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Introduction to the Document Vault

The Document Vault provides your organization with a secure digital filing cabinet for important
organizational documentation. The Document Vault also allows you to upload required documents
necessary to obtain and maintain eligibility to conduct business with the City of New York. The
Document Vault enables direct and secure transmission of documents to the HHS Accelerator Team,
City Agencies, other funders and Client and Community-based Services Providers.

The Document Vault provides:
e A secure and paperless system
¢ Document accessibility controls
o Easy access to documents required to do business with the City and other funders
o Automated system reminders for expiration of critical documents.

By default, when a document is uploaded to the Document Vault, it is private—only members of your
organization who have been granted access to your organization’s HHS Accelerator Account can view
those documents. However, the Document Vault makes it easy for users to grant permission to other
organizations (Foundations, City Agencies, etc.) to view documents.

Please remember to obtain all necessary approval before uploading any of your organization’s
documents to the Document Vault. Any material that may be deemed offensive or inappropriate is not
to be stored in the Document Vault.

Key Documents to Maintain in your Document Vault

The following are examples of documents that may prove useful to store in your Document Vault.
Document names followed by an asterisk (*) are required by the HHS Accelerator Application process.

Corporate Structure Documents Financial Documents

¢ Annual Report e A-133, OMB Single Audit Report

e Board List (including officers and length of ¢ Board Approved Organization Budget
term)* ¢ CHAR500, Annual Filing for Charitable

o Certificate of Incorporation* Organizations*

e Certificate of Insurance Form ¢ Independent Audit or Certified Public

e Certificate of Occupancy or Place of Account (CPA) Review Report*
Assembly Permit e IRS Form 990.

e Chief Executive Officer (CEO) Resume or
equivalent* Policy Documents

e Corporate By-Laws* e Fiscal Manual

¢ IRS Determination Letter* e Policy and Procedures Manual

e Lease or Rental Agreement e Human Resources or Personnel Policy

e Organizational Chart* Manual.

e Reference Letters

e WO
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Document Vault Navigation

You must log into your HHS Accelerator Account to view and maintain documents your organization
wants to store and share with other organizations. Click the “Document Vault” button at the top of the
page to access your Document Vault.

m Tt
Organization Document Applications Procurements Financials I~} @ i
HHS Accelerator Information ‘ﬁl L

Welcome: James Polk, R4 Test Org 12

Document Vault e ©)
I : ::: :::::::;: ; :: :: ::: Llohore U chore A Sun-chore by orgonization I

Document Name Document Type Modified » Shared Q Actions °

[} Financial Statement Annual Financial Statement 07/07/2014  Not Shared I need to...
°j Board List Egzi'fa:’:n[t)'mcmrs D=E 07/07/2014  Not Shared I need to... =]
Certificate of Incorporation Ere::il?:;?eii;Incorporatlan 07/07/2014  Not Shared I need to... IE‘
CEO Resume Chief Executive Officer (CEO) /0715014 Not Shared I need to... [=]
Resume or Equivalent

Document Management Tabs.

Displays if the document has been shared with HHS Accelerator, another
organization or City Agency.

The Action drop-down includes View Document, View Information, and
Delete.

Click the checkbox next to an individual document name to share only
that specific document.
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Uploading a New Document

You must be logged into your account to upload a new document to your Document Vault. Once logged
in, click the “Document Vault” button at the top of the page to access your Document Vault.

Text Size: A | A | A

m Organization Document Applications  Procur Fi ial oy @
HHS Accelerator Information ﬁ! -Qi

— =
Welcome: James Polk. R4 Test Org 12

Q

Document Vau

1. Click the “Upload”
Manage documents loadea vy your organization.
Filter Documents ﬁshara ®Un-share Al ®Un-Share by Grganization tab to upload anew

Document Name Document Type Modified « Shared Actions d OCU m e nt
[ Financial Statement Annual Financial Statement  07/07/2014  Not Shared
Fl  Board List gq"z;fa;i:n[;‘m“’s Ustor  7/07/2014  Not Shared Tneedton. =]

2. Select the
“Document
Category.”

| upload Document

L B S CEE T Step 2: Document Information

Select a document category and document type, then browse your computer for the file to upload.

!
w

Select the
“Document Type.”

