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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:
¢ 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:
o How to search for and view bid events

SFS role required to perform this task:
¢ 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.

Vendor Portal ~

Welcome NYS Vendors

Welcome to New York State’s Vendor Portal

Thank you for doing business with New York State. As a vendor who provides goods and services to NYS agencies, you may transact
business online through the Statewide Financial System's Vendor Portal
From this Pertal, you can submit invoices, look up payments, and update your contact information online.

Learn more about the benefits of the Vendor Portal

Sign in to the Vendor Portal Vendor Announcements

Search for Grant Opportunities SignUp for Grant Notifications Modify Grant Notifications

= =

Step Action

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

Search for Grant Opportunities

Enter the search criteria and click the Search button

~ Search Criteria

EventiD |

Search by Grant Opportunity |

|
To | =)

Search by Status | Available v

From
Search by Due Date

<

Search by Eligibility |

Search by Funding Agency | |

Search Results
|5

EventID Funding Agency  Grant Opportunity Status Eligibility Availability Date =

EVT0000001 DCJot SFY23-24 Securing Com

ties Against Hate Crimes | Advertised Only - Not in SFS Not-For-Profit 01/28/24 4:00PM

OMH100 OMHO1 Apartment Treatment Housing for Adults with SMI Available Not-For-Profit 02/01/24 9:00AM

Anticipated Release D

01/25/24 4:00PM

02/01/24 9:00AM

ate

Due Date

05/17/2024
12:00PM EDT|

04/09/2024
2:00PM EDT

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.

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.

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

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

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

< Supplier Search Events

Search for Grant Opportunities o
Overview

Grant Opportunity ID OMH100

Agency Office of Mental Health

Grant Opportunity  Apartment Trea sing for Adults with S
Contact Name  John Doe

Contact Email john Doe@test ny gov

Solicitation Profile  The New York State Office of Mental Health (OMH) is committed to investing in community-based
services that will reduce the demand for psychiatric hospitalization and long lengths of
inpatient settings. Based on the need for additional residential opportunities to support this missior
OMH is announcing this Request for Proposals (RFP) for the development and operation of up to
171 Treatment Apartment Program (TAP} housing units statevade. Approximalely $4,500,000 is
available annually.

All Not-for-Profit applicants must be Prequalified by the due date and time of the RFP.

See RFP for full details: https://omh ny goviomhwebirp

Full Announcement Detalls

Applications Due (Date / Time) Apnl 8, 2024 / 02:00 FM

ion Workshop(s)

Bidder's Conference{s)/Appl
Anticipated Award Date  Monday, May 13, 2024
Anticipated Initial Contract Length 60 Month(s)
Total Funding Available  $4,500 000.000
Letter of Intent Narrative Not Applicable
Letter of Intent Due
Questions Due Date  Thursday, February 22, 2024
Questions and Answers Narrative Omh.ny.goviomhvieb/rip!
Questions and Answers Posting Type  Link

Questions and Answers Posting Date  03/14/2024
Questions and Answers Link or Upload pio. /iomi ny goviominwebirfg

Eligible Applicants Not-For-Profit

Service Areas{s) Health Services, Housing and Shelter Services

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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Test 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 Opportul

< Supplier Search Events

Overview
Grant Opportunity ID  OMH100

Agency Office of Mental Health

Grant Opportunity ~ Apartment Treatment Housing for Adults wath SMI

Contact Name  John Doe

Contact Email  john Doe@test ny.gov

Solicitation Profile  The New York State Office of Mental Health (OMH) is committed to investing in community-based
services that will reduce the demand for psychiatnc hospitalization and long lengths of stay in
inpatient settings. Based on the need for additional residential opportunities to support this mission,
OMH is announcing this Request for Proposals (RFP) for the development and operation of up to
171 Treatment Apartment Program (TAP) housing units statevade. Approximately $4,500,000 s
available annually.

All Not-for-Profit applicants must be Prequalified by the due date and time of the RFP.

See RFP for full details: https //omh.ny.goviomhwebirfp

Full Announcement Details

Announcement Link

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)

April 9, 2024 / 02:.00 PM

Monday, May 13, 2024
60 Month(s)
$4,500,000.000

Not Applicable

Thursday, February 22, 2024
omh.ny. goviomhiwebirfpy

Link

03/14/2024

hitps /lomh.ny.goviomhwebirp/
Not-For-Profit

Health Services, Housing and Shelter Services.
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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 OMH100
Agency  Office of Mental Health
Grant Opportunity Apartment Treatment Housing for Adults with SMI
Contact Name  Joha Dos
Contact Email john Dos

Solicitation Profile

available a

All Not-for-Profit applicants must be Prequalified by the due date and time of the RFP.

See RFP for full details: https.//omh ny goviomhweb/rip

Full Announcement Details

Announcement Link
Applications Due (Date / Time)  April 9, 2024 / 02:00 PM
Bidder's Conference(s)/Application Workshopis)
Anticipated Award Date  Monday, May 13, 2024
Anticipated Initial Contract Length 60 Month(s)
Total Funding Available  $4,500,000.000
Letter of Intent Narrative  Not Applicable
Letter of Intent Due
Questions Due Date hursday o} "
Questions and Answers Narrative
Questions and Answers Posting Type  Li
Questions and Answers Posting Date 031
Questions and Answers Link or Upload puo

Eligible Applicants

Service Areas(s) Health Services, Housing and Shelter Services

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 notifications.

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:
¢ How to subscribe to email notifications

SFS role required to perform this task:
e 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 SFES 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 York State. As a vendor who provides goods and services to NYS agencies, you may transact

business online through the Statewide Financial System's Vendor Portal.
From this Portal, you can submit invoices, look up payments, and update your contact information online

Leam more about the benefits of the Vendor Portal

Sign in to the Vendor Portal Vendor Announcements

Search for Grant Opportunities SignUp for Grant Notifications Modify Grant No

=

Step Action

3. Click the SignUp for Grant Notifications tile.

¢ Vendor Portal Sign Up Grant Notifications

Information

Complete all required fields below.

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

*First Name

“Last Name

“Email

|
|

*Organization | ‘
|

“Confirm Email |

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

O Health and Human Services [0 Non Health and Human Services
O Education Supports O Agricultural Supports
O Family Supports [ Environmental Supperts
O Health Services O Public Transportation Services
J Housing and Shelter Services [ Public Safety Supports
[J Justice Services [J Government Supports

[J Workforce Development

Page 9



SFS Handbook: Grantee Processing in SFS

Step Action

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

5. Enter the applicable value into the First Name field.

6. Enter the applicable value into the Last Name field.

7. Enter the applicable value into the Organization field.

8. Enter the applicable value into the Email field.

9. Enter the applicable value into the Confirm Email field.

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 Modify 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.

SFSrole required to perform this task:
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e 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.

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 SES 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
Welcome to New York State’s Vendor Portal

Thank you for doing business with New York State. As a vendor who provides goods and services to NYS agencies, you may transact
business online through the Statewide Financial System's Vendor Portal
From this Pertal, you can submit invoices, look up payments, and update your contact information online.

Leam more about the benefits of the Vendor Portal

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

= =

Step Action

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

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.
Information

Complete all required fields below.

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

“Last Name ‘Doe ‘
*Organization |NFP ORG |
“Email ‘tst@lst.com ‘

|

*Confirm Email ‘tst@lst.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
[J Health and Human Services [J Non Health and Human Services

[J Education Supports [0 Agricultural Supports
O Family Supports [ Environmental Supports
Health Services [J Public Transportation Services
[ Housing and Shelter Services O Public Safety Supports
Justice Services [J Government Supports
Workforce Development

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.
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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:
o View and Update Grantee Information
e Adding a Grantee Contract Approver's Name to their Profile in SFS

View and Update Grantee Information

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:
e 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.
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STATEWIDE
FINANCIAL
SYSTEM

P

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 Homepage ~
SFS Notices SFS Support SFS Coach

4 Grants Management Training ...
4 Grants Management FAQs ... @ ‘

Show Details

View Your Information

=4

Register for POs via Email

Invoice and Payment inquiry

e

N
N

Supplier Change Request

PO and Receipt Inquiry

~—

Add/Maint Self-Service Invoice

&)

Grants Management - State

=

FAQs | Contact Us

=®

Get helpful infermation here.
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Step

Action

4.

From the Homepage click the View Your Information tile.

£ My Homepage

Maintain Your Information

Maintain Users

Certify for NYS Prompt pay

View Address Information

View Grants Information

=4

View Contact information

g@

Step

Action

Click the View Grants Information tile.

< Maintain Your Information

View Grants Information

SetiD SHARE

Prequalification Exemption.

Prequalification Required:

Organization Type

Charities Registration No.:

Prequalification Exp.Date:

Sectarian Entity:

Mission Statement:

Prequalification Status: Pre

Prequalificaticn Page
Effective Date: 06/26/2023
Additional Documents

Exemption StatelCode: N/A

Supplier ID
Find | View All
26
Not-For-Profit Tax Year End Date 12/3
Current Operating Budget:
equalified Number of Part Time Staff:
111512025 Number of Volunteers.

Number of Full Time Staff:

View Grants Information

First 4 1of1 (b Last

Step

Action

Request.

Review the information. If changes are needed, initiate a Supplier Change
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Step Action
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.

¢ 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.

My Homepage ~

Search in Menu ‘ Q '@'

SFS Notices SFS Support SFS Coach

4 Grants Management Training ...
4 Grants Management FAQs ... ﬁ@ ‘

Show Details

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

2y bd =

<@
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
—_h —
— | =
! & = E®
Get helpful information here.
Step Action

Click the Supplier Change Request tile.
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=
< Supplier Change Request Welcome
D =] =] ol =] =] =]
- - — - - l
Welcome Company Profile Addresses Contacts Payment Profile GM Info Submit

Review Changes

Welcome - - - —

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

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

“B. Review Changes

Step Action

10. Click the GM Info train stop.

Change Request Please update your Grants Management information.
(= =] (=1 =] =] I (=]
= i i i i 1 &
Welcome Company Profile Addresses Contacts Payment Profile GM Info Submit
e | [[seetortawr | [ <Provious [ text » |

Please update your Grants Management information. eview Changes

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

Bidder Grants ‘ Q‘ 1of1 v View All

*Effective Date: Prequalification Page

@
I~
@
N
~

Additional D ent
Prequalification Required: itional Documents

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

Charities Registration Num: Current Operating Budget: y

Excemption State/Code: N/A

Number of Part Time Staff: 52
Prequalification Status: Prequalified
Number of Volunt : n
Prequalification Exp. Date: 11152025 umber otfolunteers ’
. . Number of Full Time Staff: 192
Sectarian Entity:
Mission Statement: -~
-
~
I Exit H Save for Later ] [ «Previous H Next »

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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| £ Supplier Change Request Review and Submit Changes for TR TR —"__| " -
m! - - - - - &

Welcome Company Profile Addresses

Review and Submit Changes for i

Payment Profile

GM Info Submit

[ Exit

H Save for Later l[ 4 Previous l Next »

-

ittance Addresses and Banking must be authorized

R

eview your changes before submitting your reque

st

Muliiple Changes v

Comments ‘

254 characters remaining

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
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SFS role required to perform this task:
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

L

Password

I'forgot my password

ﬂ | agree to Vendor Online Services' Terms of Service

[ Sionin
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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M - Q
My Homepage =

o -
4 Srarm Maragemans POy : ‘
Yiew T Information Imeoic 3nd PagTren inguiny PO arsd Raeomipt Inaguiry Trants Managsmsent - Jine
ﬂ\.‘éﬁ 1-._|| ﬂ"_"\- L‘IE
c =7 £ g (=
3
Step Action
4. 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

daintain Users View dicddress indormation hew Sortact indprmaticon Wiew Locations

£ &5 QP i

Certity for M5 Prompd pary Wiew Grants Information
&7 &7
Step Action
5. Click the Maintain Users tile.
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Security

Exrvier army information you have and ook Search. Leave Seids blank for a kst of all valses

Firsd Exiaging Uzer ID fucd b Moy Lhner 1D

= Search Criteria

by User D begers s

Step Action
7. Click the Find Existing User ID tab.
8. Enter the contract approver’s User ID in the User ID begins with field.
9. Click the Search button.
e o]
Setup User
Lo=gon Informathon
Lhier 1D T
Cexcription ID“’”' il I
) Account Lockad Out?
| Chcie hesre 40 desable the acoess 0 the sysbem for thes wser)
Oparator Passwond (Encrypied )
Confem Password
E-mail Address | iesti23T el ry gov
Larguage Code | Englhsh - Currenicy Code USD G
Rtk Typs | Curmesd Rate -
Step Action
10. 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.
11. Click the Save button at the bottom of the page to save your changes.
12. You have successfully completed the Adding a Grant Contract Approver’s
Name to their Profile in SFS topic.

Managing Prequalification Applications

Lesson Description:
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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.

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:
e 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

P

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 Homepage ~

SFS Notices

4 Grants Management Training ...
4 Grants Management FAGs ...

SFS Support SFS Coach

-
«

Show Details

View Your Information

Register for POs via Email

Invoice and Payment inquiry

Supplier Change Request

%
—_=

o,

PO and Receipt Inquiry

Add/Maint Self-Service Invoice

&)

Grants Management - State

. 2 ) =,
Q

FAQs | Contact Us

=@

Get helpful information here.
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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.

Bid Event Search Maintain Your Information Prequalification Application Bid Response Search

(= 2y

Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
Active Progress Reports

0

Past Due Progress Reports

Step Action

5. Click the Prequalification Application tile.

Welcome Page

New York State requires that all non-g izat ing 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 te compete for a grant and potentially receive a State contract.

- Organizations must receive approved prequalification status prior to grant application 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 ination of or "Not Preq " will be made.
» Due ta the length of time this process could take to complete, it is advised i submit their i lication as soon as possible.
. submits a grant application without ing the process by the due date and time, the grant
application will be disqualified.
« An organization will not be able to submit 3 grant application in the SFS unless they are prequalified.
To get started, select ane of the following options, then hit "Next":
- “Initiate a Prequalification Application” allows you to start a brand-new application.
. ena ificati i * allows you to update an application that is in progress but has not yet been submitted for NYS Agency approval.
- "Update [ lable once an don's previous has been d 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).
« Onee you have provided all the required information, select "Submit” to submit your application for review.

« You will receive an email shortly after ing your
Additional i tion and i ions related to the ification process can be found in the New York State Prequalification Manual for Grantees located on the Grants Management website.
I you have any ding the pi Pprocess, please contact the SFS Help Desk by clicking on the SFS Support tile on your homepage, emailing HeipDesk(@sts.ny.gov, or calling 877-737-4185 toll-free.

Select an activity below

® Initiate a Prequalification Application Prequalification ’
| Application Started 11092023
Supplier 1D | 1000051400 Q D‘“’""‘?r‘;:? Mot-For-Profit
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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:

¢ |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

Mew 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
prequalification 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 prequalification status prior to grant application and execution of contracts.

« New York State reserves up to 5-10 business days from the receipt of a complete prequalification to conduct its which a ion of " or "Not " will be made.
- Due to the length of time this process could take to complete, it is advised ganizations submit their ification Apj as soon as possible.
- Please note that approved prequalification statws does not guarantes award of a contract. if an i submits a grant lication without y ing the i process by the ication 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.
"C ona ificati feation” allows you to update an application that s in progress but has not yet been submitted for NYS Agency approval.
+ "Update a Prequalification Application” i avallable once an 's previous has been appr 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 submitting your applicati

Additional i i d i i related to the pi ion 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 prequaiification process, piease contact the SFS Help Desk by clicking on the SFS Support tile on your homepage, emailing HelpDesk(@sIs.ny.gov, or calling 877-737-4185 toil-free.

Select an activity below

@ Initiate a Prequalification Application Prequalification )
Application Started 11092023

Supplier ID | 1000051400 Q

Step Action

7. Click the Next button.
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X Exit Prequalification Application :

Not-for-profit organizations must answer the following questions designed to provide State agencies with the information needed to make informed prequalification determinat =

Organization Information

Ouiz Save For Later
Supplier ID 1000051400 Prequalification Version 1
Required Documents PP/ Status Application In Progress
© Not Started Supplier Information View Version History
Prequalification
Expiration Date icati
Contacts SUDN[;\:er HOPE PROGRAM ING P Application ID 000016146
© Not Started Organization Type Not-For-Profit
Email ID
Submit State Agency |OMHO1 Q i
Startec
O Not Started Office of Mental Health
Tax Year End Date (MM/DD)

Profile Questions

1) Within the past five years, have you, the organization, and/or any

organization affiliate: ~
Explanation/Comments

a. Been suspended or debarred from any contracting process or been

disqualified on any government procurement?

If yes, identify the government entity/owner(s) involved, project(s), contract
number(s), relevant dates and any remedial or corrective action(s) taken and
the current status of the issue(s),

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
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Lookup

Search for: State Agency

~w Search Criteria

Business Unit |
(begins with) -

w Search Results

&l =)

Business Unit & State Agency Name &

DVAO1 Office of Veterans' Affairs

ESDO1 Empire State Development

GTS01 Governor's Traffic Safety Committee
HCRO1 NYS Homes and Community Renewal
HESD1 Higher Education Services Corporation
10L01 Interest on Lawyers Account

JUS01 Justice Center

OASD1 Office of Addiction Services and Supports
OFAD1 Office for the Aging

oLso1 Office of Indigent Legal Services

OMHO1 Office of Mental Health

OPDO1 Office for People with Developmental Disabilities
ovs01 Office of Victim Services

Show Operators

33 rows

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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X Ex

Organization Information
@ Visited

Required Documents
O Not Started

Contacts
O Not Started

Submif
© Mot Started

Supplier ID 1000051400

Supplier Information

Prequalification
Expiration Date

Supplier
Name

Organization Type

Email ID test123@sfs.ny.gov

State Agency

Prequalification
Status

Application

Application In Progress Version 1

View Version History
Application ID 000016146
Not-For-Profit

OMHO1 a7

Office of Mental Health

Tax Year End Date

Profile Questions

1) Within the past five years, have you, the organization, and/or any
organization affiliate:

a. Been suspended or debarred from any contracting process or been
disqualified on any government procurement?

If yes, identify the government entity/owner(s) involved, project(s), contract
number(s), relevant dates and any remedial or corrective action(s) taken and
the current status of the issue(s)

(MM/DD)

Explanation/Comments

Not-for-profit organizations must answer the following questions designed to provide State agencies with the information needed to make informed prequalification determinat =

ve For Later

Step

Action

10.

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

Prequalification App!

Organization Information
® Visited

Required Documents
© Mot Started

Contacts
© Mot Started

Submit
© Not Started

Profile Questions

1) Within the past five years, have you, the organization, and/or any organization affiliate:

a. Been suspended or debarred from any contracting process or been disqualified on any
government procurement?

If yes, identify the government entity/owner(s) involved, projeci(s), contract number(s),

relevant dates and any remedial or comective action(s) taken and the current status of the
issue(s)

1) Within the past five years, have you, the organizalion, and/or any organizalion affiliate:
b. Been subject to a denial or revocation of a government prequalification?
If yes, identify ihe govemment entity/owner(s) involved, projeci(s), contract number(s),

relevant dates and any remedial or comective action(s) taken and the current siaius of the
issue(s).

1) Within the past five years, have you, the organization, and/or any organization affiliate:

. Been denied a contract or had a bid rejected based upon a finding of non-responsibility by
@ government enlity?

If yes, provide a brief description of the circumstances of such incident(s) and any remedial or
cormective action(s) taken and the current status of the issue(s).

~

Explanation/Comments. m

Yes

Text Responses.

Explanation/Commen

Text Responses.

Explanation/Commen

Text Responses.
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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.

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.
X Exit Prequalification Application H
Organization Information 14) Does your organization have al the following policies in place? -
& Visted Anti-nepotism policy [~
‘Siaff code of conduct Explanation/Comments
Board of Directors Conflict of Interest Policy
- Conflict of Interast Policy
Required Documents - Di ity Policy g
© Mot Started e Policy 4
Text Responses
Contacts
© Mot Started
p
Submit
© Mot Started
“
15) Does your organization have a written and posted Equal Employment Opportunity (EEQ) List ltem
policy? If your organization is not subject to the EEO posied policy requirement, please
choose NIA, Q
Text Responses
~
7
16) Last year, did a quorum of the board of direciors meet in compliance with the
organization's bylaws? "l
Explanation/Comments
2
Text Responses.
/,
-
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).

Page 29



SFS Handbook: Grantee Processing in SFS

List Options

List Values

List Line Number © Policy Type ©
1 Yes
2 No

3 N&

Step Action

14. Select one of the options from List Options.

15. Click Return.

Prequalification Application

Organization Information
Visited

.

Required Documents

© Nol Started 17) Does your board of directors take minutes of all meelings and maintain records of such
meetings consistent with its bylaws?
Contacts Explanation/Comments.
© Not Started
g

Submit
© Mot Started Text Responses.

18) Indicate all of the items the board of directors reviews and/or approves. If your board List Item
reviews some but not all of these items, please explain.

Text Responses

Comments
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Step Action

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

List Options
List Values o
®RllQl/n

List Line Number & Select © Policy Type ©
1 IT:I Annual Operating Budget
2 'vj Policies and Procedures
3 ':-T[f-zl Executive Performance and Compensation
4 '::E:I Fundraising Plan
5 '::E::' nternal Controls
6 '::E::' Fiscal Controls
7 '::E;I Annual Audit
8 ':-ﬁ;l Form 990
9 '::ﬁ;l Program Operations and Performance Outcomes

10 i; Yes | J Other (FPlease add details to Comment box at bottom of page)
Return

Step Action

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

18. Click Return.
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% Exit Prequalification Application H

a

Organization Information
® Visited

Required Documents
© Mot Started

17) Does your board of directors take minutes of all meefings and maintain records of such
?

meetings consistent with its bylaws’ vl

Contacts Explanation/Comments.

O Mot Started

Submit
© Mot Started Text Responses.

18) Indicate all of the items the board of directors reviews and/or approves. If your board List Item
reviews some but not all of these items, please explain

Text Responses

Comments [ ong gt this time.

