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Introduction

This guide provides an overview of the pages and functions of the HHS Accelerator System.

System Access

To access the HHS Accelerator System, go to http://www.nyc.gov/hhsacceleratorlogin

You may consider bookmarking the link for easier access as you
build your Organization’s profile and complete applications.

To log in to the HHS Accelerator System:

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.

LOGIN

HHS Accelerator
1

NYC ID (Johnsmith@provider.org):

Password:

2

Create New NYC.ID Forgot Password

3

Page 3 of 16

Enter your NYC.ID
user name, which is
the email you used to
set up your NYC.ID.

Enter your NYC.ID
password.

Click “Login.”


http://www.nyc.gov/hhsacceleratorlogin
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Navigation Header

The top of all pages in the HHS Accelerator System features the: NYC.gov ribbon, Primary

Functionality “Buttons” (Organization Information, Document Vault, Application, Procurements and

Financials), and Navigation Icons.

/;L‘w
Clicking any link in this black ribbon will take you outside of the HHS Accelerator System.
Please access the links in this section only when you want to leave the system.

Residents | Business | Visitor | Government | Office of the Mayor | Search | Email Updates

Text Size: A | A A

m ° ¢ ‘ ) f
Organization Document Applications Procurements Financials g = @ i
HHS Accelerator Information Vault ‘ﬁl ¥

The NYC.gov ribbon is a standard frame for all New York City websites providing
users access to general nyc.gov services and support.

Click on the Organization Information tab to navigate to the Organization’s profile,
which includes identifying information and contacts.

c. | Click on the Document Vault button to access the Document Vault.

Click on the Application tab in order to become preapproved as a service provider to
the City.

e. | Click the Procurements tab to view the procurements and respond if qualified.

f. | Click the Financials tab to access your budgets and invoices.

The Navigation Menu displays icons that direct users to:

| . 0 ST I
Home - ﬁl Alerts - = Help - Log Out -
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Provider Homepage

After logging in, the first page that you will encounter is the Provider Homepage. Below the main
buttons and navigation icons is a dashboard that gives an overview of the Document Vault, Alerts,
Application (status), Procurements, Financials, Documents Shared with your Organization and NYC.ID
Account Maintenance.

Text Size: A | A | A

Organization Document Applications Procurements Financials s ) @
HHS Accelerator Information Vault ﬂ v

Welcome: Manager T Org-0ne, Frovider TST Org 1

Provider Homepage @
e o C———
54 Documents in your Document Vault 55 Alerts remaining in your Alerts inbox

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

Your organization has 7 approved Service Applications RFPs with proposals determined eligible for award

Financials

5 Contracts pending registration Medifications and Updates pending submission
12 Active Budgets 2 Modifications and Updates pending approval

2 Budgets pending submission Medifications and Updates returned for revision
1 Budgets pending approval Invoices pending submission

0 Budgets returned for revision Invoices pending approval

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Providers have shared 1 or more documents with you, Update your NYC.ID Name or Email.

Select a provider below and press "Continue” to view those
documents. Update your NYC.ID Password.

—— Updat MYC.ID 5 i tions.
- Select a Provider - pdate your ecurity Questions
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The Document Vault and Alerts

The top line of the Provider Homepage displays an overview of the Document Vault and system alerts.

d
Provider Homepage ®
e
a 54 Documents in your Document Vault b 55 Alerts remaining in your Alerts inbox
l 0 User account requests requiring action Cc

This number is a tally of the documents in the vault and a link to documents
stored.

b. | This number links directly to the alerts in the system inbox.

c. | This number links directly to open user account requests.

Click the ® icon for page level assistance.

Applications and Procurements
This section provides an overview of the status of all open Applications and Procurements.

Liomicain L ocronen S
a q Your Current Organization Status: Approved e 1 RFPs you're gligible for will be released within 20 days
b Your Business Application Status: Approved £ 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications (o3 2 RFPs with draft or submitted proposals g
Your organization has 7 approved Service Applications 4 RFPs with proposals determined eligible for award
d h

This line displays the overall status of your organization.

b. | This line displays the status of your organization’s Business Application.

