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GENERAL GUIDELINES

These general guidelines were created to provide basic instructions for the Department of Cultural Affairs (DCLA) online account
registration process. Please read the guidelines and follow the step-by-step instructions when you are ready to register your
organization or begin the application process. Also, please note, the DCLA portal does not accept special characters. This includes
the ampersand, pound sign and other symbols.

NYC ID

A DCLA Organization Account is required to apply for support from the Cultural Development Fund (CDF). All new or returning
account users must log into the DCLA portal with a registered NYC ID (email address). Organization representatives must first
register their NYC ID, then they can establish an online DCLA Account for the organization. If you have already registered
your NYC ID, please log into your DCLA account and ensure that your contact information is current.

The NYC ID is a citywide identification system for individuals and must be kept secure. Do not share your password or user
information with anyone else, including others at your organization. To avoid comprising your individual NYC ID, follow the
instructions in this document carefully when you update existing information.

Please note that NYC ID email addresses cannot be affiliated with more than one organization. We recommend that you use an

email address supported by your organization’s domain name. If you use a personal email address to register, it can only be affiliated
with one organization.
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GENERAL GUIDELINES

ACCOUNT USERS

Each Organization Account must designate one NYC ID as the Primary User, and up to nine Delegate Users. The NYC IDs must be

affiliated with your Organization Account to access your CDF application.

The Primary User should be the person at your organization who is responsible for managing your interaction with the Department of
Cultural Affairs; this may be the Executive Director, a different staff member, or a contractor. The Primary User and the Executive
Director will be the main contacts for agency updates and correspondence. For new organizations, the first user to log in becomes the
Primary User, but this designation can be changed at any time. In addition to having access to an organization’s online application(s),
the Primary User can invite up to nine Delegate Users from the organization who can also access to view, create, edit and/or submit
online documents. However, only the Primary User can invite or remove Delegate Users. This system is designed to be user managed.
Also, DCLA uses the contacts listed in the portal to communicate with organizations throughout the year. Therefore, it is extremely

critical that you keep current contact information in in your Organization Account.
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GENERAL GUIDELINES

SUMMARY

« All users, new and returning, must log in using a registered NYC ID (email address) via the DCLA Account page.

* You cannot associate your NYC ID with multiple DCLA accounts.

« The DCLA account will be managed by a Primary User who can designate up to nine Delegate Users.

« Always keep the contact information in your DCLA Account current.

« The DCLA portal does not accept special characters. This includes the ampersand, pound sign and other symbols.

» Be sure not to re-enroll your organization. When registering for a CDF account, only organizations which are new to this system or
have not applied before should see a prompt to enter their EIN/Tax ID number. If you do see that prompt and your organization has
applied or been funded before, please contact your program officer or the Programs Unit Help Desk,

cdfhelpdesk@culture.nyc.gov.

The following instructions provide detailed guidance for the registration and enrollment process. If you have questions or technical
difficulties, please contact your program officer or the Programs Unit Help Desk by emailing cdfhelpdesk@culture.nyc.gov.

NYC i
Affairs



m Cultural
Affairs

Applicant User Guide



Operational Roles

NYC s

Primary

Delegate

Portal User

NYC ID integration: Account
Setup and Login

Create a New Organization
Add a Delegate Users

CDF Grants: Application
Submission

Portal User

NYC ID integration: Account
Setup and Login

CDF Grants: Application
Submission



Create a New Organization




Create a New Organization

NYEC | NYC Cultural Affairs
Affairs

About Cultural Funding Initiatives MFTA Public Art

"Home Agddress" by Elena del R|
Installed in City Hall »

il h‘" i
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311 | Search all NYC.gov websites

Pycckninp Select Language | v Text-Size

Resources

Elena del Rivero’s
installation consists of
large flags resembling
stained dish towels,
reflecting the artist’s
commentary on the
complex and shifting
roles of women through
history.

A

« To begin registration, click the “Cultural
Funding” tab, and the “Grants for
Organizations” subtab.

« Next, go to the “About CDF/Registration”
tab of the DCLA Programs website.