* Indicates a Required Field
* Document Category: l‘

* Document Type:

= Select the file to upload: °j Browse.. °

= 4. Click “Browse” to

Oraanizational Chart Organizational Chart 12/13/2012  Not Shared [Insedto locate the document
to upload.
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Choose File to Upload

Look in: | ty Documents

My Recent
Dacurments

Desklop

=7

My Documents

8

=~ @& e

[CyAdobe Captivate Cached Projects

3y Adobe Captivate Projects

@My Music

@My Pictures
B 133

8] gt Adm Screenshot
i8] gt Adm Screenshotz

] after School Academic Support and Enrichment Contract

@]F\nn Jones Resume

B nn Smith Resume
iEj.ﬁtpplicatinn Screenshots
iEj.ﬁtpplicatinn Screenshats_2
W Enard of Directors

T certificate_of_incorporation

] 1ndependent Audit

IE]IRS Determination Letter
] 10hn Smith Resume

1] 10hn Smith Resume

B Crganizational Chart
IEJPananting Classes Contrack
B1p 1 Sereenshot - Acck Adms
B1p 1 Screenshot - Withdrawe
B sample Char

Bt Sample Char

Ej Sample Char 500
@Training Deliverable Status |
@JTraining_Status_Update_l:
IEJ'\I'ince Harris Resume

My Carmputer
@Corporate Bry-Laws
-
= 0.
My Metwork.  File name: | j \ﬂl
Places
Files of type: |4l Files 7] =l %

5. Select the document
you wish to upload.

6. Click “Open.”

The selected file’s location
: ' ' — will populate the ‘Select the
[ Upload Document. T file to upload’ field.

|| Upload Document B

(5GBS G BN Step 2: Document Information |

Select a document category and document type, then browse your computer for the file to upload.

7. Enter the desired
= “Document Name.”

* Indicates a Required Field

~ Document Category: | Organization Basics ¥

~ Document Type:  Certificate of Incorporation or equivalent A
* Select the file to upload: [\doitt.nycnetirootUMTC_{[ Browse o The "Document Name"
= field will default to the

“ Document Name:
° document's file name.

8. Click “Next.”
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T Rocumen

Uplead Document

I Upload Document

Step 1: File Selection B3GR ol T8 QTN EG]]

Please enter required Document Information, if applicable, and confirm the existing information. Note: if
this is replacing an existing document, any sharing privileges will be applied to this document.

# Indicates a Required Field
Document Category: Organization Basics

Document Type: Certificate of Incorporation or equivalent

Document Name: Certificate of Incorporation

File Type: PDF

= Effective Date(mm/dd/yyyy): l:l

o Upload Document @

Upload Document

Uploading Document...

This may take up to several minutes depending on document size.

9. Click the calendar
icon and select the
document’s
“Effective Date.”

Where an effective date is
not applicable, please enter
the date the document was
officially approved by your
organization for sharing
externally.

10. Click “Upload
Document.”

The system begins to
process your request and
upload your document. The
time required for your
document’s upload will vary
based on the size of the file
and the speed of your
internet connection and
may take a few minutes.

preexisting documents.

It is important that you create unique file names for new files uploaded to your
Document Vault, as newly uploaded documents with duplicate file names will overwrite
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Upload Confirmation

Once the upload is complete, you will be redirected to your Document Vault and receive system

confirmation of your successful upload.

m Organization Document Applications Procurements Financials

Text Size: A | A | A

tvoa

Welcome: James Polk, R4 Test Org 12

Document Vault

Manage documents loaded by your organization.

®

&/ The file was successfully uploaded to your Document Vault. ] ‘
Filter Documents w | ¢ Upload l@ Share oun—Share Al QUn-Share by Organization

Document Name Document Type Modified » Shared Actions
A-133 2014 A-133 08/21/2014 1 need to... [=]
Financial Statement Annual Financial Statement 07/07/2014 |I need to... EI
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Filtering your Documents

Your Document Vault can be filtered to quickly and easily locate documents. Populate the fields in the
Filter Documents function to narrow down the results of your search. You may search by more specific
details; Document Category, Document Type or by more general details; Provider/Funder, NYC Agency
and period of modification.

