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REGISTERING FOR SOFTWARE 

 

1. Access the website at: 

https://portal.neighborlysoftware.com

/meridianid/Participant/Login. 

2. Select the “Register” tab. 

 

 

  

3. Complete the form and select 

“Continue”. 
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STARTING A NEW APPLICATION 

 

1. Once you have logged in, select “Click 

here to start a new application.” 

 

 

 

  

2. Enter the name of your business. 

 

3. Select “Start Application.” 
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4. Select “Click here to continue.” 

 

 

SECTION A. APPLICANT INFORMATION 

 

1. Select A. Applicant Information from 

the left-hand navigation pane if you 

are not already on this screen.   

 

2. This section gathers basic information 

on the primary applicant and co-

applicant (if applicable).  It also 

provides hyperlinks to the Program 

Criteria, Idaho Rebounds Form IDA-20, 

a draft of the Grantee Agreement, 

and IRS W-9 form. 
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3. Once you have completed all of the 

fields select “Complete & Continue” at 

the bottom of the page.  You can also 

select “Save” and come back to this 

screen later.  Once this section is 

marked complete a green check box 

will show on the left-hand navigation 

pane. 
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SECTION B. BUSINESS/ORGANIZATION INFORMATION 

 

1. Select B. Business/Organization 

Information from the left-hand 

navigation pane if you are not 

already on this screen.   

 

2. Complete all fields on this screen.  

Incomplete data will delay the review 

of your application and may cause it 

to be denied.  
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3. Once you have completed all of the 

fields select “Complete & Continue” at 

the bottom of the page or “Save” to 

save your work and come back later.  
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SECTION C. EXPENDITURE SUMMARY 

 

1. Select C. Expenditure Summary from 

the left-hand navigation pane if you 

are not already on this screen.   

2. In this section you will provide an 

itemized list of the items you are 

requesting to be reimbursed.  Each 

expense must be: 

a. Related to COVID-19 

b. Not previously reimbursed by 

any other assistance 

c. Incurred between June 20 

and December 30, 2020 

d. Already paid for, this is 

reimbursement only 

3. Select “Add Row.” 

4. For each row, enter a description of 

the receipt (e.g. Rent for August 2020, 

masks for clients, partition to assist with 

social distancing, etc.). This should 

make a clear connection between the 

expense and COVID-19.  Each receipt 

must be on a separate line, do not 

combine them. 

5. Enter the amount of each receipt next 

to its description.  The total will 

automatically calculate and create an 

itemized list for reviewers. 

6. Check the box to affirm you are not at 

risk of duplicating benefits. 
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7. Once you have entered an itemized 

list of what you are requesting to be 

reimbursed, select “Complete & 

Continue” at the bottom of the page or 

“Save” to save your work and come 

back later.  
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SECTION D. REQUIRED DOCUMENTATION 

 

1. Select D. Required Documentation from 

the left-hand navigation pane if you 

are not already on this screen.   

 

2. If you have not already completed the 

State’s IDA-20 form, select the link and 

do so now.  Save it as a PDF on your 

computer.   

 

Select “Upload File” and choose the 

completed form that is saved on your 

computer. 

 

3. Make a single document that has all of 

your receipts combined in the order 

you listed them in Section C.  You 

must provide proof that the expense has 

been paid.  Rent reimbursement 

requests must also include an executed 

lease agreement.  Select “Upload File” 

and choose the document that contains 

all of your receipts, in order.   

 

Note: There should only be one 

document uploaded for this section.  Not 

following these instructions may make it 

difficult to reconcile your request and 

delay review of your application.   
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4. Once you have uploaded your 

documents select “Complete & 

Continue” at the bottom of the page or 

“Save” to save your work and come 

back later.  
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SUBMIT 

 

1. Select Submit from the left-hand 

navigation pane if you are not 

already on this screen.   

 

2. Read through the certification and 

make sure you understand it.  

Complete all fields on this screen. 

 

 

 

 

  



Meridian Municipal Small Grant Program 
Application Instructions 

 

12 | P a g e  
 

3. Once you have completed all fields, 

select “Complete & Continue” at the 

bottom of the page or “Save” to come 

back later.  

 

 

NEED HELP? 

Contact smallbusinessgrants@meridiancity.org or (208) 489-0537. 
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