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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://Inshhg05w.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.

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:

General Information;
Contact Information;
Property Information;
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

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 center profile before requesting a login account.
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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 directly
from this page using the top portion of the Center Login page and by entering the State,
Center Name, User Name, and their Password.
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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
centers and Multifamily Housing Neighborhood Networks centers.

Please make sure the “Center Type” selected is Public Housing Neighborhood
Networks Center as indicated below.
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Reminder: All fields that are marked with an asterisk (*) require users to input
information.
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Users MUST select Public Housing as their “Field Office”. All other selections are for
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 and
make the correct selection.

/2 New Company Profile - Microsoft Internet Explorer
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When users select Public Housing as their Field Office, the only option for “Designated
HUD Coordinator” is Dina Lehmann-Kim as shown in the screen below.

a New Company Profile - Microsoft Internet Explorer
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Explanation of other items found in the General Information section:

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

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

Users can select the drop down boxes to indicate their HUD Field Office and HUD
Neighborhood Networks Coordinator/Grant Manager/Other Representative.
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Contact Information

The contact information for this section refers to the individual who has the greatest
responsibility for center management and who will communicate with the Neighborhood
Networks technical assistance staff.

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.

/2 New Company Profile - Microsoft Internet Explorer
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Remember: Users should enter their PHA’s information in the Property Management
Agency Information section.
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Second Property Information

A PH Neighborhood Networks center may provide services to more than one property. If
this is the case, users can enter information for a second property in this section of the
center profile. The system is designed to record information for two properties only. Ifa
center serves more than two properties, users should choose which two properties to
include in the profile.

/2 New Company Profile - Microsoft Internet Explorer
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When modifying your centers profile remember to update the "With Areas of Interest” section listed below.
Aswe e-mail updates and resource materials, we want to ensure that you receive relevant and useful information

™ Starting a PH-NN Center
¥ Programs far Children and Youth
Mailing List Arca af [ F'mgrams.forAduIts
Interests ¥ Partnerships
[¥ Training Events (includes monthly conference call
announcements)
[ Funding Opportunities

o
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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
cover particular topics. By selecting items in the Mailing List Area of Interests section,
users will designate the types of information that are of interest. Users can select any
number of the items listed. Should the centers’ or users’ interests change, users can
revisit 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
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Submit button to send the profile to the designated HUD Neighborhood Networks
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, they
should select OK. Users also have the option to Cancel and can go back and edit their
entries. Users can go back and change/update information at any time.

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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Center Profile Completion

Users will receive a “thank you” message indicating that their center’s profile was
successfully saved and submitted to the designated HUD Representative. The message
also provides e-mail contact information if users have Neighborhood Networks-related
questions.

/2 New Company Profile - Microsoft Internet Explorer
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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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The Purpose of a Login Account

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

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.

3 Center login - Microsolt Internet Explorer
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Center Listing

Creating a center profile before requesting a login account ensures that a center’s
information is recognized and associated with the correct center by the Neighborhood
Networks Database system.

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

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 select the state
where their center is located. The screen will quickly refresh to list the names of centers
located in the state selected. Using the Center Name drop down box, users can locate
the name of their center the way it was entered in the center profile. In the drop down
list, Multifamily and Public Housing Neighborhood Networks centers are separated based
on the Center Type selection that the user chose while creating the center profile. Users
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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Choose Beginning Fiscal ABC Meighborhood Networks Center Test
Communities Year biby test ph
What is a Fiscal Year>> center
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Beginning Fiscal Year

Information for all fields listed on the Center Login Creation screen is REQUIRED to
establish a login account.

Also in the screen below, users will be required to select from the drop down box the
Beginning Fiscal Year. For a description of the term fiscal year, users can select the
What is a Fiscal Year link, however, the term is described on the next page.

a Center login - Microsoft Internet Explorer

JFiIe Edit  Yiew Favorites Tools Help

JGBack - @l I_LI \ELI ;‘J | /'_-'i Search MET:{’FavDrltes €‘! = B - ﬁ

JAddrasS I@j http:ffdbprodl, dbconsultinggroup.comfMNstart, nsf fcenter sel?OpenFormrequest=newsstate=MD

Housing
Neighborhood Networks
Multifamily Neighborhood Datab pe FAQ

Textonly | Translate | Search /index

and Urban D

Housing Neighborhood Networks at Work
Center Login Creation

OMB Mo, 2502-0553
Expiration Date: 11/30/2003

« Center Users
State =
* HUD NN Coordinators Maryland
Headquarter Staff *Genter Name | Test Neighborhood Netwarks Center ﬂ