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 ¥

Page 32



SFS Handbook: Grantee Processing in SFS

Prequalification Application

P~ - 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.
Organization Information
@ Visited Documents must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Required Documents
e ‘ Save For Later ‘
Supplier Name
Contacts
O Not Started Attachments 10 rows
Suvm & jlaf|n]
© Mot Started
Required Documents < Attach < View/Delete Attach with Additional Date Details © | Date Uploaded By <
1 Certificate of Incorporation or Equivalent Document Aftach ‘ View/Delete ‘ Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach ‘ View/Delete ‘ Attach with Additional Date Details
3 IRS 501(c) Determination Letter Attach ‘ View/Delete ‘ Attach with Additional Date Details
4  Board of Directors Profile Aftach ‘ View/Delete ‘ Attach with Additional Date Details
5 Senior Leadership Resumes Altach ‘ View/Delete ‘ Altach with Additional Date Details
6  Corporate Bylaws Altach ‘ View/Delete ‘ Attach with Additional Date Details
7 Organization Chart Altach ‘ View/Delete ‘ Altach with Additional Date Details
& IRS990 Altach View/Delete Altach with Additional Date Details
9  Financial Statement/Audit Attach View/Delete Attach with Additional Date Details
10 CHARS00 or CHAR410 Altach View/Delete Altach with Additional Date Details
Comments
p -

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

Organization Information must upload 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.
N Supplier ID 1000051400
Required Documents
=
Supplier Name
Contacts ool
O Mot Started Attachments 10 rows
Submit
© Mot Started
Required Documents < Attach & Attach with itis Date Details © Date Attached/Uploaded < Attached/Uploaded By ©
1 Certificate of Incorporation or Equivalent Document Aftach Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach Attach with Additional Date Details
3 IRS 501(c) Determination Letter Attach Attach with Additional Date Details
4 Board of Directors Profile Attach Aftach with Additional Date Details
5  Senior Leadership Resumes Altach Altach with Additional Date Details
6  Corporate Bylaws Attach Attach with Additional Date Details
7 Organization Chart Altach Attach with Additional Date Details
8 IRSS90 Altach Altach with Additional Date Details
9  Financial Statement/Audit Attach View/Delete Attach with Additional Date Details
10 CHARS500 or CHAR410 Altach View/Delete Attach with Additional Date Details
‘Comments
p -

Step Action

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

Required Documents

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 follewing buttons on the top of the page will cause the listed actions:

« Cancel: Allows you fo leave the page and if you attempted fo 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
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Step

Action

24.

Click the Add Attachment button.
Add Attachment

File Attachment

Choose From

L

Step

Action

25.

Click the My Device button.
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[
2 EI
I &« v » This PC » Desktop » Desired Prequal Attachments v (] £ Search Desired Prequal Attac...
Organize ~ New folder =- O @0
B ~
g ~ Name Date modified Type Size f
Eit
| &5 Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB
P
B
Ul
t & This PC
H J 3D Objects
t
[ Desktop
= Documents Select a file
to preview.
¥ Downloads
Jﬁ Music
v < >
File name: ‘ ~ | All files (*.%) >
Open Cancel
[TTUTCHARSOY) |

Step Action

26. Navigate to the directory location and select the applicable document for

attachment.
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[
2 EI
I &« v » This PC » Desktop » Desired Prequal Attachments v (] £ Search Desired Prequal Attac...
Organize ~ New folder =- O @0
B ~
g ~ Name Date modified Type Size f
Eit
| &5 Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB
P
B
Ul
‘ & This PC
H J 3D Objects
t
[ Desktop
= Documents Select a file
to preview.
¥ Downloads
Jﬁ Music
v < >
File name: ‘ ~ ‘ All files (*.%) >
Cance'
U CHARS0YY r
Step Action
27. Click the Open button.

Open
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File Attachment

Choose From

]

Certificate of Incorporation.pdf
File Size: 34KB

Step Action

28. Click the Upload button.
Upload
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File Attachment

Choose From

Certificate of Incorporation.pdf
File Size: 34KB

Ugload Cumg\ele

Step Action

29. Click the Done button.

Done
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Required Documents x

Cancel

[

UserID & Date/Time Stamp

File Name &

11/13/2023 1:14:46]

Certificate_of_Incorporation.pdf 000016146 SHARE 1000051400

Add Attachment

After clicking the "Add Attachment” butten, 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 to leave the page and edits are saved

« 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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Required Documents

Organizations rt of the prequalificati

Documents m

S - Version
File Name & IADP';"“""" SgtlD Sgppller I Number Description < UserID & Date/Time Stamp |
Certificate_of_Incorporation.pdf 000016146 SHARE 1000051400 1 11/13/2023 1:14.46

Attachments

Add Attachment

Requira After clicking the "Add Attachment” butten, 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

ploaded < Af]

1 Certificate
| 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
2  Cerfificate| « Deone: Allows you to leave the page and edits are saved
« X: Closes out the page without saving changes

3 IRS 501,

4  Board c; N
5  Senior N
6 Caorporats ]
7  Organiz: ]
8 IRS 990 N

9  Financial

10 CHAR!

Step Action

31. Click the Done button.

Prequalification Application

P - 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. -
Organization Information
Visited

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

~ Supplier ID 1000051400
Required Documents

Q= Save For Later

Supplier Name

Contacts
© Mot Started Attachments 10 rows
Submit
© Mot Started
Required Documents = Attach < View/Delete Attach with Additional Date Details © Date Uploaded By ¢
1 Certificate of Incerporation or Equivalent Document Attach Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach Attach with Additional Date Details
3 IRS 501(c) Determination Letter Aftach Attach with Additional Date Details
4 Board of Directors Profile Attach Attach with Additional Date Details
5  Senior Leadership Resumes Aftach Attach with Additional Date Details
6  Corporate Bylaws Attach Attach with Additional Date Details
7 Qrganization Chart Attach Attach with Additional Date Details
8 IRS880 Attach View/Delete Altach with Additional Date Details
9 Financial Stalement/Audit Altach View/Delete Altach with Additional Date Details
10 CHARS00 or CHAR410 Altach View/Delete Altach with Additional Date Details
Comments
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Step Action

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

Prequalification Application

. . 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. -
Organization Information
@ Visiled Documents must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Required Documents
Oz ‘ Save For Later ‘
Supplier Name
Contacts
© Mot Started Attachments 10 rows
Submit & ‘ Q Hi‘
© Mot Started - 5 ) » . i
Required Documents & Attach < View/Delete Attach with Additional Date Details © Date Uploaded < By ¢
1 Certificate of Incerporation or Equivalent Document Altach ‘ View/Delete Altach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach ‘ View/Delete Attach with Additional Date Details
3 IRS 501(c) Determination Letter Attach ‘ View/Delete Attach with Additional Date Details
4 Board of Direclors Profile Altach ‘ View/Delete Altach with Additional Date Details
5  Senior Leadership Resumes Attach ‘ View/Delete Attach with Additional Date Details
6  Corporale Bylaws Altach ‘ View/Delete Altach with Additional Date Details
7 Organization Chart Attach ‘ View/Delete Attach with Additional Date Details
8 IRS 990 Attach Attach with Additional Date Details
9 Financial Statement/Audit Aftach Attach with Additional Date Details
10 CHARS00 or CHAR410 Attach Attach with Additional Date Details
Comments
y -

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.
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Required Documents Done

e 5 Version
File Name < fipplication SetlD  Supplier D Nymber Description < UserID &

|@ﬂiﬁcate of _Incorporation.pdi] |000016146 SHARE 1000051400 1 Certificate of Incorporation 11/13/2023 1:17:32PM E

Add Attachment

After clicking the "Add A I 1t” 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 to leave the page and edits 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.
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Required Documents

e 5 Version
File Name < fipplication SetlD  Supplier D Nymber Description < UserID &

[Certificate_of Incorporation.pdf 000016146 SHARE 1000051400 1 Certificate of Incorporation 11/13/2023 1:17:32PM E

Add Attachment

After clicking the "Add A I 1t” 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 to leave the page and edits are saved
« X: Closes out the page without saving changes

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

Organization Information
® Visited

Required Documents
® Visited

Contacts
© Not Started

Submit
O Mot 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.
Decuments must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Save For Later
Supplier Name
Attachments 10 rows
[a][%]
Required Documents < Attach < View/Delete Attach with Additional Date Details © Date Uploaded © By <

1 Certificate of Incorporation or Equivalent Document Aftach Attach with Additional Date Details

2 Certificate of Assumed Name or DBA, if applicable Attach Attach with Additional Date Details

3 IRS 501(c) Determination Letter Attach Attach with Additional Date Details

4  Board of Directors Profile Aftach Attach with Additional Date Details

5 Senior Leadership Resumes Altach Altach with Additional Date Details

6  Corporate Bylaws Attach Attach with Additional Date Details

7 Organization Chart Altach Altach with Additional Date Details

Attach View/Delete nal Date Details
9  Financial Statement/Audit Attach View/Delete Attach with Additional Date Details
10 CHARS00 or CHAR410 Altach View/Delete Altach with Additional Date Details
Comments
2

a

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
© Mot 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.
Decuments must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Save For Later
Supplier Name
Attachments 10 rows
fall
Required Documents & Attach < View/Delete Attach with Additional Date Details © Date Uploaded < By ¢

1 Certificate of Incerporation or Equivalent Document Altach Altach with Additional Date Details

2 Certificate of Assumed Name or DBA, if applicable Attach Attach with Additional Date Details

3 IRS 501(c) Determination Letter Altach Altach with Additional Date Details

4 Board of Direclors Profile Altach Altach with Additional Date Details

5  Senior Leadership Resumes Attach Attach with Additional Date Details

6  Corporale Bylaws Altach Altach with Additional Date Details

7 Organization Chart Attach Attach with Additional Date Details

8 IRS 990 Attach View/Delete Attach with Additional Date Details

9  Financial Statement/Audit Attach View/Delete Attach with Additional Date Details

10 CHAR500 or CHAR410 Attach View/Delete Attach with Additional Date Details

Comments
2

-
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Step Action

37. Click the Attach with Additional Date Details link.

h Additional Date Details

IR$990 General Instructions

« Nonprofits must upload their most recent IRSSS0. 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 to be covered by the first fiing

« Enter the Tax Year Begin and End dates and the Date Next 990 Due Field Will automatically populate.

= Nonprofits that are exempt from filing an annual IRSS90 should upload proof of sxemption and enter the Begin and End dats of their current tax year. Prequalification Specialists will svaluate the documentation and set the Exempt fiag accordingly.

CHARS00 or CHAR410 General Instructions

- Monprefits must upload their most recent Annual Filing for Charitable Organizations (CHARS00) or Documentation of Exemplion from the NYS Charities Bureau. If an Organizaien has not filed its first CHARS00, it should upload the Registration Stalement for Charitable Organizations (CHAR410)

Enter he Tax Year Begin and End dates and the Date Next Filing Due field will automatically populate.

Nonprofits 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.

AuditiReview & Findings General Instructions

= Nonprafits must upload their most recent GPA 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 period covered by the mest 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: Allaws you to leave the page and edits are saved

= X: Gloses out the page wilhout saving changes

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

View & Application ID & Version Number & SetiD © Supplier ID

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.

Attach with Additional Date Details

IRS990 General Instructions

= Nonprofits must upload their most recent IRSS90. 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 to be covered by the first fiing

= Enter the Tax Year Begin and End dates and ths Date Next 990 Due Fisld Wil automatically populate

= Nonprafits that are exempt from filing an annual IRS990 should upload proof of exemption and enter the Begin and End dals of their current tax year. Prequalification Specialists will evaluate the documentation and sel the Exempt fiag accordingly.

CHARS00 or CHAR410 General Instructions

- Nonprefits 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 Organizations (CHAR410).
« Enter the Tax Year Begin and End dates and the Date Next Filing Due field will automatically populate

= Nonprofits that are exempt from fiing 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.

Au

Review & Findings General Instructions

- Nonprefits 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 cumrent 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.

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

- Cancel: Allows you to leave the page and if you atempted to make edits they are not saved

- Done: Allaws you to leave the page and edils 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

Trow

View &

Version Number & SetiD < Supplier ID <

Step Action

39. Click the Add Attachment button.
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File Attachment

File name: ‘Test Prequal Attachment.pdf

~ | Al fles (%)

[ open |

Step Action

41.

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

Step Action
40. Click the My Device button.
e Open X
4 = » ThisPC » Desktop > Desired Prequal Attachments v 0 L Search Desired Prequal Attac...
Organize ~ New folder = O @
~ Name Date modified Type Size
Test Prequal Attachment pdif 11/13/2023 12:57 PM Microsoft Edge PDF . 34K
Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB
= This PC
] 3D Objects
| Desktop
Documents
¥ Downloads
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e Open X
4~ » ThisPC > Desktop > Desired Prequal Attachments v U /2 Search Desired Prequal Attac...
Organize ¥ New folder = 10 0
v
~ Name Date madified Type Size
‘ Test Prequal Attachment.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB|
Certificate of Incorporation.pdf 11/13/2023 12:57 PM Microsoft Edge PDF ... 34 KB
= This PC
B 3D Objects
[ Desktop
Documents
4 Downloads
~ < | >
File name: ‘Tesl Prequal Attachment.pdf v ‘ ‘All files (*.%) ~ |

| Open | | Cancel ‘

Step Action

42. Click the Open button.
Open

File Attachment
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Step Action
43.

Click the Upload button.
Upload

File Attachment

Step Action
44, Click te Done button.

Cancel

Attach with Additional Date Details
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.
Clicking the following buttons cn 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

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

Test_Prequal_Attachment.pdf &

1row
=][a][n]
Application 1D © Version Number < SetiD Supplier ID ©
Test Prequal Attachment pdf 000016146 1 SHARE 1000051400 E‘
Date Next Dus
Tax Year Begin Date{ | 01/01/2023
Stats Adjusted Dus Date
——

‘State Adjusted Due Date Reason
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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.

Attach with Additional Date Details

VUTRONES 1SS UDTUBU UG TS TSUS 1 A TEVIEY, 1IGSPRTIUET I HGG, 1 R 10 MU G110 @1y T TGS 1 a1 VT el EGUOT GUSS 10K TV a1ty U1 UCSE UUUUR IS, 16 SHUURY URTUS & CURY Ut S GO 1R P YEarS UUuget
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

Clicking the following button:

he top of the page will cause the listed

s

you to leave the page and if you attempted to make edits they are not saved
& the page and edits are saved

vithout 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

1 row
& Q
Test_Prequal_Attachment.pdf = Application ID Version Number SetlD < Supplier ID
Te: 000016146 1 SHARE 1000051400 -
Date Next Due
Tax Year Begin Date | 01/01/2023 )
State Adjusted Due Date
Tax Year End Date| | 12/31/2023
State Adjusted Due Date Reason
%
Step Action
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.
cel Attach with Additional Date Details m
e TUTR O TGS GOSN TS TCCET I OT M TEVIEW, TIICECTIISTI UG, OF A o0 OGN a1 10 GITy TGN TN Gigs. 11 61T O g iEGUon UocS TIOT TIGVE STy Ur UTS3C GUCOITICTIE: 1t 310U UpIUay 6 COPY UT IS CUNTSTIl G prioT YTors DUuget
+ Enter the Tax Year Begin and End dates for the period covered by the most recent audit and ihe Date Next Due field autematically populate.
Clicking the following buttons on the top of the page will cause the listed s
- Cancel: you to leave the page and if you attempted to make edits they are not saved
& the page and edits are saved
out saving changes
After clicking the "Add Artachment” 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
1 row
5 Q
Test_Prequal_Attachment.pdf = Application ID Version Number SetlD < Supplier ID
Te: 000016146 1 SHARE 1000051400 -
Date Next Due
Tax Year Begin Date  01/01/2023 r'.

State Adjusted Due Date

Tax Year End Date |12/3172023

State Adjusted Due Date Reason
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Step Action

47, Click the Done button.

Prequalification Application

P~ - 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. -
Organization Information
@ Visited Documents must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Required Documents
e ‘ Save For Later ‘
Supplier Name
Contacts
O Not Started Attachments 10 rows
Supm ]
© Mot Started
Required Documents Attach < View/Delete Attach with Additional Date Details © Date Attached/Uploaded Attached/Uploaded By
1 Certificate of Incorporation or Equivalent Document Aftach ‘ ‘ Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach ‘ ‘ Attach with Additional Date Details
3 IRS 501(c) Determination Letter Attach ‘ ‘ Attach with Additional Date Details
4  Board of Directors Profile Aftach ‘ ‘ Attach with Additional Date Details
5 Senior Leadership Resumes Altach ‘ View/Delete ‘ Altach with Additional Date Details
5 Corporate Bylaws Attach ‘ View/Delete ‘ Attach with Additional Date Details
7 Organization Chart Altach ‘ View/Delete ‘ Altach with Additional Date Details
& IRS990 Altach View/Delete Altach with Additional Date Details
9  Financial Statement/Audit Attach View/Delete Attach with Additional Date Details
10 CHARS00 or CHAR410 Altach View/Delete Altach with Additional Date Details
Comments
y -

Step Action

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

Page 51



SFS Handbook: Grantee Processing in SFS

X Prequalification Application

P~ - 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. -
Organization Information
@ Visited Documents must be in PDF format and under 20MB in size.
Supplier ID 1000051400
Required Documents
e ‘ Save For Later ‘
Supplier Name
Contacts
© Mot Started! Attachments 10 rows
Suvm [a][%]
© Mot Started
Required Documents < Attach < View/Delete Attach with Additional Date Details © Date Uploaded By <
1 Certificate of Incorporation or Equivalent Document Aftach ‘ View/Delete ‘ Attach with Additional Date Details
2 Certificate of Assumed Name or DBA, if applicable Attach ‘ View/Delete ‘ Attach with Additional Date Details
3 IRS 501(c) Determination Letter Attach ‘ View/Delete ‘ Attach with Additional Date Details
4  Board of Directors Profile Aftach ‘ View/Delete ‘ Attach with Additional Date Details
5 Senior Leadership Resumes Altach ‘ View/Delete ‘ Altach with Additional Date Details
6  Corporate Bylaws Altach ‘ View/Delete ‘ Attach with Additional Date Details
7 Organization Chart Altach ‘ View/Delete ‘ Altach with Additional Date Details
& IRS990 Altach View/Delete Altach with Additional Date Details
9 Financial Statement/Audit Adtach View/Delete Aftach with Additional Date Details
10 CHARS00 or CHAR410 Altach ViewiDelete Attach with Additional Date Details
Comments
p -

Step Action

49, Click the Next button.
Mext 3

X Exit Prequalification Applicati
Next >

Organization Information Iderity the contagt information for your organization.
® Visited
e Supplier 1D 1000051400

Required Documents.

® Visited
Contacts
@ Visited
SetiD Supplier ID Contact Name © Telephane Contact Type © Email D ©
Submit 1000051400 - -
O Not Started
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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.

Add New Contact @ %

Contact Information

Description |

* First Name |

* Last Name |

Title |

*Email Id |

*Telephone |

(Enter 10 digit #H#-##-#+#5#% 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

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.
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Add New Contact

Contact Information

Description | Prequal Contact |

* First Name |J0hn |

* Last Name | Doe |

Title | |

*Email Id | John.Doe@123.0rg |

“Telephone (518-555-1212) |

(Enter 10 digit ##-###-#55 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
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 | Prequal Contact

* First Name |J0hn

* Last Name |Doe

Title

*Email Id |J0hn,Doe@123 org

|
|
|
|
|
|

*Telephone ’518—555—12121

(Enter 10 digit FH#-###-#45% 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
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Step Action

56. The Title, Fax Number, and Contact Type fields are optional, and can be
populated or left blank.

Add New Contact m

Contact Information

Description | Prequal Contact |

* First Name |J0hn |

* Last Name |Doe |

Title

“Email Id | John Doe@123.0rg |

*Telephone [518-555-1217 ]

(Enter 10 digit #5383 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
« Dene: 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.

i Done |

X Exit Prequalification Application 5

Organization Information Identify the contact information for your organization.
Visitad
Supplier D 1000051400

Required Documents ‘ ave For Later

® Visited
T row

Contacts Bjajm

® Visited
SetiD Supplier 1D Contact Name Telephone Contact Type Email ID
Subumb 1 SHARE 1000051400 John Doe 518.566-1212 john Doe@123 org pZ -

O Not Started
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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 »

Organization Information
@ Visited

Required Documents
® Visited

Contacts.
® Visited

Prequalification Application

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

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

Email Communication regarding application will be sent to:
John Doe@123.0rg

Attestation

By selecting "Yes" below, | certify: - | am authorized an behalf of the applicant andlor its governing bady te submit this information. - All of the information contained herein and all statements, data and supporting documents which have

Submit
® Visited

locen made o fumished, are ue and cortect and complete o | he best of my knowledge and belief. - | recognize that this questionnaire is submitted for the express purpose of assisting New York State in making responsibiity
determinations regarding an award of contracts. o ual of a subcontact - acknowiedge hat New York State vl rely on such nformation discosed by me _ | acknowledge hat New York State may, in s disceton, by
eans which 1 may sa chose. vert the tnath an erstand that f any change occurs in the information | have provide, that | wil prompty oty the Stae of such changes and thl faiure to
notify the State of such chan of dis of any agreement made with the State. - | understand that any false statement or misrepresentabon wall constitute cause for disapproval
of any application or revocation o anvagreemam made with tne State Upbn which Such information was rElied. - | further acknowiedge that my submission of this document, knawing that f contains 2 faise statement or faise iforatin

de hcn:m -

constitutes a crime under New York State law, and that. | may be prosecuted and be subject to a fine and/or a term of imprisonment f 5o convicted of such a crime

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

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.
Fami K
No |

b i

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.
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Organization Information
@ Visited

Required Documents
® Visited

Contacts
® Visited

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

Click the "Submit” button to submit your Prequalification application after reviewing and attesting the il is correct.

entered for your
Email Communicaticn regarding application will be sent to:
John Doe@123.0rg

Attestation

By selecting "Yes" below, | certfy. - | am authorized on behalf of the applicant andlor its governing bady to submit this information. - All of the: information contained herein and all statements, data and supporting documents which have
been made or fumnished, are true and comect and complete to the best of my knowledge and belief - | recognize that this questionnairs is submitted for the express purpose of assisting New York State in making responsibilty

Submit
® Visited

determinations regarding an aviard of contracts or grants or approval of a subcontract - | acknowledge that New York State wll rely on such information disclosed by me. - | acknowledge that New York State may, in ts discretion, by
means which it may so choose, verify the truth and accuracy of all statements made herein_ - | understand that if any change accurs in the information | have provided, that | will promptly notify the State of such changes and that failure 1o
notfy the mm such changes will constitute cause of disapproval of any application or revocaticn of any agreement made with the State. - | understand that any false statement or misrepresentation il constitute cause for disapproval
of any ay r revocation of any agreement made with the State upon which such information was relied. - | further acknowledge that my submission of this document, knawing that it contains a false statement or false mformaton,

Constiufis a crime under New York State law, and that | may be proseciled and be sublect t 2 ine andor a ferm of imprisonment i &0 convetad of such a crime

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).

