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Accessing the Recipient Portal  

The Recipient 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 (i.e. Internet 
Explorer v10+, FireFox, Safari). 
 
Application Portal Link:  https://portal.neighborlysoftware.com/SAVANNAH/Participant 
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Registering your Account 

When you access the Portal for the first time, you’ll need to Register your account by clicking on the Register link.  
The registration process will create a username (which is your work email address) and password that will be used 
for future logins.  The email address you choose will also be used for system emails/notifications.  For security 
purposes, the system will validate that you own the registered email address by sending an email with a validation 
link.   
 
Note:  If you do not receive the system email within 2 minutes, check your spam or bulk mail folder.  If the email 
appears in that folder, you should right click on the email to indicate “Not Junk” or “Not Spam” to ensure you 
receive any other system notifications.  
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Logging In 

Once your account has been registered, you may login (using the same link above) by entering the email address 
and password used during registration.  By checking “Remember Me?”, your web browser will remember your 
email address for future logins (depending on browser and security settings).  

 

 
 

 

Forgot your Password 

If you forget your password, click on the link that says “Forgot your Password?” and follow the prompts to 
create a new password.  For security purposes, the system will send an email to the registered email address 
with a link to reset your password 
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Changing your Password 

To change your password, log into the Application Portal.  Click on the icon on the top right corner of the 
screen, and select “My Profile”.  Then select the Password option on the left side of the screen.  For security 
purposes, you will be required to enter your Old Password before selecting a New Password.  
 

 
Landing Page  

Once you’ve logged in, you will automatically be sent to the landing page, which will list all grants that you have 
been assigned to. To view any grant, click View on the right side of the page:  
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Signing Out 

To sign out (aka log out) of the system, click on the icon on the top right corner of the screen and select 
“Sign Out”. 

 
 

Completing Quarterly Reports   

Click on REPORTS, on the left side of the screen. 
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The Reports tab will indicate if any reports are Available Now or Past Due.  Once you click into the Reports section, 
you’ll see a summary of your reporting schedule.  
 

 
 

Click into a report by clicking the  icon to the right of the report or start a new report by clicking the “Start” 
link.  Reports are not available to be started/completed until the reporting period has started.  
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Once inside a report, you will see five tabs; Accomplishments, Goals, Mid-Point Report, Supporting Documents, 
and Submit 

 
 
 
For the Accomplishments tab, enter your program’s performance measure numbers for the selected quarter. The 
fields are specific to your program’s deliverables: 
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In the Goals tab, there are fields to enter the program’s progress for the current quarter: 

 

 
 
In the Progress section, enter the activities that occurred during this quarter. This is where you will provide an 
update on the things your program achieved. Do not just enter a number. The data is entered in the 
Accomplishments section, the Goals section is where you EXPLAIN the data.  
 
Example Response: 
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In the Difficulties Encountered section, discuss any challenges your program faced. 
 
Example Response: 

 
 
In Planned Activity Next Period section, report how you anticipate the next quarter to go, what activities will 
you be doing? 
 
Example Response: 
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The Mid-Point Report tab will replace the Attachment C requirement. If your program has not reached its mid-
point mark, please select “NO” to move to the following section.  

 

 

 

 If your program has reached its mid-point mark, please select “YES” and provide the following explanations. 
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Example Response: 
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The Supporting Documents tab is where you upload the required documentation as outlined in your Contract 
Deliverables for each performance measure. All attachments should be submitted here. 
 

 
Supporting Documents include Board Meeting Minutes, Program Flyers/Brochures with City of Savannah 
funding and participant information. 
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The Final Report tab is to be completed at the end of your program year. If it is not the end of the year for your 
program, please click NO in the Final Report tab. 
 

 
 
At the end of your program year, submit the Final Report. In the Final Report tab, please summarize the 
program outcomes for participants. This can include performance indicators, data, or examples of individual 
successes. This is your chance to brag about the great outcomes your program achieved during the funding year. 
Please include any challenges encountered delivering the program/services and opportunities for improvement.  
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Example Response:  

 
 
 

 
 
 
 
 
 
 
 
 

 ABC 
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Once you have completed Parts 1-5, click the Submit tab to complete the report.  
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Submitting a Draw Request  

The DRAW REQUESTS section 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, hover over 

the draw request and a door icon will appear to the right. Click on the  icon to the right of the draw.  To 
create a new draw, click the “Add a Draw” link. 

 
When requesting a draw, provide a brief description of the draw request (Ex: Quarter 1 Draw Request) and the 
amount requested by budget “Category” (2025 CPP). Do not add any supporting documents in this section.  

Note: The grant is processed in quarterly disbursements, or ¼ the total amount funded. Once completed, the draw 
request will be forwarded to the Grant Analyst you are assigned for review and approval/denial.  

You can track the draw request review process by clicking on the Workflow tab, which will show you which stage 
of approval your request is in. 
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Tracking your Progress  

The Accomplishments tab located on the left side of the screen provides a summary of Accomplishment data 
entered via Quarterly Reports.   

 
 

Note: This screen is Read Only – accomplishment data can only be added/modified via the Quarterly Reports. Use 
the scroll bar at the bottom of each section of Accomplishments to view multiple quarters. 
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Verification of Participant Addresses 

The Community Partnership Program is funded with General Fund, tax-payer dollars. As such, it is imperaƟve that 
funding be used specifically to benefit the residents of the City of Savannah. Addresses can be deceiving when 
reporƟng the number of Savannah residents served. A helpful resource for verifying that your clients/parƟcipants 
are City of Savannah residents is the Savannah Area Geographic InformaƟon System (SAGIS), available on the 
City’s website or by clicking here:  hƩps://www.sagis.org/map/   

 

 
 

Enter the parƟcipant’s address in the search bar.   
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Next, click on the red dot to expand informaƟon on the property.  
 

 
 

If you enter the address and they are not assigned an Aldermanic District (SAV 1, SAV 2, SAV 3, SAV 4, SAV 5, or 
SAV 6), the individual lives outside of Savannah city limits even if their address says “Savannah.” The same Ɵp 
applies to verifying the locaƟon of schools. 
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School Examples: 
 

 
 
 
 

 


