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Chapter 1: Introduction to the Contract Management System

Using the Contract Management System

The Contract Management System (CMS) is an automated system used by the Office of
Children and Family Services (OCFS) to make processing contracts easier and more efficient.
The system coordinates communication among the Bureau of Contract Management (BCM)
staff, OCFS Program staff, and other agency staff. It is a secure, browser-based system
accessible via the New York State Human Services (NYSHS) Intranet.

CMS is based on the current business rules for processing contracts. Instead of managing
contracts through a paper-based system—using interoffice mail, email, and faxes—staff use
CMS to transmit data from one staff person to another, review and comment on contracts,
create and process expenditures, and run reports. The system communicates with other state
systems, providing information from these systems to CMS users. CMS assists in project
management by tracking scheduled tasks.

CMS is divided into modules, each accessible from a system menu. These categories are:
e Inbox

Contract Groups

Contractor

Log Screen (Expenditures/Advances and Budget Modifications)

Contracts

Reports

Correspondence

Reviewer Maintenance

Maintenance

Holds

The specific functions that you can perform on the system are based on a group of roles and
privileges assigned to your CMS account.

The following table indicates the modules available in the system, by user type. There may
be additional restrictions on the functions that you can perform within each module, based
on your account. For example, a Program user can access the contractor module and view
contractor information, but cannot create new contractors.

NYS Office of Children and Family Services 1-2
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Introduction to the Contract Management System

Figure 1: Accessible Modules—By Type of User

Type of User > | CMS BCM BCM Program Legal/ View BCM Sig Con Consig*
Admin- | Admin- | User User EODD/ Only User*
Module istrator | istrator Budget/
N2 User
Inbox v v v v v v v v v
Contract Groups v v
(create)
Contract Groups v v v
(search/
update)
Contractor v v
(create)
Contractor v v v v v v v v v
(search/
update)
Logging v v v v v v v v
Expenditures/
Advances/
Budget
Modifications
Processing v v v v v
Expenditures/
Advances/
Budget
Modifications
Contracts v v v v v v v v v
(search)
Reports v v v v v v v
Correspondence v v v v v v v v v
Reviewer 4 v
Maintenance
Maintenance v
Holds v v

As shown in Figure 1, most users are able to:

Via the Inbox, see the assigned contract management tasks,

Log entries for tasks (such as requesting information),

Review and approve contracts,

View the contract information (such as budgets, contract documents, and financial
history) for the contract that they are processing,

Enter and process advances and expenditure requests,

Send are receive Correspondence, and

Run reports against the system.

* . Contractors can only see contracts and information associated with their
organization.

NYS Office of Children and Family Services 1-3
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BCM administrators can do all of the above functions. In addition, they can also:
e Manage and edit contractor information,
e Manage and edit contract information,
e Set up contract groups—templates that govern how sets of contracts are created and
maintained, including their budgets and schedules,
e Change reviewers on task schedules, and
e Put contracts, contractors, etc. on hold.

CMS administrators, because of their status as “super-users,” have full access to the entire
system, including the maintenance functions.

NYS Office of Children and Family Services 1-4
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Accessing the Contract Management System

CMS is accessed through the New York State Human Services (NYSHS) Intranet. To gain
access to the system, you need both an LDAP account and a CMS account.
e The LDAP account grants you access to protected state systems. When you are
assigned an LDAP account, you reset a provided, temporary password. (This process
1s described in Appendix A).
e The CMS account grants you access to the CMS system and defines the group of roles
and privileges assigned to your account. Not all users are granted the same set of
rights, which is why you will be issued your own account.

Note: If you forget your LDAP password or you incorrectly enter your password three times,
you will need to contact your supervisor so that a network Key User can reassign a
temporary password. You will need to change this temporary password by following
the instructions in Appendix A.

Log Into the Contract Management System

What You Do Comments/Prompts
From your desktop, double- X _»”-ﬂrv; " — ‘m
; Fr——T Sewch (alPwvartes By -Ea
click the Internet Explorer e [y e e —— e

icon. In the Internet Explorer
address bar, type the address
http://intra.ocfs.state.ny.us/
cms/

The NyeNet login page

displays. Enter your LDAP
username and password, and =——]
then click the Login button.

€ =

A pop-up window will display, Y

warning that that the page is

being redirected (to CMS). {7 'ou are sbout to be redirected to a connection that is not
?. SECLIE.
Click the Yes button. The information you are sending to the curent gite might

be retranzmitted to a nongecure zite, Do vou wizh to

. ) \ continue?
Note: This window appears

because the system does not \
use a secure socket layer

protocol for communication.
However, access to the system
is secure since you must be
granted a user account.

NYS Office of Children and Family Services 1-5
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What You Do

Comments/Prompts

3. The main CMS screen
appears. The gray column on
the left serves as a navigation
menu, with links for accessing
specific functions within the
system. The list of links that
you see is based on your role
in the system. For example, a
program user would not be
able to see the link for
contract groups; however, this
link would display for a BCM
administrator.

General announcements are
also located on this screen.

4. Your CMS user name and role
(in brackets) are displayed at
the top of the main menu
along with the link to log out
of CMS.

5. There is a blue header bar
that remains at the top of the
screen, regardless of the page
you go to.

If you click on the New York
State or Office of Children &
Family Services areas, you
will be taken to their
respective home pages. To
return to CMS you can use
your browser’s Back button or
hit the “X” on your browser’s
upper right corner to close the
window.

On it are links to the User
Manual, FAQ, and
Contractor FAQ. Use these
to access information on how
to use CMS.

6. Your browser toolbar can be

used to go back to previous / .
screens as needed.

HOME
INBOX

User, Lucy [ChSADMIR |
LoEouT

Ceontract Management System (CMS)

AU

NYS Office of Children and Family Services
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What You Do

Comments/Prompts

7. Select a link, for example, the
Search item under
Contracts. The link takes you
to the page for the module:

Notice that the menu options
are maintained throughout
the pages.

8. Click the Home entry in the
left column to return to your
home page.

Contract Management System (CMS)

ARIOURCTRE TS

7 sy s ochouc s Asssstmnce

Contract Management System (CMS)

mCTMENTS
T i agerens Gystem 17 o) st Techves Assme

NYS Office of Children and Family Services
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Adding a Shortcut to CMS to Your Desktop

You may find it helpful to place a shortcut to your desktop. A shortcut is an icon on your
desktop that will allow you to access the system without typing an address in the Internet
Explorer address bar, although you will still need to log in to the system.

v Before you begin: You are logged into the system as a CMS user, and the system home
page is displayed.

What You Do Comments/Prompts

9. From the CMS home page.
Select your browser’s File
menu, then Send, then
Shortcut to Desktop.

10. A shortcut named CMS Main
Page will be placed on your
desktop.

ZMS Main
Page

11. Once you have logged out of
the system and wish to re-
enter it, you double-click the
CMS Main Page icon on your
desktop. The login page will
appear. After you log in with Hurnmingbird
your user id and password, the [k
CMS main home page will
display.

Adobe
Acrabat ...

NYS Office of Children and Family Services 1-8
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Email Alerts and Notifications

Three types of reminder emails are sent to CMS users. They are sent to the email addresses
that are on file in CMS and are delivered through the user’s email software, e.g. Outlook.

The first type of reminder notifies a user each morning if they have at least one new task in
their Inbox. This is to remind users, especially those who are not in CMS regularly, that they
have a pending task waiting for them.

The second type of reminder notifies users each Monday if they have at least one old task
(older than two weeks) in their Inbox. Again, this is to remind users, especially those who are
not in CMS regularly, that they have older pending tasks waiting for them.

Both the first and second types of reminders send messages that look like this:

From: ocfs.sm.cms help@ocfs.state.ny.us [mailtoocfs, sm.oms help@ocfs. state.ny.us ]
Sent: Tuesday, June 06, 2006 3:33 PM

To: Gunda, Aravinda (OCFS)

Subject: OCF5 CWMS Natification

Dear CMS User:

This is to notify you that there is at least one new contract related task in your New York State Office of Children and Family Serices (OCF3) Contract
Management System (CM3) Inbox. To access your Inbox, please use the appropriate link below and go to the Inbox area.

Contract Management System:
Cantractar Login
t OCFS Login

F¥1, the new tasks are associated with the following contract(s) # TEST/73

You can use the “OCFS Login” link in the message to go directly to CMS. The “Contractor
Login” link is used by Contractor users who receive this type message.

The third type of reminders notifies user whenever they receive a new Correspondence
message. These messages are sent as soon as the Correspondence is sent to them in CMS.

This type of reminder sends messages that look like this:

From: ocfs.sm.cms.help@ocfs stateny .us [mailto:iocfs.sm.cms.help@ocfs.state.ny.us]
Sent: Tuesday, June 20, 2006 3:07 PM

To: Gunda, Aravinda (OCFS)

Subject: CMS Correspondence Maotification

Dear CMS User:

This is to notify you that there is a new correspondence awaiting you in the Mew York State Office of Children and Family Services (OCFS) Contract
Managernent Systern (CMS). To access your correspondence, please use the appropriate link below and go to the Correspondence area.

Contract Managerment System:
Cantractor Login
t OCFS Login

F¥1, the nevw carrespondence is associated with the following contract # TESTNYG

Again, you can use the “OCFS Login” link in the message to go directly to CMS. The
“Contractor Login” link is used by Contractor users who receive this type message.

For more information on this topic, see Chapter 9, Communication within CMS: Notifications
and Correspondence.
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Using the Inbox

Topics
a Using the Inbox
b Using the Inbox Search Feature
c Managing Task Information from the Inbox
d Completing the Review Stage
Canceling a Contract from the Inbox
f Viewing Contract and Contractor Information

from the Inbox
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Chapter 2: Using the Inbox

Understanding the Inbox

The CMS Inbox is a tool that displays the status of those contract related tasks for which you
have responsibility. For each task, you can view its stage, the number of days remaining in
the stage, and the total number of task days left for all tasks. Users can readily see the tasks
that need attention and perform the actions that are needed.

Note: Do not confuse your CMS Inbox with your Microsoft Outlook inbox—or, any other
inbox. The CMS Inbox contains information pertaining only to CMS, much like the inbox on
your desk.

When you open the Inbox, the Inbox displays only those items that are assigned to you as a
reviewer. If you do not have any tasks assigned to you that have reached your review stage,
your Inbox will be empty. Later we will discuss viewing other users’ Inbox items.

Opening the Inbox

What You Do Comments/Prompts

12. Click Inbox from the gray User, Lucy [CMSADMIN ]
menu column on the left of

your screen. \ HOME
INBOX

CONTRACT GROUPS
CREATE
SEARCH/FDATE
CONTRACTOR
CREATE
SEARCH/FDATE

LOG SCREEN

C LA

BUDGET MODIFICATION
CONTRACTS

SEARCH

REPORTS

OMLIME QUERIES
STANDARDIZED

CLAIM QUERY

AC240 FINALIZE QUERY
AR-HOC

NYS Office of Children and Family Services 2-2



Contract Management System

Using the Inbox

What You Do

Comments/Prompts

13. The Inbox displays. Items are organized by contract tasks. Each row indicates a
specific task, the corresponding contract number, contractor name, program name,

review stage, reviewer, log status, the remaining number of days allotted to
the stage, and total number of days remaining for all scheduled tasks.

IHBOX SELECTIOH CRIT|

The Contractor name link
accesses the information about
the contractor, regardless of

contract numbey
t
The Contract —
. [ Budoet Modific atio [ Contract
number link takes
[~ Expenditure Rep ™ Renewal
you to the Contract
information.
Advantane After
m =i Whitestane, Ine Schaool
9to § Mational Assaciation of Advantage After
— TESTOU Warking Wormen Schoal
Task names indicate
TESTO1Z  Church of St Patrick GhEnane s

the type of task. Click
the task name to
update the review
stage and move the
item to the next
reviewer in the list.

School

v

Frogram
Rewiew

Fragram
Rewview

03C

Program ka

Review Stage displays the
current task stage. Reviewer
indicates the person and their

Reviewer Stag  role assigneg/to perform the

Revienq task stage,
Roj

cfontract Mumber |
Search Clear

User, Lucy ’
[CMEADMIN Pending
User, Lucy .
[CMEADMIN] pendine
User, Lucy n
[CMSADMIN] Pending

-527

-627

-198

-624

-524

Stage Days
indicates the
number days
remaining to
perform the stage
task in its
scheduled time.
Task Days reflects
the scheduled time
for the entire task.

The number 14. You may reorder the information in the results table by clicking any of the column
of pages to headings.
display
appears on . . . . A P
the bottom. The Inbox items will be reordered in ascending order (“A” comes before “B”, etc.), based
If there on the column heading you selected. If you order by a column (for example, contractor),
were more then order by an additional column, such as task, the information is sorted by both sets
than one of data. The Inbox would display all advance request tasks (in order by contractor),
8?9? to followed by all budget modification requests, ordered by contractor, etc.
isplay, you
would click
the page
number to
move to that
page.

NYS Office of Children and Family Services
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Using the Inbox Search Feature

The Inbox displays specific tasks assigned to you. Depending on your role, you may have
many tasks assigned to you and want to search the Inbox for tasks associated with a
particular stage. You may also search for tasks assigned to other persons (especially if that
person is out of the office for a prolonged period of time).

Searching the Inbox
v" Before you begin: Open the Inbox.

What You Do Comments/Prompts

15. Click the show link, located in i}
the top right corner of your B ——
screen if you do not see the |

Inbox Selection Criteria it s
section on the Inbox. cmer mmy b

CIRGT IEET0IZ  GhurchofS1 Fatick

Note: Clicking the hide link { show | hide )
will hide the selection criteria.

The Inbox selection criteria form appears at the top of

the page.
1 CMS INBOX
You can check which types
Of taSkS yOu want to SEarch INBOX SELECTION CRITERIA i
for on the left side of the ™ AgvancelRetund ™ Amendment e =
— > I Budget Modification [~ contract REV‘EV;E' Stage =
page, e.g. COntI‘aCt, and/OI' I” Expenditure Repart ™ Renewal E"';":Z USER, LUCY %

Renewal. Contract Mumber
/ ’ Search | Clear

The drop-down lists on the

right let you filter your
search by other factors like If no Tasks are checked, CMS will search for every task.

Reviewer and Contract

Number. Click the Note: If your search results in more than 200 records, only
downward arrow in each the first 200 will display and you will receive a message
box to activate the drop- suggesting you refine your search to return fewer tasks.
down list. This prevents you from possibly getting a time-out error

caused by too big of a search.

16. Click the down arrow in the SRl DT B
Reviewer Stage box and select _ reviewer stage [GCH REVIEW OF SIGNED CONTRACT =]
BCM REVIEW OF SIGNED - :
CONTRACT AC-340 PROCESSING
: Role AG
Contract Number |AGI05C REVIEW
APPROVED
BCH APPROVAL OF FINAL WORKPLAN

BCH REVIEWY OF SIGNED CONTRACT

CMS INBOK

17. Click the Search button.

The Clear button will clear
your selections.

NYS Office of Children and Family Services 2-4
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What You Do

Comments/Prompts

18. The tasks currently in the
selected review stage
(regardless of task type) are
displayed.

M INUO

IO SILICTI0N CRTTEA

CIRCT GUNDADS

MMEND Gozar; | lBmAGnALGsnR

Lahawe | hide

NYS Office of Children and Family Services
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Managing Task Information from the Inbox

By selecting the task link for a specific contract related task from the Inbox, you
can view additional information, such as the Contract Review Module screens.
You can also generate contract documents, budget summaries, and update the
task schedule. When a task stage (such as reviewing a contract, entering coding
information, or approving an expenditure request) is assigned to you for
processing, you will access it through the Inbox.

Viewing the Contract Schedule from the Inbox
v" Before you begin: Open the Inbox.

What You Do Comments/Prompts

CHS INBOX

19. Select the Task link for the
specific item (in this case,

CTRCT), from the list of
contract items in the Inbox.\A

MEOK SELECTION CRITERIA. Leelmy | Dishes

Pending -527 524

Pending -527 524

Fangng 19 524

[EMEADMIN]
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20. The Contract Review Module oree ) MEcHeoNLR||LPLOAGED Gooue TS

screen appears, displaying il

information about the current o

review stage in the task N o S0z s GHIA

schedule. it B

The Contract Properties | Sl Tes | 7 ]

section includes information m;:::::_:ﬂ S

about the contract related to e - oo

the current task. It includes L L

the Contract Amount and I

Local Match % that aid in

entering the budget details. itamalFtew ostame n o o penang =
T | R Usor, Lucy | CMEADMEN | 0BH U108 an o o Pengng EdR

R P PP " P

There are also areas in which
you can Cancel the contract
after selecting a cancellation
type and send correspondence
to another reviewer involved
in this task. See the Send
Correspondence section for
more information.

The Interactive Documents
section is where contract
related documents that can be
completed online are accessed.
Before any data is entered in
them, the Action column will
display Insert Details. Once
data has been entered, Update
Details will be displayed. Use
these links to open the
documents for entry or review
and select their Submit
buttons to save the data into
CMS.

You can view the entire
contract document by clicking
the View Contract button,
which opens it up in a
separate window. You can
close the contract window by
using the X in its upper right
corner.

The Budget Details button
opens the budget in a separate
window to enter or modify the
budget. Use the Submit
button to save your data.

Note: In this example, the Current Stage screen indicates
that the contract is in the Internal Review Stage, that has
two concurrent “child” stages: __ Internal Review Legal and
__Internal Review Budget. CMS uses the underscore
naming convention (___Internal Review Budget) to indicate
that a stage is a child stage. The parent stage, Internal
Review, is highlighted.

Note: Information on entering budget details (as well as
updating contract documents), is detailed in the Managing
and Understanding Contracts Chapter provided to users
that perform these tasks

NYS Office of Children and Family Services
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21. Notice that the Contract
Review Module has four major
components, available through NOTES SCHEDULE = UPLOADED DOCUMENTS
tabs across the top:
- Current Stage
- Notes
- Schedule
- Uploaded Documents.

Use these tabs to navigate
through the Contract Log.

Click the Schedule tab to see
the full schedule, including all
other stages.

NYS Office of Children and Family Services 2-8
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22. The schedule indicates the list
of review stages, the staff
assigned to these stages
(Reviewer), the roles they
play in the system (Role), the
start and end date for each
stage, the number of days
scheduled for the stage, the
number of actual days used in
performing the review,
number of suspended days
(days on hold), and the review
status.

The number of a stage’s
Scheduled Days is the total
number of days the reviewer is
given to complete the stage.
This i1s determined by the
team who develops the
schedules and includes any
time that might be needed if
later stages send back a task
to that stage for additional or
different information.

There are also areas in which
you can cancel the contract
after selecting a cancellation
type and send correspondence
to another reviewer involved
in this task. See the Send
Correspondence section for
more information.

CLURRENT STAGE NOTES UPLOADED DOCLIMENTS

CONTRACT PROPERTILS

it Geoup, Inc
Pedod End  DSENI006

it Amoiant | §10,000 00

| CANCEL CONTRACT

Send Comespandence

Intarmal Fevew ] 0 Pending

0 Pending
0 0 Pending

Note: The first few stages have been completed. The
current, highlighted stage (Internal Review) is marked as
Pending, because the review process for the stage is
underway. The stages after the Internal Review stage (and
its related stages) do not have a review status assigned,
because the stages have not been reached yet.

If a task is sent back to a previous stage, new status lines
will appear in the schedule. The stage that a task is sent
back to will get a new line indicating first Pending, then
Complete once they have completed their stage.

The stage that sends back the task will have a status of
Info Requested first, which will change to Info Received once
the prior stage completes their Pending stage. Then a new
Pending stage will appear for the stage that originally sent
back the task.

The schedule, review stages, reviewers, and roles are set up
by BCM administrators. They may edit these settings
through the contract module. Information on managing
schedules and reviewers is provided to them through the
Managing and Understanding Contract Groups and
Managing and Understanding Contracts chapters. CMS
administrators can change the definitions and properties of
the schedules through the maintenance modules.

NYS Office of Children and Family Services
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Adding Notes to the Contract Stage and Sending Back to a Previous Stage

Concepts > The Notes feature allows you to indicate additional information that is needed
from CMS users and outside contractors. You might also note additional steps
you have taken. The notes module also is used to send a task back to a previous
stage (either to an internal OCFS user or an external contractor), possibly for
more or corrected information.

v Before you begin: Open the Inbox, and select a contract task (CTRCT)
that is currently at a review stage assigned to you or someone else in your role
(Program, BCM, Legal, etc.).

What You Do Comments/Prompts

23. Click the Notes tab from the CURRENT STAGE SCHEDULE  UPLOADED DOGCUMENTS

Contract Log page.\/

NYS Office of Children and Family Services 2-10
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What You Do

Comments/Prompts

24. The Notes page indicates
whom you are logged in as
(Reviewer/Role) and the Date.
There are two types of
information you may file
through the Notes page: basic
Notes, and a Return to
previous stage. These
options are indicated through
the Information Requested

CONTRACT REVIEW MODULE

CURRENT STAGE BCHEOULE | UPLOADED DOGUMENTE

CONTRACT PROPERTILS

MMMMBAT
100 Biack Man of Long |tand Dievelopment Group, ine

08172008 Paniod End  DS71/2008
Origenal
Intemal Reviaw

Contract Amount §10,000.00

|
| cancRL CoNTHACT

el Cancelation Troe =] [ cancel Contract

NOTES
RisamworPode Uger, Lucy | CMEADMIN
Date: DEN 42006

INFORMATION REOUESTLD ¢

& Noles
[

radio buttons.

There are also areas in which
you can cancel the contract
after selecting a cancellation
type and send correspondence
to another reviewer involved
in this task. See the
Correspondence section for
more information.

Information can be requested
from a contractor or other
CMS users by sending a task
back to a prior stage, via the
Correspondence module (see

the Correspondence section for

more information) and/or via
other non CMS
communication methods —
email, phone calls, letters.

Click the different
Information Requested
From radio buttons to see
how the screen changes:

25. To add a general note to a
stage, click the Notes button
and enter the note in the
Notes box.

Click the Add Notes button
to save the note.

HOTES:

—P> € ponmio previous stage

MOTES:

{ﬂww 1\ Add Woles |

Note: You can click the Show History button to display all
the previous notes associated with this task.

If you do not play a role matching the current review stage,
you may only add a regular Note (not information
requested from an internal reviewer or the contractor). For
example, if the current review stage is Internal Review —
Legal, and you are a Program user, you cannot request
information from the Contractor or another Internal
reviewer through the Notes box.

NOTES

IHFORMATIOH REQUESTED :
¥ notes
" Returnto previous stage

NOTES

INFORMATION REQUES TED :
" Notes
@ Return to previous stage

Requested from: j

MOTES

ResiewerRale: User, Lucy/ CMSADMIN
Date: 0B/ 62006

INFORMATION REQUESTED :
n © Moes
P Reumto previous stage

This 15 @ sample note. =

Show History Add Notes

NYS Office of Children and Family Services
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What You Do

Comments/Prompts

26. To view your note and any
others that have been entered,
click the Show History
button. The button turns into
a Hide History button and
the notes entered are
displayed along with
information about them such
as who entered them and on
what date.

27. To send a task back to a
previous stage, select the
Information Requested:
Return to previous stage
button, click the down arrow
in the Requested from: list
box to review the different
review stages you may select.
Selecting one of these review
stages and adding the
matching note will create an
item in the Inbox of the user
assigned to the selected
contract review stage.

28. Type a comment in the Notes
field and click the Add Notes
button to save the note and
push back the task to the
desired stage.

The Current Stage screen
appears.

Hide History

INTERHAL HOTES
REVIEWERROLE
USER, LUGY i CMSADMIN Motes 616/2006
HOTES:  Thisis a sample nate.

Add Notes

IHFO REQUESTED FROM DATE DUE DATE

RECEIVED DATE

NOTES

Reviewer/Role: User, Lucy/ CMSADMIN IHFORMATION REQUESTED :
Date: DB/14/2008 £ Motes

' Returnto previous stage

; Ll from; |WITH CONTRACTOR

HOTES:

The sample form wasn't completely filled our.|

Show History Add Notes

NOTES

Reviewsr/Role: User, Lucy/ CMSADMIN
Date: 06/ 472006

INFORMATIOH REQUESTED :
© Notes
# Return to previous stage

Redguested from: [WITH CONTRACTOR

The semple form wesn't completely filled out.

Add Notes

Show History

NYS Office of Children and Family Services
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29. The Current Stage screen NOTES SCHEDULE  UPLOADED DOCUMENTS
now indicates that you
requested information from P——
the contractor. Contractt MMMVIIA

Cantractar
Petind Begin
Amendrment Type
Reviewer Stage

Local Match %

100 Black Men of Long Island Development Group, Inc
OBf1i2005 Petiod End  05/31/2008
Original

With Contractar Contract Amount $10,000.00

CAHCEL COHTRACT
Select Cancellation Type j Cancel Contract
Send Correspondence I
INTERACTIVE DOCUMENTS CONTRACT
View Contract
Ho Documents found BUDGET
Enter Budget Details
CURRENT STAGE
‘ith Cantractar i':’ah;nr- COMUSER 061 4/06 0 0 0 Pending

The Inbox shows that the task
1s now in the Pending status
at the With Contractor stage
and is in the Info Requested
status at the two concurrent
child stages, Internal Review
Legal and Internal Review

CTRCT MMMMMM2

CTRCT HMMMMMI

CTRCT MMMMMM2

milierrsal Rt

Note: Contractor users do not have the ability to push back their
stages to prior ones. If they have a question on a task, they can
use the Correspondence module or conventional means of
communicating with OCFS staff.

Budget .

NYS Office of Children and Family Services
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Concepts >

30.

31.

Managing Uploaded Documents

The Upload Documents feature allows you to add documents to CMS that relate
to a particular task. These documents can come from internal CMS users or
outside contractors. Once the documents are uploaded to CMS, they need to be

reviewed, and if approved are added to the contract related documents for the
task. They can then be moved into the official contract document if needed.

v Before you begin: Open the Inbox, and select a task that is currently at a
review stage assigned to you or someone else in your role (Program, BCM, Legal,

etc.).

What You Do

Comments/Prompts

Click the Uploaded
Documents tab from the

CURREMNT STAGE MOTES

SCHEDULE

Contract Log page. \/

The Uploaded Documents
page displays contract
information and the Uploaded
Documents area that lists the
names and information about
any documents that have been
uploaded to this task.

There are also areas in whi

Select Cancellation Type ~| [ cancel Contract |
you can cancel the contract I
after Selecting a cancellation CONTRAGTOR DOCUMENTS
type and Send .Corres.pondence UPLOADED DOCUMENTS Upload Document
to another reviewer involved
in this task. See the Samale Upload Dosument 61412006 | Fending Approval vigw [m] -
Correspondence section for ___ Process Documents_ |

more information.

CONTRACT REVIEW MODULE

CURREMNT STAGE MNOTES SCHEDULE

CONTRACT PROPERTIES
Contrack MubiMMM2

Contractor 100 Black Men of Lang Island Development Group, Inc

Feriod Begin  D&/1/2005
Amendrmert Type Original
Reviewer Stage  BCM Review
Local Match %
CANCEL CONTRACT

Period End  05/31/2006

Contract Amount §10,000.00

NYS Office of Children and Family Services
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What You Do Comments/Prompts
32. To upload a new document to
a task’ C].ick the Upload UPLOADED DOCUMENTS Upload Document >
"
Document button to open the
Sarmple Upload Dacurment B14/2006  Pending Appraval Ve - [}

Upload Document screen.

Enter the name and
description you want saved in
CMS for the document you are
going to upload.

Click the Browse... button to
select the document to upload
from your local computer into
CMS. Highlight the document
name and click Open in the
Choose File window to select it
and close this window. Next
click Save button to save the
document to CMS.

Once the document has been
uploaded, you can use the
Back button to return to the
Contract Review Module
screens.

ProcesdDocuments |

UPLOAD DOCUMENT

|Samp|e Upload Document 2

Description = |sample Upload Document 2

Date Uploaded
Slatus
Drate Reviewed

Reviewear

Select Document

=
Ex

==
SHOWY EXISTING PDF
Look in I@My Documents j L] cf EB-

Iy Music
by videos
|)5naglt Catalog
EDM Eud Mod Activity 053106, pdf
Mevw Texk Document, Exk

File: mame: INew Test Documnent bt

Files of hype | &0 Files 27

g

Note: Uploaded documents are saved in Adobe Acrobat’s
PDF format. To view them after uploading, click on the

Show Existing PDF button.

NYS Office of Children and Family Services
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What You Do Comments/Prompts
33. Clicking on the names of
documents 11’1 the Uploaded UPLOADED DOCUMENTS Upload Document
Documents area will open the
Upload Document screen that i Uncaioome) | stosie [ radrasemond | -
has additional information __ Process documonts_|

about the document.

UPLOAD DOCUMENT
You can also change the Name
or Description of the document

DOCUMENT PROPERTIES

Mame ™ |Samp|e Upload Document
if necessary. After making any Dessrption ™ [Garepis Upload Dosammart
Changes’ C]'iCk the Update Date Uploaded B 4i2006 12:00:00 A
button tO save them' Status FEMDIMNG APPROVAL
Date Reviewead
If you need to overwrite a S
document that has been ottt Documort | Browse.. |
uploaded, you can use the Back Undate
Browse... button to select the SHOW EXISTING PDF

new document from your local

computer, hit the Open .
buttI())n in the browsgwind ow Note: Uploaded documents are saved in Adobe Acrobat’s

to select it, then click Update FDF form.at.' To VieV\Z,them after uploading, click on the
to save it to CMS, thus Show Existing PDF” button.

overwriting the document that
was previously uploaded.

Once the file has been
overwritten, you can use the
Back button to return to the
Contract Review Module
screens.

34. You can view uploaded
documents 11’1 the Uploaded UPLOADED DOCUMENTS Upload Document
Documents area by clicking on

. . e Sample Upload Document 61 412006 Pending Approval View - -
the View link for a SpeCIflC Sample Upload Docurnent 2 6162008 Pending Approval View =] [m]
document. ./ eI
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What You Do Comments/Prompts

35. Uploaded Documents need to
be reviewed and approved or i I Geewren il
rejected by Program or BCM - o

Sample Upload Document BI14/2006 Pending Approval View v
roles to ensure that they are Samale Upload Document 2 1642008 PenmnzAz:mva\ view r 7
the proper documents that W | posessbonuments_|
should be associated with the
contract related task.
To do so, select the Approve
or Reject Document check
box for the document then hit
the Process Documents
button to save your decision.
The approval/rejection is EE —
displayed along with the date
Of the review for reference. Sample Upload Docurnert 1472008 | Agpiyved 61 62008 Vigw
Sample Upload Document 2 61612008 Reject; B 6I2006 View 1] I
NYS Office of Children and Family Services 2-17
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Completing the Review Stage

Concepts > When a reviewer completes their assigned task in a schedule, they must note it
in CMS by choosing the “Complete” or “Review Unnecessary” status in the
Review Status line for their stage on the Contract Review Module page. This will

update the CMS schedule and pass the task along to the next stage.

For tasks that are performed in an automatic sequence in CMS (such as
processing an expenditure by approving the requested amounts), the schedule is
updated automatically when you perform the task and you do not have to enter a
status in the Review Status line for their stage on the Contract Review Module

page.
Updating Your Review Stage

v" Before you begin: Open the Inbox, and select the contract review task that is assigned to
you. You should see the Current Stage information displayed on the Contract Log page.
The review stage indicated must be assigned to you, or for a role that you play.

What You Do

Comments/Prompts

36. Click the Edit link to open the
status dropdown window.

CURRENT STAGE

BCM Review

User, Lucy CMSADMIN 06/ 4/06

20

0 Pending

Note: If the current stage has
child stages, all will be
displayed.

If information was requestN
and completed, new rows will

display showing Info Received
status and new Pending ]

CURREHT STAGE

Internal Review

Internal Review
Legal

Internal Review
Legal

Internal Review
Budget

User, Luey  CMSADMIN

User, Luey  CMSADMIN

User, Luey  GMSADNIN

OB/14/08

QB/14/06

OB/14/06

0B/14/08

.. Or...

DB 4706

0B/ 406

0814108

0 Pending

0 Info Received

0 Complete

1] |- 0 Info Received
»

—Tnierral Review
Budget

User, Luey  CMSADMIN

QB/14/06

a

0 Pending

m
=

m
=3

m
=

m
=3

m
=3

stages for the reviewers to

review the information
received.

You cannot edit the Info
Received stage, or else you will
get an error message. You

must choose the Pending stage
Edit link.

NYS Office of Children and Family Services
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What You Do Comments/Prompts
37. The Review Status NOTES SCHEDULE | UPLOADED DOGUMENTS
dropdown list is opened.
COHTRACT PROPERTIES

Select the Review Status
option from the list. Then click
the Update link to save your
selection and move the task to
the next stage.

Note: Complete indicates
that you have completed your
review task.

Review Unnecessary
indicates that the reviewer did
not need to review the
information. Later reviewers
should not assume that
reviewers who use this status
have performed any sort of
review or are approving the
contract.

Users will not be able to send
a task back to stages marked
as Review Unnecessary.

38. The Current Stage tab is
updated. Notice that the
current stage has changed,
since you completed your
review stage.

Note: To see the full schedule,
including the previous stage(s)
completed, you can click the
Schedule tab.

Contract® MMM 2
Contractor 100 Black Men of Long Island Development Graup, Inc
Period Begin  06M01/2005
Arnendrrent Type  Original
Reviewer Stage BCM Review
Lacal Match %
CANCEL CONTRACT

Period End 053172008

ContractAmount §10,000.00

Select cellation Type

Send Correspondence

~] | Cancel Contract I

INTERACTIVE DOCUMENTS COHTRACT
View Contract
Appendix D (interactive, single page) Lpd: BUDGET
Enter Budget Details
CURRENT STAGE
BCM Review User, Lucy CMSADMIN  DE/1 4108 20 o o ~| Update Cancel
|COMPLETE e
REVIEW UNNECESSARY
MNOTES SCHEDULE UPLOADED DOCUMENTS
COHTRACT PROPERTIES
Contrack#  MbhMbil2
Contractor 100 Black Men of Long Island Development Group, Inc
Period Begin  06/01/2005 Petiod End  0531/2008
Amendment Type  Qriginal
Reviewer Stage BCM Review Caontract Amount $10,000.00
Lacal Mateh %
CAHCEL COHTRACT

Select Cancellation Type

Send Correspondence

=] | cancel Contract I

INTERACTIVE DOCUMENTS

Appendix D (interactive, single page) Update Details

BUDGET

CURREHT STAGE

< BCM Review ser, Lucy  CWSADMIN  06/1 4506 20

CONTRACT

View Contract
Enter Budget Details

i 0 Pending di

NYS Office of Children and Family Services
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Canceling a Contract from the Inbox

Concepts >
done from the Inbox.

v' Before you begin: Open the Inbox, and select the contract task that you want to cancel

in the Inbox.

What You Do

Comments/Prompts

There are instances where you want to cancel an in process contract. This can be

39. Click the Contract ID link
for the contract you want to
cancel.

40. Select the Select
Cancellation Type
dropdown list to pick a reason
for the cancellation.

41. Click the Cancel Contract
button to cancel the contract.

M INHOX

B SFLFCTION CRITFRIA

™ amendment

™ Asvancermesnd

ey | bl

Contract Number [MMI4I7A

J-l:-‘T= Aamivack Solligns Lt Adminisrative Sendees DM Revew
1

Harding, Dick [CMSADMING | Py

|

CONTRACT REVIEW MODULE

MOTES SCHEDULE UPLOADED DOCUMENTS

CONTRACT PROPERTIES

Contrack  MMO42TA

Contractor Aardvark Solutions Lt

Period Begin  04/01/2008
Arnendment Type  Original
Reviewer Stage BCM Review
Local Watch % 25

CAHCEL COHTRACT

Period End 0373142007

Contract Amount  §20,000.00

Select Cancellation Type |

Send Correspondence

CAMNCELLED - NO REAPPROP

CAMCELLED - RESCINDED
CAMNCELLED - REVOKED
CAMNCELLED - DUPLICATE
CAMCELLED - PROCESSING ONLINE
CAMNCELLED - PROCESSING OFFLINE

IHTERACTIVE DOCUMENHTS

Appendix D (interactive, sin

- Cancel Contract I

View Contract

CURREHT STAGE

Enter Budget Details

BCM Review HaDVI”B‘EH‘ CMSADMIN  0BH 306 0 44 0 Pending Edit
CONTRACT REVIEW MODULE
NOTES SCHEDULE UPLOADED DOGUMENTS
CONTRACT PROPERTIES
Contract#  MMO42TA
Contractor Aardwark Solutions Ltd
Period Begin  04/01/2006 Period End  03/31/2007
Amendment Type  Original
Reviewer Slage  BOM Review Contract Amount $20,000.00
Local Match % 25
CANCEL CONTRACT
Select Cancellation Type | CANCELLED - REWOKED j Cancel Contract [ I
Send Correspondence
INTERACTIVE DOCUMENTS CONTRACT
View Contract
Appendix D (nteractive, single page) Undate Details BUDGET
Enter Budget Details
CURRENT STAGE
BCM Review H%?:EB* CMSADMIN 061 9/06 i 44 0 Pending Edit
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Using the Inbox

What You Do

Comments/Prompts

42. A message will appear asking
if you are sure that you want
to cancel the contract?

Click Ok button if you are, or
Cancel button if you decide
not to cancel the contract.

43. A message appears that you
have cancelled this contract.

44. If you search for this contract
in the Inbox, you will see it is
no longer listed since it has
been cancelled.

45. If you search for this contract
in the Contracts Search
screen, you will see it listed

Microsoft Internet Explorer

\?/I Are wou Sure, You want to Cancel the Process?

N

x|

Cancel |

CONTRACT REVIEW MODALE
Cancel operation is Successiull
ENTS

NOTEE SCHEDULE UPLOADED DOCLIM
CONTRACT PROPERTIES
i ¥ MMO42TA
Aartvark Eolutions Lid
&M 2006 Fenod Eng  OAZ007
o Crigifial
age BCM s Contract Amount  §20.000 00
Local Matth % 25
CANCHL. CONTRACT
Selact Cancellation Type | CANCELLED - REVOKED =|  cancel Contract
Sur Cornespondence
COMTRACT
Agpindi [ ntimactvey, Singh nagi Updil il el
Lrer Budget Dirtails.
CURRENT STAGE
Harding, ",
BOM Riview Dick " CMSADMIN oo 300 o a4 0 Cancelled- Revoked Edd
CHIS INBOX
U0 SLLLC TION CRITLRIA [ show | hide }
Prog ik -
I Avance@onsnd (r— maAmmme =
Reriewer Stage -
™ Budged Modification ™ cartact v !
Rissirwire -
™ Espundiliane: Riport ™ Aonewal =
Role -
Contract Mumber [MMOZ27A
Search | Claar
1
Mo tesults in INB9X which match e criteria
CONTRACT SEARCH
SEARCH RESULTS 1 ROWS Search Critaria.

MMD4ITA  Asedvark Selutions Lig

1

123456709 $20,000.00 $2000000 040172006 - 0XFNI011 Canelled - Revoked

with its status as cancelled, Pt
including the reason that you
selected for the cancellation.
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Using the Inbox

Viewing Contract and Contractor Information from the Inbox

Concepts >

When you locate an item in the Inbox, you may wish to view the general
information about the contract or the contractor that is fulfilling the contract. By

selecting the appropriate links from the Inbox, you can view additional
information, including contract period information, financial data, and details on
the contractor. You can also use this feature to go directly to the contract details
pages, instead of searching for a contract from the CMS main menu.

Opening the Contract from the Inbox

v" Before you begin: Find a contract you wish to examine in the Inbox.

What You Do

Comments/Prompts

46. Click the Contract ID link
for the contract you wish to
examine.

47. The Contract Update page
appears. Details on reviewing
and understanding contract
information are discussed in
the Managing and
Understanding Contracts
chapters.

INBOX SELECTIOH CRITERIA

CMS INBOX

(show | hide )

™ Advance/Refund

Program hame
Reviewer Stage

™ Amendment

I~ Budget Modification ™ Contract =
Reviewer =
™ Expenditure Report ™ Renewal =
Role -
Contract humber [MAMMMMZ
( 100 Black Men of Long [sland Blind & Visually BCM User, Lucy
GIRG @ D Groug, Inc I Review [GMSADMIN) — 2 e
d [y
CONTHACT INFDATE
CONTHRACT REVIEWERS DOCUMEMT PREP BUDGET COMTRACTOR LIST SCHEDMAE

COMTRACT PERIOD INFO CONTRACT DOCUMENTE

CONTRACT GENERAL INFORMATION
Sfabus InProcess  Change Staus

welopmint Gatup, Ine

NIBANCIAL SUMBARY

CONTRACT HOTES

COHTRACT FINANCIAL SUMMARY ROLLUP

NYS Office of Children and Family Services
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Using the Inbox

Opening the Contractor Information from the Inbox

v" Before you begin: You have logged into the system as a CMS user and see items listed
in the Inbox. Find a contract you wish to examine.

What You Do

Comments/Prompts

48. Click the Contractor link for
the contract you wish to
examine.

49. The Contractor Details page
displays. Details on reviewing
and understanding contractor
information will be discussed
in the Managing Contractor
Information chapter.

INBOX SELECTIOH CRITERIA

CMS INBOX

™ Advance/Refund
™ Budget Modification
™ Expenditure Report

™ Amendment
™ contract
™ Renewal

CTRCT mnnQy 100 Blackblen of Long Island lind & Visually
e il Group, In f

1

By

(show | hide )

Program hame

Revigwer Stage

Reviewer

Rale
Contract Kumber M2

BoM User, Lucy
Review

[CMSADMIN]

Ledlefpedle

Pending 20

130

COHTRACTOR HAME
Legal Name™

DBA MName

Fapular MNarme

Federal Id

Muni Code

CONTACTS

CHIEF ADMIN OFFICER

CHIEF FINAMCIAL OFFICER

COMVERSION VEHDOR

CONTRACTOR DETAILS

|1 00 Black Men of Lang Island Development Group, Inc

113617702

Add Contact I ADDRESS

REMITTO / PAYEE

Add Address

PERSOHS
MARVEL TOM (CEQ)
GERBER JASOW
DAILY PAT (CFQ}

Add Person

CONTRACTOR PROPERTIES
Contractor Type™

endor Type™

Charity Reg#

Charity Exemption Reason
1098 Code

Ethinicity Code™

MWEE PROPERTIES

MWBE Industry Code*™
MWBE Product Code™
MINBE Class

HOTES: (CLICK FOR DETAILS)

[0 OTHER ConTRACZ]
EI—
[FOR PROFIT ORGANEZT]
j'
[Onkowr =]
[SERVICES 1 CONSULT 7]

SERVICES =

I~ small Business
™ sectarian Organization

[ Interest Eligible

™ mBE Certified

Add Notes

NYS Office of Children and Family Services
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Managing Contract
Groups

Topics

a Understanding Contract Groups

b Creating a Contract Group

c Editing a Contract Group

d Creating a Contract Group Schedule and
Assigning Reviewers

e Adding Contract Documents to the Contract
Group

f Viewing the Budget
g Creating the Contractor List

Deleting a Contractor from the Contractor

List
1 Adding Contracts to a Contract Group
J Performing Group Renewals
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Chapter 3: Managing Contract Groups

Understanding Contract Groups

Concepts > New York State agencies and offices purchase goods and services based on appropriate
procurement types (IFB, Lease, Legislative, MOU, Mini-Bid, Non-RFP, OGS Backdrop, RFP,
Single Source, Sole Source). Each of these procurements may result in multiple awards,
contracts, and renewals. Many of these contracts may have nearly identical properties: they
are for similar services, are governed by similar rules, use the same set of contract
documents, are administered through the same agencies and program offices, and have
similar procurement schedules and reporting rules. Contract Groups are templates for
contracts within a procurement. Each group defines the properties or attributes of contracts
created through a template. This speeds up the process of creating new contracts, because
you do not need to repeatedly enter the same set of data for each new contract that is part of
the group—only the differences.

Contract Groups are typically set up by BCM administrators, although CMS administrators
also have this ability. Whenever a new procurement such as an RFP (Request for Proposal),
lease, or mini-bid is being planned, an initial procurement meeting should be held to
determine the basic properties that will be shared by all contracts in the group. To facilitate
this process, the BCM administrator responsible for the procurement can bring a blank
group properties template document to the meeting for completion. This document can be
found on BCM’s Legislative Drive in the CMS Group Properties Template folder. Following
the meeting, the BCM administrator can use the completed template to help set up the new
Contract Group.

When you create a contract through a Contract Group, the contract automatically inherits
the properties of the Contract Group. Any changes you make to the contract itself apply only
to the contract, not the entire group. However, if you make changes to a Contract Group
(such as the budget format or administering agency) after the contract has been created and
attached to the Contract Group, the contract does not inherit the new changes—only the
Contract Group properties in effect at the time of the contract creation apply to that contract.
For this reason, it is very important that the Contract Group properties are correct before
any contracts are attached to the group.

Alternately, BCM administrators may also update the Contract Group to manage many
different contracts that should have similar properties, but a few critical differences (such as
budget formats and details). For example, if there will be 40 different contracts as part of a
Contract Group, but only 20 of them will be T contracts, the BCM administrator can set up
the first group with the T contract prefix, the T contract documents, and the T contract
budget. When the remaining 20 C contracts are to be created, the BCM administrator can
change the prefix to C, and select the appropriate contract documents and budget formats.
This may be preferable to creating a new, separate Contract Group, and is certainly
preferable to editing 20 individual contracts, one by one!

The concepts and tasks covered in this chapter can be performed by both BCM
administrators and CMS administrators. BCM administrators have primary responsibility
for managing contract groups when the system enters production; CMS administrators
provide assistance as needed.

The examples contained in this chapter may not reflect the most appropriate contract group
properties for a particular procurement. The purpose of this manual is to indicate how to use
the functions and fields within the system. Users should follow their normal policy for
defining the properties of contracts within a procurement.

NYS Office of Children and Family Services 3-2
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Concepts >

Creating a Contract Group

Contract Groups are typically set up by BCM administrators, although CMS administrators
also have this ability. When BCM staff are alerted that various types of procurements such
as RFPs (Request For Proposal), leases, and mini-bids are being released, a BCM
administrator will set up a new Contract Group, if necessary. They will also set up the
appropriate schedules for major system tasks such as contract approval, budget modification,
and expenditure report review. When the Contract Group is created, or at some later date
(prior to assigning contractors to the Contract Group), BCM administrators will modify the
Contract Group, identifying reviewers and assigning contractors to a list in the Contract
Group. Once awards are announced, the BCM administrator will create and assign
contractors to the group, associating award numbers and contract amounts with the
contractors in the list. The contracts created by associating award numbers and amounts
with the contractors in the list inherit the basic contract properties such as budget format,
contract documents, and review schedules from the contract group. During the contract
review process, CMS users (such as Program, Budget, Legal, EODD, and BCM office users)
will complete the remaining tasks necessary for setting up the contract, such as entering
detailed budget information, generating the appropriate list of contract documents, and
encumbering funds.

Create a Contract Group

v" Before you begin: You are logged into the system as a BCM administrator or CMS
administrator.

NYS Office of Children and Family Services 3-3
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What you do Comments/Prompts

50. From the CMS menu
column on the left, click the
Create link in the Contract
Groups section.

51. The Create Group page R J—
appears.

|
Select a Contract Year,
Program Division, Program
Name, and Sub-Program
Name from the drop-down

lists. To activate the lists, R TEE
click the downward pointing
arrow in each box. CREATE CONTRACT GROUP
Contract‘r’ear*‘*'ZDDS j

The items with a double Pragram Divigion * [ADMINISTRATION 7|
asterisk (**) represent Prograrm Narne *=* [ADMINISTRATIVE SER' =]
required information. Sub-Program Name | COURIER SERVICE 7|

. . . Diescription |Samp|e Contract Group|
Type in a Description for ——
the new Contract Group. As
with all text boxes that ask s

for a description or will be
used as labels, make your
entry as meaningful as
possible.
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What you do Comments/Prompts
Click the Create button.

The Contract Group

Details page appears. This
is where you need to set up
the Contract Group Details.

NYS Office of Children and Family Services
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Note that the information entered on the previous page is carried over to the Group

Details page\
GROUP DETAILS
Data Entry Tips; GROUP DETAILS { NEWW )
Contract rear™ [ 2005 x| Program Divisian™ [ADMIMISTRATION =]
- Use your mouse or
Program Name™ [ADMINISTRATIVE SER x|  Sub-Program Mame [COURIER SERVICE 7|

Tab key to move
forward through the Group Description |Samp|e Contract Graup
page, from box to box. | pates

You can also use the o .
Shift+Tab combination Cantract Period : From I _l To I _l
to move backwards. Multi ¥ear Term : From = Ta | =
. | Package Sent |
- Buttons with three —I avkage sen —I

dots indicate date ~— | CONTRACT DETAILS
fields: You can type a Contract Prefice [ =| Description(tc340) |

date in the text box L _—

Administering Agency™ OCFS Originating Agency™ OCFS =
next to the button, or | ! [
click the button to open | Renewable O CFDA |
a calendar pop-up and Frocurement Type™™ RFP | Program Repart Freguency™ | MONTHLY j
select a date.

Prarmipt Contract Elig Pragrarm Report Model [ =l
- The down arrows Frompt Contr Contract Model | j
open the contents of — [QUARTERLY Y . | T
the various list boxes. oucher Frequency™ vance Recoup

TAMF Report O Prammpt Contracting Date | _I

Training Contract - Sub-Recipient Il

BUDGET DETAILS

Budget Format™ | j Budget Modification Type™ | j

Amountid) | Retainage(%) | j

10% Withhold O Advance() [ =l

Matching Percent®) | Admin Celling Percent(®) |

Addtional Payment Ind O

** IHDICATE REGUIRED FIELDS

The contract group details below the Group Description box are default options in the
various list boxes. You will need to modify this information, depending on your contract
group properties.
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52.

53.

Enter the required fields in
the Dates, Contract Details,
and the Budget Details
sections, plus any additional
data you possess.

You will need to know what
the different items in the
model lists represent, such
as Contract Model, Budget
Format, and Budget
Modification Type. For
information on these
models, consult a CMS
Administrator.

Click the Create button.

Note: If an item that is
selected by default on the
Group Details page does not
apply to your contract
group, click the appropriate
list box to select a different
item.

At this point, the basic
Contract Group has been
saved. Notice that the
Group Details header
indicates that any changes
will represent an update.
The Create button on the
previous screen has been
replaced with the Renew
and Update buttons.

You may alter the Contract
Group properties on the
page and click the Update
button to save your changes,
or use the tabs at the top of
the page to set up the
contract schedule, assign
reviewers, view the budget
format, and attach
contractors to the group.

Contract Year™
Program Name**
Group Description
DATES

Cantract Period : Fram™
Multi Year Term : From
Award Date

CONTRACT DETAILS
Contract Prefix™
Administering Agency™
Renewable
Procurement Type™
Prompt Contract Elig
Prompt Contract Waiver
Woucher Freguency™
TANF Report

Training Contract
BUDGET DETAILS
Budget Format™
Amount(s)

10% Wiithhold
Matching Percent(%)
Addtional Payment Ind

** INDICATE REQUIRED FIELDS

GROUP DETAILS ( NEW¥ )

2005 =
ADMINISTRATIVE SER" =

ADMINISTRATION =
COURIER SERVICE =

Program Division™

Sub-Program Name

|Samp\e Contract Group

07012006 |
070172006 e |
02006 .|

QUARTERLY =
-
-

FULL SUMMARY 2004- =
100000

r

——

-

To= 6Ew00T |
o 06302008 |t

gample contract group
Originating Agency™ QCFS -
CFDA

Program Report Frequency™ [MONTHLY A

Sub-Recipiant I

Budgst Modification Type™  |10% OR $1000 -

Package Sent

Description{AC340)

Program Report Madel
Contract Maodel
Advance Recoup

Prompt Caontracting Date

Retainage (%) b
Advanca(sh) I -

Adimin Ceiling Percent(%)

—

The page will refresh, displaying the saved Contract
Group properties.

Contract Year™
Prograrm Marme™*
Group Description

DATES

Contract Period : From™
MultiYear Term : From
Aweard Date

COHTRACT DETAILS
Contract Prefi™
Administering Agency™
Renewabls
Procurement Type™
Prompt Contract Elig
Prormpt Contract Waiver

Woucher Frequency™

GROUP DETAILS { UPDATE )

2005 [ Tagram Division™ ADMINISTRATION B
ADMINISTRATIVE SER' x| Sub-Program Narme COURIER SERVICE =

[sample Gantract Group

Vg e |
07012006 L |
s

—
~
RFP -
~
v

QUARTERLY =

TAMF Report (]

Training Contract r

BUDGET DETAILS

Budget Format™ FULL SUMMARY 2004- ¥
AMOURE) [rooooo
10% Vithhold O

Matching Percent(%) l—
Addtional Fayment Ind ]

** INDICATE REQUIRED FIELDS

Tom |

T |
Package Sent l—_l
Dezcription(AC340) lm
Originating Agency™ lm
CFDA [
Program Report Frequency™ | MONTHLY -
Program Report Madel l—;l
Cantract Model l—LI
Advance Recoup lﬁ
Frompt Contracting Date l—_l
Sub-Recipient 14

Budget Modification Type™ | 10% OR §1000 hd

Retainagei®) =
Advance(%) B
Admin Ceiling Percent(%)

Renew | Update

At this point, the Contract Group exists, but there are no specific reviewers, schedules,
documents, budgets, or contractors associated with it. Your next step would be to edit the

Contract Group, setting up these items.

NYS Office of Children and Family Services
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Editing the Contract Group

Concepts > When you create a Contract Group, you are setting up the basic properties that will populate
the contracts within the group. The initial group is created once you click the Create button
on the Group Details page, but there are no specific reviewers, schedules, documents,
budgets, or contractors associated with it. The BCM administrator creating the Contract

Group should update the Contract Group and complete these tasks prior to creating
contracts for the group.

Searching for a Contract Group

v" Before you begin: You are logged into the system as a BCM administrator or CMS
administrator, and you already created a contract group.

What you do Comments/Prompts

54. From your CMS menu
column on the left, click the
Search/Update link in the

Contract Group sectio\
The Contract Group :

Search page appears.

4 CONTRACT GROUPS

COFRESPORIENCE

55. Use the drop-down lists and

GROUP SEARCH
the description box to select

your search criteria. You GROUP SEARCH
will search for the Contract cortactvear | =l program bivision -1
Group you created in the Program ame | =l surprogram =

Description |

previous task. clear( search

. GROUP SEARCH RESULTS:
Click the Search button.

Note: You must select at least one search option.

NYS Office of Children and Family Services 3-8
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What you do Comments/Prompts
56. Notice that the search SROUP SEARCH
Criteria iS Stlll liSted, alOIlg Cantract Year l—;[ Fragrarm Division l—;l
with the search results. Pregram Name = Sub-Frogram |
Description |Samp\e Caontract Group
You can clear the search o) el
GROUP SEARCH RESULTS: 1 ROW(S) FOUND

criteria by selecting the

Clear button, Or Narrow 2006 Adrinistration Adrinistrative Services  Gourier Service  Sample Contract Group Details
your search by entering

additional criteria in the

search boxes and clicking

the Search button.

Select the Details link for
the desired contract group
to open and view the
Contract Group.
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Creating a Contract Group Schedule and Assigning Reviewers

Much of contract management is driven by schedules. All contracts have tasks associated
with them, be they establishing the basic contract, processing budget modifications, or
renewing contracts. These tasks are broken down into stages, and a schedule governs the
stages and the overall tasks. When you set up a schedule for a contract management task
and assign the stages to the appropriate staff, all contracts that are based on the group will
inherit the schedule. Thus, if you indicate in the Contract Group that a particular person
from the Budget office needs to perform an internal review and has three days for the review
process, all contracts that are part of the same Contract Group will have the Budget staff
person reviewing the contracts, unless otherwise modified. The clock will not start ticking on
the three days for the Budget person until earlier task stages have been completed in the
review process. By the same token, when the Budget person completes the review process
and indicates this in CMS, the next person indicated in the schedule timeline will begin
working on their item.

There are currently six task schedules that can be set up for Contract Groups — these are the
same tasks that are available through the Inbox. Not all task schedules will be appropriate
for the Contract Group. Typically, the processes of setting up a group schedule and assigning
reviewers will coincide. A contract schedule is set up by selecting the Reviewers tab, selecting
a review schedule and assigning reviewers to the various stages in the review schedule. Since
the functions that a reviewer can perform in the system are based on the role they play in
the system, BCM and CMS administrators should have a basic understanding of the
different roles in the system (Program, Legal, Budget, BCM user, etc.) and the tasks these
users perform, both in CMS, and as part of their jobs.

Assigning Reviewers to a New Contract Group Schedule
v Before you begin: You are logged into the system as a BCM administrator or

CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract

Group.
What You Do Comments/Prompts
57. Click the Reviewers tab on the
Contract Group CROUPDETALS

Detaﬂs page GROUP BOCUMENT PREP BUDGET COMTRACTORLIST SCHEDILE

GROUS DETAILS | UPDATE )
f 7] e v

The Contract Group
Reviewers page displays.

uuuuuu

58. The current list of contract e == e o e e
tasks is displayed. Note that e S oM N U 0 '
there is currently no schedule ikt s -
information on the page. You
will be setting up a schedule
for the Contract Task
(abbreviated as CTRCT)

Asuign Fandewas | o e

Click the Edit link next to the

CTRCT task. The task item is activated, and the schedule drop-

down box displays.

NYS Office of Children and Family Services 3-10
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What You Do Comments/Prompts
59. Click the down arrow in the PO SIS RIS
schedule drop-down box to
display the list of contract IR .
schedule types currently SENEW -
available. Select the one you :“:E:Z -
wish to use. e -
ADVIREE Edit
If the schedule drop-down box
covers the Update link, click Note: The typical contract review schedule is now
in a blank area so the box size 150 days. You should see schedules based on this
reduces. number.
60. Click the Update link to save ST S FRIEES
your schedule choice.
CTRCT [onUNE conTRACT (7] UdCa cel
The page updates, displaying :::EZU :
the selected review schedule. . ="
The reviewer box defaults to j— Edt
the first task in the list. . Edit

NYS Office of Children and Family Services 3-11
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What You Do Comments/Prompts

61. The Reviewer selection screen displays the predefined review stages. These stages are
part of the schedule you selected. At this point, you will need to start assigning
reviewers to the stages. The reviewers that appear in the list before you assign and save
the reviewers lists are default values from the system.

