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== [ntroduction

Welcome to the County of Marin Neighborly Portal

The County of Marin’s Neighborly Software portal is the central online
platform for managing all grant-related activities under the Housing and
Federal Grants Division. This guide walks you through how to access,
manage, and complete grant tasks from start to finish, including
applications, draw requests, reports, document uploads, and
communication with County staff.

Whether you’re a new subrecipient or an experienced grantee, this
resource provides clear, step-by-step instructions to help you stay
compliant, track progress, and maintain accurate records throughout your
project lifecycle within the Neighborly portal.

This guide walks you through how to:

Create and access your organization’s Neighborly account

Submit funding applications and draw requests

Upload and organize required documents

Complete and submit semi-annual and final reports

Track project status, manage assigned tasks, and communicate with
County staff

Each section of this guide corresponds to a feature in Neighborly and
includes:

A brief description of the feature
 Step-by-step instructions with screenshots
» Notes and best practices for compliance




== Getting Started

Navigate to: portal.neighborlysoftware.com/marincountyca/Participant Cefm
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== New User - Sigh Up

Once logged in, your dashboard displays all active and completed tasks assigned to your organization.
Access is available only to the email address registered and authorized by the County.

1 Click "Sign up Now"
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== New User - Email Verification Code & Password

Note: The 6-digit verification code may take a few minutes to arrive. If you don’t see it in your
inbox, please check your spam or junk folder before requesting a new code.

Enter your 6-digit code and click “Verify Code” To send a new code, click
“Send New Code”

i UsSer retans
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== Application Dashboard

This is your personalized dashboard where you can manage active Tasks, Continue an Existing
Application, Manage grants/ loans, or start a New Application.

Welcome to the County of Marin

-
= M:II Tashs S‘.ID" Itm 'rFE
Task Ik Case Subject Status Due Date Artion
SD0EE T MEPA Chicli List Z A Wi Task
[F] Continue an Existing Application
Case
2 Hame Prograen Yisar Stabes Expircs Arthon
_____ Abode - 519 4th Street Community i Application Usser ; View
) Looa L 48,
= PammEns Ao vicw AD pll o ot
2 HELY TEST Fublic Semvices & Capital 5 Application In 2/8/202 W
Improsemenms Progress Appllcation
..... 2 Ho Application In i View
| i L L
Progress Apipillcarthon
Wiew
S0 Courty 04 Barin - Chic Canter Project Local Housimg Tnest Fund 2025 Applicatlon Submétied HiA
Appllcathon
it Gramns
] Hame Frogram: Far Approsed Disbursaed R omainineg Ao
""" Artworks Dow mhown atfordabile Housing 02 LIS Vi
0SS Fublic Services & Capial impnove 202 o

[

Application Name

Start a Mew Application

D sCripthan

o Neighborly Portal.
"ﬂlm(’f\m” & Ounty O Tl a COMIMalled Lo S Cesalalily IOr &l DG, Fou reguire Lhrs melbanal m =
aba Fodmat o haed quastionds dboul the program, phass Conlslus at [415] 4735400,

Search AppBcations

Bt
e



== Account Overview - Start

This is your personalized dashboard where you can manage active Tasks, Continue an Existing
Application, Manage grants/ loans, or start a New Application.

When you sign in, you will be directed to your personalized application

1
dashboard.
Good Afternoon, Chris
Welcome to the County of Marin Neighborly
l Portal.
m My Tashs Show Nem Type: | fetive 1
Task ¥ T Subjest Slaten Dus Dats Astion
Continss an Existing Application
::l- Hami Progrem Yoo e Expires Aeg thom
On your Dashboard, scroll down to the Grants section and click "View"
2 to open an active grant.
applicanaan in
Granis
11 hare Froqram Yaar fpp rowd Disbersed Aomaining Amiian
m Start a Mew Applicaton Search |'||.':' catione




== Account Overview

The Account Overview summarizes your grant’s status, funding, and expenditures, providing a
clear snapshot of your project’s financial progress.

