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Welcome to the HIRC Vault. Using Microsoft Teams, members are able to share
resiliency information simply and securely.

Follow this guide in order to ensure accurate setup and sharing.

Upon completion of below steps, only your company can manage your content and access.
HIRC Vault is designed to work only via the web version of Microsoft Teams.

Supplier content remains the sole property of the supplier.
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Security

e Hosted on Microsoft Teams
e Network communications in Teams are encrypted by default.
e Multi-factor authentication is enforced for all users.

Controls

Access restricted to member domains

Only the supplier has access to manage content and sharing.
All members are under a signed confidentiality agreement.
Settings block competitive sharing and downloads.

Terms of Use

‘HIRC
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Login with HIRC account

1. Log in to Outlook
a. Navigate to https://www.microsoft.com/en-us/microsoft-365/outlook/log-in

Sign in .
2. Click Signln (&)

3. Enter your HIRC Vault email address (ex. Supplier@hircvault.org)

Outlook

B% Microsoft

Sign in

to continue to Outlook

testsupplier@hircvaultorg

Mo account? Create one!

Mext

Qh Sign-in options

4. Click Next

HIRC


https://www.microsoft.com/en-us/microsoft-365/outlook/log-in
mailto:Supplier@hircvault.org
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5. Enter the password (initial password has been sent to you via email)

BT Microsoft
testsupplier@hircvault.org

Enter password

Forgot my password

Sign in with another account

6. Click Sign In

7. Click Next

B® Microsoft
kenninger.amy@hircstrong.com

More information required

Your organization needs more information to keep
your account secure. Before making changes to your

security info you must complete multifactor
authentication.

Use a different account

Learn more

HIRC 3



HIRC. vault | Supplier How-To Guide xl

Setup Microsoft Authenticator

1. Click Next

Microsoft Authenticator

Set up your account

If prampted, allow notifications. Then add an account, and select “Work or school”.

=N -

2. Scan the QR code with your device.
3. After you scan the QR code, click Next

Microsoft Authenticator

Scan the QR code

Usze the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code. choose "Next”,
E"\@f'ﬂ
N

i

Can’t scan image? |

B

4. Enter the 2 digit code on your screen into your Microsoft Authenticator app.

‘HIRC
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Microsoft Authenticator

Let's try it out

Approve the notification we're sending to wour app by entering the number shown below,

ok
Back

5. Click Next

Microsoft Authenticator

° Motification approved

ot

= -

6. Click Done

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

@ Microsoft Authenticator

==

‘HIRC
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Read and accept Terms of Use

Healthcare Industry Resilience Collaborative

Healthcare Industry Resilience Collaborative terms of use

In order to access Healthcare Industry Resilience Collaborative resource(s), you must read the terms of use.

[ Terms of Use

Please click Accept to confirm that you have read and understood the terms of use.

Decline

Open Invite

Now that you’re in [Company]@hircvault.org Outlook
1. Open the email

Microsoft Teams
You have been added to ... 8:48 AM
Microsoft Teams HIRC added you to...

2. Click Open Microsoft Teams

Microsoft Teams

HIRC added you to the Testing team!

Testing

1 members

Testing

Open Microsoft Teams

‘HIRC
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3. Click Cancel

Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

D Always allow teams.microsoft.com to cpen links of this type in the associated app

Open Microsoft Teams

4. Click Use the web app instead

o >»L¢ 0O

i

Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

5. You are now in your [Company] Teams site

HH * Q  search - ys.
Ag Teams B = General Posts Files o - &
) -
o
By testing
»
= General
Catncr
cans
(o)
Oneome

-8
=

‘s
PN

4

Welcome to your new team!

You got the group together. Go do things!

‘HIRC
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Reset password

1. Click your photo in the upper right corner

&

Account manager for Test Supplier

2. Click View Account

3. Click Change Password in the Password tile

Password

QA

Make your password stronger, or change it if
someone else knows it.

CHAMNGE PASSWORD

b

4. Enter old password, enter new password, Click Submit

5. Enter your new password

B Microsoft
testsupplier@hircvault.org

Enter password

AEEREREERARRR

Forgot my password

Sign in with another account

+HIRC i
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Remove HIRC Vault as owner

1. Click the ellipsis next to your [Company] Teams site, and click Manage team

Teams A

* Your teams

- Testing

General % Hide

# Manage 1:ealr1'|{|jj

2. Click the dropdown next to HIRC Vault, and switch to Member

Name Title Location Tags (D Role

TS. Test Supplier Owner
. HIRC Vault ¥ Owner
» Members and guests (2) v Owner
Member @

‘HIRC
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Upload your resiliency documents

Note: Your Teams site will be the name of your organization, not “Testing” in the below examples

1. Ensure you are on the General Channel
Teams e = g

w Your teams

- Testing
@ General

2. Click Files Tab

General Posts Files

b

a. Options:
i. Click Upload

General Fosts  Files

i. OR Drag and drop the file into the folder

3. Done! Your document has been uploaded

‘HIRC
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Grant provider view-only access

1. Select [Company] General Channel

w Your teams

- Testing
@ General

2. Click the Files tab

General Posts Files

——

3. Click Share

General Posts Files v [F

T Upload - @ Editin grid view & Share

4. Click the Manage access icon

Share "General" - @ %

& Add a name, group, or email 57 b

) Add a message

e 5 Copy link | £ |

11
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5. Click Grant Access icon

< Manage Access &&I - X
B General Grant Access

(Z) Stop sharing

People  Groups -3 Limks

This folder has not been shared with anyone yet.
() Start sharing

‘HIRC
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All HIRC Providers

1. Enter and Select “All HIRC Providers”
£ @rant access s

All HIRC Providers 2~

‘ ° All HIRC Providers @

' Notify people

2. Click edit dropdown, select “Can’t Download”

< Grant access n
@ All HIRC Providers X
Add another ﬁ "
(D) 1 group will be invited. Can edit
'
Malke any changes
5 Can view
Can't make changes
Can't download ({'D
n Notify people Can view, but not download
3. Click Grant access
*

< Grant access
o All HIRC Providers X

Add another \S_H. -

() 1 group will be invited.

n Motify people

Grant access \u

13
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4. Success!

Access granted and notified

14
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Individual Providers

1. Enter and Select [Provider email]

Share "General” @

& kenninger.amy@hircstrong.org f i

Amy Kenninger @
kenninger.amy@hircstrong.org

T

2. Click Continue, acknowledging Provider external access

=

Share outside of your organization? X

kenninger.amy @hircstrong.org is outside of your organization.

=

=

|

3. Click edit dropdown, select “Can’t Download”
Share "General” -

& Amy Kenninger X |
-

-

Add more

@ Amy Kenninger is outside of your o f Can edit
o
Make any changes
@ Add a message
B Can view
Can't make changes

4 Can't download

4. Click Send

‘HIRC
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Can wiew, but mot download
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Share "General” - @ X
g - N
p Amy Kenninger le g -
Add maore

o Amy Kenninger is outside of your organizabnn.

] lﬂu:ld a message

Send an invite in an email,

COOCO | © copylink

5. Success!

You've invited Amy Kenninger to view but not
download
"General”

(@

‘HIRC
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