GROUP REVIEWERS DOCUMENT PREP BUDGET CONTRACTOR LIST SCHEDULE
GROUP HAME:2005 ADMINISTRATION ADMINISTRATIVE SERVICES COURIER SERVICE, SAMPLE CONTRACT GROUP

TASK-SCHEDULES-REVIEWERS Task Schedule IONL\NE CONTRACT [(5]
— Online Contract Edit Initial Award CIMSADMIN -
REMEW Edit

With Contractor COMNUSER -
AMEND Edit
BUDMD Edit

Pragrarm Review CMSADMIN -
EXPEN Edit
ADWIREE Edit ;

Internal Review

—————— Internal Review Legal  CMSADMIN |—;[
—————— Internal Review Budget  CMSADMIN |—;[
BCM Review CMSADMIN |—;[
Confractor Signature CONEIG lﬁ
OCFS Signature & CMBADMIN |—;[

Frocessing

AGIOSC Review CMEADMIN -

_D\_Assign Reviewers I Save Reviewers |
Click the Assign Reviewers button /

Note: Although you cannot see the length of time associated with each review stage, the
number of days for each stage is automatically established for you, based on the
selected schedule. You will review the schedule and the number of days for each task
after the schedule is created and reviewers are assigned.

62. A bop-up window appears, Microsoft Internet Explorer |
asking if you want to add or k

change reviewers. _
Do wou want to Add{Change Reviewers

Click OK to proceed.
I; i, I Cancel |
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What You Do

Comments/Prompts

63. The Reviewer drop-down
lists are enabled. Each box
displays a list of reviewers
filling the selected role (such
as Program, BCM
Administrator, Legal, etc).
The reviewers that are
preselected in the lists
represent the default values
from the system (the first
name in the list of reviewers
in the appropriate role).

Select the desired reviewers
for each stage. Each box
displays only those users
whose accounts match the
specified role — for example,
the drop-down list for the AG
stage will only display users
with BCM user accounts.

If the schedule is to be done
online, there will contractor
stages with contractor roles,
i.e. CONUSER, CONSIG. In
these lists you can only pick
“REVIEWER, A DEFAULT”.
This will insert the default
reviewers for the
organizations that you later
select to create contracts. This
avoids your needing to know
the names of the contractor
reviewers, or assigning them
individually on the Contracts
screens.

Click the Save Reviewers
button.

Task Schadule [ ONLINE CONTRACT [C[F)

Initial Aveard CMSADMIN IHARDING, DICK j
With Contractor COMUSER IRE\-"IEWER, B DEFAULj
Prograrm Review CMSADMIN IHARDING, DICK j
Internal Review
------ Internal Rewview CMEADMIN IHARDING, DICK j
Legal
------ Internal Rewview CMEADMIN IHARDING, DICK j
Budget
BCM Review CMEADMIN IHARDING, DICK j
Contractar Signature COMEIG

CMSADMIN - [HARDING, DICK |
AGIOSC Review ChSADMIN IHARDING, DICK j

| Assign Reuiewers( | Save Reviewers

Note: You may type a letter into the reviewer list
boxes to jump to the first reviewer with that first
initial — for example, enter “M” to jump to the first
entry beginning with the letter M.

NYS Office of Children and Family Services
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What You Do Comments/Prompts

TASK SCHEDULES REVIEWERS

64. The reviewer list has
successfully been saved, and =

the selection box is now
disabled.

To set up another schedule,
such as buget modifications,
you would click the Edit link
next to the desired task and
repeat the process, selecting a
schedule, assigning reviewers
to the schedule stages, and
saving the list.

To make changes to the
displayed schedule and
reviewer list, click the Assign
Reviewers button and repeat
the process of selecting
reviewers and saving the list.
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Reviewing the Contract Group Schedule

v" Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract
Group.

What You Do Comments/Prompts

65. Click the Schedule tab at the
top of any of the Contract
Group pages that appear once
you have selected and opened
a Contract Group.

GROUP DETAILS \
GROUP REVIEWERS DOCUMENT PREP BUDGET CONTRACTOR LIST
GROUP DETAILS { UPDATE )

Contract Year™ 2005 ~| Program Division™ ADMIMISTRATION ¥
Program Name** ADMIMISTRATIVE SER' ¥ Sub-Program Name COURIER SERVICE =
Group Description |5amp|e Contract Group
66 The Contract Schedule page CONTRACT TASKS SCHEDULE TYPE OMLINE COMTRACT [CONTRACT] =
appears, indicating the list of
cTReT  Online Contract
contract schedules. I Initial Avward CMSADMIN Harding, Dick 0 Edit Delete
RENEWY Wyith Contractar COMUSER Reviewer, & Default 30 Edit Delete
AMEND Program Review CMSADMIN Harding, Dick 10 Edit Delete
The view automatlcally Intemal Review 20 Edil Delete
BUDMD B "
rrrrrr Internal Review Legal CMSADMIN Harding, Dick 20 Edit Delete
defaults tO the CTRCT taSk' EXPEN | - Internal Review Budget CMSADMIN Harding, Dick 20 Edit Delete
If no schedule is available for p— BCM Review CMSADMIN Harding, Dick 20 Edit Delete
Caontractor Signature CONSIG Reviewer, A Default 14 Edit Delete
t’hat taSk’ the SChedule Type OCFS Signature & Processing CMSADMIM Harding, Dick 10 Edit Delete
and Review Stages will be AGIOSC Review CMSADMIN Harding, Dick 15 Edil Dalste
<>
empty.
TOTAL DAVS IN SCHEDULE 120

If you are reviewing any
schedule other than the
default CTRCT task, you will
need to click the desired task
to display the schedule.
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What You Do Comments/Prompts
67. The number of Scheduled CONTRACT TASKS SCHEDULE TYPE [onUNE ConTRA
Days associated with each
stage of the selected schedule CTRCT | Oniine Confact nitial Aware CMSADMIN Harding, Dick
is listed, along with the Total &eiEn ith Contractor CONUSER Reviewer, A, Defaul
. Fragram Review CMEADMIN Harding, Dick
AMEND
Days in Schedule. =
oMb | [ Internal Review Legal  CMSADMIN Harding, Dick
NOte that a pal‘ticulal‘ I‘eVieW EXFPEM ’ —————— Internal Review Budget CMSADMIN Harding, Dick
« vy . Ry BOM Review CMESADMIN Harding, Dick
Stage may be a parent 1tem, = Contractar Signature COMNSIG Reviewer, A Default

with “child” items associated OCFS Signature & Processing | CMSACMIN| Harding, Dick
. . . AGIOBC Review CMEADMIM Harding, Dick

with it, such as internal .

review by different offices. The S —

child items are indicated in

this image by the dashes

preceding the text. In the case

shown here, the child tasks

run concurrently — each

reviewer has 20 days to

accomplish their review, but

the entire internal review

process only runs 20 days.
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Adding Contract Documents to the Contract Group

Contracts have a set of documents associated with them, containing both general and specific
language that defines the parameters of the contract. There are specific, pre-defined contract
documents that are commonly used, such as a cover page, agreement, signature page,
Appendix B budget, amendment, and renewal documents. Since so much of the language is
general and applies across many different contracts, the contract documents are defined on a
Contract Group basis, and can later be customized for a specific contract.

There may be times when different sets of contracts in your Contract Group need different
documents associated with them than other sets of contracts in the same Contract Group. If
this happens, you can create one set of contracts with their specific documents, then you can
change the associated documents list in the Contract Group and then create another set of
contracts that will have those documents associated with them.

Attaching Documents to the Contract Group

You need to establish the list of contract documents that should be generated
for every contract in a Contract Group. Once a contract is established in a
Contract Group, internal reviewers will be able to examine the contract
documents online. Refer to the “Internal Review of Contracts on CMS” Training
Addendum.

v" Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract
Group.

What You Do Comments/Prompts

68. Click the Documents tab on
the Contract Group Details

page.

GROUP DETAILS

GROUP REVIEWERS DOCUMENT PREP & BUDGET CONTRACTOR LIST SCHEDULE
GREHEDETAILS { UPDATE )

Contract Year™ |2005 ~| Program Division™ ADMINMISTRATION | -
Program Mame™ IADM\N\STRATIVE SER' x| Sub-Program Mame COURIER SERVICE  |=

Group Description |Samp|e Contract Group
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What You Do

Comments/Prompts

69. The Contract Group
Documents page displays.

There are two lists of

documents, the Contract
Documents and the
Downloadable Documents.

The Coniract Documents list
shows the documents that are
available to be added to a
contract document.

The Downloadable Documents
list shows the documents that
are available to be downloaded
by the contractor (or OCFS
staff). These can include
instructions on how to
complete the contract, or
documents that you want the
contractor to download and
complete offline (on their own
computer), then upload back
into CMS where you can
review them and add them to
the contract document if you
want.

70. Select a document and click
the right arrow to move the
document into the Selected
Documents list. Repeat the
process as necessary, building

your list.

To remove a document from

— >

GROUR REVIPWERS DOCUMENT PRER FIDGET COMTRACTOR LIST SCHEDULE

2005 ADMINIS THATION ADMINISTHATIVE SERVICES COLIRIER SEHVICE, SAMIPLE CONTRACT GROUP

CONTRACT DOCUMINTS

Available Documirts Selncted Documents

APPEND A-2 CBVH RECREATIONAL SERVICES -
END G CEVH HECREATIONAL SERVICES

+

W 4 003
BOARD OF DIRECTORS PROFILE
CHILDREMS JUSTICE APPENDIX C =l

DOVWHLOADABLE DOCUMENTS

Asallagle Documents

[AFFENDI [ WORKPLAN
INGTRUCTIONS
TEET DOCUMENT

S |

For both lists, the Available Documents column on the left
displays the contract documents that can be used for your
Contract Group. The Selected Documents column on the
right displays the documents that you have chosen to be used
for your Contract Group.

You can move documents back and forth from either lists by
using the right and left arrows in between the lists. You must
remember to hit the Save button to save your changes for each
list before moving to the other list.

CONTRACT DOCUMEHTS

Selected Documents

Awailable Documents
COVER PAGE 2004-11-14

RENS JUSTICE AFFENDIR C
COYER PAGE 2004-11-14

CPS-DV COLLABORATION APPENDIX C-40
DAY CARE T PART Il PROFIT

DAYCARE T- COVERPAGE NFP

DAYCARE T - COVERPAGE PROFIT
DAYCARE T- PART I MFP

D FLAT RATE APPEMNDIX C-40

DY CAAPPENDIX A2

ELECTROMIC SIGNATURE PAGE ﬂ
the Selected Documents ET APPEN - .- 2005
list, select the item, then click  |wirwarrenoias
* HY TANF A-2 =
the left arrow +| . Save
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What You Do

Comments/Prompts

71. Click on an item in the
Selected Documents list
and click the up and down
arrow buttons to re-order your
list. The contract will be
compiled, generated, and
printed in this order.

72. Once you have assembled the
list of Selected Documents in
the correct order, click the

Save button to save your list
of Contract Documents to the

Contract Group.

73. Repeat the same steps to add
any downloadable documents

to the Group.

Remember to use the Save
button to save any changes
you make to this list before
leaving it.

COHTRACT DOCUMENTS
Awailable Documeants
APPENDIX D (NTERACTIVE, SINGLE PAGE)

Selacted Documents

APPEMND A-2 CBYH RECREATIONAL SERVICES -
AFFPEND C- CEVH RECREATIONAL SERVICES

APPENDI A

APPENDIK A-1 2008

APPENDIX A-2

APPENDIX A3 REV 10-20-04

APPEMNDIX B - BUDGET

APPENDIX C AASP 20

4R

APPENDIX D (INTERA
APPENDIX D DEMO
APPENDI M
APPENDIXT
APPENDI % 4-2003
BOARD OF DIRECTORS PROFILE
CHILDREMNS JUSTICE APPENDIX C

GLE PAGE]

COHTRACT DOCUMENTS
Available Documents
APPEMDIX D {INTERACTIVE, SINGLE PAGE)

COVER PAGE 2004-11-14

AFFENDIX B - BUDGET

ELECTRONIC BIGNATURE PAGE
APPENDIX D {INTER! IGLE PAGE)

Selected Documents

APPEND A-2 CBYH RECREATIONAL SERVICES -~
APPEMD C- CBYH RECREATIONAL SERVICES

APPEMDIX A

APPEMDIX A-1 2008

AFFEMDIX A-2

APPEMDIX A3 REV 10-20-04

AFFEMDIX B - BUDGET

APPEMDIX C AASP 2003-05-30

APPEMDIE D (INT Gl
APPEMDIX D DEMO
APPEMDIE M
AFFEMDIXT
APPEMDIX ¥ 4-2003

BOARD OF DIRECTORS FROFILE
CHILDREMS JUSTICE APPEMDIX C

[+ [+

DOWHLOADABLE DOCUMENTS

Available Documents

APPENDIX D WORKPLAN
INSTRUCTIONS
TEST DOCUMEMNT

COVER PAGE 2004-11-14
AFPENDIX B - BUDGET
APPENDIH D (INTERACTI
ELECTROMIC SIGNATURE

Selected Documents

[+ |+
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Viewing the Budget

The Contract Group provides a view of the budget that will be set up for contracts in the
group, based on the budget format type that was selected on the Contract Group details
page. The amounts in the budget are set to zero, since budgets apply to specific contracts,
rather than Contract Groups. Use the Contract Group Budget to identify the basic line items
that will need to be filled in for individual contract budgets in the group.

Examining the Budget View

v" Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract
Group.

What You Do Comments/Prompts

74. Click the Budget tab on the
Contract Group Details page.

GROUP DETAILS

GROUP REVIEWERS DOCUMENT PREP CONTRACTORLIST SCHEDULE
]
GROUP DETAILS { UPDA U

Contract Year™ |2005 'l Prograrn Division™ ADMIMISTRATION v
Program MName* IADMINISTRATIVE SER! v[ Sub-Program Mare COURIER SERYICE  |*
Group Description |Samp\e Caontract Group
75. The Contract Group BUDGET DETAILS
Budget displays, Budget/Category Local ShareMatch OCFS Funds Total
Personal Services
. . Persannel 0.00 0.00 $0.00
The Budget Details displays Fringe Benefits 0.00 0.00 $0.00
the format of the budget that Sub Total $0.00 $0.00 $0.00
was selected on the Contract Non-Personal Services
. ContractualiConsultant 0.00 0.0o F0.00
Group details page. TraveliPer Diem 0.00 0.an 0,00
Equiprment 0.oo n.ao F0.00
: : Supplies 0.00 0.00 $0.00
It r?ﬂeCtS.the hne 1tems Other Expenses o.an 0.0o F0.00
available in the selected Sub Total $0.00 $0.00 $0.00
budget format for the Contract Grand Total S UL il

Group.
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Creating the Contractor List

The Contract Group stores a list of contractors associated with a Contract Group. CMS
contains a list of contractors who can be added to a Contract Group and awarded contracts
for that group. It is also possible to add new contractors to CMS to be added to Contract
Groups. See the Managing Contractors chapter for more information on that topic.

You add contractors to the group list by searching for the contractors, entering some basic
information about the contract (e.g. amount), and saving the list. Generating contracts for
the Contract Group and assigning a contract award number and contract amount will be

discussed later in this chapter.

Adding Contractors to the Contract Group

v' Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract

Group.
What You Do Comments/Prompts
76. Click the Contractor List tab
on the Contract Group
Details page.
GROUP DETAILS
GROUP REVIEWERS DOCUMENT PREP BUDGET SCHEDULE
GROUP DETAILS ( UPDATE ) ‘h
Contract Year™ 2005 > | Program Division™ ADMINISTRATION e
Program Name* ADMIMISTRATIVE SER' | Sub-Program Name COURIER SERVICE  |¥

Group Description

77. The Contractor List page is
displayed.

Click the Contractor Search
button to locate potential
contractors for the Contract
Group.

GROUP

|Eamme Contract Group

CONTRACTOR LIST

HEVIEWERS DOCUMENT PREP HEGET CONTRACTOR LIST SCHEMLE

 yans = RSP E CORTRACT GROUP

m S Conteactor st |
__——
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What You Do Comments/Prompts
78. Enter your search criteria. CONTRACTOR SEARCH

Notice that the options include

a search by Legal Name, GROUP HAME:

Federal Id (Municipal Code Legal Name [aa Federal Id |

can also be entgred in this peal | pPopuarname[

ie;d)é DBA (Do:in(gJ BustmeTs}s1 County| | Regions | =
s), Region, and County. The

Legal I%ame may be di};’ferent Save Contractons st mISearch I(:I/ar I

than the DBA name.
Click the Search button.

Note: You do not need to
select any criteria to perform
your search, but this will
result in every contractor
listed in the CMS database
appearing in your results page
and may cause a timeout
error.

79. To add a contractor(s) to your
Group, check the box next to
the Legal Name of the

contractor.

To view detailed information
about the Contractor, select
the Legal Name link to open
the Contractor Detail page.

The numbers at the bottom of
the search results indicate the
number of pages of contractors
your search resulted in. If
more than one page returns,
click the page number to
navigate to that page of the
results, if necessary.

SEARCH RESULTS:

The search results appear on the page, below the search
criteria. You may select different search options to
narrow your search, or clear your search options to
start over. You do not have to enter the full legal name
of the contractor. Unless you are certain of the way a
contractor name is listed in CMS, it is best to search on
only part of the legal name, to maximize your chances of
finding the contractor. For example, if the contractor
name is listed as “Westchester Council on the Aged”
and you search for “Westchester Council on Aging” the
search would not locate the contractor. It is always best
if you enter a small, relatively unique portion of the
name as your search criteria, such as “Westchester
Council” or even “Westchester.”

CONTRACTOR SEARCH

GROUP HAML:

Legal Narne faa e
oas[ Popularbame [
L | mogors [ =]
Save ContractorsList | Search | Clear |

SEARCH RESULTS:

A A Elar
r

Ak Solytions L
[{E

[~ Vigtoria-Lora sting Cite NAACE Famie Dy Gare Contar Fund, Ing
[ Eamingdse asy

Manhgssat Alistars A41) Baskeiball Program, ins

S YEzir

Sohurder Cantge ior Anahvaie & ADOLACY (DTARN
[ Gneing Valley NAACE

Sfaniey ™ 133508 Neightohood Centering

S1aten 151and MARCP

Eogthilath ki, in

r
- tishi
1

123456789 Aardvark SoluSons

112320354

Hall Court
armingdale, Ny 117

010697077

136227899

113516833

135562357

136227605

132572034

HHS6I44

116003354

Note: With multiple result pages, you must select the
desired contractors on one page, click the Save
Contractors List button, then repeat your search and
move to the next results page, selecting the next set of
contractors and clicking the Save Contractors List
button for those pages.
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What You Do Comments/Prompts
80. After you have placed a check CONTTACTORSERREN
mark next to the desired o
contractors on the page, click e —— o ‘
the Save Contractors List | B
e |

button.

81. The selected contractors are
copied to the Contractor List

page.

Your Contractor List has been
saved, but no contracts have
been created for this Contract
Group yet.

Contractors may be added
individually as the contracts
are awarded.

T Asteiilon lstand Gite NAACP Famite Diy Care Ceriter Fund, Ing

Eamingdale AR

Q

WinhaFeal ANEIAre AAL! BRSHEINGN Proaram., ing

Adrdvark Solutions

r
[~ BAAGE viNamsbidae Branch
- 112320354
b LIEITHE B
r 113516633
- Salundir i for Anabesis & Adrcacy (SCAR) 13556
r §0ring Valley NAACE 136227695
- Hankee M izagce Heiohberbood Cenbeng 132572034 5 EAST 9IR0 STREET
MNEW TORK, N 101 286604
[ Etalen 53 NAACE 203056244 PO, Box 141064
Staten keland, N 100140000
[~ eshoen Kehilalh Vb ng 118007354
CONTRACTOR LIST
GROUR RFVIPERS DOCUMENT PREP BUDGET CONTRACTOR LIST SCHEDULE
o SAMPLE CONTRACT GROW
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Deleting a Contractor from the Contractor List

Just as we added contractors to the Contract Group Contractor List, we can also delete
contractors from the Contractor List, provided that the contract has not already been
created. The Delete link in the Contractor List table is used to remove Contractors from the
Contract Group Contractor List prior to a contract being created for that contractor.

If a contractor has an in process contract assigned to them, yet you want to delete that
contractor, you can cancel the contract via the Inbox and then delete the contractor via this
method. See the Using the Inbox section for more information on cancelling an in process
contract.

Deleting Contractors from the Contract Group

v' Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract
Group. The Contract Group Contractor List is displayed.

What You Do Comments/Prompts
82. Click the Delete link for the Croup e 200 o st s orow
Contractor you wish to remove
from the list. A St
Aardvark Sohutions Lid, 123456759 Edi Dalesatd
conractr soncn_| s |
83. The Contractor is removed e e et L i
from the list. The table
displays the remaining : : .
contractors in the Contractor .
Comtractor Search S Comlractor List

List.

Note: If you had tried to
remove a Contractor List item |CAHHOT DELETE COHTRACTOR COHNTRACT ALREADY CREATED
where the Contract already

exists (a Contract Number hds

been generated), you would

see an error message.

Note: You may delete
Contractor List items that
have an Amount and
Award# specified, as long as
there is no Contract # listed.
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Adding Contracts to a Contract Group

Concepts >

84.

85.

86.

After you have added contractors to the Contract Group (as described above), you next assign
contracts to those contractors via the same Contractor List screen that you used to select the
contractors that went into the Contract Group.

Contracts inherit the properties of the particular Contract Group that is used to create them.
You create contracts for the Contract Group by entering their contract number, award
number, and award amount for each of the contractors that you have selected for the
Contract Group. You can also accept certain default values such as contract number and
award number.

Contracts can be added to a Contract Group when it is first created, or later on after the
initial Group is created.

Create a Contract in the Contract Group Contractor List

v' Before you begin: You are logged into the system as a BCM administrator or
CMS administrator. You have already located a Contract Group through the
Contract Group search window, and clicked the group name to open the Contract
Group.

What You Do Comments/Prompts

Click the Contractor List s
GROLE REVIEWERS DOCUMENT PREF BUDGET COMTRACTOR LIST i SCHEDULE
tab on the Contract Group A — )

Details page. o
Click the Edit link to select CONIRAGTOR UST
the contractor. |oup REVIEWERS DOCUMENT PREP e TSR EEE

CROUP WAME: 2095 SERVICES © E, SAMPLE CONTRACT GROUP

Edi Deiste
Edil Dofede

| Contracim Swarch | S Contractor it |

Enter the Amount (no $
needed), assign an Award#
and Contract # in the text
boxes. GROUP

GROUP HAME: 2005 ADMIHISTRATION ADMII

DOCUMENT PREP BUDGET CONTRACTOR LIST SCHEDULE

TIVE SERVICES COURIER SERVICE, SAMPLE COHTRACT GROUP

ABC After School Program 123465789 Edit Celete

Aardvark Solutions Ltd. 123456788 [100000 1 SAMPLET Update Cancey Delete
I
S~———

Contractonsearcn | ISauelContractor st

Click Update to save your

entry. Note: Award# and Contract # are optional — you may
leave them blank. A default contract # will be assigned
if the field is left blank.
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What You Do Comments/Prompts
87. Click the Save Contractor RS
LiSt button to create the GROUP REVIDWERS DOCUMENT PREP DURGET CONTRACTORLIST SCHEDALE
Contract‘ 2005 SERVICES COURER SERVICE, SAMPLE CONTRACT CROUP
$100,000.00 i SAMPLEY ;
88. The system either assigns the SRR
Contract # you entered or GROUP REVIEWERS DOCUMENT PREP BUDGET CONTRACTOR LIST SCHEDULE
autOmatlcaHy generates a GROUP HAME: 2085 SERVICES C F. SAMPLE CONTRACT GROUP
contract number if you left
Contract # blank. The contract @ oo amreaban Lu L
Amdvark 3o L. §100,000.00 1 SAMPLE® Edit Delale
number begins with the ’L;
Contractor Search | Save Contractor List |

contract prefix assigned to the
Contract Group at the time
the contract is created.

Note: Clicking the Contract # link will take you to the
details of the contract.

Once the contract number has been generated, BCM administrators and other users would
be able to generate and fill out budget documents, as well as contract documents for the
created contract. This will be discussed in the Contracts section of the manual.

Creating the contract also kicked off the contract review schedule that we previously set up.
The initial award stage is marked as completed, and users can now see the next scheduled

stage in the CMS inbox.
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Performing Group Renewals

Concepts > As a CMS or BCM administrator, you may renew contracts on a group basis. Rather than
search for the individual contract(s) through the Contract Search and start the contract
renewal process on an individual contract basis, you may use the Contract Group renewal
function to renew one, many, or all of the contracts in a given Contract Group.

If there are any changes needed to the group such as changes in the Group Properties,
Reviewers, Documents etc., make sure you make these changes to the Group prior to using
the Renew function.

The Contract Group Renewal process is launched by clicking the Renew button at the
bottom of the Contract Group Details page, and then selecting the appropriate contracts that
you wish to renew from a list of contracts within the group. When a contract is renewed (be it
from the contract itself, or through the Contract Group renewal function) the renewal
schedule is launched. A contract is not formally renewed until it has completed the renewal
schedule. For additional information on performing contract group renewals or individual
contract renewals, contact the main CMS administrator.

v" Before you begin: You are logged into the system as a BCM administrator or CMS
administrator. You have already located a Contract Group through the Contract Group
search window, and clicked the group name to open the Contract Group.

What You Do Comments/Prompts
89. Click the Renew button at N o DETALS

the bottom of the Contract GROUP DETAILS (UPDATE )
Group Details page ‘

Foacird e

CONTRACT DETALS

%) A wcettwy [
- ting
“* BOICATE REGUSLT NELDS
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What You Do

Comments/Prompts

90. A list of the group’s contracts
displays. Select the contracts
you want to renew.

Make any changes to the
renewal periods if necessary.

Enter amounts for the
renewal periods.

91. A message will appear
indicating that you have
successfully started the
renewal process for your
contracts.

When a contract is renewed
(be it from the contract itself,
or through the Contract Group
renewal function) the renewal
schedule is launched.

A contract is not formally
renewed until it has
completed the renewal
schedule. For additional
information on performing
contract group renewals or
individual contract renewals,
contact the main CMS
administrator.

GROUP RENEWWAL

GROUP HAME: 2005 ADMIHISTRATIOH ADMINISTRATIVE SERVICES ADMINISTRATIVE, ENHAHCED SCHEDULE TESTING

Renewal Schedule

Onling Renewal

Awrard Date

[04/26/2008 | |

[ PATTEN  fardvark Solutions Ltd 040172006 0373152007  [04012007 [ 040772008 | [

[ IEST4Z7  Asrdvark SolionsUid 040172006 0373112007 04172007 Lo [pamiezooe ] |

[ TESTHOM  fardvark Solutions Ltd 040172006 037312007 [B4012007 .| D400 . [

" MMO4264  Asrdvark SolionsUid 040172006 03/31:2007 040172007 [on| [0amiezooe ] [

[T PATTIEL Aardvark Solutions Ltd. 04012007 03/31/2008 IUA!U‘\EUUE;I IUdeWZUUB;I |

DRCMB1S  Aardvark Solgfions Lid. 40172006 03(31r2007 g :H\

P \a000901  AarvarkSolutions Lid. 0410172008 [pami 2007 .| [pamiszoce .| [10000

P poooon:  sardvark Solutions Ltd. nainiszong 0331007 04012007 .| [04mi/z006 .| [ioooo

P /2000001  Aardvark Sollions Lid, 040172007 [pami 72008 .| [pamizzo0s | 10000

TESTE1S  Aardvark Solufions Ltd 04/01/2006 033112007
Renew Contracts | Save Renewabhle Contracts %J
GROUP RENEWAL
CONTRACT(S) SUCCESSFULLY SAVED FOR RENEWAL
GHOUF WAMIL: 2005 SLRVICLS MLDULL TESTING
Renewal Schedule Onling Renewal Award Date Wﬂ

™ EALTEL Aarchark Solutions Lid, 08mMASI0NE  OWILL0N0T mﬂ mﬂ I—

[ OTESTAZ  AaseckSuifiensiid, 0emioooe  oddieoer Pamvzoor fef o | [T

r IESTHOM Aan Lk ol nsLld, OaMI006 oars gy 'mll mﬂ I—

[ OMMMEA  AadbrkSolficns Lt 04012008 oaniooor aoeoor [o paoimome | [

[ BATIE!  AantackSoltionsiig 04012007 oaawaees Paoicoos = petieoms =] [T

[ ORGMBID  MuseckSolfiensLyd, 0evioone  cadinoer [oizoor |8 fwomoce || [T

P Q000001  sugerkSoutons i, 04012006 03012007 famoor |2 patizoce [E) oo

P Ge0eQUz Ak Suuionsid, osoicons  owneesr ez (8] Bamzoe B [oom

P O000001 stk Solutions Lad 040172007 Famrnon |2 panaoe |2 oo

I~ IESTE1 Atk Solufions Lid, 0&M12006 ? 'm;l m;‘ |

Renew Contracts |

Contracts |
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Managing and
Understanding Contracts

Topics
a Locating Contract Information through CMS
b Updating Basic Contract Information
c Viewing Contract Period Information
d Managing Contract Budgets
e Managing Contract Documents
f Reviewing Contract Reviewers and Schedules
g Preparing Contract Funds
h Creating the AC340

[

Viewing Existing Coding Instructions

Viewing Contract Contractor List

—.
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Chapter 4. Managing and Understanding Contracts

A contract is a written agreement between the New York State Office of Children and Family
Services and the Bidder/Contractor, setting forth the total legal obligation between the
parties as determined by applicable rules of law. In CMS, a contract includes contract period
information, contractor data, review schedules, financial data, and OCFS staff assigned to
managing aspects of the contract.

All users can perform contract searches and view contract data regardless of their role in
CMS. BCM administrators and users have the general responsibility for updating contract
information in CMS, such as entering project name and contract contacts, assigning OCFS
staff to schedules for managing the contract, and issuing payments. Program users can send
correspondence and notes, but cannot change the contract properties such as project name,
contract period, etc. Program users will enter contract budget information, with the
exception of legislative contracts and specials, where all the contract administration, review,
and processing functions are performed by BCM staff. For additional information on the role
you will play in the system, and the procedures you will use, please contact your BCM
administrator.
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Concepts >

Locating Contract Information through CMS

There are two ways to access contract information. The first, through the Inbox, is used
when the contract is going through one of the different review tasks in the system, such as
when a contract is being reviewed, a budget modification request has been filed, or an
expenditure report has been logged. The Inbox displays the processing stages prior to the
approval stage. Users can click the contract number from the Inbox to go directly to the
contract information pages, as discussed in Chapter 2 (Using the Inbox). If there is no specific
Inbox review task to be performed, the user can search for the contract through the
Contracts Search function on the main menu. As previously discussed, all users can search
and view contract data in CMS.

Searching for a Contract

v' Before you begin: You are logged into the system as a user.

What You Do Comments/Prompts
92. From your CMS menu HOME

column on the left, click the INEOX

Search link in jche GTTTE TG

Contracts section. CREATE
SEARCH/UPDATE

The Contract Search page CONTRACTOR

appears. CREATE
SEARCH/UPDATE
LOG SCREEN
CLAlM
BULGET MODIFICATION
CONTRACTS

SEARCH

NYS Office of Children and Family Services
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CONTRACT SEARCH
GROUP DETAILS
Contract Year | j Prograrm Division | j
Program MName | j Sub-Program Mame | j
Description |
CONTRACT DETAILS
Contract # | Froject Mame |
Poward # | Mweard Amount |
Status | j
CONTRACTOR DETAILS
Contractor | L%
Federal ID | Municipality Code |

The Contract Search page contains three sets of search criteria: Group Details, Contract
Details, and Contractor Details. Click the down arrows to open the list boxes. Fields
such as Contract#, Award Amount, Contact Name, and Contractor are text fields.
Type search criteria in these fields. You do not have to enter the full name in a text field —
you may enter just a portion of the search criteria. For example, to search for all contracts
assigned to contractors that have the word “legal” in their name, enter the word legal in the
Contractor field. The search results might include “Legal Services, Inc.,” “Lomax Legal
Services,” or “Thompson Legal.” Because the search mechanism looks for all instances of the
string “legal,” the results would also include any contracts assigned to contractors such as
“Paralegals, Inc.”

Note: It is important to understand that you are searching for a contract from this screen,
even if you are only entering contractor information. A contract does not exist until the
contract number is generated from the Contract Group.

Search Tips: Although you do not need to enter any Another useful way to narrow your contract search is the

search criteria, ym;lwill_want to narrl(év;your Se;]i_mhfi” contract status. Click the Status dropdown list to search for
some manner — otherwise you would be searching for active or closed contracts.

the tens of thousands of contracts in CMS, whether the
contracts are active or not. If you are unsure of the

basic contract information or are uncertain if the Status _ [ |
contract exists, you will probably want to use a broad
search, such as contract year, or contractor name. If Approved
you know more about the contract, you would construct Cancelled - Duplicate
a narrower search. Experiment with using different Cancelled - Mot Reappropi
search criteria. Cancelled - Rescinded
Cancelled - Revoked
Closed
Closed - Archived
I Process
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93. Enter the search criteria. CONTRACT SEARCH

GROUP DETAILS

Examp le: /CunlractYear Iﬁ Prograrm Division lﬁ
Contract Year: 2005: Progam Name | =l Sub-Program Narme 7|
Contractor: After schegl com:::::mls

Contract# I— Project Name li
Click the Search button. e — T

Status Iﬁ

The Contract Search HTRACTOR DETAILS
Results page appears. Contractor [After school

Federal ID I

Municipality Code I

COMTRACT SEARCH

94. Contracts that meet the
search criteria are displayed
(e.g. contract year 2005 with
“After school” in their name).

SEARCH BESULTS - 4 BOWS Search Criteria

120465700 $2000000  $20,000

11 108 12465709 5100000  $1,00000

112808287 2000000 $20,00000

208260283 $1000000  $10,00000 DITHENNS Appreves

You can redo a search by
using the Search Criteria
button.

You can also print your list of
contracts by using the Print
button.

Note: You will see the latest approved amendment from
the latest period for each contract.

Click the Contract# link for
the desired contract.

The Contract Update page
appears.
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95. All users are able to view
contract information, but only
CMS administrators and BCM
administrators can update
this information for In Process
contracts. Once contracts are
approved, their properties are
locked and the Update button
will be disabled (grayed out).

If you do not have permission
to change the contract
information, the Update
button will be disabled
(grayed out).

See Appendix C: Contract
Property Rules for more
information on what
properties can be changed and
when.

FEVIEWERS BTN R e CONTRACTOR LT SO

Lo saeses RELER

Ginter Searrry acyn vy | oty | Comminen Lo

ComTRACT mcE ] e

Viewing Contract Information

v" Before you begin: You are logged into the system as a user and have retrieved a contract

record.

NYS Office of Children and Family Services
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What you do

Comments/Prompts

96. The Contract Update page
always displays the Contract

Period Info first. /

Notice the two sets of tabs on

the page — one set with 6 tabs,
and another set below, with 4

tabs.

The first tab in the second set
(Contract General Info)
corresponds to the information
available when creating or
updating Contract Groups.

The second tab (Contract
Period Info) displays general
information about the contract
period, amendments, and
renewals.

The third tab (Contractor
Info) displays general
information about the
contractor.

The fourth tab (Contract
Documents) displays
information about the contract
and contract related
documents.

CONTHACT UPDA TE
CONTRACT [LEUEET DOCUMENT PHLP BUDGLT COMIRRAETOR LIST SCHLDULE

CONTRACT GENERAL PO CONTRACTOR INFO CONTRACT DOCUMINTS

CONTHAGT PEIODS:

AT 200450730 00
sCHEDLE show | hide

WOTES show i hide

AN RPN Amand

Datails Intial Approved
CONTRACT PERIOD IFO

w TESTOO Cemirac] Pitiod Slass Apprmved

warg Date [imanny, | T T —

$106,000.00
§1,500.00
$835.00
$665.00
80.00

$2,026.00

ACHAD | stery Contract Ladger | |
Al Contacty
wa, Luty DSt Delele
Luc Eal  Delee
CONTRACT PROPERTIES
Vuchar Fregusny 2 #romgs Contracting Diane =
—_— E : Progeam Repar Mads >

TANF Ropon ™

CONTHAGT SUDGET IFD

Fstainago — < Advance Rocous [T7 o 2]

rues 5 o cortractor Share %[5

Send Corruspondunce S

Note that this sample contract has a multi-year term,
and is marked as renewable on the Contract General
Info tab. This means the contract has multiple contract
periods. Towards the end of a contract period, the

contract may be renewed, creating a new contract period.

If you needed to extend the contract beyond the multi-
year end date, an amendment (rather than renewal)
would need to be performed. Information on the contract
period(s) as well as amendments and renewals is
available through the Contract Period Info tab.

NYS Office of Children and Family Services
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What you do

Comments/Prompts

97. Contract General Info
General information pertaining
to the entire contract such as
the multi-year term, whether it
1s renewable or a Training
Contract is listed on this page.
For information about the
current contract period, select
the Contract Period Info tab.

Three sets of data appear on this page:
a) Contract General Information
b) Financial Summary Rollup
d) Contract Notes

The Financial Summary Rollup describes the
current financial information available from the
CAPS system. The data changes as new information
is available from CAPS (on a nightly basis). Users
cannot update this information.

COMTRACT PERICD IMNFO COMTRACTOR INFO CONTRACT DOCUMENTS

CONTRACT GENERAL INFORMATION

Contract TESTOOM

Contractor Mame After School Kids Under Superision, n.

Status Approved  Chanoe Status

Project Marme |‘(uuth Advocacy

Award # |1

Term From |1I1 72005 _I

Sub-Recipient v
Training Contract [
Renewable W

FIHANHCIAL SUMMARY

CONTRACT FINANCIAL SUMMARY ROLLUP

COHTRACT HOTES

Thiz is a sample note.

Kl

ontract Model |

Term To [3/30/2005 _|

inistering Agency [ OCFS

Originating Agency [ OCFS

L L L

Procurement Type | RFP

Addd Notes |
|

L/‘/II/LI uctL Lyules ulsplays gelleral
notes about the contract (if
entered). Converted contracts
will list basic contract
information in the Notes field

Send Correspondence Update

The Send Correspondence button can be used to
contact others associated with this contract.

The Contract General Information screen describes
the most basic pieces of contract information. Only
CMS and BCM administrators can update the
information contained in it. Changes are saved by
clicking the Update button. If there are no changes to
be made or your login doesn’t have access to make
changes, this button will be disabled.

NYS Office of Children and Family Services
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Updating Basic Contract Information

Adding and Updating Contract General Information

v Before you begin: You are logged into the system as a CMS administrator or BCM
administrator. You have retrieved the contract record and are looking at the Contract

General Info page.

What you do

Comments/Prompts

98. Information on the Contract
General Info page can be
updated by certain CMS roles
and at certain times. See
Appendix C - Contract Property
Rules for more information.

Project names are not inherited
from the Contract Group and
should be added by a BCM
administrator. This can be done
in the text box provided to
either add or change the Project
Name if it already exists.

Click the Update button to
save the name change.

99. Other information can be
entered in the text boxes
provided or selected from the
drop down lists as needed.

If a contract is Renewable,
make sure that that field is
checked to allow you to renew
Contract Periods.

If a contract is for Training,
make sure that that field is
checked so the training
functionality is available when
appropriate.

After any information is added
or changed, click the Update
button to save the changes.

CONTRACT PERIOD INFO CONTRACTOR [NFO CONTRACT DOCUMENTS

CONTRACT GEMERAL INFORMATION

Contrack# TESTOO1 Status Approved  Change Status

Contractor Mame  After Schoal Kids Under Supervision, Inc.

Project Mame |‘r‘0uth Advocacy

Poiard # 1 Contract hModel I 'I
Term Fram W_I Term Ta IW_I
Sub-Recipient Administering sgeney [ooFs =]
Training Contract [~ originating Agency [00FS 7]
Renewshle [ Frocurement Tvpe Iﬁ
FINAHCIAL SUMMARY
CONTRACT FINANCIAL SUMMARY ROLLUP
CONTRACT HOTES Add Notes |

Thiz iz a sample note |

Send Correspondence (| Update D

COMNTRACT PERIOD INFO COMTRACTOR INFO CONTRACT DOCUMENTS

CONTRACT GENERAL INFORMATION

Contract® TESTOO1
Contractor Mame  After School Kids Under Supervision, Inc.

Status Approved  Chande Status

Project Name [Youth Advocacy

Award#lﬂ— CnntractMndell 'I

Temm From [112005 ] TermTo [9302008 | |
Sub-Recipient AdministeringAgencylm
Training Contract [~ Originating Agencylm
Renewshle W Pracurement Type Iﬁ

FIHANCIAL SUMMARY
CONTRACT FINANCIAL SUMMARY ROLLUP

Add Notes |

This iz a sample note |

CONTRACT HOTES

Send Correspondence (I Updatel

NYS Office of Children and Family Services
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What you do Comments/Prompts

NOteZ If any COntI‘aCt infOI'matiOn Micrusuﬂ: Internekt EHDI 0 EI

on this page is incorrect or missing,
an error message with the name of & Pleass enter Mandatory Fields
the missing data will appear in a

separate window.

Click OK. —>

Add or correct the missing o
information and click the Update Note: Fixing problems on a contract should be rare, unless the

button to save your changes. Contract Group that was used to generate the contract was set
up improperly. CMS administrators and BCM administrators
should always test Contract Groups before they start assigning
contracts to the group. BCM administrators will need to update
contracts when the contracts are first created on the system,
entering project names, contract contacts, etc.

Originakting Agency
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Adding Contract Notes

Adding general notes to a contract record is a convenient way of documenting
miscellaneous information needed for future reference by you or others working

on a contract.

v' Before you begin: You are logged into the system as a CMS administrator, BCM
administrator, or BCM user. You have retrieved a contract record and are looking at the

Contract General Info page.

What you do Comments/Prompts
100 Clle the Add NOtes COMTRACT PERIOD INFO COMNTRACTOR IMFO COMTRACT DOCUMENTS
button.

CONTRACT GENERAL INFORMATION
Contract# TESTOO1 Status Approved  Chande Status

Contractor Mame After School Kids Under Supervision, Inc.

Praject Hame [Youth Advocacy

waf Contract Mode! | -
Term Fror [1r172005 | | Term To [ar30i2008 B
Sub-Recipient @ Adm\mstermgAgenCym
Training Contract [7 originating ageney [0CFS 7]
Renewable [7 Pracurement Type ﬁ

FIHAHCIAL SUMMARY

CONTRACT FINANCIAL SUMMARY ROLLUP
CONTRACT HOTES Add Notes >
This is a sample note

Send Correspondence Update

101. The Contract Notes CONTRACT HOTES Add Notes
teXt bOX Wlll Open- Thiz is sample contract note.

Enter your note in the text

box and click the Save .
button. If you do not wish to @
save the note, click Cancel.
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What you do

Comments/Prompts

102.  The Contract General
Information screen is
updated and your new note
is added to the Contract
Notes table.

COMNTRACT PERIOD IMFO

CONTRACTOR INFO COMTRACT DOCUMENTS

Contract TESTOOD1

Cantractor Mame  After School Kids Under Supervisian, Inc

CONTRACT GENERAL INFORMATION

Status Approved  Change Status

Sub-Recipient W
Training Contract [
Renewable @

FIHANCIAL SUMMARY

CONTRACT HOTES

This is a sample note

This is sample contract note

Froject Mame |Y0uth Addvocacy
Auvard #|1
Term From [1/1/2005 _I

Cantract Model had
Term To (973002006 _I
Administering Agency lm
Qriginating Agency lm
Procurement Type lﬁ

CONTRACT FINANCIAL SUMMARY ROLLUP

Add Notes

Send Correspondence Update |

NYS Office of Children and Family Services
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Viewing Contract Period Information

Information on the Contract Period Info page can be updated by certain CMS roles and at
certain times. See Appendix C - Contract Property Rules for more information. Users who
may update information on this page need to click the Update button to save their changes.

NYS Office of Children and Family Services 4-13
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v' Before you begin: You are logged into the system as a CMS user and have retrieved a

contract.

What you do

Comments/Prompts

The Contract Period
Info page displays
information about the
selected contract period.
Sections include:

Schedule: Click Show or
Hide to open or close the
schedule window to see the
stages and status of the
current schedule.

Notes: Click Show or Hide
to open or close the notes
about the selected contract
period.

Amendments: Displays
information for any
amendments done for a
period. The first period is
known as the initial
amendment. The Details
link shows more
information. The Amend
button creates a new
amendment.

Contract Period Info:
Displays general
information about the
period.

Financial Summary:
Displays financial
information about the
period and links to
additional information.

Contract Contacts: Displays
the names of OCFS staff
involved in the contract.
Some may also be involved
in the review process.

kel A ey = The Renew
s : \ button is used
[ e | to create a

renewal period
for the contract.

= | .o Contract
—— periods are
This link will selected here.
open a window e —— Information for
displaying total | | | o] that period is
expenditures — displayed
to date below.
information.

——-| i
|
|
|

Note: The current contract period is displayed by default. As
noted on the Contract General Information page, the
contract may be eligible for a multi-year term. Information
on additional contract periods (once a contract has been
renewed) will be available from the Contract Periods section
by selecting each period’s tab.

Contract Properties: Displays properties about the period
such as the type of contract. If the contract is an online
contract, the Online box must be checked to enable online
functionality.

Contract Budget Info: Displays information about the budget
for this period. This information cannot be changed within a
period since it would cause problems with the budget and
claims.

The Send Correspondence button can be used to send a
message to anyone associated with the contract.

NYS Office of Children and Family Services
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Adding Internal Contract Contacts

Note: This information should normally be set up when the contract is created,
but may need to be revised as people change jobs, retire, etc.

v" Before you begin: You are logged into the system as a CMS administrator, BCM
administrator, or BCM user. You have retrieved a contract record and are looking at the
Contract Period Info page.

What you do Comments/Prompts
104.  Click the Add Contacts
COMTRACT GEMERAL INFO CONTRACTOR INFO COMTRACT DOCUMENTS
button.

CONTRACT PERIODS

1/1/2005-9/30/2005 10/1/2005-9/30/2006

SCHEDULE show | hide
HOTES show | hide
AMENDMENTS Amend |
Details Initial Approved
CONTRACT PERIOD INFO %
Contrack TESTOO1 Contract Period Status Approved
Contractor Mame After Schoal Kids Under Superdsion, Inc
Contract Term Fram 1M1/2005 To Qi30/2008
Contract Periad Fram [171/2005 [ .. Ta [9730:2005 .|
Award Date |01/01i2005 Amounti) [20,000.00

Approval Date O6(16/2005
FIHAHCIAL SUMMARY

Total Contract Amount §20,000.00 Unencumbered Balance §10,000.00
Encumbered to Date §10,000.00 Total Advanced $1,500.00
Contractor Expended to Date 54,960.00 Advance Recouped $635.00
Faid to Date $5,975.00 Advance Receivahble $865.00
Encumbered Balance 54,025.00 WithholdiRetain Balance $0.00
Coding Summary AC310 History Claim History | Contract Ledger |
CONTRACT CONTACTS Add Contacts
Executive Director User, Lucy Edit  Delste
Dresignated Payment Office User, Lucy Edit  Delete
105. The Contract Contacts S, ndd Contacts
section will display the Add R =
Contacts selection boxes. Select Reviwer r -
Save | Cancel

106.  Click the down arrow in
the Contact Type drop-down
box to select a contact type.

DESIGMATED PAYMEMNT OFFICE
Select a contact type CHIEF EXECUTIVE OFFICER
/ EXECUTIVE DIRECTOR
FPROGRAM AIDE
FPROGRAM MAMNAGER
BCM ALDITOR
BCM COMNTRACT MAMAGER

PROGRAM SUPERVISOR
BCM CONTRACT SUPERYISOR

NYS Office of Children and Family Services 4-15

i

|




Contract Management System Managing and Understanding Contracts

What you do Comments/Prompts

107.  Click the down arrow in
the Select Reviewer drop- h
down box to select a person. HARDING DICK

HARRINGTOMN, MANCY
HARRIS, JOMN

HART, THOMAS
HAYES, RACHAEL
HELEMSE, KEWIM
JHEMMESSY, FALILA
HEMRY LUSER
JHERBST, MARTY
HERR, KATHY
HERRICK, FRED

108.  If your choices are connac couracts At Contacts_|
correct, click the Save Cortact Type PROGRAM AIDE -
button. Otherwise, click Select Revigwer HARDING, DICK
Cancel.

S;wel Cancel ’

The Contract Period
Information screen is
updated.

109. Notice the new contact

type, listed in the Contract T ——— Add Contacts
Contacts table.

Executive Director User, Lucy —I
Designated Payment Office User, Lucy
Prograrm Aide Harding, Dick

Note: You may delete a
contact, simply by clicking
the Delete link next to the
appropriate contact.
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Locating Contract Financial Information

Detailed financial information about a contract can be found by using the
buttons in the Financial Summary area of the Contract Period Info. These
will take you to screens displaying additional information about contract

coding, AC340’s and claims.

v' Before you begin: You are logged into the system and have retrieved a contract.

What you do

110. Click the Contract
Period Info.

This provides access to
various types of financial
information:

- Coding Summary

- AC340 History

- Claim History

- Contract Ledger.

CONTRACT GEMERAL INFO CONTRACTOR INFO CONTRACT DOCUMENTS
CONTRACT PERIODS
1/12005-9/30/2005 10/1/2005-9/30,2006
SCHEDULE Show | hide
HOTES show | hide
AMENDMENTS Amend
Details Initial Approved

CONTRACT PERIOD INFO
Contrack TESTOO1

Contract Term From 17172005

Caontract Periad Fram [1/1/2005 _I
HAwward Date |[01/071/2005

Approval Date 06116/2005
FIHANCIAL SUMMARY

Contract Period Status  Approved

Caontractor Name  After School Kids Under Supervision, Inc

To 8i30/2008

Ta [or30/2005 [..]

Armountc$) [20,000.00

Total Contract Amount $20,000.00 Unencumbered Balance $10,000.00
Encumbered to Date $10,000.00 Total Advanced $1,500.00
Contractor Expended to Date $4,960.00 Advance Recouped $635.00
/,FL‘“WL o A $665.00
Encumbered Balance $4,025.00 ‘Withhold/Retain Balance
< ‘ Coding Summary | AC340 History Claim History | Contract Ledger |
CON 5 contaets |

Executive Director User, Luey

Program Aide

Edit
Harding, Dick Edit

Delete

CONTRACT PROPERTIES

“oucher Freguency | GUARTERLY ¥
Program Repart Freguency | QUARTERLY [~

Prompt Contracting Date _I
Program Report Model B

Desnr\ptmn(ACBAEl)l
Addtional Payment Ind [T
Prompt Contract Waiver [7
TANF Report [T
CONTRACT BUDGET INFO

BudgetType | FULLADMIN 2004-12- ]
Matching Percent

Advance % lﬁ

Retainage -
TWEF % |0

CFDA|93.875

Prompt Contract Elig [
On-Line [~

Budget Modification Type [ 10% OR §1000 =
Admin Ceiling

10% Withhold 7

Advance Recoup [10- 10 MONTHS i

Contractor Share % |0

Send Correspondence | Update

NYS Office of Children and Family Services
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Viewing Coding Details

v" Before you begin: You are logged into the system and have retrieved the contract and
navigated to the Contract Period Info page.

What you do Comments/Prompts
111.  Click the Coding
Summary link.
d’ CodingSummary | ) AC340 History Claim History Contract Ledger | ‘
112. The Contract Coding CONTRACT CODING SUMMARY
Summary page indicates conmactocrans

TESTO01
A SchDol Ki9E LUndér Supina

o1 Year 200%

the Coding Instructions
for the contract.

Convact Amount $10,000 00

Note: To view the

additional financial screens

or to return to the Contract

screen CliCk their links at |35 TEOSAD MT O ST4I0 TSI TSI 0 O 5000 5000 $500000 5437500  $2500 53500 7 B4 Delste

th b t’t f th ¥ ) THESEE M7 97 ST890 T3 Ta3 O o $000 $000 $500000 $1.00000 $400000 $4,00000 T Eat Dalet:
e bottom of the page.

Encumbeed Bakance 84,075 00

. —p
The Print button can be
used to print a copy of this
information.

Assign Create AC 340 Add Coding I

» pnt |
»

Note: Program and other
users who do not have
privileges for performing
coding tasks will see a
warning message at the top
of the page. The Create
AC-340 and Add Coding
buttons will be disabled for
them, and they will not be
able to edit or delete
existing coding instructions.

Read only access for this user!

Create K340 | Add Coding
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Viewing the AC340 History

AC340s are forms used to enter new contracts, to encumber a contract or to
change an existing contract on NYS OSC’s system. Detailed history records are
kept in CMS for future reference.

v' Before you begin: You are logged into the system and have retrieved the contract and
navigated to the Contract Period Info page.

What you do Comments/Prompts

113.  Click the AC-340 |
History link.

Coding Summary | ( AC340 History D Claim History Contract Ledger

114. The AC-340 History
lists in table format the
history of AC340s filed
against the contract.

Notice the various status

AC-340 HISTORY

CONTRACT DETAILS

Contract #: TESTOO1 Gontract Period:
Contractar: After School Kids Under Supenvision, Inc
Cantract Arnount; $20,000.00

AC340 LIST

1112005 To 8/30i2005

entries for the items.

002400 DUM §10,000.00 0BMBMS = Finalizad [~ 06605 [ ] Details

Caoding Summary Clairn Histary

Contract Ledier Contract

Click the Details link to
view specific claim
information.

Process

The AC340 page displays.

115. The AC340 details page
displays a copy of the
AC340 that was processed
by BCM.

You can click the Print
button to get a hard copy of
the report if needed.

Click the AC-340 History
button to return to the
history screen.

Click the Contract Coding - :z:“ - !:ﬂ I
Summary button to go to . .
that screen. s —
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Viewing the Claim History

v" Before you begin: You are logged into the system and have retrieved the contract and
navigated to the Contract Period Info page.

What you do

116.  Click the Claim
History link.

CONTRACT GEMERAL INFO CONTRACTOR IMNFO CONTRACT DOCUMENTS
CONTRACT PERIODS
0/2005 10/1/2005-9/30/2006
SCHEDULE show | hide
HOTES show | hide
AMEHDMENTS Amend
Details Initial Approved

CONTRACT PERIOD INFO
Contrack TESTOO1

Contract Period Status  Approved

Contractor Name After School Kids Under Supervision, Inc

Contract Term Fram 1/1/2005

Contract Period From [1/1/2005 _I
Aweard Date [01/01/2005

Approval Date 08/ B/2005

To 9i30/2008

To |9/30i2005

Amount($) [20,000.00

FIHANCIAL SUMMARY
Total Contract Amaount $20,000.00 Unencumbered Balance §10,000.00
Encumbered to Date $10,000.00 Total Advanced $1,500.00
Contractor Expended to Date §4,960.00 Advance Recouped $635.00
Faid to Date §45,975.00 Advance Receivahle $865.00
Encumbered Balance §4,025.00 Rt in Balance $0.00
Coding Summary AC340 History |( Claimbistory ) Contract Ledger | ‘
CONTRACT CONTACTS Add Contacts
Executive Diractor User, Luey Edit Delete
Prograrn Alde Harding, Dick Edit Delete
CONTRACT PROPERTIES

Waucher Freguency | QUARTERLY [~
Program Report Freguency | QUARTERLY ¥

Frompt Contracting Date _I
Program Repaort Model lﬁ

Destription(AC340) |
Addtional Payment Ind [
Prompt Contract\Waiver 7
TANF Repart [T
CONTRACT BUDGET IHFO

Budgat Typs | PULL ADMIN 2004-12- 5
Matching Percent
Advance % | 20% =

Retainage -
TMEF % [0

CFDA |93.875

Prormpt Contract Elig W
OneLine [~

Budget Modification Type | 10% OR §1000 -
Admin Ceiling l—

10% Withhold 7

Advance Recoup [10- 10 MONTHS hd

Contractor Share % |0

Send Correspondence | Update:
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What you do Comments/Prompts
117. The Claim HiStOI’y CLAIMHISTORY REPORT
Report lists in table format
the Expenditures, CONTRACT DETAILS
Contract # TESTOO! Contract Period 1112005 To 8/30/2005
Advances, Refunds, and o . .
antractar: After School Kids Under Supervision, Inc
Ad]ustments flled agalnst Expenditures To Date: $4,960,00 Paid To Date $5,975.00
EXPENDITURE LIST
the contract.
. . Advance v 0BID1/05 Approved = TESTOO $0.00  §500.00 Details
Notice the various status
. . Advance v 0BI01/05 Approved I TEsTOO $0.00 $1,000.00 Delails
entries for the items. e Expengitwe v 06120105 Appraved [ TESTOOT  $1,000.00 $1,000.0f
. . . e Expengitwre v 06/20/05 Approved [T TESTOO1  §1,000.00 $1,000.00 Details
Click the Details link to 0105 Ta | Negate po—

. . e . 0131705 Expenditure pproved I~ TESTODM (§150.00) $0.00 Details
YI?.W Spi(_:lflc claim ggjgl;ggw Expenditure | 8 0620105 Approved [~ TESTOOT  §1,00000 §812.50 Details
mriormation.

g]jgl;ggw Expenditure | 8 062305 Approved [~ TESTOOT  §1,00000 §812.50 Details
The Expenditure Report ggg:;ggw Expenditure | 9 0624105 Approved I TESTOM $10.00  50.00 Details
History Details page ggjg;;ggw Expenditure 024105 Rejected [ TESTOO1  §1,00000  $0.00 Details
displays ggjgl;ggm Expenditure | 5 0E2E05 Approved [ TESTOO1  $1,00000 §850.00 Details
ggg%?” Expenditure | 5 0B3005 Approved  TESTONY $10000  $0.00 Details
Print
Coding Surmmary AC 340 History Contract Ledier Caontract
Log Claim
118. The Expenditure EXPENDITURE REPORT HISTORY DETAILS
Report History Details e
page prOVideS a Summary Of Contractor: After Schoal Kids Under Supervision, Inc.
! X A Contract# TESTOO! Gontract Amaunt 520,000 00
the transactlon, 1ncludlng Contract Period 1172005 Ta 9/30/2005
. EXPENDITURE DETAILS
when the transaction was Expenditure Period 01701404 Ta 01431405
Description
pFOCGSSGd by BCM and Claim Type Expenditure Expenditure Amount $1,000.00
when 1t was processed in Refinvoice # TESTOOY Bdjusted Expenditures: 51,000.00
Voucher# 5416071 Advance Retoup 5000
the CAPS System, The Batch# 12345 WithholdingiRetainage $0.00
Ressived Dats DBr20/05 Balance Dus 5000
System reflects real data Date FrocessedCARS: n6720/05 Payment $1,000.00
Date Pai . Bmount Paid
rom CAPS.
Transastion Type Y CheckEFT#
Claim Status #pproved Vousher Satus Manually Processed
Click the Claim Reports |
i . CLAIMS
Module to review the claim CLAIM REPORTS MODULE

entry report CLAIM PAYMENT AND CALCULATION MODULE

CLAIM PAYMENT AND CODING MODULE

CORRESPONDENCE
Note: Typically, an
expenditure report would

have an expenditure period_~Y Note: If the claim has been approved, the Claim

for a full month, with the Reports Module, Claim Payment and

report received shortly after Calculation Module, and Claim Payment and
the end of the expenditure Coding Module links will be available for the user
period. to review.

