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The Neighborhood Networks at Work Portal 
The Neighborhood Networks at Work Portal is the gateway to various Neighborhood 
Networks tools that can be instrumental to managing a center.  By accessing the portal, 
Neighborhood Networks grantees can utilize tools that will help them create an electronic 
center business plan, design customized Web sites, maintain their centers’ activities, and 
record their centers’ vital statistics. 
 
Users can access the Neighborhood Networks at Work login page, using the following 
URL http://lnshhq05w.hud.gov/NN/start.nsf/default  and then select the Center Users 
link as shown in the figure below. 
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Portal Tools 
Below is a list of tools and a brief description of each one that can be found in the 
Neighborhood Networks at Work Portal.  Public Housing (PH) Neighborhood Networks 
center staff can use only the tools that are highlighted in blue. 
    

 Neighborhood Networks Calendar of Events Tool – Multifamily Housing 
Neighborhood Networks users apply this tool to advertise special events that are 
occurring at their centers.  This calendar tool will generate an overall Neighborhood 
Networks Calendar that is found under the Events, Publications, and Database 
section of the Neighborhood Networks Homepage. 

 
 Neighborhood Networks Activities Update Tool – By using this tool, users can 

maintain an active communications relationship with their HUD Coordinators, Grant 
Managers, and/or other HUD Neighborhood Networks representatives.  Also, users 
can report their centers’ activities and showcase special events, such as new center 
openings, program graduations, or grant awards.  

 
 Neighborhood Networks Center Profile Tool – Maintaining a center’s general 

information is an ongoing task, especially when there are staff, policy, and/or 
equipment changes.  Having access to the center profile tool allows users to 
constantly document a center’s adjustments as they relate to contact, center, and 
property information. 

 
 Neighborhood Networks Classification Tool – Multifamily Housing Neighborhood 

Networks centers use this tool to submit application for advancement in the Center 
Classification process. 

 
 Neighborhood Networks Survey Tool – Users can employ this tool when 

Neighborhood Networks staff conduct surveys. 
 

 Neighborhood Networks Web site Creation Tool – The Web Site Creation Tool is 
a feature designed to make creating a customized Web site easy.  This tool will help 
users develop a customized Web site for advertising their center(s) to the general 
public and for providing important program information to residents. 

 
 Neighborhood Networks Strategic Tracking and Reporting Tool (START) – By 

accessing and using START, users can create a center business plan that includes 
items such as a budget, a list of existing partners, results of resident surveys, a 
center’s demographics, and much more. 
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 Neighborhood Networks Center User Management Tool – By applying this tool 
and issuing user login identifications, center administrators can record, issue, and 
control who has rights to create, view, and/or update their centers’ information. The 
tool allows center administrators to create or update new center users’logins as often 
as needed.
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Portal Access 
As indicated, Public Housing (PH) Neighborhood Networks grantees can use only the 
tools highlighted in blue.  However, before users are able to utilize two of the primary 
tools – START and the Web Site Creation Tool – they are required to 1) create a profile, 
and 2) establish a login account for each of their centers.   

What is a Center Profile?  
 
A center profile is a source that is used to identify one Neighborhood Networks center 
from another. The Neighborhood Networks Center Profile has five characteristics that 
collectively help distinguish centers:  
 

1. General Information; 
2. Contact Information; 
3. Property Information; 
4. Second Property Information (necessary when the center provides services to 

more than one property); and 
5. Mailing List Area of Interests. 

 
Some of the five sections contain fields, which require users to complete. These fields are 
marked with an asterisk (*).  However, users are encouraged to complete as much 
information as possible to provide a comprehensive profile of their center(s). 
 
Creating a center profile stores a center’s specific characteristics into the Neighborhood 
Networks Database.  To ensure that the database has updated and accurate information 
about their center(s), designated users can utilize the Neighborhood Networks Center 
Profile Tool to update the characteristics of their centers’ profiles as often as needed. 
Some examples that may prompt users to update their center’s profile would be if the 
center’s telephone or fax number changes, if the designated contact person changes, if 
there are changes to the center’s e-mail address, or if the center changes the number of 
developments it serves. 

Before Getting Started 
 
The following may require data collection from someone other than the person inputting 
the information for the center profile.  The following information should be obtained 
before proceeding. 
 