3 You’ll be directed to the Account Overview page to view your program
status, funding summary, and budget details.

Account Overview !

Frogram: F £ e & Capital kmprowe Ha

3 - Status: A

Amount Funded: B Remnaining: &
rE 3]] Disbrsed; 50

Budget Categories
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Click “Print Budget” in the upper right corner of the Account Overview
4 page to print your Budget details.

Account Overview & Print Busger
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Amount Funded: W Fea
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Budget Categories
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== Account Overview - Budget Statement

The Budget Statement provides a detailed record of your award amount, funds spent, and
remaining balance, serving as an official summary of your grant’s financial activity.

The Budget Statement shows a breakdown of your grant funding, including

5 the funding source, category, amount awarded, expenditures, and
remaining balance. It serves as a complete financial record that can be
printed or shared with County staff for verification or Certification.

Statement Case ld: 30085
MName: test

Address: 123 Test Dr
San Rafael, CA 943901
Funding Source: All

Date Funding Source Type Category Amount
10/6/2025 CDBG 2025/26 Initial Funding Housing Support Services 510.00
Escrowed Deposited Amount $10.00

Date Funding Source Type Category / Payee Amount
Expensed Amount $0.00

Remaining Balance $10.00

This statement is accepted as a complete and final accounting for the escrow account funds.

Funding Source

Remaining Balance

CDBG 2025/26

510.00

Total Balance

$10.00

Staff Certification

Mailed to Borrower

Date

Copy to Program file




== Draw Request Overview

This guide provides step-by-step instructions for submitting draw requests and
reimbursement invoices through the County of Marin’s Neighborly Software
online grants portal. It outlines the full process from preparing your

reimbursement materials to submitting your request and tracking its review
status.

If you are submitting a reimbursement or draw request for the first time, this
guide will show you how to:

Prepare and upload your reimbursement letter and documentation
Enter and submit a draw request in Neighborly

Ensure required reports are on file for review

Track your request status and respond to County comments

Before submitting your draw request, make sure to:

» Confirm each expense is eligible and charged to the correct budget category.

« Verify that the Requested Amount equals the total of uploaded invoices by
category.

 Gather all required documentation (PDFs preferred):

. Vendor invoice(s): dated, itemized, and includes a unique invoice
number

. Proof of payment: ACH confirmation, canceled check, or payroll
register (if required)

. Timesheets or labor logs: include cost allocation details if
requesting staff time

. Contract or purchase order: include any approved change orders,
if applicable

. Draw cover sheet or summary: optional but recommended for
clarity




== Draw Request

The Draw Request section allows you to submit reimbursements, track expenses, and upload
documentation for payment through the County’s grants portal.

1 From the left-hand menu, Click “Draw Requests.” This will take you to the
Summary page, where you can view previous draw requests and their status.
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Click "Add a Draw" at the bottom of the page to begin a new draw request
and invoice reimbursement.
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== Draw Request - Description and Upload

The Description and Upload section allows you to describe your reimbursement request and upload
supporting documents such as invoices, proof of payment, and reports required for County review.

In the Add a Draw pop-up window, enter the Request Date and a short
Description of the draw, then click “Add”

Add A Drow

Request Data 10437/2025

Daacription

4 On the new draw request page, you can upload supporting documentation
by clicking “Upload File.”
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v Dl el

ion Aequized: Thiz drew regeest bas HOT YET besn submiied, In ihe foem below. provide s memmary of the drew reguesi, saber the smound requested by category, wplond sny supporting decemenistion,
on clck Submit

y Documentation

Tirme Upload File {Optional)
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== Draw Request - Submission

Before submitting, enter the Reimbursement Amount for each budget category and confirm that
totals match your uploaded invoices and supporting documentation.

Enter the Amount Requested in the corresponding funding category
under Details.

