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General Instructions

Overview

Contact Persons

Updated 10/29/2015

Contract Maintenance is a secure web application developed for KDADS employees to initiate
contracts using standardized templates developed by the KDADS Central Office Legal Division.

Since most contracts are accompanied by a Purchase Order, the Contract Maintenance maximizes
the Vendor listing from the KDADS Purchasing system. If a new Contractor/Vendor is being used in a
contract, the procurement unit can automatically add the new vendor to the Purchasing system
within Contract Maintenance.

When the Contracts application is first launched, the Contracts List displays. This list contains all
KDADS Contracts, Amendments, Grants, and Memorandums of Understanding (MOU). The list is
color-coded to highlight contracts expiring within 90 days (green) and within 60 days (red).

The Contract Maintenance application utilizes an approval workflow that electronically routes
contracts through different KDADS Commissions and Divisions. The application also utilizes
electronic signatures for all parties of the contract.

In the event that an outside party is unable to access the application to sign electronically, an 'Off
System' signature process allows signatures to be obtained manually on a printed copy of the
contract.

In this document, the term “contract” is used to indicate any of the Agreement Types (templates)
available in the application.

Issue Contact Person
Application 'How to' Questions KDADS Help Desk
Password Changes Phone:
(785) 296-4987
or
(800) 432-3535
E-Mail:

HelpDesk@kdads.ks.gov

Questions about Contracts Policies and | Diane Slover
Guidelines KDADS Central Office Legal Division
Phone:
(785) 296-5831
Email:
Diane.Slover@kdads.ks.gov

Web Application Hours of Availability Every day from 2:30am - 10:30pm
(offline for maintenance from 10:30pm — 2:30am)




Accessing the Application

Introduction

How to

Use Microsoft Internet Explorer or Mozilla Firefox to access the KDADS web application site.

Supported browser types and versions may change as Web Applications updates are deployed and
new browser versions are made available. All KDADS Web Applications are secured and encrypted.

Follow the steps in the table below to access the login page for KDADS Web Applications.

Step

Action Result

1. [ Open Internet Explorer or Firefox. Go to the
KDADS Provider Information Resource Web
Site at www.aging.ks.gov

The KDADS Provider Information Resource
Website home page displays.

@& http:/fuenw.aging.ks.gov,

O~ B¢ X || & KDADS Provider Informatio...

File Edit View Favorites Tools Help

<5 [ facebook 0] Outlook Web & KDADS Provider Informati...

Custom Search

Search | ~

sl
Provider Information Resource Website

Kansas

Department for Aging
and Disability Services

KDADS Public Website Kansas gov

Adult Care Homes
CARE/CTO
Forms

Manuals

SHICK

Registrations
Training & Surveys

TCM-FE

HCBSIFE Providers

Statutes / Regulations

Policy Issuance Memorandums
Informational Memorandums

KDADS Application Information

Welcome Application Links:

: Applications

The Kansas Department on Aging (KDOA) has merged with programs from the Kansas
Department of Social and Rehabilitation Services (SRS) and the Department Health and the
Environment (KDHE) under an executive order by Governor Sam Brownback in order to
streamline the delivery of state services

The new department is becoming the KANSAS DEPARTMENT FOR AGING AND
DISABILITY SERVICES (KDADS) on July 1, 2012

All of the disability services programs that were formerly housed in SRS now operate out of
KDADS. Some licensure programs previously part of KDHE are also incorporated into
KDADS. Our commitment to providing services to older adult Kansans remains the same.

Adult Abuse. Neglect or
The purpose of this site is to supply a central point for obtaining information for Area Exploitation Hotlines
Agencies on Aging, Centers for Independent Living, Hospitals, Independent Targeted Case
Managers, Targeted Case Managers, Adult Care Homes, Service Providers and others within

the Aging and Disability Network 44 m:nifm I -

H100%

2. | Click on the blue Web Applications button
under “Application Links:” on the right side of

the home page.

The KDADS Web Application Sign In page
displays.

Updated 10/29/2015



http://www.aging.ks.gov/

Logging In

How to

Follow the steps in the table below to complete the Login process.

Step Action Result
1. | The KDADS Web Applications Sign In page is The user name appears and the insertion
displayed point advances to the password field.
Type the User Name and press the Tab key on
the keyboard.
DEPARTMENT ON AGING
’
Sign In
Enter your Single Sign-On user name and password to sign in.
User Name
Password 3
Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday Hours of Availability
Phone: (785) 296-4387 (Voice Mai covered after hours) ‘Week Days 7:30am - 10:30pm
E-Mail HelpDesk@aging ks.gov Saturday 7:30am - 10:30pm
Fax: (785)296-0256 Sunday 11:00am - 10:30pm
On State of Kansas observed holidays, the system is available, howaver, KDOA staff will not be available for assistance during these holidays, as well as Saturdays and Sundays.
### WARNING FOR OFFICIAL STATE BUSINESS ONLY ### =
2. | Enter the Password. If it is the first time

sighing into Web Applications, use the initial
password that was provided by the KDADS
Computer Help Desk.

Click the OK button (either one)

The Web Application Home page displays.

Updated 10/29/2015




Accessing the Contracts Initiation and Maintenance Application

How to Follow the steps in the table below to access the Contracts Initiation and Maintenance (referred to
hereinafter as 'Contracts' or 'Contracts Maintenance') application.

Step Action Result

1. From the Web Applications Home Page, click | The main Contracts page (Contracts List)
on the Contracts button. displays.

Kansas

Department for Aging
and Disability Services

Contracts List

Create New Contract
Rows 1000 + [Go 5_9:}
/’J v

¥ Contract Status 1="CMPL' "

End Date < 90 EX
[Endpate <0 T )

Contr. ndo ype of Contract Contract Status Contract Hame Total Cost Start Date End Date 3 Commission SMART PO

=]

|

a West Group GENERIC AGRMNT WP Westiaw for Central Office Attorneys. $40,000.00 030172013 0B/30/2013 FISC Commission 023
a Shawnee Mission Ford GENERIC AGRMNT WP New Cars FY14 $140,000.00  07/01/2013  08/01:2013 SCC Commission

R Dicks Sporting goods GENERIC AGRMNT WP | Need Golf Balls S57,000.00  05/01/2013 0500112014 CS&S Commission

R 4 Bears Catering GENERIC AGRMNT WCA name of contract S10,000.00 070172013 08/3012014 CS&S Commission

E“\\ AN 580 WIBW Radio PRESENTER WCA Advertisment for KDADS Seminars 52,099.00 07012013 06/302014 FISC Commission

E‘:\ American Health Lawyers ~ CONSULTANT WP Mental Health Therapy for Lawyers 54999.00 07012013 08/302014 FISC Commission

E“\\ Thompson West GENERIC AGRMNT WP Legal Research 52,500.00 07012013 06/302014 Division on Aging Commission

Sum: $268,098.00

Updated 10/29/2015 4



Contracts List Page

Introduction

The Contracts List page is where all contracts are listed. The list is in an Interactive Report format,

which gives the user a table view, and allows the user to utilize filters and other reporting tools to
create custom views of the data. Complete instructions for using the Contracts List interactive

report are covered later in this manual.

The Contracts List uses color-coding to highlight a contract that is close to expiring.

[ ]
e Red indicates the contract will expire in less than 60 days

Quick Steps to select information:
[ )

Contract Detail Entry page displays.

Green indicates the contract will expire in less than 90 days

Click on any column heading to sort or filter the list contents.

Click on the pencil/paper icon under the View Contracts column to open the contract. The

Any new contract is created using the Create New Contract button found on the Contracts List

page.

Limited users will have the Update Agency Approvers button. This feature is covered later in this

manual.

