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1. SETTING UP A USER ACCOUNT
LHC will set up your user account and associate it with your organization. You will receive an email invite from 
notify@quickbase.com. When you click the link inside the email, it will lead you to the sign-in page. You will 
be prompted to choose a username and a password. Create a username that does not contain any spaces and 
a strong password that you have not used before. You will be prompted to enter your credentials for future 
sessions.

2. BUTTONS and SYMBOLS: QUICK REFERENCE

Pencil Click the pencil when you want to edit, add or remove field 
data.

Eye Click the eye when you want to view the field data without 
editing.

Add Document Click the page with plus sign to upload a document.

Add Contact Click the person with plus sign to add a contact (board mem-
ber, professional staff, development team member, etc.).

Remove 
Contact

Click the red person with the minus sign to remove the person 
from the list they appear in. This will not delete the contact, 
only remove it from the current list.

Generate 
Document

Click the page with the pen to generate a document.

Save & Close Select this option when you are done editing and ready to 
close out the page you are currently editing.

Save & Keep 
Working

Select this option when you want to save your edits but are 
not ready to close the page you are working on.

Red Labels If a field label is red it is a required field and has not yet been 
filled in.
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3. ORGANIZATION DASHBOARD
Each organization will have its own dashboard. This home page will give you access to your organization’s 
general information, messages, open certification requests, open program applications and all active projects.

In the upper left corner of your home page, you will see the “My Organizations” section. To access your 
organizations information, select the pencil next to your organizations name.

HMS will open to your organization’s summary page. This will also give you access to the following tabs:
• Basic Information
• Board Members
• Professional Staff
• All Contacts
• Portfolio
• Checklists
• Certifications
• Applications
• Documents
• Messages
• Calendar

These tabs contain your organization’s information such as name, entity type, contacts, project records and 
other data. You will utilize these tabs to add/update information throughout the year or before submitting a 
new certification or project application.
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4. CERTIFICATION
Select the “Certifications” tab.

To begin a new certification, select the certification type from the drop-down menu under “Choose 
Certification Type” and then click the “Add Certification Request” button. If you wish to apply for Community 
Housing Development Organization set-aside funds and believe you meet the qualifications of a CHDO (see 
HOME CHDO Policy Guide), choose “CHDO.” Note that CHDO certification has very specific requirements; 
these can be found by clicking the link to the statute called “CHDO Definition” and referring to the LHC CHDO 
Policies and Procedures.

For an existing certification, select the pencil to the left of the existing certification to edit.
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After clicking either the “Add Certification Request” button or your existing certification, you will have access to 
the following tabs:

• Legal Status
• Organization Structure
• Capacity & Experience
• Checklists
• Sign & Submit
• Messages
• Calendar
• Documents

The first three tabs, “Legal Status,” “Organizational Structure” and “Capacity & Experience” follow the 
language of the HOME Investment Partnership Program statute and represent the primary qualifications 
required of organizations seeking to use HOME funds for eligible activities. The following section describes the 
fields to be completed. NOTE: Many of the questions in HMS are contextual. Depending on your answers to 
some questions, others may or may not appear.
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A. Legal Status

Threshold Qualifications
0. and 0a. Respond “Yes” or “No” to these initial questions.

Entity Formation
1. Respond “Yes” or “No” to this question.

1a. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button

Good Standing
Click the “Check Secretary of State Status” button to contact Secretary of State for an up-to-date Good 
Standing status. This will fill in automatically once button is selected.
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Governance
2. Respond “Yes” or “No” to this question.

2a. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button. 

Profit Prohibition
2b. Respond “Yes” or “No” to this question.

2c. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button.

Affordable Housing Purpose
2d. Respond “Yes” or “No” to this question.

2e. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button.

Low Income Input Policy
2f. Respond “Yes” or “No” to this question.

2g. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button.

Non-Profit Designation
3. Respond “Yes” or “No” to this question.

3a. Select the appropriate document type from the drop-down menu. If no changes were made since the last 
certification, your formation document from the prior year’s certification will appear at the bottom of that 
section and you will not need to upload another copy. If any changes were made to this document since the 
last certification you will need to upload the updated version by clicking the “Add…” button.

Service Area
4. Select the specific geographic areas your organization serves from the drop-down menu.
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Financial Accountability
5. Respond “Yes” or “No” to this question.

