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MODULE 1 – REGISTRATION AND FIRST LOGIN 

 

1.  Introduction 

This user guide is intended for external Consultant users who access the Housing OneStop 
portal to support and review housing development funding applications on behalf of sponsors or 
EOHLC. It covers the complete first-time registration and login process, as well as how to 
navigate the portal and perform core tasks. 

 

Consultant users operate in two distinct contexts within the GMS: 

• Sponsor Side — A Sponsor Admin assigns Consultant users to a project, allowing them 
to edit pre-applications and full applications on behalf of the sponsor. Consultants in this 
context can edit but cannot submit applications. 

• EOHLC Side — EOHLC Super Admins or Admins assign Consultant Admins to a 
project, giving them read-only access to review submitted pre-applications and full 
applications and report findings back to EOHLC. 

 

This guide applies to both Consultant user roles: Consultant Admin and Consultant Standard 
User. The registration and first-login process is the same for both roles. 
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Figure 1 – Housing OneStop portal landing page 

 

1.1  Key Facts 

• Access to the Housing OneStop portal requires registration through MyMassGov (the 
Commonwealth’s Single Sign-On system) and then through the GMS portal. 

• Your organization must already be registered in GMS. If it is not, you will create a new 
organization during registration. 

• After registering as a Consultant Standard User, your Consultant Admin must approve 
your request before you can access the portal. 

• Consultant Admins are approved by EOHLC Super Admins or Admins. 

• Once approved, you will access the Housing OneStop portal using your MyMassGov 
credentials. 

 

1.2  Understanding Consultant User Roles 

The GMS supports two Consultant user roles. Your role determines what you can do within the 
Housing OneStop portal. 

 

Role Access Level Description 

Consultant Admin Administrative 
access 

Can approve or reject Consultant Standard User 
registrations. Can activate or deactivate users. Can 
review submitted applications (EOHLC Side) and edit 
applications on behalf of a sponsor (Sponsor Side). 

Consultant 
Standard User 

Standard access Can view and review projects and applications 
assigned to them. Can edit pre-apps and full apps on 
behalf of a sponsor (Sponsor Side) but cannot submit. 
Cannot manage users or assign projects. 

 

Note: Your role is determined during registration. If you believe your role is incorrect, 
contact your Consultant Admin or EOHLC for assistance. 

 

1.3  Understanding the Two Access Contexts 

Consultant users may be given access to projects from two different sources, which affect what 
actions they can take: 

 

Context Assigned By What You Can Do 

Sponsor Side Sponsor Admin (via 
User Access tab on 
project record in portal) 

View project record and all pre-apps and full apps. 
Edit pre-apps and full apps on behalf of the sponsor. 
Cannot submit applications. 

EOHLC Side EOHLC Super Admin or 
Admin (via User 

View project record and all submitted pre-apps and 
full apps. Review applications and report to EOHLC. 



HLC Housing OneStop  |  Consultant User Guide                                                                                         June 2026 

Executive Office of Housing & Livable Communities  |  Commonwealth of Massachusetts                                               Page 5 of 35 

Context Assigned By What You Can Do 

Management tab on 
project record in GMS) 

Review requisitions and financing summaries. 
Download PDFs. 

 

Tip: You may have access to the same project through both contexts simultaneously. In that 
case, both your edit permissions (Sponsor Side) and your review access (EOHLC Side) will 
apply to that project. 

 

2.  First-Time Registration and Login 

2.1  Step 1 – Create a MyMassGov Account 

Access to the Housing OneStop portal requires a MyMassGov account. If you do not already 
have one, you will need to create one before registering in the GMS portal. 

 

Navigate to the Housing OneStop portal and click Log in. You will be redirected to the 
MyMassGov login page. If you are a first-time user, click CREATE AN ACCOUNT to begin. 

 

 
Figure 2 – MyMassGov login page with Create an Account option 
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You will be asked to consent to sharing your MyMassGov profile information with the Housing 
OneStop system. Click CONTINUE to proceed. 