Organization Information
® Visited

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

Click the "Submit” button to submit your Prequalification application after reviewing and attesting the i entered for your is corract.
Email Communication regarding application will be sent to:
Required Documents ~
® Vicited John Dee@123.org
Attestation
Contacts
® Visited By selecting "Yes" below, | certty: - | am authorized on behalf of the applicant andior its governing bady to submit this information - Al of the: information contained herein and f data ts which have
been made or fumished, are rue and correct and complete (o the best of my knowiedge and bellel - | recognize that s questionnaire 15 submitted for the express purpose of assisting New York State in malkung responsibaity
determinations regarding an award of contracts. or grants of approval of a subcontract. - | acknowledge that Mew York State wil rely on such information disclosed by me. - | acknowledge that New York State may, in its discretion, by
Submit means which it may sa choose, verify the truth and accuracy of all statements made herein. - | understand that if any change accurs in the information | have provided, that | will prompily ntify the State of such changes and that failure to
® Visited notify the State of such changes will constitute cause of disapproval of any application of revocation of any agreement made with the State. - | understand that any false statement or misrepresentation will constitute cause for disapproval

of any application or revocation of any agreement made with the State upon which such information was relied - | further acknowdedge that my submission of this document, knowing that it contains a false statement or false information,

conslitutes a crime under New York State law, and that. | may be proseculed and be subject to a fine and/or a term of imprisonment f $o convicted of such a crime

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

G0

Step

Action

63.

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

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:
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:
e 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
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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:
e How to respond to Bid Event Expenditure Budget Types

SFS role(s) required to perform this task:
o 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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_ Mem

Search in Menu

My Homepage ~

SFS Notices

"’ Grants Management Training ...

SFS Support

‘1 Grants Management FAQs ... @

SFS Coach

View Your Information

© %/

Register for POs via Email

Show Details

Invoice and Payment inquiry

Supplier Change Request

PO and Receipt Inquiry

Add/Maint Self-Service Invoice

2
«

Grants Management - State

=

FAQs | Contact Us

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.

N —
3 B =
Get helpful information here.
Step Action
1. Preferred Navigation: Click the Grant Management - State tile.

< My Homepage

Bid Event Search

(=

Grant Contracts Search

B

Maintain Your Information

Progress Report Search
Active Progress Reparts

60

Past Due Progress Repons

Grants Management

Prequalification Application

Submit a Claim

18 =

Bid Response Search

EE

Claims Update Guide

Step

Action

Click the Bid Event Search tile.
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< Grants Management View Events and Place Bids @ Q @ @
View Events and Place Bids Welcome:
)
Enter search critena to locate an event for viewing or placing bids. -
~ Search Criteria
EventID
Search by Grant Opportunity
F iz
Search by Due Date rem 5]
To
Search by Status | Available v
Search by Eligibility Not-Far-Profit
Search by Funding Agency Q
Search by Service Area v
Search Resuits
=
EventiD Funding Agency  Grant Opportunity Status Eligibility Availability Date Anticipated Release Date  Due Date
N T . Govemmental Entity, Not-For- oo a1 1012012023
OMHO1 23 TEST-4 Available Profit 1011723 1.48PM 10011723 1.46PM 1.46PM EDT

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 Details

Format/Type
EventRound 1

Event Version 1

Date

Event Description:
GRANTS.

Contact
Phone
Email 1€t

Online Discussion

Live Chat Help

2@

Event Name 101123 TEST-4
EventID  OMHO1-EVTO000082
Event Sell Event

Event SrtDate 10/11/2023 1:46PM EDT
Event End 106202023 01:46 PM EDT

£ Supplier Search Events Event Details Iy ]

New Window | Help | Personalize Page

Bidding Shortcuts:

RFx

Payment Terms
My Bids ©
Edits to Submitted Bids  Not Allowed
Multiple Bids  Allowed

#Bid Required DLine Comments/Files
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Step

Action

I Bid on Event

l

Click the Bid on Event button.

Event Round

1

Event Version 1

Event Start Date

Event End Date

1011172023 1:46PM EDT

102002023 01.45 PM EDT

Description
GRANTS

Processing Status  Bid Event Published

Bid Currency

Estimated Award Date

Anticipated Contract Date 1

US Dollar

Contact Payment Terms.
Phone Billing Location  Ofice of Mental Health
Email test123@sfs.ny gov Event Currency  Dollar
Online Discussion Conversion Rate 100000000
Edits to Submitted Bids Mot Allowed

¢ Search Event Details Event Details Q : @

New Window | Help | Personalize Pag
Event Details User
] Lat
EventName 101123 TEST4 iging Instr
EventID  OMHO1-EVT0000082 Bid ID  New
Event Format/Type Sell Event RFx Bid Date

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 Identification Number Questions & Answers Post Type Provide a Link

Bidders Conference Application Questions & Answers Link:
Workshop

Contract Type Fixed Questions and Answers Upload

Length Questions and Answers Narrative |Q&A

Narrative |N/A

“ cance!

Step Action

9. Review the Additional Bid Info.
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Step Action

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

Step 2: Enter Line Bid Responses

This event contains cne or more individual lines that await your bid respense. 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 Reguired (@ Line Comments/Files
Lines
5| Q View All
Line Period Jtem ID Description Unit Your Unit Bid NeBid  Your Total Bid Price
11 LINE 1 EA

Bid [®]

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 ] I e |

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
Help
Business Unit  OMHO1 EventID EVT0000082 Event Round: 1 Event Version: 1
Attachments
View Event Attachments @
‘ 5 ‘ 1-10f1 v
Attached File Attachment Description Event RFx Doc Upload View
Upload View
Add New Attachments @
|5 | 12012 v
Attached File Attachment Description Upload View
Instructions_document. pdf ‘ | Upload Add New Attachments Delete
Reporting_Template. pdf ‘ | Upload View Add New Attachments Delete
Comments
Add New Comments (®
Please review attached instructions before responding to bid event. &l
OK Cancel

Step Action

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

Ermmumiad deard Dy

Pemanpg Biesey b Lot Bt Bl st bt il Dk
Pnrigman
AT
=T Faypsers T
Froee Mol Lom sty [yl i Lieodal ol
- Ewwrd Corrmmay il
i Dcwn v R 1 OO
Wty b fohvtma By, bl dene]
Wigngen Bdy i
Hug | Arvveer Gerarsl Dvent Doswiomn
TP ot abwredrafie s T e b sl ol e e s e

[ e [P R

CRAG S Shmiomr

Bmgerped T vty 1

[ S——
Thayro Bripons Te I

ge Mumg Ty eacs
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Step Action

Questions section.

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

field. This field is optional and not required.

13. If applicable, enter your Organization Website in the Organization Website

e Name
e Telephone
e Email

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

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.

Bid Response address fields

Site/Project Address | Q |

Address Line | 10 Tester Lane

1

Address Line |

2

City |Albany

Postal Code | 12224 |

State | NY |

Help

[ Wiew All

+]=)

Step Action

16. Enter Address Details, including the following information:

e Address Linel

Address Line 2 (if applicable)
City

Postal Code

State
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Step Action

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.

< Search Event Details Event Details o Q HE ;)
’ R
Hide Event Questions
Event Questions
¥Bid Required ¥ |deal Response Required

General Questions ==

*

Applicant must be 2 501c3 organization to apply

Response| | Yes | Weighting

*

Describe why your organization is qualified to implement the proposed program model outlined in Section ITT
Program Model Description. Include both quantitative and qualitative evidence to address this guestion and
experience with engaging with PWUD and priority population(s).

Response || My organization is qualified because... lb

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

< Bid Menu Event Details Q Q

Event Details Welcome.

EventName 101123 TEST4

EventiD OMHO1-EVT0000082

Additional Bid Info BidID 1
Event Format/Type Sell Event RFx Bid Date
EventRound 1 Bid Currency USD  US Dollar

Event Version 1
Event Start Date 10/11/2023 1:46PM EDT

Event End Date 1072042023 0146 FM EDT Estimated Award Date

Processing Status  Bid Event Published Anticipated Contract Date

@
b
z
@

L]

Contact Payment Terms
Phone Billing Location  Office of Mental Health
Email test123@sfs.ny.g Event Currency  Dollar

Online Discussion Conversion Rate 1 00000000

Edits to Submitted Bids  Not Allowed
Multiple Bids  Alowed
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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 Responded To 0
Your Total Line Pricing 0.0000 USD
Hide Line Detail
¥ Bid Required & Line Comments/Files
Lines
‘E;| ‘?‘ View All
Line Period Item ID Description Unit ;ﬁz;u"it 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.
< Bid Search Screen Create Bids

Business Unit  OMHO1 Budget Type EXPENDITURE

10 EVT0000082 Funded Amount 500000 000

Bidder Setid SHARE Period 1 Bidder ID 1000015277

Bid Event Periods Q ew
Period
Period From 104012023 Period To 0073012024 Budget Required
Work Plan Required
Q

Bid Event Line# 1
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Step Action

22. Click the Budget properties link.

Budget Properties Header X
EventID EVT0000082 Max Award Amount  500000.000
Bid Event Period 1 Period From Date  10/01/2023
Bidder/Vendor ID 1000015277 Period To Date  09/30/2024

Budget Type EXPENDITURE

Budget Properties

Apply Match

Calculate Match

Include Match Worksheet Match Worksheet

Budget Category Properties

E=JKeY 150010 ~| b B 1 ViewAl
Budget Category Available in Grant Use Match Percentage  Use Other Overage on Claims  Overage Percentage
Match
1 SALARY 0
2 FRINGE 0
3 CONTRACTUAL 0
4 TRAVEL 0
5 EQUIPMENT Q

Step Action

23. Review the Budget Header Information.

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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Bugen Camgey Requeaad uatch Funds il Match s Reguined  Ouar Funds T Cankgary Ditsls
TR
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 Salary and Fringe
budget categories.

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

Va

Note: Where the icon cannot be clicked, the agency has not checked the
Available in Grant checkbox above.
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Category Details

EIEY

Budget Type EXPENDITURE Match % Required
Budget Category SALARY

Category Details

View All
Total Annual
Grant Funds Match Funds Match %  Other funds Funds Position Title Salary |
Positiol

Narrative

Category Totals

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

Cumulative Category Details Totals 0.00

Help

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 Position Title field.
In this example, we will enter Narcan Trainer in the Position Title field. You
may need to scroll to see this field.

31. Enter the applicable value into the Annualized Salary per Position field.
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In this example, we will enter 50,000 in the Annualized Salary per Position
field.

32. Enter the applicable value into the STD Work Week (HRS) field.

In this example, we will enter 40 in the STD Work Week (HRS) field.
33. Enter the applicable value into % of Effort Funded field.

In this example, we will enter 100 in the % of Effort Funded field.

34. Enter the applicable value into the # of Months Funded field.

In this example, we will enter 12 in the # of Months Funded field.

35. 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 not enter a narrative for the salary budget category.

36. Click the OK button.

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

38. Leave the Type/Description field blank.

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

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

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

In this example, we will leave this field blank.

41. 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.

42. Enter the applicable value into the Narrative field.

In this example, we will enter Fringe Rate at 20% in the Narrative field.
43. Click the OK button.
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Budget Properties Header

5| EQUIPMENT

Narrative

Period Budget Summary

Business Unit  OMHO1
EventID EVT0000082
Bidder Setid SHARE

Bid Event Periods.

Period 1

Period From  10/01/2023

Q

Bid Event Line# 1

Bid Response

Budget Type EXPENDITURE
Funded Amount 500000 000
Period 1 BidderID 1000015277

Budget Required
Work Plan Required

Period To 093072024

[=][a] 150610 ~| b M| ViewAl
Budget Category g:::lez"‘::s Match Funds g:lllftl:l ;/lned Match % Required Other Funds Total Category Details
1 SALARY 10000.00 0.00 0 0 0.00 10000.00 =
2 FRINGE 10000.00 0.00 0 0 0.00 10000.00 &
3 CONTRACTUAL 0.00 0.00 0 0 0.00 0.00 =
4 TRAVEL 0.00 0.00 0 0 0.00 0.00 =
5 EQUIPMENT 0.00 0.00 0 0 0.00 0.00 =
Sub Totals
Grants Funds  20000.00 Match % Cale  0.00
Match Funds  0.00 Other Funds  0.00
Total 20000.00
I Back I I Save |

Step Action

44. Click the Save button.

45. Click the Back button.

< Bid Search Screen Create Bids

Step

Action

46.

Click the Work Plan Properties link.
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Create Bids

£ Event Bid Period

‘Work Plan

Work Plan Header

[ & Paragraph v BvAlv AvBv B T U S = —@-@
@ Nv w avEBl=z= == =

Step Action

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

48. 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.

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

In this example, we will enter Help reduce drug deaths in the Project
Summary field.

Objectives >> Tasks >> Performance Measures (O

[ Objective | Bk Task | (5 Perf. Measure & & X B = Display Type: Al vy R ORE
‘ = | ‘ Q ‘ View All
[ Basic Info ‘ | More Details | II»
Select Type Sort Order Name Description Required Allowed to Sort
¥ Objective 1 Objective 1 Objective 1
2 O vTask 14 Task 1 sk 1 Ja
3 0 Performance Measure 111 PI 1 [P 1 e
Increase the number of opioid related Increase the number of opioid related &
4 U Objective 2 resources available to community - resources available to community | i
members A members y

©# Objective ||[EkTask | [EPerf. Measure & ° X B = Display Type: Al v R R %
I Back ” Save H Refresh I
Step Action
50. 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.
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Step Action
Click on the Objective row to add additional objectives.

51. Click the + Objective button.

52. 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.

53. 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.

Objectives >> Tasks >> Performance Measures (3
&+ Objective | (B Task | E+Perf. Measure & o X B = Display Type: Al v R R %
|E‘ ‘E‘ View All

Basic Info | Maore Details | 1I»

Select Type Sort Order Name Description Required Allowed to Sort

1 (] ¥ Objective 1 Objective 1 Objective 1

2 O 1.4 Task 1 task 1 J@

3 a Performance Measure 111 PM 1 ‘FM1 A’E

4 ¥ Objective 2 ‘Increasethenumberofop\mdr_e\ated '/'E ‘Increaselhenumberofop\owdre\aled '/’E

(] 21 |D|51r|bule narcan kits to trained /IE ‘D\smbute narcan kits to trained '/‘E
B Objective | | Bk Task | [EPerf. Measure. 4 O %* B ] Display Type: Al v OB R
[ Back H H Refresh ]

Step | Action

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

55. Click + Task button.

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

On the Task row, in this example we will enter Distribute 74 narcan Kits to
trained community members in the Name field.

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

On the Task row, in this example we will enter Distribute 74 narcan Kits to
trained community members in the Description field.
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Objectives >> Tasks >> Performance Measures @

{# Objective | Bk Task | (B Perf. Measure | & & X & = Display Type: Al v R R %
‘E| ‘E‘ View All
[ Basic Info ‘ | More Details | II»
Select Type Sort Order Name Description Required Allowed to Sort
10 ¥ Objective 1 Obijective 1 Objective 1
2 O ¥ Task 14 Task 1 task 1 J@
3 0O Performance IMeasure 111 PM1 ‘PM 1 JE
4 (] ¥ Objective 2 |\nr:rease the number of opioid related ;'ﬁl ‘ Increase the number of opioid related '/J@
+ Task 21 |D\31nbu1e narcan kits to trained '/JE ‘ Distribute narcan kits to trained 'JE
m} Performance Measure z 11 |Number of kits distributed /@ ‘Numbel of kits distributed //‘E
©# Objective | (B Task | |BkPerf. Measure 4 T X B = Display Type: Al v R OE %
I Back I I Save l [ Refresh I
Step [ Action
58. Select the Task row where the performance measure will be added.
59. Click + Performance Measure button.
60. 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.

61. 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.

Page 75



SFS Handbook: Grantee Processing in SFS

Objectives >> Tasks >> Performance Measures @

I

[+ Objective | [EkTask | [EkPerf. Measure | & T X B = Display Type: Al )
|[a] View Al
[ Basic Info ‘ | More Details | 1I»
Select Type Sort Order Name Description Required Allowed to Sort
10 ¥ Objective 1 Objective 1 Objective 1
2 0 ¥ Task 14 Task 1 ltask 1 o
3 0O Performance IMeasure 111 PM1 ‘PM 1 JE
4 (] ¥ Objective 2 |\m:rease the number of opioid related '/'ﬁl ‘ Increase the number of opioid related '/r@
5 + Task 21 |D\51r|bu1e narcan kits to trained '/'E ‘ Distribute narcan kits to trained '/PE
6 O Performance Measure 211 |Number of kits distributed /JE
[ Objective | ([EkTask | (EkPerf. Measure & o X B = Display Type: Al v Lo
Save l [ Refresh I

Step

Action

62.

all fields.

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

< Event Bid Period

v Al

aragraph v

-

10 deatns.

erformance Measures (7.

eil. Measire &+ &

formance Measure

ive

formance Measure

pert. oasure ¢ &

Create Bids

~vAvBA~ B I Y5 2= -—@A-E
X = Display Type: Al ¥ F o
Sort Order Name Description Required  Allowed to Sort Allow Performance Measure
1 Objective 1 Objective 1
11 Task 1 task 1 2
1 PM 1 =
2 Increase the number of opioid related /2 | Increase the numl =
24 Distribute narcan kits to trained 2 [ Distribute narcan kis to trained =
Number of kits distributed Bl number of ks distriuted =
X B =] Display Type: Al L

Perf Measure Response Type (Tm':‘l',’é‘:':f'
Numetie 100
Numeric v 100] ‘

Action

Note: Available Performance Measure options are:
e Attachment
o Date
e Numeric
e Text/Comment
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Step Action
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.
64. Enter the applicable value into the Numeric (Target/Goal) field.

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

65. Click the Save button.

66. Click the Back button.

Create Bids

< Event Bid Period

Business Unit  OMHO1 Budget Type EXPENDITURE
EventID EVT0000082 Funded Amount 500000 000
Bidder Setid  SHARE Period BidderID 1000015277
Bid Event Periods Q
Period
Period From 10012023  Period To 0913012024 Budget Required
Work Plan Required
Q
Bid Event Line# 1

Step Action
67. 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
‘ = | | Q ‘ View All
Line Period Item ID Description Unit ;f_’i"":reu"it Bid Your Total Bid Price

1] Period Details —1 iLine 1 iEA 20000/ | (@)

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 Validate Entries
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Step Action

68. 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.

69. 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

70. In the resulting popup, click the Yes button to confirm you would like to submit
the bid.
71. 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:
¢ 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.
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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.

_ Mo -

Search in Menu ‘ Q @ E @
My Homepage v
SFS Notices SFS Support SFS Coach
4 Grants Management Training ...
‘1 Grants Management FAQS ... — @ ‘

View Your Information

=24

Register for POs via Email

Show Details

Invoice and Payment inquiry

=

Supplier Change Request

PO and Receipt Inquiry Grants Management - State

e

Add/Maint Self-Service Invoice FAQs | Contact Us

= =@

Get helpful information here.

Step

Action

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.

< My Homepage

L=

Bid Event Search

Grant Contracts Search

B

Maintain Your Information

Progress Report Search

0

Active Frogress Reparts

60

Past Due Progress Repors

Grants Management

Praqualification Application Bid Response Search

E

Claims Update Guide
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Step Action
2. Click the Bid Event Search tile.

£ Grants Management View Events and Place Bids N Q ¢ @

View Events and Place Bids

Enter sea

criteria ta locate an event for viewing or placing bids.

~ Search Criteria

Event ID

Search by Grant Opportunity

From o
Search by Due Date ]
T ]

Search by Status | Available -~

Search by Eligibility Not-For-Profit

Search by Funding Agency Q
Search Results
=]
EventID Funding Agency  Grant Opportunity Status Eligibility Availability Date Anticipated Release Date Due Date
oMHO1 101123 TEST-4 Available Sovernmental Ently. NoLFOr- 10/13123 1 48P0 011123 1:48PM et
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 EVT0000082 link to initiate a bid
response.
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< Supplier Search Events.

Event Details

Event Name
EventID

Event
Format/Type

Event Round
Event Version
Event Start Date

Event End
Date

GRANTS

Contact

Phone

Lines

Event Description:

Email 1

101123 TEST-4
OMH01-EVTO000082
Sell Event RFx

1
1

101172023 1:46PM EDT
107202023 0:46 PM EDT

Online Discussion

Live Chat Help

Bidding Shortcuts:

Payment Terms

My Bids

Edits to Submitted Bids
Multiple Bids

#8id Required

[

Not Allowed
Allowed

Line Comments/Files

Event Details

Step

Action

|

Bid on Event

l

Click the Bid on Event button.

Event Details

Save for Late

EventName 101123 TEST4

Event D OMHO1-EVTO000082
Event Format/Type Sell Event RFx

EventRound 1

Event Version 1

Event Start Date  10/11/2023 1.46PM EDT
Event End Date 1020:2023 0145 PM EOT

Hide Additional Eve

Description:
GRANTS

Processing Status  Bid Event Published

nt Info

Contact
Phone

Email test123@sfsny gov

Online Discussion

BidID New
Bid Date

Bid Currency

Estimated Award Date

Anticipated Contract Date

US Dollar

Payment Terms.
Billing Location

Event Currency
Conversion Rate

Edits to Submitted Bids
Multiple Bids

Office of Mental Health
Dollar

100000000

Mot Allowsd

Allgwed

-

£ Search Event Det Event Details Q : @
New Window | He P

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
Questions and Answers Narrative |Q&A

Length

Narrative |N/A

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 Reguired (2 Line Comments/Files
Lines
|Ei‘ ‘ Q | View All
Line Period Jtem ID Description Unit Your Unit Bid NeBid  Your Total Bid Price
11 LINE 1 EA Bid (@]

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 ] I {(SaveTor Later ]

Return to Event Search
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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
Help
Business Unit  OMHO01 EventID EVT0000082 Event Round: 1 Event Version: 1
Attachments
View Event Attachments @
il -
Attached File Attachment Description Event RFx Doc Upload View
Upload View
Add New Attachments @
®] 0ot~
Attached File Attachment Description Upload View

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

Comments

Add New Comments (9

Please review attached instructions before responding to bid event. el

Step Action

11. Click the OK button after viewing the instructions, attachments and comments.
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sk oot e oy

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.

