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Introduction — Agency Contracts
Database User's Manual

The purpose of this Users Manual is to provide a resource for Agency
Contracts Database (ACD) users on screen functions, routine processes, and
some tips and tricks that may help them in their use of the ACD.

Manual Construction

This manual is organized in four sections:
Introduction — Main Menus and Navigation;
Chapter 1 — Login Interface;
Chapter 2 — Contractors Menu Screens and Functions;
Chapter 3 — Contracts Menu Screens and Functions; and

Each menu section describes in detail the fields, icons and buttons, and primary functions that are
found on each screen under that menu. Fach section has step-by-step instructions for
accomplishing routine tasks in the ACD, along with some shortcut tips. Screen shots and visual
diagrams are used frequently to show screens, fields and icons. While every attempt has also been
made to provide brief, bulleted steps for tasks, some screens and functions are described in a
narrative style — there are areas where it was felt that a description was needed.

Main Menus

The following describes the main menus and commands used throughout the application:

Contractor Module Main Menu — Browse Mode:

. ACDE Contractor

Mew Contrackor = S=ve  Edit Cance Delete Reports Expart Data

New Contractor 120256
Dron-Down

Active

Ustanoy, Gustay F. Sole Proprietor
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Contractor Module Main Menu - Edit Mode:

—_— N Save Cha.nges Go To Reports Exit Button &
ACD: Contractor Drop Down

Mew Contractor ~  Save  Edit Camcel  Delete

Reparts Expaott Data

120256 Cancel Editing yov, Gustar F. Sole Proprietor Active

Exit Contractor Module Drop-down will give the user the

choice to exit the Contractor module and go back to the Login Exit Contractor Module
screen, or to Exit the ACD entirely.

Exit Application

Contract Module Main Menu — Browse Mode:

Edit Command Go To Reports

' Mew Contract = S=ve Edit H 4 b M Reports Export Data

Exit Button &

Drop Down
ACD: Conftract

Cancel  Delete

Adrmin Tools -

New Contractor
Drop-Down

Ustanov, Gustav F.

Admin Tools
Used by CCS

Contract Module Main Menu — Edit Mode:

Save Changes Exit Button &
Drop

ACD: Contract

' Mew Contrack ~  Save Edit Cancel ] Reporks Export Data Admin Tools - Exit -

Pending N

=~ Conktract (0) 10012P-12 120256 Ustanoy, Gustay F.
Cancel Editing

Exit -

Exit Contract Module Drop-down will give the user

the choice to exit the Contract module and go back to the | Exit Contracts Module
Login screen, or to Exit the ACD entirely.

Exit Application
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Sub-screens in both Contractor and Contracts modules operate with virtually identical command
button groups, for adding, changing and deleting records. They look like this:

Add New Record

Save 4_< Save Changes
Cancel <—é

Edit Record

Delete Record

Cancel Editing

Close Screen

Subscreen Controls Browse Mode Edit Mode

Screen Loading & Database Indicator

In an effort to speed up performance, and not have users waiting for screen loading, lookup
tables are loaded after the Contractor or Contract Search. A progress bar indicator in the lower
right of the screen displays the loading process, and shows when the application is ready for a
search. Testing indicates that users have plenty of time to enter a search parameter, like
Contractor Search Name, and during that few seconds the loading is done.

Also, in the lower left corner of the application screen, a text display shows the current database.
Screen shot displaying both features — at the bottom of the Contract Search screen:

<]

Current Database: ACD Production Initializing Lookup Values.... |niiii I

Database Display
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Screen Navigation — Tabs Interface

The ACD is built as a tabbed interface with one screen open at a time, and all other screens
available in separate tabs. 'The “Display All Sub Information” checkbox on the Intake console
allows the user to see all the subscreen tabs at once. Navigation is a matter of clicking on the
desired tab to see that subscreen information. Here is the Contractor Detail screen with tabs on:

. GO Contractorn

© Mew Contractor = Save Edit Cancel Deleke Reparts Export Data Exit 5
120256 Ustanov, Gustav F. Sole Proprietor m
Audit ][ Correspondence ][ Insurance ][ License ][ Conkrack ]{ Histaty
Contractor Search ] Contractor Detail ][ Skaff ][ Address ][ Check. ][- Comment
Last Name Ustanoy Firsk Narne Gustay
Middle Marne F. Suffix
Contrackor Type Sole Proprietor SSNJEIM 838887777 |SSN
Default Reported Mot Given || Fiscal End Dats 12431
LEI Mumber 601121313 Intake Form Date 12272011

Ethnicity || Referral

Addres Line 1 98019 98th Street Soth Address Description Mew Default 6-7-2011

Address Line 2 Country Umited States |
Ciky Thorp v Skate/Province WA | Zip Code 29111-1111
|| Emall Address County Kittitas Region 1
1" | Phone Mumber (509) 555-1212 Ext. Contractaor Fax

Disabled Cwned Mo || Certification Mumber

Woman Cwned No | Certification Number
Minority Cwuned Mo || Certification Number
Yeteran Owned No | || Certification Mumber

Community Based Mot Given

Gustay Ustanoy Contact Emai
Contact Phone {509) 555-1212 Contact Fax

Contact Mame

Sub-Information Summary

[#] Display &l Sub-Screens [Staff o [_.D.ddress 4 [Check z [_Correspondenceil | [Contract
Contactqi.z-‘" 1l Mailingémﬂ- | [Comment 1- 1l [Insurance _j2 | [Historv
Signatgryé.-i_:; BiIIingELi [Audit '1_- [License 1 |
Faciity 1 |

Current Database: ACD Production
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Here is a Contract Detail Page One screen with tabs on:

. MewContract =  Save  Edit Cancel  Delete M4 W Reports Export Data Admin Tools Exit =

Cormment ][ Performance County ][ Payment System ][ Account Funding ][ Monitoring ][ Documnent Management ][ Correspondence ][ Histary

Contractor Search ][ Contrack Search ][ Contract Detail {(page 1) ][ Contract Detail (page 2) Insurance " License ][ Audit

Cidick Approve Cont D I
Contractor Name Ustanoy, Gustay F.
Superceded Mumber dba Mame Gustays Happy Home
Open Docurnent Procurement Mumber Contract Type 12 - Client Service Contract not competitivel. .,
Contract Start F/1/2011 z Criginal Amaount $0.00
Renenerate Cantract End 6/30/2012 z Total Amendments $0.00
Current End 06/30,/2012 Current Maximum $0.00
Insurance (5) Contract Code 1001XP-12 || Service Description Adult Family Home {AFH)

-| BODDGC: DSHS General Terms & Cond

License {1} B000GE: Client Services Additional G1
Selected Subcode(s)
Correspondence (13
I; Hiskary (6} Contract Reason A.I.'-.;I"in-fl'.lursul.:.on .l.:.Dul:I.l.Zy ser\;r-i.ng .I-iungar.i.an spea.l.(.i-r.lg cllents
I Institution [ Program Mumber |123456

audit (1 -
Ml ||| Program Cade

Document Location ADSA HO)

Perf. County {3}

Federal Funding % | Local Funding | $
State Funding % | $ |0 |$l].l]l] Other Funding % | $
Payment System (1) Payment Method FFS No | i Subrecipient No

55Ps, id=123456 [ IS |
Payment Syskern CFDA Mumber

Document Mgt {13

=
-
s
=]
=)

Account Fund (1)

IMonitoring {1}

Comment {1} Caontack Mame Feodor Ustanovy - | Phane Mumber {509) 555-1212 Ext.

PB Factors (4) Conkack Position Partner Cell Mumber

Email Address fFeodor@whatever.org Fax Mumber

Contrackor Detail

Primary Address 9809 98th Street Soth , Thorp, WA, 99111-1111

Faciliy Address 7654 32nd Ave PD Box 40-11, Thornton, WA, 99111-1111
Aleernate Address

Current Database: ACD Production

Screen Navigation Tip:

Turning the sub-screen tabs off presents the user with a much cleaner system,
without the clutter of a dozen tabs.
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Screen Navigation — Consoles

Both the Contractor and Contracts Modules have “Console” menus have navigation buttons with

each sub-screen title, and indicate how many records are on each sub-screen.

Here is a visual depiction of the Contractor Sub Information Summary “Console:”

Sub-Information Summary

[ | Display All Sub-Screens |:5taH: 2 ):.E\ddress 4 )rChe-:k i [Cnrresponden::e; i
Contact 2 Mailing 0 |_Cnmment 1 |:]nsurance 2
Signatory 1 giling o [ audit 1 [License 11

Faciity 1 ' ) -

Conlract Iz

:History

The “Display All Sub Screens” button toggles all sub-screen tabs on when it’s checked, and off
when it’s un-checked. This example shows the console for an Intake record with two staff
records, four addresses, two check records, etc. Clicking on a button takes you to that sub-screen.

Here is a visual depiction of the Contract Information Screen Console:

Insurance (5)

Correspondence (0) to that tabbed screen.

Audit (1)

Document, Mamk {13

Comment (173
PE Factars (4)

Contractor Detail

[ ] show all Tabs

Rolling the mouse over any sub screen label highlights
License (0) that button. Clicking on a sub-screen button takes you

History (2) Notice that the number of records that exist for each
screen are shown in parentheses next to the sub-screen
title — for example, this contract record has five

Perf. County (3} insurance records, three performance county, and at
least one record on each additional sub screen.

Payment System (1) The sub-screen tabs can be toggled on and off by
clicking the “Show All Tabs” checkbox at the bottom
Account Fund (173
of the console.
Monitoring 1)
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Getting Back & Forth Between Contractors & Contracts

Both the Contractor and Contracts modules have shortcut keys for navigating back and forth, to
either Contractor Detail, or Contract Detail.

Contractor to Contract Detail.
While viewing the list of contracts on the Contract Tab, in the Contractor module, select a

contract row and either:

e Double-click the datagrid row, or

) Yiew Contract Detail |
e C(lick the | ! button.

A message will pop up, asking to verify that you want to leave the Contractor module and go
to the Contract Detail screens:

. Py You are about to leave the Contractor module.
\'\'/ This request will take a Fews moments, Are you sure you want to do this?

I ;es I I No I

Click yes to leave the Contractor Module and go to Contract Detail, Page One.

Contract to Contractor Detail.
And likewise, it is easy to move back to the Contractor Detail page from either Page One or Page

Two Contract Detail screens:

e C(lick the Contractor Detail button on the left side Navigation Console:

PE Factors (0)

Contrackor Detail

[] Show all Tabs
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A message will pop up, asking to verify that you want to leave the Contractor module and go
to the Contract Detail screens:

2 ‘You are abouk to leave the Contract module,
o This request will take a Fews moments, Are you sure you want to do this?

([ o |

;es

Click yes to leave the Contract Module and go to Contractor Detail.

Select Label Values to Copy/Paste.

The labels on the top menu status bar area in both Contractor and Contract modules can be
selected, and copied into the Windows clipboard. This can be very useful for copying and pasting
Contract Name, DSHS Index, and Contract Number values. Here is a demonstration where the
Contractor Name will be copied:

e Sclect the Contractor Name in the blue label area, using the Mouse pointer.

e Right click and a Windows popup displays, presenting the choice to Copy:

Edit Cancel Delete Repotts Export Daka Exit

Gustafson, Frank F Sole Propriet

istafson

le Proprietor

ot Given

e Once copied into the Windows clipboard, this value can be pasted into an email, search
screen, Word document, or any other standard Windows program control.

ACD User’s Manual 10



Chapter 1 - ACD Login Screen

Access to the ACD is now managed through SecureAccess Washington
SAW) —aservice of the Department of Information Systems. Thereis a
separate comprehensive manual which details the steps and screens involved
in setting up and managing a SAW account, and ACD profile. For this
manual, only the process of logging in with an existing account is covered.
Please visit our ACD webpage for the full login manual.

System Login

User has ACD Profile, but no SAW Account.

The first time that an ex#sting ACD user logs into the new ACD system, that user will need to
establish a new SAW account. First, choose the Production Server from the Select Server drop-
down, then enter your current ACD login, and password.

Enter “Old” ACD Login.

ACD: Login

KasSiagrar Src'c
ﬂi iv Department af Sacial
i & Tealth Services

Mctivate account

Welcome back!  Please log inor create an account

Login
Select Server |Prndu:tinn Server z]
User IO lTerr need pour user ID?
Password |*"='="****| forget your password?
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Click Login, and you’ll receive the following message about creating a new SAW account:

& DIS SAW account is now required ko access the ACD application.
If vou already have a S&W account please dick 'Mo' and login with vour existing SaW credentials.
If vou do not have a 3aW account please click 'Yes' to create one now,

9 The credentials vou provided where for vour ACD account, not vour S&W account.
e )

Mo

Create SAW Account.

Click Yes, and the SAW account screen will open, where you can create that account. This is a
one-time process that allows access to the ACD over the Internet, regardless of the user’s location
inside or outside the State Governmental Network. Here is the SAW account screen:

28 ACD: User Profile wffim i
Fasiiagror Sra'tg

ﬂ Y Deparment af Sacial
£ Tealth Services

Change Password  Sawe  Edit Cancel Submik Exit Profile Settings

‘ CCS Supervisor CCS Supervisor All Admins and Division

If you already have a DIS SAY account, use your existing SAV UserID and
password to create your ACD account profile.

have a SAW account do not have a SAW account
Saw UserlD ®| Password ®|ent3l SAW password |
Secret Question | Select a secret question

Secret Bnswer | enter pour answer to secret question

ACD Account Data
Administration  |EX-MO

Division ASD

User Mame Tyler |Hﬂ'k |T
Title Information Technology Systems Specialist

Manager Yes | CCS Staff |‘|’es

Ernail tylermt@dshs.wa.goy

Phone (3650) 664-6074 Extension |

FaY (360) 664-6184

Address Line 1 |Central Contract Services
Address Line 2 |P.0. Boxk 45811

City Olymipia Stats WA
Zip Code 98504-5811 Mailstop
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Complete the form in its entirety, including designating a new SAW User ID, and
password. There are some rules for user IDs — click on the ? button and the info pops up:

-

sSav Userly Requirements
54W User IDs must meet the following requirements:

- Must be between 1 and 32 characters long

- May have both letters {a-z, A-7) and numbers {0-9)

- May hawve any of the Following Four special characters:
N and '@

#%* | IserIDs are not case sensitive ¥

LE| SEW Password Hequitements ejimr o}

SAW passwords have the following requirements:

- Must be a minimurm of 10 characters long and contain at least three of the
Following Four character classes:
a) Upper case characters
b Lower case letters
) Mumerals
d) Special characters (e.q., |, @, #, §, %, ™, &, etc.).

- May nok contain the user's name, LserID or any Form of their Full name.
- Must nok consist of a single complete dickionary word, but can include a passphrase.
- Must be significantly different than the previous Four (4) passwords.

i.e., incrementing passwords such as Passwordl, Passwordz2,
Password3, etc. are nok considered significantly different

** passwords are case-sensitive *¥
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Submit and Activate SAW Account.
Once the form is complete, click the Submit link at the top.