« Scroll down and click the words “Register
or Log In to an Account” at the bottom of
the page.
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Create a New Organization

Cultural
Affairs

m Cultural Htaliano » Transiate | v
Affairs

Cultural Funding Initiatives MFTA Public Art Resources Search

Grants for Organizations Capital Funding City-Owned Institutions

Welcome to Your Cultural Affairs Account

Log in to your Cultural Affairs Account below using your email address and password.
Through this account, you can access the Cultural Development Fund online forms
from the NYC Department of Cultural Affairs, including:

« Grant Application(s)
« Grant Renewal(s)
« Final Report(s)

Is this your first time logging in? If so, click Register New Account to start creating a
profile for you and your organization. Note: If your arganization is already registered
and you would like to access its online forms, you must be invited by the organization's
Primary User.

Account Log In = Register New Account —»

Text-Size

You will land on “Welcome to Your Cultural
Affairs Account” page.

* Click “Register New Account.”
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Create a New Organization

Cultural
Affairs

Login

Email Addross or Username *

Forgol Password

WARNING: Thes syal

of New York. Unauthonzed access o
monfoning all use of this sys
unauthorized use, the City

wisad mary e subpeCt 10 HEDONE terms and DORCES

Create Account

Report an lssue

—

« Enter your NYC ID Email Address and
Password. (If you do not have an NYC ID,
go to page 31 for further instructions.)

+ Click Login.

 After successfully logging in, you are
directed to the DCLA Portal, where you will
see a pop-up prompting you to create a
new organization.

\_ /
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« If your NYC ID is already affiliated with an
organization in the DCLA system, you will
automatically be taken to that
organization's dashboard.
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Create aNew Organization

B

When the primary user accesses the
Applicant portal. A new window, for creating

a new organization, appears on the screen.

« Click the Create New Organization button.

You are not part of any organization. Please wait for an invite or create a ne K j
organization by clicking below.
reate Ne
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Create aNew Organization

« Enter your organization's EIN and click the
&5 Search BN button; if an organization with the

The Organization you have entered already exists in our system. If you feel this is incorrect please contact the Programs Unit at cdfhelpdesk@culture.nyc.gov or your Programs Officer to receive assistance

with logging in. entered EIN number already exists in the DCLA
system, an error warning appears on the
< Dashboard My Profile screen

« If no organization with the entered EIN number
exists, a success message shows on the screen,
and you will be prompted to fill out the

Organization Details remaining information.

* Required field K j

*EIN

Profile Details Organization Details

*Organization Name AKA

Organization Name AKA

Phone Number Website Organization Address . If your Organization already eXlStS in
Gwen Stefani PG dbeF ebsin SRRt d our system, and you are not linked to
*Organization Street Address *Organization City |tS DCLA account, the Primary User
Oroenization Street Address Croanization iy must add you as a delegate user. See
Organization State *Organization Zip Code page ~| 7 for instructions.

NY Organization Zip Code

Cancel ‘ Create New Organization

L F .



Create aNew Organization

- EETEE

 Fillin all the required information in the

m g#';i‘:?' Cultural Development Fund 2 Deepanshu Jain UserDeepanshu organization Details tab.

¢ Dashboard | My Profile . Populate the appropriate EIN,
Organization Name, Phone Number,
Website Organization Address,

Profile Details Organization Details Organization Street Address,
Organization City, State, & Zip Code.

Organization Details

*  Click the Create New Organization.

* Required field K j

*EIN
O

*Organization Name

Test Organization Labs TL

Phone Number Website Organization Address The fleld names Wlth a I’ed asterlsk (..,) are

Deepanshu Jain UserDeepanshu (986) 547-6543 www.testlabs.com

*Organization Street Address *Organization City man d ato ry.
134 New York

Organization State *Organization Zip Code

NY 12323

Once you save your Organization Details

Cancel Create New Organization

by clicking "Create New Organization" the

fields become read-only and cannot be edited.

- /
 Cultural
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Create a New Organization

i

You will land on the on the Profile

NYEC §umrsl  Cunursl Development Fund Details tab, please:
« Fill in all the required Personal
s Information and Contact Information.
ProfisDotls Omesizalion Detells « Click Edit Name, if you would like to
update the pre-populated name field. You
e will be taken 1o a separate page 10 do so.

