QUICK
Guide

The HUD Section 3 Opportunity Portal is intended to
help HUD grantees and Section 3 businesses meet their
Section 3 obligations for employment and contracting. The
site is to be used by either Section 3 Workers or Employers.
Section 3 workers may use the site to Search for Jobs, post
their profile/employment history for companies to search
or post their business(es). Employers may use the site for
posting opportunities or business(es) or search for Workers
to fill positions. Authentication has been implemented
using GSA’s Login.Gov service. Login.gov is an
authentication service that offers the public secure and
private online access to participating government
programs, including the HUD Section 3 Opportunity
Portal.
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Welcome to HUD's Opportunity Portal

The Opportunity Portal helps match Section 3 Workers to jobs and training opportunities and Section 3 Businesses to contracting
opportunities.

Section 3 Workers i Section 3 Businesses i Section 3 Recipientsand 1
Employers

o Search for jobs and training

* Register business (sign in

This document will guide the user through the creation of
a Login.Gov account, logging into the Opportunity Portal
application, and exercising the features that are available
to both Section 3 Employers and Workers such as updating
contact information, posting an employment profile,
posting opportunities and searching for job/contract
opportunities.

Create a Login.gov UserID

To access certain features in the Opportunity Portal such
as creating a Worker profile so that businesses can search
for you, posting Job and Contract opportunities, or search
for Workers seeking employment, you must create a
Login.gov account. If you only wish to search for open Job
and Contract opportunities, you do not need a Login.gov
account. To create an account:

a. Open aweb browser such as Chrome, Edge, Firefox or
Safari.

b. [Enter] https://hudapps.hud.gov/OpportunityPortal in
the URL box.

HUD Section 3 Opportunity Portal is
using login.gov to allow you to sign in
to your account safely and securely.

T

Back to HUD Section 3 Opportunity Portal

[Click] the Create an account button. Note: if you
already have an account, you can [Click] the Sign in
button.

Enter your email address in the Email address field
(Note: this must be a valid email address that you can
access at that time), then [Click] Submit.

You can now close the tab or window you are currently
working in.

Go to your email account and look for a new email
from no-reply@login.gov with the Subject: Confirm
your email and open it.

In the email, [Click] the Confirm your email address
button. (Note: this will open in your default browser;
if you wish to use a different browser, simply copy this
URL and paste it into the browser you wish to use.)
Create a new password. It must be at least 9 characters
long and not be a commonly used password. Type the
password into the Password field and [Click]
Continue. (Note: you will not be able to move forward
unless your password is “strong” enough).

D LOGIN.GOV

@ Youhave confirmed your email address

Create a strong password

It must be at least 9 characters long and not be a commonly used
password. That's it!

(0 Show password
Password

Password strength: Great!
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Login.gov requires “two factor authentication”,
meaning you need to provide an additional way to
prove you are the owner of your account when logging
in (this adds an additional layer of security to your
account). Choose one of the 3 options presented (the
simplest is usually Text Message/SMS if you have a
cell phone; otherwise, the next simplest is to get a
phone call). Then [Click] the Continue button.

If you chose Text Message/SMS then enter your
mobile phone number in the Mobile phone number
field, then [Click] the Send code button.

U LOGIN.GOV

Add a phone number

Every time you log in, we will send you a one-time security code via
text message or phone call. This helps safeguard your account.

International code

United States of America +1

Phone number Mobile phone or landline. If you enter a landline,
please select “Phone call” below.

How should we send you a code?

© Text message (SMS) O Phone call

You can change this selection the next time you log in.

<« Cancel account creation

If you chose Text Message/SMS then enter your
security code that you received via text message/SMS
in the One-time security code field, then [click]
Submit. (Note: you must do this within 10 minutes of
receiving the code, or you will need to generate a new
one).

Write down, print out, or take a screen shot of your
personal key; you may need this to log in later to regain
access to your account if you lose your phone, for
example.

m. [Click] Continue.
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Store your personal key
This is the only way to regain access to your account if you lose the
phone where we send your security code. Write it down or print it
out.
<
E Your personal key
Generated on March 14,2018 D LOGIN.GOV
= Get another key & Print this page
Why do | need to store my new key on paper? +

Type the personal key that you just saved in the field
that appears. You do not need to enter dashes, just the
numbers and letters from your key.

[Click] Agree and Continue.

Log in with Login.gov
To log in to the Section 3 Opportunity Portal, do the
following.

a.

Once you have an account, you can go to
https://hudapps.hud.gov/OpportunityPortal in your
web browser, then [Click] the Sign in button.

[Enter] your Email Address and Password that you
used when signing up for Login.gov and [Click] Next.
Follow the steps for multi-factor authentication.

You will then be logged into the application and the
Section 3 Opportunity Portal home page will appear.
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Choose Worker Role

When you log in for the first time, you will need to select
a role. The Worker Profile role allows you to post
information that only approved employers can search for,
such as your skills, interests, preferences, employment
information and resume.

a. On the Role page, [Select] “l want to participate as a
Section 3 Worker by posting a resume with my
employment history/experience, skills, and training
for approved employers/contractors to review for
possible employment.”, [Click] “I certify that | meet
HUD’s Section 3 eligibility requirements”, then

[Click] Save.

