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Grantee Processing in SFS

Handbook Description:

This Handbook provides the knowledge and skills to support grants management activities
using the Statewide Financial System (SES) Public Portal and the SES Vendor Portal. The end-
to-end grants management business process includes prequalification, searching for grant
opportunities, bid submission, bid award, contract collaboration and execution, progress
reporting, claims submission and payment processing.

The Statewide Financial System (SFS) is New York State (NYS) government’s accounting and
financial management system used to manage contracts and payments.

Using SFS, Agencies post grant opportunities in the form of bid events. From the SFS Public
Portal, prospective grantees and the general public can search for grant opportunities (also
known as bid events) and sign up to receive grant notifications.

Prospective grantees interested in responding to a grant opportunity must have credentials to
access* the SFS Vendor Portal and be prequalified. Prequalification is a process applicable to
Non-profits (or other organizations as defined by State policy) that requires the completion and
acceptance of an online application to compete for state funding. Non-profits complete
prequalification applications and submit them for agency review. Agencies are responsible for
reviewing submitted prequalification applications and taking action on the application (e.qg.,
approving it or returning it back for additional information).

Prequalified grantees log in to the SFS Vendor Portal to submit their bid response to the agency
for review. The agency scores and reviews bid responses in order to award a grant to a grantee.
The Grantee is the legal entity to which a grant is awarded and who is accountable for the use
of the funds. Grantees collaborate with agencies on grant contract development and approval.

Once a grant contract has been approved, grantees can initiate and submit progress reports in
the SFS Vendor Portal for agency review and approval. Grantees are encouraged to discuss the
process for submitting claims with the agency they are doing business with, to confirm how
payments will be processed based on the terms of the contract agreement.

*Note: The SFS Delegated Administrator (Admin) within each organization is responsible for
managing SFS Vendor Portal account changes, designating roles for User IDs within their
organization, and managing address and contact information. Roles control what an individual
has access to do and the tasks they can perform in the SFS Vendor Portal. Additional
information regarding roles can be found in the SES Vendor Role Guide and the Vendor Portal
Access Reference Guide.

Handbook Concepts:
This Grantee Handbook explores the following concepts:
e Searching and Viewing Bid Events (Grant Opportunities)
Subscribing to Email Notifications
Maintaining Grantee Information
Managing Prequalification
Responding to Bid Events
Reviewing and Approving Grant Contracts
Entering and Maintaining Grant Claims
Running Grantee Reports
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Using SFS Handbooks:

This Handbook includes multiple lessons and training topics. Each training topic includes a
series of steps which walkthrough how to perform a specific task. There are different types of
steps within a training topic: steps that are action oriented, and steps that are intended to
provide additional information and context to assist you with performing a task.

¢ Handbook steps that include text in bold blue font indicate that action is required (e.g.,
Click the Add button).

e Handbook steps that include text in bold red font are used for illustrative data entry
purposes (e.g., Enter the applicable value into the Schedule ID field. For example,
Enter"5243”.)

¢ Handbook steps that include text in bold black font provide additional information and
clarification about an SFS page, field, process, report, navigational elements, and
processing tips (e.g., The Process Scheduler Request page displays. This page is
used to verify and/or select the process that you want to run.)

Searching and Viewing Bid Events (Grant Opportunities)

Lesson Description:

This lesson provides the knowledge and skills to search and view Bid Events. Bid Events are
posted by Agencies to allow bidders to submit responses in order to apply for a funding award.
Bid Events are created by Agencies to capture details about a grant opportunity. It is comprised
of customizable questions, fields, and attachments specific for the need of each award.

Lesson Objectives:
In this lesson, you will learn how to:
e Search and view bid events

Search for a Bid Event (Grant Opportunity) on the SFS Public Portal

Topic Description:
This topic provides the knowledge and skills to search for and view bid events.

Topic Objectives:
In this topic, you will learn:
¢ How to search for and view bid events

SFS role required to perform this task:
o No role required. Users do not need to log in to SFS to search for grant opportunities on
the SFS Public Portal.

Procedure

Scenario: As a member of the public, you can search and view public bid events (grant
opportunities) without signing in to the SFS Vendor Portal by visiting the SES Public Portal
Homepage and selecting the Search for Grant Opportunities tile.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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Step Action

1. Navigate to the SES Public Portal Homepage.

Note: Users DO NOT need to log in to SFS, as this is a public page.

2. Note: If you experience issues within the Vendor Portal, you may need to clear
your browser cache. You can press Ctrl+Shift+Del to expedite the clearing
process. Also, verify the Passwords checkbox is unselected. This will allow you
to keep all saved passwords and usernames after clearing your cache.

SFS

Welcome NYS Vendors
Welcome o New York State's Vendor Portal
Thank you for Going business with New York State. As a vendor who provides goods and services ta NYS agencies or a Not for Profit (NFF)

working with agencies to fuiil your mission. you can use the SFS Vendor Portal to iransac cnline. From this Portal, you can find, apply for
and manage New York SIate grants, subimil invoices, 100k up payments, and Updale your contact information omline.

Leam more about the benefits af the Vendor Portal |

Signin to the Vendor Portal Vendor Announcements
L
=, J
—
Search for Grant Opportunities SignUp for Grant Notifications. Modify Grant Notifications

L= =3 ;

Step Action

3. From the SFS Public Portal Homepage, click the Search for Grant
Opportunities tile.
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Search for Grant Opportunities

Enter the search criteria and click the Search button

~ Search Criteria

S h by Due Date From m
T El
Search by Status | Avaiabh E
Search by Eligibility
Search by Funding Agency
Search by Service Area | Environmental Supr v/
_  sewch [ cewcnes |

Search Results

EventID+ Funding Agency ~ Grant Opportunity Status Eligibility Avalability Date & Anticipated Release Date  Due Date'
AGMO1 limate Resiient Farming Round & Advertised Only - Notin SFS Govemmental Entity 05/01/24 12:008M 05101124 12.00AM

DECO1 2024 Zero Emission Vehicle Grant Progra Available Govemmental Entity 04725724 9:00AM 04/2624 B:00AM

DECO1 Community Impact Gr Available Not-For-Profit 03120124 12:30PM 042324 £.00AM 300PM EOT

Step Action

4, The Search for Grant Opportunities page is used to search for opportunities
posted by agencies.

Enter the applicable search criteria in the Search Criteria fields.

In this example, we will search for grant opportunities by Status and by Service
Area, which are the most common search methods.

5. The Search by Status options are:

e Anticipated: Represents summary information about an upcoming Bid Event
(grant opportunity) which is provided for review only. Bid Responses
(applications) cannot be started until the Bid Event becomes Available
(published).

o Includes only bid events in “Anticipated” status in the search results.

¢ Available: Represents a Bid Event (grant opportunity) that is available for
review and open for potential grantees to start a Bid Response (application).
Bid Responses can be submitted beginning on the Event Start Date.

o Includes bid events in “Available” and “Advertised Only-Not if SFS”
statuses in the search results.

o Note: “Advertised Only — Not in SFS” status represents summary
information about a grant opportunity managed outside of SFS and is
provided for review only. Directions on where to find additional
information about the grant opportunity, including where to apply, are
provided.

¢ Anticipated and Available: Includes bid events in “Anticipated”, “Available”,
and “Advertised Only-Not if SFS” statuses in the search results.

e Closed: Includes only bid events where the end date has passed, and
grantees can no longer bid on the grant opportunity.
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Step Action

6. In this example, we will click the Search by Status field drop-down list and
select the Available list item.

7. When you search by Service Area, only the bid events represented by the
selected service area will display in the search results.

8. In this example, we will click the Search by Service Area field drop-down list
and select the Environmental Supports list item.

9. Click the Search button.

10. Note: A list of Event IDs will populate in the Search Results based on the current
search criteria.

Click the applicable link in the Grant Opportunity column to view the abstract
details.

Grant Opportunity

Search for Grant Opportunities

Overview

Grant Opportunity D EVTO
‘ Agency tion
_ Grant Opportunity

‘ Contact Name

Contact Email

Solicitation Profile

Full Announcement Details

Announcement Link  hitns //c

Applications Due (Date / Time) Septem

Bidder's Conference(s)/Application Workshop(s)
Anticipated Award Date
Anticipated Initial Contract Length 0 Manth(s)
Total Funding Available ~ $750,000.000
Letter of Intent Narrative
Letter of Intent Due
Questions Due Date  Friday, September 20, 2024
Questions and Answers Narrative
Questions and Answers Posting Type
Questions and Answers Posting Date 091272024
Questions and Answers Link or Upload
Eligible Applicants Governmental Entity

Service Areas(s) Environmental Supports

Step Action

11. Click the View Grant Opportunity button to view the Request for Proposal
(RFP) pdf associated to the grant opportunity.
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Teal Content

Step

Action

12.

Click the Close (X) browser tab when you are finished viewing the Request for
Proposal (RFP) pdf associated to the grant opportunity.

Search for Grant Opportunities

Overview

Grant Opportunity ID
Agency

Grant Opportunity
Contact Name

Contact Email

Solicitation Profile

Announcement Link

EVT0000001

1 of Environ Conserviion

2024 Zero Emission Vehicle Grant Program
John Doe

John Doe@test ny.gov

The New York State Department of Environmental Conservation is pleased to anno
availability of $750,000 in rebates to municipaiities for the purchase or lease of battery electric

brid, and hydrogen fuel cell vehicles for municipal fleet use. Applications are accepted via

1 (SFS) on a rolling basis and awards are made on a rolling basis as

124 or until funds have been exhausted

Full Announcement Details

dec.ny.o

Applications Due (Date / Time)
Bidder's Conference(s)/Application Workshop(s)
Anticipated Award Date

Anticipated Initial Contract Length

Total Funding Available

Letter of Intent Narrative

Letter of Intent Due

Questions Due Date

Questions and Answers Narrative

Questions and Answers Posting Type
Questions and Answers Posting Date

Questions and Answers Link or Upload

Eligible Applicants

Service Areas(s)

September 27

0 Month(s)

$750,000.000

Friday, September 20, 2024

09/27/2024

Govemmental Entity
Eny

onmental Supports
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Step Action

13. Note: If you have access to login to the SFS Vendor Portal and are interested in
applying for this grant, click the Log into SFS and Apply for Grant button to
access the SFS Vendor portal.

In this training example, we will not click the Log into SFS and Apply for Grant
button.

14. Note: If you do not have access to the SFS Vendor Portal and if your
organization is already established within the SFS Vendor portal, an SFS
Delegated Administrator has been authorized within your organization to
provision user login credentials, unlock accounts, or reset passwords. Please
reach out to your SFS Delegated Administrator directly.

Also, if you do not have a login and if you are new to the SFS Vendor portal, and
would like to establish an account for the purposes of doing business with the
State of New York, access the Grants Management website for instructions on
how to register your organization.
(https://grantsmanagement.ny.gov/register-your-organization-sfs).

Search for Grant Opportunities

Overview

Grant Opportunity ID

Agency
Grant Opportunity

Solicitation Profile

Full Announcement Details

Announcement Link

Applications Due (Date / Time)  Se

Bidder's Conference(s)/Application Workshop(s)
Anticipated Award Date

Anticipated Initial Contract Length 0 Month

Total Funding Available $750,000.000
Letter of Intent Narrative
Letter of Intent Due
Questions Due Date  Friday, September 20, 2024
Questions and Answers Narrative
Questions and Answers Posting Type
Questions and Answers Posting Date  09/27/2024
Questions and Answers Link or Upload
Eligible Applicants Gor
Service Areas(s)

Step Action

15. Click the Return to Search button to return to the Search for Grant
Opportunities page.

16. You have successfully completed the Search For a Bid Event (Grant
Opportunity) On the SFS Public Portal topic.
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Subscribing to Email Notifications

Lesson Description:
This lesson provides the knowledge and skills for Grantees to subscribe to email notifications to
receive information about grant opportunities for one or more service areas.

Lesson Objectives:
In this lesson, you will learn how to:
e Subscribe to email naotifications.

Subscribe to Email Notifications

Topic Description:
This topic provides the knowledge and skills to subscribe to email notifications to receive
information about grant opportunities for one or more service areas.

Topic Objectives:
In this topic, you will learn:
e How to subscribe to email notifications

SFS role required to perform this task:
¢ No role required. Users do not need to log in to SFS to subscribe to email notifications
on the SFS Public Portal.

Procedure

Scenario: As a member of the public, you will subscribe to email notifications to receive
information about grant opportunities without signing in to the SFS Vendor Portal.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

Step Action

1. Navigate to SFS Public Portal Homepage.

Note: Users DO NOT need to log in to SFS, as this is a public page.

Note: If you experience issues within the Vendor Portal, you may need to clear
2. your browser cache. You can press Ctrl+Shift+Del to expedite the clearing
process. Also, verify the Passwords checkbox is unselected. This will allow you
to keep all saved passwords and usernames after clearing your cache.
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Vendor Portal -

Welcome NYS Vendors

Welcome to New York State's Vendor Portal

Thank you for doing business with New ork State. As a vendor who provides goods and services lo NYS agencies or a Not for Profit (NFP)
vorking with agencies to fullill your mission, you can use the SFS Vendor Portal 1o transact online. From this Portal, you can find, apply for,
and manage New York State grants, SUbmit IVoICes, look Up payments, and update your contact Information onling

Sign in to the Vendor Portal Vendor Announcements
L
—— r
=
Search for Grant Opportunities SignUp for Grant Notifications Modify Grant Notifications

= 2 +F

Step Action

3. Click the SignUp for Grant Notifications tile.

Sign Up Grant Notifications

Information

Complete all required fields below.
Select the Sign-Up button below to complete the process.

Last Name

*Organization
Email

“Confirm Email

Service Area Preferences

Select the checkbox next to the service area or service areas you wish to be natified about
Slick here for a description of each senvice area

Select/De-Select All
Health and Human Services Non Health and Human Services

Education Supports Agricultural Supports
Family Supports Environmental Supports

Health Services Public Transpertation Services
Housing and Shelter Services Public Safety Supports
Justice Services

Government Supports.
Workforce Development

Step Action

4, Note: Use the Information section to enter name, organization, and email
address for the contact who should receive the email notifications.

Enter the applicable value into the First Name field.

Enter the applicable value into the Last Name field.

Enter the applicable value into the Organization field.

Enter the applicable value into the Email field.

O|lo(Njo|O

Enter the applicable value into the Confirm Email field.
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Step Action

10. Note: In the Service Area Preferences section, there are two main notification
lists. These main lists are: Health and Human Services, and Non Health and
Human Services.

Click the checkbox next to the main list item to receive all notifications for that
main list item.

11. Note: To view description details for each Service Area, click the Click here link.

12. Click the applicable Service Area checkboxes.

13. Click the Sign Up button to sign up for email notifications for the selected service
areas.

Note: When the Bid Event is published, an email notification advertising it will be
sent to people who signed up for notifications about the service area(s) chosen.

14. You have successfully completed the Subscribing to Email Notifications topic.

Modifying Email Notifications

Lesson Description:
This lesson provides the knowledge and skills for Grantees to modify contact information and/or
service area preferences previously selected for email notifications.

Lesson Objectives:
In this lesson, you will learn how to:
e Maodify contact information and/or service area preferences previously selected for email
notifications.

Modify Email Notifications

Topic Description:
This topic provides the knowledge and skills to modify contact information and/or service area
preferences previously selected for email notifications.

Topic Objectives:
In this topic, you will learn:
e How to modify contact information and/or service area preferences previously selected
for email notifications.

SFS role required to perform this task:
¢ No role required. Users do not need to log in to SFS to modify contact information and/or
service area preferences previously selected for email notifications.

Procedure
Scenario: As a member of the public, you will modify contact information and/or service area

preferences previously selected for email notifications without signing in to the SFS Vendor
Portal.
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Disclaimer: The data used in this scenario provides a realistic example and was selected for

instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

Step Action

1. Navigate to SFS Public Portal Homepage.

Note: Users DO NOT need to log in to SFS, as this is a public page.

Note: If you experience issues within the Vendor Portal, you may need to clear
2. your browser cache. You can press Ctrl+Shift+Del to expedite the clearing
process. Also, verify the Passwords checkbox is unselected. This will allow you
to keep all saved passwords and usernames after clearing your cache.

Vendor Portal ~

Welcome NYS Vendors.

Weicome to New York State's Vendor Portal

Thank you for doing DUSINESS With New York State. AS 2 vencor who proviges goods and Services 1o NYS agencies of a Not for Profit (NFF)
working with agencies 1o fulfll your mission, you can use the SFS Viendor Partal to iransact online. From ihis Portal, you can find, apply for
and manage New York State grant; fact information online

Sign in to the Vendor Portal
—
— d
-

Search for Grant Opportunities SignUp for Grant Notifications Modify Grant Notifications

= =3 :

Vendor Announcements

Step Action

3. Click the Modify Grant Notifications tile to modify contact information and/or
service area preferences previously selected for email notifications.

Modify Grant Notifications

Search For Email

Step Action
4, Enter the email address that was used to sign up for notifications, into the Enter
Email Address field.
5. Click the Search button.
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P

Sign Up Grant Notifications

Information

Complete all required fields below.

Select the Sign-Up button below to complete the process
-

*Last Name |Doe

“Email |Ist@tsl com

|
‘Organization |NFP ORG |
|
|

*Confirm Email |Ist@tsl com

Service Area Preferences

Select the checkbox next to the service area or service areas you wish to be notified about

Click here  for a description of each service area.

[ Select/De-Select All
[ Health and Human Services [ Non Health and Human Services

[ Education Supports [ Agricultural Supports
O Family Supports [ Environmental Supports
Health Services [ Public Transportation Services
[J Housing and Shelter Services [ Public Safety Supports
Justice Services [ Government Supports
Workforce Development

Save

O Un-subscribe

Step Action

6. Your previous information and selections will populate. Update your information
and/or service area preferences.

7. To un-subscribe from all prior selected service areas, click the Un-subscribe
checkbox.

8. Click the Save button to save your changes.

9. You have successfully completed the Modifying Email Notifications topic.

Maintaining Grantee Information

Lesson Description:
This lesson provides the knowledge and skills to maintain Grantee Information.

Lesson Objectives:
In this lesson, you will learn how to:
e View and Update Grantee Information
e Adding a Grantee Contract Approver's Name to their Profile in SFS

View and Update Grantee Information
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Topic Description:

This topic shows how to update a grantee’s grant organizational profile information in the SFS
Vendor Portal. Grantees doing business with New York State agencies access SFS by clicking
the Vendor Portal Login from the SES website. There is a specific page in SFS where
Grantees can view and make updates to their grant information.

Note: An SFS Vendor Portal account is required to access SFS.

Topic Objectives:
In this topic, you will learn:
e How to update a grantee’s grant organizational profile information in SFS

SFS role required to perform this task:
o Delegated Admin (NY_ES SUPPLIER_ADMIN)

Procedure

Scenario: You look up your organization’s grant information in the SFS Vendor Portal and
notice that some information needs to be updated. You will log in to the SFS Vendor Portal and
make the applicable grant information updates before submitting for review and approval.
Disclaimer: The data used in this scenario provides a realistic example and was selected for

instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

STATEWIDE

} FINANCIAL
SYSTEM

Vendor Portal

User ID

L

Password

I'forgot my password

ﬂ | agree to Vendor Online Services' Terms of Service

Step Action
1. Begin by navigating to the SES Vendor Portal.
2. Enter your User ID and Password and select the | agree to Vendor Online
Services' Terms of Service checkbox.
3. Click the Sign In button.
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| My Homepage ~ |

SFS Notices

“ Newto SFS? Start here! ..
4 Need help? Join a support caill ..

View Your Information

Register for POs via Email

Supplier Change Request

=

SFS Support

PO and Receipt Inquiry
B

~—

Add/Maint Self-Service Invoice

E)

SFS Coach

Grants Management - State

=

FAQs | Contact Us

E@

Get hefpful information here

Action

From the Homepage click the View Your Information tile.

in Your Information

View Address Information

&%

View Grants Information

=7

View Contact information

g@

Step

Action

Click the View Grants Information tile.
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View Grants Information

SellD SHARE Supplier ID 11003141

3 Retum to Search

Step Action

6. Review the information. If changes are needed, initiate a Supplier Change
Request.
7. Note:

e The Supplier Change Request feature in SFS allows grantees to make
changes to their organization profile, addresses, contacts, banking
information, and grant information.

e Requests to change Primary Contact, Legal Business Name, Remittance
Address and Banking require approval by the Office of the State
Comptroller's Vendor Management Unit.

8. Click the Home icon to go back to the Homepage to initiate the Supplier Change
Request.

SFS Notices SFS Support SFS Coach

‘i New to SFS7 Start here! ...

4 Meed help? Join a support call! . 7@ -
Show Detalls
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
= [y
= & =
— ~=

Register for POs via Email Supplier Change Request AddiMaint Self-Service Invoice FAQs | Contact Us

& | B @ =

Get helpful information here
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Step Action

Click the Supplier Change Request tile.

Welcome Doe, John

= =] =] =] =] =1 =]
Welcome Company Profile Addresses Contacts Payment Profile GM Info Submit
Save for Later < Previous | Next »

@ Review Changes

Welcome! Click the icons at the top of the page or Next to make changes to your Company Name (Company Profile), Address (Addresses), Contacts
(Comtacts) o Banking information (Payment Profile)

( Outreach Organization)

Requests to change Primary Contact, Legal Business Name, Remittance Address and Banking require approval by the Office of the State Comptraller's
Vendor Management Unit

"B Review Changes

4 Previous Next »

Step Action

10. Click the GM Info train stop.

< & <@

Please update your Grants Management information.

[~ = =1 =1

0—a

GM Info Submit

| [Cprovons [ s ]

“f. Review Changes

Welcome Company Profile Addresses Contacts Payment Profile

Exit Save for Later

This infarmation is used by NYS Agencies during the Grants Management Prequalification andior Grant
Opportunity - Vendor Bid Response Review process

Bidder Grants

*Effective Date:

Prequalification Required:

Organization type: Not-For-Profit Tax Year End Date:

Charities Registration Num: Current Operating Budget: | 515
Excemption State/Code: 1

- Number of Part Time Staff.
Prequalification Status:  In Review By Agency

Number of Volunteers:
Prequalification Exp. Date: /152027
. Number of Full Time Staff:
Sectarian Entity:

Mission Statement: | Our mission is la improve the quality of ife for

Review Changes

B

Exit Next »

‘ ‘ Save for Later | | 4 Previous

Step Action

11. To update the information currently displayed, click the Add a New Row (+) icon.

12.

Make any needed updates to your Grants Management information.

13.

Select Next button.
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<10 9 [s O]

Review and Submit Changes for Outreach Organization

Exit Save for Later II 4 Previous Next »

Step Action

14. Select the applicable Audit Reason Code.

Note: Audit Reason Code classifies the type of change that was made. Some
examples are: Address Change, Name Change, Corrections, etc.

15. Enter any additional information in the Comments field to clarify what was
changed.

Note: Comments are optional.

16. Select Confirm Changes checkbox.

17. Select Submit button to make the changes.

Note: Upon submitting the Supplier Change Request, the information entered on
the GM Info train stop will systematically update the corresponding fields on the
View Grants Information Tab. Any changes made to information on the Grants
Information tab will result in a new Effective Dated row.

18. You have successfully completed the View and Update Grantee Information
topic.

Adding a Grant Contract Approver’s Name to their Profile in SFS

Topic Description:

This topic shows how to add a grant contract approver’s name to their profile in SFS. This is
needed so when the contract approver signs the grant contract in SFS, their name will display
on the contract agreement.

Topic Objectives:
In this topic, you will learn:
¢ How to add a grant contract approver’s name to their profile in SFS

SFSrole required to perform this task:
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o Delegated Admin (NY_ES SUPPLIER_ADMIN)

Procedure

Scenario: As a Delegated Administrator for your organization, you need to add the name of one
of your organization’s contract approvers to their profile in SFS. This is needed so when the
contract approver signs the grant contract in SFS, their name will display on the contract
agreement.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

STATEWIDE

‘ FINANCIAL
SYSTEM

Vendor Portal

User ID

]

Password

I forgot my password

ﬂ | agree to Vendor Online Services' Terms of Service

Step Action
1. Begin by navigating to the SES Vendor Portal.
2. Enter your User ID and Password and select the | agree to Vendor Online
Services' Terms of Service checkbox.
3. Click the Sign In button.
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My Homepage ~ |

SFS Notices SFS Support SFS Coach

il New o SFS? Start here! ..
4 Need help? Join a support caill .. — @ ‘

‘View Your Information Inveice and Payment inquiry PO and Receipt Inquiry Grants Management - State
_ e
& J i B>
— L 4 ~—
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

g B =

Get helpful information here.

Step

Action

Preferred Navigation: Click the View Your Information tile.

Alternative Navigation: From the NavBar navigate to: Menu > Maintain
Supplier Information > Manage User Profiles.

Maintain Your Information

Maintain Users View Address Information View Contact information View Locations

2 & Qf e

Certify for NYS Prompt pay View Grants Information

o} &%

Step

Action

Click the Maintain Users tile.
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RO ni: @
Security ’ ‘ . -
Find Existing User ID ‘ ®Add a New User ID
e v|Z
Step Action
6. Enter the contract approver’s User ID in the User ID begins with field.
7. Click the Search button.

Setup User

Logon Information

Step Action

8. Enter the contract approver’'s name (Last Name, First Name) in the Description
field.

Note: This is needed so when the contract approver signs the grant contract in
SFS, their name will display on the contract agreement.

9. Click the Save button at the bottom of the page to save your changes.

10. You have successfully completed the Adding a Grant Contract Approver’s
Name to their Profile in SFS topic.

Managing Prequalification Applications

Lesson Description:

This lesson provides the knowledge and skills to manage Prequalification

information. Prequalification is a process applicable to not for profits or other organizations as
defined by State policy, which requires the completion and acceptance of an online application
in order to compete for state funding. The NYS Division of the Budget (DOB) is the policy-
making body that drives the prequalification process.
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Prequalification requires not for profits to complete an online application and receive an
approved prequalification status prior to submitting a grant bid response.

Lesson Objectives:
In this lesson, you will learn how to:
e Enter and Submit Prequalification Information

Enter and Submit a Prequalification Application

Topic Description:

This topic provides the knowledge and skills to enter and submit a prequalification application.
Organizations must complete an online Prequalification application in SFS which includes
answering a series of questions regarding the organization and uploading key organizational
documents.

Upon submission of the prequalification application, SFS routes the prequalification application
to the state agency with which the organization expects to do the most business with. The
agency indicator is based on criteria that exists on the grantee’s profile in SFS.

Prequalification Specialists within the agency review the prequalification application. Agencies
are responsible for approving the application or returning it back to the organization if it cannot
be approved.

Grantees that have successfully prequalified will be assigned a prequalification expiration date
based on policy.
Topic Objectives:

In this topic, you will learn:
¢ How to enter and submit a Prequalification Application

SFS role required to perform this task:
e Prequalification Processor (NY_GM_VENDOR_PREQUAL)

Procedure

Scenario: As a Grantee User, you wish to apply for a grant, but first you must enter a
Prequalification application with the Agency you are seeking the grant from. You will enter and
submit a Prequalification application.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in SFS will be driven by the real-life
transactional requirements.
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STATEWIDE

‘ FINANCIAL
SYSTEM

Vendor Portal

User ID

|

Password

I forgot my password

ﬂ | agree to Vendor Online Services' Terms of Service

Step Action

1. Begin by navigating to the SES Vendor Portal.

2. Enter your User ID and Password and select the | agree to Vendor Online
Services' Terms of Service checkbox.

3. Click the Sign In button.

My Humepage'v
‘(1 New to SFS? Start here! ... — ‘

‘1 Need help? Join a support calll . = @ ‘

View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
&/ l:_ ] X;\ 0@

Register for POs via Emall Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

3 & =

Get helpful information here.

Step Action
4. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage Events
and Place Bids > Prequalification.
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Grants Management - State H
Bid Event Search Maintain Your i i i icatic Bid Response Search
a r—~
__ / ~—X
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
0
Active Progress Reports
0
Past Due Progress Reports.

Step Action

5. Click the Prequalification Application tile.

Welcome Page

Welcome Page

New York State requires that all non-governmental organizations seeking grant funding from the State, excluding tribal organizations, prequalify in the Statewide Financial System SFS) unless explicitly exempted by the Division of the Budget. The
pregualification process allows the State to deem an organization qualified prior to allowing them to compete for a grant and potentially receive a State contract.

- Organizations must receive approved fication status prior to grant application and execution of contracts.

+ New York State reserves up to 510 business days from the receipt of a complete prequalification application to conduct its review after which a determination of "Prequalified” or "Not Prequalified” will be made.

+ Due to the length of time this process could take to complete, itis advised that submit their I i as soon as possible.

Please note i status does award of a contract. If an ization submits a grant lication without ting the i ion process by the i date and time, the grant
application will be disqualified.

« An organization will not be able to submit a grant application in the SFS unless they are prequalified.

To get started, select one of the following options, then hit "Next":
+ “Initiate a Prequalification Application” allows you to start a brand-new application.

. ona i “ allows you to update an application that is in progress but has not yet been submitted for NYS Agency approval

« “Update a Prequalification Application” is available once an previous appl has been app pl and begins a new application version.

Some Reminders:

+ Use the "Next" and "Previous” buttons to move between steps (data entered will save as you move between steps).
+ Once you have provided all the required information, select "Submit" to submit your application for review.

+ You will receive an email ion shortly after ing your
Additional and related to the p ion process can be found in the New York State Prequalification Manual for Grantees located on the Grants Management wabsite.
If you have any questions regarding the ification process, please SFS Help Desk by clicking on the SFS Support tile on your homepage, emailing HelpDesk(@sfs.ny.gov, or calling 877-737-4185 toll-free.

Select an activity below

® Initiate a Prequalification Application Prequalification ¢
Application Started 24/1672024
Supplier 1D 1100314187 Q “'Bﬂ“"’.‘a:: Not-Far-Profit
Outreach Organization View Version history

e
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Step Action

6. On the Welcome Page, your Supplier ID is defaulted based on your user
credentials, as well as your Organization Type. You are presented with one of
the following options:

e |Initiate a Prequalification Application: allows you to start a brand-new
application. This option only displays for application version 1.

o Note: Application version 1 represents the grantee’s initial
prequalification application with no prior versions in SFS.

o Collaborate on a Prequalification Application: allows you to update an
application that is in progress but has not yet been submitted for NYS
Agency approval.

¢ Update a Prequalification Application: is available once an
organization’s previous application has been approved/expired and
begins a new application version.

Select the applicable option under the Select an Activity Below text.

Welcome Page

Welcome Page

New York State reguires that all non-governmental organizations seeking grant funding from the State, excluding tribal organizations, prequalify in the Statewide Financial System (SFS) unless explicitly exempted by the Division of the Budget. The
prequalification process allows the State to deem an organization qualified prior to allowing them to compete for a grant and potentially recsive a State contract.

+ Organizations must receive approved prequalifi status prior to grant appl and execution of contracts.

+ Mew York State reserves up to 5-10 business days from the receipt of a complete prequalification application to conduct its review after which a of "Prequalified” or "Not Preq; " will be made.

+ Due to the length of time this process could take to complete, it is advised that izati it theii ificati i as soon as possible.

+ Please note that approved prequalification status does not guarantee award of a contract. If an ization submits a grant without ing the pi ion process by the tion due date and time, the grant

application will be disqualified.

+ An organization will not be able to submit a grant application in the SFS unless they are prequalified.

To get started, select one of the following options, then hit "Next":

+ “Initiate a Prequalification Application allows you to start a brand-new application.
. ona “ allows you to update an application that is in progress but has not yet been submitted for NY$ Agency approval.
+ “Update a Prequalification Application® is available once an org 's previous ion has been appi ired and begins a new application version.

Some Reminders:

+ Use the "Next" and "Previous” buttons to move between steps (data entered will save as you move between steps).
+ Once you have provided all the required information, select "Submit” to submit your application for review.
+ You will receive an email ion shortly after itting your i

Additional information and related to the process can be found in the New York State Prequalification Manual for Grantees located on the Grants Management website

If you have any questions regarding the prequalification process, please contact the SFS Help Desk by clicking on the SFS Support tile on your homepage, emailing HelpDesk(isfs.ny.gov, o calling 877-737-4185 toll-free.

Select an activity below

® Initiate a Prequalification Application Prequalification /1074
Application Started v
Supplier ID | 1100314187 Q 0’9’""“.;;;: Not-For-Profit

Outreach Organization

Step Action

7. Click the Next button.
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Prequalification Application

Next > l

Organization Information Notfor-profit organizations must answer the following questions designed to provide State agencies with the information needed to make informed prequalification determinations.
@ Visited

Supplier ID 1100314197 Prequalification Status Application In Progress Version 1
Required Documents :
ed

© Mot Start Supplier Information

Expiration Date o
Supplier Name Outrea Application 1D 000007462
Contacts Organization Type Nol-For-Profit

State Agency || 7|

Email ID test123@sfs.ny.gov

Submit

Tax Year End Date (MWDD)

Profile Questions

Explanation/Comments

Step Action

8. Enter the agency business unit that you expect to do business with into the State
Agency field or click the magnifying glass icon to look up the information.

If you are unsure of the business unit for the State Agency you expect to do
business with, click the magnifying glass to view a list of business units and
state agencies.

Q

Page 27



SFS Handbook: Grantee Processing in SFS

Cancel

Search for. State Agency
~ Search Criteria

~ Search Results

Business Unit T,

Lookup

Business Unit |

(begins with)

State Agency Name 11

Show Operators

31 rows

DOTOT Department of Transporiation [
DVAO1 Office of Veterans' Affairs
ESDO1 Empire State Development
GTS01 Governor's Traffic Safety Committee
HCRO1 NYS Homes and Community Renewal
HESO01 Higher Education Services Corporation
10L01 Interest on Lawyers Account
JUs01 Justice Center
OAS01 Office of Addiction Services and Supports
OFAM Office for the Aging
oLsm QOffice of Indigent Legal Services
OMHO1 Office of Mental Health
OPDO1 Office for People; with Developmental Disabilities
ovso1 Office of Victim Services
Step Action

9.

