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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
o Document accessibility controls
o Easy access to documents required to do business with the City and other funders
¢ Document search options include: Name, Date, Type, Shared and Linked documents
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 by using the
sharing feature.

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 e Board Approved Organization
term)* Budget

o Certificate of Incorporation* e CHARS500, Annual Filing for

e Certificate of Insurance Form Charitable Organizations*

e Certificate of Occupancy or Place of Assembly e Independent Audit or Certified
Permit Public Account (CPA) Review

e Chief Executive Officer (CEO) Resume or Report*
equivalent* e IRS Form 990.

e Corporate By-Laws*

e |RS Determination Letter* Policy Documents

e Lease or Rental Agreement e Fiscal Manual

e Organizational Chart* e Policy and Procedures Manual

o Reference Letters ¢ Human Resources or Personnel

e W9 Policy Manual.
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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 Agencies and other organizations. Click the “Document Vault” tab at the
top of the page to access your Document Vault.

TextSize: A A A

Organization Document Applications Procurements Finandials 7\ Eh ~ o@
HHS Accelerator Information Vault 8 o2
m——
Welkome: Trainer Ona Training Provider
Document Vault @

Manage documents uploaded by your organization.

(an
\ [l Name Document Type Modified *& Share 22 7
| « IR oocument vault = ~
=) O I Contracts 01/12/20 W Osiete =
Contracts
] ihinas ° —
M eiings O @ flinos 01/12/2017 0 2 P =
M Resumes O @ Resumes 01/12/2017 2 =

° . Recydle Bin O g BAFO Document (B;::g;.d Final Offer 12/02/2016 e & &

Board of Directors List
or Equivalent

B eoacd of pirecoss 20
v @ Budget Budget 12/02/2016 e é

11/30/2016

BudgetBrookiyn Budget 12/02/2016 e
B cetofo ebrmeme 12/06/2016 =
Occupancy
Informatio
Certificate of o
@ Cer ate noorpoea Incorporation or 11/30/2016 (,0 ( s
equivalent
+2 Share
@ Centificate of Insurance Certificate of Insurance 12/06/2016
[N B Oolote

Use the Folder and Document Management bar to create a New Folder, to Upload
Documents, to utilize the File Options functionality (to move, share, unshare, or delete
documents/folders) and to Search within your Document Vault.

The folder structure created by your organization is displayed.

The Recycle Bin is where your organization manages deleted documents.

The blue outlined (no fill) Sharing icon < indicates a document/folder within this
folder have been shared. The folder itself has not been shared.

The solid blue Sharing icon = indicates a document/folder has been shared with an
Agency or another Organization.

The Linkage icon indicates a document/folder is linked to one or more system tasks.
Linked files cannot be deleted.

The Filter Options icon next to each document can be used to view Document
Information, to move, to share or to delete a 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” tab at the top of the page to access your Document Vault.

[ LAY

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

m Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Text Size: A | a A

&0 &

Welcome: Trainer One, Training Provider 1

Document Vault ®
Manage decuments uploaded by ycoation.
New Folder Upload Document File Options Q, Search
12 MNext .
| [ Document Vault =
X | Name Document Type Modified Date a : 07
W Recycle Bin
. Board of Directors List J—
] =
o @ Board List or Equivalent 05/07/2014 & =

Upload Document

Upload Document

Step 1: File Selection Step 2: Document Information

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

 Step 3: Document Location

* Indicates a Required Field
* Document Type:

° * Select the file to upload: | Choose File | Ne file chosen
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Click “Upload
Document” to
upload a new
document.

Select “Document
Type” from the drop
down.

Click “Choose File”
to locate the
document to upload.

Click “Next.”
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@@' . % Accelerator » UserResources » Sample Documents »

~ [ %3 || Search Sample Documen

is

»|

Organize New folder

- O @

77 Favorites m
5l Recent Places 1. Backup
M Desktop . Needs Logo Updates
4 Downloads . Word Versions
#& OneDrive HS Equipment Inventory List

MName

Release 1 Sample Document 1
- Libraries alaries and Wages Justification Details
5 Documents @ Sample Annual Report (instructions)
o Music FL Sample Board of Directors List
[E5] Pictures T Sample Broker Certification
B videos T Sample Certificate of Insurance Form
E Sample Certificate of Occupancy

8 Computer
&, 05Disk (C:)
3 Samble CHARS0D Extension Instructions

E Sample CHARS00 1st Extension Instructions
T Sample CHARS00 2nd Extension Instructions

Date modified Type

9/14/201510:29 AM  File folder

6/29/2016 2:07 PM  File folder

6/29/2016 2:32PM  File folder

5/19/2016 5:44 PM Microsoft Excel W...
1/31/201312:57 PM  Microsoft Word D...
5/19/2016 5:44 PM  Microsoft Excel W...
1/30/2013 4:21 PM Adobe Acrobat D...
1/30/20134:24 PM Adobe Acrobat D...
1/30/2013 4:25PM  Adobe Acrobat D...
1/30/2013 4:32 PM Adobe Acrobat D...
1/30/20134:32PM  Adobe Acrobat D...
7/22/201312:08 PM  Adobe Acrobat D...
7/22/201312:09 PM  Adobe Acrobat D...
7/22/201312:07 PM__ Adzhe Acrobat D...

58 share (\\doitt.nyc

= roies vpTeLADEE T |

Size

File name:

- [a¥ .