Page 84




SFS Handbook: Grantee Processing in SFS

Bid Response address fields X
Help
Site/Project Address | Q. | | 10f1 v | View Al
L+
Address Line | 10 Tester Lane |
1
Address Line |
2
City | Albany |

Postal Code |12229 |

State |NY |

OK

Cancel

Step

Action

16.

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

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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£ Search Event Details

Hide Event Questions

Event Questions

¥ Bid Required

General Questions

*

Response| | Yes

*

* |deal Response Required

Applicant must be a 501c3 organization to apply

Event Details

Response || My organization is qualified because

®

Weighting

Describe why your organization is qualified to implement the proposed program model outlined in Section ITT
Program Model Description. Include both quantitative and qualitative evidence to address this question and
experience with engaging with PWUD and priority population(s).

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

EventName 101123 TEST-4

Event ID

Event Format/Type
Event Round
Event Version
Event Start Date

Event End Date

OMHO1-EVT0000082

Sell Event RFx
1

1

1011/2023 1-46PM EDT
107202023 0146 PM EDT

Processing Status  Bid Event Published

Hide Additional Event In

Description
GRANTS

Contact
Phone

Email fest123@sfs.ny.g

Online Discussion

BidiD 1
Bid Date.

Bid Currency

Estimated Award Date

Anticipated Contract Date

Payment Terms
Billing Location

Event Currency
Conversion Rate

Edits to Submitted Bids
Multiple Bids

Event Details

US Dollar

Office of Mental Health
Dollar

100000000

Not Allowed

Alowed

L]

e

Help | Personalze Page

Step

Action

19.

Click the Save for Later button.
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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 Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail
¥ Bid Required & Line Comments/Files
Lines
‘E;| ‘?‘ View All
Line Period Item ID Description Unit ;ﬁz;u"it 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.
< Bid Search Screen Create Bids N Q 1 @
Bid Event Periods Q View
Period P:r::wc m'c‘uuz; Period To  09/30/2024 Budget Required
Q e
Step Action
22. Click the Budget properties link.
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Budget Properties Header

EventID EVT0000082 Max Award Amount  500000.000
Bid EventPeriod 1 Period From Date  10/01/2023
Bidder/Vendor ID 1000015277 Period To Date  09/30/2024

Budget Type PERFORMANCE

Budget Properties

Apply Match

Calculate Match

Include Match Worksheet

Allow Vender to Add
Use Other
Overage on Claims

Overage %

Budget Category Properties

B| Q View All
A - n QOverage
Budget Category Available in Grant Use Match Match Percentage Use Other Overage on Claims

Percentage

1 | Test Category a 0 O O =+

Narrative

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.
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Budget Proparses

A y ML
Caiculyin Maick

Irchusie Mabch Warkibest
Bbgrw Warmadir 10 Madid
i Dy
CiagE B Clai

Crwerage

Budget Category Properties
L’

1 | Tew Category G 2

Tt Gty 2 = 3

Harafve

Budge Comgoey  Avallsple in Jrasn UspeMusch  Mawh Percamages  Use Dt

Crarmge oo Clnbms

Crenrage
Parcartags

Budget Properties Header x
EventlD EVT0000082 Max Award Amount  500000.000
Bid Event Period 1 Period From Date  10/01/2023
Bidder/Vendor ID 1000015277 Period To Date  09/30/2024
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
‘E;‘ ‘6| View Al
Budget Category Available in Grant Use Match  Match Percentage Use Other Overage on Claims g:recreagte;ige
1 ‘Tes( Category (] 0 (=] (=] ‘:‘
Narrative
4
Step Action
25. Under Budget Category Property section, click Plus Sign (+) to add a new
row.
Budgel Properties Header ®
B Bt Parlod 1 Pasicd Freen Dits 1
BizderVerdor ID 1000 83T Parcd To Date = [iral
Busget Type  FPERFORIMANCE
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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.
e 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.
Budget Properties Header
FlQ View Al
Budget Category Available in Grant Use Match  Match Percentage Use Other Overage on Claims g::::rgleage
1 | Test Category O 0 O O -
2 | Test Category 2 a 0 O O -
Narrative
Period Budget Summary
|| Q View Al
Budget Category g;::;z;‘::s Match Funds g‘:l::x:‘lanfed Match % Required Other Funds Total Category Details
1 Test Category 0.00 0.00 0 0 0.00 0.00
2| TestCalegory 10 oou o o 000 000

Sub Totals

Grants Funds  0.00
Match Funds  0.00

Mateh % Calc  0.00
Other Funds  0.00

[ Back ] I Save
Step Action
20. 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

Budget Type PERFORMANCE
Budget Category  Test Category

Category Details

[5)[2]

Type/Description Grant Funds

il ||

Category Totals

Cumulative Grant Funds 0.00
Cumulative Match Funds 0.00
Cumulative Other Funds 0.00
Cumulative Category Details Totals 0.00

Narrative

Match Funds

Match % Required

Match %  Other funds

View All

Total
Funds

Help

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.
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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.

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
‘ = ‘ ‘ Q ‘ View Al
. . B Qverage
Budget Category Available in Grant Use Match Match Percentage Use Other Overage on Claims Percentage
1 ‘Tesl Category | O 0 ] ] ‘T‘ |i|
2 ‘Tesl Category 2 | O 0 ] =] ‘T‘ |:|
Narrative
¥
Period Budget Summary
‘E;‘ ‘E‘ View Al
Budget Category g;zr:ezr::s Match Funds g:lf:l;ﬁed Match % Required Other Funds Total Category Details
1 Test Category 10000.00 0.00 0 0 0.00 10000.00 =]
g SRR 10000.00 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 | |
Step Action
43. Click the Save button.
44, Click the Back button.
< Bid Search Screen Create Bids Q@ @
Business Unit  OMHO1 Budget Type  PERFORMANCE
EventiD EVTO000082 Funded Amount 500000.000
Bidder Setid  SHARE Period 1 Bidder D 1000015277
Bid Event Periods Q ew Al
Period
Period From 10/012023  Period To  08130/2024 Bucget Required Budget
Work Plan Required  [Work Flan Froperies
Q WAl
Bid Event Line#
Step Action
45, Click the Work Plan Properties link.
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< Event Bid Period Create Bids

Work Plan

Work Plan Header

EventlD EVTD000082 Business Unit OMHD1  WorkPlan D EVT0000084-R1V1P1-1000015277-170
Bidder ID__ 1000015277 Period From:  10/01/2023 Period 1 [FiokFion Grarviow e
Allow Bidder Defined Objective and Tasks: Period To:  08/30/2024 )
Maximum Number of:

Objectives

Performance Measures

Project Summary (@

[ B Paagaph v AvAlvA+vB~v B T U § 2 —-—@E-Q@
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 (&
Bk Objective | [E#Task | EPerf. Measure & & X B = Display Type: Al v R R 9
(®][a] View Al
Basic Info ‘ More Details | Ii»
Select Type Sort Order Name Description Required Allowed to Sort
] ~ Objective " | Objective 1 | Objective 1 |
> 0 v Task 1.1 Task 1 [task 1 Ja
3 0O Performance Measure 111 PM1 ‘PM 1 J@
+« 0 Objective 2 | objective 2 ﬁﬂ Objective 2 ”\@
Er-Objective | Bk Task | EkPert. Measure @ o X @& =] Display Type: Al v R R o
[ Back ] [ Save l I Refresh l
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.
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Objectives >> Tasks >> Performance Measures &

l

[EObjective | (B Task | [E+Peri. Measure @ & X B = Display Type: Al hd >
| lQ View Al
Basic Info More Details | 1>
Select Type Sort Order Name Description Required Allowed to Sort
10 = Objective 1 Cbjective 1 Objective 1
2 O ¥ Task 11 Task 1 task 1 4@
m] Performance Measure 1.1.1 PM1 PM 1 A@
4 * Objective 2 Objective 2 / Objective 2 /@
o | Task |24 Task 2 B fask 2 2o
: : 2 4 :
B+ Obijective | |G Task | [E#Perf. Measure & D X B =H Display Type: Al v E L
Back l l Save l l 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.

Objectives >> Tasks »> Performance Measures 2

[+ Objective ) (ErTask | [ErPert. Measure 4 & X B = Display Type: Al ¥ »
5[ View Al
Basic Info More Details | II»
Select Type Sort Order Name Description Required Allowed to Sort
10 + Objective 1 Objective 1 Objective 1
2 O ¥ Task 11 Task 1 task 1 //
m] Performance Measure 111 PM1 PM 1 ”@
4 0O ~ Objective 2 Objective 2 A Objective 2 /{
] - Task ;2,1 Task 2 /,@; Task 2 ”@
o Performance Measure 211 PM2 12 |euz F
E+Objective ) (E+Task |[ErPerl. Measure @ ¢ X B = Display Type: Al v -

Back H Save H Refresh

Step Action

S57.

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.
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Step Action

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

Objectives >> Tasks >> Performance Measures

[+ Objective | ([ErTask ) [ErPerf. Measure 4 & X B = Display Type: Al v @

= Q] View Al
Basic Info ‘ More Details | v

Select Type Sort Order Name Description Required Allowed to Sort

10 ~ Objective 1 Objective 1 Obiective 1
2 0 - Task 14 Task 1 [task 1 ja
30 Performance Measure 114 PN 1 ‘PM 1 J@
4 O | = Objecve 2 objective 2 B[ Objective 2 Ja
5 M v Task 21 | Task2 J@ | [Tesk2 /J@ :
e O Performance Measure 211 ‘PM 2 /’E ‘PM 2 JE—‘

[EObiective | B+ Task | EPeri. Measure @ & X B = Display Type: Al v E R4

l Back l [ Save l l Refresh l

Step Action

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

¢ Event Bid Period Create Bids N Qa @ @

Performance Measures (7

| pert. Measure. @ & X B = Display Type: Al ~ -
Sort Order Name Description Required Allowed to Sort Allow Performance Measure Perf Measure Response Type mm’::'&‘;‘;

ctive 1 Objective 1 Objective 1

c 1.1 Task 1 task 1 i

Jerformance Measure PM1 P11 il Numeric

ctive 2 Objective 2 2 objective 2 2

" 21 Task 2 Task 2 M

fertormance Msasure 211 PM2 B (puz 2 N v 100

bretueasie) ¢ O X ® B Display Type: Al LIl A

Step Action

62. Note: Available Performance Measure options are:
e Attachment
o Date
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Step Action

e Numeric
e Text/Comment
¢ 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.

< Event Bid Period Create Bids N Q @

Business Unit  OMHO1 Budget Type CAPITAL
EventID EVT0000082 Funded Amount  500000.000
Bidder Setid  SHARE Pericd 1 BidderID 1000015277

Bid Event Periods Q
Period 1
Period From  10/0172023  Period To  09/30/2024 Budget Required prog
Work Plan Required  Tiork Plan Properties
Q

Bid Event Line# 1

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

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

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 Validate Entries
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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.

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:
e 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
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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.

My Homepage ~

Search in Menu

B .o

4 Grants Management Training ...
4 Grants Management FAQs ...

View Your Information

=4

Register for POs via Email

Show Details

Invoice and Payment inquiry

Supplier Change Request

SFS Support

)

PO and Receipt Inquiry

~—N

AddiMaint Self-Service Invoice

&)

SFS Coach

-
«

Grants Management - State

=

FAQs | Contact Us

)

Get helpful information here

Step

Action

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.
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< My Homepage Grants Management

Bid Event Search Maintain Your Information Praqualification Application Bid Response Search
= / ~—=
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 0 d—
p— Active Progress Reports p—_—’
= 158 =7

Past Due Progress Repors

Step Action
2. Click the Bid Event Search tile.

¢ Grants Management View Events and Place Bids N Q @

View Events and Place Bids

User
Enter search criteria ta locate an event for viewing o placing bids

~ Search Criteria

EventID

Search by Grant Opportunity

From 2l
Search by Due Date [
To

Search by Status | Available -

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

Search by Service Area

Search Results

=
EventID Funding Agency  Grant Opportunity status Eligibility Availability Date Anticipated Release Date  Due Date
§ - ’ Govenmental Entity, NotFor- o0 a1 107202023
OMHO1 01123 TEST-4 Available Profit 1011723 1.46PM 10011723 1.46PM 1:46PM EDT

Step 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.

5. Click an Event ID link to initiate a bid response.
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£ Supplier Search Events Event Details 4

Event Details

Bidding Shortcuts:

Event Name 101123 TEST-4
EventID  OMHO1-EVTO000082

Event Sell Event RFx
Format/Type

EventRound 1
Event Version 1
Event SrtDate 10/11/2023 1:46PM EDT
EventEnd 10202023 0146 PMEDT
Date

Event Description:
GRANTS i
Contact Payment Terms
Phone My Bids ©
Email 15 sis.ny.gov Edits to Submitted Bids  Not Allowed
Online Discussion Multiple Bids  Allowed
Live Chat Help
# Bid Required Line Comments/Files

Lines

Step Action
6. Click the Bid on Event button.

I Bid on Event l

Event Details N Q

< Search Event De

Event Details

Save for Late Cance

Bidding Instru

EventName 101123 TEST-4
EventID OMHO1-EVTO000082 BidID New
Event FormatType Sell Event RFx Bid Date
EventRound 1 Bid Currency US Dollar
Event Version 1

Event Start Date  10/11/2023 1:46PM EDT

Event End Date 10720:2023 0145 PM EDT Estimated Award Date

Processing Status  Bid Event Published Anticipated Contract Date

Description: -
GRANTS

Payment Terms

Contact
Phone Billing Lecation  Oiffice of Mental Health
Email test123@sfs ny Event Currency  Dollar
Online Discussion Conversion Rate 1,00000000

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.
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8. Click the Additional Bid Info link.

Additional Bid Response fields

Additional Bid Response Info

Organization Type Not-For-Profit Letter of Intent
Taxpayer Identification Number Questions & Answers Post Type Provide a Link

Bidders Conference Application
Workshop

Contract Type Fixed Questions and Answers Upload

Length Questions and Answers Narrative |Q&A

Narrative |N/A
P

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 ene 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
|Ei‘ ‘ Q | View All
Line Period Item ID Description Unit ;‘I?ig;”““ Bid NeBid  Your Total Bid Price
11 LINE 1 EA [m] Bid [®]

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 ] I [ |

Retumn 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
Help
Business Unit  OMHO1 EventID EVT0000082 Event Round: 1 Event Version: 1
Attachments
View Event Attachments @
‘ 5 ‘ 1-10f1 v
Attached File Attachment Description Event RFx Doc Upload View
Upload View
Add New Attachments @
|5 | 1202 v
Attached File Attachment Description Upload View
Instructions_document. pdf ‘ | Upload Add New Attachments Delete
Reporting_Template. pdf | Upload View Add New Attachments Delete
Comments
Add New Comments (®
Please review attached instructions before responding to bid event. &l
OK Cancel
Step Action
11. Click the OK button after viewing the instructions, attachments, and comments.
Everl Delads
et M 331000 TFATA
Cvand 10 DRSS TODOGIC- & il R
Bt FormanTyps Sl Dyt A e [
[ P Mo 1 gy B Ol

Eynmpnga &t Dase

Pemuppeg Biray  Fiod Lvend it e
Pnrigman
AT
LA Papmmin Tt
e Mg Loy My i Lieredal sl
B Bl Corrmmay [l
i Dcwn v R 1 OO

Kbty b Lot Py ol Blard

Wrgen Bdy  Adoamt

Simg | Arovwer Geraral Dvend Doauiom
P et bl e gt T e b (s e e b b ] e

Gt Eorws] Chat il
DS Mumior

Bmgerped T vty 1

[ S——
erriem Rrpemsl Te I

bige Mumg i My excs
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Postal Code |12222 |

State |NY |

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 NFP who can
be contacted with questions about the bid response
15. Click the Site/Project Address link.
Bid Response address fields X
Help
Site/Project Address | Q | 10f1 v | View Al
il
Address Line | 10 Tester Lane |
1
Address Line |
2
City | Albany |

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.
< Search Event Details Event Details A Q@

Hide Event Questions

Event Questions
¥Bid Required #* |deal Response Required

General Questions

*

Applicant must be a 501c3 organization to apply

Responsel | Yes v Weighting

*

Describe why your organization is qualified to implement the proposed program model outlined in Section ITI
Program Model Description. Include both quantitative and qualitative evidence to address this guestion and
experience with engaging with PWUD and priority population(s).

Response || My organization is qualified because. 2

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: The ability to add a Comment/Attachment will vary based on the question.
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Event Details N Q @ @
Help | Personalze Page
Event Details —
EventName 101123 TEST4 o
Event|D OMHO1-EVT0000082 B BidID 1
Event Format/Type Sell Event RFx Bid Date
EventRound 1 Bid Currency US Dollar
Event Version 1
Event Start Date 10/11/2023 1:46PM EDT
Event End Date 102042023 01:46 PM EDT Estimated Award Date
Processing Status  Bid Event Published Anticipated Contract Date
Description: -
GRANTS &
Contact Payment Terms
Phone Billing Location  Office of Mental Health
Email test123G@sfs ny gov Event Currency  Dollar
Online Discussion Conversion Rate 1.00000000
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 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
Line 1 EA =

Step

Action
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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.

£ Bid Search Screen Create Bids [+} @
Bid Event Periods Q
Q
Step Action

22. Click the Budget properties link.

Budget Properties Header X

Bid Event Period 1

Budget Properties

Apply Match
Calculate Match

Overage %

EventlD  EVT0000082 Max Award Amount  500000.000

Peried From Date  10/01/2023

Bidder/VendorID 1000015277 Period To Date  09/30/2024

Budget Type CAPITAL

Budget Category Properties

[m][a]
Budget Category Available in Grant Hsafch Match Percentage  Use Other Overage on Claims  Overage Percentage
1 SCOPING & PRE- 0
DEVELOPMENT
2 DESIGN 0
3 ACQUISITION 0
4 CONSTRUCTION 0
5 ADMINISTRATION 0

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.
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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.
Budget Properties Header
Narrative
Period Budget Summary
F| Q View All
Budget Category g:meg:;‘s Match Funds gaal';.?l ::/fed Match % Required Other Funds Total Category Details
1 SESEL%%&EEF 0.00 0.00 0 o] 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
4 CONSTRUCTION 0.00 0.00 0 0 0.00 0.00 =
5 ADMINISTRATION 0.00 0.00 0 0 0.00 0.00 &
SJEPT;(PJ\EJGRESER\/ES o 000 © ® D CE e
7 OTHER 0.00 0.00 1] o] 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
I Back l l Save l
Step Action
25. Under the Period Budget Summary section, click on View All icon to show all
budget categories.
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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Category Details x

Help

Budget Type CAPITAL Match % Required
Budget Category SCOPING & PRE-DEVELOPMENT

Category Details

|E;| |€| -10f1 v I View Al

il |

Type/Description Grant Funds Match Funds Match %  Other funds

Narrative

Category Totals

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

Cumulative Category Details Totals 0.00

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.
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.
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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.
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Business Unit  OMHO1
EventID  EVT0000082
Bidder Setid  SHARE

Bid Event Periods

Period 1

Period From 101012023

Q

Bid Event Line# 1

Retum to Bid Response

Budget Properties Header
Narrative
2
Period Budget Summary
‘E‘ ‘?‘ View 5
Budget Category g:';:z:‘:;s Match Funds g:l‘::l ;/:E d Match % Required Other Funds Total Category Details
SCOPING & PRE- !
1 DEVELOPMENT 10000.00 0.00 0 0 0.00 10000.00 =
2 DESIGN 10000.00 0.00 0 0 0.00 10000.00 B
3 ACQUISITION 0.00 0.00 0 0 0.00 0.00 =
4 CONSTRUCTION 0.00 0.00 0 0 0.00 0.00 B
5 ADMINISTRATION 0.00 0.00 0 0 0.00 0.00 =
WORKING .
5 CAPITALRESERVES 0.00 0.00 0 0 0.00 000 =
7 OTHER 0.00 0.00 0 0 0.00 0.00 B
Sub Totals
Grants Funds  20000.00 Match % Cale  0.00
Match Funds ~ 0.00 Other Funds  0.00
Total 20000.00
Back Save
Step Action
40. Click the Save button.
41. Click the Back button.
£ Bid Search Screen

Create Bids  Q @

CAPITAL
Funded Amount  500000.000

Budget Type

Period Bidder ID 1000015277

Q View All

Budget Required
Work Plan Required

Period To  08/302024

Step

Action

42.

Click the Work Plan Properties link.
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< Event Bid Period Create Bids

Work Plan

Work Plan Header

EventlD EVTD000082 Business Unit OMHD1  WorkPlan D EVT0000084-R1V1P1-1000015277-170
Bidder ID__ 1000015277 Period From:  10/01/2023 Period 1 [FiokFion Grarviow e
Allow Bidder Defined Objective and Tasks: Period To:  08/30/2024 )
Maximum Number of:

Objectives

Performance Measures

Project Summary (@

[ B Paagaph v AvAlvA+vB~v B T U § 2 —-—@E-Q@
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 (&
Bk Objective | [E#Task | EPerf. Measure & & X B = Display Type: Al v R R 9
(®][a] View Al
Basic Info ‘ More Details | Ii»
Select Type Sort Order Name Description Required Allowed to Sort
] ~ Objective " | Objective 1 | Objective 1 |
> 0 v Task 1.1 Task 1 [task 1 Ja
3 0O Performance Measure 111 PM1 ‘PM 1 J@
+« 0 Objective 2 | objective 2 ﬁﬂ Objective 2 ”\@
Er-Objective | Bk Task | EkPert. Measure @ o X @& =] Display Type: Al v R R o
[ Back ] [ Save l I Refresh l
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.

Page 112



SFS Handbook: Grantee Processing in SFS

Objectives >> Tasks >> Performance Measures &

E+Objective | (E# Task | & Perf. Measure @ o X B =] Display Type: Al v o
| lQ View Al
Basic Info More Details | 1>
Select Type Sort Order Name Description Required Allowed to Sort
10 = Objective 1 Cbjective 1 Objective 1
2 (m] ¥ Task 11 Task 1 task 1 ﬂ@
m] Performance Measure 1.1.1 PM1 PM 1 A@
4 * Objective 2 Objective 2 / Objective 2 /@
o | Task 121 Task 2 B fask 2 2o
: : 2 4 :
B+ Obijective | |G Task | [E#Perf. Measure & D X B =H Display Type: Al v E L
l Back l l Save l l Refresh ]

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.

