaps
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« Common terms used in e-snaps:
Applicant

Funding Opportunity

Project

Project Name

Step Name

Import Data

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

A Applicant. HUD commonly uses the term fiapplicanto to f
funds that completes an Applicant Profile and submits an Exhibit 2 applicationtothe CoC. The t

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

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

A IntheCoCRegi stration process, ¢t he tCeQRagisirgtionagpleationd si mpl vy
Aln the Exhibit 1 application process, the term fAproj
Aln the Exhibit 2 application, however, the term fApro

Shelter Plus Care (S+C), or Moderate Rehabilitation for Single Room Occupancy (SRO) projects that
organizations within the CoC operate.

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

A IntheCoCRegi stration applicati orCoCNamegaodNurober. nameod refer s
Aln the Exhibit 1 appl i catQo®NamedngMumbpeect named refers

Aln the Exhibit 2 application, fAproject namedo refers
applicant is applying for funding.
A 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 AStep Nameo also indicates whether the pro

A Import Data. This term refers to the function in e-snaps that enables the user to pull information forward from a
previ ous year i ntCoC Redistatianand Exhibittl, ag wel as éhe 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.



« Common icons you will see in e-snaps:

4. - “Registrant” icon
™ — “Open Folder” icon
@ - “View” icon

3 —“Add” icon

® - “Delete” icon

%) - “Calendar” icon
2 — “Export List” icon

Notes:

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

A ThefiRegi st r arnetsbe mbcloens a person. |t enables you t
userso (a register ede-smapeuserpradile who is &ssosiaiedinesi t h  an
shaps 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.)

Thei Open Fol desemblesiac aramge folder. It serves to open a set of forms,

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

Thei Vi e w o0 resembden 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.

TheA Addo riecsoenmbl es a piece of paper with a #Aplus
a new entry or add an item on a particular screen.

Thedi Del et eios iacorned circle with an Ax0 insi de. |t
on a particular screen.

Thefi Cal e n d aregemhles aflip calendar and has the number 23 on it. It allows you
to select a date to be populated into a particular field.

TheA Ex por t Liesembles dnarmw facing upwards. It allows you to export the
information on the screen.

o P o I o Do

Image Description: | mage s

the icons for fARegistrant, 0 AOg
iCcal endar

of
, 0 and AExport Listo icons.


http://esnaps.hudhre.info/

Notes:
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« Common buttons you will see in e-snaps:

— “Save” button [ Save ]
— “Save and Back” button [ Save 8 Bock )|
— “Back” button 1 Back ]
— “Save and Next” button [ Sove a e )
— “Next” button 1 Next )

-

— “Save and Add Another” button | Save & Add Ancther
— “Save and Back to List” button [ Save & Backto Uit ]
— “Back to List” button ( Back o Lt ]
— “Check Spelling” button [ Check Speing ]
— “Export to PDF” button [ Export 1o POF ]

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

A
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Image Description: | ma g e

Add

Thefi Sav e 0 btards theinformation you enter in the system. This button is very importantd if you

|l eave a screen without selecting the ASaveodo button fi
and it willneedto be reentered.Se |l ect t he fASaveo button frequently as
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.

Thei Save and Bag&rof dumg otnhe same function as the fiSave
previous screen.

Thefi Bac k 0 lvill takie you back to the previous screen, but it will not save any changes you have
made.

Thei Save and Nepxetrof obrumist oonhe same function as the fiSave
the next screen.
The i N e xbuttdn will advance you to the next screen, but it will not save any changes you have made.

Thed Save and Add A nilsavethednformationteotered on a list screen and open a new
blank form to enter, for example, another committee, sub-committee, or work group.

TheA Save and Back wilbsauethsihfdrmatian enteaon that screen and return you to the
original screen displaying the newly entered information in the overview list.

ThefiBack t o L iwilhad sabedhe 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.

TheAd Check Spel | wihchezk 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.

TheAiExport t o PRbklesybuwtthtthe option of saving a copy of the CoC Registration, Exhibit

1, or Exhibit 2 on your computer. Select AExport to P
at the Configure Export PDF screen, make sure all boxes are checked for those titles you want to save.
Then select AExport to PDFO0O to download the file. To

fiBack. o

of the buttons for ASave, 0 fAiSave and Ba
0

S }
Anot her, 0 iSave and Back to List,o ABack to List, C
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* Subpop (s) repr d by the organization:
(No more than two subpopulations)
Available Items: Selected Items:
Seriously Mentally lll B e
Substance Abuse > Move selected
Veterans .
HIV/AIDS item(s) here
Domestic Violence >l <«
Select
item(s)

Does the organization provide direct services to m
homeless people?

* Services provided to homeless persons and families:
(select all that apply)

J
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:
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Available Items: Selected Items:
Alcohol/Drug Abuse ﬂ =2
Case Management

Child Care

Advocacy s
Education =l <<

Move selected
item(s) here

Select

item (S) Save | Save & Add Another I '

Save & Backto List | Backto List | }
w‘ ..o ‘.‘,\""vthww\' I\.‘w‘_w,....l“"\ 6

Notes:

On several forms there will be arrows that enable you to select items from a list and move them over to
another field.

A The list is typically in a field entitled fAAvailabl
A The destination field is typically entitled fASelect
A The fASelected Itemso field may be to the right of

There are four different arrows:

A 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
ACtrl o key on your keyboard as you select each item

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

from the AAvailable Itemsodo field to the fASelected I
A Single left arrow. This arrow functions the same way as the single right arrow, but it moves items

from the fAiSelected Itemso field back to the AAvail

A 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 fiSel ecte

Note:You may see four buttons | abeled AAdd, 06 AAdd Al Il , 0 fl
function the same way as the arrow buttons described above.

Image Description: Screen capture ofthe CoCMe mber Or gani zations Detail screer
itemso and fiSelected Itemso fields highlighted in the s
organi zationo and the fAServices provided to homel ess pel



Notes:

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:

A 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.

A Submission Summary screen. Whenyou 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: Donotuse your web browsero6s fAback arrowd button; usi
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.

A For the CoC during Registration, this information should display the CoC name, CoC number, CoC
Registration FY2011, and (system-generated) Registration number.

A For the CoC during the competition, this information should display the CoC name, CoC number,
Exhibit 1 FY2011, and (system-generated) Exhibit 1 number.

A For the project applicant during the competition, the information should display the project
applicantds |l egal name, the applicant number (whi
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.