This number is both a tally of the numbers of services your organization has
applied to compete for and a link to those Service Applications.

d. | This section displays the number of approved Service Applications.

This line displays the number of RFPs you're eligible for that will be released
within 30 days.

This line displays the number of RFPs you're eligible for that have due dates
within 30 days.

g. | This section displays the number of RFPs with draft or submitted proposals.

This section displays the number of RFPs with proposals determined eligible for
award.
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Financials
This section provides an overview of the status of Financials for your organization in the system.

a
{

5 Contracts pending registration f 0 Modifications and Updates pending submission
12 Active Budgets g 2 Modifications and Updates pending approval
2 Budgets pending submission. C 0 Modifications and Updates returned for revision h
1 Budgets pending approval d 0 Invoices pending submission i
0 Budgets returned for revision 0 Invoices pending approval .
¢ 0 Invoices returned for revision !
k

This line displays the overall number of Contracts pending registration.

This line displays the number of Active budgets.

This section displays the number of Budgets pending submission.

This section displays the number of Budgets pending approval.

This section displays the number of Budgets returned for revision.

~lolalo|o|w

This line displays the number of Modifications and Updates pending submission.

This line displays the number of Maodifications and Updates pending approval.

This section displays the number of Modifications and Updates returned for
revision.

5 e

This section displays the number of Invoices pending submission.

j. | This section displays the number of Invoices pending approval.

k. | This section displays the number of Invoices returned for revisions.

% When you log into the HHS Accelerator System, at first it will
appear as if procurement and financial statistics are
unavailable. In order to see the tasks and statistics, you must

s,

press the refresh Eicon, located on the solid blue band.
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Shared Documents and NYC.ID Account Maintenance

This section displays information about documents that have been shared with your organization and
provides direct links to help you maintain your NYC.ID account.

a Documents Shared with your Organization NYC.ID Account Management b_

Mo providers have shared documents with you at this time. This section
will become active once a provider has granted you access to 1 or Update vour NYC.ID Passwaord,
mare documents.

If you'd like to grant Providers or NYC Agencies view-only access to
vour documents, you can do so from your Document Vault,

Update vour NYC.ID Name or Email.

Update vour NYC.ID Security Questions.

a. | This section highlights documents that have been shared with your organization.

This section enables you to update your NYC.ID Name, Email, Password and
Security Questions.

Organization Information

To access information on your Organization, click the “Organization Information” button.

HHS Accelerator

Organization
Information

Text Size: A | A | A

Document Applications Procurements Financials ﬁ = @ i
Vault [l LY

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

When the Organization Information button is first accessed, a blank form appears where you will
complete basic information on your Organization. Fields marked by a red asterisk (*) are required. The
form will not advance without completing all required fields.
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Text Size: A A A

m .
Organization Document Applications Procurements Financials 7 @
HHS Accelerator vault ﬁ. -Q:/.

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

Organization Information

Basics Geography Languages Population Members & Users b

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

Delivery comprehensive
transitional services and provide
economic opportunities to justice-
involved adults and families.

* Mission Statement:

a. | The button is highlighted to show that Organization Information is open.

Organization Information is grouped into five tabs: Basics, Geography,
Languages, Population, and Members & Users.

General Information includes EIN/TIN, Organization Legal Name, Corporate
Structure, Entity Type and Accounting Period.

d. | The Organization Legal Name must match the Certificate of Incorporation.
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Document Vault

To access the Document Vault, click the “Document Vault” button.

