PRCLINK"
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How to Apply using Procorem by ProLink Solutions - Job Aid

Accept Procorem Invitation and Download Program Application

Step | Navigation - What Image
to do

1 Accept the

Procorem invitation @ C:C)r'erTwTM

sent via email by
clicking the button

Hi Joe Cherry,

You've been invited to collaborate on a new account in Procorem by Brian Kohn

C—

Thanks for choosing Procorem to collaborate and stay productive.

Let's get to work!
All of us on the Procorem team

| | Connect! n t

Procorem | 98 Inverness Drive East, Suite 250, Englewood, CO 80112

Replying to this email may create a post in Procorem, or your reply could be sent to an inbox that is not
monitored. You are receiving this email because you signed up to receive notifications or were invited to
collaborate by a colleague. To unsubscribe, click here.

View task list using = Q@ procore
the Tasks link on the

Procorem
WorkCenter — this Tasks
represenfs reqUired FRRHIE = View: Task Group & Show Completed O Hide Details
documentation to B Files
Application Submission
support the ® Posts o _
. . Application Exhibits Submitted 10 1%
application o Nat Assigned - Applicant
2 4 calendar EW
Created a few seconds ago an (Ot 20 2025) by Joe Cherry
¥ Activity Application Fee Paid 10 148
Not ed - Applicant

# WorkCenter Settings

& Links -
Created a minute ago on (Oct 20 2025) by Joe Cherry
Consolidated Application Uploaded 30 18

+# Favorite this WorkCenter Not Assigned - Awardee

i Email this WorkCenter New

Created 5 days ago on (Oct 15 2025) by Joe Cherry

Open the Files link — = Q procore
the Consolidation
Application blank
template is located B HHFOC
3 here B Files

® Posts

Files
1z Sort Y Filter
tion Submission Package

a few seconds ago on (Oct 20 2025) by joe Cherry

+ Tasks

Calendar

% Activity

i WorkCenter Settings

& Links
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Download the = & procore
application by
4 clicking on the file »
K iles
name and review 0 HHFDC
. . I£ Sort Y Filter
instructions B Files
i Posts few seconds ago or t 20 2025) by Joe Cherry
+ Tasks s 9 2 7
£ Calendar a minute ago on (Oct 20 2025) by joe L—@JV
& Activity
£+ WorkCenter Settings
s Links
5 Click into the = DIOCONe
Application
Submission Package
. Files
folder and review
. B HHFDC . .
the Exhibits folders : 2ot | | Xhikae
B Files ..Up a level 1
®; Posts
v Tasks 3 days ago on (Oct 17 2025) by Joe Cherry
# calendar
¥ Activity & o7z b
# WorkCenter Settings
fays ago on (Oct 17 2 b
& Links
a n (Oct 17 2 by
# Favorite this WorkCenter
& Email this WorkCenter
ja n (Oct 17 2 b
da n(Oct 172 b
ia go on (Oct 17 21 b
a n (Oct 17 2 b
Complete Application and Upload to Procorem WorkCenter
Ste | Navigation - Image
o) What to do
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Fill out the
Consolidated
Application
by working

1 | throughal
tabs

HHFDC C

Application and Input Sheet

1. Applicant's Information:
Application Date

Project Owner Name (Applicant)

The Applicant is the project owner. Ownership entity must be established and registered with the State of Hawaii

HHFDC does not accept "to be formed" entity names

M Applicant Contact Name, Title

Applicant Email Address

REY Applicant Phone Number

R Applicant Address

REN Applicant City

BLY Applicant State

REY Applicant Zip Code

R0 Applicant Tax ID Number (REQUIRED)

E¥A Project Name

REY Project Address

RLJ Project City

L)l Project State HI

4 Project Zip Code

¥r) Project County (use drop down menu)

=] Project Island (use drop down menu)

®LY Project Tax Map Key

W5 Affordability Commitment
gl Project Classification (use drop down menu)

Years (for perpetual affordability, put "Perpetuity")

x| Building/Construction Type (e.g. I-A, V-B, etc.)

1) Complete the information below if application was prepared by a person or entity different from the

Application & Input I' A-Financing Sources || B-Project Budget || B1-Sitework Breakdown || 52-Rehab Cost || B3-Vertical Breakdown || B4-Other Soft & Financing

To ask
questions, use
Procorem
Posts by
navigating to
the Procorem
WorkCenter
and clicking
the Posts link;
type question
in the New
Post text box
and click the
Create Post
button — this
will send an
email to
HHFDC

Q procore

Posts

HHI
BHEDC New Post:

B Files
Posts For tab B2, do | include all rehab costs?

v Tasks

Calendar

-

Activity

#+ WorkCenter Settings

& Links

#, No More Posts Found

* Favorite this WorkCenter

i Email this WorkCenter

Once
completed,
upload the
Consolidated
Application
by clicking
the Details
button

Search this WorkG

ﬁ Create Post

Q procore Search ths Wor
Files
EIHHFDC =
1= sort Y Filter & Upload Files + Create Folder
| I Files
% Posts 41 minutes ago on (Oct 20 2025) by Joe Cherry
v Tasks 2025
ﬁ @ Details
f Calendar 42 minutes ago on (Oct 20 2025) by Joe Cherry
% Activity

%+ WorkCenter Settings

& Links

Select Upload
New Version
to add the
populated
Consolidated
Application -
use this same
link fo upload
updates as
needed (this

= ©Q procore!