6. If you need to create a Financial Accountability affidavit to be executed before uploading, select the option
needed to generate affidavit (either to print blank affidavit or filled in).

6a. If you selected “Yes - Print Filled” type in the full name of the person that will sign the Financial Affidavit on 
behalf of your organization.

6b. If you selected “Yes - Print Filled” type in the person’s position/title with your organization.

Now click the “Generate Affidavit” button. The completed affidavit will appear in the “Blank Affidavit” field. 
Click the link to download a copy.

The generated document to be notarized will look like this:

*Select Save and Close at the bottom of the page
or in the upper right-hand side of page.
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B. Organization Structure

Board of Directors
1. Select the number of board members your organization has from the drop-down menu. There must be a
minimum of 6 members. If you have less than 6 members a warning will appear above the drop-down menu
“You Must Have At Least (6) Board Members.”

The number of board members selected must match the number of board member records entered; if the two 
numbers do not match, for instance, of you selected 6 board members but only added five board members, a 
warning will appear to let you know these numbers must match.

Add a New Board Member
To add a board member, select the “Add Board Member” button. A new window will appear. Complete all the 
required fields under the following tabs: Contact, Certification and Projects.
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Under the Contact tab, complete all required fields: 

Roles
1. Respond “Yes” to this question and then select the board position from the drop-down menu that appears.

Contact Information, Physical & Mailing Address
Fill in all personal information such as address, phone number, etc. Note: This email address will be used for 
required certifications via e-signature from Board members, so please be sure an accurate, distinct and current 
email address is entered for each. 

Under the Certification tab, complete all required fields:

Board Term Start and End
Enter the board term start and end dates. Pursuant to the Louisiana Non-Profit Corporations Act, board terms 
may not exceed a five-year period. 

Certification of Low-Income Representation
This information is relied upon by LHC to determine whether your organization has sufficient input and 
representation from low-income community members. Please read these questions carefully and answer fully.

1. Respond “Yes” or “No” to this question. If yes, complete questions 1a, 1b and 1c.

2. Respond “Yes” or “No” to this question. If yes, complete question 2a.
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3. Respond “Yes” or “No” to this question.
If yes, complete questions 3a and 3b.

4. Respond “Yes” or “No” to this question.

4a and 4b. Type in your place of employment and title. 
If retired or unemployed, please state so.

5. Respond “Yes” or “No” to this question.
If yes, complete question 5a.

Under the Projects tab, select the “Add Projects” button to add projects that support the individual’s affordable 
housing experience. A new window will open; please complete all relevant fields.

You will also find a Checklists tab that contains checklist items for every required field. This list will fill in 
automatically as you complete required fields and it will show 100% completed once you’ve answered every 
required question.

Update an Existing Board Member
To update an existing board member profile, select the “Update” button on the far right side where it appears 
next to the board member you want to update.

To remove someone that is no longer a board member, click the “Remove from Board” button. This will not 
delete the contact; it only removes it from the current list of board members.
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Organization Chart
Click the “Add Organization Chart” button to upload a current organizational chart. A new window will open. 
Select “choose file” to select the document from your computer or you can drag and drop the file from your 
computer onto the “choose file” button.

For-Profit Sponsor
3. Respond “Yes” or “No” to this question. If yes, complete questions 3a, 3b, 3c and 3d.

C. Capacity & Experience

Professional Staff
1. Respond “Yes” or “No” to this question. If yes, you will be asked to review and update the list of current staff
members or add new staff members.

Add a Staff Member
To add a professional staff member, click the “Add Staff Member” button. A new window will appear. Complete 
all the required fields under the following tabs: Contact, Employment, Ownership Development and Projects.
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Under the Contact tab, complete all required 
fields:

Roles
2. Respond “Yes” to this question and then
select the staff position from the drop-down
menu that appears. If the contact is a paid
consultant select “Consultant” as the staff
position.

Contact Information, Physical & Mailing 
Address
Fill in all personal information such as 
address, phone number, etc. Note: Email 
address is a required field and is necessary 
for the organization to use DocuSign to file its 
Certification. 

Under the Employment tab, complete all 
required fields:

Employment Contract/History
1. Respond “Yes” or “No” to this question. If yes, you will be prompted to upload a copy of the staff member’s
employment contract. If no, you will be prompted to upload a copy of the staff person’s resume.

Compensation
From the drop-down menu choose the funding source used to cover the compensation to this member. Note: 
you must provide evidence of the paid position; volunteers do not meet the statute’s requirement for paid 
professional staff.