Despanshy Jan UserDeepanshy

+ If you would like to add,/update the

Contact information user's pthﬂ. click the penc” icon on

il Adareid

the profile to upload an image.

* Be sure to update the required fields and click
"Save" on this page. Once you click "Save," the
system will bring you to the home page where you
will see your dashboard. When you arrive at the
Home page dashboard you will be able to start

the application

N /
Cultural
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Create a New Organization

Success

M ﬂm,"" Cultural Development Fund Profile details has been successiully updated

My Profile

Profile Details Organization Detals

Personal Information

* Rogquired flolkd

Deepanshu Jain UserDeepanshu Jr
Primary Use

Contact Information

Emadl Adaress

NYC s
Affairs

Last Name
Jonn

* Job Title

& Deepansi Jan UserDeopanshy Jr «

- R

Profile information has been
successfully updated.
« Click the Dashboard to navigate to the

Grants Management page.

« This information will be used by DCLA to
contact your organization and it is critical

that it is always current.

* Note that the portal does not accept special

characters, such as ampersands (&).

\_ /
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Add a Delegate User



User Management: Add a Delegate User

NYE Situral - cultural Development Fund

B User Managemaent

Cultural
Affairs

Good Morning, Deepanshu Jain UserDeepanshu Jr

Test Organization Labs

List of Members

LTI

Deepansr

& Deepanshu Jain UserDeepanstn Jr «

—

» Navigate to the User Management tab
on the left panel to view the list of Active

members.

« To add a new delegate user, click
the Add New Member button.

\_ /

A

« To access the DCLA portal delegate users

must be invited by the Primary User.

* A maximum of nine delegate members

can be added to an account.

18



User Management: Add a Delegate User

R

« Enter the correct details of a new

member.
» By checking the Executive Director

check box you can mark a user as an

Add Membar Dotalls

* reguied lald
executive director.

« Click Add.

Search For An Existing Mombar

“Last Hama

Enter A Mew Member Details

» Only two users can hold the position of
executive director.

+ You MUST identify at least one Executive
Director. This fieldwill pre-populate in
the application.

NYC s -



User Management: Add a Delegate User

Sandbox: Welcome to DCLA Portal, Sagar kshatriya Inbox x

NYC DCLA Grants ayush.sharma@mtxb2b.com via r5i3xg4yyOvxs9gy.53k0ye3.3r-8gqwuay.cs132.bnc.sandbox.salesfo... 11:41AM (8 hoursago) Yy €
tome v

Hello Sagar kshatriya,

Welcome to DCLA Portal. You are invited as a Delegate user to the portal. To get started and setup username and password, please visit
'hitps://culturalaffairsnyc--ga.sandbox.my.site.com/grants'} Username: {Username} If you need assistance or have further questions, you may email us at or give

us a call at . Department of Cultural Affairs

<<-\ Reply > Cr-) Forward>

NYC s
Affairs

- R

« The new delegate user will receive an
email with guidance on how to get

started and set up their account.

+ Click the link from the email you

received.

\_ /
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Delegate User: Account Setup

NV¥YE | NnycaD

The Official Website of the City of New York

Login

Email Address or Username *

Password *

Forgot Password

Create Account

Report an Issue

WARNING: This system and network belong to the City of New York and are intended solely for users and uses authorized by the City
of New York. Unauthorized access or use is strictly prohibited. By using this system you expressly consent to the City of New York

monitoring all use of this system, regardless of the purpose. If monitoring reveals possible evidence of criminal activity, damage or other

unauthorized use, the City of New York may provide that evidence to law enforcement or others. Systems and networks accessed or

used may be subject to additional terms and policies.

Cultural
Affairs

A R

« If you already have an account
associated with NYCID, log in using
the correct information.

« If you do not have a NYC ID account, you
will need to create one. Go to page 31 for
instructions on how to do this.

« The new delegate user will be brought to
the account page in the portal.

