CITY OF POMPANO BEACH, FL

Office of Housing and Urban Improvement
Housing Rehabilitation Program

Step by Step Instructions for Applying for Housing Rehabilitation
Assistance through Neighborly Software

This document will walk you through the steps required to complete your application in Neighborly.
For software questions contact Neighborly software email support@neighborlysoftware.com

For all other questions regarding the program/application process please call 954-786-4659

Office of Housing and Urban Improvement
100 West Atlantic Blvd., Rom 220
Pompano Beach, FL 33061

Phone: (954) 786-4659

FAX: (954) 786-5534

Email: OHUI@copbfl.com

Neighborly software portal link for
the City of Pompano Beach. Click on this link to apply for the program.
https://portal.neighborlysoftware.com/copbfl/participant



https://portal.neighborlysoftware.com/copbfl/participant
mailto:OHUI@copbfl.com

There are two steps that must be completed by those interested in applying for housing rehabilitation
assistance through the City of Pompano Beach Office of Housing and Urban Improvement. You must
first add your name to the wait list for the program. Once your name is added to the waiting list, the staff
will review the pre-application, and if you meet the minimum requirements, you will be contacted to
complete the application in Neighborly Software. Applications will be processed on a first come, first
eligible basis subject to funding availability.

Submitting a pre-application, or submitting a complete application does not guarantee assistance will be
provided. All assistance is subject to federal and state requirements based on the funding source.

INSTRUCTIONS FOR ADDING
YOUR NAME TO THE HOUSING
PROGRAM WAITING LIST.

This is the first screen you will see when you log into the Neighborly Software portal
link. https://portal.neighborlysoftware.com/copbfl/participant. When you are using the
software for the first time you must click on register to create a new account in
Neighborly.



https://portal.neighborlysoftware.com/copbfl/participant

If you do not access this screen, click on the logo on your screen that looks like the image copied below
to refresh the screen.

This should refresh the screen and bring up the log in screen.

When you click on Register, you will see the screen below.

YOU MUST HAVE AN E-MAIL ACCOUNT TO REGISTER IN NEIGHBORLY. IF YOU DO NOT HAVE

AN EMAIL ACCOUNT, CREATE ONE BEFORE YOU REGISTER. HERE IS LINK TO CREATE A
GMAIL ACCOUNT.

https://support.google.com/mail/answer/56256?hl=en

NOTE: Write your email and password down or take a screen shot with your phone.
You will need this information each time you log into your Neighborly account.

Enter your email address and click on send verification code.


https://support.google.com/mail/answer/56256?hl=en

You will receive the email below thanking you for verifying your email address and you will receive a 6-
digit code.



Type in your email address on the registration screen and enter the verification code sent to your email
address from Neighborly. Once you enter your email address and the verification code, click verify code.

Once you enter the code and your email address is confirmed, you will see the screen below. Type in
your first name, last name and create a password.

NOTE: Make sure you create a password you will remember which must be no less than 12 characters.

Write down your password in a secure place or take a screen shot with your phone so you will not forget
it. You will need this password each time you log into Neighborly.






Once you add your email, your first name and last name, and a password,
click create and you will create an account in Neighborly.



Once you log in, you will see a menu on the left had side of the screen. Click on the program overview
tab and review the requirements of the program. Once you read the program overview, click save and
complete at the bottom of the screen.

Once you are registered you can always log back into your account by using your e-mail and password.

NOTE: If you forget your password click on forgot password link in the sign
in screen and Neighborly will be sent a verification link to your email so
you can reset your password.



When you log into the City of Pompano Beach portal you will have the ability to apply for any of the
programs that are open at that time. If you are applying for the rehabilitation or emergency repair

program, you must select Housing Rehabilitation option to start the application. Scroll to the right and
click on the start application button for Housing Rehabilitation.