Click the scrollbar to scroll through the list of agencies and select the business

unit associated to the state agency that you expect to do business with.
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Prequalification Application

Next »
Organization Information Not-for-profit organizations must answer the following questions designed to provide State agencies with the information needed to make informed praqualification determinations. -
@ Visited Save Fo

Supplier ID 1100314187

Prequalification Status Application In Progress Version 1
Required Documents

O Not Started

Prequalification View Version History
Expiration Date

_ Application ID 000007462
Organization Type Nat-For-Profit

Supplier Name Outreach Organization
Contacts

Email ID test123@sfs ny gov
State Agency | OMHO1 Q
Submit

Office of Mental Health

Tax Year End Date (MM/DD)

Profile Questions

Explanation/Comments

Step Action

10. Enter the applicable tax year end date (format MM/DD) into the Tax Year End
Date field.

Prequalification Application

LA ) Profile Questions
® Visited

Required Documents
© Not Staned

Explanation/Comi

Contacts
ot Started

Submit
Mot Started

Explanation/Comments

Explanation/Comments

Step Action

11. Organizations must complete an online Prequalification application in SFS which

includes answering Profile Questions regarding the organization and uploading
key organizational documents.

Note: Questions may vary based on your Organization Type.
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Step

Action

12.

Complete the Questions by clicking the applicable drop-down list and selecting
either Yes or No.

Note: Some questions may ask for additional explanation depending on your
answer. If so, add your explanation in the Explanation/Comments field as
appropriate.

Next >

List ltem

Step

Action

13.

Complete questions shown as List Item by selecting the magnifying glass which
is question 15 in this example.

Note: There are two list item questions (questions 15 and 18).
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List Options

List Values

List Line Number 1 Policy Type 71

Step

Action

14.

Select one of the options from List Options.

15.

Click Return.

Prequalification Application

Next >

Organization Information
® Visited

17) Does your board of directors take minutes of all meetings and maintain records of such meetings
consistent with its bylaws?

O N

C
OonN

S
ON

Required Documents.

ot Staned

ontacts
ot Started

ubmit
ot Staned

Explanation/Comments

18) Indicate all of the items the board of directors reviews and/or approves. If your board reviews some List ltem
but

t not all of these items, please explain EI

Comments

Step

Action

16.

Complete questions shown as List Item by selecting the magnifying glass which
is question 18 in this example.
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List Options

List Values 10 rows

List Line Number 71 Select Tl Policy Type 7L

1 Yes

a

Annual Operating Budget

Policies and Procedures

w ~
I ;
0 0
U0

Executive Performance and Compensation

Fundraising Plan

EEN

P

0
J

Internal Controls

!!

5] Yes Fiscal Controls
7 Yes E] Annual Audit

©
o
"

U

Program Operations and Performance Outcomes

3
:.F
wn

a

Other (Please add details to Comment box at bottom of page)

Retumn

Step Action

17. Select Yes for all the items your board reviews and/or approves.

18. Click Return.

Prequalification Application

Organization Information
@ Visited

Yes v

Required Documents Explanation/Comments.
O Not Started

Contacts
O Not Started

Submit
O Not Started

Listitem

Comments.
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Step Action
19. Enter any additional comments that you want the agency to see, in
the Comments field located at the bottom of the page.
Note: The Comments field could also be used to explain why your organization
reviews some, but not all of the items listed in question 18.
20. Click the Next button.

Mext >

Prequalification Application

Organization Information

[<Previous |[ Mexts |

Organizations must upload documents via "Attach” or "Attach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process.

Document ts must be in PDF format and under 20M8 in i

Required Documents
@ Visited

Contacts
O Not Started

Submit

javssripresiall)

Attachments

Required Documents 1.

1 Certificate of Incorporation or Equivalent Document

2 Certificate of Assumed Name or DBA, if applicable

IRS 501(c) Determination Letter

4 Board of Directors Profile

5 Semor Leadership Resumes

6  Corporate Bylaws

7 Organization Chart

8 IRSH%0

9 Financial Statement/Audit

10 CHARS500 or CHAR410

ize.

Supplier 1D 1

Supplier Name Outreach Organization

Attach 11

View/Delete

| Delete |

Attach with Additional Date Details 7. Date Attached/Uploaded .

10 rows

EllQ||n

AntachediUploaded By 11

Step Action
21. The Required Documents page is where you will upload the required
documents for the agency to review.
22. On the Required Documents page:

¢ All attachments must be in PDF format. Uploading any other document
types will result in automatic deletion by the system.

¢ All rows must have an attachment uploaded for the Submit button to
appear on the Prequalification application.

¢ You may need to scroll to see all the documents.
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Prequalification Application
oroant N must upload via "Aftach” or "Attach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process. R
® Visilod Documents must be in PDF format and under 20MB in size.
Supplier 1D 1100314197
Required Documents
0
Supplier Name Outreach Organization
Contacts
O Not Startad Attachments 10 rows:
submit =)+
O Not Startad
Required Documents 1/ Attach 11 View/Delete Attach with Additional Date Details T/ Date Attached/Uploaded T Attached/Uploaded By 1/
1 Certificate of Incorporation or Equivalent Document Attach View/Delete Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach Attach with Additional Date Details
3 IRS501(c) Determination Letter Attach Attach with Additional Date Details
4 Board of Directors Profile Attach ' Attach with Additional Date Details
5  Senior Leadership Resumes Attach v elete Attach with Additional Date Details
&  Corporate Bylaws Attach Aftach with Additiona] Date Details
T Organization Chart Attach Attach with Additional Date Details
8 IRS980 Attach View/Delete Attach with Additional Date Details
S Financial Statement/Audit Attach ViewlDelele Attach with Additional Date Dstails
10 CHARS500 or CHAR410 Attach View/Delete Attach with Additional Date Details
Comments
(D) g

Step Action

23. To add an attachment, click the Attach link.

Note: If you have previously prequalified in SFS and are renewing your
prequalification, all Required Documents which have an active Attach link
(documents 1-7) will carry over from your previous prequalification. After
selecting the Attach link, click on the file name to review each document from
the previous version. If no changes are needed, you can skip to Step 31 in this
procedure. If changes are needed to any documents, you can click the delete (-)
button to remove the document and upload an updated version by following Step
24 onward.

Required Documents

After elicking the "Add Attachment” button, please click the “My Device" icon to select a file, or drag-and-drop a file into the box at the
bottom of the page

Clicking the following buttons on the top of the page will cause the listed actions:

« Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
~ Done: Allows you 1o leave the page and edits are saved

- X: Closes out the page without saving changes
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Step Action

24, Click the Add Attachment button.
Add Attachment

File Attachment

Choose From

iy

My Device

Step Action

25. Click the My Device button.

e Open | : [l
« v » This PC » Desktop » Desired Prequal Attachments v O P Search Desired Prequal Attac...
U Organize ~ New folder E- O 0 ﬂ
» o) Name Date modifiedA Type Size of
i & Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB N

= This PC
¥ 3D Objects
[ Desktop

Documents Select a file
to preview.

¥ Downloads
Jﬁ Music

v < >

-

File name: ‘ ~ ‘ ‘AII files (*.%) v|

‘ Open ‘ | Cancel ‘
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Step Action
26. Navigate to the directory location and select the applicable document for
attachment.
e Open “ [l
&« v » This PC » Desktop » Desired Prequal Attachments v O O Search Desired Prequal Attac...
Organize ~ New folder E- O 0
o) Name Date modifiedA Type Size of
& Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB N
= This PC -
I P 3D Objects
[ Desktop
Documents felect a. fle
¥ Downloads o previers
Jﬁ Music
v < > H
File name: ‘ ~ ‘ ‘AII files (*.%) & |
‘ Open ‘ | Cancel ‘ N
T i | |
Step Action
27. Click the Open button.
Open

File Attachment

Certificate of Incorporation.pdf
E File Size: 183KB
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Step Action
28. Click the Upload button.

Upload

File Attachment

Choose From

Certificate of Incorporation.pdf
File Size. 183K8

Upload Complete

Step Action
29. Click the Done button.

Required Documents

File Name 11 fpplication ;. sep 1, SuPPller ;, Version ;. Description 1 UserD 7L Date/Ti

Cerfificate_of_Incorporation pdi 000007462  SHARE 1100314187 1 I:l VENDOR_DEMO_1 04161202

After clicking the "Add Attachment” button, please click the “My Device” icon to select a file, o drag-and-drop a file into the box at the
bottom of the page

Clicking the following buttons on the top of the page will cause the listed actions:
Cancel: Allows you to leave the page and if you atiempted to make edits they are not saved

Done: Allows you 1o leave the page and edits are s:
« X: Closes out the page without saving changes

Step Action
30. Enter the applicable value in the Description field which should describe the
document that was just attached. Note: This description will be visible to both

agency and grantee.
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Step

Action

31.

Click the Done button.

Prequalification Application

Organization Information
® Visited

Required Documents
@ Visied

Contacts
© Not Started

Submit
© Not Started

Organizations must upload documents via "Attach” or "Attach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process. -

Documents must be in PDF format and under 20M8B in size.

Supplier ID 1100314197

Supplier Name Outreach Organization

Attachments

Required Documents. 7. Attach 14 ViewiDelete
1 Certificate of Incorporation or Equivalent Document Attack
2 Certficate of Assumed Name or DBA, if applicable Antact
3 IRS 501(c) Delermination Letter Attach
4 Board of Directors Profile Antact
5 Senior Leadership Resumes Attach
6  Corporate Bylaws Adtach
7 Organization Chart Attach
8 IRS 880 Anack
9 Financial Statement/Audit Atact ewiDelete
10 CHARS0D or CHAR410 Alac

Comments.

Attach with Additional Date Detal

Attach w

Aitach w

nal Date Details

nal Date Details

. Date Attached/Uploaded 1/ Attached/Uploaded By “.

e Details 04/16/2024 1:51:08PM

Details

al Date Details
al Date Details
Date Def

Step

Action

32.

Follow the same process to add attachments for any additional rows, using the
Attach link.

Prequalification Application

Organization Information
® Visited

Required Documents
® Visited

Contacts.
© Nt Started

Submit
© Not Started

Organizations must upload documents via "Attach” or "Attach with Additional Details" link below, depending on the specific document, which will be evaluated as part of the prequalification process. -

Documents must be in PDF format and under 20MB in size.

Supplier 1D 1100314157

Supplier Name Outreach Organization

Attachments

Required Documens 1. Aach 1 ViewiDslete
1 Certficate of Incorporation or Equivalent Document Attach [ ViewDelete

2 Certfficate of Assumed Name or DBA, if applicable

3 IRS 501(c) Determination Letter Attach
4  Board of Direclors Profile Attach
§  Senior Leadership Resumes Attach
6  Corporate Bylaws Attach

7 Organization Chart

8 IRS5%0 Attach
9 Financial Statement/Audit Attack ewlDelete
10 CHARSO00 or CHAR410 Attact

Comments.

Attac

Attach with Additional Date Detai

nal Date Details

onal Date Details

onal Date Details

¢ Previous [ Next >

Save For Later

a

Q

7. Date Attached/Uploaded 11

Attached/Uploaded By .

04/16/2024 1:51.08PM

al Date Details

al Date Details

e Details

e Details
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Step Action

33. To view an existing attachment, click the View/Delete button.

Note: If the View/Delete button is not active, then a document hasn’t been
attached.

Canoel Required Documents m e

110
&][e][x)

i li
File Name 2 i‘:,”"““" . SetlD 1 I’I;‘PF ier 4, ,}.’::L".’: i Description 7 UserD 1 Date/Time Stamp 7L

Certificate_of_Incorporation pdf | 000007462 SHARE 1100314197 1 VENDOR_DEMO_1 04/16/2024 1:51:08PM | —

Add Attachment

After clicking the "Add Attachment” button, please click the “My Device” icon to select a file, or drag-and-drop a file into the box at the bottom of
the page

Clicking the following buttons on the top of the page will cause the listed actions

« Cancel: Allows you to leave the page and if you attempled to make edits they are not saved
+ Done: Allows you 1o leave the page and edite are saved

« X: Closes out the page without saving changes

Step Action

34. To open the attachment, click the File Name link.

In this example, we will not open the linked attachment.

35. When you are finished viewing attachments, click the Done button.
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Prequalification Application

Organization Information
® Visited

Required Documents

® Visited

Contacts
© Nat Started

Submit
O N

Organizations must upload documents via "Attach” or "Atach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process. z

Documents must be in PDF format and under 20MB in size.

Attachments

Required Documents 11

1 Certificate of Incorporation or Equivalent Document

2 Cetificate of Assumed Name or DBA, if applicable

3 IRS 501(c) Determination Letter

4 Board of Directors Profile

5  Senior Leadership Resumes

&  Corporate Bylaws

7 Organization Chart

8  Financial Statement/Audit

10 CHARS00 or CHAR410

Comments

Supplier ID 1100314197

Supplier Name Outreach Organization

Attach 11 View/Delete Attach with Additional Date Details 11 Date Attached/Uploaded 7.
Attac] I Altar C 04/16/2024 1:51:08PM
Attach tact onal Daf a

Attach Ac

Attac Detai

Attach al

Altacl al D

Atta

nal Date Details

al Date Details

Next »

10 rows

Ellaln
Attached/Uploaded By 1!

VENDOR_DEMO_1

Step

Action

36.

Note: Not for Profit Organizations must upload IRS 990 information. To do this,
use the Attach with Additional Date Details link.

Prequalification Application

Organization Information
® Visited

Required Documents

® Visited

Contacts
© Nat Stanted

Submit
© Not Startex

Organizations must upload documents via "Attach” or "Atach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process. z

Documents must be in PDF format and under 20MB in si

Attachments

Required Documents 1.

1 Certificate of Incorporation or Equivalent Document
2 Certificate of Assumed Name or DBA, if applicable
3 IRS 501(c) Determination Letter

4 Board of Directors Profile

5 Senior Leadership Resumes

&  Corporate Bylaws

7 Organization Chart

8 IRS990

9 Financial Statement/Audit

CHARS500 or CHAR410

Comments

Supplier ID 1100314197

Supplier Name Outreach Organization

Attach 11

View/Delete

Attach with Additional Date Details 1: Date Attached/Uploaded 7.

Attac

04/16/2024 1:51-08PM

Attach

Attach

Attac

Attach

Atta

I wDelete with Additior
Attac ﬁ‘ Attach vith Additional Dz

Attar ViewDelete nal Date Details

WDelete ith Additional Date Details

Next »

10 rows

Ellall®
Attached/Uploaded By 11

VENDOR_DEMO_1

Step

Action

37.

Click the Attach with Additional Date Details link.
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= Attach with Additional Date Details B3 -

IR$990 General Instructions

+ Nonprofits must upload their most recent IRS990. If an organization has yet to file its initial IRSS90 it should upload a statement detailing the date it was established and the tax year ta be covered by the first filing

«+ Enter the Tax Year Begin and End dates and the Date Next 830 Due Field Will automatically populate

+  Nonprofits that are exempt from filing an annual IRS9%0 should upload proof of exemption and enter the Begin and End date of thew current tax year. Prequalification Specialists all evaluate the documentation and set the Exempt flag accordingly.

CHARS00 or CHAR410 General Instructions

+ Nonprofits must upload their most recent Annual Filing for Charitable Organizations (CHARS00) or Documentation of Exemption from the NYS Charities Bureau If an Organization has not filed its first CHARS00, it should upload the Registration Statement for Charitable Organiz
+ Enter the Tax Year Begin and End dates and the Date Mext Filing Due field will automatically populate.

+ MNonprofits that are exempt from filing should upload proof of exemption and enter the Begin and End date of their current tax year.

« Prequalification Specialists will evaluate the documentation and set the Exempt flag accordingly

& Findings General
+ Nenprofits must upload their most recent CPA review, Independent Audit, or A133 Audit and any material findings. If an croanization does net have any of these documents. it should upload a copy of the current and prior years budget.
« Enfer the Tax Year Begin and End dates for the penad covered by the mast recent audit and the Date Next Due field automatically populate
Clicking the following buttons on the top of the page wil cause the listed actions:
« Cancsl: Allows you to leave the page and if you attempted to make edits they are not saved
+ Done: Allows you 1o leave the page and edits are saved

+ X: Closes out the page without saving changes

After clicking the "Add Attachment” button, please click the “My Device” icon to select a file, or drag-and-drop a file into the box at the bottom of the page

View 11 Application ID T4 Version Number T/ SetiD 1/ Supplier 1D 72

Step Action

38. Review the instructions for Upload as they apply to your Organization Type and
then use the Add Attachment button to add the relevant documentation.

Note: All attachments must be in PDF format. Uploading any other document
types will result in automatic deletion by the system.

cel Attach with Additional Date Details m x

IRS990 General Instructions

« Nenprofits must upload their most recent IRS930. If an organization has yet to file its initial IRSS90 it should upload a statement detailing the date it was established and the tax year ta be covered by the first fiing

+ Enter the Tax Year Begin and End dales and the Date Next 890 Due Field Will automatically populate.

+ Nonprofits that are exempt from filing an annual IRSES0 should upload proof of exemption and enter the Begin and End date of their current tax year. Prequalification Specialists will evaluate the documentation and set the Exempt fiag accordingly

CHARS00 or CHAR410 General Instructions

« Nenprofits must upload their most recent Annual Filing for Gharitable Organizations (GHARS00) or Documentatian of Exemption from the NYS Gharities Bureau. If an Organization has not filed its first GHARSOO, it should upload the Registration Statement for Charitable Organiz
« Enter the Tax Year Begin and End dates and the Date Mext Filing Due field vall automatically populate.

+ Nonprofits that are exempt from filing should upload proof of exemption and enter the Begin and End date of their cuent tax year.

« Prequalification Specialists will evaluate the documentation and set the Exempt flag accordingly

& Findings General
+ Nonprofits must upload their most recent CPA review, Independent Audit, or A133 Audit and any material findings. If an organization does not have any of these documents. it should upload a copy of the current and prior years budget
+ Enter the Tax Year Begin and End dates for the penad covered by the mast recent audit and the Date Next Due field automatically populate
Clicking the following buttons on the top of the page will cause the listed actions:
+ Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
+ Done: Allows you to leave the page and edits are saved

+ X: Closes out the page without saving changes

After clicking the "Add Attachment” button, please click the “My Device” icon to select a file, or drag-and-drop a file into the box at the bottom of the page

View 1. Application ID 11 Version Number 14 SetiD 11 Supplier 1D 1

Step Action

39. Click the Add Attachment button.
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File Attachment

Choose From

iy

My Device

Step Action

40. Click the My Device button.

© open X
4[> ThisPC 5 Desktop » Training v & | Search Training »
New folder = I @
Ml Desktop 4 A Name Date modified Type Size
& Downloads Board of Directors Profile.pdf 6/7/2023 8:34 AM Microsoft Edge P... 184 KB
P g
Documents B Certificate of Assumed Name.pdf 8/7/2023 8:34 AM Microsoft Edge P... 184 KB
[ Pictures # Certificate of Incorporation.pdf 8/7/2023 8:34 AM Microsoft Edge P... 184 KB
Contracts {3 CHARS00_CHAR410.pdlf 8/7/2023 8:34 AM Microsoft Edge P... 184 K8
Dresentations [ Corporate Bylaws.pdf £/7/2023 8:34 AM Microsoft Edge P... 184 KB

E Financial Statement_Audit pdf 8/7/2023 8:34 AM Microsoft Edge P... 184 KB

Training PRTs =
B IRS 501c Determination Letter.pdf 023 8:34 AM Microsoft Edge P... 184 KB

Vendor Training

@ IRS 990 Recent Version. pdf 8/7/2023 &:34 AM Microsoft Edge P... 184 KB
& OneDrive - Persor 8/7/2023 8:34 AM Microsoft Edge P... 184KB
Organization Chart.pdf 8/7/2023 :34 AM Microsoft Edge P... 184 KB
[ This PC 7/
= EE Senior Leadership Resumes.pdf 8/7/2023 8:34 AM Microsoft Edge P... 184 KB
B 30 Objects
[ Desktop.
Documents
& Downloads
v
File name: 1R5 990 paf ] [Anfes ¢4 ~]

Upload frommobile| | Open | | cancel |

Step Action

41. Navigate to the directory location and select the applicable document for
attachment.

42. Click the Open button.
Open

Page 42




SFS Handbook: Grantee Processing in SFS

File Attachment

! IRS 990 paf
| File Size: 183KB

Step Action

43. Click the Upload button.
Upload

File Attachment

! IRS 90 paf
H E File Size: 183KB

Step Action

44,

te Done button.
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Cancel | Attach with Additional Date Details

+ Prequalification Speciakists will evaluate the documentation and set the Exempt flag accordingly

& Findings General

+ Nonprofits must upload their most recent GPA review, Independent Audit, or A133 Audit and any material findings. If an organ does not have any of these documents. it should upload a copy of the current and prior years budget
+ Enter the Tax Year Begin and End dates for the period covered by the most recent audit and the Date Next Due field automatically populate

Giicking the following buttons on the top of the page will cause the listed actions

+ Cancel: Allo

J toleave the page and if you attempted to make edits they are not saved
+ Done: Allows you to leave the page and edits are saved

+ X: Closes out the page without saving changes

After clicking the "Add Attachment” button, please click the “My Device” icon to select a file, or drag-and-drop a file into the box at the bottom of the page

1row

IRS_880.paf 14 Application ID 14 Version Number 1, SetiD 74 Supplier ID 1:

IRS_890 pd 000007462 1 SHARE 1100314197 -

Date Next Due

o ver Beain bate

State Adjusted Due Date

Tox Year End Date

State Adjusted Due Date Reason

Step Action

45, Enter the applicable date (format MM/DD/YYYY) in the Tax Year Begin Date
field or click the Calendar icon to select the date.

46. Enter the applicable date (format MM/DD/YYYY) in the Tax Year End Date field
or click the Calendar icon to select the date.

47, Click the Done button.

Prequalification Application

Organization information Organizations must upload documents via "Attach” or "Attach with Additional Details” link below, depending on the specific document, which will be evaluated as part of the prequalification process.

@ Visited Documents must be in PDF format and under 20MB in size.

—— Supplier ID 1100314197
Ui locuments

@ Visited
Supplier Name Outreach Organization
Contacts
O Not Started Atiachments —
BllQalln
Required Documents 7. Attach 11 View/Delete Attach with Additional Date Details 11 Date Attached/Uploaded 11 Artached/Uploaded By .
1 Certificate of Incorporation or Equivalent Document ch Attach with Additional Date Detail: 04/16/2024 1:51:08PM VENDOR_DEMO_1
2 Certiicale of Assumed Name or DBA, if applicable: a Iditional Date Details
3 IRS 501(c) Determination Letter l e l Atta iditional Date Detail
4 Board of Direclors Profile Atach A iditional Date Detai
5 Senior Leadership Resumes Atach ViewDelete Attach with Aditional Date Details
6  Corporate Bylaws . iditional Date Detai
7 Organization Chart Atiach Altach with Additional Date Details
8 IRS99 tach ViewiDelete | Attach vath Additional Date Details 041612024 4:13:27PM
9 Financial Statement/Audit A + View/Delete Attach with Additional Date Details
10 CHARS00 o CHAR410 Atach Attach with Additional Date
Comments
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Step Action

48. Follow the same process to add attachments for any additional rows with the
Attach with Additional Date Details link.

49, Click the Next button.
Mext 3

Prequaliﬁcation‘AppIicalion
Identify the contact information for your organization. -
: =
Contact: BllQ||n
Step Action
50. Click the Add Contacts button to add a contact person from your organization

who should receive email notifications regarding the prequalification application

and who the agency can contact if they have questions about the prequalification
application.

Add Contacts

Note: There will be system email notifications to the grantee contact(s) when
their prequalification application is Submitted, Approved, Requested for More
Information, Expired, or Due to Expire.
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| Cancel I

Add New Contact

Contact Information

Description |

* First Name |

* Last Name | |

|
“Email Id |
|

“Telephone

(Enter 10 digit #-#-88 Phone #)

Fax Number | |

Contact Type | V|

Clicking the following buttons on the top of the page will cause the listed actions:

= Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
« Done: Allows you to leave the page and edits are saved

« X: Closes out the page without saving changes

x

Step

Action

51.

Enter the applicable value in the Description field.

This can be a description of the contact, such as Prequal Contact. If your
organization will have multiple contacts, you want to consider Primary Prequal

Contact or Secondary Prequal Contact.

Cancel

Add New Contact

Contact Information

Description | Prequal Contact

* First Name |Jane

* Last Name |Doe

Title |

*Email Id | tst@tst.com

*Telephone |518—245—98?9

(Enter 10 digit #8544 Phone #)

Fax Number | |

Contact Type | V|

Clicking the following buttons on the top of the page will cause the listed actions:

« Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
« Done: Allows you to leave the page and edits are saved

« X: Closes out the page without saving changes

x
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Step Action
52. Enter the applicable value in the First Name field.
53. Enter the applicable value in the Last Name field.
54. Enter the applicable value in the Email Id field.
55. Enter the applicable value in the Telephone field.

Add New Contact

Contact Information

Description |Prequa| Contact

* First Name |Jane

* Last Name |Doe

Title |

*Email Id |t5t@tst.c0m

“Telephone |518-245-98T9

(Enter 10 digit #3385 Phone #)

Fax Number | |

Contact Type | v|

Clicking the following buttons on the top of the page will cause the listed actions:

« Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
« Done: Allows you to leave the page and edits are saved

« X: Closes out the page without saving changes

Step Action

56. The Title, Fax Number, and Contact Type fields are optional, and can be

populated or left blank.
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Add New Contact X

Contact Information

Description |F’requa| Contact

* First Name |Jane

* Last Name |Doe

Title |

*Email Id | tst@tst.com

*Telephone |518-245—98?9

(Enter 10 digit ###-¢

Fax Number

Contact Type | V|

Clicking the following buttons on the top of the page will cause the listed actions:

« Cancel: Allows you to leave the page and if you attempted to make edits they are not saved
« Done: Allows you to leave the page and edits are saved

« X: Closes out the page without saving changes

Step Action

57. Click the Done button.

Prequalification Application

Organization Information Identify the i for your
Supplier ID 1100314167

Required Documents
@ Visited

Contacts Bllajn
® Visited

SetiD 7 Supplier ID 71 Contact Name 7! Telephane 7! Contact Type 7 EmailID %

Submit 1 SHARE 1100314197 Jane Doe 518-245-9879 Ist@tst.com P —

Q Not Started

Step Action

58. Multiple contacts can be added.

If needed, click the Add Contacts button and follow steps 51-57 to add
additional prequalification contacts from your organization.

59. Click the Next button.
Mext »
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Prequalification Application

< Pre
I "Review" i Prequalifi information.
Organization Information Select the "Review” button o review the Prequalification information.
@ Viahad Click the "Submit” button to submit your Prequalification application after reviewing and attesting the information entered for your organization is correct.
i Email Communication regarding application will be sent to
Required Documents R
® Visited tst@tst com
Attestation
Contacts
® Vsited plicant andor it submit 8 5 ormati . i s a > have been
knowdedge an¢ ha e e of o tion:
ich it may so
te of such
.

Submit choose,
Visited hary

1 or
les a cime under

Step Action

60. On the Submit page, you certify that you are authorized to submit the
information on the prequalification application and submit the prequalification
application for agency review. You also have the option to review the information
that you entered on the application, prior to submitting.

To certify, click the Attestation toggle option to Yes.
Fa ™

. |
Mo )

Note: If you made additional changes to the application after clicking Yes, then
you will need to reset the application before submitting by toggling back to No
and then back to Yes.

Prequalification Application

o Select the "Review” button to review the Prequalification information.
Organization Information

ed Click the "Submit” button to submit your Prequalification application after reviewing and attesting the information entered for your organization is correct.

Email Communication regarding application will be sent to
Required Documents

® Visited
Attestation
Contacts
® Visited By selecting "Yes" below, | certify: - | am authorized on behal e applicant and/or its governi ta and supporting docum
d ¢ y kn
Submit
® Visited

rer d
Nexw York State law, and that | may be prosecuted and be subject to a fine andior a term of imprisonment if so convicted of such a cime:

By selecting "Yes" below, | certify: | am authorized on behalf of the applicant andior its governing body to submit this information.

Step Action

61. If you are interested in reviewing all the information that you entered on the
application, before you submit, click the Review button. In this example, we will
not click the review button.

Note: This is an optional step.

62. Note: If you need to update information entered on the previous sections, select
the applicable section from the list on the left side of the page and make the
update(s).
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Prequalification Application

Select the "Review” button to review the Prequalification information.

Organization Information
® Visited Click the "Submit” button to submit your Prequalification application after reviewing and attesting the information entered for your organization is correct.
Email Communication regarding application will be sent to

Required Documents %

® Visited tst@tst com

Attestation
Contacts
Visited

Submit
® Visited

By selecting "Yes" below, | certify: | am authorized on behalf of the applicant and/or its governing body to submit this information.

law, and that. | may be prosecuted and be subject to a fine and/or a term

Yes )

= =]

Step Action

63. To submit the application for agency review, click the Submit button.
Submit

Submit Prequalification Page

Pending Editor Review

Step Action

64. The application is routed for review to the agency you selected in the State
Agency field, on the Organization Information section.

Note: There will be system email notifications to the contact(s) listed in the
Contacts section when the prequalification application is Submitted, Approved by
the agency, or returned by the agency for more information.

65. To return to the Prequalification Welcome page, click the Return to
Prequalification Welcome page link or click the Home icon in the upper right
corner of the page to return to the SFS Vendor Portal homepage.

66. You have successfully completed the Enter and Submit a Prequalification
Application topic.

Responding to Bid Events (Grant Opportunities)

Lesson Description:
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This lesson provides the knowledge and skills to respond to Bid Events. Bid Events are grant
opportunities that allow bidders to submit a bid response in order to apply for a funding award.

As part of a bid response, bidders provide responses to questions, attach documents, and
provide other required, relevant information.

Lesson Objectives:

In this lesson, you will learn how to:
¢ Respond to Bid Event Expenditure Budget Types
e Respond to Bid Event Performance Budget Types
e Respond to Bid Event Capital Budget Types
e Using the Match Worksheet for a Bid Response

Respond to Bid Event Expenditure Budget Types

Topic Description:

This topic provides the knowledge and skills to respond to Bid Event Expenditure Budget Types.
Budget types dictate the grant opportunity attributes available for each section of a period
budget. Expenditure budget types allow grantees to record projected costs on a bid event and
on a grant contract.

Topic Objectives:
In this topic, you will learn:
¢ How to respond to Bid Event Expenditure Budget Types

SFS role(s) required to perform this task:
¢ Bid Response Initiator (NY_GM_VENDOR_EVENT _INITIATE)
o Note: This role allows you to initiate a bid response to a bid event but not submit
the bid response to the agency.
¢ Bid Response Submitter (NY_GM_VENDOR_EVENT_SUBMIT)
o Note: This role allows you to both initiate a bid response and submit a bid
response to the agency.

Procedure

Scenario: You will log in to the SFS Vendor Portal, search for an available bid event (grant
opportunity) and respond to the agency questions. You will also enter your budget, work plan
information, and your bid price before submitting to the agency for review.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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SFS Notices
4 New to SFS? Start here! ..
4 Need help? Join 3 suppart call! ...

Show Details
View Your Information

Invoice and Payment inquiry

&

4

Register for POs via Email Supplier Change Request

h

Step Action

SFS Support

SFS Coach

=@

-»>

PO and Receipt Inquiry

B

~—

Grants Management - State

=

Add/Maint Self-Service Invoi

&)

FAGs | Contact Us

Get helpful information here

IGrants Management - State

Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage Events
and Place Bids > View Events and Place Bids

Note: You must log in to the SFS Vendor Portal to respond to a bid event.

Bid Event Search

Maintain Your

=

=4

BN
o
=

Grant Contracts Search

87
=

Progress Report Search

Bid Response Search

=

Submit a Claim Claims Update Guide
0 : o
Active Prog(v;:ss Reporis. l @ ; %
Past Due Progress Reports
Step Action
2. Click the Bid Event Search tile.
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~ Search Criteria

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids

Event ID

Search by Grant Opportunity

Search by Due Date

Search by Status
Search by Eligibility
Search by Funding Agency

Search by Service Area

From [i2]
T 2]
Available v

Not-For-Profit

Search Results

::
Event ID Funding Agency  Grant Opportunity Stats. Eligibility Availability Date Anticipated Release Date  Du
OMHO? Outpatient Treatment Frograms for Adolescents Available Not-For-Profit 04117724 Z01PM 04017724 Z0TPM ';4[

Action

Enter the applicable search criteria in the Search Criteria fields.

In this example, we will select the Search by Status field drop-down list and
click Available from the list.

Click the Search button.

Note: A list of Event IDs will populate based on the search criteria entered.

Click an Event ID link to initiate a bid response.

Event Name

Event ID

Event Sel
Format/Type

Event
Event Round 1
Event Version 1

Event Start Date

Event End
Date

Event Description

for individuals less than 18 years old

Online Discussion

Live Chat Help

Outpatient Treatment Programs for Adolescents

OMHO1-EVT0000001

04/17/2024 201PM EDT
04182024 0501 PM EDT

The New York State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of

New York State Apency s announcig tis Recusst for Proposals (REF) forthe develspment and aperation of ree sutatent programs ta
provide services o adolescents under the age o

Contact DOE, JOHN
Phone
Email test123@sfs.ny gov

Bidding Shortouts:

RFx

18 Approximately $1.000,000 each is available for three programs

Payment Terms.
My Bids
Edits to Submitted Bids  Not Allowed

Multiple Bids  Allowed
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Step

Action

6.

Click the Bid on Event button.

I Bid on Event

Event Details

Welcome, Outreach Organization
Jser John Doe

Event Format/Type Sell Event
EventRound 1

Event Version 1

EventName  Outpatient Treatment Programs for Adolescents

EventiD OMHO1-EVT000C001

BidID New

Bid Date

Bid Currency |USD | US Dollar

Event Start Date  04/17/2024 2:01PM EDT

Description:

18 years old

Phane

Online Discussion

Event End Date 04187008 00 01 EMEDT Estimated Award Date
Processing Status  Bid Event Published Anticipated Contract Date

The New York State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than

New York State Agency is announcing this Request for Propasals (RFF) for the development and operation of three outpatient programs to provide services 1o
adolescents under the age of 18 . Approximately $1,000,000 each is available for three programs.
All Not-for-Profit apclicants must be Pregualified in order to submit an aoolication for this RFF.