Contact E-mail |sylenn@dbconsultinggroup. com

GCreate User Name lsglenn—
HUD nevis Create Password [geeeee
Homes Retype Password ]

Ghoose Beginning Fiscal [yl
Communities Year
What is a Fiscal Years
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Tools
Webcasts
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Fublic reparting burden for this callection of information s estimated to average 4.5 minutes per response,

Contact us including the time for reviewing instructions, searching existing dats sources, gathering and maintaining the data

Help needed, and completing and reviewing the collection of information, An agency may not conduct or sponsor, and a
perzan is not required to respond o, & collection of information unless it displays & currently valid OME cortrol
number, Send comrents regarding this burden estimate or any ather aspedct of this callection of information,

—t . including suggestians for reducing this burden, to|

F C C W HUD Reports Management Officer
IRSTGOV Dapartment of Houzing and Urban Develaprmant
451 Tth Strest, SW,
UErfant Plaza Building, Room 8003 =l
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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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Beginning Fiscal Year Explanation

When users select the What is a Fiscal Year link, a secondary screen will appear. The
screen explains the life cycle of the Neighborhood Networks business plan year. The
Neighborhood Networks fiscal year is from October 1% to September 30™. For example
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
START business plan is valid, which is three years.

/3 http://dbprod1.dbconsultinggroup.comn

What ie Beginning Fiscal Year |

iz Wl - ﬁ
The Neighborhood Netwaorks business plan fiscal year begins
October 1st of one calendar year and ends Septernber 30th of ormErequest=newistate=0
the following year.

Each Meighborhood Networks business plan is valid for a period "
e mnsgecutive fisoal yaars. P P Textonly | Translate | Search findex
The Beginning Fiscal Year is the first fiscal year of the first patabases Reports FAQ

F-year period. Tou will only be asked to enter Startup Budget
information for the first 3-year period, =
ighborhood Networks at Work

Center Login Creation
Close OMB Mo, 2502-0553

Excpiration Date: 11/30/2009
ate |maryland -

me |Test MNeighborhood Metwarks Center ﬂ

Isglenn@dbconsultinggroup.com
ME |zglann
rd [enanss

LI rd [sassss

&] Dore [ [ [ [#mteme Zfcal [Fy2008 (10/01/2007 - 9/30/2008) =

Communities Year
What is a Fiscal Years
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Mailing lists Public reporting burden for this collection of information is estimated to average 4,5 minutes per response,
Contactus including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data
Help needed, and comnpleting and reviewing the collection of infarmation, An sgency may not conduck or sponsar, and =
persan is not required to respond to, a collection of information unless it displays & currently valid OMB cantrol
number, Send comrents regarding this burden estimate or any ather aspedct of this callection of information,
=t , including suggestions for reducing this burden, to)
F C C W HUD Reports Management Officer
IRSTGOV Dapartment of Houzing and Urban Develaprmant
451 Tth Street, SW.
L'Enfant Plaza Building, Room 8003 |
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Username and Password Selection

A username and password are required each time users attempt to access their center(s)
information available in the Neighborhood Networks Database.

Once all fields are completed, users are ready to submit their entries by selecting the
submit function as shown above.
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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 select
Cancel and go back and review and/or revise their data. Once satisfied, they can submit
and then select OK to save the information.

/2 Center login - Microsoft Internet Explorer

JFiIe Edit  Wiew Favorites Tools  Help

J OBack - \_) - I_LI ﬂ ;‘J /-— ) Search \":-‘:I) Favorites G‘; T - 2 ﬁ

Jﬂddr’ESS Iﬂj http:ffdbprod1. dbconsultinggroup. comfMMstart. nsf jrenterself OpenFormirequest=newaState=MD

Homes & Housi
C nities ousing Textonly | Translate | Search //index
f Housing Neighborhood Networks

Multifamily Neighborhood Networks Databases Reports FAQ

Neighborhood Networks at Work

Center Login Creation

OME No, 2502-0553
t Expiration Date: 11/30/2009
- NN at Work

= Center Users -
T Microsoft Internet Explorer |
P OB (il e S P Please werify the Following information: jv

.