Text Size: A A A

. oa

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

Document
Vault

Organization Procurements Financials

Information

Applicati
HHS Accelerator pplications

The Document Vault is where users can Upload, Filter, Share and Un-Share documents. More
information about the Document Vault and its functions can be found in the “Introduction to the
Document Vault” guide.

a Text Size: A A |A

Document Applications  Procurements Financials =~ @ i
Vault L %

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

Organization

HHS Accelerator Information

@

Document Vault

Manage documents loaded by your organization.

b IFiIteredv @ Upload | L] Share @Un-Share All &Un-Share by Prox-'iderl

l Document Name & Document Type Modified Shared Actions
c Board List O Board of Directors LiStor  0,08/2013  Not Shared [T need to... v
Equivalent
O Byl aws Corporate By-Laws 09/08/2013 Not e e
. ) I need to... v
[0 CEOResume Chief Executive Officer (CEO) (9,06/5013 ot Sha -
Resume or Equivalent
IRS Determination Lett View Document )
[0  IRS Determination Letter etermination LEWer  0g/08/2013 NotSha | View Document Information v
[501(c)3] View Version History

1 | Upload New Version
Delete Document

The button is highlighted to show that the Document Vault is being accessed.

Document management tabs.

To select a document, click the checkbox to the left of it.

Click the highlighted document name for a direct link to an uploaded document.

ola|o|o|p

Drop down menu with options for each document.
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Applications

To access the Applications screen, click the Applications button.

HHS Accelerator Information Vault

Text Size: A | A A

Organization Document Applications | Procurements Financials

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

To do business with the City of New York, Organizations must complete a “Business Application.”
Users are required to read and accept the terms and conditions to start an Application.

o —— q)

HHS Accelerator Application

An HHS Accelerator Application i$ a requirement in order to compete to do business with the City of New York for Client and Communty Services.

The City of New York rebes on a diverse pool of providers to deliver a range of Chent and Community Services. The Apphcation requires
submission of data and documents which demonstrate your organization’s compliance with applicable regulations, overall capability in areas
such as governance and internal controls, and expenence deliverng relevant services. Your organization’s responses will be reviewed by the
City. Once capability has been satisfactorily established, your organization may submit Proposals in response to Requests for Proposals (RFPs).

Please read and accept the Terms & Conditions below and dick the “Start New Accelerator Application” button.

Terms & Conditwons

HHS ACCELERATOR

Terms and Conditions 22: Submitting an apphcation and doing business with the City.
TEST

By submitting your application for business review to solict 3 contract with the aty of New York through Accelerator, and each time the
bidder or proposer (hereinafter “bidder/proposer”) submits documents to Accelerator  prequalfied, the bidder/proposer agrees to be
bound by these Terms and Conditions, the Term and Conditions governing the bidder/proposer’s access to the Accelerator Document Vaul,
and any other Terms and conditions issued by the Accelerator Director governing the use of Accelerator, [Insert Link of previous TC,] Upon
submission of your documents, each bidder/proposer and each person signing on behalf of any bidder/proposer, in the form of an e-
signature, certifies that it has the authority to bind its organization to these Terms and Condtions and to any contract for which the

bidder/proposer submits a proposal, under penalty of penury. In the case of a joant bad, each party thereto certfies as to its own ~

()1 Accept the above terms and conditions Start New Accelerator Application

Scroll here to read all terms and conditions.

b. | Click this checkbox to accept the terms and conditions.

c. | Click here to start a new Business Application.
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Procurements

To access the Procurements screen, click the Procurements button.

HHS Accelerator

Text Size: A | A A

Organization Document Applications | Procurements Financials

Information Vault
S

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

Your organization can view and respond to Procurements using this section.

Procurement Roadmap ®

The Procurement Road map displays the status of NYC Client and Community Services Procurements and allows you to filter on details such as your
status, Agency and planned RFP release dates. You may also sort the list by each column.

