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Notes: 

Welcome to the training module for Exhibit 1 ï CoC Project Listing: Loading, Reviewing, and 

Ranking Projects. In this module, you will learn how to upload, review, and rank Exhibit 2 projects.  

 

The CoC Project Listing in Exhibit 1 requires each CoC to upload, review, and accept or reject all 

projects, while CoCs must also rank all new projects.  Using the CoC Project Listing, if the CoC 

notes an error while reviewing an Exhibit 2, the CoC may release a project from the list and send 

the Exhibit 2 back to the applicant for amendment.     

 

Continuum of Care (CoC) Project Listing Instructions are located  in e-snaps on the left hand 

menu of the CoC Exhibit 1 application. At any time while going through application, if you need 

additional information on the forms described, please access these instructions.  

 

Prior to starting the application, CoCs should review the Exhibit 1: Introduction and the e-snaps 

Features and Functions training modules. These and other resources are available on the e-snaps 

training page on the HRE at http://esnaps.hudhre.info/.   

 

To get started, letôs review this moduleôs learning objectives. 

 

  

http://esnaps.hudhre.info/index.cfm


2 

Notes: 

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

Å Load Exhibit 2 submissions 

Å Filter the CoC Project List 

Å Review Exhibit 2 content 

Å Make amendment requests 

Å Approve or reject Exhibit 2 new and renewal projects 

Å Rank new Exhibit 2 projects 

 

The steps for accessing Exhibit 1 are described in detail in the Exhibit 1 Introduction training 

module on the e-snaps training page on the HRE at http://esnaps.hudhre.info/. Each time you 

return to e-snaps, you will access Exhibit 1 by selecting ñSubmissionsò on the left menu bar and 

selecting the orange ñOpen Folderò icon to the left of the CoC Number for the FY2011 Exhibit 1 

project.    

 

http://esnaps.hudhre.info/


Notes: 

The CoC does not need to rank renewals; it needs only to accept or reject them. Although they all 
appear on the same list, they are categorized separately. 

 

Å First indicate the CoC Project Listing Filter screen in e-snaps. This screen allows the user 
to filter the Project Listing screen by values and sort the projects accordingly.   

Å Next, as the user accepts each project, the cumulative amount next to each funding type 
increases on the Budget Summary screen.  

Å Finally, the process for ranking, approving, and rejecting new projects is different than that 
for approving and rejecting renewal projects.  These are discussed separately in this 
module. 

 

Each of these topics is addressed in more detail later in the module. 
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Notes: 

Before we describe in detail the steps necessary to approve, rank, or reject projects, letôs examine 
the overall process for renewal projects versus new projects. 

To begin, letôs consider renewal projects. CoCs will be required to designate each renewal 
project as ñapprovedò or ñrejected.ò  If a renewal project is approved, no further action required.  If 
a renewal project is rejected, a ñreason for rejectionò must be selected. 

Next, letôs consider new projects.  Similar to renewal projects, new projects must first be 
designated by the CoC as ñapprovedò or ñrejected.ò  If a new project is approved, it must be given 
a unique numerical rank.  If a new project is rejected, a ñreason for rejectionò must be selected. 

 

The remainder of the module is organized as follows: 

Å Loading Exhibit 2s 

Å Use of the project listing filter 

Å Reviewing Exhibit 2s 

Å Sending Exhibit 2s back for amendment 

Å Rules for approving, ranking, and rejecting Exhibit 2s 

Å Ranking, approving, and rejecting Exhibit 2s for new projects 

Å Approving and rejecting Exhibit 2 renewals 

 

Embedded in the last two subjects is a description of how approving and rejecting Exhibit 2s 
affects the budget summary. 

 

The next slide describes how the CoC loads projects into the Project Listing. 

 

Image Description: This screen capture depicts a flow chart which compares the approval, 
ranking, and rejection steps for renewal projects versus new projects.  
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Notes: 

After opening the Exhibit 1, select ñCoC Project Listingò from the left menu bar. By default, the 

CoC Project Listing screen will be empty.  

 

Before proceeding, please note all CoCs should select an internal date by which applicants must 

submit their Exhibit 2s. The purpose of the ñUpdate Listò is to allow you to determine if all Exhibit 

2s have been submitted.  

 

Please note that uploading Exhibit 2s is a separate process from ranking Exhibit 2s. The CoC 

may select the ñUpdate Listò button at any time to view those Exhibit 2s that have been 

submitted and determine which ones that have not yet been submitted.  