Text Size: A | o | A

m Organization Document Applications Procurements Financials { 7]

- I
Welcome: James Polk, R4 Test Org 12

Document Vault ®
Manage documents loaded by your arganization.
‘ &/ The file was successfully uploaded to your Document Vault. ‘
| Filter Documents vI 4% Upload @ Share QUn—Share All OUn-Share by Organization
X
Document Category: |:B -
| [
Document Type: [~]
| [
Modified from: &
Modified To: & :E
Clear Filters
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Document Vault Actions

Document actions are selected from the ‘Actions’ column; and can only be applied to the document in
the line item. From this window, you are able to preview your documents and the documents’
information, as well as delete documents.

lext 51zel A a4 A

m Organization Document Applications Procurements e — -7 @ i

Ineedto...

k. R4 Test Org 12

View Document ®
View Document Information
Delete Document

Document Vault

Manage documents loaded by your organization.

Filter Documents v | |4¢ Upload ﬁ@ Share QLH-SI'ErE Al QUr-S}'are by Organization
Document Name Document Type Modified » Shared Actions
[0 A-133 2014 A-133 08/21/2014  Not Shared II need to... EII
L] -
Viewing Documents

Your Document Vault documents can be downloaded so you can view them on your computer.

1. Select “View

I need to...
= Document” from the
HHS Acceleralor  Tnformation Aoplications pm"remeo View Document Actions column of the
View Document Information .
Delete Document document you wish to

Document Vault

View.
Manage documents loaded by your organization.
Filter Documents w | |4t Upload @ Share @‘,H-S\'sre A Q'J\'-Sfare by Organization
Document Name Document Type Modified -« Shared Actions H 113
, Or, click the “Document
= A-133 2014 A-133 08/21/2014  Not Shared I need to... E[

Do you want to open or save Certificate of Ass....pdf (317 KB) from msriva-hhs-acc1? ™

°Open Save |¥ Cancel
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Deleting Documents from your Document Vault

Once afile is deleted from your Document Vault, it is permanently erased and cannot be recovered.

Deleting a document from the vault impacts your entire organization. Should you choose to delete a file
from your Document Vault; it is advised that you always save a copy for record-keeping purposes.
Please note that you cannot_delete a document that is part of an application, proposal, budget, invoice
or modification that has been submitted. Documents may be uploaded in different parts of the HHS
Accelerator System, for example, associated with your organization's HHS Accelerator Applications,
and proposal, budget and invoice submission. These documents will appear in your vault and cannote
be deleted.

1. Select “Delete
Document” from the
actions dropdown of
the document you

M Organization Document Applications  Procuremen! -
HHS Accelerator Information View Document

View Document Information

Document Vault Delete Document wish to delete.

Manage documents loaded by your arganization.

Filter Documents v | Upload L] Share @Un-Share A ®Un-share by Oraanization . .

Document Name Document Type Modified - Shared Actions A WIndOW WI” pop up .

=] A-133 2014 A-133 08/21/2014  Not Shared I need to... El requeStlng that you Conflrm
your request to delete the
document.

Diractors List or Equivalent 10/24/2012 3

Remove Document from Document Vault ® N 2. CI'de Yes totdelete
A : your document.

Are you sure you want to delete this document? e

g 2 .
4 1 m The document will then be
. No ’ permanently removed from
e - N your Document Vault.

L . e PR T P -
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Downloading Documents from your Document Vault

Documents found in your Document Vault can be downloaded to your Organization’s computer.

I needto...

HHS Accelerator  Tnformation ""52:35"' Applications "“"““3 View Document

~ |Delete Document

View Document Information

Document Vault

Manage documents loaded by your organization.

Filter Documents w | 4 Upload H.J Share Ql.lrs\':re Al 0.'|'75'ar4_ by Organization
Document Name Document Type Modified + Shared Actions
] A-133 2014 A-133 08/21/2014  Not Shared Ineed to...

Open Save |¥ Cancel

Do you want to open or save Certificate of Ass....pdf (317 KE) from msriva-hhs-acc1? *
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Document” from the
actions dropdown of
the document you
wish to download.

A pop-up window will open
on the bottom of your
screen displaying the
downloading options

2. Click the - icon,
next to the “Save”
button. Select “Save
As.”

Do not change the
document name until after
you have saved it to your
desktop.
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| £| Save document... u
Savein: [l Desktop - & ¥ EF @
T =L Ind
&} P Libraries

stermn Folder

m

Recent Places L~

| Mast, Matasha
- )& Systern Folder A
Desktop 3. Select the location for

| Computer your document.

