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Introduction
Managing your organization’s accountis important to ensure that:
e Users have access to the system.
e All of your organization’s information is accurate and up to date.
e Your organization’s profile accurately presents your organization to City Agencies, Foundations
and potential partners.

This guide is for Account Administrators, it gives instructions on how to add and maintain users and
keep your organization’s account up to date.

The first step for all users to gain access to the HHS Accelerator System is to establish a NYC.ID.
See “HHS Accelerator: Account Creation and Access”for information on how a user can establish a
NYC.ID and apply for a user accountin the system.

Managing Members and System Users of your Organization

Assigning Roles to System Users

Your organization needs to make some critical decisions regarding who will access the HHS
Accelerator System and what role each user will play. Please consider the most appropriate
individual(s) to:

e Manage your organization’s relationships with the City and other funders
e Maintain your organization’s profile

e Sign contracts on behalf of your organization

e Submit budgets and invoices on behalf of your organization.

HHS Accelerator System access is divided into four roles: Read-only access, Financials access,
Procurements access, and Procurements/Financials access. Within the role you assign to a user, you
must also assign a level. There are two levels, “Level 17 (L1) and “Level 2” (L2). Level 1 users have
restricted, basic permissions in their assigned role and Level 2 users have unrestricted permissions in
their assigned role. The Read-only role does not have access to perform tasks in the system.

IMPORTANT: HHS RFPs are now released in PASSPort and the HHS Prequalification Application
including related documents are also submitted in PASSPort. However, the historical
Procurement and Application data remains available for your organization to view in HHS
Accelerator with the relevant Procurementroles.

e Read-only Access
» Read-only permissions to the entire system.

e Financials Access
o Level One
» Read-only Permissions to the Procurement tab
» Basic Permissions in the Financials, Documents Vault and Applications tabs.
o Level Two
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= Read-only Permissions to the Procurement tab
= Full Permissions in the Financials, Documents Vault and Applications tabs.

e Procurements Access
o Level One
» Read-only Permissions to the Financials tab
» Basic Permissions in the Procurements, Document Vault and Applications tabs.
o Level Two
= Read-only Permissions to the Financials tab
» Full Permissions in the Procurements, Document Vault and Applications tabs.

¢ Financials and Procurements Access
o Level One
= Basic Permissions in the Financials, Procurements, Document Vault and
Applications tabs.
o Level Two
» Full Permissions to the entire System.

System User Access Table

System roles and common organizational levels for these roles are outlined in the table below.
*Access to view historical information only.

Role Tasks ‘ L1 User ‘ L2 User
Read-only None N/A N/A
*Begin Business Application X X
*Submit Business Application X
*Select Services X X
*Submit Service Applications X
*Begin Proposal X X
*Submit Proposal X
Procurements
*VView Evaluation Scores X
*Retract Proposal X
*Cancel Proposal X
*Show Proposal Comments X X
Upload Documents X X
Share Documents X
*Begin Business Application X X
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Financials | *sypmit Business Application

*Select Services X

*Submit Service Applications
View Budget X
Modify Budget X

Request Advance

Cancel Modification

Submit Invoice

Delete/Withdraw Invoice

View Invoice X

XXX X[X[|X|X|[X[X]X]|X

Upload Documents X

Share Documents X

** There is also the Level 1 Procurement/Financial Users role and the Level 2 Procurement/Financial
Users role.

Account Administrator Role

The individual who submits the initial request for your organization’s HHS Accelerator Account is
typically your Account Administrator. S/he is automatically granted access to all system privileges and
becomes a L2 user. Account Administrators have the ability to grant other users access to the system.
For this reason, we strongly recommend selecting at least two Account Administrators to share the
responsibility of managing your organization’s user access and privileges.

(i)

Your Account Administrators are easily identifiable with an * (asterisk) to the left of
their Name in the Members & Users table of the Organization Information module.
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Handling Requests to Join your Organization

User access to the system begins with members of your organization taking action outside of the
system. Members of your organization must create their own NYC.ID and request access to your
organization’s account (steps covered in the Account Creation and Access. Once a member of your
organization has registered in the system and requested membership, you are responsible for
reviewing and as appropriate, approving the request:

Organization
HHS Accelerator Information

Document Applications Procurements

Text Size: A | A A

Financials ‘ﬂﬁ .::@© i

Welcome: Misate Smith, Training Provider 2

Organization Information

Basics Geograpt Languages

Members & Users

Name Office Title

Barry Brown  Board Chair / President
*Tlana Smith  Executive

*Jennifer Executive

Smith

Lauren Sacca

“Misato Smith  Staff

Misato Tomato Staff

Molly Stewart

Vault

Populatior Members & Users

Manage infermation abeut yeur organization's staff member and account users,

. System Member
Email Address User Status
trnprov3amgr@mailinator.co Mo Active
m
trnprov3emgr@mailinator.co Yes Active
m
trnprov3cmgr@mailinator.co  Yes Active
m
laurensacca@mailinator.com Pending Pending
trnprov3bmor@mailinator.co Yes Active
m
misatotomato@mailinator.co Yes Active
m
molly.stewart@mailinator.co  Pending Pending
m
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+ Add Member