Objectives >> Tasks »> Performance Measures 2

[+ Objective ) (ErTask | [ErPert. Measure 4 & X B = Display Type: Al ¥ »
5[ View Al
Basic Info More Details | II»
Select Type Sort Order Name Description Required Allowed to Sort
10 + Objective 1 Objective 1 Objective 1
2 O ¥ Task 11 Task 1 task 1 //
m] Performance Measure 111 PM1 PM 1 ”@
4 0O ~ Objective 2 Objective 2 A Objective 2 /{
] - Task ;2,1 Task 2 /,@; Task 2 ”@
o Performance Measure 211 PM2 12 |euz F
E+Objective ) (E+Task |[ErPerl. Measure @ ¢ X B = Display Type: Al v -

Back H Save H Refresh

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.
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Step Action

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

Objectives >> Tasks >> Performance Measures

[+ Objective | ([ErTask ) [ErPerf. Measure 4 & X B = Display Type: Al v @

= Q] View Al
Basic Info ‘ More Details | v

Select Type Sort Order Name Description Required Allowed to Sort

10 ~ Objective 1 Objective 1 Obiective 1
2 0 - Task 14 Task 1 [task 1 ja
30 Performance Measure 114 PN 1 ‘PM 1 J@
4 O | = Objecve 2 objective 2 B[ Objective 2 Ja
5 M v Task 21 | Task2 J@ | [Tesk2 /J@ :
e O Performance Measure 211 ‘PM 2 /’E ‘PM 2 JE—‘

[EObiective | B+ Task | EPeri. Measure @ & X B = Display Type: Al v E R4

l Back l [ Save l l Refresh l

Step Action

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

¢ Event Bid Period Create Bids N Qa @ @

Performance Measures (7

| pert. Measure. @ & X B = Display Type: Al ~ -
Sort Order Name Description Required Allowed to Sort Allow Performance Measure Perf Measure Response Type mm’::'&‘;‘;

ctive 1 Objective 1 Objective 1

c 1.1 Task 1 task 1 i

Jerformance Measure PM1 P11 il Numeric

ctive 2 Objective 2 2 objective 2 2

" 21 Task 2 Task 2 M

fertormance Msasure 211 PM2 B (puz 2 N v 100

bretueasie) ¢ O X ® B Display Type: Al LIl A

Step Action

59. Note: Available Performance Measure options are:
e Attachment
o Date
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Step Action

e Numeric
e Text/Comment
¢ 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.

< Event Bid Period Create Bids N Q @

Business Unit  OMHO1 Budget Type CAPITAL
EventID EVT0000082 Funded Amount  500000.000
Bidder Setid  SHARE Pericd 1 BidderID 1000015277

Bid Event Periods Q
Period 1
Period From  10/0172023  Period To  09/30/2024 Budget Required prog
Work Plan Required  Tiork Plan Properties
Q

Bid Event Line# 1

Step Action
63. 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
‘ = | | Q ‘ View All
Line Period Item ID Description Unit ;‘I?i"":reu"it Bid Your Total Bid Price

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

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 Validate Entries

Page 115



SFS Handbook: Grantee Processing in SFS

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:
¢ How to use the Match Worksheet for a Bid Response

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 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.

My Homepage ~

Search in Menu ‘ Q Q 5 @

SFS Notices

‘1 Grants Management Training ...
4 Grants Management FAQs ... @ ‘

SFS Support SFS Coach

Show Details

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

© = b L=

S~

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

ey &), =®

Get helpful information here.

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.

< My Homepage Grants Management

Bid Event Search Maintain Your Information Praqualification Application

Bid Response Search

(= 2 (=

Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 0 ’
— Active Progress Reports = —=
\j IE =7

Past Due Progress Repors
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Step

Action

2.

Click the Bid Event Search tile.

£ Grants Management View Events and Place Bids N Q ¢ @
View Events and Place Bids
Enter search criteria ta locate an event for viewing o placing bids.
~ Search Criteria
EventiD
Search by Grant Opportunity
Search by Due Date From El
To &
Search by Status | Available d
Search by Eligibility Not-For-Profit
Search by Funding Agency Q
Search by Service Area v
Search Resuts
B
EventID Funding Agency  Grant Opportunity Status Eligibility Availability Date Anticipated Release Date  Due Date
OMHO1 101123 TEST-4 Available Sovernmental Ently. NoLFOr- 10/13123 1 48P0 101723 1:46PM et
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 EVT0000082 link to update a bid
response.
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< Supplier Search Events Event Details @ Q @ @

Event Details Wekcos

Bidding Shorteuts:

EventName 101123 TEST-4

EventID  OMHO1-EVT0000082

Event Sell Event RFx
Format/ Type

Event Round 1
Event Version 1

Event Start Date  10/11/2023 1:46PM EDT
EventEnd 102020230145 PM EDT
Date

Event Description

GRANTS &

Contact Payment Terms

Phone My Bids
Emall test123@sfsny g Edits to Submitted Bids  Not Allowed
Online Discussion Muitiple Bids

Live Chat Help

Allowed

# Bid Required (PLine Comments/Files

Lines

Step | Action

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

< Search Event Details View, Edit or copy from Saved Bids

View, Edit or copy from Saved Bids

Event Name 101123 TEST-4

EventID  OMHO1-EVT0000082 EventRound 1
Event Format/Type  Sell Event RFx Event Version 1
Event Start Date  10/11/2023 146PM EDT Multiple Bids  Allowed
Event End Date: 1012012023 0146 PM EDT Currency: US Dellar
Bids

BidID  Round Version Bidsws e Bid Last Saved

V13 Pl
- ; Swes Poses (7S 2P

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
‘E;| ‘?‘ View All
Line Period Item ID Description Unit ;ﬁz;u"it Bid Your Total Bid Price
1 | Period Details —1 Line 1 EA )
Step Action
8. Scroll to the bottom of the page of the existing bid response. Under the Lines

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

< Bid Search Screen

Create Bids

Business Unit  OMHO1 Budget Type EXPENDITURE
EventID EVT0000082 Funded Amount  500000.000
Bidder Setid SHARE Period 1 Bidder ID 1000015277
Bid Event Periods Q iew Al
Period
Period From 10012023  Period To  09/30/2024 Budget Required

Work Plan Required  \Work Pian F

Q

Bid Event Line# 1

Step Action

9. Click the Budget Properties link.
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Budget Properties Header x

Help
EventID  EVT0000082 Max Award Amount  500000.000
Bid Event Period 1 Period From Date  10/01/2023
Bidder/Vendor ID 1000015277 Period To Date  09/30/2024

Budget Type  EXPENDITURE

Budget Properties

Apply Match  Allowed at

Calculate Match ~ Grant Fund v

Include Match Worksheet Match Worksheet

Budget Category Properties

‘E| ‘E‘ 150010 | b b1 Viewal
Budget Category Available in Grant ﬂﬁch Match Percentage  Use Other Overage on Claims  Overage Percentage
1 SALARY 0
2 FRINGE 0
3 CONTRACTUAL 0
4 TRAVEL 0
Step | Action
10. Click the Match Worksheet link.
Include Match Worksheet x
Help
Include Match Worksheet
|E;| |E| 1-10f1 v | ViewAll
Source of Matching Funds E‘Iiis:l;zurce Form of Documentation Required Match Total
§ I “ I [+ =
Match Wersksheet Detail Total 0.00
Budget Detail Match Total 0.00
Narrative
-
Step Action
11. Enter applicable value in the Source of Match Funds field.
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Step Action

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.

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

18. Click the Return to Bid Response link.

19. Click the Save for Later button.

20. You have successfully completed the Using the Match Worksheet for a Bid
Response 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:

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

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:
¢ How to review a Contract Agreement

SFS role 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.

My Homepage ~

SFS Notices SFS Support SFS Coach

4 Grants Management Training ...
4 Grants Management FAQs ... ﬁ%} ‘

Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
= -
B
© &/’ = E‘l@
_— S
= 5 ~—_F
Register for POs via Email Supplier Change Request AddiMaint Self-Service Invoice FAQs | Contact Us

o E) ®

Get helpful information here.
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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.

€ My Homepage

Grants Management

e
(= 4 (=
SN
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 2 - =
__o Active ng(r)ess Repons. I g — Z_ﬁ
Step Action
2. Click the Grant Contracts Search tile.
Maintain Contract Documents
Document Search
Business Unit | =1

Document Administrator

Al i Men

B Pending Review

b Advanced Search Criteria

q -
Searc

List of Documents
|| Q
Documents

Contract Document

Idore Detals e

Description

From Begin Date

From End Date

Decument Status

qQ
To Begin Date

To End Date

Status Date/Time
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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, 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
Document Search

Business Unit  |OMHO1 Q|

Document Administrator | Q ‘
From Begin Date || To Begin Date ||
From End Date || To End Date ||

J All Documents
Pending Review

» Advanced Search Criteria

List of Documents

|EE;||Q| 1100f12 ~| b M | ViewAl
’ Documents H More Details 1»

Contract Document= Description Document Status Status Date/Time
0000000000000000000105387 OMH01-C12345G-1040200 Pending

Review

Step Action

6. Click the applicable Contract ID from the search results.
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£ Find Documents

v o POY PP
Expre Date 12082025
Document Status  Pentng Review

Ownes

¥ Information Available for Review O

w i Q
DY escwow N, RbNOows g hewRat DR MRS miee
112052022 12082023 1,000 000 Penod 1 In Process Pe n Process
2 120572023 12082024 2,000 000 Penod 2 New Pe HNew
Comments History
View D el " .r.r SL men ]
Step Action
7. Click the View Document button to review the Contract Agreement document.

View Document
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O | D SFSinanet-+ x | B SESinanet-+ X | (P SESiatraner-+ X | [ 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 Heaith
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
Oniy)
NYS Vendor 1D Number: 1000053985
Federal Tax ID Number
CONTRACTOR PRIMARY MAILING ADDRESS CONTRACTOR STATUS:
PO BOX 415256
DEPT ROC L] For Profit
BOSTON, MA 02241-5256 O] Municipality
CONTRACTOR PAYMENT ADDRESS L] Tribal Nation
] 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 mailing address Exemption Status/Code
[ Sectarian Entity
Step Action
8. When you are finished reviewing the Contract Agreement document, click
the Close (X) button.
X
9. 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:
o How to review and update the budget and work plan information on a contract
e 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.

My Homepage ~

SFS Notices SFS Support SFS Coach

4 Grants Management Training ...

4 Grants Management FAQs ... @

Show Details

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

© =4 b (=

- | N

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

T & ®

Get helpful information here.
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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 update grant contract
information.

Grants Management

N i~
= a o=
(= 2 E) (=
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 2 a— =
__o Active Pn:g;ss Repons. I g — Z_ﬁ
Step Action
2. Click the Grant Contracts Search tile.
Maintain Confract Documents
Document Search
Business Unit | Q
Document Administrator Q
From Begin Date gl To Begin Date
Fram End Date | To End Date
Fill L [ [
b Advanced Search Criteria
List of Documents
A v
Documents Idore Detads | [[»
Contract Decument Description Document Status Status Date/Time
Step Action
3. Enter the agency’s business unit into the Business Unit field or click the
magnifying glass to search for the information.
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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.

Maintain Contract Documents
Document Search

Business Unit | OMHO1 Q|

Document Administrator ‘ Q |
From Begin Date | To Begin Date ‘ |
From End Date ‘ | To End Date ‘ |
All Documents
Pending Review
» Advanced Search Criteria
e
List of Documents
|E‘i||q| 1100f32 ~| b M | Viewal
’ Documents ‘ ‘ More Details ‘ 113
Contract Document~ Description Document Status Status Date/Time
| o-aoaacc-c-oaacccooaac1180??I OMH01-00180GM-1010215 EECTQT
Step Action
6. Click the applicable Contract ID link from the search results under the Contract
Document column.
Contract Document
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Contract D 0000000000000000000118077
OMHO01-00180GM-1010215
DOE, JOHN

08/28/2023 9.01AM
08/18/2023

07/07/2024

Description

Document Administrator

Approval Start Date

Begin Date

Expire Date

Document Status  Pending Review
Owner

¥ Information Available for Review &

EIEY
Period Start . Period Budget Detail Budget Detail Budget Detail Budget Period
Date BeticdiEdiDaty Amount Period Status Review Date Mark as Reviewed
1 08/18/2023 07/07/2024 3,000.000 Period 1 In Process m]
Comments History
5]
w
c
y
Approve l [ Deny l I Pushback

View Document

No Attachments/Related Documents Exist
Send E-Mail
View Executed Documents

Work Plan
Period

Period 1

‘Workplan Detail
Status

New

Work Plan
Review Date

Workplan Period Mark
as Reviewed

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.

‘ View Document
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B | O sSintmnet-r x| B S$Smvanet-+ X | (B SSintnces-+ x | [ Documenss

x| [ aceseventoc X N

Close (X) button.

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 Averue CONTRACT NUMBER: OMH01-00124GM-
Albany, NY 12229 1100206
CONTRACT TYPE
CONTRACTOR NAME TRANSACTION TYPE: Now
STAPLES INC
PROJECT NAME
CONTRACTOR IDENTIFICATION NUMBERS: | CFDA NUMBER (Federally Funded Grants
)
NYS Vendor 1D Number: 1000053985 O
Fedoral Tax 1D Number:
CONTRACTOR PRIMARY MAILING ADDRESS: | CONTRACTOR STATUS
PO BOX 415256
DEPT ROC {J For Profit
BOSTON, MA 02241-5256 (] Municipalty
CONTRACTOR PAYMENT ADDRESS: O Tribal Nation
0 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
8. When you are finished reviewing the Contract Agreement document, click the
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B PFariend Burdgeet Drtad Eepogel Datas Burtgel Datas Brdigel Puricd W B Workplas Dolsd  Woen B Wirnplas Pyt Mark
End Dol Parizd $iatin v Dt Mt s Bewirwed Plﬂ-aﬂr !I.ﬂ'\.u,‘-L ﬁlm-;-:h l:ﬁwrm

Step Action

0. Review comments in the Comments History field for any specific instructions
from the agency prior to navigating to the budget/work plan pages.
10. Click the applicable Period link under the Budget Detail Period heading to

review and edit the budget period detail information.
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Contract Period Budget

Copy from Contract Period

=
h
Wi

Available for Supplier Updates

Contract Period: 1

Contract SetlD: SHARE Period From Date: (8/18/2023
Contract ID:  0000000000000000000118077 Period To Date:  07/07/2024
Version#: 1 Period Amount 3,000.00

Budget Type: EXPENDITURE

¥ Budget Properties

S

-
(&3]

Apply Match: | Allowed at Category Level + =

-

)
b =y

Calculate Match:
Include Match Worksheet
Allow Supplier to Add Deliverable/Qutcome Rows @
Use Match

Match% 000

Step Action

can update the budget information. When de-selected, the grantee can only
view the budget information.

11. Note: When the Available for Supplier Updates option is selected, the grantee
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* Period Budget Summary
B||lQ View 5
SuagetCategory AL mawnfunas  MEINIEGE iiiwed  Requred  Funae  Tow Category Details
1 SALARY =
2 FRINGE &
3 CONTRACTUAL =
4 TRAVEL =3
5 EQUIPMENT =
5 SPACE/PROPERTY =
RENT 1
7 SPACE/PROPERTY =
OWN e
8 UTILITIES =3
g OPERATING =1
EXPENSES e
10 OTHER B
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
12. 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
may need to scroll to see these icons.
Note: The Category Detail fields will vary based on the Budget Category.
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Category Details

ContractID  0000000000000000000118077
Budget Type EXPENDITURE
Budget Category FRINGE

Category Details

Contract Version 1

Contract Peried 1

Match % Required
Match Worksheet

B|lQ View All
Type/Description Grant Funds Match Funds Match % Other Funds Total Funds
T -
Total Grant Funds 0.00
Total Match Funds 0.00
Total Other Funds 0.00
Category Details Totals 0.00
Narrative
o e
Step Action
13. In this example, we are updating budget category detail information for the
Fringe budget category and Expenditure budget type.
14. 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.
15. 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.
16. 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.

17. When you are finished entering the Budget Category Detail information, click
the OK button.
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Contract Period Budget
B Q View 5
Grant Funds Match Funds Match % Match % Other q
Budget Category Requested Matchlbund= Calculated Calculated Required Funds jletal Category Details

1 SALARY 3,000.00 500.00 500.00 4,000.00 &
2 FRINGE =
3 CONTRAGTUAL =]
4 TRAVEL =)
5 EQUIPMENT &
g SPACE/PROPERTY -y
RENT
7 SPACE/PROPERTY )
OWN
8 UTILITIES =)
OPERATING =
EXPENSES
10 OTHER =

Total Grant Funds Requested 3,000.00

Total Match Funds Calculated 0.00 Total Match Funds 500.00

Total Other Funds 500.00

Grand Total 4,000.00

Step Action
18. Click the Apply button to save your changes.
19. Click the OK button to return to the Document Management page.
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Comtract i DOOOOOODODCO0O00000 17T
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Documem Adminivirrior  DDE JOHH
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Bupere Dute  OTOT00
Cicumam Sumen P Rive
Trmnar

v Indgereation Availabie 3or Review

=
Bute Pated End Ot e Pariza St Buve Dot Mk g Beviewed  Parioa St RrviewOsls o Baviewed
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Step Action

20. Click the applicable Period link under the Work Plan Period heading to review
and edit the work plan information.

Work Plan
Period
Grants Work Plan
Contract Work Plan
Work Flan Header
I Avallabls for Suppiier Updates I Supplies
Contract I0;  OOCCOOOOO00OACO00011507T SetiD; SHARE  Contraot Verskon Wiork Plan ID:  00000000000000000001 1801 3-SHAREV1I®
Cantrast Period i From: OB18°2023 To:  OMOTEQE SR ——
Ia. lerw Supplisr Dufired Objective & Tasks I
Orling Wark Plan Begured B
Cijbetads
Tasks

Perdomances Measumes

Project Summary (¥
(2 B Pasgae v v Al AvBY B [ U S 2 —@E-@

@ Nv oo a- F =
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Step Action

21. 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.

22. 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.

23. 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.

@ Add/Update Contracts x | @ Nv.GeoNT WRgat x [+ ™ - a x

c O £ % W 0 &

= NY.GG_CNT WPpdf

ATTACHMENT C - WORK PLAN

1
SUMMARY
PROJECT NAME: CONSULTANT SERVICES DASNY
CONTRACTOR NAME: ~ STAPLES CONTRACT & COMMERCIAL LLC

SETID: SHARE VERSION: | PERIOD: |
CONTRACT PERIOD: From:  6/19/2023
To:  6/18/2024

Project Summary:

Step Action

24. When you are finished reviewing the Work Plan Overview Report document,
click the Close (X) button.
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Objectives >> Tasks >> Performance Measures ()
B+ Objective ) Bk Task | [EkPerf. Measure & O X B = Display Type: Al v R R4
‘E‘ ‘E‘ View All
Basic Info More Details 1
Select Type Sort Order Name Description Required Allowed to Sort
10 * Objective 1 |Dbﬂ name J@ |ubﬂ desc 4’@
2 ¥ Task 14 |lask1 name A’@ |task1 desc A’E
3 a Performance Measure 111 |PM1 name J@ |PM1 desc J@
s O Performance Measure 112 [Pz name B Pu2desc P
B+ Objective | B Task | E#Perf. Measure @ o X B = Display Type: Al v oER R0
l OK ” Cancel H Apply H Refresh I
Step Action
25. Click the More Details tab.
Objectives >> Tasks >> Performance Measures @
B+ Obiective | (Ek Task | (EPerf. Measure. &+ & X B = Display Type: Al d %
(5[]
‘ Basic Info ‘ More Details | Ii»
Select Type SortOrder  Allow Performance Measure Perf Measure Response Type (T;‘Il‘;';?g:a\) Date Text/Comment (Target/Goal)
1 00 ¥ Objective 1
2 0 = Task 11 | v
El =] Performance Measure 111 | Date v |0or18/2023 [ | =2
4 0O | Performance Measure l112 [ Numeric Ml 100][ | O B
B Oblective ) (E# Task | [Z#Perf. Measure. & O X B =] Display Type: Al v B I o
Step Action
26. In this example, we are updating the target value for the second performance
measure.
We will change the Numeric (Target/Goal) field to 50.
27. Click the Apply button to save any changes.
28. Click the OK button to return to the Document Management page.
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Pariod St Paricd Erd I Peraa Dhacigi Cwoll Mgt Dl Masdgat Dwtad Basdgis Periad erk Pl ‘Poriplen Dwasl erk Plan "ol Pariod Mark
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Step Action

20. 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.

30. 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.

31. Enter any comments for the agency in the Comments field.

Note: The Comments field could be used to summarize the changes you made.

32. Note:

e To upload and attach documents to a contract, click the Add Additional
Attachments link.

¢ Vendors can only add attachments to their contracts during collaboration.

33. Click the Approve button to indicate your review is complete and to return the
contract to the agency.

Mark 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
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Step Action

34. Click the Yes button to continue marking this contract as reviewed.

Note: Click the No button to cancel this action.

35. Note:

¢ If you want to return the contract back to the agency contract manager
for updates, click the Deny button.

e |f you want to return the contract to the previous step in the workflow,
click the Pushback button.

36. 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
o 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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My Homepage ~

Search in Menu

View Your Information

=4

Register for POs via Email

SFS Notices

4 Grants Management Training ...
4 Grants Management FAQs ...

Show Details

Invoice and Payment inquiry

W

Supplier Change Request

SFS Support

SFS Coach

2
«

PO and Receipt Inquiry

Grants Management - State

=

Add/Maint Self-Service Invoice

)

FAQs | Contact Us

=@

Get helpful 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.

< My Homepage

Bid Event Search

=

&

0

Grant Contracts Search

Grants Management

Maintain Your

Progress Report Search
Active Progress Reports

0

Past Due Progress Reports

Bid Response Search

(=

"
()

Submit a Claim Claims Update Guide

1E8

=7

Step

Action

Click the Grant Contracts Search tile.
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Maintain Confract Documents
Document Search

Business Unit | Q
Decument Administrator Q
From Begin Date gl To Begin Date [
Fram End Date gl To End Date [
All Documern
b Advanced Search Criteria
List of Documents
| Q w
Documents Iore Detads | [[»
Contract Decument Description Document Status Status Date/Time
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

state agencies.