Pending and in process claims will only show a
subset of these links — typically, the Claim Reports
Module and Claim Payment and Calculation
Module links.
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What you do Comments/Prompts

USUAMANUAL | FAQ | CONTHACTORTAG | WLDNLSDAY, JUML 29 7006

119. The Expenditure
Report displays specific
information associated with
the expenditure. You may

EXPENDITURE REPORT

This functienality has been completed on the claim!
‘Warning: & budget modification in-process for this contracts

COMTRACT DETALS

click the Schedule comtus
Information and ot e il s
Expenditure Edits links — "
to find out more orednre s osrod
information.
To return to the e — —
Expenditure Report . anl ol el s
History Details page, click - - weo s sasea s
the Expenditure Report S
History link at the bottom CormackaiConsutant $0.00 .=_-_._;-. 000 #0040 .00
TravePer O w00 s o 5000 100 wo
of the screen. S
50 soo0 o e s000 ¥ ¥ ¥
Su80 1] w00 foo e 000 ¥ § L
0 5000 %000 " ' I
Sutrosl woe0e W fm pw 000 0 L
Ton S0 saoo oo P s000 # 5 1400
Exporin e Repor Histony Expendmng e Dot ods
| [ [F L

120.  Click the Claim
Payment and Calculation

EXPENDITURE REPORT HISTORY DETAILS

CONTRACT DETAILS
Module llnk to see Contractor: After School Kids Under Supervision, Ine
. . . Contract #, TESTOOM Contract Amount: $20,000.00
information about this P 12005 Tos00cs
1 EXPENDITURE DETAILS
payment calculation stage of
. . Expenditure Period: 01401405 To 0131405
the claim review process. Descrpton
Claim Type: Expenditure Expenditure Amount 41,000.00
Reflinvoice #: TESTO01 Adjusted Expenditures. 41,000.00
Voucher # 5416971 Advance Recoup: $0.00
Batch#: 12345 Withholding/Retainage: $0.00
Received Date: 0E2005 Balance Due: $0.00
Date ProcessedCAPS: 06/20005 Paymeant §1,000.00
Date Paid o Amount Paid
Transaction Type: gv ChecliEFT#:
Claim Status Approved Youcher Status Manually Processed
Brocess,
CLAIMS
CLAIM REPORTS MODULE

CLAIM PAYMENT AND CALCULATION MODULE
CLAIM PAYMENT AND CODING MODULE

'CORRESPONDENCE

Print
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What you do Comments/Prompts
121. Click the Schedule link EXPENDITURE REPORT PAYMENT CALCULATION
1 1 Payment and Calculation stage has been completed!
to view the review stages v 9 P
associated with the claim. CONTRACT DETALS
Contract#: TESTOO1 Reflinvoice #: TESTOO01
Contractor: After School Kids Under Supervision, Inc
The Expenditure Report Contract Perind 1112005 Tao 8/30/2005
. . Expenditure Period 1012005 To 173142009
].].nk Wlll return you to the Status: Approved Final Expenditure Report =
3 Description
Expenditure Report screen.
SCHEDULE INFORMATION
Expenditure Report Arount. 100000 [}s
WD 0.00 RECOUPMENT DETAILS
Recoupment Rules 10- 10 months
Amount Advanced 1500
Scheduled to Date 1050
Actual o Date: 635
Recoupment Past Due: 415
Recouprment Due: Be5
withholding/Retalnage: .00 WATHHOL DINGRETAIMAGE DETAILS
Withholding % 10
Retainage % 1]
Payment. 1000.00
Balance Due: 0.00
Met Payment 1000.00
Mote
Expenditure Report Expenditure Details
Process Print
. .
122. Click the Claim EXPENDITURE REPORT HISTORY DETAILS
.
Payment and Coding —————
Module 11nk ‘to see Contractor: After School Kids Under Supervision, Inc.
. . . Contract# TESTO01 Contract Amount: §20,000.00
information about this ot Per 005 o 93012008
3 EXPEMDITURE DETAILS
payment coding stage of the
g . Expenditure Period: 01§01105 To 01531105
claim review process. Description
Claim Type: Expenditure Expenditure Amount. $1,000.00
Reflinvaice #: TESTO01 Adjusted Expenditures: $1,000.00
Voucher#: 5416971 Advance Recoup $0.00
Batch# 12345 Withholding/Retainage: $0.00
Received Date 06i20105 Balance Due $0.00
Date Pracessed CAPS: 062005 Payment $1,000.00
Date Paid. Amount Paid.
Transaction Type: = CheckiEFT#:
Claim Status Appraved Youcher Status Manually Processed
Process
CLAIMS
CLAIM REPORTS MODULE

CLAIM PAYMENT AND CALCULATION MODULE
CLAIM PAYMENT AND CODING MODULE

CORRESPONDENCE

Print
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Managing and Understanding Contracts

What you do

Comments/Prompts

123. The Payment Coding
page shows how the claim
amount was applied against
the various cost centers
funding the contract.

Note: A message will
display if the stage is
complete, thus the
information is only for
reference.

Also, a warning message
about possible interest due
will be displayed if
necessary.

PAYMENT CODBG

This stage is complete!
Warning: Claim may be subject to intarast

CONTRACT DETAILS
ract # TRETOON [
10172005 - 09302005 Co LA $20,000.00

=

ount  $1,000.00

At School Kis Under Supansion, i

Cerract Period:

VOUCHER BETAIL S

WiFt Diate [Eromas || Uabiier Date
Pameri Dt [Eiomoce | P
Retilne # [Esmar Tra

Dochoucher® 438871
SCHELE IHFOHMA I CLICK 10 SHOW [ HIS SCHIDILE |
COMNGC DETAILS.
35 TEOBAD M7 97 STADD TSD TSR [ v s @
25 TEDGBS MT 97 STAGD TSI | THA [ 0 $400000 m

CODSNG INS THRUC TIONS:

Cofn Summary  Expendture Detalts

NYS Office of Children and Family Services

4-24



Contract Management System

Managing and Understanding Contracts

Viewing the Contract Ledger

The contract ledger contains information on all transactions for a contract
including claims, transfers and encumbrances.

v" Before you begin: You are logged into the system and have retrieved the contract and

navigated to the Contract Period Info page.

What you do

Comments/Prompts

124. Click the Contract
Ledger link.

Coding Summary AC340 History

Claim History | C  contract Ledm

125. The Contract Ledger
page.

Note: To view the
additional financial screens
or to return to the Contract
screen, click their links at
the bottom of the page.

CONTRACT LEDGER

CONTRACT DETAILS

Contract # TESTOO Contract Period! 1Ar2005 To 9/30/2005

Contractor: After School Kids Under Supervision, Inc

Contract Amount: §20,000.00

FIHAHCIAL DETAILS

Encurnbered To Date: §10,000.00 Paid To Date $5,875.00

Encurnberad Balance §4,025.00 Contract Balance: §14,025.00

LEDGER DETAILS
Bf16420045 A OE/1E/0S 002400 6416969 $10,000.00
62002005 Expenditure SV 0B/20/08 12345 64168971 §1,000.00
Br2002005  Expenditure 8V 0B/20/05 12346 A416972 §1,000.00
Br2002004 Advance BY 0B/20/05 12347 416973 50000
Br2002005  Expenditure 8V 0B/24/05 123 A416584 §812.50
Bi2352005  Expenditure 5V 06/24/05 123 416385 §812.50
BI2362005 Advance BY 06/24/05 1324567 416382 §1,000.00
62452005 Expenditure 5V 06/24/05 123 416388 §o0.00
B/2802005  Expenditure 5% 09/19/05 123 5417074 §850.00
B/3002005  Expenditure 5% 09/19/05 123 5417075 Fo0.00

Caoding Sumrmary AL 340 History Claim Histary Contract

NYS Office of Children and Family Services
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Viewing Contractor Information for the Contract

Information about a contract’s contractor is contained on the Contractor Info tab.
This includes such areas as their contacts, addresses, notes and properties.

v" Before you begin: You are logged in as a CMS user. You have retrieved a contract.
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What you do Comments/Prompts
Cth the Contractor CONTRACT UPDATE
Info tab. This page displays
. . REVIEWERS DOCUMENT PREP BUDGET CONTRACTORLIST
information about the
. . COMTRACT GEMERAL IMNFO CONTRACT PERIOD IMFO COMTRACT DOCUMENTS
contractor associated with
this contract. Sections
. 1 d . CONTRACTOR. INFORMATION
Include: Legal After Schoal Kids Under Supervision, Inc
DBA
General Info: Displays Popular
* Federal Id 1128343257
names and IDs associated Muni Code
With the Contractor CONTACTS Add Contact |ADDRESS Add Address I
' CONVERSION VENDOR CONTRACT PAYEE
CONTRACT COMTACT EEMITTO /PAYEE
Contacts: Displays the ASSISTANT DIRECTOR
different contacts created. ":;'::‘:I':ON o |
Qllck a contact type link to ey
find out details about the Contractor Typew [NOT-FOR-PROFT =
contact. BCM and CMS wengor Type™ [[NONPROFIT 2 [~ Small Business
administrators can add new Charty Reort I Sectarian Organization
.o Charity Exemption Heasunl = ¥ Interest Eligible
contract-specific contacts, N -
using the Add Contact Ethnicity Code™ [[I0T APPLICAELE =
button. MWEE PROPERTIES
MWBE Industry Cnde”ISERVICESJ’CONSULT - [~ WMWEE Certified
. ~[sErvices 7]
Persons.' DlSplays the people MWBE Product Code™ | SERVICES
. . MWEE CIaSS"*I st
associated with the —
contractor. New people need e Sl
to be added before they can mailing address is incort
be added to the contacts list.
This is done on the
. SITE ADDRESSES: Add Add
Contractor Details page. L |
Details SITE 12 HIGBIE LANE WEST ISLIP R 11785
Address: Displays the Details SITE 133 Main Strest East Gresnbush s 13061
. Details SITE 123 Main Strest East Greenbush MY 12081
dlfferent a(_idress'types . Details SITE 753 Dak Lane Troy [ 13245
created. Click a link to find

out the details of an
address. BCM and CMS
administrators may add an
address using the Add
Address button.

Properties: Displays general
information about the
contractor.

MWBE Properties:

Displays MWBE (Minority
and Women-owned Business
Enterprises) information
about the contractor.

Viewing Contractor Contacts

Send Correspandence | Update |

Notes: Displays general notes about the contractor that were
entered through the Contractor module by a BCM or CMS
administrator.

Site Addresses: Displays the site addresses for the contract.
These are addresses where services are provided. Click a
Details link to display more info about a site address or to
update its information. Click the Add Address button to
add additional site addresses.

The Send Correspondence button can be used to send a
message to anyone associated with the contract.

If information has been changed on this page, be sure to click
the Update button to save the changes.

Note: This information should normally be set up when the contract is created,
but may need to be revised as people change jobs, retire, etc.
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v" Before you begin: You are logged into CMS and have retrieved a contract record and are
looking at the Contractor Info page.

What you do Comments/Prompts

127.  Click any of the
Contacts to display the

contact informaﬂ'm't\> CONVEREION VENDOR
CONTRACT CONTACT

CONTACTS Add Contact |

128.  Information for the
selected contact is
displayed. This information
is applicable to this contract

CONTRACTOR CONTACTS DETAILS

that is held by this

contractor. You can only Contact Type [CONTRACT CONTACT =
update the address for the

contract. The Address list el I [
will display those currently Salutation  |NiR. =] First Mame [John

on file for the contractor. - IF"— P I e

You can change this and

click Update to save your Title |Contract Manager [%
change. Phone [555-1212 Fa [555-1212

Click the Back button to Mokile [555-1212 Office 5551212

return to the Contractor Email [aravinda gundag@ocfs state.ny.us

Info screen.

Address |212HIGEIIE LAME, WEST ISLIF, MY 11795 j

Update | Clearl Backl

129.  Click any of the address
ADDRESS Add Address |

links to display the detail
information. \CONTRACT FAYEE
REMIT TO / PAYEE
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What you do Comments/Prompts
130.  The Remit To/Payee
address is contractor ENTER ADDRESS DETAILS
specific. You cannot update Address Type
this information within the [REMIT TO / PAYEE [~
contract, as it applies to all CHOOSE ADDRESS
contracts held by the Existing Addresses
contractor. Therefore there [212 HIGBIE LANE, WEST ISLIF, Y 11795 =l
is no Update button. HEW ADDRESS

A Contract Payee address
can be updated, so the
Existing Address list is
enabled as 1s an Update
button to save your changes.

Click the Back button to
return the Contractor Info
screen.

131. To add a new address,
select “—~NEW ADDRESS—
” from the list.

Address1 ( eg: Street Humber, Street Hame, Apt #)

Address? ( eg: Address 2, Floor #)

County City
| [ |
State Zip
| NEW YORK =l |

ADDRESSES DETAILS

ENTER ADDRESS DETAILS
Addrass Type

[ CONTRACT PAYEE =l
CHOOSE ADDRESS

Existing Addresses

[-- NEW ADDRESS-

i—- [ DREESS--

123 MAIN STREET SUITE 100, EAST GREEMBUSH, MY 12061
123 MAIN STREET SUITE 100, EAST GREEMBUSH, MY 12061
212 HIGBIE LAME, WEST ISLIP, MY 11735

753 OAK LANE, TROY, MY 13245

County City
| = |
State ] ]
[ NEWY YORK =l |

Update I Clear | Backl

NYS Office of Children and Family Services
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What you do Comments/Prompts
132.  Enter the new address
information in the ENTER ADDRESS DETAILS
appropriate fields and click T
the Update button to save
your changes. [ CONTRACT PAYEE =]

Click the Back button to
return the Contractor Info
screen.

133.  Click the Site
Addresses Details link, to
view the contract specific
site address. This is a
contractor address that
applies only to this contract.

SITE ADDRESSES:

Details SITE

212 HIGBIE LAME

CHOOSE ADDRESS
Existing Addresses

- MEW ADDRESS- =
HEW ADODRESS

Addresst | eq: Street Humber, Street Hame, Apt #)
99 Holiday Drive
Address? ( eqg: Address 2, Floor #)

[Suite 100

County City

| RENSSELAER =l [Renssealer
State Zip

[ NEWY YORK =l [12345]

update | clear | Back |

Note: There may be multiple Site Addresses for a contract.
BCM and CMS administrators may add additional site
addresses by clicking the Add Address button.

Add Address |

WEST ISLIF MY 117495

NYS Office of Children and Family Services
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What you do Comments/Prompts
134. Only BCM and CMS

administrators may update 2SS A LSS

this information. Click the Address Type

Back button to return to [sITE =l

the Contractor Information CHOOSE ADDRESS

page. Existing Addresses
|212HIGEIIE LAME, WEST ISLIP, MY 11795 j
HEW ADDRESS

Address1 ( eg: Street Humber, Street Hame, Apt #)

Address? (eqg: Address 2, Floor #)

County City
| [ |
State Zip
[ NEW YORK =l |

Update | Clear@
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Adding External (Contractor) Contacts to the Contract

Only BCM and CMS administrators may add contract-specific contractor
contacts.

v' Before you begin: You are logged into the as a BCM or CMS administrator and have
retrieved the contract. The Contractor Information page is displayed.

What you do Comments/Prompts
135' CliCk the Add Cont Ct CONMTRACT GEMERAL INFO CONTRACT PERIOD INFO CONTRACT DOCUMENTS
button.

CONTRACTOR INFORMATION

Legal
DBA
Popular

Federal Id
Muni Code

After School Kids Under Supervision, Ine

112884257

CONTACTS Add Contact | ADDRESS Add Address
CONVERSION VENDOR CONTRACT PAYEE
CONTRACT CONTACT REMIT TO / PAYEE

ASEISTANT DIRECTOR
PERSONS

HARRISON BOB ) |

136.  The blank Contractor
Contacts detail page
displays.

CONTRACTOR CONTACTS DETAILS

Cantact Type |

Lef Lo

Ferson I

Salutation | j FirstName|

MI | Last Mame |

Title

Fhone Fax |

Ernail

|
|
Mabile | Office |
|
|

Address

—

save | Clear | Back |
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What you do Comments/Prompts

137.  Click the down arrow in
the Contact Type field and
select a type.

CONTRACTOR CONTACTS DETAILS

Contact Type
Note: Due to different B
limitations on the various
field sizes, you may only "
enter a certain number of u [ LastNare |
characters for a field. You Title
may wish to abbreviate

CONTRACT COMNTACT
Salutation PROJECT COORDIMNATOR

. . . Phone | Fax |
information, if necessary.
Wobile | ofice |
Email |
Address | j
Savel Clear | Backl
138.  Click the down arrow in CONTRACTOR CONTACTS DETAILS
the Person field and select
the person from the list who
you want associated with Contact Type [ CONTRAGT GONTACT =l
the contact type.
Persaon j
Salutation
hl Last Mame
Title [

FPhane I Fax I
aobile I Office I

Email |
Address | =l
Clear | Backl
139.  The Address fleld 1S CONTRACTOR CONTACTS DETAILS
also a drop-down list. This
contains a list of predefined
addresses for the contact,
based on the Contract and Contact Type [ CONTRACT CONTACT =]
Contractor Addresses that L | HARRISON BOB { [~
pertain to this contract. Salutaion | | FirstMame |
M | LastName |
Select the appropriate e |
address.
Phaone | Fax |
Mahile [ ofice |
Email [
Address |

123 MAIN STREET SUITE 100, EAST GREEMBLISH, MY 12061
123 MAIN STREET SWNTE 100, EAST GREEMBLISH, MY 12061
212 HIGBIE LANE, WEST ISLIP, MY 11795

793 0OAK LANE, TROY, MY 13245

39 HOLIDAY DRIVE SUITE 100, RENSSEALER, NY 12345
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What you do

Comments/Prompts

140. If you are satisfied with
your changes, click the
Save button. Otherwise
click the Clear button to
erase your changes.

141.  Notice that the Save
button has changed to an
Update button.

Click the Back button to
return to the Contractor
Information page.

142.  The new contact is now
listed in the Contacts
section on the Contractor
Information page.

CONTRACTOR CONTACTS DETAILS

Contact Type | CONTRACT CONTACT =l
Ferson |HARRISON BOB § |
Salutation j First Marne |
Ll I— Last Mame |
Title
Phane Fax [
Mabile ofice |
Email
Address 35 MAIM STREET S TE 100 EME T GREEMELSH, [T 120
,ml Clearl Bakl
CONTRACTOR CONTACTS DETAILS
Contact Type | CONTRACT CONTACT =]
Ferson | j
Salutation MR =] First Name [Bob
il I— LastNamelHarrisnn
Title |
Phone [631-422-0429 Fax |
Mobile | ofice |
Etmail |ara\rinda.gunda@ocfs.state.n\,r.us
Address  |123 MAIN STREET SUITE 100, EAST GREEMBUSH, NY 1201 7
@ear | Back |
CONTACTS Add Contact |

COMVERSION YEMNDOR
COMNTRACT COMTACT
ASSISTANT DIRECTOR

NYS Office of Children and Family Services
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Updating a Contract Payee Address to the Contract

BCM and CMS administrators may update a contract payee address for each
contract if needed. This is a contract-specific payment address for the contractor.
An initial Contract Payee address is created for each contract using the Remit
To/Payee address information from the main Contractor screen.

v' Before you begin: You are logged into the as a BCM or CMS administrator and have

retrieved the contract. The Contractor Information page is displayed.

What you do C

omments/Prompts

143.  Click the CONTRACT

CONTRACT GEMERAL INFO CONTRACT PERIOD INFO

PAYEE link.

CONTRACTOR INFORMATION

After School Kids Under Supervision, Inc.

Popular

Federal Id

Muni Gode

CONTACTS Add Contact Add Address
CONVERSION YENDOR CONTRACT PAYEE
CONTRACT CONTACT REMITTO [ PAYEE

CONTRATOR PROPERTIES

CamracmrType’*lm
VendorTvpe“lW[

Charity Reg# see below
Charity Exemption Reason lﬁ
wegcone=[ ]
Ethnicity Gode* [[10T APFLICAELE 7]

MWEE PROPERTIES

MWBE Industry Code* | SERVICES [/ COMSULT
MWBE Praduct Code** | SERVICES ¥
MWBE Class™ -

HOTES

org is waiting for number..
mailing address is incarr.

™ small Business

™ sectarian Crganization
7 Interest Eligible

I~ Lien

™ MWBE Certified

SITE ADDRESSES:

Details SITE 212 HIGBIE LANE

Add Address

11785

WEST ISLIP MY

Update

NYS Office of Children and Family Services
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What you do Comments/Prompts
144.  The existing Coptract ADDRESSES DETAILS
Payee address page is
displayed.
wTER ADDRESS DETAILS

145.  Click —-NEW
ADDRESS—in the Existing
Addresses dropdown box to
enter a new Address.

146. Enter the new address
information in the
appropriate fields.

When you are satisfied with
the address information,
click the Update button to
save your changes.
Otherwise click the Clear
button to erase your entry.

147. A message will display
indicating your changes
have been saved.

Address Type

COMNTRACT PAYEE j
CHOOSE ADDRESS
Existing Addreszes

49 Ho
HEW ADDRESS
Address1 (eg: Street Humber, Street Hame, Apt #)

Address2 (eg: Address 2, Floor #)

County City
| [ [
State Zip
| NEW YORK =l [

Update I Clear | BackI

Existing Addresszes

[-- NEWY ADDRESS

(123 MAIN'STREET SUITE 1 00, EAST GREEMBUSH, MY 12061
123 maAIN STREET SUITE 100, EAST GREENBUSH, MY 12061
[212 HIGBIE LANE, WEST ISLIP, MY 11785

EMTER ADDRESS DETAILS
Address Type

| CONTRACT PAYEE =
CHOOSE ADDRESS
Existing Addresses
— MNEW ADDRESS-- =]
HEW ADDRESS
Address1 ( eg: Street Humber, Street Hame, Apt # )

|3t15 Central Avenue
Address? ( eg: Address 2, Floor #)

County City

| RENSSELAER =l [Tray
State Zip

| MEW YORK =l J12245

Update I Clear | Backl

Record Updated Successfully

NYS Office of Children and Family Services
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What you do Comments/Prompts
148.  Click the Back button
to return to the Contractor ENTER ADDRESS DETAILS
Information page. Address Type
| CONTRACT PAYEE =
CHOOSE ADDRESS

Existing Addresses

|- MEWADDRESS- x|

HEW ADDRESS

Address1 ( eg: Street Humber, Street Hame, Apt # )
|3t15 Central Avenue

Address? ( eg: Address 2, Floor #)

County City

| RENSSELAER =l [Tray
State Zip

| MEW YORK =l J12245

Update I Clear@

NYS Office of Children and Family Services

4-37



Contract Management System Managing and Understanding Contracts

Adding a Site Address to the Contract

BCM and CMS administrators may add a site address to the Contractor
Information for the contract. This is generally the work site for the contractor
where contract-related functions are performed, such as a daycare center.

v' Before you begin: You are logged into the as a BCM or CMS administrator and have
retrieved the contract. The Contractor Information page is displayed.

What you do Comments/Prompts

149.  Click the Add Address ComTACT URORTE
button in the Site CONTRACT REVEWERS DOCUMENT PRE BUDGE] COMTRACTORLIST SCHEDULE
Addresses Section‘ CONTRACT L-E'IE”‘\-_-_'.'_-'_-. LT,.'-"”!'_‘I FERIOD INFO ONTHAL : : .u.-:'mu DOCUMENTS

CONTRACTOR BNFORMATION

Legal Afier Schonl K35 Under Supendsion, inc

LLFLT LT

Al Arddvess.
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What you do Comments/Prompts
150. The blank Addresses
. . . ENTER ADDRESS DETAILS
Details page is displayed.
Notice that the Address Address Type
Type is pre-selected as Site—> ElE [~
— you may only add Site CHOOSE ADDRESS
Addresses here. Existing Addresses
Note: NEW YORK is the HEW ADDRESS
default state but can be Addressi ( eg: Street Humber, Street Hame, Apt #)

changed by using the drop I

down list.
Addrezs2 { eg: Address 2, Floor #)

Caunty City
| =l |
State Fip
[ NEW YORK =l |
IEI Clear | Back |
151.  You may select an
address from the Existing ENTER ADDRESS DETAILS
Addresses dropdown list, Address Type
or you may enter a new [siTE [-|
address in the New CHOOSE ADDRESS
Address section. Existing Addresses
|- NEW ADDRESS- x|
When you are satisfied with HEW ADDRESS
the address information, Address1 ( eqg: Street Humber, Street Hame, Apt #)
click th(? Sav.e button. [123 Main Strest
Otherwise click the Clear Address? ( eg: Address 2, Floor #)
button to erase your entry.
[Suite 100
County City
|RENSSELAER =l |East Greenbush
State Zip
[ NEW YORK =l {12081
L

—» Savel Clear | Ba-::kl

NYS Office of Children and Family Services
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What you do Comments/Prompts
152. The page is updated.
Notice that the New ENTER ADDRESS DETAILS
Address is now listed in the Address Type
Existing Addresses box. [sTE =l
CHOOSE ADDRESS

The Save button has
changed to an Update
button.

If you wanted to edit the
address, you would re-enter
the new address (including
information that remains
the same) in the New
Address section, then click
the Update button to save
the changes.

153. Click the Back button
to return to the Contractor
Information page.

Existing Addresses

|123 MAIN STREET SUITE 100, EAST GREEMNBUSH, MY 12061 j
HEW ADDRESS

Address1 { eg: Street Humber, Street Hame, Apt #)

Address? ( eg: Address 2, Floor #)

County ity
| = |
State Fip
[ MEW YORK =l |

@ar | Back |

ENTER ADDRESS DETAILS

Address Type

[siTE =l
CHOOSE ADDRESS

Existing Addresses

|123 MAIM STREET SUITE 100, EAST GREEMBUSH, MY 12061 j
HEW ADDRESS

Address1 ( eg: Street Humber, Street Hame, Apt #)

Address? (eg: Address 2, Floor #)

County ity
| = |
State Zip
[ MEW YORK =l |

Update | m@

NYS Office of Children and Family Services
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What you do Comments/Prompts

154. The new address is now
listed in the Site
Addresses table.

SITE ADDRESSES: Add Address |

Details SITE 212 HIGBIE LANE WEST ISLIF 83 117495
Details SITE 123 Main Street East Greenhush P 12061
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Managing Contract Budgets

Concepts > The contract budget governs the amount of funds allocated to a contract, as well as how the
funds may be used. All users can see contract budgets. Generally, Program or Contractor
users have the primary responsibility for entering new contract budgets, although BCM
users will perform this function in the case of legislative contracts and specials since they
have responsibility for processing and overseeing these contracts.

New contracts inherit the budget type and format (such as a full budget, simple budget, or T
contract budget) from the contract group properties. This provides a basic template for the
contract. However, once the contract is awarded and created in CMS, the contract budget
information needs to be completed, indicating how much money is available for personnel,
travel, equipment and supplies, etc.

The exception to this rule is in the case of converted contracts. Contracts existing in the
system used prior to CMS were converted to a CMS format and imported into it. In these
cases, the detail budget information was not set up for the contract. Rather, a single-line
conversion budget was automatically established for these converted contracts. The budget
indicates the total funds allocated to the contract, rather than individual line items. Due to
the single-line nature of these contracts, they are ineligible for online budget modifications in
CMS. Although one would use the CMS budget modification schedule for performing the
review and approval tasks necessary to the budget modification request, the actual review
and budget changes would occur offline—CMS would be used to keep track of the schedule
for making the changes offline.

Submitting a Contract Budget

Contract budgets need to be entered for contracts and renewals during the approval process.
They can also be updated for contracts that have not been approved. If a contract has been
approved, a budget modification is needed to change the contract budget.

v" Before you begin: You are logged into the system and are viewing contract
tasks in the Inbox.

What you do Comments/Prompts
155.  Click the Task link (e.g. Gl
CTRCT or RENEW)in HREY SFLECTHM CRITERIA — T

I Az

™ amencmeant
™ Contract
™ Renewsl

order to set up the budget
during your review stage.

(£l K

wer [USER, LUCY [CMBADS =
CMSADMIN
Contract Number [tes1fO8

Search ! Chirar

Ledl

Uzer, Luty oy
Pending 2T -
i ) ending 7 530

T wm Llger, Lucy 3
Pending I -
Revew [EMEADMIN] Mg i
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What you do Comments/Prompts
156. The Review Stage 1s still CONTRACT HEVIEW MODULE

pendlng' NOTES BCHEDALE UPLOADED DOCUMENTS

CONTRACT FROPERTICS

Click the Enter Budget -
Details button. The budget Car ctor Aany Medical Center Yvormen's Health Canter YiIC Frgm

dbBegin 1WOIZ005 FPenodend UWZ0F2006

document that is based on o - SO —
the selected budget type for Local Matzh

the contract will display in i ey S
an Adobe Acrobat Reader T _—_

WindOW‘ INTERACTIVE DOCIMENTS CONTRACT

Vi Confract I

Enter Budpet Detalls

BUDGET INFORMATION NEELE TO BE ENTERED

Mo Noesments fomed OUBGET

CURRENT STAGE

Program Review Liger, Loy  CMIADMIN 00426005 1 215 0 Penong Edit

Note: Contract budgets can be developed entirely online.
However, if you are working from a paper copy, you should
have the document in front of you for transferring the
information into CMS.

157. Click the Maximize
button in the upper right
hand corner of the window

Review & Comment ~ Zsigr\ B
E0% 3

&-hbems - e

ST T et et -

to increase the size of the f -
window. £
2 APPENDIX B
H Budget Summary Form
158. The budget file contains EBERTe
form fields for you to enter BUDGET SUMMARY
. . (Rev. 1/8/02)
information. Use your Tab
. The purpose of this form is to document the budget for the proposed project. Indicate the amount of funds
key tO naVIgate forward being requested to support the proposed project under "OCFS Funds.
from fleld to fleld Use the Local Sharel Local
. : : Match
Shlft+Tab key Comblnatlon Expense1Calegury (if applicable) OCFS Funds Total Project Cost
to move backwards between T Ty s 2 3 4
fields You can CliCk and 1. Project Staff Salaries 30
‘ 2. Fringe Benefits 50
place your cursor ln any Of 3. Total (Lines 1+ 2) 50 50 50
. B. MNon-Personal Services
the fle]_dS. 4. Contractual/Consultant 50
5. Travel/Per Diem 30
5. Equipment 50
N 7. Supplies $0
NOte: You Wlll see a hand 8. Other Expenses 50
. f 9_Total (Total Lines 4 to &) 50 $0 20
1con 11 you tI‘y to place your C. Project lotal (Lines 3 +9) S0 50| 50
cursor 1n an area that does TR e ey |
not contain a form field: e T Sl

A. Personal Services
1. Persori™sl
2._Fringe Benefits 4]

You will see the cursor if
you are in field that is

editable.
AN
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What you do Comments/Prompts

Local Share
(if applicable)

159.  Navigate through the APPENDIX 8
fields, entering the budget BUDGET SUMMARY
information. (Rev. 13/02)

The purpose of this form is to document the budget for the proposed project. Indicate the amount of funds
being requested to support the proposed project under “OCFS Funds.”

The totals fields will

Local Share/ Local
3 Match
automatlcally update as you Expense Category (if applicable) OCFS Funds Total Project Cost
enter information. — i 2 3 4
. Personal Services
1. Project Staff Salaries §15,000 $30,000 $45,000
2. Fringe Benefits | $0
Make sure you do not enter 3. Total (Lines 1 + 2) §15,000 30,000 545,000
B. Non-Personal Services
more than the award 4_Contractual/Consultant 50
5. Travel/Per Diem 50
amount. 6. Equipment 50
7. Supplies 80
8. Other Expenses 50
. . . 9. Total (Total Lines 4 to &) 50 50| $0
Provide information about = Project Total [Lmes 3 + 3] 515,000 530,000 $45,000
any local share funding, if | TR e R e
apphcable. Use “calculation beloy

Click the Submit button ’ '

when you are ready to save
the information.

160. The budget document

THANK YOU
and Acrobat will close. The Budget updated Successfully ...
window now indicates that
the update was updated. L
Click the Close Window The Contract Log page displays.

button.

Note: This same process can
be used to update budgets
while they are still in the
Pending status.
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What you do

Comments/Prompts

161.  If this is the only task
you need to perform as part
of your review process, you
can click the Edit link for
the review stage.

Then select a Review
Status, and click Update to
move the contract along to
the next review stage and
reviewer.

CONTHACT REVIEW MODULE

NOTES SCHEDULE | UPLOADED DOCUMENTS
CONTRACT PROPERTIES
Conlracts TEETOOR
Conbractue Ay Modicol Conlie Wormon'ss Hualll Conlis WG Prgm
Puoriad Begin 100112008 Puriod End 083072006
Amendrmar] Typo  Criginal
Ruvivwer Blage Progriem R Canlracl Amounl §20,000.00
Lotst Match %
CANCEL CONTRACT
Sulir| Cancellation Type =] Cancul Contract

| Send Conrespandence

INTERACTIVE NOCUMENTS
|
ettt bt

| CURRLNT STAGE

Frogram Review

User, Lucy CMSADMIN UR26/15

CONTRACT
M Condract
BUDGET
Erer Budget Ditails
1
1 7% U Pandng Chnn\

NOTES SCHEDULE

UPLOADED DOCUMENTS

CONTRACT PROPERTIES
Contract# TEST0O0S

Contractor Albany Medical Center\Wornen's Health Center WIC Pram

Period Begin  10/01/2005
Amendment Type  Criginal
Reviewer Stage Program Review
Laocal Match %
CANCEL CONTRACT

Fetiogd End 0973072006

Contract Amount $20,000.00

Select Cancellation Type

Correspondence |

| [ cancelcontract |

INTERACTIVE DOCUMD)

cuments found

CURRENT STAGE

Program

User, Lucy  CMSADMIN 09/26/05
Review

CONTRACT

Vfiew Contract
Enter Budget Details

BUDGET

0 ~| undate Cancel

COMPLETE

REWIEWY UNNECEESAR

NYS Office of Children and Family Services
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Viewing a Contract Budget

If you need to see the budget for a contract, you can use CMS to view the budget
online.

v' Before you begin: You are logged into the system. You have opened the contract
information page, either by selecting the contract number link from the Inbox, or by
performing a contract search.

What you do Comments/Prompts

CONTRACT IPDATE

162.  Click the Budget tab
button in the general
Contract Processing set of
buttons to view a summary
of the budget. o

CONTRACT FEVLWLIES DOCUMENT PR COMTRRETONR LIST SCHIDULE

CONTRACT ORMERAL BFO CONTRACTOR MFQ CONTRACT DOCUMENTS

CONTRACT PERIODS. I
[T 100420105 0030 000

Desilis Inmal Approvad

CONTRACT DUDGLT

163.  The current budget

details are displayed in the CONTRACT | REVIPWERS DOCUMENT PRER BUDGET CONTRACTOR LIST SCHEDULE
Budget Details table. Any T e

budget modifications will be o

listed in the Budget o s T — -

10,000 00 §15.000 &5 $25.000.00
8000 8000 50,00
#0,000.00 $15,000.00 $25,000.00

Modification History L —
table.

s000 $5.000 60 $5.000.00.
§000 8060 §0.00)
§0.00 5050 §0.00)
$0.00 $0.00 5000,

To view the full budget, you

can view it in the contract e = i S
document from the Inbox or sl SEMML_ SRRl s
the Document Prep section

of the Contracts screens via

the View Contract buttons.
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Conversion Budgets

Existing contracts will be imported and converted into CMS. In the case of these contracts,
detailed budgets will not be available online. A special single-line budget format and type

have been set up to accommodate these contracts.

In the case of these budgets, the contract budget page will display a single-line budget detail.

CONTRACT BUDGET
CONTRACT REVIEWERS DOCUMENT PREP BUDGET CONTRACTOR LIST
BUDGET MODIFICATION HISTORY
DBMDSr2006 Harding, Dick In Process
% BUDGET DETAILS
Budget/Category Local ShareMatch OCFS Funds Total

Personal Services
Ferzonnel $2,500.00 $10,000.00 $12,60000
Fringe Benefits $0.00 F0.00 $0.00
Sub Total $2,500.00 $10,000.00 $12,500.00

Non-Personal Senvices

ContractualiConsultant $0.00 F0.00 $0.00
TraveliPer Diem $1,250.00 $5,000.00 $6,250.00
Eguipment §1,260.00 $5,000.00 §6,250.00
Supplies $0.00 F0.00 §0.00
COther Expenses $0.00 $0.00 50.00
Sub Total $2,500.00 $10,000.00 $12,500.00
Grand Total $5,000.00 $20,000.00 $25,000.00

SCHEDULE

NYS Office of Children and Family Services
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Managing Contract Documents

Concepts >

Contract documents generally consist of a cover page, agreement page(s), budget page(s),

various appendices, and a signature page that describe the terms of the contract and the
work to be performed (the goods and services to be provided). The set of contract documents
attached to the contract are inherited from the contract group properties. Additional
documents can be added at the contract level via the Document Prep section of the Contracts

screens.

Not all contracts will have contract documents. For example, converted contracts imported
into CMS would typically not have their contract documents online. To view the contract
documents for these contracts, you would have to locate the paper version of the contract in

the files.

Viewing Contract Documents from the Inbox

Contract documents can be viewed in the review stage on the Contract Review
Module page accessed through the Inbox or on the Contract Update screen’s

Contract Documents tab.

v" Before you begin: You are logged into the system and are viewing contract tasks on the

Inbox.

What you do

Comments/Prompts

164.  Click the CTRCT link
in order to set up the
contract documents during
your review stage.

165. The Contract Review
Module page appears.
Notice the contract and
budget buttons. The current
review stage is listed as
having a pending status.

Click the View Contract
button to open the contract
document in Adobe Acrobat.

M O

Wit SELECTIOM CRITERIA

-

CONTRACT REVIEW MODULE

UPLOADED DOCUNENTS

CONTRACT PROFLRTILS

B MMMMMMG
or 100 Black Men of Long fsland Development Growp, ini

i 060172005 nd 05312006

unt $10,000.00

CANCEL CONTRACT

Salect Cancellation Type ] Cancel Cantract
Surwl Cotfespondence
WTLRACTIVE DOCUMINTS CONTRACT
Appenai £ (interactive, single page) Liadats Detads P
Ervleex Bdiped Dot it
CURFINT STAGL
BOM Rivdew Usier, Liscy  CMBADMIN: 0B/ 4106 20 1 0 Penging Edt

NYS Office of Children and Family Services
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What you do Comments/Prompts

166. Click the Maximize
button in the upper right
hand corner of the window

Use electronic forms
Instead of papar

1 :
to see the full page. i j
=Y
E
rep—
g
] STATE AGENCY: NYS COMPTROLLER'S TESToO3
sl . )
£ Office of Children and Family Services ATING - CODE:
= Offce of Children and Faraily ORIGINATING AGENCY CODE: 25000
l Feussclacr, New York 1144
T CONTRACTOR: TYPE OF PROGRAM (5):
5 ABC After School Program JA——
sl ABC After School Program R S
o 987 Elm Avenue Suite 100 Albany NY 12202
¥ =
4] BEx1tim 4] >
4 4 1013 PRl ol LJ| = [HH a0
/&) Done [ [ |8 Localintranet 7

167. You can use the vertical
scroll bar to move through
the document. You can also
use the page buttons to —
move through the file. - AT ORIGIRATENG AGERCY CoBE: 2308

TVPE OF PROGRAM i8]
Advantage drer Schosl

The documents contain

CHARITIES REGISTRATION NUMBER: CONTRACT FERION:

information specific to the EXEAMPT ot Renon

Comtractes ] hart | ] bers mot sk S with i
Attormry

Crmreal's Chatities Buresn o reguized

contract, such as contractor
name, program information,

. . FUNDENG AMT FOR PLEIOD:
budget information, etc. 2 3005

AULTIVEAR TERM (if applicabley

168. Youcan prl‘nt a copy of AR Ao E@a e I
the contract using Adobe Ean D3 D]
Acrobat’s Print function if ﬁ
needed. 3
You Can also save a Copy Of g STATE AGENCY: NYS COMPTROLLER'S TEST0OZ
. g Office of Children and Famuly Services ORIGINATING AGENCY CODE:
the file using Adobe 2 P L e
Acrobat’s Save function. H O TRAIOR rgram e
ABC After School Program Advantage After School
987 Elm Avenus Suite 100 Albany NY 12202 i

169.  Click the X (Close) 1@!

button in the upper right-
hand corner of the window
to close the contract
document and return to the
Contract Review Module

page.
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What you do Comments/Prompts
170.  If there is nothing more CONTRAGT REVENMODILE
to do in your review stage, R T B )

you can update the review
stage and indicate your
approval.

Click the Edit link for the

COMTRALT PROMIETNS
Contracht  MMMMMMI
Contractor 100 Desck Men of Long letand Development Group, Inc
Surcd Bugin | 0012008 Purind End | SE1FI008
Amsndmant Tyns | Criginal

Revimar Siage BOM Reviee Contract Amount 10,0000

Loc# Mt %

CANCIL CONTRACT
review stage. Salect Cancalation Tye =] | Comcnl Contract
Sond Conresponduncs |
\ INTERACTIVE DOCUMENTS. CONTRACT
Vinw Comtract

Select a Review Status.

Click the Update link to
save your selection and

move the contract to the
next stage and reviewer.

Apperia [) finteratve. single pane) LUisdae Desails)

CURRENT STAGE

BCMReview  User Lucy  CMRADMIN. 0RN 4B

NYS Office of Children and Family Services

4-50



Contract Management System Managing and Understanding Contracts

Viewing Contract Documents from Contract Update

Contract documents can be viewed during or after the approval process on the
Contract Update page.

v" Before you begin: You are logged into the system as a CMS user. You have opened the
contract information page, either by selecting the contract number link from the Inbox,
or by performing a contract search.

What you do Comments/Prompts
171.  Click the Document S
Prep tab button in the REVIEWERS BUDGET CONTRACTOR LIST
general Contract Processing CONTRACT GENERAL INFO CONTRACTOR INFO CONTRACT DOCUMENTS
set of buttons.
COHTRACT PERIODS Renew
SCHEDULE sho | hide
HOTES show | hide
AMEHDMEHTS Amend
172.  Two sections are e o o
displayed_ The first ls for 2 e vy THE DL & VLA LY CTMAINT SSKILL S B AT, MASDY TIST
the contract documents. The commeActsecmars

second is for documents
available to be downloaded
by users (such as online
contractors), completed
offline and then uploaded to
CMS for inclusion into the
contract or contract related
documents.

DAL CABABLE DOCUMENTS

Clicking the View :

Contract button opens the

PDF file with Adobe =
Acrobat.

Note: Not all users will see the Save button.

173.  Click the Maximize
button in the upper right
hand corner of the window

=131 =} —

E—r

no- Aximize et e

STATE AGENCY: NYS COMPTROLLER'S TESTO03
to see the full page.

Office of Children and Family Services
32 Was g(\o]n Street
Rensselaer, New York 12144

Use electronic forms
Instead of paper

5

ookmarks (v

ORIGINATING AGENCY CODE: 25000

CONTRACTOR: TYPE OF PROGRAM (S):
ABC Afer School Program sbvantace ter och
ABC After School Program S

987 Elm Avenue Suite 100 Albany NV 12202
o] esxitn 4] >

i (CAERNNNCN RN B EE
|&] one [T [ |8 Local intramet 7

Paged Laver] Signatures’

|
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What you do

Comments/Prompts

174.  Use the vertical scroll
bar to move through the
document. You can also use
the page buttons to move
through the file.

The documents contain
information specific to the
contract, such as contractor
name, program information,
budget information, etc.

175.  Click the X (Close)
button in the upper right-
hand corner of the window.

176. The contract document
and Acrobat will close.

The Documents list
displays.

| Psrscom = e e i e |

STATE AGENCY:
©ffice of Claldors aad Pty Servion
2w Srer
Erselier. New Vink 11144

NVSCOMPTROLLERS  TisToa)
ORIGINATING AGENCY CODE: 5505

CONTIACTOR:

ABC Alter Schos! Pregram

ABE Aftar Schost Pregram

7 B dvaruce Site 100 Abany WY 12303

TVPE OF PROGRAM {%)
Advantage drer Schosl

CHARITIES REGISTRATION NUMBER:
A EXEMPT provide Reassn!

petiedic o amsiial wiien srperti.

Comtractes ] han | ] hers ot ok Sked with e
Attorney Graeal's Charities Buresn of reqeieed

CONTRACT FERION:

FEDERAL TAX ICNTIFICATION &
12T

Frome 3/2/2088

To W08

AUNICTPALITY XUMBER:

STATES:

Comtracten [l | [Fiwnce 2 sectanian -

Cootracrer [Tov 1 5] im0t on B guotle
pnnm

FUNDING AT FOR FERIOD
1 30000

ALLTEVEAK TERM iaf applic sbley
From LIL200%

To w0008

DTS

DOCUMINTS

coNTIACE o DOCUMINT PRI

oG CONTIACTONLE ST

SO

CONTRACT BOCUMINTS
Arakitie Dotuments

Sahctea Dacuments

S PLACIMI, MANIFY TIST

[WFFING A Gl RLCRLATIONAL SURVIS B
[3-IND C- G RECRIATIONAL SERACES

§
F
]
o
§
#
+ s

DEWED OF DIICTORS FROFLD
CHILDRENS JUSTICE APPENDE ¢ =l

DAL OADABLE DOCIMENTS:
Avadaaie Dacuments

[AFFENGE B - BUooLT

COVIR PAGE J004-11-12

[AFPENDC: D ANTIRACTIVE. SMOLE PAZE)
BIGNATURE FAGE - NFF

Sasecied Documants

=

Viw Contract | save |

[FLINDIG JUIET COVITE PAGE
InsTRUCTIONS

ik MATRE!

| 2ED DEMOD

[FUNDING JUST COVER PAGE

NYS Office of Children and Family Services
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Updating the Contract Documents List

BCM administrator and CMS administrators can change the list of documents
that are associated with a contract. This can be done at the beginning of a
contract task or approved uploaded documents can also be added the contract
document prior to its being signed by the contractor. See the Managing
Uploaded Documents section in chapter 2 Using the Inbox for more information
on uploaded documents.

v" Before you begin: You are logged into the CMS and have opened the contract
information page, either by selecting the contract number link from the Inbox, or by
performing a contract search. The Contract Documents page is displayed.

SCHEDULE |

What you do Comments/Prompts
177.  All available Contract DOCURMENTS
Documents and COMTHACT FEVEWERS DOCUMENT PRER BUDGE 1

2005 OFTICE OF YOUTH DEVELOPMENT ADVANTAGE AFTER SCHOOL , ROUND 3

Downloadable
Documents are displayed
in the tables on the left. The
top Selected Documents
list shows the documents
that will be included in the
contract document, and

their selected order. Any oo APPENGIXA L
uploaded and approved ey o
documents will have
[UPLOAD] at the end of
their name.

CONTRACT DOCUMENTS

able Documents Sedeched Documents

=] APPENDIK B - BUDGET
LEGISLATIVE T FART A

+
*

LEGHELA

NEW DOCUMENT FROM CONTRACTOR [ UIPLOAD |

View Contrant | Sove |

DOWNLOADADLE DOCUMENTS

(AFFPENDI D WORKPLAN
INETRUCTIONS
TEST DOCUMENT

The bottom Selected .
Documents list shows the k
documents that will be
included in the Contract
Review Module for
downloading by the
reviewers, including
contractor users.

Select a new document ECHIRACIDCE IS
from the Available
Documents list:

Available Documents
MEW DOCUMENT FROM CONTRACTOR [LUFLOAD |

ELECTROMIC SIGNATURE PAGE ;I
ESIGNATURE PAGET

ETVAPPEN - C - 2005

ETV ARPPEM A-2 2005

HY HF MY APPEMNDIR A-2

HY TANF A-2 ﬂ

HY TANF C D

Selected Documents

APPENDIX B - BUDGET
LEGISLATIVE T PART A

Click the Right arrow to
move the item to the
Selected Documents list.

HYP APPENDIK -C 25%

LEGISLATIVE T PART A

LEGISLATIVE T PART B

MEWY DOCUMENT FROM CONTRACTOR [ LIPLOAD
MNYS AGREEMENT

0D APPENDIX A-2

0D APPEMDIX C- 40

SAMPLE DOCUMENT LI

View Contract Save
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What you do

Comments/Prompts

179.  The Selected
Documents list now
includes your new selection.

It 1s added to the bottom of
the list.

Click the up or down arrows
to move the documents
up/down in the list until you
reach the desired order. The
list order indicates the order
in which the documents are
displayed and printed when
you click the View
Contract button to view

the PDF file.

180. Click the Save button to

save your changes to this
list.

This saves your changes in
the Contract Documents list
before you work on the
Downloadable Documents
list.

181. To see what your
contract document looks like

or to print a copy, click the
View Contract button.

This will open the contract
document in an Adobe
Acrobat window to view,
print or save a copy using
Acrobat’s features.

CONTRACT DOCUMENTS

Available Documents Selected Documents

MEW DOCUMENT FROM CONTRACTOR [UPLOAD |

ESIGNATURE PAGE1
ETW APPEN - C - 2005
ETW APPEM A-2 2005
HY HF MY APPEMNDIE A-2
HY TANF A-2

HY TANF C

HWP APPENDIX-C 25%
LEGISLATIVE T PART A

O¥D APPEMNDIX A-2
O¥DAPPEMNDIX C- 40
SAMPLE DOCUMENT ;I

ELECTROMIC SIGNATURE PAGE ;I

APPEMDIX B - BUDGET
LEGISLATIVE T PART A

CUMENT FROM CONTRACTOR [UPLOAD |

*[+

View Contract Save

You can remove an item from the Selected Documents list

by selecting it and clicking

CONTRACT DOCUMENTS

Available Documents
MEW DOCUMENT FROM COMTRACTOR [URLOAD |

the Left arrow.

Selected Documents

ELECTROMIC SIGNATURE PAGE o]
ESIGNATURE PAGE1

ETWAPPEN - C- 2005

ETWAPPEN A-2 2005

HY HF WY APFENDIX A-2

HY TAMF A-2

HY TANF C

HWP APFENDIX-C 25%

LEGISLATIVE T PART A

LEGISLATIVE T PART B

MNY8 AGREEMENT

OYD APPENDIX A-2

OYD APPENDIX C- 40

SAMPLE DOCUMENT LI

CONTRACT DOCUMENTS

Available Documents
MEW DOCUMENT FROM COMTRACTOR [URLOAD |

APPENDIX B - BUDGET
LEGISLATIVE T PART A

MEW DOCUMENT FROM CONTRACTOR [UPLOAD |

[+ [+

View Contract ‘@

Selected Documents

ELECTROMIC SIGNATURE PAGE o]
ESIGNATURE PAGE1
ETWAPPEN - C- 2005
ETWAPPEN A-2 2005
HY HF WY APFENDIX A-2
HY TAMF A-2
HY TANF C
HWP APFENDIX-C 25%
LEGISLATIVE T PART A
IVE T PART B

MNY8 AGREEMENT
OYD APPENDIX A-2
OYD APPENDIX C- 40

SAMPLE DOCUMENT LI

APPENDIX B - BUDGET
LEGISLATIVE T PART A
MEW DOCUMENT FROM CONTRACTOR [UPLOAD |

[+ [+
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What you do Comments/Prompts

182. Addlng Downloadable DOWHL OADABLE DOCUMENTS
Documents is done in the

same manner as above. RISK MATRIX
SED DEMO

Available Documents Selected Documents

FUMDING JUST COVER PAGE

+ [+

Remember to Click the
Save button to save your
changes to this list. Save |

Reviewing Contract Reviewers and Schedules

Concepts > Contracts contain task schedules with reviewers assigned to these tasks, as defined by the
Contract Group. All users can view the existing contract reviewers and schedules.

BCM and CMS administrators have the ability to edit schedules and reviewers. Updating
this information should be familiar to them, since the edits are performed using the same
processes used when setting up Contract Groups. For additional information on editing
reviewers and schedules, consult the Managing Contract Groups chapter.

Identifying Contract Reviewers for a Schedule

v" Before you begin: You are logged into the system as a BCMADMIN or CMSADMIN
user. You have opened the contract information page, either by selecting the contract
number link from the Inbox, or by performing a contract search.

What you do Comments/Prompts

183. Click the Reviewers . : mm‘;:.....:..m..mr S e
tab button in the Contract
Update screen.

1017005 030 2006 H\
184. The Contract Task —_— —— —
reviewers list is displayed o 98 ATICE 4 00T EVELGFMENTADVAKTAGE AP T1RSEHO0L ek 3
by default (the displayed SRS VYRS
task is highlighted in ——» = =

yellow).

A list of the reviewers is on
the right. The reviewers and
the roles associated with
each stage in the task is
displayed.
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What you do Comments/Prompts
185.  Click a different Task = = ==
link to view the reviewers N

for that schedule.

The page updates, e
displaying the selected task i e

schedule and associated — = ——————
reviewers in the table on the

right.
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Identifying the Scheduled Time for Contract Tasks

Contract tasks (approving a new contract, a renewal, claims, etc.) are made up
of steps, or stages, which each have a set amount of time allocated for their
completion. There are a number of places in CMS in which you can find out
those timeframes including on the Contract Update Schedule tab.

v" Before you begin: You are logged into the system as a CMS user. You have opened the
contract information page, either by selecting the contract number link from the Inbox,

or by performing a contract search.

What you do

Comments/Prompts

186.  Click the Schedule tab
button in the Contract
Update screen.

187. The Contract Task
schedule 1s displayed by
default (the displayed task
is highlighted in yellow).

Click a Task link to view
the associated schedule.

The schedule on the right
side shows the review
stages. The schedule
indicates the review stage,
the reviewer and the role
associated with the stage,
and the number of
scheduled days alloted to
the individual item.

The total number of days
allotted to the schedule is
listed at the bottom, as
Total Days in Schedule.

CONTRACT UPDATE

FOVIDWERS DOCUMENT PREP BUDGET CONTRACTORLIST

CONTRACT GENERAL INFO COMTRACTOR IMFO CONTRACT DOCLIMENTE

AN2005-9302005 1020059302006
SCHEDULE e | Bige

CONTRACT PLRIOUS
HOTES shiner | hid

SCHEDULE

REVIEWERS DOCUMENT PREP BUDGET CONTRACTORLIST SCHEDULE
GROUP NAMEZ2005 OFFICE OF YOUTH DEVELOPMENT ADVANTAGE AFTER SCHOOL , ROUMD 3

CONTRACT TASKS SCHEDULE TYPE - LA

Frogram1

TOTAL BAYS 19 SCHEQRCT
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Preparing Contract Funds

Concepts > When a contract is set up, the equivalent of a “bank account” for the contract must be
established. Funds need to be encumbered through the AC340 process, and coding
instructions must be created for the contract, defining the cost centers associated with the
contract and how claims against the contract funds are applied.

The Coding Details and Instructions will be entered by users from the Budget office. BCM
staff and CMS administrators can also enter this information in CMS, based on data
supplied by the Budget office. BCM administrators and BCM users create AC340s through
CMS. The Coding and AC340 process should be finished before the contract review process is
complete in order to properly encumber funds and process expenditures and advances.

Creating Coding Instructions

v" Before you begin: You are logged into the system as a CMS user from the Budget office,
BCM office, or you are a CMS administrator. You have opened the contract information
page, either by selecting the contract number link from the Inbox, or by performing a
contract search.
What you do Comments/Prompts
188. On the Contract Period CONTRACT GENERAL INFO CONTRACTOR INFO CONTRACT DOCUMENTS
Info Pab’ click on the CONTRACT PERIODS Renew
COdlng Summar y button. IEEITVEENEITE]  10/1/2005-9/30/2006
SCHEDULE show | hide
HOTES show | hide
AMENDMENTS Amend
Details Rengwal InProcess
CONTRACT PERIOD HFO
Contrack# TESTO01 Caontract Period Status In Process
Contractor Mame After School Kids Under Supendsion, Inc.
Caontract Term From 101/2005 To SiE0/2006
Caontract Period Fram |10/142005 _I To |9/30/2006 _I
#wrard Date [08/05/2005 Armount($) [1o0.00
Appraval Date
FINAHCIAL SUMMARY
Tatal Contract Amount Unencumberad Balance
Encumbered to Date Total Advanced
Contractor Expended to Date Advance Recouped
Paid to Date Advance Receivahle
Encurmbered Balanie ‘Withhold/Retain Balance
| Coding Summary | / AC340 History \t Claim History Contract Ledger | ‘
. CONTRACT CODING SUMBARY
189. The Contract COdlng Warning: Coding infarmation not defined for this contract

Summary screen displays. if
no coding has been defined
for this contract a warning
message indicates so.

CONTRACT DETAILS

TESTOO1 Contract Year. 2005
Afar School kKids Under Supenision, inc

Office of Yauth Divalopmant

Hiund 3

Advantage Ater School

10401/05 To 0R/300E Contract Amount $100.00
0

$100.00 Encumbered Batance [}

Select the Add Coding
button to access the coding
screen.
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What you do Comments/Prompts
190.  The Contract Coding CONTRACT CODING DETAIL
Detail page displays. Enter CONTRACT DETAILS
the coding instructions Contract# TESTOO1 Contract Period 10/01/0% To 09/30/06
: Contractor: After School Kids Under Superision, Inc
Contract Amt: 100
ENTER CODING DETAILS

Note: The Funding Split
indicates that 50% of the
claim payment amount
should be derived from this
coding line. You might
choose instead to enter a
Sequence number,
indicating in which order
this particular coding line is
applied to claims.

191. Click the Save button to
save your entries.

Line Dept

Cost Center Wariable

El
l—

Year Ohject
l—

Dept Accurmulator State Accumulator

WW?

Ceiling Amt Assigned Amt

SUMMARY

Pending Arnt Approved Armt

Total Amrit Encurnbered Balance

Fund Source Segregation Description

CFDA Index # ChapterSectioniLaw

Budget Page Budget Line

Funding Split Sequence

TMEF O Lapse Date | |

Save
NewcC | Coding Summary

Note: The TMEF checkbox should be selected if the
contract is part of the Training program.

Note: The Lapse Date (if used) will indicate when the
coding detail expires.

