DBHDD

Contract Management
Amendment/Renewal
DBHDD Staff Training Guide

Version 1.0



Contents

DBHDD AP Contracts-Amendments and RENEWAIS ........coouiiiiiiiiiiiiiieeee ettt sttt 3
General Business Rules-Amendment and RENEWAL.......cc..iiiiiiiiiiiiiienieeeeeee ettt ettt st 3
AddiNg AMENAMENT/RENEWA ..ecuviiiiiiiecieeciiecee ettt ettt ettt e e beeste e s beesteestbesabesabesabeesbeeabeebeebeesbeesssesssesssessses sesseenseas 4
e =TSy of == o PP PPPTPT 4
Contractor and BUSINeSS INFOrMatioN ........c.coiiiiiiiii ettt sttt sttt ee s 4
Departmental Administration INfOrMation ..........ccuiiiiiiiiii e et e e e e e e bae e e naeas 5
Contract AMounts, Grants, BUAZET COUES.......uuuiiiiiiiiiiiiiieeee e ececreeee e e eeerettree e e e e eeestbbaeeeeeeessatssaeeeeeeessssrssseeeeeessnnns 5
0= To LU =) P TP P PPPPPPPPRP 7
Request-CER Standard-Add/Eit LINE IEEMS .....ccuviiiiee ettt ettt ettt et e e e te e et e eeteeesaeeeebesebeeeeaseesateeesesennseenanis 8
Request-Budget CertifiCatioN/ADPPIrOVE ......cccuei i ettt ettt ete e et e et e e st e e s ebeeeebeeesaseessbeesbaeeesaeesaseesabaeeteeensbessnseean 9
Request-Transfer and DEVEIOPMENT .........iii ittt e st eerte e e e e tte e e e stt e e e e satseeeeasaeeeansseeesnsseeesansaeeesssneeann 10
Contracts-DevelopmeEnt OPC Staff ... e e et e e e s be e e s b e e e s ab e e e e s nbae e eeabteeaennraeeaen oe 11
(0o Yo N i = Tor £ o Tol U i 1o D TPV PRTTR 11
Contracts-Finalized and EXECULEM........c.eiiiiiiiie et s b e snee s eeeans 11
CONEIrACT-SUDIMISSIONS ...ttt ettt ettt et et e bt e bt e e bt e e b e e sbe e sa et s ae e s aseeabe s bt eas sanesaneeaseenneenteen 12
CONEIACE RENEBWAIS ... .iiieiciieie ettt e e e e sttt e e e st e e e e sataeeeesbeeeeaasseee e sssaeeaaseeeaassbaeeas seeesnssaeesansseeeennsens 13
AVZ=TqTe fo] gl @oT oL g Y=ot 1o 1Y/ 1ol 1oV - SRS 14
Vendor Connect-Invoices Submitted for Amended CONtracts .......ccoceeieeiiiiiiniinieee et 15



DBHDD AP Contracts-Amendments and Renewals

General Business Rules-Amendment and Renewal

*  Programmatic Officer and or Contract Manager can initiate Amendments/Renewals

* Contracts can be Amended or Renewed that have status’s:
*  Open/Active
e  Executed
* Closed
* Bid >Amend and Renew
* Non-Bid>Amend
*  No Renew capability

e Amendments and Renewals can be initiated from:
o Contracts>Management

Contracts

Executed

Development

Contract Numbe

B Vendor

Contracts

Contract # Amend/Renew Vendor Service Start Date

65432 Amendme )3/24/2021 100 Blackmen of Georgia BH Mobile Crisis 07-31-20

100 Blackmen of Georgia BH Mobile Crisis 07-31-20

Renewal # - 02/08/2021

100 Blackmen of Georgia Center of Excellence 07-20-20

44100-909-0000987656 A.W. Holdings, LLC Accountability Courts 07-22-20

B Clear

End Date Amount ($)
09-30-20 700.00

09-30-22 800.00

12-31-20 50,000.00

12-31-20 1,500.00

Status

Closed

Open/Active

Closed

Closed

Download

e ALL New and completed Amendments and Renewals listed in column Amend/Renew

Numbering: Type (Amendment or Renewal), #, Date (Effective Change Date)
Amendment #1-03/24/2021 Renewal #1-03/01/2021

e ALL Amendments & Renewals associated with a Contract are in:
Contracts>Management>Version Column

e Only the “Current” Amendment/Renewal will have status of “Open/Active”, all others will be “Closed”