 

HUD strongly suggests that CoCs DO NOT begin ranking new projects or 

approving/rejecting renewal projects unless you have determined that Exhibit 2s for ALL 

projects have been submitted.  Selecting ñUpdate Listò will erase any ranking that has 

been assigned.  If you want to begin ranking your projects prior to having all Exhibit 2s 

submitted, please print out the current Project Listing and use the printed copy to 

manually rank your projects prior to doing so electronically. 

 

Image Description: Screen capture of the CoC Project Listing screen.  The ñCoC Project Listingò 

link on the left navigation menu and the default list message, ñThis list contains no itemsò are 

highlighted. 



Notes: 

When you are ready to load the Exhibit 2 submissions, select the ñUpdate Listò button. Once you 

select the ñUpdate Listò button, the screen will disappear and a message will appear that states 

that e-snaps is updating your project listing. For CoCs with hundreds of projects, the update may 

take up to 30 minutes, or in some instances, much longer. It is recommended that you go back 

and complete other Exhibit 1 forms and revisit the project listing at a later time. The greater the 

number of Exhibit 2s submitted, the longer it will take for e-snaps to update the project listing. If 

you are concerned about time (e.g. more than an hour), contact the HRE Virtual Help Desk so that 

if there is a potential problem, it can be identified. 

 

Note: You may update the project list at any time and as often as you would like, but as 

mentioned on the previous slide, any ranking information entered by the CoC will be 

overwritten each time the ñUpdate Listò button is selected. Therefore, HUD recommends 

project rankings not be entered until the following steps have been completed by the CoC: 

Å A review of all projects 

Å Sent back projects requiring applicant amendment(s) 

Å Received all re-submitted (amended) projects 

Å Have decided which projects will be rejected 

 

Image Description: First screen capture shows the ñUpdate Listò button.  Second screen capture 

of the CoC Project Listing screen shows the Instructions when ñshowò is selected.  
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Notes: 

After the CoC Project List update is complete, your submitted New and Renewal projects will 

appear.  Depending on the number of projects received, the list may contain multiple screens.  

 

Å If your list contains multiple screens, links to each available screen number can be found 

in the footer at the bottom of the list.  

Å The yellow number indicates the screen in the list that is currently being reviewed.  

Å To view other screens, simply select the appropriate screen number from the footer at the 

bottom of the list. 

 

Next, we will discuss the new Project Listing Filter function in e-snaps. 

 

Image Description: Screen capture of populated CoC Project Listing screen with the number of 

screens in the screen footer highlighted.  A second screen capture show an image of a screen 

footer when the project list contains more than one screen. 
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Notes: 

The CoC Project Listing has been equipped with filters for the ñProject Type,ò ñProgram Type,ò 
and ñComponent Type.ò  The names of these filters correspond to the column headers on the CoC 
Project Listing screen. This functionality will allow users to filter the list according to specific 
values.   

 

To access this function select the ñShow Filtersò label at the top of the CoC Project Listing screen.  
Examples of filter uses are as follows: 

 

Å Example 1:  A user wants to review all new, SHP TH projects. 

Å Solution:  Add the value óNewô to the ñProj Typeò filter, óSHPô to the ñProg Typeò 
filter, and óTHô to the ñComp Typeò filter.   The resulting list will only include new, 
SHP TH projects. 

 

Å Example 2: A user wants to review all ranked projects to ensure that they are ranked 
correctly.   

Å Solution:  Add the value óNewô to the ñProj Typeò filter and select the ñFilterò 
button. All the renewal projects will be removed from the list allowing the user to 
review all new projects. 

Å Note:  this example will be of more relevance when we get to the discussion of 
ranking and reviewing that occurs later in this module. 

 

Note: Filters are not case sensitive. 

 

Image Description: Screen capture of the CoC Project Listing screen with the screen set to 
ñShow Filtersò and the ñShow/Hide Filtersò link highlighted. 
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Notes: 

You may now review the details of each project listed. CoCs are expected to review each Exhibit 2 

application in a fair and unbiased manner prior to approving, ranking, or rejecting project applications. 

 

Note: Eligible CoCs that are using the HHN Reallocation process in FY2011 must ensure that the projects 

submitted on the CoC Project Listing are consistent with the data entered on forms 3D-3H of the Exhibit 1 

application.  

