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APPENDIX I - SUBMITTING AN AHP APPLICATION 

 Overview 

This user guide provides step-by-step instructions for completing and submitting an AHP application in 
the FHLBI.GIVES system.  

 

 Section 1 – Getting Started 

 

Note: This is the process for sponsors.  The member review process begins on page 2. 

Using the Home Page 

The Home Page is your central location to view pending tasks, create new applications, receive 
messages from FHLBank Indianapolis, and examine details of your existing portfolio of projects. 
There are a few key areas described in this user guide that will assist you in using the AHP 
FHLBI.GIVES platform. 

• My Tasks – Shows items that require action from you. 
• Create New Application – Allows you to create a new rental or homeownership 

application, continue an application, and check the status of a pending application. 
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• Message Board – Shows you messages from FHLBank Indianapolis. 
• My Projects – Provides an overview of existing awards, the total number of units 

associated with those awards, the total amount of AHP dollars awarded, amount of AHP 
dollars left to disburse, and total development costs of your AHP portfolio of projects.  

 

 Section 2 – Starting an Application and General 
Information 
From the Home page you will create a new application by selecting either the Rental or 
Ownership link. 

Once you have selected an application to complete you will be directed to the General 
Information tab. This section of the application consists of basic information about your project, 
the makeup of your development team, and details about your partner member financial 
institution.  Please fill out each section completely. Any question with a *red asterisk next to it 
requires an answer and will not allow you to move on without answering the question.  

There are a few key areas to describe that you will see in each section of the application and 
will assist you in your submission. 
 

• Prev/Next – These buttons at the top right allow you to navigate through completed 
subsections of the application section you are working on. 

• Attach Document – The icon is highlighted in red on the right side of the screen and 
allows you to attach supporting documentation to validate your answers. 

• Explain/View Variance – The icon is highlighted in orange on the right side of the 
screen and allows you to view and respond to instances where the application is 
outside of FHLBank Indianapolis feasibility guidelines. 

• Check/View Score – The icon is highlighted in blue on the right side of the screen and 
allows you to view your score at any time as you progress through the application. 

• The tool bar on the far-left hand side of the screen allows you to go back and 
view/edit sections of the application that you have completed and saved (General 
Information, Project Targeting, Building Information, Financial Feasibility, Scoring 
Criteria, Additional Questions, Review & Finalize). 

• + Add New – Allows to input project location information, development team 
members, etc. 

• Save, Save & Continue, and Exit Application – Buttons are located at the bottom of 
the screen.  The Save button allows you to save your work and continue later.  The 
Save & Continue button allows you to save work and continue to the next section. 



  

Page | 3 

The Exit Application button allows you to leave the application without saving.  
Please note the system will not allow you to move on until you have selected one of 
the options.  

 
Basic Information Section - Please note you will be unable to complete the project location 
section at the bottom of this page until the top portion is completed and saved.  Also be 
mindful that once the top portion is saved you will be unable to go back and edit it. 
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Development Team Section – The sponsor organization name and address will automatically 
populate at the top of this section when the application is started. You will then use the drop-
down box to select the project contact. The project contact list will be pre-populated with those 
individuals who have registered for and been granted access to the FHLBI.GIVES system on 
behalf of the sponsor organization. Once the appropriate contact person is selected the primary 
contact name, phone number, and email address will also populate at the top.   
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Member Details Section – Only the name of an eligible member financial institution can be 
entered. Once entered, the address details will populate. You will then use the drop-down box 
to select the member contact. The member contact list will be pre-populated with those 
individuals who have registered for and been granted access to the FHLBI.GIVES system on 
behalf of the member financial institution. Once the appropriate contact person is selected the 
primary contact phone number and email address will populate. 
 

 

 

 Section 3 – Project Targeting 
The targeting section is where unit information related to the project is entered.  There will be 
differing details conveyed for homeownership and rental projects.  

Homeownership 

Unit data for homeownership projects includes income level and number of units. Simply input 
the number of units associated with each income level.  

Please note: When you hover over the question mark next to the income level heading it will 
show the income targeting buckets for homeownership projects and they are as follows: 

• High Income - > 80% AMI 
• Low to Moderate Income – 61 – 80% AMI 
• Very Low Income – 31 – 60% AMI 
• Extremely Low Income - <= 30% AMI 
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The project units section allows you to enter homebuyer information for homebuyers who have 
already been identified for participation in the program. This section will not be completed if 
homebuyers have not yet been identified or for owner-occupied rehabilitation projects. 