Contact DOE, JOHN Payment Terms

Email fest

@

Billing Location  Gffice of Mental Health

Event Currency  Dollar

Conversion Rate 1 00 0

Edits to Submitted Bids  Not Allowed

Multiple Bids  Allowed

Step

Action

7.

Review the Event Start, Event End Date, Estimated Award Date, Anticipated
Contract Date fields.

Click the Additional Bid Info link.

“ Cance!

Additional Bid Response Info

Organization Type Not-For-Profit

Taxpayer Identification Number Questions & Answers Post Type Provide a Link

Bidders Conference Applicaticn

Additional Bid Response fields b

Letter of Intent

Questions & Answers Link

Workshop
Contract Type Fixed Questions and Answers Upload
Length Questions and Answers Narrative |test

Narrative |test

Step

Action

9.

Review the Additional Bid Info.

Click the OK button to return to the Event Details page.
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Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in erder for consideration by the Event
Administrator.
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail

+ Bid Required ¢ Line Comments/Files
Lines
‘ i ‘ ‘ Q ‘ > View All
Line Period Item ID Description Unit ;:i:reUnit Bid Your Total Bid Price
1| Period Details —1 Line 1 EA o

IEvem Comments and Aﬂachmemsl

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

[ Submit Bid ] I Save for Later

Validate Entries
Return to Event Search

Step Action
10.

Select the Events Comments and Attachments link, located at the bottom of

the page, to view any instructions, attachments and/or comments. You may
need to scroll to see this link.

Event Comments and Attachments

X
Business Unit OMHO1 EventID EVT0000001 Event Round: 1 Event Version: 1
Attachments
View Event Attachments @
=] -
Attached File Attachment Description Event RFx Doc Upload View
Upload View
Add New Attachments @
E 20i2 v
Attached File Attachment Description Upload View
Instructions_document.pdf | | Upload Add New Attachments Delete
Reporting_Template.pdf | | Upload Add New Attachments Delete
Comments

Add New Comments &
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Step Action

11. Click the OK button after viewing the instructions, attachments, and comments.

Event Details

Event Format/Type Sell Event RFx Bid Date
Event Round Bid Currency US Dollar
Event Version 1

Event Start Date  04/17/2024 201PM EDT

Event End Date 04/18/2024 05:01 PM EDT Estimated Award Date
Processing Status  Bid Event Published Anticipated Contract Date

al Event Info

Description:

The New Yark State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than = | &
18y old

New Yo y is announcing this Request for Pr he development and operation of three oUtpatient programs 1o provide senices to
adolescents under the age of 18 . Approximately $1,000, 0 s available for three programs.

Al Not-for-Profit apolicants must be Prequalified in order to submst an acclication for this RFP.

Contact DOE, JOHN Payment Terms.
Phone Billing Location  Ofiice of Mental Health
Email test123@sfs nygov Event Currency  Dollar
Online Discussion Conversion Rate

Edits to Submitted Bids

Multiple Bids  Allowed

Step 1: Answer General Event Questions

The event adminisirator requests your response to questions not specific to any specific item Site Address
General Event Questions Bidder Contact Information
DUNS Number

Required Questions

Hame
Questions Responsed To 0 Organization Website
Telephane
User Name Doe, John
Email

Step Action

12. Use the scrollbar to navigate to the Step 1: Answer General Event
Questions section.

13. If applicable, enter your Organization Website in the Organization Website
field. This field is optional and not required.

14. Under the Bidder Contact Information, enter the following information:
e Name

e Telephone

e Email

Note: The contact listed should be the person/people within the organization
who can be contacted with questions about the bid response.

15. Click the Site/Project Address link.
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Bid Response address fields X

£
=
]
=
=

Site/Project Address | Q| |

Address Line
1

Address Line
2

City

Postal Code

State

Step Action

16. Enter Address Details, including the following information:
e AddressLinel

Address Line 2 (if applicable)

City

Postal Code

State

Note: The Site/Project Address is where the grant will be used, or funds will
be spent.

17. When you have finished entering address details, click the OK button.
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Event Details

Event Questions

*Bid Required @ Ideal Response Required

General Questions

*

How many clients do you anticipate servicing in the first year of prograsming?

Best 0

Weighting

Worst 0

*

Provide intake form for incoming clients.

*

Describe the agency's experience serving adolescents with
programming that the agency has operated in the past.

serious mental 1llness

Describe any outpatient

=]

Response

Choose the types of service you will provide during outpatient programsing.
sanagement, upload a copy of the MD's license who will be s

If you choose medication
ising.

Responss | Wisig

Step Action

18.

Review and respond to Event Questions. Those that are flagged as Required
(*) must be responded to in order to submit a bid response.

Note:

Text responses are limited to 2,000 characters. Comments/Attachments can
be utilized to add additional text if the 2,000-character limit is met.

The ability to add a Comment/Attachment will vary based on the question.

=, Outreach Organizatior

Event Version
Event Start Date

Event End Date
Processi

Hide Additicnal Event Info

Description

1
04/17/2024 2:01PM EDT
041972024 05 01 PM EDT

ng Status  Bid Event Fublished

Bid Currency

Estimated Award Date

Anticipated Contract Date

US Daollar

Bidding Instructions ~ Bid Respanse PDF
Event Name  Qutpatient Treatment Programs for Adolescents idding Instruction: pon:
EventID GMHO1-EVT0000001 Additional Bid Info BidID 1
Event FormatiType Sell Event RFx Bid Date
EventRound 1

The New York State Agency is committed Lo investing in services that willreduce the demand for inpatient hospitakizations and long lengths of for individuals less than
18 years old

New York State Agency is announcing this Request for Propasals (RFP) for the development and operation of three outpatient programs 1o provide services ta
adolescents under the age of 18 . Approximately $1,000,000 each is avaslable for three programs.

All Not-for- Profit apolicants must be Preualified in order o submit an acolication for this REP.

Conversion Rate
Edits to Submitted Bids
Multiple Bids.

Contact Payment Terms.
Phone Billing Location  Dffice of Mental Health
Email te Event Currency  Dollar

Online Discussion

1.00000000
Not Allowed

Allowed
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Step Action
19. Click the Save for Later button.

The bid is not complete. (18058,342)

If you would like to save your bid for submittal at a later time, select "OK". If not, select
"Cancel" to return to the bid response pages so that you can continue editing your bid.

OK H Cancel l

Step Action
20. In the resulting popup, click the OK button to save your progress.

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator
Lines in This Event 1
Lines Respended To 0

Your Total Line Pricing 0.0000 USD

Hide Line Detail

¥ Bid Required & Line Comments/Files

Lines
‘ 5 | ‘ Q ‘ View All
Line Period Item ID Description Unit ;:iireUnit Bid Your Total Bid Price
1 |Period Details -1 Line 1 EA [

Step Action
21. Scroll to the bottom of the page. Under the Lines section, click the Period
Details - 1 link under the Period column to access budget and work plan

information.

Create Bids
B Unit  OMHO1 Budget Type E
EventID EVT0000001 Funded Amount 0
Period Bidder ID 1100314197

Bidder Setid SHARE

Bid Event Periods

Period 1
Budget Required

Period From  09/01/2024 Period To  08/31/2025
Work Plan Required

Q

Bid Event Line#
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Budget Properties

Apply Match

Calculate Match

nclude Match Worksheet

Budget Category Properties

Step Action
22. Click the Budget properties link.
Budget Properties Header
EventlD EVTO00000M Max Award Amount  3000000.000
Bid Event Period 1 Period From Date  09/01/2024
Bidder/Vendor ID 1100314197 Period To Date  08/31/2025
Budget Type EXPENDITURE

rows have Available in Grant checked.

[®](q] | Views
Budget Category Available in Grant ﬂzfch Match Percentage | Use Other Overage on Claims  Overage Percentage

1| SALARY 0
2 | FRINGE 0
3| CONTRACTUAL 0
4| TRAVEL 0
5| EQUIPMENT 0

Step Action

23. Review the Budget Header Information.

24. Review Budget Category Property section (including Narrative), noting which

Note: This section was completed by the agency to help the grantee understand
which Budget Category(s) require a response. Grantees will need to scroll down
to view the sections they are responsible for updating.
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=
+u

the Contractual budget category.

Budget Properties Header
10] OTHER 0
Narrative
Period Budget Summary
[EQ] [
Budget Category AT Match Funds e Match % Required | Other Funds Total Category Details
1| SALARY 0.00 0.00 0 0 0.00 0.00 =
2 FRINGE 0.00 0.00 0 0 0.00 0.00 =3
3 CONTRACTUAL 0.00 0.00 0 0 000 0.00 =1
4 TRAVEL 0.00 0.00 0 0 0.00 0.00 =1
5 EQUIPMENT 0.00 0.00 0 0 0.00 0.00 =
g SECERTER 000 000 0 0 000 000
7 SPACEIPROPERTY 000 000 0 0 000 000
8| UTILITIES 0.00 0.00 0 0 0.00 0.00 =3
9 EXPENSES 000 000 0 0 000 000
10 OTHER 0.00 0.00 0 0 0.00 0.00 =3
Step Action
25. Under the Period Budget Summary section, click on View All icon to show all
budget categories. You may need to click the scrollbar to view this section of
the page.
In this example, we will enter budget information for the Contractual budget
category.
26. Under the Period Budget Summary section, click on Category Details icon for

Note: Where the icon cannot be clicked, the agency has not checked the
Available in Grant checkbox above.
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Category Details
Budget Type EXPENDITURE Match % Required
Budget Category CONTRACTUAL
Category Details
‘gﬂ,| Q‘ 1-10f1 w | View Al
Type/Description Grant Funds Match Funds Match % | Other funds

| ||

Category Totals

Cumulative Grant Funds 0.00
Cumulative Match Funds 0.00
Cumulative Other Funds 0.00

Cumulative Category Details Totals 0.00

Narrative

Cancel

Step Action
27. Enter the applicable value into the Grant Funds field.
In this example, we will enter 10,000 into the Grant Funds field.
28. Enter the applicable value into the Match Funds field.
In this example, we will leave this field blank.
29. Enter the applicable value into the Other Funds field.
Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move onto the next step.
30. Enter the applicable value into the Type/Description field.

In this example, we will leave this field blank.
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Step Action

changes you made.

31. Enter the applicable value into the Narrative field. Note: The narrative could be
additional information for the agency or could be used to summarize the

In this example, we will not enter a narrative for the contractual budget category.

32. Click the OK button.

Budget Properties Header

Narrative

Period Budget Summary

LIy
Budget Category g:,:::l.‘::s Match Funds
1) SALARY 0.00 0.00
2| FRINGE 0.00 0.00
3| CONTRACTUAL 10000.00 0.00
4| TRAVEL 0.00 0.00
5| EQUIPMENT 0.00 0.00

g:l';“:"’ed Match % Required Other Funds
0 0 0.00
0 0 0.00
0 0 0.00
0 0 0.00
0 0 0.00

Total

0.00

0.00

10000.00

0.00

0.00

1-50f10 ~| >

Category Details

1
=1

1 ViewAll

Sub Totals
Grants Funds  10000.00 Match % Cale  0.00
Match Funds  0.00 Other Funds  0.00
Total 10000.00
Back Save
Step Action

33. Click the Save button.

34. Click the Back button.

Create Bids

Budget Type EXPEI

Funded Amount 3

000
Period

BidderID 1100314197

Bid Event Periods

Period

Period From 08/012024  Period To 0873112025 Budget Required

Bid Event Line# 1

Work Plan Required  [Work Pran Prog

Page 63



SFS Handbook: Grantee Processing in SFS

Step Action

35. Click the Work Plan Properties link.

Create Bids

Work Plan

Work Plan Header

EventID  EVTO000001 Business Unit  OMHO1 WorkPlan ID  EVT0000001-R1V1P1-1100314187-21
Period From: 0910172024 Period 1 & Pian Overview Repart

Allow Bidder Defined Objective and Tasks: Period To: 033172025
Madeun Nusber of: Online Work Plan Required
Objectives

Step Action

36. Review the Work Plan Header information and verify the Allow Bidder
Defined Objectives and Tasks is selected.
37. Note: If the Allow Bidder Defined Objectives & Tasks box is checked and the

Maximum Number of Objectives, Tasks, and Performance Measures have not
already been entered, then you can add new objective, tasks, and performance
measures if needed.

38. Enter the applicable value into the Project Summary field if not already entered
by the agency.

In this example, we will enter Operation of Outpatient Programs in the
Project Summary field.
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Objectives >> Tasks >> Performance Measures &
5 Objective )| B Task ) [EPert. Measure & & X B = Display Type: Al v R OE %
=[] View A
Basic Info More Details >
Select | Type Sort Order Name Description Required Allowed to Sort
1 v Objective 1 ;Increase the availability of outpatient psychiatric glncrease the availability of outpatient psychiatric i
| i i { programming for adolescents in NYS { programming for adolescents in NYS i
2 O ¥ Task 11 Hire staff to operate program ‘ Hire staff to operate program ['—E‘
3 a Performance Measure 111 Hire 5 Program Managers ‘lee 5 Program Managers [F“_"‘
4 0O ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space ﬁ'@
5 O Performance Measure 121 Upload a copy of your lease ‘ Upload a copy of your lease ﬁ'fr‘
6 a ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral strategy and procedure 4'@
7 O Performance Measure 131 List referring agencies ‘ List referring agencies A'f"‘
8 O Performance Measure 132 Describe referral process ‘ Describe referral process A'f"
9 O Objective 2 Increase the number of opioid related %/@ ‘ Increase the number of opioid related %/r 4
E# Objective | [EkTask | [E+Perf. Measure & o X B = Display Type: Al v R R0
l Back l [ Save l I Refresh l

Step Action

39. In this example, we will add additional rows in the Objectives >> Tasks >>
Performance Measures section. Note: The First Objective with the underlying

Task and Performance Measure in the list was entered by the agency.

Click on the Objective row to add additional objectives.

40. Click the + Objective button.

41. Enter the applicable information on the Objective row, in the Name field.

On the Objective row, in this example we will enter Increase the number of
opioid related resources available to community members in the Name
field.

42. Enter the applicable information on the Objective row, in the Description field.
On the Objective row, in this example we will enter Increase the number of
opioid related resources available to community members in the
Description field.
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&+ Objective )| Bk Task | B+Perf. Measure & X B = Display Type: Al v R E %
‘E‘ |§‘ View Al
Basic Info More Details >
Select Type Sort Order Name Description Required Allowed to Sort
1 ) « Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adolescents in NYS programming for adolescents in NYS
2 O ¥ Task 11 Hire staff to operate program |Hire staff to operate program 4’@
3 O Performance Measure 111 Hire 5 Program Managers |H|re 5 Program Managers 4’@
4 O ¥ Task 1.2 Obtain Office Space |Obtam Office Space J@
5 (] Performance Measure 121 Upload a copy of your lease |Up\nad a copy of your lease A’@
6 (] ¥ Task 1.3 Define referral strategy and procedure |Deﬂne referral strategy and procedure /J@
7 (] Performance Measure 131 List referring agencies |L\st referring agencies ﬁ’fr‘
8 (] Performance Measure 132 Describe referral process |Descnhe referral process J@
9 ¥ Objective 2 ‘ Increase the number of opioid related i'@ |Increase the number of opioid related i’@
10 O Task lz 1 ‘D\smbule Narcan kits to trained % T lD'ﬂrﬁL“:‘; Narcan kits to trained %/Ja .
Er Objective | ExTask || [ErPerf. Measure G & X B =] Display Type: Al v & O a4
l Back H Save H Refresh l
Step Action

Select the Objective row where the task will be added.

Click + Task button.

Enter the applicable information on the Task row, in the Name field.

On the Task row, in this example we will enter Distribute Narcan Kits to
trained community members in the Name field.

46.

Enter the applicable information on the Task row, in the Description field.

On the Task row, in this example we will enter Distribute Narcan kits to
trained community members in the Description field.
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Objectives >> Tasks >> Performance Measures (9
B Objective | [EkTask | E+Perf. Measure * & X B =] Display Type: Al v E OZ o8
=)
Basic Info More Details >
Select | Type Sort Order Name Description Required Allowed to Sort
1 O * Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adelescents in NYS programming for adolescents in NYS
2 O ¥ Task 1.1 Hire staff to operate program ‘ Hire staff to operate program Jﬁ"
3 O Performance Measure 111 Hire 5 Program Managers ‘lee 5 Program Managers AE
4 (] ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space J@
5 (] Performance Measure 124 Upload a copy of your lease ‘ Upload a copy of your lease J‘E—‘
B8 (] ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral strategy and procedure /Pj“
7 O Performance Measure 131 List referring agencies ‘ List referring agencies J@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process Jg"
9 O ¥ Objective 2 ‘ Increase the number of opioid related s/'@ ‘ Increase the number of opioid related 5/’@
10 ¥ Task 21 ‘ Distribute Narcan kits to trained i'@ ‘ Distribute Narcan kits to trained i’@
1 (] : Performance Measure :2 11 : Number of kits distributed A| aE Number of kits distributed y 2 :
[ Objective | (B Task | [E+Perl. Measure & & X B &= Display Type: Al v E R %

Step Action

47. Select the Task row where the performance measure will be added.
48. Click + Performance Measure button.
49, Enter the applicable information on the Performance Measure row, in the

Name field.
On Performance Measure row, in this example we will enter Number of Kits
distributed in the Name field.

50. Enter the applicable information on the Performance Measure row, in the
Description field.

On Performance Measure row, in this example we will enter Number of kits
distributed in the Description field.
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Objectives >> Tasks >> Performance Measures (9

B Objective | [EkTask | [E+Perf. Measure * & X B =] Display Type: Al v T
‘E' |E‘ Vie:
Basic Info More Details >
Select | Type Sort Order Name Description Required Allowed to Sort
1 O * Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adelescents in NYS programming for adolescents in NYS
2 (] ¥ Task 1.1 Hire staff to operate program ‘ Hire staff to operate program AFE]
3 O Performance Measure 111 Hire 5 Program Managers ‘ Hire 5 Program Managers /,@
4] I ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space AP‘_?]
5 (] Performance Measure 124 Upload a copy of your lease ‘ Upload a copy of your lease J—a
8 O ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral strategy and procedure /,@
7 (] Performance Measure 131 List referring agencies ‘ List referring agencies J@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process AE
9 O ¥ Objective 2 ‘ Increase the number of opioid related s/'@ ‘ Increase the number of opioid related 5/’@]
10 ¥ Task 24 ‘ Distribute Narcan kits to trained e/FE‘ ‘ Distribute Narcan kits to trained e/F—E‘
1 Performance Measure : 2141 : ‘ Number of kits distributed ' ‘ Number of kits distributed AE ‘
E# Objective | (B Task | [E+Perf. Measure & & X @ & Display Type: Al v = 4

Step

Action

51.

all fields.

Click the arrow to the right of the More Details tab to expand the view and see

Sort Order

Name

Increase the availability of outpatient psychiatric
programming for adolescents in NYS

Description Required

Increase the availability of outpatient psychiatric
programming for adolescents in NYS

Allowed to Sort

Allow Performance Measure Perf Measure Response Type

Numeric
(Target/Goal)

14 Hire staff to operate program Hire staff to operate program
asure Hire 5 Program Managers Hire § Program Managers i Numeric 5
12 Obtain Office Space Obtain Office Space i
3sure Upload a copy of your lease Upload a copy of your lease & Attachment
13 Define referral strateqy and procedure Define referral strategy and procedure. |5
asure List referring agencies List referring agencies i TextComment
asure Describe referral process Describe referral process o Text‘Comment
2 Ther of o Vg ’
21 Distribute Narcan kits to trained o = v
asure 21 Numier of kits distributed B s Numeric v
¢ & X =] Display Type: A v &

Step

Action

52.

Note: Available Performance Measure options are:

¢ Attachment

¢ Date

e Numeric

e Text/Comment
e Yes/No
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Step Action

In this example, on the Performance Measure row, we will select the
Performance Measure Response Type drop-down list and select the Numeric

option.
53. Enter the applicable value into the Numeric (Target/Goal) field.

In this example, we will enter 100 in the Numeric (Target/Goal) field.

54, Click the Save button.

55. Click the Back button.

Create Bids

Budget Type EXPENDIT!

Funded Amount 3

Bidder Setid SHARE Period Bidder ID 1100314197

Bid Event Periods Q

Period
Period From  09/01/2024 Period To  08/31/2025 Budget Required
Work Plan Required

Bid Event Line#

Step Action
56. Click the Return to Bid Response link.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail

¥ Bid Required (2 Line Comments/Files

Lines
‘ = | | Q ‘ View All
Line Period Item ID Description Unit ;‘I?i""::u"it Bid Your Total Bid Price

1 Period Details —1 jLine 1 iEA 20000| | o

Event Comments and Attachments
At any peint in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

Submit Bid } Save for Later Validate Entries
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Step Action

57. Note: The amount entered in the Your Unit Bid Price field must equal the total
Grant Funds Requested amount for the period, in order to submit the bid
response.

In this example, we will enter 10,000 in the Your Unit Bid Price field.

58. When you are ready to submit your bid response, click the Submit Bid button.

Are you done making changes and would like to post this bid? (18058,398)

Warning: Response may NOT be edited after posting. If you are not planning to make anymore changes to this bid press "Yes", otherwise press

"Mo" and choose "Save For Later”.
Mo

Step Action

59. In the resulting popup, click the Yes button to confirm you would like to submit
the bid.
60. You have successfully completed the Respond to Bid Event Expenditure

Budget Types topic.

Respond to Bid Event Performance Budget Types

Topic Description:

This topic provides the knowledge and skills to respond to a Bid Event Performance Budget
Type. Budget types dictate the grant opportunity attributes available for each section of a period
budget. Performance budget types allow grantees to add costs and deliverables/outcomes on
the bid event and grant contract.

Topic Objectives:
In this topic, you will learn:
¢ How to respond to a Bid Event Performance Budget Types

SFS role(s) required to perform this task:
e Bid Response Initiator (NY_GM_VENDOR_EVENT_INITIATE)
o Note: This role allows you to initiate a bid response to a bid event but not submit
the bid response to the agency.
o Bid Response Submitter (NY_GM_VENDOR_EVENT_SUBMIT)
o Note: This role allows you to both initiate a bid response and submit a bid
response to the agency.

Procedure

Scenario: You will log in to the SFS Vendor Portal, search for an available bid event (grant
opportunity) and respond to the agency questions. You will also enter your budget, work plan
information, and your bid price before submitting to the agency for review.
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Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life

transactional requirements.

o
‘1 New to SFS? Start here! ... F -
4 Need help? Join a support calll _ — @ ‘
View Your Information /oice and Payment inquiry PO and Receipt Inquiry Grants Management - State
2 P — b = E@
2y E
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us.
N —
T E @ E@
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage Events
and Place Bids > View Events and Place Bids

Note: You must log in to the SFS Vendor Portal to respond to a bid event.

IGrants Management - State

Bid Event Search

=

Grant Contracts Search

=0

Progress Report Search

0

Active Progress Reports

0

Submit a Claim

A

IE:

Bid Response Search

(=

Claims Update Guide

Past Due Progress Reports

Step

Action

Click the Bid Event Search tile.
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View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids

~ Search Criteria

Event ID

Search by Grant Opportunity

From
Search by Due Date B
T B
Search by Status | Available ~

Search by Eligibility Not-For-Prafit
Search by Funding Agency

Search by Service Area

Search Results

®
Event ID Funding Agency  Grant Opportunity Status Eligibility Availability Date Anticipated Release Date
EVT0000001 OMHD1 Outlpatient Treatment Programs for Adolescents Avallable Not-For-Prafit 04/17/24 2:01PM 04/17/24 2.01PM

OMHD1 Oulpatient Treatment Programs for Adolescents Avallable Nol-For-Prafit 04/18/24 9:56AM 04/18/24 9.56AM

Step Action

3. Enter the applicable search criteria in the Search Criteria fields.

In this example, select the Search by Status field drop-down list and click
Available from the list.

4, Click the Search button.
5. Note: A list of Event IDs will populate based on the search criteria entered.

Click an Event ID link to initiate a bid response.

In this example, we will click the Bid Event EVT0000002 link to initiate a bid
response.

Page 72



SFS Handbook:

EventID OMHO1-EVT0000002

Event Sell Event RFx
Format/Type

EventRound 1
Event Version 1

Event StartDate 0411872024 9.56AM EDT
EventEnd 041920240500 FM EDT

Event Description:

for individuals less than 18 years old.

Contact DOE, JOHN
Phane

Email 1est

Online Discussion
Live Chat Help

Event Name Outpatient Treatment Programs for Adof

New York State Agency is announcing this Request for Proposals
provide services to adolescents under the age of 18 Approximately $1,000,000 each is available for three programs.

Grantee Processing in SFS

Bidding Shortcuts:

scents

&l
The New York State Agancy is committed 1o investing in services that wil reduce the demand for inpatient hospitalizations and long lengths of = ©

RFP) for the development and operation of three outpatient programs to~ ~

Payment Terms
My Bids

Edits to Submitted Bids  Not Allowed
Multiple Bids  Allow

=

Step Action

6. Click the Bid on Event button.

Bid on Event

Event Details

Event|D OMHO1-EVT0000002
Event Format/Type Sell Event RFx
EventRound 1

Event Version 1

Event Start Date  04/182024 9:56AM EDT|
Event End Date 041372024 05.00 PW EDT

Processing Status  Bid Event Published

Hide Additional Event Info

Deseription.

The New York State Agency is cammitied to investing in s
18 years old

Contact DOE,

JOHN

Phone

Email test12

Online Discussion

EventName  Outpatient Treatment Programs for Adolescents

lcome, Outr
iser. John Doe

Organizatior

BidID New

Bid Date

Bid Currency US Dollar

Estimated Award Date  5/01/2024

Anticipated Contract Date  09/01/2024

s that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than  =| &

New York State Agency is announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services to
adolescents under the age of 18 . Approximately $1,000,000 each is available for three programs.

All Not-for-Profit apolicants musi be Pregualified in order to submit an acolication for this RFF.

Payment Terms

Billing Location

Event Currency  Dollar
Conversion Rate  1.00000000
Edits to Submitted Bids  Not Allowed

Multiple Bids ~ Allowed

Window

Step Action

7. Review the Event Start, Event End Date, Estimated Award Date, Anticipated
Contract Date fields.
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Step Action
8. Click the Additional Bid Info link.

Additional Bid Response fields

Additional Bid Response Info

Letter of Intent

Organization Type Not-For-Profit
Questions & Answers Post Type Provide a Link

Taxpayer Identification Number
Bidders Conference Application
Workshop

Questions and Answers Upload

Contract Type Fixed
Length 12 Questions and Answers Narrative |test

Narrative |test

Step Action
9. Review the Additional Bid Info.

Click the OK button to return to the Event Details page.

Step 2: Enter Line Bid Responses
This event contains ane or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail

¥ Bid Required &2 Line Comments/Files

Lines

‘ i ‘ ‘ Q ‘ View All
Line Period Item ID Description Unit ;:;;Unit Bid Your Total Bid Price

1| Period Details —1 Line 1 EA

Event Comments and Attachments
At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration

Validate Entries

Submit Bid ] [ Save for Later

Return to Event Search

Step Action

10. Select the Events Comments and Attachments link, located at the bottom of
the page, to view any instructions, attachments and/or comments. You may

need to scroll to see this link.
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Event Comments and Attachments

X

Business Unit OMHO1 EventID EVT0000002 Event Round: 1 Event Version: 1

Attachments
View Event Attachments ®

= w1~

Attached File Attachment Description Event RFx Doc Upload View

Upload View

Add New Attachments &

] 22~
Attached File Attachment Description Upload View

Instructions_document.pdf | | Upload Add New Attachments Delete
Reporting_Template. pdf | | Upload Add New Attachments Delete

Comments

Add New Comments &

Please review attached instructions before responding to bid event|

Action

Click the OK button after viewing the instructions, attachments and comments.

Event Details

Hide Additional Event Info

Description:

18 years old

Step 1: Answer General

All Not-for-Profit aoolicants must be Prequalified in order to submit an aoolication for this RFP.

Contact DOE, JOHN
Phone
Email testi23@sfs ny gov

Online Discussion

Event Questions

The event administrator requests your response to questions not specific ta any specific item

Payment Terms.
Billing Location
Event Currency

Conversion Rate

Edits to Submitted Bids

The New York State Agency is commitied to investing in services that will reduce the demand for inpatient hospitalizations and lang lengths of for individuals less than

New York State Agency i announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services to
adolescents under the age of 18 . Approximately $1,000,000 each is available for three programs.

Office of Mental Health
Dollar

1.00000000

Not Allowed

Allowed

Multiple Bids

L@

General Event Questions 5 Bidder Contact Information
DUNS Number
Required Questions 5

Name

Questions Responsed To 0 |°'9"“'“”°“ Website
Telephone

UserName Doe, John

Email

EventD  OMHO1-EVT0000002 o BidID New ]
Event FormatiType Sell Event RFx Bid Date
EventReund 1 Bid Currency US Dollar
Event Version 1
Event Start Date 04/18/2024 S:56AM EDT
Event End Date 04/19:2024 0500 PM EOT Estimated Award Date  05i01/2024
Processing Status  Bid Event Publis Anticipated Contract Date  00101/2024
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Step Action
12. Use the scrollbar to navigate to the Step 1: Answer General Event
Questions section.
13. If applicable, enter your Organization Website in the Organization Website
field. This field is optional and not required.
14. Under the Bidder Contact Information, enter the following information:
¢ Name
e Telephone
e Email
Note: The contact listed should be the person/people within the NFP who can
be contacted with questions about the bid response
15. Click the Site/Project Address link.
Bid Response address fields X
Site/Project Address | Q. | | 1of1 v | View Al
=

Address Line

Postal Code

Address Line ‘ 10 Tester Lane

1

2

City

State

Cancel

Step

Action

16.

Enter Address Details, including the following information:
e Address Linel
e Address Line 2 (if applicable)
o City
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Step Action

e Postal Code
e State

Note: The Site/Project Address is where the grant will be used, or funds will
be spent.

17. When you have finished entering address details, click the OK button.

Event Details

Event Questions

#Bid Requirsd # Ideal Response Required

General Questions

Response Weighting

Response v Weighting

Step Action

18. Review and respond to Event Questions. Those that are flagged as Required
(*) must be responded to in order to submit a bid response.

Note:

e Text responses are limited to 2,000 characters. Comments/Attachments can
be utilized to add additional text if the 2,000-character limit is met.
e The ability to add a Comment/Attachment will vary based on the question.
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Event Details
mit Bid I | Save for Late ancel J
Event Name  Outpatient Treatment Programs for Adolescents dding Instrus
EventID OWHO1-EVTO000002 Additional Bid Info BidID New
Event Format/Type Sell Event RFx Bid Date
EventRound 1 Bid Currency |UUSD  US Dollar

Event Version 1
Event Start Date  04/182024 9.56AM EDT

Event End Date 04/19/2024 0500 M EDT Estimated Award Date  05/01/2024
Processing Status  Bid Event Fublished Anticipated Contract Date  08/01/2024
Hide Aditio nfo
Description
B

The New York State Agency is commitied to investing in sevices that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than | 7
18 years old
New York State Agency is announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services to
adolescents under the age of 18 . Approximately §1,000,000 each is available for three programs. =

Al Not-for-Profit apolicanis must be Pregualified in order to submit an apolication for this RFP.

Contact DOE, JOHN Payment Terms.
Phone Billing Location  Office of Mental Health
Email test] g Event Currency

Online Discussion Conversion Rate
Edits to Submitted Bids  Not Allowed
Multiple Bids ~ Allowed

Step Action

19. Click the Save for Later button.

The bid is not complete. (18058,342)

If you would like to save your bid for submittal at a later time, select "OK". If not, select
"Cancel" to return to the bid response pages so that you can continue editing your bid.

Step Action

20. In the resulting popup, click the OK button to save your progress.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail

+ Bid Required (& Line Comments/Files
Lines

KK

Line Period Item ID Description Unit ;ﬁz;u"it Bid Your Total Bid Price

Line 1 EA

View All
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Step

Action

21.

Scroll to the bottom of the page. Under the Lines section, click the Period
Details - 1 link under the Period column to access budget and work plan

information.

Create Bids
Business Unit OMHO1
Event ID 0000002

Bidder Setid SHARE

Bid Event Periods

Period

Period From  09/01/2024

Bid Event Line#

Budget Type  PER

Funded Amount

Period 1 Bidder ID 1100314197

Period To 083172025 Budget Required | ——
Work Plan Required Vork Plan Properte

Step

Action

22.

Click the Budget properties link.

Budget Properties

Apply Match
Calculate Match

Overage %

LEEY

Narrative

EventID  EVT0000002
Bid Event Period 1
Bidder/Vendor ID 1100314197 Period To Date  08/31/2025

Budget Category

1 ‘Tesl Category

Budget Properties Header

Max Award Amount  3000000.000
Period From Date  09/01/2024

Budget Type PERFORMANCE

Include Match Worksheet
Allow Vendor to Add

Use Other

Overage on Claims

Budget Category Properties

O 0 O [m]

Available in Grant Use Match  Match Percentage | Use Other Overage on Claims

Overage
Percentage

Step

Action

23.

Review the Budget Header Information. This section was completed by the

agency.
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Step Action

24. Review Budget Category Property section (including Narrative), noting which
rows have Available in Grant checked.

Note: This section was completed by the agency to help the grantee understand
which Budget Category(s) require a response.

Budget Properties Header X
EventID  EVT0000002 Max Award Amount 3000000.000
Bid Event Period 1 Period From Date  09/01/2024
Bidder/Vendor ID 1100314197 Period To Date  08/31/2025

Budget Type PERFORMANCE

Budget Properties

Apply Match

Calculate Match

Include Match Worksheet

Allow Vendor to Add
Use Other
Overage on Claims

Overage %

Budget Category Properties

Y

I View All

. ) Overage
Budget Category Available in Grant | Use Match | Match Percentage | Use Other Overageon Claims ~ pIFE80

1 | Test Category m] 0 ] u] +| ‘T‘

Narrative

Step Action

25. Under Budget Category Property section, click Plus Sign (+) to add a new
row.
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EventlD  EVT0000002
Bid Event Peried 1
Bidder/Vendor ID 1100314197

Budget Properties

Apply Match

Calculate Match

Include Match Worksheet
Allow Vendor to Add

Use Other

Overage on Claims

Overage %

Budget Category Properties

Max Award Amount
Period From Date
Period To Date
Budget Type

Budget Properties Header
3000000.000

09/01/2024

08/31/2025

PERFORMANCE

B ViewAl

1 | Test Category | 0 0 O 0 ‘E| ‘f|
2|[TestCategory2 | O 0 O o ‘E| ‘f|

Step Action

26. Enter the applicable deliverable or outcome into the Budget Category field.

27. Click the Available in Grant checkbox so the budget category details can be

entered for the category.
28. Note:

¢ When the Use Match checkbox is selected, the Match Funds field is
available for entry on the Category Details page for the budget category.

o When the Use Other checkbox is selected, the Other Funds fields is
available for entry on the Category Details page for the budget category.

