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Returning Applicants:
Updating the SF-424 for 2010

Notes:
Welcome to the SF-424 online training module for returning applicants. The SF-424 is a form used
throughout the Federal Government to reduce the gra

standardizing the collection of information that is included in all grant application packages.

Every applicant must complete the SF-424.

A Even if you created an SF-424 in 2009 and you think you do not need to edit it, you will still
need to update and complete the SF-424 through e-snaps in order to access Exhibit 2.

A The term Acompleted refers to thed2fif@B0dp| et ed bu
A The Authorized Representative must select the 0

In this module, we will walk you through the steps to review the SF-424 that you completed in the
2009 application and update the information and complete the SF-424 for 2010. By completing the
SF-424 for 2010 you will replace the SF-424 completed in 2009; you will not create a new, separate
2010 version.

A Returning applicants may also use the SF-424 training module developed for new
applicants. The module provides step-by-step instructions for each screen and could be
particularly helpful for new staff who enter or review information in the SF-424. This
resource is also located on the e-snaps training page at http://esnaps.hudhre.info.

Now that you have an understanding of what will/l be
objectives.


http://esnaps.hudhre.info/
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» By the end of this module, you should be
able to:

— Prepare for the application process

— ldentify which fields you need to edit and
screens you must complete

— Attach required documents to your SF-424
— Complete the SF-424 for 2010

Notes:
By the end of this module, you should be able to do the following:
A Prepare for the application process
A Identify which fields you need to edit and screens you must complete
A Attach the required documents to your SF-424 form
A Complete the SF-424 form for 2010

Note: This module is designed to assist returning applicants in completing the SF-424 for 2010. It
does not discuss each part of the SF-424.
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* Review following resources, located on the e-
snaps training page of the HRE at
www.esnaps.hudhre.info

— Introduction to e-snaps Functions and Features,
to assist you in navigating through e-snaps

— Getting Started for project applicants, which
describes what to do if your organization’s
Authorized Representative changes

Notes:

The e-snaps training page on the HRE contains numerous resources for the SF-424, Exhibit 1, and
Exhibit 2. There are several resources available that you should review prior to starting your
application.

A Review the Introduction to e-snaps Features and Functions training module. This discusses
terms used in e-snaps, icons and button that you will encounter, ways in which you can
navigate through the application (e.g., left menu bar, submission summary screen), and
fields that are required to be completed.

A Review the Getting Started guide for applicants. This discusses what to do if the Authorized
Representative changes and several other topics, and it provides helpful hints and
identifies common errors.

A If you are completing the SF-424 in e-snaps for the first time, and no other representative
from your applicant organization has previously completed an SF-424, please refer to the
training module for New Applicants.

A These resources and more are available at http://esnaps.hudhre.info.



http://esnaps.hudhre.info/index.cfm
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DUNS number and CCR up-to-date
Only one SF-424 needed, in most cases

Applicant applying for funding should complete
SF-424

Authorized Representative available to initiate
the SF-424 and add registrants

Number and registering with the Central Contractor Registration (CCR), on the

See the resource on obtaining a Data Universal Numbering System (DUNS)
e-snaps training page at http://esnaps.hudhre.info

Notes:
A DUNS number and registration with the CCR is required of all Exhibit 2 applicants.

** See the resource for obtaining a Data Universal Numbering System (DUNS) Number and registering
with the Central Contractor Registration (CCR), on the e-snaps training page at
http://esnaps.hudhre.info. The Dun and Bradstreet website is www.dnb.com. The CCR website is
www.ccr.gov. Note that CCR is also known as Central Contractor Registry.

Each applicant should only have one SF-424. There are two exceptions:

A Ifthe organization has more than one authorized representative. For example, if one organization
handles Maryland, Virginia, and DC but has a different authorized representative for each location,
you need to complete three separate SF-424s. However, if one organization has one authorized
representative for all locations, you need to complete one SF-424 and specify in Exhibit 2 which
project goes with which CoC.