If this section does apply to your project, there are two different ways to approach this.  The 
first way is to click on the + Add New button and then input the requested information about 
the homebuyer.  Be sure to save data after entering each individual unit.   
 
Please note: The unit number should correspond to the Location ID indicated in the Basic 
Information section of the application. 
 
This section will also require you to enter information about the homebuyer including a 
summary of the projected financing transaction and related costs. 
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The second way to enter existing homebuyer information is through the Export/Import To Excel 
feature. When you select the Export to Excel button a Project Unit Details Excel template will 
open up. You will then enter all unit information in this template.  Once complete, save the 
Excel file to your computer. You will then select the Import From Excel button to import this 
project unit data from the Excel template into the project units section of the application.   
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This method is typically preferred when you have a larger development…say 100+ units.  It can 
be burdensome to enter all the unit information individually.  With this template there will still 
be individual household information to enter but common data like City, State, and County can 
be entered once and then copied down. 
 
Rental 

Unit data for rental projects includes unit type, number of units, tenant paid rent, and income 
targeting bucket (area median income level). A few things to note here:  

• + Add New button will be used for each unit type being added to the project. 
• You will enter the unit type (Efficiency, 1, 2, 3, 4+), number of units associated with 

each unit type, average estimated tenant paid portion of the rent for each unit type, 
and the income/rent targeting bucket of each unit type. 

• The max rent will automatically populate based on the project county entered in the 
general information section of the application and the specified unit type. 

• Based on the unit mix entered in the rent targeting section the income targeting 
commitments will automatically populate. 
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The project units section allows you to enter resident information related to currently occupied 
developments.  At application submission this would only apply to projects involving the rehab 
of existing occupied units.  If doing acquisition, new construction and/or rehab of non-occupied 
units, you can move onto the next section. 
 
If this section does apply to your project, there are two different ways to approach this.  The 
first way is to click on the + Add New button and then input the requested information about 
the resident/unit.  Be sure to save data after entering each individual unit.   
 
Please note: The Unit AMI Limit drop down selection refers to the unit set-aside (income/rent 
targeting bucket of that unit). The income certification year for units occupied by tenants at the 
time of the AHP application submission will be the application year. 
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The second way to enter existing resident information is through the Export/Import To Excel 
feature. When you select the Export to Excel button a Project Unit Details Excel template will 
open up. You will then enter all unit information in this template.  Once complete, save the 
Excel file to your computer. You will then select the Import From Excel button to import this 
project unit data from the Excel template into the Project Units section of the application.   
 
This method is typically preferred when you have a larger development…say 100+ units.  It can 
be burdensome to enter all the unit information individually.  With this template there will still 
be individual household information to enter but common data like City, State, and County can 
be entered once and then copied down. 
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 Section 4 – Building Information 
This section of the application allows you to enter details about the building(s) in your project 
as well as expected development timelines.   
 

 
 
 
When entering your project schedule be mindful of the FHLBank Indianapolis disbursement and 
completion deadlines as outlined in the Implementation Plan. 



  

Page | 12 

 

 

 Section 5 – Financial Feasibility 
This section of the application consists of the financial details of your project including sources 
of funds, uses of funds, and your 15-year operating proforma.  There are a few key areas to 
describe that will assist you in completing this section. 
 
Source of Funds 

• To add a new construction funding source of funds you will click the + Add New button, 
enter the requested data, and then hit save. 
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• To add your AHP request you will click on the FHLB Indianapolis source under 
permanent financing and enter the requested data.  
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• To add a member permanent source of funds you will click the Add Member Funding 
Source button and enter the requested data. 



  

Page | 15 

 

 

 

• To add a non-member permanent source of funds you will click the Add Other Funding 
Source button and enter the requested data. 
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• Please note: After entering a funding source, you can later edit it by using the blue 
pencil icon under the Action heading. You can also delete it by using the red trash can 
icon under the Action heading. 
 

Development Budget 

• When entering your development budget, the subtotals and totals will calculate only 
after saving the page.   

• Figures must be listed for all budget line items even if that figure is $0 or the 
development budget will not be saved. 