In this example, we will not select these two options.
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Budget Properties Header

EIEY cu Al
B - 0 3 Overage
udget Category Available in Grant Use Match  Match Percentage | Use Other Overage on Claims Percentage
1| Test Category | [m] 0 a] [} ‘ + | ‘ — ‘
2 || Test Category 2 | m] 0 [u] =] ‘ + | ‘ — ‘
Narrative
4
Period Budget Summary
B View Al
Budget Category g;:’;‘e?“::s Match Funds '\CA:ItEL:‘Ia/:ed Match % Required Other Funds Total Category Details
1| Test Category 0.00 0.00 0 0 0.00 0.00 =
e 000 000 0 0 000 000 =
Sub Totals
Grants Funds  0.00 Match % Cale  0.00
Match Funds  0.00 Other Funds  0.00
Total 0.00
I Back I I Save I

29.

Scroll down to the Period Budget Summary section and click on the Category
Details icon for the first budget category.
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Category Details X
Budget Type PERFORMANCE Match % Required
Budget Category  Test Category
Category Details
|E| |?| View All
Type/Description Grant Funds Match Funds Match % | Other funds ;T::Is
1 | |
. ] b
Category Totals
Cumulative Grant Funds 0.00
Cumulative Match Funds 0.00
Cumulative Other Funds 0.00
Cumulative Category Details Totals 0.00
MNarrative
“ |
Step Action
30. Leave the Type/Description field blank.
31. Enter the applicable value into the Grant Funds field.
In this example, we will enter 10,000 in the Grant Funds field.
32. Enter the applicable value into the Match Funds field.
Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move onto next step.
33. Enter the applicable value into the Other Funds field.
Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move on to the next step.
34. Enter the applicable value into the Narrative field. Note: The narrative could be
additional information for the agency or could be used to summarize the
changes you made.
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Step Action
In this example, we will leave this field blank.

35. Click the OK button.

36. Under the Period Budget Summary section, click on Category Details icon for
the second budget category.

37. Leave the Type/Description field blank.

38. Enter the applicable value into the Grant Funds field.

In this example, enter 10,000 in the Grant Funds field.

39. Enter the applicable value into the Match Funds field.

Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move onto next step.

40. Enter the applicable value into the Other Funds field.

Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move onto next step.

41. Enter the applicable value into the Narrative field. Note: The narrative could be
additional information for the agency or could be used to summarize the
changes you made.

In this example, we will leave this field blank.

42. Click the OK button.
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Budget Properties Header

EIEY Al
- ] Overage
Budget Category Available in Grant  Use Match | Match Percentage | Use Other Overage on Claims ~ pISE80
1| Test Categary | u] 0 8] u] ‘ + ‘ ‘ — ‘
2/ | Test Category 2 | 8] 0 o o ‘ +‘ ‘ _‘
Narrative
p
Period Budget Summary
EIEY
Budget Category g;:’l‘j‘ez‘t"e":s Match Funds Match % Match % Required  Other Funds Total
1| Test Category 10000.00 0.00 0 0 0.00 10000.00
2| JestCategon | 40000,0p 0.00 0 0 0.00 10000.00
Sub Totals
Grants Funds  20000.00 Match % Calc  0.00
Match Funds 0.00 Other Funds  0.00
Total 20000.00
Back Save

I ViewAll
Category Details
Lt

1

Step

Action

43.

Click the Save button.

44.

Click the Back button.

Create Bids

Business Unit  OM

Event ID

Bidder Setid SHARE

Bid Event Periods

Period
Period From  09/01/2024

Q

Bid Event Line# 1

Budget Type  PERFORMANCE
Funded Amount 3000000000
Period Bidder ID

1100314197

Budget Required

Period To  08/312025 Lo
Work Plan Required  [\vork

Step

Action

45.

Click the Work Plan Properties link.
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Create Bids

Work Plan

Work Plan Header

EventID  EVT000000Z2
Bidder ID 1100314197

Business Unit  OMHO1

WorkPlan ID  EVTO000002-R1V1

Allow Bidder Defined Objective and Tasks:

Maximum Number of:

Online Werk Plan Required.

P1-1100314197-22
Period From:  09/01/2024

Period To: 08312025

Objectives

Tasks

Performance Measures
Project Summary @

(L)

Paragraph v &
@ Q- =

(=
«
Il
B
@
~
I
i
i
i

Step Action

46. Review the Work Plan Header information and verify the Allow Bidder

Defined Objectives and Tasks is selected.

47. Note: If the Allow Bidder Defined Objectives & Tasks box is checked and the
Maximum Number of Objectives, Tasks, and Performance Measures have not
already been entered, then you can add new objective, tasks, and performance

measures if needed.

48. Enter the applicable value into the Project Summary field.

Objectives >> Tasks >> Performance Measures &

H Refresh ]

B+ Task ) ([E+Perf. Measure & o X B = Display Type: Al v R R o
G
Basic Info More Details >
Select  Type Sort Order Name Description Required Allowed to Sort
1 [@] - oseme £ | e oty o ooaten oyt ez e ety fdpsent it
2 O ¥ Task 11 Hire staff to operate program |H\re staff to operate program Jﬂ
3 a Performance Measure 111 Hire 5 Program Managers |H\re 5 Program Managers z’@
4 (] ¥ Task 1.2 Obtain Office Space |Obtam Office Space /J@
5 O Performance Measure 121 Upload a copy of your lease |Uu\oad a copy of your lease J@
6 O ¥ Task 13 Define referral strategy and procedure |Deﬂne referral strategy and procedure J@
7 a Performance Measure 131 List referring agencies |L\5t referring agencies /J@
8 a Performance Measure 132 Describe referral process |Desclibe referral process )@
9 O Objective 2 IObjeCthe 2 F" Objective 2| i
EF Task | [E+Perf. Measure +* @ X B = Display Type: All

Page 86



SFS Handbook: Grantee Processing in SFS

Step Action

49. In this example, we will add additional rows in the Objectives >> Tasks >>
Performance Measures section. Note: The First Objective with the underlying
Task and Performance Measure in the list was entered by the agency.

Click on the Objective row to add additional objectives.
50. Click the + Objective button.

51. On the Objective row, enter the applicable value in the Name field.

52. On the Objective row, enter the applicable value in the Description field.

Objectives >> Tasks >> Performance Measures

E+ Objective | | = Task | E+Perf. Measure & B X B = Display Type: Al v R OR %
‘ B ‘ ‘ Q | View Al
Basic Info More Details >
Select | Type Sort Order Name Description Required Allowed to Sort
1 0 + Object 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
- Jective programming for adolescents in NYS programming for adelescents in NYS
2 (] ¥ Task 11 Hire staff to operate program ‘lee staff to operate program /E
3 O Performance Measure 144 Hire 5 Program Managers ‘Hire 5 Program Managers /E
4 O ~ Task 12 Obtain Office Space ‘Obtam Office Space /’@
5 a Performance Measure 1.2.1 Upload a copy of your lease ‘ Upload a copy of your lease /’@
6 O ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral strategy and procedure /’@
7 (] Performance Measure 131 List referring agencies ‘ List referring agencies /E
8 a Performance Measure 132 Describe referral process ‘Descr\he referral process /F@
9 ¥ Objective 2 Objective 2 /J@ ‘ Objective 2 J@
10 O | Task i21 i [Taska i Jresea F
B+ Objective | |k Task | ErPert. Measure & & X B = Display Type: Al v B R 2
I Back I [ Save } [ Refresh ‘

Step Action

53. Select the Objective row where the task will be added.

54, Click + Task button.

55. On the Task row, enter the applicable value in the Name field.

56. On the Task row, enter the applicable value in the Description field.
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&+ Objective | (B Task | & @ X B =] Display Type: Al v R R4
|E| ‘E‘ View Al
Basic Info More Details >
Select  Type Sort Order Name Descriptien Required Allowed to Sort
0 Onecte 1 e ey o upstenlpschatc | Ineme 0 vl o odpaient pyct
2 O ¥ Task 1.1 Hire staff to operate program ‘ Hire staff to operate program /J@
3 O Performance Measure 111 Hire 5 Program Managers ‘lee 5 Program Managers J@
4 DO ¥ Task 12 Obtain Office Space ‘ Obtain Office Space /’E
5 (] Performance Measure 121 Upload a copy of your lease ‘ Upload & copy of your lease /J@
6 O ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral sirategy and procedure J@
7 O Performance Measure 134 List referring agencies ‘ List referring agencies /)@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process J@
9 O ¥ Objective 2 |Objeclwe 2 A@ ‘ Objective 2 J@
10  Task 21 [Task 4 JE [raska J=
11 (] ' Performance Measure '2 11 v IPM 5 FJ IPM 5 F v ‘
5 Objective | (B Task | @ @ X B = Display Type: Al v R R

Step Action

57.

Select the Task row where the performance measure will be added.

58. Click + Performance Measure button.

59. On Performance Measure row, enter the applicable value in the Name field.

60. On Performance Measure row, enter the applicable value in the Description

field.

E+ Objective | (B Task | (EPerf. Measure | & & X B =] Display Type: Al hd o
[3][q] View Al
Basic Info More Details -
Select  Type Sort Order Name Description Required Allowed to Sort
1 0 * Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adolescents in NYS programming for adolescents in NYS
2l O ¥ Task 11 Hire staff to operate program ‘ Hire staff to operate program /,E
3 (] Performance Measure 114 Hire 5 Program Managers ‘lee 5 Program Managers /J@
4 D ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space /”@
5 O Performance Measure 121 Upload a copy of your lease ‘ Upload a copy of your lease /,E
6 O ¥ Task 1.3 Define referral strategy and procedure ‘ Define referral strategy and procedure /J@
7 O Performance Measure 131 List referring agencies ‘ List referring agencies /”@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process AE
9 O ¥ Objective 2 |Ob]ectwe 2 /’E ‘ Objective 2 /J@
10 ¥ Task 21 [Task 4 JE [Taska )=
nl o Performance Measure 2 14 [Prs &
B+ Objective | (B Task | (BPerf. Measure | & & X B = Display Type: Al v B, Lo
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Step Action

61. Click the arrow to the right of the More Details tab to expand the view and see
all fields.

Sort Order Name Description Required Allowed to Sort Allow Performance Measure Perf Measure Response Type 'W:":’gzgﬁ

' Increase the avalabilty of outpatient psychialic  Increase the avadlabilty of oulpatient psychiatric
programming for adolescents in NYS pregramming for adel
1 Hire staff to operate program ff to aperate program i
=asure Hire 5 Program Managers Hil i Numeric
12 Obtain Office Space Obtain Office Space i
easure Upload a copy of your lease Ipload a copy of your lease 5 Attachment
13 Define refer alegy and procedure Define referral strategy and procedure =
List referring agencies. List referring agencies &
Describe referral process Describe referral process. &
2 Objective 2 & [objective 2 5
24 Task 4 B [Taska & .
asure 2 PM5 B (pus & Nomenc - 100
v X m B Display Type: A L

Step Action

62. Note: Available Performance Measure options are:
¢ Attachment

o Date

e Numeric

¢ Text/Comment

e Yes/No

In this example, on the Performance Measure row, we will select the
Performance Measure Response Type drop-down list and select the Numeric
option.

63. Enter the applicable value into the Numeric (Target/Goal) field.

In this example, we will enter 100 in the Numeric (Target/Goal) field.
64. Click the Save button.

65. Click the Back button.
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Create Bids
Business Unit OMHO1 Budget Type PERFORMANCE
EventID EVT0000002 Funded Amount  3000X

Bidder Setid SHARE Period 1 Bidder ID 1100314197

Bid Event Periods

Period
Period From 09/01/2024  Period To  0831/2025 Bdgec Sequicd
Work Plan Required

Step Action
66. Click the Return to Bid Response link.

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator.
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail

¥ Bid Required @ Line Comments/Files
Lines

GIIEY Viow A
Line Period Item ID Description Unit ;:igreUnit Bid Your Total Bid Price

1} Period Details —1 § fLine 1 {EA i 2000 | i o

Event Comments and Attachments
At any paint in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

Submit Bid Validate Entries

Return to Event Search

Step Action

67. Note: The amount entered in the Your Unit Bid Price field must equal the total
Grant Funds Requested amount for the period, in order to submit the bid

response.

In this example, we will enter 20,000 in the Your Unit Bid Price field.

68. When you are ready to submit your bid response, click the Submit Bid button.
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Are you done making changes and would like to post this bid? (18058,398)

Warning: Response may NOT be edited after posting. If you are not planning to make anymore changes to this bid press "Yes", otherwise press

"No" and choose "Save For Later”.
Mo

Step Action

69. In the resulting popup, click the Yes button to confirm you would like to submit
the bid.
70. You have successfully completed the Respond to Bid Event Performance

Budget Types topic.

Respond to Bid Event Capital Budget Types

Topic Description:

This topic provides the knowledge and skills to respond to Bid Event Capital Budget Types.
Budget types dictate the grant opportunity attributes available for each section of a period
budget. Capital budget types allow grantees to record costs related to capital spending on the
bid event and grant contract.

Topic Objectives:
In this topic, you will learn:
¢ How to respond to Bid Event Capital Budget Types

SFS role(s) required to perform this task:
e Bid Response Initiator (NY_GM_VENDOR_EVENT_INITIATE)
o Note: This role allows you to initiate a bid response to a bid event but not submit
the bid response to the agency.
e Bid Response Submitter (NY_GM_VENDOR_EVENT_SUBMIT)
o Note: This role allows you to both initiate a bid response and submit a bid
response to the agency.

Procedure

Scenario: You will log in to the SFS Vendor Portal, search for an available bid event (grant
opportunity) and respond to the agency questions. You will also enter your budget, work plan
information, and your bid price before submitting to the agency for review.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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SFS Notices
4 New to SFS? Start here! ..

4 Need help? Join a support calll ..

Supplier Change Request

h

Step Action

SFS Support SFS Coach
-

PO and Receipt Inquiry

Grants Management - State

=

B

~—

Add/Maint Self-Service Invoi

&)

FAGs | Contact Us

Get helpful information here

Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage Events
and Place Bids > View Events and Place Bids

IGrants Management - State

Note: You must log in to the SFS Vendor Portal to respond to a bid event.

Bid Event Search

=

Grant Contracts Search

Bid Response Search

=

Progress Report Search Submit a Claim Claims Update Guide
a 0 a— =
jo ctive ng(v;’.-ss Reports ' @ E [_ﬁ
ast Due Progress Reports
Step Action
2. Click the Bid Event Search tile.
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View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids

~ Search Criteria

EventID
Search by Grant Opportunity

From 1]

To E]

Search by Status | Avallable v

Search by Due Date

Search by Eligibility Not-For-Profit
Search by Funding Agency

Search by Service Area

Search Results

Event ID Funding Agency  Grant Opportunity

EVT0000001 OMHO1 Outpatient Treatment Programs for Adolescents
OMHO1 Outpatient Treatment Programs for Adolescents
OMHO1 Outpatient Treatment Programs for Adolescents

e, Outreach Organization
John Doe

Status

Available

Available

Available

Eligibility

Not-For-Profit

Not-For-Profit

Not-For-Profit

Availability Date

04/17/24 201PM

041824 9.56AM

04/19/24 9.18AM

Anticipated Release Date

04/17/24 2.01PM

04/18/24 9.56AM

04/19/24 9.18AM

Action

3. Enter the applicable search criteria in the Search Criteria fields.

In this example, we will select the Search by Status field drop-down list and
click Available from the list.

4, Click the Search button.

Search

5. Click an Event ID link to initiate a bid response.

Bidding Shortcuts:

Event Name

Event ID

Event
Format/Type

Event Round

Event Version

Event Start Date
Event End

Event Deseription:

Contact

Phone

Outpatient Treatment Programs for Adolescents

Email "

OMHO1-EVTO000003

Sell Event

1

1

04/16/2024 9 18AM EDT
041252024 05:00 PM EDT

DOE, JOHN

est123

The New York State Agency is committed to investing in services thal will reduce the demand for inpatient hospitalizations and long lengths of =
for individuals less than 18 years old.

Payment Terms

&

New York State Agency ts announcing this Request for Proposals (RFP) for the development and operation of three cutpatient programs to =
provide senvices to adolescents under the age of 18 . Approximately $1,000,000 each 15 available for three programs

My Bids 0

Edits to Submitted Bids

Not Allowed

Online Discussion
Live Chat Help

Muitiple Bids  Allowed
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Step Action

6. Click the Bid on Event button.

I Bid on Event

Event Details

New Window | Personalize Page «

e, Outreach Organization
Doe

Event Name  Outpatient Treatment Programs for Adolescents Bidding Instructions
EventID OMHO1-EVTO000003 BidID New
Event Format/Type Sell Event RFx Bid Date
EventRound 1 Bid Currency SL US Dollar

Event Version 1

Event Start Date  04/16/2024 9 18AM EDT

512024 0500 PM EDT
Event End Date 047252024 0500 FM ED Estimated Award Date

Processing Status  Bid Event Published Anticipated Contract Date
Hide Additional Event Info
Description X
The New York State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengthe of for individuals less than = &
18 years old

New York State Agency is announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services to
adolescents under the age af 18 . Appraximately $1,000,000 each 1s available for three programs

All Not-for-Profit apohcants must be Prequalified in order 1o submit an acolication for tes REE.

Contact DOE, JOHN Payment Terms
Bhone Billing Location  Ofiice of Mental Health
Email test123@sfs.ny.gov Event Currency Dollar

Online Discussion

Conversion Rate 10
Edits to Submitted Bids
Multiple Bids  Allowed

Step Action

7. Review the Event Start, Event End Date, Estimated Award Date, Anticipated
Contract Date fields.

8. Click the Additional Bid Info link.

Additional Bid Response fields

Additional Bid Response Info

Organization Type Not-For-Profit Letter of Intent
Taxpayer ldentification Number Questions & Answers Post Type Provide a Link
Bidders Conference Application
Workshop
Contract Type Fixed Questions and Answers Upload
Length 12 Questions and Answers Narrative |test

Narrative |test
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Step Action

9. Review the Additional Bid Info.

Click the OK button to return to the Event Details page.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 1
Lines Responded To 0

Your Total Line Pricing 0.0000 USD

Hide Line Detail
¥ Bid Required (& Line Comments/Files
Lines
LRy View Al
Line Period Item ID Description Unit ;’&;LéLUnit Bid Your Total Bid Price
1| Period Details —1 Line 1 EA

Event Comments and Attachments

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration

Submit Bid l [ Save for Later

Validate Entries

Return to Event Search

Step Action

10. Select the Events Comments and Attachments link, located at the bottom of

the page, to view any instructions, attachments and/or comments. You may
need to scroll to see this link.
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Event Comments and Attachments X

Business Unit  OMHO1 EventiD EVT0000003 Event Round: 1 Event Version: 1
Attachments
View Event Attachments @

=] =T

Attached File Attachment Description Event RFx Doc Upload View

Upload View

Add New Attachments &

‘ 5 | 1-20f 2 ~
Attached File Attachment Description Upload View

Instructions_document.pdf ‘ ‘ Upload Add New Attachments Delete
Reporting_Template pdf ‘ ‘ Upload Add New Attachments Delete
Comments

Add New Comments &
Flease review attached instructions before responding to bid event. &

Step Action

11. Click the OK button after viewing the instructions, attachments, and comments.

Event Details

EventID OMHO1-EVTO000003 tional Bid Info BidID  New B
Event Format'Type Sell Event RFx Bid Date
Event Round 1 Bid Currency |USD | US Dallar

Event Version 1
Event Start Date 04/19/2024 9:18AM EDT

Event End Date 04/2572024 0500 PM EDT Estimated Award Date  (5/01/2024

Processing Status  Bid Event Published Anticipated Contract Date  09/01/2024

Hide Additional Event Info

Description:
‘T;E New vlgm State Agency is commitied (o Ivesting in services that wil resuce the demand for inpatient hosprtalizations and ang lengths offor ndiduals ess than <] &7
years ol
New York State Agency is announcing this Request for P is (RFF) for the and operation of 1 patient programs to provide services to
adolescents under the age of 18 . Approximately $1.000,000 each is available for three programs. =
All Mot-for-Profit apglicants must be Prequalified in order to submit an acolication for this REP.
Contact DOE, JOHN Payment Terms
Phone Billing Location  Office of Mental Health
Email testi23@sts ny gov Event Currency  Dollar

Online Discussion Conversion Rate  1.00000000

Edits to Submitted Bids  Not Allowed
Multiple Bids  Allowed
Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specific item.

General Event Questions 5 Bidder Contact Information
ceonred . DUNS Number
4
equired Questions 5 I I Name
Questions Responsed To o Organization Website
elephone
User Name  Doe, John
Email
Hide Event Questions
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Step Action

12. Use the scrollbar to navigate to the Step 1: Answer General Event
Questions section.

13. If applicable, enter your Organization Website in the Organization Website
field. This field is optional and not required.

14. Under the Bidder Contact Information, enter the following information:
¢ Name

e Telephone

e Emall

Note: The contact listed should be the person/people within the NFP who can
be contacted with questions about the bid response

15. Click the Site/Project Address link.
Bid Response address fields X
Site/Project Address | Q. | | 10f1 v | View Al

+]1=)

Address Line ‘ 10 Tester Lane
1
Address Line
2

City

Postal Code

State

Step Action

16. Enter Address Details, including the following information:
e Address Linel

e Address Line 2 (if applicable)
o City

e Postal Code
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Step Action
e State
Note: The Site/Project Address is where the grant will be used, or funds will
be spent.
17. When you have finished entering address details, click the OK button.

Event Details

Event Questions

%Bid Required

General Questions

* Ideal Response Required

Weighting

Weighting

Step

Action

18.

Review and respond to Event Questions. Those that are flagged as Required
(*) must be responded to in order to submit a bid response.

Note:

e Text responses are limited to 2,000 characters. Comments/Attachments can
be utilized to add additional text if the 2,000-character limit is met.
¢ The ability to add a Comment/Attachment will vary based on the question.
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Event Details
find Personalize Page .
h Organization
Subrmit Bid ate Can Validate Entnes
Event Name Qutpatient Treatment Programs for Adalescents
EventID OMHO1-EVTO000003 fo BidiD 1
Event Format/Type Sell Event RFx Bid Date
Event Round 1 Bid Currency USD | US Dollar
Event Version 1
Event StartDate  04/19/2024 9:18AM EDT
Event End Date 04252024 05 00 PM EDT Estimated Award Date (51012024
Processing Status  Bid Event Published Anticipated Contract Date  09/01/2024
Hide Additional Ever
Description. -
The New York State Agency is commitied to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than = | &
18 years old
Mew York State Agency is announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services fo I
adolescents under the age of 18 Appraximately 31 0 each is avallable for three programs -
All Not-for-Profit apolicants must be Prequalified in order 1o submit an apolication for this REP
Contact DOE, JOHN Payment Terms
Phone Billing Location  Office of Mental Health
Email test123g@sts ny gov Event Currency  [gl
Online Discussion Conversion Rate
Edits to Submitted Bids
Multiple Bids
Step Action
19. Click the Save for Later button.
The bid is not complete. (18058,342)
If you would like to save your bid for submittal at a later time, select "OK". If not, select
"Cancel" to return to the bid response pages so that you can continue editing your bid.
Step Action
20. In the resulting popup, click the OK button to save your progress.
Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 1
Lines Respended To 0
Your Total Line Pricing 0.0000 USD
Hide Line Detail
¥ Bid Required & Line Comments/Files
Lines
‘ 5 | ‘ Q ‘ v View All
Line Period Item ID Description Unit ;:iireUmt Bid Your Total Bid Price
Line 1 EA =
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Step

Action

21.

Scroll to the bottom of the page. Under the Lines section, click the Period
Details - 1 link under the Period column to access budget and work plan
information.

Create Bids

Business Unit OMHO1

Bidder Setid SHARE

Bid Event Periods

Period

Bid Event Line#

EventID  EVT0000003

Period From  09/01/2024

Budget Type  CAPITAL
Funded Amount 3000000.000

Period 1 Bidder ID 1100314197

Step

Action

22.

Click the Budget properties link.
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Event ID
Bid Event Period
Bidder/Vendor ID

Budget Properties

Apply Match
Calculate Match

Overage %

Budget Category Properties

Budget Properties Header

EVT0000003 Max Award Amount  3000000.000
1 Period From Date  09/01/2024
1100314197 Period To Date  08/31/2025

Budget Type CAPITAL

EIEY | Views
Budget Category Available in Grant mfch Match Percentage | Use Other Overage on Claims  Overage Percentage
" DEVELOPVENT 0
2 | DESIGN 0
3 ACQUISITION 0
4 | CONSTRUCTION o]
5| ADMINISTRATION a
Step Action
23. Review the Budget Header Information. This section was completed by the
agency.
24. Review Budget Category Property section (including Narrative), noting which

rows have Available in Grant checked.

Note: This section was completed by the agency to help the grantee understand
which Budget Category(s) require a response. Grantees will need to scroll down
to view the sections they are responsible for updating.
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Narrative

Period Budget Summary

Budget Properties Header

budget categories.

‘El ‘E‘ 1| View All
Budget Category g;:ltezr:c?s Match Funds g‘:l‘:;:‘l;fed Match % Required Other Funds Total Category Details
SCOPING & PRE- \
DEVELOPMENT 0.00 0.00 0 0 0.00 0.00 =

2| DESIGN 0.00 0.00 0 0 0.00 0.00 =
3 ACQUISITION 0.00 0.00 0 0 0.00 0.00 G
4| CONSTRUCTION 0.00 0.00 0 0 0.00 0.00 =
5| ADMINISTRATION 0.00 0.00 0 0 0.00 0.00
WORKING 1
CAPITAL/RESERVES 0.00 0.00 0 0 0.00 0.00 R
7 OTHER 0.00 0.00 0 0 0.00 0.00
Sub Totals
Grants Funds  0.00 Match % Cale  0.00
Match Funds  0.00 Other Funds  0.00
Total 0.00
[ Back l I Save
Step Action
25. Under the Period Budget Summary section, click on View All icon to show all

In this example, we will enter budget information for the Scoping & Pre-
development and Design budget categories.

26. Under the Period Budget Summary section, click on Category Details icon for
the Scoping & Pre-development budget category.

Note: Where the icon cannot be clicked, the agency has not checked the
Available in Grant checkbox above.
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Budget Type CAPITAL

Category Details

Category Details

Match % Required

Budget Category SCOPING & PRE-DEVELOPMENT

=]

£y

Type/Description Grant Funds Match Funds

gl |

4 S ——

Category Totals

Cumulative Grant Funds
Cumulative Match Funds
Cumulative Other Funds

Cumulative Category Details Totals

0.00
0.00
0.00
0.00

Match %

I View All

Other funds

Marrative ]

Step Action

27. Leave the Type/Description field blank.

28. Enter the applicable value into the Grant Funds field.
In this example, we will enter 10,000 in the Grant Funds field.

29. Enter the applicable value into the Match Funds field.
In this example, we will leave this field blank.

30. Enter the applicable value into the Other Funds field.
Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move on to the next step.
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Step Action

31. Enter the applicable value into the Narrative field. Note: The narrative could be
additional information for the agency or could be used to summarize the
changes you made.

In this example, we will leave this field blank.

32. Click the OK button.

33. Under the Period Budget Summary section, click on Category Details icon for
the Design budget category.

34. Leave the Type/Description field blank.

35. Enter the applicable value into the Grant Funds field.

In this example, we will enter 10,000 in the Grant Funds field.

36. Enter the applicable value into the Match Funds field.

In this example, we will leave this field blank.

37. Enter the applicable value into the Other Funds field.

Note: This field may be greyed out if it was not selected on the bid event; if
greyed out, move onto next step.

38. Enter the applicable value into the Narrative field. Note: The narrative could be
additional information for the agency or could be used to summarize the
changes you made.

In this example, we will leave this field blank.

39. Click the OK button.

Page 104




SFS Handbook: Grantee Processing in SFS

Budget Properties Header

Narrative

Period Budget Summary

®)

Q]
Budget Category

SCOPING & PRE-
DEVELOPMENT

)

DESIGN

w

ACQUISITION

~

CONSTRUCTION

o

ADMINISTRATION

WORKING
CAPITAL/RESERVES

-~

OTHER

Sub Totals

Match Funds  0.00

Back

Grants Funds  20000.00

g::'alez""::s Match Funds g:ltuf\l:l ;/:e d Match % Required Other Funds
10000.00 0.00 0 0 0.00
10000.00 0.00 0 0 0.00
0.00 0.00 0 0 0.00
0.00 0.00 0 0 0.00
0.00 0.00 0 0 0.00
0.00 0.00 0 0 0.00
0.00 0.00 0 0 0.00

Match % Cale  0.00
Other Funds  0.00

Total 20000.00

Save

Total

10000.00

10000.00

0.00

0.00

0.00

0.00

0.00

I Vie

Category Details

Step

Action

40. Click the Save button.

41. Click the Back button.

Bid Event Line# 1

Create Bids
Business Unit OMHO1 Budget Type CAPITAL
EventlD EV Funded Amount 3

Period 1 Bidder ID

Bidder Setid  SHARE
Bid Event Periods Q
Period
Period From 09/012024  Perlod To  08/31/2025 Budget Raguired

Work Plan Required

Step

Action

42. Click the Work Plan Properties link.
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Create Bids

Work Plan

Work Plan Header

EventIiD EVT0000003 Business Unit  OMHO1 WorkPlan ID  EVTO000003-R1V1P1-1100314197-23
Bidder ID 1100314197 Period From:  08/01/2024 Period 1
Allow Bidder Defined Objective and Tasks: ' | Pericd To:  DX/31/2025

Maximum Number of: Online Work Plan Required:

Objectives
Tasks
Performance Measures
Project Summary &
@ ©  Paagraph v~ K- Al AvB

@ 0~ g E = ==

Step Action

43. Review the Work Plan Header information and verify the Allow Bidder
Defined Objectives and Tasks is selected.

44, Note: If the Allow Bidder Defined Objectives & Tasks box is checked and the
Maximum Number of Objectives, Tasks, and Performance Measures have not
already been entered, then you can add new objective, tasks, and performance
measures if needed.

45, Enter the applicable value into the Project Summary field.

Objectives >> Tasks >> Performance Measures ()

) Et-Task | (B Perf. Measure | & & X B = Display Type: Al v OE R

‘E‘ |§‘ View Al
Basic Info More Details >

Select | Type Sort Order Name Description Required Allowed to Sort

'  Objectve i Drograming o a0aescams NS, Do tr alescents mAS
2 (] ¥ Task 141 Hire staff to operate program ‘H\re staff to operate program /E
3 O Performance Measure 111 Hire 5 Program Managers ‘H\re 5 Program Managers /P—a
4 O ¥ Task 1.2 Obtain Office Space ‘Oblam Office Space 4@
5 O Performance Measure 1.2.1 Upload a copy of your lease ‘Up\oad a copy of your lease 4@
6 (] ¥ Task 1.3 Define referral strategy and procedure ‘Deﬁne referral strategy and procedure /’E
7 O Performance Measure 131 List referring agencies ‘L\st referring agencies /P—a
8 O Performance Measure 13.2 Describe referral process ‘Descnbe referral process 4@
9 0O Objective 2 I‘Objec{we 2 /!ﬂl !Objective 2 /,IEJ

EkTask | BkPerf.Measure | & & X B = Display Type: All v R R4

I Back I [ Save ] l Refresh l
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Step Action

46. In this example, we will add additional rows in the Objectives >> Tasks >>
Performance Measures section. Note: The First Objective with the underlying
Task and Performance Measure in the list was entered by the agency.

Click on the Objective row to add additional objectives.
47. Click the + Objective button.

48. On the Objective row, enter the applicable value in the Name field.
49, On the Objective row, enter the applicable value in the Description field.
&+ Objective ||k Task || B Perf. Measure | & & X B = Display Type: Al v B R4
|E‘ ‘K‘ View Al
Basic Info More Details >
Select  Type Sort Order Name Description Required Allowed to Sort
1 0 - Object 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
- jective programming for adolescents in NYS programming for adolescents in NYS
2 (] ¥ Task 11 Hire staff to operate program ‘H\re staff to operate program /”@
3 o Performance Measure 111 Hire 5 Program Managers ‘H\re 5 Program Managers /J@
4 (] ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space /”@
5 o Performance Measure 121 Upload a copy of your lease ‘ Upload a copy of your lease /J@
6 (] ¥ Task 13 Define referral strategy and procedure ‘ Define referral strategy and procedure /”@
7 o Performance Measure 131 List referring agencies ‘ List referring agencies /J@
8 m] Performance Measure 13.2 Describe referral process ‘Descﬂbe referral process /”@
9 ¥ Objective 2 ‘ Objective 2 /J@ ‘ Objective 2 /J@
1 O i Tk i21 i Tascs B s J 2
E# Objective | |[Ek Task | B+ Perf. Measure | & ¢ X B = Display Type: Al v B L%
[ Back l l Save I [ Refresh I

Step Action

50. Select the Objective row where the task will be added.

51. Click + Task button.

52. On the Task row, enter the applicable value in the Name field.

53. On the Task row, enter the applicable value in the Description field.
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Objectives >> Tasks >> Performance Measures (-

& Objective | (B¢ Task | E+-Perf. Measure & & X B &= Display Type: Al v E = %
‘E' ‘E‘ View Al
Basic Info More Details >
Select  Type Sort Order Name Description Required Allowed to Sort
1 0 ~ Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adolescents in NYS programming for adolescents in NYS
2 (] ¥ Task 11 Hire staff to operate program ‘lee staff to operate program /J@
3 O Performance Measure 111 Hire 5 Program Managers ‘lee 5 Program Managers J@
4 (] ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space AE
5 [ Performance Measure 121 Upload a copy of your lease Upload a copy of your lease J@
8 O ¥ Task 13 Define referral strategy and procedure ‘ Define referral strategy and procedure J@
7 (] Performance Measure 1.3.1 List referring agencies ‘ List referring agencies J@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process J@
9 (] ¥ Objective 2 ‘ Objective 2 /J@ ‘ Objective 2 J@
10 ~ Task 21 [Task 4 T [Taska &
" O ‘ Performance Measure ‘F’erfolmance Measure 5 @i Performance Measure 5 A =
5 Objective | (Bt Task | [+ Pert. Measure. ¢ & X B = Display Type: Al v R R0
Step Action

54.

