)
.

|

' Subrecipient User Guide: _ v ikl |

il City of Salt Lake City =

1

LAST UPDATED: MAY 22, 2023 & ) MARNT | —

BENEVATE, INC.
) DBA NEIGHBORLY SOFTWARE

“ Neighborly Software

Atlanta Tech Village
3423 Piedmont Road NE
Atlanta, GA 30305
www.NeighborlySoftware.com



Neighborly Software Neighborly Software:

Subrecipient User Guide
Table of Contents

Accessing the SUDIECIPIENT POl .....oocuiiiiiiiiiieece et s e st e e s s be e e e s abee e e s nbeeesenbeeessnareeas 3
Y1 o = A o] PO PP PP PP OO PP PPPPPPUPPRE 3
YT o{ 211 0= 41 [ o DO PP PP PPPPPPPPTPN 4
PASSWOIT RESEL.c..eeieiiiiieiie ettt ettt ettt ettt e bt e s bt e she e s ae e e at e e a bt e b e e b e e abe e sheeeaeeeateebeesbeesaeesabesabeeane e reennes 4
(O o o Fd oY o TU T gl o= T VYo T o PR 5
MaNAGING YOUT Grant ACCOUNT.....ciiiiiiiiiiiteee et ettt e e e e s e esire ittt e eeessaaaabetteeeesssannsseeteeeesssasssbaaaeeeesssaanssraaaeeessssannnsnes 6
Yool o 11 [ | OO PPN 6
Yool oY o111 o]0 7= oL (3PSt 7
DFaW REOUESTS .. e s e e e s e s e e s e s e e e e e e s e s e e s s e s e s e e e s e s e s asssssasasasasasasssssasassssssssssssssssessssssssssssessseseeseseeneeeneenenaenns 7
SUDMITEING @ NEW DIAW ..eeiiiiiiiieieiiiee ettt ettt e e ettt e e et e e e ettt e e e e aaaee e e astaeesaastaseeasssaeeeanssasesansseseeanstaeesantanesennsenns 8

Yol o 1=Te [UT[=Te I Y=Y o Yo T £ PSP 10
A ettt ettt ettt ettt ettt e st e bt e e bt e e e bt e e bt e e ea bt e e b et e eabe e e bee e Rt e e e beeeehbee et ee e beeesabeeehteeaatee s naeenareenn 12



NeighborIySoftware

Accessing the Subrecipient Portal

Neighborly Software:
Subrecipient User Guide

The Subrecipient Portal is hosted by Neighborly Software and is accessible available via any internet connected
device. The recommended browser is Google Chrome but will work with any modern web browser.

Participant Portal Link: https://portal.neighborlysoftware.com/brocktonredevelopmentauthority/Participant

Registration

To access the system, you'll need to create an account by first
registering your email address. Select the Register tab and enter
your work email address. Select “Send verification code”. To
verify your email address, the system will send you an email with
a verification code.

Note: If you do not receive the email within 2 minutes, check
your spam or junk mail folders. If the email is in either folder,
mark the message as "Not Junk" or "Not Spam" to ensure you
receive all future system notifications.

Register

Register

— Enter the verification code into the text box and click "Verify

Code."

your Junk folder or ¢li

e "v'.“"'f.' ’n If the code is not accepted, you may generate a new code by

selecting "Send new code." Another email with a new code will be

learning@neighboriysoftware com sent to your inbox.

After verifying your email address, you'll be prompted to create a
password. Passwords should be at least 12 characters long and

include at least one UPPERCASE letter, lowercase letter, a
number, and a special character (!|@#5%").


https://portal.neighborlysoftware.com/brocktonredevelopmentauthority/Participant

NeighborlySoftware

Signing In

Neighborly Software:
Subrecipient User Guide

Once your account has been registered, you may login (using the same link above) by entering the email address

and password used during registration.

Sugnln Regi

Emall Address

Password

Password Reset

If you forget your password, select the link “Forgot your
Password?” and follow the prompts to create a new password.
Enter the email address that was used to register your account.
Then select “Send Verification Code”

Within a few seconds, the system will send you an email containing
a 6-digit code. Enter the code into the text field and select “Verify
Code”

If after 2 minutes you have not received a code, you may repeat
these steps to generate another code.

Be sure to check your spam and junk folders before requesting a
new code. Sometimes users do not receive the code due to a
simple typo when entering their email address. Verify that the
email entered is indeed correct.

Slgn In

Emall Address

Password
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Changing your Password

To change your password, log into the Participant Portal. Select the
top right corner of the screen and select “My Profile”. Next, select the “Password”
option on the left side of the screen. For security purposes, you will be required to
enter your email address, the system will then send you a verification code. Enter the

code and follow the prompts to create a new password.

icon on the

GENERAL

FAVIWGED

My Profile

Send verfixatinn code
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Managing your Grant Account

Upon logging in, the participant dashboard will become visible. Any case where funds have been awarded will be

listed in the Grant card as shown below. To load the Grant Viewer, select “View” to load the grant account

screen.
N Home
Good Evening, Christal
Neighborl Welcome ta Neighborly County's Housing and Community Development Portal,
“ Softgware 4 The County of Neighborly is committed o ‘-ccfmublllty for all applicants. If you regulre this material In an
altermiote forrnat, please contact us at (860)668-6868
Grans

™ ami Cobvam ias arpeOYLS BISBURSLD T .