• Be on the lookout for the orange prompts next to a budget line item(s). These indicate 
the figures listed are outside of the AHP feasibility guidelines and will require a detailed 
explanation in the orange explain/view variance box on the right-hand side of the 
screen. 
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Proforma 

• The Total Rents (line 2) will automatically populate from the estimated tenant paid rent 
by unit type totals in the project targeting section of the application. 

• Any tenant rental assistance received for the project should be input in Rental 
Assistance (line 3). 

• The annual increase column is related to the inflation factors which can be anywhere 
from 0 to 9.   

• The Year 1 column is where you manually enter income and expense figures, and based 
on the inflation factor percentage entered, years 2 – 15 will automatically populate. 

• The debt service line should include hard, must-pay debt only. 
• Deferred developer fee must be annualized over the 15-year operating period. 
• To save the proforma, all line items must be completed, even if the figure is $0. 
• The full 15-year operating proforma will not populate until the save button is selected. 
• Be on the lookout for the orange prompts next to a line item(s). These indicate the 

figures listed are outside of the AHP feasibility guidelines and will require a detailed 
explanation in the orange explain/view variance box on the right-hand side of the 
screen. 
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• If supportive services are provided to your residents, the supportive service income and 
expenses section will be completed. 

• The Export button at the bottom of the page allows you to export the data to an outside 
Excel report that will enable you to view the entire 15-year operating proforma. 
 

 
 

 
 

 
 
Please note: Homeownership projects will not complete the 15-year operating proforma. 
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 Section 6 – Scoring Criteria 
The scoring criteria section will include all scoring criteria as outlined in the Implementation 
Plan.  There are a few key areas to describe that you will assist you in completing this section. 

 
• If you click on the blue guidelines link a help box will appear detailing the specific 

page(s) in the Implementation Plan where you can find the requirements associated 
with that scoring criteria. 

• Answers will consist of a combination of yes/no boxes, check boxes, narrative sections, 
and/or data that may pull from other areas of the application such as with targeting.  

•  The maximum points you may obtain in the applicable scoring criteria is listed at the 
top.   

• Once you have completed a scoring criteria section, hit the save & continue button to 
move onto the next scoring criteria.  

• You will know a scoring criterion has been completed and saved correctly when a green 
check mark appears next to it.  Scoring criteria that have not been completed will show 
a red X next to it. 

 

 
 

• Next, we will discuss a critically important component of the application, the red Attach 
Document box found on the right side of each section of the application.  This link 
allows you to upload documentation that will support your request for points in the 
application, verify funding commitments, validate the market demand for your project, 
etc. 
 

 Section 7 – Attach Document  
• Once you have clicked on the red Attach Document link the below screen will pop-up.  
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• To upload a document, you will simply click on the paper clip icon next to the exhibit 
page you are wanting to upload to (see the separate Exhibit Checklist document for 
details on what exhibit a specific document should be submitted in).   

• Use either the drag or drop function or click the choose file button to select a 
document.  You will then click on the Upload button, and your document will be 
uploaded to the system.  If the document has successfully uploaded a pop-up message 
will appear notifying you of this.  In addition, you will see the document under the 
document name heading and the exhibit(s) where you have uploaded documents will be 
highlighted in green. 

• As a reminder, be sure to review the Implementation Plan for threshold criteria and 
scoring guidelines and provide appropriate supporting documentation to verify your 
commitments/requests.  Failure to do so may result in the loss of points or in some 
cases, the ineligibility of the project.  
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 Section 8 – Check/View Score 
• To view your application score you’ll select the blue Check/View Score icon on the right-

hand side of the screen.   

 

• A running total of your score will be kept as you proceed through the application and 
can be viewed at any time.   

• The score sheet will reflect the maximum points available in each scoring category and 
in total, as well as the points you have requested. 

• You have an option to Print the score sheet if you wish to at the conclusion of 
completing the scoring section. 
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 Section 9 – Additional Questions 
• The Additional Questions section requires you to answer regulatory questions about 

your project. All questions must be answered with a yes or no before proceeding. Your 
selected answers will be highlighted in green. 
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 Section 10 – Review & Finalize and Explain/View 
Variance 

• Congratulations!  You have reached the end of the application.  However, before 
wrapping up there are a few important steps that need to be followed. 