Actions

Edit Profile

Edit Profile

Edit Profile

Review
Request

Edit Profile

Edit Profile

Review
Reguest

1. Click the
“Organization
Information” button.

2. Click the “Members
& Users” tab.

3. Click the “Review
Request” link.
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Organization Information

Basics Geography Languages Population Members & Users

New User Request: Lauren Sacca @

A new user has requested access to the HHS-Accelerator system.

- To approve this request, please select a user role and permissions, fill cut the member information or link to an existing organization member profile and
click the "Approve” butten.

- To deny this request, please scroll to the bottom of the page and click the "Deny” button.
* Indicates required fields
NYC.ID User Information
First Name Lauren
Middle Initial
Last Name Sacca

NYC.ID/Email Address |aurensacca@mailinator.com

HHS Accelerator System Permissions

* Choose one type of account to assign to this Read-Only

user: ) read-Only
(Read-Only permissions to the entire system)

Financials

O Level One
(Basic Permissions in the Financials, Document
Vault and Applications tab, Read-Only
Permissions to the Procurement tab)

® Level Two
(Basic Permissions PLUS Application, Budget
Submission/e-signature, Inveoice Submission and
Document Sharing Permissions, Read-Only
Permissions to the Procurement tab)
Procurements

) Level One
(Basic Permissions in the Procurements,
Document Vault and Applications tab, Read-Only
Permissions to the Finandials tab)

O Level Two
(Basic Permissions PLUS Application, Proposal
Submission/e-signature and Document Sharing
Permissicns, Read-Only Permissions to the
Financials tab)

Financials and Procurements

) Level One
(Basic Permissions in the Financials,
Precurements, Document Vault and Applications
tab)

© Level Two
(Basic Permissions PLUS Application, Proposal
and Budget Submissicn/e-signature, Invoice
Submission and Document Sharing Permissions)

“ Would you like to assign this user the same ) vyes, this user can also approve account
permissions you have as an Account requests and assign user roles.

Administrator?: & .

Check for Existing Profile
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Verify that this person is an
individual you want to add
as a user.

4. Assign the user a
type of account and
level.

5. Will the user be an
Account
Administrator? Click
“Yes” or “No” as
appropriate.

6. Click the “Check for
Existing Profile”
button.



HHS Accelerator

Below is a list of your organization's members that have profile informaticn in HHS Accelerator, but do
not have user accounts. Select from the list who the new user should be linked to and click the "Link"
butten

Name Office Title Email Address

Barry Board Chair/ President trnproviamgri@mailinator.com
Browin

Ryan Smith Executive Director / Chief Executive Officer (or trnprov3amgri@mailinater.com

equivalent)

ke Exting rti

Organization Information

Basics Geography Languages Population Members & Users

New User Request: Lauren Sacca ®

A new user has requested access to the HHS-Accelerator system.

- To approve this request, please select a user role and permissions, fill out the member information or link to an existing organization member profile and
click the "Approve” button.

- To deny this request, please scroll to the bottom of the page and click the "Deny"” button.
* Indicates required fields
NYC.ID User Information
First Name Lauren
Middle Initial
Last Name Sacca
NYC.ID/Email Address |aurensacca@mailinator.com

HHS Accelerator System Permissions

* Choose one type of account to assign to this Read-Only
user: O Read-Only
(Read-Only permissions to the entire system)
Financials
D Level One
(Basic Permissions in the Financials, Document
Vault and Applications tab, Read-Only
Permissions to the Procurement tab)

' Level Two
(Basic Permissions PLUS Application, Budget
. gnature, Invoice i and
Document Sharing Permissions, Read-Only
Permissions to the Procurement tab)

Procurements

© Level one
(Basic Permissions in the Procurements,
Document Vault and Applications tab, Read-Only
Permissions to the Financials tab)

' Level Two
(Basic Permissions PLUS Application, Proposal
Submissicn/e-signature and Document Sharing
Permissions, Read-Only Permissions to the
Financials tab)

Financials and Procurements

© Level one
(Basic Permissions in the Financials,
Procurements, Document Vault and Applications
tab)

© Level Two
(Basic Permissions PLUS Application, Proposal
and Budget Submission/e-signature, Invoice
Submission and Document Sharing Permissions)

“ Would you like to assign this user the same ) ves, this user can also approve account
permissions you have as an Account requests and assign user roles.
Administrator?: & o

Member Information
* Office Title:  --- Select one --- v

Office Phone Number:
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7. If the correct profile
appears, click “Link
to Existing Profile.”
If not, click “Profile
not found.”