[ open o] [ ca

ncel

Upload Document

Upload Document

Step 1: File Selection

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

* Indicates a Required Field
* Document Type:

* Select the file to upload:

* Document Name:

Upload Document

Upload Document

Certificate of Incorporation or equivalent B

Choose File | Sample Certifi...rance Form.pdf
Certificate of Incorporation

Step 2: Document Information

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

* Indicates a Required Field

Document Type: Certificate of Incorporation or
equivalent

Document Name: Certificate of Incorporation 2

File Type: PDF

B — >
c
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5. Select the document
you wish to upload.

6. Click “Open.”

The selected file’s location
will populate the “Select
the file to upload” field.

7. Enter the desired
“Document Name.”

The "Document Name"
field will default to the
document's file name.

8. Click “Next.”

9. If required, click the
calendar icon to
select the “Effective
Date.”

10. Click “Next.”
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Upload Document

Upload Document

Step 1: File Selection

. Step 2: Document Information

Select the folder location to upload your document
‘ 4 [l Document Vault

B contracts

Step 3: Document Location

11. Select the folder
location to upload
your document.

Documents can still be
moved to any other folder
at a later stage.

12. Click “Upload
Document.”

*The maximum acceptable
file size is 12 MB.

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.

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

confirmation of your successful upload.

Organization
HHS Accelerator Information

Document Applications Procurements Financials
Vault

dh - O =

Text Size: A | a A

Welcome: Trainer One, Training Provider 1

Document Vault

Manage documents uploaded by your organization.

©)

‘ & The file was successfully uploaded to your Document Vault.

|

New Folder

| @@ Document Vault

@ Recycle Bin

Upload Document

File Options

[ | Name a Document Type Modified Date -4

o @ ACRONYMS CHARS00 + 990+ 15/02/2016 & =
Audit

m] @ Audit Fee other 05/16/2014 e =
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Utilizing Folders to Organize your Documents

As usage of HHS Accelerator increases for your organization, the number of documents in your
Document Vault has increased accordingly. The HHS Accelerator System has been enhanced to
provide your organization with the ability to create folders to organize these documents. The Document
Vault is a shared resource for your entire organization, so if a user creates a folder, it will impact every
user for your organization. We recommend you discuss the ideal folder structure with leadership at your
organization before implementing any changes.

Creating a Folder

If your Document Vault stores a large number of files, you may want to create folders and give them
descriptive hames.

Text Size: A | A | A

Organization Applications Procurements Financials 4 @
HHS Accelerator Information Vault Eﬂil '(_‘, @ i
Welcome: Trainer One, Training Provider 1
Document Vault
Manage documents uploaded by your organization. ®
o New Folder Upload Document File Options Q, Search
| [ Document Vault 123 Next I8
B Recyde Bin | Name a Document Type Modified Date 2@
=] @ ACRONYMS z:;s 0+990+ 4500373016 & =
a Audit Fee Financials - Other 05/16/2014 (,9 =
] @ Audit Fee Methodolo Finandials - Other 05/16/2014 & =
(] @ Audit Fee Methodology 2 Financials - Other 05/16/2014 (,9 =
O @ Audit Fee Methodology10 Financials - Other 05/16/2014 (,9 =
(=] @ Audit Fee Methodology11 Finandials - Other 05/16/2014 A @ =
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1. Click the “New
Folder” button
located on the blue
Document and
Folder Management
bar.
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New Folder

New Folder

Enter a folder name and select the location of the new folder.

o * Folder Name: |Contracts

| 4 .Ducument Vault
-Audit Fee Methodology
-Budget
[+ -CEG Resume Mew -MA
B CEO Resumes 2016

B i+ _CEO Resume ReTest 77

([ I
Create Folder

Cancel

Text Size: A | A | A

X m:X |

M Organization Document Applications Procurements  Financials
HHS Accelerator Information Vault

Welcome: Participant One, Training Provider 1

Document Vault ®

Manage documents uploaded by your organization.

‘ &/ The folder was successfully created in your Document Vault. m |

New Folder Upload Document

‘ v 1234 Next o
| 4 [l Document Vault “ [ Name & Document Type Modified Date 22
Il Audit Fee Methor [ [ Audit Fee Methodoloay 12/30/2016 2 =
MBudget O [ Budaget 01/06/2017 2 =
» IMCEO Resume Ne O [ CEO Resume New -MA 12/29/2016 & & =
CEOQ Resumes 2( = —
- © [ CEC Resumes 2016 01/06/2017 A= =
-Cuntracts - —
© | MW contracts 01/13/2017 =
BNM_CEO Resum:
= [ MM _CEO Resume ReTest 77 12/30/2016 & =
-Nu Sharing Test
O [ Mo Sharing Test Folder 12/30/2016 2 =
Best
test 01/13/2017 =
-This is going to b - = =
'i' Recydle Bin o B This is qoing to be a very very 01/13/2017 =

long folder name
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A window will pop up
requesting that you enter a
folder name.

2. Enter a “Folder
Name.”

To expand or close a
folder, click the triangle to
the left of the folder.

Select the location for the
new folder.

3. Click “Create
Folder.”

You will be redirected to
your Document Vault and
receive system
confirmation of your
successful creation of a
new folder.

