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How to Submit an Online Housing 
Community Improvement Plan Grant 

Application 

This is a user guide on how to use the online portal to submit your Housing Community 
Improvement Plan application 

 

STEP 1: Click on User Access to login to your account 

If you have an account to apply online, this is where you login.  

If you do not have an account, this is where you register to create one.  
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STEP 2: Type the email address for your account into the Email Address field  
 
If you do not have an account, click “Create an Account” and follow the instructions. 
 
Return to this step when you register for your new account.  

 

 
 

 

STEP 3: Enter your account password into the Password field 
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STEP 4: With your email address and password entered, click on Submit to  get to 
your application menu 

 

 
 

 

STEP 5: Click on Add New Application to start the application process  
 

 



4 of 17  

STEP 6: Select Housing Accelerator Fund from the Application Type 
 

This is the category of funding you are applying to 

:  
 
 

 

STEP 7: Select “Multi-Unit Residential Grant” OR “Additional Dwelling Units Grant” from 
the Sub Type drop-down 
 
These are the actual grants within the Housing Community Improvement Plan you want to apply for. 
The sub type you choose needs to match the project you would like to do. 

 :  
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STEP 8: Write a brief description of your project in the text field 
 
This is a required field because it shows up during application processing and can be very helpful for 
the administrator 

 
 
 

 

STEP 9: Click on Continue to go to the acknowledgement 
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STEP 10: Read through the acknowledgement and click the box at the bottom of the 
agreement when you finish  

 

 
 

 

STEP 11: Click on Continue to move on to the Property Details section 
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STEP 12: Type the address for your project in the search bar 
 
This is where your project is located, NOT your home or business address (unless they are the 
same). 

 
 

 

STEP 13: Click on the address that drops down below to confirm your address 
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STEP 14: Click the Search button below the address field  

  
 

STEP 15: Scroll down the page and click on Select beside the property information to 
choose this property for your application 
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STEP 16: Click on Continue at the bottom of the page to move to the People Details section 
and confirm your profile.  
 

Note: If an error message appears at the top of the page saying the property is not within the 
project boundary, your project is not eligible for these grants. 

 

STEP 17: Make sure your profile information is correct, then click Continue to move to the 
Application Information Section 
 
This information will be tied to your application so please make sure this is correct.  

 



10 of 17  

STEP 18: Complete each section of the Grant Application Form 
 

 

STEP 19: Once you fully complete the Application Information section, click on Continue at 
the bottom of the page to move to the Supporting Documents Section.  
 
Note: If you need to stop, you can click Save for Later and come back to your application 
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STEP 20: Click on the Document Type drop-down and select one of the documents 
listed at the top of the page (Ex. Current Tax Bill) 

 
 
 

 

STEP 21: Click on Brows to select the document file from your computer that matches the 
drop-down list OR drag the file to the box 

 



 

STEP 22: Click on the Click to Upload Document Button to upload the file to your 
application 
 
The supporting document will not begin to upload until you click this button. 
Repeat this for each of the documents listed on the page. 
As you add documents, they will disappear from the list at the top of the page.  

 

STEP 23: Once you have submitted the required documentation, click on Submit 
Application to finish 
 
If you need to get more documentation for your application, you can also click on Save for Later at the 
bottom middle of the page and you can come back to finish later.  
 
Note: If you have not submitted all the required supporting documents, a red banner will appear at the 
top of the page saying, “Please complete all required fields to continue”. 
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