  

To review an Exhibit 2 submission: 

Å Select the ñOpen Folderò icon, which opens the selected projectôs entire Exhibit 2 submission.  

Å Use the links in the left menu bar to navigate to the different application screens.  

Å To return to the CoC Project Listing screen, select the ñBack to Exhibit 1 FY2011ò link at the bottom 

of the left menu bar.  

 

The next slide discusses how the CoC sends an Exhibit 2 back to the applicant for amendment. 

 

Image Description: Screen capture of a CoC Project Listing screen with the ñOpen Folderò icon for a single 

project within the list highlighted. A second screen capture is shown of the related Exhibit 2 Before Starting 

screen, with the Before Starting screen highlighted in the left menu bar. A third screen capture shows the 

bottom portion of the left menu bar with the ñBack to Exhibit 1 2011ò link highlighted.  
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Notes:  

If a submitted Exhibit 2 needs to be amended, contact needs to be made between the CoC lead 

agency and the applicant (via email or phone, and not through the e-snaps system).  

 

Å If an applicant determines that an amendment is necessary, the applicant should contact 

the CoC lead agency and request that the CoC ñamend" the Exhibit 2 back to the 

applicant. The amending of a project releases it back to the project applicant.  

Å If the CoC lead agency requests a change, the CoC should contact the applicant.  

Å The CoC must take the following actions so the applicant can amend the Exhibit 2:  

Å Select the Amend button (i.e., the ñNotepadò icon) that tells e-snaps to ñreleaseò 

the Exhibit 2 back to the applicant.  

Å Update the project listing so the Exhibit 2 does not appear on the CoC Exhibit 1 

list.  

Å Notify the applicant that the Exhibit 2 has been sent back for amendment.  

  

Remember, selecting the ñUpdate Listò button at the top of the CoC Project Listing screen 
refreshes the project list. In this case, the project to be amended is removed.  

The project will not reappear until it has been re-submitted by the applicant and the CoC 
updates the project listing again.  The applicant should notify the CoC when the Exhibit 2 
has been re-submitted. 

 

Image Description: Screen capture of the CoC Project Listing screen is shown with the 
ñNotepadò icon highlighted.  

 

 



Notes: 

The CoC is not involved in this process, but it is helpful for CoCs to understand what the Applicant 

must do to amend the Exhibit 2.  

Once the applicant receives notification from the CoC (not via e-snaps) that the Exhibit 2 has been 

sent back for amendment, the applicant must do the following: 

Å Log in to e-snaps.  

Å Select ñSubmissionsò in the left menu bar.  

Å Find the Exhibit 2 FY2011 application that was sent back to the applicant. 

Å The Project Name for the Exhibit 2 FY2011 will be listed twice (or more if the 

project has been sent back for amendment multiple times). The applicant should 

select the Exhibit 2 project application that does not have a date under the ñDate 

Submittedò column. 

Å Review the list under the ñProject Nameò column, or use the Project Name dropdown 

menu and ñFilterò button.  

Å Select the ñOpen Folderò icon to the left of the project with no submission date.  

Å Make the required change(s), saving each form as it is revised.  

Å Select the ñSubmitò button.  

Å Notify the CoC that the Exhibit 2 has been re-submitted.  

 

NOTE:  After the Exhibit 2 has been sent back for amendment, the only person who will be 

able to select the ñSubmitò button to open the Exhibit 2 for editing is the person who 

originally submitted the Exhibit 2 to the CoC.  

 

The next three slides discuss the general rules for approving, ranking, and rejecting projects. 
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Notes: 

Next, letôs discuss some general approval and ranking rules. 

As previously mentioned, each time the ñUpdate Listò button is selected on the CoC Project Listing 

screen, any ranking information that has been added will be lost. Therefore, HUD recommends 

that CoCs not begin data entry of project rankings until the CoC has reviewed all projects, 

determined if any projects need to be amended by the applicants, received all re-submitted 

(amended) projects, and decided which projects will be rejected.  Remember, you must approve 

or reject all renewal projects and rank any new projects that were submitted to your CoC. 

 

When the CoC selects the ñViewò icon next to a project name, the Exhibit 2 Project Details screen 

opens. One of the fields on this screen will ask, ñDo you want to approve this project?ò  You must 

select óYesô or óNoô from the dropdown menu for each submitted project (regardless of ónewô or 

órenewalô status).  

