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Introduction to the Document Vault

The Document Vault provides your organization with a secure digital filing cabinet for important
organizational documentation. The Document Vault also allows you to upload required documents
necessary to obtain and maintain eligibility to conduct business with the City of New York. The
Document Vault enables direct and secure transmission of documents to the HHS Accelerator Team,
City Agencies, other funders and Client and Community-based Services Providers.

The Document Vault provides:
e A secure and paperless system
¢ Document accessibility controls
o Easy access to documents required to do business with the City and other funders
e Automated system reminders for expiration of critical documents

By default, when a document is uploaded to the Document Vault, it is private—only members of your
organization who have been granted access to your organization’s HHS Accelerator Account can view
those documents. However, the Document Vault makes it easy for users to grant permission to other
organizations (Foundations, City Agencies, etc.) to view documents.

Please remember to obtain all necessary approval before uploading any of your organization’s
documents to the Document Vault. Any material that may be deemed offensive or inappropriate is not
to be stored in the Document Vault.

Key Documents to Maintain in your Document Vaulit

The following are examples of documents that may prove useful to store in your Document Vault.
Document names followed by an asterisk (*) are required by the HHS Accelerator Application process.

Corporate Structure Documents Financial Documents

¢ Annual Report e A-133, OMB Single Audit Report*

e Board List (including officers and length of ¢ Board Approved Organization Budget
term)* e CHARS500, Annual Filing for Charitable

e Certificate of Incorporation* Organizations*

e Certificate of Insurance Form e Independent Audit or Certified Public

o Certificate of Occupancy or Place of Account (CPA) Review Report*
Assembly Permit e IRS Form 990.

o Chief Executive Officer (CEO) Resume or
equivalent* Policy Documents

e Corporate By-Laws* e Fiscal Manual

¢ IRS Determination Letter* e Policy and Procedures Manual

e Lease or Rental Agreement ¢ Human Resources or Personnel Policy

e Organizational Chart* Manual.

e Reference Letters

o WO,
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Document Vault Navigation

You must log into your HHS Accelerator Account to view and maintain documents your organization
wants to store and share with other organizations. Click the “Document Vault” button at the top of the
page to access your Document Vault.

m e
Organization Document Application 7 @
HHS Accelerator Information Vault L
Welcome: Ann M Smith, Child Care Services
Document Vault ®
- a
Manage documents loaded by vour orgamzatmn.
I Filter Documents v | 4 Upload | | ® ® c
Document Name Document Type Modified Shared Actions d
A-133 A-133 12/13/2012  Not Shared |I need to.__ i
O Board of Directors Board Tyl UEtar 12/13/2012 Not Shared |I need to.. Vl
Equivalent
O certificate of incorporation Certlﬂ;ate of Incorporation 12/13/2012 Not Shared |I need to._ Vl
or equivalent
: Chief E tive Offi CEO
O Ann Smith Resume et Executive = ) 12/13/2012 Not Shared |I need to.. V|
Resume or Equivalent
Corporate By-Laws Corporate By-Laws 12/13/2012 Not Shared |I need to... Vl
[F Independent Audit Independent Audit 12/13/2012 Not Shared |I need to.__ Vl
O IRS Determination Letter IRS Determination Letter 12/13/2012 Not Shared |I need to... Vl
[501(c)3]
il Organizational Chart Organizational Chart 12/13/2012 Not Shared |I need to._ V|

Document Management Tabs.

b | Click the checkbox to share all documents.

Column displays the status of documents shared with HHS Accelerator
or a 3" Party organization.

d | Document Controls (View Document, View Information, Delete).

Click the checkbox next to an individual document name to share only
e | that specific document.
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Uploading a New Document

You must be logged into your account to upload a new document to your Document Vault. Once logged
in, click the “Document Vault” button at the top of the page to access your Document Vault.