• You will notice under the Incomplete Application Details – Must Correct Before 
Submission and Page Level Deviations headings two red warning messages appear.  In 
this example the first one is to “Provide Explanation(s) for Variance(s).”  The second 
message is to “Approve Certification.” All warning messages must be addressed before 
sending the application to the member bank. 

 

 
 

• If your project falls outside of any of the FHLBank Indianapolis feasibility guidelines the 
variance warning message will flag.  To address these items, you can either select the 
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warning message itself or click on the orange Explain/View Variance message.  This will 
take you to the following screen: 
 

 
 

• All the items listed under the Validation and Variance Items headings fall outside of the 
FHLBank Indianapolis guidelines and must be addressed before you submit the 
application to the member bank.  

• To respond to the variance items listed you will either go back and correct the items 
prompting the variance flag or provide an explanation as to why you are outside of the 
guidelines in the explanation box.  Once you have corrected and/or answered all 
validation items hit save to clear them. 

• Now you must approve the certification.  To do this you will select the red Approve 
Certification warning message.  The certification spells out the terms and conditions you 
are agreeing to by submitting your AHP application.  You must check the Accept Terms 
and Conditions box and hit save to continue.  
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• Once you have completed this step you are ready to submit the application to your 
member financial institution and will do this by selecting the Send to Member Bank 
button.  

• You may also print off your completed application by selecting the Print Application 
button. 
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 Section 11 – Member Review and Sponsor Response 
to Returned Items 

• Once the sponsor has completed and submitted the application it will move onto the 
member for review and approval.  It will appear in the members My Tasks – Application 
Submission - Unsubmitted Applications and My Applications - View InProcess 
Applications.  You can click on either link, then click on the applicable application 
number that appears, to begin the review of the application.  

 

 

 

 

• The member review process is fairly simple.  The application will already be completed 
and supporting documentation uploaded.  In fact, most of the application will be grayed 
out and cannot be edited at this point.  As the member you will just be reviewing for 
accuracy, consistency, and ensuring it aligns with your understanding and knowledge of 
the proposed project, as well as adherence to FHLBank Indianapolis AHP guidelines.  
However, one thing that’s different is the Review & Finalize section at the end of the 
application. 

• Like the sponsor you must certify the terms and conditions of the AHP.  
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Returning an Application to Sponsor 
 

• However, if you notice something missing, incomplete, or needing to be updated you 
can also send it back to the sponsor to correct.  You do this by clicking on the Return to 
Sponsor button at the bottom of the Review & Finalize page and a Return to Sponsor 
page will pop-up. 

• Using the drop-down boxes you will select the Reason for Return as well as the 
Recipient or sponsor contact you will be sending the application back to.  In the 
Comments box you will detail the reason(s) for returning the application.   

• When finished you will select the Send button to send it back to the sponsor.   
• Though an automated message from the system will be sent we highly recommend the 

member reach out personally to the sponsor by phone and/or email to inform them the 
application was sent back and there are correction items that need to be addressed. 
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Sponsor Addressing an Application Returned by Member 
 

• When the sponsor logs back into the system they will see an Unsubmitted Application 
pop up under the My Tasks toolbar on the main home page.   

• Click on the unsubmitted application and then select the application number that 
follows.  

• Go to the Review & Finalize section of the application and the reason for the return and 
related comments will be detailed. 

• You will respond by addressing the reason for return and related comments.  So, in this 
example the sponsor will attach this missing documentation in Exhibits 3 and 4 using the 
red Attach Document icon.   

• The sponsor will also update the variance items explanations using the orange 
Explain/View Variance icon. 
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• Once all corrections have been made the sponsor will select the Send to Member Bank 
button in the Review & Finalize tab. 
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Member Receiving Returned Application from Sponsor 
 

• Once sent back, the member will again find the application under My Tasks – 
Application Submission – Unsubmitted Applications and My Applications – View 
InProcess Applications.  Either link can be selected and then you will open the 
application. 

 

 

 
 

• You will review the correction documentation submitted by the sponsor and if 
everything is acceptable select the Submit to FHLB button to formally submit the 
application. 

 



  

Page | 32 

 
 

• You can check to ensure the application was submitted on the home page under My 
Applications – View Submitted Applications. 
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