Contracts

Development Management My Assignments

Executed Contracts

Request Contract # Version Vendor Service

D

s: 40 Initial AP Expense A Helping Hand Personal Care BH Mobile Crisis
[V 7 Home, Inc

S: 42 44100-015- Amendment-1 3/18/2021 AP Expense  AHelping Hand Personal Care BH Mobile Crisis
0000717471 Home, Inc.

Sel Amendment-2 3/23/2021 AP Expense A Helping Hand Personal Care BH Mobile Crisis
Home, Inc

Sele 9 44100015 AP Expense  AHelping Hand Personal Care BH Mobile Crisis

Amendment- 3/30/2021
Current

0000717171

Home, Inc

B o

Status

0121 1231 Closed
21
03-01-21  12-30 Closed
21
03-01-21 1229 osed
2
03-01-21  12-31- | Open/Active
2




Adding Amendment/Renewal

e Select Amend/Renew or Amend button

e Select to Amend or Renew Contract

e Select Confirm or Cancel

e User redirected to Prescreen when “Confirm” selected

e User redirected to Contract>Management when “Cancel” selected

Contract #

Amend/Renew

Amendment # - 03/24/2021 AP
s
Renewal # - 02/08/2021 AP
44100-909-0000987656 AP
Confirmation to Amend/Renew Contract Confirmation to Amend/Renew Contract
You have selected to Amend/Renew this Contract. You have selected to Amend/Renew this Contract
To procesd select: Amend / Renew To proceed select: Amend / Renew
Or Cancel Or Cancel
OAmend (ORenew @Amend (ORenew

Prescreen
**Note-When an Amendment is in process, Vendors can still submit invoices for “The Current” contract

Contractor and Business Information

Amend Prescreen

Contractor Information

Contractor Information for
Amend/Renewal is View-Only

Contract Legal Name * Contractor DB
Sealoy Family Service Center, LLC

Federal Tax ID* PS Vendor ID* ASO D Local Agency # D-U-N-5 # E-Verify #

26-4253395 0000464997 220

Physical Street Address (No PO Box* City * State * Zip Code * County*

5586 Wildwood Trl Lithonia GA ~| 30000 Fulton -
Profit Type * Business Type * Entity Type Vendor FY End Date( mm-gd)* Status
Profit = Authority ~  Public ~ 0830 Active v

—— Business Information is
required to be updated

Initial Contract

ontractor registered with the Georgia Secretary of State’s Office? *

Yes No NiA
®
I Amend/R

reen l ~

I Has the contractor registered with the Georgia Secretary of State’s Office? *

oW Presc




Departmental Administration Information
* Request Type=Amend, system will default “Amendment” allow user to change from Amendment to Renewal
for Bid Contracts.
* Request Type= Renew, system will default “Renewal” allow user to change from Renewal to Amendment
for Bid Contracts.
*  Contract Effective Date-Required, for both Amendment & Renewal. Date can be equal to Contract End Date
or Less than Contract End Date.

Departmental Administrative Information

Request Type * Contract Start Date * Contract Effective Date * Contract End Date *
Amendment - 07-01-2020 12-31-2020
Contract # PO #
44100-015-0000130000 #1234567
Contract Type * Contract Track* Bid Type *
AP - BID - RFQ -
DBHDD Division* DBHDD Office * Service*
DD v Addictive Disease - Residential -
Initial Contract Amounts Do Contract Amounts need Change? Select One
Federal § * State § * Match § * Total $ *
$0.00 $100.00 $100.00

Contract Amounts, Grants, Budget Codes

Contract Amounts, Grants, and Budget Codes

Do contract amounts need 1o change In the amended conlract?

