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2013 Neighborhood Assistance Program

Electronic Report Tutorial

This guide will provide instructions for NAP Participant Organizations in filing the Mid-Year Report, which is
due on January 6, 2014 and the End-of-Year Report, which is due June 6, 2014.

. | = : :
I. Direct your web browser |2 https://ihcdaonline.com/ P~0C

to I_
http://wwleCDAOnllnecom in Civmmartad Citar = &1 Wahkh Slicra Rallan: -

Welcome to Indiana Housing and Community Development Authority's online

2. Select “Authority Online.” services

i

‘ces for managing their awards and meeting their reporting requirements,

The Authority Online site Is Used for claims management online applications, data
management, and reporting.

ClienfTrack is used for managing client information and reporting for HMIS.

The Weatherization Assistance Program site is used for Weatherization data and reporting

Weatherization

Welcome to the Authority DMS Online Management System

This site will allow organizations working with the Indiana Housing and Community Development Authority to manage information

3. Enter your username and
about their awards. Some of the features of this site are claims management, Owner Certifications, IDA Awards, NAP Reporting, and
password. Then select the B St Pty sl oo i e cotues 5 pamdod 10 s ot S 10wt o ol o o0

streamline our processes.

(43 . ”
button labeled “Login. I::>L G i

Forqot Your Password?

y & supported browser. The current supported browsers are

Fire
Firefox 18

Online Resources and Training Videos

Click Here to visit the IHCDA website
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My Profile

Indiana Housing Online Management System

4. Select the link “NAP.”

HCV Reports This will aliow property owners to enter compietion report and closeout information for their
awards
DA Individual D Account can manage their and programs

through this site.

NAP Neighborhood Assistance Program. This will allow awardees to enter their semi-annual reporiing
as well as apply for the NAP program during open rounds

Award Claims Management Claims Management wil allow an Awardee fo submit claims online for payment. This will work
for the majority of the awards that use a claims process. You are able to submit claims for any
award that your organization is the awardee as well as view the claim status.

Professional Services Claims Claims Management wil allow an Awardee 1o submit claims oniine for payment. This will work
Management for the majority of the awards that use a claims process. You are able to submit claims for any
award thal your organization Is the awardee as well as view the claim status

Third Parly Claims Management Third Party Claims il allow a thirdy party to view their online claims
for payment. Claims are submitted by the Awardee for direct payment to the third party
organization,

My Organization Manage the information about your organization such as contact information, users,

partnerships, and pariners

My Profile Manage your profile including your password, contact information, your organization information,
and other information about your organization

are based your organization. In some
ur organization who tering
page

ses, you may need o share y
e user. This orgar

our ‘Organization Code
on code can be found from

with another organz om
your prafile Screen on the My Organ

on or

thda ooe . Indiana Housing Online Management System
5. Select the appropriate AT | AF Amlioalifion
project number. bt — —— S i I

$0.00

Unknown Z Services, Open
2008-NP-893 0/2 Reports. Z Services,
2009-NP-895 2/2 Reports Z Service:

Note: For projects that began Rmnl ofmen] Kz

2011-NP-898 212 Reports Z Ser

My Profile
Manage Users

2012-NP-993 2/2 Reports ervice

in 2013, the project number IONPa o V7S
will begin with
“2013-NP”

- h d ooe Welcome John
INnc a Indiana Housing Online Management System
NAP Application List

. NAP Semi-Anuual Reporting Neighborhood Assistance Program (NAP)

6. On the left side of the = Application Cover Page
NAP Application
Application No.: 2013-NP-9!

screen, beneath the IHCDA A0S | e hn st s o o comits s o
logo, click the link named e |

Economic Disadvantage

. Financing -
“NAP Semi-Annual

clivities
Round Begin Date: 31,

your Commur

elopment Rep

Upload Documents

Reporting.” - Ao s

Print Required NAP Signat:
Cartscations \nelur® | applicant Information

Print Required NAP Terms
Document and Sign

Street Address/P 0. Box

State v mp Court v
Phone Fa
ve Officer ~
Chiet Executive Emai
Contact Person (Name and Titie) v

t Email

Address Line 1

Line 2
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. - Weicome John Smith
7' USIng the Pu”-down menu’ Itha ooe Indiana Housing Online Management System
ensure that the field labeled
“FOI’ Periodu ShOWS the NAP Appiication List Neighborhood Assistance Program Semi-Annual Reporting
Add NAP Application
correct period. . O

For the Mid-Year Report
(January 6, 2014) the box
should read “First Half.”

For the End-of-Year Report
(June 6, 2014) the box
should read “Second Half.”

Add Contributor

Contributor Type: [individual |

8. Scroll down the page to the

area labeled “Add o
Contributor.”
Select the “Contributor e .

Type” (Individual or s
Business) and complete the

form with the contributor’s i
information. |::> —
Contributors

9. When finished, click the st e o |
bUtton |abe|ed “Add Dn\e\rzss\emdcmu;::“ = - o
Contributor.”

10. Repeat steps 8 and 9 until
all your contributors have PN ———— 5
been entered. )

ighborhood Assi: Program Semi-A | Reporting
I . Scroll back up to the top of R —
the page and select the '
button labeled “Submit
Report.” —

Rem

Aad Contributor

Contributor Type*  [Individual ]

Please contact Indiana Housing and Community Development Authority at (317)-232-7777 with any questions.