Select the Task row where the performance measure will be added.

55.

Click + Performance Measure button.

56.

On Performance Measure row, enter the applicable value in the Name field.

57.

field.

On Performance Measure row, enter the applicable value in the Description
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Objectives >> Tasks >> Performance Measures (-

E# Objective | Bk Task | [EPerf. Measure & & X = Display Type: Al v E = %
®)[Q
Basic Info More Details >
Select  Type Sort Order Name Description Required Allowed to Sort
1 0 ~ Objective 1 Increase the availability of outpatient psychiatric Increase the availability of outpatient psychiatric
programming for adolescents in NYS programming for adolescents in NYS
2 O ¥ Task 11 Hire staff to operate program ‘ Hire staff to operate program /J@
3 O Performance Measure 111 Hire 5 Program Managers ‘lee 5 Program Managers J@
4 (] ¥ Task 1.2 Obtain Office Space ‘ Obtain Office Space AE
5 O Performance Measure 121 Upload a copy of your lease ‘ Upload a copy of your lease J@
8 O ¥ Task 13 Define referral strategy and procedure ‘ Define referral strategy and procedure J@
7 O Performance Measure 1.3.1 List referring agencies ‘ List referring agencies J@
8 (] Performance Measure 132 Describe referral process ‘ Describe referral process J@
9 (] ¥ Objective 2 ‘Objecﬂve 2 /J@ ‘ Objective 2 J@
10 ~ Task 21 [Task 4 T [Taska &
" ‘ Performance Measure 52_1_1 ‘ ‘ Performance Measure 5 /’@' ‘ Performance Measure 5 /,F@ ‘ ‘ ‘
(B4 Objective | [E+Task | EPerf. Measure & & X =] Display Type: Al v R R 4

Step

Action

58.

all fields.

Click the arrow to the right of the More Details tab to expand the view and see

2asure

sasure

2asure

zasure

Sort Order

Increase the availability of outpatient psychiatric
programming for adolescents in NYS

14 Hire: staf to operate program

Hire 5 Program Managers

12 Obtain Office Space
Upload a copy of your lease
13 Define referral stralegy and procedure
List referring agencies
32 Descnbe referral process
2 Objective 2 &
21 Task 4 e
2 PM 5 =
X B = Display Type: A

Name

Description

Increase the availability of outpatient psychiatric
programming for adolescents in NYS

Hire staff to operate program

Hire § Program Managers

Obtain Office Space

Ipkoad a copy of your lease

Define referral strategy and procedure

List refering agencies

Describe referral process

Objective 2

Task 4

Required Allowed to Sort Allow Performance Measure Perf Measure Response Type

Numeric

Attachment

Text/Comment

Text/Comment

Numeric v

Numeric
(TargetGoal)

100

Step

Action

59.

e Date

e Numeric
e Text/Comment

Note: Available Performance Measure options are:
e Attachment
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Step

Action

¢ Yes/No

In this example, on the Performance Measure row, we will select the
Performance Measure Response Type drop-down list and select the Numeric

option.

60.

Enter the applicable value into the Numeric (Target/Goal) field.

In this example, we will enter 100 in the Numeric (Target/Goal) field.

61.

Click the Save button.

62.

Click the Back button.

Create Bids

Business Unit  OMHO1
EventID EVT0000003

Bidder Setid SHARE

Bid Event Periods

Period

Period From  09/01/2024

Q

Bid Event Line#

Budget Type AP}
Funded Amount 3000

Period 1 Bidder ID 1100314197

Period To 083112025 D Sl
Work Plan Required

Step

Action

63.

Click the Return to Bid Response link.

Administrator

Hide Line Detail

¥ Bid Required

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Lines in This Event 1
Lines Responded To 0
Your Total Line Pricing  0.0000 USD

& Line Comments/Files

1 Period Details —1

Lines
‘ z=) | | Q ‘ View All
Line Period Item ID Description Unit ;‘:_’i';reu"it Bid Your Total Bid Price
{Line 1 fEA 20000] | ©

Event Comments and Attachments
At any peint in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

Submit Bid

} Save for Later Validate Entries
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Step Action

64. Note: The amount entered in the Your Unit Bid Price field must equal the total
Grant Funds Requested amount for the period, in order to submit the bid
response.

In this example, we will enter 20,000 in the Your Unit Bid Price field.
65. When you are ready to submit your bid response, click the Submit Bid button.

Are you done making changes and would like to post this bid? (18058,398)

Warning: Response may NOT be edited after posting. If you are not planning to make anymore changes to this bid press "Yes", otherwise press

"No" and choose "Save For Later”.
Mo

Step Action

66. In the resulting popup, click the Yes button to confirm you would like to submit
the bid.

67. You have successfully completed the Respond to Bid Event Capital Budget
Types topic.

Using the Match Worksheet for a Bid Response

Topic Description:

This topic provides the knowledge and skills to use the Match Worksheet for a Bid Response.
The Match Worksheet allows grantees to provide details on budget amounts that have been
entered. The ability to use the Match Worksheet will vary based on the agency.

Topic Objectives:
In this topic, you will learn:
e How to use the Match Worksheet for a Bid Response

SFS role(s) required to perform this task:
e Bid Response Initiator (NY_GM_VENDOR_EVENT_INITIATE)
o Note: This role allows you to initiate a bid response to a bid event but not submit
the bid response to the agency.
o Bid Response Submitter (NY_GM_VENDOR_EVENT_SUBMIT)
o Note: This role allows you to both initiate a bid response and submit a bid
response to the agency.

Procedure

Scenario: You have a bid response already saved and in process. You will use the match
worksheet to provide details on the budget amounts that have already been entered.
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Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

o
‘1 New to SFS? Start here! .. F} -
4 Need help? Join a support calll _ — @ ‘
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
— [
%f P b [‘@
~
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us.
= E =6
e @ =@
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage Events

and Place Bids > View Events and Place Bids

Note: You must log in to the SFS Vendor Portal to respond to a bid event.

IGrants Management - State

Bid Event Search Maintain Your pp
& N
= =4 B
—l == N
Grant Contracts Search Progress Report Search Submit a Claim
& 0 a_
= ;06 1B

Past Due Progress Reports

Bid Response Search

=

Claims Update Guide

Step

Action

Click the Bid Event Search tile.
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View Events and Place Bids

~ Search Criteria

Event ID

Search by Grant Opportunity

From
Search by Due Date &
To E
Search by Status | Available >
Search by Eligibility Mot-For-Profit

Search by Funding Agency

Search Results

"
EventID Funding Agency  Gramt Opportunity Status Eligibility Avallability Date Anticipated Release Date
EVT0000001 OMHOD1 Outpatient Treatment Programs for Adolescents Available Not-For-Profit 04/17i24 201PM 04/17/24 201PM
OMHO1 Jutpatient Treatment Programs for Adaolescents Available Not-For-Profit 04/18/24 9 56AM 04/18/24 956AM
OMHO1 Dutpatient Treatment Programs for Adalescents Available Not-For-Profit 04/19/24 9:18AM 04/19/24 918AM
OMHO1 Dutpatient Treatment Programs for Adalescents Available Not-For-Prafit 04119724 1.54PM 0411924 1.54PM

Step Action

3. Enter the applicable search criteria in the Search Criteria fields.

In this example, select the Search by Status field drop-down list and click
Available from the list.

4, Click the Search button.

5. Click an Event ID link to update an in-process bid response.

In this example, we will click the Bid Event EVT0000004 link to update a bid
response.
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Event Details

New Window | Personalize Page .

Bidding Shortcuts

EventName Outpatient Treatment Programs for Adolescents
EventID OMHO1-EVTO000004

Event Sell Event RFx
Format/Type

Event Round 1
Event Version 1
Event Start Date 04/19/2024 1:54P|

EventEnd 04252024 01:54 P
ate

Event Description

The New York Stale Agency is committed to invesling in services that will reduce the demand for inpatient hospitalizations and long lengths of = &
for individuals less than 18 years old

New York State Agency is announcing this Request for Proposals (RFP) for the development and operaion of three outpatient programs to =
provide services to adolescents under the age of 18 . Approximately 51,000,000 each is available for three programs

Contact [ JOHN

Payment Terms

Phone My Bids
Email '©

Edits to Submitted Bids  Not Allowed

Online Discussion Muitiple Bids  Allowed

Live Chat Help

Step Action

6. Click on My Bids In Process link to view your in-process response to this bid
event.

View, Edit or copy from Saved Bids

Personalize Page

Welcome, Outreach Crganization
User. John Doe

Event Name  Outpatient Treatment Programs for Adolescents

EventID OMHO1-EVTO000004 Event Round 1
Event Format/Type ~ Sell Event RFx Event Version 1
Event StartDate (4/19/2024 154PM EDT Multiple Bids  Allowed
EventEnd Date: 02520240154 PMEDT Currency: S Dollar
Bids
BidID  Round Version Bid Status s, Bid Last Saved

04/19/2024

1 1 1 Saved Posted SaTP EOT

Copy Cance Upload

Retum to Event Search

Step Action

7. Click the View/Edit link for the applicable bid response you want to view and
update.
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Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator.
Lines in This Event 1

Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail
¥ Bid Required & Line Comments/Files
Lines
‘ = | ‘ Q ‘ View Al
Line Period Item ID Description Unit ;ﬁz;u"it Bid Your Total Bid Price
1 |Period Details —1 Line 1 EA ]

Step Action
Scroll to the bottom of the page of the existing bid response. Under the Lines

8.
section, click the Period Details -1 link under the Period column to access
budget and work plan information for this bid response.

Create Bids
Business Unit OMHO1 Budget Type EXPENDITURE
Event ID Funded Amount 3000000.000
Bidder ID 1100314197

Bidder Setid SHARE Period 1
Bid Event Periods Q
Period 1
Period From 00/0172024  Period To  08/31/2025 Budget Required [
Work Plan Required

Q

Bid Event Line# 1

n to Bid Respe

Step Action
0. Click the Budget Properties link.
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Budget Properties Header

EventiD EVT0000004 Max Award Amount  3000000.000
Bid Event Period 1 Period From Date  09/01/2024
Bidder/VendorID 1100314197 Period To Date  08/31/2025
Budget Type EXPENDITURE
Budget Properties
Apply Match
Calculate Match
Include Match Worksheet IMatch Worksheet
Budget Category Properties
B Q) 150f10 v > 3| ViewAl
Budget Category Available in Grant H;fch Match Percentage | Use Other Overage on Claims | Overage Percentage
1| SALARY 0
2| FRINGE 0
3| CONTRACTUAL 0
4| TRAVEL 0
5| EQUIPMENT 0
Step Action
10. Click the Match Worksheet link.
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3

/|

Include Match Worksheet X
Include Match Worksheet
Q | I ViewAll
. Describe . .
Source of Matching Funds Match source Form of Documentation Required Match Total
Il all | E=

Narrative ||

Match Worsksheet Detail Total 0.00
Budget Detail Match Total 0.00

Step Action

11. Enter applicable value in the Source of Match Funds field.

12. Click the Describe Match Source drop-down field and select the applicable
value from the list.

The options are: Federal, Local, Private, or State.

13. Enter the applicable value into the Form of Documentation Required field.

14. Enter the applicable match amounts in the Match Total field.

Note: The sum of the Match Total amounts will equal the Match Worksheet
Detail Total amount.

15. Enter any applicable comments in the Narrative field. Note: The narrative could
be additional information for the agency or could be used to summarize the
changes you made.

16. Click the OK button.
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Budget Properties Header X
5| EQUIPMENT 0
Narrative
4
Period Budget Summary
(B[] 150610 v| > > | ViewAl
Budget Category g;?::‘ei:‘:z;‘s Match Funds g:llr‘::tl:l ;/:e d Match % Required Other Funds Total Category Details
1 SALARY 0.00 0.00 0 0 0.00 0.00 &
2| FRINGE 0.00 0.00 [} [} 0.00 0.00 R
3| CONTRACTUAL 0.00 0.00 4] 4] 0.00 0.00 =
4| TRAVEL 0.00 0.00 4] 4] 0.00 0.00 &
5| EQUIPMENT 0.00 0.00 0 0 0.00 0.00 &
Sub Totals
Grants Funds  0.00 Match % Cale  0.00
Match Funds  0.00 Other Funds  0.00
Total 0.00
1 Back | [ Save |

Step Action

17. Click the Save button and then click the Back button.

Create Bids
Business Unit OMHO1 Budget Type EXPENDITURE
EventID  EVT0000004 Funded Amount 3000000 000
Bidder Setid SHARE Period 1 BidderID  11(
Bid Event Periods Q
Period 1
Period From 09/012024  Period To  08/31/2025 Ducpet Required Budg

Work Plan Required

Q

Bid Event Line#

Step Action
18. Click the Return to Bid Response link.
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Event Details )
Step Action
19. Click the Save for Later button.
20. You have successfully completed the Using the Match Worksheet for a Bid
Response topic.

View Submitted Bid Responses

Topic Description:
This topic provides the knowledge and skills to view bid responses that have been submitted by
your organization in the SFS Vendor Portal.

Topic Objectives:
In this topic, you will learn:
e How to view submitted bid responses.

SFS role(s) required to perform this task:
e Bid Response Initiator (NY_GM_VENDOR_EVENT _INITIATE) or
o Note: This role allows you to initiate a bid response to a bid event but not submit
the bid response to the agency.
e Bid Response Submitter (NY_GM_VENDOR_EVENT_SUBMIT)
o Note: This role allows you to both initiate a bid response and submit a bid
response to the agency.

Procedure

Scenario: You have recently completed and submitted a bid response in the SFS Vendor
Portal, and you are interested in viewing the bid response to confirm that it was successfully
submitted to the agency.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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SFS Notices SFS Support SFS Coach

[i Newt SFS? Start here!
4 Need help? Join a support call! ... fﬁ;_) ‘

Show Details

View Your Information Invoice and Payment inquiry PO and Receipt Inquiry | Grants Management - State

2 & | =

Reglster for POs via Email Supplier Change Request Add/Maint Self-Service Invoice | FAQs | Contact Us

& B | ®

Get nelptul information nere

Step Action

1. Click the Grant Management - State tile.
Alternative Navigation: From the NavBar navigate to: Menu > Manage Events
and Place Bids > My Event Activity.

Note: You must log in to the SFS Vendor Portal to view a response to a bid
event.

Grants Management - State

Bid Event Search Maintain Your i i i Bid Response Search
5 .
=" =74 =2 =
— L
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 0 a
— Active Progress Reports — 4
=5 1E8 A
0

Past Due Progress Reports

Step Action
2. Click the Bid Response Search tile.
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| Q, Search in Menu

Event Activity

Welcome
User: John Doe

Event Activity Summary

Click on number to view events below

Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

~ Search Criteria
Event Format ‘ V‘ @ Events Invited To O Events Bid On O Events Awarded

Event Type | v‘ Date Range: From | ‘ Through ‘

*Business Unit ‘ Q ‘ Event ID Q | Event Name | |

> Legend

Return to My Bid Activity

Step Action

3. The Event Activity page can be used to search for and view:

¢ Events you have been invited to bid on.

e Events you have bid on (i.e., submitted a bid response for).
o Events you have been awarded funding.

In this example, we will search for bid responses that we have submitted over a
certain period of time.
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Event Activity

Q, Search in Menu

Welcome
User: John Doe

Events Invited To:

Event Activity Summary

Click on number to view events below

Events Bid On: Events Awarded: m

~ Search Criteria

> Legend

Return to My Bid Activity

Event Format ‘ V‘ @ Events Invited To O Events Bid On O Events Awarded

Event Type | v‘ Date Range: From | ‘ Through ‘

*Business Unit ‘ Q ‘ Event ID Q | Event Name | |

Step

Action

4.

Notes:
e To quickly view the events you have been invited to bid on, select the
hyperlinked number next to the Events Invited To field.

e To quickly view the events you have bid on, select the hyperlinked
number next to the Events Bid On field.

e To quickly view the events you have been awarded funding, select the
hyperlinked number next to the Events Awarded field.
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Q, Search in Menu

Event Activity

Welcome,
User: John Doe

Event Activity Summary

Click on number to view events below

Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

~ Search Criteria

Event Format | \,‘ @® Events Invited To O Events Bid On O Events Awarded

Event Type ‘ v| Date Range: From ‘| Through ‘

“Business Unit | Q | Event ID Q ‘ Event Name | |

> Legend

Return to My Bid Activity

Step Action

5. The Search Criteria section, below the Event Activity Summary section
includes helpful criteria that can be used to further narrow down the list of
events your organization has been invited to, bid on, and awarded.

In this example, we will use the Search Criteria section to search for bid
responses that we have submitted over a certain period of time.
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| Q, Search in Menu

Event Activity

Welcome,
User: John Doe

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

~ Search Criteria

Event Format | v‘ O Events Invited To @® Events Bid On OEvents Awarded

Event Type ‘ v‘ Date Range: From ‘| Through ‘

“Business Unit ‘ Q | Event ID Q | Event Name | |

> Legend

Return to My Bid Activity

Step Action

6. To search for a list of bid events we have submitted a bid response for, select
the Events Bid On radio button.
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| Q, Search in Menu

the From and Through fields.

Event Activity
Welcome
User: John Doe
Event Activity Summary
Click on number to view events below
Events Invited To: 2 Events Bid On: Events Awarded: 0
~ Search Criteria
Event Format ‘ \,‘ C Events Invited To @® Events Bid On O Events Awarded
Event Type |—v| Date Range: From | T ‘ |
*Business Unit | Q ‘ Event ID Q ‘ Event Calendar * _‘
| May v| | 2024 o
s M T W T F S
> Legend ! 2 3 4
5 6 7 8 9 10 N
Return to My Bid Activity
: ) 12 13 14 15 16 17 18
19 20 21 22 23 IEI 25
26 27 28 29 30 3
< Current Date >
Step Action
7. To further narrow down our search based on a specific date range, we will use

Enter the applicable date (format MM/DD/YYYY) in the From field or click the
Calendar icon to select the date.
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Event Activity

Welcome,
User: John Doe

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

v Search Criteria

Event Format | v‘ OEvents Invited To @® Events Bid On OEvents Awarded

Event Type ‘ V| Date Range: From |U41‘154’2024 ‘ Through | -
“Business Unit ‘ Q | Event ID Q ‘ Event Name ‘ |

> Legend

Return to My Bid Activity

Step Action

8. Enter the applicable date (format MM/DD/YYYY) in the Through
field or click the Calendar icon to select the date.

Event Activity

Welcome,
User: John Doe
Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

~ Search Criteria

Event Format ‘ v‘ OEvents Invited To @ Events Bid On O Events Awarded

EHnt_ryps| v Date Range: From 041152024 [H]| Through 0411972024 []|

*Business Unit ‘ Q ‘ Event ID Q | Event Name ‘ ‘

> Legend

Return to My Bid Activity
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Step Action

9. Additional search criteria can be entered to further narrow down your search
results. In this example, we are not going to enter additional search criteria.

Event Activity

Welcome,
User: John Doe

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

~ Search Criteria

Event Format ‘ v‘ OEvents Invited To @® Events Bid On O Events Awarded

EVE"”WE| v Date Range: From 041152024 [H]| Through 0411972024 []|

*Business Unit ‘ Q ‘ Event ID Q | Event Name ‘ ‘

> Legend

Return to My Bid Activity

Step Action
10. Click the Search button.
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Event Activity

Welcome
User: John Doe

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

v Search Criteria

vents Invited To ents Bid On O Events Awarded

Event Format ‘ V‘

E‘m_lt.rww| vl Date Range: From 04152024 ]| Through |04/19/2024 []|

“Business Unit | Q | Event ID Q | Event Name ‘ |

> Legend
Events | Q | I of 4 v
Event ID Format Event Name Event Status  Start Date End Date Status
OMH01-EVT0000001 sy Outpatient Treatment Programs for Pending Award 04/17/2024 201PM EDT 04/26/2024 10:30aM EDT +CCePed
Adolescents . Accepted
OMHO1-EVTO000002 gy Outpatient Treatment Programs for Pending Award 04/18/2024 9:56AM EDT  04/29/2024 8:15AM EDT
Adolescents . Accepted
OMHO1-EVTO000003 gy Outpatient Treatment Programs for Pending Award 04/19/2024 918AM EDT  04/29/2024 9'55AM EDT
Adolescents Accepted
OMHO1-EVT0000004 ge) Outpatient Treatment Programs for Collaborating  04/19/2024 1:54PM EDT 04/29/2024 8:35AM EDT
Adolescents Bid Analysis
Return to My Bid Activity
Step Action
11. The list of bid events that we have submitted a response for, within our identified
date range, is displayed in the search results.
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Event Activity

Welcome
User: John Doe

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0

v Search Criteria

vents Invited To ents Bid On O Events Awarded

Event Format ‘ V‘

E‘m_lt.rww| vl Date Range: From 04152024 ]| Through |04/19/2024 []|

“Business Unit | Q | Event ID Q | Event Name ‘ |

> Legend
Events | Q | I of 4 v
Event ID Format Event Name Event Status  Start Date End Date Status
DO"'“HW*EVTUC‘C‘O\’J\’J1 Sell Outpatient Treatment Programs for Pending Award 04/17/2024 2:018M EDT  04/26/2024 10-30AM EDT CCePted
Adolescents . Accepted
OMHO1-EVTO000002 gy Outpatient Treatment Programs for Pending Award 04/18/2024 9:56AM EDT  04/29/2024 8:15AM EDT
Adolescents . Accepted
OMHO1-EVTO000003 gy Outpatient Treatment Programs for Pending Award 04/19/2024 918AM EDT  04/29/2024 9'55AM EDT
Adolescents Accepted
OMHO1-EVT0000004 ge) Outpatient Treatment Programs for Collaborating  04/19/2024 1:54PM EDT 04/29/2024 8:35AM EDT
Adolescents Bid Analysis
Return to My Bid Activity
Step Action
12. Click the Arrow icon next to one of the Event IDs to view additional information
regarding the bid response for the specific event.
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Event Activity

Event Activity Summary

Click on number to view events below
Events Invited To: 2 Events Bid On: 4 Events Awarded: 0
~ Search Criteria
Event Format ‘ v‘ OEvents Invited To @ Events Bid On O Events Awarded
Event Type | v| Date Range: From 041152004 [ Through [o4r1a02¢ ]|
*Business Unit ‘ Q ‘ Event ID Q | Event Name ‘ ‘
> Legend
Events ‘ Q | TAT
EventID Format Event Name Event Status Start Date End Date Status
OMHO1-EVTO000001 gy Outpatient Treatment Programs for ~ Pending Award 0411712024 201PMEDT 0412672024 10:30AM EDT  /ccepted
Adolescenis
Bid Summary
[®)[a]
Bid ID Round Event Version Status Date Time Posted Currency Code  Total Bid Amount
1 1 1| Posted 04/18/2024 9:48:20AM EOT UsD 10,000.00000 =Y
OMHO1-EVT0000002 : ; : Accepted
! Sell Qutpatient Treatment Programs for Pending Award ~ 04/18/2024 9:56AM EDT 04/29/2024 8:15AM EDT
Adolescents . Accepted
OMHO1-EVTO000003  g¢ Outpatient Treatment Programs for Pending Award  04/19/2024 9:18AM EDT 04/29/2024 9:55AM EDT
Adolescents : Accepted
OMHO1-EVT0000004  gg Outpatient Treatment Programs for Collaborating Bid  04/19/2024 1-54PM EDT 04/29/2024 8:35AM EDT
Adolescents Analysis
Step Action
13. Notes:
e Inthe Bid Summary section, a Status of Posted means that the bid
response was submitted.
e The date and time the bid response was submitted can be found in the

Date Time Posted field.
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Event Activity

Event Activity Summary

Click on number to view events below

Events Invited To: 2 Events Bid On: 4 Events Awarded:
~ Search Criteria
Event Format ‘ v‘ OEvents Invited To @ Events Bid On O Events Awarded
115/ 1197
Bt ") Dxerange From | | Through |
*Business Unit ‘ Q ‘ Event ID Q | Event Name ‘ ‘
> Legend
Events ‘ Q | o
EventID Format Event Name Event Status Start Date End Date Status
OMHO1-EVTO000001 gy Outpatient Treatment Programs for ~ Pending Award 0411712024 201PMEDT 0412672024 10:30AM EDT  /ccepted
Adolescenis
Bid Summary
LIIEY
Bid ID Round Event Version Status. Date Time Posted Currency Code  Total Bid Amount
1 1 1 Posted 04/18/2024 9:48:29AM EDT usb 10,000.00000
OMHO1-EVT0000002 i / . Accepted
! Sell Qutpatient Treatment Programs for Pending Award ~ 04/18/2024 9:56AM EDT 04/29/2024 8:15AM EDT
Adolescents . Accepted
OMHO1-EVTO000003  g¢ Outpatient Treatment Programs for Pending Award  04/19/2024 9:18AM EDT 04/29/2024 9:55AM EDT
Adolescents : Accepted
OMHO1-EVT0000004  gg Outpatient Treatment Programs for Collaborating Bid  04/19/2024 1-54PM EDT 04/29/2024 8:35AM EDT
Adolescents Analysis
Step Action

14.

To view the response that was provided to the bid, click the View Details icon.
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Please see message(s) at the top of the page. (18058,314)

Step

Action

15.

Upon clicking the View Details icon, you may receive a message advising you
to review the message(s) at the top of the page.

Click the OK button.
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Welcome.
User: John Doe

I Event Complated. You are not allowed to enter a bid after events completion
| Bid Posted. No more changes allowed
|'You are authorized to view this event Only. Status: Pending Award

Event Round
Event Version
Event Start Date

Event End Date

Hide Additional Event Info

Description:

Submit Bid Save for Later Validate Entries
y Bid R PDF
Event Name Qutpatient Treatment Programs for Adolescents Bidding Instructions d Response
Event|D OMHO1-EVT0000001 Additional Bid Info BidID 1
Event Format/Type Sell Event RFx Bid Date

Processing Status Awarded

04/18/2024 9:48:29AM EDT

1 usD

1
04/17/2024 2:01PM EDT

Bid Currency US Dallar

Pending Award Estimated Award Date

Anticipated Contract Date

18 years old

The New York State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than
New York State Agency is announcing this Request for Proposals (RFP) for the development and cperation of three outpatient programs to provide services to
adolescents under the age of 18 . Approximately $1,000,000 each is available for three programs.

All Not-for-Profit applicants must be Prequalified in order to submit an apolication for this RFP. 4

Online Discussion

Nl

-

Contact DOE, JOHN Payment Terms
Phone Billing Location  Office of Mental Health
Email test123@sfs.ny.gov Event Currency Dollar
Conversion Rate  1.00000000
Edits to Submitted Bids NotAllowed
Multiple Bids  Allowed

Step

Action

16.

In this example, the messages at the top of the page indicate that:

e Event Completed: This means that the Event End Date has passed,
and applications can no longer be submitted.

e Bid Posted: This means that your bid response has been submitted to
the agency for review.

e You are authorized to view this event only: This means that changes

can no longer be made to your bid response.
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Welcome
User: John Doe
I Event Completed. You are not allowed to enter a bid after events completion.

| Bid Posted. No mare changes allowed
1'You are authorized to view this event Only. Status: Pending Award

Submit Bid Save for Later Validate Entries
Event Name  OQutpatient Treatment Programs for Adclescents Bidding Instructions _

EventID OMHO1-EVTO000001 Additional Bid Info BidiD 1
Event Format/Type Sell Event RFx Bid Date

04/18/2024 9:4829AM EDT

Event Round 1 Bid Currency |USD | US Dollar

Event Version

Event Start Date 04/17/2024 2:01PM EDT

Event End Date Pending Award Estimated Award Date

Processing Status Awarded Anticipated Contract Date

Hide Additional Event Info

Description:
]’giglaer\év c\}’urk State Agency is committed to investing in services that will reduce the demand for inpatient hospitalizations and long lengths of for individuals less than  ~ &
New York State Agency is announcing this Request for Proposals (RFP) for the development and operation of three outpatient programs to provide services fo l
adolescents under the age of 18 . Approximately $1,000,000 each is available for three programs -
All Not-for-Profit apolicants must be Pregualified in order to submit an apolication for this RFP. 4
Contact DOE, JOHN Payment Terms
Phone Billing Location  Office of Mental Health
Email test123@sfs ny.gov Event Currency  Dollar
Online Discussion Conversion Rate  1.00000000

Edits to Submitted Bids Not Allowed
Multiple Bids ~ Allowed

Step Action

17. You can select the Bid Response PDF link to view the responses to the bid in a
PDF format or use the scrollbar to scroll down and view the responses that
were entered for this bid.
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Event Details

Response | We serve a wide variety of individuals with various
characteristics and needs. Below are some of the current
characteristics of population to be served: Youth aging out
of foster care, Youth aging out of long-term residential
treatment facilities, and adolescents who are homeless or |

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Administrator
Lines in This Event 1

1
10,000.0000 USD

Lines Responded To
Your Total Line Pricing

Hide Line Detail

¥ Bid Required ¢ Line Comments/Files

Lines
LIEY
Line Period Item ID Description Unit ;‘:itreunit Bid Your Total Bid Price
Line 1 EA 10000.000000 | 10,000.0000 USD

1| Period Details —1

Event Comments and Attachments
At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration

Submit Bid Save for Later

R

View All

Validate Entries

Step Action

18.
the bottom of the page.

To return to the Event Activity page, click the Return to Bidder Activity link at
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‘ Q, Search in Menu

Event Activity

Welcome
User: John Doe

Event Activity Summary

Click on number to view events below

Events Invited To: 2 Events Bid On: 4 Events Awarded: 0
~ Search Criteria
Event Format | v| @ Events Invited To O Events Bid On O Events Awarded
Event Type ‘ v‘ Date Range: From ‘ | Through ‘
*Business Unit ‘ Q | Event ID Q ‘ Event Name ‘ |

> Legend

Step Action
19. You have successfully completed the View Submitted Bid Responses topic.

Reviewing and Approving Grant Contracts

Lesson Description:

This lesson provides the knowledge and skills to review and approve grant contracts. This
lesson also provides information on how to complete and submit progress reports for approval.

Progress reporting is a tool that measures the progress of the grant contract over its lifetime in
SFS.

Lesson Objectives:
In this lesson, you will learn how to:
e Preview a Contract Agreement
Review and Update Budget and Work Plan Information on a Contract
Approve Contract Collaboration
Apply Electronic Signature on a Contract Agreement
Complete Performance Measures for a Progress Report and Submit a Progress Report
for Agency Review
e Update and Re-submit a Returned Progress Report

Preview a Contract Agreement

Topic Description:
This topic provides the knowledge and skills to review a Contract Agreement.
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Topic Objectives:
In this topic, you will learn:
e How to review a Contract Agreement

SFSrole required to perform this task:
e Grants Contract Collaborator (NY_ES_SUPPLIER_CONTRACT_COLLAB)

Procedure

Scenario: You have been awarded a grant contract and would like to preview the grant contract
before you take action on it. You will navigate to the Maintain Contract Documents page and
click the View Document button.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

SFS o < Menu + Q a % e

My Homepage v

SFS Notices. SFS Support SFS Coach

" New to SFS? Start here! ...

= PN
‘1 Need help? Join a support call! &

View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State |

=7 E

Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

o 4 =®
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage
Contracts > Maintain Contract Documents

Note: You must log in to the SFS Vendor Portal to view a grant contract.
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Grants Management - State
Bid Event Search Maintain Your i i Bid Response Search
2> =
1=
e 7 E
=7 |
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 0 =
o= Active Progress Reports — =
= IE: =7
0
Past Due Progress Reports

Step Action

2. Click the Grant Contracts Search tile.

Maintain Contract Documents
Help
Maintain Contract Documents
Document Search
Business Unit Q
Document Administrator Q
From Begin Date 2] To Begin Date 1]
From End Date ] To End Date =]
> Advanced Search Criteria
List of Document
B|Q
Documents More Detail "»
Contract Document Description Document Status NYS Contract Description Contract Max. Amount Contract Type Status Date
Step Action
3. Enter the agency’s business unit into the Business Unit field or click the

magnifying glass to search for the information.

If you are unsure of the business unit for the State Agency you are doing
business with, click the magnifying glass to view a list of business units and
state agencies.

Q

Note: If you do not know any criteria, you can leave the search criteria in the
Document Search section blank.
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Step Action

4, Verify the Pending Review checkbox is selected.

Note: To view grant contracts that are pending review and grant contracts that

have previously been approved, verify the All Documents checkbox is
selected.

5. Click the Search button.

Maintain Contract Documents
Helg al ”
Maintain Contract Documents
Document Search
Business Unit Q
Document Administrator Q
From Begin Date El To Begin Date e
From End Date i3] To End Date 1
All Documents
Pending Review
> Advanced Search Crit
List of Documents
Documents  MoreDetals b
Contract Document Description Document Status NYS Contract Description ‘Contract Max. Amount Contract Type Status Date
OMHO1-C121421-3650000 Fending JCPUM4SGHNZ 175,000,000  Fixed Term 04/02/2024
Step Action
6. Click the applicable Contract ID from the search results. If your organization

has more than ten contract results, use the View All button to show all results
on one page.

Page 139



SFS Handbook: Grantee Processing in SFS

Pariad Tiork Plan Teorkplan Dwnsd  Work Plan oripian. Pariod Mart:
ot Bavwwnd  Fetaa Alstim Fwviirm Dl i, R rmdl

| e |

Step Action

7. Click the View Document button to review the Contract Agreement document.

Step Action

8. Note: If you do not see this popup, it may be blocked by your browser. Please
click the blocked popup icon in the address bar, select the option to “Always
allow pop-ups and redirects from
https://esupplier.sfs.ny.gov/psp/fscm/SUPPLIER/?cmd=login” and click the
Done button. Following this, click the View Document button again to view the
new browser window.