Fiscal Summary (Net $ effect of this change)

Foderal s 000 00 ) 5000
state’s 55700000 00 000 $57,000.00
Maten's 000 w0 T3 5000

Total s 55700000 7y S 55700000

Funds o De-Oblgale New Amenced Tolsis

Federal§ §000 s on §1,00000
State§ $57,000.00 5000 $55,000.00
Watch § 5000 o o0 5000
Total§ $57,000.00 | o0 0000 $56,00000

* Cannot “De-Obligate” funds when current value is zero
e EXAMPLE

- * Federal $-Obligate $1000>New Amended Total=$1000

- o * State $-De-Obligate $2000>New Amended Total=$55,000
s o * Total $-System Generated

5000




e Funds can be added or removed for active Grants
e For “Inactive Grants”, funds can only be Deobligated
Grants
Do you need to change the Contract Amounts? Yes .
‘Current Grant Amount(s) New Amount to Obligate © Funds to De-Obligate: New Amended Totals
Federal § $0.00 —
Match § $0.00 $0.00 $0.00 $0.00
Total § $0.00 IW' $0.00 $1,000.00
e Zero Budget Code Amounts cannot be “Deobligated”.
e If the amendment contract amounts increase, new budget codes can be added
[ )

If the amendment contract amounts decrease, budget codes are “view only”.

Budget Codes-Initial Do Budget Codes need to be Changed? Select One

ID Fund Class Account

Program

Sub Program  Dept ID Project

3 10100 M2 6580001 4416690101 60028001

Fund Source

11856

Amount $

$5000.00

Budget Codes-Initial

ID Fund

Class Account Program  SubProgram  Dept ID Project Fund Source  Amount $
6 10100 312 653200 6580000 6580001 4416690101 60028001 11856 $§5000.00
Budget Codes-Amend
Do Budget Codes need to be Changed? Select One =
Amendment # 1 10-1-2020 #1 Updaied by: T Daniels Effective Change Date | 12-01-2020
Current Budget New Amount tc Funds To New Amended
Code Amount(s) Obligate Tool Ti De-Obligate Totals
Amount$ [$5000.00 $ 500.00 $5500.00




Request
All Prescreen data will be transferred to “Request” when approved.
New “Version” column added.

Requests

Contract My Requests All Requests To Approve

/1l Requests

View Prescreen ID Request ID Request Type: ontra i Contract Type atus

Select a 7 New Contract 44100-910-0000987659

P Expense W. Holdings, LLC contract manager3 07-16-20 Transferred

Select 59 36 Amendment 24100-¢

Amendment - 1 2/28/2021 ap Revenue W. Holdings, LLC CMA Contract Manager 02-2821 Started
Salact 16 20 New Contract 44100-910-0000181818 Initial (Currant) 2P Expensa

Select 57 33 Amendment 24100-¢ Amendment - 1 211072021 ap Expense

> P P2 P
T
7
s
2
c
5

Select 57 3 Amendment 44100 Amendment - 1 (Current) 2/10/2021 P Expense

e Version definitions

o Initial-New Contract initiated

o Initial (InProgress)- New Contract has been approved for:
= Prescreen>Request

o Initial (Current)-Current New Contract

o Amendment 1-3/23/2021-Amendment number one, Effective Change Date (of amendment)
= **Note only one Amendment or Renewal can be in Progress.

o Amendment 2-(Current) 3/30/2021-Amendment number two, Effective Change Date (of

amendment) and is the Current active contract

o Renewal
o Renewal-1 (Current) 3/31/2021-Renewal number one, and current active contract effective
3/31/2021

The table below outlines what sections and fields can be Amended/Renewed in Request

Request Module Amend | Renew Comments
Section-1 Contractor Information No No
Section-2 Business Information Yes Yes All fields open for edits

Below fields open for edits
Programmatic Officer

Section-3Departmental Administrative Yes Yes Programmatic Officer Supervisor
*Contract End Date

*Apply same rules in Prescreen

Section-4 Contract Amounts/Budget Yes Yes Apply same rules in Prescreen
Codes/Grants