Approver Maintenance
(Limited Access)

Version:

2013/02119@08:48:30

Kansas

Department for Aging
and Disability Services

Create New Contract button

Contracts List

Print View

Search
Criteria
Fields

- y
2 Rows 1000 + e
= ¥ Contract Status 1= "CMPL %

End Date < 90 ®
End Date < 60 ®

Type of Contract Contract Status Contract Name Total Cost

Contracts

r E?‘\\ ATST Yellow Pages Mou WP Advertising Agreement between AST and KDADS $2,500.00

E?‘\\ Speakers for all Occasions SPEAKER WP Speaker for the Spring Conference 52,000.00

Eé‘% American Wedical Directors Association  SPEAKER RFA Batman Speaks. $18,000.00

E“\\ Advance Training Systems, INC. GENERIC AGRMNT WP Happy days 52,500.00

Sea rc h E—?‘\\ American Health Lawyers GENERIC AGRMNT WP DEB ZIMMERMAN HOUSEKEEPING $7,500.00
Resu |tS 4 E?‘\\ Lifeview Resources. GRANT AMENDMENT WP Lifeview Grant Extension Amendment 134 52,500.00
E?‘\\ 4 Bears Catering wou WP Food for thought $25,000.00

Eﬁ% AM 580 WIBW Radio GENERIC AGRMNT RFA Music for the Office 54,000.00

E“\\ Worning Sun GRANT AMENDNENT WBA Good Horning Sun Coffee Run 52,001.00

E—?‘\\ American Health Lawyers CONSULTANT WP Lawyer Therapy Services $500,000.00

E?‘\\ 4 Bears Catering CONSULTANT RFA 4 Bears Consuting Agreement $4,999.00

Start Date

02/082013

05/05/2013

02152013

02/01/2013

0200112013

020172013

02122013

04/01/2013

04/01/2013

04i01/2013

0702013

\ v

: Create New Contract :: Update Agency Approvers :

End Date &3 Commission

0200872013 FISC Commission 1234568790
05/0772013 FISC Commission

1272172013 €585 Commission

01/3172014 CS&S Commission

01/3172014 FISC Commission 13-7837423
0173172014

0310172014 FISC Commission

0373172014 FISC Commission

03/3172014 FISC Commission

04/02/2014 SCC Commission

0873072014 Division on Aging Commission -

Updated 10/29/2015




Creating a New Contract

How to Follow the steps in the table below to create a new contact.
Step Action Result
1. [ Click on the Create New Contract button. Contractor Information window is displayed.

CONTRACTOR INFORMATION

Contract Nbr:

Contractor: selectvendor -

| save! || cancel |

2. | Select the vendor for the contract from the The list is generated from the KDADS
drop down list. Purchasing application.

IMPORTANT: If the vendor is not in the drop down list, select the ABSENT — VENDOR MISSING
entry. Once the entry is verified by the Purchasing Division, it will be added to the list as a
vendor for future use.

3. | Click on the SAVE! button | One of two situations will occur:
Vendor was.... Result

Selected from drop down list. Page will forward to the Contract Detail
page.

ABSENT — VENDOR MISSING was selected | Contactor Name field is displayed with a

from the drop down list. direction note to type in the Contractor's
Name.
Enter the Contractor Name and click on
the SAVE! Button.

CONTRACTOR INFORMATION ‘

Contract Mbr:

Contractor: ABSENT - VENDOR MISSING - 1167 hd

@ CuntradurNamel

Confractor name must be specified if Contract is for "ABSENT" contractor
[ save | [ Return to List |

Upon a successful save, the application will forward to the Contract Detail page.

Updated 10/29/2015 6



Contract Detail Page

Detail page

and the functions of each.

The Contract Detail page consists of several regions. The following pages will review these regions

CONTRACTOR INFORMATION

Return to Li:

Contract Nbr: 567
Contractor: AAA Moose - 1563

* Contractor Signatory Bull Winkle

* signatory Email kamisii@kdads ks.gov

* address 1224 Rocky Way

city Topeka Fotate KS

Phone — Ext

#zip 66603

Notes

Added by PSUEDOUSER on 08/05/2015

Additional Vendor Contacts ‘

no data found ‘

CONTRACT DETAIL ENTRY

Current Contracts List

Rows 15 =

7

Contract Type

R 2015 MOU not MOO CONSULTANT
a 2013 AAA Moose MEDICAID:
R 2013 AAA Dogs CONTR AMENDMENT
R 2015 Celebration Presentation PRESENTER

WBA

WLA

SGN

08/30/2018

061572013

06/20/2013

062812015

$300.00

$1,200.00

1,000.00

1-40f4

Delete

Wersion Mbr 1

Detail Mumber 1145 * Fiscal Year 2015 Status Work In Progress -

Originating Employee Name and Phone Number PSEUDOUSER  785-296-0583

Commissien Division on Aging Commission -
* Division ~ select~ -
*EtHective Date (mmvddiyyyy)
* Agreement Name { View /! Attach File(s) ,[Ul
*Type of Agreement ~Select~ -
*originatien &) New ) Amended
Prior Authorization @) |gp GSR @ okP @ RFP @ OTHER LPriorAutnorization Form andlnstrumons)
Total Fiscal Amount 0 State Funds Federal Funds
*- *-
Term Fi kL
M mmidanyyy) ® (mmiddiyyyy)

Smart PO Number FO Date SMART Contract Nbr

SMART Vendor ID

*Dsscriptinn

0 of 4000

Notes

Enter Add'l Contract Info

Return to List

Approvals |_Approve Contract |

Previous Years Contracts |

no data found |

‘Work In Progress ‘

Updated 10/29/2015




Contract Detail Page — Contractor Information Region

Introduction If the Contractor was located in the drop down select listing, the Contractor Information region will

display with all the currently available contact information for that Contractor. If any information
needs to be updated, the information can be changed.

How to Follow the steps in the table below to change or add contact information for a Contractor.
Step Action Result
1. [ Existing Vendor - Enter any information that The following fields are required:
needs to be updated in the appropriate fields. e Contractor Signatory

e Signatory E-mail

New Vendor — Enter all information for the Address (Street, City, State and Zip)

Contractor.

CONTRACTOR INFORMATION
: Return to List

Contract Nbr: 567
Contractor: AAA Moose - 1563
* Contractor Signatory AAM Moose
“gignatory Email kKamisii@kdads ks.gov

* Addrezs 1234 Main 5t

City Topeka “state K3 *Zip 66603
Phone Ext

Notes
nf(-;_

Added by PSUEDOUSER on 06/05/2015  Changed by PSUEDOUSER on 06/05/2015

| SAVE |

2. | Click on the Save button.

Updated 10/29/2015 8




Contract Detail Page — Additional Vendor Contacts Region

Introduction If the Contractor has more than one individual who will need to approve and sign the contract,
those individuals are entered in this region. These contacts can be added to the contract as

additional signatures needed.

At times individuals within other State Agencies will need to approve and sign the contract. These
individuals will be added in this region.

How to Follow the steps in the table below to add additional contact information for a Contractor.
Step Action Result
1. [Click on the Add Additional Contacts button. | Enter Vendor Contacts page displays.
Additional Vendor Contacts |29 Additional Contacts |
na data found
2. | Enter the additional contact information. Required fields:

e Contact Name
e Contact Email
e Contact Organization Name

Enter Additional Vendor Contacts

“Contact Name
" Contact Email
Contact Type VEMDOR

*Contact Organization Name

Contact Address

Contact City, State, Zip

[ Return | [ save! |

| Reset |
Contact Title
Signature Required [

Include As Party on Contract [
Include On All Emails [

Select the Contact Type that the individual
represents:
e Vendor
e Department of Administration
e Department of Health and
Environment

Contact Type  VEMDOR +
DOA

KDHE
VENDOR

Updated 10/29/2015

Continued on Next Page



Contract Detail Page — Additional Vendor Contacts Region, continued

How to

Continued
Step Action Result
4. | If the individual is required to approve and
sign the contract, click on the Signature f i
| Reset |

Required and the Include As Party on
Contract boxes (both must be checked.)

Check Include On All Emails if the additional
contact should receive all emails that the
Contractor Signatory receives.

Signature Reguired |:|
Include As Party on Contract |:|
Include On All Emails [

5. | Click on the SAVE! button. Entry will be added and the fields will clear for
the next entry.
6. | Click on the Return button when all contacts The page is returned to the Contract Detail

have been entered.

page with the listing of the contacts displayed.

Additional Vendor Contacts |

| Add Additional Contacts |

Edit & | Contact Name Contact Email

Signature
Required | Organization Hame | Party

Eé:\ Rocky Squirrel | rockys@aaamoose Xz

Y AAA Moose Y

1-1

Updated 10/29/2015
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Contract Detail Page — Current Contracts List Region

Current This region displays the current contracts and any previous contracts with the selected contractor. If

Contracts List the contractor is ABSENT — VENDOR MISSING, any contract with the absent vendor designation will
be listed here. Once Procurement adds the vendor to the listing and the contract is updated, that
contract will display with the appropriate contractor.

-

Current Contracts List

/'_)v| | Rows [15 v|5_"é>:3'

Contract Name Contract Type Status

213 Senior Care Act SCA CONTRACT WIP 0973072016 5250,000.00

2013 Managed Care Organization (MCO) MEDICAID OFS 120312016 -

213 Quack GRANT SGM 08232013 $20,000.00

2015 - - WIP . -

Ia 213 Test 2 Vendors GEMERIC CONTRCT SGN 08172013 $1,200.00

1-50f5

Updated 10/29/2015 11



Contract Detail Page — Contract Detail Entry Region

Introduction This region starts the contract-specific information entry for the contract. The information entered
in this region is the uniform information needed for all agreement types.
CONTRACT DETAIL ENTRY
Detail Mumber 1145 * Fizcal vear 2015 Status Work In Progress
Originating Employee Mame and Phone Number PSEUDO USER  785-206-0583
*  Commission ~ Select~ -
Division ~ select ~ -
* Effective Date (mmiddiyyyy)
* agreement Name
*Type of Agreement ~Select~ hd
*origination & New ) Amended
Prior Authorization T esr O okP O RFP ) OTHER '\._F'riar#.uth-:nrizatianF-er and Instrl.ll:ti-:uns)
Total Fizcal Amount 0 State Funds Federal Funds
K Tarm F *r
=M middiyyyy) ® (mmiddiyyyy)
Smart PO Number PO Date SMART Contract Mbr
SMART Vendor ID
* Description
(v
0 of 4000
Notes
(v
| SAVE | | ReturntoList | | SCOPE OF WORK | | Enter Add'l Contract Info |
How to Refer to the table below for a description of each field, and complete the fields as appropriate.

