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Introduction
Managing your organization’s account is important to ensure that:
e Users have access to the system.
e All of your organization’s information is accurate and up to date.
e Your organization’s profile accurately presents your organization to City Agencies, Foundations
and potential partners.

This guide is for Account Administrators, it gives instructions on how to add and maintain users and
keep your organization’s account up to date.

The first step for all users to gain access to the HHS Accelerator System is to establish a NYC.ID. See
“HHS Accelerator: Account Creation and Access” for information on how a user can establish a NYC.ID
and apply for a user account in the system.

Managing Members and Users of your Organization

Assigning Roles to System Users

Your organization needs to make some critical decisions regarding who will access the HHS
Accelerator System and what role each user will play. Please consider the most appropriate
individual(s) to:

¢ Manage your organization’s relationships with the City and other funders

e Maintain your organization’s profile

¢ Respond to Requests for Proposals from the City and/or other potential funders
e Sign contracts on behalf of your organization

e Submit budgets and invoices on behalf of your organization.

HHS Accelerator System access is divided into three categories: Financials, Procurements and
Financials, and Procurements. Within the category you assign to a user, you must also assign a level.
There are two levels, “Level 17 (L1) and “Level 2" (L2). Level 1 users have restricted, basic permissions
in their assigned category and Level 2 users unrestricted permissions in their assigned category.

e Financials Access
o Level One
= Basic Permissions in the Financials, Documents Vault and Applications tabs.
o Level Two
= Basic Permission
= Application Submission, Budget Submission/e-signature, Invoice Submission/e-
signature and Document Sharing Permissions.
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e Procurements Access
o Level One
= Basic Permissions in the Procurements, Document Vault and Applications tabs.
o Level Two
= Basic Permissions
= Application Submission, Proposal Submission/e-signature and Document
Sharing Permissions.

¢ Financials and Procurements Access
o Level One
= Basic Permission in the Financials, Procurements, Document Vault and
Applications tabs.
o Level Two
= Basic Permissions
= Application, Proposal Submission/e-signature and Budget Submission/e-
signature, Invoice Submission/e-signature and Document Sharing Permissions.

System User Access Table
System roles and common organizational levels for these roles are outlined in the table below.

L1 User L2 User

Begin Business Application X X
Submit Business Application X
Select Services X X
Submit Service Applications X
Begin Proposal X X
Submit Proposal X
Procurement View Evaluation Scores X
Retract Proposal X
Cancel Proposal X
Show Proposal Comments X X
Upload Documents X X
X

Share Documents
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L1 User L2 User

Begin Business Application X X
Submit Business Application X
Select Services X X
Submit Service Applications X
View Budget X X
Modify Budget X X
Financial Request Advance X
Cancel Modification X
Submit Invoice X
Delete/Withdraw Invoice X
View Invoice X X
Upload Documents X X
X

Share Documents

Account Administrator Role

The individual who submits the initial request for your organization’s HHS Accelerator Account is
typically your Account Administrator. S/he is automatically granted access to all system privileges and
becomes a L2 user. Account Administrators have the ability to grant other users access to the system.
For this reason, we strongly recommend selecting at least two Account Administrators to share the
responsibility of managing your organization’s user access and privileges.

The Business and Service Applications are explained in further detail in the “Submitting the HHS Accelerator

Application” guide. Additionally, the Membership Management process is described in the “HHS Accelerator
Account Administration” guide.
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Handling Requests to Join your Organization

User access to the system begins with members of your organization taking action outside of the
system. Members of your organization must create their own NYC.ID and request access to your
organization’s account (steps covered in the Account Creation and Access. Once a member of your
organization has registered in the system and requested membership, you are responsible for
reviewing and as appropriate, approving the request:

Text Size: A o A

m

Organization Document Applications  Procurements Financials =~ @ ﬂ
HHS Accelerator Information Vault ﬁ L
— =
Welcome: James Polk, R4 Test Org 12
Organization Information
Basics Geograph Languages Population Members & Users
Members & Users ®
Manage information about your organization's staff member and account users.
+ Add Member
Name Office Title Email Address SEED Member Actions
User Status