Organization Document Application
Information Vault

HHS Accelerator

Text Size: A | A |A

Welcome: Ann M Smith, Child Care Services

Document Vault

Manage documents loaded by your organization.

Filter Documents v § ¢ Upload ® (]

Document Name + L

Document Type +

A-133 A-133

O Board of Directors Board of Directors List or
— Equivalent

Modified = Shared =

12/13/2012  Not Shared

12/13/2012  Not Shared

0]

Actions

r Documen I“HMI

Upload Document

|| uUpload Document

L G R S R BN il B Step 2: Document Infermation

Select a document category and document type, then browse your == —nuter for the file to upload.

* Indicates a Required Field 2
* Document Category: ~
= Document Type: 3
= Select the file to upload: | | Browse.] 4
Organizational Chart Organizational Chart 12/13/2012 Not Shared

Page 5 of 21
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1. Click the “Upload”
tab to upload a new
document.

2. Select the
“Document
Category.”

3. Select the
“Document Type.”

4. Click “Browse” to
locate the document
to upload.
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Choose File to Upload L

Lok in | My Documents ﬂ Q& &
_2 |7 Adobe Captivate Cached Projects E_]Independent Audit
! (CT)My Adobe Captivate Projects |E|_]IRS Dietermination Letter
My Recent | My Music B 30hn Smith Resume 5
Dl @My Pictures 4] 10hn Smith Resume
r[_' 4133 B organizational Chart
i8] et Adm Sereenshok P arenting Classes Conkract
Desktop i8] et Adm Sereenshokz BR1 Scresnshiot - Acct Adm 5 . SEleCt the document
) fter Schoal Academic Support and Enrichment Cortract E¥R1 Scresnshiot - withdraws H
J i8] ann Jones Resume = 2mple Char you WISh to u pload .
. D ] 4nn Smith Resumes Bz ample Char
y Hostments @]Application Screenshots [] Sample char 500
= i8] application Screenshots_2 E5Training Deliverable Status,
) W Board of Direckors 4] Training_status_Update_1: 1 1 ”
Q,.! oo o D i ria_prehs_Updete. 6. Click “Open.
u T - cettificate_of _incarporation I_]\u'lnce Harris Resume
y Comnputer =
@Corporate By-Laws
@ z
by Metwork, File name: | ﬂ Open
Places
Files of ype: |AII Files ("% j Cancel
6

The selected file’s location
: : will populate the ‘Select the
gpload Document file to upload’ field.
Upload Document

Step 2: Document Information | | .
7. Enter the desired

Select a document category and document type, then browse your computer for the file to upload. “Document Name ’

= Indicates a Required Field
~ Document Category: |Organization Basics v

* Document Type:  Certificate of Incorporation or equivalent o

| The "Document Name"

& (e (s | | field will dfafa_ult to the
7 | document's file name.

= Select the file to upload: |\\du\tt,nycnet\runl\:lMTCillI Browse__|

8. Click “Next.”

9. Click the calendar
icon and select the

| | document’s

| | “Effective Date.”

Step 1: File Selection SRRl LT 0@ (g GG | |

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

Upload Document

Upload Document

Where an effective date is
not applicable, please enter
the date the document was
officially approved by your
B organization for sharing

File Type: PDF | |

_ | externally.
= Effective Date(mm/dd/yyyy): I:I 9 10

= Indicates a Required Field
Document Category: Organization Basics

Document Type: Certificate of Incorporation or equivalent

Document Name: Certificate of Incorporation

10. Click “Upload
Document.”
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Upload Document

The system begins to
process your request and
upload your document. The
Uploading Document... time required for your
document’s upload will vary
based on the size of the file
and the speed of your
internet connection and
may take a few minutes.

This may take up to several minutes depending on document size.

A
L‘Q It is important that you create unique file names for new files uploaded to your
Document Vault, as newly uploaded documents with duplicate file names will overwrite
preexisting documents.