Your new folder now
appears both on the left
folder navigation pane and
also within the Document
Vault list.
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Moving Documents/Folders
Your documents (or folders) can be moved to any folder located in your Document Vault.

m Text Size: A | A | A 1. Click the
“ 9
HHS Accelerator ?;?::1’:12:;21: Applications Procurements  Financials Eii\ {/@@ i Ch eCkbOX to the
p—————— left of the
Document Vault ® document(s) or
Manage documents uploaded by your organization. folder(s) you Want to
New Folder Upload Document == File Options Q Search mOVG .
|‘ B Document Vault # E Audit Fee Methodology11 Financials - Other 05/'16/2 A (,9 = =
H [1] =H H ”
[ Audit Fee Methodol ¢ @ Audit Fee Methodoloay12 Financials - Other 05/16/201 B Delete e = 2 C“Ck Flle OPtIOI‘IS
" Recycle Bin 4] @ Audit Fee Methodology13 Financials - Other 05/16/2014 (,9 = |COI’] .
) @ Audit Fee Methodology2 Financials - Other 05/16/2014 (,9 =
%] @ Audit Fee Methodoloay3 Financials - Other 05/16/2014 & = 3 SeleCt “Move” from
4] @ Audit Fee Methodology4 Financials - Other 05/16/2014 (,9 = the Flle OptIOI"IS
# @ Audit Fee Methodologys Financials - Other 05/16/2014 (,9 = Menu )
A window will pop-up
requesting that you select
Move the folder location where
I you would like to move the
Select the folder location you would like to move the selected documents or
selected documents or folders: ' folders.
o 4. Click the “Triangle
F|
[ Document Vault Icon” to the left of
| [ Audit Fee Methodology e ' the Document Vault
folder to expand the
folder structure.

5. Click the “Folder” you
want to move the
document/folder to.

You know the folder has

If vou are moving the documents to a folder that been selected when a blue
it currently being shared, the selected files and line appears to the left of the
folders will inherit the sharing rights. ° - folder name.

Cancel ﬁ 6. Click “Move.”
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HHS Accelerator

Organization
Information

Document Applications Procurements Financials
Vault

Text Size: A o A

& <70 &

Welcome: Trainer One, Training Provider 1

Document Vault

Manage documents uploaded by your organization.

New Folder

W Recycle Bin

@ Audit Fee Methodol

&/ The selected documents and folders were successfully moved.

Upload Document

| 4 [l Document Vault

File Options

(5]
I
=
0
%
3

[ Name & Document Type Modified Date 2 2

O [ Audit Fee Methodology 12/07/2016 e =
— CHAR 500 + 990 + —
o =
U @ ACRONYMS Audit 12/02/2016 é =
- . Board of Directors List J—
o Board List 05/07/2014 =
o @ Hoard Lt or Equivalent /07 (’9

= . =
O[3 eudoet Budget 12/02/2016 A @ =
o @ Budget 2 Budget 12/02/2016 & =

Chief Executive Officer
(m] @ CEQ Resume (CEQ) Resume or 05/07/2014 ; (,9 =

Equivalent

You will be redirected to
your Document Vault and
receive system
confirmation of having
successfully moved the
selected
documents/folders.

If you move a documents/folders to a folder that is already being shared, the
selected documents/folders will inherit the destination folder’s sharing rights.
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Sharing and Un-Sharing Documents/Folders

Sharing Documents/Folders

There are many reasons your organization might want to share a document or folder. 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.

Each shared filed can be up to 12 MB.

Only Level 2 System Users have the permission to share documents and folders.

m Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Text Size: A | A | A

i <0 &

Welcome: Trainer One, Training Provider 1

Document Vault

Manage decuments uploaded by your erganizatien.

New Folder Upload Document Q Search
23 Next
| [ Document Vault R
. | Name Document Type (,0
W Recycle Bin
=] @ ACRONYMS CHARS00 + 990+ 13027201 W Delete o =
Audit
o @[3 udoet Budget 12/02/2016 P =
O [3) vtz Budget 12/02/2016 P =
@ @ Community Linkages and Community Linkages 12/02/2016 & =
Partnerships and Partnerships
ity Li ity Linkages j—
=] @ Community Linkages and Community Linkag —
- Partnerships 2 and Partnerships 12/02/2016 & =
v @ Org Chart Brochure/Flyer 12/02/2016 e =
o @ Proposal Proposal 12/02/2016 & =

Ll Share Document(s) - Step 1 x

e ¢

Step 1:Confirm Documents Step 2:Select NYC Agencies

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

- Step 3:Select Organizations  Step 4:Confirm Selections

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

E

- Click "Next” to continue with these folders and documents

Folder or Document Name Document Type —]
Org Chart Brochure/Flyer
Budget Budget =

Community Linkages and Partnerships 2 Community Linkages and Partnerships

Cancel @

Moy CEofE D 13022018 2
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1. Select the
documents/folders you
wish to share by
clicking the check
boxes to the left of the
file names.

2. Click the “File
Options” button.

3. Select “Share” from
the “File Options” drop-
down menu.

A pop-up will open requesting
that you confirm the
documents you have chosen
to share.

4. Click “Next.”
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Share Document{s) - Step 2

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.

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

All NYC Agencies

All NYC Agencies

ACS - Administration for Children’s Services
DCLA - Department of Cultural Affairs

DDC - Department of Design and Construction

DFTA - Department for the Aging
DHS - Department of Homeless Services
DOC - Department of Corrections

DOE - Department of Education

DOF - Department of Finance

DOHMH - Department of Health and Mental Hygiene

DOP - Department of Probation

DPR - Department of Parks and Recreation

DYCD - Department of Youth and Community Development
HPD - Department of Housing Preservation and Develepment
HRA - Human Resources Administration

MOCJ - Mayor's Office of Criminal Justice

MOCS - Mayor's Office of Contract Services

NYPD - New York City Police Department

OMB - Office of Management and Budget

SBS - Small Business Services

+ Add Agency

Share Document{s) - Step 3

If you would like to grant Provider access to your decuments, you can use the search below to find them by their Organization Legal
MName(enter in at least 3 characters) and click the "Add Provider” butten. Once complete, click the "Next” button.