Upload File (Optional)

Flle R Last Madiked ACTions

Driginal Amosm her Destbursemenis Avel phle Delune Amoeni Requessed Ameeari Approwed

Q.00

After entering your request and uploading files, click “Submit” to send your
draw request for review.

k34 w = e
st - Btalf Tims Upload File (Optional)
File Mame L e el i
Details
CarEgaTy origngl &rouss nher Dishursemenns Aamilabibe Bslance dirsaiinn Regiesed




== Draw Request - Overview and Print Budgets

The Overview and Print Budget section summarizes your grant’s funding and expenses and lets
you print or download your budget statement for recordkeeping or County verification.

Once submitted, your uploaded files, along with the Status, requested and
7 approved amounts, will appear in the draw Overview,

¥ Decumentation
Llplnad File {Optional)

File Harme Last Meadilied Actions

Qrignal Amaaar Crrhemr Mg b sementy: ] Aapilghis Dalences Arraime Aeguested Arre g Appe o ed

To print your draw request summary, click “Print Draw Request” in the

8 )
upper right corner of the page.
1D: 28 :
Amount Requested: :

fed: AT FIOEE Amount Approved

i d: Th H ET b | How, Pt | t 1q by
y Docurnentation

Upload File (Optional)
File Kama Lmet Fazdiied Artizne




== Reports Overview

The Reports section allows you to complete and submit required
project reports, including accomplishments, beneficiary data, and
supporting documentation. It ensures compliance with program
requirements and provides County staff with updates on your
project’s progress and outcomes.

Reporting Requirements (All Grantees / “Subrecipients”)

Who must report: All grantees with fully signed grant contracts
must submit regular reports. County staff may also request
reports from projects with approved funding that are not yet
under contract.

Reporting schedule (twice yearly):

1. Due by January 31 — covers July 1-December 31 (first half of
the grant year)
2. Due by July 31 — covers July 1-June 30 (the full grant year)

Duration: Continue reporting through the end of the fiscal year in
which grant funds are fully expended, or as otherwise directed by
County staff.




== Reports - Overview Page

The Reports Overview page provides access to all required reporting forms and submission
deadlines, helping you track, complete, and submit reports for your funded project.

From the left-hand menu, click “Reports” This page will displays your
reporting schedule, including report ID, date range, due date, and status.

1t Fublic Services & Capital

Improsasmseni s

Casia Ik 1] Date Hangs Avmishie Divee Samitun Report

2 Locate the report you wish to complete and click “Start” under the
Action column to begin.

Avarakle Due L=1 111} Repan ¥ Filsx Submimed By
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== Reports - Subrecipient Information

The Subrecipient Information section collects basic details about your organization and project,
ensuring County records are accurate for reporting and compliance.

Enter your organization and project details, and Ensure all fields are filled
accurately before continuing.

t Bervices & Capial

mproyements

Subrecipient Information

= 1. Organizatian Nama
Progress)

sipien| Informalian

Z Contact First Mame 3. Caorriact Last Hame
4. Gordad! Ermail
al Dua)
% Project Mame
Address Line 1
If applicable, attach any supporting documents, such as invoices, receipts,
photos, or case studies. Once complete, click “Complete & Continue”
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== Reports - Accomplishments

The Accomplishments section records the number of beneficiaries served and key demographic
data, demonstrating your project’s impact and compliance with program requirements.

In the Accomplishments, report beneficiary totals and demographic data,
ensuring consistency across all tables.

Public Services & Capatal
Improvements

Talui

oy Accomplishments

smmary

k£ 105 [Im Progress)

. accomplishments
Pleais Mole: The balal number of COBG Derslicianies missl malch in all three lables: Demographic nlermation, Income Level. and Prajed Impact [of
Race (Organization)

I 106 [Past Dua)

Once complete, click “Complete & Continue” to be directed to the
submissions page.
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== Reports - Review and Certify

The Review and Certify section allows you to review all entered data, verify its accuracy, and certify
that the information provided is true and complete.

Review all information for accuracy. Check the box to certify that the

7 :
data is true and correct to the best of your knowledge.
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Enter your name and title, then click “Click here to electronically sign” to
8 apply your signature and authorize submission.
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== Reports - Signature and Submission

The Signature and Submission section is where you electronically sign and submit your report,
finalizing your submission for County review and approval.