2
"j Center Name: false
Conkact Email: sglenn@dboonsulkinggroup.com

HUD hews Beginning Fiscal ¥ear: FY2008 (10/01/2007 -- 9/30/2008)

If the above information is correct and you would like ko continue the process, please dick 'Ok, other wise click.
Homes ‘Cancel

Communities
coea_|
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Contactus including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data
Help neaded, and completing and reviewing the collaction of information, An agency may not conduck or sponsor, and a
person is not required to respand to, a collection of informstion unless it displays a currently valid OMB control
number. Send comments regarding this burden estimate or any other aspect of this collection of information,
e ) induding suggestions for reducing this burden, to:
FIRSTG( 7 HUD Reports Management Officer
Yo oo CBek o e 15 Goreraaal Department of Housing and Urban Development
451 Tth Strest, S,
L'Enfant Plaza Building, Room 20032 j
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Login Account Request Completion

Once users validate the login account entries, an e-mail is sent to their e-mail address
confirming that a login account has been established for the center. Also the message will
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.

a http://dbprodl.dbconsultinggroup.

JFiIe Edit  Yiew Favorites Tools Help

J o | B You have created a new START business plan site - Message {Plain Text}

Fle Edit ‘“ew Insert Format Tools  Actions  Help

Addres

From: Biby_J._ThomsCIOHHQHUD@dbconsultinggroup.com on behalf of Sent: Wwed 10/17/2007 4:31 PM
neighborhoodnetworks@hud, goy

To: Sharan Glenn

ey neighborhoodnetworks@hud, goy

Subject:  Wou have created a new START business plan site

Dear center administrator:

Welcome to the WNeighborhood Networks Strategic Tracking And Reporting Tool.
Following is your login information for the new ITART business plan

Center login for: biby testing multi

User Name: sglenn
Password: sglenn

se any
LI the Calendar

OT CTETS O (e WEGNOOT o0T METWOTES vel Jage.,

NN Genter Activities Update Tool -- This toal allows centers to notify their HUD NN
Coardinator of activities and ongoing events at their center, It functions as a
weekly/monthly "report" to keep Coordinators informed.

NN Center Profile -- Centers may access their profile here and update contact
infarmation.

[
2] pane ’_ ’_ ’_ ’_ ’_ & Internct
Y 2} StartI 0| Inbase - Micrasoft Gutlack ” | Youhave created a .. | (=) Windows Media Flayer I €1 hetpfidbprodl . dbcans. . | 8] Document4 - Micrasoft ., | FE |« Q= qa0em
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Congratulations! You have created a center profile and obtained a login account. Now,
you may select the links to use the tools listed on the page below.

JFiIe Edit  Yiew Favorites Tools Help

‘dbprod L.dbconsultinggroup.com,/NN/ start.nsf/fraCenterPortal?0penForm&PageUniquelD=F351F71 - Micro:

J OBack il => B Iﬂ \ELI _;‘J | /.- ) Search .,l-\‘.l Favarites €‘< | = ﬁ - ﬁ

| address [ @] hetp:/idborod1. dbeansultingaroup. camfiystart, nsf fraCenterPortal?OpenFormePagelnique ID=F 96 1F71 2091 TBCD 785257 359001 09F FEasessiand=NNIT-788U7H37, 00923 = | [ Go |J Links

Homes &
Communities

Event Tool
Event Data Entry
Event List

ity Tool
Activity Data Entry
Activity List
Other Tools
Center Profile Update
Center Classification
Survey
Center Web Site
START Business Plan
Center User Management

Center Tool Home
Logout

Current User Information
User NameThich Cu
User Role

B NN at Work Center Tools Dernat -PH

fy Welcome to the Neighborhood Networks at Work Center Tool Site

Demol -PH

“Neighborhood
Networks

By using the Meighborhood Metworks at Work Center Tool Site, you can update
infarmation related to your center and access tools specifically designed for your
managerent purposes.

The following Tools are available to you {descriptions of each tool are listed below):

} NN Center Calendar of Events Tool

Event Date Entry
Event List

NN Center Activity Update Tool
Activity Date Entry
Activity List

NN Center Profile

NN Classification

NN Survey

NN Center Web Site

NN START Business Plan

Center User Management

NN Center Calendar of Events Tool -- Centers can use this tool to advertise any
events that are occurring at their center. Events entered here will populate the Calendar
of Events on the Neighborhood Netwarks Weh page.

NN Genter Activities Update Tool -- This toal allows centers to notify their HUD NN
Coardinator of activities and ongoing events at their center, It functions as a
weekly/monthly "report" to keep Coordinators informed.

NN Center Profile -- Centers may access their profile here and update contact
infarmation.

Bl

]

[T [

@& StartI 0| Inbase - Micrasoft Gutlack | (=) windows Media Player | 8] START and Webshte De.., | ] Center Profile and Logi,.. "@ http://dbprodLdbeo., 2 @| P ‘ « 0 sizapM

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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