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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

@ corem

Hi Test Account,

You've been invited to collaborate on a new Account in Procorem by Caty
Waterman, the one place to easily invite, collaborate, plan, and share information!

Please join my private and secure Test Workcenter WorkCenter.

Caty Waterman
Maryland Department of Housing and Community Development

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.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

& procorem

You've been invited to join Procorem!

Easily collaborate with friends, family, co-workers, and clients

Welcome, Test Account!

Caty Waterman e you to | \eir private and
SeCL t, Maryland Department of Housing and
Community Development.

Account

Sign Up/Now

B | agree to the
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

My Activity Feed

My Activity Feed | CreateAcount |
< procorem
Myitasks 8 THE PROCOREM INSPECT FOR HFAS LAUNCH o
WEBINAR HAS CONCLUDED! Training for Owner/Agents
My Accounts @ Procorem Inspect is our new mobile app for NSPIRE inspections. You can access Procorem 101
" ) - the webinar recording below. Tenant Portal Basics
y Favorites B

©

procoreminspect Training for HFA Staff

Maryland Department of Activity Feed Pending Items (0) ProLinkHFA AIT Training
Housing and Community v

Development 3 Months~

Test Workcenter

Caty Waterman changed a collaborator role 2 days ago on (Jun 25 2025)

View All 1 WorkCenters

=52 Test Workcenter
© Go to Account

Caty Waterman removed a collaborator 3 days ago on (Jun 24 2025)

g3

est Workcenter
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= © procore

all of Procorem

My Activity Feed

Test Account

Profile Screen

My Calendar .
& Profile B ricture  Minvites @ Security ¥ Preferences == Background Processes The profile screen gives you the
power to control how you provide
My Tasks First Name and receive information. Update
key information such as your time
My Accounts I Test zone, upload a profile picture,
control email frequency, change
My Favorites Last Name your password, and more within
I Account the profile screen.
Learn more about your profile by
Email heading over to the Procorem
ey S T l mddhcdtest@gmail.com Help Center.
Housing and Community v
Development Time zone
(UTC-05:00) Eastern Time (US & Canada) d
Test Warkcenter
Address
View All 1 WorkCenters
© Go to Account
City, State, Zip
Phone 1

You can also add a profile picture under the picture tab.

= & procore Rp—

My Activity Feed
S Test Account :

Profile Screen

My Calendar y

& Profile  [E)P [ = Invites @ Security £} Preferences =S Background Processes The profile screen gives you the

power to control how you provide

My Tasks and receive information. Update
key information such as your time

My Accounts

zone, upload a profile picture,
control email frequency, change
your password, and more within
the profile screen.

My Favorites

Learn more about your profile by
heading over to the Procorem

Help Center.
Maryland Department of

Housing and Community v
Development

Test Workcenter

View All 1 WorkCenters

© Go to Account
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

You can view all of the WorkCenters you have been invited to under the Invites tab.

My Activity Feed
My Calendar
My Tasks

My Accounts

My Favorites

Maryland Department of
Housing and Community
Development

Test Workcenter

View All 1 WorkCenters

1 Go to Account

Test Account

& Profile &) Picture 3% Invit @ Security  # Preferences == Background Processes

Pending Invites

& No Invites Found

Received Invites

Caty Waterman invited you to Maryland Department of Housing and Community
Development
@ 31 minutes ago on (Jun 24 2025)

Sent Invites

& No Invites Found

You can reset your password using the Security tab.

Profile Screen

The profile screen gives you the
power to control how you provide
and receive information. Update
key information such as your time
zone, upload a profile picture,
control email frequency, change
your password, and more within
the profile screen.

Learn more about your profile by
heading over to the Procorem
Help Center.

My Activity Feed
My Calendar
My Tasks

My Accounts

My Favorites

Maryland Department of
Housing and Community
Development

Test Workcenter

View All 1 WorkCenters

© Go to Account

Test Account

o Profile

@ ricture  Minvites @ Security ¥ Preferences =S5 Background Processes

Change Password

Current password

New password

Password strength: Too short

Confirm new password

Password strength: T hort

O Enter current password
O Current password cannot be the same as the new password
O Please enter a password.

