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[bookmark: _Toc362012405]Version 4.2 Release Overview
[bookmark: _Toc362012406]What changes have been made to the ACD in this release?
The following changes have been made in Version 4.2 of the ACD:
Revised Document Generation.  Improvements have been made to Word document handling and saving by the ACD document generator.
Preferred Primary Language field.  Staff can now designate a contractor’s preferred primary language, primarily to be used for Individual Providers.
Owner/Managing Employee/Board of Directors Tax ID and Date of Birth.  The addition of these fields for contractor staff makes it possible for DSHS programs to comply with federal rules regarding checking contractors against exclusion lists.
Contract Code and Taxonomy Configuration and Choices.  For interfacing with the ProviderOne system, a type of service description code called a Taxonomy can be chosen for contracts.
Contract codes may be assigned to multiple administrations.  Flexibility has been added to contract code configuration to adapt the ACD to current DSHS org structure.
Revised lookup table loading for contract/contractor/administration modules.  Performance improvements have been made to processes for loading lookup tables.
Data modification audit capabilities.  Tracking data changes has been expanded to additional tables.
This instruction set details the application user interface changes and processes for preferred primary language designation; contractor staff Tax ID and Date of Birth field edits; and Contract Code/Taxonomy selection.



[bookmark: _Toc362012407]Designate Preferred Primary Language
[bookmark: _User_Has_ACD][bookmark: _Toc362012408]Contractor Detail – Preferred Primary Language Field.
The Contractor Detail screen for Sole Proprietor contractors (people doing business and contracting in their own names, as individuals) has been modified to include a new drop-down field for Preferred Primary Language.  Contract workers will use this field to designate that language choice the provider has indicated on the Aging and Disability Services specific Contractor Intake Form.  The language choices in the drop-down field are from the official DSHS list, as provided and managed by the Information Systems Services Division (ISSD).
The field can be edited at any time, independent of contract status.  Completion of this field is required only for contractors whose contracts are built on a contract code configured to require primary language indication.  For the time being, those contracts are strictly limited to the ALTSA and DDA Individual Provider in home care and respite services contracts.
[bookmark: _Toc362012409]Initially Editing Contractor Detail Screen.
The Preferred Language field can be completed/selected when the contractor is first created in the ACD.  As shown in this screen shot, the field is directly below the First Name field:
[image: ]
If the contractor has provided this information, the correct value can be select from the drop-down just after entry of the middle name and/or suffix fields.  The “tab order” on the screen takes the user to this new field after completion of the name and suffix, and just before the Tax ID field.
ACD Drop-Down Box Tip:
If a selection is made in a drop-down box in the ACD by mistake, and no selection is preferred, leaving the field blank, use the Ctril-Del keystroke combination.

Once the rest of the Contractor Detail screen has been completed, adding contractor address and other information, as needed, save the new contractor record by clicking Save on the top menu:
 (
Save Button
)[image: ]
[bookmark: _Toc362012410]Edit Contractor Detail After Contract is Created.
If the preferred language field is not completed before attempting Approval of a contract that requires the field, the following error will be displayed when trying to Approve:
[image: ]
Use the “Contractor Detail” shortcut button in the lower left corner of the Contract screen to navigate back to the Contractor Detail screen:
 (
Shortcut to Contractor
)[image: ]

Once back to the Contractor Detail screen, click Edit on the top screen:
[image: ]
 (
Contract Button
)Select the Preferred Language, and click Save.  Then return to the Contract Detail screen to resume the Approval process.  Get back to the Contract screen by clicking on the Contract button in the bottom right of the Contractor Detail:
[image: ]
Once back to the Contract Detail screen, use either Quick Approve, or Approve on Page Two to process the Approval.  The requirements of completing the Preferred Language field are done.



[bookmark: _Toc362012411]Staff Tax ID and Date of Birth Fields
[bookmark: _Toc362012412]Contractor Staff Screen Fields – Sole Proprietor.
Some DSHS programs now require that owners, managing employees and members of a board of directors be checked against the federal exclusions lists (LEIE and EPLS, along with the SSA Death Master list).  For that purpose, completion of the Tax ID, percent of ownership, and date of birth fields is required for contract approval.  These fields are located on the contractor staff screen, and details for entering this new data are as follows:
[bookmark: _Toc362012413]Edit on Contractor Staff Screen.
Start your new contractor record just as you would any other new contractor in the ACD.  Then, once the contractor detail record has been saved, go to the Staff screen.  The button to get to Staff is in the bottom left area, in the “Sub Information Summary:”
 (
Staff Screen Button
)[image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractorDetail_SubInfoSummary.PNG]
If your contractor is a Sole Proprietor using an SSN as their tax ID, note that the Staff screen is pre-filled by the same information that was entered on the contractor detail screen.  The Name and SSN are copied into a staff record, and the title is automatically set to “Owner.”  The Date of Birth and Ownership Percent will be blank however, and need to be completed. 
Here is what the Staff screen will look like for a new Sole Proprietor:
[image: ]
· Click the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenEditButton.PNG] button to edit the screen and add the Date of Birth/Owner.