Q

Document Search section blank.

4, To view grant contracts that are pending review and approval, verify the
Pending Review checkbox is selected.

have previously been approved, verify the All Documents checkbox is
selected.

5. Click the Search button.

Search

business with, click the magnifying glass to view a list of business units and

Note: If you do not know any criteria, you can leave the search criteria in the

Note: To view grant contracts that are pending review and grant contracts that
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Maintain Contract Documents

Document Search
Business Unit  [OMHO1 Q.
Document Administrator | Q |
From Begin Date | | To Begin Date | ‘
From End Date | To End Date | ‘
B All Documents
Pending Review
» Advanced Search Criteria
List of Documents
|5 Q) 4 4 | 11200f32 v M| Viewal
[ Documents \ [ More Details \ li»
Contract Document~ Description Document Status Status Date/Time
|ooooc0o000000000000117721 | OMHO1-C00109GI-2650732 ze”di”g
pproval
Step Action
6. Click the applicable Contract ID from the search results.

£ Find Documents

Documents

Contract Number
Contract iD

Descripbon

Document Administratcs
Approval Start Date
Begin Date

Expue Date

Document States

ONNHO1.CONIOPGAL IS0
CGON0000000000GC00 117721
ON01.CON 0BG 3650732
DOE JOHN
02152023 343
1152023
RIS2025
Pendng Apptoval

Owner

By ciicking e "Approve’ button, | acting in the capacity as Contractor, certfy that | am the signing authority, of have been delegated or cesignated
formaly &5 I Signing authority by he approgriste suthority of oficial, and as such | do agree, and | have the authofity 10 apree, 1o a1 of the terms and
condsons set forth in the Master Contract, Incuding all appendices and attachments. | understand that (1) payment of a Claim on ths Master Contract
Is condiboned upon the Contracior's compiance with all applcable conotms of paricipation in This program and (f 1 am actng in the capacty as a
not-for profit Contractor) the accuracy and com 55 Of indk 10 the State of New York through the SFS vendor prequaldcation
process and (i) by electronicaly ndicating my acceptance of the terms mﬂ conations of the Master Contract | certify that () to the @xtent that the
Contracior 15 required to register and/or Sie reports with the Ofice of the ARomaey General's Charties Bureau (Charites Bureaw’), e Contractor's
reQgulration it curtent, all SppACadIe reports have been filed, and the Contracior has No cutstanding requests from the Charties Burédu relaong 1o its
fings and (b) all ¢ata and tesponses In the appdcation submitted by the Contractor are frue, complete and accurate. | alse understand that use of my
assigned User 1D and Password on e State’s contract G System is jent 1o having placed my signature oo the Master Contract and
that | am responsible for any activity atdutable 10 the use of my User ID and Password. Asditionaly, any miormabon entered will be consiserad 10
have been entered and provided at my direction | further certify and agree that the Contractor agrees 10 walve any claim that this elecironic record o

BgratTe s " Court. moh ') e choice of law provisions.
Agprove [ Deny Ve Appx wvals (]
No AttachmentyRetated Documents Exint
[ View Contract Agreoment ] p
Sene

View Executed Documents
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Step Action
7. Click the View Contract Agreement button to view the Contract Agreement in
a new browser window.
View Contract Agreement
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:

‘ Always allow pop-ups and rederects from httpsy//
‘ intv.sfs.ny.gov

8) Continue blociang
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O | D Sinvanet-+ x| B SESinanet-+ x | B SFSinzanet-+ X | [B Documents

x| [ scresmento x| 4

C ® b
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 Holtand Avenue CONTRACT NUMBER: OMHO01-00124GM-
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 1D Number: 1000053885 Y
Federal Tax ID Number:
CONTRACTOR PRIMARY MAILING ADDRESS: | CONTRACTOR STATUS:
PO BOX 415256
DEPT ROC [ For Profit
BOSTON, MA 02241-5256 £ Municipality
CONTRACTOR PAYMENT ADDRESS: C Tribal Nation
) Iindévidual
¥ 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:
] Sectarian Entity
Step Action
9. When you are finished reviewing the Contract Agreement document, click

the Close (X) button.

b 4
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d Documents Documents

Confract Number OMHO1-C00109GM-3650732
ContractID  0000000000000000000117721
Description  OMHO01-CO0109GM-3650732

Document Administrator DOE,JOHN
Approval Start Date  02115/2023 3:43PM

Begin Date  02/15/2023
Expire Date  02/15/2025

Document Status  Pending Approval

Owner

By clicking the 'Approve’ butten, |, acting 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 Confract, 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 pregualification
process and (ii) by electronically indicating my acceptance of the terms and conditions of the Master Confract. | certify that (a) to the extent that the
Contractor is required to register and/or file reports with the Office of the Attorney General's Charities Bureau ('Charities Bureau"), the Confractor's
registration is current, all applicable reporis have been filed, and the Contractor has no outstanding requests from the Charities Bureau relating to its
filings and (b) all data and responses in the application submitted by the Centractor are frue, complete and accurate. | also understand that use of my
assigned User ID and Password on the State’s contract management system is equivalent to having placed my signature on the Master Contract and
that | am responsible for any activity atiributable to the use of my User ID and Password. Additionally, any information entered will be considered to
have been entered and provided at my direction. | further certify and agree that the Confractor agrees to waive any claim that this elecironic record or
signature is inadmissible in court, notwithstanding the choice of law provisions.

|E Approve i” Deny View Approvals =

o No Attachments/Related Documents Exist
| View Contract Agreement |

Send E-Mail
View Executed Documents

@

Step Action

10. Click the Approve button.

Approve
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Please enter your fifle as it should be displayed within the signed agreement (e.g.,
Deputy Director).

Title | Deputy Director

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.

o
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< find Documents

Contract Number  OMMO1.COMMIGALIGSOTIY <
Contratt 10 00S00000000000000 117721
Description  OMMOL.COMORGAL SSOTIY
Docwment Administnateor DOE JOHN
QNS0 34N

Approval Stan U
Begin Date  QQ1S202)
Cxpre Date  QONS202S
Document Status  Pensey Appeov sl

Owner

By chciong e "Approwe’ bution, | acting in he Capacty a5 Contracior, Cortfy Ihat | am I Signing authorty. o have Deen Celegated or Cesignated
formally &5 the S9N SUIhONty Dy e S0OrO0nate SUthorty O OMCHL 353 &5 Such | 60 Bgree. 3nd | Rave The Sulorty 10 agree. 10 M of Ihe terms and
congaons set forth in the Master Contract, InCluding all apoendCes and aRachments | understand !hat (1) payment of 2 Ciaim on s Master Contract
15 CONARONSA uUPon the COntracions COMPRANce With Al AOTRCAbIE CONARONS Of DEBCPAtON N Tha Crogram 30d (f | am aCtng In e capacty as 8
not-for peofit Contracion) the acouracy and compieteness of Normation sudmitied 10 e State of New York theough the SF S vendor prequadication
process and (i) by shectroncaly macating my aceptance of the 1erms and CoNABons of e Master Contract | certfy That (2) 10 he exlent hat the
Coolracion (s required 10 register andior N reports with the Ofce of e ABomay Genera’s Charties Buresu (Charties Bureay). e Conactacrs
regelraton is current, all aDPECADIe repOMS have Deen Med. and the Cortraciar Nas NO CURILANANg regutits Fom Mhe Charties Buredy relating 1o its
ngs and (b)) 2l Cata and resPONSES In e AEECASON SUbMEME by e Contracior a0 Tue, Compiete and 3C0urate | 350 Understand hat use of my
assigned User 1D and Password on the State's contract management sysiem o equivalent 10 having placed my signature on the Master Contract and
that | am responsibie 10f any actvity SrDutable 10 the use of my User 1D and Password ASGE0Naly any nfommation entered will 0e conssdered 10
have been enteced and provided at my deection | Surines Cortity and agroe at the Contracior Sgrees 10 walve any Caim that s elecironic fecond or
SOrANTe 5 NACMISSOM N COUN. AMMAMENSIANGNG e CHOICR Of W O OvSDns

pu 1ig AR acrrmarts Retsted Docerenty £t
| View Cortact Agreement |

Step Action

13. Click the View Contract Agreement button.

View Contract Agreement

ACRITMINT _000000000000000000011 7

3 upon Bhe Loriracior's comp
mphcatie condions of parScpeton i S program and | #1
AT acAng N T Capacity a8 3 notior profit Contracion) e

of ndormation

4) 15 T exderd Nt P Contrackr & regured 1 regaier
Ao Se reports W e Ofce of e Alcrmey Genera™
Chartien Buresy (Charties Bureay”), e Cortracions

Charites Buray refating 10 i Bngs and (0] o data and
pones I e appicaton wutmitied by Te Contracior are
e complete and accurste. | eiso undersiand that use of ey
ssgred User D and Passwcnd on e Sate's contract

1 Arther cartfly and agree That e Contracior agrees 1 walve
0y Ch D DV SIS SROONT OF MPWANG & FRITeRLOM
" COun, noteitalandeg Te choice of lew proveors.

CONTRACTOR: STAPLES CONTRACT & COMMERCIAL
uc

oy Jare Doe
Tew Depnty Ovecnw

Osle 02402

ATTORNEY GENERAL'S SaGNATURE STATE COMPTROLLENS SaGNATURE
APPRONVED AS TO FORM

By

Tow

Step Action

14. The Title, Date, and Signature of the Approval display on the Contract
Agreement.
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P 555 ntranet - Home X | @ Documents x

cC O e % 0O &

=  AGREEMENT_0000000000000000000117...

is conditioned upon the Contractor's compiance with all
applicable conditions of participation in this program and ( # |
am acting in the capacity as a not-for profit Contractor) the
ac y @nd comp 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 1o registor
and/or file reports with the Office of the Atiorney General's
Charities Bureau ("Charities Bureau®), the Contractor’s
registration is current, all appicable reports have boen filed
and the Contractor has no outstanding requests from the
Charities Bureau relating to its flings and (b) al data and
nmmmwmmwwmocwrmm

true, complete and accurate, | also understand that use of my
assigned User 1D and Password on the State's contract
management system is equivalent 1o having placed my
signature on the Master Contract and that | am responsibie for
any actvity attributable to the user of my User 1D and
Password. Additionally, any information entered will be
considered to 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: STAPLES CONTRACT & COMMERCIAL
uc

By

Date 052372023

ATTORNEY GENERAL'S SIGNATURE STATE COMPTROLLER'S SIGNATURE
APPROVED AS TO FORM

By By

Step Action

15. Click the Close (X) button.

b
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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:
o Progress Report Processor (NY_ES_SUPPLIER_PRGRPT_USER)

Procedure
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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.

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 ~

Search in Menu

SFS Notices

4 Grants Management Training ...
4 Grants Management FAQs ...

View Your Information

Register for POs via Email

Show Details

Invoice and Payment inquiry

~ ~

Supplier Change Request

SFS Support

)

PO and Receipt Inquiry

~—N

AddiMaint Self-Service Invoice

&)

SFS Coach

-
«

Grants Management - State

=

FAQs | Contact Us

=®

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 submit a progress report.
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£ My Homepage Grants Management

Bid Event Search Maintain Your Information Bid Response Search

= 20 L=

Grant Contracts Search Progress Report Search
& 5
= Active Progress Reports
~—0
Past Due Progress REpons.

Step Action

2. Click the Progress Report Search tile.

et | [ IR "
Wil St ¥
e = Comteaat # — R i e
TN R e > SRR ] Eudelalelp e ab S a1 35 101 1 Poded i -Aepen 1 BT Pendl
[ <501 SR 1011 AR 5 4T 1 Pasia 1 Rapen 3 BOBNT) Appa
- = LML TIDN  SNINYTT 1 Pued1_Rapartd TUHORD Apyer
el E | " DO TS 1 Peiod | Bapor | BDZNNIY M e
m A3 COOOBRGM LITEIET  DOGOBBOSE0OG0000001 1T 4 1 Paricd | -Baport T BEZICATE Mot B
£ 17 et Connsmmn bITEREE ) 1 Parled 1 - Repedt & BSCITY Mot B
E e T L T 1 Pated - Rapen & $TZINTY Mo 5
- S RTEIT DOOGOMMDOMBNIBO0TI 1SN 1 Pariod ] -Repen T BEZINIF NS
T DO 000 | 1745 1 Wecdl 1 -Repor B BIHNTY Mo S
SOOI 1 Fuod - Faper 10 NI NS
Step Action
3. The Manage Progress Reports search page is displayed with a default list of All
Progress Reports available.
4, Select the status tab on the left to display progress reports for an applicable
view.

Click the Not Started tab.

5. Click the Filter icon to narrow down the number of progress reports that display.

L]
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Filter m

Contract # | Q|
Contract ID | Q|
Period # | |
Report ID | |

Report Description | ‘

status | v|

Due Date From | e

Due Date To | e
Business Unit | Q|

Project Name | ‘

User Assigned | Q |

Supplier ID | Q |

Supplier Name | ‘

l 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.

¢ In order to search by Project Name, a Business Unit must be entered or
selected first.

7. Click the Done button.

In this example, we will not filter the progress reports.
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< Update Progress Report Manage Progress Reporis @ Q A 7]

All Progress Reports 16 ‘?‘

Not Submitted o o

Pending Review . Contract# ContractID & Pegqg Rg'mn Description D(\',m Date Status <

Information Requested 0 E OMH01-Ci 1010207 117499 1 Period 1-Report 1 02/22/2023 Not Star

Approved 3 O |oMHo1-CH 1010207 117499 1 Period 1-Report2  03/22/2023 Not Star

Past Due 0 © |oMHO1-CH 1010207 117499 1 Period 1-Report3 0412212023 Not Star

Due within €0 days 3 © |oMHo1-C 1010207 117499 1 Period1-Report4  05/22/2023 Not Star

TS 12 o |omHo1-ci 1010207 117499 1 Period 1-Report5 0612212023 Not Star

D © |oMHo1-CH 1010207 117499 1 Period 1-Report 6 07/22/2023 Not Star
< |omHo1-c 1010207 117499 1 Period 1-Report 7 08/22/2023 Not Star
& |omHo1-CH 1010207 117499 1 Period 1-Report & 09122/2023 Not Star
O |oMHo1-CH 1010207 117499 1 Period 1-Report9  10122/2023 Not Star
© |omHo1-C 1010207 117499 1 Period 1-Report 10 11/22/2023 Not Star
O |oMHo1-CH 1010207 117499 1 Period 1-Report 11 12122/2023 Not Star
© |omHo1-C 1010207 117499 1 Period 1-Report 12 01£22/2024 Not Star
< >
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.
e Click the Re-Assign User button at the top of the page.
e Select the User ID to re-assign.

¢ Click the Assign Supplier User button.

Note: This is an optional step.
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£ Update Progress Report

All Progress Reporis 16
Not Submitted 0
Pending Review 1
Information Requested 0
Approved 3
Past Due 0
Due within 60 days 3

Manage Progress Reports

Contract# ©

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

0O

o]

O

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

O OMHO01-C00004GM-1010207

v ‘ Re-Assign User

) OMH01-C00004GM-1010207
) OMH01-C00004GM-1010207

) OMH01-C00004GM-1010207

ContractID & Per#iog

o

0000000000000000000117499

0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period 1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Peried1-
0000000000000000000117499 1 Period 1-
0000000000000000000117499 1 Period1-
0000000000000000000117499 1 Period1-

Report Description

=TT

Report 2

Report 3

Report 4

Report 5

Report 6

Report 7

Report 8

Report 9

Report 10

Report 11

Report 12

Due Date

02/22/2023
03/22/2023
04/22/2023
05/22/2023
06/22/2023
07/22/2023
08/22/2023
09/22/2023
10/22/2023
1172212023
1212212023

01/22/2024

o

Status {

Not Star

Not Start

Not Start

Not Start

Not Star

Not Start

Not Start

Not Star

Not Start

Not Star

Not Start

Not Start

Step

Action

Select the applicable Report Description link to update and submit the

progress report.

Period 1 - Regnrt|

© MBSae PiOaess RepeT

p—
Pk 8
by Hama

Searun

s e asurs

i

1| ik abgeection

Humdar

Update Progress Report

O CRR00 00N 1 TRINT
e o bental Healfy
Fiok Stwries

Fertimarnte

Taak Hame  Mesware

L 1a

3 Paded 1 - Rapent 1
Bt Porleed P 81210021
Repord Period o 4202003023
st Diatee QHZHRD
Frivlivsinia
Mawraie Hams Penpiese Trt
bl partcrmanon
L
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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

In this example, the Text/Comment response type is used on the progress report.

11.

To view any comments on the Target/Goal, click the View
Text/Comment button.

View Text/'Comment

Note: The View Text/Comment button will only display for the Text/Comment
response type.

¢ MbE P AT Upsdate Pro gt Report o '::'.i_ (]
Mars Wiudien | Proruiscaline Page | 21

p— AR CHO00 M- 1T Report i Pasied 1 - Rapert 1 M et e P

Pl 1 Ergret Peried Feom 41010011
by Marme Ofce of hental Faalh Btepext Prriod To  43MCNFL
Statuy Pk Sarked D (it AT2TATD

e Maasures Contract Progress Comments ®
T

Dot Hama N ot |1argetecall i

T bt otsechivn foriC omment ]

Step

Action

12.

Click the OK button to return to the previous page.
ok
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{ Manage Progress Reports Update Progress Report N Q A

Mew Window | Personalize Page | &

View Associated Work Plan

S

OMH01-C00004GM-1010207 Report ID  Period 1 - Report 1
1 Report Period From  01/21/2023
Office of Mental Health Report Period To  02/20/2023
Not Started Due Date  02/22/2023
1-10f 1 | View All
Performance
Task Name Measure nPn:TsT:aa;g;e Response Type  Comment (Target/Goal) Comment Response
Number
élesl task 51.1 A : test performance : View Text/Comment ] : I Enter Text/Comment
i measure i i
>
or Review l l Cancel
Step Action
13. Click the Enter Text/Comment response button.

Enter Text/Comment

response type.

Note: The Enter Text/Comment button will only display for the Text/Comment

Update Prog

A COMMACM- BT Foeporn i Pasied 1. Rspeet 1 P RS P

1 Repeont Period From  BIGHREES

Offce of Merkal Hoalh Heport Peciod To BHHEMTS

Mot Sartet Due Duate  BRZIHID

Contract Progress Comments. u I
retg [ Vi A

Tush Mams Measare -

[Py
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Step Action

14. Enter the applicable value in the Contract Progress Comments box.

Note: The Contract Progress Comments field could be used to explain your
progress in completing the associated task.

15. Click the OK button.
£ Manage Progress Reports Update Progress Report D Q A 75
New Window | Personalize Page =
. View Associated
Contract # OMHO01-C00004GM-1010207 ReportID  Period 1 - Report 1
Period # 1 Report Period From  01/21/2023
Agency Name Office of Mental Health Report Period To  02/20/2023
Status Not Started Due Date 02/22/2023

Performance Measures

|Ei‘ 1-1 of 1 ﬂ
Objective N Task Task N :‘eﬁormance Performance R T c T. Goal c
jective Name " ask Name Nﬁ:_::ler:a Measure Name esponse Type omment (Target/Goal) ommen|
test objective 11 test task 111 S PRT e TEE Text/Comment View Text/Comment l l View Te
measure
<
Save Submit for Review Cancel
Step Action
16. Click the Save button.
Save
17. Click the Submit for Review button.
Submit for Review
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< Manage Progress Reports Update Progress Report R Q A i @

New Window | Personalize Page | &

View Associated|

Contract # OMHO01-C00004GM-1010207 ReportID  Period 1 - Report 1
Period # 1 Report Period From  01/21/2023
Agency Name Office of Mental Health Report Period To  02/20/2023
Status Not Submitted Due Date  02/22/2023

Performance Measures

| = ‘ 11 of 1
Objective Name sk T ment (Target/Goal) Commen
L Number Are you sure you are finished with updating this progress report and it is ready to be it
| submitted for review by the agency?
test objective 11 tel Once the progress report has been submitted to the agency, you will be unable to Bw Text/Comment l l View Te
make any further updates. Select Yes to continue with sending this progress report to
( | the agency. Select No to cancel this action. (0.0) i
l Save l l Submit for R

Step Action

18. 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.

19. 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.
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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.

My Homepage v
SFS Notices SFS Support SFS Coach
4 Grants Management Training ...
‘1 Grants Management FAQs ... — @ ‘
Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
= N
N
® & Vs =) e
—_ \/g ~ N
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
—_h —
— | =
! L = =2
Get helpful information here.

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 update and re-submit a
progress report.

£ My Homepage Grants Management

Bid Event Search Maintain Your Information Bid Response Search

(= =4 (=

Grant Contracts Search Progress Report Search
— Active Progress Reports
o
Past Due Progiess Repons
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Step Action

2. Click the Progress Report Search tile.

< Grants Management

Al Progress Reports »
Al e Assion User
Not Submitied o
Contract # Contract ID
Pending Review 1

Information Requested 1

MHO1-CO0001GM-1030201  0000000000000000000117495

Manage Progress Reports

Pericd # ReportDescription DueDate g

5| 01292024 Information Requested Office of Mental Health FIRE PROTECT TIMR CONTRACT

1row

Agency Name Project Name. R‘;:I’gn ed~  Supplier Name

STAPLES CO-002

Step Action
3. The Manage Progress Reports search page is displayed with a default list of All
Progress Reports available.
4, Select the status tab on the left to display progress reports for an applicable
view.

Click the Information Requested tab.

5. Select the applicable Report Description link to update and submit the

progress report.
Period 1 - Report |

¢ Manage Progress Reports Update Progress Report

. View Associated Work Plan
ReportID  Period 1- Report 5
Contract# OMH01-C00001GM-1030201 ) View Approvals
Period # 1 Report Period From  10/20/2023
Agency Office of Mental Health Report Period To  01/19/2024
Name
Status  Information Requested Due Date  01/29/2024
Performance Measures
‘ = | View Al
Objective S Performance Performance Integer
Number Objective Name Number Task Name Measure Number Measure Name Response Type (Target/Goal) Integer Response
erf measure perf erf measure
P 1.1.1 measure 1 1.1.1 P Numeric 500 50{)‘
1 name 1 name
name
Send Comment to Agency
&l
i
l Save I l Resubmit for Review H Cancel
Step Action
6. Click the View Approvals link to view the agencies comment(s) on what they
want updated on the progress report.
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Contract Prog Report Approval

Help

Contract Prog Report Approval

Contract Progress Report Status:Pending @EView/Hide Comments
Contract Report Approval Path
On Hold
Cnirct Report Approver 1 Not Routed

08/27/23 - 812 PM Multiple Approvers
Information Request F= Cnirct Report Approver 2

&4 Information Request

Comments

08/27/23 - 8:12 PM
Please re-enter integer response

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.