 

 
Figure 3 – Consent to share MyMassGov profile information 

 

Account Creation Steps 

1. Enter your organizational email address and click SEND VERIFICATION CODE. A six-
digit code will be sent to your email. 
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Figure 4 – Step 1 of 3: Verify your email address 

 

2. Check your email for the verification code, then enter it in the Verification code field and 
click VERIFY. 
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Figure 5 – Enter the verification code received by email 

 

3. Enter your First Name and Last Name and click CONTINUE. 
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Figure 6 – Step 2 of 3: Add account details 

 

4. Create a password following the Password Rules shown on screen (8–64 characters, 
meeting at least three complexity requirements). Enter and confirm your password, then 
click CREATE AN ACCOUNT. 
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Figure 7 – Step 3 of 3: Set up your password 

 

Tip: Once your MyMassGov account is created, you will be automatically redirected to the 
GMS portal to complete your registration. 

 

2.2  Step 2 – Register in the GMS Portal 
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After your MyMassGov account is set up, you will be redirected to the GMS portal to complete 
your registration. This is a four-step process: Account, Org Type, Organization, and Preview. 

 

Step 1 – Enter Your Account Details 

On the Create an account screen, enter your personal and contact details: Prefix (optional), 
First Name, Last Name, Middle Name (optional), Email Address (pre-filled), Title (optional), and 
Phone number. Click Continue when done. 

 
Figure 8 – GMS portal account details form 
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Step 2 – Select Your Organization Type 

On the Select your organization type screen, choose Consultant — Advisory Role. This 
identifies you as a Consultant who can support and review applications on behalf of sponsors. 

 
Figure 9 – Select organization type: Consultant selected with role options 

 

After selecting Consultant, choose your role: Consultant Admin (full access including user 
management) or Consultant Standard User (can view and edit applications). Then click Next. 

 

Step 3 – Find or Create Your Organization 

Search for your Consultant organization by name, Tax ID (optional), city, or state. If your 
organization appears in the results, select it and click Next. If not listed, click My organization is 
not listed and complete the Request new organization form. 
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Figure 10 – Find your organization search screen 

 

If creating a new organization, provide the Organization name, Tax ID, Address, City, State, Zip 
Code, Website (optional), and a description of your relationship to the organization. Click 
Review registration request when complete. 
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Figure 11 – Request new organization form (Consultant) 

 

Step 4 – Review and Submit Your Registration 

Review all your details on the Review your registration screen including User details, 
Organization, Requested role, and any Additional details or justification. Use the Edit links to 
correct anything, then click Submit registration. 
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Figure 12 – Review your registration screen showing Consultant Admin role 

 

Once submitted, you will see the Registration submitted confirmation screen showing all four 
steps completed. 



HLC Housing OneStop  |  Consultant User Guide                                                                                         June 2026 

Executive Office of Housing & Livable Communities  |  Commonwealth of Massachusetts                                               Page 16 of 35 

 
Figure 13 – Registration submitted confirmation screen 

 

Important: Your registration will be reviewed by an EOHLC administrator within 2–3 
business days. You will receive an email notification once a decision has been made. 

 

2.3  Step 3 – Await Approval 

After submitting your registration, you will immediately receive an acknowledgement email from 
EOHLC confirming your request is under review. 
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Figure 14 – Registration acknowledgement email from EOHLC 

 

• Consultant Admin registrations are reviewed by EOHLC Super Admins or Admins. 

• Consultant Standard User registrations are reviewed by the Consultant Admin of their 
organization. 

 

You will receive a second email once your request has been actioned. If approved, the email will 
contain a link to access the portal. 

 

Tip: If you do not receive an email within a reasonable time, check your spam or junk folder. 
Contact your Consultant Admin (Standard Users) or EOHLC (Consultant Admins) if needed. 

 

2.4  Step 4 – Log In to the Housing OneStop Portal 

Once your registration has been approved, you will receive an approval email from EOHLC with 
a link to get started. 

 

 
Figure 15 – Approval email from EOHLC with link to Housing OneStop portal 

 

Steps 
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5. Click the link in your approval email, or navigate directly to the Housing OneStop portal 
login page. 

6. Click Log In and authenticate using your MyMassGov credentials. 

7. You will be taken to the portal home screen with the full navigation menu: Home, 
Funding Rounds, Projects, Pre Applications, Full Applications, and User Management. 

 

 

 
Figure 16 – Housing OneStop portal home screen after login 

 

Tip: After your first login, you will be routed directly to the portal home screen on each 
subsequent login. 