Pop-ups blocked:

| Always allow pop-ups and rederects from https//
intv.sfs.ny.gov

8) Continue blociang
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0 | D SFSinvanet-+ x | B SESinanet-+ X | (P SEStaramer-+ X | [Y Documents x [N aceesmento x4 —
C ®
STATE OF NEW YORK MASTER CONTRACT FOR GRANTS FACE PAGE -

STATE AGENCY (Name & Address): BUSINESS UNIT/DEPT ID: OMHO1 1100206
Office of Mental Health
44 Holland Avenue CONTRACT NUMBER: OMH01-00124GM-
Albany, NY 12229 1100206

CONTRACT TYPE
CONTRACTOR NAME TRANSACTION TYPE: New
STAPLES INC

PROJECT NAME
CONTRACTOR IDENTIFICATION NUMBERS: CFDA NUMBER (Federally Funded Grants

Onily)
NYS Vendor ID Number: 1000053985
Federal Tax ID Number
CONTRACTOR PRIMARY MAILING ADDRESS CONTRACTOR STATUS:
PO BOX 415256
DEPT ROC [ For Profit
BOSTON, MA 02241-5256 r Municipality
CONTRACTOR PAYMENT ADDRESS L] Tribal Nation

L Individual
V2 Check if same as primary mailing address [J Not-For- Profit
CONTRACTOR MAILING ADDRESS: Charities Registration Number
V2 Check if same as primary maikng address Exemption Status/Code
(] Sectarian Entity
Step Action
9. When you are finished reviewing the Contract Agreement document, click

the Close (X) button.

b 4

10.

You have successfully completed the Preview Contract Agreement topic.

Update Contract Period Budget and Work Plan Information and
Complete Review of a Contract during Collaboration

Topic Description:

This topic provides the knowledge and skills to review and update budget and work plan
information on a contract. This topic also shows how to complete the review of a contract during
the collaboration phase. After grantee collaboration is complete, the contract will route back to
the agency to complete the collaboration stage. Once the collaboration stage is complete, the
contract will route to the grantee for signature.

Topic Objectives:
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In this topic, you will learn:
¢ How to review and update the budget and work plan information on a contract
¢ How to complete review of a contract during collaboration

SFS role(s) required to perform this task:
e Grants Contracts Editor (NY_ES_VNDR_CNTRCT_CHANGE)
o Note: This role allows you to make changes to a grant contract budget and work
plan.
e Grants Contract Collaborator (NY_ES_SUPPLIER_CONTRACT_COLLAB)
o Note: This role allows you to review and collaborate on a grant contract with the
agency.

Procedure

Scenario: You have reviewed a Contract Agreement and determined that the budget and work
plan information need to be updated. After updating the budget and work plan information, you
will indicate your review is complete for the contract.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

SFS [CIRV] Menu + Q o : @

My Homepage v

SFS Notices. SFS Support SFS Coach

r‘ New to SFS? Start here! ...

‘a Need help? Join a support call! — @

View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State |

5 & 1 | @

Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

o’ =) =®
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage
Contracts > Maintain Contract Documents
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Step

Action

Note: You must log in to the SFS Vendor Portal to update grant contract
information.

Grants Management - State

Bid Event Search

=

Maintain Your

Bid Response Search

=

()

Grant Contracts Search Progress Report Search Submit a Claim

Active Progress Reports

0

Past Due Progress Reports

Claims Update Guide

i

E:

Step

Action

Click the Grant Contracts Search tile.

Maintain Contract Documents
Document Search

> Advanced Search Criteria

List of Documents

Documents

Maintain Contract Documents

€ Pending Review

Business Unit Q
Document Administrator Q
From Begin Date 2] To Begin Date 1]
From End Date ] To End Date =]

All Documents

[

Step Action

3. Enter the agency’s business unit into the Business Unit field or click the
magnifying glass to search for the information.
If you are unsure of the business unit for the State Agency you are doing
business with, click the magnifying glass to view a list of business units and
state agencies.

Q
4. Verify the Pending Review checkbox is selected.
5. Click the Search button.
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Maintain Contract Documents

Help nalize Pa
Maintain Contract Documents
Document Search
Business Unit Q
Document Administrator Q
From Begin Date (=] To Begin Date [
From End Date 2] To End Date 4]
All Documents.
Pending Review
> Advanced Search Criteria
List of Documents
m)[a L]
Documents  MoreDetals b
Contract Document Description Document Status NYS Contract Description Contract Max. Amount Contract Type Status Date
E OMHO1-C121421-3850000 Fending JCPUMASGHNZ 175,000,000 | Fixed Term 04102/2024
Step Action
6. Click the applicable Contract ID link from the search results under the Contract

Document column. If your organization has more than ten contract results, use
the View All button to show all results on one page.

Note: If your organization has multiple people assigned to the Grants Contract
Collaborator role, please work within your organization to determine who is
responsible for collaborating on each grant contract, as only one person can
approve a specific grant contract during collaboration in SFS.

ET
Experg Do 4
s A -
Pariad huwm Pwipd Brriph [ Broag Dt Boriph [z Buagh Perad Viork Fign Piriplen Densd  Work Fln P Paricd Mars
e FasefBod Dot pmpern e Favan Ditn B 28 B free Awviem Sute a8
b
L

]
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Step Action

7. Click the View Document button to review the Contract Agreement document if
you want to view this information. You may need to scroll to see this button.

Note: This is an optional step.

8. Note: If you do not see this popup, it may be blocked by your browser. Please
click the blocked popup icon in the address bar, select the option to “Always
allow pop-ups and redirects from
https://esupplier.sfs.ny.gov/psp/fscm/SUPPLIER/?cmd=login” and click the
Done button. Following this, click the View Document button again to view the
new browser window.

Pop-ups blocked:

‘ Always allow pop-ups and rederects from httpsy//
intv.sfs.ny.gov

8) Continue blociang
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B | O sSintmnet-r x| B S$Smvanet-+ X | (B SSintnces-+ x | [ Documenss

x| [ aceseventoc X N

C ®
STATE OF NEW YORK MASTER CONTRACT FOR GRANTS FACE PAGE
STATE AGENCY (Name & Address): BUSINESS UNIT/DEPT ID: OMHO1 1100206
Office of Mental Health
44 Holland Avenue CONTRACT NUMBER: OMH01-00124GM-
Abany, NY 12220 1100206
CONTRACT TYPE
CONTRACTOR NAME TRANSACTION TYPE: New
STAPLES INC
PROJECT NAME
CONTRACTOR IDENTIFICATION NUMBERS: CFDA NUMBER (Federally Funded Grants
)
NYS Vendor 1D Number: 1000053985 O
Federal Tax 1D Number:
CONTRACTOR PRIMARY MAILING ADDRESS: | CONTRACTOR STATUS
PO BOX 415256
DEPT ROC [ For Profit
BOSTON, MA 02241-52568 ] Municipaiity
CONTRACTOR PAYMENT ADDRESS: (] Tribal Nation
£ individual
¥ Check If same as primary malling address ] Not-For- Profit
2 Check if same as primary malling add Exemption Status/Code
[0 Sectarian Entity
Step Action
0. When you are finished reviewing the Contract Agreement document, click the

Close (X) button.
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Documents

ContractiD  0000000000000000000141465

Description  OMHO1-CO007AGH-3850000
Document Administrator

04/23/2024 1251PM
01/0172024
1273172024
Pending Review

Approval Start Date

Begin Date
Expire Date
Document Status

Owner

 Information Available for Review (0

®B|lQ
Period Start Perlod End Date | P#riod Budget Detail Budget Detail BudgetDewail  Budget Period
Date Amount Period Sttus ReviewDate | Mark as Reviewed
1 010172024 1213172024 22,000,000 New
History
@
Comments

Work Plan Workplan Detail

Work Plan
Period Status i

Review Date

Workplan Period Mark
as Reviewed

Peri New

Step Action

10.

Review comments in the Comments History field for any specific instructions
from the agency prior to navigating to the budget/work plan pages.

11.

Click the applicable Period link under the Budget Detail Period heading to
review and edit the budget period detail information.

I Available for Supplier Updatssp

Contract SetD:
Contract ID:

SHARE
0000000000000000000141465

Version # 1

Budget Type: EXPENDITURE

(¥)Budget Properties

Apply Match: | Not Allowed @

Calculate Match: - @
Include Match Worksheet

Use Match

Match % | 000

v Budget Category Properties

R
Budget Category Avaélraal::te in lel:h
1 SALARY
2 FRINGE

Contract Period Budget

Copy from Contract Period

Contract Period: 1

Allow Supplier to Add Deliverable/Qutcome Rows @

Period From Date:  01/01/2024
Period To Date:  12/31/2024
Period Amount  22,000.00
Match Overage on
Percentage Use Other Claims
0 O O
0 O (]

Help

I View All

Overage Percentage
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rows have Available in Grant checked.

Step Action

12. Note: When the Available for Supplier Updates option is selected, the grantee
can update the budget information. When de-selected, the grantee can only
view the budget information.

13. Review Budget Category Property section (including Narrative), noting which

Note: Grantees will only be able to update the budget categories that have
Available in Grant selected. Grantees will need to scroll down to the Period
Budget Summary section to make updates to the available budget categories.

Contract Period Budget
~ Period Budget Summary

may need to scroll to see these icons.

|F;\ |E\ I View Al
Grant Funds Match Funds Match % Match % Other c
Budget Category Requested Matchlbunds Calculated Calculated Required Funds etal Category Details
1| SALARY
2 FRINGE
3 CONTRACTUAL
4 TRAVEL
5 EQUIPMENT
g SPACE/PROPERTY
RENT
7 SPACE/PROPERTY
OWN
8 UTILITIES
OPERATING
EXPENSES
10 | OTHER
Total Grant Funds Requested 0.00
Total Match Funds Calculated 0.00 Total Match Funds 0.00
Total Other Funds 0.00
Grand Total 0.00
[ o
Step Action
14. Click the Category Details icon, located at the bottom of the page, associated

to the budget category to update the budget category detail information. You

Note: The Category Detail fields will vary based on the Budget Category.
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Category Details X
Help
Contract ID  0000000000000000000141465 Contract Version 1
Budget Type EXPENDITURE Contract Peried 1
Budget Category FRINGE Match % Required
Match Worksheet
Category Details
LIIEY ! Viewa
Type/Description Grant Funds Match Funds Match % FOL:I;";; Total Funds
il )| ]+
Total Grant Funds 0.00
Total Match Funds 0.00
Total Other Funds 0.00
Category Details Totals 0.00
Narrative
Step Action
15. In this example, we are updating budget category detail information for the

Fringe budget category and Expenditure budget type.

16. Make the applicable updates to the budget category detail information.

In this example, we are increasing the Grant Funds amount for the Fringe
budget category, so the total grant funds requested for all the budget categories
equals the period amount.

17. The Narrative field should be used to provide additional details about the
information entered for a specific budget category.

In this example, we will enter Increased the grant funds amount so total
grant funds requested equals the period amount in the Narrative field.

18. Note:

e The above fields are only available when the Agency who collaborated
on the contract has indicated that they are applicable for the contract. If
this is not the case, these fields will be greyed out.

e The Total Funds will automatically calculate based on the sum of the
Grant Funds, Match Funds, and Other Funds.

19. When you are finished entering the Budget Category Detail information, click
the OK button.
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~ Period Budget Summary

(=]

Q]

Grant Funds

Budget Category Requested

Match Funds

SALARY

2 FRINGE 22,000.00

w

CONTRACTUAL

S

TRAVEL

o

EQUIPMENT

SPACE/PROPERTY
RENT

@

~

SPACE/PROPERTY
OWN

@

UTILITIES

OQPERATING
EXPENSES

10 |OTHER

Total Match Funds Calculated 0.00

Match Funds
Calculated

Total Grant Funds Requested
Total Match Funds
Total Other Funds

Contract Period Budget

Match %
Calculated

Match %
Required

Other

Funds otal

22,000.00

22,000.00
0.00
0.00

Grand Total 22,000.00

I View All

Category Details

Step Action

20.

Click the Apply button to save your changes.

21.

Click the OK button to return to the Document Management page.

Documents

P Yhart Pt
Girta Puricd End Date

Bodgel Betisdl  Bodgel Pasisd ek Pl
Rewirw Cude Mol 31 Reearwed Pyt

Wt Pas

ezrh plan Gatsd
Hahin Waviaw Dade

Wiorlnglas Perice] Mark
11 Brarwnd
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Step Action

22. Click the applicable Period link under the Work Plan Period heading to review
and edit the work plan information.

Grants Work Plan
Contract Work Plan
Work Plan Header
Available for Supplier Updates: Supplier:
ContractID:  0000000000000000000141465 SetlD: SHARE Contract Version: 1 Work Plan ID:  0000000000000000000141465-SHAREV1P1
Contract Period: 1 From: 01/01/2024 To: 12/31/2024 Work Plan Ovenview
Allow Supplier Defined Objective & Tasks: Work Plan Overview Report
Maximum Number of: Copy from Exising Work Flan
Objectives: Online Work Plan Required:
Tasks:
Performance Measures:
Project Summary ®
[3 B Peragraph ~ KvAlv-AvBA~ B I U S -2 —-—@-vW
@ Qv g Bl= = = =
Help reduce drug deaths.
Objectives >> Tasks >> Performance Measures &
B+ Objeciive | (B Task | (B Perf. Measure & @ X B = Display Type: Al v R R %
(B][Q] View Al
Basic Info More Details >
Select | Type Sort Order Name Description Required Allowed to Sort
1 (] ¥ Objective 1 Reduce Opioid related deaths Reduce Opioid related deaths
2 o - Task 11 Efd;l‘cate community members on correct use Educate community members on correct use of
3 (] Performance Measure Number of community members trained Number of community members trained

Step Action

23. Note: When the Available for Supplier Updates option is selected, the vendor
can update the work plan information. When de-selected, the vendor can only
view the work plan information.

24. If the Allow Supplier Defined Objectives & Tasks box located at the top of the
page is checked and the Maximum Number of Objectives, Tasks, and
Performance Measures have not already been entered, then you can add new
objective, tasks, and performance measures if needed.

Select the checkbox for the Objective, Task, and/or Performance Measure
where the new objective, task, and/or performance measure will be inserted and
then select the + Objective button to add a new objective.

Select the + Task button to add a new task and select the + Perf Measure
button to add a new performance measure. An objective must be inserted
before a task can be inserted and a task must be inserted before a performance
measure can be inserted.
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Step Action

25. Click the Work Plan Overview Report link to view the work plan information in
a PDF format, if you are interested in viewing this information.

Note: This is an optional step.

[ NY_GG_CNT WPR.pdf ® )+
+ = 1 f ) ]
ATTACHMENT C — WORK PLAN
SUMMARY
PROJECT NAME:
CONTRACTOR NAME:
SETID: SHARE VERSION: | PERIOD: 1
CONTRACT PERIOD: From: 1/1/2024
To: 12/31/2024
Project Summary:
Step Action
26. When you are finished reviewing the Work Plan Overview Report document,
click the Close (X) button.

Page 152



SFS Handbook: Grantee Processing in SFS

Help reduce drug deaths

Grants Work Plan

[CaN YR RV(E = = = =

Objectives >» Tasks »> Performance Measures @

G*Objective | ([E-Task ) (E-Perl. Measure @ & X B = Display Type: Al hd b
‘ [:] H Q ‘ View Al
Basicinfo | More Details | >
Select Type Sort Order Name Description Required Allowed to Sort
10 ~ Objective 1 [Reduce Opioid refated deatns /}@ |Reduce Opioid refated deatns /I@
2l O ~ Task 14 | Educate community members on i@ | Educate community members on correct i'ﬁ
3l o Performanee Measure 111 ‘Number of community members trained /E \ Number of community members trained /E
4 O ¥ Objective 2 ‘Increass the number of opioid related ff@ ‘\ncrease the number of opioid related ﬂ@
5 0O - Task 24 ‘D\s&r\bme narcan Kits to trained i@ \ Distribute narcan kits to trained ﬂ@
3 Performance Measure 211 [Number of kits distributed ) [Number of ks distributed )
G Objective | [EtTask | E+Perf. Measure 4+ & X B B Display Type: Al v %
[ oK “ Cancel ] [ Apply H Refresh ]
Grants Work Plan
Help reduce drug deaths.
Obijectives >> Tasks >> Per Measures @
E+ Objective | (ExTask | EtPerf. Measure & & X B = Display Type: Al v R R0
EHIEY I ViewAl
Basic Info More Details  [>
Select | Type SortOrder|  Allow Performance Measure Perf Measure Response Type [Ta"r:z:f(';':a” Text/Comment (Target/Goal) Include in Progress
1 O | ¥ Objective 1
2l O ~ Task 14 [ V|
3. 0 Performance Measure 114 ‘ Numeric v‘ ‘ 100‘ | AE
4 [m] ¥ Objective 2
5| O ~ Task 24 | v
6 Performance Measure 211 [ Numeric vl 100 )=
B+ Objective | Bk Task | [E+Perf. Measure 4 & X B = Display Type: Al v LA

Action

measure.

We will change the Numeric (Target/Goal) field to 50.

In this example, we are updating the target value for the second performance
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Step Action
29. Click the Apply button to save any changes.
30. Click the OK button to return to the Document Management page.

Documents

Period Start

Period End Date

Period udget Detail Budget Detail
Status

B Workplan Detail ‘Work Plan ‘Workplan Period Mark
Amount Pericd Satus

Review Date as Reviewed

1}0110112024

Commenf ts History

11213112024 | 22000000f  Penod {In Process | Penod1  |inProcess

Step Action
31. When you have finished reviewing the Budget Period information, select the
Budget Period Mark as Reviewed checkbox to update the Budget Detail
Status to Reviewed.
32. When you have finished reviewing the Work Plan Period information, select the
Work Plan Period Mark as Reviewed checkbox to update the Work Plan
Detail Status to Reviewed.
33. Enter any comments for the agency in the Comments field.
Note: The Comments field could be used to summarize the changes you made.
34. Note:
e To upload and attach documents to a contract, click the Add Additional
Attachments link.
e Vendors can only add attachments to their contracts during collaboration.
35. Click the Approve button to indicate your review is complete and to return the

contract to the agency.
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IMark as Reviewed checked (30001,1114)

Warning! Are you sure you want to mark this contract as reviewed? Once the contract is marked as reviewed, you will be unable to make any
further updates and the NY3 agency will be notified that this contract has been reviewed. Select Yes to continue with marking this contract as

reviewed. Select No to cancel this action.
‘ No

Step Action

36. Click the Yes button to continue marking this contract as reviewed.

Note: Click the No button to cancel this action.

37. Note:

o If you want to return the contract back to the agency contract manager
for updates, click the Deny button.

e If you want to return the contract to the previous step in the workflow,
click the Pushback button.

38. You have successfully completed the Update Contract Period Budget and
Work Plan Information and Complete Review of a Contract during
Collaboration topic.

Apply an Electronic Signhature to a Contract Agreement

Topic Description:
This topic provides the knowledge and skills to approve a contract and apply an electronic
signature to a contract agreement.

Topic Objectives:
In this topic, you will learn how to:
e Approve a Contract
e Apply an Electronic Signature to a Contract Agreement

SFS role required to perform this task:
e Grants Contract Approver (NY_ES_SUPPLIER_CONTRACT_APPRVR)

Procedure

Scenario: You have been awarded a grant contract. You will view the contract agreement that
is pending approval and then approve and sign the contract, so it routes to the agency for
approval.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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SFS

My Homepage v

®o <

Menu +

SFS Notices

" New to SFS? Start here! ..
4 Need help? Join a support call! ..

View Your Information

Register for POs via Email

Invoice and Payment inquiry

Supplier Change Request

SFS Support

=®

PO and Receipt Inquiry
[

~—¥

Add/Maint Self-Service Invoice

8

SFS Coach

-
B

Grants Management - State

[=

FAQs | Contact Us

=®

Get helptul Information here

Step

Action

Preferred Navigation: Click the Grant Management — State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage
Contracts > Maintain Contract Documents

Note: You must log in to the SFS Vendor Portal to approve a grant contract.

Grants Management - State

Bid Event Search

(=

Maintain Your

Grant Contracts Search

Progress Report Search
Active Progress Reports

0

Past Due Progress Reports

Bid Response Search

=

Claims Update Guide

Step

Action

Click the Grant Contracts Search tile.
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Maintain Contract Documents
i
Maintain Contract Documents
Document Search
Business Unit Q
D Admini tor Q
From Begin Date 2] To Begin Date 1]
From End Date ] To End Date =]
All Documents
% Pending Review
> Advanced Search Criteria
List of Documents
B|Q
Documents More Details 3
Contract Document Description Document Status NYS Contract Deseription Contract Max. Amount Contract Type Status Date
Step Action
3. Enter the agency’s business unit into the Business Unit field or click the

magnifying glass to search for the information.

If you are unsure of the business unit for the State Agency you are doing
business with, click the magnifying glass to view a list of business units and
state agencies.

Q

Note: If you do not know any criteria, you can leave the search criteria in the
Document Search section blank.

4, To view grant contracts that are pending review and approval, verify the
Pending Review checkbox is selected.

Note: To view grant contracts that are pending review and grant contracts that
have previously been approved, verify the All Documents checkbox is
selected.

5. Click the Search button.

Search
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Maintain Contract Documents

Windaw | Help | Personalze Page

Maintain Contract Documents

Document Search
Business Unit Q
Document Administrator Q
From Begin Date El To Begin Date e
From End Date To End Date 1

All Documents
Pending Review

> Advanced Search Criteria

List of Documents

=(a [e=n]

Documents More Details "

Contract Document Deseription Document Status NYS Contract Description Contract Max. Amount Contract Type Status Date

OMHO1-C121421-3650 Pending )

9GMN2 175,000.000 | Fixed Term 04/02/2024

Step Action

6. Click the applicable Contract ID from the search results. If your organization
has more than ten contract results, use the View All button to show all results
on one page.

Note: If your organization has multiple people assigned to the Grants Contract
Approver role, please work within your organization to determine who is
responsible for approving each grant contract, as only one person can approve
a specific grant contract in SFS.

Documents
“Window | Help | Personalize Pa

Maintain Contract Documents

Document Management

Contract D 0000000000000000000141465

Description  OMH01-C00073GM-3650000
Document Administrator

Approval StartDate  04/23/2024 12:51PM
Begin Date  01/01/2024
Expire Date  12/31/2024
Document Status  Pending Review
Owmer

By clicking the "Approve' bution, |, acfing in the capacity as Contractor, certify that | am the signing authority, or have been delegated or designated
formally as the signing authority by the appropriate authority or official, and as such | do agree, and | have the authority to agree, 1o all of the terms and
conditions set forth in the Master Contract, including all appendices and attachments. | understand that (i) payment of a claim on this Master Contract
is conditioned upon the Contractor's compliance with all applicable conditions of participation in this program and (if | am acting in the capacity as a
not-for profit Contractor) the accuracy and completeness of information submitted to the State of New York through the SFS vendor prequalfication
process and (i) by electronically indicating my acceptance of the terms and conditions of the Master Contract. | certify that (a) to the extent that the
Contractor is required to register andor file raports with the Office of the Attomey General's Charities Bureau (‘Charities Bureau'), the Contractor's
registration is current, all applicable reports have been filed, and the Contractor has no outstanding requests from the Charties Bureau relating 1o its
filings and (b) all data and responses in the application submitied by the Contractor are trus, complete and accurate. | also understand that use of my
assigned User ID and Password on the Stale’s contract management system is equivalent to having placed my signature on the Master Contract and
that | am responsible for any activity attributable to the use of my User ID and Password. Additionally, any information entered will be considered to
have been enlered and provided al my direction. | further certify and agree that the Conlractor agrees to waive any claim that this electronic record or
signatura is inadmissible in court, notwithstanding the choice of law provisions

Step Action

7. Click the View Contract Agreement button to view the Contract Agreement in
a new browser window.
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Step Action
8. Note: If you do not see this popup, it may be blocked by your browser. Please
click the blocked popup icon in the address bar, select the option to “Always
allow pop-ups and redirects from
https://esupplier.sfs.ny.gov/psp/fscm/SUPPLIER/?cmd=login” and click the
Done button. Following this, click the View Contract Agreement button again
to view the new browser window.
Pop-ups blocked:
low pop-ups and rederects from hittpsy//
Continue blociang
0O | B stSintanet-+ x | B SiSinanet-+ x | B SFSineanet-+ X | [ Documents x| [ acResminte x| 4 =K
C ® b

STATE OF NEW YORK MASTER CONTRACT FOR GRANTS FACE PAGE N
STATE AGENCY (Name & Address) BUSINESS UNIT/DEPT ID: OMHO1 1100206
Office of Mental Health
44 Holtand Avenue CONTRACT NUMBER: OMH01-00124GM-
Albany, NY 12229 1100206

CONTRACT TYPE

CONTRACTOR NAME TRANSACTION TYPE: New
STAPLES INC
PROJECT NAME:
CONTRACTOR IDENTIFICATION NUMBERS CFDA NUMBER (Federally Funded Grants

Only)
NYS Vendor ID Number: 1000053885

Federal Tax ID Number:

CONTRACTOR PRIMARY MAILING ADDRESS: CONTRACTOR STATUS:

PO BOX 415256
DEPT ROC O] For Profit
BOSTON, MA 02241-5256 ] Municipality
CONTRACTOR PAYMENT ADDRESS 1 Tribal Nation
O] Indévidual
¥ Check if same as primary mailing address 1 Not-For- Profit
CONTRACTOR MAILING ADDRESS Charities Registration Number

2 Check if same as primary mailing address Exemption Status/Code

L] Sectarian Entity
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Step Action

0. When you are finished reviewing the Contract Agreement document, click
the Close (X) button.

x

Documents

Maintain Contract Documents
Document Management

ContractID  0000000000000000000141465
Description  OMHO1-C00073GM-3650000

Document Administrator

Approval StartDate  04/23/2024 12.61PM

BeginDate  01/01/2024
Expire Date  12/31/2024
Document Status  Pending Review

Owner

By clicking the ‘Approve’ bution, |, acling in the capacity as Contractor, certify that | am the signing authority, or have been delegated or designated
formally as the signing authority by the appropriate authority or official, and as such | do agree, and | have the authority to agree, to all of the terms and
conditions set forth in the Master Contract, including all appendices and attachments. | understand that (i) payment of a claim on this Master Contract
is conditioned upon the Contractor's compliance with all applicable conditions of participation in this program and (if | am acting in the capacity as a
not-for profit Contractor) the accuracy and completeness of informaticn submitted to the State of New York through the SFS vendor prequalification
process and (i) by electronically indicating my acceptance of the terms and conditions of the Master Contract. | certity that () to the extent that the
Contractor is required 1o register andior file raports with the Office of the Attomey General's Charities Bureau (‘Charities Bureau'), the Contractor's
registration is current, all applicable reports have been filed, and the Contractor has no outstanding requests from the Charities Bureau relating 10 its
filings and (b) all data and responses in the application submitted by the Contractor are true, complete and accurate. | also understand that use of my
assigned User ID and Password on the Stale's coniract management system is equivalent o having placed my signature on the Master Contract and
that | am responsible for any activity attributable to the use of my User ID and Password Additionally, any information entered will ba considered to
have been entered and provided at my direction. | further certify and agree that the Contractor agrees to waive any claim that this electronic record or
signature is inadmissible in court, notwithstanding the choice of law provisions

Step Action

10. Click the Approve button.

Documents

New Window | Help | Personalize Page
Maintain Contract Documents
Document Management Return to Document Search

ContractID 000000000000000000014 1485
Description  OMHO1-COD073GH-3650000
Document Administrator
Approval StartDate  04:23(2024 12 51PM
Begin Date 0110112024
Expire Date 1203112024 Title x
Document Status  Panding Review
oo Please enter your file s it shoukd be displayed within the signed agresment (e g
By clicking the 'Approve' button, |, acting in the capacity as Contractor, Deputy Director)

formally s the signing authority by the appropriate authority or official,
conditions set forth in the Master Contract, including all appendices ang

is conditioned upen the Contractor's compliance with all applicable cony N .
not-for prafit Gontractor) the accuracy and of Tide | Deputy Directod |
process and (ii) by indicating my f the terms, -

Contractor is required to register and/or file reports with the Office of th{
registration is current, all applicable reports have been filed, and the Cg
filings and (b) all data and responses in the application submitted by th
assigned User ID and Password on the Siate’s contract management s
that | am responsible for any activity attributable to the use of my User
have been entered and provided at my direction. | further certify and agree thaf the Confractor agrees fo waive any claim thaf his elecfronic record or
signature is inadmissible in court, notwithstanding the choice of law provisions.

I Approve || Deny View Approvals

No Attachments/Related Documents Exist
iew Contract Agreeme lonec

View Executed Documents.
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Step Action

11. The Title page appears. Enter the Title you wish to display in the signature

block within the agreement. This should be your official title at your organization
(e.g., President).

Note: Once you enter a title the first time, the title you entered the previous
time will be displayed by default the next time you sign an agreement in SFS. If
your title has changed, then update the value.

12. Click the OK button.

Documents

Maintain Contract Documents
Document Management

Contract ID
Description

Document Administrator
Approval Start Date
Begin Date

Expire Date

Document Status

Owner

000000000000000000014 1465
‘OMHO1-CO0073GM-3850000

047232024 12.51PM
0110172024
12/3112024

Pending Review

Send E-Mail
View Executed Documenis

v| Help| P

Step Action

13. Click the View Contract Agreement button.

ACRITMINT _000000000000000000311 7

mphcatie condlion of parScpeton o B program and | #1
AT Schng N e Capacity a8 3 notior profit Contracion) e
scouracy and completanews of rdormation ustevsed 1 the
Saate of New Yok Peough T Gatewny verdod praesiicaion
process and (X) by sloctorscaly Manter Contract, | canily St
G4} 15 B0 exdend Nt e Contrackr & meguired 1 regaler
anditr e reports i the Ofice of the AScrmey Generals
Chartien Buress (Chartes Bureay”), e Cortracions
POPAYINON 15 CurTent. at appicatin Tepors Narve Seen Sed
a0 e Contracior hm 1o Oulsiinding requests Mo the
Charites Burasy reiating 10 13 Srgs o (0} o date and
meponee 0 e appication webmitied by B Contracior are
Yum, comphete and accurate. | el undenstand that use of avy
u«y‘dwoml’mﬂ: an Pe State's contract

system & equvalent 1o hawing placed my
Sratee on T Master Contract arvd Il | am seagurbie S
sy activity situtable 1o e wser of sy User O and
Passwcrd AdStorally. sy ilormation ertered wil be
consened 13 hav been antensd and provided at my descton
1 frther carty and agree Tat e Contracior agrees 1 walve
B0yl DAl DV SRR RO OF SOPARIG § PRI
" Cou, noteiaiandeg Te chokte of lew proveors

CONTRACTOR
uc

ATTORNKEY GENERAL'S SaGNATURE
APPRONED AS TO FORM

&y By

Prened Neve

STATE COMPTROLLENS SaGNATURE

Tow
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Step Action

14. The Title, Date, and Signature of the Approval display on the Contract
Agreement.
P 555 intranet - Home X | @ Documents X Q@ AGREEMENT O x + o = o X
Cc O @ %« 0O &

=  AGREEMENT_0000000000000000000117...

i3 conditioned upon the Contracior's compiance with all
applicable conditions of participation in this program and ( # |
am acting in the capacity as a not-for profit Contractor) the
accuracy and comgp of information submitted to the
State of New York through the Gateway vendor prequalification
process and (i) by electronically Master Contract, | certify that
(a) %o the extent that the Contractor is required 10 registor
and/or file reports with the Office of the Attorney General's
Charities Bureau ("Charities Bureau®), the Contractor's
registration is current, all appicable reports have been filed
and the Contractor has no outstanding requests from the
Charities Bureau relating to its flings and (b) al data and
response in the appication submitted by the Contractor are
true, complete and accurate, | also understand that use of my
assigned User ID and Password on the State's contract
management system is equivalent o having placed my
signature on the Master Contract and that | am responsibie for
any activty attributable to the user of my User 1D and
Password. Additionally, any information entered will be
considered o have been entered and provided at my direction
1 further certify and agree that the Contractor agrees 10 waive
any claim that this electronic record or signature is inadmissible
in court, notwithstanding the choice of law provisions.

CONTRACTOR
uc

By

Printed Name
Tithe Deputy Director

Date 052372023

ATTORNEY GENERAL'S SIGNATURE STATE COMPTROLLER'S SIGNATURE
APPROVED AS TO FORM

By By

Step Action

15. Click the Close (X) button.

=
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Documents

Maintain Contract Documents
Document Management

ntract ID 000000000000000000014 1465

OMHO1-CO0073GI-3650000

Step Action
16. Click the Document (<) button or the Home Button, to navigate away from the
Maintain Contract Documents page.
17. You have successfully completed the Apply an Electronic Signature to a

Contract Agreement topic.

Complete Performance Measures for a Progress Report and Submit a
Progress Report for Agency Review

Topic Description:
This topic provides the knowledge and skills to complete performance measures for a progress
report and then submit a progress report for agency review and approval.

Progress reporting is a tool that measures the progress of the grant contract over its lifetime in

SFS.

Topic Objectives:

In this topic, you will learn:
e How to update and complete Performance Measures for a Progress Report
e Submit a Progress Report for Agency Review and Approval

SFS role required to perform this task:
e Progress Report Processor (NY_ES_SUPPLIER_PRGRPT_USER)

Procedure

Scenario: Your grant contract has been approved and you are performing the work that is
outlined in the contract agreement. As a Grantee User, it is time for you to complete
performance measures on a progress report and then submit the progress report for agency
review and approval.
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Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

ﬁ, = = . e zeary T

My Homepage ~

4 Grants Management Training :’ES o :c

4 Grants Management FAQs ... |i:é) -

a = IE) o=

=4 5 (=

Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
i @ =@
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage
Contracts > Manage Progress Reports

Note: You must log in to the SFS Vendor Portal to submit a progress report.

