
TOBY APPLICANT – PORTAL INSTRUCTIONS 

STEP 1: SIGN-IN 
1. Visit https://recognition.boma.org
2. Click “Sign In”
3. Login using your BOMA.org credentials (note, these are different from the credentials you use at your

local)
o If you’re able to log in, your access is confirmed.
o If you’re a new user, click “Create a new account” and follow instructions.
o If you’re a returning user getting the error message below click “Forgot Username” or “Forgot

Password” options to find correct login.

o If you’re locked out or still unable to log in, email recognition@boma.org.

STEP 2: After log-in go to My Buildings and select the building then select Action Menu, select View TOBY 
Entries       

STEP 3: Click on Add New TOBY Entry 

https://urldefense.com/v3/__https:/recognition.boma.org/__;!!NFWRZ6kECLqu!rn32I2Hf6hSc_pZgM9h8Cp9nqfBVnij1WrxU1hZKlDR7M3_oXJljclZeHWmNohajqWvH4wjMWxvsmDWtCw$
mailto:recognition@boma.org


STEP 4: Complete the Application 
All items in each section of the application must be completed prior to submitting. 

A complete application will show all sections in green. 

An incomplete application will show some or all sections in yellow. 

After all items show green, the “Submit TOBY Entry” button will appear and needs to be clicked. 

If you experience any problems, please contact your TOBY administrator or email recognition@boma.org. 
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