 

3.  Quick Reference – Registration and Login Summary 

3.1  First-Time Setup Process Summary 

 

Step Action Notes 

1 Create MyMassGov account Enter email, verify with code, add name, set password. 



HLC Housing OneStop  |  Consultant User Guide                                                                                         June 2026 

Executive Office of Housing & Livable Communities  |  Commonwealth of Massachusetts                                               Page 19 of 35 

Step Action Notes 

2 Complete GMS registration Select Consultant org type, choose role, find or create org. 

3 Await approval Consultant Admin requests reviewed by EOHLC. Standard 
User requests reviewed by Consultant Admin. 

4 Receive confirmation email Approval or rejection notification sent by email. 

5 Log in to Housing OneStop Use MyMassGov credentials to access your assigned 
projects. 

 

3.2  Help and Support 

 

Issue Resolution 

Registration approval email not 
received 

Check spam folder. Contact your Consultant Admin (Standard 
Users) or EOHLC (Consultant Admins). 

Registration request rejected Contact your Consultant Admin or EOHLC for clarification and 
guidance on re-applying. 

Cannot find your organization during 
registration 

Select My organization is not listed and enter your 
organization’s details to create a new record. 

Forgot MyMassGov password Use the Forgot Password option on the MyMassGov login 
page. 

Cannot access portal after approval Ensure you are using the same MyMassGov credentials used 
during registration. Contact EOHLC if the issue persists. 
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MODULE 2 – CONSULTANT ADMIN 

 

1.  User Management 

As a Consultant Admin, you are responsible for managing users within your organization — 
approving or rejecting registration requests, activating or deactivating users, and assigning 
projects to your team members. 

 

1.1  Navigating to User Management 

From anywhere within the Housing OneStop portal, click User Management in the main 
navigation menu. The User Management section contains three sub-tabs: 

 

• User Registration — Displays all registration requests submitted by users who selected 
your organization. Use this tab to approve or reject pending requests. 

• User Management — Displays all active and inactive users within your organization. Use 
this tab to activate, deactivate, and manage existing users. 

• Organization Management — Displays and allows management of your organization’s 
details within the GMS portal. 

 

 
Figure 17 – User Registration sub-tab showing registration requests 

 

1.2  Approving or Rejecting Registration Requests 

When a Consultant Standard User registers and selects your organization, their request will 
appear under the User Registration sub-tab for your review. 

 



HLC Housing OneStop  |  Consultant User Guide                                                                                         June 2026 

Executive Office of Housing & Livable Communities  |  Commonwealth of Massachusetts                                               Page 21 of 35 

Steps 

8. Navigate to User Management and click the User Registration sub-tab. 

9. Locate the pending registration request (Status: Pending). 

10. Click the User Registration ID to open the request details. 

11. Review the applicant’s name, organization type, role, and email address. 

12. Click Approve to grant access, or Reject to deny the request. 

13. The applicant will receive an automated email notification confirming the outcome. 

 

 

 

Note: Only Consultant Standard User registrations are directed to the Consultant Admin for 
approval. Consultant Admin registrations are reviewed and approved by EOHLC. 

 

1.3  Activating and Deactivating Users 

Consultant Admins can activate or deactivate Consultant Standard Users within their 
organization. Deactivating a user removes their portal access without deleting their account. 

 

Steps 

14. Navigate to User Management and click the User Management sub-tab. 

15. Locate the user you want to activate or deactivate. 

16. Click the user’s name to open their user record. 

17. Click Activate or Deactivate as appropriate and confirm the action. 
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Tip: Deactivating a user prevents them from logging in but retains their account and history. 
You can reactivate at any time. 

 

1.4  Managing Your Organization Details 

The Organization Management sub-tab displays your organization’s registered details. 
Consultant Admins can edit these using the Edit button in the top-right corner. 

 

 

Steps 

18. Navigate to User Management and click the Organization Management sub-tab. 

19. Click Edit in the top-right corner to enter edit mode. 

20. Update the relevant fields and save your changes. 
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Tip: Keep your organization’s details up to date — particularly the address and Tax ID — as 
these are used by EOHLC to verify your organization’s identity. 

