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1 GETTING STARTED

1.1 New to the System? Create an Account

If this is your first time accessing the Neighborly system, you will need to create an account before proceeding.

If you have already registered, please skip to Section 1.2 for instructions on how to log in.
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1.1.1 Accessing the Participant Portal

Open a web browser and navigate to the City’s Participant Portal at the following link:
https://portal.neighborlysoftware.com/MDG-RANCHOCUCAMONGACA/Participant.

Click the "Register" tab to begin the account registration process.
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1.1.2 Verifying Your Email

Enter your email. Then, click the "Send Verification Code" button.

Check your email for the verification code. If you do not see it, check your spam/junk folder.

Tip: If you still did not receive a verification code, click the "Send New Code" button to request another code.
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1.1.2.1 Verifying Your Code

Copy and paste the code into the "Verification Code" field. Then, click the "Verify Code" button.
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1.1.3 Completing the Registration Form

Enter the required information, including:

• First Name
• Last Name

• New Password (and Confirm Password)

Click the "Create" button to finalize your registration
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1.1.4 Review and Agree to the Terms

Review the "End User License Agreement" and "Privacy Policy" by clicking on the blue hyperlinks provided.

Check the box to agree to the terms and conditions.

Click the "Agree & Continue" button to proceed.

After successful registration, the system will redirect you to the Participant Portal home page.

1.2 Already Registered? Sign in to your Account

After registering your account, you can sign in using the Email and Password you provided during the registration
process.
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1.2.1 Signing In

Open a web browser and navigate to the City’s Participant Portal at the following link:
https://portal.neighborlysoftware.com/MDG-RANCHOCUCAMONGACA/Participant.

Enter the email address and password you used during registration in the log in fields.

After entering your login credentials, click the "Sign In" button to access your account.

Once logged in, you will be redirected to the Participant Portal home page, where you can start a new or manage
an existing application.
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1.2.2 Troubleshooting Login Issue

If you forget your password, click the "Forgot Your Password?" link on the login page.

Follow the prompts to reset your password.

If you experience technical issues contact us for assistance.

2 COMPLETING YOUR APPLICATION

2.1 Starting Your Application
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2.1.1 Locate and Start the Application

Locate the "Public Services" application in the table displayed on the Home screen.
Under the "Action" column for the Public Services row, click the "Start Application" button to begin.
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2.1.2 Name Your Application

Ener a name for your application using the following naming convention:
Agency Abbreviation - Activity Name

Examples:

• Fair Housing Foundation - Fair Housing Services should be entered as: FHF - Fair Housing Services
• Community Services Department - Senior Services should be entered as: CSD - Senior Services

Following this format ensures your application is properly identified and processed efficiently.
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2.1.3 Begin Your Application

Click the "Start Application" button to proceed to the application form.

2.2 Navigating the Application Sections
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2.2.1 Understanding the Application Layout

The application is divided into multiple sections. Each section is accessible via clickable links on the left-hand
navigation menu.

You do not need to complete the sections in order. You can navigate between sections, enter information, and
save your progress as any time.
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2.2.1.1 Tooltips

Most fields include a tooltip. Hover your mouse over the blue "?" icon next to a field to view additional
instructions or details about what is being requested.
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2.2.2 Saving your Progress

Use the "Save" button located at the bottom of each section to save your progress frequently. You can save a
section without marking it as complete, allowing you to return to later to make edits.

Tip: Even if you are not finished with a section, it's a good idea to save your work often to prevent data loss in
case of unexpected technical issues or interruptions.
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2.2.3 Completing Sections

Once all required fields in a section are finalized, click the "Complete & Continue" button at the bottom of the
section to mark it as complete.
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2.2.3.1 Completed Section Sample

After marking a section as complete, a green checkmark will appear next to the section in the left-hand
navigation menu. This indicates the section is completed.

All sections must be marked complete with green checkmarks before you are able to submit your application.
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2.2.3.1.1 Troubleshooting Tip

Note that once a section is marked complete, you will not be able to make additional edits.

If you need to revise this section, click the "Reopen" button at the bottom of the section to make the fields
editable again.

2.3 Adding Additional Users to Your Application
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2.3.1 Access the User Management Feature

Additional additional users from your agency allows team members to collaborate and access the application,
streamlining the submission process.

In the navigation menu, locate and click on the "View Users" option.
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2.3.2 Add New Users

Click the "Add a User" button.
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2.3.2.1 Enter the new user's information

Enter the new user's Email, First Name, and Last Name.

Click "Add" to save the user.

All newly added users will receive an email invitation to access the application.

2.4 Program Overview
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2.4.1 Reviewing the Program Overview Section

Click on the "Program Overview" section in the navigation menu.

This section contains important information about the Notice of Funding Availability (NOFA), the CDBG Program,
and eligible activities.

Applicants are encouraged to review these details carefully to ensure their proposed activity aligns with the
program requirements.

No information needs to be entered in this section.
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2.4.1.1 Complete Section

Click the "Complete & Continue" button at the bottom of the page.