CONTRACT CODING DETAIL
CONTRACT DETAILS
Coniract# TESTOM Contract Period 10/01/05 To 09730006
Contractar: After School Kids Under Supervision, Inc.
Caontract Amt: 100

EHTER CODING DETAILS
Line Dept

El
I?EBEEE Wariahle
Year IQ? Object 57450

Cost Center

Dept Accumulator T53 State Accumulator T53
Ceiling Amt I Assigned Amt 100
SUMMARY

Pending Amt Approved Amt

Total Amt 100 Encumberad Balance

Fund Source Seqgregation Description

CFDA Index # Chapter/Section/Law

Budget Page Budget Line

Funding Split ISD\ Sequence

TMEF O Lapse Date

Hew CC |
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What you do Comments/Prompts

192. A status message at the conmaETComeRt
top of the page indicates if -
your coding information was o T
successfully entered. You prncoom s
will receive error messages 2 et B
. . . CostCenter  [FEaEEE vasiaale [
if you use information not o F - T
acceptable to the system ceptaccamuanor [FE3 st ccumuater [1E3
(such as an invalid object . r e L —
code, etc.). PaniroAnt 0 o

100 00,00

007 - COMMUNITY PROUECTS

ription  BERGEN BEACH YOUTH ORG INC

CFD den #

If you want to define Butge Page BuggeiLing

additional contract coding, fsotolt T . —

click the New CC button. T r Lanse Dt  —
Otherwise, click the Coding | [ —

Summary button to return
to the Coding Summary

page.
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What you do Comments/Prompts
CONTRACT CODING SUMMARY

COHTRACT DETAILS
Cantract #: TESTOM Caontract Year: 2005
Caontractor: After School Kids Under Supervision, Ihe.
Sub-Program Mame:
Program Division: Cffice of Youth Development
Diescription: Found 3
Frogram: Advantage After School
Contract Period: 10001705 To 08/ 30/06 Contract Amount: F100.00
Encumbered: F0.00
Unencumbered Balance: $100.00 Encumbered Balance: F0.00

CODING INSTRUCTIONS:

3 28 TEBERE MT 97 57490 T43 Ta3 0 a0 $100.00 §0.00 §0.00 §0.00 $0.00 $0.00 ©  Edit Delete

AC 340 History Clairm Histaty Contract Ledder Contract

Correcting JY

Create AC-330 |  Add Coding |

Print |

The ASSGN column indicates the proposed amount for the cost center. When the AC340 is
generated, this amount becomes 0 and the $100.00 is marked as pending (PEND). The
PEND column indicates the amount on the AC340 that has not yet been approved. Once the
AC340 is approved, the PEND value is reset to 0 and the amount is added to the ENCUMB
field, indicating that the funds (in this example, $100.00) have been encumbered by the
approved AC340. The PAID column indicates the amount of funds expended — the amount
that has been cleared through the Payment Coding module. BAL indicates the encumbered
amount minus expenditures. PEND BAL represents the pending AC340 amount plus the
encumbered amount, minus expenditures.

Creating the AC340

When a contract is awarded and cost center and coding instructions are entered for the
contract, the funds associated with the cost center must be encumbered through the AC340
process. An AC340 is generated, and transmitted to CAPS and OSC through batch files sent
overnight.

Assign

BCM administrators and users create AC340s through CMS. After the coding is set up for
the contract, the BCM staff person will click the Create AC-340 button (located on the
Contract Coding Summary page above). This generates an electronic version of the
AC340. Users have the choice of printing out a paper version of the AC340, automatically
processing the AC340 (this means that the AC340 will be bulk-loaded to OSC that evening),
or indicating that the AC340 will be manually processed (for emergency cases, where the
AC340 will be directly submitted to OSC through an OSC terminal). For additional
information on the AC340 process or how to create an AC340, contact the main CMS
administrator.
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What you do

Comments/Prompts

193.  Click the Create AC-
340 button to create an
AC340 after coding has been
entered.

194. The AC340 screen
appears. Review the
information. Some fields can
be changed if necessary
such as the batch types.

Once the data is correct, you
have two options. You can
select the Process button
which automatically
processes the AC340 (this
means that the AC340 will
be bulk-loaded to OSC that
evening), or select the
Manually Process button
which indicates that the
AC340 will be manually
processed (for emergency
cases, where the AC340 will
be directly submitted to
OSC through an OSC

terminal).

CONTRACT DETAILS
Contract#:
Contractor
Sub-Program Name:
Program Division,
Description

CONTRACT CODING SUMMARY

TESTOO1
After School Kids Under Supervision, Inc

Contract Year 2005

Cffice of Youth Cevelopment
Round 3

Prograrm: Advantage After School
Contract Period: 10101705 To 09(30/06 Contract Amaunt: §100.00
Encumbered §0.00
Unencumbered Balance: §100.00 Encurmbered Balance: §0.00
CODING INSTRUCTIONS:
3 25 TEREBE MY 97 57480 TA3 T3 O a0 $100.00 §0.00 $0.00 $0.00 $0.00 $000 [©  Edit Delete
AC 340 History Clairn History Contract Leduer Contract
Correcting Jv
Assign Create AC-340 Add Coding |
Print
AC MO
38
CONTRACT EHCLMBRANCE RECQUEST
AC30 History
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Viewing the AC340 History

Users may view the AC340 History by clicking the AC340 History link (listed on various
contract information pages). This will display a list of all AC340s submitted. Users can select
a Details link for the desired AC340, and view an electronic version of the AC340. For
additional information on the AC340 process or how to create an AC340, contact the main

CMS administrator.

What you do Comments/Prompts
195 Cth the AC340 CONTRACT GEMNERAL INFO COMNTRACTOR IMFO CONTRACT DOCUMENTS
History button to view the
ACS4O History, COHTRACT PERIODS
10/1/2005.9/30,2006

SCHEDULE show | hide
HOTES show | hide
AMEHDMEHTS Amend
Details Initial Approved

196. The AC340 History
screen appears. You can
select the Details link to
view an electronic version of

the AC340.

If you had manually
processed an AC340, there
will be a check in the
Manually Processed
column. Once you have
finalized the AC340, check
the BCL Finalized column
and select the Process
button to finalize your
AC340.

CONTRACT PERIOD INFO

Contrackt TESTOD1 Contract Period Status  Approved
Contractor Name  After School Kids Under Supervision, Inc.
Contract Term Fram 11142005

Contract Period Fromm |10172005 _I
Aweard Date [01/01/2005

Approval Date 0681 6/2005

To 9/30/2008

To |9i30/2005 _I

Amount(§) |20,000.00

FIHAHCIAL SUMMARY
Total Contract Amount $20,000.00 Unencumbered Balance $10,000.00
Encumbered to Date $10,000.00 Total Advanced §1,500.00
Contractor Expended to Date $4,960.00 Advance Recouped $635.00
Faid to Date $5 97500 Advance Receivable $8645.00
Encurbered Balance §4 02500 WithholdiRetain Balance $0.00

cosngsummary | (___ ac3nHistory ) | Claim History Contract Ledger | |
A

AC-340 HISTORY

CONTRACT DETAILS

Contract# TESTOO1 Contract Period: 10M1/2008 To Q3072006
Contractor: After Schoal Kids Under Supervision, Inc.

Contract Armount: §100.00

AC340 LIST \

I54TEO TGO $5000 OTADIOE | E?ﬂliilged = I Details

Coding Summary

Clairm Histo /y Contract Ledger Contract
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What you do Comments/Prompts

3 AC-340 HISTORY
197. Y.ou will see a message
showing that you

. . CONTRACT DETAILS
successfully finalized the

Contract #: TESTOO1 Contract Period: 10172005 To 8/30i2006

Contract After School Kids Under S I

ACS40, and the BCL ontractor: er school kids Under Supervision, Inc.

. . . Contract Amount $100.00

Finalized column will be
ACHOLIST

grayed out.
0597ED TGG $50.00 07/10/06 = Finalized = [} Details
Coding Summary Clairn History Cantract Ledrger Caontract

Process
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Viewing Existing Coding Instructions

v" Before you begin: You are logged into CMS and have opened the contract information
page, either by selecting the contract number link from the Inbox, or by performing a
contract search. You have navigated to the Contract Period Info screen of a contract
and selected the Coding Summary button to open the Contract Coding Summary

page.

What you do Comments/Prompts

CONTRACT CODING SUMMASY

198.  The Contract Coding
Summary page displays
information on existing
coding for the contract.

CONTRACT BETAILS

TESTO0Y o
AT School Kigs Linder Supemision, In¢

Oiffice of Yoult Development

$20,000 00 N

$4,02500

Click the Edit link to view
the detailed coding

instructions. " —
2 0.00 $0.00 55,000.00 §4,075.00
e $0.00 $0.00 $5000.00 $1,000.00
A 340 Higtory Claim Histoer Contrect
Teciing.
Assign Creatn AC. MO adtd Coding |
_ P |
199. The Contract Coding CONTRACT CODING DETAIL
Detail screen appears with e —
the coding instructions for Contract#: TESTOO03 Contract Period: 01/01i05 T 09/30/05
h Contractor: ABC After School Program
the contract. Contract Arnt: 20000
ENTER CODING DETAILS
Select the Coding B q Dept 25
Summary button tO return Cost Center 750666 Wariable M7
tO the Summary page. Year 97 Chject 57490
Dept
e T53 State Accumulator T53
Ceiling Arnt Assigned Amt 0.0
SUMMARY
Pending At 00 Approved At 5000
Total Amt 5000 Encumbered Balance 500000
007 - COMMUNITY Segreation BERGEN BEACH YOUTH ORG
FundSource oo ecTs Deseription NG
CFOA Index# ChaptetiSection/Law
Budget Page Budget Line
Funding Split 50 Sequence
THEF O Lapse Dale [ |

e
New CC Coding Summary
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Editing Existing Cost Center Coding

v" Before you begin: You are logged into CMS and have opened the contract information
page, either by selecting the contract number link from the Inbox, or by performing a
contract search. You have opened the Contract Coding Summary page.

What you do

Comments/Prompts

200.  Click the Edit link to
open the detailed coding
instructions.

201.  Detailed coding
information displays.

Depending on the contract
and the cost center, you may
not be using all the fields on
the screen.

Changes can be made if
necessary. Click the
Update button to save your
changes.

Click the Coding
Summary button to return
to the summary details

CONTRACT DETAILS

Corfract#:

Coritracto

Sun-Program Name

Fragram Dimgion

Diezcrption

Frogram

Contract Periog

Curre firact Fesiod Amourit
Uinencumbered Dalance

CODING INSTRUCTIONS:

i THHGES M7

CONTHACT CODNG SUMPMARY

TESTOOY
ABC Afer School Program

OMmce of Youth Dévalopmant
Rownd 3

Advantage Atar School
01401/05 To 02303
$20,000.00

$10,000.00

8751480 T93 T93 0 50

Contract Year 2005

Enturnaered
Encurnaered Balance:

§10,000.00
$10,000.00

$0.00 SU00 §5,000.00 $0.00 $5000.00 $5000 Lalste
225 TGOGA0 T 97 57490 TS) TS 0 15 $0.00 $0.00 §5,000.00 $0.00 $5,000.00 $5000.00 Cgi  Cwelete
A6z 340 Higtory Claim Higtory Confract | edgar Confragt
OBl
Assign Creale ACMD | Adi Coding
CONTRACT CODING DETAIL
COHTRACT DETAILS
Contract #: TESTOO1 Contract Period: 01401i05 T 08i30i05
Contractor. After School Kids Under Supervision, Inc.
Contract Amt. 20000
ENTER CODING DETAILS
Ling 1 Dept 25
Cost Center 760640 Variable W7
fear 97 Qhject 57490
Dept Accumulator [T53 State Accumulator T53

Ceiling Amt

SUMMARY

Fending Amt 1)
Total Amt 000

Fund Source
CFDA Index #
Budget Page

Funding Split

—

TMEF [m]

—

007 - COMMUNITY PROJECTS

Assigned Amt

1

Approved Amt 000
25.00

BAY TERRACE TEEM CENTER

Encurnbered Balance
Segregation Description
Chapter/Section/Law
Budget Line

Sequence

Lapse Date

W

=l

Update
New CC I Coding Summary
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Deleting Coding Instructions

You may not delete coding instructions once an AC340 has been generated or
approved. You may only delete coding instructions where an assigned amount
has been requested and the pending or encumbered amounts are zero.

v

Before you begin: You are logged into CMS and have opened the contract information

page, either by selecting the contract number link from the Inbox, or by performing a
contract search. You have navigated to the Contract Coding Summary page.

What you do

Comments/Prompts

202. Click the Delete link.

The Contract Coding
Details page displays.

203.

Note: If the coding detail
could not be deleted
(because the AC340 had
been generated or approved,
for example), an error
message would display at
the top of the page. You can
click the Coding Summary
button to return to the
Coding Summary page.

Click the Delete button.

CONTRACT COMNG SUMMARY

TESTOO1 Corfract Year. 2003
ANGr Scrool KIds Under Eupemsion, irt

Office of Youth Devetopmant

820,000.00

$4,025.00

000 F0.00 FAO0000 $A9TS00  §2400  g2600 T Eog i
000 §0.00 FS00000 $1.00000 $4000.00 $400000 [T Eqg
§1,00000 §0.00 oo $0.00 ¥0.00 wo = H
T

CONTRACT CODING DETAIL

COHTRACT DETAILS
Contract#: TESTOMM Contract Period, 01/071/05 To 09430705
Contractor: After Schoal Kids Under Supervision, Inc
Gantract Amt: 20000
ENTER CODING DETAILS
Line 4 Dept 25
Cost Center 7BEREE Wariahle 7
Object 57490
DeptAccumula) State Accumulator Th3
Ceailing Amt Assigned Amt 1000
SUMMARY
Pending Amt 1) Approved Amt a
Tatal Amt 1000 ncumbered Balance 0000
Fund Source 007 - COMMUNITY PROJECTS fion Description BERGEMN BEACH YOUTH ORG INC
CFDA& Indey # ChaptetiSeachy
Budget Page Budget Line
Funding Split Sequence
TMEF ] Lapse Date S
Delete
HNew CC Coding Summary
CONTRACT CODING DETAIL

COHTRACT DETAILS
Contract#
Contractar:
Contract Amt:

Sorry delete failed, the chosen CC line belongs to PendingiApproved AC 3401

TESTOOZ Cantract Period
ABC After Schoal Program
20000

01401/06 Ta 09/30/05
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What you do Comments/Prompts
204. The Coding detail is COMTRACT CODIMNG SUMMARY
deleted, and the coding o resTons — -

Afior Sehodl KI0S UROS: Suponision, Ind
summary page appears. e
i Office of Vot Devalopmant
Round 3
Agvantage Afler School
01101705 To 093005 Contract Amount £20,000.00
$10,000.04
bered Balante. $10,000.00 Encumberes Balant #4,025.00

CODING INSTRUCTIONS:

30 0 $0.00 $0.00 §5,000.00 §4,57500 $25.00 §2500 M Edil Culele
0 000 $000  §5,00000 §1,00000 §4,00000 $4.00000 7 Ed) ity
A 240 Higtgey Cigim Hesiges Contrac Ladgsr Contract

Cowraeting S
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Viewing Contract Contractor List

v" Before you begin: You are logged into CMS and have opened the contract information
page, either by selecting the contract number link from the Inbox, or by performing a
contract search. You have navigated to the Contractor List page of a contract.

What you do Comments/Prompts
205.  The Contractor List p——
page displays information CONTRACT REVICWERS. DOCUMENT FREP TUDGET CONTRACTOR LIST SCHEOAE

+ 7088 OFHICE OF comENT AFIERSCHOOL , RO 3

on all of the contractors who
have contracts within the
same group as the contract
you are viewing.

1 TESTON
3 TEST002

13 TESTO11

Il TESTO0E

1 TESTO0

L} TESTODD

9 TESTODS

7 TEST00T

12 1est12

10 1810

§ TEET00S

& TESTODE
1015005 testlg

Clicking the contract —
number of one contracts in

the list will open the

Contract Update page for

that contract.

PACTISCORF After Schoct Youth Frogram

TESTO02
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Managing Contractor
Information

Topics
a Reviewing Contractor Information
b Searching for a Contractor
c Viewing Contractor Contact Information
d Viewing Contractor Addresses
Creating New Contractors
f Adding Contractor Addresses
g Adding Contractor Persons
h Adding Contractor Contacts

Adding Contractor Notes

[

Updating Contractor Information

—.

k Editing Address Information
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Chapter 5: Managing Contractors

A contractor is a provider of services or goods who may enter into a written agreement with
the New York State Office of Children and Family Services. Contractor names and
information is accessed through CMS and associated with contracts. Contractors work with
the various program offices and BCM, providing program reports detailing the contract
deliverables, requesting advances, submitting expenditure reports, and delivering the goods
and services as defined by their contract.

CMS users have the ability to search for a contractor from the main menu, viewing
contractor information such as contractor name, addresses, and contacts. CMS
administrators and BCM administrators have the ability to create new contractors and
update existing ones.

Note: If the contractor was created through the CAPS system, then CMS administrators and
BCM administrators cannot follow the normal “update” process in CMS. For information on
identifying these contractors or to request that the contractor information be updated,
contact the main CMS administrator.

Contractor information is also available when looking at a specific contract, by viewing the
Contractor Info tab. The Contractor Info tab displays both general contractor information
(such as the main address of the contractor), and contract-specific contractor information, for
example, a local site address where work specific to the contract is performed. This chapter
will cover viewing contractor information through the Contractor search feature. Information
on viewing contractor information attached to a specific contract is available through
Chapter 4 — Managing and Understanding Contracts.
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Reviewing Contractor Information

Concepts > When you log in to CMS, you can search for contractor information through the main menu.
As noted earlier, you can see contractor information by viewing contract records through the
Inbox or as the result of a search for specific contracts, but this only allows you to access
contractors that are attached to contracts. The main way to retrieve contractor information is
through the CMS menu, through a Contractor Search.

Searching for a Contractor

v" Before you begin: You are logged into the system as a user.

What You Do Comments/Prompts
206. From your CMS menu
column on the left, click the User, Lucy [CMSADMIN ]
Search/Update link in the [:-S LoGouT
Contractor section.
HOME
INBOX
CONTRACT GROUPS
CREATE
SEARCH/UFDATE
CONTRACTOR

0 e,

SEARCH/UFDATE

NYS Office of Children and Family Services 5-3



Contract Management System

The Contractor Search page displays a series of text boxes and drop-down boxes for
entering search criteria, as well as buttons for performing the search or clearing the search

criteria.

The text boxes allow you to search
for a string of text. Entering the
word “legal” in the Legal Name
field would perform a search for all
contractors with the phrase “legal”
in the legal name, be it “Capital
District Legal Services, Inc.,”
“Legal Services, Inc.,” or
“Paralegals, Inc.”

The County and Regions drop-down
lists allow you to narrow your search
to a specific county or geographic
region. If using these options, be
careful not to set up a geographic
mismatch, for example, selecting
Albany County and the Buffalo
Region. You can search across all
countries or regions, or a single
county or regions, but not multiple

Managing Contractor Information

CONTRACTOR SEARCH counties or regions (you cannot select
Albany County and Saratoga County).
GROUP HAME:
Legal Marme || 4 Federal Id |
DEIAl PnpularNamel
Cnuntg.rl j Hegiunsl j
New Contractor IW Clear |
| Y

SEARCH RESULTS:

Click the Search button to
perform your search, based on
the selected search criteria.
Note that if you do not select
any search criteria, you will be
searching for ALL contractors in
CMS, displaying thousands of
records. This list will grow larger
as new contractors are created.

DBA is the abbreviation for “Doing
Business As” — it refers to a name
(other than the Legal Name for the
Contractor) that is used for
business purposes. The Popular
Name is another way to reference
the Contractor — such as YMCA,
rather than Young Men’s Christian
Association.

If you have\entered
search criteria and
wish to reset your
choices, click the
Clear button.

NYS Office of Children and Family Services 5-4



Contract Management System Managing Contractor Information

207.  Enter the search criteria. CONTRACTOR SEARCH
GROUP HAME:
Click the Search button. T Fegera|
DBA Fopular Mame
The Contractor Search County | Regions
Results page appears. __New Contractor_ | ar
SEARCH RESULTS:
208.  The search results page CONTRACTOR SEARCH
displays all of the matching GROUP NAME:
contractors. Legal Mame [ABC Federal Id
DBA FPaopular Mame
Click the Legal Name to Courty | Regians |
display the Contractor s [careh] ear]
Information for the desired — serenresuts:
contraCtor' ABC After School Program 1234645789 887 Elm Avenue, ABC After Schoal Program
Suite 100
Albany, NY 12202
Note: If you dO not find the ABC Childcare & Learning Center, LLC 1618968581 965 OWERBROOK ROAD
. JOHMEOM CITY, MY 13780
contraCtor you are Seek]ng’ ABC Day Care Center, Inc 161356412 4007 PEARL STREET ROAD
you may perform a new search _ _ Calla LD
" . ABCO Multi-Trades Corporation 141661588 RR 2 BOX 2601
from this page by entering JOHNSONYILLE, NY 12816
. L Babcock Enterpri LTD 161321268 10385 POAGE HOLE ROAD
different or additional search FERTRRLEs DANSVILLE, MY 14437
criteria. !
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Managing Contractor Information

209. The Contractor Details
page displays the available
contractor information.

The Notes field displays any
available notes about the
contractor. Click the field to
display the full text of any
notes.

The page updates, displaying
all the notes.

Note: If you are not a
CMSADMIN, you will not see
the Manage Users button.

Click Cancel to hide the note.

Note: The Active Date
indicates when a contractor
appears as a list entry for
selection when awarding
contracts.

USCRMANUAL | FAG | CONTRACTORFAQ | WEDHNCS!

CONTRACTOR DETAILS

CONTRACTOR NAME

Lugal Mamg™ [A8C amer School Frogram

D88 Hame [RGC Afer Sl Frogram

Populsr Hamne [smc

Fodora i (BT

M| Cade I | EE

CONTACTS Aud Comtact | Anueess Akl Adilress I

EEMIT 10/ PAYEE
CHIEF ADMINISTRATIVE DFFICER
SHPPING | MAILING

MINORITY-OWNED BU )
MON-PROFIT x|
132

I intarest Exgae

NON-EMPLOVEE GOM 2]

1029 Code
Emnicity Coda™ ASANIPACIFIC =
M PROPERTIES
WWBIE Indysiry Code™ COMETRUCTION - F MABE Caniiad
MWEE Product Code™ MNING (CEOLOOICAL =)
MWDE Class MINDRITY ]
HOTLS: (CLICK 1 OR DLTAILS) kel W
This e 3 £arnple nate
Inis &
ACTIVE ATE 7 WACTIVE DATE
Manm Users Upstale I
HOTES: (CLICK FOR DETAILS) Add Hotes
This is a samwple note. :I
‘| Sav_e( Cancel
N~

ACTIVE DATE

G
Update

If the current date is after the Inactive Date, BCM
administrators will not be able to assign a contract to
the contractor without resetting the Active Date.
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Managing Contractor Information

Viewing Contractor Contact Information

v" Before you begin: You are logged into the system as a CMS user and have retrieved the

contractor record.

What You Do

Comments/Prompts

210. The Contractor
Details page indicates the
available contractor
information.

CONTRACTOR HAME
Lugal Mame™

DA Name

The contacts are listed in
Contacts section. These
contacts will be available for
users to view when looking
at contract information.

MAC

HAMIBE? A STACY

USCRMAMUAL | FAQ | CONTRACTORFAQ | WEDHES!

CONTRACTOR DETAILS

[nBc aner schonl Frogram

B e S P

[amz

12386578%

mml

1) BODERT (A0
i I

HEEVEE ¥ DEAN (WORKER)

CONTRACTOR PROPERTES

or TypE™™

Clicking on one of the
contact type links will open

1029 Code

up their details page. Exbiy

MWD FROPERTIES

ade™

MAWEE Product Code®

MWBE Class

HOTLS: (CLICK FOR DL TAILS)

MIBIE Iredustry G oot

MINORITY-OWHED BU T
NONPROFIT -
132

NON-EMPLOVEE GOM 2]
ASANIPACIFIC =

COMBTRLICTION -

MNING (CEOLOOICAL =)

I intarest Exgae

P MABE Canfizd

This s 3 eampla note

# tesinote 11000

Manamu User s
211.  The Contractor

Contacts Details page
displays the contact
information for the contact.

Contact Type
The Address information Ferson
applies to the Contact, and is ~ Salutation
selected from the Address Ml
entries on the Contractor e
Details page. The address for
this contact does not need to Phone
be the same as the address for  Mohile
other contacts. Email

Address

The Update button is enabled
for users with permission to
update Contractor data (BCM
and CMS administrators). The
button is grayed out (disabled)
for other users.

Click the Back button to
return to the Contractor
Details page.

Add Hotes
[Eaznes 12 001 WACTIVE DATE |
[owsu’|

CONTRACTOR CONTACTS DETAILS
|0H|EFI§DM|N OFFICER =l
|mR. 7| First Mame [Rober
IJ Last Mame |ru1ack
Jcro
|518-555-1212 Fax |518-555-1212
|518-555-1212 Office  |318-555-1212
|ara\rinda.gunda@ncfs.state.ny.us
| 987 ELM AVENUE SUITE 100, ALBANY, NY 12202 =l

Update | Clearl Back
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What You Do

Comments/Prompts

212.  You are returned to the
Contractor Details page.

CONTRACTOR NAME
Legal Mamg™

DA Name

Popular Hame
Fodersd ld

Muni Code

CONTACTS

MACH | RORERT (AT

BAMIBEZA STACY (CFC)

CONTRACTOR PROPERTES

WWBE Indusiry Cog™
MAWEE Product Code®
WWDE Class

HOTLS: (CLICK 108 BLTAILS)

This s 3 eampla note

tesinote 11000

USCRMAMUAL | FAQ | CONTRACTORFAQ | WEDNESD

CONTRACTOR DETAILS

[ABE Aner Echool Frogram

[RGC Afer Sl Frogram

[aac

173265789

I
Aud Comtact | Anueess

EEMIT T0 | PAYEE
CHIEF ACMINETRATIVE OFFICER
SHIPPING | MAILING

™ Gl Business
™ Sactanan drganization

I intarest Exgae

NONENFLOVEE GO =]
ASANIPACIFIC "!

COMBTRLICTION =1
MNING (BEOLOOICAL "]
MINDRITY =

F WABE Camiea

WACTIVE BATE

NYS Office of Children and Family Services
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Viewing Contractor Addresses

v" Before you begin: You are logged into the system as a CMS user and have retrieved the
contractor record.

What you do Comments/Prompts
213. CMS allows users to CONTRRCIDRDERICS)
create different address types  commacronnam
SuCh as Remlt TO/Payee, Chlef Legal Name™ IABCAﬂerSEhun\Prugram
Administrative Officer, Fiscal, """ :AECME'SW‘P’DM'"
. . ey Popular Name [ABC
Legal, and Shipping/Mailing. .. e
Muni Code | |
There may be multiple entries  coumcrs Add Gortast
A CHIEF ADMIM QOFFICER REMITTOf PAYEE
for these types' In addltlon’ CHIEF FINANCIAL OFFICER < CHIEF ADMINISTRATIVE OFFICER
not every type will exist for COMTRACTOR PROPERTIES
eVery Contractor Caontractor Type** SMALL BUSINESS hd
' Wendor Type™ FROFIT = ¥ Small Business
Charity Reg# ™ Sectarian Organization
The addresses can then be Charity Exernption Reasan - I~ Interest Eligible
selected for use with the e=cote = ™ Lien
Ethnicity Code™ MOT APFLICABLE hd
ContaCts * MWBE PROPERTIES
MWBE Industry Code*™ SERVICES / CONSULT = I mMwBE Certified
Click an address link to see its  mmeproduct cose SERVICES =
details MWBE Class SMALL BUSINESS hd
HOTES: (CLICK FOR DETAILS) Add Notes

This is a sample note |

ACTIVE DATE B/20i2005 IHACTIVE DATE
Update
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Managing Contractor Information

214.

What you do Comments/Prompts
Click the Back button to ADDRESSES DETAILS
return to the main contractor
details page.
ENTER ADDRESS DETAILS
Note: Users that do not have Address Type
update privileges for [REMIT To 1 PAVEE =

contractor information will not
be able to enter a new address
or change the existing
address.

If you do have update
privileges, you can change the
address to an existing one for
this address type or create a
new address by using the
NEW ADDRESS option in the
Existing Address drop down
list and entering the new
address.

Make sure you click the
Update button to save your
changes before hitting Back
to return to the main page.

215.  The Contractor Details
page displays.

CHOOSE ADDRESS
Existing Addresses

IEIE!T" ELM AYERUE SUITE 100, ALBANY, MY 12202 j

HEW ADDRESS

Address1 (eg: Street Humber, Street Hame, Apt # )

Address2 (eg: Address 2, Floor #)

County City
| [ |
State Zip
[NEW YORK =l |

Update | Clea@

CONTRACTOR DETAILS

CONTRACTOR HAME

Legal Name™ |AEIC After School Program

DBA Marme |AEIC After School Program

Popular Name IABC

1234657849

Muni Code | |

Add Contact | ADDRESS

CHIEF ADMIN OFFICER
CHIEF FINANCIAL OFFICER

Federal Id

CONTACTS

Add Address

REMITTQ 1 PAYEE
CHIEF ADMINISTRATIVE OFFICER

CONTRACTOR PROPERTIES

SMALL BUSINESS =
FROFIT =
MQOT APPLICABLE =
SERVICES / CONSULT *

SERVICES 2
SMALL BUSINESS =

Caontractor Type**

Wendor Type™

Charity Reg#

Charity Exernption Reason
1098 Cade

Ethnicity Code™

MWBE PROPERTIES

MWBE Industry Code*™
MWEE Froduct Gode™™
MWEE Class

HOTES: (CLICK FOR DETAILS)

This is a sample naote

¥ Small Business

™ Sectarian Organization
™ Interest Eligible

™ Lien

™ MwBE Certified

Add Notes
|

ACTIVE DATE

Br20/2005

IHACTIVE DATE

l—
Update

NYS Office of Children and Family Services
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Creating New Contractors

Concepts > Contractors from COMAS and the CAPS Shared Vendor File (two state financial systems)
will be available through CMS, when you search for a contractor. However, as new vendors
are identified and contracts are awarded, you will need to add contractors. When you add a
contractor through CMS, you are actually adding the contractor to CAPS.

Before you attempt to add a new contractor through CMS, you should always search for the
contractor, to make sure that you are not creating duplicate contractors.

Note: Different contractors may use the same Federal ID number or Municipal Code.
Generally, if the contractor names are similar, the addresses are the same, and the Federal
Id number or Muni (Municipal) Code (if available) are the same, you have located a
contractor already in the system.

Adding a New Contractor

v' Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor and did not find a matching contractor.

What you do Comments/Prompts

216.  From the Contractor CONIRACTORSEARCH
Search Results page, select

the New Contractor GROUP HAME:

button. Legal Mame W Federal Id I—
DBA I— Fopular Mame I—

County | =l Regians | =l

New Contractor | ﬂl

SEARCH RESULTS:

Y 1 b . h Blue Skies Daycare Center, Inc. 161446944 217 OLD ITHACA DRIVE
ou may also begin the HORSEHEADS, MY 14845
process of adding a 1
contractor by selecting the
r link from th
Create om the CONTRACTOR
Contractor section of the
>

CMS menu. cRoAnE

SEARCH/UFDATE

NYS Office of Children and Family Services 5-11
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217.

218.

What you do

The Contractor
Details page displays the
Contractor fields.

Items that end in a double
asterisk (**) are mandatory.
For drop-down lists that are
mandatory, use the default
choices (such as
UNKNOWN) if you do not
have this information
available.

Enter the contractor
information.

Note: You would not enter
both Federal ID and Muni
Code — enter one or the

other of these, if available.

Click the Add button.

Do not use the Add Notes
button or the Contacts or
Addresses links until you
have saved the basic
contractor information by
clicking the Add button.

Comments/Prompts

CONTRACTOR RAML
Legal Name™

DEAName

Fopular Name

Federal 19

Muni Code

CONTACTS

PERSONS

CONTRACTOR FROPLRIILS
contracior Type™®

vendor Type™

Shatity Re#

Chanity Exemption Reason
1099 Code

Emnicity Coge**

MWL PROPLRTILS

MWEE Ingustry Code™
M¥WEE Froduct Code™
MWHE Class

HOTLS: (CLICK FOR ULTAILS)

ACTIVE DATE

Manage: Lsers

CONTRACTOR HAME
Legal Mame**

DBA Name

Popular Name

Federal |d

Muni Code

CONTACTS

PERSONS

CONTRACTOR PROPERTIES
Contractor Type™

endor Type™

Charity Rer

Charity Exemption Reason
1083 Code

Ethnicity Code™

MWBE PROPERTIES

MWBE Industry Code™
WWEE Product Code™
MWBE Class

HOTES: (CLICK FOR DETAILS)

ACTIVE DATE

Manage Users

CONTRACTOR DETAILS

——
I I
Addd Contact IﬂMRF.’uS

Ak Person

BACTIVE DATE

CONTRACTOR DETAILS

I Emall Business
™ Sectarian Organization

I interest Cligible

™ WWBE Carlified

[Happy Camper Day Care

[Happy Camper Day Care

[Happy Camper Day Care

123456759
Add Contact | anoress
Add Person

MNOTFOR PROFIT WO ¥
MNON-PROFIT =
UNKNOWN =

SERYICES/ CONSULT >
SERVICES B

07/26/2006

IHACTIVE DATE

Add Address

¥ small Business
™ Sectarian Organization

I Interest Eligible

™ MWBE Certifled

Add Notes

—

Note: Non-profit vendors may have a Charity Reg#
or Charity Exemption Reason. However, if you have
the Charity Reg#, do not select a Charity Exemption
Reason from the drop-down list. Only select a
Charity Exemption Reason if you do not have a
Charity Reg# for a non-profit.

NYS Office of Children and Family Services
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What you do Comments/Prompts
219.  The Contractor Details commacron eaLs
. Contractor Saved Successtully
page now displays the —
Update button, instead of e S
an Add button. The status [ ommrsme O
message in the upper right — R
hand corner indicates the coTacrs [ttt ] cnerss |
PERSONS. Akl P som
contractor was successfully comactnmres _
added to CMS. i T3]
L
—
I
[T ——|
[EERACER T CONELLT 2] ™ WWEE Cerifeg
e — |
HOTES: (CLICK FOR DETAILS) Add Hotes.
ACTVEDATE [ 7o o———- —
Manags [bars Uipdatn
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Adding Contractor Addresses

v" Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor that you added in the previous task and opened the

contractor detail page.

What you do Comments/Prompts
Click the Add Address
button. CONTRACTOR.DETAILS
Legal Mame™ |Happy0amperDayCare

Note: You should add
addresses to the contractor
record before you add
contacts, since the
contractor contacts will use
addresses defined through
the Add Address button.

The new Contractor
Addresses Details page
displays.

DBA Name

Popular Name

Federal Id

Muni Code

CONTACTS

PERSONS

CONTRACTOR PROPERTIES
Contractor Type™

Vendor Type™

Charity Reg#

Charity Exernption Reason
1083 Cade

Ethnicity Code™

MWBE PROPERTIES

MWWBE Industry Code™
MWBE Product Code™
MWBE Class

HOTES: (CLICK FOR DETAILS)

ACTIVE DATE

Manage Users

|Happy Camper Day Care

|Happy Camper Day Care

123456780
Add Contact | ADDRESS Add Address
Add Person

NOT FOR PROFIT WO »
MNON-FROFIT =
URKNOWN =
SERVWICES / CONSULT x

SERVICES =
WWOMEN OWNED =

W small Business
™ Sectarian Organization

¥ Interest Eliginle

™ MWBE Cetified

Add Notes

TI26/2006 12:00:(

INACTIVE DATE

l—
Update

NYS Office of Children and Family Services
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What you do Comments/Prompts
221.  Select an Address Type
from the Address Type ENTER ADDRESS DETAILS
dropdown list. Address Type
Note: If there were existing I =
addresses for the contractor CH.O(_)SE ADDRESS
in the system, you could Existing Addresses
select them from the -- NEW ADDRESS- |
Existing Addresses HEW ADDRESS

dropdown list box.

222, Select an Address
Type and enter the New
Address information

Click the Save button to
save your changes.

Address1 ( eg: Street Humber, Street Hame, Apt # )

Address? (eqg: Address 2, Floor #)

County City
| = |
State Zip
| NEVY YORK =l |
Save | Clear | Back |
ENTER ADDRESS DETAILS
Address Type
| REMIT TO / PAYEE =l

CHOOSE ADDRESS
Existing Addresses
-~ NEW ADDRESS- v
HEW ADDRESS
Address1 ( eg: Street Humber, Street Hame, Apt #)
|44 Red Square
Address2 (eq: Address 2, Floor #)

|Flnnr#2

Courty Crity

| raTES =l |Poe
State Fip

| MEW YORK =l f12345

Sa\.-'el Cearl Ba-::l-:l

NYS Office of Children and Family Services
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What you do Comments/Prompts
223.  The Addresses Details
page is updated. The Save ENTER ADDRESS DETAILS
button is now an Update Address Type
button, and the New |REru1IT TO/ FATEE =]
Address information has CHOOSE ADDRESS
been moved to the Existing ==
Addresses dropdown list. Existing Addresses
|44 RED SQUARE FLOOR #2, POE, MY 12344 j
Click the Back button to HEW ADDRESS

return to the Contractor
Details page.

224.  Notice that the REMIT
TO/PAYEE Address link is
now displayed on the page.

Address1 { eg: Street Humber, Street Hame, Apt #)

Address? (eg: Address 2, Floor #)

County City
| [ |
State Zip
[ MEW YORK =l |

CONTRACTOR HAME
Legal Mame**

DBA Mame

Faopular Mame

Federal Id

Muri Code

CONTACTS

PERSONS

CONTRACTOR PROPERTIES
Contractor Type™

Wendor Type™

Charity Reg#

Charity Exermnption Reason
1083 Code

Ethnicity Code™

MWEE PROPERTIES

MWWBE Industry Code™
MWWBE Product Code™
MWBE Class

HOTES: (CLICK FOR DETAILS)

ACTIVE DATE

Manage Users

Update | Clearl Backl

CONTRACTOR DETAILS

|HapvaamperDay Care

|HappyCamperDay Care

|HappyCamperDay Care
123456789

Add Contact /| ADDRESS

Add Address

Add Persol | REMIT TO / PAVEE |

MNOT FOR PROFIT W0
MNON-PROFIT d
UNKNOWN d
SERVICES / COMSULT =

SERVICES 2
WOMERN OWINED =

¥ Small Business
™ Sectarian Organization

¥ Interest Eligible

™ MWBE Certified

Add Notes

71262006 12:00:0

IHACTIVE DATE

l—
Update

NYS Office of Children and Family Services
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Adding Contractor Persons

In order to add a new contact to a contractor, you first must add the Person to CMS so you
will have that person available to select as a contractor contact.

v" Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor and opened the contractor detail page.
What you do Comments/Prompts
225.  Click the Add Person CONTRACTOR Akt ——t
button. tnni Wame f Ia:n:;arraer;a:;are
Popular Mame [Fanay Camaer Dy Care
Federsl Io B
[y - T
CONTACTS ADDRESS Akl Al e
PERSOKS AddPiwson | BESI 10/ PATEE
226.  The blank Contractor

Person Details page
appears.

Enter the appropriate
contact information.

Click the Save button to
save your entry

227. The Contacts Person
Details page is updated.
The Save button has
changed to an Update
Button.

You may edit the
information by changing
any of the information, then
clicking the Update button.

Click the Back button to
return to the Contractor
Details page.

N CONTRACTOR PERSON DETAILS
Salutation | j First Mame |

i — Last Name [
Title [

Fhone | Fax |
Mabile | ofice |
Email |

@Clear | Back |

CONTRACTOR PERSON DETAILS

Salutation | MS.

M "

j First Mame |Sarah

Last Mare [wood

m&ts Worker

Title

Phone  |123-456-7890 Fax [123-456-7891
Mobile  [123-456-7602 Ofice  [123-456-7893
Ermail |ara\rinda.gunda@ocfs.state.ny.us

Update | Clear | Back |

NYS Office of Children and Family Services
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What you do Comments/Prompts

228. Notice that the CONTRACTOR DETAILS
Contractor Details page no
displays the new Person.

COHTRACTOR HAME

Legal Name™ [Hapmy Camper Day Care

DBA Mame

[Happy Camper Day Care

[Happy Camper Day Care

You may add additional Frr—
persons by clicking the Add e

COHTACTS Add Contact ADDRESS Add Address
Person button and PERSONS Add Person | REMIT TO/PAYEE |
repeating the process. WOOD J BARAH (CONTRACTS WORKER)

NYS Office of Children and Family Services 5-18
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Adding Contractor Contacts

v" Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor and opened the contractor detail page.

What you do Comments/Prompts

229.  Click the Add Contact ~ wmemwe
button. e

DDA Name [Fanay Camaer Dy Care

Popular Mame [Fanay Camaer Dy Care
G 120456709
Muni Code

CONTACTS

PERSONS Add Prson | BEMIT IO PATEE

230.  The blank Contractor
Contacts Details page

CONTRACTOR CONTACTS DETAILS

appears.
Select the Contact Type Contact Type | =
and Person and Address AL | [
from the drop down lists. Salutation | =] Firstrame |
) |— Lasthame[
The Person and Address e |
lists are populated from the
data that was previously Fhone I Fax I
entered. You cannot create a Mohile | Orfice [
new persons or addresses Email |
from this page. Address | =]

You can add additional data @""” | Back|

such as title and phone
numbers. If you leave them
blank, CMS will use the
information you previously
entered in the Add Person
steps.

Click the Save button to
save your entry

NYS Office of Children and Family Services 5-19
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What you do Comments/Prompts

231. The Contacts Details
page is updated. The Save
button has changed to an
Update Button.

CONTRACTOR CONTACTS DETAILS

Contact Type | CHIEF ADMIN OFFICER =
You can now only edit the Ferson | [~
Address information on this Salutation  [m=. =] First Name [Sarah

screen by changing the Ml [ Last Name [Wood

information, then clicking _
Title |contracts warker

the Update button.
Phore  [123-456-7840 Fax [rz3-as6-701 |
Click the Back button to Mabile |1 23-456-7892 Office |1 23-456-7893

return to the Contractor Email |ara\rinda.gunda@ocfs.state.ny.us

Details page. Address |44 RED SQUARE FLOOR #2, POE, NY 12345 v

Update | Clear\| Back

232. The Contractor Details CONTRACTOR DETAILS
page now displays with the
Contact just added.

CONTRACTOR HAME

Legal Mame™ [Happy Camper Day Care

DBAName [Happy camper Day Care

PORUIar Narne [Happy camper Day Care

You can add additional Feder) 123456788
contacts by clicking the Add LIlET

CONTACTS Add Contact ADDRESS Add Address
Contact button and e |
repeating the process. D [ pporson_|

WOOD .J SARAH (CONTRACTS WORKER'
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Adding Contractor Notes

v" Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor and opened the contractor detail page.

What you do Comments/Prompts

CONTRACTOR DETAILS

233. Locate the Notes:

section of the page.

Click the Add Notes
button.

The Notes text box opens
on the Contractor Details

page.

CONTRACTOR HAME

Legal Narme™

[Happy Camper Day Care

DBA Mame [Happy Camper Day Care

Popular Name [Happy Camper Day Care

Federal Iy [rzzaseres

Muni Code (I

CONTACTS Add Contact | ADDRESS Add Address
CHIEF ADMIN OFFICER REMIT TO / PAVEE |
PERSONS

Add Person

WOOD . SARAH (CONTRACTS WORKER)

COHTRACTOR PROPERTIES
Confractor Type*™

Wendor Type™

Charity Reg#

Charity Exermption Reason
1099 Code

Ethnicity Code™

MWBE PROPERTIES

MWBE Industry Code™
MWBE Product Code™

MWBE Class

NOT FOR PROFIT Woh ¥
NON-PROFIT 2
UNIMNOWR &
SERVICES [ CONSULT x

SERVICES E
WYOMEN OWNED E

¥ 8mall Business
™ Sectarian Organization

7 Interest Eligible

I~ WinEE Certified

HOTES: (CLICK FOR DETAILS)

Add Notes

ACTIVE DATE lm IHACTIVE DATE l—
Manage Users Update
234. Enter the note you WlSh NOTES: {CLICK FOR DETAILS) Al fyizg
to add in the text box. | =
—>
=
| Savel Cancel
235.  Click the Save button to
save the new lnformatlon‘ HOTES: (CLICK FOR DETAILS) Rdd Hotes)
Thizs contractor is really happy. ;I
If you want to clear the form
and close the Notes box,
click Cancel. -
i ( Save | Cancel
236' The ContaCtor Detalls HOTES: (CLICK FOR DETAILS) Add Notes

page is updated and the
Notes entry box is closed. A
small portion of the note
appears in the Notes
section.

This contractaor is really. ‘

To view the entire note,
click the note itself.
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What you do Comments/Prompts
237. To add additional notes
. . ’ NOTES: (CLICK FOR DETAILS) Add Notes |
Clle the Add NOteS llnk Assistant o Chief Admins
and repeat the process. As a sacond note

athird notes

you add each new note, the
beginning of each note
appears in the Notes table
on the main Contractor
Details page.
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Concepts >

Updating Contractor Information

CMS administrators and BCM administrators may update existing contractor information
that they have previously added to the system. The changes they make at the contractor
level will be available for viewing from the contractor contracts. For example, if you change
the name of the Chief Administrative Officer for Contractor “Blue Horizons Daycare Center”,
and there are three different contracts attached to the contractor, then users who look at the
contractor can see the name of the new chief administrative officer when they view the
contacts from the Contractor Info tab on the contracts page.

The process of updating contractor information is similar to the process of adding contractor
information — you open the contractor section that you wish to edit (a contact, address, or
main contractor details section), enter your changes, and save them. The changes overwrite
the existing information. The only exception to this is the Notes area — you may not delete or
edit a contractor note. You may only add new ones.

Updating Contractor Information

v' Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor that you previously entered in the system and opened
the Contractor Details page.

What you do Comments/Prompts
Enter the new CONTRACTOR DETAILS
information in the SONTRACIOR Nae
. Legal Name= [Happy Camper Day Care
appropriate areas. You may T T
be adding additional Popular Marme |HappycamperDayCare
information, or changin B s
o ’ g g hiuni Gode
ex1st1ng data: CONTACTS Add Contact | anoress Add Address
CHIEF ADMIN OFFICER REMIT TOJ PAYEE |
PERSOHS Add Person
Click the Update button at VWOOD J SARAH (CONTRACTS WORKER)
CONTRACTOR PROPERTIES
the bottom of the page. Cortrscor Tyoe [FaTraR PRaFTvars]
vendor Type** ,m ¥ Small Business
Charity Reg# ,— I Sectarian Organization
Charity Exernption Reason = [ Irterest Eligible
1098 Code B
Ethnicity Code** UNKNOWN hd
MWBE PROPERTIES
MINBE Industry Code** SERVICES/ COMBULT x I~ MWBE Cetifierd
MWBE Product Code™ SERVICES B
MYWBE Class WOMEN OWNED hd
HOTES: (CLICK FOR DETAILS) Add Notes
This contractor is really. |
ACTIVE DATE 7/26i2006 12:00:( INACTIVE DATE
Manage Users
The revised information CONIRACIORDETAILS 1
. Contractar Updueu 3“".0&9!"1""’
18 Saved' CONTRACTOR HAME
Lugan Hanli [Hapuy Camper Dary Care
DIEW Hamé [Haper Camper Day Care
Note: You may change the Fesurtiam o Eammar o
Faerai i [ T—
contacts or addresses by - ———

clicking the appropriate
contact or address links and
updating the information in
those sections.

NYS Office of Children and Family Services
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Editing Address Information

v" Before you begin: You are logged into the system as a CMS or BCM administrator. You
have searched for the contractor and opened the Contractor Details page.

What you do Comments/Prompts
240.  Click the link for the CONTRACTOR HAME
AddreSS you want to edlt in Legal Mame* [¥ Iaunf-famoeroa\"fare
3 DB4 Name [Hapey Camper Day Care
the AddreSS section. Popular Mame [Hapay Camper Day Care
Federal 1d 98765433
Mum Code
COMIACTS OrTiacT Add Address
CHIEF ADMIN OFFICER REMIT TG { FAYEE
241. The Addresses Details ADDRESSES DETAILS
page displays the existing
Address.
ENTER ADDRESS DETAILS
Address Type
REMIT TO i PAYEE j

CHOOSE ADDRESS
Existing Addresszes

44 RED SCUARE FLOOR #2 POE, MY 12345 k
HEW ADDRESS

Address1 (eg: Street Humber, Street Hame, Apt # )

Address2 (eg: Address 2, Floor #)

County

| =
State

[ NEW TORK =l

City

Zip

Update I Clear | Backl

NYS Office of Children and Family Services
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What you do Comments/Prompts
242. N]%%eCAtDDRESS ADDRESSES DETAILS
in the Existing Addresses
dg(()ipdown list to enter a new T
acaress. Address Tepe
Enter the new information [REmIT To/ PAYEE [
in the New Address CHOOSE ADDRESS
section. Existing Addresses

Note: You must enter the
complete address
information, even for items
that have not changed (such
as County, State, etc.).

Click on the Update button
to save your entry.

243.  The address has been
updated. A status message
in the top right corner
indicates the the record was
successfully updated.

Click the Back button to
return to the Contractor
Details page.

- MEW ADDRESS- x|
HEW ADDRESS
Address1 ( eg: Street Humber, Street Hame, Apt #)
|4D Lincoln Ave
Address? (eg: Address 2, Floor #)

[Suite 5
County City
| ALBANY - [#1bany
State £ip
[ MEWS YORK =l [12345
Update | Clpar | Back |
ADDRESSES DETAILS
Record Updated Successfully
ENTER ADDRESS DETAILS
Address Type
[REMITTO/ PAYEE =
CHOOSE ADDRESS
Existing Addresses
[-- NEW ADDRESS- =l
HEW ADDRESS
Address1 (eg: Street Humber, Street Hame, Apt#)
[a0 Lincoln Ave
Address? (eg: Address 2, Floor #)
[Suite 5
County City
[aLBaNY =l [raany
State zip
[HEW YORK | [12245
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Changing Reviewers

Topics
a Understanding How to Change Reviewers in
CMS
b Changing Reviewers
c Viewing the Change Reviewers History
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Chapter 6 Changing Reviewers

Understanding How to Change Reviewers in CMS

Concepts > There are instances when reviewers who are assigned to certain task schedules, e.g.
Contracts, Renewals, Expenditures, need to be changed to a new reviewer. This can be the
result of changes in staff, or shifting workloads. CMS allows you to do this for one or many
contract related task schedules with the Change Reviewer module.

This functionality is only available for the BCM administrator or CMS administrator, so you
must be logged into CMS as one of these roles in order to access this module.

Changing Reviewers

v" Before you begin: You are logged into the system as a BCM administrator, or CMS
administrator.
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What you do Comments/Prompts

244.  Select the Change HOME

Reviewers item on the left INBOX

menu. CONTRACT GROUPS
CREATE
SEARCH/UPDATE
COMTRACTOR
CREATE
SEARCH/UPDATE
LOG SCREEN
CLATh
BUDGET MODIFICATION
CONTRACTS
SEARCH
REPORTS
OHLINE QUERIES
STANDARDIZED
CLal QUERY
ACI40 FINALIZE QUERY
HOLDS QUERY
AD-HOC
BULLETIN BOARD
CORRESPONDENCE
SEARCH

REVIEWER MAINTENANCE

CHAMGE REVIEWERS

HISTORY

245.  Select the name of the
reviewer you would like to CHANGE REVIEWERS
change from in Reviewer

From dropdown list. m—
Reviewer Name [ADAS, GAIL [CrSADMIN =
TASK(S)

Select the type of schedule @ cormact ¥ amenament  Renewsl

task you want to Change in I Expenditure [ Advancerefund I Budget Modification I Al Tasks

REVIEWER TO

the Tasks section. The

default is all tasks, but you
can select just one or more
task types whose reviewers SEARCH CRITERIA

Reviewer Name

Program Mame LI
you want to change. oot : 3
Contract Nurmber |
Select the the name of the LT OF ComTRACTS TG
reviewer you would like to T
change to in the Reviewer |

To dropdown list. Only
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What you do

Comments/Prompts

reviewers with the same
role as the “T'o” person will
be displayed.

Select the Save button to
save your selection and
either move to the next
steps or you can leave this
screen and return to it at
another time by using the
Change Reviewer History
screen accessed from the
main menu on the left or via
the History button on the
Change Reviewers screen.

A message will display and
the Search Contracts
button will now be enabled.

246. You must now select the
contracts whose reviewers
you want to change.

You can click the Search
Contracts button to see a
list of all contracts that
have your “To” reviewer in
any of their task schedules.

Or you filter your search by
Program Name, Sub

Program Name, or ContraV
Number by using their

dropdown lists.

Click the Search
Contracts button to see a
list of all contracts that
meet the criteria you
selected.

wogram Name
Bub Frogram N [
ontract Numsae [

LIST OF CONTRACTS

CHANGE REVIEWERS
SELECTION SAVED SUCCESSFULLY|

Histony
|

[nDame, Gl [CuaADMINg

Adtra ™ ai Tasks

[MARDING, DICK [CMEADMIN]

.

SEARCH CRITERIA

[ =
=l

Search Conracts.

msom|

CHANGE REVIEWERS

REVIEWER FROM

[~ |

Reviewer Namme [ADAMS, GAIL [CMSADMIN]

TASK(S)

¥ Contract I Amendment ¥ Renewal

I Expenditure I AdvancerRefund I Budget Modification [ Al Tasks

REVIEWER TO

Reviewer Mame

|HARD\NG‘ DICGK [CMSADMIN]

SEARCH CRITERIA

Program Name

Sub Program MName [

Contract Nurnber [

LIST OF CONTRACTS

Search Contracts
i ‘

Remove Selection

Cliange Reviewers:

NYS Office of Children and Family Services
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247.

What you do Comments/Prompts

A list of contracts that
meet your criteria displays.
Closed contracts will not

CONTRACT LIST

LIS OF CONTRACTS

[ Selectall | Deselectall ]

display‘ r 11 Fourh Arenue Corpaoration Administrative Serices Approved
[m} Alpha Phi Apha Senior Citizens Center Adminisirative Services Approved
'_ 10 EastRealty LLC Administrative Services Approved
.YOL} C.an SeleCt the [m} B Early Learning Day Care Center Adminigirative Services InProcess
individual contracts for v fardvark Solutions Lt Administrative Services In Process
WhiCh you Want tO Change O Aardvark Solutions Lid Administrative Services In Process
th . 't,h '7 Aardvark Solutions Ltd. Administrative Services Approved
e reVIeweI;S Or use e I Aardvark Solutions Ltd Administrative Services Approved
SeleCt All 11nk t'0 SeleCt all (] ESTTIM Aardvark Solutions Ltd Adrministrative Services In Process
contracts listed.
Back to Change Reviewers
Click the Save Contracts
button to save your /
selection and move the
contracts from this list to
your list of contracts that
will have their reviewers
changed that you will see on
the Change Reviewers
screen.
Click the Back to Change
Reviewers button to return
to the previous screen.
248.  Your contract selections CHANGE REVIEWERS
are now dls.played on the — -
main page in the LLSt Of Reviewer Name [#Dams, GAIL [CMEADMIN =
Contracts area. Thskes
¥ Contract ¥ Amendment ¥ Renewal
: I~ Expenditure ™ Advance/Reiund ™ Buduet Modification I~ &l Tasks
These will be the cgntracts e
whose schedules will be Reviewer Name [HARDING, DICK [CMBADMIN] =
changed once you hit the save
Change Reviewers.
SEARCH CRITERIA
Program Name [ L =
If you need to remove any s Fragrem Name | =
contracts from this list, ContrastNumber |
select the checkbox to the LIST OF CONTRACTS Search Contracts
left of the contract and
. - Ic12385 #argvark Solutions Lid Administrative Services InFracess
select Remove Selection =
button_ o Qee0a02 Aardvark Solutions Lid Administrative Services Approved
1
Remove Selection
Change Reviewers
NYS Office of Children and Family Services 6-5
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What you do Comments/Prompts
249.  Once your list is CHANGE REVIEWERS
Complete, select the PROCESSED SUCCESSFULLY)|
Change Reviewers and i | M-:
Reviewst Hame ADVANS, GAIL [CMEADM =
the schedules for the tasks B—
selected will be changed. ® Conran [ R Renewsl
™ eqenditure ™ agvancemetung I Budget Modmsaan I A Tasks
REVIEWER TO
Reviewsr Hame [FARDING, DICH [CMEADMN] =]
SEARCH CRITERA
Program Hame [ =l
Sub Program Hirme [ |
Conbracl Number [
LIST OF CONTRACTS Sirarch Coniracis

roG1zs Ak Solutions Lid Admiinisirative Senices InProcess
2000001 A tralive Services Apprived
000007 Asuovars Soamons Lig Adminisirative Sendces Appeoved

FEFmaT S

Chane RmArwers

250. To see previous or
pending reviewer changes,
select the History button.
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Viewing the Change Reviewers History

v" Before you begin: You are logged into the system as a BCM administrator, or CMS

administrator.
What you do Comments/Prompts
251.  Select the Change HOME
Reviewers History item INBOX
on the left menu. CONTRACT GROUPS

CREATE
SEARCH/UPDATE
CONTRACTOR
CREATE
SEARCH/UPDATE

LOG SCREEN

CLAIR

BUDGET MODIFICATION
CONTRACTS

SEARCH

REPORTS

OMLINE QUERIES
STANDARDIZED

CLAalh QUERY

AC3A0 FINALIZE QUERY
HOLDS QUERY

AD-HOC

BULLETIN BOARD
CORRESPONDENCE
SEARCH

REVIEWER MAINTENANCE
MANAGE USERS

CHA E ERS

CHAMGE REVIEWERS
HISTORY
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What you do Comments/Prompts

252.  The Change Reviewers CHANGE REVIENERS HISTORY
History screen then displays

LIST OF TASKS

information about pending

Change reviewer sessions PROCESSED Adams, Gail Harding, Dick User, Lucy DEAG/2008 User, Lucy 0E19i2006  Delete
Wthh have not been PROCESSED Abel, Gregory Abel, Gregory User, Lucy 061372006 User, Luey D6F1 22006 | Delets
PROCESSED Fucci, Bonnie Mall, Haroon Connell, Rich 08/05/2006 Connell, Rich 08/052006 Delete
Completed, and PTOCQSSGd PROCESSED Fucci, Bonnie Mall, Haroon Harding, Dick 0BI05/2006 Harding, Dick 08/08/2006  Delete
. . : PENDING  Carlson, lan Fuced, Bonnie Harding, Dick DEID5/2006 Delste
ones 1n Wh]'Ch the reviewers PROCESSED Carlson, lan Fucci, Bonnie Harding, Dick 08/05/2006 Harding, Dick 08/052006 Delete
were Changed. PROCESSED Broderick, Tom Fucci, Bonnie Harding, Dick OEM5/2006 Harding, Dick UB/D5i7006  Delete
PROCESSED Lahora, George Lakew, Yebza Harding, Dick OBMS/Z006 Harding, Dick 0B0512006  Delete
PENDING Carrall, Joe Ariag, Rudy Harding, Dick 08/05/2006 Delete
: : PROCESSED Harding, Dick Howsard, Bob Harding, Dick DEMS/2008 Harding, Dick UB/5i2006 | Delete

Your options on this page e

are to:
- create a new change

reviewer task by clicking
the New Task button,

- delete the history of a
Pending or Processed task
by clicking the Delete link
for that row, or

- view the history of a
Pending or Processed task
by clicking the Pending or
Processed link for that
row.

