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Preface

This HDS Next Gen System User Guide provides instructions for developers applying for funding from New
Hampshire Housing’s Multifamily funding programs in submitting their application through the HDS Next Gen
application system. Applications to the following programs will be submitted via the HDS Next Gen System:

e 9% Low-Income Housing Tax Credits
e 4% Low-Income Housing Tax Credits, in combination with tax-exempt bond financing

e Multifamily Supportive Housing
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Registration

To apply for a funding round, you must first register for an account in NH Housing’s HDS Next Gen system.

To register, click this link to go to the Multifamily Web Portal login page and select HDS NextGen on the login
screen.

...... e

administrator

Application User

rerrvame Name

Complete the required information on the registration form:

o Choose “Application User” in the pull-down field for
“Account Type”

e Enter your Registrant and Organization Information

e Click the checkbox for the appropriate Funding Round
under the Available Funding Round(s).

o Review the terms expressed in the End-User License salleFuning ound)
Agreement (EULA) and select the checkbox to agree. 7z

e Click “click here to create one” to Create Account.

O 1 agree to EULA terms and conditions.

You will receive a message indicating that you have completed your registration.

Create Account

‘You have requested access to Housing and Development
Software Portal. Our agency will be reviewing your request
and will be comtacting you with your login information.

Your registration must be reviewed and approved by NH Housing Staff.
After your account has been approved, you will receive an email notification to log into the system with the
username and password you provided at registration.
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Logging In

Once your registration has been approved, return to the login page to enter your user credentials. You must
review and agree to the End-User License Agreement (EULA) before accessing the system for the first time,
and each time the EULA is updated. Sign-in will become enabled after you select “| agree to EULA Terms and
Conditions.” Once selected, access to the HDS NextGen Multifamily Web Portal will be granted. The
Remember Me checkbox is then visible, providing the option to log in without typing in user credentials.

,HAS

HDS_User002 HDS_User002

ck here 1o create one Click here 1o create one

[ 1 sgree to EULA ter ang conditions ERYEUESUIEY | | agree to EULA terms and conditions JERTECRSTNY

If you have forgotten your username or password, click Trouble Signing In? and follow the prompts to retrieve
your credentials. An email with your user ID or instructions for creating a new password will be sent to the
email address you registered with.

Click Bgck to Sign In” to refturn. to Trouble Signing In
the previous page. If an option is
not selected, you will receive an (O | forgot my User ID (O Ifargot or need to reset my password

error message that states, “Select

an option. Backto Sign In n
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Funding Rounds and Applications

Home Screen

The Home screen shows a list of funding rounds linked to the user, along with additional information. By
default, it shows Funding Rounds for which the applicant has submitted an application and the corresponding
applied applications. If an applicant has not submitted an application through the HDS NextGen Multifamily
Web Portal , no applications will be visible. To view funding rounds for which an application has not been
submitted, unselect the “Applied” toggle. This will make the 2023 9% LIHTC funding application visible.

Funding Round & Applications @ ovicd _

Funding Rounds Applied

. Test 1-2024 LIHTC 9% Funding Round

 Test 22024 LIHTC 9% Funding Round Ev

Funding Round Details
HDS Development Funding Round Summer 2021

Details Reference Docs
Funding Round Details

Funding Round Narme e
HDS Development Funding Round Summer 2021 https://web-2016-2:8009/

Start Date End Date
05/01/2021 08/31/2021

Funding Round Description

This is a competitive funding round for the upcoming summer!

TR
Lol

To access information about the Funding Rounds,
simply click on the "Details" option. The Details tab
provides essential details about the Funding Round,
including its name, start and end dates, and any
additional information.

Funding Round Details

Copy of LT - 2024 LIHTC - 2

Details Reference Doc: Stages

There are no Reference Docs 10 review.

&=
The reference docs tab contains documents related
to the funding round which the agency had deemed important for the user to review and have access to.

The stages tab provides a quick view of the funding round stages and the timeline.
Click close to exit the screen and return to the Funding Rounds & Applications home screen.