Jack Executive jsarel@hhs.nyc.gov Yes Active Edit Profile
Sparrow
James Polk Board Chair / President acceleratororgl2@mailinator.c No Active Edit Profile

om
James Polk  Executive Director / Chief Executive Officer acceleratororgl2@mailinator.c No Active Edit Profile

(orequivalent) om

James Polk  Manager acceleratororgl2@mailinator.c Yes Active Edit Profile

om
John Candy thebestorg_123@mailinator.co Pending Pending

Review
Request J
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1. Click the

“Organization
Information” button.

Click the “Members
& Users” tab.

Click the “Review
Request” link.
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Organization Information

Basics Geography Languages

New User Request: John Candy

"Approve" button.

* Indicates required fields
NYC.ID User Information

First Name

Middle Initial

Last Name
NYC.ID/Email Address

HHS Accelerator System Permissions

* Choose one type of account to assign to
this user:

# Would you like to assign this user the same
permissions you have as an Account
Administrator?:

Population

Members & Users

@

A new user has requested access to the HHS-Accelerator system.

- To approve this request, please fill out the member information or link to an existing organization member profile and dlick the

- To deny this request, please scroll to the bottom of the page and click the "Dany” button.

John

Candy

thebestorg_122@mailinator.com

Financials

© Level One
(Basic Permissions in the Financials,
Documnent Vault and Applications tzb)

© Level Two
(Basic Parmissions PLUS Application,
Budget
Submission/e-signature, Invoice
Submission and Document Sharing
Permissions)

Procurements

@ Level One
(Basic Permissions in the Procurements,
Document Vault and Applications tab)

@ Laval Two
(Basic Permissions PLUS Application,
Proposal Submission/e-signature and
Docurmnent Sharing Permissions)

Financials and Procurements

O Level One
(Basic Permissions in the Financials,
Procurements, Document Vault and
Applications tahb)

O Level Twa
(Basic Permissions PLUS Application,
Proposal and Budget Submission/e-
signature, Invoice Submission and
Document Sharing Permissions)

[&] Yes, this user can also approve

account requests and assign user
rales.
© no

Check for Existing Profile

Link to Existing Drganization Member Profile

Below is a list of your organization's members that have profile information in HHS
Accelerator, but do not have user accounts. Select froem the list who the new user should be
linked to and click the "Link" button

Name Office Title Email Address
™ James Board Chair / President acceleratororgl2@mailinator.com
"~ Polk

.:':. James

Executive Director / Chief Executive
Polk Officer [orequivalent)

acceleratororgl 2@°1atur.cum
Profile not found ‘ Link to Existing Profile
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Verify that this person is an
individual you want to add
as a user.

4. Assign the user a
type of account and
level.

5. Will the user be an
Account
Administrator? Click
“Yes” or “No” as
appropriate.

6. Click the “Check for
Existing Profile”
button.

7. If the correct profile
appears, click “Link
to Existing Profile.”
If not, click “Profile
not found.”
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Organization Information

Bazics
Mew User Request: John Candy @

& rew uzer has requested scoess to the HHS-Accelzrator syst=m.
- Te approve this request, pleas= fill cut the member information or link tz an =xisting crganization member prefile and click the ~Approve”™ Button.
- Te deny this request, plzase soroll to the bottom of the page and dick the “Deny™ Button.
* Indicates requirsd Tizlds
NYC.ID User Information
First Name Jopn

Middle Initial
Last Name Candy

NYC.ID/Email Address  gpepesizrg_123@mailinatorcom
HHS Accelerator System Permissions

* Choose ane type of sccount bto assign o Financials

this users @ | Ore

{ Ba=ic Permissicns in the Financials, Document
Vault ard Applicatiors tab)

O Level Twe
{Basic Permizsions PLUS Application, Budget .
Submissizr/=-signaturs, Invzize Submissizn 8. Choose an “Office
and Document Sharing Permissions)

Procurements Title.”