If you do not want to grant Provider access to your documents, click the "MNext” button now.

train| + Add Provider
Training Provider 2
Training Provider 3 Remove

Training Provider 4

. : Remove
Training Provider 5
Training Provider &

Training Provider 7
Training Provider 8
Training Provider 9
Training Provider 10
Training Provider 11
Training Provider 13
Training Provider 14
Training Provider 15
Training Provider 16
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5. Select the “Agency” to
share your document
with from the drop
down menu.

6. Click “Add Agency.”

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

7. Click “Next.”

If you do not wish to share
with a City Agency, click
“Next.”

8. Start typing the
provider name (the
legal name) and click
to select the provider
from the drop down,
which will populate.

9. Click “Add Provider.”

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

10. Click “Next.”
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Share Document(s) - Step 4 x
¢

L

Step 1:Confirm Documents  Step 2:Select NYC Agencies  Step 3:Select Organizations 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.

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

Provider/NYC Agency Name Document Name Document Type

DOC - Department of Corrections Org Chart Brochure/Flyer =
DOF - Department of Finance Budget Budget =
Training Provider 2 Community Linkages and Community Linkages and

Partnerships 2 Partnerships

=iy -

_ _

Text Size: A | o | A

m Organization Document Applications Procurements  Financials EWE @@
HHS Accelerator Information Vault il Q_‘,-

Welcome: Trainer One, Training Provider 1

Document Vault ®
Manage documents uploaded by your organization.

| &/ Training Provider 2 and DOC - Department Of Corrections and DOF - Department Of Finance have been granted access to the selected documents |

New Folder Upload Document = File Options Q, search

I
)
=
i
%
>

11. Review your
selections and click
click “Finish” to
confirm.

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

The status of the documents
you selected will now be
shared indicated by the solid
blue sharing icon:

| [ Document Vault —
& Recycl Bin | Name a Document Type Modified Date — & ;
o ACRONYMS gﬁg? 500990+ r02/2016 & =
Permissions Only Level 2 System Users have permission to share documents and folders.

Uploading/Moving
Documents

Shared documents continue to be shared when uploaded or moved to an
unshared folder. When moving documents to a shared folder, however, the
files will inherit the destination folder's sharing rights.

Sharing Folders

Folders can also be shared (and un-shared). Just be aware that any folder
moved to a shared folder will inherit the destination folder’s sharing rights.
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Un-Sharing Documents/Folders - Removing All Access

Un-sharing documents removes the viewing privileges of those whom you shared the
documents/folders with. You can either remove all external access to a document(s)/folder(s) or you
can pick and choose the organizations regarding which you would like to revoke the viewing rights.

HHS Accelerator

Organization Document Applications  Procurements
Information Vault

Text Size: A | A A

'OaX |

Financials

Welcome: Trainer One. Training Provider 1

Document Vault

Manage documents uploaded by your crganization.

New Folder Upload Document == File Options (C Search
o vove
Previous 1 2 3 o
| [l Document Vault +8 Share
‘ | Name Document Type Modified | x2 unShare &
W Recycle Bin
B ) ) Certiﬂcatelof W Delete Y _
[l @ Certificate of Incorporation Incorporation or 05/07/201 . - (,9 =
equivalent
(=] @ Certificate of Insurance Certificate of Insurance 05/21/2014 @ =
Chief Financial Officer
o CFO Resume (CFO) Resume or 05/07/2014 & =

Equivalent

Remove All Access

Your organization is opting to remove all external access to the
following documents. No Providers/NYC Agencies will have access to

these files.

Document Name

Document Type

Certificate of Incorporation

Community Linkages and
Partnerships 2

DOING Business Data Form

Certificate of Incorporation or
equivalent

Community Linkages and
Partnerships

Doing Business Data Forrro

Cancel
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1. Selectthe
documents/folders
you wish to un-share
by clicking the check
boxes” to the left of
the files.

2. Click the “File
Options” button.

3. Click to select
“UnShare” from the
File Options drop
down menu.

A pop-up will open to
confirm the request.

4. Click “Remove.”
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m Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

OaX |

Text Size: A A A

Welcome: Trainer One, Training Provider 1

Document Vault
Manage doecuments uploaded by your orgal

nization.

| &/ All organizations have been successfully removed from having access to the selected documents

= File Options

Document Type Modified Date

New Folder Upload Document
| [ Document Vault
‘ | Name a
W Recyde Bin
O [3] acronwms

CHAR 500 + 990 +
Audit 12/02/2016

Un-Sharing Documents/Folders by Organization

You may also un-share documents/folders by organization. This option allows you to remove
permissions for all documents/folders shared with a specific organization or City Agency.

m Organization Document Applications
HHS Accelerator Information Vault

TextSize: A | o | A

Procurements  Financials ‘ih Q@@ !
m
=8 A

Welcome: Trainer One, Training Provider 1

Document Vault
Manage documents uploaded by your organization.