Starting Your Application
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1. Click on the name of the funding round. This will expand the grid view and display and allow you to
apply to the funding round.
2. Click anywhere on the application details box to access the record.

. Morgan Smith v ‘

Funding Round & Applications @ ~ovicd

New Funding Round

¥

=
~1
Test 22024 LIHTC 9% Funding Round

Start: 06/01/2023 End: 09/30/2023

This will bring you to the application details screen.

E Application Details Version #- Application Name
€ | p* testing Project 123 1 -Testing Project 123
+es Unsubmitted
Details Related Entities/Contacts Email Notes Files
= 4 = o9
General Information Stages Scoring Status History

Application Details

Testing Project 123 Application #

F

24 LIHTC-2 Addl Application #

Program Selection

Federal Programs

HOME [1Bond [ HTF

Created: 6/16/2023 10:24 AM, TestDeveloper Edited: 6/16/2023 11:00 AM, TestDeveloper

Funding Round Details
HDS Development Funding Round Summer 2021

Details Reference Docs Stages

Funding Round Stages

May 15, 2021 Environmental Review
Tests to be completed

August 31, 2021 Application Submission

| Google | HDS | ABC Dev |

Note: Please see APPENDIX A for instructions on how to add a collaborator.
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Entering An Application

There are three main tabs that must be completed prior to submission of your application.

e General Information
e Stages
e Scoring

General Information tab:
Enter the following information on this tab.
1. Enter the project name in the Application Name field.
2. Click “Save” at the top right to save the name.

Application Details Version #- Application Name
ca [0 . Application Actions v Save

Testing Project 123 1 -Testing Project 123

«es Unsubmitted

Application Details
Testing Project 123 Application #

Funding Round
Addl Application #

Program Selection

Federal Programs

OSection8 EALHTC CIHOME [JBond [J HTF

Created: 6/16/2023 10:24 AM, TestDeveloper Edited: 6/16/2023 11:09 AM, TestDeveloper

NH Housing HDS NextGen System User Guide (06/26/2023) Page 9 of 19



Stages tab:

The Stages Tab is where you will upload documents and the project application for review.

Application Details
o

Testing Project 12

Wersion # - Application Name
1 -Testing Project 123

Details Related Entities/Contacls Email Notes Files
= ® = 9
General Information Stages Scoring Status History
Application Stages
1. Application
Status: Incomplete
Updated By: N/A

Application Upload

0 Files

Exhibits

O Files

Created: 6/16/2023 10:24 AM, TestDeveloper

There are two sections:

Due Date: D6/21/2023

Updated Date: N/A

B Notes

Edited: 6/16/2023 11:09 AM, TestDeveloper

e Application Upload - Where you upload the New Hampshire Housing Financing Application Excel file

e Exhibits — Where you will upload exhibit files

1. Click on Files to the right of each section - A new window will be displayed listing the files that can be

uploaded.

Exhibits

Incomplete

Checklist Description

Files

Drag a column header here to group by that column

B ) B Q search.

[ ctons | Ferewesed ———~ | he | Ftane ——~ ves | Updamity —~ | Updaipue
Q Q Q Q -

1. Cover Letter Yes
Signed Certification Yes
Detailed Site Map No
Site Photos No
Envirenmental Information Yes

Evidence of Site Control Yes

o 12 20

[ Wrap Text [] Show all Rows

Page 1 of 1 (6 items) o

Note: The “Required” documents for the round are marked “Yes” in the Required column to the right of the

File Requested column.
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To upload a document, click on the three dots in the Actions column to the left of the document name and
choose “Upload.”