L& ACD: User Profile
IE'.'Ii.'il'l'lf’l"l' Srete
T Deparmment af Sacial
& llealth Servces

Change Password  Sawve  Edit C.‘:nce& Submit ) Exit Profile Settings

I Security Group Application Role Authority Level

If you already have a DIS SAW account, use your existing SAW UserID and
password to create your ACD account profile.

You will receive a verification email that will contain your activation code, needed for the next and
final step in the SAW process. Click the Activate Account link near the top of the login form:

ACDE Togin

Eachingtoe ¥ralpe
Y Department af Sacial
£& Health Services

Activate account

SR
Welcome back!  Please log in or create an account
Login
Select Server |F'r|:-:|u-:l:ian Server
User ID IT-,err nieed your user D7
Password |“°“**“***| forget your pazsword?
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Type in your SAW User ID that you’ve just created, and the activation code from the email:

LS ACD - Activate Account

Enter yaur SAW userlD and the account activation code that
vau received via email o activate vour account

Activate Account

SAW User D |

Activation Code I

Click submit, and you’ll be back at the Login screen. Click Login, and you’re in:

= ACD: Login "
g =0 &
Waskiagrar Srote

ﬂii Department af Sacial
& Tealkth Services

Logout to change seryer oF USer account ACD Production

Curmrent User

User ||‘1'Iak Tyler

Administration |Ex-mo

Division |AsD

view my profile

The availability of AC0 modules is based on your ACD security autherization,

For guestions regarding application access and security, please contack ACD Support.

Contractor Module
Contracks Moduke

Report Generatar

CCS Home Page

Copytight () 2011, Yersion £
Washington State, Dept. of Social & Health Services

Now you’ll be able to navigate to the Contractor and Contract modules.
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Modify ACD Profile

Change Address, Phone, Email, or Password.
If a user needs to change elements of the ACD login, click on the “View my profile” link on the
login screen:

Current User

User IMark Tyler

Administration IEX-MO

Division IASD

wiew my profile

View Profile Link

The Profile screen will open — click on Edit to enable editing your profile record:

C8 ACD: User Profile w1
F.'J!.\.'.I; rap Srave
ﬂ Y Department af acial
& flealth Services Edit Command
' 3
Change Password  —ave Edit Cancel Submit Exit Profils Settings

‘ CCS Supervisor CCS Supervisor All Admins and Division

If you already have a DIS SAW account, use your existing SAVW UserID and
password to create your ACD account profile.

| have 2 S4W account | do not have a S84 account

sew UserlD (2) [T Password (2]

Secret Questian

Secret Answer

ACD Account Data
Administration  |EX-MO

Division ASD

User Mame Tyler |I"Iirk |T
Title Information Technology Systems Specialist

Manager Yes | CC5 Staff |‘t"es

Email tylermt@dshs.wa.goy

Fhone (360) 664-6074 Extension |

Fay {360) 664-6184

Addresc Line 1 |Central Contract Services
AddrescLine 2 |P.0. Box 45811

Ciby Olympia Skate Wh
Zip Code 98504-5811 Mailstop
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Once in Edit mode, the user can change their name, address, phone, email, and other
details. The user cannot change their DSHS Administration or Division settings, or their
Contract Manager or Access Level designations. Please call or email Central Contracts
for assistance with those issues.

Profile Editing Tip:
Fields highlighted in Yellow are required on this screen. Fields in Gray cannot be
edited by users; fields in White are optional and can be edited.

Once editing is complete, click Save — but remember first to answer the Secret Question
that was chosen when the profile was set up!

LAl ACD: User Profile

Kashiagror Srote
'ﬂ Y Department af Sacial
7 & [lealth Services

Change Password  Save  Edit

CCS Supervisor CCS Supervisor All Admins and Division

If you already have a DIS SAW account, use your existing SAW UserID and
password to create your ACD account profile.

Cancel Submit Exit Profile Settings

| have a S&WW account | do nat have a 54 account

| SAW UserID ®|tylermt | Password

Secret Question |What is the terminal velocity of an unladen swallow ?
Secret Answer | TR

ACD Account Data

Administration  |EX-MO

Division ASD

User Mame Tyler |Mark |T

Title Information Technology Systems Specialist
Manager Yes | CCS Staff |Yes

Email mark.tyler@dshs.wa.qov

Phone (360) 664-6074 Extension |

Fax ({360) 664-6184

Address Line 1 |Central Contract Services

Address Line 2 |P.0. Box 45811

City Olymipia State WA
Zip Code 98504-5811 Mailstop

Click Exit Profile Settings to get back to the ACD main screen.
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Chapter 2 - ACD
Contractors Module

"This section will describe the functions of each screen on the Contractors
Module.

Search

The Contractor Search function allows users to find a specific contractor using a combination of
search criteria. The Contractors module opens to the Search screen and presents the user with
the following search methods and criteria:

Search Criteria Fields

This version of the ACD has been simplified to combine all Contractor search into one search
screen. Sole Proprietors, Non-Profits, Governmental Entities, and all other contractors can now
be found on this one search screen. The screen allows searches on the following fields:

Field Descriptions:
e DSHS Index. Default search is “equals” — by ACD assigned Index number.
e Tax ID Number. Default search is “equals” — by either SSN or EIN w/out
dashes
e UBI Number. Default search is “equals” — by WA Universal Business Ident.
e Search Name. Default search is “contains” — also by Contractor’s name.

Search Update — Two Big Changes in the ACD:

1. Auto-Checking of Field Checkbox. FEach field has a checkbox that can be
used to include that field in the search. Now, users can just start typing into a field,
and the check box automatically is checked.

2. Enter Key works to Run Query. Yes, that’s right! Just hit Enter to run an
ACD search. The Run Query button is still there and can be clicked, but the Enter
key will perform the search if your hands like to stay on the keyboard.
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Search Method - Example:
The following example shows a search for DSHS Index number 45403. That value is entered

into the search field and then the Run Query button is used to return the single record where the
Index Number equals that value.

|
[u ]
53

ACDE Contractor

© Mew Contractor = Save  Edb Cancel  Delste Reports Export Data Exit -

45403 Smith, Beverly & Sole Proprietor Active

J Contractor Search ]

DSHS Index |454t-3 Tax I Humber [ | UBI Number [ |
so ]

[] Include Inactive Records 1 Takal Records (Max: 3500)

Flags Confractor
Statuz  DSHS Index  Business Tupe |dentification  UH
D C AT Buginess Mame  Suffis  Last Mame  Firgl e Middle Name

Sale Proprietor Be

< | ik i

Current Database: ACD Production
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Search Method - Example:

A similar method can be used for a search on Tax ID number. The following demonstrates
searching for a Tax ID Number “123456789” — please note that the EACD does not use dashes in
the Tax ID number:

0
ol
(¢l

. RCDT Comiracior

Mews Contractor ~ Save  Edb Cancel  Delste Reports Export Data Exit =

Evans, Patricia A. Sole Proprietor Inactive

J’ Contractor Search

DSHS Index [ | Tax 10 Mumber (4] | 173456789 LUET Number [ |
Search Mame || Begin [] |
Inchude Inackive Records 1 Total Records (Max; 3500)
Flags . Cantractar o
Status  DSHS Indes  Busness Type |dentification U

Buginess Mame  Suffik  LastMame Fist Name  Middle Name

D C AT

I Sole Proprietor Patricia A

Current Databass: ACD Praduction

Notice an important detail about this Contractor record — the status is “Inactive” and the
search screen has the “Include Inactive Records” checkbox checked.

When a data cleanup was done a few years ago on ACD information, any contractor at
that time who had not had an active contract in the last two years, was set to Inactive.
Including the Inactives checkbox will ensure a contractor search returns even those
contractors who may not have had a contract in a while.

Central Contracts staff can reset a record to Active, if a new contract is going to be
produced.
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Search Method - Example:

Another common search method is to find a contractor by their name. The Search Name field in
the ACD looks for any name that “Contains” the text that is typed into the Search Name box. A
good example of this would be to search for “Northwest.” With only that word in the field,

running the search will first return the following message:

Contirm

The number of recards returned is 158, The default is 100, Displaying more than 100 recards may take some time, Do you want ko continue?

Lves [ mwo |

There are two ways to narrow the search: (1) Add another phrase or part of the Contractor’s
name; or (2) Use the “Begins” checkbox to filter for contractors whose name starts with the
word Northwest. Here is a screenshot of the Begins checkbox, and the search results:

"ACD: Contractor

© Mew Contractor ~ === Edit “ancel Deleke Reports Expork Data Exit -

MNorthwest Educational Service District 189 Governmental Entity Active

J Contractor Search

DSHS Index || | Tax ID Number || | UBT Mumber || |
Search Mame Eegin INorthwest

[ Inchude Inactive Records . 76 | Total Records (Mace: 3500)
Flags Contractor ]
Status  DSHS Index  Business Type Ig
oD CaT Business Mame Suffix  Last Name  First Name = Middle Nams 3
Y A 1064 Entity Morthwwest B egional Council =1
For Profit MHorthwest Warkforce
N A 22567 Corporation Development Council el
Morn-profit .
A 22956 Erpreton Morthwest Youth Services 1
A 82340 Limited Partnership | Morthwest Ilen Center ]|
For Profit
A 1052 Corporation Morthwest Care Advocates MAa =1
Mon-profit Morthiw/est Therapeutic Riding
& ELED Corporation Center Bk gl
For Profit o
N A 78007 Crpaeton Morthwest Pediatric Center 1|
Far Profit Motk Healthcare &l
N A 47658 Crpaeton Ine. A& 1|
Ny & 230149 For Profit Mrthusiset Phie Craddit | Inina (s | mM
<] i B

Current Database: ACD Production
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Search Results

The results for your contractor search are displayed in a data grid below the search criteria fields.
The default sort method for these results is by DSHS Index Number. Most Contractor Intake
field columns are shown on the results grid — here are some key fields:

e Flag Fields. There are flag four alert fields which indicate the following:

0 D column - Yes/No — Contractor Reported Default on the Intake Form
0 C column-Yes/No — A comment exists in the Comments screen

0 A column - Yes/No — Audit data exists on the Contractor Audit screen
0 T column —Yes/No — A DSHS contract has been terminated for default

e  Status. Displays an “A” for Active contractors and an “I” for Inactive.

e DSHS Index. This column displays the unique Index number the ACD assigns to
each Contractor.

e Business Type. Displays the type of business entity of the contractor; i.e. Sole
Proprietor, Non-Profit Corporation, Governmental Entity.

¢ Business Name. This field displays the Contractor’s Legal name. This field will be
blank for a sole proprietor.

e Suffix. 'This field displays any suffix, such as Jr. or Sr, that may be part of the
contractot’s name.

e Last Name, First Name & Middle. These fields display the Last, First and Middle
Names of a sole proprietor. These fields will be blank for a business such as a non-
profit, or a governmental agency.

e Identification. This column displays the tax identification number (SSN or EIN)
for each Contractor.

Sorting Search Results.

Any columns that you want to sort from A to Z, or 1 to 10 can be sorted in the
Contractor Search data grid by clicking on that column heading.

Active Controls when Viewing Search Results
The following is a visual depiction of the navigation controls at the top of the Contractors
module, when the user is viewing the list of search results:

Go To Reports

Mew Contractor - Reports Export Data Exit b4
Northwest Educational Service District 189 Governmental Entity m

or Search “KExport Data to EXCE|\ ||
TS /

ACD: Contractor

New Contractor
Drop-Down
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Button Descriptions:

e New Contractor Button. Click on this button to start a new intake record,;
first choosing whether for a sole proprietor or other business
type/governmental entity.

e Reports Button. This button will open a browser window with the old ACD
Standard Reports module.

e Export Data Button. This function works for any screen in the ACD where
there are records in the datagrid. Click the button once, and an Excel
spreadsheet is created from the records that are displayed on the datagrid.

e Exit Button/Drop-Down Selector. Click on the Exit Button to select
whether to exit the application, or exit the Contractor Module and go back to
the Login screen. The user is first prompted to be sure that they want to exit.

Blue Status Bar Indicators:
The blue Status Bar underneath the navigation controls displays relevant information
about the current Intake record. From left to right, those indicators are:

Mew Contractor - Reports Export Data Exit hd
Northwest Educational Service District 189 Governmental Entity
DSHS Index Search |[ contractor Det hY Active/Inactive
== Search Name T =T Entity Type

e DSHS Index Number. The Index number for the current record is displayed.

e Contractor Search Name. The Search Name for the current contractor record
is displayed — Search Name for a sole proprietor is: Last Name, First Name,
Middle Initial. For any other business type Search Name is identical to the
contractor’s legal name.

e Entity Type Indicator. This indicator displays the business type for the
current contractor.

e Active/lnactive Indicator. This displays whether the contractor has been
active, with recent contracts in the ACD.

Copy to Clipboard Tip.

The indicators in the blue status bar can be selected and right-click or Ctrl-C
copiedinto the Windows clipboard, and pasted into any text box, search box, etc.
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Active Controls When Editing Contractor Intake Records
The following is a visual depiction of the edit controls at the top of the Contractors
module, when the user is editing a contract record:

C cancel )

Reports

Al Contractor

Sole Proprietor

Ustanoy, Gustay F.

120256

Button Descriptions:
e Save Button. One click will save changes to the current Contractor record.
e Cancel Button. One click will cancel edits, reset any fields to the way they
were before editing, and set the application back into Browse mode.

Subscreen Add, Change and Delete Controls:

Each Subscreen, or Tabbed Screen, has controls that allow the user to edit, save and
delete records. The following visual depiction shows the controls used to make changes
and save records in each subscreen:

@; New }
R

Edit 4_é
Delete Current A' Delete }

Row (CCS Only)
Close ;% Close Sub-Screen

Subscreen Controls Browse Mode Edit Mode

Save 4_§, Save Changes
Cancel 4_}_

Edit Current Row

Cancel Edits
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Intake Detall

After searching for an existing contractor and finding a record that matches, double-click on that
row to open the Intake Detail screen.

The Intake Detail screen is where the Contractor’s demographic information is stored, including
name, mailing and email addresses, telephone numbers, and Office of Minority & Women
Owned Business Enterprise (OMWBE) data. To start a new contract, the Contractor’s Intake
record must have been updated from a signed Intake form within one calendar year. The relevant
date is noted in the Intake Date field on this screen.