New Folder Upload Document File Options Q Search
123 Next .
| Bl Document Vault R
X | Name = Document Type Modified Date 2 @
W Recycle Bin
- CHAR 500 + 990 + j—
[m]
O @ ACRONYMS At 12/02/2016 &
(] Audit Fee Other 05/16/2014 ° a @ =
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The system will then direct
you back to your Document
Vault to confirm the updated
status of your files.

1. Click the Sharing icon
-
in the item line. ==
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Audit Fee

| LAE - LIEpPdILITEnL B Euucauwn
| DOF - Department of Finance
| DOHMH - Department of Health and Mental Hygiene
| DOP - Department of Probation
| DPR - Department of Parks and Recreation

[« DYCD - Department of Youth and Community
Development

[] HPD - Department of Housing Preservation and
Development

[ |HRA - Human Resources Administration
EI MOC] - Mayor's Office of Criminal Justice

| MOCS - Mavyor's Office of Contract Services
| NY¥PD - New York City Police Department

| OMB - Office of Management and Budget

| SBS - Small Business SFe

o LV YN |- Remove Selected

Text Size: A | A | A

m Organization Document Applications Procurements Financials ﬂ '@
HHS Accelerator Information Vault 58| v

Welcome: Trainer One, Training Provider 1

Document Vault ®
Manage documents upleaded by your organizatien.

%/ DYCD - Department of Youth and Community Develepment and MOC) - Mayor's Office of Criminal Justice has been successfully removed from
having access to the following documents: Audit Fee

New Folder Upload Document File Options

| Bl Document Vault
Br ol | Name a Document Type Modified Date
ecycle Bin

CHAR 500 + 990 +
Audit

] @ ACRONYMS 12/02/2016
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A pop-up will open.

2. Select the
Agencies/Organizations
whose viewing access
you have chosen to
remove.

3. Click “Remove
Selected.”

4. Click “Close” to close
this pop-up window.

To remove access for all
organizations listed, click
‘Remove All” instead.

The system will then direct you
back to your Document Vault to
confirm the successful access
removal.
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Document Vault Actions

Viewing and Downloading Documents
Your Document Vault documents can be downloaded so you can view and/or save them on your

computer.
Text ize: A A | A
HHS Accelerator c:.:?:::‘z:;l:: m Applications Procurements Financials @ i bﬂ ‘@i ’
—_— —_—

New Folder

Document Vault
Manage documents uploaded by your organization.

Upload Document

O [B eoard of virectors
| + Il oocument vault
Budget
-Contﬁds @
WFilings 0O [B eudgetbrookiv
BResumes O B cetof ocoupancy
. Recyde Bin

O % Certificate of Incorporation

D@mm_uf_mmam

| @ Community Linkages and
Partnership

Board of Directors List

or Equivalent 11/30/2016
Budget 12/02/2016
Budget 12/02/2016
Certificate of
Occupancy 12/06/2016
Certificate of

yooration or 11/30/2016

ilent
= aficate of Insurance  12/06/2016

Community Linkages

and Partnerships 12/02/2018

Walcome: Trainar Ona, Training Previder 1 |

Certificate of Incorporation.doox (12.5 KB)

| Open H Save |"H Cancel
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1. Click the hyperlinked
document name.

2. Click “Open” if you
would just to view
the document.

3. Click “Save” if you
would like to save
the document to your
computer.

This example is using
Internet Explorer. You
might see a different
message depending on
your browser settings.
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File Options for Documents/Folders

HHS Accelerator

Organization Document Applications Procurements  Financials
Information Vault

Text Size: A | A A

Eih,.f@@i_

Welcome: Participant One, Training Provider 1

Document Vault
Manage documents upleaded by your organization.
New Folder Upload Document

4 3

|A I occument vault “ [/ Name Document Type

* vove
o o
A |

~ W Dslete

I Audit Fee Methor [ [l Audit Fee Methodoloay 12/30/2010
I eudget O @ Budget 01/06/2017
> BCEOResume Ne' () BB (0 Recume New A 12/29/2016
CEO Resumes 2( -
= O [ CEQResumes 2016 01/06/2017
Bnv_CEC Resumi
O [ MM _CEO Resume ReTest 77 12/30/2016
.Nu Sharing Test
© [ No Sharing Test Folder 12/30/2016
et
¥ I test 01/13/2017
.This is g
=

o ®

== File Options

Q Search

)
I
'3
=
0
=
3

K

Do Do Do Do Do he he -~
R
Ienem

File Options for a Single Document/Folder

Text Size: A | A A
Organization Document Applications Procurements  Financials ﬂ EE '@
HHS Accelerator  1pformation Vault n v
— — |
‘Welcome: Participant One, Training Provider 1
Document Vault @
Manage documents uploaded by your erganization.
New Folder Upload Document = File Options
] > 1234 MNext .
4+ Il Document Vault “ [/ Name & Document Type Modified Date 22
- " — . - =
Audit Fee Methor  [] [l Audit Fee Methodology 12/30/2016 P9 =
M eudget O [ Budget 01/06/2017 2 =
> IMCEQ Resume Ner ) [ CEOResume New -MA 12/29/2016 & & =
CEO Resumes 2( . —
- O [ CEOResumes 2016 01/06/2017 = =
Il NM_CEO Resumi _
© [ NM_CEO Resume ReTest 77 12/30/2016 2 =
-No Sharing Test
= [ Mo Sharing Test Folder 12/30/2016 = =
B et
O B test 01/13/2017 =
-11'|is is goingto b
= . m] I This is qoing to be a very very 01/13/2017 =
[ Grm = o long folder name
7] B 2017 ExpoBrochure FINAL  pnqyal Report 01/05/2017 & =
11212016
@ Information
(=] @ 2017 ExpoBrochure FINAL  anti-Nepotism Policy ~ 12/30/2016 é
11212016 P Move
a a 2017 Expo Brochure FINAL Continuity of Operations 12/20/2016 o +& Share
o 11212016 Plan (COOP)
- W Delete
7 & Non-

Page 19 of 27

Click the check
boxes next to the
documents/ folders.