 

 

Note: EOHLC Super Admins and Admins can assign projects to Consultant users from the 
GMS. Sponsor Admins can assign projects from the User Access tab on the project record 
in the portal. The access context (Sponsor Side or EOHLC Side) determines the level of 
access granted. 

 

2.  Reviewing Projects and Applications 

Consultant Admins have access to all projects assigned to their organization. Projects assigned 
by EOHLC provide read-only access to submitted applications. Projects assigned by a Sponsor 
Admin provide full edit access to all pre-apps and full apps. 

 

2.1  Navigating to Projects 

Click Projects in the main navigation menu. The list view displays all projects assigned to your 
organization, showing Project ID, Project Name, Status, Sponsor Organization, and Created 
Date. 

 

 
Figure 19 – Projects list view showing assigned projects 

 

2.2  Viewing a Project Record 

Click any Project ID or project name to open the project record. The record displays the project 
lifecycle status tracker at the top and contains three tabs: 
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• Details — Core project information including Project ID, Project Name, Project Entail, 
Status, and Description. 

• Pre Applications — Lists all Preliminary Application References (PARs) associated with 
the project. 

• Full Applications — Lists all Full Applications (APPs) associated with the project. 

 

 
Figure 20 – Project record showing the Details tab and project lifecycle status tracker 

 

2.3  Reviewing Pre-Applications (EOHLC Side) 

When assigned by EOHLC, Consultant users can review all submitted pre-applications 
associated with that project. 

 

Steps 

21. Open the relevant project record and click the Pre Applications tab. 

22. Click the PAR ID to open the pre-application record. 

 
Figure 21 – Pre Applications tab showing Preliminary Application References 

 

23. The pre-application record opens with the following tabs: 
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• Application View — Structured view of the pre-application including General Information, 
Site Map Interface, Project Characteristics, Funding Sources, Project Entitlement, CBH 
Information, and FCF Information. 

• Documents — Documents uploaded by the sponsor. 

 

 
Figure 22 – Pre-application record showing Application View tabs and action buttons 

 

Important: When accessing pre-applications in the EOHLC Side context, Consultant users 
have read-only access. Editing is only available when assigned by a Sponsor Admin 
(Sponsor Side). 

 

2.4  Editing Pre-Applications on Behalf of a Sponsor (Sponsor Side) 

When a Sponsor Admin assigns a Consultant user to a project from the User Access tab of the 
project record, the Consultant gains the ability to edit pre-applications and full applications on 
behalf of that sponsor. 

 

Steps 

24. Open the relevant project record and click the Pre Applications tab. 

25. Click the PAR ID to open the pre-application record. 

26. Open the pre-application record by clicking the PAR ID, then click the Resume Pre-App 
button at the top-right to enter edit mode. 
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27. Record opens in edit mode and can make changes across all tabs. 

 
28. Make the required changes and save. To discard changes, exit without saving. 
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Important: Consultant users can edit applications on behalf of the sponsor but cannot 
submit them. Only the Sponsor Admin or Sponsor Standard User can submit. Always 
confirm with the sponsor before saving changes. 

 

2.5  Reviewing Full Applications (EOHLC Side) 

When assigned by EOHLC, Consultant users can review submitted full applications associated 
with assigned projects. 

 

Steps 

29. Open the relevant project record and click the Full Applications tab. 

30. Click the APP ID to open the full application record. The record contains: 

• Application View — Includes Summary Page, General Information, Development Team, 
Site Map Interface, Building Info Page, Preservation, Sources, Uses, Income, Expenses 
and Cash Flow, Permitting and Entitlement, Due Diligence, Tax Credit Basis, and Green 
Checklist. 
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• Documents — Documents uploaded by the sponsor. 

 
 

• Requisitions — Visible once the application has reached In Construction or In Monitoring 
status. 

 

 

Important: In the EOHLC Side context, Consultant users have read-only access to full 
applications. 

 

2.6  Editing Full Applications on Behalf of a Sponsor (Sponsor Side) 

When assigned by a Sponsor Admin, Consultant users can edit full applications on behalf of the 
sponsor. 
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Steps 

31. Open the relevant project record and click the Full Applications tab. 

 
32. Click the APP ID to open the full application record. 

33. Open the full application record by clicking the APP ID, then click the Resume Full App 
button at the top-right to enter edit mode. 