@ Level D=
{ Ba=ic Permizsions in the Procursments,
Dizcumant Vault ard Applications tak)

O Levei T 9. Click “Approve.”

[Baszic Parmizsicns PLUS Apglication, Proposal
Submixsion=-signature and Document Sharing
Farmizizrs]

Financials and Procuréments

@ Level D=
{ Ba=zic Permizsions in the Financials,
Erocuramarts, Documant Vault and Applizations
tat)

@ Lewel Two
{Basic Parmissions PLUS &pplication, Proposal
and Budget Submixsion)s-xignaturs, Immoice
Submission and Document Sharing
Permissicns)
*Would you like to assign this user the same
permigsions you have as an Account
Administrator?;:

@) s, this umer can slsz approve
=czzunt reguests and assign user rales,

@No

k for Existing Profile

Member Information
= Office Title:

Office Phone Number:
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The user will now appear as a System User.

Organization Information

Basics Geography Languages Papulation Members & Users

Members & Users ®

Manage information about your organization's staff member and account users.

System Member

Name Office Title Email Address Actions
User Status
Jack Executive jsorel@hhs.nyc.gov Yes Active Edit
Sparrow Profile
James Polk  Board Chair / President acceleratororgl2@mailinator.co  No Active Edit
m Profile
James Polk  Executive Director / Chief Executive Officer acceleratororgl2@mailinator.co No Active Edit
(orequivalent) m Profile
James Polk  Manager acceleratororgi2@mailinator.co Yes Active Edit
m Profile
John Candy Manager thebestorg_123@mailinator.co  Yes Active Edit
m Profile

Circumstances may also arise that require you to take system access away. Anyone whose information
has been added to the system during account set up or in response to the HHS Accelerator
Applications is considered a member of your organization. You may need to remove members that
have left your organization or those who no longer require system access. There are two ways to

remove users. You can:
¢ Remove members; or
e Deactivate users.

We recommend that you remove members that leave your organization.

Removing Members from your Organization
To remove members from the organization (non-system users):

Text Size: A | a4 | A

i v edu

Organization Document Applications  Procurements Financials
HHS Accelerator In?om'lation Vault e

Welcome: Manager T Org-One. Provider TST Org 1

Organization Information

Basics Geoaraph

Languages Population Members & Users

Members & Users @

Manage information about your organization’s staff member and account users.

System Member

Name Office Title Email Address o Statue Actions

Anna Brown Manager Markbrown@gmail.com No Active dit
Profile

Jane A Joe Board Chair / President providertstorglbrdchair@mailinate Mo Active Edit
r.com Profile

Jeffrey Cutler Chief Financial Officer (or equivalent) cfo@gmail.com MNo Active Edit
Profile

John A Doe Executive Director / Chief Executive Officer (or providertstorgled@mailinator.com Mo Active Edit
equivalent) Profile

Manager T Org-  Manager providertstorglmgr@mailinator.co  Yes Active Edit
One m Profile

Vinny Lopez Manager info@hhsaceelerator.nyc.gov Yes Active Edit
Profile
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Click the
“Organization
Information”
button.

Click the
“Members &
Users” tab.

Click the “Edit
Profile” link.
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Organization Information

Edit member information and system permissions.
* Indicates required fields

Member Information

Edit Member Profile: Anna Brown

Basics Geography Languages Population Members & Users

* First Name: Anna
Middle Initial:
*Last Name: Brown
* Office Title: Manager
Office Phone Number:
* Email Add Mar il.com

Remove from Organization?

Indicate if this person needs to be removed
from the or izati

& Remove this member

You may c id a ber if they
are no longer associated with your
organization. If you only want to remove
access to the system, please check the
Deactivate User box above.

* Last Day with Organization: (mm/dd/yyyy):

pas26/z01%| T

The member will now appear as “Inactive.”

