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MODULE 1 — REGISTRATION AND FIRST LOGIN

1. Introduction

This user guide is intended for external Quasi-Governmental (Quasi) users who access the
Housing OneStop portal to review housing development funding applications on behalf of their
organization. It covers the complete first-time registration and login process, as well as how to
navigate the portal and perform core review tasks.

The Housing OneStop portal is the external platform through which Quasi users review projects
and applications that have been assigned to their organization by EOHLC. Quasi users do not
have access to the Salesforce-based GMS used by EOHLC internal staff — all Quasi activity
takes place exclusively within the Housing OneStop portal.

This guide applies to both Quasi user roles: Quasi Admin and Quasi Standard User. The
registration and first-login process is the same for both roles. The differences between roles are
described in Section 1.1 below.

fficial website of the Commonwealth of Massachusetts Here's how you know v

(e MASS.GOV )
2 Housing OneStop m Log in

Welcome'to Housing OneStop+

Welcome to EOHLC's Housing OneStop. The Housing OneStop provides easy access for sponsors who want to apply for funding to support the development

and preservation of affordable rental housing. The system offers online forms for submitting pre-applications and OneStop applications for all Housing

Development funding sources. Sponsors can access the Housing OneStop throughout the entire project lifecycle.

Figure 1 — Housing OneStop portal landing page

1.1 Key Facts
* Access to the Housing OneStop portal requires registration through the state’s SSO
(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.
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« After registering, your request must be approved by your Quasi Admin before you can
access the portal as a Quasi Standard User.

* Quasi Admins are approved by EOHLC Super Admins or Admins.

* Once approved, you will access the Housing OneStop portal using your SSO
credentials.

1.2 Understanding Quasi User Roles

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

Role ' Access Level Description

Quasi Admin Administrative access Can approve or reject Quasi Standard User
registration requests within their organization. Can
activate or deactivate users in their organization. Can
review all projects and submitted applications
assigned to their organization.

Quasi Standard Standard access Can view and review projects and submitted

User applications that have been assigned to them by a
Quasi Admin or EOHLC. Can download PDFs of
assigned pre-applications and full applications.
Cannot manage users or assign projects.

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

2. First-Time Registration and Login

2.1 Step 1 - Create a MyMassGov Account (SSO)

Access to the Housing OneStop portal requires a MyMassGov account (the Commonwealth’s
Single Sign-On system). 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.
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@7‘ An official website of the Commonwealth of Massachusetts. Here's how you know v @ English v

M yM a SS G ov Already have a MyMassGov account?
Email
BUSINESS ACCOUNT
Password

HLC - Housing OneStop is using MyMassGov to
allow you to log in to your account safely and | [
securely.

Forgot Password

First time using MyMassGov?
CREATE AN ACCOUNT LOG IN

Learn more about MyMassGov2

Heln us imnrove MvMassGovlZ

Figure 2 — MyMassGov login page with Create an Account option

You will be asked to consent to sharing your MyMassGov profile information with the Housing
OneStop system. Click CONTINUE to proceed.

=i m] Timesheet — StackN...

Consent to share MyMassGov profile
information

Last updated 5/7/2026

By selecting ‘CONTINUE’, you are agreeing to MyMassGov
creating and storing a profile and sharing the information
in it, including personal information about you, with the
Massachusetts state agencies whose websites you use and
with third-party businesses we rely on to provide this
service. Please visit the following links to learn more about
what data we collect, what we do with it, and how we
protect your privacy.

MyMassGov Privacy NoticelZ

Data sharing_and storage [

CONTINUE

Cancel

Figure 3 — Consent to share MyMassGov profile information

Account Creation Steps
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1. Enter your organizational email address and click SEND VERIFICATION CODE. A six-
digit code will be sent to your email.

¥ MyMassGov
BUSINESS ACCOUNT

Create your account

Step 1 of 3: Verify your email

Email

jathin.danthala+112@stacknexus.io

SEND VERIFICATION CODE

Cancel

Figure 4 — Step 1 of 3: Verify your email address

2. Check your email for a verification code from the Commonwealth of Massachusetts.
Enter the code on the verification screen to confirm your email address.
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(steps v lee) WGP dalesrtorce connector 2/ Viva Insignts s v e’

Commonwealth of Massachusetts

Hello,
Thanks for verifying your jathin.danthala+112@stacknexus.io account

Your code is

030377

This code will expire in 5 minutes and can only be used once.

|

Copy and paste the code into the verification code field at MyMassGov

(formerly Login.mass.gov) to complete the verification process.

