
Instructions for Using SendVault  
 
Step 1  
Click on the NYS SendVault link 
https://sendvault.ny.gov/nys/send/to/dropbox/tempagencyregistrationhealthnygov 
 
 
Step 2 
Enter your email address in the form, select “Request Access,” and you will receive an email invitation 
with a custom URL. 

 
 
 
Step 3  
Select the highlighted link in your invitation email: 

 
 
 
 

https://sendvault.ny.gov/nys/send/to/dropbox/tempagencyregistrationhealthnygov


If this is your first time using SendVault, you will receive the following pop-up  
 

 
 
Please click “Install Extension” and follow the instructions to add the needed extension to your browser.  
 
 
Step 4  
Once your computer has the required IBM Aspera Connect extension installed, the following site will 
pop-up 

 
   



Quarterly Report Submission Guidelines 
 

• Important Security Instructions 
 

Do Not Add File-Level Passwords to Quarterly Report Excel Files 
 

• File Naming Convention 
 

Use the following format for your quarterly report workbook: 
 YYYYQ#_AgencyName_AgencyID# 
 Example: 2025Q1_Healthcare Staffing_TA123 

 
SendVault Submission Process 

• Complete the Title Field 
o Enter information in this order: 

 Contents being uploaded 
 Agency name 
 Agency ID (or "New Agency Application" if not assigned) 

o Title Examples: 
 Contract_Healthcare Staffing_TA123 
 2025Q1_Healthcare Staffing_TA123 

o Note: Additional details can be added in the Note field 
 

• File Attachment 
o Use "Browse for files" or "Browse for folders" 
o Include ALL files in ONE SENDVAULT SUBMISSION 
o Attach required files 

 
• Check "Accept the Terms of Service" box 

 
• Click "Send Package" 

 
• Set passphrase to: TempAgency!1 

 
 

Security Note 
• All file security is managed through the SendVault passphrase. Do not add individual file-level 

passwords. 
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