2.5 Agency Overview
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2.5.1 Navigating to the Agency Overview Section

Navigate to the "A. Agency Overview" section by clicking on its title in the left-hand navigation menu.
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2.5.2 Entering Agency Information

Provide the following details about your agency in the respective fields:

• Agency Name
• Unique Entity Identifier (UEI)

• Employer/Tax Identification Number (EIN/TIN)

• California Corporation Entity Number
• Agency Address

Select the Agency Type from the dropdown menu provided.
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2.5.3 Providing Agency Contact Information

Provide the First Name, Last Name, Title, Email, and Phone for:

• The primary contact for the application
• The primary contact for activity implementation

• The official authorized to execute contracts

2.6 Activity Summary
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2.6.1 Navigating to the Activity Summary Section

Click on the "B. Activity Summary" section in the left-hand navigation menu to access the form.
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2.6.2 Entering Activity Details

Provide the following details about your proposed activity in the respective fields:

• Activity Name
• Number of Unduplicated Beneficiaries (People) expected to be served

• Activity Address, specifying the primary location where services will take place
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2.6.3 Providing a Summary of the Activity

Enter a brief description of the activity your agency plans to implement. Ensure your description addresses:

• The primary service or assistance being provided
• The target population that will benefit

• The Consolidated Plan goal being addressed

Tip: Use the blue hyperlinks for additional resources and guidance:

• Click on "Consolidated Plan" to access the City's most recent Consolidated Plan, which provides key goals
and priorities.

• Click on "Activity Description" to view a template and sample responses to help structure your activity
summary effectively.

2.7 Capacity and Compliance
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2.7.1 Navigating to the Capacity and Compliance Section

Click on the "C. Capacity and Compliance" section in the left-hand navigation menu to access the form.

City of Rancho Cucamonga - Public Service Application Guide Page 32



  City of Rancho Cucamonga - Public Service Application Guide  

2.7.2 Completing the Capacity Assessment

Answer all questions regarding your agency's capacity to manage federal funds and implement the proposed
activity.

Use the "Yes" or "No" radio buttons to respond to each question.

If additional fields appear based on your responses, provide the requested information.

2.8 Activity Budget
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2.8.1 Navigating to the Activity Budget Section

Click on the "D. Activity Budget" section in the left-hand navigation menu to access the budget form.
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2.8.2 Completing the Budget Table

Review the instructions carefully before entering budget details.

Fill out the "Proposed CDBG Activity Budget" table by entering costs for each budget category.

Ensure that the amounts entered align with the activity summary and are necessary, reasonable, allowable, and
allocable.
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2.8.3 Adding Sources of Funding

Use the "Add Funding Source" button to include details about leveraged funds supporting the activity.

For each funding source, provide the following:

• Funding source name (i.e., CDBG, local grant, private contribution)

• Amount of funding
• Funding status
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2.8.4 Selecting the Indirect Cost Rate

Select the method your agency will utilize to charge indirect costs by clicking the appropriate radio button.
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2.8.4.1 Federally Negotiated Indirect Cost Rates

If you select the Federally Negotiated Indirect Cost Rate, additional information must be provided:

• Enter your agency's negotiated indirect cost rate in the designated field
• Upload a copy of your agency's Negotiated Indirect Cost Rate Agreement (NICRA) as a PDF file using the

required naming convention: Agency Abbreviation - NICRA

• Example: FHF - NICRA

2.9 Required Documents
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2.9.1 Navigating to the Required Documents Section

Click on the "E. Required Documents" section in the left-hand navigation menu to access the document upload
table.

The list of required documents displayed in this section is based on the Agency Type you selected in the "A.
Agency Overview" section.

Tip: Ensure your agency Type is selected before accessing this section.
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2.9.2 Reviewing the Required Documents Checklist

Click on the "Required Documents Checklist" hyperlink at the top of the page to access a detailed list of all
required files and their descriptions.

Use the checklist to verify that each document is complete, accurate, and ready for upload.
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2.9.3 Uploading Documents

For each required document, click the "Upload File" button in the corresponding row of the document table.

Ensure all files meet the following criteria:

• Files must be in PDF format

• Files must follow the required naming convention: Agency Abbrevitation - Document Title
• Example: FHF - Articles of Incorporation

If you are unable to upload all required documents at once, click the "Save" button to preserve your progress. You
may return to this section at any time before submission to complete the uploads.

Tip: Double-check that each uploaded document is labeled correctly and corresponds to the appropriate line
item in the document table.

Adhering to this format will help streamline document review and prevent delays in processing your application.
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2.10 Submit Application

2.10.1 Navigating to the Submit Application Section

Click on the "Submit" section in the left-hand navigation menu to begin the final submission process.

Confirm that all sections of the application are marked as complete with a green checkmark in the left-hand
navigation menu.
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2.10.2 Completing the Agency Acknowledgment Form

Carefully review the Agency Acknowledgment Form to ensure you understand and agree to the terms and
conditions.

Check off each acknowledgment item to certify your understanding and agreement.
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2.10.3 Signing the Application

Note: The form must be reviewed and signed by the Official Authorized to Execute Contracts.

If you are the official authorized to execute contracts, click "Sign" to finalize the signature process.

If the official authorized to sign is not the person entering the application, ensure they log in to complete this
step. Refer to Section 2.3 for instructions on adding additional users to the application.
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2.10.4 Submitting the Application

Before submitting, double-check all sections and uploaded documents for accuracy. Once the application is
submitted, no further changes can be made.

Once the application is signed, click the "Complete & Submit Application" button to finalize the submission.

A confirmation message will appear, indicating that your application has been successfully submitted

3 SIGN OUT
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3.1 Navigating to the Sign Out Option

Locate and click the "person" icon in the top-right corner of the screen.

City of Rancho Cucamonga - Public Service Application Guide Page 46



  City of Rancho Cucamonga - Public Service Application Guide  

3.2 Signing Out

Click the "Sign Out" option from the dropdown menu.

Confirm that you have been redirected to the login page, ensuring you have successfully signed out.

Tip: Always sign out of your account when using a shared or public computer to protect your personal
information and application data.

Note: For added security, the system will automatically log you out if you are inactive for more than 1 hour. To
continue your work you will need to log back in.
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