Once you log into Neighborly you will see the program overview screen. Please read this page to learn
about the program and determine if you are eligible for assistance and are interested in moving forward
with your application. You must complete all the steps at the left of the screen that have check boxes to
be added to the wait list. Please note your Neighborly ID number listed under Housing Rehabilitation
Application. Write this number down as it will be used to identify your application throughout the process.
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Once you read the program overview at the bottom of the screen you have the option to save or complete
and continue. If you click save, this section will not be complete. In order to complete this section and
close it you must click on complete and continue.

If you want to print a page in Neighborly use the print tab at the upper left-hand corner to print a copy.
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If you need to log out and return to your application, go to the main login screen, add your email and
password and it will bring you back to your application. You will see the screen below to continue your
application. Click on “click here to continue”.

Once you have completed program overview, click on A. Pre-Application Eligibility on the upper left side
of the screen.

When you click on A. Pre-Application Eligibility you will see the screen below. Fill in all of the information
requested. You must include a home phone and cell phone, if you only have one number, repeat the
number in each cell.
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Answer all the questions by clicking in the box and a checkmark will appear. If you do not meet the
minimum requirements for the program, you should not continue your application. Answer all of the

guestions accurately. The information provided will be verified when you submit your application for the
program.

When you have completed this section, you have the option to save and return later, or click complete &
continue to complete this section.

Once you complete this section click on B. Pre-Application Questions
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Answer all questions accurately. If your answer makes you ineligible for the program, you will receive a
message that says to stop completing the application since you are ineligible for the program. If you
receive this message do not continue with your application. Log out of Neighborly.
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If you answer all questions and do not receive a stop warning, that means that you meet the minimum
requirements for eligibility under the program. All of the information you provide will be verified through
third party documentation before you can receive assistance.

Once you complete this section, if the program allows you to continue with your application, click on save
to return to this section later or click Complete & Continue to complete this section.

Next, click on C. Household Composition at the upper left had side of the screen. This will open the
window below. Please list all household members living in the home related or unrelated and the date of
birth for each member. To add a household member, click on Add Row. This will add a new line where
you can add additional household members. Continue to do this until all household members and dates
of birth are listed.
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The screen below shows spaces to add additional household members.

You can delete a household member by simply clicking on the red x to the right of the name.

Under documentation, you must upload a picture ID for all adult household members (18 years of age or
older). To upload a picture ID, you click on Upload File.
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Go to the file where you have a saved copy of your picture ID and upload into Neighborly.

Continue to do this for each adult household member by clicking on add another file.

Once this section is complete, click on Complete & Continue.

Click on Pre-Application Submit to submit the pre-application. Click on the box that states that all the
information provided is true and as accurate as possible. Then click on the box to sign electronically.

Then Click on Complete & Submit.

Once you click on Complete & Submit you have been successfully added to the Rehab Program waiting
list. You will be contacted through Neighborly to complete an application in Neighborly software after the
OHUI staff has reviewed your pre-application.
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Once you click on complete and submit you will see an Eligibility Review screen.

This will prompt you to the Pre-Application Submit screen. Check the box that says that “I/we certify that
the information provided is true and as accurate as possible”. Then click on Complete & Submit. If you hit
Save, your information will be saved but your application is not complete.

/
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After you click on complete and submit you will receive a message stating that you have completed your
pre-application process. Once you receive this notification, the next step is for the OHUI staff to send you
an e-mail through Neighborly to move forward with completing your online application.

When your pre-application is submitted, you will receive an e-mail from Neighborly confirming that your
pre-application has been submitted. You will also have your case ID which is also your program case
number.
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If you need to log out and return to your application, go to the main login screen, add your email and
password and it will bring you back to your application. You will see the screen below to continue your
application. Sign in to continue.

e

For questions or to request additional information, please call 954-786-4659 or email OHUI@copbfl.com

For technical issues email: support@neighborlysoftware.com

IMPORTANT

IF YOU ARE COMPLETING YOUR APPLICATION ON A REMOTE
COMPUTER THAT IS NOT YOURS, BE SURE TO SIGN OUT
COMPLETELY FROM NEIGHBORLY SOFTWARE WHEN YOU ARE
DONE. ALSO, DELETE ANY FILES SAVED ON THE LAP TOP AND/OR
DOWNLOADS.
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