Upload Confirmation

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

Text Size: A A A

m Organization Document Application =7 @
HHS Accelerator Information Vault Il A4

Welcome: Ann M Smith, Child Care Services

Document Vault ®
Manage documents loaded by your organization.
&/ The file was successfully uploaded to your Document Vault. ‘
Filter Documents w | |f Upload | L] Share [@Un-Share Al (@Un-Shizre by Provider
Document Name + Document Type + Modified + Shared + Actions
O  a133 A-123 12/13/2012  Not Shared [Ineedto. v
. B d of Direct List
O Board of Directors oard of birectors List or 12/13/2012 Not Shared |I need to._ v|
Equivalent
. . Certificate of I ti
O Certificate of Incorporation ertincate ot Incorporation 12/13/2012 Not Shared |I need to._ v|
or equivalent
. . . Certificate of I ti
O certificate of incorporation ertincate of Incorporation 12/13/2012 Not Shared |I need to._ v|
or equivalent
. Chief E tive Offi CEO
O Ann Smith Resume e Executive icer ( ) 12/13/2012 Not Shared |I need to._ v|
Resume or Equivalent
O Corporate By-Laws Corporate By-Laws 12/13/2012 Not Shared |I need to__ v|
O Independent Audit Independent Audit 12/13/2012 Not Shared |I need to__. v|
. . IRS Det ination Lett
O IRS Determination Letter erermination Letter 12/13/2012  MNot Shared |I need to... v|
[501(c)3]
O Organizational Chart Organizational Chart 12/13/2012 Not Shared |I need to__. v|
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Filtering your Documents

Your Document Vault can be filtered to quickly and easily locate documents. Populate the fields in the
Filter Documents function to narrow down the results of your search. You may search by more specific
details; Document Category, Document Type or by more general details; Provider/Funder, NYC Agency
and period of modification.

m o
Organization Document Application = @
HHS Accelerator Information Vault bl

Welcome: Ann M Smith, Child Care Services

Document Vault ®
anage docyments loaded by your organization.
Filter Documents v| |f Upload | L1 Share @Un-Share Al @UR-Share by Provider
2 Actions
Document Category: | v|
|I need to... Vl
Document Type:
— W
Modified from: || need fo... |
Modified To: E [ needto.. v
Clear Filters | 3115
- |I need to... Vl

T ST AT

Document Vault Actions

Document actions are selected from the ‘Actions’ column; and can only be applied to the document in
the line item. From this window, you are able to preview your documents and the documents’
information, as well as delete documents.

HHS Accelerator Information

M TextSize: A A A
Organization Document L N

Ineedto... v

View Document

View Document Information
Document Vault Delete Document ®

Manage documents loaded by your organization.

Filter Documents ¥ H 4 Upload H sl Share || ® Uun-Share All H ® Un-Share by Provider | | > Next
[ Document Name Document Type Modified — Shared I Actions 1

)
[T Corrective Action Plan 2012 Corrective Action Plan 04/15/2012 Not Shared I need to... v
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Viewing Documents

Your Document Vault documents can be viewed in the file previewer.

Organization

HHS Accelerator Information

Document " .
By

Document Vault

Manage documents loaded by your organization.

| Filter Documents ¥ | ¢ upload H 43 Shar

2 H@ Un-Share All

H@‘ n-Share by Provid

I need to...
Ineedto...
1 View Document
View Document Information
Delete Document

ler ‘ N \l

[7] Document Name Document Type

[0 Corrective Action Plan 2012

Corrective Action Plan

Modified ~

04/15/2012

Shared Actions

Not Shared I I need to...

ext

—
v

ARA [ &6 BG

Small Business
Services

1. Select “View
Document” from the
Actions column of the
document you wish to
view.

Or, click the “Document
Name” hyperlink from
your Document Vault.

Your Document will
appear in a viewer
window

The Document Vault’s file preview opens the file within the HHS Accelerator System to allow each
document to be printed, magnified, rotated and resized.