R N A AN A D el

Figure 5 — Example verification code email from Commonwealth of Massachusetts

3. Enter your First Name and Last Name and click CONTINUE.
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¥ MyMassGov

BUSINESS ACCOUNT

Create your account
Step 2 of 3: Add account details

Email

jathin.danthala+112@stacknexus.io

First Name

Tom

Last Name

Bantonl

CONTINUE

Cancel

Figure 6 — Step 2 of 3: Add account details

4. Set up Multifactor Authentication (MFA). MFA is required for all MyMassGov accounts.

Click SET UP MFA to continue.
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@ MyMassGov

BUSINESS ACCOUNT

Create your account

Set up multifactor authentication to help keep your account
secure. Setting up MFA is required for a MyMassGov
account.

SET UP MFA

Figure 7 — MFA setup prompt

5. Choose your preferred authentication method(s): Authenticator App, Primary Phone
(Voice & Text), or Secondary Phone. Select at least one method and click CONTINUE.
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Set up multifactor authentication
Choose your authentication method
Multifactor authentication (MFA) helps keep your account

secure. Select your MFA methods — we recommend using
more than one.

Authenticator App*

PRIMARY PHONE (VOICE & TEXT)

SECONDARY PHONE (VOICE & TEXT)

CONTINUE

Figure 8 — Choose your MFA authentication method

6. If you selected phone verification, enter your phone number, choose Text Me or Call Me,

and enter the verification code you receive to complete MFA setup.
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The verification code has been sent to the phone number
you provided. Enter the code you received by text or phone
call into the "Enter code" box on this page and select
'VERIFY".

Country Code
United States(+1) v

Phone number

6506669891
@ Text Me
Call Me

Enter code

089775

VERIFY

Get a new code

Figure 9 — Example of Phone verification for MFA setup

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

2.2 Step 2 - Register in the GMS Portal

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 from MyMassGov),
Title (optional), and Phone number. Click Continue when done.
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GMS -.. () Timesheet - StackN...

Create an account

Enter your information to get started with the GMS Portal

Prefix *First Name
‘ Select an Option v ‘ Tom
Middle Name *Last Name
‘ ‘ Banton

*Email Address

jathin.danthala+112@stacknexus.io

Title

*Phone

| |

Figure 10 — GMS portal account details form

Step 2 — Select Your Organization Type

On the Select your organization type screen, choose Quasi — Government Affiliate. This
identifies your organization as a Quasi-Governmental entity with permissions to oversee and
monitor housing projects and funding allocations.
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LCD- GMS -... () Timesheet — StackN...

Select your organization type

Choose the type that best describes your role in the grant process

Sponsor  Housing Developer O
::]

Apply for funding and manage housing development
projects. Sponsors can submit applications, track progress,
and manage project documentation.

Consultant Advisory Role O
)
Support and review applications on behalf of Sponsors.
Consultants can assist with documentation but cannot
submit applications directly.
& Quasi Government Affiliate O
\

Oversee and regulate housing projects. Quasi-
Governmental organizations have special permissions to
monitor compliance and funding allocations.

Figure 11 — Select organization type: Quasi highlighted

After selecting Quasi, choose your role within the organization: Quasi Admin (full access
including user management) or Quasi Standard User (view and interact with assigned
applications). Then click Next.
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supmit appiicauons airecuy.

) Quasi Government Affiliate @

Oversee and regulate housing projects. Quasi-
Governmental organizations have special permissions to

monitor compliance and funding allocations.

Select your role within this organization:

Quasi Admin @)
Full access including user management and submission privileges.

Quasi Standard User @)
Can view and edit applications for this organization.

&« Back

Figure 12 — Select your role: Quasi Admin or Quasi Standard User

Step 3 — Find or Create Your Organization

Search for your Quasi organization by name, Tax ID (optional), city, or state. If your organization
appears in the results, select it and click Next.
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Find your organization

Search for your Quasi organization

Organization name Tax ID (optional)

| Search by name... ‘ XXXXXXXXX

City State

‘ Enter city... | ‘ Massachusetts v

+ My organization is not listed

Request to add a new organization

¢ Back

Figure 13 — Find your organization search screen

If your organization is not listed, click My organization is not listed and complete the Request
new organization form. Provide the Organization name, Tax ID, Address, City, State, Zip Code,
Website (optional), and a brief description of your relationship to the organization. Click Review

registration request when complete.
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O—0 90O :