Organization Information

Members & Users

Name Office Title

Manager

Basics Geography Languages Population Members & Users

Manage information about your organization's staff member and account users.

Email Address

Markbrown@amail.com

Member

Inactive

Manager T Org-  Manager
One

Vinny Lopez Manager

Jane A Joe Board Chair / President providertstorg1brdchair@mailinato
r.com
Jeffrey Cutler Chief Financial Officer (or eguivalent) cfo@gmail.com
John A Doe Executive Director / Chief Executive Officer (or providertstorgled@mailinator.com
equivalent)

providertstorgimgr@mailinator.co
m

info@hhsaccelerator.nyc.gov

No

Neo

No

Yes

Yes

Active

Active

Active

Active

Active
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4. Click the checkbox
to remove the
member and input
last day with the
organization.

5. Click “Save.”

There is no way to delete
a member and user so
that they will no longer
appear on the tab
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Deactivating Users from your Organization

To deactivate active system users from the organization:

HHS Accelerator

Organiza
Information Vault

tion Document Applications Procurements Financials

Text Size: A | A | A

O E |

Organization Information

Members & Users

e Welcome: Manager T Org-One, Provider TST Org 1

Basics Geography Languages Population Members & Users

Manage information about your organization's staff member and account users.

@

[ remse]

Name Office Title Email Address EEED R Actions
User Status
Anna Brown Manager Markbrown@gmail.com No Inactive Edit
Profile
lane A Joe Board Chair / President providertstorg1brdchair@mailinato  No Active Edit
r.com Profile
Jeffrey Cutler Chief Financial Officer (or equivalent) cfe@amail.com Mo Active Edit
Profile
John A Doe Executive Director / Chief Executive Officer (or providertstorgled@mailinator.com No Active Edit
equivalent) Profile
Manager T Org-  Manager providertstorgimgr@mailinator.co  Yes Active Edit
One m Profile
Vinny Lopez Manager infe@hhsaccelerator.nyc.gov Yes Active
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Click the
“Organization
Information”
button.

Click the
“Members &
Users” tab.

Click the “Edit
Profile” link.
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Organization Information

Basics Geography Languages

# Indicates required fields

NYC.ID User Information

HHS Accelerator System Permissions

* What type of account would you

Deactivate System User?

Member Information

Remove from Organization?

i b

You may a

Deactivate User box

assign to this user?:

* Would you like to assign this user the same
permissions you have as an Account assign user roles,
Administrator?: (7 o

Indicate if this user should no longer have|
access to the system:

* Office Title: Manager

Population Members & Users

Edit Member Profile: Vinny Lopez

Edit member information and system permissions.

First Name Vinny
Middle Initial
Last Name Lopez

NYC.ID/Email Address |info@hhsaccelerator.nyc.gov

liketo (O |evel One (Basic Permission)

and Document sharing Permission)

Office Phone Number:

Indicate if this person needs to be removed []Remove this member
from the organizatiol

if they

are no longer associated with your
organization. If you only want to remove
access to the system, please check the

above.

® Level Two (Basic PLUS Application Submission/e-signature

® Yes, this user can also approve account requests and

Click the checkbox
to deactivate the
user.

Click “Save.”

The “System User” column will change to “No” and the user will no longer have access to the

system.

Organization Information

Basics Geography Languages

Members & Users

Population Members & Users

Manage information about your organization's staff member and account users.

@

- _ System Member -
Name Office Title Email Address " Actions

Anna Brown Manager Markbrown@gmail.com Mo Inactive Edit
Profile

Jane A Joe Board Chair / President providertstorglbrdchair@mailinate  No Active Edit
r.com Profile

Jeffrey Cutler Chief Financial Officer (or equivalent) cfo@gmail.com HNo Active Edit
Profile

John A Doe Executive Director / Chief Executive Officer (or providertstorgled@mailinator.com No Active Edit
equivalent) Profile

Manager T Org-  Manager providertstorglmgr@mailinator.co  Yes Active Edit
One m Profile

Vinny Lopez Manager info@hhsaccelerator.nyc.gov No Active Edit
Profile
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Managing Your Organization’s Profile

Managing your organization’s profile is a part of maintaining your relationship with the City. Your
organization’s profile is a part of your public identity visible to users with whom you share documents,
so your profile should accurately reflect your organizational goals and capabilities.