Deleting Documents from your Document Vault

The Document Vault offers versioning features, to maintain version tracking and maintenance. To
maintain document version history it is advised that instead of deleting documents from your Document
Vault, you ‘Upload a New Version'. See ‘Uploading a New Version of your Document’ for more

information.

Once afile is deleted from your Document Vault, it is permanently erased and cannot be
recovered. Should you choose to delete a file from your Document Vault; it is advised that you always
save a copy for record-keeping purposes.
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m Organization Document Application
HHS Accelerator Information Vault PP

Document Vault

I need to...

View Document

View Document Information
1 Delete Document

Manage documents loaded by your organization.

Filter Documents ¥ ” £ Upload H sl Share ” ® Un-Share All I] ® Un-Share by Provider

o8 Remove Document from Document Vault b 4

g Are you sure you want to delete this document? 2
4 e 5

= "

X" PR o fem g ) .
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% Next
[[] Document Name Document Type Modified ~ Shared Actions ;
[T] Corrective Action Plan 2012 Corrective Action Plan 04/15/2012 Not Shared I need to... -
rs List or Equivalent 10724720

1. Select “Delete
Document” from the
actions dropdown of
the document you
wish to delete.

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

2. Click “Yes” to delete
your document.

The document will then be
permanently removed from
your Document Vault.
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Downloading Documents from your Document Vault

Documents found in your Document Vault can be downloaded to your Organization’s computer.

Ineedto...
Organization Document .
HHS Accelerator Information Vault PP

1 View Document
View Document Information
Delete Document

Document Vault

Manage documents loaded by your organization.

Fiter Documents ¥ || & upload |[{J) Share |[@® Un-Share All |[® Un-Share by Provider |

[[] Document Name Document Type Modified ~ Shared Actions

[0 Corrective Action Plan 2012 Corrective Action Plan 04/15/2012 Not Shared I need to...

—m Edit View Favorites Tools Help

X ﬁComeﬂ - Select

CERT OF INC, established 1908

m———

| £| Save document... u
Savein: W Desktop - @ ¥ e m.
T= = b i
s ) ibraries
System Fold =
Recent Places JEJ ystem Folder T
£ 1 M3 ha
| - )& Sy der
Desktop
— [ L/ Computer
—— ¥ ‘ System Folder
1 :
Libraries
) MNetweork
L&u | System Folder
- s
Computer Adobe Acrobat X Pro
Shortcut
% 198 KB
Metwork ' Montoemont 4
File name: - [ save |
Save as type: [NI Files () v] [ Cancel ]
e
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1. Select “View
Document” from the
actions dropdown of
the document you
wish to download.

A new browser window will
open displaying the
document in the Document
Vault file previewer:

2. Click the “Save
Document” icon.

3. Select the location for
your document.

4. Click “Save.”
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Sharing Documents from your Document Vault

There are many reasons that an organization might want to share a document. Organizations can
share promotional information (flyers, brochures, or capability statements) to promote their services.
Organizations can also share organizational charts, reports or a list of the Board of Directors to allow
Agencies, or potential partners a view into their organization’s structure or governance. 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.

Navigate to the Document Vault by clicking on the “Document Vault” tab.

TextSize: A | A A

m Organization Document Application 7 @ 1. SEIECt the
HHS Accelerator Information ﬁ L