Field

Type of Entry / Description

Detail Number

An automated unique system ID number. This number is auto-generated
and cannot be changed.

Fiscal Year

Defaults to the current Fiscal Year; this can be changed

Updated 10/29/2015

Continued on Next Page
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Contract Detail Entry Page — Contract Detail Entry Region, continued

How to Continued
Field Type of Entry / Description
Status All contracts start with a status of Work in Progress. When the contract is
ready for the approval workflow, change the status to Ready for Approval.
The following statuses are changed automatically as the approval and
signature workflow processes:
e Awaiting Commission Approval
e Awaiting Budget Approval
e Awaiting DOA Authorization*
e Awaiting Procurement Approval
e Awaiting Legal Approval
e Awaiting Vendor Signature
e Awaiting Secretary Signature
e Awaiting KDHE Approval (Medicaid Contracts Only)
e Signed
e Discard
e Disapproved
*Exception: This status is set manually by Procurement if Procurement
Approval is awaiting authorization from the Department of Administration
before Procurement can approve.
The following status is set manually by the contract originator when
signatures must be obtained manually:
o  Off System
Version Nbr The Version number of this contract. If a contract is disapproved and
resubmitted, a new version of the contract is created, and the version
number increases by one.
Originating Employee The system automatically enters the name and phone number of the user
Name and Phone Number | who initiated (created) the contract.
Commission Required — Select the appropriate Commission that is responsible for the
contract.
Division Required — Select the appropriate Division that is responsible for the
contract.
Effective Date Required — This is usually the date the contract is created.
Contract Name Required — Enter a descriptive name for the contract. Do not include the
agreement type in the name as the Type of Agreement is added to the
Contract Name to create the title of the contract in the template.
View / Attach Files button | Instructions for How to upload and attach files are covered later in this
manual. These files are for KDADS use — they do NOT become part of the
contract.

Updated 10/29/2015

Continued on Next Page
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Contract Detail Page — Contract Detail Entry Region, continued

How to Continued

Field

Type of Entry / Description

Type of Agreement

Required — the Contract templates available are:
e Consultation Services
e Generic Amendment
e Generic Contract

Grant

Intern Contract

e Medicaid Contract

e Memorandum of Understanding

e Presenter Contract

e SCA Contract

Origination

Required — Contract origination — Is this a new or amended contract?

Prior Authorization

Required only if the contract amount is equal to or greater than $5,000.00

Click on the label for a Help tip of the Prior Authorization types.
e |GP: Inter/Intra Governmental Purchase
e GSR: Grants Subrecipients
e OKP: Only known provider, formerly known as "sole source"
e RFP: Request for Proposal, "bid"
e OTHER: Other type of approval

Prior Authorization Form
and Instructions Button

Links to the Intranet website for the required form and the KDADS
instructions for Prior Authorizations

Total Fiscal Amount

Required - The total amount of the contract. Will be the sum of the State
and Federal fund fields.

State Funds

Required — The portion of the contract cost which be paid from State
funds.

Federal Funds

Required — The portion of the contract cost which be paid from Federal
funds.

Term — From and To

Required — The start and end dates of the contract.

SMART PO Number

Purchase order number assigned by SMART. This will be completed by the
Procurement Division.

SMART PO Date

Purchase order date assigned by SMART. This will be completed by the
Procurement Division.

SMART Contract Nbr

Contract number assigned by SMART. This will be completed by the
Procurement Division.

SMART Vendor ID

The SMART vendor ID for the selected contractor. The field will be auto-
populated by the system or it will be completed by the Procurement
Division.

Description Required — Enter a short concise description of the contract for the KDADS
approvers to read.
Notes Enter any special notes regarding the contract.

Updated 10/29/2015

Continued on Next Page
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Contract Detail Page — Contract Detail Entry Region, continued

How to

Continued
Button Function / Description

Save Saves the additions/changes made to the contract.

Cancel Cancels the initial contract entry without saving and returns to the
Contract List page. The Cancel button only appears in the initial screen.
Once a contract page is saved, the Cancel button is replaced by the 'Return
to List' button.

Scope of Work Click the button to open the Scope of Work page, containing eight sections

that explain the work to be performed with this contract. In most cases,
the Scope of Work is required. Scope of Work is covered later in this
manual.

Enter Add’l Contract Info

Click the button to open the Additional Contract Information page, which
has specialized fields dependent on the agreement type selected. Enter
Add'l Contract Info is covered later in this manual.

Updated 10/29/2015
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Contract Detail Page — Approvals Region

Introduction

Updated 10/29/2015

The Approvals region displays information on the Approval workflow. Any online/electronic

signatures that have been obtained will display here once the contract has been signed by at least
one approver.

The region will also display whether the approver approved or disapproved the contract.
If the status of the contract is reset to Work in Progress for minor changes, any signatures that
had been obtained up to that point will still display. This will help the contract originator set the

status back to the proper approval level after making the minor changes.

The Approval process is covered in more detail later in this manual.

16



View / Attach File(s)

Introduction

How to
Attach a File

The View / Attach File(s) button is used to upload files associated with the contract. Any file
uploaded with this utility is for KDADS use only and does NOT become part of the contract.

Follow the steps below to attach a file to a contract.

Step

Action

Results

1. | Click on the View / Attach File(s) button.

To Attach / Upload File window displays.

To Attach / Upload File:

Steps to Upload a File:
Browse to the file location by clicking on the "Browse...” button

Uploaded source file name can not contain any special characters. (except dash, underscore, slash, or period)

Type a unigue name in the "Document” field for easy identification.
Click the "Upload or Delete File” button.
Do notupload ".docx” or "xlsx” files

(Save "doox"/xlxs" files as FOFs then upload the PDF file.)

Source file

Browsa_ | Mo file selected.

File size limited to 100mb!

Document (short descriptive name).

Upload or Delete File

Uploaded Files

;

No data found.

To Delete a File:

Only the person who uploaded the file can delete the file.
Click on the checkbox next to the file to be deleted.

Click on the "Upload or Delete File™ button.

Click on the Browse button

The “File Upload” dialog box displays.

Browse to the saved document to be
attached.

Note: the file will not upload if the file name
contains invalid characters. Refer to the
instructions above in red for details. If

necessary, rename the file before uploading.

For best results only the following type of
documents should be uploaded:

Document Additional Info
Type
Word or Excel .doc and .xls only (docx and xlsx versions are not compatible.)
PDF Word and Excel files can be converted to PDF using Save as Type > PDF
Graphics Attach JPG or GIF type graphics — do not attach TIF files

In the File Upload dialog box, click on
Open button

File is selected and entered into the 'Source file' field.

Enter a short descriptive name in the
Document (short descriptive name)
field.

Updated 10/29/2015
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View / Attach File(s), continued

How to
Attach a File Continued
Step Action Results
6. | Click on Upload or Delete File button Completes the upload. Table of the attached files is

displayed.

To Attach / Upload File:

Steps to Upload a File:
Browse to the file location by clicking on the "Browse...” button
Uploaded source file name can not contain any special characters. (except dash, underscore, slash, or period)
Type a unique name in the "Document” field for easy identification
Click the "Upload or Delete File™ button.
Do not upload ".docd” or "xdsx” files.
{Save "doc'xlxs” files as PDFs then upload the POF file)

Source file

test upload file.pdf

File size limited to 100mb!

Document (short descriptive name). Special distary considerstions]

Upload or Delete File

I

Uploaded Files

// @v

Mo data found.

To Delete a File:

Only the person who uploaded the file can delete the file.
Click on the checkbox next to the file to be deleted.

Click on the "Upload or Delete File” button.

Uploaded Files

() B,

l
I
v

2
4
Document Source Add DtE3 Add User
. Special dietary test upload 06/05/2015
VIBW considerations O Bea3a3 o bar 10:26:17 am FELBEEE
1-1

file will be removed from the attach/upload file page.

Note: If the source file name contains invalid characters, an error message will display and the

To Attach / Upload File:

Steps to Upload a File:

Browse to the file location by clicking on the "Browse...” button

Uploaded source file name can not contain any special characters. (except dash,
underscore, slash, or period)

Type a unigue name in the "Document” field for easy identification.