[image: ]
· Type in the Date of Birth, or use the drop-down date control (in this instance where the DOB is well in the past, it may be much faster to type in the date rather than cycling through years on the drop-down control).  
· Type in the simple two or three digit percent number, without the percent symbol.  
· Also, take advantage of this chance to edit the record, and select the address that this staff person is associated with.  In the example above, the sole proprietor only has one, default address.  The Default address type is selected, and then the address itself.  While this address element is not strictly required, it is helpful in rounding out the data on this contractor.  Finally, when done with editing:
· Click [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] to save the changes to the staff record.

If your contractor is a Sole Proprietor using an EIN, the Name and SSN are copied into a staff record, and the title is automatically set to “Owner.”  However, the Tax ID field is NOT filled, because the requirement for the federal exclusions lists is that DSHS check by using the SSN.  The Date of Birth and Ownership Percent will also be blank, and need to be completed. 
· [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenEditButton.PNG]  Edit the record as noted in the above example, and put in the 9-digit SSN, without dashes, and type in the Date of Birth and Ownership Percent.
· Click [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] to save the changes to the staff record.

Staff Owner Designation:
The instructions above apply to Staff who are designated as “Owners” in the Staff Title field.  That is automatically done for the first person entered as the sole proprietor, and additional staff can be added as Owners.  Every Owner must have Date of Birth and Percent data, regardless of their connection to a contract.


[bookmark: _Toc362012414]Edit Staff Screen After Contract is Created.
If the Date of Birth, Tax ID and Ownership fields are not completed before attempting Approval of a contract that requires the field, the following error will be displayed when trying to Approve:
[image: ]
Use the “Contractor Detail” shortcut button in the lower left corner of the Contract screen to navigate back to the Contractor Detail screen:
 (
Shortcut to Contractor
)[image: ]

Once back to the Contractor Detail screen, go to the Staff screen following the instructions above.
Edit the correct Staff record, typing in the Date of Birth, Tax ID and Ownership Percent, and click Save.  Then return to the Contract Detail screen to resume the Approval process.  Get back to the Contract screen by clicking on the Contract button in the bottom right of the Contractor Detail:
 (
Contract Button
)[image: ]
Once back to the Contract Detail screen, use either Quick Approve, or Approve on Page Two to process the Approval.  The requirements of completing the Date of Birth and Tax ID fields are done.


[bookmark: _Toc362012415]Contractor Staff Screen Fields – Managing Employees/Board of Directors.
If the contractor has supplied information on staff that the contractor identifies as a Managing Employee, or as a member of a board, then those staff must have Tax ID and Date of Birth information input before a contract can be approved.  
[bookmark: _Toc362012416]Edit on Contractor Staff Screen.
To edit staff records for a particular contractor, search for that contractor, and from the Contractor Detail screen, go to the Staff screen.  The button to get to Staff is in the bottom left area, in the “Sub Information Summary:”
 (
Staff Screen Button
)[image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractorDetail_SubInfoSummary.PNG]
It is possible to have Managing Employees other than the Owner, for Sole Proprietors, and for other contractor types, especially Corporations, it is possible to have Managing Employees and members of a Board of Directors (BOD).  The Contractor will have supplied this information on the Contractor Intake Form.
For each such Staff person, their name and contact information must be input, along with the Date of Birth and Managing Employee/BOD indicator.
Here is what the Staff screen will look like with staff with that designation:
 (
Managing Employee/BOD Indicator
)[image: ]
Note that in the example above, there are two staff listed for this corporation, one as a Board Member, and one as a Managing Employee.  Both have the Tax ID and Date of Birth fields completed.  If there is a staff record that needs this information added, edit that record:
· Click the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenEditButton.PNG] button and add the Date of Birth and Tax ID.

[image: ]
· Type in the Date of Birth, or use the drop-down date control (in this instance where the DOB is well in the past, it may be much faster to type in the date rather than cycling through years on the drop-down control).  
· Type in the 9-digit Tax ID/SSN, without dashes.
· Use the drop-down selector to indicate Yes for Managing Employee/BOD.  
· Also, take advantage of this chance to edit the record, and select the address that this staff person is associated with.  In the example above, the sole proprietor only has one, default address.  The Default address type is selected, and then the address itself.  While this address element is not strictly required, it is helpful in rounding out the data on this contractor.  Finally, when done with editing:
· Click [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] to save the changes to the staff record.