System Folder

- g "
. e ]
U
Libraries m
| Network 4. Click “Save.”
L'L- | Systern Folder
— b
Computer Adobe Acrobat X Pro
Shortcut
b 193 KB
“w 0O
Network ' Mmoot
File name: - | save |
Save as type: ’AII Files (%) v] [ Cancel ]

Sharing Documents from your Document Vault

There are many reasons that an organization might want to share a document. Organizations can
share promotional information (flyers, brochures, or capability statements) to promote their services.
Organizations can also share organizational charts, reports or a list of the Board of Directors to allow
Agencies, or potential partners a view into their organization’s structure or governance. 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.

Navigate to the Document Vault by clicking on the “Document Vault” tab.
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1. Selectthe
document(s) you
ey wish to share by

m . . N clicking the check
Organization Document Applications Procurements Financials = @
HHS Accelerator Information ﬁ QJ
— I

— box(es) to the left of
elcome: James rg 12

Document Vault

Manage documents loaded by your ¢ don.

the document(s).

e

Filter Documents ¥ | |4 Upload | ,[) Share | @Un-Shar= All ®Un-shzare by Organization Where pOSSIbIe1 we
Document Name Document Type Modified ~ Shared Actions recommend that yOU Share

o A-133 2014 A-133 08/21/2014  Not Shared Tneedto..  [7] multlple documents at one

Einandal Statement Annual Financial Statement  07/07/2014  Not Shared Ineedto..  [+] t|me

Board List Board of Directors LSO 47/07/5014  Not Shared

Equivalent
= B N Certificate of Incorporation H 111 LE]
Certificate of Incorporation o 07/07/2014  Not Shared Ineedte..  [=] 2 . CIle the Share

tab.

Share Document(s) - Step 1

Step 3: Select NYC Agencies  Step 4: Confirm Selections

You have selected the following documents to grant "read-only” access to other NYC providers and/or NYC Agencies.

- Click "Cancel” to return to the Document Vault page and change your document selections

- Click "Next" to continue with these documents

Document Name Document Type A pOp-Up Wl” open

Board of Directors Board of Directors List or Equivalent reques“ng that you Conf"'m
Certificate of Incorporation Certificate of Incorporation or equivalent the documents you have
chosen to share.

3. Click “Next.”
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Now you’re able to select the providers you'd like to share your documents
with. If you do not wish to share with other Organizations, click “Next.”

'Share Document(s) - Step 2 ] 4 Type the name Of the
provider you'd like to

share your document
If you would like to grant another Provider access to your decuments, you can use the search below to find them by their

Organization Legal Name(enter in at least 3 characters) and click the "Add Provider” button. Once complete, click the "Next” Wlth
button.

1If you do not want to grant another Provider w5 to your documents, click the "Next™ button now. 5 C“Ck “Add
Training Provider 2 PrOVIder ”»

Step 1: Confirm Documents JEESIE e =t Y dl ool 11 163 Step 3: Select NYC Agencies ~ Step 4: Confirm Selections

Granting access to the following:

If you wish to add more
than one, you must add
each additional provider
separately.

6. Click “Next.”

If you do not wish to grant access to Agencies, click “Next.”

Share Document(s) - Step 3

7. Select the Agency

that you would like to
If you would like to grant an NYC Agency access to your documents, select them from the drop-down and Click the "Add Agency™

button. Once complete, Click the "Next" button. Share yOUf document
with.

Step 1: Confirm Dncumemx“f5 Step 2: Select Providers B LR HET - To VN (ol [ (o [0 Step 4: Confirm Selections >

If you do not want to grant any NYC Agency access to your documents, click the "Next™ button now.

All NYC Agencies I

All NYC Agencies

ACS - Administration for Children's Services

CIC - Criminal Justice Coordinator

DCLA - Department of Cultural Affairs
DFTA - Department for the Aging

DHS - Department of Homeless Services

DOC - Department of Corrections If y0U WlSh to add more

DOF - Department of Finance

DOHMH - Department of Health and Mental Hygiene than One, yOU mUSt add
DOP - Department of Probation e

DPR - Department of Parks and Recreation each add|t|0na| Agency
DYCD - Department of Youth and Community Development

HPD - Department of Housing Preservation and Development Separately
HRA - Human Resources Administration

MOCS - Mayor's Office of Contract Services

8. Click “Add Agency.”

SBS - Small Business Services

9. Click “Next.”
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Share Document(s) - Step 4

Step 4: Confirm Selections

Please confirm that ALL the Providers and/or NYC Agencies listed below will be granted access to ALL the following documents.
Click the "Back” button to change your selections or the "Finish” button to grant access.