 

1. If you select ñYesò and ñSave,ò you have óapprovedô the project.  The project is also now 

automatically assigned to one of the following four priority types based on information in 

Exhibit 2: 

Å Final Pro Rata Need, also called FPRN 

Å New SHP, S+C, SRO projects  

Å New HHN reallocated projects 

Å Renewal SHP projects  

Å Permanent Housing Bonus 

Å Shelter Plus Care renewals 

 

2. If you select ñNoò and ñSave,ò you have órejectedô the project.   
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Notes: 

Only NEW (approved) projects are ranked.  This includes SHP, S+C, and SRO projects (FPRN), 
Permanent Housing Bonus projects, and/or Hold Harmless Need reallocated projects.  Approved 
renewal projects are not ranked.  This includes SHP and S+C renewals.   

 

Every new (approved) project, regardless of priority type, must be assigned a unique numerical 

rank. After a project is ranked, the rank will populate on the CoC Project Listing screen next to the 

project entry. The rank will also contain one of the following two prefixes: 

Å F = Final Pro Rata Need (FPRN, which includes HHN reallocated projects) 

Å SHP, S+C, SRO projects  

Å P = Permanent Housing Bonus projects 

 

Note: FPRN projects will be funded in their priority order, just as in past years. CoCs must not 
skip or duplicate ranking numbers. 

 

Approved renewal projects will not be ranked but will include one of the following priority type 
prefixes under ñRankò on the CoC Project Listing screen: 

Å F = Projects included in calculation of Final Pro Rata Need 

Å SHP projects  

Å U = Shelter Plus Care renewals 

 

Note: Detailed instructions on how to approve, rank, or reject projects (new and renewal) are 

discussed next. 
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Notes: 

Finally, also consider the following rules while reviewing and ranking projects: 

Å CoCs may apply for more than one Permanent Housing Bonus project, up to the maximum 

Permanent Housing Bonus amount that the CoC is eligible to receive. If a CoC submits 

multiple Permanent Housing Bonus projects, HUD will only review the highest ranked ones up 

to the maximum amount. All others will be rejected.  

Å Each time you approve or reject a renewal project, the Budget Summary screen automatically 

updates. Specifically, the Budget Summary screen updates to add the projectôs budget to the 

total for the respective priority type. Use this budget summary screen to compare FPRN and 

Permanent Housing Bonus amounts to the total eligible amounts for these projects. 

Å The CoC project list has been equipped with filters for the ñProject Type,ò ñProgram Type,ò 

and ñComponent Type.ò  The names of these filters correspond to the column headers on the 

CoC Project Listing screen. This new functionality will allow users to filter the list according to 

specific values (i.e., ónewô).  This was discussed earlier in this module. 

Å It is strongly recommended that you print and review rankings to ensure they are 

correct and do not contain duplicates. Projects are ranked within CoC Project Details 

screens; however, the CoC Project Listing screen will update to include rankings, and that is 

the screen you should print to review the entire list of rankings. An error message will appear 

if a duplicate rank is assigned. You will not be able to submit your Exhibit 1 with duplicate rank 

assignments. 



Notes: 

To approve an Exhibit 2 renewal project, start from the CoC Project Listing screen and refer to the 

following steps: 

 

Å  To begin, select the ñViewò icon next to the renewal project you want to approve. The 

CoC Project Details screen should appear for the project you selected. 

Å  Next, on the CoC Project Details screen, refer to the following steps: 

Å First, select ñYesò from the ñDo you want to approve this projectò dropdown field. 

Å Next, select the ñSaveò button at the bottom of the screen, and the ñPriority Typeò 

will auto-populate. 

Å To return to the project list, select the ñSave and Back to Listò button. 

 

Note:  The Project List may be sorted by any of the items in the column header, by 

selecting the header itself. 

 

Image Description: The first screen capture depicts the CoC Project Listing screen with the 

ñViewò icon highlighted. The second screen capture shows a CoC Project Details screen with the 

ñApprovalò dropdown, ñSaveò button, and ñSave & Backò button highlighted. 
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Notes: 

To reject an Exhibit 2 renewal project, start from the CoC Project Listing screen and refer to the 

following steps: 

 

Å To begin, select the ñViewò icon next to the renewal project you want to reject. The CoC 

Project Details screen should appear for the project you selected. 

Å Next, on the CoC Project Details screen, refer to the following steps: 

Å First, select ñNoò from the ñDo you want to approve this projectò dropdown field. 