Exhibits
Incomplete
Checklist Description
2
Files
Drag a column header here 1o group by that column B G Q. search
File Requested * Re. = | FileNam = | MNotes = | UpdatedBy = | UpdatedDate =
Q
1. Cover Letter Yes =
5 ted Certfication Yes =
2 siled Site Map No =
Phatos Mo =
Upload - 1. Cover Letter bad History =
ironmental Information Yes =
Evidence of Site Control Yes =
2 2 Page 10f 1 (6 items) o

p Text O Show all Rows

S

1. Click Browse to open the file explorer window on

your computer

2. Select File and click “Open” — This will upload the

file into the system

3. Add any notes in the Note section of the window

relative to that document
4. Click Save.

You will see the File Name, Update by and Updated Date in the grid.
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Confirm

‘ Would you like to set the Checklist ltem to
Completed?

BB

Exhibits

Incomplete

Checklist Description

Files
Drag a column header here to group by that column @ L_é E‘E Q_ Search...
[ hctons | FleReesis = | e~ | Fename - | Noms - | ipdmeity - pseadsie - |
Q Q Q Q -

1. Cover Letter Yes BA Task List 2022.xlsx = msmithtest 06/14/2023
Signed Certification Yes =
Detailed Site Map No =
Site Photos No =
Environmental Information Yes =
Evidence of Site Control Yes =

o 12 20 Page 1 of 1 (6items) < o >
O Wrap Text [J Show all Rows

You can click “Save” at any time and come back to this area to upload more documents.

o After successfully uploading all the files that you would like to have reviewed for the funding round,
please click the "Complete" button.

o The system will ask for confirmation that all items in the Checklist are complete. Click “Yes” if the
statement is true and “No” if you would like to continue uploading documents.

e Click save.
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Exhibits
Completed

Checklist Description

Drag a column header here to group by that column @ |__§' @ Q, Search...

[hciors | esomesd = | e~ | Flename = ies = Updaediy = | Ui~ |
Q Q Q Q Q -

1. Cover Letter Yes BA Task List 2022
Signed Certification

Detailed Site Map

Site Photos

msmithtest 06/14/2023

Environmental Information

Evidence of Site Control

o 12 20 Page 1 of 1 (6 items) o
[ Wrap Text [] Show all Rows
Mark as Incomplete m
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Once you have completed both sections of the Stage you can mark the Stage as “Complete.” Please ensure
that you have uploaded all the required documents.

1. Application

Status: Incomplete Due Date: 07/31/2023
Updated By: N/A Updated Date: N/A
Exhibits
Exhibits Files

Developer's Resume

Developer's Resume  Files

Once this stage is marked as complete, it cannot be reopened, and you will not be able to upload
any additional documents to the application. NH Housing staff CANNOT reopen this area of the
application.

1. Application

Status: Completed Due Date: 07/31/2023
Updated By: msmithtest Updated Date: 06/14/2023
Exhibits
Exhibits Files
Developer's Resume

Developer's Resume  Files

NH Housing HDS NextGen System User Guide (06/26/2023) Page 14 of 19



Scoring tab

Within the Scoring tab, please proceed down the column and input your self-score for each item. Additionally,
if applicable, you can add any relevant notes in the designated section.

Yersion # - Application Name:
1 - Testing Project 123

Details Related Enfities/Contacts Email Notes Files
= * = o
General Informatio stages Scorin Status History

1. General Occupancy

Sub-Scoring Description Type Max Score SelfScore  Supporting Documentation Notes Modified By Modified On
Range 0-10 WA TestDeveloper 6/16/2023,10:24 AM
2. Income Targeting
Sub-Searing Deseription Type Max Seore Self Score Supporting Documentation Naotes Modified By Modified On
Range 0-5 NiA TestDeveloper 6/16/2023, 10:24 AM
2b. >= 10% but fewer than 100% of total units are ELI
Sub-Scoring Description Type Max Score Self Score  Supporting Documentation Notes Modified By Modified On
Fixed 5 WA TestDeveloper 616/2023, 10:24 AM
2c. At least 25% of non-LIHTC units, including market are reserved for 80% AMI
Sub-Scaring Description Type Max Score Self Score  Supporting Documentation Notes Modified By Modified On
Fixed 5 N/A TestDeveloper 6/16/2023,10:24 AM
Created: 6/16/2023 10:24 AM, TestDeveloper Edited: 6/16/2023 11:09 AM, TestDeveloper

Once you have completed the self-scoring of your application click “Save” in the upper right corner of the
window to save your application.

