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ACCESS HRA Client Portal
Click here to navigate to the ACCESS HRA 
Client Portal. Make sure to use a different 
browser when accessing the Client Portal.

Get Information
See a list of frequently asked questions 
regarding the Provider Portal.

Create Account
Get started by creating an account or by logging 
in with the credentials you have already created 
for the Provider Portal. Credentials used in the 
ACCESS HRA Client Portal cannot be used in 
the ACCESS HRA Provider Portal. Please 
create a new username. 
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Step 1: Create Account
In order to create an ACCESS HRA Provider 
Portal account, click the ‘Create Account’ button. 
Clicking this button will direct you to the ‘NYC.ID 
Create Account’ page.

Step 1: Create Account
Please note that you must use your 
organization email address as your 
username when setting up your account.
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Step 2: Select Organization
Once you have successfully created your 
account, log into the Provider Portal using your 
new credentials and click on the ‘Select 
Organization’ button.
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Step 2: Select Organization
Once your Organization is returned in the 
Search Results, click on the organization name. 
Clicking on this link will direct you to the 
‘Account Request’ page.

Step 2: Select Organization
On the Organization Search window, enter your 
Organization ID then click ‘Search’. 
The Organization ID is a unique 4-digit number 
assigned to your organization.

Step 2: Select Organization –
Request Access
Once you have selected the organization, enter 
your personal details here. The organization email 
address you entered to create the account will be 
prepopulated and not editable on this page.
After entering your name and phone number, 
mark the checkbox after reading the disclaimer. 
Once you click ‘Next’ the window will close and 
you will be directed back to the ‘Account Request 
Pending Approval’ page.



Organization Employees – Request Pending

5

Step 3: Request Pending
Your request is now pending with the organization 
administrator. Please reach out to your organization 
administrator directly to let them know that a request has 
been sent for their review. Your organization administrator 
will review your request and either Approve or Reject your 
access to the organization. 
At this point, you can close the browser window as no 
further action is required until approval has been granted 
by the organization administrator.
You will be notified via email once your request has been 
approved.
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Administrator Workspace
The Organization Administrator is responsible for 
approving or rejecting organization employees who 
have requested access to their organization.
They also have the ability to update organization 
information that is viewed by clients.
In order to navigate to this page as an Administrator, 
click on the ‘Administration’ workspace section link.

Administrator Workspace – Users and Contact Details
The ‘Users’ context panel tab is where the Organization Administrator can 
view all organization employees associated to the organization or 
approve/reject new employees, remove existing employees, and update the 
security role of current organization employees.
The ‘Contact Details’ context panel tab is where the organization 
information such as Address, Phone Number, Email Address, and  Website 
can be updated.

Main Context 
Panel
This collapsible panel 
contains information 
about the Organization. 



Organization Administrators – Pending Approvals

7

Administrator Workspace – Users 
Within the ‘Users’ tab, there are two tabs:
The ‘Pending Approvals’ sub-tab lists all of the organization employees who 
have requested access to the organization. Administrators can do one of the 
following:
- Approve the account which will allow the employee to view accounts of 

clients who have given access to the Organization. 
- Reject the account request which will remove the user from the list of users 

pending approval.
The ‘Existing Users’ sub-tab lists all of the organization employees who are 
currently associated to the organization. 
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Administrator Workspace - Existing Users
The ‘Existing Users’ sub-tab lists all of the organization employees who are currently 
associated to the organization. Administrators can do one of the following when they click 
the ellipsis (…) next to the employee’s name :
- ‘Remove User’ which removes the organization employee’s access to the organization
- ‘Make Administrator’ which grants the organization employee administrative privileges
- ‘Remove Administrative Rights’ which removes the organization employee’s 

administrative privileges
- ‘View Activity’ which opens a window and displays actions made in the past week and 

includes information such as the employee’s name, the activity performed, the date and 
time of the activity, and the client’ name associated with the activity
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Contact Details
When the Administrator clicks on the 
‘Contact Details’ context panel tab, the 
Administrator will have access to update 
contact details for their organization. This 
information displays to the organization 
employee in various places throughout the 
application.
The following information is required for the 
organization and can only be edited:
- Address
The following information can be updated 
or removed:
- Phone Number
- Email Address
- Website
The updates made here will be reflected in 
the ACCESS HRA Client Portal. When the 
client searches for your organization, they 
will see the updated information.
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Customize 
Workspace
An organization 
employee can click 
on the ‘Customize’ 
icon to rearrange 
the pods displayed 
on the workspace.

Pod Actions
The following actions can be taken within each pod:
- Minimize pod: The ‘Minimize’ option is displayed at the top left corner next to 

the pod header. Clicking the arrow will collapse the pod to display only the 
header. Clicking the arrow again will expand the pod and display its contents. 

- Remove pod – Clicking the ‘x’ at the top right corner of any pod will remove 
the pod from your workspace.

- Move pod – If you would like to update the default display of the pods, you can 
click on the header of the pod and drag it to another spot within the workspace.