\_ /
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Edit Users



Edit Users: Change a Delegate User to Primary User

;"m*"“' Cuiltural Development Fund

Good Morning, Deepanshu Jain UserDeepanshu Jr

2P User Management

Test Organization Labs

List of Members

NAVE PHONE NUMBLR

& Deepanshu Jan UserDeepanihy Jr «

Test Loac

NYC s
Affairs

- EETEE

Choose Edit on the record to change any of

the delegate information.

« Accounts can only have one Primary User.

e Only the Primary User can upgrade a
delegate to Primary User. The initial
Primary User will lose Primary User
privileges once they save and log out.

23



Edit Users: Change a Delegate User to Primary User

Edit Membar Datails

L veCutrve Doractor/Co-Daecion

NVYEG &

I

Open the dropdown menu under"Role" and

select "Primary User." Then select Save.

+ Only the Primary User has the authority to
add or remove delegates, and change the
primary user role. Make sure this
information is kept up-to-datesoyou don't
lose access to your organization's CDF
account.

24



Edit Users: Deactivate a Delegate User

A

Click the Deactivate button on the
Shiwural  Cultural Development Fund Oespanshu Juin UserDeepanttn Jr » appropriate record to deactivate any of the

delegate users.

Good Morning, Deepanshu Jain UserDeepanshu Jr

Test Organization Labs

List of Members

NAME STATUS K /

Adtrvee ¢

Tost Loss - €t | Duactivate + A deactivated userwill lose access
privileges and be deleted fromthe
Organization members list.

) Cultural
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Portal Overview
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Portal Overview- Dashboard Tab

NYE Siltural  cuitural Development Fund

Good Morning, Shashank Agarwal Jr

Test Labs
All Applications

CDF Testing Grant

| Fiscal Year: 2033

Affairs

1 Shaskark Agaraal Jr =

=

View the available CDF Grants on the Grants

Management Dashboard.

Click the Start Application button to initiate

the application process.




Portal Overview-User Management Tab

A

The list of members will be displayed in the
NWYE S5 cuttural Development Fund & shank Agarwat 3 User Management Tab.

Good Morning, Shashank Agarwal Jr

Test Labs

List of Members

For more details refer to pages 17 page 22.

) Cultural
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Portal Overview-Historical Downloads Tab

m E;‘f'a'::,gal Cultural Development Fund

0 Dashboard

&> User Management

(W Historical Downloads

Cultural
Affairs

Good Morning, Shashank Agarwal Jr

Test Labs

Historical Downloads

APPLICATION TYPE

APPLICATION NUMBER

CDF-FY22-AN-000208

CDF-FY22-AN-000208

CDF-FY22-AN-000208

CDF-FY22-AN-000208

Search using Application Number

FISCAL YEAR

DOCUMENT TYPE

Grant Agreement

Grant Award Letter

CDF Application

Declined Letter

& Shashank Agarwal Jr

= Filter

ACTION

View/Download
View/Download
View/Download

View/Download

|

—

Use the search bar field for quick searches

and the filter to get more specific results.

The Historical Download tab is where users
can download documents. Users can
download a copy of the documents for each

fiscal year from this page.




Portal Overview-User Profile

=

= Go to the upper right corner and click on
the User name.

NYE §itumal - cuitural Development Fund B snasnaes Agarsal -

My Profie

= Select My Profile from the drop-down box
G Cashboard L toview and amend the profile information.

Good Morning, Shashank Agarwal Jr

= Select Organization Details from the

Test Labs drop-down box to view the organization
information.
All Applications = Select Log out from the drop-down box to

exit from the portal.

CDF Budget Testing Grant- Template ! SEm \— _/

Fizcal Year: 2023

Purpeda/Description

If necessary, the user can view and amend the
Personal and Contact Information.
-

Cultural
A
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Create a New Organization

Cultural
Affairs

m Cultural Htaliano » Transiate | v
Affairs

Cultural Funding Initiatives MFTA Public Art Resources Search

Grants for Organizations Capital Funding City-Owned Institutions

Welcome to Your Cultural Affairs Account

Log in to your Cultural Affairs Account below using your email address and password.
Through this account, you can access the Cultural Development Fund online forms
from the NYC Department of Cultural Affairs, including:

« Grant Application(s)
« Grant Renewal(s)
« Final Report(s)

Is this your first time logging in? If so, click Register New Account to start creating a
profile for you and your organization. Note: If your arganization is already registered
and you would like to access its online forms, you must be invited by the organization's
Primary User.