Intake Screen Fields - Sole Proprietor

Most DSHS Contractors are Sole Proprietors, who provide client services directly to DSHS
clients. The Intake screen begins with fields for the Contractor’s name segmented into last name,
first name, and middle name. Type the Contractor’s information into the relevant field, then Tab
to the next field (you can also Shift-Tab back to the previous field). Here are some tips on
particular fields on this screen:

e Suffix. This field records name suffixes, such as Jr. or St. Professional titles, such as
M.D. or PhD., should not be entered in this field.

e Contractor Type. Refer to the Contractor’s hard-copy Intake Form to determine
how the Contractor has identified their business organization. For a Sole Proprietor,
this field is automatically filled in by the ACD and cannot be changed.

e SSN/EIN (Tax ID Number). The ACD records the 9 numeric digits of the SSN
excluding the dashes. Plus, starting with this version of the ACD, we must identify
which type of Tax ID the contractor uses, by choosing either EIN (Employer
Identification Number) or SSN (Social Security Number) in the drop-down.

e Default Reported. This is a Yes/No field that records the Contractor’s answer on
the Intake form. If the contractor did not answer this question on the form, leave the
field blank.

e Fiscal End Date. By default, and by definition, a Sole Proprietor’s fiscal end date is
12-31. This field cannot be edited.

e UBI Number. If the Contractor has supplied their Universal Business Identifier
(UBI), as issued by the WA State Department of Licensing, please enter that number.
Many Sole Proprietors do not have a UBI number and the field is left blank.

e Intake Form Date. 'This field records the date the Contractor signed the
certification section of the Intake Form. Users can enter the date manually, inserting
the number into the supplied mask in “MM, DD, YYYY” format, OR click on the
drop-down to bring up a date calculator. Double-click on the date the Contractor
signed the Intake Form and that date will be inserted into the field.

e FEthnicity. This field has a drop-down set of choices that can be selected to match
the information the Contractor has supplied on the Intake Form. If the Contractor
has left the intake form blank, leave the field blank as well. Do not assume ethnicity
information — do not supply any answers the Contractor has not specifically given.
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TIP:

Referral 'The referral field is used by some programs to track a Contractor’s service
availability for referring multiple clients. This field should only be used when so
instructed by the Key Contract Coordinator.

< Movember >

< 2010 F

S M TW T F 5

The date calculator is found throughout the ACD and is very useful. A
blank date field will bring up the date calculator with today’s date selected.

2 3 4 5 &
78 910 11 12 13
14 15 16 17 15 19 Z0

It will default to the displayed date for a field that already has a date 21 22 23 24 25 26 27

inserted. The “arrow” buttons at the top of the tool let you navigate to 26 2% 30

Previous Year, Previous Month, Next Month, and Next Yeat.

| Today

Clear

Intake Screen Fields - Other Entity

Some DSHS contractors are corporations, partnerships, governmental entities, or other types of
organizations. The Intake screen begins with one field for the Contractor’s name. Enter the
name exactly as supplied by the Contractor on their Intake Form--do not use all capital letters if
the organization does not capitalize their name. Users can Tab between fields or use Shift-Tab

back to a previous field. Here are some tips on some particular fields on this screen:

Contractor Type. Refer to the Contractor’s hard-copy Intake Form for the
Contractor’s business organization. This field has a drop-down set of choices. No
custom entries are allowed. Please contact CCS if you are unsure about the
appropriate type for your Contractor.

Federal ID Number (EIN). The ACD records the 9 numeric digits of the EIN
excluding the dashes. Plus, starting with this version of the ACD, we must identify
which type of Tax ID the contractor uses, by choosing either EIN (Employer
Identification Number) or SSN (Social Security Number) in the drop-down.

Default Reported. 'This is a Yes/No field that records the Contractor’s answer on
the Intake Form. If the Contractor did not answer this question on the Intake Form,
leave the field blank.

Fiscal End Date. Enter the Month and Day in “MM-DD” format that the
Contractor has indicated is their annual fiscal end date.

UBI Number. 1f your contractor has supplied their Universal Business Identifier
(UBI) as issued by the WA State Department of Licensing, enter that number in this
field.

Intake Form Date. This field records the date the contractor signed the certification
section of the Intake Form. You can enter the date manually, inserting the number
into the supplied mask in “MM, DD, YYYY” format, OR click on the drop-down
button to the right of the field to bring up a date calculator. Double-click on the date
the contractor signed the Intake Form to insert the date into the field.

Ethnicity. This field has a drop-down set of choices that can be selected to match
the information the contractor has supplied on the Intake Form. If the contractor
has left the intake form blank, leave the field blank as well. Do not assume ethnicity
information — do not supply any answers the contractor has not specifically given.
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® Referral The referral field is used by some programs to track a Contractor’s service
availability for referring multiple clients. This field should only be used when so
instructed by the Key Contract Coordinator.

TIP — Addresses in the New ACD:

Contractor Addresses are managed on the Intake/Contractor portion of the ACD.
It is important for DSHS contracts staff to help to keep contractor information
better organized. Use the Intake Detail screen to record the contractor’s primary
“Default” address, and use the Intake Address screens to record all of the other
addresses. Don’t ever delete an address — instead edit the Address Description
field to tell the story of the history of particular addresses.

Intake Screen Fields - Common
Sole Proprietors and Other Entities share common fields, after the name section. Here are some
tips on some particular fields on this screen:

e Address Lines 1 & 2. Only Address Line 1 is required, but both may be used, if
necessary.

e Address Description. This is a text field that is optional — please use it to describe
the contractor’s Default address record that is displayed on this screen. For example,
a Sole Proprietor may have only one address, so the description might be:
“Contractor’s mailing and home address.” A business organized as a Corporation
might have an address description for their main office such as: “Company
Headquarters location.”

e  Country. This version of the ACD will now accept addresses from other Countries.
Please use the drop-down to select the correct country for the contractor’s address.
As with all other drop-downs, if the value you need is not in the list, please contact
CCS for assistance.

e State & County. If a city name in Washington has been entered in the City field, the
County field will automatically fill in. The state field will default to WA, but the drop-
down button can be used to select another State. If a WA city is designated for the
wrong county, contact CCS so the correction can be made to the lookup table.

e (ity. The ACD has a built-in lookup table of all cities in Washington. As you type in
a city name, the field is filled in with the match from the table. If the contractor is in
Washington and their city name is not in the lookup table, contact CCS so the
missing city name can be added to the table.

e Zip Code. This field requires the five-digit zip code; the zip + 4 format may be
used. For addresses in other countties, the Zip field looses it’s format mask, and any
sequence of text and numbers can be typed in, e.g. Canadian zip like: V5A 3WO0.

e Email Address. This is an optional field.

e Telephone & Fax Number. Input masks automatically put parentheses around the
area code and a dash in the phone number. Tab into the field, rather than mouse
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clicking into it. It’s difficult to mouse click into the precise entry point of the field,
whereas Tabbing in will take you to that point every time.

e Contractor Ownership Fields. 1f the contractor has supplied OWMBE
information about their business ownership, complete the appropriate Yes/No field.
For example, if the contractor indicates they are minority owned, click the drop-down
and Yes in that field. Then, if the contractor has supplied an OMWBE certification
number, the Yes answer in the ownership field opens the certification field so that
you can enter that number. Otherwise, the certification field is not open for edit. As
with other data, only enter data the contractor has supplied — do not make
assumptions about their ownership status.

e  Contractor Contact Person. For a sole proprietor, the contact person is usually the
contractor themselves. The contact name fields will be AUTOMATICALLY filled

when Save is clicked. For other business types, Contact names are entered on the
Staff screen.

Intake Screen Console and Tabs Control

Users can navigate to the sub-screen tabs that contain additional information about the contractor
by using the Sub Information Summary “Console” at the bottom of the Intake Detail screen:

Sub-Information Summary
["] Display Al Sub-Screens |Sta‘f :2 :Address 4 Check z 'Cctrespandence.: 1 Contract Iz
Contackt 2 Mailing 0 Comment jl Insurance j2 History o
Signatory 1 Biingjo | [Audit )i License )i
Farility 1

This console gives users the ability to go directly to each sub-screen, with a single mouse
click on the screen name/button. And a number is displayed to the right of each screen
button, telling the user how many records can be found on that sub-screen. For example,

the picture above shows that this contract has two staff, and four addresses entered on the
staff and address screens respectively.

The “Display All Sub-Screens” checkbox will turn on tabs, if the user prefers to navigate
around the screens by clicking on tabs at the top. Here is what that looks like:

HD Comracior

Mew Contractor = “ave  Edi Srice slete Reports Export Data Ext -

T N — e —

awdit | Cctrespan_dmce | Insuranl_:e | License | Contrack | History

Contractot Search | Contractor Detail | Staff | Address | Check | Cormment
‘ | Lask Mame |I.Isl:anmr | First Marme |Gusta\r
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Contractor Staff

The Contractor Staff screen is used for managing owners and staff who work for a specific
contractor. Staff can be designated as contacts and signatories for contracts.

RCD: Comiracior =
New Contractor ~  Save Edit Cancel Delete Reports Export Daks Exit -
120256 Ustanoy, Gustay F. Sole Proprietor Active
[ Contractor Search T Corkractor Detail T Staff
New | Staff Title  Partner i[w Staff Authority Information
Last Mame | Ustanoy
Save First Mame |Feodor Signatory Person? Contact Person?
e ] Fhone |{509) 555-1212 [ Ext. | Yes Tes
= Fax Mo Mo
! Email |feodor@whatever.or
ancel g Unknovr Unknoven
Fager
Delete l Cell Phone
Address Type | Historic
Close Address |5678 78th Ave NE, Umtanum W4, 992... |
Staff Tls FrstMame Last Mames CS 3G Phore FPhons Eat  Pager Cell Fas Email

Current Database: ACD Production

Starting a New Record

o (lick on the [ Hew ] button to start a new record;

e Choose Staff Title from the drop-down menu;

e Type the staff member last name and first name;

e  Sclect whether the staff member is authorized to sign contracts. If you are not sure
then you must indicate Unknown.

[

Select whether the staff member is a contact person for contracts.
e Choose the Address Type and Address the staff person is associated with.
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Save

o To save the record, click the l J button.

You can add as many records as you need.

To add another record, repeat the same process.

Editing an Existing Record

To edit an existing staff record, first select that record by clicking on that row in the datagrid.
Then the detail for that record displays in the top half of the screen.

Edit
o (lick on the { = J button to edit the record;

e Make any changes needed to the name, title, phone, etc. Note that for a Sole
Proprietor Owner record, the name cannot be modified. Call CCS staff if a
Contractor name needs to be changed.

Save J
button.

o To save the record, click the l

Contractor Address

The Contractor Address screen is where users can manage contractor addresses, so they can be
organized and attached to specific contract records as needed.

ACDY Contractor =
kew Contractor = Save Edit _ance Delete Reports Export Data Exit =
120256 Ustanov, Guskav F. Sole Proprietor Active
[ Contrackor Search "' Contrackor Dekail ][ Address

“ | address Type [Default Address Destription |New Default 6-7-2011

Address Line 1 9809 98th Street Soth

Address Line 2
“ Country |United States
City | Thorp StatefProvince | WA Zip Code | 99111-1111
County |Kittitas Region 1

Phone Mumber [(509) 555-1212 | Ext. | | Fax Number |
= -

I
Address Type Address Line 1 Address Line 2 Address City State Postal Code Address Description
Fr2 1234 12th Ave 5
Historic Northeast Fairbanks WA 9311111 Home
Faciity 7654 32nd Ave PO Box 40-11 Thormton WA, 991111111

» DEET 9309 95th S Thorp 891111111 | New Defaul 6-7-20
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Starting a New Record

New

o (lick the | | button to enter a new Address;

e Choose the appropriate Type of Address from the drop-down list;

e Enter the other address information into the appropriate fields;

Save

o (lick the | | button to save records.

You can add as many Addresses as needed, but only one Default
address is allowed per contractor.

To add another record, repeat the same process. If you designate a new address as
the Default, a message will ask if you want to designate the old Default address as
Historic. Click Yes, and your new address is now the Default.

Editing an Existing Record

To edit an existing address record, first select that record by clicking on that row in the datagrid.
Then the detail for that record displays in the top half of the screen.

Edit
o (lick on the | - | button to edit the recotd;

e Make any changes needed to the street address, city, state, etc.

| Save
e To save the record, click the ! button.
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Contractor Checks

The Contractor Checks screen tracks useful information about contractors — from background
check dates to completion of vatious training requirements.

RCD: Comiracior =
New Contractor ~  Save Edit Cancel Delete Reports Export Daks Exit -
120256 Ustanoy, Gustay F. Sole Proprietor Active
[ Contractor Search T Contractor Detail ][ Check
New Administration |ADSA v
Division \MSD o

Staff Person |Sherry Hartman

Save

- Contract Number |all Contracts | Date Completed | 2/7/2011 [ Tatal Time
Type of Check |AFH Language Capability v
_ancel Purpose of Check |AFH - Hungarian bl

:

Delete | test|
Comments
Close w

Cantract Mo Check Type Check Purpass Date Tirne Skaff Admin Diwizgian Cammierts

AFH Langu

AFH Wheelchair
Accessible Facility

1112-38107

Current Database: ACD Production

The fields on this screen are somewhat different from other screens. Here are some notes about
how they work, and what they’re for:

e Completed. This is a standard date field where you can record the date the check or
training was completed. Note that the Date Calculator button is available on the right
side of the field;

e Total Time. This field records the number of “credit” hours and minutes that the
contractor should get for a training event. This is particularly needed for the ADSA
Continuing Education courses. Values are entered in hh:mm format, such as 02:30
for two hours and thirty minutes.

ACD User’s Manual 32



Contract Number Field. 1f the particular Checks record applies to a specific
contract, that contract number can be selected in the dropdown menu. You can select
ALL if the check is applicable to all of the contractor’s contracts.

Comments Field Type comments, up to 100 characters, directly into the field.
Remember that contents of the ACD are subject to public disclosure, so be judicious
in remarks.

Type of Check. This field records the information about what type of check or
training the contractor completed,;

Purpose of Check Field. The Purpose drop-down list shows choices based on the
selection of the Type of Check. The following list shows the applicable Types, and
their respective Purposes:

Type: BCCU - Background Check Central Unit Check
Purposes: - BCCU Check Completed
- BCCU Check Mailed to AAA
Type: Caregiver Training
Purposes: - Revised Fundamentals
- Modified Fundamentals Self Study
- FOC Video
- FOC Translated
Type: IP Contract Translation Provided
Purposes: - IP Translation - Russian
- IP Translation - Korean
- IP Translation - Spanish
- IP Translation - Vietnamese
- IP Translation - Chinese
- IP Translation - Laotian
- IP Translation - Cambodian
Type: IP Orientation
Purposes: - Orientation Scheduled
- Orientation Completed

Starting a New Record

New
Click the | ! button to enter a new Check;

Choose the appropriate Type of Check from the drop-down list;
Choose the appropriate Purpose of Check from the drop-down;
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. Save
o (lick the button to save records.

You can add as many Checks or Training records as needed.

To add another record, repeat the same process.