Section 3 Opportunity Portal

Mome  Search Jobs | Contracts Welp My Account

Edit Public User Roles

User Roles. -

Section 3 Worker

Edit Worker Profile

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Worker Profile.

b. [Scroll] to the Contact section and [Click] the Edit
button.

c. [Enter] data. You must enter data in all of the Required
fields. [Click] Save.

Edit Contact Details

Contact Details

Email Address
t-memio-t @Dgmail.com

Manage Login.Gov Account

Title

Ms. B ‘
First Name Required
Sandra ‘
Middle Name
Last Name Required

‘ Jimenez ‘

d. [Scroll] down to the Profile Details section and
[Click] the Edit button.
e. [Enter] data into all of the relevant fields. [Click] Save.

f.

g.

Edit Profile Details
Profile Details

Summary Required
|1 am seeking work as a carpenter. | also have experience with
electrical and drywall.

Type of Work Required
Permanent s ‘

Work Status Required
Full-time s ‘

Availability Required
Within 1 month H ‘

Compensation Requirements

E |

[Scroll] down to the Employment History section and
[Click] the Add Employment History button.

[Enter] data into all of the fields. [Click] Save.
Add Employment History

Employment Details

Job Title Reguired

Carpenter Supervisor

Company Name Required
Acme Construction @ ‘

Location Required
San Juan, PR

From (Month / Year) Required
November s ‘

‘ 2012 2 ‘

To (Month / Year) Required

-
-

L :

B 1 currently work here

Employment History will be displayed with the most
recent starting date at the top of the list.

To edit employment history,

[Scroll] down to the Employment History section and
[Click] the Edit button next to one of your entries.
[Update] data in the fields you want to change. [Click]
Save.

To delete an Employment History entry, [Scroll] to the
Employment History section and [Click] the Delete
button next to one of your entries.When prompted,
[Click] OK to confirm.
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j.  If you have a Document to add, [Scroll] down to the
Documents section and [Click] the Add Document
button.

k. [Click] Browse... and choose a file to upload (PDF or
.docx), then [Enter] data into all of the relevant fields.
[Click] Upload.

Upload Resident Document

Document Details

Uptoad your like Requined

Choose File sandra-resume,docx.

You can upload documents in M35 Word of POF format.
D ot Incluce any of the following information in docurvents:

ity Number (S5N)
e Photos of yourself

e Perspnal information, such as age, gender, rellgious
affiliation, etc,

[ owtess ]

1. NOTE: Each file upload is limited to 2MB in size, but
unlimited in the number of files that may be uploaded.
m. To edit a Document’s properties,
[Scroll] down to the Documents section and
[Click] the Edit button next to one of your documents.
[Update] data in the fields you want to change.
[Click] Save.
n. To delete a Document,
[Scroll] down to the Documents section and
[Click] the Delete button next to one of your
documents. When prompted, [Click] OK to confirm.

My Businesses

Any user may register their Section 3 self-certified

business listing within the Section 3 Opportunity Portal.

Any registered businesses are listed on the My Businesses

page.

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.

Along with self-registered businesses, the application will
Claim any businesses that match with the user’s email
address. Upon caiming, a checkmark will appear beside the
business for the next 3 days. After claiming, the user may
edit and re-post the business similar to any other entries.

My Businesses

Below are the businesses you have registered to the Opportunity Portal. Click an the Title to view, edit, or delete a business.

Title City Stat Zip
ASAP Mow & Snow, LLC Toledo OH 43607
ysiness 0 ‘ Newly Claimed Anywhere AK 12345
Flowers Concrete and Snow Removal LLCV Omaha NE 68105

Add Business

b. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.
[Click] Add Business.

o

1. Business Information.

a. [Enter] Business Name, Business Street Address, City,
State

b. Enter the first 3 (or more) numbers of the ZIP code,
then [Select] the ZIP code you desire. This will
automatically update the City and State fields.

2. Contact Information.
[Enter] Business Telephone Number, Business Point of
Contact and Business Email.

3. Business Details
[Enter] Business Details in the following fields.

Optionally,

5 . a. [Enter] County
S and/or City Area(s) that
the business is not willing
to serve. Entries must be
less than 200 characters.
b. The Capabilities
Narrative is a summary of
.| a company's ability to
perform. Narratives must
‘| be less than 4,000
: characters.

Number of Employees Required

NAICS

Year Business Established Required

DUNS Number

Employer Identification Number

4. Small Business
[Check] if you identify as a small business.

5. Business Designations
[Check] one or more checkboxes (optional) to select
business designations.
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Add a Business (cont.)

