
FHLBI.GIVES User Guide – Submitting an Application 

 

Note:  This is the process for sponsors.  The member review process begins on page 14. 

 

Section 1 – Getting Started 

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 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. 
• 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 yellow 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, FHFA Questionnaire, 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. 
The exit application link 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.  

 



In the development team section, the sponsor organization name and contact information will automatically 
populate based on your log-in as the sponsor entity and contact information provided when you registered as 
a user.   
 
In the member details section, only the name of an eligible member financial institution can be entered. The 
address details and contact will populate automatically upon entering the name of an eligible member 
financial institution. 

 
 

Section 3 – Project Targeting 
 

 

 
 
The rent targeting section allows you to enter the project unit mix by bedroom size.  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, 

and the income/rent targeting bucket they fall in. 
• The max rent will automatically populate based on the project county entered in the general 

information section of the application and unit type specified. 
• Based on the unit mix entered in the rent targeting section the income targeting commitments will 

automatically populate. 
 



 
 
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 you could approach this.  The first way 
is to enter your resident information in an outside Excel document and then use the Import from Excel button 
to import that data into the system.   
 
The other approach is to click on the + Add New button and then input the requested information about the 
resident/unit.  Be sure to save after entering data for each individual unit.  If entering data manually through 
the system, when you are finished, you can use the Export to Excel button to Export that data into an outside 
report. 
 

  



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. 

 
 
 
 
 
 
 
 



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. 

• To add a new construction funding source of funds you will click the + Add New button, enter the 
requested data, and then hit save. 

• To add a new member financial institution permanent source of funds you will click the Add Member 
Funding Source button, enter the requested data, and then his save. 

• To add a new non-member permanent source of funds you will click the Add Other Funding Source 
button, enter the requested data, and then hit save. 

• If you select a funding source type as a loan, be prepared to provide the loan details. 
• After entering a funding source, you can later edit it by using the blue pencil icon under the Action 

heading.   
• After entering a fund source, you can later delete it by using the red trash can icon under the Action 

heading. 
 



 

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

 



 

 
 
When completing your proforma the total yearly rents (line 2) will not populate until the entire proforma has 
been filled out and saved.  The total yearly rents will then populate based on the total monthly rent found on 
line 42.  The total monthly rent populates automatically from the monthly rent by unit type totals in the 
project targeting section of the application. 
 
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’ll be entering your income/expense figures and the inflation factors will populate 
automatically from there. 
 
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. 

 
 
 
 



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 criteria that must be met to be 

considered for points in that scoring initiative. However, always remember to review the 
Implementation Plan for complete details regarding the 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 initiative is also listed.  Once you have 
completed a scoring initiative section, hit save to move onto the next section. 
 

Next, we will discuss a critically important component of the application, the red Attach Document link 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, and so much more. 

 
 
 
 
 
 
 
 
 
 
 

 
 



Section 7 – Attach Document 
 

 
 
Once you have clicked on the red Attach Document link the above screen will pop-up.  To upload a document, 
you will simply click on the paper clip icon next to the exhibit page you are wanting to upload to.  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. 
 
Be sure to follow the instructions in the implementation plan, scoring guidelines on the website and within the 
Implementation Plan, and directives from AHP staff on what supporting documentation to include in your 
application.  Failure to include the appropriate supporting documentation may result in the loss of points or 
ineligibility of the project.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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.  As seen above, the score sheet will reflect the maximum points available in each scoring category 
and in total and the points you have requested. 

 
 

Section 9 – FHFA Questionnaire 
 
The FHFA Questionnaire requires you to answer regulatory questions about your project. All questions must 
be answered with a yes or no before proceeding. Your selected answer will be highlighted in green. 

 
 

Section 10 – Explain/View Variance and Review & Finalize 
 

 
 
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 heading two red 
warning messages appear.  In this example the first one is to “Provide Explanation(s) for Variance(s).”  The 
second message is “Approve Certification.” All warning messages must be addressed before sending the 
application to the member. 
 
We’ll start with the first warning message which is tied to the orange Explain/View Variance icon on the right-
hand side of the screen.  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 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 Items heading fall outside of the FHLBank Indianapolis guidelines and 
must be addressed. To respond you will simply provide an explanation as to why you are outside of the 
guideline in the explanation box.  Once you have answered all validation items hit save to clear them. 
 
Now you must approve the certification.  To do this you can either select the red Approve Certification 
warning message or click on the Certification button at the bottom of the screen.  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 save to continue.   
 
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.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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 and My Applications toolbars under Application Submission 
and View InProcess Applications.  You can click on either link, and 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 is grayed out and cannot be edited.  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 will have to certify to the terms and conditions of the AHP.  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 and the following page will pop-up: 

 

 

 
 



This page has a drop-down box to allow you to select the sponsor contact to send it back to as well as the 
reason for the return. Finally, the Detail Description box allows you to enter specific details as to what’s 
missing, incomplete, or needs to be corrected.  Once you have completed this part you will hit the send button 
in the Return to Sponsor pop-up and it will be sent.  The application will no longer be reflected in the My Tasks 
or My Applications screens on the main home page because it is now sitting with the sponsor. 
 
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 
description will be detailed.  Respond by attaching the missing or incomplete items and provide an 
explanation.  After saving you will go back to the Review & Finalize section of the application and select Send 
to Member Bank.  The application will no longer appear in the My Tasks toolbar of your home page as it will 
now be with the member. 
 
When the member logs back in they will see an unsubmitted application in the My Tasks toolbar of the main 
home page.  Click on that and the application number that follows.  Locate the missing/incomplete items 
specified in the return to sponsor correspondence.  Once you have reviewed and approved, click on the 
Approve Certification button, accept the terms and conditions, and submit to the FHLBank Indianapolis.  The 
application is now complete and ready for review by FHLBank Indianapolis staff. 