Click the “File
Options” icon
located in the blue
file management bar.

From the “File
Options” drop-down
menu select to
Move, Share,
Unshare, or Delete.

Click the “File
Options” icon
located in the
corresponding
document’s menu.

From the appearing
“File Options” drop-
down menu select to
View Information, to
Move, Share,
Unshare, or Delete
the document/folder.



HHS Accelerator
Viewing Document/Folder Information and Editing Properties

HHS Accelerator

Organization
Information

Document Applications Procurements Financials
Vault

Text Size: A | A A

O La>X |

Welcome: Trainer One. Training Provider 1

Document Vault

New Folder

| 4 [l Document Vault
[ Budget

W Recycle Bin

Manage decuments uploaded by your organization.

Upload Document

[ Audit Fee Methodol

[ CEO Resumes 201/

[ Name a Document Type Modified Date 4
(m] . Audit Fee Methodology 12/07/2016 F =
O [ Budaet 12/07/2016 & =
O g CEOQResumes 2016 12/07/2016 & & =
=] ACRONYMS CHARS00 + 990+ 159212016 & =
Audit
- . Board of Directors List —
@ @ Board List or Equivalent 05/07/2014 & =
Certificate of (e
(] @ Certificate of Incorporation Incorporation or 05/07/2014 (4
equivalent @ vore
+2& Share
(m] @ Certificate of Insurance Certificate of Insurance 05/21/2014 A ¢
W Delete

Chief Finandial Officer

Document Information

Document Information

Document Location:

Document Type:

Document Name:
File type:
Modified By:
Modified Date:
Uploaded By:

Upload Date:

* Effective Date(mm/dd/yyyy):

[3 Edit Properties °

Document Vaulth,
4

-

3

Board of Directors List or

Equivalent

Board List

DOCX

Trainer One

12/06/2016 10:52:11 AM

Trainer One

05/07/2014 10:07:24 AM

05/07/2014
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1. Click the “File

Options” icon of the
document/folder you
would like to
view/edit.

2. Select “Information”

from the “File
Options” drop down
menu.

A window will pop-up
displaying detailed
document information.

3. If you wish to edit the
file properties, click
“Edit Properties.”
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Document Information
Document Location: Document Vaultl, .
4 »
Document Type: Board of Directors List or ) )
i Equivalent B Depending on the file/folder
Document Name: |Board List 2 | ° type, certain fields will
become editable.
File type: DOCX
Modified By: Trainer One 4. Make desired

Modified Date: 12/06/2016 10:52:11 AM updates.

Uploaded By: Trainer One

5. Click “Save.”

Upload Date: 05/07/2014 10:07:24 AM

* Effective Date(mm/dd/yyyy): |05/15/2014] | e

]

-

Searching your own Organization’s Documents/Folders

You can search your Document Vault quickly and easily to locate documents or folders. Populate the
fields in the Search Documents function to narrow down the results of your search.

TextSize: A A |A

m @ 1. Click the “Search”
Drganizat_inn Document Applications Procurements  Financials 4 p
. e he © & button to open the
Welcome: Participant One, Training Provider 1 .
search function.
Document Vault ?)
Manage documents uploaded by your organization. o

New Folder

2. Enter information
you would like to

Upload Document File Options Q Search

Folder/Document Information

Folder/Document Name: Modified Date Range: | i / ‘ | ] SearCh for.
Document Type: B
Sharing Information ° YOU may SearCh by
Shared: Only Shared Shared with: ‘DCLA - Department of Cultural Aﬁa‘ FOIder/DOCument Name

Document Linkages
Document Linked to: | Business Application Submitted Date Range: [11/01/2016 | 7/ [01/17/2017 |

Modified Date Range,

- Document Type, Sharing
| ctear e | AN Information and Document

£ 2 TN Linkages.

4 I@oocument vault [J Name « Document Type Modified Date 22
-Audit Fee Metho O - Audit Fee Methodoloay 12/30/2016 2 = I' k “S h ”
Ml cudget 0 [ Budget 01/17/2017 2 @ = 3- C IC earcn.

e To start a new search, click “Clear Fields.”

e To close the Search Feature, click the “Search Icon” again, and the page will
revert back to the original view.

Page 21 of 27



HHS Accelerator

Document Linkages

As your organization uses HHS Accelerator, if a document is attached to an Action in the system, a
copy of the document will automatically be saved to your organization’s Document Vault. The Linkage
Icon indicates that a document in the vault is linked to an HHS Accelerator Transaction, and cannot be
deleted. To view what transaction the document is linked to, follow the steps below:

Text Size: A o A

m Organization Document Applications Procurements Financials EWE @@
HHS Accelerator Information Vault il v/
- =

Welcome: Trainer One, Training Provider 1

Document Vault

anage documents uploade our organization ® . “wp s
VNG RCUMENSS Uleadss by your ereanzatien 1. Click the “Linkage
New Folder Upload Document File Options Q, Search Icon” to VleW the
task(s) the

H
I~
I
=
@
i
3

| [ Document Vault

 recrde in o MName 2 e N s 2@ document is linked
@ ACRONYMS z:g': 300+990+  1o/0212016 & = to in the System_
(D] @ Audit Fee Financials - Other 05/16/2014 o & =
a E Audit Fee Methodolox Financials - Other 05/16/2014 (,9 =
a @ Audit Fee Methodology 2 Financials - Other 05/16/2014 & =
@ @ Audit Fee Methodology10 Financials - Other 05/16/2014 (,9 =
a @ Audit Fee Methodology11 Financials - Other 05/16/2014 -'. (,9 =

FTAPEELE LvrueanEivannL

. Document Linkages

Document Linkages _ _
O A window will pop-up

displaying the task(s) the
document is linked to.