Business Designations

[] polL Registered Apprenticeship

[] poL vouthbuild Participant/Grantes
7] HuBzone Firm

[] Labor union Certified Firm

[ Minority-Owned Business

[] seasaFirm [] woman- Owned Business

6. Provided Services
The selection (one or more) of the following
checkboxes is required.

Provided Services

] Accounting (] wrchitecture (] Asphaltpaving (] Brick masonry

| carpentry [ consulting [ ] Demalition (] Electrical

[ Engineering [] General Contractor [ nvac o

[ Insulation (] Janitorial [ Landscaping [ Lead Hazard Control
(| Maintenance [ Painting Dry Wall [] Plumbing (] Roofing

| Security [ signage/Graphics (] steel Fabrication

Other [describe)

| |

/. Business Currently Hiring
[Select] the appropriate option for the business’ hiring
status. (The default radio option is No).

8. Section 3 Business Criteria
The selection (one or more) of the following
checkboxes is required.

Your business is eligible to apply for preference as a Section 3 Business if, in addition to meeting all applicable state and local
regulations, it self.certifies that it meets one or more of the following criteria (you must check at least one:

[] A Atleast 51 percent of the business is owned and
controlled by low- or very low-income persons;

["] B.75 percent of the labor hours performed for the business
over the prior three-month period were performed by Section 3
workers; or

[ . Atleast 51 percent of the business is owned and

controlled by current public housing residents or residents who
currently live in Section 8-assisted housing

[Check] The above information is true/accurate
[Click] Submit

Edit a Business

b. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.

c. [Click] the Title of a business, from the pop-up menu,
[Click] Edit

d. Revise the Business listing’s data as needed.

[Check] The above information is true/accurate

f.  [Click] Submit

@

View a Business

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.

b. [Click] the Title of a business, from the pop-up menu,
[Click] View Public Post

Delete a Business

a. [Click] My Section 3 Portal in the upper menu, then
[Click] My Businesses.

b. [Click] the Title of a business, from the pop-up menu,
[Click] Delete

c. In the pop-up dialog, [click] OK

Search for Section 3 Businesses
[Click] Search in the upper menu, then
[Click] Search Business

JobSearch | | Contract Search | Business Search

Business Search

Location:

Metro area, city, county, state, or zip I

Filters +

1. Select Metropolitan Area.

a. In the Location text box, start entering the name of a
state, metro area, county or zip code, then select the
Location for the Business from the auto loaded drop
down list. Selection of a Location is required.

Business Search

Location:

| was Iuf:

Metropolitan Areas

Washington County, IA HUD Metro
Washington County, IN HUD Metro
Washington-Arlington-Alexandria, DC-VA-MD HUD

2. Select Filters.
a. [Click] the “+” on the Filters section

Designations
[ DOL Registered Apprenticeship

Services
[ Accounting

[ DOL Youthbuild Participant/Grantee [ Architecture

| HuBZone Firm [ Asphalt/Paving
[ Hiring [ Brick Masonry
[ Labor Union Certified Firm [] carpentry

[ Minority-Owned Business [ consulting
[ sBABaFim [ pemolition
[ small Business [ Electrical

[] Engineering

| General Contractor

b. [Check] on one or more Check Boxes
for Designations or Services to filter (optional)

[ woman-Owned Business
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Search Businesses (cont.) Search and View Job and Contract

c. [Click] Search to view Search Results. Opportunities
N a. [Click] Search Jobs/Contracts in the upper menu.
b. [Choose] either the Job Search or Contract Search
_— (e et tab for your search.
,J Msmth.‘ contract search || Business search
P — 107 R Street NE . Job Search
mﬂ“" Washington, DC 20002 (410)322.0803 Enter keywords to search for a Saction 3 job oppartunity, ‘
[ e W
3. Export Results to Excel. — -
a. To export the results of the business search to '
Microsoft Excel, [Click] the Download search results - X -
link, which is just before the table c. To search for an opportunity, [Enter] one or more
b. Depending on the browser, the file will either open in keywords and a location related to the type of job or
a viewer or can be downloaded and saved contract you are seeking and [Click] Search. Note that
c. When opening the file in MS Excel, it may open in a you can 1.1m1t the results by clicking the Filter panel
Protected View and clicking any of the options.
d. If so, [Click] the Enable Editing option at the top of e
the screen.| — | lllllll
File Home Insert Draw Page Layout Formulas Data Review View .‘.Im - ul _
A7 - B Je Alpha Security, Inc. Contract Type
4 A B C D E F 6 H u“:u
1 HUD Section 3 Business Search e
2 :Generated on: Wed Oct 13 16:32:10EDT2021 | m
: Business Name - Address - City - State - Zip - County ~ Phone - Website
5 Allen-Norris Permitt 107 R Street Washingi DC 20002 District Of € (410) 322- https://w =
6_Alliance To End Stro 5554 B Stree' WashingiDC 20019 _ District Of (202) 582- http://ww
d. [Click] a Job or Contract Title link from the search
results to view the read-only view of the posting.
e. Contact details are available in the posting, and some

have clickable URLs for more

postings  will
information.