Under the Ownership tab:

Ownership
Individual Experience: Ownership Role

1. Respond “Yes” or “No” to this question. If yes, select the boxes that best apply to the staff member’s
experience.

Development
Individual Experience: Development Role

1. Respond “Yes” or “No” to this question. If yes, select the boxes that best apply to the staff member’s
experience.

Under the Projects tab, select the “Add Projects” button to add projects that support the individual’s affordable 
housing experience. A new window will open; please complete all relevant fields.
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You will also find a Checklists tab that contains checklist items for every required field. This list will fill in 
automatically as you complete required fields and it will show 100% completed once you’ve answered every 
required question.

Update an Existing Staff Member

To update an existing staff member profile, select the “Update” button on the far-right side where it appears 
next to the staff member you want to update.

To remove someone that is no longer a staff member, click the “Remove from Staff” button. This will not delete 
the contact; it only removes it from the current list of staff members.
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Housing Experience/Development Portfolio

2. Respond “Yes” or “No” to this question. If yes, add a project by clicking the “Add Project” button. Complete
all the required fields and select “save and close” at the bottom of the page or in the upper right corner of the
page.

History of Serving Community

3. Respond “Yes” or “No” to this question. If yes, click the “Add…” button to upload a statement signed by the
board chairperson stating that the organization has at least one year of community service in the parish(es)
where certification is requested. Also upload supporting documentation in the form of agreements, meeting
minutes, advertisements, flyers, etc. of the organization’s activities within the selected parish(es). When the
button is clicked, a new window will open. You can click the “Choose File” button and select the document
from your computer or you can drag and drop the document on top of the “Choose File” button. Then click the
green “Save & close” button.

Funding Sources 
Funding sources must be updated annually 
to show that the organization has capacity to 
operate without reliance on HOME funds. Click 
the “Add Funding Sources” button to add a 
new funding source record and complete the 
required fields. Click the green “save & close” 
button when done. Each funding source will 
appear in the list at the bottom of the Funding 
Sources section as you add it.

Annual Budget
You must provide a copy of your annual 
budget each year to show that the organization is fiscally sound and following generally accepted accounting 
principles. Click the “Add Annual Budget” button to upload a copy of your budget. A new window will open. 
You can click the “Choose File” button and select the document from your computer, or you can drag and 
drop the document on top of the “Choose File” button. Select the green “Save & close” button. Your saved 
document will appear at the bottom of the Annual Budget section.
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Audited Financial Statements
If you received $750,000 or more in federal funding for a year you must have an independent financial audit 
completed for the year. LHC requires that you provide the latest two years of audited financial statements. If 
you received less than $750,000 in federal funding for last year you may provide a copy of your 990 in lieu of 
an audited financial statement.

Click the “Add Audited Financial Statement” button to upload copies of your last two audited financial 
statements. A new window will open. You can click the “Choose File” button and select the document from 
your computer, or you can drag and drop the document on top of the “Choose File” button. Select the green 
“Save & close” button. Your saved document will appear at the bottom of the Audited Financial Statements 
section.
Select the “” button. 

D. The Checklists Tab
This tab contains checklists to determine whether your Certification Request is complete. Each major section
of information has a checklist and there is a checklist for all necessary documents as well. The percentage
complete and a graphic bar indicating progress shows at the top of each checklist. If an item is complete, the
checkbox next to it will automatically be checked.
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E. The Sign & Submit Tab
Once you have completed all checklists you will be able to generate your certification request under this tab,
then generate a DocuSign envelope for all of your board members and staff to sign electronically. It takes
several minutes to generate your certification request; please refresh after waiting for a short while and you
will see your blank certification in the field labeled “Blank Package.” Once your package is generated, you will
see the blue DocuSign button. Click this button and then click “Generate Envelope.” Please see the HMS User
Guide for DocuSign for specific instructions on completing the DocuSign signing process.

Note: Be certain that all email addresses are correct; the DocuSign envelope will not be able to be completed if 
someone doesn’t receive it and/or doesn’t sign.

F. Messages
The Messages tab shows all messages sent via HMS to and from your organization, including requests
for additional information and documentation, results of reviews and explanations for non-approval of
documents, etc.

The development of the Housing Management Systems is funded under contract with CSRS, Inc. with partner 
Team Civic Solutions.  