1 grant the following Providers/NYC Agencies access to the following documents:

Provider/NYC Agency Name Document Name Document Type

ACS - Administration for Children's Services A-133 2014 A-133

Financial Statement Annual Financial Statement

. R _ 10. Confirm your
Board List Board of Directors List or Equivalent .
Certificate of Incorporation Certificate of Incorporation or equivalent seIeCtlonsy and then
click “Finish.”

The system will then direct you back to your Document Vault to confirm the updated status of your
documents. The status of the documents you selected will now be “Shared.”

Text Size: A | p | A

Organization Document Applications  Procurements Financials { —
HHS Accelerator Information Vault ﬁ ‘
__ I

Welcome: James Polk, R4 Test Org 12

Document Vault ®
Manage documents loaded by your organization.

&/ ACS - Administration for Children's Services has been granted access to the following documents: A-133 2014, Financial Statement,Board

List, Certificate of Incorporation
Filter Documents v | |4 Upload @ Share OUn—Share All QUn—Share by Organization
Document Name Document Type Modified » Shared Actions
A-133 2014 A-133 08/21/2014  Shared [T need to... =]
Financial Statement Annual Financial Statement 07/07/2014 Shared |I need to... El
. Board of Directors List or

—

Board List Equivalent 07/07/2014  Shared 1 need to... [=]
Certificate of Incerporation Certlﬁ(l:ate Einepoabon 07/07/2014  Shared |1 need to... [=]

or equivalent
CEO Resume Chief Executive Officer (CEO) -05/5014  Not Shared [T need to... [=]

Resume or Equivalent
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Un-Sharing your Documents

In the same way that documents can be shared, they can be un-shared and privileges to view a
document can be removed. There are two tabs in particular that govern un-sharing:

Text Size: A A A

m Organization Document Applications Procurements Financials < @ i
HHS Accelerator Information e %

Welcome: James Polk, R4 Test Org 12

Document Vault ®
Manage documents loaded by your organization. ° o

Filter Documents w | |4 Upload r.@ Share @L’n—sk;re Al @Un—Share by Organization

Document Name Document Type Modified » Shared Actions

[ A-133 2014 A-133 08/21/2014  Shared 1 need to... B3|
0 Financial Statement Annual Financial Statement 07/07/2014 Shared |I need to... EI
[l  Board List 233{:3:’;?““”5 Ustor  07/07/2014  Shared [I need to... [~
= Certificate of Incorporation g::;ici::e‘:; Incorporation 07/07/2014  Shared |I need to... E|
E  CEO Resume Chief Executive Officer (CEO) 0007614 Not Shared [T need to... [=]

Resume or Equivalent

Click here to revoke all organizations’ access to the selected document(s).

Click here to revoke one or more organizations’ access to every document
shared with them.

Un-Sharing a Document

Text Size: A A A
M : . ’
Organization Document Applications  Procurements Financials ~ @ ’ 1' CIICk the document S
HHS Accelerator Information Vault U “Shared” h erllnk
Welcome: James Polk, R4 Test Org 12 yp
’
Document Vault @ from the document’s
Manage documents loaded by your organization. Shared CO|U m n .
Filter Documents w | |4 Upload @ Share QL,n—SP';re Al Qun—share by Organization
Document Name Document Type Modified v Shared Actions |f there |S no hyper“nk, the
B A-133 2014 A-133 08/21/2014  Shared [needto..  [7] document has n Ot been
[ Einancial Statement Annual Financial Statement  07/07/2014  Shared ﬂ
o shared.
Fl  Board List Ezji'ja;'efn[t"m(“"s Ustor  o7/07/2014  Shared Tneedto. |7
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/1

r
° Sample Board of Directors List b4

Your organization has chosen to share this file with the following Providers/NYC Government Agencies:
[ pcra - Department of Cultural Affairs

[ DOP - Department of Probation

[ HRA - Human Resources Administration

LGN | - Remove Selected

A pop-up will open.