Å Next, select the ñSaveò button at the bottom of the screen, and the ñPriority Typeò 

will auto-populate to display, ñRejected.ò 

Å Next, the ñReason for project rejectionò dropdown will also appear. You must 

select a reason. 

Å Finally, select the ñSave and Back to Listò button to return to the project list. 

 

Image Description: The first screen capture depicts the CoC Project Listing screen with the 

ñViewò icon highlighted. The second screen capture shows a CoC Project Details screen with the 

ñApprovalò dropdown, ñReason for project rejectionò field, ñSaveò button, and ñSave & Backò button 

highlighted. 
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Notes: 

When you return to the CoC Project Listing screen after approving or rejecting renewal projects, 

you will notice the following: 

Å If you approved the renewal project, the corresponding priority type prefix appears in the 

ñRankò column. 

Å If you rejected the renewal project, an ñXò appears in the ñRankò column. 

 

Image Description: This screen capture highlights project ñranksò listed on the CoC Project 

Listing screen.  
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Notes: 

Additionally, each time you approve or reject a renewal project, the Budget Summary screen 

automatically updates. Specifically, the Budget Summary screen updates to add the projectôs 

budget to the total for the respective priority type. Use this Budget Summary screen to compare 

FPRN, Permanent Housing Bonus, and HHN reallocated amounts to the total eligible amounts for 

these projects.  NOTE:  You do not type anything in this screen ï it is a cumulative summary 

screen. 

 

Note: To navigate to the Budget Summary screen, select ñSummaryò (below CoC Project Listing) 

from the left menu bar.  

 

Image Description: Screen capture of the Budget Summary screen. 
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Notes: 

To approve and rank a new Exhibit 2 project, start from the CoC Project Listing screen and refer 
to the following steps: 

 

Å To begin, select the ñViewò icon next to the new project you want to approve and rank. 
The CoC Project Details screen should appear for the project you selected. 

Å Next, on the CoC Project Details screen, refer to the following steps: 

Å Select the ñSaveò button at the bottom of the screen, and the ñPriority Typeò will 
auto-populate and a ñRankò field will appear. 

Å Select ñYesò from the ñDo you want to approve this projectò dropdown field. 

Å In the ñRankò field, enter a numerical rank. 

Å To save your numerical ranking and return to the project list, select the ñSave and 
Back to Listò button. 

 

Note: Be careful to use each numerical rank only once. And remember, in addition to numerical 
rank, projects are also automatically assigned to a priority type. The priority type is denoted by an 
automated prefix. Be sure to select ñSaveò before proceeding to be sure that the assigned priority 
type is correct. 

 

Note:  The Project List may be sorted by any of the items in the column header, by clicking 
on the header itself. 

 

Image Description: The first screen capture depicts the CoC Project Listing screen with the 
ñViewò icon highlighted. The second screen capture shows a CoC Project Details screen with the 
ñPriority Typeò field, ñApprovalò dropdown, ñRankò field, ñSaveò button, and ñSave & Backò button 
highlighted. 



20 

Notes: 

To reject an Exhibit 2 new project, start from the CoC Project Listing screen and refer to the 

following steps: 

 

Å To begin, select the ñViewò icon next to the renewal project you want to reject. The CoC 

Project Details screen should appear for the project you selected. 

Å Next, on the CoC Project Details screen, refer to the following steps: 

Å First, select ñNoò from the ñDo you want to approve this projectò dropdown field. 

Å Next, select the ñSaveò button at the bottom of the screen, and the ñPriority Typeò 

will auto-populate to display, ñRejected.ò 

Å Next, the ñReason for project rejectionò dropdown will also appear. You must 

select a reason. 

Å Finally, select the ñSave and Back to Listò button to return to the project list. 

 

Image Description: The first screen capture depicts the CoC Project Listing screen with the 

ñViewò icon highlighted. The second screen capture shows a CoC Project Details screen with the 

ñApprovalò dropdown, ñReason for project rejectionò field, ñSaveò button, and ñSave & Backò button 

highlighted. 
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Notes: 

When you return to the CoC Project Listing screen after rejecting or approving (and ranking) new 

projects, you will notice the following: 

Å If you approved and ranked the new project, the numerical rank and priority type prefix 

appear in the ñRankò column. 

Å If you rejected the new project, an ñXò appears in the ñRankò column. 

 

Image Description: This screen capture highlights project ñranksò listed on the CoC Project 

Listing screen.  

 