Once all information is entered click on the save button in the upper right-hand corner of application details.

. Morgan Smith

E Application Details Version #- Application Name
«a | " morgan's Project 1 - Morgan's Project ~  Application Actions v | [gjSave
«es Unsubmitted
Details Related Entities/Contacts Email
= (S] ® = = Al B 0]

General Information Funding Stages Threshold Scoring site Demographics Deal Info Status History

Application Details

Morgan's Project 222

Funding Round
T 24 LIHTC 9% Ro Addl Application #

Application Templates
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Submitting Application for Review

Once you have completed all three tabs (General Information, Stages, Scoring) Click “Save” your application.

You are now ready to submit your application for review.

WARNING!!!
Please exercise caution and refrain from clicking the submit button until you are certain that your application
is complete.
Once the application is submitted, you will not have the ability to make any further edits or modifications.

Under “Application Actions” click “Submit.”

. Morgan Smith v

- Application Actions v save

E Application Details Version #- Application Name
€a #" Morgan's Project 1 - Morgan's Project
=+ Unsubmitted

T Submit
Details Related Entities/Contacts Email Notes Files
W Delete
= <) ® = = Al B 9 _
General Information Funding Stages Threshold scoring Site Demographics Deal Info Status History & Print Application |

Application Details
Morgan's Project 222

Funding Round

Test 2 2024 LIHTC 9% Funding Roun Addl Application #

Application Templates

The following message will appear. Click submit again.

Submit

A You are submitting the application to the agency

for review. Once submitted, this application
would become read-only.

o

The status of the application will appear in the funding round as “Submitted.”

o Test 2 2024 LIHTC 9% Funding Round m <]

Version: 1
Number: 222

Name: Morgan's Project
Edited: 06/14/2023,1710 PM

NH Housing HDS NextGen System User Guide (06/26/2023) Page 16 of 19



APPENDIX A

Adding a Collaborator

If you wish to include an additional person(s) in the collaboration of your application, you can add them to the
system and grant them access to the application. The collaborator will only be able to access the applications
that have been specifically assigned to them.

1. Click on the Related Entities/Contacts tab.

F Application Details Version 1- Apglication Name
€aQ # Test ject 123 O 1 - Testing Project 123 +  Application Actions v
(]
Details () Related Entities/Contacts () f_rrall Notes Files
O
= * = L0
General Information Stages Scoring Status History
Application Details
Testing Project 123 Application #
unding Round
Addl Application #
Program Selection
Federal Programs
OSectons B UHTC DJHOME [OBond [ HIF
Created: §716/2023 10:24 AM, TestDeveloper Edited: 6/16/2023 11209 AM, TestDeveloper

2. Click on +Collaborator

@ Morgan Smith v

E] Application Details Version # - Appication Neme
«a 7 = 1 - Morgan's Project - Application Actions v Risave
Details Related Entities/Contacts Email Notes Files
+ Collaborator
Created: 6/13/2023 11:46 AM, msmithtest Edited: 6/13/2023 11:46 AM, msmithtest

3. Click on +Contact

Collaborator(s)

=3 5D
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4. Click on the °

5. Add contact information

Add Contact

Contact First Name *

Contact Last Name *

Contact Email *

6. Click Save.
7. Check the box next to the contact’s name and then click on save.
8. Click on save again.

9. You will receive a message that the contact record was added successfully.
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Contacts

B QB Q sacn

m Coniact First Name = Coniact Last Name = ContactEmail =
Q Q Q

(all) -
Morgan Smith msmith@nhhfa.org
[ Wrap Text [ Show all Rows

Morgan Smith
123 Bulcsng Way
AATON New Hermosire

Edlog: 67132025 1145 A4 memiiost

v
[ p—
aucestaly
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