A If there have been changes in the way the organization structures its operations, as related to the
Authorized Representative. This does not pertain merely to a change in the person who is the
Authorized Representative. If your organizational structure has changed, complete a new SF-424.

The Applicant applying for funding is the organization who should complete the SF-424 and submit the Exhibit
2in e-snaps.
A staff from another organization may help with entering the information, but he/she should not
establish or complete the SF-424 or submit the Exhibit 2 application(s).

The Applicantés Authorized Repr es e n424dnd aderegmmwasts. b e
A The Authorized Representative does not need to enter in all the information, but he/she must
establish a user profile, log in, and establish the organization as an applicant. These steps are
explained later in this module.

avail a
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* e-snaps can be accessed at http://www.hud.gov/esnaps
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Warning: HUD will prosecute false claims and statements. Coaviction may result in criminal and/or civil peaslties (ILS.C. 1001, 1010, 1012; 31 U.5.C. 3729, 3802).
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Notes:

The first step to completing the SF-424 is gaining access to the e-snaps system. Type the following URL into your
Internet browser window: www.hud.gov/esnaps. This will take you to the e-snaps Welcome screen.

If you are a registered user:

A Enter your username and password on the | eft menu ba
button. You do not need to create a new user profile.

A Update your user profile, if necessary. After logging in, select My Profile from the left menu bar.
Note: Remember that updating information in a log in user profile in e-snaps is different than updating
information in the applicant contact list in the SF-424. If you need to update your contact information for
the SF-424, you will do so in the SF-424 Applicant Contact List, as discussed later in this module

If you are a first-time e-snaps user:
A Your organization may be a returning applicant, but if you are a new, first-time e-snaps user, refer to the

SF-424 training module for New Applicants for instructions on Creating a Profile and being added as a
registered user on the e-snaps training page at http://esnaps.hudhre.info.

If you forget your log in information:

A Select fAForgot Your Passwordo on the | eft menu bar ¢
A On the fAForgot Passwordo screen, enter your usSer namé
User Profile.

A Select fAiSend Password Reset eésnapkwillsand instrictionslvia émailbom o f  t
resetting your password. The email wildl include the

Questiono field.

A After entering the correct Personal Confirmation Answer, you will be directed to a link that will allow you
to change your password.

If you forget your Personal Confirmation Answer, contact the HRE Virtual Help Desk, notify them that you do not
have your personal confirmation answer, and request they re-set your password.

Image Description: Screen capture of the e-snapsWe |l come screen with

nUs
highlighted in the | eft menu bar, along with t


http://www.hud.gov/esnaps
http://esnaps.hudhre.info/

Notes:
In a previous competition, your organization was established as an applicant in e-snaps. So on the
Applicants screen, your organizationds name should

A Note: There should be only one applicant name. If you erroneously created additional
applicants, use only the correct one that you completed last year. You cannot delete the
applicant name. To avoid confusion, you can ren
applicant nameo or fADo not wuseo) .

A Note: You do not identify projects here. If you have done so in the past, to avoid
confusion, you should rename these items as well.

There are two icons next to the Applicant name.

A 35HIJLVWUDQW i IsFRiQcon resembles a person. When you
you will be able to add and delete registrants (registered users) to your SF-424 and Exhibit
2 application.
** For more information, please refer to Adding and Deleting Additional
Registrants/Registered Users in e-snaps, available on the e-snaps training page at
http://esnaps.hudhre.info.

A 32SHQ IROGHUhLLERQcon resembles an orange folder.
Fol dero icon, the screen wil!/l refresh aend the |
shaps with the SF-424 screens.

Although the Authorized Representative should be cautious in allowing access, HUD strongly
recommends that each Authorized Representative add at least one additional registered user to
their e-snaps account . Then, in the event that the Authorized Representative is out of the office,
another informed colleague will have access to the SF-424 and Exhibit 2(s).

Image Description: Screen capture of the e-snaps Applicants screen with the orange folder icon
and person icon highlighted.