Section-5 Department and Contract Yes Yes All fields open for edits
Contact Information

Section-6 Contract Delivery Sites Yes Yes All fields open for edits
Section-7 Purpose of Contract No No

Section-8 Contract Deliverables Yes Yes All fields open for edits

All fields open for edits
If “Federal Funds” have been added
Section-9 Contractor Reporting Yes Yes in “Prescreen” Amendment, user will
be “Required” to complete
Questions: A, Band C

Section-10 Vendor & Subrecipients Yes Yes All fields open for edits
Requirements
Section-11 Budget/Payments/Reports Yes Yes All fields open for edits

Section-12 Attachments Yes Yes Can add attachments




Request-CER Standard-Add/Edit Line ltems

+ To Add/Edit CER Standard
Line Items, click on
“Requests” in the main
navigation bar.

Home  Overview  Prescreens  Requests  Contracls  Vendors  Language ~  Funding Specs

Hello contract managerd

Requests

» Select “My Requests”

New Contract m All Requests To Approve
» Click “Select” for Section 11

AP Contract Initiation & Summary Form

Secton# Saction Name Section Status
Selec 1 Contractor Information Complete

2 Business Information Complste

3 Departmental A information Complte

4 Contract Amounts, Grants, and Budge! Codes Centfication Requred
Select 5 Department and Contractor Contact information Complete
Select 6 Contract Service Deiivery Stes Compiete
Selex ] Purpose of Contract Complete

8 Contract Deliverables Complete

9 Federal Reporting NA
Selex 10 Vendor / Subrecipient Reguirements NA

B Budget/ Payments | Reports Certfication Requred

e preove b, FrorApeore Corntsve Epenstaes | Expenahecs bt Remvascmen  Remang Conac Fcs Dok

* To Add a new budget line
item, click on “Add New
Expense”

* Enter New Expense type

and amount.

In this example, the Programmatic

ot g oo Officer is adding
i $800.00 for Educational Services and

clicks “Add”

Remaining fund balances should
always match your budget

Educational Services 800,00 000 0.00 3000




Request-Budget Certification/Approve

Requests

Requests to Approve

View ID  Request Contract # act - Vendor Name eques Daysin  Status Delete
Type e e < Queus

Section 4- Contract Amounts/Grants/Budget Codes are certified by Budget Staff

Budget Certfication

Budget users have the capability to make Expenditure changes. All changes will be updated in Vendor Connect.

+

e All Approvers listed must sign in and approve the Request.
e For any contract that has a “Line Item Budget” that is approved, the system shall generate notifications for
the Vendor and Programmatic Officer for any Invoices started or certified and NOT SUBMITTED, “prior” to



an approved Amend/Renew contract. Programmatic Offices should contact these Vendors to submit these
invoices before the Amend/Renew “effective date”.

Requests

My Roquests Al Requests To Approve

Appeovas v

Request-Transfer and Development

Requests

Contract My Requeste AllRequests To Aprove

] Request Type Contract Type SubType Vendor Name Date Created

For Amendments and Renewals, Requisition # is entered, and Authorization Form is created. The Contract # will be
auto populated and does not change. Transfer Request field required.

Requistion Number / Transfer Request -

Step 1: Requestor Adds Requistion Number andior Creates Authofization Form Step 2: OPC Transfers Request to Contract Development Module

------ 44100-015-0000747174 Create Authorization Form es * e %
Sa
Please Read!
'hm
H
This request was ransferred 10 the contrac! development module by contract manager3 on 3302021 12:09:03 PM

10



Contracts-Development OPC Staff

W E.‘ecu.[e:-

S

Contracts

Management

Aszignmenis

Contract Development is only viewed by OPC. The system will display most current contract that is being Amended

or Renewed and will always be In Progress.