Grants Management - State
Bid Event Search Maintain Your
& s
o2 =y )
_— S~
Bid Response Search Grant Contracts Search Progress Report Search
a5 2
o= 3 e Proess s
[¢]
0
Past Due Progress Reports.
Submit a Claim Claims Update Guide Run Scheduler Report
;
= — ORACLE
1E8 =7
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Step

Action

2.

Click the Progress Report Search tile.

All Progress Reports
Not Submitted
Pending Review
Information Requested

Approved

Due within 60 days

Manage Progress Reports

=4 = |

Contract# 14

Not Started

Contract ID T4

Period ., Report
#'" Description

'l DueDate . StatusTi Agency Name '

04/302024  Not Started Department of Health

05/31/2024 Not Started Department of Health

06/30:2024  Not Started Department of Health

08/31/2024 Not Started Department of Heaith

Not Started Department of Healtf

4 Not Started Department of Health

117302024  Not Started Department of Health

12/31/2024  Not Sf

ed Department of Health

01/31/2025 Not Started Department of Health

Project Name 1.

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

DOHO1-LEGHIV-2021

User
Assigned

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

Doe, John

;1 Supplier

21 rows.

Name

Step

Action

The Manage Progress Reports search page is displayed with a default list of All
Progress Reports available.

Select the status tab on the left to display progress reports for an applicable

view.

Click the Not Started tab.

Click the Filter icon to narrow down the number of progress reports that display.
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Contract #

Contract ID

Period #

Report ID

Report Description

Status

Due Date From

Due Date To

Business Unit

Project Name

User Assigned

Supplier ID

Supplier Name

Clear

Step Action

6. Enter the applicable values in the Search Criteria fields or click the magnifying
glass icon to search for the information.

Note:

e In order to search by Report Description, a Contract ID must be entered or
selected first.

e In order to search by Project Name, a Business Unit must be entered or
selected first.
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Step

Action

7.

Click the Done button.

In this example, we will not filter the progress reports.

Al Progress Reports
Not Submitted
Pending Review
Information Requested

Approved

Due within 60 days

Not Started

Manage Progress Reports

) = i
21 rows
h ‘? ) Contract # 11 Contract ID 71 P'"“f‘ n s:::"“ ton i DueDate 7. Status 1. Agency Name 1t Project Name 11 ﬂ::i'nn o 1 3‘;;’:“"
© [C] 7 0000000000000000000095472 3 Period 3 - Report 04/30/2024 Not Started Department of Health  DOHO1-LEGHIV-2021  Doe, John
(0]
= JOHO1-CI6B77GG-345 0000000000000000000085472 3 Period3-Report4 05312024 NotStarted Department of Health DOHO1-LEGHIV-2021  Doe, John
0)
S 877GG-245¢ 0000000000000000000095472 3 Pericd3-Repon5  06/302024 NotStarted Department of Health DOHO1-LEGHIV-2021 Doe, John
@) 0000000000000000000095472 3 Period Report 07/3172024 Not Started Department of Health DOHO1-LEGHIV-2021 Doe, John
T JOHO1 7GG-345( 0000000000000000000095472 3 Period 3 - Report 08/31/2024 Not Started Department of Health DOHO1-LEGHIV:2021  Doe, John
77GG-345 00000 00095472 3 Period 3 - Report 09/302024 NotStarted Department of Health DOHO1-LEGHIV:2021  Doe, John
D JOHO1-C36877GG-2450000  0000000000000000000095472 3 Period3-Repotd  10/31/2024 NotStarted Department of Health DOHO1-LEGHIV-2021  Doe, John
000000000000000000009547 3 Period3-Report 10 11/30/2024 Not Started Department of Health ~DOHO1-LEGHIV-2021 Doe, John
JOHO1-C36877GG-345¢ 0000000000000000000095472 3 Period 3-Report 11 1213172024 Not Started Department of Health  DOHO1-LEGHIV-2021  Doe, John
GG-345 0000000000000000000085472 3 Pericd3-Report 12 01/31/2025 NotStarted Department of Health DOHO1-LEGHIV-2021  Doe, John

Step

Action

To re-assign a different grantee user to save and submit the progress report
follow these steps:

e Select the applicable progress report.

¢ Click the Re-Assign User button at the top of the page.

e Select the User ID to re-assign.

o Click the Assign Supplier User button.

Note: This is an optional step.

Manage Progress Reports

Al Progress Reports
Not Submitted
Pending Review
Information Requested

Approved

Due within 60 days

Not Started

21 rows.
b '? . Contract # 14 Contract ID 74 Period sy s:::"l‘mlon '/ DueDate 7! Status 7. Agency Name ' Project Name 11 ':::i"m g H uppler
@ 0000000000000000000095472 04/302024 NotStarted Department of Heath ~ DOHOT-LEGHIV-2021  Doe, John
0}
766.345¢ 00000 095472 05312024 Not Started Depariment of Health  DOHO1-LEGHIV-2021  Doe, John
D)
> 877GG-345 £000000000000000000095472 3 Period3-Repot5 06302024 NotStarted Department of Health ~DOHO1-LEGHIV-2021  Doe, John
@) 0000000000000000000095472 3 Period Rey 07/31/2024 Not Started Department of Health DOHO1-LEGHIV-2021 Doe, John
D JOHO1.C36877GG-345C £000000000000000000095472 3 Period 3 - Report 08731/2024 Not Started Depariment of Health  DOHO1-LEGHIV-2021  Doe, John
7766-345 0000000000 00095472 3 Period 3- Repart 0913012024 NotStarted Department of Health  DOHO1-LEGHIV-2021  Doe, John
D JOHO1-CI6877GG-345H 0000000000000000000095472 3 Period3-Repot9 10312024 NotStarted Department of Health DOHOT-LEGHIV-2021 Doe, John
0000000000000000000095472 3 Period3-Report 10 11/302024 Not Started Department of Health  DOHO1-LEGHIV-2021 Do, John
JOH01-C36877GG-345( £000000000000000000095472 3 Pe Report 11 121312024 NotStarted Department of Health  DOHO1-LEGHIV:2021  Doe, John
GG-2450000  0000000000000000000095472 3 Period3-Report12 011312025 Not Started Department of Health  DOHO1-LEGHIV-2021  Doe, John

Step

Action

Select the applicable Report Description link to update and submit the
progress report.
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Update Progress Report

Attachment Response
{
Step Action
10. Note: There are five Performance Measure Response Types that could be

included on a progress report. They are as follows:
e Attachment

Text/Comment

Numeric

Date

Yes/No

Note: The View Text/Comment button will only display for the Text/Comment
response type.

11. In this example, the Attachment type is used on the progress report.

Click the Add Attachment button to add your attachment to the progress
report.

File Attachment X

Choose File |[Na file chosen

il -
Upload ‘ ‘ Cancel ‘
Step Action
12. Click the Choose File button.
<
4 B> ThisPC » Desktop ~ & | Search Desktop »
Organize + New folder '}
[ This PC *  Name " Date modified Type Size
# 3D Objects. [ Training Document.pdf 8/7/2023 &:34 AM Microsoft Edge P... 184 KB
[ Desktop.
|| Documents
File name: | Training Decument.pdf | | Allfiles (**) v
Upload from mobile Open Cancel
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Step Action

13. Select the File that you want to upload and click the Open button.

File Attachment X

Choose File | Training Document. pdf
Upload Cancel

Step Action

14. Click the Upload button.

Update Progress Report

Contract# DOHD1-C3B8TTGG-3450000 Report 1D Period 3 - Report 3
Period# 3 Report Period From  03/01/2024
Agency Name Department of Health Report Period To  03/31/2024
Status Not Started Due Date  04/30/2024

Attachment Response

Attached File  Training_Document pdf

Step Action

15. Click the Save button.

16. Click the Submit for Review button.

Attached File  Training_Document paf

[ Save H Submit for Review ][ Cancel

s report to the agency.

Update Progress Report
New Window | Personaiize Page
Contract# DOHO1-C36877GG-3450000 ReportID  Period 3 - Report 3

Period# 3 Report Period From 0310112024

Agency Name  Department of Health Report Period o 03/31/2024

Status  Not Submitted Due Date 041302024

Attachment Response
[ Addauachment ][ elete Atachment |
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Step Action

17. Click the Yes button to continue sending the progress report to the agency for
review and approval.

Note: Click the No button to cancel this action which allows you to return to the
progress report to make additional edits prior to submitting to the agency.

18. You have successfully completed the Complete Performance Measures for a
Progress Report and Submit a Progress Report for Agency Review topic.

Update and Re-submit a Returned Progress Report

Topic Description:
This topic provides the knowledge and skills to update and re-submit a progress report that was
returned by the agency requesting additional information.

Topic Objectives:
In this topic, you will learn:
¢ How to update and re-submit a returned progress report.

SFS role required to perform this task:
o Progress Report Processor (NY_ES_SUPPLIER_PRGRPT_USER)

Procedure

Scenario: You previously submitted a progress report to the agency for review and the agency
has returned the progress report to you requesting additional information. You will update and
re-submit a progress report that was returned by the agency requesting additional information.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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My Homepage ~

ﬁ, = = . e zeary

SFS Notices

“ Grants Management Training ..
‘1 Grants Management FAQs ... @ -

SFS Support SFS Coach

View Your Information Invoice and Payment inquiry Grants Management - State

£ B s

Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

o E) =

Get helpful information here

Step

Action

Preferred Navigation: Click the Grant Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > Manage
Contracts > Manage Progress Reports.

Note: You must log in to the SFS Vendor Portal to update and re-submit a
progress report.

Grants Management - State

Bid Event Search Maintain Your
a B
(= 4 =)
— ~_F
Bid Response Search Grant Contracts Search Progress Report Search
& 2
E@ Active Progress Reports
o
0
Past Due Progress Repors.
Submit a Claim Claims Update Guide Run Scheduler Report

oRACLE

I @ _z ProsLrsorT

Step Action

2. Click the Progress Report Search tile.
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All Progress Repons

Not Submitted

Pending Review

Manage Progress Reports

dbook: Grantee Processing in SFS

Q, Search in Menu

SRl FeAssign User
2 rows
®
= Contract # 11 Contract 1D T4 P"'“: n s::::l‘ tgon ™ g;" U Staws T Agency Name 1 Project Name 71 i::"’m 4 T Supplier Name T\
@
AGMO1-CO0BE2GG-3000000 0000000000000000000117087 1| Perioa 10| 12/31/2089  Information Requested AGRICULTURE & MARKETS AGMO1-LA22-2022  Doe, John

Information Requested

Approved

Due within 60 days

Not Started

AGMO1-T00325GG-3000000  0000000000000000000127426 1 Period 1 - Report 07/30/2024 Information Requested AGRICULTURE & MARKETS FY22 Farm to School Doe, John

Step

Action

3.

The Manage Progress Reports search page is displayed with a default list of All
Progress Reports available.

Select the status tab on the left to display progress reports for an applicable
view.

Click the Information Requested tab.

Select the applicable Report Description link to update and submit the
progress report.

Update Progress Report

Attachment Response

Contract# AGMO01-GOD8E2GG-3000000 ReportID  Feriod 1 - Report 0
Period # 1 Report Period From  12/31/2089
Agency Name AGRICULTURE & MARKETS Report Period To  12/31/2089
Status  Information Requested Due Date  12/31/2089

3_NarrativeReport_1_Aftachment pdf

Action

Click the View Approvals link to view the agencies comment(s) on what they
want updated on the progress report.
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Progress Report Approval

Contract Progress Report Status:Pending
Progress Report Approval

On Ho
DOE, JANE
Cntrct Report Approver 1 Mot Routed

04/08/24 - 231 PM Multiple Approvers
Information Request Cnirct Report Approver 2

DOE, JOHN
& Infarmation Request

Contract Prog Report Approval

EView/Hide Comments

Comments

DOE, JANE at 04/08/24 - 2:31 PM
Please attach updated document.

Help

Step Action

7. Expand the Comments section to view the comments from the agency.

8. Click the Close (X) icon in the upper right corner of the page to close the
Contract Progress Report Approval page.

Update Progress Report

Contract# AGM01-C00852GG-3000000 ReportID  Period 1 - Report 0
Perlod# 1 Report Perlod From  12/31/2099
Agency Name AGRICULTURE & MARKETS Report Period To  12/31/2099

Status  Information Requested Due Date  12/31/2099

Attachment Response

Attached File C00865GG_Oct_to_Dec_2023_NarrativeReport_1_Attachment pdf

Step Action

9. Update the progress report as needed.

attachment.

In this example, click the Delete Attachment button to delete the current
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Update Progress Report

Contract# AGMO1-C00862GG-2000000
Period# 1

ReportID  Feriod 1 - Report 0

Report Period From  12/31/2089
Agency Name AGRICULTURE & MARKETS Report Period To  12/31/2099
Status  Information Requested Due Date 123112089

Attachment Response

l Add Attachment ” Delete Attachment }

Step
10.

Action

Click the Add Attachment button to upload the new attachment.

File Attachment
u:u file chosen

Upload H Cancel ‘

Step Action

11. Click the Choose File button.
(<
4 B> ThisPC > Desktop ~ & | Search Desktop p

Organize ¥ Newfolder =y O @
[ This PC *  Name Date modified Type Size A

B 3D Objects | & Training Document.pdf 877 AM Microsoft Edge P... 184KB

[ Deskiop

[ Documents

File name: | Trsining Document.pdf ] [anfites ) -
Upload from mobile Cancel

Step Action

12.

Select the File that you want to upload and click the Open button.

File Attachment

Choose File | Training Document_pdf
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Step Action

13. Click the Upload button.

Update Progress Report

Report ID
Report Period From

Report Period To

Step Action

14. Click the Save button to save your changes.
15. Enter the applicable comment in the Send Comments to Agency field.
16. Click the Resubmit for Review button to resubmit the progress report to the

agency for review.

Are you sure you are finished with updating this progress report and it is ready to be submitted for review by the agency?

Once the progress report has been submitted to the agency, you will be unable to make any further updates. Select Yes to continue with
sending this progress report to the agency. Select No to cancel this action. (0,0)

O v ]

Step Action

17. Click the Yes button to continue sending the progress report back to the agency
for review and approval.

Note: Click the No button to cancel this action which allows you to return to the
progress report to make additional edits prior to submitting to the agency.

18. You have successfully completed the Update and Re-submit a Returned
Progress Report topic.

Entering and Maintaining Grant Claims

Lesson Description:

This lesson provides the knowledge and skills to enter and maintain grant claims. Grantees will
continue to submit claims against their approved contract budget. Grantees should enter claims
into SFS on their own behalf, however, SFS supports the option for agencies to have grantees
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submit claims offline and designate agency staff to perform proxy entry, certification, and
submission of claims on behalf of the grantee.

Claims in SFS can include multiple claim lines — so a claim could include both an advance for
one period and a reimbursement for another period.

Claims are submitted by selecting a single contract and one or many open contract periods to
include in the claim.

In SFS, there are two different formats available to collect claim information against the contract
period — Advance/Initial Payment and Reimbursements.
o Advance/lnitial Payment enables grantees to enter a request for an advance amount up
to the remaining available advanced amount for the contract line.
e Reimbursement enables grantees to enter the requested reimbursement amounts by
contract period and budget category.

Grantees are expected to provide supporting information to the claim including Budget Category
breakdown/details (Salary detail, etc.).
o Additional details, including receipts and payroll documentation, would be provided via
an attachment.

Lesson Objectives:
In this lesson, you will learn how to:

e Enter a New Claim for an Advance/Initial Amount
Enter a New Claim for Reimbursement Amount
Update an Existing Claim
Certify and Submit a Claim
Review In-Process Claims

Enter a New Claim — Advance/lnitial Amount

Topic Description:
This topic provides the knowledge and skills to create and submit an advance/initial payment.

Topic Objective:
In this topic, you will learn:
¢ How to submit a claim for an advance/initial payment

SFS role(s) required to perform this task:
e Claim Initiator (NY_EM_SUPPLIER_CLAIM_ENTRY)

o Note: This role allows you to enter a request for an advance (if allowed on the
contract) or reimbursement claim. This role does not have the ability to certify or
submit the claim.

e Claim Certifier and Submitter (NY_EM_SUPPLIER_CLAIM_CERT_SUB)

o Note: This role allows you to certify and submit a request for an advance (if

allowed on the contract) or reimbursement claim.

Procedure:
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Scenario: You want to submit an advance/initial payment claim on an approved grant contract

with remaining funds available.

Disclaimer: The data used in this scenario provides a realistic example and was selected for

instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

My Homepage ~

SFS Notices

“ Grants Management Training ..
4 Grants Management FAGS ...

View Your Information

Menu

Inveice and Payment inquiry

[ 1]

Supplier Change Request

SFS Support

PO and Receipt Inquiry

.
=

~—

Add/Maint Self-Service Invoice

C)

Grants Management - State

L=

FAQs | Contact Us

@

Get heipful information

here.

Step Action

Submit a Claim.

Navigation: Click the Grants Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >

Note: You must log in to the SFS Vendor Portal to enter a claim.

Grants Management - State

Submit a Claim

Progress Report Search

3

Aclive Progress Reporls

0

Past Due Progress Repons

Run Scheduler Report

oracLe
PEOLESIT
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Step Action

2. Click the Submit a Claim tile.

Submit a Claim

Clm submzsion

Step Action

3. Click on the Claim Submission Start button.

Claim Entry and Submission

New Window | Heip | Personalzs Pap)
Contract Selection . X

Claim Header
© Not Started

Claim Lines Sobect

Claim Line Details
© Mot Started

Claim Summary

Step Action

4, A listing of the first five available contracts display. To view more than five
contracts, click the View All link, if applicable.

5. Click the check box to select the applicable contract.

6. Click the Next button on the top right-hand corner of the page.

Claim Entry and Submission

¢ Previous || Next >
Contract Selection
© Complete

Claim Header
© Complate

Claim Lines
O Not Started

Claim Line Details
o N

Claim Summary

Step Action

7. Verify contract details on the Claim Header page.
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Step Action
8. Vendor Location values can be selected using the Supplier Location
magnifying glass icon if needed.
Note: Vendor Location is a default set of rules, or attributes, that define how an
agency conducts business with a particular grantee. A vendor location
comprises information such as payment terms, payment options, pay to bank
accounts, etc. Although a vendor location is not an address, it does reference
addresses.
9. Note: Change the Claim Date using the calendar icon if needed. Claim date
defaults to the current date.
10. Enter a unique Invoice ID up to 30 characters in the Invoice ID field.
11. Click the Save button.
Save
12. Click the Next button on the top right corner of the page.

Contract Selection
© Complete

Claim Header
& Complete

Claim Line Details
© Not Started

Claim Summary
© Not Staned

Claim Entry and Submission

Supplier ID:

Supplier Name:

Supplier Locatio

MAINEPAY

HEMPSTEAD NY 11550

Claim Status:  Ir

Claim Date:  04/25/2024
Invoice ID:  Test1278 Claim Type: Regular

Line Number  -Contract Period Period From Date  Period To Date  Period Amount Line Type

1 1 Q 03/19/2024 031912025 5,000.00 Advance ¥ + -

Step Action
13. Choose a Contract Period by clicking on the magnifying glass next to the field.
Note: You would select the available contract period based on the payment
schedule and due date listed on the contract.
14. Note: Contract Period is a date range defined by the agency where the period

from and to dates fall within the contract begin and expire dates. Each period is
assigned a sequential number beginning at 1.
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Step Action

15. Note: The Line Type displays values for Advance or Initial Payment, if selected
on the approved contract’'s payment schedule, and Reimbursement. The
Reimbursement line type is discussed in the next topic in this lesson.

In this example, click the Line Type dropdown menu and select the Advance
line type.

16. Click the Save button.

17. Click the Next button.

Claim Entry and Submission

[Crevos [ ]

Contract Selection
© Complete Business Unit:  OMHO1 Claim Number: 000000284
Claim Header Contract ID:  0000D00000000000000141326 Supplier ID: 1000000386
© Camplate Description: Capital Eq Supplier Name:
Project Name A
Claim Lines. # Supplier Location:  \AINEPA!
© Complete Contract Begin Date:  03/1g, HEMPSTEAD NY 11550
Contract Expire Date: ) Claim Status:  In Process
Claim Line Details 5
Contract Max Amount: & . te: 042520
® Visited Claim Date:  04/25/2024
Invoice ID: Claim Type: Regular
Claim Summary Claim Initiated Date:  04/25/2024
© Not Started
Claim Line Details Q
Claim Line#: 1 Contract Period: 1 Period Date From:  03/18/2024 Period Date To:  03/1812025

Line Type:  Advance

Step Action

18. Validate the Claim Line Details information and verify the Line type is
Advance.

19. Click the Line Comments button to add a line comment, if needed.
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OK

Business Unit  OMHO1 Claim Number 000000284 Line Mumber 1

Comment

Claim Line Comments X

Help

|E| 10f1 v View Al

+=)

Cance

Step

Action

20.

Enter the applicable value in the Comment field.

Note: Line comments are used to add any additional information pertaining to
the line for the agency reviewers to view.

21.

Click the OK button.

Claim Entry and Submission

(< Prevous ][ ned> )

Contract Selection x
@ Complete Business Uni.  OMHO1 Claim Number: 000000284
Claim Header Contract ID:  000DO0DODDO0DOD00DD 141326 Supplier ID: 1000000386
© Complete Description: ~ Capital Equipment - HD Supplier Name:
Claim Lines Project Name:  000000000012118 Supplier Location:  MAINERAY
© Complets Contract Begin Date:  03/19/2024 HEMPSTEAD NY 11550
Contract Expire Date: 03192025 Claim Status:  In Process
Claim Line Details . o
Contract Max Al it 500000 25
® Vished ontract Max Amoun o Claim Date: 0412572024
Invoice 1D Test1278 Claim Type: Regular
Claim Summary Claim Initiated Date: 041252024
O Not Started
Claim Line Details Q Al
Claim Line#: 1 Contract Period: 1 Period Date From:  03/19/2024 Period Date To:  03/19/2025

Line Type: Advance

Step

Action

22.

Click the Line Attachments button to add an attachment for the line, if needed.
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[ Documents

Claims Attachments X
Help
Business Unit  OMHO1 Claim Number 000000284 Line Number 1
‘ m | a ‘ View Al
Description Add Attachment View Attachment Attached File
1 Il Add Attachment View Attachment ‘ + | | — ‘
Step Action
23. Click the Add Attachment button.
Business Unit OMHO1 Claim Number 000Q0O224 Lina Mumbh, 1
File Attachment X
@ || Choose File |No file chosen 1-10f1 v | View Al
Description Add Attac[ Upload l l Cancel I ched File
L
1 l ] [ Add Attad B
Step Action
24. Click the Choose File button.
e
4 Bl 5 ThisPC » Desktop ~ & | Search Desktop L
Organize ~ New felder B @ @
[ This PC “ Nem - Tpe Size
1 3D Objects [ Training Document . pdf Microsoft Edge P.. 184 KB
[ Desktop

File name: | Training Decument,pdf

©| | Anfiles ) @

Upload from mobile Qpen Cancel

Step

Action

25.

Select the File that you want to upload and click the Open button.
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Help
Business Unit OMHO1 Claim Number 000Qo0224 Lina Mumh 1
File Attachment X
@ | Choose File | Training Document. pdf 1-10f1 ~ | View All
Description Add Attad| | ched File
1 [ ] l Add Attad E
Step Action
26. Click the Upload button.
Claims Attachments X
Help
Business Unit  OMHO01 Claim Number 000000284 Line Number 1
‘ =l a | View Al
Description Add Attachment View Attachment Attached File

-

Training Document

View Attachment

Add Attachment Training_Document. pdf

Step Action
27. Enter a description of the document into the Description field.
28. Click the OK button.
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Claim Entry and Submission

<F
Project Name:  000000000012118 t "

Contract Selection Supplier Location:  MAINEPAY

@ Complete Contract Begin Date: 03192024 HEMPSTEAD NY 11550
Contract Expire Date:  03/19/2025 Claim Status:  In Process
" Claim Header Contract Max Amount:  §,000.00 Claim Date:  04/25/2024
Invaice ID: Test1278 Claim Type: Regular

Claim Lines Claim Initiated Date:  04/25:2024

© Complete
. . Claim Line Details Q

Claim Line Details
® Visied

Claim Summary R
O Mot Started Claim Line#: 1 Contract Period: 1 Period Date From: 03192024 Period Date To:  03/19/2025

Line Type: Advance | Line ‘

Advance Request Details

Advance Percentage 10

Advance Amount Calculated 500,00

Advance Amount Requested {50000

Advance Request Justification
Advance requested

Step Action

29. Enter the applicable value into the Advance Amount Requested field.

In this example, we will enter 500 into the Advance Amount Requested field.

30. Enter the applicable justification into the Advance Request Justification field.

31. Click the Save button.

Save

32. Click the Next button.
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Claim Line Comments Summary

5 |Q

Line Number Comment Comment Entered By Comment Entered On

Claim Line Attachment Summary
BllQ

Line Number File Name Description Uploaded by User View Attachment

1 Training_Document pdf 1000000386

E Claim Entry Complete

Signatory Name 1000000386
Date  04/25/2024

Step Action

33. Click the Claim Entry Complete checkbox.

34. Click the Certification checkbox

35. Click the Save button and then click the Submit button.
36. Click the OK button.

The Claim is now submitted into agency workflow and the claim Status changes
to Agency Review.

37. You have successfully completed the Enter a New Claim — Advance/Initial
Amount topic.

Enter a New Claim - Reimbursement Amount

Topic Description:
This topic provides the knowledge and skills to create and submit a reimbursement payment.

Topic Objective:
In this topic, you will learn:
e How to submit a claim for a reimbursement payment

SFS role(s) required to perform this task:
e Claim Initiator (NY_EM_SUPPLIER_CLAIM_ENTRY)

o Note: This role allows you to enter a request for an advance (if allowed on the
contract) or reimbursement claim. This role does not have the ability to certify or
submit the claim.

e Claim Certifier and Submitter (NY_EM_SUPPLIER_CLAIM_CERT_SUB)
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o Note: This role allows you to certify and submit a request for an advance (if
allowed on the contract) or reimbursement claim.
Procedure:

Scenario: You want to submit a reimbursement payment claim on an approved grant contract
with remaining funds available.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

My Homepage +

SFS Notices SFS Support SFS Coach

‘1 Grants Management Training ... -

‘1 Grants Management FAQs ... = @
View Your Information nvoice and Payment inquiry PO and Receipt Inguiry Grants Management - State

== .

& o = o=

=7 Cl L=

Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
=: o =
o D @
Step Action
1. Navigation: Click the Grants Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >
Submit a Claim.

Note: You must log in to the SFS Vendor Portal to enter a claim.
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Grants Management - State

Bid Event Search

=

Bid Respanse Search

Maintain Your

B~
~—N

Progress Report Search

& 3
=2 = Achue progess Repors
0

0

Past Due Progress Reports

Submit a Claim Claims Update Guide Run Scheduler Report

f oracLE

IE =7 =

Step Action

2. Click the Submit a Claim tile.

Submit a Claim

Clm submzsion

Step Action

3. Click the Start button.

Claim Entry and Submission

Contract Selection
© Complste

Claim Header
© Mot Started

Claim Lines
O Not Started

Claim Line Details
© Hot Stansd

Claim Summary 0000000000000000000141335 0P CCOD0S0GM n1s2024 owez0s OMHO1
ot Siarted )

Step Action

4, A listing of the first five available contracts display. To view more than five
contracts, click the View All link, if applicable.

Click the checkbox to select the appropriate contract.

Click the Next button.
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Claim Entry and Submission

< Previou:

Contract Selection
© Complete
]

Claim Header
© Complete Bu

Claim Lines
O Not Started

Step Action

7. Verify contract details on the Claim Header page.

8. Vendor Location values can be selected using the Supplier Location
magnifying glass icon, if needed.

Note: Vendor Location is a default set of rules, or attributes, that define how an
agency conducts business with a particular grantee. A vendor location
comprises information such as payment terms, payment options, pay to bank
accounts, etc. Although a vendor location is not an address, it does reference

addresses.

9. Note: Change the Claim Date using the calendar icon if needed. Claim date
defaults to the current date and should be the date the claim is entered.

10. Enter a unique Invoice ID up to 30 characters in the Invoice ID field.

11. Click the Save button.

12. Click the Next button.

| Next > |

Claim Entry and Submission

Contract Selection

G Complete Select the Contract Period and Claim Line Type
Claim Header »
@ Complate Business Unit:  TDAO1 Claim Number: 000008484

Claim Lines Contract ID:  0000000000000000000102184 Supplier ID: 1000000386
O Gmy=n Description:  FFY21 Rent Relief ARP Supplier Name:

Project Name: COVID19RENTARPZ

li i
Claim Line Details Supplier Location: - MAINEPAY
© Not Started Contract Begin Date:  10/01/2021 HEMPSTEAD NY 11560
Contract Expire Date: 0913012023 Claim Status:  In Process
. il-‘ir_"' Sur(mrv Contract Max Amount: 7,760,554 00 Claim Date:  04/26/2024
ot Started
Invoice ID:  tes14396 Claim Type: Regular

Claim Initiated Date:  04/25/2024

BlQ
Line Number  -Contract Period Period From Date  Period To Date Period Amount Line Type
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Step Action

13. Select a Contract Period by clicking on the magnifying glass next to the field.

Note: You would select the available contract period based on the payment
schedule and due date listed on the contract.

14. Click the Line Type dropdown menu and select the Reimbursement line type.

15. Click the Save button.

Save

16. Click the Next button.

Claim Entry and Submission

<P s ][ mex> ]

Contract Selection Claim Line Details Q
© Complels
Claim Header
© Complete X R R
Claim Line#: 1 Contract Period: 1 Period Date From:  10/01/2021 Period Date To:  08/30/2023
Claim Lines Line Type: Reimbursement Lin

© Complete

Claim Line Details

Reimbursement Claim Details

Claim Summary
O Net Started Budgst Type  EXPENDITURE

Cost Incurred Date From [ Cost Incurred Date To [

Reimbursement Funds

BllQ
Budget Catsgory Approvea Gram EEEE:; InProcess Expendture fortns | Reviewsa E;‘:E:"‘il‘::!
1 SALARY 6,641,807 00 2233546 48 0.00 0.00 000 2233546 48
2 FRINGE 2614606 .00 72736787 000 000 000 727,367 87
3 CONTRACTUAL 142228000 67228123 000 000 000 67228123
4 TRAVEL 66,240 00 25,200 00 000 0.00 000 26,200 00
5 EQUIPMENT 153,800 00 57,924 89 000 000 000 5792489
| SEAERROR Y 673,743.00 27015227 0.00 000 0.00 27015227
UTILITIES 7821300 000 000 000 000 000

Step Action

17. Validate Claim Line Details information. Line type is Reimbursement.

Note: Budget categories and Approved Grant Budget amounts will transfer from
the approved grant contract.

18. Click the Line Comments button to add a line comment, if needed.
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Claim Line Comments X

Help

Business Unit TDAO1 Claim Number 000005484 Line Number 1

|E| 10f 1 v View Al

-+

Comment

Step Action

19. Enter the applicable value into the Comments field.

Note: Line comments are used to add any additional information pertaining to
the line for the agency reviewers to view.

20. Click the OK button.

Claim Entry and Submission

Contract Selection Claim Line Details Q| View All

© Complete
Claim Header
© Complete . : . N
Claim Line#: 1 Contract Period: 1 Period Date From:  10/01/2021 Period Date To:  00/30/2023
Claim Lines Line Type:  Reimbursement

© Complete

Claim Line Details
® Visited
Reimbursement Claim Details

Claim Summary
O Not Stanted

Budget Type  EXPENDITURE

Cost Incurred Date From 1] Cost Incurred Date To H

Reimbursement Funds

B|lQ
Previous ’ Current
Budget Category gl o™ | Cumuatve Bepencinores Repors 1T e Gumulatve
1 SALARY 6,641,807 00 2,233 546 48 000 0.00 000 2233546 48
2 FRINGE 2,614,606 00 727,367 87 000 000 000 727367 87
3 CONTRACTUAL 142228000 67228123 000 0.00 000 67228123
4 TRAVEL 6624000 2520000 000 0.00 000 2520000
5 EQUIPMENT 153,800.00 5792489 0.00 0.00 0.00 57924 89
[ SN 673,743.00 210,152.27 0.00 000 000 270,152.27
7 UTILITIES 7821300 000 000 000 000 000
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Step Action

21. Click the Line Attachments button to add an attachment for a line, if needed.
Claims Attachments X
Help
Business Unit TDAO1 Claim Number 000005484 Line Number 1
|E ?| e | ViewAll
Description Add Attachment View Attachment Attached File
1 | | I Add Attachment I View Attachment ‘T| |f|
Step Action
22. Click the Add Attachment button.

Help
Business Unit  TDAO1 Claim Numb 00 o Lina Mumb 1
File Attachment X
@ Choose File | No file chosen I< < | 1-10f1 "| > o viewal
Description Add Anac[ Upload l l Cancel l iched File
L.
1| | [ Add Attad E
Step Action
23. Click the Choose File button.
@ Open X
4 B ThisPC » Desktop ~ & | Search Desktop yl
Organize + New folder =y @ @
5 This b A Name " Date modified e size A
“J 3D Objects | & Treining Documen t.pelf Jerrr023 838 Am icrosoft Edge P. 184 K8
[ Desktop
[Z Documents
File name: [ Training Document.pdf o] [anties 1 -
Upload from mobile Cancel
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Step Action

24. Select your pdf file and click the Open button.

Note: Only .pdf files can be uploaded.