8. Choose an “Office
Title.”

9. Click “Approve.”
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Organization Information

Members & Users

Name Office Title
*llana Smith  Executive
*Jennifer Smith Executive
Lauren Sacca  Staff
*Misato Smith  Staff

Misato Tomato  Staff

Molly Stewart  Staff

Members & Users

Manage information about your organization's staff member and account users.

®
Email Address System User Member Status Actions
trnprov3emgr@mailinator.com Yes Active Edit Profile
trnprov3cmar@mailinator.cogy_Ye Active Edit Profile
aurensa((a@mailnator.mm Active Edit Profile
trnprov3bmgr@mailinator.com Yes Active Edit Profile
misatotomato@mailinator.com No Active Edit Profile
molly.stewart@mailinator.com No Active Edit Profile

The pending user will
now appear as a
System User (“Yes”)
and may access your
organization’s account.

Circumstances may also arise that require you to take system access away. Anyone whose information
has been added to the system during account set up or in response to the HHS Accelerator
Applications is considered a member of your organization. You may need to remove members that
have left your organization or those who no longer require system access. There are two ways to

remove users. You can:
e Remove members; or

e Deactivate system users.

We recommend that you remove and deactivate members and users that leave your organization.
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Removing Members from your Organization

To remove members from the organization (non-system users):

Text Size: A A A

Organization Document Applications Procurements  Financials EWEI @@
HHS Accelerator Information Vault Il Q,
Welcome: Misato Smith, Training Provider 3
Organization Information o
Basics Geography Languages Population Members & Users
Members & Users @
Manage information about your organization’s staff member and account users.
+ Add Member
Name Office Title Email Address <L el ey Actions
User Status
Barry Brown Board Chair / President trnprov3amgr@mailinator.co No Active Edit Profile
m
*Ilana Smith  Executive trnprov3emgr@mailinator.co Yes Active Edit Profile
m
*Jennifer Executive trnprov3emgr@mailinater.co  Yes Active Edit Profile
Smith m
Lauren Sacca laurensacca@mailinator.com  Pending Pending Review
Reguest
*Misato Smith Staff trnprov3bmgr@mailinator.co Yes Active Edit Profile
m
Misato Tomato Staff misatotomate@mailinator.co Yes Active Edit Profile
m
Molly Stewart molly.stewart@mailinator.co  Pending Pending Review
m Reguest

Organization Information

Basics Geography Languages

Population

Members & Users

Edit Member Profile: Molly Stewart

Edit member informaticn and system permissions.

* Indicates required fields
Member Information

* First Name:

Middle Initial:

* Last Name:

* Office Title:

Office Phone Number:

* Email Address:

Remove from Organization?

Indicate if this person neads to ba removed
from the izati

Mally

Stewart
Staff T
555-555-5555

molly.stewart@mailinator.com

¥ Remove this member

You may consider removing a member if they
are no longer associated with your
organization. If you only want to remove access
to the system, please check the Deactivate User
box above.

* Last Day with Organization: (mm/dd /yyyy):

12/08/201d | ™ °

o B
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1. Click the
“Organization
Information” tab.

2. Click the “Members
& Users” tab.

3. Click “Edit Profile.”

4. Click the check box
to remove the
member and input
last day with the
organization.

If you only want to remove

access to the system,

please check the

Deactivate User box

above.

5. Enter the individual’'s
Last day with
Organization.

6. Click “Save.”
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Organization Information

Basics Geography Languages Population Members & Users

Members & Users

Manage information about your erganization's staff member and account users.
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+ Add Member
Name Office Title Email Address B == Actions
User Status
*llana Smith  Executive trnprov3emgr@mailinater.co Yes Active Edit Profile
m
*Jennifer Executive trnprovicmgri@mailinator.co Yes Active Edit Profile
Smith m
Lzuren Sacea laurenzacca@mailinator.com Pending Pending Review
Reguest
*Misate Smith Staff trprovibmgri@mailinator.co Yes Active Edit Profile
m
Misate Tomato Staff misatotomate@mailinater.ce Yes Active Edit Profile

Edit Profile

m
Molly Stewart Staff molly.stewart@mailinator.co Mo
m

The member will now
appear as Inactive.