Amendment-1 (In Progress) 3/30/2021 (Effective Change Date)

Contract Development

View Request Conftract #

D

Daysin  AssignedTo Status

Queue

Contracts-Executed
System displays “all” contract transactions

View  RequestiD Contract # Version Type  SubType

7 44100-015-0000765400 Initial (Current) AP Expense
15 44100-907-0000486092 Initial (Current) AP Expense
43 44100-909-0000765432 Renewal - 1 (Current) 10/1/2021 AP Expense
46 44100-909-0000765432 Amendment - 0 3/24/2021 AP Expense
9 44100-909-0000765432 Initial AP Expense
16 44100-909-0000789456 Initial AP Expense
10 44100-910-0000123456 Initial (Current) AP Expense
14 44100-015-0000111111 Initial (Current) AP Expense
3 44100-015-0000123456 Initial (Current) AP Expense
26 44100-015-0000123888 Initial AP Expense
26 44100-015-0000123888 Initial AP Expense
27 44100-015-0000123999 Initial (Current) AP Expense
Development

Executed

Vendor
100 Blackmen of
100 Blackmen of
100 Blackmen of
100 Blackmen of
100 Blackmen of
100 Blackmen of
100 Blackmen of
AHelping Hand Personall
AHelping Hand Personall
AHelping Hand Personall

AHelping Hand Personall

AHelping Hand Personall
Contracts

Management

eorgia
eorgia
eorgia
eorgia
eorgia
eorgia

eorgia

Fare Home, Inc.

Lare Home, Inc.

Fare Home, Inc.

Lare Home, Inc.

Fare Home, Inc.

Assertive Community Treatment Consulting
Center of Excellence
BH Mobile Crisis
BH Mobile Crisis
BH Mobile Crisis
Center of Excellence
Care Management Entity
CiAInpatient Beds
CiaInpatient Beds
AD Residential Treatment
AD Residential Treatment

BH Mobile Crisis

Start Date

072020

07-20-20

07-31-20

07-31-20

07-31-20

07-20-20

080320

07-01-20

07-01-20

07-20-20

07-20-20

07-20-20

End Date

053121

123121

123120

06-30-21

06-30-21

06-30-21

02-26-21

02-26-21

03-31-21

Open/Active
Open/Active
Open/Active
Closed
Closed
Closed
Open/Active
Open/Active
Open/Active
Closed
Closed

Open/Active

My Assignments

Contracts-Finalized and Executed

Finalized and Executed contract data will be transferred to Vendor Connect.

sect3 Secta

sect10

sect 11 Sect12

Step Descipion

Createa By

Action Status.

v

Create Date Downi

11



Click on the “Executed” button to validate the Amendment/Renewal is Open/Active. All documents and signatures
are completed.

Start Date End Date Amount () Status

T
[#=

44100-015-0000717171 Amend AP A Helpir

Non-Bid Contract

Contract-Submissions

The Version column indicates which invoices have been Submitted, Approved against an Initial, Amended or
Renewed contracts.

Contracts

Development Executed Management My Assignments

Contract Submissions

StartDate EndDate AddedBy DateAdded

12



Contract Renewals

**Notes-Only Bid Contracts can be “Renewed”

Confirmation to Amend/Renew
Contract

User redirected to “Edit Prescreen”

| Edit Prescreen

73 escree Dran estType Renewal

or - progimatc oficer3 e
progmmatic officerd - progmmatic officers o progmmatic offcer3
e 0 a0t st Updated Date: 3-30-2021 No

AHeiping Hand Personal Gare Home, Inc.

| Contractor Information

The system will automatically update the Contract End Date by adding one year

Contract Effective date must be after the Initial Contract End Date
- 1 2 3 4 5 8 v Bid ~ RFQ v
7 8 9 10 1 12 13
14 15 16 17 18 19 20
T ¥|| 21 22 23 24 25 26 27 | e ~
2eaae