Procurements: 84

Filter [tems v c d e Previous 1 2 3 4 5 Next
Procurement . Last Published Proposal Due Contract
Procurement Title a Agency e Provider Status T Release Date Tere .
AG-TST-Family Temporary .
. HFD Pl d Eligible to P 09/16/2013 09/18/2013 10/22/2013 04/01/2014
Relief and Support Program anne ‘qible to Fropose /16/ /18/ /22/ /01/
AG-TST-Food for Seniors DFTA Planned Eligible to Propose 09/16/2013 09/17/2013 11/01/2013 07/01/2014

AG-TST-Food Restaurant Proposals
and Enterprise Education DOC Received Did Not Propose 09/16/2013 09/13/2013 09/16/2013 04/01/2014
(FREE) Program

AG-TST-HomeBase DHS Planned Eligible to Propose 09/16/2013 09/18/2013 09/28/2013 11/07/2013
AG-TST-Job Ready NY 5BS Released Eligible to Propose 09/16/2013 09/13/2013 098/11/2013 09/16/2013
AG-TST-Multi-Service

Center Maintenance and HRA Released Eligible to Propose 09/16/2013 09/12/2013 09/11/2013 09/18/2013
Operation

AG-TST-NYC Excel Dop Released Eligible to Propose 09/16/2013 09/13/2013 098/13/2013 09/16/2013

AG-TST-Representation and
Legal Support for Recently CIC Planned Eligible to Propose 09/12/2013 09/27/2013 11/01/2013 03/01/2014
Arrived Immigrants

AG-TST-Rickers Community
Building Leaders Program

DocC Planned Eligible to Propose 09/15/2013 09/17/2013 09/16/2013 09/17/2013

AG-TST-Safe Connections
Housing Program

DHS Selections Made Did Not Propose 09/15/2013 09/13/2013 09/13/2013 09/16/2013

Click the Filter Items tab to target your search.

b. | Click the Procurement Title hyperlink to view and respond to a procurement.

The Procurement Status column displays the status of each procurement.
c. | Procurements can be in one of the following statuses: Planned, Released,
Proposals Received, Selections Made, and Closed.

The Provider Status column displays your organization’s status for a specific
d. | procurement. The following statuses can appear: Eligible to Propose, Service App
Required, Draft, Submitted Proposal, Selected, Not Selected or Not Applicable.

Displays the Last Published Date, Release Date, Proposal Due Date, and
Contract Start Date for each procurement.
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Financials

To access the Financials screens, click the Financials button.

Text Size: A | A A

Organization Document Applications Procurements Financials

Information Vault

HHS Accelerator

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

The Financials tab provides a centralized location for your organization to manage financials. This
section has the following functionality.

o A standard budget template for CCS contracts.

¢ A common interface for City Agencies and Providers to conduct budget transactions.

e Agencies using same process to configure/modify/amend budgets, invoices and payments.
e A more holistic picture of CCS contract data and financials for HHS Accelerator agencies.
¢ Nightly batch interface with FMS eases and quickens the process of making payments.

Financials | a b c d
Budget List Invoice List Payment List
Contract List ®

Listed below are the contracts for your organization. A default filter has been applied.

Contracts: 18
Total Value of Active Contracts: £9,820,000.00

Filter Contracts w

Proc t/Contract Contract Val

. LTI Agency CT# ontra alue Date of Last Update Status
Title () «

Foster Families Initiative ACS CT23989405413 3,500,000.00 09/11/2013 Registerad
Early Rel d Reent Pendi

arly Release and Reenty. pop - 875,000.00 09/11/2013 e
Counseling Registration
I New York Center - PROV1  acs CT106800041 400,000.00 09/17/2013 Registerad
NYC Adoption Services - Pending
PROV 1 ACS -- 400,000.00 09/17/2013 Registration
Child Care Committee - Pending
PROV 1 ACS - 400,000.00 09/18/2013 Registration

Click this tab to view the “Contract List” for your organization.
Click this tab to view the “Budget Lists.”

Click on the “Invoice List” to work on Invoices.

o|o|o|e

Click this tab to review the “Payment List.”
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Getting Help

There are different ways to get help using the HHS Accelerator System.

L2 Use only the links and icons shown, or you will be taken outside of
the system and be unable to reach the HHS Accelerator Team.