2. Select the
organization(s) you
wish to remove.

3. Click “Remove
Selected” or, if
appropriate,
“Remove All.”

The system will then direct you back to your Document Vault to confirm the updated status of your

documents.

m Organization Document Applications Procurements Financials
HHS Accelerator Information

Text Size: A | A | A

ORVACE |

Welcome: James Polk, R4 Test Org 12

Document Vault

Manage documents loaded by your organization.

®

& All organizations have been successfully removed from having access to the following documents: A-133 2014

al

Filter Documents v | ¢ Upload I@ Share QUn—Share All oUn—Share by Organization

Document Name Document Type Modified » Shared Actions
A-133 2014 A-133 08/21/2014  Not Shared T need to... =]
Financial Statement Annual Financial Statement 07/07/2014 Shared |I need to... El
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Un-Sharing Multiple Documents

You may need to remove access to a group of documents. In this case, you do not have to un-share
access one document at a time. You can change permissions for multiple documents simultaneously,
and you can un-share that access across the board by employing “Un-Share All”, or you can remove
access by using “Un-Share by Provider.”

Un-Share your Document(s) with All Organizations

You may need to replace a series of documents that you have already shared, because they are
outdated. To un-share all external access to multiple documents, navigate to the Document Vault by
clicking the Document Vault button at the top of the screen:

1. Selectthe
Text Size: A A
A document(s) you
(o] izati D it Applicati P t: Fi ial Fed 7 1
HHS Accelerator  Qrdamization pplications  Procurements _ Financials ACE | wish to un-share by
Welcome: James Polk, R4 Test Org 12 C“Cklng the ChECk
Document Vault @ boxes to their left.
Manage documents loaded by your organization.
Filter Documents v | |{¢ Upload I_.ﬁ;srmre Oun-shareAll Oun-SharehyOrgamzaﬁon
H 1]
Document Name Document Type Modified = Shared Actions 2 C“Ck the Un'Share
[ A-133 2014 A-133 08/21/2014  Not Shared 1 need to... [=] A"” tab
‘ Financial Statement Annual Financial Statement  07/07/2014 Shared I need to... E
Board List i 07/07/2014  Shared I need to...

Remove All Access

A pop-up will prompt you to
Your organization is opting to remove all external access to the following documents. No Providers/NYC Agencies will have access to | reV|eW the docu ments yOU
ese e i have selected.

Document Name Document Type

|/
Financial Statement Annual Financial Statement lo

Cancel Remove =

| 3. Click “Remove.”
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The system will then direct you back to your Document Vault to confirm the updated access privileges
to your documents.

Organization Document Applications Procurements Financials
Information Vault

Document Vault ®

Text Size: a4 | Ao A

ORMCE

Welcome: James Polk, R4 Test Org 12

HHS Accelerator

Manage documents loaded by your organization.

&/ All organizations have been successfully removed from having access to the following documents: Financial Statement ‘

Filter Documents v | |4 Upload @Sha e OUn—Share All 0Un—Share by Organization

Document Name Document Type Modified +« Shared Actions
E  A-1332 2014 A-133 08/21/2014  Not Shared [T need to... [=]
= Financial Statement Annual Financial Statement 07/07/2014  Not Shared |I need to... E|
[l  Board List Board of Directors List of  5,07/7014  Shared [1 need to... [~]

Equivalent

Un-Share by Organization

You may also un-share documents by Organization. This option allows you to remove permissions for
all documents shared with a specific organization.

HHS Accelerator

Organization Document Applications Procurements Financials
Information Vault

Text Size: A | A | A

RS E |

Welcome: James Polk, R4 Test Org 12

Document Vault

Manage documents loaded by your organization.

Filter Documents v | 4 Upload @Shar& QUH-SharE Al

@

Oun-Share by Organization

Equivalent

Document Name Document Type Modified + Shared Actions
B A-1332014 A-133 08/21/2014  Shared Ineedte...  [=]
Inancial atemen! nnual Financial atement are nee 0...
[l Financial Statement Annual Financial Statement  07/07/2014  Shared 1 need t =]
[ Board List Board of Directors List or ;0717014 Shared Tneedto. =
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1. Select the “Un-
Share by
Organization” tab.



