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A. Introduction 
The Maryland Department of Housing and Community Development is using Procorem as an 

external file sharing and communication tool that will allow registered users – including project 

sponsors and developers -to download and  upload documents, receive updates, track submissions, 

and communicate with CDA. With Procorem, we will be able to move into fully electronic 

applications, including the Competitive Funding Round, and will be able to keep all project 

documentation and communication in one centralized location. 
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B. Getting Started 
1. Access to Procorem will start by submitting a request for an electronic application folder through 

our electronic submission package request form. Once the form has been submitted, we will create 

a WorkCenter for your project and invite you to join.  

When you are first invited to join a Procorem WorkCenter, you will receive an email invitation to 

create an account. An example of the email is shown below. You will only be asked to create an 

account one time. Once your account has been created, CDA will be able to add you to other 

WorkCenters as needed.  If you do not receive a WorkCenter invitation within 3 business days of 

submitting an electronic submission package request, you may want to check your spam or junk 

folder before emailing dhcd.rentalhousing@maryland.gov. 

 
 

https://dhcd.maryland.gov/HousingDevelopment/Pages/MF/ApplicationRequest.aspx
https://dhcd.maryland.gov/HousingDevelopment/Pages/MF/ApplicationRequest.aspx
mailto:dhcd.rentalhousing@maryland.gov
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After you receive the invitation, click on the blue Sign Up button. You will need to create a password, click that 

you agree to the terms and conditions, and then click on the orange Sign Up Now button.  
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When you first log in to Procorem you will be taken to your home screen. You will not be in a 

WorkCenter yet. Any WorkCenters that you have been invited to join will be on the left side under 

Recent.  
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The first time you access Procorem, please update your profile. You will click on the white drop-down 

arrow by your name in the top right corner and selecting profile. Please complete the fields under the 

profile section and select Save Changes.  

 

You can also add a profile picture under the picture tab.  
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You can view all of the WorkCenters you have been invited to under the Invites tab. 

 

You can reset your password using the Security tab. 
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You can change your email preferences under the Preferences tab. 
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C. Home Screen 
When you log into Procorem, the first thing you will see is My Activity Feed. It shows what has occurred 

in your WorkCenters, such as files being uploaded or downloaded, when posts have been made, or 

when tasks have been made or completed.  
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My Calendar will show you the due dates for any tasks that you have been assigned. 

 

My Tasks will provide you with more information on any assigned tasks.  
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My Accounts will show you which accounts you are in the Maryland Department of Housing and 

Community Development Account. If you work with other states that utilize Procorem, you may have 

other accounts listed under this section. 

 

My Favorites will show you any WorkCenters that you have favorited.  
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You can favorite a WorkCenter by selecting a WorkCenter and clicking on Favorite this WorkCenter on 

the lower left side. 
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D. Procorem WorkCenters 
From your home screen, you will see your recent WorkCenters under the recent section of the left 

side. If you are on multiple WorkCenters, you may need to click on View All WorkCenters (right above 

Go to Account button). You can also use the search bar at the top to search the name of the 

WorkCenter. 
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Depending on the stage of your project, you will have different folder structures, like Application 

Submission, Viability Submission, Commitment Submission, or Combined Viability/Commitment 

Submission. You will also be able to see all of the users with access to the WorkCenter on the right 

side. If you need to add additional team members to your WorkCenter, please email 

dhcd.rentalhousing@maryland.gov and include the name of the WorkCenter, the first and last names 

of the individual(s) being added, and their email address.  

 

 

The submission folders are structured to match the submission kits posted on our website. You will 

also find copies of the application materials that you can download directly from the WorkCenter. You 

can either click on the document title or the details button to download. It is important that you 

download and use the version of the CDA Form 202 saved in your WorkCenter to allow DHCD to 

transfer the information into our database.  

mailto:dhcd.rentalhousing@maryland.gov
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To upload documents, click on the folder and select Upload Files. You can either drag and drop files 

or use the choose file button to select files from your computer. Include a description in the 

description box. You can also add comments. They will be included in the email alerts sent to the other 

members of the WorkCenter. Once all the information has been added, click upload.  

Please note, that each required document must be named and uploaded individually into the correct 

folder that corresponds to the submission kit. For example, if all of the documents for Exhibit A are 

uploaded as one large pdf, your application will not be accepted.  
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Once your files have been uploaded, you need to mark the corresponding task as complete. There is 

a task that correlates to each subfolder of the submission package. 
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To mark a task as complete, select the task. Under Assigned to you will click on the Mark Finished 

check box. You will get a pop-up message confirming that you are sure you want to finish the task. 

Select OK.  
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The Mark Finished box will change to Finished and there should be a green banner at the top of the 

screen confirming that the task finished successfully. You should not mark a task as completed until 

all of the required documents have been submitted. All tasks must be completed in order to complete 

your application.  
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E. Posts 
In addition to uploading or downloading files and completing tasks, Procorem can also be used for 

communication between CDA and the project team. The Post feature will allow you to send messages 

to the other WorkCenter members by typing your message in the text box and clicking Create Post. 

They will show in your activity feed and be sent via email. You will also be able to see the history of all 

previously sent posts. Please note that posts are visible to all members of the WorkCenter, so you will 

need to state the intended recipients name in the post to avoid confusion.  

 

You can click on the arrow on the right side of the gray bar at the top of the post to access formatting 

toolbar.  
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F. Notifications 
Procorem will send notifications for all activity in the WorkCenter. If you would like to receive emails 

as daily or weekly digests, you will need to do so in each WorkCenter that you are a part of. You can 

click on your name in the Contributor list and uncheck Immediate Emails. You can set the frequency 

of digest emails in your profile by clicking on down arrow by your name in the top right and choosing 

preferences.  

 

If you choose to turn off email notifications, you may miss posts or comments from CDA that could 

result in processing delays. We encourage you to receive email notifications in a daily digest email.  
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