e e e document(s) you

Document Vault 2 ® W|Sh to Share by
Manage documents loaded by your orge Lon. CI|Ck|ng the Check
Filter Documents v |4 Upload ) Share e s
. . oL . _ box(es) to the left of
Document Name + Document Type + Modified = Shared + Actions
O a3z A-133 12/13/2012  Not Shared the document(S).
Board of Directors gzjlrfafefnilrectors LERCT 12/13/2012  Not Shared | need to... v
; You may select more than
Certificate of Incorporation gre:ﬁii:eﬁmmmmatmn 12/13/2012  Not Shared y .
one document at a time.
O certificate of incorporation EEEIEE (e 12/13/2012  Not Shared
or equivalent
N Chief Executive Officer (CEO) .
O Ann Smith Resume Resume or Equivalent 12/13/2012  Not Shared | need to_ ¥ 2. CIICk the “Share”
O Corporate By-laws Corporate By-Laws 12/13/2012  Not Shared tab
O Independent Audit Independent Audit 12/13/2012  Not Shared
[0 RS Determination Letter IRS Determination Letter 15012 Not Shared
[501(c)3]
O Oraanizational Chart Organizational Chart 12/13/2012  Not Shared

= SR

Share Document(s) - Step 1

CL R T W e [ = e Step 2: Select Organizations — Step 3: Select NYC Agencies  Step 4: Confirm Selections

E You have selected the following documents to grant "read-only™ access to other NYC providers and/or NYC Agencies.

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

| | - Click "Next" to continue with these documents ||
Document Name Document Type o A pOp-Up will Open
Board of Directors Board of Directors List or Equivalent = requesting that you Confil’m
Certificate of Incorporation Certificate of Incorporation or equivalent -

the documents you have
chosen to share.

3. Click “Next.”

3
s E‘
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Now you're able to select the organizations you’d like to share your documents
with. If you do not wish to share with other Organizations, click “Next.”

Share Document(s) - Step 2

4. Type the name(s) of
If vou would like to grant another NYC organization access to your documents, you can use the search below to find them by H H
their name of incorporation(enter in at least 3 characters) and click the "Add" button. Once complete, click the "Next” button the Organlzatlon(s)

you’d like to share
your document with.

If you do not want to grant another NYC organization access to your documents, dick the "Next” button now.

+ Add|Provider

Granting access to the following:

5
5. Click “Add
Provider.”

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

organization separately.

6. Click “Next.”

If you do not wish to grant access to other Agencies, click “Next.”

Share Document(s) - Step 3

If you would like to grant an NYC Agency access to your documents, select them from the drop-down and click the "Add 7
Agency” button. Once complete, click the "Next” button

Select one or more
Agencies to share
your document with.

If you do not want to grant an NYC Agency access to your documents, click the "Next” button now.

[AIINYC Agencies v 8
ACS - Administration for Children’s Services H 113 LL
C.JC - Criminal Justice Coordinator 8 CIICk Add Ag en Cy
DFTA - Department for the Aging

DHS - Department of Homeless Senvices

DOHMH - Department of Health and Mental Hygiene .

DQC - Department of Corrections If yOU W|Sh tO add more

DOP - Department of Probation

DYCD - Department of Youth and Community Development than 0ne1 y0U mUSt add

HPD - Department of Housing Preservation and Development

HRA - Human Resources Administration eaCh addltlonal

SBS - Small Business Serices

Test Agency organization separately.

9. Click “Next.”
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—INTOTTITETTOTT—

Share Document(s) - Step 4

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

Please confirm that ALL the providers and/or N¥C agencies listed below will be granted access to ALL the following documents.
Click the "Back” button ta change your selections ar the "Finish” button to grant access

I grant the following organizations/agencies
Provider/NYC Agency Name

access to the following documents:

Document Name Document Type

ACS - Administration for Children's Services . Board of Directors List or
Board of Directors Equivalent
DYCD - Department of Youth and Community H
Development Certificate of Incorporation or 10 . Conflrm your
Certificate of Incorporation T Selectlons and then
1

click “Finish.”

The system will then direct you back to your Document Vault to confirm the updated status of your
documents. The status of the documents you selected will now be “Shared.”

Text Size: AT A A

Organization Document Application

| -
HHS Accelerator Information Vault Q_,.’)‘ @ ]

- N
Welcome: Ann M Smith, Child Care Services

Document Vault

Manage documents loaded by your organization.