Contractor Audit

The Contractor Audit screen is in addition to the Audit screen in the Contracts section. This
screen is used for recording audits that are related to the contractor, rather than to a specific
contract — for example, A-133 Single Audit Act audits of Subrecipients are done for a contractor.
Audits specific to a contract can still be recorded in the Contract Audit screen, described later in
this manual. This screen functions as follows:

New
Click the button to add a new record;

Choose an Audit Type from the drop down list;

Enter the correct dates into the appropriate fields;

Choose the Auditor Name from the dropdown list;

Type in the DSHS Reviewer Name from the dropdown list;

Input the audit dates that are appropriate — each date field has a date calculator;

Type comments directly into the Auditor Remark field — approximately 255
characters of text can be entered, which is about three full lines;

e Text can also be pasted into the field using the Windows standard Ctrl-V paste

command;
. Save
e C(lick to save the record.
ACIE Contractor Z E z
Mew Confractor ~  Save Edit Zancel Delete Reports Export Daka Exit -
1Z0Z56 UsLanuy, GusLay F. Sule Pruprielur AvLive
| Contractor Search | contracter Detal | A

New audit 1ype | wa0 Audi ] Fnding Late [vl
Audl Slarl Dale (020772011 & Flani Dus Dale E
Audit End Date ] Man Reccived []
Letter Due Date ~]  Plan Completed [~]
Edit Letter Issued Date v]  Followup Date [v]
[ Auditor |Gtate Auditors Dffice [ Auditor Phone | =3 |
| Audit Report Date | ]| Audi: Conducted By |
Delete ] | audtor Remarks [FF<F A0ain
| DSHs Reviewer |Jane Jones | ReviewsrPhone |(3650) 555-1212 | B4t |
Cluse
| Last modfied by: |Mark Tyler || Last modified date: | 08/29/2011
Anadit Type Auadit Conducted By Auditar Finding Datz Aqadit Start Dtz Awadit End Date Auditar Bomarls
A State Aaditnrs )
L 540 Audit I:If;in:':—r:-. sl fest again
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Contractor Comments

The Contractor Comments screen is designed to share appropriate information between
programs. Remember, all information in the ACD is subject to public disclosure, so be judicious
in remarks. Here are the steps to entering a comment:

.

o (lick the button;

e Choose a Comment Type from the drop down list;

e Type comments directly into the Comments field — approximately 255 characters of
text can be entered, which is about three full lines;

e Text can also be pasted into the field using the Windows standard paste command
(Ctel-V);

. Sarve ]
o (lick ;

. RCDT Cordracior

= 0K
New Contractor ~  Save Edit Cancel Delete Reports Export Daks Exit -
120256 Ustanoy, Gustay F. Sole Proprietor Active

[ Contractor Search

T Cortractor Detail

TCI:ITI‘nE:‘I:

New

Save

[ commentpate | B/7/2011 [V

| Comments

Edit

:

Test ¢ t ko d strate length of text that can be entered on the screen. Wecangoonandona
bit, but should never type information in this screen that would be protected or private - concerning
clients or providers. Any data in the ACD may be .|

_ancel

Delate

:

Close | Last modified by: |Mark Tyler Last modified date: | 8/20/2011 1:44:16 PM

Maodifier

Madify Date

Cammztt

Current Database: ACD Production
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Users can add as many “Comments” records as needed.

To add another record, repeat the same process. This screen contains a data grid
that displays all records saved under this contractor. Fach record takes up one row
on the data grid. The details of each comment can be displayed by clicking on the

rOw Once.

Contractor Correspondence

The Correspondence feature for both Contractors and Contracts uses many of the same steps
that the Contract Document Generation process uses. This module is designed to pull from data
from the Contractor Detail record and insert the data into a form letter. The letter can then be
customized in Word if necessary and saved.

For example, the Contractor Information Update can be created in the ACD using the
Contractor’s current record. Here are the steps required to create and print an Update:

Mew

o (lick on the button;

e Sclect the type of letter you want from the Letter Type drop down list, in this case,
Intake Process;

e Select the Administration, Division, and Letter description from the drop down lists,
in this case, Select All which signifies a form coded for all ACD users;

¢ Enter Comments, Reference Number and/or Date Sent if you would like;

. Save
e C(lick ;
ACD: Contractor =
120256 Ustanoy, Gustay F. Sole Proprietor Active
Contractor Search Contractor Detail [ Correspondence
Letter Type ke Process z Date Sent |9/13/2011
Administration |ALL z Reference Mumber |ABC 123
S Division |ALL [v]
Letter Description  Contractor Information Update
Letter Template 27_044 Conktractor Infe tion Update 5-14-07.doc
Cancel Letter File Mame |120256(2)-27_044 Contractor Information Update 5-14-07.doc
Test new ACD - Create Intake Update form
Comments
Type Date Sent Description Admin Diwe Template Comment File Hame Fef
M5D =8 alfi Nt
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. . Generate Letker .
o After the record is saved, click the | ) button and the document will

open in Word.

Make sure you close and save the Word document when done printing or
emailing.

After you make any necessary changes to the letter in Word save your changes.

Then exit the Word application completely — do not just close the document. This
ensures your document is saved to the ACD server and can be retrieved later.

Editing an Existing Record

To edit an existing Correspondence record, first select that record by clicking on that row in the
datagrid. Then the detail for that record displays in the top half of the screen.

Edit ]
o (lick on the & I button to edit the record;

e  Make any changes needed to the Date Sent, Reference Number, or Comments fields;

Save

e To save the record, click the | ] button.

e Do not use Edit for setting up a different form — start a New record for that. If you
created a record by mistake contact CCS and ask for it to be deleted.

Contractor Insurance

The Contractor Insurance screen is designed so that a contractor’s insurance records can be
entered only once, and managed centrally, much like Addresses.

ACD: Contractor : E X
Mew Contractor - have bt —anCe Lekte Heports bxport Data bxx -
120256 UsLaiwy, Guslay F. Sule Prupriclur ALive
| Cortractor Search | Contractor Detal | Insurance
Hew insurance Iype U aal eneral Liability - Per Uccu... | Insurance Amourk |$1,0U0,000.00 |
Certificate Number [ABC 123 | Efectve Date [S/11/2011 ~]
| Eratenpae | ]
Edit |
Contract number |all Lontracts [ kec. Coverage [$1,000,000.00 |
Delete | Last modified by: | Jesse Goins | Last macified date: | 6/2/2011 11:42:20 aM |
Close |
I "
IresLrance Type Aecom Coverage Actual Coverage Policy Moo E=pirztion Coniract Ho. odifier Mame
(Y Cormercial GeneralLiabiily-Fer | 41 00g,000.00 $100000000  |ABC123 AlContacls  |Jesse Goins
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Starting a New Record

Mew

Click on the button to start a new record;
Choose the Insurance Type the drop-down menu;
Enter the Certificate Number, Contract Number, Amount, and Expiration Date;

Select whether Insurance coverage extends to All contracts, or just one contract
selected from the drop-down;

Save
e To save the record, click the button.

Editing an Existing Record

To edit an existing Insurance record, first select that record by clicking on that row in the datagrid.
Then the detail for that record displays in the top half of the screen.

Edit
e (lick on the = | button to edit the record;

e Make any changes needed to the Certificate Number, Contract Number, Amount,
and Expiration Date fields;

Save
e To save the record, click the | button.

Contractor License

The Licenses screen is an area where specific professional or other licenses that may be required
for a contractor to perform a particular service can be recorded. License types and expiration
dates can be recorded. Some DSHS programs draw data from the ACD that relies on accurate
entry of license information on this screen.

ACDY: Contractor ‘E .

MNew Contractor =  Save Edit Cancel Delete Reports Export Data Exit =

120256 Ustanov, Gustay F. Sole Proprietor Active

)

[ Contractor Detail | License

New License Type |Adult Family Home Issue Date |5,-’5,.-’2l]11 w

License Mumber |ABC 13 Expiration Date | ot

—_— Contrack Mumber |1112-88107

Test comment regarding license.)

Commonts

Close Last modified by: [Mark Tyler | Last modfied date: | 8/29/2011 1:48:50 PM

License Type Contract Mo Licenze Mo Izzue Dat= Expire Date Modify Date Modifier Comment

p EEEIRTY ABC13 5/5/2011 BIZ/201 148 | Tyter
Home PH

1e0:
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Starting a New Record

Mew

Click on the
Choose the License Type the drop-down menu;
Enter the License Number, Issue Date, and Expiration Date;

button to start a new record;

Select whether license applies to All contracts, or just one contract selected from the
drop-down;

Save
e To save the record, click the button.

Editing an Existing Record

To edit an existing License record, first select that record by clicking on that row in the datagrid.
Then the detail for that record displays in the top half of the screen.

Edit
o (lick on the = | button to edit the record;
e Make any changes needed to the License Number, Issue Date, and Expiration Date
fields;
. | Save
e To save the record, click the button.
Contractor Contracts

The Contractor Contracts screen is designed so that contract records can be displayed at a glance,
with no extra searching in a separate module. In addition, a New Contract shortcut method is
available on this screen to develop new contract records.

ACD: Contractor = E g
MNew Contractor ~  Save Edit Cance Delete Reports Export Data Exit =
120256 Ustanov, Gustav F. Sole Proprietor Active
i
| Contractor Search || contractor Detai ‘. Contract
New ¥iew Contract Detail |
| Contract Type |12 - Client Service Contract not competitively proc | |

Contract Code |1001XP-12 |
Service Description |Adult Family Home {AFH)
Document Location | ADSA HQ |

Start Date |7/1/2011
End Date |6,/30/2012

Criginal Amount | $0.00

[+
&

Contact Name |Feodor Ustanoy

ol Contract Address |9609 98th Street Soth , Thorp, WA, 99111-1111

Status Contract # Amend#  Search Name Amount Total Amend Current Max Start D ate: Cusrent End Coi
L Signed 1112-88107 Ustanov, Gustay F. | 000 0.00 oo 0701 /2011 D6/30/201 2 100
Pending | 1112-8810: Ustanov, Gustav F. | 0.00 0.00 0.00 07/01/2011 | D6/30/2014 100
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Contracts Display

This screen displays some basic information about contracts for the selected contractor, including
Contract Type and Code, Start and End dates, Contract Maximum, and the Contact person and
address. Here are some general rules of thumb about this screen:

e All contracts and amendments for the selected contractor will show up, even
Canceled, Terminated and Completed contracts. This means that a big contractor,
like UW, will have lots of rows, and the datagrid will take a while to fill;

e The datagrid can be sorted on any of the columns by clicking on the column header;

e The only active buttons are New, Close and View Contract Detail:

0 New starts a new contract and is described below;

O Close closes the tab and sends the user back to the Contractor Detail tab; and

0 View Contract Detail closes the Contractor module, and opens the Contract
module to display the full information on the selected contract record.

New Contract Shortcut Method
Here are the steps required to create a new contract from the Contractor Contract Screen:

Mew

e (lick on the | _ ! button;

e Select Contract Type, Contract Code, and Document Location from the drop down
lists;

e [Enter the Start Date and End Date of the contract;

e Enter the contract Original Amount if applicable;

e Select the Contract Name and Address from the drop down list;

Save |

o C(lick .

e To continue the contracting process, you will need to go to the Contract Detail
screens in the Contracts module. You can double click on the record in the data grid

) Yiew Conkract Detail )
or you can click on the ! /button to get there easily.
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Chapter 3 - Contracts Module

This section describes the screens, functions, and details of the ACD
Contracts Module.

Contracts Search

The Contracts Search function allows users to find specific contracts or groups of contracts
through a variety of methods, using multiple criteria at once. Here is a screen shot:

"ACD: Contract

=X
| Mew Contrack ~  Save  Edib Cancel  Delete H 4 b M Reports Export Data Admin Tools ~ Exit -
Contract Status Contract Number Contract Code | DSHS Index Number DSHS Contractor
[ Contractor Search ” Contrack Search
[] DSHS Index Equals ] Contractor Nae | Begin |
[ Program Mumber Begin[_| [ Contract Mgr Mame| Begin | |
[ Contract Mumber | Beain [ | [ dba Mame Beain ||
[] contract Code Beqin [_| [ Contract Reason Begin []
[ ] Service Description |  Begin | [] Document Location
[|ContractDate | Contrack Start Dake 5=V} | | Contract EndDate >= ) |
Conbract Tupe Filter
ALL wal
] Contracts Only "] Amendments Only
1] Tokal Records (Max: 1300}
KIndex Status Conbract Mo Amend Mo Contractor Mame dba Mame Orig Amounk Amend Amount Current bax Stait D ate End
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Search Criteria Fields
Field Descriptions:

e DSHS Index: This is the unique identifier the ACD assigns to a contractor.
The search method is “Equals” by default, meaning that the ACD will search
for an exact match to what is typed in. But the drop-down controls lets that be
changed to a “Begins” or “Contains” search.

e Contractor Name. This is the contractor’s legal business name, in Search
Name format.

e Program Number. This is a text field available to all programs for
customized input for each contract.

e Contract Mgr Name. The DSHS Contract Manager name in First Last
format.

e Contract Number. The DSHS contract number.

e dba Name. The contractor’s Doing Business As name, as may be specified
for a particular contract.

e Contract Code. The DSHS Contract Code. Lists of available codes for each
program can are listed on web pages linked off the ACD web page.

e Contract Reason. A text field on the main contract screen,

e Service Description. This is the standard description supplied by the ACD for
a preapproved contract, or a custom description as may be entered for a semi-
custom or custom contract.

e Document Location. The list of DSHS locations where contract hard copy
files are kept, by program and, in some cases regions.

e Contract Date. Start and End Date controls available to search on contracts
by a range of dates.

Search Method - Simple Example:

The default search method for all criteria fields is “contains”, which means that the ACD will
search for any contracts that contain the characters that are typed into a criteria field. The
following is a simple search that looks for a contract number containing “12435”.

|| DSHS Index I Equals [~ | [ ] Corttractor Mame | Begin [
:l Program Murber Begin :l |:| Contract Mgr Name| Begin |:
/| Contract Number | Begin [ | |12345 [ ] dba Mame Begin []
[ | Contract Code Bexgin [_| [] Cortract Reason Begin [
:l Service Desa"ptiunl Begin :| | |:| Document Location E
(I contract Date | Contract Start Date »=[] | ~] | contract End Date =[] | &
EZ't T :iFll'i' . - -
[~ aLL S LRI | Batch Renewal

| Contracts Only ["] amendments Only e
| waiting For My Approval

Run Query 2 Total Records (Max: 1300)

Klndex Status Contract Mo Amend Mo Contractor Mame dba Mame DOrig Amount Amend Amount Cuarent Max Start Date En
9 45157 | Completed | 021212385 Keim AntaW | 4000 0/19/2002

148511 Signed 071212345 Jaksich, Adrienne M $0.00 $0.00 $0.00 01/09/2007 | 0141
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http://asd.dshs.wa.gov/CCS/CCS-acd.htm

Field Checkboxes. Please note that each field has a checkbox next to it — in this new
version of the ACD, when values are typed into a field the checkbox is automatically set
to Checked. It can be manually checked and unchecked, however.

“Begin” Checkboxes. Also, each field has a “Begin” checkbox next to its label for
searching for a value in a field where the value begins with a sequence of characters. For
example, to find a contract number that starts with “1112-123” enter that value in the
criteria field, and check the “Begin” checkbox.

Run Query — Enter Key. After search parameters are entered into fields, the search is
run by either hitting the Enter key in the keyboard, or clicking the “Run Query” button.

