


On-line submission provides a fast an easy way for you to submit your Annual Performance Report (APR) to your local ONAP office. Not only will you receive immediate confirmation that your APR has been received, but you may view your plan and its status over the Internet at any time. 





Submitting the APR on-line is slightly different from submitting the IHP on-line.  When you submit your APR on-line, you enter the table data into the on-line form.  You can draft the narrative sections using the MS Word template and then attach the document to the on-line form.   Please view the instructions below for information on how to submit your APR on-line.





Open the NAHASDA web site using the following address: 


http://www-domino.hud.gov/ihp/newhome.nsf


If you would like to submit your APR but have not yet registered, click the Register link on the left.  





�








The NAHASDA Internet Registration window will appear.  Please follow the Registration instructions in this window.  In order to properly process your registration, be sure to complete the required fields.  If you would like further assistance, please refer to the Tribe/TDHE Registration help section.  





Please Note:  Remember your User Name and password.  You will use it each time you log on to the NAHASDA Home Page to edit or view your APR.
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A confirmation window appears informing you that your registration request has been sent to ONAP. Click on the Return to NAHASDA Home Page link.  





You will receive an e-mail from your local ONAP office when your registration has been approved.  If you have not been notified within 72 hours, contact your local ONAP office.





From the NAHASDA Home Page, click the Submit/View My APRs link to complete your Annual Performance Report on-line. 





Type in your User Name and password.  Click OK.
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Select the appropriate Fiscal Year for your APR.
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Click your tribe name that appears under the selected Fiscal Year to open your APR.  Your APR appears on the screen.
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Complete your APR.  As you are working on your APR, click one of the Save buttons (located throughout the report) every 10 minutes to protect your work.  At the top of the form, be sure that the word “No” is selected following the question “Submit to ONAP for Review?” so you may continue editing your report after saving.





Please Note:  It is important for you to save your work every 10 minutes.  If you leave your on-line APR without saving all of your information, you will risk losing your text.





Please Note:  You will be brought back to the beginning of your Annual Performance Report each time you save your information.  You may scroll down the report to continue editing.  





Please Note:  You may click the “Undo” button to erase any changes you have made since your last save.





 In order to report on all open existing grants, please refer to the Annual Grant Activities Reporting section of the APR.  Click on the link provided to open a new page. You must complete Tables 1 and 2 of the APR for every open grant.�
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Once you have completed and saved the tables, click the Exit button at the top of the screen to return to your original APR form.  





If you would like to print the tables you have completed, you may do so from the original APR form by clicking the Print Grant Activities Reporting Tables button.�


Complete the APR narrative sections using the MS Word template.�


Attach the template to the APR form using the Browse button.





Click the Save button.





After you have saved the APR, scroll to the top of the form.  Following the question “Submit to ONAP for Review?,” click on the dropdown menu and select “Yes.”  You may click the Exit button to close the APR and return to the previous screen.





Please Note:  Once you select “Yes,” you may no longer edit your plan.  If you would like to make additional changes, you may contact your local ONAP office so they may reinstate your edit access.
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Once you have submitted your plan, you may return to view the status of your APR throughout the sixty day review period by logging on to the NAHASDA Home Page and clicking the Submit/View My APRs link.
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