&/ ACS - Administration For Children's Services and DYCD - Department Of Youth And Community Development have been granted access to
the following documents: Board of Directors,Certificate of Incorporation

Filter Documents v  <¢ Upload @ Shizre @Un-share Al | @Un-Share by Provider

Document Name + *

Document Type + Modified + Shared + Actions
O a3z A-123 12/13/2012  Not Shared [Ineedto. v
O Board of Directors Board T EEames s i 12/13/2012 Shared |I need to... V|
Equivalent e
. . Certificate of I ti
O Certificate of Incorporation ertincate ot Incorporation 12/13/2012 Shared |I need to._ v|
or equivalent —
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Un-Sharing your Documents

In the same way that documents can be shared, they can be un-shared and privileges to view a
document can be removed. There are two tabs in particular that govern un-sharing:

HHS Accelerator

Organization Document Application
Information Vault

IExt ol AT A T A

K |

Welcome: Ann M Smith, Child Care Services

Document Vault
a b

Manage documents loaded by your organization.

Filter Documents v | 4 Upload | L] ® ®Un-Share by Provider

- -

Document Name + Document Type + Modified &+ Shared +

O A-133 A-133 12/13/2012  Not Shared

Board of Directors List or

TromET 12/13/2012  Shared

O Board of Directors

Certificate of Incorporation

R 12/13/2012 Shared
or eguivalent

| Certificate of Incorporation

Actions

|I need to.. v|
|I need to.. v|
|I need to._. v|

a | Click here to revoke all organizations’ access to the selected document(s).

document(s).

p | Click here to revoke one or more organizations’ access to the selected

Un-Sharing a Document

CSIZEr AT A A
Organization Document Application = @
HHS Accelerator Information @ L
Welcome: Ann M Smith, Child Care Services
Document Vault ®
Manage documents loaded by your organization.
Filter Documents v | ¢ Upload il s @un-Share by Provider
Document Name Document Type Modified ¢ Shared Actions
O a-133 A-133 12/13/2012  Not Share”
B d of Direct List
(o] Board of Directors pard ot irectors List or 12/13/2012  Shared 1
Equivalent
Certificate of I it
O Certificate of Incorporation ercate o ncorporation 12/13/2012  Shared
or equivalent

Page 15 of 21

1. Click the document’s
“Shared” hyperlink
from the document’s
Shared column.

If there is no hyperlink, the
document has not been
shared.
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rt A pop-up will open.

|  Your organization has chosen to share this file with the following Providers/NYC Government Agencies:

| [ AcS - Administration for Children's Services
[ pYCD - Department of Youth and Community Development

2. Select the
organization(s) you
wish to remove.

3. Click “Remove
Selected” or, if
appropriate,
“Remove All.”

- Remove All | | |Close|

Orognizotiangl Chort Orognizotinngl Chart 12/12/2012 Mot Chorgd lnoods

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

Text Size: A A A

m Organization Document Application =7 @
HHS Accelerator Information Vault L W

Welcome: Ann M Smith, Child Care Services

Document Vault ®

Manage documents loaded by your organization.

&/ DYCD - Department of Youth and Community Development has been successfully removed from having access to the following documents:
Board of Directors

Filter Documents v | 4t Upload L1 ® @®Un-Share by Provider
Document Name + Document Type + Modified + Shared + Actions
O a3z A-123 12/13/2012  Not Shared [Ineedto. v
. B d of Direct List
O Board of Directors oard of birectors List or 12/13/2012 Shared |I need to._ v|
Equivalent I
. . Certificate of I ti
O Certificate of Incorporation ertmeate of incorporation 12/13/2012 Shared |I need to__. v|

or equivalent

Un-Sharing Multiple Documents

You may need to remove access to a group of documents. In this case, you do not have to un-share
access one document at a time. You can change permissions for multiple documents simultaneously,
and you can un-share that access across the board by employing “Un-Share All”, or you can remove
access by using “Un-Share by Provider.”
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Un-Share your Document(s) with All Providers