Search Method - Several Search Parameter Example:
Here is an example of a search for a range of contracts under a specific DSHS Contact person’s
name, a specific Document Location, and after a certain Contract Start Date:

ACDCT Corilract ; E z

Mews Corkract =  S=ve  EdE Cancal Delsts H 4 b M Reports Export Data Adnin Tools = Ext -

S aoned | lhizamor | comrac@ | ooz | zosse | vstmoncustarr
[ Contractor Search I Contract Search ][ Contract Detal (page 1) I Contract Dezal {page )

[ DSHS Index Equals [l Contractor Hame | EBegin [

[ Program Murber Begin [ Contract Mor Mame| Eegin [ | Tyler

[ cuntrot Mumber Beyin [ ] ullsc M Begn [ ]

| | Cortract Code Begin || || Contract Reason Eegin| |

[] service Desrriptinn | Begn [ Mot ment | neation | ANGA HN

[/ Cortract Date | Contract Start Date >= (] [1/1/2011 | Cotract EndDate »=[+] |

Cortract Typs Flta
[ mLL e e Batch Renewal
srrinzt [ contractz Onky  [] Amendments Only
R TreA Rererds (Mae: 1300
| £

<]

Flndex Staluz Contract Mo« Amend Mo Cortractor Mame dba M ame g Amourk Amend Amount Cuarent Max 5

0 sopy Home | $0.00 $0.00

1 111283116 Smith, Jor G. Happy Valey

zesTy Cloze Connections, Inc. Eeautiful \alley

112850 Social Sernces Lontractor, Comp.

T1izesien Fleizhman, Mam H.

AR LT Hesshman, Mary H.

Currenl Delabeest: AC0 Produlion

Note that the record counter in the center shows that six records were found, and all six are

displayed in the datagrid.
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Search Controls - Amendments and Contract Status

The Contract Search screen also gives you the ability to search for contracts, amendments, or
both, and contracts with one or more status values.

Contracts and Amendments. The default search mode is for both contracts and amendments.
Click on the check boxes in the Contract Type Filter area to search for Contracts Only, or
Amendments Only — but of course, you can’t check both at the same time.

Status Filters. The default search mode is for all statuses. Click on any number of the status
check boxes to include that status in a search.

The following screen shot shows the same search from the previous screen shot, but selecting just
Contracts, and only those in Pending status.

| DSHS Indes | Equals []| [ Contractor Mame | Begn [ |
[ Program Mumber Begin [| Contract Mar Name| Begin [_| | Tyler
[ Contract Mumber Begin [| [] dba Mame Begin [
[] contract Cade Begin [_| [] Contract Reason Begin [
|:| Service Description | Begin |:| | Document Location | ADSA HQ z
ContractDate | Conbract Start Date >=~| |1/1/2011 ¥ | ContractEnd Date »=[+] |
Contract Type Filker
Jaw [ Pending "] DSHS Signed "] canceled S
[ approved [ signed [ Terminated Contracts Only [] amendments Cnly e
[ Intake Signed ] Completed |\ Waiting For My Approval

2 Total Records (Max: 1300)

Statuz Contract Mo« Amend Mo Contractor Mame dba Hame Orig Amount Amend Amount Cuarent Max

FPending | 1112-88117 Cloze Connections. Inc. Beautifid Valley | $0.00 $0.00
Pending 111288130 Social Services Contractor, Corp.

Note that the record counter in the center now shows two records were found, and those two are

displayed in the datagrid.

Export Data — Search Results Spreadsheet.

All the screens in the ACD that have a data grid can have the contents of that grid
exported with one click into an Excel spreadsheet. After running a query that
identifies a group of contracts, click on the Export Data button on the top menu,
and the results of the search will be inserted into a spreadsheet that can be named in
any way and saved to any file location that the user needs.

Advanced Search Controls - Batch and Waiting for Approval
Two advanced functions from the old ACD have been carried forward — Batch Renewal and

Waiting for Approval. Separate instructions on those processes will follow the release of this
manual, and will be published in the CCS website.
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Search Results
The results for your contractor search are displayed in a data grid below the search criteria fields.
The default sort method for these results is by Contract Number.

ACD: Contract

Mew Contract = Save  Edi Cancel

H 4 b M Reports Export Data Admin Tools ~ Exit  ~

| contractor search || contract search ][ Contract Detall (page 1) | contract petail (page 2)
[ o3HS Iudex Euguals [ Conibractor Mams | Begin [
[ Program Mumber Begin [_| [ Contract Mgr Mame| Begin [
] Contract Mumber Begin [_| [] dba Mame Begin [_|
Contract Code Begin [_| |1022xp [] Contract Reason | Begin [
[ | Service Desoription | Beain | | [/ Document Location ALTCEW ]
Contract Date Contrack Start Dist= >=[) |3/1,/2010 | Contract EndDate >=[v] |
Contract Type Filker
Caw [ Pending [ DSHs signed [ canceled e EBatch Renewal
[ approved Signed [] Terminated [ Contracks Only [ | Amendments Only .
[ Intake signed ] Completed ‘Waiting for My Approval

26 | Totzl Records (Maz: 1300)

CuriheadA Mo = Anend Mo Curibiacdon Nae Ul Mane Dhoing Annoar . Auanerd Sl Craperil b e Slaal D[~

10 1] 0 $0.00 !

1012-77044
230043 Signed 1012-83510 Taley, Kimberly $0.00 $0.00 $0.00 03/224| =
200006 Signed 101204012 Kozubenka, Meter $0.00 0,00 $0.00 024014
23012 Signed 1012-84733 Matlock Il Leslie $0.00 $0.00 $0.00 034104
23122 Signod 1012 24506 Fuzmenka, Alla $0.00 $0000 40,00 03014
23 Signed 1012-84511 Shelestun, Viadinir ¥ $0.00 $0.00 $0.00 03104
231182 Signod 1012 24346 Paprataliy, ‘Yuriy $0.00 $0000 40,00 03104
231274 Signed 1012-85063 FUERTE. RUTHANN $0.00 $0.00 $0.00 044037,
231509 Signad 101285286 Clancy, Theresa b $0.00 $0000 40,00 03014
231518 Signed 1012-85235 Zubkov, Nadezhda $0.00 $0.00 $0.00 034014
231765 Signed 101285541 Moo, Svetlana Y. $0.00 $0.00 40,00 031 E‘I:M

Al m ] l]

Current: Database: ACD Production

In this version of the ACD, the number of columns displayed in the search results has been
decreased to a core set of useful information. The fields are:

Klindex. This is the key field the ACD uses for tracking contracts and their records.
You cannot search on this field nor do anything with it — but it is helpful for
troubleshooting technical issues.

Current Status. 'This column displays the status of each contract that matches the
search criteria.

Contract No. This column displays the contract number(s) for contracts that match
the search criteria.

Amend No. Amendment numbers have been broken out of contract numbers in
the underlying data and this display.
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Contractor Name. This column displays the Legal Name of the Contractor for each
contract.

Dba Name. This column displays a dba (doing business as) name that may be
associated for each contract.

Original Amount. This column displays the amount of the original contract, not
including amendments.

Amend Amount. 'The amount of the particular amendment record, or in the case of
the original contract, the total of all amendments.

Current Max. The cumulative amount of the contract and all its amendments.

Start Date. 'This column displays the start date for each contract that matches the
search criteria.

End Date. This column displays the end date for each contract that matches the
search criteria.

Current End. The last End Date for the contract, as of its last amendment.

Type Description. The text description of the contract type.

Contract Code. This column displays the Contract Code, such as 1022XP for an
ADSA HCS IP contract, for each contract on the search list.

Service Description. This column displays the Service Description that is recorded
for each contract that matches the search critetia.

DSHS Contact. 'The DSHS staff person designated as the contract manager and/or
contact person for the department.

Division. 'This column displays the division acronym that is recorded for the DSHS
Contract Manager.

Contractor Contact. The staff person designated as the contact person for the listed
contract, for the contractor.

Sorting Search Results.

Any columns that you want to sort from A to Z, or 1 to 10 can be sorted in the
Contractor Search datagrid by clicking on that column heading. Clicking a second
time reverses the sort, from Z to A.
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Contractor Search within Contracts Module

The Contractor Search function within the Contracts module has been greatly simplified. First of
all, the Contractor Search Tab is visible all the time, so that it is easy to find. Second, it uses the
simple four-field approach as the other Contractor Search screen (in the Contractor module).
Here is a screen shot with a simple search on the Search Name: Smith, John:

ACD: Contract : E z
Mew Contract »  Save  Edit Cancel  Delete H 4 b M Reports Export Data Admin Tools - Exit -
Contract Status Contract Number Contract Code |DSHS Index Number DSHS Contractor
I Contractor Search [ Contract Search
D5HS Index [ | Tax ID Mumber [ | UBT Mumber [ |

Search Name Begin [] Ismiﬂ'l, john

Run Query [ mnclude Inactive Records 7 Total Records (Max: 3500} Wiew Detail
Flage Caontiactar gg
Statuz  DSHS Index  Business Type |dentification  UBI Mumber
D C AT BusnessMame  Suffix  LastMame  FrstMame  Middle Hame
- hod £
! Tax ID numbers
| B A Sole Proprigtor John grayed out 1741
A E3953 Sl Propristor 1 John i:‘_mi““a“? for 243
is
A 57440 Sole Proprietor John - - 415
A 105480 Sale Propristor Jehn - - 02|
A 108310 Sole Proprietor Jehnathan - - 164]
A 109755 Sale Proprietor Jehn - - IM

Current: Database: ACD Production

Once the search is done, there are two actions the user can take:

e Double-click on a row to run a search on all contracts for that selected contractor. The
ACD will stop and verify that choice of actions, and then display the results on the
Contract Search screen.

e C(lick on the View Detail button to close the Contract Module and open the Contractor
Detail screen for the selected Contractor.
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Contract Detail Page 1 — Contract Information

Once you have located the contract you want to work on or view, access the Contract
Information screen by double clicking on the contract in the search screen data grid. The
Contract Information screen is where details of each contract record are displayed and edited.
The screen is broken down into two “tabbed” pages, with Page One containing most pertinent
contract data elements, and Page Two containing contract management and processing
information.

Several standard contracting functions, such as creating or amending contracts, will be discussed
in specific chapters later in this manual. This section of the manual will describe the data fields
contained on the Contract Information screen, and the function of each button on the screen.

ACD: Contract = O&
Mew Contract = S=ve Edit Cancel  Delete H 4 » M Reports Export Data Admin Tools ~ Ext -
[ Contractor Search M’ Contract Search "' Contract Detail {page 1) "' Conkract Detail {page 2)
Quick Approve [Contract Specificaion
Contrackor Mame Ustanoy, Gustay F.
Superceded Mumber dba Mame Gustay's Happy Home
Open Document Procurement Mumber Contract Type 12 - Clienk Service Contract not competitivel...
Contract Start 7/1/2011 [~ original Amount $0.00
Regenerate Contract End 6/30/2012 z Total Amendments £0.00
Current End 06,/30/2012 ‘Current i £0.00
sraTaaE) Contract Code 1001XP-12 Service Description Adult Family Home (AFH)
6000GC: DSHS General Terms & Conditions
License (0} 6000GX: Client Services Additional GT&C
Selected Subcodeis)
Correspondence (00
History {23 Contract Reason AFHin Tt County serving Hungari: peaking clients.
. Institution Program Mumber 123456
| B sudit (1) -
Document Location ADSA HQ Program Code
Perf. County () | ContractFunding  Percentase  DollarAmount
Federal Funding % | D 40.00 Local Funding <% |$ 0 $0.00
ATEEE ) StateFunding % | $ |0 $0.00 Other Funding % | $ |0 $0.00
Payment System (1) Payment Method FFS No Maxil ‘Subrecipient No ol
SSPS, id=123456 [ add code
SO ROE) Paymenkt System CFD4 Mumber
IMonitoring {13 |
ST Contact Name Feodor Phone Humber (509) 555-1212 Ext.
PE Factors (4) Contack Position Partner Cell Number
Email Address feodor@whatever.org Fane Murber
ContrectorDetal | Contractor Address (for this contract)
Primary fAddress 9809 958th Street Soth , Thorp, WA, 99111-1111 »
Facility Address 7654 32nd Ave PO Box 40-11, Thornton, W4, 99111-1111
[ Show Al Tabs Alternate Address

Current Database: ACD Production

Contract Screen Fields

Contract data for all kinds of contracts, client service, personal services, and the various types of
interlocals, are recorded, displayed and manipulated on Page One and Page Two of the Contract
screen. Here are some tips on some particular fields on this screen:
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Contractor Name. Note that this field is “grayed out.” That means, just like it does
in all other areas in the ACD application, that data cannot be entered or edited
directly in this field. In this case, the Contract Name is automatically pulled into the
contract record from the Contractor Detail screen, and shown in this field.

Dpa Name. The “doing business as” name that the contractor is using for this
particular contract can be recorded in this field. This is particularly useful for large
agencies that have multiple locations, and Counties where you want to indicate the
particular section or location that this contract applies to. For example, a contract
with Kitsap County Regional Support Network would be recorded with Kitsap
County in the Contractor Name field, and Regional Support Network in the dba
Name field.

Superseded No. 'This field is used for recording a previous contract that the current
contract replaces — presumably a contract that did not reach its term, and was
terminated for convenience so that the current contract could take its place.
Procurement No. This field is not in use at this time.

Contract Type. This drop-down lookup field allows the user to choose the Contract
Type for the current contract. The most common contract type is 12 — Client Service
Contract Not Competitively Procured. The Contract Type must be chosen before
the Contract Code can be chosen for a particular contract. This field is a required
element for saving the contract record when it is first created.

Contract Start. 'This field records the start date of the contract, or amendment, and
is a required field for saving a new contract record. The date can be typed in
manually, using the supplied mask in “MM, DD, YYYY” format, or can be inserted
using the date calculator that pops up when clicking on the field drop-down.
Original Amount. This field is where the Maximum Consideration for the contract
is entered. Is it masked — no dollar sign or commas are needed as the mask will insert
those tabbing or clicking out of the field. If the contract is a “Fee For Service” type
of payment structure, with no maximum consideration expressed in the contract, this
field must be left at $0.00. This field and the Payment Method field are tied together
with business rules. If the Original Amount is greater than $0.00 an appropriate
Payment Method, such as Cost Reimbursement or Lump Sum, must be entered. If
the Original Amount is $0.00, either No Payment, or FFS No Maximum must be
chosen as appropriate in the Payment Method field.

Contract End. This field records the end date of the contract, or amendment, and is
a required field for saving a new contract record. The date can be typed in manually,
using the supplied mask in “MM, DD, YYYY” format, or can be inserted using the
date calculator that pops up when clicking on the field drop-down. Most contracts
require an End Date, although there are a couple of specific exceptions.

Current Maximum. Note that this field is grayed out, and cannot be edited. This is
a calculated field where the ACD will display the maximum consideration of the
contract, up to and including that specific amendment.

Contract Code. This is a drop-down lookup for choosing the exact kind of contract
to create. Special Note: If you click on this drop-down and see no choices, that is
because you have either: (1) not yet clicked the New Contract icon to create a new
DSHS contract; or (2) you have not yet chosen a Contract Type. Your choices will
be limited to the contract codes available for your Administration and Division. You
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must be careful to choose exactly the right contract for your program’s business need.
For example, if you are in ADSA HCS and are producing an Individual Provider
contract, you would choose “1022XP — HCS Individual Provider Contract.” The
contract code connects to the specific boilerplate template, with the correct language
for that specific kind of contract.

e Subcodes. Directly below the Contract Code drop-down control is the subcode
area. In browse mode, the Subcode window displays the Default and Optional
subcodes that are connected to the Contract Code. In Edit mode, the window
displays the Optional Subcodes available for selection for the Contract Code.