A pop-up box will appear. Enter your name again and click “Sign”
Your name and date will display as the official electronic signature.

grsliing Cloze

By rypineg poar name below and clickng Sign pou ane SUMTTG RUT HETIIONG SORAMTE 85
My chris miendsd et eemy gos. This shall ke consigered o3 an origingl signesurs 1oe all perposes and shall heve The
samee {oere anad effeon a5 an oniging ol aaTore

Signatues

Teest §|
‘—Ican: “

Once signed, click “Complete & Submit” to finalize your report.
10  Your submission will automatically route to County staff for review.
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== Accomplishments
Note Read-Only Data: This page is read-only. To make corrections, return to Reports and edit

(1)

the corresponding report, then refresh this view
1. Open Accomplishments: In the left menu, click Accomplishments to view

your project’s reported outcomes.
2. Review Summary: Confirm the Program, Status, and Case ID at the top.
Scan the tables for totals by date range and overall totals (e.g., race,

ethnicity).
3. Print/Save: Click Print Accomplishments in the upper right corner to
generate a printable copy for your records.
|_@F"int,ﬁ.ccomplishmems

MName: test
Case Id: 30085

Accomplishments

-
i
Account
Application
Program: Public Services & Capital Improvements
$ Status: Approved by HUD
Drraw Requests e g
@ Accomplishment data below is read-only. Changes must be made to the corresponding report
Repaorts
Accomplishments
Race (Organization) Ti1/2024 - 12/31/2024 1/1/2025 - 6/30/2025 Total
G
Documents

o

[=1] A E

Users cs

=
Tasks
American n Nat
Print
Native Ha er Pac
ndian/Alaskan Native & White

Total

Accomplishment data below is read-only. Changes must be made to the corresponding report.
1/1/2025 - 6/30/2025

Ti1/2024 - 12/31/2024

Ethnicitv (Oraanization?



The Documents section stores all project files uploaded to your Neighborly account, including
Grant agreements, Contracts, invoices, reports, and compliance materials. Use this section to
upload new documents or access, view, and download existing files for your records.

B

P9
i

Account

&

Application

$

Draw Requests

Reports

0]

Accomplishmentz

D

Documents

(=} ]
=

Uzers

&

Tasks

Print

uploaded for your project.

menu, then click Upload file to add new documents.

save a copy for your records.

Documents

File Upload Type

1. Open Documents: In the left menu, click Documents to view all files
2. Upload a File: Select the appropriate File Upload Type from the dropdown

3. View or Download: Use View to open a file in your browser or Download to

File Name

CDEG Invoice example.pdf {16 kb) Download View

Davis Bacon Compliance Steps for webpage 7.2023 pdf (205 kb)

Download View

HUD Sample-FOMSI-and-RROF.docx (25 kb)

Download View

CDBG Capital and Housing Template docx (313 kb)

Download View

HOME Template.docx (313 kb) Download View

File Type

Invoice

=

/Receipts

Davis-Bacon Compliance

Envirenmental Review

Conditional Approval

Additional Supporting
Documentation

Last Modified

chris. miranda@marincounty.gov
10/6/2025, 2:50:57 PM

chrizs.miranda@marincounty.gov
10/6/2025, 2:51:35 PM

chris.miranda@marincounty.gov

10/6/2025, 2:52:35 PM

chris. miranda@marincounty.gov
10/6/2025, 2:53:10 PM

chris. miranda@marincounty.gov

10/6/2025, 2:57:47 PM




(0 Note: Only users added to your organization’s account will have access to view and manage your
project in the Neighborly portal. Additional staff can be added to view project information,
complete reports, upload or view documents, submit Draws, and manage assigned tasks.

1. Open Users: In the left menu, click Users to view who has access to your
organization’s application and project information.