To get help completing a task, or to find the answer to a question, click the @ icon at the top of any
page in the Navigation Menu. This icon will take you to a general help page:

Text Size: A | o A

Organization Document Applications Procurements Financials e
HHS Accelerator Information Vault ‘El T
Welcome: Test Providers, H4S4CCIL3F a 1990RT
HHS Accelerator Help c d
b Provider FAQs Provider Help Documents Provider Sa e Documents
e

Frequently Asked Questions

AcceleratorAssist
What is AcceleratorAssist?

Document Vault
How do I save a document to my desktop?

(2 Contact Us

What types of documents can I store in the Document Vault?

What types of documents should not be stored in the Document Vault?

Click this tab to access “Frequently Asked Questions.”

Click this tab to access “Provider FAQs.”

Click this tab to access “Provider Help Documents.”

Click this tab to access “Provider Sample Documents.”

®la|o|o|p

Click the Envelope icon to contact the HHS Accelerator Team.
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Help Documents

Under the HHS Accelerator Help tab, are a number of "Help Documents" that provide tips and/or

training to help you navigate the system. To view these Help Documents, click on the "Help
Documents" tab.

Text Size: A | A | A

Organization Document Applications Procurements Financials ﬁ 2

HHS Accelerator Information Vault

Welcome: Test Providers, H454CCIL3R4TOR SUSS0RT

HHS Accelerator Help

Qs Provider Help Documents Provider Sample Documents

a
(=) Contact Us

Help Documents
Filter Items w
Document Title Help Category Document Description

This guide reviews: 1) System Reguirements. 2) Selecting
HHS Accelerator A Quick Start Guide Account Creation b Users & Assigning Roles. 3) Creating a New NYC.ID. 4)

Requesting an HHS Accelerator Account.

. . . This guide reviews: 1) Accessing your HHS Accelerator
Managing Alerts Alerts/Notifications .
/ Alerts. 2) Using Alerts Inbox.

Client and Community-Based Services Applications A complete list of the services Providers can apply for.
Catalog

Click on a document title to view the Provider Help Documents.

b. | Each help document has a brief description to give a preview of its contents.
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Section Level Help

There is also help designated specifically to a screen section that aligns with the buttons at the top of
the screen (Organization Information, Document Vault, Application, Procurements and Financials). The
icon associated with ) -screen level help is:

While general help provides information about the overall functionality of the system, section-level help
steers users to relevant help information based on the section of the application that they are currently
working in.

Text Size: A | A A

| LY G B Procurements Financials I~ @ i
1 U

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

Organization Document
HHS Accelerator Information Vault

Service Application 4y Return to Summary

W Services Summary

Add Services ®

Below is a full list of Services for which your organization may apply. Services are grouped by category. To add a Service, click the "Add” button or the
"Continue” button to view more Services.

You must add at least one Service to complete your HHS Accelerator Application. For each Service selected, you will be required to add supporting
information. A Service search is also available at the bottom of the page. Once you have finished your Service selection, click the "Complete

Selections”™ button on the bottom of the page.
Remove All

Selected Services

[X] Interpretation [X] Translation [X] Telecommunications

For example, accessing section level help while Adding Services (above) will produce a pop-up to
related Help Documents and a link to Contact the HHS Accelerator Team for help:

Accelerator Application - Help Documents

Help Documents

l HHS Accelerator AEEIication - Benefits and Overviewl
This document 1S intended to help first time system users in understanding the value and
benefits of the HHS Accelerator Application for both Human Services Providers and the
NYC Deputy Mayor's Office of Health and Human Services.

l za HHS Accelerator Agglicatiun - Getting Started User Guide '
This document 15 to help guide first time system users in completing all the reguired
steps in order to complete and submit an application to do business with the
government agencies of New York City.

= HHS Accelerator Service Catalog

This document provides an in depth look at Accelerator's service catalogue and the
definitions of each service.

Contact Us
If you have a question or feedback about this screen, please click the link below:
Contact Us
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