Repent 1D Penod 1- Repor &

Contract &  ORAHON-CO0D0 1 G- 1030201
Pardod & 1 Report Period From 10202023
Agenty  Ofice of Menlal Health Raport Period To  01/192024
Hame
Status  Indormation Reguested Due Date 012972024

Performance Measures

L
Nl.lﬂhl.i'. Ohjective Name J?L:':bﬂ Task Hame mﬁm FHM:.un Nﬁ:‘rrn Responss Trpe ::Tamﬂ'@nﬂl] Integer Respansse
1 .“"”“5‘-"" .11 1 .:er::s-ule1 111 P r— 500 I
1 namss N e 1 name T i
| Updated mleger resporss
Step Action
9. Update the progress report as needed.

Enter a comment for the agency in the Send Comment to Agency field.
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Contract®  CREH01-COOOD1GM- 1030201 Repon D Period 1 - Repor &
Pariod # Report Period From  1(v20/2023
Agency  Ofice of Menlal Heaith Report Period To  (M92024
Hame
Status  Indormaton Reguested Owe Dote  QUrZ282024
FPerformance Moasures
L]
Dajective 5 Tagk M. Perfcrmance Parformance 'I" Irrbeger
Mumbser i o Namé Humber Task - Meazars Number  Measure Hame Response [TargetiGoal) Integer Respaonse
Pl At pert pear] g s
i - : 1.1.1 g | 111 ; H | ] Lfu]
T FEasune A Hurrsric 500 450
name
Sand Comment 1 Agency -
Updated imleger nesponss

Step Action

10. Click the Resubmit for Review button.

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}

No

Step Action

11. 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.

12. 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
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.
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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/lnitial 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.
 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 detall, 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:
e 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:

Scenario: You want to submit an advance/initial payment claim on an approved grant contract
with remaining funds available.
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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.

My Homepage ~
SFS Notices SFS Support SFS Coach
‘1 Grants Management Training ...
4 Grants Management FAQs ... — @ ‘
Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
— N
B
® &/’ bt |;U@
- /""\_
L] ~— N
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us
—_h —
—] —
! ke = =@
Get helpful information here.

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.

< My Homepage Grants Management

Maintain Your Information Submit a Claim Claims Update Guide

Step Action

2. Click the Submit a Claim tile.
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{ Grants Management Submit a Claim

Claim Submission

Step Action

3. Click on the Claim Submission Start button.

Claim Entry and Submission

& Comglete Bovnets Unt oM Clalm Number: NEXT
Clakm Header W A coniett you e Searching M I8 maing om U BIL pleate COMBEL I BwarONg Sgenty For AaTher Miermation
O Not Started ——
Select the contract for ihe claim that is being eatered Fr . L Sels & La
Claim Lines Select Contract 0 Descspton NS Contrmew Gagn Dwe Capee Do Agency Namw Contasct Tolsl

Claim Line Detalls

Clalm Summary

ON

Step Action

4, A listing of the first five available contracts display. To view more than five
contracts, click the View All link.

5. Click the check box to select the applicable contract.

6. Click the Next button on the top right-hand corner of the page.

Xea Claim Entry and Submission .

Contract Selection

© Compiste Enter your organization’s reference number for this claim. In addition, please review and update your vendor location if needed.
Claim Header

© Visited Business Unit: OMHO1 Claim Number: NEXT
Claim Lines Contract : ¢ 000117744
ok Staned 2

Claim Line Details

Claim Summary
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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.
0. 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 Select the Contract Period and Claim Line Type
O%I:r\i\':\et':ader Business Unit: OMHO01 Claim Number: 000000458 x
Chamihnes) Contract ID: 0000000000000000000117744 Supplier ID: 1000016490
@ Complete Description: OMH01-C00121GM-1000204 Supplier Name:
Craim Line Detaile Controct e Da(g; Supplier Location: MAINEPAY N ) ;L’Ds;fAL INA ST
O Not Started 02/20/2023 Clam St 1 Prossss SYRACUSE NY 13202
Claim Summary Contract Max Amount: 'o_au‘u.ua Claim Date: 10232023
O Not Started Invoice ID: Test12367 Claim Type: Regular

Claim Initiated Date: 10/23/2023

Personalize | Find | View Al | 3| B First (4 10f1 () Last

Line Number  *Contract Period Period Amount

1 1

Period From Date

Q | 021202023

Period To Date
02/19/2024

*Line Type

E—

10.000.00

Save

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 Initial line
type.

16. Click the Save button.

17. Click the Next button.

Business Unit: OMH01 Claim Number: 000000458

Contract ID: 0000000000000000000117744 Supplier ID: 1000016490
Description: OMHO01-C00121GM-1000204 Supplier Name:

Project Name: 000000000012111 Supplier Location: MAINEPAY 217 S SALINA ST

Contract Begin Date: 2ND FL
02/20/2023 SYRACUSE MY 13202

Contract Expire Date: 02/19/2024 Claim Status: In Process

Contract Max Amount: 10,000.00 Claim Date: 10/23/2023
Invoice ID: Test12367 Claim Type: Regular

Claim Initiated Date: 10/23/2023

Claim Line Details Find | View All First (40 10f1 (») Last

Claim Line#: 1 Contract Period: 1 Period Date From: 02/20/2023 Period Date To: 02/19/2024

Line Type: Initial Line Comments

Line Attachments

Initial Request Details

Period Total 10,000.00
Initial Percentage 10.00
Initial Amount Calculated 1,000.00

Initial Amount Requested |0.00

Initial Request Justification

Save

Step Action

18. Validate the Claim Line Details information and verify the Line type is Initial.

19. Click the Line Comments button.
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Claim Line Comments x
Help

Business Unit OMHO1 Claim Number 000000458 Line Number 1

Find | View All First (4 10of1 (k) Last

[+] [=]
Comment

P
QK Cancel
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.
22. Click the Line Attachments button.
23. Click the Add Attachment button.
Claims Attachments
Help
Business Unit OMHO1 Claim Number 000000350 Line Number 1
File Attachment I =2 & First (4) 10f1 (» Last
1 oecon A Choose File | Test.pdf ol
Upload Cancel
xS
[0].4 Cancel
Step Action

24. Click the Choose File button, select your pdf file, and click the Open button.
25. Click the Upload button.
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Claims Attachments X

Help
Business Unit OMHO1 Claim Number 000000453 Line Number 1

Personalize | Find | View All | (2 | Lt_ﬁl First (4) 10f1 (») Last

Description Add Attachment View Attachment Attached File
1] Training Dccurnenﬂ View Attachment Training_Document. pdf =+ (=]
OK Cancel

Step Action
26. Enter a description of the document into the Description field.
27. Click the OK button.
[(cPrevious ][ hext >
[ sav
Step Action
28. Enter the applicable value into the Initial Amount Requested field.
In this example, we will enter 100 into the Initial Amount Requested field.
29. Enter the applicable justification into the Initial Request Justification field.
30. Click the Save button.
Save
31. Click the Next button.
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Il

iments Summarny Persomalize | Find | View 5 J - F Tof1

Step Action

32. Click the Claim Entry Complete checkbox.

33. Click the Certification checkbox

34. Click the Save button and then click the Submit button.

35. Click the OK button.
The Claim is submitted into agency workflow and the claim Status changes to
Agency Review.

36. 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)

O

Note: This role allows you to certify and submit a request for an advance (if
allowed on the contract) or reimbursement claim.
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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

4 Grants Management Training ...
4 Grants Management FAQs ... fﬁ%} ‘

Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
= B
N
® &0 < "L |;U@
— -
— ~ ~—F
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

o ), =®

Get helpful information here.

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.

< My Homepage Grants Management

Maintain Your Information Submit a Claim Claims Update Guide

&y |‘ =7
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Step Action

2.

Click the Submit a Claim tile.

<{ My Homepage

Submit a Claim

Claim Submission

Start

New Window | Help | Personalize Pag]

Step

Action

Click the Start button.

X B

Contract Selection
© Complete

Claim Header

O Net Stned

Claim Lines
O Nt g

Claim Line Details

Claim Summary

Cfaim Entry and Submission

=V

Step

Action

A listing of the first five available contracts display. To view more than five
contracts, click the View All link.

Click the checkbox to select the appropriate contract.

Click the Next button.
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X Exit Claim Entry and Submission :

New Window | Help | Personalize Page

Contract Selection

© Complete Enter your organization's reference number for this claim. In addition, please review and update your vendor location if needed.
Claim Header
@ Visited Business Unit: OMHO1 Claim Number: NEXT
Claim Lines Contract ID: 0000000000000000000117744 Supplier 1D 1000015490
O Not Started Description: OMH01-C00121GM-1000204 Supplier Name: R
Project Name: 0000D0000012111 Supplier Location:[MAINEFAY || 217 S SALINAST 21

Claim Line Details Contract Begin Date: 02/20/2023 SYRACUSE  NY 13202

O Not Started . "
Contract Expire Date: 02/19/2024 Claim Status: New

Claim S Contract Max Amount: 10 000 00 Claim Date:|09/0872023 |5
aim Summary v

“Invoice ID: |A123B456, i . aular
O Not Started 2 Claim Type: Regula

Claim Initiated Date: 09/08/2023

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.
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New Window | H
Contract Selection
@ Complste Select the Contract Period and Claim Line Type
Claim Header *®
@ Complete Business Unit: OMH01 Claim Number: 000000350
3 5 Contract ID: 0001 ( 77 Supplier ID: 10¢
Claim Lines 0000000000000000000117744 PP 1000016490
@ Visited Description: OMH01-C00121GM-1000204 Supplier Name:
Project Name: 000000000012111 Supplier Location: WAINEPAY
Claim Line Details Contract Begin Date: 02/20/2023 SYRACUSE NY 13202
O Not Started Contract Expire Date: 02/19/2024 Claim Status: In Process
Contract Max Amount: 10,000.00 Claim Date: 09/08/2023
Claim Summary Invoice ID: A123B4562 Claim Type: Regular
O Mot Started Claim Initiated Date: 09/08/2023
Personalize | Find | View All | {2 | E First (4) 10f1 (p) Last
Line Number || *Cantract Period Period From Date Period To Date Period Amount *Line Type
1 1 &y 0202012023 02/19/2024 10,000.00 v [=]
Initial

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.
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Claim Line Details

Clim Line®: 1

NYS Contract 1D: CO

Line Type: Rembursement

Contract Period: 1

Vendor

Hdr Bl 2-2(

Reimbursement Claim Details

Period Date From: 0220/2023

Pertod Date To!

Line Comments

Line ARachments

Budget Type CAPITAL
Cost incumred Date From " Cost Incurred Date To "
Reimbursement Funds Personaize | Find | View / o N 14014 L
ek —_ Appeoved Grant Previous Cumulative In Process Expenditure for this Reviewed
Budget Lategory Budget Expenddure Eapenditures Report Amourdt
PING RE 250 5
ELOPMENT o
% %
4 TRUCT )
Grant Fund Totals 1,000.00 73.50 54,19 0.00 0.00 73.50
Mateh Fund Totals 0.00 0.00 0.00 0.00 0.00 0.00

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.
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Claim Line Details Find | View Al
Claim Line#: 1 Contract Period: 1 Period Date From: 02/20/2023 Period Date To: 02/19/2024
- . - | Line Comments
Ly Claim Line Comments x =
NYS @ Help | Line Attachments
Rei_' Business Unit QOMHO01 Claim Number 000000350 Line Number 1

Find | View All First (4) 10f1 (k) Last

[#[=]
Comment |add commentg |

p Bl B First (4 14074

] - Current
t‘} pr this Einv;iu:fd E:S;unlgﬁu
oK Cancel b 0.00 35.00
] 0.00 21.00
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.
21. Click the Line Attachments button.
22. Click the Add Attachment button.
Claims Attachments
Help
Business Unit OMHO1 Claim Number 000000350 Line Number 1
File Attachment = I & B First (4) 10f1 (» Last
1Descripﬁon A Choose File | Test.pdf FH =
Upload Cancel
xS
0K Cancel
Step Action
23. Click the Choose File button, select your pdf file, and click the Open button.

Note: Only .pdf files can be uploaded.

24. Click the Upload button.
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Claims Attachments X
Help
Business Unit OMHO01 Claim Number 000000350 Line Number 1
Personalize | Find | View All | ¢21 | &g First ¢ 10f1 » Last
Description Add Attachment View Attachment Attached File
1 View Attachment | Test.pdf [+ =
OK Cancel
Step Action
25. Enter a description of the document into the Description field.
26. Click the OK button.
< Pre Next 3

Contract Selection
@ Complete

Claim Header
@ Complete

Claim Lines
@ Complete

Contract Max Amount: 10,000.00 Claim Date: 09/08/2023

Invoice ID: A123B456Z Claim Type: Regular

Claim Initiated Date: 09/08/2023
Claim Line Details
Claim Line#: 1

Contract Period: 1 Period Date From: 02/20/2023

Line Type: Reimbursement Vendor: 1000016490 - OMH01-C00121GM-1000204

Claim Line Details
@ Visited

NYS Contract ID: C00121GM - Hdr Bld 2-20

Reimbursement Claim Details

Claim Summary
O Not Started

Budget Type CAPITAL

Cost Incurred Date From | 08/01/2023 |5 Cost Incurred Date To|08/31/2023 |[&]

Reimbursement Funds

Save

Personalize | Find | View Al | (21| 5

. § o . Current
Approved Grant  Previous Cumulative In Process Expenditure for this| Reviewod
Budget Category gy gget Expenditure Expenditures Report Amount E“”‘ ulative
xpenditure
SCOPING & PRE- -
1 DEVELOPMENT 100.00 25.00 17.22 1.00 0.00 26.00
2 DESIGN 350.00 21.00 13.23 0.50 0.00 21.50
3 ACQUISITION  300.00 3.00 1224 1.00 0.00 4.00
4 CONSTRUCTION 250.00 2450 11.50 75 0.00 2450
Grant Fund Totals ~ 1,000.00 73.50 54.19 2.50 0.00 76.00
Match Fund Totals ~ 0.00 0.00 0.00 0.00 ).00 0.00

Find | View All First (40 1of1 (p Last

Period Date To: 02/19/2024

Line Comments

Line Attachments

First (4 140f4 (») Last

Step Action

27.

Enter the applicable dates into the Cost Incurred Date From field and the Cost
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.

Page 180




SFS Handbook: Grantee Processing in SFS

Step Action

28. 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.

29. Click the Save button

30. Click the Next button.

€

Clgirm Mg adar
& Compleis

Cllaies Lines
& Complale

Cllgirm Line Details
& Complets

Clairm Summary
& Vi
]
=]
Step Action
31. 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.

32. Click the Add Comments button to add a claim header comment.
33. Click the Claim Entry Complete checkbox.

34. Click the Certification checkbox.

35. Click the Save button

36. Click the Submit button.

37. Click the OK button.

The claim is submitted into agency workflow and the claim Status changes to
Agency Review.
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Step Action

38. 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 ~

Search in Menu ‘ Q

SFS Notices SFS Support

4 Grants Management Training ...
4 Grants Management FAQs ... @

SFS Coach

2
«

Grants Management - State

=

Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry
=7T N
&/ Dt
— =
— ~ S~
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice

& B

FAQs | Contact Us

=@

Get helpful information here.

Step

Action

Navigation: Click the Grants Management - State tile.

Claims Update Guide.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >

Note: You must log in to the SFS Vendor Portal to update an existing claim.

< My Homepage Grants Management
Bid Event Search Maintain Your pp! Bid Response Search
a = =
l; =7 !X e
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 1 4

= Active Progress Reports. —

- g —Z
. 26 ! Z

Past Due Progress Reports

Step

Action

Click the Claims Update Guide tile.
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Manage Claims

Claims Update Guide

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 Search button to display the search results.
=i Managn Clyims
e
Step Action
5. Select the In Process menu on the left side of the page to view all in process
claims.
6.

Click the Claim Number link associated to the claim you want to update.
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Contract Selection
@ Complets

Business Unit: OMHO01 Claim Number: 000000460

Contract ID: 0000000000000000000117744

Claim Header
@ Complete

Claim Lines
@ Complete

Description: OMHO01-C00121GM-1000204
Project Name: 000000000012111

Contract Begin Date:
02/20/2023

Contract Expire Date: 02/19/2024

Claim Line Details
@ Visited

Contract Max Amount: 10,000.00
Invoice ID: test02876
Claim Initiated Date: 10/23/2023

Claim Summary
O Mot Started

Claim Line Details

Claim Line#: 1 Contract Period: 1

Line Type: Reimbursement

Reimbursement Claim Details

Budget Type CAPITAL

Cost Incurred Date From

Reimbursement Funds

Save

4

%
Supplier ID: 1000016490
Supplier Name:
Supplier Location: MAINEPAY
SYRACUSE NY 13202
Claim Status: In Process
Claim Date: 10/23/2023
Claim Type: Regular
Find | View All First
Period Date From: 02/20/2023 Period Date To: 02/19/2024
Line Comments
Line Attachments
Cost Incurred Date To

Personalize | Find | View All | (21| [E3 First 4/ 1-40f4 (b Last

Current
Approved Grant  Previous Cumulative In Process Expenditure for this Reviewed
Budget Category gy gqet Expenditure Expenditures Report Amount Tl
xpenditure
, SCOPING & PRE- - o ' 75
DEVELOPMENT 00.00 47.50 2522 0.00 0.00 47.50
2 DESIGN 350.00 33.00 2073 0.00 0.00 33.00
3 ACQUISITION 300.00 12.50 17.74 0.00 0.00 12.50
4 CONSTRUCTION 250.00 3025 1825 000 000 3025
Grant Fund Totals  1,000.00 123.25 81.94 0.00 0.00 123.25
Match Fund Totals ~ 0.00 0.00 0.00 0.00 0.00 0.00

217 S SALINA ST
2ND FL

1of1 (r) Last

Step

Action

Select the applicable section(s) on the left of the page that you need to

complete.

In this example, we need to enter the cost incurred dates and the expenditure

amounts for the Claim Line Details section.

After completing the remaining claims information, click the Claim Summary

section to submit the claim for approval.
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X Exn

Claim Header
© Compiete

Claimn Lines
© Compiete

Claim Lire Details

Update Claim

© Complete
G'.\ins‘muuy
™
:' -
Step Action
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.
Claim is submitted into agency workflow and the claim Status changes to
Agency Review.
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:
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e How to update and resubmit a returned 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 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.

My Homepage ~

SFS Notices SFS Support SFS Coach

4 Grants Management Training ...

4 Grants Management FAQs ... @

Show Details

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

® = V4 :TL E@

— e ~—X

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

& &) =

Get helpful information here.
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Step

Action

1.

Navigation: Click the Grants Management - State tile.

Alternative Navigation: From the NavBar navigate to: Menu > eSettlements >
Claims Update Guide.

< My Homepage Grants Management

Bid Event Search Maintain Your Bid Response Search
N —~
‘;ﬁ =4 =) lj:“@
= = .
Grant Contracts Search Progress Report Search Submit a Claim Claims Update Guide
& 1 a_ —
— Active Progress Reports = —ruyg
=2 1ER =7

26

Past Due Progress Reports

Step

Action

Click the Claims Update Guide tile.

< Grants Management Claims Update Guide

Manage Claims

Search Criteria

setiD|SHARE |Q

Business Unit OMHO1 |Gy

Supplier ID Q
Supplier Name Q
Claim Number Q
Claim Date El
Claim Status [Relumed v]
Contract ID Q
NYS Contract # Q
Invoice ID Q
Invoice Date El
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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g i *
[T E-FEE
- e

= Froaeas B

Frdor—ed i1
¥ Vil

S 121

Step Action
6. Select the Returned menu on the left side of the page to view all returned
claims.
7. Click the Claim Number link associated to the claim you want to update.

Contract Selection

Claim Lines
© Complete

Claim Line Details
© Complete

Claim Summary
® Visited

Step Action

Click the Claim Summary menu on the left side of the page.

Click the View History link to view the workflow comments associated with the
returned claim.
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Claims Comments x

Help

Business Unit OMHD1 Claim ID 000000300

Personalize | Find | View All | (21 E First (4) 10f1 (b Last
Comments Comment Entered By Comment Entered On

Please add

documentation Agency_Rwwr_Appr_1C 10/04/2023 11:23AM

Cancel

Step Action

10. After reviewing the workflow comment(s) information, click the OK button to
return to the Claim Summary page.

X Exit Update Claim

Contract Selection 15
@ Complete Business Unit: OMH01 Claim Number: 000000399
i Contract ID: 0000000000000000000117744 Supplier ID: 1000016490
Claim Header ) )
@ Complete Description: OMH01-C00121GM-1000204 Supplier Name: )i
Project Name: 000000000012111 Supplier Location: MAINEPAY
Claim Lines Contract Begin Date:
@ Complete 02/20/2023 SYRACUSE
Contract Expire Date: 02/19/2024 Claim Status: Returned
P . . Contract Max Amount: 10, ( Claim Date: 10/04/2023
Claim Line Details ) 0.000.00 )
(- Complele Invoice ID: 100423_TB_INV2 Claim Type: Regular
Claim Initiated Date: 10/04/2023
Claim Summary Claim Line Details Find | View
® Visited
Claim Line#: 1 Contract Period: 1 Period Date From: 02/20/2023 Period Date To: 02/19/2024
Line Type: Reimbursement Line Comments

Line Attachments

Reimbursement Claim Details

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 tab.