Please note that you cannot
permanently delete a
member and System user
from this Members& Users
table. You can only change
the status to “Inactive.”
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Deactivating System Users from your Organization
To deactivate active system users from the organization:

Text Size: A | A | A

Members & Users

Manage information abeut your organization's staff member and account users,

Organization Document Applications Procurements  Financials Eiil *@@
HHS Accelerator  ERETWELTW Vault I v
Welcome: Misato Smith, Training Provider 3
Organization Information o
Basics Geography Languages Population Members & Users

m

Misato Tomato Staff misatotomato@mailinator.co Yes

m

Molly Stewart molly.stewart@mailinator.co  Pending

m

+ Add Member
Name Office Title Email Address S e e Actions
User Status
Barry Brown  Board Chair / President trnprov3amgar@mailinator.co No Active Edit Profile
m
*Ilana Smith  Executive trprov3emgr@mailinator.co Yes Active Edit Profile
m
“Jennifer Executive trnprovicmar@mailinator.co Yes Active Edit Profile
Smith m
Lauren Sacca laurensacca@mailinator.com Pending Pending Review
Request
*Misato Smith  Staff trnprovibmor@mailinator.co Yes Active Edit Profile

Pending

Active Edit Profile °
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Click the
“Organization
Information”
button.

Click the
“Members &
Users” tab.

Click the “Edit
Profile” link.
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Organization Information

Edit member information and system permissions.
* Inficates requined ficlds
NYC.ID User Information
First Marme
Middle Initial
Last Marme
MYC.IDf Email Address

HHS Accelerator System Permissi

* Choose one type of account to assign te this
user:

* Would you like to assign this user the same
permissions you have as an Account
Administrator?:

Deactivate System User?

Qe Population

Members & Users
——

Edit Member Profile: Misato Tomato

Misato

Tomats

Read-Only
@ Read-Only
[Read-Only permissions 1o the entire system)
Financials
D Level One
{Basic Permisgions in the Finandals, Document
Wault and Applications tab, Read-Only
Pemissions to the Procunsment tab)

D Level Two
{Bagic Permissions PLUS Application, Budget
Submission/ e- Signature, Inveios Submission
and Document Sharing Permissions, Read-Only
Permissions to the Procunement tal)

Procurements

D Level One
(Basic Permissions in the Procumments,
Document Vaull and Applications tab, Read-
Onily Permissions to the Finandials tal)

D Level Twe
[Basic Permissions PLUS Application, Proposal
Sulbimissione-Signature and Dotument Sharing
Parmissions, Read-Only Permissions o the
Financials tals)

Financials and Procurements

@ Level One
{ Basic Permissions in the Financials,
Procurements, Document Vaull and Applications
talb)

® Level Twe
{Basic Pemissions PLUS Application, Proposal
and Budget Submission/e-signature, Invoice
Submission and Document Sharing Permissions)

@ yes, this user can alse approve account
requests and assign user roles.
® Ne

Indicate if this user should no longer hml ¥ Deactivate User I

asccess to the sy

Member Information
* Office Title:

Office Phone Number:

Remove from Organization?

Indicate if this person needs to be removed
from the organization:

You may consider removing a member if they
are no longer associated with your
organization. If you only want to remove
access to the system, please check the
Deactivate User box above.,

Stall ol

B remove this member
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Click the check
box to deactivate
the user.

Click “Save.”
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The “System User” column will change to “No” and the member will no longer have access to the
system.

Organization Information
Basics Geography Languages Population Members & Users
Members & Users @
Manage information about your organization's staff member and account users.
+ Add Member
Name Office Title Email Address System A Actions
User Status

*Ilana Smith  Executive trnprov3emgr@mailinator.co  Yes Active Edit Profile

m
*Jennifer Executive trnprov3cmgr@mailinator.co  Yes Active Edit Profile
Smith m
Lauren Sacca laurensacca@mailinator.com  Pending Pending Review Reguest
*Misato Smith  Staff trnprov3bmgr@mailinator.co  Yes Active Edit Profile

m
Misato Tomato Staff misatotomato@mailinator.coin No Active Edit Profile
Maolly Stewart  Staff molly.stewart@mailinator.com No Inactive Edit Profile

Managing Your Organization’s Profile

Managing your organization’s profile is a part of maintaining your relationship with the City. Your
organization’s profile is a part of your public identity visible to users with whom you share documents,
so your profile should accurately reflect your organizational goals and capabilities.

An organization’s profile information is maintained in the Organization Information section of the
system. You can update information in any of the tabs (Basics, Geography, Languages, etc.) and save
the changes by clicking “Save” at the bottom of the page.