Account Org Type Organization Preview
Request new organlzatlon
Provide details about the organization you want to add

Organization details

*Organization name

testing quasi ‘
Organization type *Tax 1D
Quasi 123313133 \
* Address
| 1223
\ )
*City *State
| Boston ’ i Massachusetts v ]
*Zip Code

21231 |

Website {optional)

*Describe your relationship to this organization

|
2
& Back Review registration request -

Figure 14 — Request new organization form

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 you provided. Use the
Edit links to correct anything before submitting.
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Review your registration

Review your selection and choose your access level

User details # Edit

FIRST NAME LAST NAME
Tom Banton

EMAIL ADDRESS TITLE

jathin.danthala+112@stacknexus.
io

PHONE
6506669891

Organization # Edit

ORGANIZATION NAME ORGANIZATION TYPE
testing quasi Quasi

TAX ID
123313133

ADDRESS
1223

CITY STATE
Boston MA

Requested role at this organization

(® Quasi Admin

Additional details or justification
test

Figure 15 — Review your registration screen
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Once satisfied, submit your registration request. You will see a Registration submitted
confirmation screen showing the four completed steps (Account, Org Type, Organization,
Preview) and details of what happens next.

Account Org Type Organization Preview

@

Registration submitted

Thank you for registering with the GMS Portal. Your request has been
submitted for review.

What happens next?
® Registration Review
An EOHLC administrator will review your registration request

within 2-3 business days.

Email notification

(<]

You'll receive an email nofification when your account has
been approved or if additional information is needed

Figure 16 — 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. You will not be able to access the Housing
OneStop portal until your registration has been approved.
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noreply@salesforce.com on behalf of EOHLC No-Reply <email@0dbcn0000002vjlga: ()

To: jathin.danthala+112@stacknexus.io Thu 6/4/2026 2:09 PM

@ Retention: Data Archive (5 years) Expires: Tue 6/3/2031 2:09 PM

Hello Tom Banton,
Thank you for submitting your registration for Housing OneStop.
Your information has been received and is currently under review. Once the review

process is complete, you will receive an email confirming whether your registration has
been approved.

Thank you,
HLC Housing Development Division

Figure 17 — Registration acknowledgement email from EOHLC

* Quasi Admin registrations are reviewed by EOHLC Super Admins or Admins.

* Quasi Standard User registrations are reviewed by the Quasi Admin of their
organization.

You will receive a second email notification once your request has been actioned. If approved,
the email will confirm your access. If rejected, the email will notify you of the outcome.

Tip: If you do not receive an email within a reasonable time, check your spam or junk folder.
If you still have not received a response, contact your Quasi Admin (for Standard Users) or
EOHLC (for Quasi Admins).

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. Click the link in the email to access the portal.
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noreply@salesforce.com on behalf of EOHLC No-Reply <email@00dcn0000072mtfe: ()

To: jathin.danthala+112@stacknexus.io Thu 6/4/2026 2:22 PM

@ Retention: Data Archive (5 years) Expires: Tue 6/3/2031 2:22 PM

Hello Tom Banton,

Your registration for the Housing OneStop has been approved. To get started, go
to Click here

if you have any questions or need assistance, please
contact hlchousingonestop@mass.gov

Thank you,
HLC Housing Development Division

Figure 18 — Approval email from EOHLC with link to the Housing OneStop portal

Steps
7. Click the link in your approval email, or navigate directly to the Housing OneStop portal
login page.
8. Click Log In and authenticate using your MyMassGov credentials.

9. You will be taken to the portal home screen. As a Quasi Admin, you will see the full
navigation menu including Home, Funding Rounds, Projects, Pre Applications, Full
Applications, and User Management.

L UL ... (VS [ —

Welcome to Housing ©neStop+

‘Welcome to EOHLC's Housing OneStop. The Housing OneStop provides easy access for sponsors who want to apply for funding to support the development
and preservation of affordable rental housing. The system offers online forms for submitting pre-applications and OneStop applications for all Housing
Development funding sources. Sponsors can access the Housing OneStop throughout the entire project lifecycle.

2 - o

Funding Rounds Projects Pre Applications

Broy able funding rounds to support Manage and view all your housing Access Pre Applications information and
you ity projects and initiatives development projects. resources.

l§ X

Full Applications User Management

Access and manage your full grant applications Access Admin information and resources.
throughout the submission process.

Figure 19 — Housing OneStop portal home screen after login, showing the Quasi Admin navigation menu
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Tip: After your first login, you will be routed directly to the portal home screen on each
subsequent login without needing to re-complete registration.