12. Click the Line Attachments button to upload additional documentation.
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Claims Attachments

Help

Business Unit OMHO1 Claim Number 000000399 Line Number 1
Personalize | Find | View All | (7] | @ First (4) 10of1 (b Last
Description Add Attachment View Attachment Attached File
1 |[Training Document View Attachment Training_Document pdf
OK Cancel
Step Action
13. Click the Add a New Row (+) icon to add a new row.
Claims Attachments x
Help
Business Unit OMHO1 Claim Number 000000399 Line Number 1
Personalize | Find | View All | (2 | Q First (4. 1-20f2 (» Las
Description Add Attachment View Attachment Attached File
1 | Training Document View Attachment | Training_Document.pdf [+]
! 5
QK Cancel
Step Action
14. Click the Add Attachment button to upload additional documentation.
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Claims Attachments
He|
Business Unit OMHO1 Claim Number Line Number
File Attachment x
(N First (4) 1-20f2 (») Last
Description -
Choose File |Payroll Support.pdf
1 | Training Document — y pRorLp ent. pdf ﬂ
2 Upload | | Cancel +]
QK Cancel
Step Action
15. Click the Choose File button, select your pdf file, and click the Open button.
Note: Only .pdf files can be uploaded.
16. Click the Upload button.
Claims Attachments X
Help
Business Unit OMH01 Claim Number 000000299 Line Number 1
Personalize | Find | View All | (2] | L:;'J First (4 1-20f2 (» Last
Description Add Attachment View Attachment Attached File

1 |Training Document

2| Additional [upport

OK Cancel

View Attachment Training_Document. pdf

View Attachment Payroll_Support_pdf

[+
+]

Step Action

17. Enter the document description in the Description field.

18. Click the OK button.
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X Exit Update Claim

Contract Selection
@ Complete

Business Unit: OMH01

Claim Header
@ Complete

Claim Lines
@ Complete

Contract ID:
Description:
Project Name:

Contract Begin Date:

Claim Line Details
& Complete

Claim Summary
@ Visited

Claim Number: 000000399

0000000000000000000117744
OMHO01-C00121GM-1000204
000000000012111

Supplier ID:
Supplier Name:

Supplier Location:

1000016490

MAINEPAY

02/20/2023 SYRACUSE NY 13202
Contract Expire Date: 02/19/2024 Claim Status: Returned
Contract Max Amount: 10,000.00 Claim Date: 10/04/2023
Invoice ID: 100423_TB_INV2 Claim Type: Regular
Claim Initiated Date: 10/04/2023
Claim Line Details Find | View All First (4
Claim Line#: 1 Contract Period: 1 Period Date From: 02/20/2023 Period Date To: 02/19/2024
Line Type: Reimbursement Line Comments
Line Atachments
Reimbursement Claim Details
Budget Type CAPITAL
Cost Incurred Date From 10/04/2023 Cost Incurred Date To 10/04/2023
Reimbursement Funds Personalize | Find | view All | (21| [ First (4 140f4 (b Last
. " i Curmrent
Approved Grant  Previous Cumulative  In Process Expenditure for  Reviewed .
Budget Category g, 004 Expenditure Expenditures this Report Amount E;’;’é‘:"ﬂx;
SCOPING & PRE-
1 DEVELOPMENT 100.00 47.50 2522 0.00 0.00 47.50
2 DESIGN 350.00 33.00 18.73 2.00 2.00 35.00
3 ACQUISITION 30000 12.50 1424 3.50 350 16.00
4 CONSTRUCTION 250.00 30.25 18.25 0.00 0.00 30.25
Grant Fund Totals  1,000.00 123.25 76.44 5.50 5.50 128.75
Match Fund Totals 0.0 0.00 0.00 0.00 0.00 0.00
| Save |

217 S SALINA ST
2ND FL

1of1 (¥ Last

Step

Action

19.

Click the Save button.

Save

20.

Click the Claim Summary menu on the left side of the page.
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X B Update Claim

Contract Selection

B Complete

Claim Hasader
& Complate

Claim Lines Chairn Hosaine Commants Hisery T T
& Complets

Claim Lins Dwialls
© Camplate

Claim Summary
» Viited

/]
W St
Step Action
21. Click the Claim Entry Complete check box.
22. Click the Certification checkbox.
23. Click the Save button.
Save

24. Click the Submit button.
25. Click the OK button.

The claim is submitted into agency workflow and the claim Status changes to

Agency Review.
26. 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.
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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.

NavBar: Menu @

eSettlements

Recently Visited
= Claim Inquiry

EraTies = Claims Update Guide

— = Submit a Claim

Menu E Supplier Information >

Menu

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.
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Claim Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Inquiry Name |
Description| begins with + |

[ case sensitive

] .
Search Clear Basic Search 2 Save Search Criteria

Find an Existing Value | Add a New Value

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).
3. If you already created and saved Claim Inquiry Name(s), you can use the Find

an Existing Value tab. 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 tab, enter the desired Claim
Inquiry Name, and click the Add button.
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Claims Inguiny

Search Criteria

Inquiry Hame T

Business LinE
endor 1D
NYS Contract #

Contract ID

Clam Referencs’ ineoios ID

Clakm 1D

Step

Action

Note: Vendor ID is a required search field.

Enter the desired Business Unit, Vendor ID, and any other available search
criteria if known.

e New

In Process
Returned
Complete
Under Agency Review
Approved
Cancelled

Note: The Claim Status options are:

In this example, we will not search by claim status.

Click the Search button.

Claim Details

Voucher and Payment | =50

Business Unit Vendor ID Supplier Name Claim ID Invoice Number Claim Date Claim Status Final Appro
1 OMHO1 1000016490 000000025 |Test1 02/16/2023 In Process
2 OMHO1 1000016490 000000028 |Test_reg1 02/20/2023 Agency Rev
3 OMHO1 1000016490 000000079 [022423_TB_REIMB2 02/24/2023 In Process
4 OMHO1 1000016480 000000083 |NewInv 02/28/2023 Complete
Step Action
7. Verify Claim Details and Voucher and Payment results for the desired claim.
8. On the Claim Details tab, click on the Claim ID link for the desired claim.
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Cilairrs Fienviirs viay Incuiry
Claim Review Summary
Haader Detsils
Bukiness Unit: O Clais Numbsr Ciaien Typs: Aeguiy
Suiffibohr M Cantruet iD; OGN0 11T 5 inim nitised O
Supplier 10 10 Contract Max Amsust: 3 Ciairn Racaied D1
Supplisr Location: & Grarses Clam Reterence: L Final Approval Dt
Dwseripton: © Cilairn Cate:
Project Mama: 1 Kt Darys in Rwies: 121
Contract Bagn O 2 MIR Adporstmasn Dabe:
Contract Expirs Dt 01355004
Eyypass # SETMETT R
Bypats dgency Veucher Appraval Claim Batun: Agency Fie Voucher i Appeoval Sap:
Ling Dwisils I 1001 b Last
Line®  Lisss Ty ey IIN"”;.T:ﬂ Regurited Aounl  Rewirwed Arionl Wt Paytreest sl Reverwed  Mo0fed By o O
1 Reimbursement L 5585 S000 es Agency_Rwer_Apoe 2T 06MAE02Y B OZ 0EAM
Claim Commants
Comiment i Ay Header Comments (1
L e Agney_Preay_D0n - (5UB0E - 118
A VirEfiw Cosments [2)
Agdd Command
&
Show B0 Suppiler S in Inwoace
Astachments ¢
Cancel '3
Step Action
9. Click the View Approvals link.
Clarm Rinniny via Inquary
Claim Review Summary
* Header Details.
Business Unie: Ot Claimn Musmber (00000167 Claim Type: Regur
Supplier Name Coatviraat 10 DOOCOOECOOOROONn 117523 Glaim Inmated Dt
Supplier ID: 000005850 Coniract Max Amount 510 000 00 aim Recedred D
Supplisr Location: MANERAY Grantes Claim Reference: 051833 TE w2 Final Appreval Dt
- Claim Approvals. Monbor E‘
Conitray d
Contr
:’"‘ Claims Approval Workflow Path
b] Claim Approval Workflow: Pending
* Line Del Chaad A pprassl Woarifionw
Approved Pending Mot Routed Mot Rowted
Uy Ly » Witiple Appiovers » Witiphe Approwvers Muitiple Approvers
1 Feid o Sl Aspreeat Ll 1 ® Chaired ASgeeet Liredl 3 a Crairrr Appeswer Liredl 3 4 I Ao Livi 4
AT - 13 00 P
Comment Histo
Claim Coenmng L)
Cormment ard | at DSME2] - 1148 AM
Last Cosmmee] Wiew Hishory
Ak
Add Commsng
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Step Action

10. After reviewing the approval workflow, click the Close (X) icon.

Claim Baview Summary

Header Ditails

Butingis Unit
[T T TR
Suppler ICr, 1
Supplier Locaton
CHrscnipoon
Project Mo
Cantract Dign O
Coraraet Expire Dt

By PSS # SHTTHmET v
Bypait dgency Wouthes kppraval

Lin# Dwasils

_—

QLM Commepnts

Agd Comment

Srow 10 SUppler Show In Invoce

Slaim Safui A

ClLam Numbsar:
Contraet i (X
CEAradt M Amdufl 51
Orarass Claim Reteencs
Claimn Dot
Mat Days in Rvies
MIR Adpostrnernt Dabe:

Wouch 1D

Heywwari]

Claim Typd

iz Inissed D

Claim Radaivisd D0
Final &psproval D

Approval Seap:

Step Action

11. Click the Reviewed Amount button.
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Rewview Claims Component

Contract Begin Dt: 01/24/2023
Contract Expire Dt: 01/25/2024

Bypass eSettlement Review:

Bypass Agency Voucher Approval:

Project Name: MULTI- PLATE RETHERM

Budget Type: EXPENDITURE

Claim Line No: 1

Cost Incurred Date From: 05/08/2023

Line Type: Reimbursement

Claim Status: Under Agency Review

Net Days in Review:

Reviewed:

Voucher ID:

Cost Incurred Date To:

05/09/2023

Contract Period: 1
Period Amount: $10,000.00

Reimbursement Funds | & 1-10 of 10
Grant
Budget Category Approved Budget Previou;):;l.ler':\é.llltitri;: In-Process t;;; Rapcortr Revi: Amount Currenéfpl;rrl;lglltal};:: Detail
1 SALARY $30,500.00 $0.00 54.00 52.00 $2.00 $2.00 [i]
2 FRINGE $2,000.00 $0.00 $1.00 $1.00 $1.00 §1.00 Li]
3 CONTRACTUAL $1,200.00 50.00 50.16 §1.50 $1.50 §1.50 [i]
4 TRAVEL $13,000.00 $0.00 50.14 §1.35 $1.35 §1.35 [i]
5 EQUIPMENT $2,500.00 $0.00 $2.60 50.00 $0.00 $0.00 [i]
6 SPACE/PROPERTY RENT $2,300.00 $0.00 $0.15 $0.00 $0.00 $0.00 [i]
7 SPACE/PROPERTY OWN $800.00 50.00 §10.00 50.00 $0.00 §0.00 [i]
8 UTILITIES $275.00 §0.00 $2.85 §0.00 $0.00 £0.00 [i]
9 OPERATING EXPENSES $100.00 50.00 $1.10 50.00 $0.00 $0.00 [i]
10 OTHER $70.00 $0.00 $0.10 $0.00 $0.00 $0.00 [i]
Total $52,745.00 §0.00 $22.10 $5.85 $5.85 §5.85
Match Funds (JED] 150f5
Match
Budget Category Approved Budget Previouséﬂ:éa;t:: In-Process Expenditures fg;;gi; Reviewed Amount Currerg::;;n;ilali::
1 SALARY $3,607.50 50.00 $0.20 5000 $0.00 £0.00
2 FRINGE 30,00 $0.00 $0.30 $0.00 $0.00 £0.00
3 TRAVEL §1.500.00 $0.00 50.30 50.00 £0.00 50.00
4 EQUIPMENT $320.00 50.00 50.20 $0.00 50.00 $0.00
5 OPERATING EXPENSES £12.50 50.00 3075 5000 £0.00 $0.00
Total §5,440.00 §0.00 §1.75 $0.00 $0.00 §0.00
Attachmenis (1)
OK Cancel
Step Action

12.

Click the Line Comments button (the number in parenthesis indicates the
number of comments).

Page 200




SFS Handbook: Grantee Processing in SFS

Reimbursement Line Comments
Help
Line Comments
Business Unit: QMHD1 Claim Number: 000000167 Line Nbr: Claim Type: Reimbursement
Show to Supplier
4 Show In Invoice
Line Comment History Find First (4) 1-20f2 (b Last
Seq 2 line comment by reviewer Show to Supplier Created By: D
| DI showininvoice  Created On: 05/18/23 11:58AM Role A
Seq 1 line comment Show to Supplier  created By:
4 [ show In Invoice Created On: (5/18/23 11-43AM Role p
Cancel
Step Action
13. Click the OK button when your review of the line comments is complete.
Rewiew Claims Component
Project Name: MULTI- PLATE RETHERM Net Days in Review: 159
Contract Begin Dt: 01/24/2023
Contract Expire Dt: 01/25/2024
Bypass eSettlement Review: Claim Line No: 1 Line Type: Reimbursement Reviewed: Contract Period: 1
Bypass Agency Voucher Approval: Claim Status: Under Agency Review Voucher ID: Period Amount: $10,000.00
Budget Type: EXPENDITURE Cost Incurred Date From: 05/08/2023  Cost Incurred Date To: 05/09/2023
Reimbursement Funds | & 1-10 of 10
Grant
Budget Category Approved Budget Prevmu;fpg:é"igtri;: In-Process this Rap;ortr Revi: Amount Curmnéfp';w;';‘:_:: Detail
1 SALARY $30,500.00 50.00 54.00 52.00 $2.00 §2.00 Li]
2 FRINGE $2,000.00 $0.00 $1.00 $1.00 $1.00 §1.00 [i ]
3 CONTRACTUAL $1,200.00 50.00 $0.16 §1.50 $1.50 §1.50 [i]
4 TRAVEL $13,000.00 50.00 50.14 §1.35 $1.35 $1.35 [i]
5 EQUIPMENT $2,500.00 50.00 $2.60 50.00 $0.00 $000 @
& SPACE/PROPERTY RENT $2,300.00 $0.00 $0.15 $0.00 $0.00 §0.00 [i]
7 SPACE/PROPERTY OWN $300.00 50.00 §10.00 $0.00 $0.00 §0.00 [i]
& UTILITIES 5275.00 50.00 52.85 §0.00 50.00 §0.00 [i]
9 OPERATING EXPENSES $100.00 50.00 $1.10 50.00 $0.00 $000 @
10 OTHER $70.00 $0.00 $0.10 $0.00 $0.00 §0.00 [i]
Total §52,745.00 $0.00 522.10 $5.85 $5.85 §5.85
Match Funds (JED] 150f5
Match
Budget Category Approved Budget Previousé;:r;:;iattl\;; In-Process Expenditures fg;;gi; Reviewed Amount C””E%;:rn";iltau‘;::
1 SALARY $3,607.50 50.00 $0.20 50.00 $0.00 $0.00
2 FRINGE $0.00 $0.00 $0.30 $0.00 $0.00 £0.00
3 TRAVEL §1,500.00 50.00 $0.30 $0.00 50.00 £0.00
4 EQUIPMENT $320.00 50.00 50.20 $0.00 50.00 £0.00
5 OPERATING EXPENSES §12.50 50.00 50.75 50.00 $0.00 5000
Total §5,440.00 §0.00 $1.75 $0.00 $0.00 §0.00
{"Line Comments (3) | | Attachments (1) ||
OK Cancel
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Step Action

14. Click the Attachments button (the number in parenthesis indicates the number
of attachments).

Reimbursement Line Attachments

Help
Line Attachments

Business Unit: OMHO01 Claim Number: 000000167 Line Nbr: 1 Claim Type: Reimbursement

Upload Instructions
Only PDF files can be uploaded.
Files greater than 20 Mb will not allowed for upload.
Enter File Description before clicking on Add Attachment

File Description Add Attachment

Show To Supplier
Show In Invoice

Line Attachments | & First (4) 10f1 (p) Last
File Details
. S ShowTo  Showin
File Name Description Supplier e Created By Created On View Attachment
1 Pregual_Regd_Docs_Pg.pdf Upload Example O 3?1852?4\“
0K Cancel

Step Action

15. Click the View Attachment button.

=  Prequal Reqd Docs Pg.pdf

Step Action

16. When you are finished reviewing the attachment, click the Close (X) button.
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Reimbursement Line Attachments

Line Attachments

Business Unit: OMHO1 Claim Number: 000000167

Upload Instructions
Only PDF files can be uploaded.
Files greater than 20 Mb will not allowed for upload.
Enter File Description before clicking on Add Attachment

File Description

Show To Supplier
Show In Invoice

Line Nbr: 1 Claim Type: Reimbursement

Add Attachment

Help

Line Attachments | @ First (40 10f1 (b Last
File Details
File Name Description gﬂg;‘i;‘: ISnl’:f%\;\;‘lan Created By Created On View Attachment
1 Pregual_Regd_Docs_Pg.pdf Upload Example O 315182%;4\:
Step Action
17. Click the OK button to return to the previous page.
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Review Claims Component
Project Name: MULTI- PLATE RETHERM Net Days in Review: 159
Contract Begin Dt: 01/24/2023
Contract Expire Dt: 01/25/2024
Bypass eSettlement Review: Claim Line No: 1 Line Type: Reimbursement Reviewed: Contract Period: 1
Bypass Agency Voucher Approval: Claim Status: Under Agency Review Vioucher ID: Period Amount: $10,000.00
Budget Type: EXPENDITURE Cost Incurred Date From: 05/08/2023  Cost Incurred Date To: 05/09/2023
Reimbursement Funds | 1-10 0f 10
Grant
Budget Category Approved Budget Previou;)ﬁ)l.le:\:ilj}:;: In-Process E th;s Repg?'z Revi d Amount CurrenEpr:rrl;léJiI:}Ii_\;z Detail
1 SALARY $30,500.00 §0.00 54.00 $2.00 52.00 §2.00 Li}
2 FRINGE §2,000.00 $0.00 $1.00 51.00 51.00 §1.00 Li]
3 CONTRACTUAL §1,200.00 $0.00 5016 51.50 $1.50 §1.50 Li]
4 TRAVEL $13,000.00 §0.00 5014 5135 $1.35 $1.35 Li}
5 EQUIPMENT §2,500.00 $0.00 $2.60 50.00 50.00 $0.00 Li]
& SPACE/PROPERTY RENT §2,300.00 $0.00 $0.15 50.00 50.00 §0.00 i}
7 SPACE/PROPERTY OWN $800.00 §0.00 $10.00 $0.00 50.00 §0.00 Li}
& UTILITIES $275.00 $0.00 $2.85 $0.00 50.00 §0.00 Li]
9 OPERATING EXPENSES $100.00 $0.00 $1.10 $0.00 50.00 §0.00 Li]
10 OTHER §70.00 50.00 50.10 50.00 50.00 §0.00 Li}
Total §52,745.00 $0.00 §22.10 $5.85 $5.85 §5.85
Match Funds | 150f5
Match
Budget Category Approved Budget Previouségnu;?ﬂur: In-Process Expenditures fg;;l;i; Reviewed Amount C"”E"éé';';‘";ilfu‘i::
1 SALARY $3.607.50 §0.00 3020 $0.00 £0.00 $0.00
2 FRINGE $0.00 §0.00 3030 $0.00 £0.00 £0.00
3 TRAVEL $1.500.00 §0.00 5030 $0.00 $0.00 £0.00
4 EQUIPMENT $320.00 §0.00 $0.20 $0.00 £0.00 $0.00
5 OPERATING EXPENSES 312,50 §0.00 3075 $0.00 £0.00 §0.00
Total §5,440.00 $0.00 $1.75 $0.00 $0.00 $0.00
Line Comments (2)
Step Action
18. Click the OK button to return to the previous page.
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< My Homepage Claim Review Summary

Claim Review Summary

Header Details

Business Unit: OMH01 Claim Number: 000000167 Claim Type: Regular
Supplier Name: Contract ID: 0000000000000000000117523 Claim Initiated Dt:
Supplier ID: 1000016490 Contract Max Amount: 510,000.00 Claim Received Dt:
Supplier Location: MAINEPAY Grantee Claim Reference: 051823_TB_inv2 Final Approval Dt:
Description: OMH01-C00014GM-1090004 Claim Date: 05/18/2023
Project Name: MULTI- PLATE RETHERM Net Days in Review: 159
Contract Begin Dt: 01/24/2023 MIR Adjustment Date: [

Contract Expire Dt: 01/25/2024

Bypass eSettlement Review

Bypass Agency Voucher Approval Claim Status: Under Agency Review Voucher ID: Approval Step: 2
Line Details | 10f1 (») Last
Line# Line Type C;:[[‘f;‘ Comraﬁf:;:fndi Requested Amount Reviewed Amount Net Payment Amount Reviewed Modified By Modified On
1 Reimbursement 1 $10,000.00 $5.85 $5.85 $5.85 Yes Peacelnc 10/24/2023 8:13:32AM
Claim Comments
Comment entered by proxy Il—eader Comments (1 'wI
Last Comment Added By On : 05/18/2023 - 11:40
AM Workflow Comments (2)
A
Add Comment
A
4 show to Supplier [J show in Invoice

I Alttachments (0) I

Save

Cancel

Step Action

19. Click the Header Comments link to view any header comments for the claim.
20. Click the Workflow Comments link to view workflow comments for the claim.
21. Click the Attachments button to view any header attachments for the claim.
22. 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.

23. 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.
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My Homepage ~

SFS Notices SFS Support SFS Coach

4 Grants Management Training ..
4 Grants Management FAQs ... @ ‘

Show Details
View Your Information Invoice and Payment inquiry PO and Receipt Inquiry Grants Management - State
= TN
® 20 S Eﬂ@
Register for POs via Email Supplier Change Request Add/Maint Self-Service Invoice FAQs | Contact Us

o B ®

Get helpful information here

Step Action

1. From the NavBar navigate to: Menu > Manage Contracts > Vendor Contract
Summary Report

NY_ES_CONTRACT_SUMMRY_QRY - Vendor Contract Summary Report

SetiD BHARE
*Business Unit aQ
Bid Event ID aQ
e ——
Vendor ID Q
Contract ID Q
NYS Contract Number Q
Y —
B | —

Gontract Begin Date e
Contract Expire Date £
period[ 0
Period From [
Period To el
View Results
Row Business Unit Contract!D  NYS ContractNumber  Bid EventiD BidEventName OrganizationType VendorlD VendorName ConractType Contract Status  ContractBeginDate  ComtractExpireDate  Confract Amount  Period | Period From  PeriodTo Project!D Project Description

Step Action

2. Enter the applicable values in the search criteria fields which consist of the
following fields:

SetlID, 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.
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Step Action

3. Click the View Results button to display the search results based on the
entered search criteria.

NY_ES_CONTRACT_SUMMRY_GRY - 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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