Text Size: A | A A

Organization Document Applications  Procurements Financials Iﬂitl < 9@
HHS Accelerator Information Vault m L L

Welcome: Rena Papena, Training Provider 3

Organization Information

Basics Geography Languages Population Members & Users

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

* Employer Identification Number/Tax Identification 11-1111122
Mumber (EIN/TIN):

* Organization Legal Name: Training Provider 3 Update Legal Name
* Corporate Structure: | Non Profit v
Dun and Bradstreet Number (DUNS#)

* Accounting Peried:  Ju

¥ *ToJun ¥ Update Accounting Period

* Mission Statement: [To Strengthen Communities and
Educate Children

104 characters left
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Updating Your Organization’s Legal Name
To update your organization’s legal name:

Text Size: A | A A

&0 &

Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Welcome: Misato Smith. Training Provider 3

Organization Information

Basics Geography Languages Population Members & Users

Basics @

Please fill out the form below as accurately as possible. This information will determine what documents you are required to uplead.

* Indicates required fields

General Information

* Employer Identification Number/Tax Identification 11-1111122
Number (EIN/TIN):
* Organization Legal Name: Training Provider 3 °
* Corporate Structure: | Non Profit W
Dun and Bradstreet Number (DUNS#)
* Accounting Peried: Jul ¥ *To Jun ¥

* Mission Statement: To Strengthen Communities and
Educate Children

104 characters left

Motice: Please complete the fields below to reguest a name change.
* Indicates required fields

Current Organization Legal Name:
Training Provider 2

* Proposed Organization Legal Name: °

* Reasons for updating your Organization Legal Name: °

250 characters left

Submit Request | 5 )

Click the
“Organization
Information” button.

Click the “Update
Legal Name” button.

Enter the new Legal
Name of your
organization as it
appears on your
Certificate of
Incorporation (or
equivalent).

Enter your reasons
for updating your
Organization Legal
Name.

Click the “Submit
Request” button.

An HHS Accelerator staff member will then review this information, and manually approve. The update

will not be reflected in the system until it is approved.
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Updating Your Accounting Period

Before you can update your organization’s accounting period, please be sure that your filings are
current, complete and loaded into the Document Vault prior to your request. If you do not have the
proper forms filed, you will not be able to request an update. To request an update to your accounting

period:

o Text Size: A | A A

470 &

Organization Document Applications Procurements Financials
HHS Accelerator Information Vault

Welcome: Misato Smith. Training Provider 3

Organization Information

Basics Geography Languages Population Members & Users

Basics @

Please fill out the form below as accurately as possible. This information will determine what documents you are required to uplead.

* Indicates required fields

General Information

* Employer Identification Number/Tax Identification 11-1111122
Number (EIN/TIN):

* Qrganization Legal Name: Training Provider 3
* Corporate Structure: | Non Profit v
Dun and Bradstreet Number (DUNS#)
* Accounting Period: Jul ¥ *To Jun ¥

°

* Mission Statement: To Strengthen Communities and
Educate Children

104 characters left

Motice: Updating your organization's accounting peried will affect when HHS Accelerator will
require you to update your financial documentation which may affect your status as an
Approved provider.

*Indicates required fields
Current accounting period: | * To | Jun T o
* New accounting period: |Month * | To|Menth = |

* Calendar year in which this | |°
change becomes

effective(YYYY):

] 2O

Page 16 of 23

Click the
“Organization
Information” button.

Click the “Update
Accounting Period”
button.

Enter the new
accounting period.

Enter Calendar year
the new period
becomes effective.

Click the “Update”
button.
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Managing Multiple Accounts by a Single User

Requesting Access to Multiple Accounts

Users who manage accounts for multiple organizations are able to access each organization’s
account through a single NYC.ID. To request access to additional organization’s accounts please
contact the MOCS Service Desk and include your name, NYC.ID, current organization and
organization you wish to request accessto.

Navigating between Multiple Accounts

Users who are granted access to multiple accounts have the option to select which organization they
would like to access after entering their login credentials.

The Official Website of the City of New York m Text Size

HHS Accelerator

HHS Accelerator provides centralized access to the City's

Human Service funding opportunities and the ability to complete 1. Enter your “NYC.ID”
financial transactions. Please create a NYC.ID if you require access to and “Password.”
HHS Accelerator.
2. Click “Login.”

Your NYC.ID is the email
) address used in the initial
Login account set up.

Log in using your NYC account. Q Log in using one of these options:

Email Address or Usermname: *
wEmpioyees

Password: ~

=T @

Create Account
Forgot Password

or

Report an Issue
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3. Select an
organization
from the
“Select/Search

Text Size: A | A | A for

HHS Accelerator organization”
drop-down menu
Please use the type ahead field or click on the drop down arrow below to select the organization you would like to log in to. or Start typlng
If you want to log into a different organization after your selection below, you can click the Switch Organizatas icon in the top right corner. the nam e Of the

Select/Search for Organization: IRSU-AT Provider 10 - e . . .

organization In

the box.