) Cannot contain spaces.

O Contains at least 1 number.

Contains at least 1 capital letter.

O Contains at least 1 lowercase letter

Must be at least 8 characters long

Previous passwords cannot be reused.

CDA PROCOREM INSTRUCTIONS

Profile Screen

The profile screen gives you the
power to control how you provide
and receive information. Update
key information such as your time
zone, upload a profile picture,
control email frequency, change
your password, and more within
the profile screen.

Learn more about your profile by
heading over to the Procorem
Help Center.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

You can change your email preferences under the Preferences tab.

My Activity Feed Test Account
Profile Screen

My Calendar . 3 . > — The profile screen gives you the
& Profile  @YPicture  Fginvites @ Security L Preferences == Background Processes
= RLEESSRTD power to control how you provide
My Tasks 0
e Email notifications? and‘recexve information. Update
. key information such as your time
My Accounts B e Yes, send me email notifications (including file upload alerts, assigned tasks, posts, comments, etc) ~ zone, upload a profile picture,
control email frequency, change
; =
My Favorites & O No, please turn off email notifications (we will still send you task emails if you are a assignee, your password, and more within

approver, or follower and system messages - account invites, reset password, etc) the profile screen.

Learn more about your profile by
heading over to the Procorem
Daily v Help Center.

Select how often you'd like to receive a digest email

Maryland Department of
Housing and Community N

— B

Test Workcenter
Configure email preferences for the following account

View All 1 WorkCenters --Select—

© Go to Account ; . .
0 Select an account to configure your email notification preferences.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

Myctity Feed My Activity Feed

My Calendar

© procorem
My Tasia (55 THE PROCOREM INSPECT FOR HFAS LAUNCH -

WEBINAR HAS CONCLUDED! Training for Ouner/Agents
My Accounts G| Procorem 101

Procorem Inspect is our new mobile app for NSPIRE inspections. You can access

the webinar recording below.

My Favorites [0 @

- Procorern Training for HFA Staff

Tenant Portal Basics

ProLinkHFA NSPIRE Training

Maryland Department of Activity Feed Pending Items (0) ProLinkHFA AIT Training

Housing and Community v
Development Vo

Test Workcenter

Caty Waterman changed a collaborator role 2 days ago on (Jun 25 2025)
View All 1 WorkCenters

ses
=== Test Workcenter
© Go to Account

Caty Waterman removed a collaborator 3 days ago on (Jun 24 2025)

Test Workcenter
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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

My Activity Feed < > N ok | da
June 2025 -
My Calendar Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
My Tasks
My Accounts
8 9 10 1 12 13 14
My Favorites
15 16 17 18 19 20 21
Maryland Department of
Housing and Community v . o 5 - 5
22 23 24 25 26 27 28
Development
Test Workcenter
29 30

View All 1 WorkCenters

£ Go to Account

My Tasks will provide you with more information on any assigned tasks.

Q DFOCOre Search all of Procore

My Activity Feed My Tasks o

My Calendar
& My Task « Completed Tasks @ Tasks I'm Following

My Tasks 0

Due Date t Y WorkCenter Y  TaskGroup Y  Task Title Y MyToDo
My Accounts
There are no tasks matching the selected criteria.

My Favorites

Maryland Department of
Housing and Community v
Development

Test Workcenter

View All 1 WorkCenters

© Go to Account

CDA PROCOREM INSTRUCTIONS

My Calendar

Calendar views allow you to
access important information on
a variety of levels. With My
Calendar, you can quickly see all
the tasks you are a part of across
all your projects in an easy to
read calendar view.

To learn more about Calendars in
Procorem, check out the Task &
Calendar Introduction article

em

Y  Status ¥
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= & procore

My Activity Feed

Business Accounts | crestehccount

My Calendar
Maryland Department of Housing and e N ACeonts
My Tasks Comimunity Development iR Upicaded
[l Account Type: Enterprise Plus On the My Accounts screen, you
My Accounts (1 ® nbership: Guest can see all the Accounts for which
# Leave Account you have access. Quickly see your
My Favorites [ 0 | Membership level on each
account right under the title.
To learn more about Accounts,
please take a look at the
Accounts & Roles Introduction
Maryland Department of article.
Housing and Community v

Development

Test Workcenter Deactivated Accounts

© Previously canceled accounts
can be reactivated by account
administrators.