Click the "Upload or Delete File” button.

Invalid source file name
(# used in file name)

@ source file
Fe7saka20025789. PG 4
DELETED UPLOADED IMAGE!
02/28/2015 09:29:42

|

Browse...
File size limited to 100mb!

To Delete a File:

Only the person who uploaded the file can
delete the file.

Click on the checkbox next to the file to be
deleted.

Click on the "Upload or Delete File” button.

Document (short descriptive name): |Elad source file name

Upload or Delete File

Updated 10/29/2015 18
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View / Attach File(s), continued

How to
View the File Follow the steps below to view an attached file on a contract.
Step Action Results
1. | From the Attach/Upload File page, The document will open in a separate window.
click on the view link in the attached
files table.
How to Follow the steps below to delete an attached file on a contract.
Delete the File Note: The delete option is only available to the user who originally attached the file.
Step Action Results
1. | Click on the View/Attach File(s) The Attach/Upload File utility opens in a new window
button in the Contract Detail Entry or tab.
region.
2. | Inthe attached files table, click on the | A checkmark appears in the box.
checkbox next to the file to be
deleted.
Source file

Mo file selected. File{z) Uploaded 05/20¢15 1

File size limited to 100mb!

Document (short descriptive name):

2:05:42 PM

[ Upload or Delete File

iew Attachment 1 84343  F28435_test upload file.pdf 052002015 12:09%42 pm  PSUEDOUSER

1-1

Click the Upload or Delete File button.

The attached file is removed from the contract, and
the entry no longer appears in the Attach/Upload File
utility.

Note: The original source file is not deleted; it
remains in its original location.

Updated 10/29/2015
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Additional Contract Information Page

Introduction

The regions that display on this page are specialized, and dependent on, the Type of Agreement

selected on the Contract Detail page. The fields that are already populated are filled with the
information from the initial Contract Detail page. If any of this information is found to be incorrect,
it can be updated on this page and when saved, the Contract Detail page will also be updated.

If the Type of Agreement is changed on this page, saving the region will update it and display the

fields for the new contract type.

Any required contract-specific fields that are not completed will produce an error when the page is

saved.

Mo 1 e 1
ADDITIONAL GONTRAGT INFORMATION [_S2ve | | View Contract |

[

! Return J
Fiscal Year | 2015

Contractor Name AAA Ducks - 1562

Contracter Address 4225 Ducks address

Contractor C5Z Duckeity, AA

Effective Date |01/01/2016

Contractor Contact | A&A Ducks Unlimited Title

Contract Name |Managed Care Qrganization (MCO)

Type of Agreement | Medicaid Contract Total Cost

Contract Period From | 01/01/2016 To |12/31/2016 Include Cost

Invoice Frequency Monthly @ Quarterly On Completion Reporting Reguired

Miscellaneous Provisions (enter none if there are no miscellaneous provisions)
Praovision this.

15 0f 20000
Where As (paragraph #1)
something goes here

20 of 4000
Where As (paragraph #2)
Something else goes here

26 of 4000

@ No

Mo

Yes

i

 View SCOPE OF WORK | [ View APPENDIX |

Example of the Additional Contract Information for a Medicaid contract:

KDADS Contact City, State, zip TOPEKA KS 66603

Order | Time Period | Report Due Date

1
2
3
4

KDADS Contact Information

KDADS Contact Name |LAURA LEISTRA

KDADS Contact Address |5

Reporting Pericds

1stQtr
2nd Qtr
3rd Qtr
4th Qir

Title |MEDICAID QUEEN
KDADS Contact Buiding | MEW ENGLAND BLDG

05152016
08152016
1152016
02152017

1-4

Updated 10/29/2015
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Additional Contract Information Page, continued

Introduction Continued

Example of the Additional Contract Information for an Intern contract:

-

Contractor Name AAA Ducks - 1562
Contractor Address 4225 Duck Pond
Contractor C32 Mallard, MS

Contractor Contact ‘ Ducky McDuck | Tit\el

Gontract Name [JIMMY JOHN

Type of Agreement [Intern Contract V]

Contract Period From [07/01/2015 | To [12/31/2015 |

Invoice Frequency @) wonthly O Quarterly ) On Completion

Miscellaneous Provisions (enter none if there are no miscellaneous provisions)

Total Gost |4000

Include Cost () No @ Yes

ADDITIONAL CONTRACT INFORMATION|_View Contract | [ save | KDADS Contact Information l
[ Return ] KDADS ContsctMeme| |
Fiscsl Year Effective Date FH Title l:l

KDADS Contact Building |

KDADS Contact Address | |

KDADS Contact City, State, zip | |

e
0 of 20000
SCOPE OF WORK_| [ APPENDIX |
Required Refer to the table on the next page for a grid of all the fields that will display for each contract for
Information which they are associated. Use this table to assist in collecting the required information prior to

data entry.

Updated 10/29/2015
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Required Information Specific to Type of Agreement 06/08/2015
Fields Generic Medicaid Grant Presenter | Consultation Generic Intern Memo of
Amendment Contract Services Contract Contract Understanding SCA Contract
Effective Date XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contract/Agreement Name XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor Name XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor Contact XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor Title XXX
Contractor Address XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor City XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor State XXX XXX XXX XXX XXX XXX XXX XXX XXX
Contractor Zipcode XXX XXX XXX XXX XXX XXX XXX XXX XXX
Original Grant Name XXX
Original Grant Effective Date XXX
Event Name XXX
Event Date XXX
Event Location XXX
Event City XXX
Event State XXX
Total Cost XXX XXX XXX
KDADS Contact Name XXX Secretary XXX XXX Secretary XXX Secretary XXX
KDADS Contact Title XXX Contractor XXX XXX XXX XXX XXX
copy to:
KDADS Contact Building XXX CCto XXX XXX XXX XXX XXX
KDADS Contact Address XXX CCto XXX XXX XXX XXX
KDADS Contact City, State, zip XXX CCto XXX XXX XXX XXX
Contract Term or Period Start Date XXX XXX XXX XXX XXX
End Date XXX XXX XXX XXX
Fiscal Year XXX XXX XXX XXX
Scope of Work XXX XXX XXX XXX XXX XXX
Amendment Nbr XXX
Reporting XXX XXX XXX XXX
Additional Comments
Miscellaneous Provisions XXX XXX XXX XXX XXX XXX XXX XXX
Contractual Provisions XXX XXX XXX XXX XXX XXX XXX XXX
Report Due Date XXX
Number of Days (quantity) State cost XXX
Contractor Budget Summary XXX
KDADS Grant Award Number XXX
Federal Award Number XXX
Monitoring Determination XXX




Additional Contract Information Page, continued

How to Follow the steps in the table below to complete the Additional Contract Information page.
Step Action Result
1. [ Complete the required information as listed If a required field is not completed, a
on the previous page for each contract type. validation error will remind you to when you

save the page.

Button Actions:

e Save - Information is saved

e Return — Returns to the previous page

e View Contract — opens a print preview of
the contract. All required fields must be
entered before the contract can be
viewed.

e Scope of Work — Opens the Scope of Work
entry page (covered in the next section.)
This is required for most contracts.

e Appendix — Opens the Appendix entry
page, if needed for the contract. An
Appendix entry is not required.

Example of View Contract page:

Set browser options for Print/Page Setup:

Orientation: PORTRAIT Print 100% (NOT shrink to fit)

Set margins: top/bottom = 1 and rightlleft = .5

Set all header and footer notations to Empty’ except
center Footer as page number

Print || Return

STATE OF KANSAS

Kansas Department for Aging
And Disability Services

AND

4 Bears Catering

AGREEMENT:
SEMINAR CATERING

This "Seminar Catering" Agreement (the "Agreement") is made effective this 1st day of June, 2013 by and between the
Secretary of the Kansas Department for Aging and Disability Services ("KDADS") and 4 Bears Catering ("CONTRACTOR"), all
of whom may hereinafter be referred collectively to as the "Parties.”

WHEREAS, KDADS is in need of contractual services; and

WHEREAS, Contractor is a recognized vendor of such contractual services and desires to provide them to KDADS; and

WHEREAS, it has been determined by KDADS that it is in the best interests of KDADS and the State of Kansas for Contractor
to provide such services.

NOW, THEREFCRE, pursuant to the terms and conditions set forth herein, and for good and other valuable consideration, the
receipt and sufficiency of which is hereby acknowledged, KDADS and Contractor agree as follows:

1. Contractor's Duties. Attached hereto and incorporated herein as Appendix A is a document entitled Scope of Work ("Scope
of Work").

Please note the Printing instructions at the top of the page. Adhere to these settings so the contract
prints correctly.