HHS Accelerator

Remove Access By Organization

A pop-up will open.

Select an Organization:

ACS - Administration for Children's S{Bd|

Access to the following documents will be removed for the selected Organization.

Document Name Document Type

Board List Board of Directors List or Equivalent 2 SeIeCt the

Certificate of Incorporation e e e Org anization whose
viewing access you
have chosen to
remove from the
drop-down menu.

All documents listed on the

° pop-up will be unshared
with the Provider or Agency

Selected.
3. Click “Remove.”

The system will then direct you back to your Document Vault to confirm that the documents have been
un-shared.

Text Size: A a A

l l I : Organization Document Applications Procurements Financials \ ~
HHS Accelerator Information Vault ﬁ ‘\_.;?
- ]

Welcome: James Polk, R4 Test Org 12

Document Vault @

Manage documents loaded by your organization.

v ACS - Administration for Children’s Services has been successfully removed from having access to the following documents: Board
List, Certificate of Incorporation

Filter Documents v | |4 Upload I@ Share QUn—Share All QUn—Share by Organization
Document Name Document Type Modified » Shared Actions
A-133 2014 A-133 08/21/2014  Shared 1 need to... =]
Financial Statement Annual Financial Statement  07/07/2014  Shared 1 need to... =]
. Board of Directors List or

[ Board List . 07/07/2014 Mot Shared I d to...

oard Lis Equivalent 107/ o are: | need to El
Certificate of Incorporation e uinch Doaton 07/07/2014  Not Shared |1 need to... [=]

or equivalent
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HHS Accelerator

Accessing Externally Shared Documents

NYC Agencies and other organizations with HHS Accelerator accounts can share documents with your
organization as well. You can view those documents directly from your organization’s homepage. If a

document has been shared with your organization, in the section labeled “Documents shared with your
Organization” you will see a message that “Organizations have shared 1 or more documents with you.”

TextSize: A A A

Organization Document Applications Procurements Financials . =} @ ’
HHS Accelerator Information Vault ﬁ! v

Welcome: James Polk R4 Test Org 12

Provider Homepage @
7 Documents in your Document Vault 29 plerts remaining in your Alerts inbox

1 User account requests requiring action

Your Current Organization Status: Approved RFPs you're eligible for will be released within 30 days .
Your Business Application Status: Approved RFPs you're eligible for have due dates within 30 days 1 * CIICk the d rop down
Your organization has 0 pending Service Applications RFPs with draft or submitted proposals menu to Choose an
Your organization has 3 approved Service Applications RFPs with proposals determined eligible for award Organ |Zat|on .
Financials |+
Contracts pending registration Modifications and Updates pending submission . I} . ”
Active Budgets Modifications and Updates pending approval 2. CIICk contlnue.
Budgets pending submission Modifications and Updates returned for revision
Budgets pending approval Invoices pending submission
Budgets returned for revision Invoices pending approval

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Organizations have shared 1 or more documents with you. Update your NYC.ID Name or Email.
Select an organization below and press "Continue” to view those
documents. Update your NYC.ID Password.

F— Update vour NYC.ID Security Questions.
o] - Select an Organization - El e
Y £

TextSize: A A A
HHS Accelerator ?;?::Lzaattiig: Do‘t‘:(glrjr:;ant Applications Procurements Financials {‘““l @ i A SCI‘een W|” Open )
| displaying basic information
o @ | ON the organization you
HRA - Human Resources Administration selected.
°Switch to a different organization  [7]
Shared Documents @ 3 CIle the “Shared
Filter Documents w DOCU mentS” bUtton
Document Name Document Type Modified ~ Actions above the
Performance Based Budget Agency Document 07/07/2014 \I need to... |z| H H H
rganization Basics.
Workscope Agency Document 10/25/2013 ‘I need to... IE‘ O ga a 0 as CS
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HHS Accelerator

HRA - Human Resources Administration

Shared Documents

Filter Documents ¥

Document Name Document Type
Performance Based Budget Agency Document
Workscope Agency Document

ﬁ Return to Home

Switch to a different organization

Modified Actions °
07/07/2014 I need to... []
10/25/2013 I need to...

4. From the desired
documents’ Actions
drop down, select
“View Document.”

A new browser window will
open displaying the
document.

If you feel that a document has been shared with you in error, please contact the

organization that shared the document.
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