3. Quick Reference — Registration and Login Summary

3.1 First-Time Setup Process Summary

Step Action Notes

1 Register via SSO Create a MyMassGov account using your organizational
email address.

2 Complete GMS registration Select or create your organization and choose your role
(Quasi Admin or Quasi Standard User).

3 Await approval Quasi Admin requests are reviewed by EOHLC. Quasi
Standard User requests are reviewed by the Quasi Admin
of their organization.

4 Receive confirmation email You will receive an email confirming approval or rejection of
your registration request.

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

3.2 Help and Support

Issue Resolution
Registration approval email not Check your spam or junk folder. Contact your Quasi Admin
received (Standard Users) or EOHLC (Quasi Admins) to follow up on

your request.

Registration request rejected Contact your Quasi Admin or EOHLC for clarification on the
rejection reason and how to re-apply if appropriate.

Cannot find your organization during If your organization is not listed, select the option to create a
registration new organization and enter your organization’s details.

Forgot MyMassGov password Use the Forgot Password option on the MyMassGov login
page and follow the instructions sent to your registered email.

Cannot access portal after approval Ensure you are logging in with the same MyMassGov
credentials used during registration. Contact EOHLC if the
issue persists.
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MODULE 2 - QUASI ADMIN

1. User Management

As a Quasi Admin, you are responsible for managing the users within your organization —
approving or rejecting new registration requests, activating or deactivating existing 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.

1.2 Approving or Rejecting Registration Requests

When a Quasi Standard User registers and selects your organization, their request will appear
under the User Registration sub-tab for your review. You must approve or reject the request
before the user can access the portal.

Q) e Home Projects ! [ —

USERREGISTRATION ~ USER MANAGEMENT ~ ORGANIZATION MANAGEMENT

Qmemm. [e]me)7)[e[7)

,,,,,,,,,,,,,,,

Approved

Figure 20 — User Registration sub-tab showing a registration request with Approved status
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Steps
10. Navigate to User Management using the main navigation menu and click the User
Registration sub-tab.

11. Locate the pending registration request in the list. Pending requests are displayed with a
status of Pending.

12. Click the User Registration ID (e.g. UR-0142) to open the request details.

13. Review the applicant’s information, including their name, organization type, organization
role, and email address.

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

15. The applicant will receive an automated email notification confirming the outcome of their
request.

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

1.3 Activating and Deactivating Users

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

Sesrch users

All Topics ~ Site Policies  Public Records Requests  Accessibility

Steps
16. Navigate to User Management using the main navigation menu and click the User
Management sub-tab.
17. Locate the user you want to activate or deactivate from the users list.
18. Click the user’s name to open their user record.
19. Click Activate or Deactivate as appropriate. A confirmation prompt will appear.
20. Confirm the action. The user’s status will update accordingly.
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Tip: Deactivating a user prevents them from logging in to the portal, but their account and
history are retained. You can reactivate a deactivated user at any time by following the
same steps and selecting Activate.

1.4 Managing Your Organization Details

The Organization Management sub-tab displays your organization’s registered details in the
GMS portal, including Organization Name, Organization Type, Tax ID, Address, and Website.
Quasi Admins can edit these details using the Edit button in the top-right corner of the page.

ORGANIZATION DETAILS

sssssss

ADDITIONAL INFORMATION

All Topics  Site Policies  Public Records Requests  Accessibility

{ ] ©2026 Commonwealth of Massachuset

Figure 21 — Organization Management sub-tab showing organization details

Steps to Edit Organization Details
21. Navigate to User Management using the main navigation menu.
22. Click the Organization Management sub-tab.
23. Click the Edit button in the top-right corner to enter edit mode.
24. Update the relevant fields and save your changes.

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: Note that EOHLC Super Admins and Admins will assign projects to Quasi users
directly from the project record in the GMS. Then the Quasi user gains access to the project
and its associated submitted applications.
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Important: Assigning a project grants the user read-only access. Quasi users cannot edit
applications or project data — their role is to review and report back to EOHLC.

2. Reviewing Projects and Applications

Quasi Admins have access to all projects assigned to their organization by EOHLC. All
accessible projects are visible from the Projects section of the navigation menu.