Help
Business Unit TDAO1 Claim Numb 00 24 Lina Mumh 1
File Attachment X
@ Training Document pdf I< < 1-10f 1 V| > o ViewAl
Description Add Al I Upload I l Cancel I lched File
1| | [ Add Atad B

Step Action

25. Click the Upload button.
Claims Attachments X
Help
Business Unit TDAO1 Claim Number 000005484 Line Number 1
5 Q| 1of1 | ViewAll
Description Add Attachment View Attachment Attached File
1 I I Add Attachment Training_Document. pdf | + ‘ | — ‘

Step Action

26. Enter a description of the document into the Description field.

27. Click the OK button.
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Claim Entry and Submission
< Previous J Next >
Contract Selection Budget Type _EXPENDITURE 1
© Complete FS:..‘.WM Date From | 09/16/2023 E]l ICUsllucurred Date To |0830/2023 [
Claim Header )
© Compists Reimbursement Funds
B|lQ
Claim Lines
© Complste Previous . o 5 Current
Approved Grant E In Process Expenditure forthis  Reviewsd -
Budget Category Cumulative Cumulative
Budget Expendinre Expenditures Report Amount Expenditure
Claim Line Details
® Visited SALARY 6,641,807 00 2233154648 0.00 10.00 0.00 2233155648
Claim Summary 2 FRINGE 2,614,506.00 727,367.87 000 500 000 727,372.87
© Not Started
3 CONTRACTUAL 1,422.280.00 67220123 000 200 000 67220323
4 TRAVEL 66,240.00 2520000 000 500 000 2520500
s EQUIPMENT 153,800.00 57.924.89 000 300 0.00 57,927.89
SPACE/PROPERTY 7t 5 . o 0 154
8 RenT 673,743.00 270,15227 0.00 200 000 270,154.27
7 UTILITIES 7821300 000 000 500 000 500
& OPERATING EXPENSES | 766,198.00 30257387 000 600 0.00 302,579.67
3 OTHER 517,370.00 0.00 000 300 0.00 300
Grant Fund Totals 12,834,257.00 4,289,046.61 0.00 41.00 0.00 4,289,087.61
Mstch Fund Totals 0.00 0.00 0.00 0.00 0.00 0.00

Incurred Date To field. You can also use the calendar icons to select the dates.

Note: Cost Incurred Date From and Cost Incurred Date To must be within
the period date range.

29. Enter the expenditure amounts for each budget category into the Expenditures
for this Report field.

Note: This is the amount you are requesting reimbursement for, for each budget
category.

30. Click the Save button

31. Click the Next button.

Page 193



SFS Handbook: Grantee Processing in SFS

Contract Selection
© Complete

Claim Header
@ Complete

Claim Lines
© Complete

Claim Line Details

@ Complete

Claim Entry and Submission

Claim Header Comments History

Add Claim Header Comment

Workflow Comment Histary

View History

Claim Summary
® Visited Claim Line Summary
®ma
Line Number Contract Period Period From Date Period To Date Line Type Amount Requested
1 1 1000172021 097302023 Remburse 4100
Claim Line Comments Summary
B |Q
Line Number Comment Comment Entered By Comment Entered On
Claim Line Attachment Summary
B |Qa e
Line Number File Name Description Uploaded by User View Attachment
1 Training_Document pdf Training Document 1000000386 ent

Step

Action

32.

Enter the applicable text into the Add Claim Header Comment field.

Note: Header comments are optional and used to enter additional information
about the entire claim.

33.

Click the Add Comments button to add a claim header comment.

Contract Selection
© Complete

Claim Entry and Submission

Claim Line Summary

Claim Head
o Conglee Line Number
1 1
Claim Lines
© Complete
I
Claim Line Details Claim Line Comments Summary
© Complete = a
Claim Summary Line Number Comment
® Visited

Claim Line Attachment Summary
B|lQ
Line Number File Name

1 Training_Document pdf

Claim Entry Complete

Signatory Name 1000000386
Date  (04/252024

Contract Period

Period From Date

10/01/2021

Description

Training Document

Period To Date

09/30:2023

Comment Entered By

Line Type Amount Requested
Reimburse 4100

Comment Entered On
Uploaded by User View Attachment
1000000386 View Attachment
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Step Action

34. Click the Claim Entry Complete checkbox.
35. Click the Certification checkbox.

36. Click the Save button

37. Click the Submit button.

38. Click the OK button.

The claim is submitted into agency workflow and the claim Status changes to
Agency Review.

39. You have successfully completed the Enter a New Claim — Reimbursement
Amount topic.

Update an Existing Claim

Topic Description:
This topic provides the knowledge and skills to update an in process claim.

Topic Objective:
In this topic, you will learn:
¢ How to update and submit a saved claim

SFS role(s) required to perform this task:
e Claim Initiator (NY_EM_SUPPLIER_CLAIM_ENTRY)

o Note: This role allows you to enter a request for an advance (if allowed on the
contract) or reimbursement claim. This role does not have the ability to certify or
submit the claim.

e Claim Certifier and Submitter (NY_EM_SUPPLIER_CLAIM_CERT_SUB)

o Note: This role allows you to certify and submit a request for an advance (if

allowed on the contract) or reimbursement claim.

Procedure:

Scenario: You started entering a claim, but did not finish entering it, and saved the claim to
work on later. You now need to complete the remaining claim information and submit the claim
for agency approval.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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My Homepage ~

SFS Notices

“ Grants Management Training ..
‘1 Grants Management FAGS ...

View Your Information Invoice and Payment inquiry

=7

Register for POs via Emall Supplier Change Request

Step Action

SFS Support

Add/Maint Self-Service Invoice

Grants Management - State

(=

FAQs | Contact Us

=@

Get helpful information here

Navigation: Click the Grants Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >
Claims Update Guide.

Note: You must log in to the SFS Vendor Portal to update an existing claim.

Step

Grants Management - State

Bid Event Search

(2 2y

Bid Response Search Grant Contracts Search

E@ &

0

Submit a Claim

Claims Update Guide

1E8 =4

Action

Progress Report Search
3
Active Progress Repors

0

Past Due Progress Reports

Run Scheduler Report

rrrrrrrrrr

Click the Claims Update Guide tile.
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Claims Update Guide

Manage Claims

~ Search Criteria

SetiD |SHARE Q
Business Unit Q
Supplier ID
Supplier Name
Claim Number
Claim Date
Claim Status
Contract ID

NYS Contract #

Invoice Date

Action

Enter the applicable search criteria in the Search Criteria fields or click the
magnifying glass icon to look up the information.

Click the Search button to display the search results.

Manage Claims

All Claims (1)
@ Visited

Select claim to be updated

In Process (1)
@ Visited

Returned (0)
O Not Started

Completed (0)
O Mot Started

Claim
Number

Invaice Number Claim Status. Contract ID Business Unit Claim Date Claim Entered By User Claim Last Updated By Claim To1|

tesiB738 In Process 0000000000000000000141335 OMHO1 0412572024 1000000388 1000000386 500.00

Step

Action

5.

Select the In Process menu on the left side of the page to view all in process
claims.

Click the Claim Number link associated to the claim you want to update.
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Update Claim

Contract Selection
& Complete
Claim Line Summary
Claim Header ®|lQ
Complete
Line Number Contract Period Period From Date Period To Date Line Type Amount Requested
Claim Lines
Complets 1 1 03192024 031912025 Advance 500,00

Claim Line Details
Compiste Claim Line Comment ts Summar v

Claim Summary
® Visited Line Number Gomment Comment Entered By Comment Entered On

Claim Line Attachment Summary

B)[a

Line Number File Name Description Uploaded by User View Attachment

Step Action
7. Select the applicable section(s) on the left of the page that you need to
complete.
8. After completing the remaining claims information, click the Claim Summary
section to submit the claim for approval.
9. Click the Claim Entry Complete checkbox.
10. Click the Certification checkbox.
11. Click the Save button
12. Click the Submit button.
13. Click the OK button.

Agency Review.

Claim is submitted into agency workflow and the claim Status changes to

14. You have successfully completed the Update an Existing Claim topic.

Update a Returned Claim

Topic Description:

This topic provides the knowledge and skills to update a claim returned by the agency.

Topic Objective:
In this topic, you will learn:
e How to update and resubmit a returned claim

SFS role(s) required to perform this task:
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e Claim Initiator (NY_EM_SUPPLIER_CLAIM_ENTRY)

o Note: This role allows you to enter a request for an advance (if allowed on the
contract) or reimbursement claim. This role does not have the ability to certify or
submit the claim.

o Claim Certifier and Submitter (NY_EM_SUPPLIER_CLAIM_CERT_SUB)

o Note: This role allows you to certify and submit a request for an advance (if

allowed on the contract) or reimbursement claim.

Procedure:

Scenario: You previously submitted a claim for agency review. The agency has returned your
claim and requests that you attach additional supporting documentation. You need to update
your claim with additional supporting documents and resubmit your claim to the agency for
approval.

Disclaimer: The data used in this scenario provides a realistic example and was selected for
instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

SF'S 0 © _ vers - |
My Homepage
4 Grants Management Training .. ‘
4 Grants Management FAGS ... — @
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State.
— T~
&5 o = o=
=7 B =
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
2, = =
¢ E) &
Get helpful information here.
Step Action
1. Navigation: Click the Grants Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >
Claims Update Guide.

Page 199



SFS Handbook: Grantee Processing in SFS

Grants Management - State
Bid Event Search Maintain Your ification Applicati
E & B
— / p—
Bid Response Search Grant Contracts Search Progress Report Search
& 3
U@ f— Aciive Frogress Reports
—o
0
Past Due Progress Reports
Submit a Claim Claims Update Guide Run Scheduler Report
A
f— = oracLe
= = | | |
I =4

Step Action
2. Click the Claims Update Guide tile.

Claims Update Guide
Manage Claims

~ Search Criteria

SetlD |SHARE Q

Business Unit Q

Supplier ID Q
Supplier Name Q
Claim Number Q

Claim Date 1]

Claim Status | Retumed v

Contract ID Q
NYS Contract # Q
Invoice =} Q
I Dat 2]

Step Action
3. Enter the applicable search criteria in the Search Criteria fields or click the
magnifying glass icon to look up the information.
4. Click the Claim Status drop-down field and select the Returned list item.
5. Click the Search button to display the search results.
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Manage Claims

All Claims (1)
@ Visited

In Process (0)
© Nat Stanted

Completed (D)
O Not Started

BllQa
Returned (1) Claim Number Invoice Number Claim Status Contract ID Project Name Business Unit Claim Date Claim Entered By
® Visited |
000000287 1est6736 Retumed 0000000000000000000141335 Capital Equipment - HD OMHO1 0472572024 1000000386

Select claim to be updated

Step

Action

6.

Select the Returned menu on the left side of the page to view all returned
claims.

Click the Claim Number link associated to the claim you want to update.

Update Claim

Contract Selection
@ Complete

Claim Header
& Complsts

Claim Lines.
@ Complete

Claim Line Details
& Complste

| < Previous
New Window p | Personalize Page .
Certify and Submit Claim after reviewing for completeness and accuracy.
X
Business Unit. OMHO1 Claim Number: 000000287
Contract ID:  DOODODCO000O0000000141335 Supplier ID: 1000000385

Description:  Gapital Equipment - HD Supplier Name

Project Name:  000000000012118 Supplier Location:  MAINEPAY

Claim Summary
@ Complete

Contract Begin Date:  03/16/2024 HEMPSTEAD NY 11550
Contract Expire Date:  03/19/2025 Claim Status:  Returned
Contract Max Amount: 5,000 00 Claim Date:  04/25/2024
Invoice ID: 16736 Claim Type: Regular

Claim Initiated Date:  04/25/2024

Header Attachment Summary
B||Q [

View Attachment

File Name Description Uploaded by User

1

Claim Header Comments History lorkflow Comment History

Please attach additional documentation
e

on 2024-04-25-11 .45.23 000000

Add Claim Header Comment

Step

Action

Click the Claim Summary menu on the left side of the page.

View the workflow comments associated to the returned claim in the Workflow
Comments History field.

Click the View History link to view all the workflow comments associated with
the claim.
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Claims Comments

Help

Business Unit  OMHO01 Claim ID 000000287
‘ 5 ‘ Q ‘ | View Al
Comments Comment Entered By Comment Entered On
Flease attach
1 | additional jdoe 04/25/2024 11:45AM
documentation.
Step Action
10. After reviewing the workflow comment(s) information, click the OK button to
return to the Claim Summary page.

Update Claim

Contract Salection x
& Complete Business Unit:  OMHO1 Claim Number: 000000287

Claim Header Contract ID:  00000000000D0000000141335 Supplier ID: 1000000336
© Complete Description:  Capital Equipment - HD Supplier Name:

Claim Lines Preject Nama: 0000000000121 Supplier Location:  MAINEPAY
Complete Contract Bagin Date:  03/19/2024 HEMPSTEAD

Contract Expire Date:  02/19/2025 Claim Status:  Retumed

Claim Line Details Contract Max Amount: 5,00 P

& Complete 5,000.00 Claim Date: 04/25/2024
Invoice ID:  test736 Claim Type: Reqular

Claim Summary Claim Initiated Date:  04/26/2024

® Visitad
Claim Line Details Q
Claim Line#: 1 Contract Period 1 Period Date From:  03/19/2024 Period Date To:

Line Type:  Advance

Advance Request Details

Period Total  5,000.00
tage 10.00
lated  500.00

Advance Amount Requested 500 00

Advance Request Justification
Advance Needed

Step Action

11. Make the update(s) requested by the agency.

In this example, we will attach additional documentation, so we will click the
Claim Line Details menu on the left of the page.

12. Click the Line Attachments button to upload additional documentation.
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Claims Attachments X
Help
Business Unit  OMHD1 Claim Number 000000287 Line Number 1
| =l a | View Al
Description Add Attachment View Attachment Attached File
1 [[’I’raimng Document l Add Attachment View Attachment Training_Document pdf +
=m
Step Action
13. Click the Add a New Row (+) icon to add a new row.
Claims Attachments X
Help
Business Unit  OMHO1 Claim Number 000000287 Line Number 1
| 5| q ‘ View Al
Description Add Attachment View Attachment Attached File
1 |Tram|ng Document | Add Attachment View Attachment Training_Document. pdf | =+ |
2 I| ] Add Attachment View Attachment | -+ |
[ o
Step Action
14. Click the Add Attachment button to upload additional documentation.
Business Unit OMHO1 Claim Number 000000287 Line Number 1
File Attachment X

@ 1-20f2 v | ViewAl

Choose File |MNo file chosen

Description Add A Attached File
[
I Upload ] [ Cancel I 7
1 lTlaining Document l Add Al Training_Document. pdf
2|( | Add A

Step Action

15. Click the Choose File button.
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@ open X
A4 B > ThisPC 5 Desktop v/ @] [ Search Desktop r
Organize v New folder = O @
R A Name - Date modified Tpe Size
3 30 Objects (= Additional Document it.pdf 8/7/2023 8:34 AM Microsoft Edge P.. 184KB
[ Desktop
2] Documents
& Downloads
File name: | Additional Document.pdf v‘ Al files (*.7) v
Upload fram mobile Open Cancel
Step Action
16. Select your pdf file and click the Open button.

Note: Only .pdf files can be uploaded.

Help
Business Unit OMHO1 Claim Number 000000287 Line Number 1
File Attachment X
@ 120f2 v | Viewal
| Choose File | Additional Document pdf
Description Add A Attached File
Upload l Cancel .
1 ITraining Document ] Add Training_Document. pdf
9 I ] Add A
Step Action
17. Click the Upload button.

Business Unit OMHO1

@

2

Description

Claim Number

Claims Attachments

000000287 Line Number

Add Attachment View Attachment

1 |Traimng Document

| Add Attachment

2 | Additional Document

View Attachment

Add Attachment View Attachment

1

Attached File

Training_Document. pdf

Additional_Document pdf

Help

View All

Step Action
18. Enter the document description in the Description field.
19. Click the OK button.
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Update Claim

Contract Selection

Description:

Capital Equipment - HD

Supplier Name

© Camplete Project Name: 000000000012118 Supplier Location:  MAINEPAY
Contract Begin Date:  03/19/2024 HEMPSTEAD NY 11550
- f‘ﬂ'm‘ "‘""'f Contract Expire Date:  03/19/2025 Claim Status:  Retumed
Contract Max Amount: 500000 Claim Date:  04/25/2024
Claim Lines Invoice ID: test6736 Claim Type: Regular
© Camplete N e
Claim Initiated Date:  04/25/2024
Claim Line Details
& Complets Claim Line Details Q View Al
Claim Summary
O Nat Staned
Claim Line#: 1 Contract Period: 1 Period Date From:  03/18/2024 Period Date To:  03/19/2025

Line Type:  Advance

Advance Request Details

Period Total 5,000.00
Advance Percentage  10.00

Advance Amount Calculated 50000

Advance Amount Requested 500 00

Advance Request Justification

Advance Needed

=1

Step

Action

20.

Click the Save button.

Save

Update Claim

Contract Selection

@ Complete Claim Line Summary
Claim Header i Q
© Complets
Line Number Contract Pariod Period From Date Period To Date Line Type Ameunt Requested
Glaim Lines 1 1 031192024 03192025 Advance 500.00
@ Complete
Claim Line Details " "
& Commen Claim Line Comments Summary
B|lQ v
Claim Summary
® Visied Line Number Comment Comment Entered By Commant Entersd On
Claim Line Attachment Summary
Q a2 > ol |
Line Number File Name Deseription Uploaded by User View Attachment

1 Training_Document pdf Training Document 1000000386

Signatory Name 1000000386
Date  (04/252024

Step

Action

21.

Click the Claim Summary menu on the left side of the page.
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Step Action

22. Click the Claim Entry Complete check box.
23. Click the Certification checkbox.

24. Click the Save button.

25. Click the Submit button.

26. Click the OK button.

The claim is submitted into agency workflow and the claim Status changes to
Agency Review.

27. You have successfully completed the Update a Returned Claim topic.

Claim Inquiry

Topic Description:
This topic provides the knowledge and skills for the user to inquire on grants claims in various
statuses. Note: Data is view only on the claim inquiry pages.

Topic Objective:
In this topic, you will learn:
¢ How to inquire on a claim

SFS role required to perform this task:
e Claim Inquiry (NY_EM_SUPPLIER_CLAIM_INQUIRY)

Procedure:
Scenario: You want to look up a claim and see where it is in the approval process.
Disclaimer: The data used in this scenario provides a realistic example and was selected for

instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.
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NavBar: Menu

Monu

Recentyvisteg @ Settiements

Favorites. = Claims Update Guide
E Invoices

E Self-Service Invoice
E Submit 3 Claim

B scvvier vastioars

[ [—

£

Step Action

1. From the NavBar navigate to: Menu > eSettlements > Claim Inquiry.

Note: You must log in to the SFS Vendor Portal to view a claim.

Claim Inquiry

New Window | Help
Find an Existing Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values
T) Recent | Choose from recent searches ~| & T 52ved . | choose from saved searches | #
Inquiry Name | begins wath ~| [ |
Description | begins with v| \ \
~ Show fewer options
[] Case Sensit
Nothing yet
“Your search results will appear here
Step Action
2. Note: The Claim Inquiry feature allows you to search for and view existing

claims. The search criteria you use to search for existing claims can be saved
under an Inquiry Name so you can access and reuse it each time you search
for claim(s).
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Step Action

3. If you already created and saved Claim Inquiry Name(s), you can use the Find
an Existing Value page. You would enter the applicable search criteria and
click the Search button to display the existing Inquiry Names that can be
selected.

or

If the Claim Inquiry Name is not already established and you want to create a
new Inquiry Name, click the Add a New Value button, enter the desired Claim
Inquiry Name, and click the Add button.

Claim Inquiry

Find an Existing Value

®Add a New Value

~ Searc

Step Action

4, In this example, we will create new Inquiry Name

Click the Add a New Value button.

Claim Inquiry

Add a New Value

Step Action

5. Enter the applicable name in the Inquiry Name field and click the Add button.
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Claim Inquiry
Hel 2 Pag
Claims Inquiry
I Search I I a | ‘ Reset
~ Search Criteria
loguice Name  TEST1
Business Unit | = v Q
VendorID | = v Q
NYS Contract# | = v Q
ContractID | = - Q
Claim Reference/ Invoice ID | = v Q
ClaimID | = hd Q
Claim Date | = A E
Claim Status | = e e
> Advanced Search
Step Action
6. Enter the desired Business Unit, Vendor ID, and any other available search
criteria if known.
Note: Vendor ID is a required search field.
7. Note: The Claim Status options are:
e New
e In Process
o Returned
e Complete
e Under Agency Review
e Approved
e Cancelled
In this example, we will not search by claim status.
8. Click the Search button.
B Q
Voucher and Payment I
Business Unit ‘Vendor ID Supplier Name Claim ID Invoice Number Claim Date Claim Status Final Approval Date NYS Cont
1 %ovsm 1000006079 | INVOVS01-C11418GG-1080200-007 212 15/2023 %Ap@m\-en 1 ECﬁMQG
r ! | i !
2| ovso1 1000006079 000007857 INVOVS01-C11418GG-1080200-002 09142023 Approved C11418G
3| ovso1 1000006079 ) 856 INVOVS01-C11418GG-1080200-001 09142023 Approved C11418G
5/ ovs01 1000006079 000007880 INVOVS01-C11419GG-1080200-003 04/18/2023 Approved C11419G:
8 OVsS01 1000006079 000007859 INVOVS01-C11419GG-1080200-002 03/31/2023 Approved C11419G:
T ovsot 1000006079 000006528 INVOVS01-C11114GG-1080200-020 12/27/2022 Approved C11114G4
8 ovsot 1000006079 00006508 INVOVS01-C11113GG-1080200-014 121152022 Approved C11113c4
9 OVS01 1000008079 INVOVS01-C >-1080200-015 11/22/12022 Approved C1114GC
10 OVs01 1000006079 INVOVS01-C11113GG-1080200-013 110112022 Approved C11113G4
11| Ovs0o1 1000006079 00000652 INVOVS01-C11114GG-1080200-014 08/26/2022 Approved C11114Gq
=
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Step

Action

9.

Verify Claim Details and Voucher and Payment results for the desired claim.

10.

Note: Click the Save button to save the Inquiry Name for future use.

11.

On the Claim Details tab, click on the Claim ID link for the desired claim.

Review Claims Component X
Header Details
Business Unit:  OVS01 Claim Number: 000007864 Claim Type: Conversion
Supplier Name: Contract ID:  0000000000000000000109235 Claim Initiated Dt:
Supplier ID: 1000006079 Contract Max Amount:  $1,865,507.00 Claim Received Dt:
Supplier Location: MAINEPAY Grantee Claim Reference: INVOVS01-C11419GG-1080200-007 Final Approval Dt:
Description:  OVS01-C11419GG-1080200 Claim Date:  12/15/2023
Project Name: Victim Assistance 2020 Net Days in Review: 0
Contract Begin Dt:  10/01/2022 MIR Adjustment Date:
Contract Expire Dt:  09/30/2025
Bypass eSettlement Review
Bypass Agency Voucher Approval Claim Status: Approved Voucher ID: 00021236 Approval Step:
Line Details
B
a 3 Contract Contract Period B .
Line#  Line Type e . Requested Amount Reviewed Amount Net Payment Amount Reviewed | Modified By Modified On
1| Reimbursement 1 $621,835.67 $168,730.37 $168,730.25 l l $168,730.26 Yes NY_GRCLM_CNV 01/14/2024 12:13:25AM
laim C;
Header Comments (0)
Workflow Comments (0)
Y
JAdd Comment
4
Show to Supplier Show in Invoice
' Viiew Approvals
Claim Approvals Monitor
Help

Claims Approval Workflow Path

Claim Approval Workflow:Approved

Claimg Approval Workflow

Approved
Agency_Rwwr_Appr_4A

Claims Approver Level 4
03/21/24 - 4:09 PM

Approved
Agency_Rwwr_Appr_3A
Claims Approver Level 3
03/21/24 - 4:01 PM

Approved
Agency_Rwwr_Appr_2C
Claims Approver Level 2
03/21/24 - 3:58 PM

Approved
Agency_Rwwr_Appr_1C
« Claims Approver Level 1
03721/24 - 11:41 AM

Step Action

13. After reviewing the approval workflow, click the Close (X) icon.
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Claim Review Summary

~ Header Details

Description:
Project Name:
1000112022
09/2012025

Contract Begin Dt

Contract Expire Dt

Bypass eSettlement Review
Bypass Agency Voucher Approval

~ Line Details
B

Contract

Line#  Line Type ek

1 Reimbursement

Claim Comments.

Add Comment

Show to Supplier

Business Unit:  OVS01
Supplier Name:
Supplier ID: 1000006079
Supplier Location:  MAINEPAY

OVS01-C11419GG-1080200
Victim Assistance 2020

Claim St

Contract Period
Amount

$621,83567

Show in Invoice

Grantee Processing in SFS

Claim Number: 000007854 Claim Type:

Contract ID:  D000000000000000000108235 Claim Initiated Dt

Contract Max Amount:  $1,865,507 00 Claim Received Dt

Grantee Claim Reference:  INVOVS01-C11419GG-1080200-007 Final Approval Dt
Claim Date:  12/16/2023

Net Days in Review: 0

MIR Adjustment Date:

atus: Approved

Requested Amount

$168,730.37

Voucher ID: 00021236 Approval Step:

Reviewed Amount Net Payment Amount Reviewed

|| =

Yes

m

ow Comments (0]

proval

Conversion

Modified By

NY_GRCLM_CNV

Modified On

01/14/2024 12:13:25AM

Step

Action

14.

Click the Reviewed Amount button.

2

Reimbursement

Claim Review

Match >
Budget Category

1| CONTRACTUAL

2| EQUIPMENT

3 FRINGE

4 OPERATING EXPENSES

5 OTHER

6 SALARY

7 SPACE/PROPERTY OWN

8 SPACE/PROPERTY RENT

9 TRAVEL

10 UTILITIES

OK

Total

Total

$621,835.67

Approved Budget

$20,000.00

$0.00

$33,225.85

$0.00

$0.00

$102,831.28

$0.00

$0.00

$0.00

$0.00

$156,057.13

Cancel

$453,094.92 $0.00 $168,730.37
~ Match Funds
e
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00 £0.00

$168,730.25

Expenditures for this

Report

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$621,825.17

Reviewed Amount

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00 $0.00

Current Cumulative
Expenditures

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

I Line Comments (0} I

l Attachments (2)
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Step Action

15. Click the Line Comments button (the number in parenthesis indicates the
number of comments).

Reimbursement Line Comments
Help
Line Comments
Business Unit:  OvS01 Claim Number: 000007854 Line Nbr: 1 Claim Type: Reimbursement
Add Line And Return
Show to Supplier
4 Show In Invoice
Line Comment History ‘E‘ I
Seq ‘ Show to Supplier Created By:
Show In Invoice
Created On: Rele
.
Step Action
16. Click the Cancel button when your review of the line comments is complete.

Note: The OK button isn’t active because this claim is already approved.

Reiﬁbu rsemé nt’CIaim Revie
Total $621,835.67 $453,094.92 $0.00 $168,730.37 $168,730.25 $621,825.17
v Match Funds
(=]
Match >
Budget Category Approved Budget Prewws;)(‘;"::é?:ﬂ:: In-Process EXpendites f‘g;;l;i: Reviewed Amount currergfp‘:':;'af::z
1| CONTRACTUAL $20,000.00 $0.00 $0.00 $0.00 $0.00 $0.00
2 | EQUIPMENT $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
3| FRINGE $33,22585 $0.00 $0.00 $0.00 $0.00 $0.00
4| OPERATING EXPENSES $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
5| OTHER $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
6| SALARY $102,831.28 $0.00 $0.00 $0.00 $0.00 $0.00
7| SPACE/PROPERTY OWN $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8 | SPACE/PROPERTY RENT $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
9| TRAVEL $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
10 | UTILITIES $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Total $156,057.13 $0.00 $0.00 $0.00 $0.00 $0.00
Line Comments (0) I | ttachments (2) |
o
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Step Action
17.

Click the Attachments button (the number in parenthesis indicates the number
of attachments).

Reimbursement Line Attachments
Line Attachments
Busirmss Unit S0 Clabm Humber: 0000 T804 Lins Kibr Clai Typs: Rembursement
Wpiogd Irsmnacdons
Owily POF filed can ba upleaded
Filet greater than 20 ME will nof allcwed for uploasd
Eniwr Fie Dwacripton bedore clicking on Add Anasckhment
File Dedcrigtion
Shorw To Supplier
Sherw In Invotos
Lins Attachmants
File Dwtails B
Show To Shew in
Fils M Dadcription 5 Sar f =, Criatid By Craatad On Wik Antschimant
P Supporting Documentaton. Salary ST FEeT ]
1| B0 _16705T_hupFilelipicad pat Payeoll Supgaming &oc 455 3200
ol T Suppening Decumentason. Salan.Od. | i i foazd i
T | ORMD_1AT0RT_tupFibelipicad pad i rfﬂf—? : il i i i

| oo |

Step Action
18.

Click the View Attachment button for the document you would like to review.

=  Prequal Reqd Docs Pg.pdf

crams

Step Action
19.

When you are finished reviewing the attachment, click the Close (X) button.
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Reimbursement Line Attachments

Line Attachments
Busirsss Unit  O0SD Clabm Mumber: 00000 TG4 Line b 1 Claim Typs: Rembursement
Whpdogd Inesnnscthors
Ciriby PDF files can be uploaded

Files greater than 20 Mb will not allowed for wplaad
Enier Fils Description before clicking on Add Amackhment

File Dadcrigtion

Shorw To Supplier
Sherw In Imvoioe

Ling Aftachm
Fiby Dwtaily B
Fila Hame Dwscription ;m:‘:‘ Iﬂ‘“":‘ Created By Crested On View AtLachment
. - - Supporting Documentaton: Salary o2 i
1 08 HupFilel Ipioad ped Pyl SUpperang Boc 455 3AN | .

Toiaze
571040 i v

| CBD_1HT06T_bupFibeLipload o | AL -

Step Action

20. Click the Cancel button to return to the previous page.

Note: The OK button isn’t active because this claim is already approved.

e = s or
Reimbursement Claim Review
Total $621,835.67 $453,094.92 $0.00 $168,730.37 $168,730.25 $621,825.17
 Match Funds
=
Match >
Budget Category Approved Budget Frevmuzi::‘:;?ﬂ:: In-Process Expenditures f;;:;i: Reviewed Amount cu"“g)i‘::;';‘::z
1 CONTRACTUAL $20,000.00 $0.00 $0.00 $0.00 $0.00 $0.00
2  EQUIPMENT $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
3 FRINGE $33,225.85 $0.00 $0.00 $0.00 $0.00 $0.00
4| OPERATING EXPENSES $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
5 OTHER $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
6 SALARY $102,831.28 $0.00 $0.00 $0.00 $0.00 $0.00
7 SPACE/PROPERTY OWN $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8 SPACE/PROPERTY RENT $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
9 TRAVEL $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
10 | UTILITIES $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Total $156,057.13 $0.00 $0.00 $0.00 $0.00 $0.00
ok Line Comments (0) ] l {Attachments (2)
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Step Action

21. Click the Cancel button to return to the previous page.

Note: The OK button isn’t active because this claim is already approved.

Clarn Review Sl:lmrnary
~ Header Details
Business Unit:  OVS01 Claim Number: 000007864 Claim Type: Conversion
Supplier Name: Contract ID: 00 X0000000000000109235 Claim Initiated Dt:
Supplier ID: 1000006079 Contract Max Amount:  $1 Claim Received Dt:
Supplier Location: Grantee Claim Reference: 1NV 19GG-1080200-007 Final Approval Dt:
S SO
Evnnsﬂ':;isc:tt::;:r:;i:: Claim Status:  Approved Voucher ID: 00021236 Approval Step:
~ Line Details
Line# Line Type Contract ContractPeriod o \iocted Amount Reviewed Amount Met Payment Amount Reviewed | Modified By Modified On
Period Amount
1 Reimbursement 1 $621,835.67 $168,730.37 [ $168,730.25 $168,730.25 Yes NY_GRCLM_CNV 0114/2024 12:13.25AM
Add Comment
Show to Supplier Show in Invoice
Step Action
22. Click the Header Comments link to view any header comments for the claim.
23. Click the Workflow Comments link to view workflow comments for the claim.
24. Click the Attachments button to view any header attachments for the claim.
25. Click the Preview Claim link to view the pdf version of the claim.
Note: Once the claim is approved, the preview claim link will be grayed out and
the claim pdf is only accessible as an attachment via the Attachments button.
26. You have successfully completed the Claim Inquiry topic.
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Grantee Reports and Queries
Lesson Description:
This lesson provides the knowledge and skills to process grantee reports and queries.

Lesson Objectives:
In this lesson, you will learn how to:
e Run the Vendor Contract Summary Report

Run the Vendor Contract Summary Report

Topic Description:
This topic provides the knowledge and skills to run the Vendor Contract Summary report. This
report provides grant related contract and bid event data at a summary level.

Topic Objectives:
In this topic, you will learn:
e How to run the Vendor Contract Summary report.

SFS role required to perform this task:
e Grants Contract Editor (NY_ES_VNDR_CNTRCT_CHANGE)

Procedure

Scenario: You would like to review grant related contract and bid event data at a summary level
so you will run the Vendor Contract Summary report.

Disclaimer: The data used in this scenario provides a realistic example and was selected for

instructional purposes only. The actual data used in the SFS will be driven by the real-life
transactional requirements.

NavBar: Menu [}

Recenty Visted Manage Contracts

E Maintain Contract Documents

Favortes

[ PO
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Step Action

1. From the NavBar navigate to: Menu > Manage Contracts > Vendor Contract
Summary Report

NY_ES_CONTRACT_SUMMRY_QRY - Vendor Contract Summary Report

Step Action

2. Enter the applicable values in the search criteria fields which consist of the
following fields:

SetlD, Business Unit, Bid Event ID, Vendor Type, Vendor ID, Contract ID, NYS
Contract Number, Contract Status, Contract Type, Contract Begin Date,
Contract Expire Date, Period, Period From Date, and Period To Date.

Note:
e SetlD defaults to SHARE and doesn’t need to be changed.

e SetlD and Business Unit are required fields. Business Unit is the SFS ID for
the NYS Agency.

3. Click the View Results button to display the search results based on the
entered search criteria.
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NY_ES_CONTRACT_SUMMRY_QRY - Vendor Contract Summary Report

Step Action

4, Review the search results which consists of the following data elements:

Business Unit, Contract ID, NYS Contract Number, Bid Event ID, Bid Event
Name, Organization Type, Vendor ID, Vendor Name, Contract Type, Contract
Status, Contract Begin Date, Contract Expire Date, Contract Amount, Period,
Period From Date, Period To Date, Project ID, and Project Description.

5. Note: The results can be downloaded into an Excel Spreadsheet, a CSV Text
File, or an XML File by clicking on the appropriate link.

6. You have successfully completed the Run the Vendor Contract Summary
Report topic.
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