[bookmark: _Toc362012417]Edit Staff Screen After Contract is Created.
If the Date of Birth and Tax ID fields are not completed before attempting Approval of a contract that requires the field, the following error will be displayed when trying to Approve:
[image: ]
Use the “Contractor Detail” shortcut button in the lower left corner of the Contract screen to navigate back to the Contractor Detail screen:
 (
Shortcut to Contractor
)[image: ]

Once back to the Contractor Detail screen, go to the Staff screen following the instructions above.
 (
Contract Button
)Edit the correct Staff record, typing in the Date of Birth and Tax ID, and click Save.  Then return to the Contract Detail screen to resume the Approval process.  Get back to the Contract screen by clicking on the Contract button in the bottom right of the Contractor Detail:
[image: ]
Once back to the Contract Detail screen, use either Quick Approve, or Approve on Page Two to process the Approval.  The requirements of completing the Date of Birth and Tax ID fields are done.

Staff Managing Employee/BOD Designation:
The instructions above apply to Staff who are designated as “Managing Employee/BOD” on the Staff screen.  Every Managing Employee or Board Member must have Date of Birth and Percent data, regardless of their connection to a contract.



[bookmark: _Toc362012418]Designate Taxonomies for Contracts
[bookmark: _Toc362012419]Taxonomy Selection on Contract Detail Page One.
For those contracted services that will be paid through ProviderOne, contract codes have been configured with ProviderOne Taxonomies – codes that translate authorized services for that system.  Many contract codes will have a single Taxonomy that will be preselected by the ACD when the contract is created.  However, many codes will have the possibility of several Taxonomies, especially when there are optional subcodes for different statements of work.  In addition, some contracts may serve multiple programs/client populations, and different Taxonomy and program combinations must be chosen to indicate those programs.  For contracts with choices of Taxonomies, users must select a single combination of:
· Taxonomy; Administration; Subcode
[bookmark: _Toc362012420]For Contract Codes with NO Optional SOW Subcodes.
A new section has been added to the Contract Detail Page One screen, allowing the display and section of Taxonomies.  This section is “under” the Subcode section, and can be accessed by clicking the radio button selector, as shown here:
 (
Subcode/Taxonomy Radio Buttons
)[image: ]

The default view of this section is Subcodes, showing all the subcodes used for the contract code and those selected for the specific contract.  Shown next is the view with the Taxonomy section selected:
[image: ]
Note in this example the availability of several Taxonomy/Service classification choices.  Also note that the display shows the following elements in order:
· Taxonomy
· Service/Taxonomy Short Description
· Administration


For this example contract, one Taxonomy/Administration must be chosen by Editing the Contract Detail screen, then Saving the work.  The following screen segment shows the selection of one specific Taxonomy here:
[image: ]

[bookmark: _Toc362012421]For Contract Codes with Optional SOW Subcodes.
For those contract codes that have optional Statement of Work (SOW), the SOW choices must be made first, as those will drive the loading of appropriate Taxonomies.  Edit the Contract Detail screen and choose the needed SOW subcodes, shown here:
[image: ]
Then while still in Edit mode, click the “Select Taxonomy” button to view that screen segment.  The display shows the following elements in order:
· Taxonomy
· Service/Taxonomy Short Description
· Administration
· Subcode Short Description
[image: ]
Note again in this example the availability of Taxonomy choices for only the chosen subcodes.  The screen shot shows the choice/selection for each subcode of ONE distinct combination of: Taxonomy, Administration, Subcode.


[bookmark: _Toc362012422]Explanation of Taxonomy-Related Error Messages.
When a contract in Pending status is edited, then saved, the ACD will check to make sure the correct amount of choices have been made.  The rule once again is that ONE combination of the following must be selected:
· Taxonomy
· Administration
· Subcode (if any SOW subcodes exist for the contract)
If no Taxonomy is chosen for a particular combination, this message will display when Saving:
[image: ]
Note that the message describes which subcode is missing the choice.  Click OK and make a selection of an appropriate Taxonomy for that subcode.  Then click Save.
If too many Taxonomies are chosen, this message will display when Saving:
[image: ]
Note that the message describes which subcode has too many choices.  Click OK and de-select the appropriate Taxonomy for that subcode.  Then click Save.

ACD Helpdesk:
Please email the ACD helpdesk at eacdhelp@dshs.wa.gov if there is a problem.  Or call the Central Contracts staff assigned to your DSHS program.  The list of names and phone numbers is here:
http://one.dshs.wa.lcl/FS/OSS/CCS/Pages/Contact.aspx 
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