Account Log In = Register New Account —»

Text-Size

If you do not have an existing account:

+ Click “Register New Account”, to open a
new account.

32




Primary User: Account Sefup

 Cultural
ffairs

The Official Website of the City of New York

Login

Email Address or Username *

Password *

Forgot Password Create Account Report an Issue

WARNING: This system and network belong to the City of New York and are intended solely for users and uses authorized by the City
of New York. Unauthorized access or use is strictly prohibited. By using this system you expressly consent to the City of New York
monitoring all use of this system, regardless of the purpose. If monitoring reveals possible evidence of criminal activity, damage or other
unauthorized use, the City of New York may provide that evidence to law enforcement or others. Systems and networks accessed or
used may be subject to additional terms and policies.

e Trele 53574 frangais
Kreyol Ayisyen Polskie pycckuin

Espariol ) English

 Fill out the form to create your NYC.ID

You can change your password at any time.

Your password must:

1. Be at least eight characters and must contain at

least one letter (ato z or A to Z)
2. Contain at least one number or special

character.

3. Cannot contain spaces or the word password.

/
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Primary User: Account Sefup

The Official Website of the City of New York

Confirmation Email Sent

Profile

Welcome! Your account was created. You cannot log in until your email address is confirmed. To confirm your email address,
click on the link in the email that was sent to you. If you have not received the email, check your spam/junk folder.

e
Kreyol Ayisyen

Espaiio

Directory of City Agencies Contact NYC Government
Notify NYC City Store
NYC Mobile Apps Maps

NYC i
Affairs

£25°8
Polskie

English

City Employees
Stay Connected

Resident Toolkit

Report an Issue

francais

pyccKuia

City of al NYCisa
trademark rk o of New York

Privacy Policy. Terms of Use. &

—

After your account is successfully

created, you will receive an email confirming
your email address.

+ Click “Continue” to access the log in page.
« Check your email account for the

confirmation email, and complete the
process (see next page).

\_ )
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Primary User: Account Sefup

Click this link from the email you received to
NYC.gov - NYC.ID Confirm Your Email Address nbox x confirm your email address.

NYC.gov <noreply@nyc.gov> 16:07 (O minutes ago)
tome ¥

You have just created a user account with City of New York. If it was created in error, deactivate your account.
Click this link to confirm your email address.
If thimbove link does not work, paste the following address into your browser:

https://accounts-nonprd.nyc.gov/account/validate Token.htm?guid=4da904482fae45fcaaa611500a0ae513&token=vpdWBxeAxnfASKJsmCKeXzPDRPaPtz
PJFbfgvWVpHGzjXTYKkMXBKRyGNFEmvwuKD&target=aHROcHM6Ly9jdWx0dXJhbGFmZmFpcnNueWMtLXFhLnNhbmRib3gubXkuc2I0ZS5jb20v&spName=
culturalaffairsnyc--qa.sandbox.my.salesforce.com-

We ask you to confirm your email to ensure our emails will be delivered. This is the address you will log in with, and the address to which we will deliver all email
messages regarding invitations and requests, and other system mail.

You can change your email address at any time, but will only be able to log in with it once you have confirmed the email address by clicking the link.

Thank you for using NYC.gov.

Confirmation emails expire after two weeks. If
you have not received your Confirmation Email
within 5-10 minutes, check your junk mail.

Do Not Reply - Automatic Email

((—\ Reply > (ﬁ Forward

NYEC s 35



Primary User: Account Sefup

Profile

The Official Website of the City of New York

Email Address Confirmed

[Congratulations, we successfully confirmed your email address. You may now log in.

“

Report an Issue

NYC s
Affairs

- R

* An email address confirmation

message appears on the screen.

« Click the Continue to login to your

account.

Go to page 8 for further instructions.

j
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