253.  To view the history of a CHANGE REVIEWERS HISTORY
Processed task by clicking
the Processed link for that

LIST OF TASKS

row. PROCESSED Adams, Gail Harding, Dick User, Lucy 06A8/2006 User, Lucy DB X2006  Delete
PROCESSED Abel, Gregory Abel, Gregory User, Lucy 061372006 User, Lucy 06/ 32006  Delste
PROCESSED Fucci, Bonnie Mall, Haroon Connell, Rich 0BMS/2006 Connell, Rich OB/0%2006  Delete
PROCESSED Fucci, Bonnie Mall, Haroon Harding, Dick 0BM5/2006 Harding, Dick DB/0%2006  Delete
PENDIMNG Carlsan, lan Fucci, Bonnie Harding, Dick 06/05/2006 Delete
PROCESSED Carlson, lan Fucei, Bonnie Harding, Dick 0BMS/2008 Harding, Dick OB/0%2006  Delete
PROCESSED Braderick, Tom Fucci, Bonnie Harding, Dick 0BM5/2006 Harding, Dick DB/052006  Delete
PROCESSED Lahora, George Lakew, Yebza Harding, Dick 06/05/2006 Harding, Dick 06/052006  Delete
PENDING Caroll, Jue Ariag, Rudy Harding, Dick OBM 2006 Delete
PROCESSED Harding, Dick Howard, Hob Harding, Dick 0BM5/2006 Harding, Dick DB/052006  Delete
1234

NYS Office of Children and Family Services 6-8



Contract Management System Changing Reviewers

What you do Comments/Prompts
254.  The history of the CHINGE REVIEWERS
reVieWeI‘ Change iS REVIEWER FROM History
displayed_ Reviewer Name [#DamS, GAIL [CMSADMIN =
TASK(S)
, . . W Contract V¥ arnendment ¥ Renewal
Eou 11 no(gce thgt thehaCtlon ™ Expenditure ™ Advance/Refund I~ Buduet Modification ™ &l Tasks
uttons (Save, Search, REVIEWER: To
Change ReVieWeI’S) are Revigwer MName [HaRDING, DICK [CHSADMIN] =l
disabled since this is view E=
only information. seancH CRITERIA

Frogram Name [

Ll L

Sub Program Name [

Contract Nurnber [

LIST OF CONTRACTS Search Contracts

- 1C12345 Aardvark Solutions Lid. Administrative Services In Process
[l QoQoa0] Aardvark Solutions Lid. Adminigtrative Services Approved
[l QEELG02 Aardvark Solutions Lid. Administrative Services Approved

1

Remove Selection)

ClantEREABWETS

255.  To view the history of a CHANGE REVIEERS HISTORY
Processed task by clicking

LIST OF TASKS

the Pending link for that

TOw. PROCESSED Adams, Gail Harding, Dick User, Lucy (5 872006 Ussr, Luey 06A@2006 | Delste
PROCESSED Abel, Gregary Ahel, Gregory User, Lucy 0BA 372008 User, Lucy 0E/122006  Delete
PROCESSED Fucci, Bonnie Mall, Haroon Cannell, Rich 0B/5/2006 Cannell, Rich 06/052006 | Delete
PROCESSED Fucci, Bonnie Mall, Haroon Harding, Dick 06/05/2006 Harding, Dick 06/082006  Delete
PENDING Carlson, lan Fucei, Bonnie Harding, Dick OBM 2006 Delete
PROCESSED Carlson, lan Fucci, Bonnie Harding, Dick 0B/5/2006 Harding, Dick 0B/052006 | Delete
PROCESSED Broderick, Tom Fucci, Bonnie Harding, Dick 06/05/2006 Harding, Dick 06/052006  Delete
PROCESSED Lahora, George Lakew, Yebza Harding, Dick 0BMS/2008 Harding, Dick DB/D%2006  Delete
PENDING  Carrall, Joe Arias, Rudy Harding, Dick 06M5/2006 Delete
PROCESSED Harding, Dick Howvard, Bob Harding, Dick 06/05/2006 Harding, Dick 06/052006  Delete
1234

256.  The history of the initial CHANCEREVIENERS

reviewer change 1s REVIEWER FROM History
diSplayed, The Change has Reviewer Mame [CARLSON, IAN [BCMADMIN] =l
not been completed, so the TASKE

t. .b tt bl d [~ Contract ™ amendment [ Renewal
action buttons are enable I Expenditure I Advance/Refund I” Budget Modification [ Ml Tasks
to allow you to select the REVIEWER To
contracts to have their Reviewer Mame [FUCCI, BONNIE [BCMADMIN] =
reviewers changed and Eml

finish processing this task.

SEARCH CRITERIA

Program Name [

For more information on b Pragrarm ame |
this, see the Changing Contract Mumber |
Reviewers section. LIST OF CONTRACTS Search Contracts

(K1 Kl

1

Remove Selection

ChanQe REVIBWETS

NYS Office of Children and Family Services 6-9



Contract Management System Processing Expenditures and Advances

Processing Expenditures
and Advances

Topics

a Understanding the Claiming Process within
CMS

b Logging a Claim

c Log an Advance

d Processing an Expenditure

e Approving an Expenditure Claim during
Review

f Placing an Expenditure on Hold

g Rejecting an Expenditure

h Calculating Payment for an Expenditure

1 Coding Payment for an Expenditure

J Processing an Advance

k Rejecting an Advance

1 Coding Payment for an Advance

NYS Office of Children and Family Services 7-1



Contract Management System Processing Expenditures and Advances

Chapter 7: Processing Expenditures and Advances

Understanding the Claims Process within CMS

Concepts > When a contractor submits a claim associated with a contract, it typically is sent to the
Program office in charge of the contract. Both the Program office and BCM are involved in
the review and approval process, with BCM staff performing the cost center coding and
payment calculation stages of the review process.

The claim is logged by an individual into CMS, and the advance or expenditure schedule
associated with the contract governs the processing of the claim. For example, Contract 1 has
an expenditure schedule that consists of four steps: 1) a Program user reviews the claim; 2) a
BCM user reviews the claim; 3) a BCM user performs payment calculation; and 4) a BCM
user codes the payment. All these tasks are performed in CMS. When the expenditure is
logged, an entry for step 1 appears in the Inbox. After the Program user reviews the claims,
an entry for step 2 appears in the Inbox, and so on. The Inbox entries inform users how much
time is allotted to process their part of the expenditure process, and how much total time is
remaining to complete the expenditure claims process. Expenditure reporting modules allow
users to quickly locate the history of an expenditure, indicating the status of a particular
claim—when it was paid, for how much, etc. The system will automatically calculate what
the payment amount should be (based on the submitted claim and system disallowances for
recouping advances, withholding amounts, retainage, etc.). Participants in the review
process may override the system disallowances, performing manual disallowances as well
and determining what they wish the payment amount to be.
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Logging a Claim

Concepts > When an expenditure or an advance arrives at the Program office, someone must enter it
into CMS. This is referred to as “logging a claim.” Any user (except for those persons with
read-only privileges) can log a claim. The contract that the claim is logged against must also
have a schedule associated with it for the claim type (expenditure or advance).

Log an Expenditure

v" Before you begin: You are logged into CMS.

What you do Comments/Prompts
257.  From your CMS menu TE T OETSTATE

column on the left, click the oo v T T
Claim link in the Log
Screen section.

The Contract Search page
appears. You must locate a
contract before you can log
an expenditure.

1+ INBOX
rolewt CONTRACT GROUPS
i} create

wofvens SEARCHIUPDATE

- ICONTRACTOR
| % cREATE
;:::_E:SEARCHIUPDATE
LOG SCREEN
CLAIM
BUDGET MODIFICATION
258.  Select the search CONTRACT SEARCH
criteria to narrow down
SEARCH CRITERIA
your reSultS and locate the CuntractYear| j Program Dwisiun| j
ContraCt yOu W]'Sh tO ]'Og the Program Name| j Sub-Program Name| j
expense agalnSt- You should Description Contract# |Test
have information such as Contracts | Project Name
contractor name available Federal ID Munisisaliy Code
from the voucher submitted Award # award Armourt

by the contractor. status | =

Click the Next button to se~

the search results.

259.  Depending on your
search criteria, there may
be multiple contracts in the
results table. Locate the
appropriate contract. You
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108 CONTRACT SEARCH RESULTS
Yo
])e 100 Black Men of Long Island Developrment Graup, 06/01/2005 - 06/01/2005 -
i ARABINN 2 113617702 $10,000.00 05i31/2008 05/31/2006 In Process Log
€X
IF<> 100 Black Men of Long 1sland Development Graup, 06/01/2005 - 06/01/20048 - Cancelled -
Inc LJILILERE Uilelleite AR 05i31/2008 05/31/2006 Revoked Lo
04/01/2006 - 0470172006 -
Aardvark Solutions Ltd RABIRN S 123456789 $20,000.00 030312011 033172007 Approved Log
U /
Print

Click the Log link.

260. The Claim Type should EXPENDITURE RERORT LOG
be set to Expenditure by
default. If not, select it
using the Claim Type drop-
down list.

CONTRACT DETAILS
Contract #:

T hed Rt bl bd 3
Aardvark Solutions Lid.

. 4112006 To 353172007
Different rules govern :

advances vs. expenditures, PR
so be sure you pick the Claim Type: [EPENDTURE 7]
correct item. Reflnuaice # [omares

Date Received: IW_I
Note: The system Claim Petiod: | ;Itul _I
automatically enters the Amount § 1
current date as the Date Contract Search et | save | |ciear |

Received. However, you
must enter the date you
actually received the
expenditure.
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What you do Comments/Prompts

261. Enter the Claim EXPENDITURE REPORT LOG
Period and the Amount.
The Ref/Invoice # defaults

to the contract number. You TG TETNS

may enter a different entry Contract # MMM

(such as the contractor’s Contractar: Aardvark Bolutions Lid.
Caontract Period: AMP2006 To 203172007

voucher invoice) if needed.
CLAIM DETAILS

Click the Save button. Claim Type: [ExpENDTURE 7]
Refllnvoice # W
Date Received: IW_'
Claim Petiod: [o4s01/2008 ;l‘ﬂ [04ra0r2008 _|
Amount. § 100

Note: The Claim Period can be any date equal to or
after the start date of the contract period, and equal to
or before the end of the contract. In general, the start
of the claim period is not greater than the current date.
There are exceptions however, such as rental claim
periods which can be in the future.

262. A status message EXPENDITURE REPORT LOG
appears at the top of the

page. If you had violated I TS
any of the system rules (for ariract 043
Contractor: Aardvark Solutions Ltd.
eXample, the Claim period Contract Period: 4i11J2006 To  3/31/2007
rule noted on the previous cLam oeraLs
Claim Type: EXPENDITURE e
page) When you att.empted Refinvoice #: Inv. 001
to save the expenditure, a Date Raceed | |
popup Would appear, Claim Period [peintizo0e w|io[0amozone |
. . . Amount § 100
identifying the error and R _ e
asking you to correct it. You
Z&}'loulsd fix f)hiterr?:r ?ndt(ﬁlck Note: The Next button is used by staff who are
1 esave bu lon 0 log the assigned the next step in the Expenditure review
claim correctly. process. If you only log expenditures and do not

participate in the next step of the claims process, you
will still be able to click the Next button and see the
next page, but you would not be able to edit it. An error
message would appear at the top of the page if you did
so without proper privileges.
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Log an Advance

v" Before you begin: You are logged into the system, and have access privileges to process
the next step in the Advance review process (in this example, a Program user).

What you do Comments/Prompts

263.  From your CMS menu
column on the left, click the
Claim link in the Log
Screen section.

The Contract Search page
appears. You must locate a
contract before you can log

Contract Management System (CMS)

SMMOUNCEMENTS

Cormract Hanagement Systom Training and Techeical Assisiance

an expenditure. . HOME
... INBOX
. CONTRACT GROUPS
CREATE
[an o | SEARCHIUFDATE
o CONTRACTOR
< CREATE
SEARCH/UPDATE
LOG SCREEN
CLAlM
BUDGET MODIFICATION
264. Select the search CONTRACT SEARCH
criteria to narrow down
SEARCH CRITERIA
your results and locate the CumramYearl j Frogram D\wsmnl j
ContraCt yOu W]'Sh tO ]'Og the Program Namel j Sub-Program Namel j
expense against. You should Deserpion [ comacte [est
have information such as Contractor Project Mame
contractor name avaﬂable Federal ID Municipality Code
from the voucher submitted Award # Auward Armourt
by the contractor. status | =

Click the Next button to see
the search results.
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What you do Comments/Prompts

265.  Depending on your
search criteria, there may
be multiple contracts in the
results table. Locate the
appropriate contract.

CONTRACT SEARCH RESULTS
Rardvark Solufions Ltd. | CLAIMDY 123456758 $10,000.00 07/01/2006 - DBA0/2010 07/0142006 - DB/30V2007 Approved
1
Print
Click the Log link.
266. The Expenditure EXPENDITURE REPORT LOG
Report Log appears. The
page displays selection
information for CONTRACT DETAILS
expenditures by default. Contract# CLAMD1
Contractar: Aardvark Solutions Lid
. Contract Period 74112008 To 6302007
Change the Claim Type to
Advance, using the down CLAIM DETAILS
arrow in the Claim Type 3 Claim Type: [aDvance |
box. Refilmaice #: [cCamint
Date Received IDTIZTJ‘ZDDB _I
Arnount: § 100

| s o

267.  Enter the advance EXPENDITURE REPORT LOG
request information, similar
to the way you logged an

expenditure request: ]

Cantract # CLAIMOT
The Ref/Invoice # defaults Contractor: Aardvark Solutions Lid
tO the contract number, You Caontract Period THI2006 To BFE0Z007
may enter a different entry CLAIM DETAILS
(such as the contractor’s % Claim Type: [aovence 7]
voucher invoice) if needed. Reflruoice # [ocamor

Date Received IW_I
Click the Save button. Amount. § 100

Contract Search He: x{@z r

268. A status message EXPENDITURE REPORT LOG
appears at the top of the
page- COMTRACT DETAILS

antract # CLAMOT

Aardvark Solusians Lid
THR006 To EA0/2007

Note: Only use the Next
button if you are assigned
the next step in the advance
processing schedule.

Amount 5 foo—
Contract Search | Mot | (S| e |
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Note: Successfully logging an advance or expenditure claim is not the same as approving a
claim. It must still be reviewed by the next person in the schedule. In addition, the
contract itself may not allow advances, or the advance request may exceed the
advance limit. If this were the case, users who perform the actual claim processing
would see a warning when they work with the claim.
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Processing an Expenditure

Concepts > After the claim is logged, an entry for the claim (an advance or expenditure) will appear in
the Inbox, indicating which user has responsibility for handling the next step of the claim
process. Claims processing typically involves some basic review by Program and BCM staff,
then payment processing — entering the appropriate amounts requested and calculating
actual payment amounts.

Although both expenditures and advances are types of claims, they have different schedules
and rules that apply to them.

Reviewing an Expenditure

v" Before you begin: You are logged into the system with privileges for the
next step in the expenditure process — typically, you will be a Program or BCM
user.

Use the Inbox to open the expenditure. Alternately, you could use the
Contracts Search procedure (as described in the chapter on Managing
Contracts) find the expenditure. If you are the assigned reviewer, the
expenditure should appear automatically in your inbox. If you need to process
the expenditure for another reviewer in the same role as you, you may search
for the Expenditure Report via the Inbox Selection Criteria and search tool.
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What you do Comments/Prompts

269. Select the appropriate
expenditure (EXPEN) task
from the selection table. You
may use the contract
number or contractor links
to obtain more information
about the item.

Click the task entry.

CMS INBOX
IHBOX SELECTION CRITERIA { show | hide }
I sdvancefRefund [ amendment il j'
_ Reviewer Stage -
I Budget Modfication [ Contract
Reviewar | JSER, LUCY b
¥ Expenditure Repart [ Renewal
Role | CMSADMIN -

Contract Murmber I
Search | Clear

EXFPEN TESTOO After School Kids Under Supenision, Inc.  Advantage After School  Program? User, Lucy  Pending = 1
EXPEM TESTOD1  Afier School Kids Under Supenvision, Inc. | Advantage After School | Program User, Lucy  Pending 1 4
1

TASKS
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Processing Expenditures and Advances

What you do

Comments/Prompts

270.

The Expenditure

Report page appears.

COHTRACT DETAILS
Caontract #:
Contractar,

Cantract Period:
EXPEHDITURE DETAILS

Expenditure Report Period:

TESTOO1

After School Kids Under Supervision, Inc
17102005 Ta 93002005

EXPENDITURE REPORT

you identify the claim.

You may enter a Description for the
expenditure request in the text box, to help

DatefReceived:

[11112005

- |Ta[tratiz00

.|

B/2302005

The Final Expenditure Report
box should be checked only if
this is the final claim for a
contract. It will be used for final
system edits against cumulative
matches on a contract, etc.

v

185000 18150.00
n0.oo n0.oo

185000 1815000

o.on o.on

Refilnvoice # TESTOO1 Final Expenditure Report; (]
Description: Claim ABC
Expenditure status: FPending
SCHEDULE INFORMATION EXPENDITURE EDITS =
Personal Services
Personnel 20000.00  1850.00 [1000 [p.oo Reason | 0.0 0.00
Frinue Benefits 0.00 0.oo |D.DD |E| o0 Reasan | 0.00 0.00
Subtotal 2000000 18s0.00 [0.00 Jo.co 0.00 0.00
Mon-Personal
Services
ConfractualiConsultant. 0.00 000 [0.00 Jn.0o Reason | 0.00
TraveliPer Diem non n.00 [o.o0 [o.oo Reason |
Equipment 0.00 n.00 [o.o0 jn.oa Reason | 0.00 0.00
Supplies 0.00 0.00 [o.00 [p.oo Reason | 0.00 0.00
P 0.00 0.00 [0.00 [ron Reason | 0.00 0.00
Subtotal 0.00 0.00 [0.00 Jo.oo 0.00 0.00
Total 2000000 1850.00 [1000 [o.oo non 0.00
Expenditure Report History

RunEdit | info Reguested | | Hejeq

Notice that the amount of
the expenditure logged into
the system appears in the
Total category. You may
change this value if
incorrect — for example, if
the person logging the
expenditure entered the
wrong number.

You will need to enter the
expenditure amounts on
individual line items, based
on the report submitted by
the contractor.

the Reason button. A pop-up text

type in the reason for the

You may also manually disallow
part of the claim, by entering the
number in the text box and clicking

box will appear, and you would
disallowance.

The system also supports system
disallowances — automatic

disallowances based on budget
modification rules.

The Run Edit button performs system edits,
comparing what you have entered against the
budget and claiming rules for the contract. For
example, you might have an administrative
expense ceiling of 10% on your contract, but the
submitted claim amount lists administrative
charges in excess of this amount. The system
would warn you of this.

NYS Office of Children and Family Services
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What you do Comments/Prompts
EXPENDITURE REPORT
COHTRACT DETAILS
Contract #: TESTOO1 Date Received: Bi23i2005

Cantractor:
Contract Period:
EXPENDITURE DETAILS

Expenditure Report Period:
Refinvoice #:

Description

After School Kids Under Supervision, Ine.
10152005 To 9/30i2005

[1r1i2005 |-rg|1xawzuus |

TESTET ™1 Click the Schedule Information and Expenditure

Edits links to display the current schedule and system

[Craim ABC

xpenditure status:

SCHEDULE INFORMATION

FPending

EXPENDITURE EDITS

Personal Services

Personnel 20000.00  1850.00 [1000 j0.0o Reason | 000 000 185000 1815000
Fringe Benefits 0.00 0.00 |D oo |D.DD Reason | 0.0 0.0 000 0.0
Subtotal 2000000 1850.00 J000 Jp.oo 0.00 0.00 1850.00 187150.00
Non-Personal

Services

ContractualiConsultant 0.0o0 0.00 |D i) |D.DD ml 0.00 0.00 0.00 0.00
TravelPer Diern 0.00 oo [0.00 jo.00 Reason | 0.00 0.00 0.00 0.00
Equipment 0.00 .00 {0.00 Jo.co Reason | 0.00 0.00 0.00 0.00
Supplies 0.oo 0.00 |D oo |I] oo Reason | 0.00 0.00 0.00 0.00
2;?%3;15‘99”595 - o.0o 000 [ioo oo Reason | .00 0.0 0.00 0.00
Subtotal 0.00 oo .00 jo.oo 0.00 [iXili] [ilili] il
Total 2000000 1850.00 [1000 Jo.co 0.00 0.00 185000 1615000

4/ edits and budget modification rules for the expenditure.

Ezpenditure Report History

Run Edit InfoRequested Reject Brocess | Hext |

Use the Expenditure Report History
link to find out when the expenditure
was submitted, its processing history,
etc. You may also use this function
from other pages, to find out
additional information on paid claims.
The Expenditure Report History will
allow you to track the claim through
CMS and other state financial
systems.

The Info Requested button displays a list

of reasons for a further claim review, and

place the claim on hold, pending review. The Process button is

enabled if you have
filled out the
expenditure report and
run edits against the
report. When you are
satisfied you have
entered the correct
information and wish to
approve the
expenditure, click the
Process button.

The Reject button allows you to reject a
claim and list a reason why. When you
reject a claim, it still moves on to the next
review stage of processing.

NYS Office of Children and Family Services
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Approving an Expenditure Claim during Review

When a claim has reached the expenditure review stage that is assigned to the
first reviewer, they will need to enter the expenditure amounts per budget
category.

v" Before you begin: You are logged into the system with privileges for performing
an expenditure claim review — the current step in the expenditure process, and
have already located and opened the claim. Depending on the expenditure
schedule, the review stage may be assigned to a Program user, BCM user, or
BCM administrator.

What You Do Comments/Prompts

FXNPENDITURE REPORT

271.  Enter a description for the
. CONTRACT DETALS
CIalm- Contract# TESTO0 Drate Recahad 2005

Contractar Aes School kids Under Supendsien, inc
Contract Ferind A 7005 To SANT0S

EXPESEATURE DETALS

Using the paper expenditure

report as source for r
information, enter the — S
appropriate amounts for the o mrcmar ———
claim in each field.
P somal Senioes
The Total amount must add Bersonne 2000000 vesooo ioee pm | Ressan 000 00 185000 1815000
Erings Banafes a0 ooo po0 pm | Ressen [ o0 00 000
up to the total of all rows. You - [wan] o e oo Al
will need to verify this against il
your paper claim, and modify T T W - o veo T
v " 000 s pwm [Ressen ™ Py m oo
1t’ lf necessary‘ a0 ooo oo pm | Roasan 000 000 I .00
ooo B0 fpm | Reasen 000 009 10
Click the Run Edit button to Frinia oo oofion  pon | Anasen o nee o oo
. . . Sututal a0 000 T 000 000 ] 000
Verlfy the entries agalnSt the Total 000000 1seooo isee  poo .00 00 185000 1915000
budget rules. If no warnings
appear, click the Process tisony —
T E | o Rarpested | Mt | Process | 1 | |
button. o
Run Edit Info Requested | Reject | Process | rex |
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What You Do Comments/Prompts
272.  The Expenditure Report — —>
page is updated with a status commac . .
message appearing at the top S
of the page. B
s o s ]
Check the Schedule — r
Information to see where in % ° i
the review process you are. If
you have privileges, you may e
continue to process the fe—— woonee  1eso00 [0 o | Reasen o0 o000
. Funaes T T — =

expenditure. oo [ ; povros o
There are links to additional oo i@ P L o om0 o
. . ooo (00 poo | Reasa 000 000 000 0o
1nform?'tlon about ooo po0 oo | Reswme 000 000 00 0
expenditures at the bottom of -

oo0 po0 oo Ruaseen ooo (] 000
I ol T Resen p o

(1 woo [T | T (0] 000 [

the page and a DSS3106 link
that will display a DSS3106

T e T | T — o o 5000 s
form for Training contracts
. . m_‘» [# Istory [# 55 3106
that can be printed if needed. | | s | ] |
Print
Runeaicy| IlinroREnneste | IrRgect Berocessl| nexel|

When you reach the end of the Expenditure \
Processing stage, the processing buttons at the
bottom of the page will be disabled.

273. YOLII‘ review iS now SCHEDULE INFORMATION EXPENDITURE EDITS =
complete, and the next stage
Of the I‘eVieW pI'OCGSS begins Frograml User, Lucy CMSADMING  B/23/2005 0 Complete
: BCM1 User, Lucy CMSADMIN Br23/2005 1] Complete

1
1
PaymentCalc User, Lucy CMSADMIN Br23/2005 1 1] Pending
Note: When the last review/ PamantCoding User,Lury ChSADHIN i
prior to the Payment
Calculation stage has

completed their review, the EXPEHDITURE DETAILS

general information displayed Expenditure Repart Period: |1,|'1 12005
at the top of the Expenditure

Report page is updated and Fefilnvoice #: TESTOO1

the expenditure status is

marked as “Audited.” “ I
Expenditure status: Audited
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Placing an Expenditure on Hold

If there is an issue with processing an expenditure such as no program report
was submitted for the claim period, you can place the claim on hold, pending
further information from the contractor. This will prevent the expenditure from
being finalized before it should.

v' Before you begin: You are logged into the system with privileges for performing
an expenditure claim review — the current step in the expenditure process, and
have already located and opened the claim. Depending on the expenditure
schedule, the review stage may be assigned to a Program user, BCM user, or
BCM administrator.

What You Do Comments/Prompts
274.  Click the Info Requested R meswesmsns
button at the bottom of the comuact taas

page.

EPENNTURE DETANLS

[Pomfn | | orouestod | faect | process | ] |
[om |

275.  The Info Requested
FAILED EDITE -
Reason bOX and the Info | FINAMCIAL BACK-UP NEEDED j
nfo Requested Reasaon:
Requested Comment box

MNBE REFORT MEEDED

FROGRAM REPORT NEEDED =
appear at the bottom of the -
page. Info Requested Comment:

E

Select an Info Requested

Reason and enter an Info
Requested Comment.

Click the OK button.
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What You Do

Comments/Prompts

276.  The page is updated. The
Info Requested Reason and
Info Requested Comment
boxes disappear and a status
message appears at the top of
the page.

A new link, INFO
REQUESTED, appears on
the page. Clicking this link
displays the information that
you entered.

The review and expenditure
status is now listed as Info
Requested. No further claim
processing should be
performed until the program
report is received from the
contractor.

CONTRALT GETARS

¢ siod
CXPENDITERE DETALS
Ependiure Regsrt Period
Fafimeics #

Doscriptan

Expendiure ssatus

SCHEDULE INFORMATION

ENPLHDITLIAE RUPORT

nfo Fequessed

ENPENDATURE ELNTS

T~

Inéo roquest oparstion successtul

Fins Expendture Feport r

IHFQ REGUESTED

/'

SCHEDULE INFORMATION

EXPENDITURE EDITS

INFO REQUESTED

Claim placed on hold pending receipt of prograrm regort frorm contractor. . Claim Review - Prog Report Meeded

NYS Office of Children and Family Services
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Rejecting an Expenditure

v" Before you begin: You are logged into the system with privileges for performing
an expenditure claim review — the current step in the expenditure process, and
have already located and opened the claim. Depending on the expenditure
schedule, the review stage may be assigned to a Program user, BCM user, or
BCM administrator.

What You Do Comments/Prompts

ENPENDITURE REPORT

277.  Click the Reject button at

CONTRACT DETALS

the bottom of the page. contatr resrinn S g
Contractor PACTIRCORE Afar Schood Yiouth Program
Conbract Penod W To 30:00%

DXPURDATUR O TANLS

2008 o | o [erzaEnes | ]

TEETO02 Final Expenaitre Apon r

——

nFrocess

Farsonne 200000 [1000 00 oo Fieason 000 100000 00000 700000
ann oo oo Freason a0 ann nog a0

o0 100300 anonoa  Toonon

Frnge Beneits

Subdulal 1600000

[Ty
Semnaces

ComtracuabSansurand

[T oo P00

(1] oo [ooo 1] ] oo
uppies [T ano faoo
;TT'IIF‘“°"‘°‘ : o0 ] 0o 000
Subsotal L2 L] 000 000
Total 1000000 21 0 100200 300000 700000
L testy

278. The EXpenditure i ¥BScript: Expenditure Reporkt - Rejeck

Report — Reject window

P |
x|
opens on top of the existing Pleaze enter Reject reazon:

Expenditure Report page.

Enter a Rejection Reason.

Mo response o info request for program repor

Click the OK button.
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What You Do Comments/Prompts
279. The page is updated. The DXDENDITURS REPORT

Expenditure Report - et s
Reject window automatically s
closes and a status message
appears at the top of the
Expenditure Report page.

Notice the Reject Reason is/

listed in the Expenditure
Details section. If you were to
open the Schedule
Information, the Review
Status in the schedule table
would indicate the claim was
rejected at this particular

Note: The claim expenditure is not fully rejected
until the last person in the expenditure schedule has
rejected the claim. Subsequent reviewers should
approve or reject the claim, based on the information
available at the time of processing. If the last person
stage. in the expenditure schedule rejects the claim, the
expenditure is deleted from the Inbox. The rejected
expenditure report is still available for display from
the Expenditure Report History.
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Calculating Payment for an Expenditure

When the review stage for an expenditure is completed and the expenditure reaches an
audited status, the payment calculation phase begins.

v" Before you begin: You are logged into the system with privileges for performing
payment calculation (a BCM user). You have located the expenditure item in the
Inbox, and opened it. If you are the last reviewer for the expenditure and are also
assigned the payment calculation task, you can use the Next button available on
the Expenditure Report page after you approve the expenditure.

What You Do Comments/Prompts
280 Review the Expenditure EXPENDITURE REPORT PAYMENT CALCULATION
Report Payment CONTRACT DETAILS
Contract #: TESTOO02 Refilnvoice # TESTOOZ
alculation page.
Contractar PACTISCORE After Schoal Yauth Pragram
Contract Perind: 1//2004 To 8/30/2005
Notice that the Advance Expenditure Period 1/1/2005 To 1/31/2008
. Status: Audited Final Expenditure Report: |l
Recoupment 1s set to zero (as Description: Sample description
there have been no adVanceS SCHEDULE INFORMATION
issued for this contract). The Expendiure Repart 100000
Withholdin /Retaina e iS Advance Recouprment:
0.00 RECOUPMENT DETAILS
automatically set to 0 1n our Recoupment Rules 10- 10 months
Amount Advanced 0
case, bgcause the requested e o
expenditure amount does not Aotual to Date: 0
meet the 10% withholding rocopmnresou: B
ECOUPMEn e -
threshold on the contract
budget Withholding/Retainage:  fp oo WITHHOLDINGRET AINAGE DETAILS
' Withalding %: 10
Retainage %: 1]
You can change these Payment 100000
amounts, if necessary. Balance Due: .o
Met Payment 1000.00
Enter a Note, if needed. ~ 7 e
Expenditure Report Expenditure Details
. Process Print
Click the Process button. ‘—l, e

Note: The rules for calculating payments based on
the contract details and the budget are listed in the
boxes on the right side of the page
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What You Do Comments/Prompts

RENBHHREFREPORT PATMENTCA ATIQN

Payment and Calculation stage has been completed!

281.  If you are not the same
person that performs the
payment coding, then the page

TESTOO1 Reflnmice # TESTOO1
: : Contractor: After School Kids Under Supervision, Inc.
Wlll update and dlSplay a Cantract Period: 1172006 To 93042005
message' Expenditure Period: 112005 To 13142005
Status: Approved Final Expenditure Report: [}
Description:
The Process button on the SCHEDULE IFORMATION
. . Expenditure Report
page is disabled. armount 100000
Advance Recoupment.  [5 g RECOUPMEHT DETAILS
. Recoupment Rules: 10 - 10 months
The Payment Calculation Arnount Advanced: 1500
3 Scheduled to Date 938
Stage IS'COmplete. The Actual to Date: 385
Expendlture Status 1S Recoupment Past Due: 253
. =1 it De: 11148
adjusted to Calculated. i
withholding/Retainage: - o oo WITHHOLDING RETAINAGE DETAILS
Withholding % 10
Note: If you perform the Retainags % 8
payment coding as well as Payment AT
payment calculation on the Belenceles oo

Met Payment: 1000.00

expenditure, then the
Mote ]

Payment Coding page will A
automatically appear. Process
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Coding Payment for an Expenditure

The Payment Coding stage is the final step (prior to actual payment) in the expenditure
schedule. The coding is performed after the actual payment amount has been calculated.

v" Before you begin: You are logged into the system with privileges for performing
payment coding (a BCM user). You have located the expenditure item in the

Inbox, and opened it.

What You Do Comments/Prompts
282. The Payment Coding
page displays how the PAYMENT CODING
expenditure amount should be CONTRACT DETAILS
apportioned among the cost Contract#: TESTO0Z Contractar PACTISCORE After Schonl Youth Program
CenteI'S established for the Contract Period: 01i01/2005 - 09/30/2005 Cantract Amt $10,000.00
Y 11 VOUCHER DETAILS
contract. You may manually MR Dot ] T ] |

alter the allocation of funds.

Enter the Batch Number if the
claim is being manually
processed.

Note: The ECC button is only
used if you need to encumber
more funds for the contract.

Click the Process button.

283. The payment coding stage
is complete.

Payment Amaount; $1,000.00

Payment Date: DR/25/2005 -
Refiny #: TESTOO2

Transaction Tyoe: | STANDARD VOUCHERS =l

———P Bawn Mumper

SCHEDULE INFORMATION( CLICK TO SHOW [ HIDE SCHEDULE }
CODING DETAILS

=)

0 §2,000.00 [1000.00 ]

0 §2,000.00 [0 ]

1 25 TE8G40 M7 A7 AT480 T i

2 25 TEEGEE M7 97 87480 T53 T3 1}

CODING INSTRUCTIONS:

Coding Summary  Expenditure Details

Process | Manually Process | Rejel:tl
Print

PAYMENT CODING

PACTIHCORE ABSr Schood Youth Program

CONTRACT DETAILS
Canact e TESTO02 Cantracho
ConsactPoniod 01012006 - DAFOIO0S  Cantract Amt £10,000.00

VOUCHER DETALS

MR DAt Lisniiny Dt I !

Piarymond Db Paymaent 11 1,00000

Roffiny & Transachon Tyoe i X

Cochvoucher® 5416881

SCHEDULE NFCAMATION CLICK TO SHOW / HIDE SCHEDULE §

CODING DETAILS
TSI 0 0 §1.000.00 =
TS ] 0 $2,00000 [

CODMG MSTRUCTIONS:
COUMNG SUMMARY
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Processing an Advance

Contractors may request an advance against their contract. The system will allow users to

Concepts >

issue advances once the contract has been approved, based on the rules of the contract and

the budget.

Contract advances need only two stages for processing— payment calculation and payment
coding, although they may also have review stages. Unlike expenditures, you do not itemize

advances.

Calculating Payment on an Advance

v" Before you begin: You are logged into the system as a Program or BCM user (or in a role
assigned to perform the advance payment calculation stage of the advance review
schedule). You have already located the advance item through the Inbox or some other
search method, and opened the Advance item.

What you do Comments/Prompts
284.  The Advance Payment
Calculation page shows the ADVANCE PAYMENT CALCULATION
Contract Amount, the
Advance Amount CONTRACT DETAILS
Contract# TESTOO1 Contract Period: 1152005 To 93002005

requested, and a Note field
for you to enter information.
The Description field is
used to enter information
from the contractor’s
advance request.

You may change the
Advance Amount, if
necessary.

The Note field can be useful
if you are disallowing part
of the advance amount.

There are two tasks you can
perform at this stage:
process, or reject the
advance.

Click the Process button.

Contractor: After Schoal Kids Under Superdsion, Inc.

ADVAHCE INFORMATION
Advance % 20

Date Receved: /152005

Refilmvoice # TESTOO1 Status: Fending
Contract Amount. 2000000 Advance Amaunt |1DDD
Description ;I
[
SCHEDULE INFORMATION (CLICK TO SHOW / HIDE THE SCHEDULE}
HOTES
Expenditure Details Process Reject | Hext '
Print

NYS Office of Children and Family Services
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What you do Comments/Prompts

285. The Payment COdil’lg PAYMENT CODING
stage appears.

CONTRACT DETAILS
Contract#: TEST0OO1 Contractor: After School Kids Under Superision, Inc

Note: If you attempt to ContractPeriod:  01/01/2005- 09/3042005  Contract Amt $20,000.00
process an advance in VOUCHER DETAILS

excess Of the permissible MIR Date: 54172005 _I Liahility Date: 1/1/2005 _I
Value for the Contract based Fayment Date: 0G/25/2005 _I Payrnent Amourt §1,000.00
)
on the advance percentage Refilny 3 TESTOO1 Transaction Type: |STANDARDVOUCHERS j
rules, you will receive a Batch Numaer

SCHEDULE INFORMATIOH( CLICK TO SHOW /HIDE SCHEDULE }

warning message.
CODING DETAILS

Enter a Batch Number, if
manually processing the

o

0 $3,500.00 (100000 ]

1 35 TEEE40 M7 97 57490 T53 T53

A034O k 2 25 TEBGAAG M7 A7 57490 Ta3 T53 a 0 §4,00000 |0 [l

, make any

adjustments to the amount CCDING NSTRUCTIONS:

in the Scheduled flelds and Coding Summary Expenditure Details I |
. ECC Process Manually Process Reject

hit the Process button. -

A message will appear

showing that you processed =

the payment coding Process operation successfull

successfully.
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Rejecting an Advance

v" Before you begin: You are logged into the system as a Program or BCM user (or
some role assigned to perform the advance payment calculation stage of the
advance review schedule). You have already located the advance item through
the Inbox or some other search method, and opened the Advance item.

What You Do

Comments/Prompts

286. In the Note field, enter a
reason for rejecting the
advance request.

Click the Reject button.

287. The page updates,

indicating the rejected status.

Note: If there are additiona
review stages remaining in
the advance schedule, the
Status is still marked “In
Process.” A rejection is not
final until the last reviewer
rejects the advance.

ADWANCE PAYMENT CALCULATION

CONTRACT DETAILS
Caontract#: TESTOO2
PACTISCORE After School Youth Program

ADVYAHNCE INFORMATION

Cantract Period 14142005 To 9r30F2005

Contractor:

Advance %: 20 Date Received: BI22/2008

Refllnvoice #: TESTOO2 Status Pending

Contract Amount:  10000.00 Advarce Amaunt 1000

Description This 1= the description for the advanc:e.| ;I

SCHEDULE INFORMATIOH (CLICK TQ SHOW f HIDE THE SCHEDULE)

HOTES

This is the reason for rejecting this adwvance. ;l
Coding Summary  E: e Details
ECC Process Manually Process Reject
Print

COHTRACT DETAILS
Contract#: TESTOOZ Contract Period: 17172005 To 93072005

Contractor: FACTISCORE After Schaool Youth Pragram

ADVANCE IH H
Advance %: 20

TESTOOZ

Refilnvoice # Status: Rejected

10000.00

Caontract Amount: Advance Amount:

NYS Office of Children and Family Services
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Processing Budget
Modifications

Topics

a

> «Q 2=

Understanding the Budget Modification
process within CMS

Logging a Budget Modification Request
Processing a Budget Modification
Entering Budget Modification Amounts

Requesting Additional Information for a Budget
Modification

Adding a Note to the Budget Modification
Approving a Budget Modification
Rejecting a Budget Modification

Researching Budget Modifications
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Chapter 8: Processing Budget Modifications

Understanding the Budget Modification Process within CMS

Concepts > A budget modification is a change to an existing budget. It involves reallocating funds
between and across categories and line items in a budget—for example, increasing personnel
funds while decreasing equipment funds. A budget modification does not increase or decrease
the total amount of the contract budget—just the way funds are allocated.

When a contractor wishes to modify the budget for an existing contract, the contractor
submits a standard budget modification request form (Request for Modification of Contract
Budget) to the appropriate contract manager — typically someone from the Program office
supervising the contract. This form contains the existing budget information, along with the
changes requested by the contractor. The Program person then logs the budget modification
request, and starts processing the paper form.

Once the request has been logged into the system and the financial changes requested have
been entered into the system, the system will allow users to view, approve, and reject budget
modifications directly from CMS.

The number of steps in the review process for a budget modification typically involves two
general stages:

e A Program office person logs and reviews the budget modification request. Depending on
the Program office workflow, the same person or another Program office staff member
will enter the changes requested based on the paper form.

e BCM staff review the budget modification request, and approve or reject it. This person
is typically a contract manager with BCM administrative privileges, or in the case of
legislative contracts, a BCM auditor assigned to the BCM user role in the system.

The budget modification review schedule may also support additional review stages, such as
a BCM administrator issuing final approval, once the change has been reviewed by a BCM
user.

As with all schedules in CMS, the budget modification review schedule dictates what the
review process looks like, how long it should take, and who is involved. Only one budget
modification request per contract period may exist at any given time. Claims
(expenditures and advances) may also be under review at the time of a budget modification
request. It is important to understand that a budget modification that is approved while a
claim is under review may affect the claim approval process, due to changes in funds
available for specific budget line items.

NYS Office of Children and Family Services 8-2
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Logging a Budget Modification Request

When the paper budget modification form arrives at the Program office, someone must enter
it into CMS. This is referred to as “logging a budget modification.” Any user (except for those
persons with read-only privileges) can enter this request. The contract must also have a
budget modification schedule associated with it. A BCM administrator sets this up, typically
before the contract is awarded. A CMS administrator can also set up a budget modification
schedule in the absence of available BCM administrators.

Log a Budget Modification Request

Concepts >

v" Before you begin: You are logged into the system as a Program user, BCM user or
administrator, or CMS administrator. (This task is typically performed by a Program
user).

What you do Comments/Prompts

288.  From your CMS menu
column on the left, click the
Budget Modification link
in the Log Screen section. i

ottt Mt s Rt
. HOME
o INBOX

5 CONTRACT GROUPS
JCREATE
SEARCH/UFPDATE
CONTRACTOR
CREATE
SEARCH/UFPDATE

LOG SCREEN

CLAIM

BUDGET MODIFICATION

289. The Contract Search
page appears. Use this to
locate the contract for which
you have a budget
modification request.

290.  Click the Log button for
the contract for which you
have a budget modification
request

100 Black Men of Lang |sland Development Group,

TIbAR b RN 2
Ine

100 Black Men of Lang |sland Development Group,

hIbA R RAR 1
Ine

Aardvark Solutions Lid

NYS Office of?

Tl hA R Rt 3

SEARCH CRITERIA

CONTRACT SEARCH

CumractYearl

j Program Division |

Frograrm Mame |

Description I—
Contractar I—
Fegerst ||

Mward ¥ I—

j Sub-Program MName |

Contract# lmmm—
Project Mame l—
Municipality Code l—
Awvard Amaunt l—

Status |

CONTRACT SEARCH RESULTS

060142005 -

113617702 $10,000.00 05131003

060142005 -

113617702 $10,000.00 05131003

123456789 $20,000.00 Q333011

04/01/2006 -

Next

060172005 -
05/31/2006

060172005 -
05/31/2006

040172008 -
03312007

In Process Log

Cancelled -
Revokad Loy

Anprofed Log

KIl KN

8-3
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291.

What you do Comments/Prompts
The system BUDGET MODIFICATION LOG
automatically enters the
current date as the Date
Received. You can change Gontract Murnber TESTO0Z
the date by typing in the Contractor Name PACT/SCORE After Schaal Yauth Program
new date (DD/MM/YYYY Gontract Period 11i2005 To 9302005
format), or by clicking the Reviewar Wi, (Lumy

calendar button J to
select a date from the
calendar.

Click the Log button to save

Budget Modification
Budget Mod Mumber

62472005

Date Received

> Loa

your changes.

292.  The page is updated and

a status message appears in
red at the top of the page,
indicating that you
successfully entered the
budget modification request.

Note: If you receive the
error message “No schedule
attached to this contract.”
please contact a BCM
administrator to establish a
review schedule for the
budget modification request.

BUDGET MODIFICATION LOG
Budget Modification logged Successfully

Cantract Nurnber TESTOO02
Contractor Mame FACT/SCORE After School Youth Frogram
Contract Pariod 111120058 To 8/30i2005

Reviewer User, Lucy

Document Type Budget Modification

Budget Mod Nurnber
Date Received 6/24/2005 _I

Log
Note: The Log button may still be enabled after you
log the budget modification request. If you click the
button again, you will see an error message notifying
you that the budget modification request alre
exists.

FAILED : Budget Modification already exists

NYS Office of

Children and Family Services
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Concepts >

Processing Budget Modifications

Once the budget modification request is logged into CMS, the budget modification review
schedule begins. An entry will appear in the Inbox for the first reviewer in the schedule
(usually a member of the Program office). This person has the initial responsibility for
entering the budget modification details into the system and issuing an initial approval or
rejection, as well as obtaining any additional information necessary for processing.

Once the Program person reviews the budget modification, responsibility typically transfers
to BCM, where a BCM administrator or user will perform their review. Reviewers may reject
a budget modification at any stage of the review process. The rejection is not final, however,
until the final reviewer (typically a BCM administrator or user) rejects the budget
modification. A reviewer may issue an approval even if preceding reviewers have rejected the
modification request.

Entering Budget Modification Amounts

v' Before you begin: You are logged into the system, and have access privileges to process
the next step in the budget modification request process. You have located the budget
modification request in your Inbox.

What you do Comments/Prompts
293.  From the Inbox, click The Review Stage and Reviewer indicate which
the BUDMD link (the reviewer in the Bud Mod schedule needs to work on
Budget Modification task the Bud Mod next. Make sure you are logged in as
item) this role.
CMS INBOX
IHBOX SELECTION CRITERIA ( show | hide )
[ Advance/Refund ™ amendrent L ELRE j'
Reviewer Stage vl
¥ Budget Modification ™ Contract
Reviewer vl
[ Expenditure Report ™ Renewsal
Role vl
CumractNumberlmm
Search | Clear
Aardvark Solutions Administrative Gunda, Aravinda
BUDMD WD 4264 Lid. e v Caontractar [CONUSER] Pending -47 -45
Aardvark Solutions Administrative Gunda, Aravinda
[t b b bl hd 3 Lid. e v Caontractar [CONUSER] Pending 1 3
1
Click the BUDMD task to

enter the budget changes.

NYS Office of Children and Family Services 8-5
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What you do Comments/Prompts
294 The Budget DBUDGET MODINCATION
Modification request opens commact rtans

Contract Number MMO428A  Contractor Name Asrdvark Solubions Lid

where you will enter the Conteact Porid GAKGTZ00E T anta00r
pr— shov | bidy
budget changes. horms I
Enter the proposed increase BT MaOrATH
and decrease amounts in [Budget/Category Budget Amount|  Balance Decrease Increase  Wew Budget Amount “ll:'l';i'::::.‘::w.
| Persunal Serviees ) ) )
the budget Categories and | Personnel]  10000.00 | 5900.00 |[ 0.00 0.00 [ ioooooo [ 2so0.00
Fringe Bengfits vow || o.ou || 000 .| 0.00 [ voo| [ 000

line items. ' o To e — | | [ T

Mon-Personal Services

oo [ 0.00 0.uo

von [ vou [ [ [ .00

Suo0.00 || sou0.00 |[ woo [ 0.00 [ suonou | | 1250.00

sonnno | e | o.on [ 0.00 [ sonoon | | 1250.00

oo oo | 0.00 [ oo [ o

Cther Expanses | o.on | [ | 0.00 [ oo [ X
Sub Tetal|  tonooon | aani.on || oo [ 1oooooo| | 2500.00
Total| zooooon | towoo.on | 0.00 [ zoo00.00] | 5000.00

| Motes | cancel | Process |

Note: When you enter a decrease or increase in one
field, then move your cursor out of the field, the page
automatically updates to display a warning message,
indicating that the total increase amount must
match the total decrease amount.

Total Amount Increase should be equal to Total amount I]et:rxse

NYS Office of Children and Family Services 8-6
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What you do

Comments/Prompts

295.  The budget modification
information you entered is
not saved until you click one
of the buttons on the
bottom.

Select the Process button
to save your budget
modifications and you will
see a message “Budget
Modification Stage
Processed Successfully”.

COHTRACT DETAILS

Contract Murnber MWMO4264

Once you have entered all the amount changes and
moved the cursor out of the last field you updated,
the warning message disappears (as long as your
total decrease and total increase amounts match).

BUDGET MODIFICATION

Contractor Mame Aardvark Solutions Lid.

Contract Period 040172008 0353162007
SCHEDULE show | hide
HOTES show | hide
BUDGET MODIFICATION
Budget/Category Budget Amount Balance ‘ Decrease ‘ Increase MNew Budget Amount Malt_colfial:gsxgr:unt
Personal Services

Personnel|  10000.00 | 9900.00|| 1000.00 | 0.00 | 9000.00|| | 2500.00

Fringe Benefits | 0.00 | 0.00 | 0.00 || 0.00 | 0.00| | 0.00

Sub Total|  10000.00 | 9900||f 1000.00||f 0.00 | o000.00)| | 2500
Non-Personal Services

Contractual/Consultant|| 0.00|| 0.00|| 0.00 | 0.00 | 0.00/ | 0.00

Travel/Per Diem|| 5000.00|| 5000.00| 0.00 || 1000.00 | 6000.00|| | 1250.00

Equipment | 5000.00|| 4900.00|| 0.00 || 0.00 | 5000.00|| | 1250.00

Supplies | 0.00 | 0.00 | 0.00 || 0.00 | 0.00| | 0.00

Other Expenses|| 0.00/|| 0.00|| 0.00 || 0.00 | 0.00/ | 0.00

Sub Total|  10000.00 | 9900.00|| 0.00/|| 1000.00 [ 11000.00] | 2500.00

Total| 20000.00/| 19800.00| 1000.00/|f 1000.00 | 2000000 | soomoosy

Send Correspondence

| Notes | Cancel L Process |

)

NYS Office of Children and Family Services
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Requesting Additional Information for a Budget Modification

v' Before you begin: You are logged into the system with privileges for the current review
stage. The budget modification request is open.

What you do Comments/Prompts

296.  Click the Info
Requested button at the
bottom of the page.

BUDGET MODIFICATION

COHTRACT DETAILS
Contract Mumber 024181 Contractor Mame Blew Yaork Prosecutors Training Institute
Contract Period  03/01/2004 0242812005
SCHEDULE shioy | hide
HOTES show | hide
BUDGET MODIFICATION
Budget/Category Budget Amount Balance ‘ De}Vase ‘ Increase New: Budget Amount Mall?cnlfianlgsgr?‘::unt
Personal Services \

Personnel | 3002.00 | 3002.00 | \Q.uu [ 0.00 | Jooz.00|| | 0.00
Fringe Banefits|| 1051.00] | 105100/ [ u.\u [ 0.00 | 1051.00/| | 0.00
Sub Total| 4053.00 | 4053 | 0.00 L 0.00 | 4053 | ]

Non-Personal Services \
Contractual/Consuftant | 6110.00 | 6110.00 0.00 || \ 0.00 | 6110.00|| | 0.00
Travel/Per Diern|| 5534.00 | 5534.00 | 0o0|| \ 0w | 5534.00|| | 0.00
Equipment|| 0.00 | 0.0/ 0.00 | \ 0.00 | 000/ | 0.00
Supplies|| 1640.00] | 164000/ [ 0.00 | \o.oo | 1640.00/| | 0.00
Other Expenses| 10466.00 | 10466.00| | 0.00 || 0o | 10466.00]| | 0.00
Sub Total| 23750.00 | 23750.00 | o.00/|f 0.00 | 23750.00]| | 0.00
Total|| 27803.00 | 27803.00 | o.00/|f 0.00 \‘ | 27803.00 | | 0.00

| Send Correspondence I Hotes | In‘fu Requested | Reject | Process
297.  The Info Requested p—
Comments Sample text for budger medificesiod |

box opens at the bottom of
the page. Type a comment

in the Comments box.

Click the Save button.

You could also use the Send
Correspondence button at
the bottom of the page to
send a note to a particular
reviewer on the task.

NYS Office of Children and Family Services 8-8
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What you do Comments/Prompts
298. A status message T MOORCATION C
BUDGET MODIFICATION STAGE IS5 ON HOLD >
appears at the top of the cousact st
page, indicating that the e
Info Request was — -
successfully added and the il . . —
. e . . Rudget/Category Bisdget Amsunt]  Dalance Decruase Increase  |New Budget Amosnt IS SR
Budget Modification is now BersonalServces i
fm— =71 pa——— | won | we| | Sz | | e
on HOld Frirge Benafits e | o | an | o | w0 | | [
| Sub Total[ T | | oo | | | | 0
T | o [ [} [ | [ [
------ [ 0 | won | [ [ .00
[T | m [ o | [ [ [
0o | T | [ [ [ [T
v | o | we| | e
Sub Total | B | arsam | o | [ [ o0
ol rremio | prwams | o | T o
299.  You can check where BUOGET MOGRCATION
the bud mod is in the Jp—
schedule by clicking the e O o
Show link for the schedule. st
Program Review Busarapu, Satish CMSADMIN OTHRDS 1 375 Info Requested
BCM1 Hardng, Dick CHAADMIN 1 o
The sphedule opens on the - e
existing page, indicating R—
that the Current review Budget/Category Budget Amount,  Balance Decrease Increase et Budget Amount Mnltrlzi‘:u“ah::unl
. Personal Services )
Stage hasn’t Changed, but, 1ts Personmel | w200 || oz | woa | 000 [ wazon | [ [
Fringe Benehts | 10,00 |[ Ty | i || 0.00 [ e | [T
status has Changed to Info Sub Total | | o | | Ton| s | | O
Requested_ ron-Persanal Services
ContractualiConsulant | G110.00 || G110.00 | [ o | oit000 | [ 0.00
e | 553100 || 553000 | 0.00 | [T | saat00 | [ 0.00
Equipment | oo |[ oo | 0.00 | [T [ T | [T
supplias | 1640.00 [ 164000 | 0.00 [ [ [ 164000 | [ 0.00
Gther Expansas | 10464.00 | 000 [ 0.00 [ 1046600 | [ 0.08
Sub Tatal| Zars00n | o | wou| [ zaeom) [ o
Tatal [ | B | | [ [ zouma | [ 00|
300 Once the 1.nf0rrnat10n Send Correspondence (m Info Requested | Reject | Process |
has been received, you can
continue processing the Bud
Mod.
HOTES
Open the Bud Mod. You can e g
enter a note about the =
information received if s | _conce

desired by clicking the
Notes button at the bottom
of the page.

The Notes box opens at the
bottom of the page. Enter
your note and hit the Save
button.

Now you can Process the
Bud Mod to move it to the
next stage.

NYS Office of Children and Family Services 8-9
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Adding a Note to the Budget Modification

Notes may be added to the budget modification at any time to store information about the
Bud Mod.

v' Before you begin: You are logged into the system with privileges for the current review
stage. The budget modification request has been opened from the Inbox.

What you do Comments/Prompts

RUDGET MODIFICATION

301.  Click the Notes button -
at the bOttom Of the page. cmmem Cortract Numbes TESTOO  Contractor Mame Advocaty Center of Tomgking County

Coniract Period  BT11005 To 0IZ005

The Notes box opens at the wores -
bottom of the page. '

Lacal Share

Budget/Categary Budget Amount,  Balance Decrease Increase  Nows Budget amaunt,, 4R SEEN

Parsonal Services

Porsoans! 20000.00 [ 2000000 || 000 | o [ zoooan0| [ to00om0

Fringe Benelics | s || er | oo | oy | oo | | [T

SubTotal]  zouooa | 0000 | | | il 10000
Nan-Personal Services

ContractualiConsultans | 000 | [ | 0.00 | [y [ wn | [ .00

TrawelfPer Digm|| e [ oo || o.an | [T | T | [T

Equisenent| | | [ 0.00 [ oon| | o

oo |[ oo [ 0.00 | [Ty [ oon| | [T

thar ik o0 [ | 000 [ o0 I ana| | (1]

Suh Total | oo |[ oo [ 000 [ 0.00 [ oo | | [T

[ | [

Tatal | 20000.00 [ 2000000 [ 0.00 L0 2000000 10000.00

302. Type a comment in the nores
Comments box: e

L2

Sanpie note for budget madificaticn.

o
Click the Save button.

303. A status message e MoBCATON
appears at the top of the

COMTRACT DLTAILS

page’ indicating that the Contract Mumber TERTO  Contractor Name Adwcacy Canter of Tompking Courdy

Conbract Period  D1D1/2005 To 0ar302008

Note was successfully e . .

WOTES

added. [EE—
Budget/Category Budget Amount]  Balance Decroase Inerease  |New BudgerFmount w;?ﬁl‘:&:::um
. . Personal Services
You may verlfy this by Porsoral] TR | 2000000 | w0 [ 3 S| [t

clicking the show link for L ) S — oo

] : |
the Schedule. Nnn-r‘fmnnnla:rbr\tl‘:!::l el = = = l o] -
Contrachual/Consultant | [zl | [0 W | T T il o0
T | ol | wo| | | [ w0
You may view the note that o I A — I —
you added by clicking the Tohor Enponsoe i | o o [ W | | w0
show link for the Notes. e e

Sent Comespondence | Motes |  InfoRequested | Relect | Process |

NYS Office of Children and Family Services 8-10
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Approving a Budget Modification

v" Before you begin: You are logged into the system with privileges for the current review
stage. The budget modification has been opened from the Inbox.