2. Add a User: Click Add User and enter the email address of the individual
you’d like to grant access.

Users
Application x : : W = 4
Email addresses added below will have access to view information in your application and make changes.
Draw Requests R
chris. miranda@marincounty.gov
Reports
@ tammy_taylor@marincounty.gov
Accomplishments
l—D Add User
Documents

o)
(=11

Ugera

Review your organization’s current user list regularly to ensure the correct

- team members have access. For example, confirm that Program
ek Managers can submit reports, Accounting staff can submit draw
& requests and invoices, and Executive staff such as your CEO or Program

Print

Director can view contracts, grant or loan agreements, and budgets.




= Task Overview

The Tasks page lists all assigned actions or requests that
require your attention, such as document uploads, missing
document requests, clarification requests, NEPA reviews,
reports, or other grant-related items. Each task includes a
subject line, due date, and detailed instructions from Marin
County staff.

Each task identifies the Owner(s) responsible for completion
and Followers who receive updates. Use the Messages tab to
communicate directly with County staff, ask questions, or
provide clarifications.

Once all required documents and actions are complete, click
Complete & Submit to update the task status. Files uploaded
here are visible to both your organization and the County.
Completed tasks automatically move from Active to Closed,
helping track project progress and maintain compliance.




== Tasks - Sign & View My Tasks

The Sign & View My Tasks section walks you through how to access your assigned tasks, review details, and
open items that require action or document uploads.

1 Signin

D't adse BN BCCCUNCT ST U oW

Emall Address
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Password
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Welcome to the County of Marin = =
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Hew users must first sign up
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Langubis Prefessaie [ata Privady Tedhwial Suggut

2 Click “View Task” to open and review details or upload documents.

Welcome to the County of Marin
Neighborly Portal.
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LR Pulic Services & Cacial Apglicasan in Eek -



== Tasks - Overview Page

The Overview page summarizes all active and completed tasks, including deadlines, assigned staff, and
County instructions.

Each task includes a Subject line, Details, Status, Due Date, and
Attachment, Task Owners and Task Followers

i Pubdic Services & Capital

_.|- |I'I;II-'\-'.II-lII'Tr"!:{ TaSkS
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2
e
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= Attachments
Fik Hama Last Medfified ACTRHNS
n n H 1 H H
4 DETAILS" detailed instructions from Marin County staff.
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= Tasks - Documents & Attachments

The Documents & Attachments section walks you through how to upload or download files related
to a specific task for County review.

5 Click “Download” to view any attached files.

N— o e
T amily home bl in 1580
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6 Click "Upload File" to add files related to the task.
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== Tasks - Review & Communicate

The Review & Communicate section walks you through how to send messages, share updates,
and view communication history with County staff.

7 Click “Messages” to share progress updates, provide clarifications, or
communicate with County staff regarding a task.
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8 Scroll down to “Message History” to view messages, updates, and
communication history with County staff within this section.
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== Tasks - Complete & Close a Task

After reviewing all documents and uploading any required items, mark the task as Complete.
County staff will close it once all requirements are met.

9  Click "Details" to return to the Task Details page.
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Once all required items are complete, click "Complete & Submit" to
update the task status and send it for County review
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The Print section allows you to generate and save a complete copy of your application or project
records, including all sections and attachments, for your files or County verification.

[:l] 1. Open Print: From the left-hand menu, select Print to access printing options
=l for your application or project records.

2. Choose Sections: In the Print Application window, check the boxes next to the

sections you want to include (e.g., Program Overview, Project Information,
Required Documents).

3. Print or Save: Click Print to generate a PDF version of your selected sections.
You can print it directly or save it for your records and County verification.

Print Application

Program Overview

A. Organization Information

B. Project Information

C. Project Management and Financial Data
D. Required Documents
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Need Help?

If you need assistance using the Neighborly portal or have
questions about your grant, draw request, or reporting
requirements, County staff are here to help. Contact your
County project representative for guidance or technical
support.

Phone: (415) 473-6279

California Relay Service (CRS): Dial 711 for hearing or
speech assistance.

Email: federalgrants@marincounty.gov

Address:

County of Marin - Community Development Agency
Housing & Federal Grants Division

3501 Civic Center Drive, Suite 308

San Rafael, CA 94903
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