Contract Cade 1763%p-12 Service Description lDDD Individual Provider

6000GC: DSHS General Terms & Conditions
B000GE: Client Services Additional GT&C
[v] 176455: Respite Care
[ ] 1767%5: Medicaid Personal Care

Selected Subcode(s)

Note: While a contract is in Pending status, Subcode choices can be changed.
However, once the contract document has been opened, the “Regenerate” command
must be used to insert any new subcode choices into the document.

e Service Description. This field records a short description of the services provided
under the contract, and functions in three ways: (1) for preapproved contracts the
Service Description is filled in automatically from the Contract Code, and is not
editable; (2) for semi-custom contracts the Service Description is filled in
automatically from the Contract Code, but can be edited; and (3) for custom
contracts, the user must type in a description for that contract. This field must be
completed to save a new contract record.

e Contract Reason. This text field is available for any descriptive purpose contracts
staff feel they need. Although limited to just 50 characters, there are no requirements
for its contents. One common use is to standardize data input for groups of
contracts, so that they can easily be identified in reports later on. A standard phrase
or acronym entered consistently in this field can be used as a basis for a query.

e Insttutions. This drop-down field contains a list of DSHS institutions so that
contracts for institutions could be recorded and easily found.

e Federal Funding. This field records the percentage and dollar amount of federal
funds used for the contract.

e State Funding. 'This field records the percentage and the dollar amount of state
funds used for the contract.

e Local Funding: This field records the percentage and the dollar amount of local
(City, Municipality, or any other similar governmental entity) funds used for the
contract.

e  Other Funding. 'This field records the percentage and the dollar amount of other
funds used for the contract.
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IMPORTANT Funding Field Changes

The funding fields now can be set by either the percentage, or the dollar
amount. The “radio buttons” above the funding fields can be click when
Editing a contract, to choose between entering the percent of funding, or the
specific dollar amount.

Subrecipient. 'This Yes/No field records whether the Contractor is a Subrecipient,

for purposes of a specific contract. See the CCS Guide for a discussion of

determinations of subrecipients and vendors.

Payment Method. This field records the method by which the contractor is paid for

services provided under this contract. This field must logically match the Original

Amount field:

O If the Original Amount is $0.00, the Payment Method must be either No
Payment, or FFS No Maximumnz, or
O If the Original Amount is greater than $0.00, the Payment Method must

be one of the available methods: FFS With Maximum, Cost
Reimbursement, Lump Sum, or Performance Based.

Contact Name. 'This field records the name of the contact person for the

Contractor. While this field is automatically filled in from the contact name on the

Intake screen, it can be edited by selecting the appropriate contact from a dropdown

list of the contractor’s staff.

Email Address. 'The email address for the Contact Name. This is filled

automatically.

Telephone No. The telephone number for the Contact Name. This is filled

automatically.

Fax Number. The fax number for the Contact Name. This is filled automatically.

Contract Addresses. There are three lines for potential contract addresses, with a

drop-down control that provides a list of all the contractor’s addresses. For every

contract, the first line must have an address selected. Some Contract Codes, like the

ADSA Adult Family Home 1001XP-12, require that a second, Facility address be

selected. A third address may be selected if that is relevant to the particular contract.
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Contract Detail Buttons - Page One

ACD: Contract

Mew Contract ~  Save  Edit Cancel  Delete H 4 b M Reports Export Data Admin Tools - Exit -
" ed | tuzoowr | convect@ | woou-iz | ievese | gt |
[ contractor Search |[ contract search | contract Detail (page 1) |[ contract petal (page 2
[Contract Specification
© Cemwaatspedfication
Cnntrarbnr Mame llstannw, Gnstav F.
Superceded Mumber | dba Mame |Eustiw's Happy Home
Jpen Dactment Procurement Mumber Contract Type 12 - Client Service Contract not competitivel. ..
Contrack Start /172011 ||| Original Amounk $0.00
Regenerate Conkract End 6/30/2012 E Tokal Amendments $0.00
Current End 06/30,/2012 ‘Current Maximum $0.00
rerera=(E) Contract Code .ll.llle— 12 | Service Description Adult Family Home {AFH)
|| GODDGC: DSIIS General Terms & Conditions
Licerse (0} | BOD0GX: Client Services Additional GT&C
Selected Subcode(s)

Currespne e {0)

History (2) Contract Reason AFHin Tk County serving Hi i king clients.

I InstEunon | program number [1z3430
I Audt (1) : =
Document Location ADSA HQ) | Program Code
buf. Couty (5)  fambeartPonding  Percentase | Dolardmewst
Federal Funding % | |0 $0.00 Local Funding % |$ D $0.00
Document Mamt (1) | ot Fondng % 1§ |0 $0.00 Other Fundng % | § |0 $0.00
Payment Syskem (1) Payment Method FES No Maximum | Subrecipient No i
S5PS, id=123456 F ]| add code
FET R Payment System LHDA Humber
Monitoring (1) %
|Contractor Contact Person {forthiscontract)
Commsnt (1) Conkart Hare Feodor Ustanov | Phone urher (509) 555-1212 .
PB Factors {4} Conkact Position Partner Cell Mumber
Email Address feodor@whatever.org Fax Mumber

Cortractor Dol | Contractor Address (for s contract)
Primary Address 9809 98th Street Soth, Thorp, WA, 99111-1111 E

Farility Address 7654 32nd Ave PO Box 40-11, Th Wa, 99111-1111
[ show all Tabs Alternate Addrecs

Current: Database: ACD Production

The Contract Information screen has buttons on top and on the left side of the screen. Here are
some tips on how those buttons function:

o New Contract Control Click on the New Contract button to start a new contract,
or to amend a contract. Here is screen shot of the button and the choices presented:

| ACH: Contract

Mew Contrack v| Save  Edt  Cancel

[ew DSHS conkract

Mew Outside Agency contrack

amend current contrack |
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0 New DSHS Contract. Click this choice when you need to start a regular,
DSHS contract, using a standard DSHS format. Personal Service, Client
Service, Interlocals, preapproveds, semi-customs, and customs, are all started
with this choice.

0 New Outside Agency Contract. This method is used to create a record for
a contract that originated from some other agency, where DSHS is being paid
for services, or where there is no payment. The ACD will assign a DSHS
contract number to this record, but will not enable the document generation
system. Since the contract document is being drafted by another agency, it is
not necessary to generate the document through the ACD.

0 Amend Current Contract. As it sounds, this method is used to amend an
existing contract. This method is available when from the Contract
Information screen for the semi-custom or custom contract to be amended,
not from another amendment’s information scteen, and not for a
preapproved contract.

Save. One click will save changes to the current contract.

Edjt. 'The Edit button must be clicked before changes can be to a contract.

Cancel The Cancel button cancels any changes made to a saved record. If you
mistakenly change a date or dollar amount, for example, click this button once, and
the record will revert back to the way it was last saved.

Delete. Only CCS staff may delete a contract record.

VCR Arrow Buttons. The function of the arrows is to move to the first, previous,
next, and last records in a search list. This function is very useful for cycling through
an amended contract, and its amendments:

H 4 ¢ M

Along the left side of the screen at the top are the following controls:

Quick Approve. This button will start the Quick Approve process for approving a
contract as of today's date. This process can be a timesaver in that it combines
Approval and Open Document into one continuous process.

Open Document. This button opens the contract in Word for editing and printing,
Regenerate. This button discards any existing contract document, and rebuilds the
document from scratch. This can be used if the document is corrupted somehow, or
the formatting has gone out of control. One caution, however, is that any edits to the
document will be lost. CCS staff can usually retrieve one previous version of a
contract document after Regenerate has been used. However, it is best to assume
that the previous document will not be accessible after Regenerate is used.
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Contract Insurance

The Insurance buttons on Pages One and Two open the Contract Insurance sub screen. The
number next to the “Insurance” label tells how many insurance records are on the screen for the
particular contract.

Contract Insurance Requirements
The top half of the screen shows what insurance is required under the contract. For preapproved
contracts, these requirements are fixed, and automatically entered from default values loaded into

the Contract Code. For Semi-Customs and Customs, the values can be edited using the standard
sub-screen command buttons.

Important Insurance Note:

You cannot add insurance requirements for Preapproved contracts on this screen;
additional insurance can only be added for Custom and Semi-Customs.

'ACD: Contract Z E =~
Mew Contract ~  Save  Edit Cancel  Delete H 4 b M Reports Export Data Admin Tools - Exit -
" soned | ivizesior | comract@ | tooweiz | teorse | UseowGustwr |
{ Contractor Search allr Contract search ]( Contract Uetail (page 1) ]( Contract Detail (page 2) ][ Insurance

| Insurance Type |l:ormnercid General Liability - General Aggregate

Necommended Coverage |$:2,000,000.00
Required Coverage |$1,000,000.00

Default

Insurance Type Fecom. Coverage Fiequired Coverage

3 00

Commercial General Liabiity - General Aggregal

hd Cormmercial General Liability - Per Occurrence | $1.000,000.00 $500,000.00
L ¥ DSHS Mamed as an Additional Insured $0.00 $0.00
T Proteszicnal Liabiily - Aggregate F2 00 UL F1.U00 0y
mhee Y Professicnal Liabilily - Per Decumence $1.000,000.00 $500,000.00
I: Contractor’s Insurance Coverage
Contract Ma. Insurance Type Actual Coverage Insurance No. Modilied Date Medifier Mame

Commercial General Liability - Per Dccurence | $1,000,000.00 ABC123 B/T/2011 11:43 AM | Jese Goins
Al Contracts Commercial General Liability - General &ggregate | $2,000,000.00 ABC123 B/T/20011 11:44 AM | Jese Goins

Current: Database: ACD Production
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Starting a New Record

New .
o (lick the ! ! button to add a new Insurance Requirement;

e Choose the appropriate Insurance Type from the drop-down list;

e Type in the Required Coverage amount. The Recommended Coverage amount is
not editable — it is a guide based on recommendations from the DSHS Risk
Management Office;

. Save |
e C(lick the ! ! button to save records.

fdd Defaulk(s)
e Alternately, click on the | i button to add the default values that may

be loaded into the underlying Contract Code.

Editing an Existing Record

To edit an existing insurance requirement record, first select that record by clicking on that row in
the datagrid. Then the detail for that record displays in the top half of the screen. Once again,
records for Preapproved contract cannot be edited. Records for Semi-Customs and Customs
can be edited.

Edit
o (lick on the . - | button to edit the record,;

e  Make any changes needed to the type or coverage amount.

| Save
e To save the record, click the . ! button.

Contractor Insurance Records

The bottom half of the screen shows what insurance the Contractor actually has. This window is
a display only, with no editing or additions possible. Records that have been added for actual
coverage, including Certificate of Insurance Expiration Date information, are entered on the
Contractor Insurance screen. ACD users can look at the insurance requirements in the top half
of the screen, and look through the list of actual coverage on the bottom half to see of the
contractor has the required coverage. Here is a glimpse for a contractor with numerous records:

Contractor’s Insurance Coverage

Contract Mo. Inzsurance Type Actual Coverage Insurance Mo. Modified D ate Madifier Mame i
|3 2l Contracts Commercial General Lizbility - General Aggregate | $2,000,000.00 NPP1060525

All Contracts DSHS Named a3 an Additional Insured NPP1080585

All Contracts Professional Liability - Agoregate $2.000,000.00 MPP10&05E5 =

Al Contracts Professional Liability - Per Occunence $1.000,000.000 MPFP1060585

Al Contracts Commercial General Lishility - Per 0ccumence $1.000,000.00 NPP1060585

All Contracts Business Auta Coverage Combined Single Lirit | $71.000.000.00 FCRICATB27411

Al Contracis Business Auto Coverage Combined Single Limit | 31,000,000.00 FCFICAF227411 L
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Contract Correspondence

The Correspondence feature for both Contractors and Contracts uses many of the same steps
that the Contract Document Generation process uses. This module is designed to pull from data
from the Contract Detail record and insert the data into a form letter. The letter can then be
customized in Word if necessary and saved.

For example, an Execution Letter can be created in the ACD using the current Contract record,
to send the Contractor a letter asking him or her to sign the contract document. Here are the
steps required to create such a letter:

e

o (lick on the button;

e Sclect the type of letter you want from the Letter Type drop down list, in this case,
Execution and Distribution;

e  Sclect the Administration, Division, and Letter description from the drop down lists,
in this case, Select ADSA for the Admin, and MSD for the Division;

e Enter Comments, Reference Number and/or Date Sent if you would like;

. [ Sarve ]
o (lick ;

5

Meve Conlract - Sove Cdiz Canced Del=te H 4 F H Reports Ceport Data Admin Tools - Lot -
m 1112-8B107 Contract {0} m 120256 Ustanow, Gustav F.

€ nntartnr Searrh

]’(mrrarrﬁnm’h T(rﬂrml:ﬂ.ﬂ(_na)ﬂ.l) ‘[(rrnml:ﬂ.ﬂ(_nar.?) ‘[ I NITRSONNNRR
Mew Latter Type |Execution and Distributi Dakc Sont |7/6/2011 [~]
Administration | ADSA | Reterence Humber I
Eav orisn |MSD
Edit Iatter Rsrnphnn | AFH Fxeribnn | eHrer .
Ledler Tewpdole |afli exe leller S-4-05.4du Geirale Leller I
Cance Letter File Hame (1112 88107(1) afh cxec better 2 4 D5.doc
pelete Test comrespondence
Comments
Close
| Tupe Date Sent Admin Div Tespizte Comment

‘Current Dakabacs: MCD Production

ACD User’s Manual

56




. . Generate Letker
o After the record is saved, click the |

open in Word.

! button and the document will

Make sure you close and save the Word document when done printing or
emailing.

After you make any necessary changes to the letter in Word save your changes.

Then exit the Word application completely — do not just close the document. This
ensures your document is saved to the ACD server and can be retrieved later.

Editing an Existing Record

To edit an existing Correspondence record, first select that record by clicking on that row in the
datagrid. Then the detail for that record displays in the top half of the screen.

Edit
o (lick on the = | button to edit the recotd;

e Make any changes needed to the Date Sent, Reference Number, or Comments fields;

Save

e To save the record, click the |

¢ Do not use Edit for setting up a different form — start a New record for that. If you
created a record by mistake contact CCS and ask for it to be deleted.

button.

Contract History

The History screen presents information only — no editing of data can be done here. The screen
display what is called “Transaction History” — information on users who have made changes to
contract records. You can see the date a change was made, the user’s name, email and telephone,
and the screen on which those changes were made.