Number of Renewals Left will be updated by the system

Contract Amounts, Grants, and Budget Codes




Vendor Connect-Invoicing
Login to Vendor Connect

User Name AL vuserone@gmail.com
Password F
44100-015-0000717171 AP BH Mobile OpenfActive 2021 32021 12/31/2021 $1,000.00
Jm isk
. Crisis
44100-015-00009" AP Ci/AInpatient  Open/Active 2021 71142020 6/30/2021 $120,000.00
Beds
44100-015-000091 AP AD Closed 2021 72012020 1292021 $100,000.00
Residential
Treatment
AP AD Closed 2021 71202020 212612021 $75,000.00
Residential
Treatment
AP BH Mobile Open/Active 2021 7/2012020 3312021 $95.000.00
Crisis
AP PeerCenter OpewAdive 2021  7A/2000 12312021  $60,000.00
44100-015-0000171717 AP Ci/AInpatient  Open/Active 2021 1112021 6/30/2021 $250.00
eds
4100015000016 AP Asseive  OpewAcive 2001 3202021 1113012021 $57.000.00
‘Community
Treatment
44100-015-0000717171 AP BH Mobile Open/Active 2021 312021 12/31/2021 $1,000.00
& Ciisis

14



Below is a list of Invoices the Vendor has added
“prior” to the Contract Amended, Status=Started

When the Request has been “Approved” for Amendment
status changes from Started to Suspended for any
Invoice that is started and not “Submitted”

Vendors can submit invoices for Amended Contracts

Submissions - Contract #: 44100-015-0000717171 Submissions - Contract #: 44100-015-0000717171

Type ID  Start End Created Date Days  Assigned Status Download Delete Type D sart  End Created Date Days  Assigned Status  Downioad Delete
Date Date BY Created  In Que Date Date By Created InQue
75 03-11- 0313 VUserOne 03-18-21 e ¢ Started [ ] Cumulative Expenditures Report 75 03-11-  03-13- VUserOne 03-18-21 . Suspended [ ]
21 21 % 21 21 [}
76 03-14- 0346- VUserOne 03-1821 - Started & Cumulative Expenditures Report 76 03-14- 03-16- VUserOne 031821 - Suspended ]
21 21 21 21
85 03-22- 0323- VUserOne 032321 - Started ] Cumulative Expenditures Report 85 03-22- 0323 VUserOne 032321 - Suspended [ ]
21 pal 21 21
Cumulative Expenditures Report 86 03-22- 03-23- VUserOne 032321 - Started ] Cumulative Expenditures Report | 85 03-22- 03-23- VUserOne 032321 - Suspended [ ]
2 2 21 21
Gumulatvs ExpendiuresReport| 89 0322 0323 VUserOne 03-2321 orogmmatc Started & Cumuiate Expendiures Report 89 03-22. 0323 VUserOne 032321 progmmatic  Suspended 8
2 2 officer3 n n officer3
Cumulative Expenditures Report 94  03-21- 03-25- VUserOne 03-25-21 — Started [} Cumulative Expenditures Report. 94  03-21-  03-25- VUserOne 03-25-21 _— Started ]
21 21 21 2
Cumulative Expenditures Report 95  03-23- 03-25- VUserOne 03-25-21 — Certified @ Cumulative Expenditures Report 95 03-23- 03-25- VUserOne 03-25-21 — Certified o
2 oz 2 2
Cumulative Expendiures Report | 77 0317 03-18- VUserOne 031821 12  progmmatc  Submitied Cumulative Expendiures Report | 77 0317 03-18- VUserOne 031821 12 progmmatic Submitied
21 officerd 21 2 offcers
Cumulative Expenditures Report 81 03-18-  03-19-  VUser One  03-13-21 11 progrmmatic  Submitted Cumulative Expenditures Report 81 03-18- 03-19- VUser One  03-19-21 1 progmmatic__ Submitted
— — —_— —
No changes can be made to “Suspended” invoices.
75 44100-015-0000717171 Initial Cumulim&ﬁ.ﬂé’vdnurs Repot 03-11-21 03-13-21 VUserOne 03-18-21 — Suspended
7 44100015 Inial Cumulative Ex ort 0 031821 Suspended

510000

Iunderstand that
submitied dox

Vendor Connect-Invoices Submitted for Amended Contracts

e Programmatic Officers will receive email notifications when Vendors submit invoices for Amended
Contracts.
e No changes have been made to the Invoice Approval process