You may need to replace a series of documents that you have already shared, because they are
outdated. To un-share all external access to multiple documents, navigate to the Document Vault by
clicking the Document Vault button at the top of the screen:

1. Select the

=
m Organization Document Application =7 @ i d ocumen t (S) ou
HHS Accelerator Information ﬁ LY y
= = .
Welcome: Ann M Smith, Child Care Services WISh tO Un-Shal'e by
Document Vault 2 ® clicking the check
Manage documents loaded by your organization. bOXeS to the"' Ieft_
Filter Documents v 4 Upload il Share oun-Share All oun-SharE by Provider
Document Name Document Type + Modified © Shared + Actions
O 133 A-133 12/13/2012  Not Shared 2. CI|Ck the “Un'Sh are
Board of Directors Egirfal‘:efntz\rectors H=3er 12/13/2012  Shared A"” tab .
' Certificate of Incorporation Certficate of Incorporation 15130012 Shared
or equivalent

Remove All Access x

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

. Document Name Document Type |
Board of Directors Board of Directors List or Equivalent =
Certificate of Incorperation Certificate of Incorporation or equivalent o A pOp-up W|” prompt yOU tO

review the documents you
have selected.

3. Click “Remove.”

ROmoNs

The system will then direct you back to your Document Vault to confirm the updated access privileges
to your documents.
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Document Vault ®

Manage documents loaded by your organization.

& All organizations have been successfully removed from having access to the following documents: Board of Directors , Certificate of
Incorporation

Filter Documents w | |4t Upload | L] Share [@Un-Share Al @Un-Shzare by Provider

Document Name + Document Type + Modified &+ Shared + Actions
O  A-133 A-123 12/13/2012  Not Shared [Ineedto. v
O Board of Directors Board of Directors List or 12/13/2012  Not Shared |I need to._ V|

Equivalent

Certificate of Incorporation

O Certificate of Incorporation ;
or equivalent

12/13/2012  Not Shared [Ineedto. v

Un-Share by Provider

You may also un-share documents by Provider. This option allows you to remove permissions by
organization.

m Yo sz=: 4 [ A 1. Select the document
o izati D 13 Applicati q 1
HHS Accelerator  Srgamization pplication SACE | you wish to Un-
- — ]
Welcome: Ann M Smith, Child Cars Servicas Share
Document Vault 2 0]
Manage documents loaded by your organization. 7]
Filter Documents v 4 Upload ] Share QUH—Share All Qun—Share by Provider 2 . SeIeCt the U n-
Document Name Document Type % Modified © Shared * Actions Share by Provider”
0O auizs A-133 12/13/2012  Not Shared t b
Board of Directors List or a "
Board of Directors 12/13/2012  Shared
Equivalent
O Certificate of Incorporation Certificate of Incorporation 12/13/2012  Not Shared
or equivalent
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Remove Access By Organization

Select an Organization:
The Childi Aid Society
The above organization will have access removed to the following documents A pOp-up W|” Open

Document Name Document Type

Board of Directors Board of Directors List or Equivalent
IRS Determination Letter IRS Determination Letter [501(c)3]

3. Select the Provider
whose viewing
access you have
chosen to remove
from the drop-down
menu.

Organizational Chart Organizational Chart

4
4. Click “Remove.”

The system will then direct you back to your Document Vault to confirm your document(s) updated
access controls.

Document Vault @

Manage documents loaded by your organization.