ACDE Contract

Mew Contrack - Sove Ok Cancel Diclete H 4 ¢ M Reoports Cxpark Daka Adrmin Tocls - Ot -

[ Gontractor Search [ contract Search | contract Detail tpage 1) |[ contract Deta (page 2) | Histery

Record Transaction History Close |

Sccpe of Modifcations

Modilier Name Modifier Phone bodifier Email

2 (360] £64-6189
Aug 23 2011 2:25PM

Coriract Mair update

Jessze Going [30) EE4-6189 goinsjwEdshs. wa gov Coniract Status: update
Aug 29 2011 232PM Mark Tyler [360) E64-6074 mark. tyleri@idzhs. wa.gov Coniract Status: update
Aug 29 2011 233PM Mark Tyler [360) E64-6074 mark. tyler@dshs. wa.gov Coniract Status: update
Aug 29 2011 233PM Mark Tyler [360) E64-6074 mark. tyler@dshs. wa.gov Coniract Status: update

Aug 23 2011 2:33PM

Mark Tyler [360) E64-6074 mark. tyler@dshs. wa.gov

Coniract Status: update
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Contract Audit

The Contract Audit screen is available for the recording of audits that are related to a specific

contract — for example, a performance audit on reports and invoices submitted under certain
contract provisions.

[RCD? Contract

Mew Contract ~  Save  Edit Cancel  Delete H 4 b M Reports Export Data Admin Tools - Ext -
" soned | ivizosior | comract@ | tooueiz | teorse | UsoowGustwr |
| Cortractor Search | Cortract Search | Contract Deteil {page 1) | Cortract Detail {page 2) | Audk
New Audit Type |Internal Audit by DRC Finding Date E:
Audt Start Date |09/01,/2011 [v] Plan Due Date =
Audit End Date v]  Plan Received =
Letter Due Date '~ Plan Completed w
Edit Letter Issued Date &4 Follow-up Date =
Auditor |Aiken and Sanders Inc PS Auditor Phone | Ext |
audit Report Date Audit Conducted By
Delete ] | Audior Remarks |
: DSHS Reviewer Reviewer Phone | | Ext |
Al Last modified by: |Mark Tyler Last modified date: |08/29/2011
I: Audit Conducted By Findng Date Audit Start Date Audit End Date dditor Remarks
i L@l Intemal Audit by ORC Aiken and Sanders Inc PS 372011

This screen functions as follows:

New

Click the { _ J button to add a new record;

Choose an Audit Type from the drop down list;

Enter the correct dates into the appropriate fields;

Choose the Auditor Name from the dropdown list;

Type in the DSHS Reviewer Name from the dropdown list;

Input the audit dates that are appropriate — each date field has a date calculator;

Type comments directly into the Auditor Remark field — approximately 255
characters of text can be entered, which is about three full lines;

e Text can also be pasted into the field using the Windows standard Ctrl-V paste
command,;

Save

e (lick l J to save the record.

ACD User’s Manual 58



Performance Counties

The purpose of the Performance Counties screen is to record where a particular contractor is
providing services under a particular contract. For example, if a service agency has its office in
Olympia in Thurston County, yet provides services in Mason and Lewis Counties also, the
Performance Counties screen can capture all three counties. This information can be used for
reports, and data feeds, as ADSA does for several of its contract codes.

Using the Performance Counties Screen

o (lick the Edit button;

e Fach of the three newly-reformed DSHS Regions has its list of counties presented,
with checkboxes for each county, and a “Select All” checkbox.

e Check as many counties as needed for the performance counties for the current
contract, or click Select All for a Region to check all Counties for that Region.

e C(lick Save. The checkboxes in the example below are selected for Lewis, Mason and
Thurston Counties, and the County Names are bolded slightly. Also, the Active
Regions area on the screen automaticatilly displays Regions with selected counties.

ACD: Contract =OXx
Mew Contract ~ Save  Edi Cance d | Reports Export Admin Tools Exit
m 1112-88107 Contract (0} m 120256 Ustanov, Gustav F.
[ Lontractor Search ][ Contract Search ][ Contract Letad (page 1) ][ Contract Letad (page ) I Performance County
Active Regions
.
DSHS Regional Map
C - T
Rem" ’ Z . A
1 E e ! i
Adams Franklin Pend O
Asotin Garfield spokar W T T W (R e TR
Benton Grankt Steven
Chelan Kittitas Walla ¥
Columbia Klickitat Whitmi
I: Douglas Lincoln ‘Yakime
i Ferry Dkanogan
< L) > EHITEAN
2
Island Snohomish
King Whatcom e R P
San Juan = L‘\,_ 3|
skagit | e == T ' .
3 ksl | s\ | | | e | 1L
Clallam Mason
Clark Pacific | &=
Cowlitz Pierce e o5 Begioast osics D Region 1
Grays Harbor Shamania @ 055 Sacontary Dce D Region 2
Jefferson Thurston Effective May 1, 2011 [ Region 3
Kitsap Wahkiakum
Lewis

Current Database: ACD Production
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Manage Documents

The Manage Documents screen is an area where users can attach other files associated with a
contract, such as an Excel spreadsheet for a budget, or an Adobe PDF brochure file, or a
PowerPoint presentation file, or even a vendor's large Word file containing their proposal. Users
can see at a glance a list of what documents are associated with a contract.

'ACD: Contract ; E \
Mew Contractk ~ Sawve  Edit Cance Delete H 4 F M Reports Export Daka Admin Tools - Exit -
P Siped | llizsoior | Comroet®) | doorpiz | 1202se | UsteonCamtarE ]
[ Contractor Search ][ Contract Search “’ Contrack Detall {page 1) “ Conkrack Detal {page 2) “ Diocument Mianagement

Attachment Type Contract Attachment
Documnent Location |ADSA HQ

Open Document

Attachment Mame |ll 12-88107_RISK ASSESSMENT EXCEL BLANK.xlsx
Attachment Description |Ilisk A Spreadsheet |

Test document loaded onko Doc Mgmt screen

i

elete
Comments

Close
i Attachment Type Attachment Mame Attachment Description Comments
|' [ 3 Corlract Attachment nt Spreadsheet Test doc

Add a Document to the Contract Record
| .

o To add to the list of documents, click the button;

e Sclect the type of record from the Attachment Type dropdown list;
e Click on the Browse button to the right of the Attachment Name field;

Attachment Mame | [Ernwse... ] I
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e An “ACD File Upload” dialog box will open allowing navigation to the folder where
the document is stored.

ACD File Upload wars
Look in: ‘IﬂMy Documents M QT o
(xDevExpress:
@ [C)Downloads

My Becent [ Integration Services Scripk Component
Documents [ Inkegration Services Script Task

= [ &My Articulate Projects
‘ Lg i My Data Sources
Desktop )My Forms

M',-' Music
e @Mv Pictures
..-:-) |CS3My Practice Files
' @Mv Shapes
by D ocuments
! EM}-‘ Videos

I356L Server Management Studio

8’ ) Templates
I visual Studio 2005

by Computer ) ]
m w |

FQ File name: ‘ tl I Open

My Metwork  Files of tupe: Al fles (*7) v| | Cancel

L (e o o 0 L U s

e Tind your way to the document that you want to attach, highlight the document
name and click "Open";

e Type in an Attachment Description;

Save

e Then click the{ Jbutton;
e You can edit the Type or Description of the document by clicking the

{ Edit

J button at the top of the screen

Opening Documents from Manage Documents Screen
Documents attached through this screen can be opened and reviewed by any ACD user, as
follows:

e Navigate through the list by clicking on each entry - as you do, the details are
displayed in the fields.

Open Docurment

o (lick on the { J button;
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e The ACD will automatically open the file with its correct application, in other words,
if you're opening an Excel spreadsheet, the spreadsheet will open in Excel.

Important Doc Management Note About Editing Docs:

Even though documents opened from this screen are not locked, no changes will be
saved to the ACD server. This screen is a repository of documents, not a work area
for editing documents.

Updating Files on the Manage Documents Screen
As stated in the last section, documents opened through this screen are not locked, but edits are

also not saved into the server. To update a file that does need to be modified and stored again on
the server, follow these steps:

e Open the document from the Manage Documents screen, as described above;

e Make your changes to the document, then save it locally on your computer or shared
drive, being careful to give the document a new, updated name.

e Close the document after you've saved it, but leave the ACD open.

¢ You will still be in the Manage Documents screen, and the document record for the
document you've just changed should still be displayed.
e Start a new Doc Mgmt record, and load the new version of the document with the

new name. If you want the previous version deleted, send a note to a Central
Contract Services staff person who can delete it for you.

Payment System

The Payment System screen is where a Payment System ID number can be recorded. For
example, the Provider Number for an Individual Provider who is paid through the Social Service
Payment System (SSPS) can be entered on this screen.

"ACD: Contract

Mew Contrack = Save Edit Cancal Dslste H 4 | Reporks Export Data Admin Tools - Exit -
e iz | T T T T —
{ Gontractor Saarch | Contract Search | contract Detail (pags 1) | contract Dstail (pags 2) | Payment System
| Payment System [sSPS | Payment System ID [123456

Payment System [D
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Important Note:
Many Contract Codes have the capability of displaying this Payment System ID

number on the face sheet of the contract, if the payment screen is completed while
the contract is in Pending status.

Enter a New Payment System Record

MNew
e Just as with all other ACD screens, click the | ) button to start a new

Payment System record.
e Select type of Payment System. Payment System Type is a drop list consisting of

the following:
0 A-19
0 ACES
O AFRS
0 JAS
0 MMIS
O SSPS

e Payment System ID. Enter the number assigned to this provider by the payment
system - for example, a six-digit Provider number issued by SSPS.

Save

e 'Then click the & ! button

Edit an Existing Payment System Record
e Select the appropriate record in the data grid;

, Edit |
Click the | ! button;

Make appropriate change;

Save

Save changes by clicking the | ! button.

Financial/Accounting Screen

The Financial screen is an area where Accounting Code information can be recorded for Contract
records. Details of funding for contracts or individual payments against contracts can be stored in
standard WA State accounting fields, such as Fund, Appropriation, Program, and Sub Object.

Enter a New Financial Record

Mew ) )
e (lick the | ! button to start a new Financial record.
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Accounting Code Fields. Enter data into Accounting Code fields on the detail
section of the screen. The following fields are available, and are formatted by length
and type:

Fund - Three-character field which accepts numerals and text
Appropriation - Three-character field which accepts numerals and text
Program - Five-character field which accepts numerals and text

Sub Object - Two-character text field

Sub Sub Obj - Four-character field which accepts numerals and text

Org Index - Four-character field which accepts numerals and text
Allocation - Four-character field which accepts numerals and text

Budget Unit - Three-character field which accepts numerals and text

MOS - Three-character field which accepts numerals and text

Project - Four-character field which accepts numerals and text

Sub Project - Two-character field which accepts numerals and text

Project Phase - Two-character field which accepts numerals and text
Amount - Currency field that accepts numeric dollar & cents values. (No
dollar sign required in data entry).

OO0OO0OO0OO0OO0OO0OO0O0OO0ODOO0OO

Save ]
to save changes.

o (lick [

[4CD: Contract

MewLonract ~ ave  kdo  Lancel  Delete H 4 b H Heports Export Data Admin 1ools - bat -

"117-sain7 Contrart (1) | tonixe12 | 1705 em———

| Contractor Search | Contract Search | Cortract Detail (page 1) | Contrack Detail (pag= ) | hecouric Funding
New rund 122 g Irdesc [1224 Project |1234
Appropriakion 123 Alacakion |1234 Sub Projoct |12 ‘
Program Irdex | 13345 Budget Uit |123 PapDats |9)1/2811
< Ohjert |12 Mos (1734 Ammrk | $435.00 |
(£ Su Sub Ohiect |1234 Project Phase [12 |

test account coding screen|

|

Mnse

Pay Nale Amnand

91,2011

Fund

Anpropaiatinn

Prrgram

Suhilk

Nrg Indes Cnde

Allewatinn

Current Databasc: ACD Mroduction
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Edit an Existing Financial Record
e  Use the mouse pointer to highlight the appropriate Financial entry in the display grid.

Edit

o (lick the [ ] button.

e Make appropriate change.

Save ]
button.

e Save changes by clicking the [

Monitoring

This screen contains both the details of individual monitoring records and a data grid that displays
a list of all monitoring activity records related to a specific contract. Multiple monitoring activities
can be selected for a monitoring record — if the business situation is that the DSHS monitor did
several monitoring activities on a single site visit to the Contractor’s facility, for example.

FACDY Contract

: Mew Contract + Save  Edit Cancel  Delete H 4 » M Repaorts Export Data Admin Tools - Ext -
™ soned | ivizesior | comract@ | tooue-iz | teorse | UsowGistwr |
[ Gontractor Search [ Contract Search | contract Detail (page 1) |[ Contract Detail (page 2) | Monitoring
New Administration EX-MO b Manitor Date
Division ASD ~ 872972011
: Monitor blame Mark Tyler v Phone blumber |(360)664-6074 | Ext. | ! Nt omtor
— Contract Code  1001XP-12 Current Max |$0.00 | [
i
- Payment Method FFS No Maximum Service Description | Adult Family Home {AFH) :I Risk Level
Cancel | [acility Address 7654 32nd Ave PO Dox 40-11, Thornton, Wa, 99111-1111 v | Lowr e
Delete Contract Management Transfer Program monitoring ': Review of contractor writh
Licensing inspection Review of billing and payment history | Review of other sources
Motice to Contractor Review of contractor audit reports | Social Worker contact with
Close DOff-site questionnaire {desk monitoring) Review of contractor corrective action plans | Survey of clients
Onsite inspection or visit Review of contractor invoices,/documentation | | Survey of sorial workers
I, Performance verification from other sources Review of contractor reports | Training Requirement Che(
: L w ] B
On site visit on §/29/2D11. Notes can be found on the Doc Mgmt screen for this contract.
Monibor Cornrnents
Risk Level Monitor Date Mext Date Adrniny Diivision Comments

Current: Database: ACD Production
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Note in the above example that three monitoring activities have been entered:

¢  Onsite inspection or Visit
e Review of contractor corrective action plans
e Review of contractor invoices/documentation

Monitoring Documentation Recommendations:

Many DSHS staff who perform contract monitoring will keep extensive notes on
the activities involved. The Monitoring Comments field has room for 1,000
characters of text, including spaces. One recommended method for saving
extensive notes is to use the Document Management screen — attach the field notes
on the screen, and reference that attachment in the Monitoring Comments field.

Add New Monitoring Record

Mew

o (lick the !
e Choose Monitoring Name, Activities and Dates in the Current Monitoring Activities;

e Select a Facility Address for the Monitoring record to designate at what facility the
monitoring activity took place.

! button;

e Enter Comments either by typing directly into the comments screen, or cut and paste
contents of an email or other text into the screen, using the Windows standard Cttl-V
paste command.

Save

e Save Changes by clicking on the | ! button;

Edit an Existing Monitoring Record
e  Use the mouse pointer to highlight the appropriate Monitoring record.

, Edit |
e (lick the . ! button.

e Make appropriate change.

Save

e Save changes by clicking the | ! button.

The Comments screen on the Contracts menu functions identically to the Comments screen on
the Contractors menu — but with the difference that Comments are related to a specific contract,
rather than to a Contractor record. Once again, all information in the ACD is subject to public
disclosure, so please enter comments appropriately. Here are the steps to entering a comment:
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Mewr

Click the _ button;
Type directly into the Comments field — you can enter approximately 255 characters
of text, which is about three full lines in the comment field;

You can also paste text into the field using the Windows standard Cttl-V paste
command;

. | Save
Click the button to save changes;

Performance Factors

The Performance Factors screen is new in this version of the ACD. This screen is used for
indicating which factors are present in the subject contract, and can replace the Performance
Based Contracting Checklist. The screen functions as follows:

ACDT Contract

Mew Contract = Save  Edt  Cancel  Delete H4 b}
1112-88123 m 1000%C-12 100611 Schmidt, Joyce A.