9 An official website of the Commonwesith of Massachusetts  Here's how you know v

0 tigonsstop  tome  rundegrounss (MR P repications Pl Appicatons s Manigement -

Feojects
Recently Viewed + ¢

2.1 How Projects Become Visible to Quasi Users
There are two ways a project can become visible to Quasi users in your organization:

How Access Is Granted \ What Happens

Explicit Assignment EOHLC Super Admin or Admin assigns the project directly to a Quasi
Admin or Quasi Standard User via the User Management tab on the
project record in the GMS.

Automatic via Funding If a sponsor selects a funding source that is linked to your quasi

Source organization, that project is automatically made visible to all Quasi
users in your organization — without needing explicit assignment. This
is configured by EOHLC at the funding source level.

Tip: Projects made visible through the automatic funding source mechanism are accessible
to all Quasi users in your organization, not just those explicitly assigned. You do not need to
take any action for these projects to appear — they will show up automatically once the
sponsor selects the relevant funding source.
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2.2 Navigating to Projects

From the Housing OneStop portal, click Projects in the main navigation menu. The list view
displays all projects currently visible to your organization — both those explicitly assigned and
those automatically visible due to a linked funding source — along with their Project ID, Project
Name, and Status.

B i matiop  Home  fundeg Anunds m e P —— X
PR3-000T0
o All Topics  Site Policies  Public Records Requests  Accessibility
| ':“-' © 2076 Commanwaaith of Massachusatls
\ 7 A 2

2.3 Viewing a Project Record

Click any project name or Project ID to open the project record. The project record provides a
consolidated view of all information related to that project, including associated pre-applications,
full applications, and funding details.

The project record contains the following tabs:
* 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, showing the PAR ID, Application Name, and Status.

* Full Applications — Lists all Full Applications (APPs) associated with the project,
showing the Application ID, Account, Contact Email, and Applied Date.

* Awards Summary — A funding matrix showing all funding sources, requested amounts,
closing awards, post-closing awards, and total awarded amounts.

2.4 Reviewing Pre-Applications

Quasi users can review all submitted pre-applications associated with projects assigned to their
organization. Only submitted pre-applications are accessible — draft or in-progress applications
are not visible.

Steps
25. Open the relevant project record by clicking its name or Project ID from the Projects list.
26. Click the Pre-Applications tab to view all associated pre-application records.
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Project
PRJ-000038

In Construction

InManitoring  Compliance Period Campleted Cancelled Full Application € >
DETAILS PRE APPLICATIONS FULL APPLICATIONS

[ Preliminary Application References m

1 e » Updated  few se<onds 30

Test Uat - Pre-Appication Approved

27. Click the PAR ID of the pre-application you wish to review.

28. The pre-application record will open, displaying the submitted application content across
the following tabs:

» Application View — A structured view of the pre-application as submitted by the sponsor,
including General Information, Site Map Interface, Project Characteristics, Funding
Sources, and Project Entitlement.

* Details — Field-level metadata including the PAR ID, application name, funding round,
and address details.

* Documents — Documents uploaded by the sponsor as part of the pre-application
submission.

* Files — Additional files uploaded by the sponsor.

[z Fretiminany Appikcation eference

PAR-0000000041 Resume Pre-App | Clone Pre-App | Apply For FullApp | w
Hoprosed ST, 457

Pre-Application

General Information | Site Map Interface  Project Characteristics  Funding Sources  Project Entitlement

Project Name
Test Uat

Spansar Point of Contact

MName email Phane
ranaya SA pranaya.etta+2612@stacknexus.io
Project Partners
ROLE PARTNER
Co-sponsor
Architict
Possible GC

Management Agent

Important: Quasi users have read-only access to pre-applications. You cannot edit,
approve, or reject applications — those actions are reserved for EOHLC staff.

2.5 Reviewing Full Applications

Quasi users can also review submitted full applications associated with assigned projects. As
with pre-applications, only submitted full applications are accessible.
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Project
PRJ-000038

DETAILS PRE APPLICATIONS FULL APPLICATIONS

[E) Business License Applications (1)

Steps
29. Open the relevant project record.
30. Click the Full Applications tab to view all associated full application records.
31. Click the APP ID of the full application you wish to review.
32. The full application record will open with the following tabs available:

* Application View — A structured overview of the full application including Summary
Page, General Information, Development Team, Site Map Interface, Building Info,
Preservation, Sources, Uses, Income, and additional subtabs where applicable.

* Details — Field-level information for the full application.

* Documents — Documents uploaded by the sponsor as part of the full application
submission.

* Files — Additional files uploaded by the sponsor.

* Requisitions — All requisitions submitted against this full application (visible once the
application has reached In Construction status).

