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Keep track of your contacts,
store and share your files

My Vault makes it easy for you and your support team to securely
. and seamlessly collaborate and share information—all in one place!
'@’ To get started, you will need to set up your contacts, and understand

‘ how to store and share files.

Here are the steps to get started: 000 @ sesmminven x|
<« C & disabilityhubmn.org/my.htm o % O »@:

TheHub | DB101  HB101
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MN

Create contacts

Creating contacts helps you

. . X i S i
haveawaU to qUICkIU and eas'lg ‘{ Planning Paths Saved Estimator Session:
Vault paths are sets of short activities that help you think abeut Find your previous Estimator sessions here.
commun |Cate an d share | nformatl on your options. Your answers and results are stored securely, and

you can come back and see them or change them at any time.

securely with the people who — w9 ¢
help you.

[ Etes B contacts

Upload important benefits and housing files to your Vault and Keep a list of people you work with when managing work and
Step l: share them with your Vault contacts. View your files from any benefits, including counselors, family, and other people you
computer or device. trust. You can share files, activity results, and Estimator results
Sign into your My Vault account s
)
Go Go

then click on “Contacts” in your
My Vault dashboard.

Step1

Step 2:

Once you are in the Contacts area: paths Fles Shares
H 3 7 L n )
+ Click on the button, “My Contact Info”. & Contacts
List who helps you manage work and benefits, like counselors, family, and people you trust. You can | @y singicates required info
H [ HEA H Estimator results with them. -
Then click the “pencil” icon to edit
Filter: | by Name, Nickname or Email Q
. . Karen Larson
and enter your personal information. M RS
First Name Last Name Nickname Email
o C||Ck “Save" to f|n|sh' & Ingrid Noble inoble@Indesignco.com addies
g i P city State 2P Code
i Minnesota v
& Jack — Phone Emall
Klarson@Indesignco.com
& Jackie Kennedy jkennedy@gmail.com
& Jenny Brown <5

Step 2
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Create contacts (cont.)

Paths Files Shares
Step 3:
. . £ Contacts
To add contact information of other Lo g o e sl G e . T can s sy s,
people, click the “Add Contact” button. a
First Name Last Name Nickname Email W Teams: Al
+ Enter a person’s contact information,

& Ingrid Noble inoble@Indesignco.com o Q[
and then click “Save” when you e . -
are finished. i : I

& Jackie Kennedy jkennedy@gmail.com w G

& Jenny Brown Q[

Step3

Paths Files Shares

New Contact < Backto Al Contacts | |

Contact Info

“indicates required info

First Name * Last Name * Nicknarme

Job Title Agency or Organization

Address

City State 2IP Code
Minnesota bl

Step 3 (cont.)

My Vault tip:
Q| The pencil icon indicates you can edit something.

o<g The share icon indicates you can share an item.

For example, in Contacts, you can edit or share a
contact by clicking one of these icons at the end of
each individual name.
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Store and share files |

The “Files” area gives you a way s @“”‘a‘“ St
to keep organized, store important il
files in a safe place Where Uou Can UE\O&G impeortant benefits and housmgﬁ\es(oyourvaulzand snare\nemwwthycurVau\tcmtacts.\/vewyaurﬁlesfmm anycnmputerardevlce‘
find them easily, and share them - o R
S€CUF€|l_.j with peop|e you choose. # encis Planning Tear pot Aprs, 202 Actiiey Reporc 8
# Beneits Planning Plan.pdf Apr 5, 2021 Workflow Report o3
Step l. T AudGuide-violin-2021-22.pdf Feb 26, 2021 o8
. . ## Managing Benefits.pdf Feb 26, 2021 Activity Report £
On your dashboard, click on “Files”. T
# My work Plan.pdf Feb 26, 2021 Activity Report o2
Or, if you are in the “Paths” area, T
click on the “Files” tab. P S
Upload Files to My Vault ng Upload Files to My Vault and Share With Others
Two options for uploading files: f f
Step1 | |

1) Upload Files to My Vault
Use this area to save afile a) b)
in your My Vault account.
You can share it with your

contacts later if you choose to.

2) Upload Files to My Vault
and Share with Others
Use this area to upload afile
and immediately share it with
one or more contacts.

My Vault tip:

@ Files: Results from activities, such as those in the
Benefits Planning Path are automatically saved in
the Files area. You can view and download the

results here, and share them with trusted contacts.

Need help? If you have questions or need support, contact
a Hub expert through live chat or email at disabilityhubmn.org,
or by phone at 1-866-333-2466. We serve all languages. 1-866-333-2466 disabilityhubmn.org 3