An organization’s profile information is maintained in the Organization Information section of the
system. You can update information in any of the tabs (Basics, Geography, Languages, etc.) and save
the changes by clicking “Save” at the bottom of the page.

Text Size: A A A

m Organization Document Applications Procurements Financials ] @
HHS Accelerator vault ﬁ! {‘J

Welcome: Manager T Org-One, Provider TST Org 1

Organization Information
Basics Geography Languages Population Members & Users

Basics @

Please fill out the form below as accurately as possible. This information will determine what documents
you are required to upload.

* Indicates required fields

General
Information

* Employer Identification Number/Tax
Identification Number (EIN/TIN): 11-1111121

* Organization Legal Name:  |proyider TST Org 1 Update Legal Name

* Corporate Structure: Non Profit

Dun and Bradstreet Number (DUNS#):

* Accounting Period: 3y =To [Jun Update Accounting Period
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Updating Your Organization’s Legal Name

To update your organization’s legal name:

o Text Size: A | Ao | A

NRSAE |

Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Welcome: Manager T Org-One, Provider TST Org 1

Organization Information

Basics Geography Languages Population Members & Users

Basics @

Please fill out the form below as accurately as possible. This information will determine what documents
you are required to upload.

* Indicates required fields

General
Information
* Employer Identification Number/Tax
Identification Number (EIN/TIN): 11-1111121

* Organization Legal Name:  provider TST org 1

Update Legal Name °

* Corporate Structure: Mon Profit El

| Update Organization Legal Name b4 |

Motice: Please complete the fields below to request a name change.
* Indicates required fields

Current Organization Legal Name: °
Provider TST Org 1

* Proposed Organization Legal Name: °

* Reasons for updating your Organization Legal Name:

cance

Click the
“Organization
Information” button.

Click the “Update
Legal Name” button.

Enter the new Legal
Name of your
organization as it
appears on your
Certificate of
Incorporation (or
equivalent).

Enter your reasons
for updating your
Organization Legal
Name.

Click the “Submit
Request” button.

An HHS Accelerator staff member will then review this information, and manually approve. The update

will not be reflected in the system until it is approved.
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Updating Your Accounting Period

Before you can update your organization’s accounting period, please be sure that your filings are
current, complete and loaded into the Document Vault prior to your request. If you do not have the
proper forms filed, you will not be able to request an update. To request an update to your accounting

period:
o Text Size: A | A | A
Organization Document Applications Procurements  Finandcials 78 @ ’
HHS Accelerator Information Vault il
—

Welcome: Manager T Org-One, Provider TST Org 1

Organization Information

Basics Geography Languages Population Members & Users

Basics

Please fill out the form below as accurately as possible. This information will determine what documents
you are required to upload.

* Indicates required fields

General
Information

= Employer Identification Number/Tax
Identification Number (EIN/TIN): 11-1111121

* Organization Legal Name:  Brgyider TST Org 1 Update Legal Name

= c
Corporate Structure: Non Profit

Dun and Bradstreet Number (DUNS#):

* Accounting Period: [y *To [Jun

Update Accounting Period °

Update Accounting Period

Notice: Updating your organization's accounting period will affect when HHS Accelerator
will require you to update your financial documentation which may affect your status as an
Approved provider.

= Indicates reguired fields
Current accounting period: 1 To

* New accounting period: [[FHGH v | To [Month w
= Calendar year in which this

change becomes effective
(YYYY):
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Click the
“Organization
Information” button.

Click the “Update
Accounting Period”
button.

Enter the new
accounting period.

Enter Calendar year
the new period
becomes effective.