 
34. The full application opens in edit mode via the Resume Full App button. Make the 

required changes across any tab and save. 
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Important: Consultant users cannot submit full applications. Submission remains the sole 
responsibility of the Sponsor Admin or Sponsor Standard User. 

 

2.7  Reviewing Requisitions 

Once a full application has reached In Construction or In Monitoring status, Consultant users 
can view requisitions from the Requisitions tab on the full application record. 

 

Steps 

35. Open the relevant full application record and click the Requisitions tab. 

36. The tab displays all requisitions showing Requisition Name, Requisition Number, Status, 
and Requisition Date. 

 
Figure 25 – Requisitions tab showing the list of requisitions 

 

37. Click a Requisition Name to open the individual requisition record. It contains three tabs: 

• Details — Borrower, Requisition Number, Project Name, Requisition Date, Status, and 
Line Items table. 

• Summary — Residential and Commercial Budget Summaries by cost category plus a By 
Funding Source breakdown. 

• Documents — Any documents attached to the requisition. 
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Figure 26 – Requisition record — Details tab showing line items 

 

 
Figure 27 – Requisition Summary tab — Residential and Commercial Budget Summary 
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Figure 28 – Requisition Summary tab — By Funding Source breakdown 

 

Note: Consultant users can view all requisition details but cannot approve or reject them. 
Requisition approvals are handled exclusively by EOHLC staff. 

 

2.8  Generating and Downloading the Application Summary PDF 

An Application Summary PDF can be generated for any pre-application or full application using 
the Generate PDF button available on both the Pre-Application and Full Application pages. 

 

Steps 

38. Open the pre-application or full application record. 

39. Click the Generate PDF button on the application page. 

 
40. Once generated, download the PDF to your device. 
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Tip: The Application Summary PDF reflects the application content at the time it is 
generated. Generate a new PDF after any changes have been saved to get the most up-to-
date version. 
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MODULE 3 – CONSULTANT STANDARD USER 

 

1.  Overview 

As a Consultant Standard User, your primary role in the Housing OneStop portal is to review 
and, where assigned by a Sponsor Admin, edit projects and applications assigned to you. You 
do not have user management responsibilities — those are handled by your Consultant Admin. 

 

Like Consultant Admins, you may operate in two contexts: the Sponsor Side (where you can 
edit applications on behalf of the sponsor) and the EOHLC Side (where you have read-only 
access to submitted applications). The context is determined by who assigned the project to 
you. 

 

Note: The registration and first login process for Consultant Standard Users is covered in 
Module 1. Please refer to that module if you have not yet completed your registration. 

 

2.  Accessing Your Assigned Projects 

When you log in to the Housing OneStop portal, your home screen will display the projects 
currently assigned to you. 

 

2.1  Navigating to Projects 

Click Projects in the main navigation menu to view all projects currently assigned to you, 
showing Project ID, Project Name, Status, Sponsor Organization, and Created Date. Click any 
project name or Project ID to open the project record. 

 

2.2  Viewing a Project Record 

Clicking a project opens the full project record. The tabs and content are identical to those 
described for Consultant Admins in Module 2, Section 2.2. 

 

Note: You will only see projects that have been explicitly assigned to you by a Sponsor 
Admin, or EOHLC. If a project is missing, contact your Consultant Admin. 

 

3.  Reviewing and Editing Applications 
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The process for reviewing and editing applications, reviewing requisitions, and generating PDFs 
is identical for Consultant Standard Users and Consultant Admins. Please refer to the following 
sections in Module 2: 

 

Task Refer To 

Reviewing pre-applications (EOHLC Consultant) Module 2, Section 2.3 

Editing pre-applications on behalf of a sponsor (Sponsor 
Consultant) 

Module 2, Section 2.4 

Reviewing full applications (EOHLC Consultant) Module 2, Section 2.5 

Editing full applications on behalf of a sponsor (Sponsor 
Consultant) 

Module 2, Section 2.6 

Reviewing requisitions Module 2, Section 2.7 

Generating and downloading the Application Summary 
PDF 

Module 2, Section 2.8 

 

Important: Consultant Standard Users cannot submit applications — that action remains 
with the Sponsor Admin or Sponsor Standard User. Always confirm with the sponsor before 
saving edits. 
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