View All 1 WorkCenters

£ Go to Account
[l View Deactivated Accounts

My Favorites will show you any WorkCenters that you have favorited.

= © procore

My Activity Feed :
y Activity Fee Favorite WorkCenters My Favorite WorkCenters

My Calendar o .
=1 ) My Favorites allows you to quickly
=22 No Favorites Found access all the WorkCenters you

My Tasks have selected as Favorites. To

head to your favorited
My Accounts WorkCenter, simply click on the
WorkCenter row on this screen.

My Favorites
To learn more about how to

Favorite WorkCenters, take a
quick look at the Procorem FAQ.

Maryland Department of
Housing and Community v
Development

Test Warkcenter

View All 1 WorkCenters

© Go to Account
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

You can favorite a WorkCenter by selecting a WorkCenter and clicking on Favorite this WorkCenter on
the lower left side.

© procore

[ Maryland Department of Files Caty Waterman
Housing and Community

Development
E | Test As t
|2 Sort Y Filter 2 Upload Fi est Accoun

E Files
= Posts
v Tasks
= Calendar
¥ Activity
H Links

& Tenant Events

# Favorite this WorkCenter —

& Email this WorkCenter
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

i it A My Activity Feed
My Calendar
< procorem
My Task =
T oo s e
My Avccounts a8 Procorem Inspect is our new mobile app for NSPIRE inspections. You can access Procorem 101
the webinar recording below. S
My Favorites [0 ] : al Basics

| VIEW RECORDING Training forHEA taf

ProLinkHFA NSPIRE Training

Maryland Department of Activity Feed Pending Items (0) ProLinkHFA AIT Training
v

Housing and Community
Development 3 Months~

I

Test Workcenter

Caty Waterman changed a collaborator role 2 days ago on (Jun 25 2025)
View All 1 WorkCenters

aaa
=== Test Workcenter
© Go to Account

Caty Waterman removed a collaborator 3 days ago on (Jun 24 2025)

eso
eoa
caa

Test Workcenter
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= k.__‘ Drocore Search this WorkCenter

[ Maryland Department of x Caty Waterman
Sing 3 Files
Housing and Community

Development rest Ace .
It sort Y Filter £ Upload Files ‘est Accoun

E Files

®; Posts

v Tasks

™ Calendar
¥ Activity
& Links

Tenant Events

# Favorite this WorkCenter

i Email this WorkCenter

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.

Q procore
[l Maryland Department of Files Caty Waterman
Housing and Community
Development
. Test Account
ki Files pale 1
®; Posts
v Tasks
11 Calendar
% Activity
& Links
@ Tenant Events
# Details
* Favorite this WorkCenter
i Email this WorkCenter Z Details
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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.

= Q procore Search this\

[El Maryland Department of
Housing and Community
Development

X Select Files

ki Files

Posts
v Tasks Drag and drop multiple files
71 Calendar

Activity Choose File

s Links
Status
-Select--
* Favorite this WorkCenter
& Email this WorkCentor
Type

~Select-

Description

Comment

Cancel
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= Q procore

) Maryland Department of Caty Waterman
Sy o Tasks

Housing and Community
Development R .
= View: Task Group & Show Completed O Hide Details = Task Overview est Accoun
& Files

Application Package (

®, Posts
PART I: CDA Form 202 Multifamily Rental Financing Application 10

per

v Tasks

“ Calendar

¥ Activi
ty PART I: Certifications 10

L Links

Tenant Events

PART I: Threshold Checklist 0]
* Favorite this WorkCenter R ACcount - tiev
& Email this WorkCenter
aty
PART I: Applicant Self-Scoring 10
1
PART I: Organizational Charts - Current, if applicable, and Proposed 10
nee
aty Wa

PART Ii: Exhibit A: Project Information 10
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

[ Maryland Department of . + Task Options
Housing and Community Edit Task
Development