Click the “Update”
button.
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Managing Multiple Accounts by a Single User
Requesting Access to Multiple Accounts

Users who manage accounts for multiple organizations are able to access each organization’s account
through a single NYC.ID. To request access to additional organization’s accounts please email the
Helpdesk at info@hhsaccelerator.nyc.gov and include your name, NYC.ID, current organization and
organization you wish to request access to.

Navigating between Multiple Accounts

Users who are granted access to multiple accounts have the option to select which organization they
would like to access after entering their login credentials.

To log in, please enter your NYC.ID and Password and click the "Login” button. A valid NYC.ID is required to become a user of the HHS
Accelerator system.

Loemn 8. 1. Enter your “NYC.ID”
HHS Accelerator and “Password.”
NYC ID (Johnsmith@provider.org): i .
e R a 2. Click “Login.”
Your NYC.ID is the email

address used in the initial
account set up.

Create New NYC.ID Forgot Password

3. Selectan
organization from
the “Select/Search
for Organization”

Text Size: A A A

HHS Accelerator

Select an Organization drop_down menu or
Please use the type ahead field or click on the drop down arrow below to select the organization you would like to log in to. Start typ'ng the
If you want to log into a different organization after your selection below, you can click the Switch Organization icon in the top right corner.
Select/Search for Organization: u e name Of the
Fd Test Org 16 H H H
s organization in the
R4 Test Org 20 bOX

If an organization does not
appear in the drop down
menu or when typed
please contact
info@hhsaccelerator.nyc.
gov to request access.

Page 16 of 18


mailto:info@hhsaccelerator.nyc.gov
mailto:info@hhsaccelerator.nyc.gov
mailto:info@hhsaccelerator.nyc.gov

HHS Accelerator

Text Size: A A A

HHS Accelerator

Select an Organization

Please use the type ahead field or click on the drop down arrow below to select the organization you would like to log in to.

1 13 H ”»
4. Click “Login.
If you want to log into a different organization after your selection below, you can click the Switch Organization icon in the top right cormner.
Select/Search for Organization: |R4 Test Org 19

[
wimm @

Once logged into the system, users can switch between organizations without completing logging out.

Text Size: A | A | A

Organization Document Applications Procurements Finandials >
HHS Accelerator Information Vault
—
Welcome: Cary Jones, R, o 19
Provider Homepage y)
10 Documents in your Docurnent Vault 0 Alerts remaining in your Alerts inbox
1 Your CHARS50O filing will expire on 03/31/2014 0 User account requests requiring action

Your Current Organization Status: Suspended (Filings Expired)

1 13 H
RFPs you're eligible for will be released within 30 days CIICk the SWItCh

Your Business Application Status: Suspended (Filings Expired) RFPs you're eligible for have due dates within 30 days User” ICON.

Your organization has 0 pending Service Applications RFPs with draft or submitted proposals

Your organization has 3 approved Service Applications RFPs with proposals determined eligible for award

Finandials

%]

Contracts pending registration Modifications and Updates pending submission
Active Budgets Modifications and Updates pending approval
Budgets pending submission Modifications and Updates retumed for revision
Budgets pending approval Invoices pending submission

Budgets returned for revision Invoices pending approval
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Login to a Different Organization

Select an Organization

Please use the type ahead field or click on the drop down arrow below to select the organization you
would like to log in to.

Please close any open HHS Accelerator browser sessions before continuing.

Click the Cancel button to return to the previous screen. e
Select/Search for Organization: u

TextSize: A | A |A

HHS Accelerator

Select an Organization

Please use the type ahead field or click on the drop down arrow below to select the organization you would like to log in to.
If you want to log into a different organization after your selection below, you can dlick the Switch Organization icon in the tap right corner.

Select/Search for Organization: |R4 Test Org 19 He
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6. To switch users
select an
organization from
the “Select/Search
for Organization”
drop down menu or
start typing the
name of the
organization in the
box.

7. Click “Login.”