Updated 10/29/2015
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Scope of Work

Introduction

How to

The Scope of Work page must be completed in its entirety for most contracts. Once the initial
contract has been created, the Scope of Work can be entered at any time. A button is provided on
both the main Contract Detail page, and the Additional Contract Information page. If a specific
section of the Scope of Work is not applicable to a particular contract, a sentence stating as much
should be entered for that section.

IMPORTANT! If Scope of Work text is going to be pasted from previously entered text in another
application (Microsoft Word, Wordpad, etc.) the contract must be accessed using Internet Explorer.
Pasting text into the Scope of Work page using any other browser will cause an error and the
contract cannot be viewed. See the Important Information section later in this chapter for details on
how to correct the error if it does occur.

Follow the steps in the table below to enter the Scope of Work information for a Contract.

Step

Action

Result

1. [ Click on the Scope of Work button.

The Scope of Work Items page displays.

Links to each
work element

Kansas

Department for Aging
and Disability Services

Scope of Work Items

Click on a link below to enter a scope of work element.
I INTRODUCTION AMD SUMMARY

Il. TERM OF THE CONTRACTIGRANT

. QUTCOME/GOAL(S)

V. SERVICES TO BE PROVIDED

V. DELIVERABLES AND REPORTING

VI. COST AND PAYMEMNT

VIIl. MISCELLANEQUS PROVISIONS

Return
i 4

VIl STATE_RESOURCES TO BE PROVIDED (IF APPLICABELE)

Updated 10/29/2015
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Scope of Work, continued

How to continued
Step Action Result
2. | Click on the link to display the entry field for The Rich Text Editor window opens* for entry
each work element. of the appropriate work element text.

There will be an explanation with each section | *The Rich Text editor is not available in

as to what should be entered. Internet Explorer. Use Firefox 33.1.1 or Safari
browser to access it.

Use only Internet Explorer if you are going to copy/paste text into the work element.

Rich Text Editor  If you use Internet Explorer as your browser, you can skip this section, as this feature is not available

(Firefox and in IE.

Safari)
The Rich Text Editor toolbar is similar to what is found in Microsoft Word, though not quite as
robust in features. The toolbar can be used to enhance the formatting of the text typed in the Scope
of Work.

If typing a large amount of text into a work element, use one of these options to see text beyond
the default window size:
e Use the scroll bar to scroll up and down in the same-sized window
e Use the 'Maximize editor size' button to enlarge the work element window to the full
browser window size

Scroll Bar:

Scope of Work Entry

I INTRODUCTION AND SUMMARY:

i =] Source | [E] :
B 7 U #|x <: E = A TINPE=EQ &S
_|F Style ~ | Format | Normal ~ | Fort ~ | Size | Tm- M- | & &
Include a description ofthe purpose ofthe Agreement and the general scope of senvices to be provided. Include a description of the purpose of the Agreement and the
general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of services to be provided. Include a description
ofthe purpose ofthe Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of
services to be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description ofthe purpose of
the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of services to be
provided. Include a description of the purpose of the Agreement and the general scope of services to be provided

m

Include a description of the purpose of the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the
general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description
ofthe purpose ofthe Agreement and the general scope of services to be provided.

Include a description of the purpose of the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the
general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description
ofthe purpose ofthe Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of
services to be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description ofthe purpose of
the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of services to be
nrovided Include A descrintion of the nurnnse of the Aareement and the neneral scone of services to he nrovided Include a descrintion of the nurnose of the Aareemen

[ save! | [ cancel |

Continued on next page
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Scope of Work, continued

Rich Text Editor  continued

Maximize editor size (enlarges to fill the browser window):

Scope of Work Entry
Il INTRODUCTION AND SUMMARY: # D = @ o r—:

tiE®O=E Q&S
-] Size | B AR M= /

Style - | Format | Nomal

Include a description of the purpose of the Agreement and the general scope of services to be provided. Include a description of the purposg/of the Agreement and the it
general scope of services to be provided. Include a description of the purpose ofthe Agreement and the general scope of semvices to be pgflided. Include a description
ofthe purpose of the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreemenjnd the general scope of
\. KDADS Web Apps H.. | @3 SCOPE OF WORK f / +
£ [=] Source
iB I U oa|x % $iIREO=E0 &= K

: Sl ~ | Fomat [Nomal B

Include a description of the purpose of the Agreement and the general scope of services to be provided. Include a description of the purpose of the Agreement and the general scope of senices fo be provided. Include a descriptian of the purpose of the Agreement andthe general scope of senices to be

provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description of the purpose of the Agreement and the general scope of senices to be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be
provided. Include a description ofthe purpose of the Agresment and the general scope of senvices to be provided. Include a deseription of the purpose of the Agresment and the general scope of senices to be provided. Include a deseription ofthe purpose of the Agreement and the general scope of senices to be
provided

Include a description of the purpose of the Agreement and the general scope of senices to be provided. Include a des cription ofthe purpose of the Agreement and the general scope of senvices to be provided. Include a description of the purpose ofthe Agreement and the general scope of senices to be
provided. Include a description of the purpose of the Agreement and the general scope of senices o be provided

Include a desciption of the purpose ofthe Agreement and the general scope of senices ta be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a descrption of the purpose of the Agreement and the general scope of senices to be

provided. Include a description ofthe purpose ofthe Agreement and the general seope of senices to be provided. Include a description of the purpose ofthe Agreement and the general scope of senvices to be provided. Include a deseription ofthe purpose ofthe Agreement and the general scope of semices to be
provided. Include a description of the purpose of the Agreement and the general scope of senices to be provided. Include a description af the purpose of the Agreement and the general scope of senvices to be provided. Include a description of the purpose of the Agreement and the general scope of senices to be
provided. Include a description ofthe purpose ofthe Agreement and the general scape of senices to be provided. Include a description of the purpose ofthe Agreement and the general scope of senvices to be provided. Include a description ofthe purpose ofthe Agreement and the general scope of senices to be
provided. Include a description of the purpose of the Agreement and the general scape of senvices to be provided. Include a description of the purpose ofthe Agreement and the general scope of senvices to be provided. Include a description ofthe purpose of the Agreement and the general scope of senices to be ||
provided

Include a description of the purpose of the Agreement and the general scope of senices ta be provided. Include a description of the purpose of the Agreement and the general scope of senvices to be provided. Include a description of the purpose of the Agreement and the general scope of senices to be
provided. Include 3 description ofthe purpose of the Agreement and the general scope of senvices 1o be provided,

Note: The 'Maximize editor size' button toggles on and off. Click it once to maximize, click it again to
restore the window to its original size.

How to
(continued)

Step Action Result

3. | Enter the appropriate text for the Scope of The entry is saved and moves to the new
Work item selected, add rich text formatting region labeled Scope of Work [Print View]
as desired, and click on the Save button.

All entries will appear here after they have
Note: The Cancel button will clear the entry, been saved. As each Scope of Work item is
close the entry box, and the item will remain entered and saved, it will be removed from

in the Scope of Work Items list. the Scope of Work Items region and moved to
the Scope of Work [Print View] region.

Continued on next page
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Scope of Work, continued

How to continued

Scope of Work regions after work elements have been entered:

Step | Action | Result

Scope of Work Items Scope of Work\ Print View |

Click on a link below to enter a scope {click Item Label to edit)
of work element. I INTRODUCTION AND SUMMARY:

The agreement is to provide catering for lunches during a week of
Il. TERM OF THE CONTRACTIGRANT intense Technical seminars to various Information Services Division

employees and invited guests.
IV. SERVICES TO BE PROVIDED Il OUTCOMEIGOAL(S):

Lunches will consist of a pre-agreed menu.
V. DELIVERABLES AND REFORTING

1-2
Wl COST AND PAYMENT
Vil. STATE_RESOURCES TO BE
PROVIDED (IF APPLICABLE)
Wi MISCELLANEQUS PROVISIONS
| Retum |
4. | Continue until all Scope of Work Items have If a particular work element is not needed,
been completed. enter a statement indicating the work element

is not needed for the contract.

5. | An alternative to typing the text directly into Important: Refer to the next Section of this
the Scope of Work text area is to type the text | chapter for instructions on how to fix a

in an external editor such as Microsoft Word contract if the wrong browser was used when
and then copy and paste it into the Scope of the text was pasted into the Scope of Work.
Work text area. If you use this method, you
must access the contract using Internet
Explorer for Scope of Work entry.

6. | Click on the Print View button to see a Only the Scope of Work will appear. To view
preview of how the Scope of Work will appear | the whole contract, use the View Contract
within the contract. button on the Contract Detail or Contract

Additional Information page.