2.6 Reviewing Requisitions

Once a full application has reached In Construction status, sponsors may submit requisitions
through the Housing OneStop portal. Quasi users can view these requisitions from within the full
application record.
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Full Application

APP-0000000033 Resume Full App Request Closing Create Requisition -
sved Application Asference roject Applied Date Application Status
6/24/2026, 8:00 PM In Construction
1n Monitaring Compliance Periad Completed Cancelled Denied
\PPLICATION VIEW DOCUMENTS REQUISITIONS
E Requisitions (2)
Requisitian Name Requisition Number Status Requisition Date
1 Approved 6/25/2026

Steps
33. Open the relevant full application record.
34. Click the Requisitions tab on the full application record.

35. The Requisitions tab will display all requisitions submitted against that application,
showing the Requisition Name, Requisition Number, Status, and Requisition Date.

36. Click a Requisition Name to open the individual requisition record and view its details.
& #eosoes

1 Approved

DETAILS SUMMARY DOCUMENTS
Brockton Housing Authority. 1 Test Project May111 e/52026  aeemoven
Line ltems

cATEGORY SUBCATEGORY PAn INVOICE DATE DESCRIPTION FUNDING SOURCE INVOICE AMOUNT AMEND REQUISITION REVISION COMMENTS COMMERCIAL

1 Direct Construction Costs. Direct Construction test 20260624 test 4 Federal LIHTC $5000000 v

Total $50.00000

PROSOUD EVED BUEGET

Note: Quasi users can view requisitions but cannot approve or reject them. Requisition
approvals are handled exclusively by EOHLC staff.
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2.7 Generating and Downloading the Application Summary PDF

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

Steps
37. Open the pre-application or full application record.
38. Click the Generate PDF button on the application page.

39. The system will generate the Application Summary PDF. Once ready, download it to your
device.

¥ An official website of the Commonwealth of Massachusetts  Here's how you know ~

v mmw Homa Funikng Rounds Progcts Full Anpieatads e MANED T PE

ncE

BreEmingry Agpication Befer - S R —
m PAR-0000000097 ——— e — .

Agoroved SITFI026. 1225 PM
S IR —

e Emell Fhuoee

PriEight SpAamin Dranaya a+ 340 R SIACKIENLS i
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. Pre-Application Document

@

Document Ready

Your F‘ra—ﬁpplication document has been generatad SUCCBSSflJlﬂr'.
Praview it in the browser or download the PDF file.

EOHLC HDD GMS
Pre-App HLC View

General Information
Project Name: Project May27
Project Status: In Construction

Sponsor Point of Contact:
PrEight Spadmin
pranaya.etta+8401@stacknexus.o
Project Partners:
Role Partner
Co-sponsor test
Architect test
Possible GC test
Mansgement Agent Lest
Consultant test
Entity preparing cost estimates test
Part of Larger proj applied for / recelved funding

Tip: The Application Summary PDF reflects the application content at the time it is
generated. To get the most up-to-date summary, generate a new PDF after any changes
have been saved by the sponsor.
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MODULE3 - QUASI STANDARD USER

1. Overview

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

This module covers the tasks available to Quasi Standard Users within the portal. Many of these
tasks are identical to those available to Quasi Admins — the key difference is that Quasi
Standard Users cannot manage other users in the organization.

Note: The registration and first login process for Quasi 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. You can also navigate to the full list of your assigned projects at any
time.

2.1 Navigating to Projects

Click Projects in the main navigation menu to view all projects currently assigned to you. The list
displays each project’s Project ID, Project Name, and Status. 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, which provides a consolidated view of all
information related to that project. The tabs and content are identical to those described for
Quasi Admins in Module 2, Section 2.3.

Note: You will only see projects that have been explicitly assigned to you by EOHLC. If you
believe a project is missing from your list, contact your Quasi Admin.

3. Reviewing Applications and Requisitions
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The process for reviewing pre-applications, full applications, requisitions, and downloading
PDFs is identical for Quasi Standard Users and Quasi Admins. Please refer to the following
sections in Module 2 for full step-by-step instructions:

Task Refer To

Reviewing pre-applications Module 2, Section 2.4
Reviewing full applications Module 2, Section 2.5
Reviewing requisitions Module 2, Section 2.6
Generating and downloading the Application Module 2, Section 2.7
Summary PDF

Important: Quasi Standard Users have read-only access to all assigned application
records. You cannot edit, approve, or reject any application content. If you need to make
changes or flag an issue, contact your Quasi Admin or EOHLC directly.
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