Date Entity

12/14/2016  Amendment(TRNR5I00000014001)

2. Click “Close” after
reviewing the
Document Linkages.

5 0
.

ég In the Document Vault you cannot delete a document that is linked to an HHS
Accelerator transaction in the system. If revisions to a document are requested,
you have to make changes in the task and not in the Document Vault.
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Deleting Documents/Folders

Deleting a document/folder from your Document Vault will move the selected item(s) into your
“Recycle Bin.” From your Recycle Bin, deleted items can be restored or permanently deleted. Before
you choose to permanently delete a file from your Document Vault, it is advised that you always save a
copy to your computer for record-keeping purposes.

Text Size: A | A | A

m Organization Document Applications Procurements  Financials dilil < @@
HHS Accelerator Information Vault Il Oy
rainer On

Welcome: T

1. Click the check
boxes next to the

e, Training Provider 1

Document Vault
Manage documents uploaded by your organization. ® docu ment/folder
New Folder Upload Document == File Options Q Search names .
* Move
| 4 il Document Vault +8 Share 123 Redd |8 . pr—
B Audit Fee Methodol |~ Name 4 Document Type Modified | 52 Unshar= 27 2 CI|Ck the F| Ie
(=] Audi = H ”
et o [ Aot Fee Methodobooy womo ° ¢ = Options” button.
[l CEC Resumes 0 [ Budoet 12/07/2016 & =
W Recycle gin O m CEOResumes oot = 3. Select “Delete” from
CHAR 500 + 990 + —
(3} ACRONYMS ) 12/02/2016 = 1] H ”
udit = the “File Options
= Board List Board of Directors List 05/07/2014 (? =

drop down menu.

or Equivalent

Chief Executive Officer
7] CEOQ Resume (CED) Resume or 05/07/2014 A @ =
Equivalent

A window will pop-up to
confirm that you would like
to delete the document.

E Delete b 4 o 4. Click “Yes, Delete”
- to delete the files.
Iﬁ Delete o
- The document has now
Are you sure you want to move the selected document(s) been moved to the Recycle

a and/or folder(s) to the Recycle Bin? 01 Bin located in your
E Document Vault.

Cancel Yes, Delete

You will be redirected to
" : — r Document Vault and
| your Docume ault a

receive system
confirmation of your
successful deletion of the
selected file(s).

The system will notify you if a document or folder to be deleted is currently being
shared with another organization. If you choose to proceed, the sharing privileges
will be deleted permanently and cannot be restored.
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Recycle Bin: Restoring Deleted Documents/Folders

Once a file is deleted from your Document Vault, it is moved to the Recycle Bin in your Document
Vault. Deleted files located in your Recycle Bin can either be permanently deleted or restored. A
deleted document/folder located in your Recycle Bin can be restored at any time. Once restored, the

document/folder can be found in the location it was in prior to deletion.

Text Size: A | A | A

& 420 o

m Organization Document Applications  Procurements Financials
HHS Accelerator Information Vault

Welcome: Trainer One, Training Provider 1

Document Vault @
Manage documents uploaded by your organization.
Q, Search
4 [ill Document Vault g Delete Forever
[ Name & Document Type Deletion Date

[ Audit Fee Methodol

i Budget [} @l Certificate of Incorporation 12/07/2016 =

I R = Annual Report 12/07/2016 =

W Recycle Bin 5] B 11 Annual Report 12/07/2016

o Certificate of Incorporation
1 test
I Q o B or equivalent I

]

Restore

Are you sure you want to restore the selected document(s) or
folder(s)?

Please note that any restored documents that match a document in
the Document Vault with identical document name and docuggiat
type will be automatically renamed.

Cancel Yes, Restore

Text Size: A | A | A

&4 70

IM Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Welcome: Trainer One. Training Provider 1

Document Vault ®
Manage documents uploaded by your crganization.

&/ The selected documents and or folders were successfully restored. |

= File Options Q, Search

1 [l Document Vault

| Name a Document Type Deletion Date
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1. Click on the
“Recycle Bin” icon.

2. Click the check
boxes next to the
document/folder
names you want to
restore.

3. Click the “File
Options” button.

4. Select “Restore”
from the “File
Options” drop-down.

A window will pop up
requesting that you
confirm your request to
restore the document.

5. Click “Yes,
Restore” to restore
your document.

The document has now
been restored to its prior
location in your Document
Vault.

You will be redirected to
your Document Vault and
receive system
confirmation of your
successful restoration of
the selected file(s).
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Recycle Bin: Permanently Deleting Documents/Folders

Before you choose to permanently delete a file from your Document Vault, it is advised that you always
save a copy to your computer for record-keeping purposes.

Once a documents is permanently deleted, they cannot be recovered. Should you choose to
permanently delete a file from your Document Vault, it is advised that you always save a copy for
record-keeping purposes.