• Date that the center first became operational. 
• The property’s Section 8 number (if relevant). 
• The Public Housing Authority’s (PHA) street and e-mail address, and telephone and 

fax numbers.  This information will complete the Property Information section(s) 
under Property Management Agency Information. 
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How to Create a Center Profile 

 
center profile before requesting a login account. 

 
The first step to gaining access to the Neighborhood Networks Portal is to create a center 
profile. Users can begin by selecting the Create a New Center Profile link located on 
the first page of the Neighborhood Networks at Work Center Login screen.  See the 
figure below.   

Please Note: Users must create a 
 
 

 

y 
 the top portion of the Center Login page and by entering the State, 

enter Name, User Name, and their Password. 

 
 
Note:  After users create their center(s) profiles and establish login accounts for each of 
their centers and when accessing Neighborhood Networks tools, they can login directl
from this page using
C
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1st Step 
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ltifamily Housing Neighborhood Networks centers.  

etworks Center as indicated below. 

General Information 
Multifamily and Public Housing Neighborhood Networks center staff share the 
Neighborhood Networks Web site. The first item in the General Information section 
requests that users validate their Center Type using the drop down box options.  This 
helps the system to differentiate between Public Housing Neighborhood Networks 
enters and Muc

 
lease make sure the “Center Type” selected is Public Housing Neighborhood P

N
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Reminder: All fields that are marked with an asterisk (*) require users to input 
information. 
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blic Housing as their “Field Office”.  All other selections are for 

nd 

 
Users MUST select Pu
Multifamily Housing Field Office Coordinators ONLY.   
 
If names of other Coordinators appear, then Public Housing Neighborhood 
Networks Center as the Center Type was not selected. The user must go back a
make the correct selection. 
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e screen below.   

 
When users select Public Housing as their Field Office, the only option for “Designated 
HUD Coordinator” is Dina Lehmann-Kim as shown in th
 
 

 
 
 
 
Explanation of other items found in the General Information section: 

enter Phase enables users to update their center’s operational status when necessary. 

enter Operational Date is the first date the center began to provide services. 

sers can select the drop down boxes to indicate their HUD Field Office and HUD 
eighborhood Networks Coordinator/Grant Manager/Other Representative.

 
C
 
C
 
U
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reatest 
sponsibility for center management and who will communicate with the Neighborhood 
etworks technical assistance staff.  

Contact Information 
The contact information for this section refers to the individual who has the g
re
N

 Property Information 
The information needed to complete the Property Information section pertains to a 
center’s location. 
 
PH Neighborhood Networks properties do not have a Real Estate Management System 
(REMS) or a Federal Housing Administration (FHA) number.  PH Neighborhood 
Networks center users can input the property’s Section 8 number ONLY.  
 

 

Remember: Users should enter their PHA’s information in the Property Management 
Agency Information section. 
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mation 
y.  If 

d to record information for two properties only.  If a 
center serves more than two properties, users should choose which two properties to 

Second Property Infor
A PH Neighborhood Networks center may provide services to more than one propert
this is the case, users can enter information for a second property in this section of the 
center profile.  The system is designe

include in the profile.  
 

 
 
 

Mailing List Area of Interests 
At the bottom of the Second Property Information (if any) screen, users will be asked 
what types of information they are interested in receiving from the Neighborhood 
Networks program.  The Neighborhood Networks team distributes resource materials that 
over particular topics.  By selecting items in the Mailing List Area of Interests section, 

hould the centers’ or users’ interests change, users can 
visit the center profile as often as needed to modify their areas of interest.  

 
Finally, after completing the Mailing List Area of Interests section, users should review 
their input for the center profile and if satisfied, they can print the profile, and select the 

c
users will designate the types of information that are of interest.  Users can select any 
number of the items listed.  S
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Submit button to send the profile to the designated HUD Neighborhood Networks 

ey 
rs also have the option to Cancel and can go back and edit their 

ntries.  Users can go back and change/update information at any time. 

Representative. 