What You Do Comments/Prompts

RUDGET MODIFICATION

304.  Click the Process button
at the bottom of the page. cmmem Contract Wumber TESTOO  Cuntractor Name Advotscy Cemter of Tumghins County

Coniract Period  BT11005 To 0IZ005

You can use the Show/Hide wores

links to check the Schedule T MonTCATION

Rudget/Categary Budget Amount]  Ralance Decrease Increase  (New Budget Amount H;t?l:l‘:;:;::unl
3 Personal Services
to see who shou‘l(% ne?(t receive e T o R e
the budget modification paper prm—— | = o | i) il T
form or the Notes to see if any SR L e —— . R
additional information has ortactusiconsatare] ___om|___am| ___omn] o o w0
TraweliPe oo |[ o |[ 00 | [ | || [
been recorded for your use. = | o | | il =
oo |[ oo [ 0.00 | [Ty [ oon| | [T
ot nses w00 | | oo | won| | won| | ]
Suh Total| oo |[ oo [ 000 [ 0.00 [ oo | | [T
Tatal | 20000.00 [ 2000000 [ 000 | 0.00 [ 2000000 o .
e | moes | R@
BUDGET BODFICATION

BUDGET MOOIFICA THON STAGE FROCESSE) SOCCESSFILLY

305. A status message appears
at the top of the page, CoMmACT ETALS
indicating that the budget

Contract Number TESTOOA.  Conyacios Mame Avesary Centar of TOMpKING Cours
Gontract Feriod | G1I01/3008 To ORGIZ005

N N SCIDULE St | Bisdy

modification was approved for wores R
. . EUDCET MODFICATION

thls review Stage‘ lbudget/Category  BubgetAmoust|  Balence | Decrease | Increase | New Budget Amount], LOCAI Share

il Matching Amount
Persanal Services

porsarmel] — Tomnee ] sesoonn]] @ | wm| | o] [ womim
The budget modlflcatlon Frings Benebts | W | woo [ o | | oo | | [

Sub Total [ Frrr | | Ty | [0 I Ei| 100

process may be complete at o Porsanat Gervces

. . CortractualiC - o [ oon [ ana | [ [ oo | | [
this point, or there may be - — — 1 o | = il =
remaining review stages. If |[ : m: - |[ ...... : -
. . . oo 0ou W o nou [
this had been the final review [ ) | =] T il =

o | o | o0 | = il o

I [ [

stage, you would not see a
status message — your Inbox
would appear.

Total [ 00 2mo00.00 [ | (] A0
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Rejecting a Budget Modification

v" Before you begin: You are logged into the system with privileges for the current review
stage. The budget modification has been opened from the Inbox.

What You Do Comments/Prompts

306.  Click the Reject button at
the bottom of the page.

BUDGET MODIFCATION

CONTRACT DUTARLS

Contract Number TESTOO04 Corracion Name Agvocaty Contir of Tompking County
The Reject Budget ConractPeriod 010172005 To D005
........ . R
Modifications box opens at s e

BUDGET MODIFICATION

the bottom of the page.

[pudget/cateqory Budget Amount|  Balance Decrease Increase  New Budget Amaunt nu.'lfﬁi':.'::.:.':....l
| Personal I Servi

af T BT | o | | S| [ 0w

Frnge Baneits| o | o | 0o | o | ooa | | o0

soToral]  zwooumo | o | 7T | | ooa | | 70000
[Non-Personal Services

r—— e T T 0.00 [ O [ 0.00

3y em | 100 [ 100 | 000 | 0.00 [ [ 0.00

nt| [ oo [ 0.00 | 0.00 [ 000 | 0.00

el I I oo | T | T 00

= o0 [ oo | 0 | o | il 200

Sub Tatal | T | T | T | [ I ooa| | [

Tatal | zoocaon | zonoaon | T | [T [ I WL

senac | votes | m—-I |

HESECT BUDGET MODFICATION

307. Type a comment in the Commens

Sample note for bud mad rejectisn. =]

Comments box.
=
Click the Save button to reject

the Budget Modification.
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Sub Total | n nan

What You Do Comments/Prompts
BUDGET MODIFICATION
308. A status message appears

at the top Of the page’ R Contar Mumtes TERTODA  Costracter Mams Afvacaty Cantar of Tampking Counsy
1nd1catlng that the budget ContartPeriod 01005 To ORINR005 -
. Y . SCHEDALE ghovw | hisg
modification review stage was wores st i
Completed' Budnet/Categary Budget Amount|  Ralance Decrease Increase  ew Budget Amnunt N“'"’,';I‘::;'::I:‘:mr

Persomal | Survices
A . 8 al | Ty | o [ [T | T [
Other reviewers in later e — T B — il o0
. . . ub Total | I | 0 [ Til] wno0n
budget modification review e sare:

t d th Centractual/Consultant | o [ o [ [T I | [
S E‘iges. may overridae the [ | | s | W) | 5o
rejection and approve the ) —) —) — il o

s | m 0 o [ wm m [

budget modification. | | won | = T Al 50
o | [ il
| | |

Tatal AOO0ELN o [ 00000 on [ n 1000000

If this was the last review
stage, you would not see a
status message. Instead, your
Inbox would appear.

Note: If there were remaining review stages in the
budget modification schedule, the next reviewer
would see a note that the budget modification had
been rejected in a previous review stage. The person
would view the Notes for information on why the
rejection was issued. This reviewer may issue
another rejection, or approve the budget modification
request. The rejection is not final unless it is issued
by the last reviewer in the budget modification
review schedule.

NYS Office of Children and Family Services 8-13



Contract Management System

Processing Budget Modifications

Concepts >

Researching Budget Modifications

CMS records a history of all budget modifications. If you have access to the contract details,
you can find when a budget modification was logged and view the details of the budget
changes.
Locating the Budget Modification History
In order to open the Budget Modification History, you must locate the contract. The most
common methods of locating the contract are through a Contract or Contractor Search. If a
review schedule is in progress, such as an expenditure, you can also open the contract from
the Inbox.
v" Before you begin: You are logged into the system with privileges for performing
contracts or contractor searches.
What You Do Comments/Prompts
309. From your CMS menu
column on the left, click the =
Search link in the "
Contracts section
c System (CMS)
(alternately, you can
perform a Contractor AN T 2 AL
Search).
The Contract Search page
appears. == CONTRACT GROUPS
"~ ontacton
T
Eomacs
310.  Enter you search criteria COMTRACTSEARCH

to find the contract you want
to research.

You may enter partial
information in a text box, such
as a word in the contractor
name. Searching on a
contractor name of “After

GROUP DETAILS
Cantract Year =
Prograrm Mame A

Prograrm Division -
Sub-Program Mame -

Degcription I

CONTRACT DETAILS

Contract# |SALARDG
Panvard #
Status =

COHTRACTOR DETAILS

Project Mame
Aard Amount

Contractor I

School” would retrieve “ABC - "=rel

After School Program” etc.

Click the Search button.

Municipality Code
(=

NYS Office of Children and Family Services
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Contract Management System

Processing Budget Modifications

What You Do

Comments/Prompts

311. The Contract Search
results appear.

Click the Contract# link for
the desired contract and
contract period.

312.  Click the Budget tab at
the top of the Contract Update

page.

313. The Contract Budget
page displays the current
budget. It also lists any

CONTHACT STARCH

SEABCH BESULTS . 4 RS Search Camia

Primt

CONTRACT LPDAT]
CONTRACT FVIDALIS DOCUSLNT FRLE COHTIACTOR LIST SEILEALL
GONTRACT GENERAL INFG GONTRAST GOCUMENTS

COMIRALT FERIONS

arignos paizons PRI

CONTRACT BUDGET

REVIEWERS DOCUMENT PREP BUDGET CONTRACTOR LIST

. . . D BUDGET MODIFICATION HISTORY
budget modifications including
their statuses. D31 Tr2008 Harding, Dick Approved

If a budget modification is
logged with a status of
Approved, the current
Budget Details reflect the
Budget Modification.

Items will have three different
status types listed in the
Budget Modification
History table: In Process,
Rejected, and Approved.
The Budget Details table
does not reflect changes
proposed by In Process or
Rejected items.

BUDGET DETAILS

Budget/Category Local ShareMatch OCF5 Funds Total
Personal Services
Fersonnel §4,000.00 $9,900.00 §14,800.00
Fringe Benefits §0.00 $0.00 $0.00
Sub Total $5,000.00 $0,000.00 $14,900.00
Non-Personal Services
ConfractualiConsultant! §0.00 $100.00 $100.00
TravellPer Dierm §0.00 $0.00 $0.00
Equipment §0.00 $0.00 $0.00
Supplies §0.00 $0.00 §0.00
Other Expenses §0.00 $0.00 §0.00
Sub Total $0.00 $100.00 $100.00
Grand Total $5,000.00 $10,000.00 $15,000.00

NYS Office of Children and Family Services
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Contract Management System

Processing Budget Modifications

Opening the Budget Modification History
v" Before you begin: You are logged into the system with privileges for performing contracts
or contractor searches. You have located the contract and opened it to the Contract

Budget page.

What You Do Comments/Prompts
Clle the Date Logged BUDGET MODIFICAT]
link in the Budget m
03/1 73008 Harding, Dick

Modification History table
to open the budget
modification details.

The Budget Modification page
opens in a new window on top
of the Contract Budget page.

The Budget Modification
page opens in a new window
on top of the Contract Budget

page.

The Budget Modification
table indicates the original
Budget Amount and the
Budget Modification increases
and decreases.

Click the Close button to close
the window and return to the
main Contract Budget page.

Approved
BUDGET DETAILS
Budget/Category Local ShareMatch QOCFS Funds Total
Personal Services
Personnel $4,000.00 $9,900.00 $14,900.00
Fringe Benefits F0.00 $0.00 F0.00
Sub Total $5,000.00 $9,900.00 $14,900.00
Non-Personal Senvices
ContractualiConsultant! §0.00 $100.00 $100.00
TravelPer Diem §0.00 $0.00 $0.00
Equiprment §0.00 $0.00 §0.00
Supplies &0.00 $0.00 §0.00
Other Expenses §0.00 $0.00 §0.00
Sub Total $0.00 $100.00 $100.00
Grand Total $5,000.00 $10,000.00 $15,000.00
FUDGE T MODSHCATION
CONTRACT DETAILS
Contrac] Mumber SALARDE Corbachor Mame Agrgvark Solutions Lid
Contract Fenod 0902008 To D= rons
SCHEDULE show | hide
WOTES ghis | Bidie
DUDGLT MOMINCATION
Budget/Category Gudget Amount Decrease Increase New Budget Amount hlall:‘I:;uluH:::uul
Personal Services
F $10,000.00( $100.00 f0. $9,900.C 00|
Fri $0.00  $0.00  $0.00 $0.00 $0.00)
Sub Total  $10,000.00 $100.00  $0.00 %9,900.00 %5,000.00
$0.00]  ¢0.00] £100 $100.00 £0.00)
$000/  goo0  §o $0.00]
F0.00 f0.00] g0 $0.00]
$0.00 0,00  $0.00 $0.00
ther Expense $000[  $0.00  $0.00 $0.00 $0.00)
Sub Total $0.00)  $0.00/$100.00 $100.00 $0.00
Total $10,000.00| $100.00 §100.00 $10,000.00 $5,000.00|
Closa
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Contract Management System Communication within CMS: Notifications and Correspondence

Communication within
CMS: Notifications and
Correspondence

Topics
Email Notifications
b Viewing Correspondence
c Replying to Correspondence
d Initiating Correspondence
e Sending Correspondence
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Contract Management System Communication within CMS: Notifications and Correspondence

Communication Within CMS

Overview > The Correspondence system within CMS allows for communication between the Contractor
and program management staff. Questions, comments, and/or concerns about the contract
sent through Correspondence are documented and archived in the CMS system.

Communication within CMS occurs through two methods:

e Notifications, which take the form of email, notify you that there is a contract-
related task to perform that you should access through your CMS Inbox or that you
have CMS Correspondence to retrieve from inside the system; and

e Correspondence, the internal CMS mail system.
Correspondence can be specific to a contract or a specific stage or task within CMS.

The Correspondence functionality also allows for the transfer of documents. For example, if a
document a Contractor had previously uploaded via the Contract Review Module screen
needed to be returned for further completion and/or editing, this could be done via
Correspondence — the Program or OCFS staff person could issue correspondence to the
Contractor, attaching the document or file that needs additional revision.

It is important to note that Correspondence is stored and viewed within CMS. It is not sent
to your email system. What arrives at your email system is a notification that you have
Correspondence to retrieve and respond to within CMS.

Email Notifications

Concepts > Each time there is something for an OCFS staff member or a Contractor to do in CMS, be it
review Correspondence or respond to an item in the Inbox, an email is sent to the user. The
message notifies the user that they need to log in to CMS to take action, such as view the
Correspondence or take action on a task in their CMS Inbox.

There are two different type of task notifications. One will notify you if you have a new task
in your CMS Inbox, the other will notify you if you have any old tasks (older than two
weeks) in your CMS Inbox.

Examples of what these emails look like are provided below. To access the item that is
referenced in the email, the user will click the appropriate Login link from the message. This
will open up a browser window, where the user will log in to CMS.

Notification Type Sample Email

3 3 From: ocfs.sm.cms.help@octs.state.ny.us [mailto:ocfs.sm.cms. help@ocfs.state.ny.us]
TaSk NOtlficatlon (new Sent: Monday, July 10, 2006 12:41 PM %
task To: Gunds, Aravinda (OCFS)

Subject: OCFS CMS Motification

Click the OCFS Login Dear CMS User

in the messages link to This is ta natify you that there is at least one new contract related task in your Mew Yark State Office of Children and Family Senices (OCFS)
. Contract Management System (CMS) Inbox. To access your Inbox, please use the appropriate link below and go to the Inbox area.
log in to CMS and access

the Inbox 1tem(s) Waltlng Contract Managerent System:

Contractor Login

for you. Do not use the QCFS Login
COntraCtOr Login hnk F¥1, the tasks are associated with the following contract(s) # AAAAADT, CO23867, CO2358592, CO24130, CO24284, CO24285, CO24286, CO24267,

CO24283, CLAIMOT, CME0001, JULYOOZ, JULYDD4, JULYODE, MMO427A, MMOBO7 A, MMMMMEAG, QOQQAA0T, SALARDT, SALARDS, SALARTS,
TESTOO1, TESTE16, TESTE17, TESTNWE, X00001, X00004 , 2000605
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Task Notification (Old From: ocfs.sm.cms.help@ocfs.state.ny.us [mailto iocfs.sm.cms.help@ocfs.state.ny.us]
k Sent: Monday, July 10, 2006 12:42 Pk
tas S) To: Gunda, Aravinda (OCFS)

Subject: OCFS CMS Notification

Dear CMS User:

This ig to notify you that there is at least one contract related task older than two weeks in your New York State Office of Children and Family
Services (OCFS) Contract Management Systemn (CMS) Inbox. To access your Inbox, please use the appropriate link below and go to the Inbox area.

Contract Management System:
Contractor Login
OCFS Login

F¥l, the tasks are associated with the following contract(s) # 1115054, AAALADT AAAAAAT ACIA000, ADMINGT, ADMINIZ, ADMIMNOS,

Correspondence From: ocfs.sm.cms.help@ocfs.state.ny.us [mailta:ocfs.sm.cms.help@ocfs. state.ny.us]

. e . Sent: Tuesday, June 20, 2006 3:07 PM
NOtlflcatlon To: Gunda, Aravinda (OCFS)

Subject: CMS Correspondence Notification

Dear CMS User

This is to notify you that there is a new comespondence awaiting you in the New York State Office of Children and Family Serices (OCFS) Contract
Management Systern (CMS). To access your correspondence, please use the appropriate link below and go to the Correspondence area.

Contract Management Systern:
Contractor Login
OCFS Login

F¥1, the new correspondence is associated with the following contract # TESTNVE
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Viewing Correspondence

Concepts > Whether you have received notification or not, it is good practice to check for Correspondence
each time you log in to CMS, especially if you are intending to perform a task, such as submit
a Budget Modification or process information for an new Contract, Amendment or Renewal.
You retrieve Correspondence through the Correspondence Search page, accessed from the
main menu.

Retrieving Correspondence — Searching and Viewing
v" Before you begin: Log into CMS.

What You Do Comments/Prompts

316.  From the main menu, T
click the SEARCH link under T

the CORRESPONDENCE CONTRACT GROUPS

headlng. CREATE
SEARCHIUPDATE
CONTRACTOR
CREATE
SEARCHIUFDATE
LOG SCREEN
CLAIM
BUDGET MODIFICATION
CONTRACTS
SEARCH
REPORTS
ONLINE QUERIES
STANDARDIZED
CLAIM QUERY
ACZ40 FINALIZE QUERY
HOLDS QUERY
AD-HOC
BULLETIN BOARD
CORRESPONDENCE
SEARCH

NYS Office of Children and Family Services 9-4
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What You Do Comments/Prompts

317. The CMS The Selection Criteria, Contractor and the
Correspondence page is Contract Number allow you to search for
displayed. correspondence relating to specific CMS tasks (such

as a Renewal), a particular contractor or contract.

/ \

CMS CORRESPONDENCE
CORRESPONDENCE SELECTION CRITERIA
™ contrast Contractor |
7 Renewsal Caontract Numherl
[~ amendment
7 Claim

™ Budget Modification

Search | Clearl

P

Enter your search criteria,
then click the Search button.
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Communication within CMS: Notifications and Correspondence

What You Do

Comments/Prompts

318. The CMS

Correspondence page is
redisplayed, but with a table

indicating the

Correspondence that matches

your selection criteria.

The table displays information about the
correspondence. Some of these fields are similar to
email headings. The Type column provides
information about the type of correspondence. The
Attach column displays the number of attachments
in the message.

CORRESPONDENCE SELECTION CRITERIA

CMS CONRESPONDENCE

USER MANUAL | FAG | MONDAY, JULY 24 2006

F comract
™ Renews

™ Amendmint
[ Claim
I Budget Modification

Contractor [sard
Contract Numbser

Contract  TEGT-Z1 Aardvark Sohions Lig

Contract | TEST-Z1 Aardvark Solutions Lid

AN

1072712005 1245 PM

10727

50110 FM
el SHPM
V3172008 03.20 PM
12005 0312 PR
11

5 0941 AM
11, 50043 AM

1101/2005 09:44 AM

110202005 06:02 PM

0102006 01:53 FM

2006 1017 AM

501:41 PR
VOFI005 0354 FM

11002005 09:52 AM

_Seorch | Cloo |

Bunds, Arsvinda 0

«=RE Angark Solytions Lij. - Infial Conirac] Gunda, Aravinda 0
=RE AMAK SO Lid - Infal Conract Signaure, oo 0
RE.RE Aardvark Solutions Initial Contrac) Signature, Jog o
—RE: RE: Aardvark Solutions Lbd - Initial Conlrat!  Signasure, Joe o
131 ik G Gng Inikal Contrac o
RE RE Aardvirk Sobuliorrs Ld - Inilial Cosrac 2
-=RE: RE: Abrdvark Sohtions L. nitisl Contrct  Signature, Jog 1

BE: Ayideark Solgans Il Contrac Gunda, Arsinda | O
RE. Aasbvark Solulions Lid. - Initial Conbract foe
=RE Antdvark Soluions Lid. - Infal Coniract

1

1

RE: Agrdvark Solutons Lig - inika) Conlrac Gunda, Aravinda 0
RE: Agrieark Eoluicng Lid. - Inilial Conlrac] Harding, Dick o
Asrdvark Solutions Lid. - Indisl Confract Gunda, Aravinda 1
~=RE Aardeark Solytions Lid - infial Contrac Gunda, Aravinda 1
- RE: Advark Solubiong LI - ndis] Contrae] o 0
=RE: Asdark Solufions Lid - Infial Contract 1
=RE FE Asdvark Sohtions Li - il Contrac) 1
-FE. FE Aardvark SoWons Lid. - Inilisl ool Gunda, Arvinda 0
1

-—RE: RE- Aardvark Solutions Lbd - Initial Contrac! ~ Signature, Joe

\

If more than one page of
messages result from your
search, you can click on the
page numbers at the bottom
of the screen to see the other

messages.

Click the Subject link for the Correspondence item
that you wish to review.
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What You Do

Comments/Prompts

319. The CMS
Correspondence page
displays the message.

You can read the message, you cannot edit it or any
of the other fields on the page.

CONTRACT DETAILS
Contract #
Contract Amount:

Contractor:
EMAIL DETAILS

COHTRACTOR DETAILS
Aardvark Solutions Ltd.

From: Signature, Joe To: [aRayipDA GLUNDA

CMS CORRESPONDENCE

Q870172005 - 0873152006
Caontract

TEST-Z1 Contract Period:
$10,000.00 Task Type:

Subject:

RE: RE: Aardvark Solutions Ltd. - Initial Contract

hessane (et

ATTACHMENTS

Setting Up Group Renewals in CMS [T

Information for Renewals

-

AN

Associate Te Contract |

Contract

Send | Rephy |

At this point, you may
-click the Reply button
answer the message;

- use the CMS Main Menu

on the left side of your

window to continue working;

or

If the Correspondence contains an attachment,
clicking the document link will open the file as an
Adobe PDF file. Attachments are converted to the
PDF format when they are uploaded to a
Correspondence message.

to

- retrieve any Attachments
by clicking the file name link

under the Uploaded
Document section and
saving the file to your
computer.
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What You Do

Comments/Prompts

320.  You can also associate a
document that is attached to
a Correspondence by clicking
the Associate checkbox and
selecting the Associate To
Contract button.

This will add the document to
the Available Contract
Documents listed in the
Document Prep section of the
Contract Update Module. The
document will then become a
part of the online contract
record and can be added to
the contract itself if

necessary.

321.  After clicking the button
you will see a message
indicating that the
association was successful.

1
ATTACHMEHNTS

Setting Up Group Renewals in CMS [

Information for Renewals ™

Associate To Contract %J

Successfully precessed contract document association

NYS Office of Children and Family Services
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Replying to Correspondence

Concepts > When you open a piece of Correspondence within CMS, you can send a reply to the person
who sent you the Correspondence and copy the message to other people, much as you can do
with your own email system. Use the Reply button located at the bottom of the
Correspondence page.

v" Before you begin: Log into CMS. Locate and open an item of Correspondence.

What You Do Comments/Prompts

322.  Click the Reply button at £MS CORRESPONDENCE
the bottom of the page.

COHTRACT DETAILS

Contract # TEST-Z1 Contract Period: 080102005 - 08/3172006
Contract Amount:  $10,000.00 Task Type: Caontract

COHTRACTOR DETAILS

Contractor,  Aardvark Solutions Ld.

EMAIL DETAILS

From: Signature, Joe To: [ARAVINDA GUNDA

Subject: |RE: RE: Aardvark Solutions Ltd. - Initial Contract
Message: [cegr =]

ATTACHMENTS

Information for Renewals =

Setting Up Group Renewals in Cs [T

Associate To Contract |
Send |
Contract ?(
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What You Do

Comments/Prompts

323. The CMS Correspondence
page is refreshed.

Just as in regular email, the
Reply is automatically
addressed to the person who
sent the Correspondence to
you.The Subject line is
automatically populated with
the original Subject text, and
prefixed with RE:.

You may send a blind carbon
copy (BCC) to other reviewers
who work on the the contract.
Their names will appear in
the Contractor and Reviewer
list boxes. Select the person’s
name and click the BCC
button.

Note: To select multiple
persons, select the first name,
then click the Shift key and
select the next name.

324.  Type your message in the
Message box.

If you wish to include an
attachment, click the Browse
button and follow steps below.

Otherwise, click the Send
button.

CMS CORRESPONDENCE

CONTRACT DETAILS

Contract # TEST-Z1  Contract Period:  08/01/2005 - 08/31/2006
Contract Amount:  $10,000.00 Task Type: Contract

CONTRACTOR DETAILS

Contractor:  Aardvark Solutions Ltd

IAIL DETAILS

Contracios,
[JOE SIGNATU

Reviewer: 1o | [Signature, Joe

[DICK HARDING BCC l—
Subject: |RE: RE: RE: W Solutions Ltd. - Initial Contract

Mezzage =

ATTACHMENTS

| Browse

| Browse...

I Browse

Send Hephy!

Contract

CMS CORRESPONDENCE

COHTRACT DETAILS

Contract # TEST-Z1  Contract Period:  08/01/2005 - 08/31/2006
Contract Amount:  $10,000.00 Task Type: Contract

CONTRACTOR DETAILS

Contractor:  Aardvark Solutions Ltd

EMAIL DETAILS

Cantractar

Reviewer: 1o | |Signature, Joe
G BCC

RE: RE: RE: Aardvark Solutions Ltd. - Initial Contract

Message:  [The gquick brown fox Jjuoped over the lazy dog.| ;I

ATTACHMENTS

| Browse

| Brawse...

| Browse

[Sena]  [Feniy |

Contract

NYS Office of Children and Family Services
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What You Do Comments/Prompts
325, The Windows Choose
File dlalog bOX opens. Loak ir: ||,r_'| My Documents ﬂ &= ¥ BB
(Hadobe ) white papers
Navigate to the location on . [CT)Element K courses @DS-D?-DS.reg
My Recent [CS)exception reporting @021 1leave request
your Computer or netWOI‘k Documents (CLearnline Virtual Classroom - Distance Education Resources_files @0311 leave request
. . - LMy Albums @0524 leave request
where the file resides (as you [ o chonke F o0z leave requont
Would When Sending an Desklop @My Music 70630 leave REQUE:
. \jﬂMy Pictures 515 leave REQUE!
attachment from Outlook, for ) By chapes 916 leave reausst
eXample) . My Documents @:: :\I‘,c::: 1027 leave request

— [CIMew Folder
51)! (inew pdp examples_files

[)5naglt Catalog
b Ci
P (T)staff development:
. < | ¥
Mypﬁliit;ork File narne: ‘ L j Open |
Files of type: ‘A\I Files [".7] j Cancel
326.  Make sure the file name Choose file
is in the File name: box. Lookin: [(@ Daskion 7] «

\ (C)agency infa i
Click the Open button. Myﬁ;‘em gANS\szRSIKEVS T Appendix D 15t pags 21
Documents @;:\:nrdi:g

T [=bud mod images
[correspondence images
Deskiop [C)Developers Journal Articles

[CeLearningGuild Conference

(for Tim

E adobe Acrobat 6.0 Professional
< |

M D“j " [ChInsructional Design References
W Hocuments @Picturas
. (Cquarterlies
'31}! [CT)Rapid elearning Development Symposiom
il Gttty (&]002-5194081-9534403 htm

bl Metwdrk File name: ‘Aiax report [(v2).dac j Open |
Placds
Files of tupe: |l Files (%) | Cancel
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327.

328.

What You Do Comments/Prompts
The Choose File window CONTRACT DETAILS
disappears and you can see Contract #: CONADM3 Contract Period:  10/01/2005 - 09/30/2006

the CMS Correspondence
page again. Notice that the
file you attached is now listed
under the Attachments
section.

Click the Send button to send
the reply.

Note: While the
Correspondence is being sent,
you may see a status message
at the lower right side of the
page: Processing please
wait.

When the Reply is
successfully sent, you will see
a status message at the top of
the page.

Notice that the Send button
1s now disabled. Use the CMS
main menu to perform
additional work within the
system.

Note: If the message cannot
be successfully sent, you will
see an error message in red at
the top of the page (where the
“success” message is currently
displayed.) Try to resend the
message. If you are still
unsuccessful, contact the
BCM Administrator assigned
to the contract.

Contract &mount:

$10,000.00° Task Type: Contract

CONTRACTOR DETAILS

Contractor:

fjax Enterprises

EMAIL DETAILS

Contractor:

Tio |Kerper, Jodi

|JODI KERPER

Subject:

tessage:

BCC ||

RE: Ajax Enterprises - program report

Attached are the revisions that you redquested d

ATTACHMENHTS

|C:\Documents and Setting

Browse...

Browse...

Browse...

mlply |

CMS CORRESPONDENCE
Buccesstully created correspondence

CONTRACT DETALS.

CONTRACTOR IETALS.

tor Adecvark Bolusons L3

AR TARS

From: [ Dawua Magast T,

—

*I* [The quick brown fox jumped ovec the lazy dog. =

ATTACHMINTS

5 Assncise To Contract

NYS Office of Children and Family Services
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Initiating Correspondence

Concepts > There are two main ways of initiating Correspondence through CMS: from the work page for
a task you are performing (such as a Budget Modification, Amendment, Renewal, Contract
Approval, etc., accessed through the Inbox), or from the Contract Details page. In both cases,
the procedure for launching the process is the same—clicking the Send Correspondence

button
located on the page. — ]
»  Send Correspondence
CONTRACT REVICW MODULE
NOTES SCHEDULE UPLOADED DOCUMENTS

T
MMM Y
Asrgvark Golutions Lad.
0401 FI006 Period Eno QA EN00T
ngin.
BOM Heniw Contact Amoyuri §20.000,00

CARCLL CORTRACT

Telec an Troe =] Cancel Contract
el Corresporderce
INTERACTIVE DOCH s COMTRACT
View Contract I
néndin [ firsbractivn, singis page) Usdats Cails oGt
[Enter Budget Dutails
CUHRINT STAGL
BEM v HETRS.  CHSADMM 0621106 o 1 ¢ Pending it

Examples of the

Send Correspondence
button from the

Contract Review

Module for an
Amendment task, and
from the Contract Details

page.
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Sending Correspondence

v" Before you begin: Log into CMS, and locate a page with a Send Correspondence

button.

Note: The process of sending Correspondence is very similar to that of replying to

Correspondence.
What You Do Comments/Prompts
329.  Click the Send SRS

Correspondence button.

330.
page appears.

To select the contractor
contact who you want to
message to go to, click their

. EMAIL DETAILY
name in the Contractor box Contractor
JOE SIGNATURE

then click the To button. This

will put their name in the To
field.

You can add a Reviewer to
the BCC field in the same
way. Click their name in the
Reviewer box, then click the
BCC button. This will put
their name in the BCC Field.

The Subject: text box is pre-
filled for you, based on task
you might be doing. You may
use the default Subject line,
or type in your own text.

The CMS Correspondence

COMTHACT PROPERTIES
Contracht MMMMMUY

arevark Golutions Lid

in DRt 3066

iiginal

8 R

INTERACTIVE DOCURERTS

Anpandis § frabractivn, 5inge noage) Undate Details

CURRINT STAGL

BEM Rt HAETRS.  CuaaDM 06216 (] o Panding

CMS CORRESPONDENCE

CONTRACT DETAILS
Contract #
Cantract Amoup

MAMMI Contract Period™~Q4/01/2006 - 03/31/2007

$20,000.00 Tazk Type

CONTRACTORDETAILS
Contractor: [ Aardvark Sqlutions Lid

Revigwer

DICK HARDING

IAardvark Solutions Ltd. - Initial Contract

ARAVINDA GUNDA BCC

Subject

Message

ATTACHMENTS

| Browse

| Browse...

| Browse

Send Repty

Contract

NYS Office of Children and Family Services



Contract Management System

Communication within CMS: Notifications and Correspondence

What You Do

Comments/Prompts

331.  Type the text of the
Correspondence in the
Message: text box.

Including Attachments:

If you wish to include a file as
an attachment, click the
Browse... button. Note that
you may send up to three
attachments with the
message.

The Windows Choose file
dialog window appears.
Locate the file you wish to
send and select it. (Make sure
the file name appears in the
File name: box. Click the
Open button.

The Choose file window
disappears. Notice that the
file you selected is now listed
as an attachment.

CMS CORRESPONDENCE

CONTRACT DETAILS

Contract # MMMMMME Contract Period:

04/01/2006 - 03/21/2007

Contract Amount:  $20,000.00 Task Type: Contract

CONTRACTOR DETAILS

Contractor:  Aardvark Solutions Lid

EMAIL DETAILS

i aniiacior Reviewer: W
o B ——

Aardvark Solutions Ltd. - Initial Contract

ATTACHMENTS

The quick brown fox jumped over the lazy dog. =

IC'\Dn:umems and Settingsiad5158\Desktopitest tut

Contract

@
Choose file

=
Browse.
Browse.
Browse..
[Renk |
K

Look in: @ Desktop

[Tagency info

A () ANEWER, KEYS
My Recent (Chawards ST
Documents CDBranding
7[ (L ybud mod images
[Dcorrespondence images
Desktop (CT)Developers Journal Artices
(CeLearningGuild Conference
(C2)For Tim
My B () Insructional Design References

@Picturas

[quarterlies
[TIRapid eLearning Development Symposium
@002-819408 1-9534403,htm

9

tdy Compuiter
B adobe Acrobat 8.0 Professional
W < > |
Py MNetwark Filz narne: ‘Aiax report (v2) doc j Open |
Flaces
Files of type: ‘AII Files [".7] J Cancel

NYS Office of Children and Family Services
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Contract Management System

Communication within CMS: Notifications and Correspondence

What You Do

332. Click the Send button.

Note: Any attached
documents are converted to
Adobe PDF documents at this
time.

CMS CORRESPONDENCE

CONTRACT DETAILS

Contract # MMMMMMI  Contract Period:  0401/2006 - 03/21/2007

Contract Amount:  $20,000.00 Task Type: Contract

CONTRACTOR DETAILS

Contractor:  Aardvark Solutions Lid
EMAIL DETAILS

Contractor: Reviewer: [ Joe S\gnature

JOE SIGNATURE l—

ARAVINDA GLNDA DICK HARDING BCC | |Dick Hardmn

Subject: |Aardvark Solutions Ltd. - Initial Contract

Message: [The quick brown fox jumped over the lazy dog. =
ATTACHMENTS

IC'\Dn:umems and Settingsiad5158\Desktopitest tut Browse:
| Browse.

Contract

CMS CORRESMONDENCE

333.  When the Correspondexnce
1s successfully sent, you will
see a status message at the
top of the page.

The Send button is now
disabled. Use the CMS main
menu to perform additional
work within the system.

Note: If the message cannot
be successfully sent, you will
see an error message in red at
the top of the page (where the
“success” message 1s currently
displayed.) You may wish to
try resending the message. If
you continue to have
problems, contact the BCM
Administrator assigned to the
contract.

v

CONTRACT DETAILS

Coniract & MMM I 20T
GConract Ameert B20,000880 Tak Ty Contract
CONTRACTOR DETALS
Conlracter.  Aandvark Sohjtions Lid
AL BETAILE
From DS MisgE T [oF TR

9" |The quick brows fox Juwged over the lazy dog. =
ATTACHMENTS
st r

Assockate To Contract
S

fGaniragt

¥ created

NYS Office of Children and Family Services
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Holds

Topics

a Holds in CMS

b Holds Behavior

c Hold Types - Contractor

d Hold Types - Contract
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f Hold Types — Funds

g Holds Query
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Contract Management System Holds

Holds in CMS

Upon occasion, issues arise that must be handled outside of CMS before any further activity
can be done on certain transactions. To address these situations CMS can place holds on:

e Contractors,

e Contracts,

e Programs, and

o Funds including Federal, State or an individual cost center.

When a hold is placed, certain transactions cannot be processed until the hold is removed.
Affected transactions include Initial Contracts, Renewals, Amendments, Budget
Modifications, and Claims. Holds can be placed on: Contractors, Contracts, Programs, and
Funds (Federal, State, and Cost Center). Holds are managed centrally within the Holds
module and can only be placed by the CMSADMIN or BCMADMIN roles.

Holds can be removed by the CMSADMIN or BCMADMIN roles as needed. If there are
multiple Hold Reasons, all reasons must be unchecked to lift the Hold. When a Hold has
been removed, the affected tasks will remain in the Inbox. The user must then select the task
and continue processing to complete the task.

Holds Behavior

When creating task schedules in the Maintenance module, hold flags are placed on the stage
in which the user wishes the task to go on hold. This allows flexibility in managing holds. For
example, one program office may want a Contractor hold to permit contract development up
to the OCFS Signature and Processing stage, while another program office may prefer that
the hold take effect at the Program Review stage. See Appendix B for more information on
the Maintenance module.

When a task schedule reaches a flagged stage, CMS automatically queries the Holds module.
If a hold has been placed, the task cannot be completed and a message displays.

When viewing the Inbox, if either a Contractor or Contract hold has been placed, the links
will be highlighted in red.

NYS Office of Children and Family Services 10-2



Contract Management System

Holds

Hold Types - Contractor

Contractor holds, which are also referred to as Fiscal Sanctions, are used to stop payments
and other contract tasks when a contractor has violated terms of a contract agreement. When
a contractor is placed on hold in CMS, all contracts for that contractor are, in effect, placed
on hold, as are the associated transactions.

Fiscal Sanctions may be imposed for failure by the contractor to refund the unexpended
portion of an advance, funds due OCFS based on audit report issues, non-compliance with
contractual requirements and programmatic irregularities.

v" Before you begin: Log into CMS as a CMSADMIN or BCMADMIN.

334.

What You Do Comments/Prompts
From the main menu, click MAINTENANCE
Contractor Holds. TABLES

335.  The Contractor Search screen
will appear. Enter your search
criteria and click the Search
button.

If you wanted to create a new
contractor at this point, you could
select the New Contractor button.

336.  Click the link of the contractor
who you want to put on hold.

SCHEDULE TYFES
BUDGET TWFES
BUDGET FORMATS
BUDGET mMOD RULES
COMTRACT DOCUMENTS
ADVANCE RECOUFPMENT

HOLDS
COMTRACTOR
COMTRACT
FROGRARM
FUMES
CONTRACTOR SEARCH
GROUP HAME:
tegatame [ Federalia|
DBA l— Foaopular Mame l—
Countyl—;l Regions I—LI
New Contractor | @ |Cear |

SEARCH RESULTS:

CONTRACTOR SEARCH

GROUP HAME:

Legal Mame IAEC—
oea[
Cnumyl—;l
New Contractor

Federalis |
Fopular Marme l—
Regions lﬁ
Search ﬂl

SEARCH RESULTS:
ABC After Schoal Program % 123465739

ABC Childcare & Leaming Center, LLT 161568581

ABC Day Care Center, Inc 161356412

ABCO Multi-Trades Corporation 141861588
Babcack Enterprises LTD. 161321268

1

987 Elm Awenue,
Suite 100
Albary, MY 12202

564 OYERBROOK ROAD
JOHMSON CITY, MY 13790
4007 PEARL STREET ROAD
BATAWIA, NY 14020

RR 2 BOX 2601
JOHMSOMNYILLE, NY 12816
10385 FOAGS HOLE ROAD
DAMSYILLE, MY 14437

ABC After Schoal Program

NYS Office of Children and Family Services

10-3



Contract Management System Holds

What You Do Comments/Prompts
337.  The Holds Module screen HOLDS MODILE
appears. To view existing hold info o

or to change the hold info, click the
Hold Info button.

HOLDS MODULE

338. Select one or more reasons to
place the Contractor on hold and LT
. . Hold TYFE Contractor Contractor Name: ABC Afer Schnumgram
add a note in the Note field.

Hold Reasons
Advance Owsd [
Recommend AG Referral [
AG Refarral [
awance Uncoliectale [
Pragram Audit [
Missing A-133 Audit [

Individual reasons can be
unchecked, but as long as one

remains, the Contractor remains on
hold.

o|jo|ao|a|oa

Once you've added all of your
reasons, click the Process button to -
save your changes. @

V0L DS MODULT

339. A message appears that you Held oparation suzcasstu
have successfully put the contractor o e
on hold. o
B Amance (wed [eedto pay, |
When a contractor hold is placed, a = |Fuonmeness e
. B s  —
message displays on the Contractor T
E  Freorama I
screen. =
A message also displays on any
contracts for the contractor.
340. To remove a hold on a s ol aparation successtu
contractor, follow the above steps for - s
putting them on hold, but deselect Bon0m
all reasons checked and hit the b (O
Process button. This will remove ., —
the contractor hold. r :
[ -
[ I—
r Festepay.
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Contract Management System Holds

Hold Types - Contract

Contract holds are placed on individual contract periods. Contract holds can be placed when
a fiscal sanction has been imposed on specific contract, as opposed to all contracts, which
would be managed through a Contractor hold.

When a hold is placed, a message displays on the Contract Period screen. If both a
Contractor and Contract Hold are placed, both messages will display.

v" Before you begin: Log into CMS as a CMSADMIN or BCMADMIN.

What You Do Comments/Prompts

341.  From the main menu, click MAINTEHANCE

Contract Hold. TABLES

SCHEDULE TwFPES
BUDGET TWFES
BUDGET FORMATS
BUDGET mMOD RULES
COMTRACT DOCUMEMNTS
ALVANCE RECOUPMEMT

HOLDS
COMTRACTOR
COMTRACT
FROGR AWM
FUMES
342.  The Contract Search screen will CONTRACT SEARCH
appear. Enter your search criteria SEARCH CRITERA
and C]iCk the Next button Contract vear | =] Program Division | 4|
Frogram Name | j Sub-Pragram Mame | j
Description Contract# |mrmm
Cantractor Fraject Name

Federal ID Municipality Code
Award # HAwvard Amount

Status I j
343.  The Holds Module screen —
appears with a list of the contracts I
| | old Type: | Gontras
that meet your search criteria.
C].le the HOld link fOI’ the Con%ﬂ % e L”@ﬁ'anﬁfvgil.m"g 113617702 §10,000.00 gg;g:gggg gg;g:gggg In Pracess
Group, Inc
ou want to put on hold.
Y p Hold. MMM Jsuwgnarila@:gv'gweo;g:nutm 1 113617702 $10,000.00 S?;g”gggg S?;g”ggg; gz;‘;s!s”
Broup, Inc
Hold MMMMMNS | Aardvark Solutions Ltd 123456760 §20,000.00 E;g:gg?? E;;S:EEEE In Process
Hold Info
. HOLDS MODULE
344.  Click the Hold Info button to
view existing hold info or to change TR
. Hold Typa Confrast  Cantract® MMMMMMI
the hold info for that contract. Contract Period;  0B/01/2005 - 05/31/2006

NYS Office of Children and Family Services 10-5



Contract Management System Holds

What You Do Comments/Prompts
345.  Note that there is presently only FoLS e
one contract hold reason. Additional sADMvRREM :
reasons can be added as needed at iy
the maintenance level. N— |
o eekorfunss [

Select the reason checkbox to place
the Contract on hold and add a note
in the Note field. ——

Click the Process button to save
your changes.

HOLOS MODULE

346. A message appears that you Hold aparation suscesstl
have successfully put the contract
on hold.

WMMMHM?
6« DATN06

When a contract hold is placed, a
message displays on the Contract
Period screen.

MOLDS MODILE

347. Toremove a hold on a contract, Hotd operation succasstol
follow the above steps for putting it wLnsearsATon
on hold, but deselect the reason box o e S
and hit the Process button. This —
will remove the contract hold. B |sholrerFomomy |

iod. DAMF200% - G5 CE006
OT2E006
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Holds

Hold Types - Program

Specific programs can be put on hold so any transactions for that program cannot be
completed until the program hold is removed.

v Before you begin: Log into CMS as a CMSADMIN or BCMADMIN.

What You Do Comments/Prompts
348.  From the main menu, click MAINTEHANCE
Program Holds. g

349. The Holds Module screen
appears with a list of Program
Names.

Use the dropdown box to select your
program and click the Hold Info
button to view existing hold info or
to change the hold info for that
program.

350.  Note that there is presently only
one program hold reason. Additional

reasons can be added as needed at
the maintenance level.

Select the reason checkbox to place
the program on hold and add a note
in the Note field.

Click the Process button to save
your changes.

SCHEDULE TWFES
BUDGET TWPES
BUDGET FORMATS
BUDGET mMOC RULES
COMTRACT DOCURENTS
ADVANCE RECOUPMEMT

HOLDS
CONTRACTOR
CONTRACT
FROGRARM
FUNDS

HOLDS MODULE

HOLD IHFORMATIOH

Hold Type:  Program  Program Name: |

92-93 PS5l
[ABANDOMNED BABIES

[ADMIM. SOFTWARE
[ADMINISTRATIVE MAINTENAN
[ADMINISTRATIVE SERVICES
[ADOLESCENT PREG. PREVENT
[ADOPTION SERVICES
[ADWAMTAGE AFTER BCHOOL
[AFTERCARE

[AFTERCARE ALCOHOL DRUGS

HOLDS MODINE

HOL IMFORMATION
fold Type: Program  Program Name: ABANDONED BABIES

iold Reazons

W LackotFunds [Na moaney |

NYS Office of Children and Family Services
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Contract Management System Holds

What You Do Comments/Prompts
351. A message appears that you " ok oparaon suceeashu
have successfully put the program e
on hold. - o
F Funis '7

Program holds do not display until a
task reaches a stage that is flagged —
as a Hold stage.

352. To remove a hold on a program, o Hold sparaton successtut
follow the above steps for putting it soLomrcmATN R
on hold, but deselect the reason box e
and hit the Process button. This
will remove the program hold.

TR0

Hold Types - Funds

Holds can be placed on all federal or all State funds and also on an individual cost center. If
federal or state funds are placed on hold, all federal or state cost centers are placed on hold.

v' Before you begin: Log into CMS as a CMSADMIN or BCMADMIN.

What You Do Comments/Prompts
353.  From the main menu, click MAINTENANCE
Funds Holds. g

SCHEDULE TYFES
BUDGET TWFPES
BUDGET FORMATS
BUDGET mMOD RULES
COMTRACT DOCURMENTS
ADVANCE RECOUFMENT
HOLDS

COMTRACTOR
COMTRACT

PROGRAM

FUNDE

HOLDS MODULE

354. The Holds Module screen
appears with a list of the funds SN
available to put on hold.

@ tate
Funds © Federal

Select a fund type and click the © costcenet

Hold Info button.

NYS Office of Children and Family Services 10-8



Contract Management System Holds

What You Do Comments/Prompts
355.  If you select Cost center, then HOLDS MODULE
fields appear into which you can
enter the information for the cost HOLD IHFORMATIOH
center you want to put on hold. Hold Type:  Funds
When searching for a cost center, it  State
1s not necessary to enter Funds: " Federal
information in all of the cost center & Costcenter

fields. For example, if only 05 is

entered in the year, all 05 cost . I— l—
’ nt Cost Center

centers will be returned and the

user can then select the cost I I

center(s) to be placed on hold.

Variahle ear

Enter the information and click the
Search button.

356. The Holds Module screen
appears with a list of the cost
centers that meet your search T
criteria. Hold Type:  Funds

HOLDS MODULE

Click the Hold link for the cost € State

Funds:  Fedaral
center you want to put on hold. @ Costeantar

Dept |25 Cost Center |?68593
Yariahle Im? Year |97
Search Clear |
Hald 7ERA93 25 W7 a7 W SIDE CAMPAIGH AGAIMST HUNGER
357. The Holds Module screen HOIDS HODILE
appears. To view existing hold info HOLD WA TIOH
. . Hodd Type: Funds  CostCenter: 768593
or to change the hold info, click the
Hold Info button.

HOLDS MODULE

358.  Note that there is presently only

one cost center hold reason. HOLD INFORMATION

o, . Hold Type: Funds Cost Center: TEB593
Additional reasons can be added as
needed at the maintenance level. ol Feasons

[© LackofFunds

Select the reason checkbox to place
the program on hold and add a note -
in the Note field. @

Click the Process button to save
your changes.

NYS Office of Children and Family Services 10-9



Contract Management System

Holds

on hold.

What You Do Comments/Prompts
359. A message appears that you R i heEoies st
have successfully put the cost center e —

Fund holds do not display until a
payment reaches the Payment
Coding stage.

360. To remove a hold on a fund,
follow the above steps for putting it
on hold, but deselect the reason box
and hit the Process button. This
will remove the fund hold.

Holds Query

HOLDS MODILE

LI BFORMATION

Hold operation successiul

The Holds Query is used to show the holds that are currently in place. The user can view all
holds or use the filtering options. When the report is run, the user can then click on the
Reasons link to display the Reason and Note associated with the hold.

v" Before you begin: Log into CMS as a CMSADMIN or BCMADMIN.

What You Do

Comments/Prompts

361. From the main menu, click
Holds Query in the Reports
section.

362. The Holds Report screen
appears with a list of search criteria
from which to choose.

REPORTS

OHLIME QUERIES
STANDARDIZED

CLAIM QUER™Y

AC3A0 FIMALIZE QUERY
HOLDS QUERY

AD-HOC

BULLETIM BOARD

HOLDS REPORT

HOLDS QUERY CRITERIA

Hold Categaory: B
Prograrm: -

Contract#:

HOLD REASOHS

HOLDS LIST

Caontractor:

Cost Center Variahle
— 1

Year

Cast Center:
Dept

Search Clear

NYS Office of Children and Family Services
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Contract Management System

Holds

What You Do Comments/Prompts
363.  Select your search criteria and
click the Search button. HOLDS REPORT
HOLDS QUERY CRITERIA
Hold Category:  [CONTRAGTOR ] Conbactor: B

et

“fear

Cost Center Variable
Pragrarm - Cost Center:
v — —

Contract#:

HOLD REASOHS

Qlear

E

HOLDS LIST
364.  Your search results appear. In
. . HOLDS REPORT
this case, two contractors with
“ABC” in their name are displayed MBI UL
in the HOldS LiSt area. Hold Category: CONTRACTOR hd Contractor: abc

Cost Center

Prograrm hd Cost Center:

The Hold Reasons section lists the

reasons for the hold for the selected o T IR

record. The default is to show the
reasons for the first record in the
HO]dS Llst. Adwance Owed

Recommend AG Referral
AG Referral

HOLD REASOHS

Advance Uncollectable

If only one record matches your B
search criteria, it will be the only Wissing 133 Audi

Dept

wee just wanted to give thern a hold
wee just wanted to give thern a hold
we just wanted to give them a hold

I

I

I

we just wanted to give them a hold

we just wanted to give them a hold
Il

wie Justwanted to give them a hald

fear

l— Variable l_
— —

Search Clear

record and reasons displayed. HoLBSLIST

Contractor 02/31i2005

Contractar 07/26i2006

RBC Childcare &
Learning Center, LLC

Babcock Enterprises

Reasong

Reasons

HOLDS REPORT
365. To see the reasons for other
records, click their Reasons link in HOLDS QUERY CRITERIA
their I‘OW Hold Category: COMNTRACTOR hd Caontractar: abc

Cost Center

Program hd Cost Center:

Their row will be highlighted and
their reasons displayed in the Hold i N I

Reasons area. \ HoLD REASONS

Program Audit

Dept

migzing

l— Variahle l—
l— ear l—

Search Clear

HOLDS LIST

Cantractar 083172005

Contractor 07428/2008

ABC Childcare &
Learning Center, LLC.

Babcock Enterprises
LTD.

Reasons

Reasons .
~

NYS Office of Children and Family Services
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Contract Management System Managing Users

Managing Users

Creating new users in CMS is a two step process that can only be done by CMSADMIN roles.
First, a user has to be created in CMS, and then the same user has to be created in
Siteminder, the NYS Office for Technology’s (OFT) LDAP tool which is used by CMS to

authenticate users.

There are two different types of users as well, internal OCFS users who access CMS from
within the OCFS network, and external contractor users who access CMS from the internet.
Creating these two types of users is similar although the way to access the creation screen is
different. Both of these methods are illustrated below.

Creating a New Internal User & Role Login

366.

CMS users can have one or many login IDs names that are each associated with a particular
role. For example, user Mary Smith may have a login ID Msmith1 that gives her access to
CMS as a BCM user, and Msmith2 that gives her access to CMS as a BCMADMIN user.
Depending upon which login she uses determines what features and tasks she will have
access to in CMS.

v" Before you begin: Log into CMS as a CMSADMIN.

What You Do Comments/Prompts
From the main menu, click REVIEWER MAINTENANCE
Manager Users in the Reviewer Oy —

Maintenance section. CHANGE REVIEWERS

CHAMGE REVIEWERS HISTORY

NYS Office of Children and Family Services 11-2
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Managing Users

What You Do Comments/Prompts
367. The User Maintenance screen USER MAINTENANCE
appears with “Internal Reviewer”
displayed read-only in the USER DETAILS
Contractor field. This indicates that e Interns| Revievrer
the screen is set up to create only pesacisied Ussrs: | =
internal OCFS users at this point. :?:mam“msseg :—;l =

From the drop down lists, select a
user for whom you want to add a
new role, their Associated Address
and the role you would like to assign
to this user.

If this is a new user to CMS, leave
the Associated Users: field blank.

Click the Search button to find this
user’s data.

368. The user’s data is retrieved from
CMS and populated in the Person
Details, Address Details and Contact
and Misc Details sections if they
exist in CMS already.

Enter the missing data for these
sections, especially the mandatory
fields which have ** next to them.

PERSOHN DETAILS

Salutation | Title: |

First Mame: = Middle Mame Last Mame: ™
ADDRESS DETAILS
Addressl:
Address:
City: State:  Zip:
CONTACT AHD MISC. DETAILS
Phone: | Fan |
Mobile: | ofice: |
Email = |
Start Date: | End Date |
Save
REVIEWER ATTRIBUTES
User D I
Default Reviewer: [
Role |
Revieweer 1D
Contractor 1D
** MANDATORY FIELDS
USER MAINTENANCE

USER DETAILS

Contractar: Internal Reviewer

Associated Users: |HERR, KATHRYN =l

Associated Addresses: |62 WASHINGTON STREET =]

Rale: LOG 2

Search | Clear |

PERSOH DETAILS

Salutation: -1 Tite: |

FirstMarme:* [lkathyn | Middle Mame: | Lastrame: = [rem
Make sure there is an email address ADDRESS DETAILS
listed for this user. This will be used .
to send the Notification emails to City: . REMSSELEAR State: MY Zin:  12144-2T96
the user. CONHTACT AHD MISC. DETAILS
Phone: li Fam: I—
A start date 1s also mandatory and Hokil: ofice. |
indicates the date the new role Emall ™ Jaravnca gunds@orts site nf.us
takes effect. You can use the box far Dt o/l =reoee | L
with three dots to open a calendar to s=]
Select the date' REVIEWER ATTRIBUTES
User D 1
Default Reviewer. [~
Once you have entered your Role 10:
information, click the Save button Feaaer
to save your changes and create the CAIRTORT
user/role combination in CMS.
NYS Office of Children and Family Services 11-3
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Managing Users

What You Do

Comments/Prompts

369. A message will display stating
that the user has been saved, which

created your user/role combination
in CMS.

370. The data in the Reviewer
Attributes section should be noted
and used to create the
corresponding user/role combination
in Siteminder, OCFS’s LDAP
software. This must be done before
the user can use their new login.

USER MAINTEHANCE

Il Riviwer

[resr kaThmm |
Associaten Addressas |57 WASHINGTON STREET =
Role Lo hd
searcn | caear |
FLRSON DETAILS
saltaton. [ =] itk [
FirstName: = [Famom MigdleMame: [ LasiName: = [Fer

ADORESE DETANLS

Address!. | 5TWASHINOTON STREET

Andressl

City REMBEELEAR St MY 2p 121442786

CONTACT AND MISC. DETAILS

Prone: | Fa I

oo omee [

Emat **  [aravinds gunda@octs state ny.us

sanae, froemos | eesoae [ 0]

REVIEWER ATTRIBUTES

User |Dx T
Defaull Reviewer. 7

Role I0. L]

Reviewer I0: 1023

Contractor i

** MAMDATORY TILLIS

REVIEWER ATTRIBUTES

lzer D |KHerr

Default Reviewer: [~
Fole 1D 3
Feviewer 1D 1023

Caontractar [0

Successfully saved User data

NYS Office of Children and Family Services
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Creating a New External User & Role Login

CMS external users can also have one or many login IDs names that are each associated
with a particular role. For example, user John Doe may have a login ID Jdoel that gives him
access to CMS as a CONUSER user, and Jdoe2 that gives him access to CMS as a CONSIG

user. Depending upon which login he uses determines what features and tasks he will have
access to in CMS.

Managing Users

Creating a new external user is similar to creating an internal user except that you need to
access the User Maintenance screen from the Contractor’s page so CMS knows with which
contractor you are working.

v" Before you begin: Log into CMS as a CMSADMIN.

What You Do Comments/Prompts

371.  From the main menu, click
Search/Update link in the User, Lucy [CMSADMIN ]

. LOZ0OUT
Contractor section.
HOME
INBOX
CONTRACT GROUPS
CREATE
SEARCH/UFDATE
CONTRACTOR
CREATE
SEARCH/UFDATE
372.  Search for the contractor for coMRACTORSEREA
whom you want to add a new user. GROUP HAME:
Legal Name |abe Federal Id
DBA Popular Mame
County hd Regions hd
New Contractor Search | Clear
SEARCH RESULTS:
ABC After School Prograrm 123464785 987 Elm Avenue, ABC After School Program
Suite 100
Albary, MY 12202
ABC Childcare & Learning Center, LLC. 161562521 565 OVERBROOK ROAD
JOHMSON CITY, MY 13740
ABC Day Care Center, Inc TE1356412 4007 PEARL STREET ROAD
BATAWIA, MY 14020
ABCO Multi- Trades Corporation 141661538 RR 2 BOX 2601
JOHMSOMYILLE, NY 12816
Babcock Enterprises LTD. 1E1321268 10385 POAGS HOLE ROAD
DAMEVILLE, MY 14437
1
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What You Do

Comments/Prompts

373.  Click the Manage Users button
at the bottom of the Contractor
Details screen.

374. The User Maintenance screen
appears with the contractor’s name
displayed read-only in the
Contractor field. This indicates that
the screen is set up to create only
external users for this contractor at
this point.

From the drop down lists, select a
user for whom you want to add a
new role, their Associated Address
and the role you would like to assign
to this user.

If this is a new user to CMS, leave
the Associated Users: field blank.

Click the Search button to find this
user’s data.

LISUIMAMAL | TAO | CONTIRACTONTAD | WEOKESDAY

CONTIACTONDLTALS

CONTRACToR WAME

[ABC Wt Bchond Frogram

[ Wi Echood Frogram

[
CONTACTS i Cormact Im» Ak Ay o5s

ACTIVEBATE

&=

WACTIVEBATE

USER MAINTENANCE

USER DETAILS

Contractar: ABC After Schoal Prograrm

Agsociated Users: | |

Associated Addresses: | j

Raole =

PERSOH DETAILS

salutstion: | - Title |
FlrstName."I Middle Mame: Last Mame: =

ADDRESS DETAILS

Addresst:

Address?:

City: State: Zip:
COHTACT AND MISC. DETAILS

Phone: | Fax. |

Mabile: | Office: |

Email: = |

Start Date o enpae [ ]

REVIEWER ATTRIBUTES

UserID l—
Default Reviewer: [~

Rale ID:

Revigwer (D

Contractor ID

** MAHDATORY FIELDS

=

NYS Office of Children and Family Services
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the user.

What You Do Comments/Prompts
375.  The user’s data is retrieved from USERMAINTEANCE

CMS and populated in the Person

Details, Address Details and Contact USER DETAILS

and Misc Details sections if they contiactor ABC Aer Sehool Prograrn

exist in CMS already. Assoeiated Users: | RAMIREZ, STACT |
Assoeiated Addresses: | 987 ELM AVENUE =l

L. Role: [comsic— =]

Enter the missing data for these Search | Clear |

sections, especially the mandatory —

fields which have ** next to them. — S
FirstName:’*W Middle Mame lA_ Last Mame: = W

Make sure there is an email address Pr——

listed for this user. This will be used Address1 987 Elm Avenue

to send the Notification emails to Al -J—
CONTACT AHD MISC. DETAILS
Fhone: W Fax W

A start date is also mandatory and Wobile:  [G188551212  ofice:  [sBasaiziz

indicates the date the new role Email: = [aravinda gunda@ocfs state.ny.us

takes effect. You can use the box e || enanae [

with three dots to open a calendar to _sawe |

select the date.