Select an Organization

Training Provider 3
RSUAT Provider 10

If an organization does not
appear in the drop down
menu or when typed
please contact the MOCS
Service Desk to request
access.

Text Size: A | A A

HHS Accelerator

Select an Organization

Please use the type ahead field or click on the drop down arrow below to select the organization you would like to log in to.
If you want to log into a different organization after your selection below, you can click the Switch Organization icon in the top right corner.

H 13 H ”»
Select/Search for Organization: [RSUAT Provider 10 H 4- C“Ck LOgIn .

Once logged into the system, users can switch between organizations
without completing logging out.

5. To switch accounts
click the “Switch

Organization Document Applications Procurements  Financ| y
HHS Accelerator  [pfarmation Vault )
Waelcome: Rera Papena. Training Provider 3 L
Provider Homepage @ User” Icon.
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Managing Contract Access

Any user with a Financials role (L1 or L2) who has Account Administrator privileges is able to restrict
system users from accessing specific contracts in the Financials module. Restriction to a contract can
be reversed only by someone in a Financials role with Account Administrator privileges.

Restricting System User Access to a Contract

Text Size: A | a | A

Organization Document Applications Procurements Financials o
HHS Accelerator  Information Vault 7
Welcome: Mister Tikerius, Tempura
Provider Homepage @
Application/Filings

HHS Prequalification is now hested in PASSPort - it is streamlined and easier than ever to complete! If your organizaticn wishes to begin the HHS
Prequalification application process or has 2 pending prequalification application in HHS Accelerstor, you must submit @ new application in PASSPort. Tor
complete an HHS Prequalification Application in PASSPort, you must have 2 PASSPort account. Click here to create 3 PASSPert account using your NYC,ID
or to log inta an existing PASSPort 2ccount, The same NYC.ID lagin credentials you use to access HHS Accelerator may be used to login or create an

account in PASSPort. 1- CIIC k the

Once logged inte your PASSPart account, follow the instructions below to begin the HHS Prequalification Application process in PASSPort: L Financials”

1. Navigate to the RFx tab on the top banner and select Browse Prequalified Lists from the dropdown.

2. Search for the HHS Accelerztor Prequalification application 2nd click on the PQL label to zccess the application. m OdUIe to get to

3. Click the Create New Application button located at the top of the page, complete the questionnaire, and click Submit for Review. .
the Contract List

Procurements -+ screen.
RFPs you're eligible for will be released within 30 days RFPs with draft or submitted propesals
RFPs you're eligible for have due dates within 30 days RFPs with proposals determined eligible for award

Financials ]
Budgets pending submissicn Active Budgets

Budgets retumed for revision Budgets pending approval

Modifications and Updates pending submissicn Madifications and Updates pending approval

Modifications and Updates returned for revision Inweices pending approval
Invoices pending submission Contracts pending registration

Invoices returned for revision

Text Size: A A | A

[ K |

Welcome: Participant Twelve, Training Provider 1

Organization Document Applications Procurements

HHS Accelerator Information Vault

Financials
Budget List Invoice List Payment List Amendment List
Contract List ®

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

Filter Contracts y | COntracts: 201

Total Value of Active Contracts: $502500000 12345 > Next
'T’i'::“'e'“e"uc"“m“ Agency cT# ‘fa'::;a;)t Last Updated Status v  Action
AGN - Finance DHS CT83  DHS CT300000135 2,500,000.00 05/15/2014 Registered
AGN - Finance DOP CT17 ~ DOP CT300000093 2,500,000.00 05/15/2014 Registered
AGN - Finance ACS CT33  ACS CT300000089 2,500,000.00 05/15/2014 Registered
AGN - Finance ACS CT34  ACS CT300000100 2,500,000.00 05/15/2014 Registered | USer Access 2 Flnd the Contract
AGN - Finance ACS CT35  ACS CT300000101 2,500,000.00 05/15/2014 Registered | Ineedto.. v

you intend to
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HHS Accelerator

Assign Users

Use the add and remove buttons to set user restrictions for this contract. Users without access can see the
record of this contract in the Contract List but are unable to view contract details or the details of related
budgets, invoices, payments, and amendments. Additionally, specific document types related to these entities

will be restricted in the Document Vault.