— Cert of Inc, Board of Directors List 2012, IRS Form FY2011, and Record Retention Policy 2011

‘v Provider A has been successfully removed from having access to the following documents: X

Filter Documents ¥ | 4+ Upload ” sl Share ” & Un-Share Al ” ® Un-Share by Provider ‘ 12 |2 Next
Document Name Document Type Modified <~ Shared Actions

Cert of Inc Certificate of Incorporation 06/01/2012 Shared 1 need to... -
Corrective Action Plan 2012 Corrective Action Plan 04/15/2012 Not Shared I need to... -
Indepedent Audit Independent Audit 04/01/2012 Mot Shared I need to... -
CPA Rview Report 030912 CPA Review Report 03/09/2012 Not Shared I need to... -
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Accessing Externally Shared Documents

Other organizations with HHS Accelerator accounts can share documents with your organization as
well. You can view those documents directly from your organization’s homepage. If a document has
been shared with your organization, in the section labeled “Documents shared with your Organization”
you will see a message that “Providers have shared 1 or more documents with you.”

TextSize: & A A

Organization Document . . o )
HHS Accelerator Information Vault Application {a) li %) @ !

‘Welcome: John Smith, Human Services Provider

Provider Homepage

Document Vault

37 Documents in your Document Vault 20 alerts remaining in your Alerts Inbox
! Your CHAR500 filing will expire on 05/30/2012 3 User account requests requiring action

Application

Your current organization status: In Review
Your Business Application Status: Returned for Revisions'
Your organization has applied for § services

Your organization has been approved for O services

Documents shared with your Organization NYC.ID Account Maintenance
Providers have shared 1 or more documents with you.

o - Y ! Update your NYC.ID Name or Email
Select a provider below and press "Continue” to view those 2

documents. Update vour NYC.ID Password
- Select a Provider - 1 - .
Update vour NYC.ID Security Questions
Provider A 4 Return to Home

Organization Basics |

Organization Basics ®

Organization Details

Employee Identification Number/Tax Identification
Number (EIN/TIN): 9877654321

Organization Legal Name: Provider A

Corporate Structure: Non-Profit

Dun and Bradstreet Number (DUNS#): 837352671

1. Click the drop down
menu to choose a
Provider.

2. Click “Continue.”

A screen will open
displaying basic information
on the organization you
selected.

3. Click the “Shared
Documents” button
above the
Organization Basics.

To get to your organization’s homepage (from any screen), click the (“Home

Icon”) in the Navigation Menu.
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Organization Information Shared Documents Switch to a different provider -

Shared Documents

Shared Documents ®

4. From the desired
documents’ Actions

Filter Documents ¥

Document Name Document Type Modified -~ Actions 4 dro down Se|ect
Cert of Inc Certificate of Incorporation 05/09/2012 Treedto. - “Vigw Doc’u ment.”
Directors List 2012 Board of Directors List 02/18/2012 I need to... -

IRS 990 Form FY2011 IRS Form 990 12/01/2011 I need to... -

Retention 2011 Record Retention Policy 09/08/2011 1 need to... -

A new browser window will open displaying the document in the Document Vault file previewer:

@ share.axure.com/PAFVFU/View_Document__ Cert_of Inc_html

=
=

Q®E BE[EmB
Q x [

CERTIFICATE OF INCORPORATION

Human Services Provider
(st Corporate Nams)

Under Section 407 of the Business Corporation Law

FIRST: The name of the corporation is:
Human Services Provider

SECOND: This corporation is formed to engage in any lawfil act or activity for which a
corporation may be organized under the Business Corporation Law, provided that it is not
formed to engage in any act or actvity requiring the consent or approval of any state official,
department. board, agency or other body without such consent or approval first being
obtained.

THIRD: The county, within this state, in which the office of the corporation is to be located
is: United States of America

FOURTH: The total mumber of shares which the corporation shall have authority to issue
and a smmement of the par value of each share or a smtement that the shares are withour par
value are: 200 No Par Value

FIFTH: The Secretary of State is designated as agent of the corporation upon whom process
against the corporation may be served. The address to which the Secretary of State shall mail

»[v @] K| @ | B[ Pagelofl. |vi

D SECNEN B D8

If you feel that a document has been shared with you in error, please contact the
organization from which the document originated from directly.
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