Continued on next page
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Scope of Work, continued

How to Continued
Step | Action | Result
Print View of Scope of Work:
Set browser oplions for PrintPage Setup:
Orientation: PORTRAIT Print 100% (MOT shrink to fit)
Set margins: top/bottom = 1 and rightlleft = .5
Set all header and footer notations to "Empty’ except
center Footer as page number
FY 2014
State of Kansas
Kansas Department for Aging
And Disability Services, and;
4 Bears Catering
AGREEMENT FOR:
TRAINING CATERING
(FY 2014)
APPENDIX A

FY 2014

State of Kansas

Kansas Department for Aging
And Disability Services, and;
4 Bears Catering

I. Introduction and Summary:

II. Term Of The Contract/Grant:

The agreement is to provide catering for lunches during several weeks of intense Technical seminars to various Information

This Agreement shall begin on the 15t of October , 2014 and shall end on 315t of December , 2014,

SCOPE OF WORK

SCOPE OF WORK

link in the Scope of Work [Print View] region.
Edit the entry and click the Save button.

7. | Click on the Return button to return to the The Scope of Work page and work element
Scope of Work page. links display.
8. | To edit a work element, click on the Item Label | The contract must still be in Work in Progress

status to edit a Scope of Work entry.

Updated 10/29/2015 28
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Scope of Work, continued

How to Continued
Step Action Result
9. | Click on the Return button in the Scope of The Contract main page displays.
Work Items region to exit the Scope of Work
age.
Special Section Il — Term of the Contract/Grant:
Instructions: Copy the explanation provided under the section title, and paste the phrase into the text entry box to
Section I, enter the actual terms description. The term dates come from the main contract page and are displayed
Section VI for reference.
Work
Elements Section VI - Cost and Payment:
Include the total amount of the Agreement and how it is payable. Include the statement that ' Itis
KDADS' business practice that prior to making payment, KDADS must receive and approve a monthly or
quarterly invoice.'
Important If you choose to type the Scope of Work information in Microsoft Word or another external
Information: application, and then paste it into the Scope of Work page in the contract, you must use Internet

How to Fix a
Contract if
Scope of Work
Text is Copied/
Pasted using

any Browser but

Internet
Explorer

Explorer when pasting the text into the contract's Scope of Work.

If another browser is used, a large amount (approximately 300 lines) of formatting code is inserted
into the Contract database, and when the Contract is viewed, an error displays instead:
ORA-06502: PL/SQL: numeric or value error ORA-06502: PL/SQL: numeric or value error

In the past, KDADS Applications Development staff has cleaned out the code from the database,

taking an inordinate amount of time to complete this task. As of the publishing of this updated
manual, this will no longer be the responsibility of the Applications Development team.

If a user pastes text from an external application into the Scope of Work page using a browser other
than Internet Explorer, it will be the user's responsibility to correct the error, following these steps:

Step Action Result
1. | If the contract is no longer in WIP status, The contract is editable.
contact the appropriate Legal Department
staff and have the Contract reset to WIP.
2. | Open the Contract in Internet Explorer. The contract's main page displays.
3. | Click on the View SCOPE OF WORK button. The Scope of Work page displays.
4. | Click on the link to the first section that has The section opens.
pasted text in it.
5. | Delete the text that was pasted. The text area is cleared.

Updated 10/29/2015
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Scope of Work, continued

Important
Information...

Continued
Step Action Result
6. | Re-paste the text into the text area just If the original text that was copied is no
cleared. longer available (i.e. the Word document it

was created in is no longer available,) the text
can either be entered directly into the Scope
of Work text area, or the text can be re-typed
in a Word document and then copy/pasted to
the Scope of Work text area again.

7. | Save the Scope of Work section. The newly copied/entered text is saved and
the section closes.

8. | Repeat steps 4-7 for any other Scope of Work

sections that need to be repaired.

Updated 10/29/2015
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Appendix

Introduction

How to

The Appendix page of a contract is used to enter any

appendices that are needed for the contract.

The Appendix entry page is not required for any contract.

The Appendix is accessed from the Additional Contract Information page.

Follow the steps in the table below to enter Appendix information for a Contract.

Step Action Result
1. [ From the main Contract Detail page, click on Additional Contract Information page displays.
the Enter Add'l Contract Info button.
2. | Click on the APPENDIX button The Contract Appendix entry page displays.

[ Return ]
Fiscal Yesr | 2016
Contractor Name AAA Ducks - 1562

Contractor Address 4225 Duck Pond
Centractor G52 Mallard, MS

Effective Date | 07/01/2015 =

MCar . 2 2 =
ADDITIONAL CONTRACT INFORMATION | View Contract || Save

J

Caontractor Contaclll]ucky McDuck ‘ Tllle‘

Gontract Name [JIMIMY JOHN

Type of Agrssment [Intern Contract V]

Contract Period From [07/012015 | To [123172015 |

Invoice Frequency @) wonthly O Quarterty O On Completion

Total Cost 4000

Include Cost () No @) Yes

Miscellaneous Provisions (enfer none if there are no miscellanecus provisions;

s

0 of 20000

The Appendix also uses the Rich Text Editor

Contract Appendices ‘ ‘ Add / Edit Contract Appendix

ltems will print in escending order, regardiess
whether delsted order numbers are missing
no data found

| Return |

Appendiz Nsme

i =l Source | B § B &

iB 7 U &|% < (i
i suie

~ | Format |Nomal ~ | Font

| &4 20| B

E t w [F]=

[ scopE oF woRrk | [ APPENDIX |

toolbar (Firefox and/Safari only)

Appendix Order 1
B <
ESiea @O =0 4=

-| Se= M e Y

[ Reset | [ save Appendix |

Updated 10/29/2015
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Appendix, continued

How to Continued
Step Action Result
3. | Enter the Appendix Name.
4. | Tab to or click your mouse in the text area. Insertion point moves.
5. | Enter the desired Appendix information, Note: To clear all text entered in order to start
formatting the text as desired with the Rich over with this entry, click on the Reset button
Text Editor toolbar. and everything entered will clear.
6. | Click on the Save Appendix button to save the | The saved Appendix entry will be listed in the
entry. Contract Appendices region on the left side of
the page.
Contract Appendices
items will print in ascending order,
regar_d.'ess wherlhe.lr deleted order
NUMDEers are missing.
(click ltemName to edit)  Order
Menu 1
1-1
7. | To enter another Appendix, repeat the above | Multiple appendices can be entered on a
steps. single contract.
8. | To edit a saved Appendix entry, click on the The Appendix entry displays with the Rich Text
link in the Contract Appendices region. Editor.
9. | To exit out of the Contract Appendix page,

click on the Return button until the desired
contract page displays.

Contract Appendices

Items will print in ascending order, regardiess
whether deleted order numbers are missing.

Add / Edit Contract Appendix

Return

Appendix Name

Updated 10/29/2015
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Viewing the Contract

Introduction Once a contract has been created and the required Contract Detail information entered and saved,
the contract template can be viewed at any time. While the template information of the contract
will display for all sections of the contract, only contract-specific information that has been entered
up to that point will appear on the contract.

How to Follow the steps in the table below to view a contract template.

Step Action Result
1. [ Go tothe Additional Contract Information The page displays
page of the contract

2. | Click on the View Contract button.

ADDITIONAL CONTRACTINFORMATIOL View Contract JJ_Save |

| Return |

Fiscal Year Effective Date s

Contractor Name A NEW DAY BUSINESS - 1538

Contractor Address 333 STATE ST

Contractor CSZ SOMECITY, KS

Caontractor Contact |TRACI THOMAS | Title| |

Contract Mame |ABC XYZ
Type of Agreement |Consultati0n Services v| Total Cost
Contract Period Frcm|D1.fD1f201ﬁ | To |D3I31f2016 | Include Cost () No @) Yes

Invoice Frequency () Monthly ) Quarterly ) On Completion

Migcellansgus Provisions (enter none if there are no mi

lanscus provizions)

Reporting Required [_| Ng

RECH
e

0 of 20000

| SCOPE OF WORK | | APPENDIX |

3. | The contract template displays, with
instructions for printing located in the top left
corner of the page.

The actual contract print page starts with the
text below the Print and Return buttons.

4. | The following pages display an example of a
contract using the Generic Contract template

Location of page breaks depends on how
much information is entered in the contract
scope of work, appendices, etc.
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Viewing the Contract, continued

Generic Contract

template

Set browser options for PrintiPage Sefup:
Orientation: PORTRAIT Print 100% (NOT shrink to fit)

Setmargins: top/bottam = 1 and rightfleft = 5 P ri nt| ng | nstructions

Setall header and footer notations to "Empty’ except
center Footer as page number

Frint| | Return

STATE OF KANSAS

Kansas Department for Aging
And Disability Services

AND

4 Bears Catering

AGREEMENT:
SEMINAR CATERING

This "Seminar Catering” Agreement (the "Agreement") is made effective this 1st day of June, 2013 by and between the Secretary of the Kansas Department for Aging and Disability Services
("KDADS") and 4 Bears Catering ("CONTRACTOR"), all of whom may hereinafter be referred collectively to as the "Parties.”