* Procurement/Contract Title: AGN - Finance DHS CT82

“ Agency: DHS

“CT#: CT300000135

* Contract Value: 2,500,000,

User with Access

Misato Tomato-L2-misatotomato@mailir «
Participant Eight-L2-trnprovifiscal8@m:
Participant Eleven-L2-trnprov1fiscall 1@
Participant Fifteen-L2-trnprovifiscall5@
Participant Five-L2-trnprovifiscal5@mai
Participant Four-L2-trnprovifiscal4@ma
Participant Fourteen-L2-trnprovifiscalls
Participant Nine-L2-trnprovifiscalo@ma
Participant Nineteen-L2-trnprovifiscall¢
Participant One-L2-trnprovifiscall@mai ™

User without Access

Participant Eighteen-L2-trnprovifiscal 18@i

< o
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restrict a user
from accessing.

3. Click the
“Action” drop-
down
corresponding to
that contract.

4. Select “User
Access.”

5. Click to select
the Financials
user you plan to
restrict from
accessing this
contract.

6. Click the single
arrow icon to
move the user to
the “User
without
Access” box.

The double arrow icon
moves all Financials
users over to the
“User without Access”

selection box.

7. Click “Save” to
confirm
restriction for the
selected user(s).



HHS Accelerator

Organization Document
HHS Accelerator Information Vault
Financials
m Budget List Invoice List Payment List Amendment List

Contract List

W/ The contract user access has successfully changed.

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

Filter Contracts w

Procurement/Contract

Title

AGN -

AGN -

AGN -

AGN -

AGN -

Finance DHS CT83
Finance DOP CT17
Finance ACS CT33
Finance ACS CT34

Finance ACS CT35

Contracts: 201
Total Value of Active Contracts: $502500000

Agency

DHS
DOP
ACS
ACS
ACS

CT#

CT300000135

CT300000093

CT300000099

CT300000100

CT300000101

Contract
Value(s)

2,500,000.00
2,500,000.00
2,500,000.00
2,500,000.00

2,500,000.00

Last Updated

05/15/2014
05/15/2014
05/15/2014
05/15/2014

05/15/2014

Welcom

Text Size: A | o | A

Applications Procurements Iﬁ' ;L’ﬁ\j EI!IE\ _@@ E‘

e: Participant Twelve, Training Provider 1

Status v  Action

Registered
Registered
Registered
Registered

Registered

I need to...
I need to...
I need to...
I need to...

I need to...

A green confirmation
message will display
confirming the change
to User Access
displays on the
Contract List.

A user with restricted from a contract will have limited access to documents in the

Document Vault.

A user restricted from a contract will have limited access to documents in the Document Vault. The user
will not be able to open a file if it is linked to the restricted contract and categorized as one of the
Document Types below. However, if the document is linked both to the restricted contractand to a
contract for which the user has full access, the user will be able to open the file from the Document

Vault.

Document Types that can be restricted from users:

o Administrative Overhead Documentation

O O O OO OO O0OO0OO0OO0OO0OO0

Banking Documentation
Consultant Agreement

Cost Allocation Plan

Debt Service Documentation
Direct Deposit/Electronic Funds Transfer (EFT) Vendor Payment Enrollment Form
Financial Disclosure Forms
Fringe Benefits Justification
Indirect Rate Justification
Paystubs
Program Income Documentation
Real Estate Tax Documentation
Recoupment Justification Documentation
Subcontractor Agreement
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HHS Accelerator

Return System UserAccess to a Contract

Text Size: A | A | A

m Organization Document Applications Procurements  Financials ‘ a@ '
HMS Accelerator  Information Vault "_-. L

‘Welcoma:! Mister Tierus, Tempura

Provider Homepage ®
Application/ Filings

HHE Prequalilication is now hosted in PASSPo s straamiined and easier U ewer Lo complete! I

rur organization wishes (o begin the HHS

Pregualifi application process or has a g pregualification applicati it HHS Accelerator, you must submil a new application in PASSPort. To
cormplete an HHS Pregualification Application in PASSPort, you must have a PASSPort account. Click here (o create a PASSPort account using your WYC.ID
or b 0g inbe an existing PASSPort account. The same NYCID kegin credentials you use W access HHS Accelerator may be used Lo login or creale an H
account n PASSPort 1. Click the
[13 =H H ”»
Onee logged into your PASSPOIT acoount, follvw the instructions below Lo begin the HHS Prequalification Application procass in PASSPorL: Flnanclals
1. Mavigate to the RFx tab on the top banner and select Browse Prequalified Lists from the dropdown. tab tO et tO the
2. Search for the HHS Accelerator Preqgualification ag, i L an Uhe PQL label 1o access the application. g
3. Click the Create New Application bution located at the top of the page, complete the guestionnaire, and dick Submit for Review.

Contract List
[ —— screen.