Settings Panel
The Settings Panel is displayed when you 
click on the ‘Customize’ icon at the top 
right of the workspace. The Settings Panel 
displays all of the available pods for you to 
check if you want to display the pod or 
uncheck if you want to remove the pod 
from the workspace. Click ‘Save’ to apply 
your changes.

Refresh
An organization 
employee can click 
on the ‘Refresh’ icon 
to refresh the entire 
workspace. Each 
pod will be reloaded 
with the latest data.



User Workspace

11

My Clients
This pod displays only the clients who 
you have identified as a “favorite”. 
When navigating throughout the 
Provider Portal, if the star is orange, this 
means that you have identified this 
client as someone you work with 
frequently. If the star is not shaded, this 
means that the client has not been 
“favorited”.
To update the “favorite” status of the 
client, go to one of the detail pages or to 
the client’s ‘Client Information’ page.

Pods
Each pod displays 
different information 
related to the clients 
linked to the organization.

View More
Within each pod, you can click 
on ‘View More’ to see the full 
detailed list of information 
related to that pod.

Quick Links
You can easily access a specific detail 
page by clicking on the associated 
quick link within this pod.

My Organization
This will display the following:
- The number of clients who have granted 

access to your organization via the 
ACCESS HRA Client Portal 

- The number of organization employees 
currently associated to the organization. 

Client Search
Searching for a client 
within this pod will 
open the associated 
detail list.
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Client Search
If you enter client information 
into the ‘Client Search’ pod 
on the user workspace, you 
will be directed to this detail 
page to view the returned 
results.

Client Criteria
To search for a specific 
client, enter the client’s CIN 
OR ACCESS HRA 
Confirmation Number OR
their First Name/Last Name 
from their HRA case.

Search Results
Once clients are returned, click the 
client’s name to view the client’s 
‘Client Information’ page.

Shortcuts
To expand the list of quick links (also 
displayed on the workspace), click the arrows 
next to “Shortcuts”. To minimize the menu, 
click the arrows again.

Print
On any detail 
page, you can 
click the ‘Print’ 
icon to print 
the information 
on the page.
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Multiple tabs
If you are looking at different 
information at once, you can open 
multiple detail tabs which will 
display in the same manner as 
having multiple browser tabs open.

Remove Client Access
If you want to remove a client’s access 
to the organization on their behalf, click 
the ellipsis next to their name and then 
click “Remove Account Access”.
If the client is unlinked from the 
organization, this means that the client’s 
data will no longer be accessible to any 
organization employees associated to 
the organization.

My Clients 
The default display of each 
detail page will be the 
information for “All Clients”. If 
you would prefer to only see 
the information for the clients 
you have “favorited”, click on 
the “My Clients” link. This will 
refresh the page to only show 
the clients you have 
“favorited”.

All Clients
This page displays all of the clients 
who have linked to the organization 
as well as the client’s contact 
information.
This page is accessed by clicking on 
the ‘All Clients’ link in the ‘My Clients’ 
pod on the user workspace.

“Favorite” clients
If you want to mark a client as a 
“favorite” or remove a client as a 
“favorite”, click on the star icon 
next to their name.
Marking a client as a “favorite” 
can only be done on any detail 
page or on a client’s ‘Client 
Information’ page.
Clients cannot be marked as 
“favorites” on the user 
workspace.
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E-Notice(s) (Paperless Clients)
This page displays a list of clients 
associated with the organization, and who 
have enrolled in paperless notices and 
had E-Notices generated for their account 
within the last 30 days. Paperless clients 
must read all notices within 30 days or they 
will be un-enrolled in Paperless. E-notices 
will still be available. 
This page is accessed by clicking on the 
‘View More’ link in the ‘E-Notice(s)’ pod on 
the user workspace.

Recertification(s) Due
This page displays a list of clients 
associated with the organization who 
have a SNAP or Cash Assistance 
Recertification coming due soon. 
This page is accessed by clicking on the 
‘View More’ link in the ‘Recertification(s) 
Due’ pod on the user workspace.
.
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Recent Notifications
This page displays a list of clients 
associated with the organization who 
have been recently notified by text or 
email from ACCESS HRA for a case 
action. This list will show all 
notifications that have been sent from 
ACCESS HRA to the client within the 
last 10 days.
This page is accessed by clicking on 
the ‘View More’ link in the ‘Recent 
Notifications’ pod on the user 
workspace.

Document(s) to Submit
This page displays a list of clients associated 
with the organization who have received a 
notification from ACCESS HRA that they need 
to return documents for their SNAP or Cash 
case. This page does not list the specific 
documents. An e-notice is available listing the 
eligibility documents the client is required to 
submit.
This page is accessed by clicking on the ‘View 
More’ link in the ‘Document(s) to Submit’ pod 
on the user workspace.
.



Detail Pages

16

Budget Letter Available Online
This page displays a list of clients associated 
with the organization who have had Budget 
Letters generated for clients within the last 30 
days.
This page is accessed by clicking on the ‘View 
More’ link in the ‘Budget Letter Available 
Online’ pod on the user workspace.
.