Center Profile Submission 
Once users submit the profile as directed, a prompt message box will appear on the 
screen.  Please refer to the screenshot below.  If users are ready to save and submit, th
should select OK.  Use
e
 
A prompt message like the one in the figure below will appear each time the profile is 
submitted until OK is selected. 
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ompletion 
 message indicating that their center’s profile was 

signated HUD Representative.  The message 
ed 

Center Profile C
Users will receive a “thank you”
successfully saved and submitted to the de
also provides e-mail contact information if users have Neighborhood Networks-relat
questions. 
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Using the left navigation bar and selecting Center User as indicated in the figure above, 
users should proceed to create a center login account which is the second and final step to 
complete before accessing the START and Web Site Creation tools. 
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 Account 

rd.  To create the username and password, users must establish a login 
ccount. 

The Purpose of a Login
 
At each point of entry to the Neighborhood Networks at Work Portal, users are required 
to identify their right to access center information by providing a confidential username 
and passwo
a

Establishing a Login Account 
As indicated, after creating the center profile, the second step for obtaining access to the 
Neighborhood Networks at Work Portal is to establish a login account. 
 
As reflected in the figure below, users should select the Request a Login Account link to 
begin the process. 
 
 

 
 

2nd Step 
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reating a center profile before requesting a login account ensures that a center’s 

ctions below and those that follow show users the steps needed to request a 
login account. 

 select the state 
here their center is located.  The screen will quickly refresh to list the names of centers 

nter the way it was entered in the center profile.  In the drop down 
st, Multifamily and Public Housing Neighborhood Networks centers are separated based 
n the Center Type selection that the user chose while creating the center profile.  Users 

Center Listing 
C
information is recognized and associated with the correct center by the Neighborhood 
Networks Database system. 
 
The instru

 
At the Neighborhood Networks at Work Portal’s Center Login Creation section, users 
will find the State drop down box.  Using this drop down box, users can
w
located in the state selected.  Using the Center Name drop down box, users can locate 
the name of their ce
li
o
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can scroll down to find the Public Housing Neighborhood Networks Centers (in red) 
heading and then find the name of their center listed under the heading.  See the example 
below. 
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Beginning Fiscal Year 

ll fields listed on the Center Login Creation screen is REQUIRED to 

rs will be required to select from the drop down box the 
eginning Fiscal Year.  For a description of the term fiscal year, users can select the 

Information for a
establish a login account.   
 
Also in the screen below, use
B
What is a Fiscal Year link, however, the term is described on the next page.  
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Note:  
When creating the login account, users should create a username and password that is 
easy to remember and available to other staff who will be using START and/or the Web 
Site Creation tools. 
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t is a Fiscal Year link, a secondary screen will appear.  The 
reen explains the life cycle of the Neighborhood Networks business plan year.  The 

le 

Beginning Fiscal Year Explanation  
When users select the Wha
sc
Neighborhood Networks fiscal year is from October 1st to September 30th.  For examp
the 2008 fiscal year began on October 1, 2007 and will end September 30, 2008. In 
addition, the explanation provides the length of time that a Neighborhood Networks 

TART business plan is valid, which is three years.     S
 

 

e in the Neighborhood Networks Database. 

nce all fields are completed, users are ready to submit their entries by selecting the 
submit function as shown above. 
 
 

 

Username and Password Selection 
A username and password are required each time users attempt to access their center(s) 
information availabl
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elect 
mit 

Login Account Request 
When users submit the login account request, a prompt message box will appear 
requesting that they verify the center’s name, e-mail address, and beginning fiscal year
before saving the entries (See the figure below).  Once users confirm the information, 
they can select OK to save the entries and proceed to the next step.  Also, users can s
Cancel and go back and review and/or revise their data.  Once satisfied, they can sub
and then select OK to save the information.  
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ompletion 
ress 

ll 

Login Account Request C
Once users validate the login account entries, an e-mail is sent to their e-mail add
confirming that a login account has been established for the center. Also the message wi
include the username and password created.  Each time users enter the Neighborhood 
Networks at Work Portal, the system will request a login where users must provide the 
user name and password created. 
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Congratulations! You have created a center profile and obtained a login account.  Now, 

 listed on the page below. you may select the links to use the tools
 

 
 
 
 
 
If additional assistance is required after following these instructions, grantees may 
contact PH Neighborhood Networks staff at the Information Center.  The toll-free 
number is (888) 312-2743.  
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