H3as Atranta Sosp Kite e Putiic Sevvice Grants N $256.000.00 $0.00 $250,000 00 View
Account

The Grant Viewer has 6 main sections: Account, Reports, Accomplishments, Draw Requests, Application and
Documents. The Account screen is a summary of your Grant account, including the award amount, the funds

disbursed, and the remaining account balance.

N
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Amount Funded
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Accomplishments

The Accomplishments screen provides a summary of Accomplishment data entered via Scheduled Monthly and
Annual Reports. Note that this screen is Read Only — accomplishment data can only be added/modified via the

Monthly and Annual reports.

10)4% " Mt Setvcr Gagrn
Gatt  Apgriresd

edaivisd Mame  Atants Sep Khen
S) sremmeismmierns
A rmpdisbrrent

Draw Requests

The Draw Requests allows you to request draws from your remaining account balance. The initial screen is a

summary of any existing draw requests and disbursement data. To view an existing draw, select the icon
to the right of the draw. To render a PDF of the Draw Voucher, select the icon.
>
.
e - oy

Requested

$100,000.00 =
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Submitting a New Draw

Requested
$100,000.00

To create a new draw, select the “Add a Draw” bar.

The system will default the “Request Date” to today’s date; however you will have the ability to update the date
by clicking on the text box and using the date picker to select a new date.

Enter a description/summary of the draw. You will have the ability to update the details further on the next page.

ADD A DRAW
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Once the draw has been created, you may update the summary and upload documents. In the “Details” portion of
the page, you will then enter the funds requested from each of the budget categories listed. Once submitted, the
draw request will be forwarded to a Program Administrator for review and approval. The draw will then be in a
read-only mode where no further edits/changes can be made.

You may track the draw request review process by selecting the “Workflow” tab. You may also render a PDF of

the Draw Request by selecting the Icon in the upper right.



NElgthl’lY Software Neighborly Software:

Helping Communities Help People Subrecipient User Guide

Scheduled Reports

The Reports tab will indicate if any reports are Due or Past Due. Once you click into the Reports section, you will
find all the reports that have been scheduled for your organization. Most often, these will be labeled as Monthly
or Quarterly Reports.

To start a report, select the three-dot icon to the right of the report, and then select “Start”. Note that Reports are
not available to be started/completed until the reporting period has passed.
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Once inside a report, you will see multiple tabs depending on your grant program. Usually there are at least 3
tabs — one for reporting Goal progress, one for Accomplishment data and one to certify and Submit the report.

Complete each tab by clicking the “Complete and Continue” button at the bottom of the screen. You may also
Save your work to return to the report later.

Steps can be reopened by selecting the “Reopen” button at the bottom of the page. The report is not Complete
and Submitted until all tabs are individually marked Complete. Once the report has been fully completed and
submitted it will no longer be available for any further edits or changes unless reopened by a Program

B Drogat Fimeagestent Copimy
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You may be assigned a task by a Program Administrator. Tasks will be displayed on the Portal Dashboard. To open

a task, select the

to the right of the task.

Good Evening, Christa!
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Once inside the task, view the details and complete the request. You may upload any supporting files by selecting

the “Upload File” hyperlink.

TAIx

Detads Messages {0)

Subject

Muamng Budget Detals

Detaits

Ploase submit an updated Sudget Narrative im your May
Report Please upioed 1o the task. Make sure to mark
task as "Compiete

Due Date

§29/2023

Status

Active

Created by chesta dnscoli@nesghborlysoftware com at 5/24/2023 9.35:46 PM

Last updated by christa driscollgneighborlysoftware com at 5/24/2023 9:40:53 PM

Chirsta Driscald

Ownerls) @

ATTACHMENTS

Follower(s) ©

Upload File &

Mark Task Compiats
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Additionally, if there are follow up questions regarding the task, you may send a message in the task to the
Program Administrator who originally assigned the task. Select the Messages Tab, enter a detailed message in the

text area, then select the L4 icon to post the message. You will be notified via email once a response has been
posted. Once the task has been completed, select the “Mark Task Complete” button.

TAIK

Details Messages ()

Ma Messages Found

Technical Difficulties

If at any point you run into technical difficulties with the software, use the help
icon located in the bottom right corner of your screen to contact our Support
Team. Support is available Monday — Friday from 8am to 7pm Eastern Time.

Help

Confirrmation Emall
Password Resat
Error Message

Account Locked

Update User Permssions

Configuration

Other