RFPs you're eligible for will be rebeased within 30 days RFP5 with draft or submitted proposals
RFPs you're eligible for have due dates within 30 days RFPs with proposals determined eligible fer award
(et ___________________________________ 3
Budgets pending submission Active Budgets
Budgets returned lor revision Budgets pending approval
Modilications and Updates pending sulbsmission Modilications and Updates panding approval
Modifications and Updates retumed lor revision Invoices pending appraval
Invoiczs pending subrmission Contracts pending registration

Inwoices returned far revision

Documents Shared with your Organization NYC.ID Account Management

Organ

ations have shared 1 or more docur with you. 0 User account requests requiring action
Salect an organization below and press "Co wa” Lo view Uhose
— Update Your NYCID Profile

v m NYC.ID lakes several minules to Synchronize with HHS Adcelerator. The
next time you log in, your WYCID profile will be wpdated.

- Select an Organization -

Text Size: A | o | A

2. Find the contract

Organization Document Applications Procurements '@ H
HHS Accelerator [n%ﬂrmaﬁnn Vault PP ﬁh L @ i fOf WhICh yOU
—
‘Welcome: Participant Twelve, Training Provider 1 Intend tO edit
Financials user access
Budget List Invoice List Payment List Amendment List
Contract List ® 3. Click the

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

“Action” drop-
Contracts: 201

Filter Contracts w

Total Value of Active Contracts: $502500000 12345z Mext down
_';x“""“e““c"““d Agency cT# vca‘::;a;)t Last Updated Status v Action correspon dlng to
AGN - Finance DHS CT83  DHS CT300000135 2,500,000.00 05/15/2014 Registered
, ‘ L need to... that contract.
AGN - Finance DOP CT17 ~ DOP CT300000093 2,500,000.00 05/15/2014 Registered | \iews Amendments
AGN - Finance ACS CT33  ACS CT300000099 2,500,000.00 05/15/2014 Registereq | View Budget
View Invoices

AGN - Finance ACS CT34  ACS CT300000100 2,500,000.00 05/15/2014 Registered | USer Access

AGN - Finance ACS CT35  ACS CT300000101 2,500,000.00 05/15/2014 Registered I need to... A

4. Select “User
Access.”
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HHS Accelerator

Assign Users

Use the add and remove buttons to set user restrictions for this contract. Users without access can see the
recerd of this contract in the Centract List but are unable to view contract details or the details of related
budgets, invoices, payments, and amendments. Additionally, specific document types related to these entities

will be restricted in the Document Vault.
* Procurement/Contract Title:
* Agency:
“CT#:
* Contract Value:

User with Access

Misate Tomate-L2-misatotomato@mailir «

AGN - Finance DHS CT82
DHS
CT300000135

2,500,000.00

Participant Eight-L2-trnprovifiscal3@m:
Participant Five-L2-trnprovifiscalS@mai
Participant Four-L2-trnprovifiscald@ma
Participant Fourteen-L2-trnprovifiscalle
Participant Nine-L2-trnprovifiscald@ma
Participant Nineteen-L2-trnprovifiscall¢
Participant One-L2-trnprovifiscall@mai
Participant Seven-L2-trnprovifiscal 7@

>
<]

Participant Seventeen-L2-trnprovifiscal ™ e

User without Access

Participant Eighteen-L2-trnprovifiscal18@i
Participant Fifteen-L2-tmprov1fiscall5@m I

Organization

HHS Accelerator Information

Document
Vault

Applications Procurements ﬂ
e

Text Size: A | A A

Welcome: Participant Twelve. Training Provider 1

Financials
Contract List Budget List Invoice List List A di List
Contract List
| &/ The contract user access has successfully changed.
Listed below are the contracts for your organization. A default filter has been applied.
Filter Contracts y | Contracts: 201
Total Value of Active Contracts: $502500000 12345 > Next
Procurement/Contract Contract
Age CT# Last ted Statu: Actiol
Title nev Value(s) -5t UPda s "
AGN - Finance DHS CT83  DHS CT300000135 2,500,000.00 05/15/2014 Registered I need to...
AGN - Finance DOP CT17  DOP CT300000093 2,500,000.00 05/15/2014 Registered I need to...
AGN - Finance ACS CT33  ACS CT300000099 2,500,000.00 05/15/2014 Registered I need to...
AGN - Finance ACS CT34  ACS CT300000100 2,500,000.00 05/15/2014 Registered I need to...
AGN - Finance ACS CT35  ACS CT300000101 2,500,000.00 05/15/2014 Registered Ineedto...
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5. Click to select
the restricted
Financials user
to whom you are
returning access
from the “User
without
Access” box.

6. Click the single
arrow icon to
move the user
back to the
“User with
Access” box.

The double arrow icon
moves all Financials
users over.

7. Click “Save” to
confirm the
access change
for the selected
user(s).

A green confirmation
message will display
confirming the change
to User Access
displays on the
Contract List.