Recent E-Submissions
This page displays a list of clients 
associated with the organization who 
have recently submitted applications 
through ACCESS HRA within the last 
30 days. This will not display 
applications submitted via mail or fax.
This page is accessed by clicking on 
the ‘View More’ link in the ‘Recent E-
Submissions’ pod on the user 
workspace.



Client Appointments
This page displays a list of clients 
associated with the organization who 
have an upcoming appointment.
This page is accessed by clicking on 
the ‘View More’ link in the ‘Upcoming 
Appointments’ pod on the user 
workspace.
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Detail Pages
Views
Click on the ‘Calendar 
View’ link to see 
appointments for the 
clients associated to 
your organization by 
day, week, and month.
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Client Home Page
This page displays all of the information related 
to a specific client. This page can be accessed 
by clicking the client’s name on any of the 
detail pages or in the user workspace.
The client can be marked as an organization 
employee’s “favorite” from here.

Context Panel
The context panel will display high level 
information about the client such as their 
ACCESS HRA login, if the client has 
downloaded the mobile app, their email 
address, phone number, etc.

Recent Activity
Displays a list of relevant 
messages that pertain to 
the client.

Home Page
This context panel tab will display a series of 
tables that show the same information as the 
detail pages. Information will be populated 
within these tables for the selected client only.
The following tables are displayed on this page:
- Recertification(s) Due
- Document(s) to Submit
- E-Notice(s) (Paperless Notices)
- Recent Notifications
- Budget Letter Available online
- Recent E-Submissions
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View Cases – Case 
Details
Click on the ‘Show Info’ link  to 
access the ‘Case Details’ page for 
the selected case.
On this page, you will  be able to 
request a budget letter for the 
case and make updates to contact 
information on behalf of the client.
Once an update is made on this 
page, a notification will be sent to 
the client to inform them of the 
update.

View Cases – Case List
From the Client Home Page Context Panel, 
you will be able to select the ‘View Cases’ 
Context Panel tab for the client. This will make 
a real time call to retrieve the data for cases 
associated to the client. 
The information displayed here is the same 
information that the client sees on the ‘My 
Cases’ page in the ACCESS HRA Client 
Portal.
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Request Budget Letter
Lets you request a budget letter online on behalf of the client. It is 
sent to the mailing address that HRA has on file for the client’s 
case. It is also available on the ‘My Documents’ page the next 
business day. 



Client Home Page – Case Updates

Edit Contact Information
Click on the ‘Edit or Enroll’ button to see and 
request changes to the contact information for 
your client’s application or case, such as:
- Mailing Address
- Language for Notices
- Email Address
- Primary Phone Number
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View Agency Notices about your Case
Lists the notices that were posted to the client’s case 
over the last 60 days. Click on the ‘Read’ link to view 
a PDF of the notice.

View Recent Documents for your Case
Lists the documents that the client recently submitted to HRA that were 
received. Documents from within the last 60 days will appear here 
within their account. This includes documents that the client has:
• Uploaded through the HRA Document Upload Mobile app
• Dropped off at an HRA center
• Sent to HRA via mail or fax

View Documents
From the Client Home Page Context Panel, 
you will be able to select the ‘View 
Documents’ Context Panel tab for the client. 
This will make a real time call to retrieve the 
data for documents posted to the client’s 
account.. 
The information displayed here is the same 
information that the client sees on the ‘My 
Documents’ page in the ACCESS HRA 
Client Portal.

Reading Notices on behalf of the client
If you view a new notice that has been posted to a 
client’s account, a client Read Receipt record will not 
be created and the corresponding E-Notice record 
will not be marked as ‘Read’ within ACCESS HRA. 
The client will still need to log into the ACCESS HRA 
Client Portal to view the notice themselves in order to 
mark the notice as “read”.
Notices are displayed on the ‘My Documents’ page 
regardless of your client’s paperless status.
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Calendar Views
On this page, you can view upcoming 
appointments in a ‘Day’ view, ‘Week’ 
view, and ‘Month’ view. 
Once you select the type of view you 
would like to see, click the “Go to 
Selected Date” link.

Appointment Details
You can view more details about a specific 
appointment by clicking on a client appointment 
hyperlink in one of the ‘Calendar - Calendar View’ 
pages.
This page can also be accessed from the user 
workspace if you click on an individual 
appointment in the ‘Upcoming Appointments’ pod.



Entering Site ID
The process followed to enter a Site ID on a partner’s computer prior to clients submitting an 
application has not changed.
Step 1: Open your browser and enter “nyc.gov/accesshra/” in the address bar
Step 2: Once ACCESS NYC loads enter “nyc.gov/accesshra/partners” in the address bar
Step 3: Enter your Site ID into the “Site ID” empty field and click the “Set Site ID” button
The Site ID will then be displayed on the ACCESS HRA Client Portal landing page. This will 
allow HRA to identify applications and recertifications submitted from your organization.

Entering Site ID  
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