+ Mair ®; (0) Comments (D (1) Reminders  [§(0)Files ¥ Activities 4 Return to List
i Files
Task Title I PART I: Threshold Checklist -
® Posts Task Details
Status Pending Assignees Tasks provide you with complete
v Tasks project management capabilities
in the same application you
Calendar Task Group Application Submission Package (Detailed) manage your documents and
o project communications.
¥ Activity Description i
Quickly build task flows and
& Links dependencies, assign task groups

to mirror your internal business
processes, set order based
approval processes, and set up

& Tenant Events

Location
email natifications to keep your
team in the loop as a task
* Favorite this WorkCant Start Date ; pee
avorite this WorkCenter progresses.
& Email this WorkCenter Due Date For more information on tasks,
check out the Procorem Help
° ” Center.
Assigned To

0 Developer

- O Mark Finished Test Account

Any assignee can mark task as finished

All assignees must mark task as finished

Approvals

U Processor
4 No Approvals Required

Any approver can mark task as approved

All approvers must mark task as approved
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= Task finished successfully! Xbst -

Edit Task + Task Options
[@ Maryland Department of " Main ®, (0) Comments (D (1)Reminders  [§(0)Files ¥ Activities 4~ Return to List
Housing and Community
Develapment Task Title l PART I: Applicant Self-Scoring ask Details
& Files Status Tasks provide you with complete
. have finished this t project management capabilities
® Posts 3 N
in the same application you
+ Tasks Tesk Group Application Submission Package (Detailed) manage your dccuments and
project communications.
Description
[ Calendar Quickly build task flows and
dependencies, assign task groups
¥ Activity to mirror your internal business
# processes, set order based
&% Links Location approval processes, and set up
email notifications to keep your
i Tenant Events Start Date team in the loop as a task
progresses.
Due Date For more information on tasks,
# Favorite this WorkCenter check out the Procorem Help
AL e e e Center.
& Email this WorkCenter
Assigned To

U Developer

Any assignee can mark task as finished

All assignees must mark task as finished
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

= Q procore

ElMaryland Department of Posts Caty Waterman

Housing and Community
Development

New Post: Test Account
E Files

® Posts

« Tasks

* Calendar

¥ Activity

& Links

& Tenant Events

Edit
Test Account a few se
% Favorite this WorkCenter

= Email this WorkCenter

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

& procorern

[J Maryland Department of
o . Posts Add Collaborator
Housing and Community
pevelopment New Post Caty Waterman
B Fies @ @ = Ll =0 H
Test Account
=, Posts B I & L i=: ””

v Tasks | |

© Calendar

¥ Activity

o

WorkCenter Settings
& Links

& Tenant Events
Edit

# Favorite this WorkCenter

& Email this WorkCenter
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

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.

[Z Maryland Department of Caty Waterman

Fil
Housing and Community 63
Y ilter
E Files
ihcdtest@gmail.corm
® Posts 2 hours ago on (un 27 2025) by Caty Waterm. Connection:
Developer

+ Tasks m
7 Calendar

¥ Activity

— ) immediate Emails?
& Links

\nclude in Digest?
Tenant Events

* Favorite this WorkCenter

& Email this WorkCenter

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.

= Q procore

My Activity Feed Test Account
Profile Screen

My Calendar - The profile screen gives you the
& Profile  YPicture  Mginvites @ Security Lk Pref L = Background Processes
power to control how you provide
My Tasks
Email notifications? and receive information. Update
key information such as your time
My Accounts ® Yes, send me email notifications (including file upload alerts, assigned tasks, posts, comments, etc) zone, upload a profile picture,
control email frequency, change
My Favorites No, please turn off email notifications (we will still send you task emails if you are a assignee, approver, or your password, and more within
follower and system messages - account invites, reset password, etc) the profile screen

Learn more about your profile by
heading over to the Procorem
Daily v Help Center.

Select how often you'd like to receive a digest email

Maryland Department of
Housing and Community v
Development

Test Workcenter
Configure email preferences for the following account

View All 1 WorkCenters -Select--

© Go to Account ) P
© Select an account to configure your email notification preferences.
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