Once you have entered your
information, click the Save button
to save your changes and create the
user/role combination in CMS.

376. A message will display stating
that the user has been saved, which
created your user/role combination
in CMS.

REVIEWER ATTRIBUTES

Usger ID: I

Default Reviewsr: [~
Rale ID

Reviewer ID:
Contractor D

* MAHDATORY FIELDS

USER MAINTENANCE
Suecassfully saved User data

USER DETAILS
Cantractos ABIC Aftie Schaol Frogrann

[rasmrer stacy =l
resses 837 ELMAVENUE =l
Fal B
Sowch | [Gonr|
PERSON DETALS
s = Tre |cFe
Frstame = [Saey momename [N vastame ~ [Famiz

ADURESS DETAILS
Addresst | G&T Eim Avenus

T [ Buite 100
Albany State: NY e 12202

COMTACT AND MESC. DLTALS

Phen, [518.555.1212 Fan [s98-555 1212
wonlle:  [518-5551212 ofice: [FiB-5551212
Email ™ farivinga gundagiocrs sty us

o f7mEE08 o | eesoaw [ L]

REVEWER ATTRIBUTES

Usericr T
Dfaull Reviewsr. [~

a

1024

353500

 MANDATORY FIELDS

NYS Office of Children and Family Services
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What You Do Comments/Prompts

371. The data in the Reviewer
Attributes section should be noted
and used to create the ser D ISRamirEE

corresponding user/role combination
in Siteminder, OCFS’s LDAP

REVIEWER ATTRIBUTES

Default Reviewer: [

software. This must be done before Role |D: g
the user can use their new login. Reviewer |D- 1024
Cantractor 1D: 359600

NYS Office of Children and Family Services 11-8
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AP P ENUD I X A

Changing Your Temporary
LDAP Password
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Changing Your Temporary LDAP Password

Appendix A: Changing Your Temporary LDAP Password

Many state, secure systems require users to have LDAP (Lightweight Directory Access Protocol) accounts.
When you initially receive an LDAP account, you will be issued a username and temporary password. The
first time you use the account you will sign in with the provided temporary password; then, you will create
your own password. After you use your LDAP credentials to sign in to this secure area, you can access CMS.

The CMS credentials govern the type of access that you have to this system. (See Chapter 1 for further

information).

Note:

Contact your supervisor and request that your password be reset.

Create Your Own Password
What you do

Comments/Prompts

378.  From your desktop,
double-click the Internet
Explorer icon.

Enter the following address
in the Internet Explorer
address bar:

http://intra.ocfs.state.ny.us/cms

379.  Enter your assigned
Username and temporary

Password, and then clic
the Login button.

&

Inkternet
Explorer

Address I

htkp:)finkra.ocfs, stake.my, usfoms

380. A message may display,
asking if you want to have
Windows remember this
password. For security
reasons, click the checkbox
left of Don’t offer to —
remember any more

5

AutoComplete

Do youwantWindows o remember this password, so thatyou
daon't have to type it again the nexttime you visitthis page?

/ ™ Don'tofferto remembier gny more passwords

Yes

passwords, then click the_
No button.

You will perform this procedure the first time you use your LDAP account. In addition, you
will need to follow this procedure if your password needs to be reset because you have
forgotten your password or attempted three times to log in with an incorrect password.

NYS Office of Children and Family Services
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What you do Comments/Prompts

381. At the Password
Change Request window,
enter your Old Password
(which is the temporary
password you have just
used) and a New
Password. You will only
see *s, not the text you

enter.

Note the rules for assigning
a password before
continuing. Retype the new
password again in the

Confirm New Password ) Clear this form

box.

Click the Change
Password button.

382.  Click the Continue
button.

383.  If this is your first use of

. New York State Directory Services
the .. You will then be M B
prompted to add a shared Pl o o ko i K o ot y P o e i @ o,
secret after creating your P35 ks yous shiarsd secrts condsnnal Hyou ever naed 1 ChANgs Yo aNSAETS, you can set Yo browser o LS

password. The Update
Shared Secret form opens in
a separate window.

NYS Office of Children and Family Services A-3
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What you do Comments/Prompts

384.  Click the drop-down
arrow next to the Select One
Question field to select a
question with which to

Please select 3 questions and answer them

associate your shared secret e nane ot my s et )
N hat i< the last name of my favorite teacher as a child?
What is the first name of my childhood best friend?
answer. [\where did my parents co their grocery shopping?
O vt veas the mociel of my first car?
hat i my favorite food?
what is my favorite cuisine?
[hat is my favorite type of wine?
Tab to the Answer and o oy ot i

viho is my favorte singsr?

Confirm Answer fields
and provide an answer to
the selected question (the
same answer should be in
both fields).

385.  Click the Submit
button to save your
information and continue. Gu

1 I
This shared secret is the
combination of a question

and answer known only to -
you. This allows you to be
uniquely identified by NYS
Office for Technology Help
Desk staff if you forget your
password and need
assistance.

Please select 3 questions and answer them

386. A confirmation message
displays. Click the
Continue button link to
close the window and

New York State Directory Services
User Administration - Henry User

display CMS.
Your directory entry has been successfully modified!
387. The Contract s ot s sty i
Management System o

(CMS) page displays. -

Contract Management System (CMS)

T T p——
o Mt Sy e

ot W . skens
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Maintenance Tables and
CMS Management
Functions

Topics
a Managing the System Maintenance Tables
b Maintaining Schedule Types
c Maintaining Budget Types
d Maintaining Budget Formats
Maintaining Budget Modifications Rules
f Maintaining Contract Documents
g Maintaining Advance Recoup Rules
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Appendix B: Maintenance Tables and CMS Management Functions

Concepts >

CMS is a dynamic, table-driven application. Much of the business and system rules that
govern CMS exist in a series of maintenance tables. The Maintenance Functions provide you
with a way to manage these tables — to add new items and edit existing ones. The tables are
accessed through the (Maintenance) Tables link. A series of special functions for managing
the more complex system tables are listed under the main Maintenance category.

The contents of maintenance tables can be modified at any time—however, the new “rules”
only go into effect for contracts and other basic data items such as budgets and contract
documents that are not currently in use. In addition, you may not be able to edit table entries
if there are contracts in effect that already use this information. For example, if there are
contracts that use the “T Contract” budget type, you cannot change the categories in the T-
Contract — you would have to set up a new budget type with the revised information.

Only users with CMS administrator privileges can modify the system tables and
use the maintenance functions. As a CMS administrator, you may be modifying the
tables based on requests from BCM administrators. You should not need to modify the tables
frequently, as most of the data currently in the system is based on the existing BCM
processing rules and guidelines.

The manual should be used as a guide for locating the appropriate maintenance table or
function. CMS administrators are responsible for understanding the various tables and list
items in the system, what the field names mean, and how they are used in the system.

NYS Office of Children and Family Services B-2
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Managing System Maintenance Tables

Concepts > The System Maintenance tables allow you to manage lists of items in the database: agencies,
budget categories, contact types, schedules, etc. These provide the values for various drop-
down lists throughout the application, and thus, the governing rules for managing contracts,
contractors, budgets, and schedules throughout the database. You can add items to these
lists, edit the properties of these items, inactivate items, or delete them.

Access to the System Maintenance tables and other maintenance functions is through the
CMS menu. CMS administrators select the Maintenance link and pick the desired
maintenance function.

Accessing the System Maintenance Tables

v" Before you begin: You are logged into the system as a CMS administrator.

What You Do Comments/Prompts

388.  From your CMS menu
column on the left, click the
Tables link in the
Maintenance section. e

Note: Only CMS
administrators can see the
maintenance functions.

s ! Mot Syt st

MAINTENANCE
TABLES

SCHEDULE TYFES
BUDGET TYPES
BUDGET FORMATS
BUDGET MOD RULES
CONTRACT DOCUMENTS
ADVANCE RECOUPMENT
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The System Maintenance Tables page appears.

The basic view of the System Maintenance Tables page contains four basic elements:

@ The Maintenance Table
drop-down list. Select the

SYSTEM MAINTENANCE TABLES

® The Load button
and Show Inactive

/

table you want to manage
from this list, and the page
will update to contain the
table entries for the
Maintenance Table.

Maintenance Table [AGENCIES

Name

01000 Executive Charmber

01050 Office of General Servces
01170 Division for Youth

01580 Zouncil of Children & Families
0323000 Departrment of Law

05000 Office of Court Admin-MYC
08000 Department of Civil Service

ADD RECORD

I Al Type

Executive Chamber

Office of General Services
Diwision for Youth

Council of Children & Families
Department of Law

Office of Court Admin-MyC

Department of Civil Service

checkbox allow you to
view inactive items.
Click the Show
Inactive checkbox then
click the Load button to
view the disabled items.

Load | [ show Inactive

Description I Date Begin IDEQ?QDDE

Add

0150292004
015022004
Ofrzrzo04
grm3r2004
oro2rzang
0150262004
015022004

12000 Health Central Admin
14000 Departrment of Labor

Health Central Admin

Cepartment of Labor

O1inzrzong
O1inzrzong

12000 Main Office Social Service

Main Office Social Services

aga|ojga|o|jao|oooia

01in2rzo04

216921 @ The table entries for the selected

2ogon  Maintenance Table. The columns in the table
- s000d correspond to columns in thg selected

== database table. You may edit a record, add a
27000 ¢

record, delete a record, or disable (inactivate)
a record. Only active items are displayed in
the list, unless otherwise selected.

Inity Se

narmic g

© The Add Record section contains
text boxes corresponding to the
columns in the selected maintenance
table. You fill in the text boxes and

E Family]
porary

O|o|a|jooojojo;gaaao|Im

click the Add button to add a new
item to the table.

Update |

NYS Office of Children and Family Services
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System Maintenance Tables

Not all the system tables have the same structure. Although they all contain at least a Name
and a Date Begin column, others may have specialized columns, based on the type of list
stored in the table. Therefore, the Add Record area for each system maintenance table is
table specific. The following is a list of system maintenance tables, along with a snapshot of

the appropriate Add Record structure.

Table Title

Add Record Structure

Advance Pcts (Advance

Date Begin

Sort Order

Training TMEF {Y/N)

Parent Budget Category R ~ | Cateyory Level Ind

ADD RECORD

Percentages)

Hame I Description I

Advance % | Date Begin  [09/26/2004
Agencies ADD RECORD

Mame Al Type |

Description | Date Begin [19/25/2004
Amendment Types ADD RECORD

Hame | Description |

Date Begin |0B/27./2005

Cost Amendment Indicator (YN) |
Assembly Districts ADD RECORD

Hame |

Date Begin |Dav28/2004
Batch Types ADD RECORD

Hame | Description |

Date Begin |15/25/2004
Budget Categories ADD RECORD

Hame I Description I

IDQQBQDDd

Use In Admin Ceiling Calc. I
Training Reimbursable (YN} I

—
—
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Table Title

Add Record Structure

Budget Columns

ADD RECORD
Hame | Description |
Date Begin [03/25/2004
Budget Mod Statuses
ADD RECORD
(Budget Modification
Statuses) Code | Description |
Date Begin [09/28/2004
Caps Codes ADD RECORD
Caps Code | %1& Begin |D9QBEDD4
Charity Exmpt Reas
. ADD RECORD
(Charity Exempt Reasons)
Hame | Description |
Date Begin |19/25/2004
Contact Types ADD RECORD
Hame | Description |
Date Begin |06/27/2005
Contractor |
Contract Models ADD RECORD
Hame | Description |
Date Begin [09/26/2004
Contract Prefixes ADD RECORD
Code | Description |
Contract Prefix Curr Seq | Date Begin |09/25/2004
Contract Status ADD RECORD
Hame | Description |

Date Begin ||:|9f28f2|:u:|4
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Table Title

Add Record Structure

Contract Years ADD RECORD
Description | Date Begin |D9EBEDEI4
Corresp Cats ADD RECORD
(Correspondence
Categories) Code | Description |
Date Begin |05/03/2006
Corresp Types
(Correspondence Types) ADD RECORD
Code | Description |
Date Begin |05/03/2005
County Regions ADD RECORD
County | =] Region | [
Date Begin [19/25/2004
Divisions ADD RECORD
Hame | Description |
Date Begin |09/26/2004
Document Types ADD RECORD
Hame I Description |
Date Begin |0av28/2004
Template Indicator (¥/H) |
Econ Dev Products ADD RECORD
(Economic Development
Products) Name | Description |
Date Begin |09/25/2004
Ethnicities ADD RECORD
Hame | Description |
Date Begin [09/25/2004

NYS Office of Children and Family Services
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Table Title

Add Record Structure

Expend Hold Reasons
. ADD RECORD

(Expenditure Hold

Reasons) Name | Description |
Date Begin |19/26/2004

Expenditure Status ADD RECORD
Hame | Description |
Date Begin [09/25/2004

Expenditure Types ADD RECORD
Name | Description |
Date Begin |09/25/2004

Hold Categories ADD RECORD
Code | Description |
Date Begin [09/25/2004

Log Review Scheds (Log ADD RECORD

Review Schedules) Schedule Type I 'l Log Review Stage I 'l
Mumber of Scheduled Days I Date Begin ID?QBQDDE
Sort Order I
Role I 'l Check Holds Indicator (Y/M) I
Allow Manual End Date I Sig. Stage {CRS,0CS,055,AG5) I
Review Signed Contract Stage? I

Log Review Stages ADD RECORD
Hame | Description |
Date Begin |07 /2812008
Log Review Stage Parent | j

Contractor Indicator |

Log Status

ADD RECORD
Hame | Description |
Contract Status | | Date Begin [09/26/2004

NYS Office of Children and Family Services
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Table Title

Add Record Structure

MWBE Industries ADD RECORD

Hame | Description |

Econ Dev Product | x| Date Begin |05/25/2004
Maintenance Cats ADD RECORD
(Maintenance Categories)

Name | Date Begin |III9IEBD_IZIEI4
Maintenance Columns ADD RECORD

Name | Description |

‘fisible Indicator |

Insert Indicator |

Update Indicator |

Mandatory Indicator |

Description | Name |
Maintenance | j Date Begin IDBJ‘EBQDDA
Column Length |

Lookup Indicator | HName |

Mame | Mame |

Maintenances ADD RECORD

Mame | Description I
Maintenance Category | | Date Begin [09/25/2004

View Only Indicator (Y/N) |

Procurement Types

(Program Report
Frequencies)

Code |

Date Begin [09/25/2004

ADD RECORD
Coie | Description |
Date Begin |019/25/2004
Program Report Freqs ADD RECORD

Program Report Freq. Desc.

Program Names

ADD RECORD

Hame |

Description |

Date Begin |IIIEJEBD_EID4

Budget Type |

=]

NYS Office of Children and Family Services

B-9




Contract Management System

Maintenance Tables and CMS Management Functions

Table Title

Add Record Structure

Reasons ADD RECORD
Code | Description |
Hold Category | | pate Begin |09/25/2004
Regions ADD RECORD
Code | Description |
Date Begin |19/25/2004
Retainage Pcts ADD RECORD
(Retainage Percentages)
Retainage % | Hame
Date Begin IDBEB;‘?DM
Reviewers ADD RECORD
Hame |
Date Begin D3v26/2004
Userid |
Role | =]
Roles ADD RECORD
Hame | Description |
Date Begin |09/25/2004
Sched Type Tasks ADD RECORD
(Schedule Type Tasks)
Hame | Description |
Date Begin |[19/26/2004
Schedule Types ADD RECORD
Hame I Description I
Date Begin IDB;"EBQDDJJ,
Humber of Prompt Contract Days I Schedule Type Task | j
Senate Districts ADD RECORD
Hame | Code |
Date Begin IDBEBEEIEM
NYS Office of Children and Family Services B-10
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Table Title Add Record Structure
Sub Program Names ADD RECORD
Hame | Description |
Date Begin |09/26/2004
Voucher Freqs ADD RECORD
(Voucher Frequencies)
Mame | Description |
Date Begin |[19/25/2004
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Adding Records to a System Maintenance Table

Concepts > Although the system maintenance tables may contain different sets of information, the
general procedure when adding a record is the same for all the system maintenance tables.
You select the table, fill out the data in the “add record” section, and click the Add button.

Adding a New Record to a System Maintenance Table

v" Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page.

What you do Comments/Prompts
389. Locate the table name .
Maintenance Table -
(for example ADVANCE ADVANCE PCTS J
PCTS) from the =

Maintenance Table drop-
down list and select it.

The System Maintenance
Table page updates to
display the ADVANCE
PCTS table information.

390.  Fill out the Add
Record section. All the
fields should be completed.

You should always view the
inactive records for a table
before you add a new record.
There may be an inactivated
record that matches your
needs. If so, activate the

existing record.
The Date Begin field is the\

date the new record is
activated in the system.
CMS automatically sets the
Date Begin field to the
current date. You can
override this and assign a
future date. The new
advance percentage would
not be available as a drop-
down selection to users until
the Date Begin value.

I AMEMDMENT TYPES
Advance % I_pﬂ-.SSEI'I.ﬂEIL“rr DISTRICTE

NnParreA

ADVARICE PCTS

AGEMCIES

BATCH TYPES

BUDGET CATEGORIES
BUDGET COLUMMS
BUDGET MOD STATUSES
CAPS CODES

CHARITY EXMPT REAS LI

SYSTEM MAINTENANCE TABLES

Maintenance Table [ADVANCE PCTS =l Load | ™ show Inactive

ADD RECORD

Description |1 A Percent

Advance % |15]

100% 100 Percant

[
=S

-
=S

[iu)
=S

Date Begin (U227 /2005

Click the Add button.

Add |
0 080372004 [ -
100 080372004 [ -
20 080872004 [ -
25 080372004 [ -
40 080372004 [ -
30 080372004 [ -

_Update |

The new record is added to the ADVANCE PCTS

NYS Office of Children and Family Services
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What you do Comments/Prompts
391.  Locate and verify your .
) Yy Maintenance Table | ADVANCE PCTS | Load | ™ show inactive
new entry in the table.
ADD RECORD
Hame | Description |
Advance % | Date Begin [05/27/2005
Add
0% DPercent D nemaizond | [ O
100% 100 Percent 100 emzond | [ O
15% 15Percent 15 06/27/2005 [ M
20% 20 Percent 20 oemoizons [ O
25% 25 Percent 25 eMmzons | [ O
40% 40FPercent 40 emzond | [ O
30% 90 Percent 90 oemizons [ O

Update |
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Editing Records in a System Maintenance Table

Concepts >

All system maintenance tables follow the same process for editing the record. You select the

table, select the record, then make your changes to the existing data and click the Update
button. As mentioned earlier, you may not be able to edit certain pieces of table information
if there are contract records using it. If this happens, you might consider adding a new item
and deactivating the old one to implement your change.

Editing a Record in a System Maintenance Table

v" Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page.

What you do Comments/Prompts
392. Select ADVANCE '
mMaintenance Tahble | ADVANCE PCTS ~
PCTS from the J
Maintenance Table drop- b -
down list. e <R RIS
N I_ AGEMCIES
. ame AMENDMENT TYPES
The System Malntenance ASSEMBLY DISTRICTS
Table page updates to Advance % I BATCH TYPES
display the ADVANCE BUDGET CATEGORIES
PCTS table information. BUDGET COLUMME
BUDGET MOD STATUSES
CAPS CODES
0% 1 Parcad CHARITY EXMPT REAS  +|
393.  Locate the record you

want to modify and click the
Name link.

The selected record is
loaded and displayed in the
Update Record section.

Maintenance Takle | ADVANCE PCTS

x| Load | [T show Inactive
ADD RECORD

Hame |

Description |

Advance % |

a 0 Percent
100% 100 Percent
5 Percent
20 Fercent
25 26 Percent
40 40 Percent
aa 40 Fercent

Date Begin IEIE;Q?;QDD:'S

Add
0 oaraarzond - -
100 oe/mazond |
14 DB/27TiZ008 [ |
20 oaroarz004 -
25 oararzond - -
40 0B/Mmxz004 - |
g0 oe/mzzo0d - |

Update |

NYS Office of Children and Family Services
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What you do Comments/Prompts
394. The Add button has
been rep]aced by the Maintenance Tahle IADVANCE PCTS j Load | [T ghow Inactive

Update button.

Enter the new date in the
Date Begin field.

Click the Update button.

395.  The table is updated
and the page displays the
new information.

The Add button has
replaced the Update
button.

The revised record appears
in the table.

\ 100% 100 Percent 100 0032004
5% 15 Percent 15 062002005 D

UPDATE RECORD

Name |15% Description |15 Percent
Advance % |15 Date Begin |05/27/2005

update | Cancel |

0% OPercent 0 08/03/2004 [ r
100% 100 Percent 100 0803/2004 [ |
15% 15 Percent 15 0B/27/2005 [ r
20% 20 Percent 20 08/08/2004 [ r
25% 25 Percent 25 080372004 r
40% 40 Percent 40 08/03/2004 [ r
90% 90 Fercent 90 0803/2004 [ |

Maintenance Tahle | ADVANCE PCTS | Load | ™ show Inactive

ADD RECORD
Name | Description |
Advance % | Date Begin [05/27/2005
Add

0% OFercent D 08/03/2004 [

—

20% 20 Percent 20 0s8/08i2004 -
26% 25 Percent 25 085032004 [
40% 40 Percent 40 na/03zo0d4 [
20% 90 Percent 90 ng/0zizo004 [

Update

\_‘I‘I‘I‘I‘I‘I‘I
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Making Records Inactive (Deactivating Records)

Concepts > When you make a record inactive, you prevent users from seeing the record in the system
through drop-down lists, tables, etc. For example, if you deactivate the 15% advance
percentage value, you prevent users from assigning this value to any new contract records,
because the 15% entry will not appear as a valid selection. However, any existing contract
records that previously used the value will still be governed by the 15% advance percentage
value.

In certain cases you cannot inactivate a record that is in use on the system — if you attempt
to do so, you will receive an error message indicating that you cannot inactivate them.

Deactivating a Record in a System Maintenance Table

v" Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page.

What you do Comments/Prompts
396&01118?}11?;\4@?52?;?1&%2’5& Maintenance Takhle | ADVANCE PCTS j
drop-down list. | =
ADvARNCE PCTS
The ADVANCE PCTS AGEMCIES
table information displays. Name | AMENDMENT TYPES
ASSEMBLY DISTRICTS
Advance % | BATCH TYPES
BUDGET CATEGORIES
BUDGET COLUMMS
BUDGET MOD STATUSES
CAFS CODES
N5 N Paread CHARITY EXMPT REAS x|

397.  Locate the record you

want to deactivate. Click Maintenance Table [ADVANCE PCTS ~| Load | I show Inactive
the Inactivate check box to ADD RECORD
Flsﬁe a check mark in the Name | Description |
ield.
Advance % | Date Begin [05/27/2005
Click the Update button.
0% 0OPercent 0 08032004 [ O
100% 100 Percent 100 0903/2004 [ (]
16% 14Fercent 15 uaxzmnns@ (]
20% 20 Fercent 20 os0esz004 O
25% 25 Percent 25 0903/2004 [ (]
40% 40Fercent 40 08032004 [ |
90% 90 Fercent 90 0%0z004 [ ]

Update |
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What you do Comments/Prompts

398.  The record is
nactivated and the page is
updated. The inactive
record no longer displays on

this page. Hame !
Advance % |

To see a list of inactive

advance percentages, you

need to load the inactive

records. 0% 0 Percent

100% 100 Percent

20%
5%

i

i

(T R | ]

20 Percent
24 Percent
40 Percent
90 Percent

0
100
20
25
40
40

Maintenance Table | ADVANCE PCTS =| Load | [T show Inactive

ADD RECORD

Description |

Date Begin |06/27/2005

Add
na/m3izo04 [ (]
ngrosjzood (]
narog/z004 [ (]
nemarzond (Il
nemarzond (Il
nemarzond (Il

Update |

NYS Office of Children and Family Services
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Viewing Inactive Records

Concepts >

By default, the CMS System Maintenance tables display only the active records. To view the
inactive records, you must load the inactive records for display on the page.

You should always view the inactive records for a table before you add a new record — there
may be an inactivated record that matches your needs. If so, you would activate the existing

record.

Viewing Inactive Records from a System Maintenance Table

v" Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page.

What you do Comments/Prompts
Select ADVANCE .

PCTS from the Maintenance Table | ADVANCE PCTS j

Maintenance Table drop- -

down list. OsCE PCTS
AGEMCIES

The ADVANCE PCTS Name I AMEMNDMENT TYPES

table information displays. ASSEMBLY DISTRICTS

Advance % | BATCH TYPES

BLUDGET CATEGORIES
BUDGET COLLIMMS
BLUDGET MOD STATUSES
CARPS CODES

Q% 1 Pared CHARITY EXMPT REAS x|

400. Click the Show Maintenance Table [EAupE e =g=ley g
Inactive checkbox. ADD RECORD

Click the Load button to Name | Deseription |
refresh the page and only Advance % | Date Begin |DEI2?f2E|DS

the inactive records are

¥ Show Inactive

Update

displayed.
0% OPercent 0 DEin3izo04 [ O
100% 100 Percent 100 DEi03/2004 [ O
20% 20 Percent 20 08092004 [ (m
25% 25 Percent 25 DEin3izo04 [ O
40% 40 Percent 40 DEin3/2004 [ O
a0% 90 Percent 90 08032004 [ (m
_Update |
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What you do Comments/Prompts
401.  The column heading Maintenance Table [ADVANCEPCTS  ¥] Loadl | & show inactive
now says “Activate” rather
than “Inactivate.” ADD RECORD
Hame | Description |
If you want to return to the Advance % | Date Begin [06/27/2005
active view, you would
uncheck the Show Add
Inactive box and click the
Load button.
16% 15Percent 15 0202005 [ O

Update |

NYS Office of Children and Family Services
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Reactivating Inactive Records

Concepts > You may update previously inactive system maintenance table records, making them active.
This can be a time saving alternative to adding new records.

Changing Inactive Records to Active Records

v' Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page. You have located your inactive record.

What you do Comments/Prompts
402.  While viewing the Maintenance Table |ADVANCE PCTS ~| Load | ¥ Show Inactive
Inactive records of a ADD RECORD

maintenance table, place

check mark in the Activate | Description |

column for the desired Advance % Date Begin IDEQ?QDD:S

record.

Click the Update button.

15% 15 Percent 15 062002005 | O ‘

403. The page is updated,
and the activated record no
longer appears in the table. ADD RECORD

The table is still displaying S [ oesciption [ |
inactive records.
Advance % I Date Begin IDEQ?QDDS

Click the Show Inactive
field to remove the check
mark. Click the Load |

Maintenance Table RN ‘ Load | [T Show Inactive

button to display the active _Update |
records.
404. The active entries are Maintenance Table | ADVANCE PCTS ~| Load | ™ Show Inactive

now displayed. Locatfe the ADD RECORD

record that you reactivated

in the table. Name | Description |

Advance % | Date Begin IDBQF’QDDS
Add

0% OPercent 0 0BM32004 [ O
100% 100 Percent 100 0EM32004 [~ O
15% 1% Percent 15 0B/2002005 | [~ ]
20% 20 FPercent 20 RN O
26% 26 Percent 25 082004 | [ O
40% 40 FPercent 40 082004 | [ O
80% 90 FPercent 30 0E/M32004 [ O

Update |
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Deleting Records

Concepts > As an alternative to editing or inactivating a system maintenance record, you may opt to
delete one. This permanently removes the list item from the database. If a record is deleted,
the only way to restore the record is to add a new one, reflecting the same previously-deleted
values. Both active and inactive records can be deleted.

Deleting a Record

v" Before you begin: You are logged into the system as a CMS administrator and have
opened the System Maintenance Tables page. You have selected the desired System
Maintenance table and located your active or inactive record.

What you do Comments/Prompts
405. Locate the desired Maintenance Table | ADVANCE PCTS =] Lead | = show inactive
rfacord an(?l click the Delete ADD RECORD
field, placing a check mark
in the box. Name | Description |
Advance % | Date Begin |DB;’27EDDS
Click the Update button.
Add
0% 0Percent ] [l (|
100% 100 Percent 100 (|
16% 16 Fercent 15 062002005 [ |
20% 20Fercent 20 nemmizong |
25% 25Fercent 25 De/msizons [ |
40% 40Percent 40 De/m3izons [ |
90% 90Percent 90 Dem3izond [ |
Update |
406. The deleted record no Maintenance Table [ADVANCE PCTS =] Load | ™ show Inactive
longer appears on the A E D
screen.
Name | Description |
Advance % | Date Begin [16/27/2005
Addd
0% 0OPerent D 08M2/2004 [ O
100% 100 Percent 100 08M2/2004 [ O
20% 20Percent 20 0892004 [ O
25% 25Percent 2% 08M2/2004 [ O
40% 40Percent 40 08M2/2004 [ O
80% 90Percent 40 08M2/2004 [ O
Update |
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Concepts >

407.

Maintaining Schedule Types

The Schedule Types maintenance function allows you to manage existing CMS schedules.
Before a schedule type is used by a task, you can view the schedule details and edit them,
reordering the stages, changing the stage properties, deleting stages, and adding new stages
to the schedule.

Once a schedule type is used by a task, there are limited changes you can make to it. You
cannot reorder the stages or add a new stage since this would impact the task in progress
that is using the schedule type. You can however, change the scheduled days and various
flags for the stages.

The name of the Schedule Type is not defined through the Schedule Types function. The
Schedule Types available are based on those records defined in the Schedule Types System
Maintenance Table.

Selecting a Schedule Type and Viewing Schedule Type Details

v' Before you begin: You are logged into the system as a CMS administrator.

What you do Comments/Prompts

Lt Lucy [CMSADMIN |
LasauT

From your CMS menu

column on the left, click the e
HBOK
Schedule Types link in the contract caoues ﬁ
Maintenance section. e ol
S Contract Management System (CMS)
1L0OG SCREFN
The Schedule Types page o
appears. T T "
pp }t","‘_—" . The Diasion of Administration, Bureau of Comract Management (BOM) s pleased 1o
RIPORTS annaune eetract Managemant System (CMS) functionaliy i
B et tha sty b vean comactn o ol tasha 1o gy correlted slooen of
Note: Only CMS . Bt S e o
: 3 HOLDS CUERT ing AKUER 1D AREIT h Aty navigation questions.
administrators can see the .
. . BULLETIN BOARD DM continues o offer a 3-hour IIﬂlllr:"I:m OS5 Iraining l\': EUIHIHL1IN!":w
maintenance functions. comuseonuenc R v Tt o S0, B ey
SEAREH en tef onlies vRndore th Bl them with contract

i ALLnE e ol e A
TABELES

s act dfevelopiment snd clectronk: signatures,

[
€ 18y 443 8042 and (540} 474 B155.
®

SCHEDULE TYPES

MAINTEHANCE
TaDLES / BUDGET TYPES

SEHEDULE TYPES

BUDGET FORMATS
S BUDGET MOD RULES
CONTRAET baCUNENTS le

e i—— CONTRACT DOCUMENTS

ADVAHCE RECOUFMENT
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What you do Comments/Prompts
408. The Schedule Type page CONTRACT SCHEDULE TYPES
appears.
SCHEDULE TYPE 2005 REY 140 NON-LEG WO CS AG-05C [CONTRACT] j
Initial Avward PROGRAM o ] M M ] Edit
Request Coding BCMADMIN o N M M Y Edit
With Contractar PROGRAM 30 N M M N Edit
Program Review PROGRAM 23 N M M N Edit
Internal Review 2N N M M N Edit
------ Internal Review BCM BCMADMIN 2N N M M N Edit
—————— Internal Review Legal LEGAL Hil M N N M Edit
—————— Internal Review Budget BUDGET Hil M N N M Edit
Reguest Coding 2 BCMADMIN 1] M N N M Edit
Package to Contractor for Signature PROGRAM 7 M N N M Edit
Reguest Coding 3 BUDGET 3 Ad N N M Edit
OCFS Signature & Processing BCMSIG 16 M N N M Edit
AC-340 Processing BCMSIG 1] M b N M Edit
AGIOSC Review BCMSIG 3n ] M W ] Edit
<=
TOTAL DAYS IN SCHEDULE 130

Review Stage |

Rale: hd Days

T aczd4nstage T Hold Stage [T Approval Stage [T Manual End Date

|

Signature Stage |NONE ﬂ
Bl
409.  Click the downward SAMPLE CONTRACT SCHEDULE =l
arrow in the Sche.dule LEGISLATIVE T =
Type drop-down list box MOL

and select the schedule you
want to review or edit.

OFFLIME CONTRACTS
FROG EAFENDITURE

PROGRAM ADVANCE
[REFUND

A reminder, there are

o NTRACT SCHEDLUILE
limited changes you can
ke t hedule t that SERVICES BUD MaD
make .O schedule types a T CONTRACT |-
are being used by tasks. TRAINING AMEND PUBLIC
TRAIMING BUD MOD ~
410. The page displays the CONTRACT SCHEDULE TYPES
selected schedule
SCHEDULE TYPE 2005 REV 150 NON-LEG Wi0 CS AG-05C [CONTRACT] =1
b
Each Stage s scheduled days Initial Award PROGRAN 00N N N N Edit
are listed in the Scheduled Request Coding BCMADMIN 00N N N ¥ Edit
With Contractar PROGRAM 30 N M M N EdiT
Days column and the total Program Review PROGRAN 3N N N 1 <E§E:>
days in the Schedule iS Internal Review 2 N M M N kit
O I T Y V. U, - Interial Review BCM BCHMADMIN 2 M N N M Edit
11Sted at the bOttOm Of t’he —————— Internal Review Legal LEGAL Hil M N N M Edit
schedule. - Internal Review Budget BUDGET 2 N N N N Edit
Reguest Coding 2 BCMADMIN 1] M N N M Edit
Package to Contractor for Signature PROGRAM 7 M N N M Edit
If you want to change of the Request Coding 3 BUDGET I N N N Edit
. . . OCFS Signature & Processing BCMSIG 16 N M M N Edit
review stages, click the Edit AC-340 Processing BCMSIG 0N ¥ N N Edit
hnk fOI' that stage. AGIOSC Review BCMSIG 30 il M Y il Edit
o=
TOTAL DAYS IN SCHEDULE 130
Review Stage | j

Role: hd Days

I acadnstage [T Hold Stage [T Approval Stage [ Marual End Date

[nonE =

Signature Stage

Add
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What you do Comments/Prompts

411.  Fields will appear for CONTRACT SCHEDULE TYPES
you to edit the stages
properties. Make any
necessary changes and click

SCHEDULE TYPE 2005 REY 150 NON-LEG YWiD C5 AG-0SC [CONTRACT] ﬂ

Initial Award ~ PROGRAM o M N N N
the Update button to save e
h th C 1 Ceding BCMADMIM o M N N A
your changes, or the Cance D R— o w " v | .
button to return to the e R s e

previous screen without
saving your changes.
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412. The screen will refresh

. SCHEDULE TYPE 2008 REV 150 NON LEG WID CB AG-OEC [CONTRACT] j
and display the changes you
just made. ilial Ao PROGRAM 0 N M M N £

Frequest Coding BCMADMIN 0 M M ] i 3]
With L — FPRUGRAM El] M N ™ £
W PROGRAM 5 M M M

ntemal e 2l B B b
et al Reriew HUHW HEMALHIN ] N [ N N (7]
atimial Rievirews Lirgal LEGAL 71 M M H N Euid
--—intemnal Review Dudget DUDGET n M L) L L =]
Fequest Coding 2 HUMADMIN u ] L] M N |5}
Packagre t Sonraclo for Signalun: PROGRAM LA M H N Euid
equest Coding 3 DUDGET 3 ¥ M N N Em
5 Bignature & Frocessing BOMEIG 16 M L] M N o
A 340 Process BEMSIG 0N v H N Euid
AGIOSE Review DEMSIG w N M i N Em
<>
TOTAL DAYS IN SCHLDULE 1=
Revlew Stage [ =l
Role i Lays.
T acyostage T Hod Stage [ Appeoval Stage [ Manual Cna Cate
Signature Stage [MonE |

]
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Updating a Schedule Type

Concepts > A Schedule Type can be updated in a variety of ways before it is being used by CMS tasks
such as contracts, renewals or expenditurse. You can add new items to the list, reorder the
items in the review schedule, change the number of days assigned to a stage and set stage
indicators, and delete review stages.

Adding a Review Stage

v" Before you begin: You are logged into the system as a CMS administrator, and have
located and opened a schedule from the Schedule Types maintenance module.

What you do Comments/Prompts
413. At the bottom of the COMTRACT SEIEpULE vt
Contract Schedule Types SCHEDULE TYPE | SAMPLE CONTRACT SCHEDLILE [CONTRACT] =l

page, fields are available for
you to add a new review
stage.

Ml initial foward 1GHA o N N

W
cz zzz Tz

Txzxzzz=zz

Signature Stage [monE kg =]
|
: CONTRACT SCHEDULE TYPES
414.  Enter a new review
tage’ ti ing th
stage s properties using e SCHEDULE TYPE SAMPLE CONTRACT SCHEDULE [CONTRACT] =
entry fields.
MoveUn  Initial Award PROGRAM 0 [ M M M Edit Delete
. Movelp Frogram Review PROGRAN % N N 1 M Edit Delete
Click the Add button. MoveUn ith Gontractor PROGRAM BN N N N Edit Delste
Movelln Internal Review 20 M N M & Edit Delete
MoveUp -~ Internal Review BCM BCMADMIN 20 [ M M M Edit Delete
MoweUp Fackage to Cortractor for Signature. PROGRAM % M N 1 M Edit Delete
LUp OCFS Signature & Processing BCMSIG 15 M N hd &} Edit Delste
end Approved Contract BCMSIG 3 M N M & Edit Delete
<>
TOTAL DAYS IH SCHI ILE 123
Review Stage [ INTERMNAL REVIEW EQDD |
Role: EOQDD he Days: 10
[T Ac34ntane [ Hold Stage 7 Approval Stase ¥ Manual End Date
Signature Stage [MONE =l
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What you do Comments/Prompts
415. The page is updated and CONIRACT SCHEDULE TYPES
displays the new stage that
. SCHEDULE TYPL BAMPLE CONTRACT SCHEDULE [CONTRACT] =]
was added to the list. |
Mol Il At PROGRAM BN N N M £t Delote |
Note. The number Of days Mirelin Program Resew PROGRAM ¥ N N H N on Delete
f ' t st d th Mgwalp v Contractor FROGRAM E] N N N E04 Deleta
or a parent stage an e Miowlp el Review non n " v £t Delite
. L P ECWADMIN F] i T o 4 Dielet
Total Days do not change if Hartlp —ramuReawEoDD (00D won o N Eb
1 1 el Fcreer donbir-Siaadicis EROGE) 5 b b " - TR
another child Stag? 1s added Mowslp OCFS Signatre & Processing  BCMSI 15N N ¥ N Ead Delets
tO a parent stage since the Mimellp Sord Appenrd Conlract BCMEIG 3 M M N N Eufit Dok
added Child stage days Will TOTAL DAYS I SCHEMILF 123
occur concurrently with the P—— | =
parent stage’s days. frte E
™ ac0stage I Hold Stage [ Approval Stage [ Manual Cne Date
signature Stage [nonE =]
A |
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Ordering Stages in a Schedule

v" Before you begin: You are logged into the system as a CMS administrator, and have
located and opened a Contract Schedule from the Schedule Types maintenance module
that has not been used by a CMS task yet.

What you do

Comments/Prompts

416.  Click the MoveUp link
next to the review stage you

wish to move. \

417.  The item moves up one

position in the list. \

Continue clicking the
MoveUp link until the
review stage is in the
desired position.

Note: There is no
“MoveDown” link. You
move an item down by
moving the item(s) below it
up.

SCHEDULE TYPE

Movellp Initial Award

MoveUn Program Review

MoveUp With Contractor

Movellp Internal Rewiew

Movellp - Internal Reviess BCM

Movelp - Internal Reviews EODD
Movelp Package to Contractor for Signature
Movellp OCFS Signature & Processing
Movellp Send Approved Contract

<=

PROGRAM
PROGRAM
PROGRAM

BCMADMIN
EODD
PROGRAM
BCMSIG
BCMSIG

15
35
20
20
10
15
15

zlz|z|z|z|z|z|z|=2

Z Zz=Z =z =z =z =z ==

z <z =zzzzz=zz

SAMPLE CONTRACT SCHEDULE [CONTRACT]

zlz|z|=|z|=|z|2|2

TOTAL DAYS IN SCHEDULE

SCHEDULE TYPE

MovelUp Initial Award

MovelJp Program Review

MovelJp With Contractor

Movelln Internal Review

Moveldp ------ Internal Review BCM

Movellp —--| Internal Review Legal

MovelUp Package to Contractor for Signature
Movelln OCFS Signature & Processing
Movel)p Send Approved Contract

<=

FROGRAM
FPROGRAM
PROGRAM

BCMADMIN
LEGAL
PROGRAM
BCM

BCM

SAMP

LE CONTRACT SCHEDULE

25
a0
20
20

25
15

zlz|z|z|z|z|z|2|2

Z =z =z =z =z = =

zl<|z|z|z|z|z|z2|Z2

TOTAL DAYS IH SCHEDULE

118
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Editing a Review Stage

v" Before you begin: You are logged into the system as a CMS administrator, and have
located and opened a schedule type from the Schedule Types maintenance module.

What you do Comments/Prompts
418 Click the Edit link for SCHEDULE TYPE SAMPLE CONTRACT SCHEDULE |
the desired Review Stage.
Moveldy Initial Award PROGRAM o N N M Edit Delete
. Movelp Program Review FROGRAM 25 M M M Edit Delete
The page 1s updated, and MoveUp With Contractor PROGRAM a0 N N N CEdit Dlete
Moveldp Internal Rewiew 20 M N M Edit Delete
the SCheduled Days and Movelp —--- Internal Review BCM BCMADMIN 20 M M M Edit Delete
. .
Indlcator flelds have been MoveUp - Intemal Review Legal LEGAL 5 N il N Edit Delete
: MoveUn Package to Contractor for Sighature. PROGRAM 25 N N N Edit Delete
aCtlvated and can be MoveUn OCFE Signature & Processing BCM 15 I il b Edit Delete
updated. MoveUp Send Approved Contract BCM 3 N N M Edit Delete
o=
TOTAL DAYS IH SCHEDULE 118
419 Enter the desired SCHEDULE TYPE SAMPLE CONTRACT SCHEDULE =l
changes.
Moveln Initial Award PROGRAM 0 N N N Edit Delete
Mavelln Program Revigw PROGRAM M il il Edit Delete
: : Movellp With Contractor PROGRAM < :‘j >I— M O O Undate Nancel Delete
Clle the Update 11nk MoveUn Internal Review 20 N n n Delete
MoveUp ---Internal Review BCM BCMADMIN 0 i N N Edit Delate
. MoveUp —-—Internal Review Legal LEGAL 5 N n n Edit Delete
If you dO not hke the MoveUn Package to Contractar for Signature PROGRAM 25 N N N Edit Delete
: MoveUp OCFS Signature & Processing BCM 15 N n ¥ Edit Delete
Changes’ you can Clle MoveUn Send Approved Contract BCM 3 M il il Edit Delete
Cancel to remove your <>
TOTAL DAYS IN SCHEDULE 118

proposed changes. .
Note: You cannot change the role assigned to the

review stage. You would have to create a new review
stage in order to change the role.

420. The updated schedule

appears on the page. SCHEDULE TYPE SAMPLE CONTRACT SCHEDULE ﬂ

NOthG that the number Of Movelp Initial Award PROGRAM 1} N N M Edit Delete
Movellp Program Review PROGRAM 25 M M N Edit Delete

Total Days In Schedule Movelp With Contractor PROGRAM [EDX N N Edit Delete

was automatically Movellp Internal Review 20 M M M Edit Delete
Movellp ------| Internal Review BCM BCMADMIN 20 N N N Edit Delete

recalculated. MoveUp —---Intemal Review Legal LEGAL 5 H H N Edit Delete
MoveUp Package to Gontractor for Signature PROGRAM 25 M M N Edit Delete
Movellp OCFS Signature & Processing BCM 19 M M b Edit Delete
Movellp Send Approved Contract BCM 3 M M N Edit Delete
<>

TOTAL DAYS IH SCHEDULE

0
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Deleting a Review Stage

v" Before you begin: You are logged into the system as a CMS administrator, and have
located and opened a schedule type that is not being used by a task from the Schedule
Types maintenance module.

What you do Comments/Prompts
3 SCHEDULE TYPE SAMPLE COMNTRACT SCHEDULE B
421. Locate the review stage H
you wish to delete. Click the
. Moveldp Initial Award PROGRAM o N N M Edit Delete
Delete llnk for the Stage‘ Mavellp Pragrarm Rewiew FROGRAM 25 M M ) Edit Delete
Moveldp wyith Contractar PROGRAM 34 M M M Edit Delete
MoveUp Internal Review 20 & & M Edit Delete
Moveldp ----— Internal Review BCM BCMADMIN 20 M M M Edit Delete
Movelp -----| Internal Review Legal LEGAL i N N M Ed{ Delete
Moveldp Package to Contractor for Signature PROGRAM 25 M M M Edit Delete
MoveUp OCFS Signature & Processing BCM 15 N N A Edit Delete
Moveldp Send Approved Contract BCM 3 M M M Edit Delete
==
TOTAL DAYS IN SCHEDULE 123
1 SCHEDULE TYPE -
4929. The deleted item no SAMPLE CONTRACT SCHEDULE |
longer appears on the
Movelp Initial Award PROGRAM [t} N N M Edit Delete
screen. .
Movellp Program Review PROGRAM 25 N N N Edit Delete
Movellp With Contractor PROGRAM 35 N N N Edit Delete
Movellp Internal Rewview 20 R R M Edit Delete
The number Of TOtal Days Movellp ------ Internal Review BCM BCMADMIN 20 N N M Edit Delete
in Schedule is MovelUp Package to Contractor for Signature PROGRAM 3 N N M Edi Delete
t t H 1 1 t d f MoveUp OCFS Signature & Processing BCM 15 N N Y Edit Delete
automatica y recalculate 1 Moveldp Send Approved Contract BCM 3 M M N Edit Delete
the stage impacted the <=
TOTAL DAYS IN SCHEDULE 123

schedule. In this case the
sub-stage did not so the
Total Days number remains
the same.
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Maintaining Budget Types

Concepts > The Budget Types maintenance function allows you to manage CMS budget types. You can
add new budget types, edit the properties of the budget type, and deactivate budget types.
Only CMS administrators can use the maintenance functions.

Viewing CMS Budget Types

v" Before you begin: You are logged into the system as a CMS administrator.

What you do Comments/Prompts
423.  From your CMS menu e
column on the left, click the

Budget Types link in the
Maintenance section.

The Budget Types page
appears.

e o 8 b
Contieues 1o provide lnchnical wsstancs 1o wndors 16 el Tham with contract
development s electionsc sanaies. This assistance suppiements the Program kasan

e MAINTEMAHCE
TABLES
SCHEDULE TYFES
BUDGET TwFPES
BUDGET FORMATS
BUDGET WOD RULES
COMTRACT DOCUMENTS
ADVANCE RECOUFMENT
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What you do Comments/Prompts
The Budget Type page displays the list of budget types, plus a button for adding new
budget types.
BUDGET TYPE
5999 01-28-2004 01-28-2004
Ferformance - Contractual 0a-09-2004 Active
Full 2004-08-30 02-30-2004 Artive
AASPE 2004-07-06 0s-31-2004 Artive
SDPP- 2004 10-15-2004 Active
Legislative T 10-18-2004 Active
Training 11-26-2004 Active
Single Line Budget 12-28-2004 Artive
Ledislative i 12-29-2004 Active
Full Admin 2004-12-29 12-28-2004 Artive
Training - Surmmary 0z-10-2005 Active
Mot Applicable 03-07-2005 03-08-2005

Mew Budget Type

The Date Begin field indicates when the Budget Type will be available as a selection for
users. The selection is available until the Date End is passed. You should use
meaningful names for the users for the Budget types and add a version date to the name
if it is similar to an existing budget type (e.g. Easy Budget 2005-06-25).

424.  Click the Budget Type BUDGET TYPE
name link to display the

properties of the record.
8499 01-28-2004 01-28-2004
Perforrmance - Contractual 08-09-2004 Active

The Budget Type details Full 2004-08-30 08-30-2004 Active
AASP 2004-07-08 08-31-2004 Active

page opens. SDPP - 2004 10-15-2004 Active
Legislative T 10-18-2004 Active
Training 11-26-2004 Active
Sinale Line Budnget 12-28-2004 Artive
Legis/ative W 12-29-2004 Active
Eull Admin 2004-132-29 12-29-2004 Active
Training - Bumrmary 02-10-2005 Active
Mot Applicakble 03-07-2005 03-08-2005

New Budget Type |
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What you do Comments/Prompts
425.  The screen shows the BUDGET TYPE
basic budget properties
. . Budget Type Mame |Legislative M Budget Type Description |Legislative M
nam ription n
(name, description, and date Date Begin[12128/2008 | | Date Enid [ |
range)’ as We]-]' as the Available Catenories Selected Categories
selected Categories for the PERSONAL SERVICES - PERSONAL SERVICES
----- FRINGE BENEFITS ~—-PERSONNEL
budget, and an example of |- PERSONNEL ——FRINGE BENEFITS

the budget summary based
on the selected categories.

The Update button is used
after making any changes to
the existing Budget Type.

MNON-PERSONAL SERVICES
CONTRACTUALICONSULTANT ----EQUIP & SUPPLIES

EQUIP & SUPFLIES ——-CONTRACTUAL/COMSULTANT
EQUIFMENT 5| |-—---OTHER EXFEMSES

INDIRECT COST P

NON-PERSOMAL SERVICES

MAINTENANCE & OPERATIONS
OTHER EXPENSES

SUPPLIES

TRAINEE TRAVEL
TRAVELIPER DIEM
ADMIMIETRATIVE EXPEMNSES

----- PROGRAM SUPPLIES LI
Categoryihiatch = Columni = < ColumnZ = Total
Pesonal Senices
rrrrr Personnel F AR KA F AR A F XA
----- Fringe Benefits F RO XK F RO XX F KKK
Sub Total F IO F HOULIL F UL
Hon-Fersonal Senices
rrrrr Equip & Supplies F AR KA F AR A F XA
----- Contractual/Conzultant F RO XK F RO XX F KKK
----- Other Expenses F LA F LI B LK
Sub Total F RKAA F R

B UK

§HHN KK KA HE

R KK

Update
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Editing an Existing Budget Type

v" Before you begin: You are logged into the system as a CMS administrator. Note: you can
only edit budgets that are not currently in use, otherwise you will receive a message:

Cannot update Budget Type already in use

What you do

Comments/Prompts

426. Select the fields that

BUDGET TYPE

yOu WlSh tO Change, Type » Budget Type Namelsamp\e Budget Budget Type Description |Sample Budget

your changes in the text
boxes.

Select a category from the
Available Categories list
box and click the right
arrow button to move the
category into the Selected
Categories list.

Select a category from the
Selected Categories list
and click the left arrow
button to remove it from the
list.

Notice how the budget
summary has changed to
reflect the new selected
categories.

Click the Update button to
save the changes.

Date EIengI]EIEHrZDDS _I

Mvailable Categories

Date End [ |

Selected Categaries

PERSOMAL SERVICES -
-——FRINGE BEMEFITS
-----PERSONMNEL

PERSOMNAL SERYICES
rrrrr PERSOMMEL
-u--FRINGE BENEFITS

NOM-PERSOMAL SERWICES
-----CONTRACTUALICONSULTANT
-——EQUIP & SUPPLIES
-----EQUIPMENT

-----INDIRECT COST
-——MAINTEMANCE & OPERATIONS
-----OTHER EXPENSES
-——-SUPPLIES
-----TRAINEE TRAVEL
-----TRAVEL/IPER DIEM
——ADMINISTRATIVE EXPEMNSES

TM-PERSONAL SERVICES
----- TRAVEL/PER DIEM

P~ EGQUIP L SUPPLIES

@ - CONTRACTUALICOMNSULTANT
<

«—

—---PROGRAM SUPPLIES ;I
CategoryiMatoh = Golumni = < Golumnz = Totzl
Personal Senvices
----- Persannel F AR F AR F AR
----- Fringe Benefits FXRHXX FXRHXX FXRHXX
Sub Total F KEXXK F KEXXK F KEXXK
Non-Petsonal Senvices
----- Travel/Fer Diem FHRIXHE FHRIXHE FHRIXHE
rrrrr Equip & Supplies F KEXXK F KEXXK F KEXXK
----- Contractual/Consultant FRAKRA FRAKRA FRAKRA
Sub Total FHRIXHE FHRIXHE FHRIXHE
Total FRHNHH FRHNHH FRHNHH
Update
BUDGET TYPE

Budget Type Mame [Sample Budget Budget Type Description|Sample Budget

Date Begin |06/01/2005

Fyailable Catagories

Date End ||

Selected Categories

PERSOMNAL SERVICES
----- FRINGE BEMEFITS
————— PERSOMNNEL

MON-F S

----- CONTRACTUALICONSULTAN
————— EQUIP & SUPPLIES

————— EQUIPMENT

----- INDIRECT COST
--MAINTENANCE & OPERATIONS
THER EXPEMSES

- TRAINEE TRAVEL
rrrrr TRAVELIPER DIEM
rrrrr ADMINITRATIVE EPENSES

PERSOMNAL SERVICES

----- PERSONNEL

————— FRINGE BEMEFITS
MON-PERSOMNAL SERVICES

- TRAVELIPER DIEM
----- CONTRACTUALICONSULTANT

----- PROGRAM SUPPLIES =
Category/Match = Columni = 2 Column? = Total
Fasonal Senives
rrrrr Petsannel AR B HRAKA AR
rrrrr Fringe Benefits AR B HRAKA AR
Sub Total NN B AR AR
Hon-Fersonal Senvises
rrrrr Supplies AR B HRAKA AR
rrrrr Equipment AR B HRAKA AR
rrrrr Travel/Per Diem AR B HRAKA AR
rrrrr ContractuzlConsultant AR B HRAKA AR
Sub Total NN B AR AR
Total § HHHHH B U § MUK
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What you do

Comments/Prompts

427.  The status message

BUDGET TYPE

»

indicates if the budget type
was successfully updated.

To return to the Budget
Type maintenance page,
select Budget Types from
the Maintenance section of
the CMS menu.

Date Begin |0&01/2005 _I
Available Categories
FPERSONAL SERVICES

----- TRAYEL/PER DIEM
----- ADMINISTRATIVE EXPENSES

»

Budget Type Name [Sample Budget Budget Type Deseription [Sample Budget

Date End [ ]

Selected Categories
PERSOMNAL SERVICES

----- FRINGE BEMEFITS
MNON-PERSONAL SERYICES
rrrrr BUPPLIES

EQUIPMENT

RAVELIPER DIEM

>
2 [ CONTRACTUALTONSULTANT

rrrrr PROGRAM SUPFLIES ;I
Categoryiateh < Calumnt » = Golumnz = Total
Fewsonal Services
—Personnel B XOEXR F XXAXX F XXXXX,
wemFringe Benefits F X000 $ UL $ X0ON
Sub Total F X000 $ 300000 B X000
Non-Personal Senices
—Supplies FRGEXR F RARXK B KRAXX
—Equipment R F RXRXX B KRAXX
—TraveliPer Diem R F RXRXX B KRAXX
—ContractualiConsultant B RGRXR F XXLXX B XRXXX
Fub Tetal B XGRXR F XXAXX B XRXXX
Total & XXX $ KALXK § KEX.XX

Budget Type Updated Successfully

Update

NYS Office of Children and Family Services
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Adding a New Budget Type

v" Before you begin: You are logged into the system as a CMS administrator, and have

navigated to the Budget Types maintenance function.

What you do Comments/Prompts
428.  Click the New Budget T e
Type button.
84949 01-28-2004 01-28-2004
Performance - Contractual 08-09-2004 Active
Full 2004-08-30 08-30-2004 Active
AASP 2004-07-06 08-31-2004 Active
SDPP - 2004 10-15-2004 Active
Lenis|ative T 10-18-2004 Artive
Training 11-26-2004 Active
Sinle Line Budoget 12-28-2004 Active
Lenis|ative bl 12-29-2004 Active
Full Admin 2004-12-249 12-29-2004 Active
Training - SUmrmary 02-10-2005 Artive
Mot Applicable 03-07-2005 03-08-2005
Hew Budget Type
429. A blank Budget Type BUDGET TYPE

430.

details page appears.

Enter the Budget Type
Name, Budget Type
Description, and Date
Begin. You cannot select a
Date End yet.

Select the desired entries
from the Available
Categories box and move
them to the Selected
Categories box, using the
right arrow to add a
category, and the left arrow
to remove one.

The budget summary is
automatically updated to
include your new selections
as you select categories.

Budget Type Namel Budget Type Description

Date EeginIDEIZSIZDUS _I

Avallable Categories

Date End | .. |

Selected Categories

PERSOMAL SERVICES -
-——FRINGE BENEFITS

-----PERSOMNMEL

MOM-PERSOMAL SERVICES
-----CONTRACTUALICONSULTANT
——EQUIP & BUPPLIES

-----MAINTENANCE & OFERATIONS
-——OTHER EXPEMEEE

-----SUPPLIES

-----TRAINEE TRAYVEL

-----TRAVELIPER DIEM
-----ADMINISTRATIVE EXPENSES
—--—-PROGRAM SUPPLIES ;I

-----EQUIPMENT S
——IMDIRECT COST <

BUDGET TYPE

Budget Type NameISample Budget Budget Type Description [Sample Budget

Date EeglnIDEID‘HZDDS l_

Arallable Categories

Date End .. |

Selected Categories

PERSONAL SERVICES -
————— FRINGE BENEFITE

----- PERSONMEL

MON-PERSONAL SERVICES

————— COMTRACTUALIC OMSULTAMT

----- EQUIP & SUFFLIES

————— EQUIFMENT
----- INDIRECT COST

----- MAINTENANCE & OPERATIONS =
————— OTHER EXPENSES

----- SUPPLIES

————— TRAINEE TRAVEL

DMINISTRATIVE EXPENSES
ROGRAM SUPPLIES ;I

PERSOMAL SERYICES

————— FPERSOMMEL

----- FRINGE BEMEFITS
MOM-PERSOMAL SERVICES

————— TRAVELPER DIEM

----- EQUIF & SUFFLIES

————— CONTRACTUALICONSULTANT

CategoryMatch = Columni > = Calumn2 = Total
Pewsonal Senives
————— Fersonnel § XXX FXHRAKA B KKK
————— Fringe Benefits § XXX FXEXKA B XK KK
Sub Total F LR EECE Y EESE S+
Non-Petsonal Senices
----- Travel/Per Diem F IR F UK B A
----- Equip & Supplies § HXKEX F HXKXXK § XXKXX
----- ContractualiConsultant F HRIRIX FHIAIK B KK
Sub Total FHHAIX FHHAIK B KA
Total § XXX $ XHHXKK § XNHKK
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What you do Comments/Prompts
Click the Save button.
The status message BUDGET TYPE

431.
indicates the new Budget
Type was successfully
generated.