WHEREAS, KDADS is in need of contractual services; and
WHEREAS, Contractor is a recognized vendor of such contractual services and desires to provide them to KDADS; and
WHEREAS, it has been determined by KDADS that it is in the best interests of KDADS and the State of Kansas for Contractor to provide such services.

NOW, THEREFORE, pursuant to the terms and conditions set forth herein, and for good and other valuable consideration, the receipt and sufficiency of which is hereby acknowledged, KDADS
and Contractor agree as follows:

1. Contractor's Duties. Attached hereto and incorporated herein as Appendix A is a document entitled Scope of Work ("Scope of Work").
2. Compensation. The total amount payable under this Agreement shall not exceed $7000. Contractor shall submit a written, itemized invoice upon contract completion. Assuming approval,
KDADS shall pay such invoice within thirty (30) days of its receipt of the same.

3. Term of Agreement. The term of this Agreement shall commence on 06/01/2013 and shall end on 06/30/2013, unless terminated earlier pursuant to the provisions herein.
4. Agreement Termination, Default and Remedies.
a. Any party may terminate this Agreement, other than as specified herein below, by giving written notice of the termination at least 20 calendar days prior fo the date of termination stated in
the written notice.
b. KDADS may terminate this Agreement without prior notice upon making the determination that termination is necessary to avoid harm to the public, to prevent fraud or abuse, or to protec]
public funds.
¢ Inthe event that Contractor fails to perform a material provision of this Agreement, KDADS may, in addition to such other remedies provided for by law:
i. Terminate this Agreement; or
ii. Delay payment until KDADS verifies Contractor's performance.
FY 2013

State of Kansas

Kansas Department for Aging
And Disability Services, and,
4 Bears Catering

AGREEMENT:
SEMINAR CATERING

(FY 2013
APPENDIX A

SCOPE OF WORK

FY 2013

State of Kansas

Kansas Department for Aging
And Disability Services, and;
4 Bears Catering

SCOPE OF WORK

INTRODUCTION AND SUMMARY:
The agreement is to provide catering for lunches during a week of intense Technical seminars to various Information Services Division employees and invited guests.

Il. TERM OF THE CONTRACT/GRANT:

This Agreement shall begin on the 1st of June, 2013 and shall end on 30th of June, 2013.

OUTCOME/GOAL(S):

Lunches will consist of a pre-agreed menu.
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Viewing the Contract, continued

FY 2013

State of Kansas

Kansas Department far Aging
And Disability Services, and;
4 Bears Catering

AGREEMENT FOR PRESENTATION SERVICES

FY 2013
APPENDIX B

Menu

Day Items

Poppy Salad

Assorted Croissant Sandwiches

Assorted Cream Tarts

Two

Poppy Salad

Assorted Croissant Sandwiches

Assorted Cream Tarls

Three

Poppy Salad

Assorted Croissant Sandwiches

Assorted Cream Tarts

Four

Poppy Salad

Assorted Croissant Sandwiches

Assorted Cream Tarls

FY 2013

State of Kansas

Kansas Department for Aging
And Disability Services, and,
4 Bears Catering

AGREEMENT FOR PRESENTATION SERVICES
(EY 2013)

APPENDIX C

Kansas Department of Administration Form DA-146a (Rev. 6/12)

State of Kansas
Department of Administration
DA-146a (Rev. 06-12)

CONTRACTUAL PROVISIONS ATTACHMENT

Important: This form contains mandatory contract provisions and must be attached to or incorporated in all copies of any contractual agreement. If it is attached to the vendor/contractor's standard contract form, then that form must be altered to
contain the following provision
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Submitting the Contract to the Approval Workflow

Introduction Once all information has been entered in a contract, the status can be changed to “Ready for
Approval.” This will start the contract approval workflow routing. Each approval level has a primary
contact (required) and then two or three alternates (not required.) E-mail notification that there is a
contract to approve is sent to all persons listed for that specific approval level. Once that level has
approved the contract, then the next level will be notified. The routing and the actions are as
follows:

KDADS Approvers Signatures

eCommissioner *KDADS Secretary or

Originating Employee *Budget Designee

*Procurement eContractor
elegal eQOthers as Required

The Legal Division is responsible for maintaining the list of the KDADS approvers.

How to Follow the steps in the table below to start the contract approval process.

Step Action Result

1. [Inthe Contract Detail Entry region, in the
status field, select Ready for Approval

2. | Click on the SAVE button Several things happen:

e The Status automatically switches to Awaiting Commission Approval and
the fields become read only

e A new region labeled Approvals displays below the Contract Detail Entry
region

e An email is sent to the first Approval workflow level —the originating
employee’s Commissioner

** The Approval Workflow process is covered in detail in the chapter
'Limited Access — Approving the Contract' **

** At any approval level, the contract can be disapproved, which stops the approval workflow **
** Disapproving a contract is covered in the chapter 'Limited Access — Disapprove a Contract' **
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Approval Workflow

Introduction Once the contract has been submitted for approval, the approval workflow begins. A notification
email is sent to the first/next approver in the workflow as each approval level is completed. As each
level approves the contract, the action is recorded in the Approvals region.

How to Follow the steps below to complete an approval level.
Step Action Result
1. | Once the notification email has been The email should have a subject of 'Contract
received by the Contract Approver, open Approval' and it will come from the KDADS
the email. employee that originated the contract.
2. | Three options are available to view and sign | The Contract Approval page displays after
the contract. Select the appropriate option. | using one of the options below.

Option Action When to Use
a. Click on the View and Sign This option does not require logging in to
Contract link web applications and is for the approver

that does not have a web applications
account (such as a vendor) or may not be
able to access the Web Applications Sign In

page.

b. Click on the View and Sign This option requires the user to have an
Contract and/or View Details existing KDADS Web Applications user
(requires login) link account, and access to the Web

Applications Sign In page. If the approver
has the necessary security roles, he/she
can not only review the contract, but can
also look at the Contract Details within the
application itself.

C. Copy and paste the provided This is an alternative to the second option
link in to the browser address and has the same requirements.
bar

Sample email and Contract Approval page example follow.

Continued on next page
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Approval Workflow, continued

Print Screen Example of Contract Approval Email and Contract Approval page launched from the email link:
Examples
M =N H 4 @~ g __}) = . Contra‘c?ﬁpprnval - Messa;e (HTML‘]- | = | = ﬂh,r
Message =] 9
_ o5 ] _mai 3 [ Rules - (% Mark Unread e @4 Find ©
@y Ignore B X Meeting |4 Close to INBOX [ Team E-mail 3 5 a d
x —4 _d _$ E [ ISD E-mail & Done = .bi_l OneNote 9 Categorize = & % Related ~ A
&Junkv Delete | Reply R:;IJIIy Forward ‘ﬁ“d Mare ~ i Reply & Delete 7 Create New - I\-1(3\re £ Adions - | ¥ Follow Up - Tranvslate Iy select~ Zoom
Delete Respond Quick Steps Fl Mave Tags E] Editing Zoom
From: Jo Bauer Sent:  Thu 6/4/2015 11:03 AM
To: Jo Bauer
Co
Subject: Contract Approval
i)

NOTE: KDADS Web Applications are only supported for use by L.E. 10, Firefox 33.1.1 or Safari browsers.
If the browser vou are using is not compatible contact the KDADS contract originator.

A contract is waiting for Commission_Fisc approval/signature for the "Kev duplicating and locksmith" contract with Al Lock & Key . Please locate
it through KDADS web applications, or click on one of the links below:

View and Sign Contract (No "Disapproved” email can be sent if this link is used.)

View and Sign Contract and/or View Details (requires login

{ You may need to copy and paste the link directly into vour browser: https:/weba
p=163.8::::8dky:1829361718719959665 )

This link/access and document should not be shared with others.

Use of this information outside the purposed intended is strictly prohibited.

&

23 Retention Policy: Aging -Inbox (Mever] Expires: Mever

%

Contract Approval

View Contract

To approve the Contract:

1. Review the contract The "View Contract” button must be clicked to view the contract before the contract can be approved.
After reviewing the contract, click the "Return”™ button at the top left of the contract page to return to this page to enter your
electronic signature.

2 Check one ofthe Approve/Do Mot Approve boxes

3 Enter your name and title

4. Click the "Apply Changes” button.

Submitting your name is considered the legal signature of the individual authorized to represent
the governing body, corporation, partnership, joint venture, individual, or arganization for whom the contract is being signed.

5. If applicable, enter comments or additional provisions. Ifthe contract is not approved, comments are required.

Continued on next page
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Approval Workflow, continued

How to

Updated 10/29/2015

continued
Step Action Result
3. | On the Contract Approval page, click on the | A print view of the full contract displays.

View Contract button in the upper right
hand corner.