1. Click on the
Text Size: A A | A “RecyCIe Bin” ICOn

m Organization Document Applications  Procurements Financials [ji[\ «@@
HHS Accelerator Information Vault Il L

Welcome: Trainer One, Training Provider 1

2. Click the check
Document Vault ® boxes next to the
Manage documents uploaded by your crganization. o docu ment/f0|del'

W5 Empty Bin = File Options Q_ search name(s) you want to

permanently delete.
4 [l Document Vault B Delete Foraver
B Budeet [ [ Certificate of Incorporation 12/07/2016 = 3 ClICk the “File
o BN CEO Resumes 201 D (212 Annual Report 12/07/2016 = options” button.
. W Recycle Bin o B 11 Annual Report 12/07/2016 =
° @ [2) Annual Report Annual Report 12/07/2016 = .
1
7] B Certificate of Incorporation 2 greretlilfllj(i:z\a’;r:lftIncorporation 12/05/2016 = 4 SeIeCt Del ete
‘ ‘ Forever” from the
0 B Cots o 0N 0720 = e
File Options” drop-
down.
Delete Forever
| Delete Forever - A window will pop-up to

confirm the request.

Please be aware permanently deleted documents cannot be
restored at any point. 5. Click “Yes, Delete

Forever” to
permanently delete
your document.

Are you sure you would like to delete the selected document

or folder forever?
Cancel Yes, Delete Forever

The document is now
permanently deleted and

Text Size: A | A A

HHS Accelerator Du&g:\lfnt Procurements  Financials ‘:im E ‘\/@ @ ! Cannot be recovered
—
Welcome: HRA ACCOMANAGER, HRA - Human Resources Administration
Document Vault ® You will be redirected to
Manage documents upleaded by your crganization.

your Document Vault and
| &/ The selected documents and or folders were successfully deleted forever. ‘ recelve SyStem
ermanent deletion of the
= File Options Q) search .
R ————————————————._ | permanent deletion of the
selected file(s).
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Accessing Externally Shared Documents

NYC Agencies and other organizations with HHS Accelerator accounts can share documents with your

organization.

You can view documents shared with your organization directly from your organization’s homepage.
On the dashboard “Documents Shared with your Organization” a notification will read
“Organizations have shared 1 or more documents with you.” To access documents shared with your

organization, follow the steps below:

Text Size: A | o A

Organization Document Applications Procurements Financials ﬁ EWE @@
HHS Accelerator Information Vault (Il 'Q_‘,

Welcome: Participant Twelve, Training Provider 1

Provider Homepage ®
R
‘Your Current Organization Status: Approved Filings Status: Current

Your Business Application Status: Approved Fiscal Period of Last Approved Filing: 01/01/2015 to 12/31/2015

Your organization has 0 pending Service Applications Next CHAR500 due date: 05/15/2018(F¥16)

Your organization has 3 approved Service Applications Registration Type: Dual/Executive Law Article 7-A (7A)

! 1 or more Service Applications are expiring on 05/07/2017 Last CHARS00 uploaded on: 12/14/2016

Last CHAR500 approved on: 12/02/2016

Procurements |+

RFPs you're eligible for will be released within 30 days RFPs with draft or submitted proposals

RFPs you're eligible for have due dates within 30 days RFPs with propesals determined eligible for award
Budgets pending submission Active Budgets

Budgets returned for revision Budgets pending approval

Medifications and Updates pending submissicn Modifications and Updates pending approval
Modifications and Updates returned for revision Invoices pending approval

Invoices pending submission Contracts pending registration

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Organizations have sbegzd 1 or more documents with you. 1 User account requests requiring action
Select an erganizaty ' and press "Continue” to view those X
documents. Update your NYC.ID Name or Email.

- Select an Organization - - W ° Update your NYC.ID Password.

Update your NYC.ID Security Questions.
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1. Fromthe
“Documents
Shared with your
Organization”
dashboard, use the
drop-down menu to
select an
organization.

2. Click “Continue.”
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Organization Document

HHS Accelerator Information Vault

Applications Procurements

Text Size: A A A

ek |

Financials

Welcome: Participant Twelve, Training Provider 1

Training Provider 2

IOETTFA RO el Shared Documents

Organization Basics

Organization Basics

General Information

Executive Office Contact Information

Employer Identification Number/Tax Identification Number (EIN/TIN):
Organization Legal Name:

Corporate Structure:

Accounting Period:

Mission Statement:

Address Line 1:

g Return to Home

Switch to a different organization v

]

11-1111121
Training Provider 2
Non Profit

Jul to Jun

To Educate Children and Strengthen Communities

4 MetroTech Center

o @ Receipt Documentation

Partnerships

City: Brooklyn
Text Size: A | A A
Organization Document Applications Procurements Financials Eiﬂ @@
HHS Accelerator Information Vault i \
‘Welcome: Participant Twelve, Training Provider 1
- - Return to Home
Training Provider 2 ﬁ
Organization Information
Document Vault @
Manage documents uploaded by your crganization. Switch to a different organization v
| Bshared Documents o Name a Document Type Modified Date
O [§) Linkege agreement ° Community Linkges and /455014 =

Receipts/Proof of Payment 02/25/2016 =

The “Organization
Information” tab displays
basic information on the
organization you selected.

3. Click the “Shared
Documents” tab.

Documents that have been
shared with your
organization will be
displayed.

4. Click the
“Document Name”
hyperlink to open or
save the file to your
computer.

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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