CapGrants
First Time Logging into CapGrants

There are several tasks that need to be completed before you can use the CapGrants
portal. This page will describe each step. First, you must have a NYC.ID to start the process

(see below).

NYC.ID

When you click on the button “Enter CapGrants Portal” at the bottom of this page, you will be
prompted with a login screen (Exhibit 1 below). Click on the area identified below to create a
new NYC.ID. You will be directed to a registration page for the creation of your NYC.ID (Exhibit

2). An email confirmation will be sent to verify the creation of your ID. Your email address will

be your user id.

e NYC CapGrants Login

) NYC.ID(E-Mail) |

Password

Click here if you don't already have a new
MY C.ID

Click here if you have forgotten your WY C.ID
password.

+ Go back to site
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First Name:
Last Name:
Email:
Confirm Email:
Password:

Confirm Password:

Your Answer:

Your Answer:

Your Answer:

Security Question 1:

Security Question 2:

Security Question 3:

Application for NYC.ID Service Integration

User Registration using NYC.ID Service

--Select One--

—-Select One—

--Select One--

Cancel

Exhibit 2

Please note that your password must be eight characters or greater and must contain at least
three of the following four characters: an upper case letter, a lower case letter, a number, and a

symbol (&, *, #,1,@,%).

Application for NYC.ID Service Integration

NYC.ID brought to you by the Department of Information Technology & Telecommunications (DolTT).

You have successfully created your NYC.|D account. Please check your mailbox for a confirmation emall and follow instructions in the
email to activate your NYC.ID account.
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You must click the link in the confirmation email that you receive (see Exhibit 4 below) to
activate your NYC.ID.

From: noreplvi@doitt. nve.gov

Date: January 15, 2013, 12:00:23 PM EST
To:

Subject: Activate vour NYC.ID

Dear Jim,

Please click on the link {or paste it in your browser) to finish your NYC.ID account registration
process.

https:fireg.ecm.csstg.cs.nycnet/Activate. aspxPkey=yodlim4NUTR e kK iM%
2b6PwzOIWRIrlELcledZndxHOESJHITUUWWEFUMFSSugkKoDOILRFDaGwTUu%2fvg3z%
2biDpglokKmgIHT4sY5stlEc)6%2f80cikkKsCeRd%2fGiYeTsIC2% 2f0kGMNJPUHEIS %
2bv VWM pt 9D eXGEUROUWeRSbReY eXdnaelu™ ™ 3d

If you need help, please contact customer service.

Sincerely,
DolTT NYC

Exhibit 4
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Enter CapGrants Portal

Once you have created your NYC.ID and received your email confirmation, you must return to
the login page (Exhibit 1) to enter the City’s capital grant portal (CapGrants), through which you

will upload and manage your request(s).

The first time you login into the CapGrants portal you will be prompted to fill in a registration

form for the CapGrants portal.

a Pt LS BT S SR SR C R T AT byt D= oM RegreervCH

_

OMB Cap Granis - Ext »

p [7]

User Registration

My (First Last)
Porsitkon
Emall

Plsene |

wycin |
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Upon completion of the registration process, you will be brought to the Home page of the
CapGrants portal (Exhibit 6). Helpful links, deadline reminders and other instructions will be
posted on this page. Click on the “CapGrants Dashboard” button to continue.

h

Cap Grants - Ext » home

114 CapGrants Portal

CapGrants Dashbooard

Submission

Deadiines

1% to Borough Pramdants

February 28, 2013, 5:00 pm.

both Borough Presidents

February 20, 2013, 5:00 pa.

Barcugh Presidents

February 28, 2013, 5:00 pm.

April 9, 3013, 5500 pan.

y the Depariment

of Cultwral

April ©, 2013, 5:00 pm,

CapGrants Dashboard

From this screen you can upload your completed organization section and corresponding

applications.

Exhibit 6

" Cap Grants -

Home

Ext »

Search this site...

4 3 Submission of
Org Documents Request Category Created By Add Users Message(s)

\ Register New Organization & Attach Org Documents ‘

I S S Request Submission
Organization and Project Title Submission ID Request Type Message(s) Created By

Submissions
for
this Org

Exhibit 7



CapGrants

First Time Logging into CapGrants

CapGrants Submission Process

Here are some general guidelines about the process.

You do not need to complete the submission of all Organization documents or Capital
Request documents (project documents) in one sitting. You may start the process,
upload certain documents, and come back later to complete. Upload only final
documents (i.e., not drafts).
Organization Documents

0 Before you can submit any Capital Request for specific projects (e.g., equipment

system project or a vehicle project), you must first complete the submission of
all Organization documents.

You only need to submit the Organization documents once per organization,
regardless of the number of Capital Requests the organization is submitting. For
example, if you are planning on submitting Capital Requests for a vehicle project
and an equipment system project for the same organization, you would only
submit the Organization documents once.

Once the Organization documents have been completely submitted, the submitter of
the Organization documents can submit a Capital Request for a specific project and/or
can choose to allow others to submit one or more Capital Requests by clicking the “Add
User” button on the CapGrants Dashboard and entering the new user’s NYC.ID.

0 Each individual submission can only be created and managed by one person. For

example, if Submitter A submits the Organization documents and Submitter B
submits a Capital Request, Submitter A cannot submit any documents or
respond to any questions with respect to that Capital Request. Likewise,
Submitter B cannot submit any documents or respond to any questions with
respect to the Organization documents.

Each time you complete the submission of Organization documents or a Capital Request
or add a user, you will receive a confirmation e-mail. Please check your spam folder if
you do not receive a confirmation e-mail within several minutes.

How to Videos

Click on the link below to start the CapGrants process.

Enter CapGrants Portal