Contrachor Search Contrack Search Contrack Detail {page 1) Contrack Detail {pace 2) [ Performance Fadors

For custom and semi-custom contracts, the multi-checkbox control allows the
selection of one or more Performance Factors;

Relevant Factors are pre-loaded for preapproved contracts (and cannot be edited);
Click Edit to make or modify Factor choices, then Save to keep any changes.

C al E C B | Reparts Expork Data Admin Tools - Exit =

[~ Identifies Expected Deliverables

| Identities Pertormance Measures
| Identifics Dutcomes
Save - " - -
) isC upon Successful Delivery
'+ Includes Incentives
] Tnrlndes ences for Non Perfi e
el __ Includes Uther Methods to Ensure Yalue 1s Recerved

Perfarmanre—Rased Farkor Definibinns

|denvifies Performance Measires mezzured and documented: setting standands for cmnlelenesé. relizbilty. accuracy. tineliness. customer

safisfarsinn, quality, andior eoct

Thiz desired oulcomes are clearly and objectively stated. Outcomes are the quantifizble rezuls, sccomplishments,
lo be achieved thiough the confract. | he emphasis 1s on resulis, not how the work 1z performed.
Papments are tizd bo documznicd achievements of the identificd deliverables performance moasucs, or outcomes
az defired in the contract and are not made unless toss goals have besn sccomplizhec,
Thare is a reward for achizvement above a miimum acceptable performance goal The ieward can be financial or
nan-mnnelay in nahire: & g . papment incenfives, conkract renswal [where Alnwahle]. o inereaced iefenal:
Includes C for Mo Perf Thare_ isa Consequence, other t}’ar_’ conlract termination, to the contractor for under-perfoimance. Examples of this

" ' are withheolding pavment For late of incomplete reparts, or @ reduction in refenls.

Techaiques o methods coud be bngs such a2 independent credenbicling. minirun biaining. and audit

Iishitless Ol Ml W Erssas Ydus i foive] icusismsnls, oo, o sonlats with disnl siploymsnl gs e oasos, pool ol sogloynsnl e pay sluls, o
venhcahon from employers.

|derrifies Qutcomes

Payment is Confingent upon Successful Defivery

Inchides Incentives

For reference, the bottom half of the screen displays a list of Performance Factors
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Contract Detail Page Two — DSHS Contact & Status

History

ACD: Contract

© Mew Conbract v Save

bdit _ancel

Delete H 4 M

Heports Admin lools - Exit

Lxport Liata

| signed | __1uizas107 | contract (@) | toorxpi2 | 120256 | Ustanov, Gustay F.

[ Contractor Search

| contract search

|| contract Dstail {page 1) |[ contract petail (page 2)

pprove

Document Mgmt (13

Administration EX-MD
Heset to Hending Division 25D
Frires . Manager Mame Mark Tyler
C=geriis formation Technology Specialist
Other Actions - Address Line 1 Central Contract Services
Addross Line 2 I.0. Box 45811
Insurance (5} ity ok State WA | Zip Code |985M—5811
Email Address byl Mail Stop
License (0) Telephone Numbsr | (360) 664-6074 Ext: Fax Number (360) 664-6184
Correspondence (0) [@herdnfarmation
Code Assigned To ADSA [ MSD
History (2)
CCS Staff Mame - | ccspate |
Audt (1} O led Late Approval Assigned 1o | onsion || y
Performance Based? Yes | Conkract Exempt? Mo »
Perf. County {3} Ot of Scopa? No [ Exemption Date @

pay system (1) Create Date 06/07/2011 Created By Jesse Goins
Approval Date |o8/29/2011 Approved By Mark Tyler
Account Fund (1) Reset bo Pending |[Iifll1’f2l]ll Resek By Jesse Goins
_ Cantrackor Signed 08162011 @ Conkrackor Signatory | Gustav Ustanow
i D=HS Signed 8/29/2011 ] DsHS signatary Mark Tyler
Commerit (1) Carellslivn Dale z Cannelied By
PB Factors (4) Cancellstion Reason =
contractor Detad | XEPMRABOR SEabus
Termination Date i dBy
Iermination Method ol |
[] show all Tabs Termination Reason

Cument Database: ACD Production

DSHS Contact, OFM and PBC Attribute Fields

DSHS Contract Manager Fields. The fields in the section entitled DSHS Contract

Manager cannot be directly edited. The ACD will fill in the profile for the staff
person who created the contract record. If a different DSHS staff person will be
managing the contract, the manager’s information can be changed as follows:
0 Click on the edit icon.
O Select the appropriate contract manager for the Admin and Division

Code Assigned to. This field displays for which Administration and Division the

contract code is set up.
CCS Staff Person. This field is reserved for internal CCS use.
CCS Date. This field is reserved for internal CCS use.
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e OFM Filed Date. This field records the date a personal services contract was filed
with OFM.

e Approval By. This field records the DSHS staff person who has approved or will
approve this contract. This field is used in conjunction with the Approval By search
feature, as follows:

0 Click on the Edit button;

O Sclect the level at which the approver has authority — Administration,
Division, or Central Contract Services (for personal services contract);

0 Choose the Approver’s name from the drop-down list;

O The Approver can then search for Contracts Waiting for their Approval, and
see a list of contracts where the Approver has been designated.

e  Performance Based Contracting Attributes. 'This set of four fields works together
to record whether the contract is:

O Performance Based — Yes/No

0 Out of Scope of the PBC requirements — Yes/No

0 Exempt from PBC requirements — Yes/No

0 Date Exemption was granted by the DSHS Secretary
One of these three fields must be answered Yes, and the other two must be No. if
Exempt is Yes, then an Exemption Date must be entered. Here is a close-up view of
a contract set with Performance Based to yes:

Performance Based? Yes Cankbrack Exempt? Ma l
Out of Scope? No Exemption Date |E||

Contract Status Fields

This set of fields records the progression of the contract through its series of statuses, from
Created to Pending to Completed. Each step is recorded with the relevant staff person’s name,
and the date of the action. Itis important to enter actual dates and names of staff who performed
the actions so that accurate contract data is available for reporting.

Important Status Process Change:

Each status process now works like a targeted edit — rather than opening a pop-up
window for the status date, the Date field for that status is enabled for editing. Then
completing the status change is done by clicking the Save button. It is felt that this
is a simpler and more intuitive approach to the status update process.
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Approving a Contract.

Approving the contract is done after drafting is complete, and the contract is ready to send for
signature. One detail about approval is that it clears the large, red type “DRAFT” indicator from
the signature blocks on the contract document. To Approve the contract:

e Click the Approve button on the Contract Detail Page Two screen:

[ Contrackor Search
‘ ‘ Approve '

e If the document has not yet been opened this message box will appear:

‘fou must open the contract document before approving the contract,

e The Approval fields in the Contract Status section of the screen will be opened for
editing — note that clicking on the drop-down button opens a Date Calculator:

Mranbfrark SFab =
LConktract Status

Create Date 06,/07/2011

fpproval Date
Reset to Pending < September > < Z011 > l

Contractor Signed S M TW T F S
DSHS Signed 1 7 3
Cancellation Date 4 5 6 7 & 910

11 12 13 14 15 16 17
18 19 20 21 22 23 24

Termination Dake ] )
Termination Method | Today || Clear |

Cancellation Reason

What is the Appropriate Approval Date?

The restrictions on approval dates have been relaxed in this version of the ACD.
CCS staff and the DSHS Key Contract Coordinators have agreed that it is best to
record the date that the contracts worker actually approves the contract, regardless
of that date’s relation to the contract Start or Created dates.
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Enter the actual date the contract is being approved — in most cases “Today”
The Approval Staff field is automatically filled when the Save button is clicked
Click Save at the top of the screen to process the approval:

aEIEsatract

Edit

Save

Mew Contrack =

Contrackor Search

Cancel

Contrack Seatr

Delete

Resetting a Contract to Pending Status
If a contract record is in Approved status, but additional work needs to be done, either editing of
data elements, or editing the contract document, or both, this method will reset the contract to
Pending so that those edits can be made. Once done editing, the contract can be re-approved.

Click the Reset to pending button on the Contract Detail Page Two screen:

Coepe = -

Reset ko Pending

Signatures

Reset to Pending f——

Adrninistration

Division

RS TEY Y

Manaqger Title

e The Contract will be reset, the Approval date cleared out, and today’s date and the
user’s name will be entered into the Reset to Pending Fields:

Approval Date

Approved By

Reset ko Pending 09,/28/2011

Reset By

Mark Tyler .

Who Can Reset or Cancel a Contract?

e ———————————————————————————————

Any contracts worker who has Approval authority also has the authority to reset a

contract to Pending, or to Cancel a contract.

Recording the Contractor Signed Date and Staff
Once the contractor has signed the contract and the authorized person from DSHS has signed
the contract it needs to be put into signed status in the ACD. Generally the Contractor signature

comes before the DSHS signature.

e Click on the Signatures button, and select the Contractor signature option:
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Approve

Administration EX-MO
Division

Reset to Pending

Signatures -

DSHS Signature

[ AOOreEsSTIETT

Other Actions =

e The Signature field in the Contract Status section of the screen will be opened for
editing with the following conditions applying:
0 Today’s date will be entered into the Signature field by default.
0 Clicking on the drop-down button opens a Date Calculator;
0 Clicking on the Contractor Signatory field will bring up a list of Staff for the
Contractor’s business, who are designated as signatories on the Staff screen.

Create Date 06,/07/2011 Created By Jesse Goins

Approval Date iwzn,-'zm 1 Approved By Mark Tyler

Reset to Pending :UB/ZB[ZI]I 1 Reset By Mark Tyler

Contractor Signed  |9/28/2011 v Contractor Signatory
DSHS Signed | DSHs Signatory Gustan Ustano

= -

e Choose the actual signature date — the date on the hard copy contract document, and
select the staff person who actually signed the contract.

e C(lick Save at the top of the screen to process the Signature action:

Edit  Cancel Delete

Contrackor Search

Mew Conkrack = Save

Contrack 323

What if the Contractor’s Signatory is not on the list?

Cancel the Signature action, click on the Contractor Detail button to go back to the
Contractor Module; go to the Staff screen and add the correct staff person. Make
sure to click the round “Yes” signatory button.

Recording the DSHS Signed Date

The DSHS signature date must be entered into the ACD by the staff person who actually signs
the hard copy contract — not a clerical person on their behalf. The only exceptions to this practice
are signatures by the DSHS Secretary, and a few other Executive level staff. Contact CCS with
questions on this process. The steps for recording the DSHS Signature date are:
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e Click on the Signatures button, and select the DSHS Signature option:

U T

Adriniskration

EX-MO

Reset ko Pending

Division

Signatures -

Cther Actions

Contractor Signature

e The Signature field in the Contract Status section of the screen will be opened for
editing with the following conditions applying:
0 Choose the actual signature date — the date on the hard copy contract.
0 Today’s date will be entered into the Signature field by default.
0 Clicking on the drop-down button opens a Date Calculator.

Create Date 06/07/2011

Created By Jesse Goins

Approval Date 09/28/2011

Approved By Mark Tyler

Reset to Pending |l]9,r'23,.-"2l]1 i

Reset By Mark Tyler

Contractor Signed |l]9,r'23,.-"2l]1 i

Contrackor Signatory  |Gustay Ustanoy

DSHS Signed 0/28/2011

DSHS Signatory

O The DSHS Signatory’s name will be entered automatically, based on the
ACD profile information.

e C(lick Save at the top of the screen to process the Signature action:

Cancel

Mews Conkrack ~  Save Edit

Contractor Search

1112-88108

Contrack Sea

Delete

What if DSHS signs before the Contractor?

In this version of the ACD, the sequence is not restricted — put in the actual

signature dates in any order.

Terminating a Contract

Contract Terminations implicate serious legal issues and must be processed through your Key
Contract Coordinator. As stated in the CCS Guide, Terminations for Convenience and Change
in Funding can be processed by the Key Contract Coordinators, but Terminations for Default
must be processed by CCS. A contract must be in Signed status to be terminated.
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e C(lick on the Other Actions button, and select the Terminate Contract option:

| LT Tikl~ |" IF. l1at
Other Actions - Renew Contract 0
Cancel Contrack 4

Terminate Contrack

Insurance {5}

mdal Fess goins]w

e The fields in the Termination Status section of the screen will be opened for editing:

Termination Date 9/28/7011 Terminated By

Termination Method Convenience

DSHS and Contractor agree on mutual termination

Termination Reason

e As shown above, the following choices/fields need to be completed:
0 Choose the Termination date that is appropriate for this action.
Clicking on the drop-down button opens a Date Calculator.
Select the Termination Type from the drop-down.
Type in, or paste in using the Windows Ctl-V method, any appropriate text in
the Termination Reason text box field. Remember that this text can be
viewed by any ACD user, and can be disclosed through Public Disclosure.
O The “Terminated By” staff name will be entered automatically.

e C(lick Save at the top of the screen to process the Termination action:

O 0O

Mew Corkrack ~  Save  Edit Cancel  Delete

1112-88108

Contrack Sea

Contractor Search

Do | Terminate each amendment too, or just the contract?

As a matter of practice in DSHS Contracting, we terminate contracts. That action
automatically sets all amendments to Terminated status as well..

Canceling a Contract

Canceling a contract is much different from terminating a contract. The principle is that
BEFORE the contract is signed, if either the Contractor or DSHS has changed their minds and
the contract will not be signed, then it can be canceled. Call your Key Contract Coordinator if
you have questions on this. Process the cancellation as follows:
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e C(lick on the Other Actions button, and select the Cancel Contract option:

= LR L= LR L) -

| R Tikle | TeaF.

Other Actions = Renew Contrack

Insurance (5) Terminate Contract

| Email Address |goINSjwE

e The Cancel fields in the Contract Status section of the screen will be opened for
editing:

Creates Date 02/07/2011 Created By Jesse Goins
Approreal Date El approved By

Reset to Pending Reset By

Contractor Signed E Contractor Signatory

DSHS Signed ]| bSHs Signatory

Cancellation Date 9/28/2011 [v] cancelled By

Cancellation Reasan Contractor decided not to provide this service, prior bo signing contract.

Choose the Cancellation date.

Today’s date will be entered into the Signature field by default.

Clicking on the drop-down button opens a Date Calculator.

The “Terminated By” staff name will be entered automatically, based on the ACD

profile information.

e Type in, or paste in using the Windows Ctl-V method, any appropriate text in the
Cancellation Reason text box field. Once again, remember that this text can be
viewed by any ACD user, and can be disclosed through Public Disclosure.

e C(lick Save at the top of the screen to process the Cancellation action:

Cancel  Delete

Edit

1112-88108

Mew Conkrack = Save

Contractor Search
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