2025-Consolidated-Application-v2.7.2.xIsx

EIHHFDC
B ,(0) Comments  (Z](1) Versions (£ (0) Tasks ¥ Activities

& Files
py— File size : 602.00kb

Last upload 36 minutes ago on (Oct 20 2025) by Joe Cherry
v Tasks

Initial upload 36 minutes ago on (Oct 20 2025) by joe Cherry
£ Calendar
% Activity File Name

& WorkCenter Settings I 2025-Consolidated-Application-v2.7.2
& Links
Status:
—Select- v+
* Favorite this WorkCenter

£ File Management

Download File
ﬁ 2 Upload New Version

File Details

The File Details screen allows
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will version
the
document)

Upload Exhibits to Procorem WorkCenter

Step

Navigation —
What to do

Use the
Exhibit folders
to upload
documents
by
navigating to
Files and
opening the
Application
Submission
Package
folder

Locate the
correct folder
and click the
link fo open
the folder for
upload

Click the
Upload Files
button

Q procore

E HHFDC
B Files
®, Posts
+ Tasks
fZ Calendar
¥ Activity
£+ WorkCenter Settings

& Links

= Q procore

HHFDC

I Files

]

Posts

v Tasks

Calendar

¥  Activity

% WorkCenter Settings

% Links

W Favorite this WorkCenter

& Email this WorkCenter

= © procore

Files
EIHHFDC
12 sort
B Files
®, Posts
v Tasks
# calendar
% Activity
# WorkCenter Settings

a Links

Files

Image

1= sort Y Filter

4 hours ago on (Oct 20 2025) by Joe Cherry

Upalevel

FAIE Famenlidatord Bonliratiomd T 7 wlow

4 hours ago on (Oct 20 2025) by Joe Cherry

Files

Iz sort Y Filter

..Up alevel 1
3 days ago on (Oct 17 2025) by Joe Cherry @

3 days ago on (Oct 17 2025) by Joe Cherry

3 days ago on (Oct 17 2025) by Joe Cherry
3 days ago on (Oct 17 2025) by Joe Cherry

3 days ago on (Oct 17 2025) by Joe Cherry

—’|

i There are no files or folders.
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Either click
the Choose
File button
(which will
open file
explorer to
search for
documents)
or drag-and-
drop from
hard drive
and click the
Upload
button —
upload
restrictions
are 2GB per
total upload
(multiple files
can be
uploaded at
once)

Comment

Drag and drop multiple files

Organizational Documeny nt docx

Complete Tasks

Step

Navigation -
What to do

Image

Procorem sends
email
notifications to

the HHFDC team

when Tasks are
completed

©

corem

A task was recently finished on the 123 Main St WorkCenter. (HHFDC)

Application Submission - Application Exhibits Submitted

Joe Cherry finished this task
1 out of 1 assignees have finished this task.

The task is complete because at least one assignee must finish this task.

Using (UTC-07:00) Mountain Time (US & Canada). Click here to change your time zone.

Procorem | 98 Inverness Drive East, Suite 250, Englewood, CO 80112

Replying to this email may create a post in Procorem, or your reply could be sent to an inbox that is not
monitored. You are receiving this email because you signed up to receive notlﬁcatlon:- or were invited to

collaborate by a colleague. To unsubscribe, clic
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After uploading
the
corresponding
document, click
the Tasks link

When finished
with all
document
uploads, check
the checkmark
next to the Task
to notify HHFDC
the application
package is
complete and
ready for
consideration

= Q procore

Tasks

B HHFDC
I= View: Task Group & Show Completed @ Hide Details
B Files
Application Submission

®; Posts
Application Exhibits Submitted o 14 E
ot A pplicant

| o
£ Calendar
¥ Activity
# WorkCenter Settings

& Links

* Favorite this WorkCenter

 Email this WorkCenter

= © procore

Tasks
EHHFDC
= View: Task G & Show Completed @ Hide Details + Create New Task
B Files
Applicatj <
®, Posts
| v Tasks '@ B

 Calendar
¥ Activity E

# WorkCenter Settings

& Links

* Favorite this WorkCenter

 Email this WorkCenter
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Help Topics
Please review the following links for additional information on using Procorem:
e Procorem Overview https://help.procorem.com/en/procorem-overview.html
e Procorem for Housing Agency Partners https://help.procorem.com/en/procorem-for-housing-
agency-partners.html
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