Notice that the Date End
field is now active and can
be edited. You may enter a
date, or leave it blank. If left
blank, the value defaults to
active.

To return to the main
Budget Type maintenance
page, select Budget Types
from the Maintenance
section on the CMS menu.

432. The new budget type
has been added to the table.
Notice that the Date End is
set to Active.

Budget Type Saved Successfully

Butget Type NamalW Buriget Type Des:rmnnnlW
Date Begin [06/01/2005 _I

Available Catagories

PERSONAL SERVICES

NON-PERSONAL SERVICES
rrrrr CONTRACTUALICONSULTANT
----- EQUIP & SUPPLIES

rrrrr EQUIPMENT

rrrrr INDIRECT COST

rrrrr MAINTENANCE & OPERATIONS
----- OTHER EXPENSES

rrrrr SUPPLIES

Alv

Date Eng [ ]

Selected Catagories
PERSOMAL SERVICES

----- FRINGE BEMEFITS
NOM-PERSOMAL SERVICES

rrrrr TRAVEL/FER DIEM

----- EQUIP & SUPPLIES

'''' CONTRACTUALICONSULTANT

rrrrr TRAINEE TRAVEL
----- TRAYELJPER DIE
rrrrr ADMINISTRATIVE EXPENSES
rrrrr PROGRAM SUPPLIES LI
Eategaryisich = Rl > < Columnz = Tot
Petsanal Senices
=-Pesonnel B ROLXX F XXX FROOLXX
—-Fringe Benetits B RXRRX B XRR XX FRARXR
Sub Total B RO FHOUI0O0 F IO
Mon-Fersonal Senvices
e Travel/Per Diem B RO F OO XX ER S
~~Equip & Supplies B RXRXX B XRR KX F KK
wContractual/Consultant B OO F OGO F OO
Sub Total B RXRRX B XRRXX F RXRXX
Total B 00K 00N $ 000
Save
Training - Summary 02-10-2005 Active
Mot Applicable 03-07-20045 03-08-2005
Sample Budget 0f-01-2005 Active

<

>
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Maintaining Budget Formats

Concepts > The Budget Formats maintenance function allows you to manage CMS budget formats. You
can view existing budget formats, add new budget formats, and deactivate existing budget
formats. Since most budget formats (once activated) will be attached to contracts, you should
not edit an existing budget format, as this will cause problems for contracts using the
previous versions of these budget formats.

Only CMS administrators can use the maintenance functions.

Viewing Existing Budget Formats

v" Before you begin: You are logged into the system as a CMS administrator.

What you do

Comments/Prompts

433.  From your CMS menu
column on the left, click the
Budget Formats link in
the Maintenance section.

The Budget Formats page
appears.

0K
CONTIACT GHOUPS

capaTE

Contract Management System (CMS)

M ANHOUNCHUNT CEFEC TR June 1L, 2006 PLUASL RIAD

Tho Dhsion of Administiation, Baresu of Contract Managoment (EBXM) |5 ploased 1o
mncunc that the folkowieg mim Contract Managermnd. Systim [CMS) fanclionatiy &
mesllable: e stéty b0 Change ComiTact Of Other 1ask iewers Wil on estabshed
chedube; e abety 10 (et GonlracTE of ST sk b9 pnOUSY Compleled slagas of
the wchedels: and the sty 10 pocres Tranng vouchis crlne, Onlne help olfins
assistance in navgating the SCroens. BCH wil be hosting refresher rainng for OCFS stafl

BCM continues 10 offer & 3o iraining class CHS ranng for confracions peovded

T T - e 5 4738042 and (5 VE) 4748056,
MAINTENANCE
TABLES
SCHEDULE TYFES
BUDGET TYPES
BUDGET FORMATS
BUDGET MOD RULES
CONTRACT DOCUMENTS
ADVANCE RECOUPMENT
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What you do Comments/Prompts
The Budget Format page displays the list of budget types, plus a button for adding new
budget formats.
BUDGET FORMAT SEARCH
BUDGET FORMAT
999 Default Budget used for Comversion only. 017282004 Artive
Day Care T 2004-11-06 Day Care T 2004-11-06 11/0R/2004 Active
Fetfortnance - Contractual Performance - Contractual namaszoo4 Artive
Full Surmmary 2004-08-30 Full Summary 2004-08-30 08r30/2004 Active
AASP Renewal 2004-07-06 AASP Renewal 2004-07-06 Renevwal 0813172004 Active
SOPP - 2004 SOPP - 2004 10/M5/2004 Active
Lengislative T Legislative T 10M8r2004 Artive
AASP Mew 2004-01-07 AASP Mew 2004-01-07 10M8/2004 Active
Training 2004-11-26 Training 2004-11-26 TAr26/2004 02-11-2005
Single Line Budoet Single Line Budoet 122812004 Artive
Leqgislative i Lengislative b 122972004 Artive
Full Admin 2004-12-249 Full Admin 2004-12-29 1212952004 Active
Training - Summary Training - Summary 0211720048 Artive

Hew Budget Format |

As with all of the maintenance tables and functions, the items have a date range that
governs when they are available for selection by CMS users from the budget format list.

434. Click the Budget BUDGET FORMAT SEARCH

Format Name link to

display the properties of the PUDGET FORMAT

budget format.
499 Default Budget used for Conversion only. 01/22/2004 Active
Day Care T 2004-11-06 Day Care T 2004-11-06 11062004 Active
Perfarmance - Contractual Performance - Contractual 02/09/2004 Active
Full Summary 2004-08-30 Full Summary 2004-08-30 08/302004 Active
AASP Renewal 2004-07-06 AASP Renewal 2004-07-08 Renewal 08/3152004 Active
SOPP - 2004 SOPP - 2004 101572004 Active
Leqislative T Legislative T 10182004 Active
AMSP Mew 2004-01-07 AASP Mew 2004-01-07 10/ 82004 Active
Training 2004-11-26 Training 2004-11-26 T1/26i2004 02-11-2005
Single Line Budoget Single Line Budget 12282004 Active
Lenis|ative Legislative b 122902004 Active
Full Adrnin 2004-132-29 Full Admin 2004-12-28 120292004 Active
Training - Surarmary Training - Surnmary 02/1142005 Active

New Budget Format |
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What you do

Comments/Prompts

435. The Budget Format
details page appears.

The Budget Format page
displays the Budget Type
that the budget is based on,

BUDGET FORMAT

Budget Farmat Name |Legislative M Description ILeglsIatlve M
Date Begin [12292004 L | Date End | [ |
Select Budget Type Cateqories
ILEG\SLATNE M j PERSOMAL SERVICES
---—-PERSONMNEL

the Categories included, = ——

and the Budget Sources of
funds.

The Sample Budget
Format table shows how
the budget format is
organized.

The table at the bottom
indicates the document
source for the PDF file that
matches the sample budget
format.

Click the View link to see
the PDF file for the Budget.

436. The Upload Document
page displays.

Click the View Document
button to open the file in
Acrobat. This may take a
few moments while Acrobat
launches and loads the file.

Available Columns

----FRINGE BEMNEFITS
NOM-PERSONAL SERVICES
----EQUIF & SUPFLIES

- CONTRACTUALIC ONSULTANT
----0THER EXFEMSES

Column:

LOCAL SHAREMATCH
OCFS FUNDS
TASC FUNDS

LOCAL SHAREMATCH

=||OCFS FUNDS
<

Sample Budget Format

CategoryMatch Loczl Share/Match OCFS Funds Total
Personal Senvices
----Foisonnel FHOOXK F IO XK B I XX
~Fringe Benefits FXXH KK F AR HK F LI
Sub Total B R BN 000
Mon-Personal Services
~—Equip & Supplies P AXXXX, ORI BRI
- Contractual/Consultant FHOOXXR F IR XX F XXX
- Other Expenses § XXX F R KK FOXHR KK
Sub Total F XXX F X KK F XK KX
Total FHAR AR FOHHE HH $ORAH HH
Documents New Document
Legislative b 2004-12-29 73 Budgset Summary TemplateC Wiewy s sociate
Budget Format Search | Update |
UPLOAD DOCUMENT
Document Class  [BUDGET SUMMARY TEMPLATE =
BudgetFormat  |LEGISLATIVE M =
MHame |Legis|ati\re b 2004-132-29
Cescription |Legis|ati\re It

Select Document |

Browse... |
Update |

NYS Office of Children and Family Services
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What you do Comments/Prompts

437.  The PDF file is
displayed in a new window,
and represents the template

for all contracts that will e
using this budget format. 3
> APPENDIX B
? BUDGET SUMMARY
Click the Maximize button H |
to see the entire screen, and = ki —
the Close button ln the i = per;::;n;:g:st:gory Other Funding This Contract Total Project
. g B-4. Fringe Benefits & Payroll Taxes 0]
upper right hand corner of )l s Eamnc Sl v L
the window to close the PDF \ Tort @ 0| [T
file. [Elpone ([ Eeam]
APPENDIX B

BUDGET SUMMARY

E.1 Budget Expense Summary

Expense Category Other Funding This Coentract Total Project
B-3.Personnel Expenses
B-4. Frings Benefits & Payroll Taxes
B-5. Equipmen: & Supplies
F-ﬁ Coniractual & Consuliants

B-7. Other Expenses
Total Project Expense 1] 1]

=== [=]I= [S]

438. Click the browser Back
button to return to the
Budget Format details

page. Documents New Document |

TO return to the main . Legislative M 2004-12-29 73 Budget Summary Template Wiew Associate
Budget Formats page, click
the Budget Format Budget Format Search | Update |

Search button.  *
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What you do

Comments/Prompts

439.  Click the Associate
link to see how the PDF
fields are mapped to the
database fields.

440. The drop-down lists
contain all the database
fields.

Click the browser Back
button to return to the
Budget Format detail

page.

BUDGET FORMAT

Budget Farmat Mame ILegisIative 1] Description |Legislative M
Date Begin [12202004 | Date End -

Select Budget Type Categories
ILEGISLATIVE M j PERSOMAL SERVICES

----- FERSOMNMEL

----- FRINGE BEMEFITS
MNOM-PERSOMAL SERVICES

----- EGQUIF & SUPPLIES

----- COMTRACTUALICOMSULTANT
----- OTHER EXFEMSES

Selected Columng
LOCAL SHAREMATCH

QCFS FUNDE QCFS FUNDE
TASC FUNDS
CategoryiMatch Local hare/Match 0OCF% Funds Tatal
FPerzonal Senvices
----- Persannel L B HREXEE B REXEE
----- Fringe Benefitz 2K B OO B O
Sub Total LEY BRI BRI
Non-Personal Services
----- Equip & Supplies FRRAER FRRAER FREAER
----- Contractual/Consultant Ry Ry ey
----- Other Expenses FRRAER FRRAER FREAER
Sub Total B 200K B 200K B 200K
Total KK KR FOHHH KR
Documents New Document
Legislative M 2004-12-28 73 Budget Summary Template Wier Associate
Budget Format Search | Update |

ASSOCIATE PDF FIELDS WITH BUDGET FORMAT

Budget/Category Local Share/Match QOCFS Funds
Personal Services
Personnel|| SUMMARY_TXTPERSONNELLOCAL ﬂ SUMMARY_TXTPERSONMELOCFS j

Fringe Benefits|[ SUMMARY_TATFRINGELOCAL ||| BUMMARY_TXTFRINGEOCFS |

Sub Total

Non-Personal Services
Equip & Supplies|[SUMMARY_TATEGUIPMENTLOCAL | [ SUMMARY_TXTEQUIFMENTOCFS |
Cantractual/Consultant] [ SUMMARY_TATCONTRACTUALLOCAL | [ SUMMARY TXTCONTRACTUALDCFS =)
Other Expenses| [ SUMMARY_TATOTHERLOCAL | [suMmMaRY_T<TOTHEROCFS |

Sub Total

Save Format

Note: If the fields are not correctly associated and
assigned, information in the budget will not be
correctly stored in the database. For information on
the names of the fields, contact the CMS database
administrator.
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B-42



Contract Management System Maintenance Tables and CMS Management Functions

Editing Existing Budget Formats

As indicated earlier, budget formats should generally not be edited once they are activated. If
you needed to edit a budget, you would make the necessary changes on the Budget Formats
detail page for the selected budget and click the Update button. One acceptable reason to
edit a budget format would be to change the Date End value, deactivating the budget format
so that it will no longer be eligible for use by new contracts.

Creating a New Budget Format

v" Before you begin: You are logged into the system as a CMS administrator and you are in
the Budget Formats maintenance function. The Budget Formats search page is

displayed.
What you do Comments/Prompts
: BUDGET FORMAT SEARCH
441.  Click the New Budget

Format button. BUDGET FORMAT
ELE) Default Budget used for Corversion only. 01/28/2004 Active
Day Care T 2004-11-06 Day Care T 2004-11-06 11/06/2004 Active
Performance - Contractual Performance - Contractual 08/09/2004 Active
Full Summary 2004-08-30 Full Summary 2004-08-30 08/30/2004 Active
AMEP Renewal 2004-07-0f AASP Renewal 2004-07-06 Renewal 0873172004 Active
SDPP - 2004 SDFP - 2004 10M15/2004 Active
Legislative T Legislative T 10/18/2004 Active
AASP hews 2004-01-07 AABP Mew 2004-01-07 10M18/2004 Active
Training 2004-11-26 Training 2004-11-26 11/26/2004 02-11-2005
Single Line Budget Single Line Budget 127282004 Active
Ledislative b Legislative b 12/29/2004 Active
Full Adrnin 2004-12-29 Full Admin 2004-12-29 12/29/2004 Active
Training - Surmmary Training - Surnmary 03/11/2008 Active

New Budget Format

NYS Office of Children and Family Services B-43



Contract Management System

Maintenance Tables and CMS Management Functions

What you do

Comments/Prompts

442. An empty Budget
Format page appears.

Enter a Budget Format
Name and a Budget
Format Description.

If you wish to make the
budget format immediately
active, leave the default
Date Begin value.
Otherwise, assign a date in
the future.

Click the down arrow in the
Select Budget Type drop-
down list to select a Budget
Type (these values are
based on the Budget Types
defined through the Budget
Types section).

When you select a Budget
Type, the categories are
automatically placed in the
Categories box.

Select the desired columns
from the Available
Columns list, using the
right arrow to move the
items into the Selected
Columns list.

Click the Save button. The
Budget Format is saved,
and an updated page
appears.

BUDGET FORMAT

Budget Format Mame ISamp\e Budget Format

Description ISamp\e Budget Format

Diate Begin IDGIZQIQDDS _I Date End I _I
Select Budget Type Categories
|LEGISLAT\VE ] j FERSOMAL SERVICES
----- PERSOMMEL

Available Columns

----- FRIMNGE BEMEFITS
MOMN-PERSONAL SERVICES

————— EGUIP & SUPPLIES

----- COMTRACTUALICOMSULTANT
----- OTHER EXPEMSES

Selected Columns

LOCAL SHAREMATCH

=
=
]
[l
-
[
=
[w)
w
AV

LOCAL SHAREMATCH
OCFS FUNDS

sample Budget Format

Category/Match
Personal Semvices

Local Share/Match

OCFS Funds Total

----- Persannel FRHHEE FHRHKEE F AR
----- Fringe Benefits B OOCXK B OOCLXK B RO
Sub Total 000 K00 000
MNon-Personal Semices
----- Equip & Supplies B R X F A F
----- ContractualiConsultant 00 F 00 F 20000
----- Other Expenses FRHHEE FHRHKEE F AR
Sub Total FREEEX FHRXX X f ey
Total §OHEN KN RSN LRSS

Documents

New Document |

Budget Format Search @

Note: The Sample Budget Format table is
dynamically updated as you select the funds

sources.
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What you do

Comments/Prompts

443. A status message
indicates if the budget
format was successfully
saved.

The Save button has
changed to an Update
button.

The new budget format is
not yet fully loaded. You
will need to identify and
load a PDF file to
correspond to this budget
format.

Click the New Document
button.

444, The Upload Document
page is displayed. The View
Document button is
deactivated since you need
to associate a PDF file with
the budget format.

445. Select a Document
Class.

446.  Select a Budget
Format.

BUDGET FORMAT

Budget Format Name [Sample Budgel Formal  Description [Sample Budget Format

Date Begin [06/29/2005 B Date End B
Select Budget Type Categories
[LEGISLATIVE M =l 2 3
Available Columns Selected Columns
LOCAL SHAREMATCH LOCAL SHAREMATCH
OCFS FUNDS 3|[ocFs FunDs
TASC FUNDS =
Sample Budget Format
Category/Matoh Local Share/Mateh OCFS Funds Totsl
Personal Semices
~-Parsonnel § XXX XX § XARRK § XARRK
wFringe Benefits § XULRK § XOULRX § XURK
Sub Toral $ X000 X000 § X000
Non-Personal Sarvices
~mEquip & Supplies § KKK § XXX XX § XK XX
-—-Cantractual/Consultant § XU § 200UXXK § XO0ULXK
--Othet Expenses 3 XXXXX 3 XXXXX $ XXXXX
Sub Total § XXXXK § XXX § XXX
Total § XHRXNR § XARAK § XARAN
Documents New Document
Budget Format Search | Update |
UPLOAD DOCUMENT
Document Class | j
Budget Farmat | j
Mame |
Description |

Browse... |
Save |

Select Document |

VIEW DOCUMENT

Document Class |

ACIA0 TEMPLATE

BUDGET DETAIL TEMPLATE
BUDGET SUMMARY TEMPLATE
COMTRACT DOCUMENT TEMPLATE
FROGRAM REFORT TEMFLATE
SIGNED CONTRACT

UPLOADED DOCUMENT

999

DAY CARE T 2004-11-0
FPERFORMAMNCE - CON
FULL SUMMARY 2004-(
AASF REMEWAL 2004-0
SDPP - 2004
LEGISLATIVE T -
AASP MEW 2004-01-07
TRAIMING 2004-11-26
SINGLE LINE BUDGET =

Budget format saved succesfully
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What you do Comments/Prompts

447. Enter a Name and UPLOAD DOCUMENT
Description.

Click the Browse button to

locate the PDF file you want Document Class  [BUDGET DETAIL TEMPLATE =
to use on your computer or
network. BudgetFormat  |LEGISLATIVE M =l
Mame |Samp|e Budget Farmat 3
Description |Sample Budget Format 3

Select Document | Browsze... |

VIEWY DOCUMENT

448. The PDF file you select
must already be set up with Lack it [3 OV Phase 3 7]« @k E-
form fields in the various
columns that will later be
mapped to the database
table columns. For
additional information
about the field names in the
PDF files, contact the main
CMS administrator.

] CMS Manuals
] Development Estimates
] JAD Sessions

1 Test Direckor Info

SampleBudget! DF .pdf
[ screen shak For RC 042705, dac

C=D

File name: ISamp\eB udgetiewPDF . pdf j
Once you have located the ! - _
. . Files af bype: IAII Files [*.%] d Cancel
file, click the Open button. —
449.  Click the Save button. AR

The document will be

uploaded to the CMS

system. Document Class  |BUDGET DETAIL TEMPLATE =
BudgetFormat  |LEGISLATIVE M I
Marmne |Samp|e Budget Format 3
Diescription |Samp|e Budget Format 3

Select Docurment |ngslad51SBIDesktoplsample bud doc pdf  Browse... |

VIEW DOCUMENT
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What you do Comments/Prompts

450. A status message
indicates if the document
was successfully uploaded.

LI OAD DOCUIMENT
=] it Uploaded fully

Use the Budget Format Oscumentciss [SUDBETOETAL TENFLATE 3
button on the left hand A e ]
menu to return to the Hame Samele Qutget Format 3
Budget Formats detail page. raargton - [Eamgle Bt Fonit
|
451.  Click the Associate Documents T

link at the bottom of the

Budget Formats detail page.
Sample Budget Format 2 98 Budget Detail Template

view ( Associate| )

452. The Associate PDF
Fields With Budget
Format page is displayed.
Use the list boxes to map
the PDF fields to the
approppriate database
fields. For additional
information about the field
names and mappings,
contact the CMS database
administrator.

Select the field mappings
and click the Save Format
button.

A status message will
indicate if the field
mappings were successfully
saved. If so, the new budget

ASSOCIATE PDF FIELDS WITH BUDGET FORMAT

Budget/Category

Local Share fMatch

OCFS Funds

Personal Services

Personnel

[SUMMARY_THTCONTRACTUALLOCAL =]

| SUMMARY_TRTCOMTRACTUALLOGCAL

Fringe Benefits

[SUMMARY_TXTCONTRACTUALLOCAL x|

[E1|E1

I SUMMARY_THTCONTRACTUALLOCAL

Sub Total

Non-Personal Services

Equip & Supplies

[SUMMARY_TXTCONTRACTUALLOCAL x|

I SUMMARY_THTCONTRACTUALLOCAL

Contractual/Consultant

[SUMMARY_THTCONTRACTUALLOCAL =]

| SUMMARY_TRTCOMTRACTUALLOGCAL

Other Expenses

[SUMMARY_THTCONTRACTUALLOCAL =]

L] el

| SUMMARY_TRTCOMTRACTUALLOGCAL

Sub Total

Budget/Category
Personal Services

ASSOCIATE POF FELDS WITH BUDGET FORMAT

Local Share /Match

Save Format

C Buaget Lines updates Siscessfuly|

OCFS Funds

Personnel| |5'JMK‘-.|'<‘\’_T3 (TCONTRACTUALLOC:

=] |[summary_TTCoNTRACTUALLOCAL =]

|G'JMW-.F‘\’_TffTI:E'hTF‘N:T‘JA'_LO'Z‘ L

= |[summary_naconTracTUALLOCAL =]

format is now complete.

25| SUMMARY_TWTCONTRACTUALLOCAL

| (| SUMMARY_THTCONTRACTUALLOCAL =)
| (| SUMMARY_THTCONTRACTUALLOCAL =)
L x| || SuMMaRY_THTCONTRACTUALLOCAL =]

Save Format

LUMMARY _TXTCONTRACTUALLOCAL

| SUMMARY _THTCONTRACTUALLOC,

Sub Total

Note: Once a budget format has been set up, users should take great care in clicking the
Update button on the Budget Format page. Updating the budget format will require that
the budget field mappings be re-associated with the database.
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Maintaining Budget Modification Rules

Concepts > The Budget Modification Rules dictate how a budget may be modified once the baseline
budget is in effect. The Budget Mod Rules maintenance module allows you to set up new
budget modification rules and manage existing ones.

Only CMS administrators can use the maintenance functions.
Viewing the Budget Modification Rules

v" Before you begin: You are logged into the system as a CMS administrator.

What you do Comments/Prompts

454.  From your CMS menu il
column on the left, click the
Budget Mod Rules link in
the Maintenance section.

Contract Management System (CMS)

ANOURCTMINTS
IS ARRCURCMIUNT DFC TN Jae 0L, 200 PLLASE FILAD

The Diwsion of Adminisiration, Bureas of Comiract Managemernt (BCM) is pleased o
arr o Contract

e B e Toltwng Management System [CHSS) Ranclionaity i
st e sty . L i
‘schedule; ihe abify i roram con et tasks in previously compleind siages of
ther schiii and 1 Onre *
-
o 0 assist
U s 1 affir & A Semimin cheen GO g 1o CORPRCINS oS
sckeffer Colioge (D). The training is
MAINTENANCE s [ romando of 2006, BCM siaft
e wfaters 1 bk them weth comtract
stargs SUppleTEns S Program RBesen
TABLES ot system and are hopng othes Siate
B e

SCHEDULE TYPES

BUDGET TYFES

- BUDGET FORMATS
—— BUDGET MOD RULES

: COMTRACT DOCUMENTS

ADVANCE RECOUFMENT

oz o 513 474 8156

455.  The Budget
Modification Rules page BUDGET MODIFICATION RULES SEARCH
displays the list of existing

o . BUDGET MODIFICATION RULES
budget modification rules, a
brief description of each
10% or §1000 May exceed categary by 10... 0932004 Active
rule, and the date range Trahing Training 00092004 Actvel
: : : Out1-0%PS 10%MNPSCateqory Option 1 farm BCM Bullet... 097292004 Active
during which the rule is Ontz-10%PSENPS Catagory  Option 2 and Optian ¢ BCM 097292004 Active
available Opla-0%PS Unlimited NPS  Option 3 BCM Bulletin ©02 09/28/2004  Acive
Opts-Unlimited Option 5 BCM Bulletin ©02 09¢29/2004 Active
OptZ- 20%PEENPE Category  Opfion 2 BCM Bulletin 02 00/29/2004  Active
. OntZ-25%PSANPS Catenory | Opfion 2 BCM Bulletin £02 09/29/2004  Active
Click the Budget Mod Mone Mo bud mod 01/02/2005  Active
Rule name link to display Datd- 20%F SAMPS Sub Total 20%FSEMPS Sub Tatal Optio... 03042005 Active
the properties of the record. TG

The New Budget Mod Rule button is used to
create a new budget modification rule.
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What you do

Comments/Prompts

456. The Budget
Modification Rules detail
page provides the specific
information on the rule.

Name and Description are
required fields.

BUDGET MODIFICATION RULES

** Reguired Fields

Hame™ 10% or $1000

Description™ Hay exceed category by 10% or $1000, ;I
whichewver iz greater

Single Line Budget

=
Date Bedin |09I03I2004 _I Date End I _I
Categories Dollor Amount Percentage
Personal Services | 1000 10
Sub Total |
Non-Personal Services | 1000 1a
Sub Total |
Conversion I
Sub Total |
Training |
Sub Total |
!
!

Sub Total

Update |
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Editing an Existing Budget Modification Rule

v' Before you begin: You are logged into the system as a CMS administrator. The Budget
Modification Rules page is displayed.

What you do

Comments/Prompts

457.  Click the Budget Mod
Rule name link to display
the properties of the record.

458. Make the necessary
changes.

Update the Description to
indicate the new amount.

Note: Enter the dollar
amount without any dollar
signs or commas. The
system will automatically
format the amount
(changing 2000 to 2,000.00)
when you move your cursor
out of the field.

Click the Update button.

10% or §1000

BUDGET MODIFICATION RULES SEARCH

BUDGET MODIFICATION RULES

09/03/2004 Active]
09092004 Activel
0972972004 Activel
09r29/2004 Activel
09r29/2004 Activel
09r29/2004 Activel
09/258/2004 Active]
09/258/2004 Active]
01/02/2005 Active]
03472005 Activel

May exceed category by 10
TP Training
Ont1-0%PS 10%MPSCategory Option 1 from BCMW Bulleti....
Opt2-10%PSEMPS Categary  Option 2 and Option 4 BCW
Opt3-0%PS Unlimited MRS Option 3 BCM Bulletin ©02
Onta-Unlimited Qption 5 BCM Bulletin ©02
Opt2-20%FPSEMPE Category  Option 2 BCGM Bulletin C02
Opt2-25%PSEMPE Category  Option 2 BCGM Bulletin C02
kone Mo hud mod
Ont2-20%PS&NPS Sub Total 20%PSE&NPS Sub Total Optio....

Hew Budget Mod Rule

BUDGET MODIFICATION RULES

** Reqguired Fields

Name*  [10% or $2000

Description™ May exceed category by 10% or §2000, ;I
whichever is greater
=

Drate Begin IDGIDHEDDS _I Drate End I _I

Dollor Amount
2,000.00

Categories Percentage

Personal Services

Sub Total

MNon-Personal Services 2,000.00

Sub Total

Conversion

Sub Total

Training

Sub Total

Single Line Budget

Sub Total

Update
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What you do Comments/Prompts

459. A status message BUDGET MODIFICATION RULES
Record Saved Succesfully
appears on the updated -

. . . ** Reguired Fields
page, indicating that the T —
change was successfully DESENSI™ [amy eromed camegery By 10% or 52000, H

whichever is greater

made. =
Date Begin 06/01/72005 _I Date End _I

To return to the main

Categories Dollor Amount Percentage
Budget Modification Personal Services 2000 10
Sub Total
Rules page’ SeleCt Budget Non-Personal Services 2000 10
Mod Rules from the Sub Tatal
Maintenance section on the Conversion
CMS menu. Locate the new — Sl
item in the Budget ——
Modification Rules list. Single Line Budget
Sub Total
Update
460. The updated rule lists
the new description.
I 10% ar §2000 May exceed categary by 10.... Q60152005 Active I
Training Training 095092004 Active
Optl-0%PS 10%MNPSCategary Option 1 from BCM Bulleti.... 0952952004 Active
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Adding a New Budget Modification Rule

v" Before you begin: You are logged into the system as a CMS administrator, and have
navigated to the Budget Modification Rules page through the Budget Mod Rules

maintenance function.

What you do

Comments/Prompts

461.  Click the New Budget
Mod Rule button.

462. The Budget
Modification Rules
details page is similar to the
one seen when viewing an
existing Budget
Modification Rule.

Enter the desired
information including
Name and Description
which are required fields.

The Date End field is
disabled. You cannot assign
an end date until after the
budget modification rule
has been saved.

Click the Save button to
save your entry.

BUDGET MODIFICATION RULES SEARCH

BUDGET MODIFICATION RULES

10% or $1000
Training

May exceed category by 10 0BiZ6/2004 Active
Training 09092004 Active
Qption 1 from BCM Bulleti 09292004 Active
Option 2 and Option 4 BCM 09i29/2004 Active
Option 3 BCM Bulletin COZ.. 0972952004 Active
Option 5 BCM Bulletin COZ.. 09282004 Active
2 BCM Bulletin G022 08/2972004 Active
Bulletin C0Z.. 00/28i2004 Active
0140262005 Active
030442005 Active

Opts-Unlimited
Optd-20%PE&MNPE Category
Optd-26%PSLMPS Category  Option 2
Hone Mo bud mod
Opta-20%PSENPS Sub Total 20%P3&NFS Sub Total

New Budget Mod Rule

BUDGET MODIFICATION RULES

** Required Fields

Mame™  [20% Bud Mad Rule

Description™ 20% Modification allowed by Category d

=
DateEnd | =

Diate Begin

|D1ID1J’2005 _I

Categories Dollor Amount Percentage

Personal Services 20

Sub Total

MNon-Personal Services 20

Sub Total

Conversion

Sub Total

Training

Sub Total

Single Line Budget

Sub Total
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What you do Comments/Prompts

463. The page updates, BUDGET MODIFICATION RULES
. . Record Saved Succesfully
displaying a status message

= Required Fislds

indicating the rule was
Mame=  [20% Bud Wad Rule
Successfully saved: Description™ [304 Madification allowed by Cacegory =
=
The Save button Changes tO Date Begin  [01i01/2005 _| Date End _|
an Update button.

Categories Dollor Amount Percentage
Personal Services | 20
To return to the main o : —
on-Persona Brvices
Budget Modification e, |
Rules page, select Budget conversion |
Mod Rules from the e vt :
3 . Trainin
Maintenance section on the —— |
CMS menu. Single Line Budget |
Sub Total |

464. Locate the new item in

the Budget Modification 10% or $1000 May exceed category by 10.... 08262004 Active
. Training Training 09082004 Active

Rules 11St‘ Optl-0%PS 10% MNP SCateqory Option 1 frorm BCh Bulleti.... 0972972004 Active
Opt2-10%PSEMNPS Cateqory  Option 2 and Option 4 BCM.... 0972972004 Active

Opt3-0%FPS Unlimited NFS  Cption 3 BOM Bulletin CO2.... 092972004 Artive

Opts-Unlimited Option 5 BCM Bulletin CO2.... 0928972004 Aitive

Opt2-20%PSENPS Cateqory  Option 2 BCMW Bulletin COZ2 082372004 Active

Opt2-28%PSENPS Cateqory  Option 2 BCM Bulletin COZ.... 0972972004 Active

Mone Mo bud mod 01/022004 Active

Opt?-20%FPSEMNPS Sub Total 20%FPSE&NPS Sub Total Optio.... 030472005 Active

I 20% Bud Mod Rule 20% Modification allowed ... 0170172005 Aitive |
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Deactivating a Budget Modification Rule

A Budget Modification Rule cannot be deleted, except by the database administrator. You
can, however, deactivate a budget modification rule through the Date End value. For
example, to deactivate a Budget Modification Rule immediately, set the Date End value to
yesterday. Once the Date End value has passed, the budget modification rule cannot be
selected when the contract group and contract are set up.
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Concepts >

Maintaining Contract Documents

The Contract Documents maintenance tool allows you to manage the master repository of
contract document templates. You use it to create and upload new contract documents and
manage existing ones, which are then available for use with contracts. There are currently
three classes of contract documents: static, dynamic, and interactive.

Static documents cannot be edited. Dynamic documents have predefined fields that are
populated by the CMS database based on the contract, for example, the contractor name on
the cover page. Interactive documents (once generated and attached to a contract) are fully
editable by any user with contract update privileges.

Only CMS administrators can use the maintenance functions.
Viewing a Contract Document

v' Before you begin: You are logged into the system as a CMS administrator.

What you do Comments/Prompts
From your CMS menu e, Loy CNEADMN]

column on the left, click the Howe

Contract Documents link "'m

in the Maintenance section. ssamcuspsare

CONTRACTOR

O Contract Management System (CMS)

ANNOUNCFMENTS

HEYY AMHOUNCHENT EFFECTIVE June &, 2006 PLEASE READ
= The Dedision of Adminisiration, Ruress of Comiract Management (RCH) & plaased 1o
REPOATE anmoance that e TOHCWING Pew CONUAC! Manegement. System () functionaiy o
ONLINE QUERES anllabie: the ability 10 change CoNrac of oher task Teviewnrs wilin an established
STARDAL C wekvedulu; the ability to relurn contracts or other tasks fo hy gt slagus of
e schedule; aid the abifty te process Trainng vouchers onine, On-lie el offcrs
TR TSI T g retrashar training fer DCFS, Stafl
amedions.
MAINTENANCE s o o comoctors prowtea
“hniefisr College (POF). Tha iraising i
TABLES of e remsinder of 2006, BCH Salt
wn veldors ta halp e with contract
samcaf supplements the Piog am liasen
SCHEDLULE TYFES Vtha foystom seed are hoping othar State
el o phectonC SignoUes.
BUDGET TWFES E anf 5101 224156,

BUDGET FORMATE
BUDGET MOL RULES
CONTRACT DOCUMENTS
ADVANCE RECOUPMENT
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What you do Comments/Prompts

The Contract Documents page contains a table listing the existing Contract Documents, their
class, when they were created, and their active/inactive status.

CONTRACT DOCUMENTS
2| 8| c| of ] F|[& m] 1|7 [F 1] m| ] of [P [a) &| s| 1| ][ wl x| [ [ au
/ fppend &2 CBVH Recreational Services Static 04-27-200% Active
Append ©- CEVHR Services Stalic 04-27-2009 Active
Appendich Static 08-05-2004 Active
The letter buttons will show AppendiA1 Stalic 08-06-2004 01-24-2005
. AppendicA-l 2005 Static 01-24-2009 Active
you just documents that Appendic A2 Static 02-08-2004 Active,
I AppendicAZ rev 10-20-04 Static 10-26-2004 Active
Start Wlth that |etter' or the Appendi C AASP 2003-05-30 Static 10-05-2004 Active
ALI_ button W||| d|Sp|ay a” Appendit D finteractive, sinle pate; Interaitive 10-18-2005 Active)
Appendi: D AASP PartA Dowinloadable 07-25-2006 Active
documents. Letters that are #ppendic D AASE FartB Downloadable  07-35-2006 Active
Appendic D Derna Static 08-08-2004 Active
grayEd OUt dO nOt have Appendic D Workplan Downloadable 07-06-2006 Active
documents that begin with Appendix b Static 08-06-2004 Active
Appendix T Static 08-06-2004 Active
that |etter Appendix X 4-2003 Static 11-14-2004 Active
Board of Directors Profile Interactive 05-10-2008 Active
CPS-DV Collaboration Appendix C-40  Static 01-28-2005 Active
Childrens Justice Appendix C© Static 04-25-2005 Active
Cover Page 2004-11-14 Dynamic 11-14-2004 Active
D Flat Rate Appendix C-40 Static 01-20-2005 01-28-2005
DY Flat Rate Appendix C-40 Static 01-28-2005 Active
DYCA Appendiz A2 Static 04-13-200% Active
Day Care T Partll Profit Static 11-08-2004 Active
DayCare T- Coverpage MFFP Dwnamic 10-15-2004 Active
DavCare T - Coverpage Profit Dwnamic 10-18-2004 Active
DavCare T- Part Il NFP Static 10-16-2004 Active
ETY Appen- C - 2005 Static 02-18-200% Active
ETY Appen A-2 2005 Static 02-18-2009 Active
The DOCument Electronic Signature page Signature Fage  12-06-2005 Active]
. Esignature pagel Signature Page 10-24-200% Active
Names are linked to Funding Just Gover Pace Downloagable  10-06-2005 07-03-2008
1 1 HY HF MY Appendix A-2 Static 02-16-2009 Active
the page dlsplaylng HY TANF A2 Static 03-03-2005 Active
the details of the HY TANF C Static 03-03-2005 Active
HYP Appendic-C 25% Static 02-17-2005 Active
contract document. Instructions Downloadable  10-26-2005 Attive
Legislative T Part & Static 08-10-2004 Active
Legislative T Part B Static 08-10-2004 Active
NS Agreement Static 08-06-2004 Active
OYD Appendiz A-2 Static 05-18-2005 Active
OYD Appendix C- 40 Static 05-18-2005 Active
Risk matrix Downloadable 10-08-2005 07-03-2008]
SDPP Appendix A-2 Static 10-15-2004 Active
SDPP Appendix C-25 Static 10-15-2004 Active
SDPP Appendix C-40 Static 10-15-2004 Active
SED Demao Downloadable 12-08-200% 07-03-2008]
Sample Document Dwnamic 06-29-2005 Active The NeW ContraCt
Sample Document Dynamic (6-29-2005 Active Document button is
Sample Signature Signature Page 10-18-200% Active . .
Signature Page - Individual Signature Page 08-06-2004 Active used to begln creatlng
Signature for Profit Static 08-08-2004 Active
Signature page - NFP Static 08-06-2004 Active anew ContraCt
Standard Agreement BEP Dwnamic 06-16-2006 Active document
TestDocurment Diwinloadahle 07-03-2006 Active
United WWay 211 Test Interactive 06-30-2006 Active
Wavier of Interest Static 03-18-2005 Active
HPeriod 2004-11-11 Dynarnic 11-14-2004 Active
HPeriod Mod Renew Cost 2004-11-14  Dynarnic 11-14-2004 Active
ATerm 2004-11-14 Dynarnic 11-14-2004 Active
ATerm Mod Renew Cost 2004-11-14 Dynarnic 11-14-2004 Active
mandy test 110805 Downloadable 11-08-2005 04-14-2008]

New Contract Document

466. Click the name of the CONTRACT DOCUMENTS

Contract Document you (8l (8] [l o] (] @ ] 1] (7 [ ] ] (] ol 7] @ ] s 1 (u] " ] %] ¥ [ ]
wish to view.

D Flat Rate Appendix C-40  Static 01-20-2005 01-28-2005
O Flat Rate Appendix C-40  Static 01-28-2005 Active
DY CA Appendix A2 Static 04-13-2005 Artive

08-2004 Active
15-2004 Active
16-2004 Activey
DayCare T- Pad Il NFP Static 10-16-2004 Active

New Contract Document
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What you do Comments/Prompts

467.  The Upload Document UPLOAD DOCUMENT
page contains a description
of the existing cover page
contract document.

Diocument Class ICONTRACT DOCUMENT TEMPLATE j
The document behavior is Budget Farmat | |
set with the various

Mame |DayCareT- Coverpage NFP

properties such as Include
On COVGI‘ Page, Description IDayCareT- Coverpage NFP
Document Type and
Begin and End dates.

Generic Name |DavCareT-Coverpage MNFP

Include On Cover Page 7

Click the View Document
button to see the document.

Document Type ™ static M Dynaric I Interactive [ Downloadable [ Signature Page

Drate Begin |1DI1 412004 _I [rate End I _I
Select Document | Browsze... |

Contract Documents
VIEW DOCUMENT
468- The COntraCt document 3 http://usertest.ocfs.state.ny.us /cms/ShowPDF.aspx?id=49 - Microsoft Internet I [=] 5
is opened in a separate COHER EB" B - E \
window, using Adobe
Acrobat. You may use the . T.CONTRACT 5
vertical scroll bar to review £ PUDCETLINETTEM T 00 T ]
the d et STATE AGENCY: NYS CONTRACT NUMBER:
e document. z
5 Office of Children and Faunily Services ORIGINATING AGENCY CODE: 25000
Z 32 Washington Street
. . Pensselaer, New York 12144
Click the X (Close) buttonin | CONTFACTOR (o s ey
i ] TYPE OF BROGRAM.
the upper right hand corner : Heath & Safety
o
when you are done. — CHARITIES REGISTRATION NUVBER: DAL CONTRACT PERIOD:
If Exempt provide Reason FROM LI
E 17z | p bl @ O | FI= & o«
[pene [ | | | |unknownZene y
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Editing an Existing Contract Document

When a new version of an existing contract document is being added to the
system, you can assign an End Date to the existing document, so that it can no
longer be selected after the end date and the new version will become the active
version

v' Before you begin: You are logged into the system as a CMS administrator. The Contract
Documents page is displayed.

What you do Comments/Prompts
469.  Select the name of the

contract document you will CONTRACT DOCUMENTS

be editing. ] 8 c| o] ] F|[6] | [T 6] 1] | nf o] [P [ R|s] x| uf [V w x| [V [7] au
SDPF Appendix A2 Static 10-15-2004 Active
SDPP Appendix C-25 Static 10-15-2004 Active
SDPP Appendix C-40 Static 10-15-2004 Active
SED Demao Downloadable 12-06-2005 07-03-2008
Sample Document Cynamic 08-28-2005 Active
Sample Document Dynarmic 06-23-2005 07-31-2006
Sarmple Sighature Signature Page 10-18-2005 Active]
Sample Wpload Document Dynamic 07-31-2008 Active]
Signature Page - Individual Signature Page 08-06-2004 Active]
Signature for Profit Static 08-08-2004 Active;
Signature page - NFP Static 08-06-2004 Active
Standard Agreement BEP  Dynamic 06-16-2006 Activel

New Contract Document

470. Enter a Date End
value. The contract UL POENLE T
document will no longer be
available for selection after
this date.

Document Class ICONTRACT DOCUMENT TEMPLATE j
Click the Update button. s | =

Marme |Samp|e Document

Description |Samp|e Document

Generic Mame |Samp|e Diocument

Include On Cover Page [

Document Type

Diate Begin IDGIEQIZDDS |

Select Document |

Contract Documents

VIEW DOCUMENT
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What you do Comments/Prompts

471. The status message
indicates if the document Ll
properties were successfully
changed.

D it Uploaded 51 fully

Document Class ICDNTRACT DOCUMENT TEMPLATE j
Budget Format [ =
MName |Bamme Document
Description |Samp\9 Document
Generic Name |Samp\9 Document

Include On Cover Page [

Document Type I static M Dynarnic T interactive [~ Downloadable [ Signature Page

Date Begin IW_I Date End IW_I

Select Document | Browse..

Contract Docurnents [% Update
VIEW DOCUMENT

NYS Office of Children and Family Services B-59



Contract Management System Maintenance Tables and CMS Management Functions

Creating a New Contract Document

v" Before you begin: You are logged into the system as a CMS administrator. The Contract
Documents main page is displayed.

What you do Comments/Prompts
472 Click the New CONTRACT DOCUMENTS

Contract Document | el || e] F[[6 w| [T L] m| n| of[p[a R| S|l [V wl x|V [Z au

button.

Funding Just Caver Padge Downloadable 10-08-2005
New Contract Document

473.  The blank Upload WALV ST E 0T

Document form page

appears.

Document Class | CONTRACT DOCUMENT TEMPLATE =l

The Document Class is set
to Contract Document Budget Format | 2|
Template and is read only

since this is the only type Of Marme |Funding Document Sample
class at this point. Description |Funding Document Sample
The Budget Format drop- Generic Mame |Funding Document Sample
down is disabled and will Include On Cover Page W
not be used on this screen.
Document Type [ static ¥ Dynamic [ interactive T Downloadable T Signature Page

See Budget Formats for

information on uploading Date Begin |m:31r2006 _| Date End | _|

those documents.

Select Document | Browse...

Contract Documents

VIEW DOCUMENT

Enter a Name (the name
used when selecting group
properties), Description
(the complete title of the
Appendix displayed on the
contract cover page), and
Generic Name (the
Appendix’s abbreviated
title).

Click the appropriate
Document Type check box.

Set the Date Begin value
to a future date, if
necessary. The Date End
field is not activated until
after a contract document is
uploaded and saved.

Click the Browse button
and locate the document you
want to upload.
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What you do Comments/Prompts
474.  The file you select must Chosechly 2l
be a PDF. Since all of the R 5 C Phas= 3 X eBsE
contract documents need to ngaﬁ.i:nfn‘i .
have field names set up in 22340 Sessions
them in order o support e
dynamic document status, |2 SeripleCoverPage pf
make sure the file is set up Eecrsensho or RC 042705 ke
properly prior to uploading
it.
For additional information . [SampeCoverPage o = ([ oo
on the appropriate field Fiesofupe  [AiFies (1 | —
names, consult the main %
CMS administrator.
Click the Open button.
475.  You will return to the
Upload Document screen UPLOAD DOCUMENT
with the name and location
of the document to be
uploaded in the Select
Document box. Document Class [CONTRACT DOCUMENT TEMPLATE =

Click the Save button.

Budget Format

Mame

Description

Generic Mame

Include On Cover Fage

Cocument Type

Diate Begin

Select Dacument

Caontract Documents

| [

|Funding Document Sample

|Funding Document Sample

|Funding Document Sample

v

[~ static ¥ Dynamic [ Interactive I Downloadable [ Signature Page
[o712006 | | =

Ingslad51SBIDESk‘tDplsample hud doc.pdf  Browse... |

Date End

VIEW DOCUMENT
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What you do Comments/Prompts

476. A status message Q
indicates if the document ks il Ll

Decument Uploaded Successfully

was successfully uploaded
and saved to the system.

Document Class ICONTRACT DOCUMENT TEMFPLATE j
Budget Format | j
Marne |Fundmg Docurment Sample
Description [Funding Document Sample
Generic Name |Fundmg Document Sample

Include On Cover Page [

Document Type ™ static M Dynarnic [ Interactive I Downloadable 7 Signature Page

Dats Bedin 07312006 || Dats End [ ]
Select Document | Browse.
Contract Documents Save

VIEW DOCUMENT
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Maintaining Advance Recoupment Rules

Concepts > Advance Recoupment rules dictate how the state recoups money advanced to a contractor.
The recoupment is (generally) applied against expenditures. The Advance Recoupment
maintenance module allows you to define new advance recoupment rules and manage

existing ones.

Only CMS administrators can see the maintenance functions.

Viewing the Advance Recoupment Rules

v" Before you begin: You are logged into the system as a CMS administrator.

What you do Comments/Prompts

477.  From your CMS menu ser, Ly OMSAOMIN)
column on the left, click the e
Advance Recoupment oo

. . . CONTRACT GROUPS
link in the Maintenance auare
section. CONTRACTOR

SEARCIUPBATE
LOG SCREEN

LA

BUBSET MOBIFICATION
CONTRACTS

SEMACH

RFPORTS

ORUNE QUERIES
STANDARDIZED

CLAIM QUERY

B0 FINALITE QUERT
HOLDS QUERY

AE-HOC

BULLETIN BOARD
CORHESPONDENCE
SESACH

REVIEWER MAMNTENANCE
MANSGE USERS
CHANGE REVIEWERS
CHANGE REVIEWERS
WSTORY
MANTENANCT
TADLES

SEMERILE TYRES
BUDHET TWPES
BUDHET FORMATE
BUDHET MOD RULES
CONTRACT DOCUMENTS.
AEVANCE RECOUFMENT

Contract Manag Tl

Contract Management System (CMS)

MEW ANNOUBCHENT EFFECTIVE Juse B, 2006 PLEASE REAL

Ihe Diasion of Administration, Buresu of Comtract Managament (HUM) is pleased to
annaunce that The Tollowing new Contract Management System (CMS) Tunctionality i
availabilez thee ahility (o change confract or other task rdesess within an establisbed
schedule; the ability 1o return comracts or other tasks to previoushy completed siages of
he schedubs; aiWl the ability to process Tralneng vouchers online. On bne help offers
assistance i navgating 1he Screens. BOM will be hosting refreshes teaining for OCES statt
duaring Juby and Ausgust (o assist with amy nadgation questions.

ACM continues to offes & S-hoar fraining class CMS fraining for confractoes proviced
throuh Program of College (PDP). The training is
schaduled 1o continue on a mornthy basis through the remainder of 2006. DOM stafl
cominues to provwe technical assistance to onling veilors 1o halp them wil comract

T

arul ety This e e s
axctidtirs, Viendduns b i abonl the systieen and ar hoping oiher State
) and electronic
MAINTENANCE (510§ 4730042 and (510) 4740156,
TABLES

SCHEDULE TYFES
BUDGET TYFES
BULGET FORMATS
BUDGET MOD RULES
COMTRACT DOCUMENTS
ADWVANCE RECOUPMENT
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What you do Comments/Prompts

The Create and Maintain Advance Recoupment Rules page displays the list of existing advance
recoupment rules, the type of recoupment, the percentage amount, and a brief description of each rule.

The New

Recoupment button CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES The Edit

isused to generate | ® / Recoupment button
new rules. Clicking - allows you to toggle
on the button opens New Recoupment _ | Edit Recoupment _ | to the Edit

advance recoupment is calculated. The Recoupment Rule drop-

down list contains the
existing recoupment rules.
When you select a rule from
= the list, the page updates to

R P h display the recoupment
ecoup Percentage represents the properties for the rule. To edit

percentage useddto calculate the Save | Clear | the rule, you would make
amount recouped. your changes, then click the
Save button.

1z2.5% of
Recoupment Type dictates whether advance each
the recoupment will be done against APPENDIX C: month.

Expenditure or Advance amounts.

a blank Recoupment RECOUPMENT RULE: I 10- 10 MOKTHS Recoupment screen
Rule form. (the default screen)
] " Expenditure from the New
RECOUPMENTTYPE: . Recoupment page.
Recoupment Type and Recoup
Percentage define the way the RECOUP PERCENTAGE: IF
[

Appendix C is used to describe

the rule. This language will appear
on Appendix C.

478.  Select the Recoupment
Rule from the drop-down RECOUPMENT RULE: |25 - LAST 4 MONTHS 7|

list . 12.5- 8 MONTHS =
. |166-6MONTHS

RECO LTYPE: 20%-5 MONTHS

(25 - LAST 4 MOMTHS

RECOUP PERCENTAGE: |33.3-2MD, 3RD, 4TH Q

33.3- 3 QUARTERS

40 - VOUCHER, MONTE

40 - WOUCHER, QUART

APPENDIX C: 40, 40, 20 - MONTHS

40, 40, 20 - QUARTERS

MILESTOME-CCRR

1
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479.

What you do

Comments/Prompts

The updated screen
shows the properties of the
selected rule.

According to this rule, 25%
of the submitted
expenditure report amount
would be withheld, to be
applied against previously
advanced amounts. If the
advanced amount was
$2000, and the expenditure
amount was $4000, $3000
would be paid to the
contractor and $1000 would
be applied against the
$2000 advance (assuming
no disallowances, etc.).

It is important to
understand that the rule
itself will be applied against
every expenditure report,
whether they are submitted
on a quarterly basis or not,
until such time as the
advance has been
completely recouped.

CREATE AND MAINTAIN ADWYANCE RECOUPMENT RULES

Hew Recoupment

Edit Recoupment

RECOUPMENT RULE:

RECOUPMENT TYPE:

RECOUP PERCENTAGE:

APPENDIX C:

5- LAST 4 MONTHS

" Expenditure

& advance

IZE
25% of A

advance - last
4 months.

[~
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Editing an Existing Advance Recoupment Rule

v" Before you begin: You are logged into the system as a CMS administrator. The Create
and Maintain Advance Recoupment Rules page is displayed.

What you do Comments/Prompts

480.  Select the desired rule
from the Recoupment

Rule dI‘Op dOWn llSt New Recoupment Edit Recoupment
’ RECOUPMENT RULE: 26 - LAST 4 MOMNTHS

CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES

 Expenditure

RECOUPMENT TYPE:
T_he page updates, . & agvance
displaying the properties of RECOUP PERCENTAGE: |55
the selected rule. Change 25% of =
advance - last
the rule as needed. APPENDIX C: 4 montns. Hers

is the change.

Click the Save button.
If you do not want to save
your changes, click the
Clear button to restore the
previous data.

481. The updated page
displays a status message,
indicating if the rule was
successfully changed.

CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
Successfully edited the selected Recoup Rule!

Hew Recoupment | Edit Recoupment |

RECOUPMENT RULE: | =l

" Expenditure
¥ Advance

RECOUP PERCENTAGE: |25
25% of |

adwvance — last
APPENDIX C: 4 months. Here

iz the change.

RECOUPMENT TYPE:

[

Save Clear |
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Creating a New Advance Recoupment Rule

v" Before you begin: You are logged into the system as a CMS administrator. The Create
and Maintain Advance Recoupment Rules page is displayed.

What you do Comments/Prompts

482. Clle the New CRE HTAIN ADVANCE RECOUPMENT RULES
Recoupment button. = e
COUPMENT RULE; A0 10MONTHE =]

© Expenditure
RECOUPMENT TYPE:

 Advance

RECOUP PERCENTAGE:  |12.50

APPENDIX C:

Save Clear
DEIEte!
483 A blank Advance CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
Recoupment form displays. — - |
RECOUPMENT RULE:
' Expenditure
RECOWPHENTTWE:
RECOUP PERCENTAGE:
APPENDIX C:
-
Save Clear
Delete
484. Enter a Recoupment CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
Rule, a Recoupment = ( |
Type, a Recoup RECOUPMENT RULE: 11D~ B MONTHS
Percentage, and a
. . . € Expenditure
description for the fecupehipzely -
Appendix C field. RECOUP PERCENTAGE:  [10
All the fields are required. Arram G
The Recoup Percentage
must be a positive number S
not greater than 100, such DA

as 12.5, or 10.

If you leave a field blank, or
incorrectly enter data, a
warning message will
appear.

Click the Save button.
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What you do Comments/Prompts

485. A new blank CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
recoupment form appears,
but with a status message
indicating the rule was RECOUPMENT RULE:
successfully added. B

@ pdvance
RECOUP PERCENTAGE:
To see the recoupment =

Successfully added the new Recoup Rule!

m
=
=

New

rules, use the Advance APPENDIX C:
Recoupment link in the &
main menu. Sava| Clear

Delete
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Deleting a New Advance Recoupment Rule

You can delete an Advance Recoupment Rule as long as it is not currently being used by a
contract.

v" Before you begin: You are logged into the system as a CMS administrator. The Create
and Maintain Advance Recoupment Rules page is displayed.

What you do Comments/Prompts

486.  Click the recoupment
rule you want to delete in CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
the Recoupment Rule = g |
dropdown list. RECOUPMENT RULE:

RECOUPMENT TYPE:

(T
Note: the Delete button is
grayed out since you cannot

RECOUP PERCENTAGE: NTH
20%-5 MONTHS
25- LAST 4 MONTHS

333-2ND, 3RD, 4THQ

delete an Advance appENDIXG: [523-30UkeTERS
. 40- YOUCHER, MONTH
Recoupment Rule that is 40- VOUCHER, UARTY
currently in use, as is the clear
first one in the dropdown —

list in this example.

487. The Delete button is CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
activated since this rule is - T |
not currently being used. RECOUPMENT RULE:  [10-BMONTHS =]

. . Recoupwen e+ O
Select it to delete this rule. recou percenTace: [T

103 of advance =
each month.

APPENDIX C:

el |
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What you do Comments/Prompts
488. The screen will refresh CREATE AND MAINTAIN ADVANCE RECOUPMENT RULES
Wlth the default page and a Successfully deleted the selected Recoup Rule!
New | Edit |

message will appear stating
that you have successfully
deleted the rule.

The deleted rule is no longer
in the dropdown list.

RECOUPMENT RULE: 10- 10 MONTHS =2

 Expenditure

RECOUPMENT TYPE:
& Advance

RECOUP PERCENTAGE:  |12.50
12.5% of =

advance each

APPENDIX C: month.
=
Save Clear
Deleter
Hew Recoupment | Edit Recoupknent |
RECOUPMENT RULE: I 10- 10 MOMNTHS
RECOUPMENT TYPE:

12.5- 8 MONTHS

16.6 - B MONTHS

RECOUP PERCENTAGE: |20%-3 MONTHS

25 - LAST 4 MONTHE

33.3-2ND, 3RD, ATHQ

33.3- 3QUARTERS

APPENDIX C: 40 - WOUCHER, MOMNTH

40-YOUCHER, GUART

40, 40, 20- QUARTERS =
—
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Contract Property Rules

Contract Property Rules

Only Updateable
Only Only Updateable with Initial
Required/ Updateable with Initial Contract‘Renewal
Optional | Updateable with Initial Contract/Renewal Record and
Contract Property Field Anytime Contract Record Amendment

Contract General Information
Project Mame

Award #

Contract Model

Term

Sub-Recipient
Administering Agency
Training Contract
Crriginating Agency
Renewable
Frocurement Type

palie] =l sl ied sl le] el ie]
et

Contract Period Info
Contract Period

Auward date

[Armount

“oucher Frequency
Frompt Contracting Date
Frogram Report Freguency
Program Report Model
Description (AC340)
Additional Payment Indicator
CFDA

Frompt Contract WWaiver
Frompt Contract Eligible
TANF Report

On-Line

Budget Type

Budget Modification Type
Matching Percent

Admin Ceiling

Advance %

10% Withhold

Retainage

Advance Recoup

TMEF %

Contractor Share %

s D=t el el e e el e

Jsol =l e Dol =2

() islislialie)is]ielialFilEaielielis) el el ie]is) lalie] ] e =e)E)En

ol Dol el el el el el el Bl el
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Revision History

Date Filename By Whom What
8/9/2006 --FINAL CMS OCFS Mandy McCord, General update of the content and screenshots
Manual v080906.doc Ian Carlson, Chris
Malone, and BCM
staff
8/11/2006 --CMS OCFS Manual Mandy McCord Corrected headers
v081106.doc
9/15/2006 --FINAL CMS OCFS Mandy McCord Corrected footers
Manual v091306.doc
1/16/2007 --FINAL CMS OCFS Mandy McCord Updated screenshots with new system header.

Manual v011607.doc
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