Review the contract to determine whether it
can be approved at this level.

4. | Click on the Return button at the top of the | The Contract Approval page will display
contract. again, with additional fields to approve or
disapprove the contract, enter a comment,
and enter the electronic signature.
Contract Approval
: View Contract J
} i To approve the Contract:
"I;‘“ " 1. Review the contract The "View Contract” button must be clicked to view the contract before the contract can be approved.
After reviewing the contract, click the "Return”™ button at the top left of the contract page to return to this page to enter your
electronic signature.
2. Check one of the Approve/Do Mot Approve boxes,
3. Enter your name and title
4. Click the "Apply Changes” button.
Submitting your name is considered the legal signature of the individual authorized to represent
the governing body, corporation, partnership, joint venture, individual, or organization for whom the contract is being signed.
5. If applicable, enter comments or additional provisions. Ifthe contract is not approved, comments are required.
E approve the document and the attached appendices.
[TT1do not approve the document.
Comments Not Applicable [~
Additional Terms/Comments
e
0of 2000 -
*Enter your name to sign the contract Title
Organization Name
Must click "Apply Changes" to save signature
5. | Click on the appropriate Checkbox to either | A checkmark appears in the box.
approve or disapprove the contract.
6. | Enter any Additional Terms or Comments This is required if the contract is not
as appropriate. approved.
7. | Type your name in the Enter your name to | What is typed here appears as the electronic
sign the contract text box. signature on the contract.
8. | Type your working title in the Title text box. | Not required

39
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Approval Workflow, continued

How to continued
Step Action Result

9. | Enter your Organization Name. Appears if the approver is not logged in to
Web Applications.

10. | Click on the Apply Changes (Sign) button. Saves the entries made on the Contract
Approval page. Displays a confirmation/
thank you message.

11. | Close the Contract Approval window/tab Contract approval is complete for this level.

Contract Status  As each Approval level completes the previous steps, the contract status automatically changes to
the next approval level.

This shows the status change after the Commissioner level approver has signed:

CONTRACT DETAIL ENTRY

Detail Number 1126 * Fiscal Year 2015 Status Awaiting Budget Approval -

Contract Print Seg Nbr 1694 Version Mbr 1

Originating Employee Name and Phone Number PSEUDO USER  785-296-0583
*  Ccommission | Survey, Cerification & Credentialing Commission

Division | Long-Term Care Programs Division

*Effective Date | 08/22/2015 | (mmiddiyyyy)

* Contract Name | Celebration Presentation ftach File(s)

*Type of Agreement | Presenter Contract

*origination @ Mew  Amended

Drine & pthorizatio B o (F o e N e (F coen | Prinr dthorization Eorm and Instrictinon \

Continued on next page
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Approval Workflow, continued

Approvals
region

Updated 10/29/2015

After the first level (Commissioner) approval is completed, the Approvals region is updated and
displays the electronic signature of the approver, the date the contract was signed, and whether the
contract was approved or disapproved. As each approver level is completed, the approver's

electronic signature will be added to this region.

CONTRACT DETAIL ENTRY

Detail Number 1126 * Fizcal Year [ 2015 Status  Awaiting Budget Approval

Contract Print Seg Nbr 1694 Version MNbr 1

Originating Employee Mame and Phone Number PSEUDO LUSER  785-296-0583

*  commission | Survey, Cerification & Credentialing Commission

* Divigion | Long-Term Care Programs Division

*Effective Date | 08/22/2015 | (mmiddiyyyy)
* Contract Name | Celebration Presentation

*Type of Agreement | Presenter Contract

*Origination @ New Amended

" View ! Attach File(s)

Prior Authorization & |gP & GSR @ oKP ©® RFP @ OTHER \-_F'ricurAuthorizatinn Form andlnstrudinns)

Total Fiscal Amount | 1000 State Funds |0 Federal Funds [ 1000

08/22/2015 T % |08/29/2015
0

(mm/ddfyyyy) (mm/ddfyyyy)

Smart PO Mumber Po Date SMART Contract Nbr

*Term From

* Description

3 of 4000

Hotes

FGMT SAVE | | Return to List | | View SCOPE OF WORK | | View Add'l Contract Info

Approvals [ Approve Contract ] l

Commission: /5 Jo L Bawer on 05/07/2015 Approved

Approvals region of a completed contract:

Approvals

Signed

Commission: /5 Jb on 05/M4/2015 Approved
Accounting: /S Jib on 05/M4/2015 Approved

Accounting: /5 Donald Trump on 05/M4/2015 Approved
Procurement: /5 Deby Zimmerman on 05/14/2015  Approved

Legal: /5 Jamie Morgan on 05/M4/2015 Approved
‘Yendor: /5 The Donald on 05M14/2015 Approved
Secretary: /5 Stevie Sec on 05/M5/2015 Approved
"
Continued on next page
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Approval Workflow, continued

Special Note for  If an Additional Vendor Contact is added to a contract, and the 'Signature Required' and 'Include As

Additional Party on Contract' boxes are checked, the following will occur:

Vendor Contacts o  When the approval workflow reaches the 'Awaiting Vendor Approval' level, the notification

Approvals email is sent to both the main Signatory email (contractor) and the additional vendor
contact(s)

e The contract status will not switch from "Awaiting Vendor Approval' to 'Awaiting Secretary
Approval' until all vendors have signed the contract.

-

Additional Vendor Contacts
Signature
Edit & | Contact Name Contact Email Required | Organization Name | Party

[y Jomn ) Y Pies R Us Y

1-1
Enter Additional Vendor Contacts [ Delete ]
[ Reset ]

* Contact Email |
Contact Type Signature Required E

Include As Party on Contract ]
Include On All Emails []

Contact Organization Name |F'ies RUs |

Contact Address |13 Pie Circle |

Contact City, State, Zip [Pie City, Pl 31415 |

(Rotum ) (save )

‘Include On All Emails' does not have to be checked to receive the Vendor Approval notification email. That
email is sent automatically based on the other two check-marked items.

Continued on next page
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Approval Workflow, continued

Unauthorized If someone that is not a designated Agency Contract Approver tries to approve a contract, the
Approver following message displays.

Kansas

Department for Aging
and Disability Services

Contract Approval

| Return |
| )

You have not been identified as an approver for contracts.
Please contact the legal department if you need this
authorization.

The KDADS Legal Division is in charge of maintaining the Agency Approver list. Anyone who feels
they should be able to approve contracts but is getting this message should contact the KDADS
Legal Division.
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Disapprove a Contract

Introduction

Approvals region

If an approver reviews a contract and determines that the contract should not be approved as
presented, the approver can 'disapprove' the contract. The approver would check the box that
states 'l do not approve the document.' The approver should convey the reason for the disapproval
using the Comment box in the Contract Approval screen.

Once a contract is disapproved, the contract originator can create a new version of the contract to
make changes and/or correct errors. If a disapproved contract is resubmitted for approval, the
approval workflow starts over at the first approval level.

Refer to the image below to see how a stopped Contract Approval workflow looks when an
approver Disapproves a contract.

Approvals | Approve Contract |
Disapproved
Commission: A5 Joe Bowser on 05122015 Approved
Accounting: A5 Peggy Hill on 05122015 Approved
Procurement: /3 Deby Zimmerman on 05M12/2015 Not Approved Comments: AMissing infarmation - See e-mail

1 2 3 4 5

1 The Approver Level that signed

2 The name entered as the signature of the approver

3 The date the approver signed or the contract

4 Indicates the box disapproving the contract was checked (shown here at the
Procurement level)

5 The explanation of why the contract was not approved

Updated 10/29/2015
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Disapproved Contract - Create a New Version

Introduction

How to

When a contract is disapproved, and the circumstances allow, a new version of the contract can
be created. Changes can then be made to the contract and then resubmitted for approval.

Follow the steps in the table below to create a new version of the disapproved contract.

Step Action Results

1. Open the Disapproved contract (DND status The main contract page displays. Note that
on the Contracts List) the contract is still read only at this point.

2. In the Contract Detail Entry region, click on The new Version of the contract displays.
the Create New Version button. Note that fields are now editable.

-

CONTRACT DETAIL ENTRY

[ Set To Off System ] k

[ Delete |

Detail Mumber 1130 * Fiscal vear | 2016 Status | Dizapproved

Create New Version I

Version Mbr 1

Originating Employee Mame and Phone Number PSEUDO USER  785-296-0583

*  Commission | Division on Aging Commission

* Divizinn | Division on Aging

-

CONTRACT DETAIL ENTRY

| Delete |

Detail Mumber 1130 Fiscal vear 2016

Statugs  Work In Progress -

Version Mbr 2

Originating Employee Name and Phone Number PSEUDO USER  785-296-0583

*

* Divizion Division on Aging

*Effective Date 07/01/2015  (mmiddiyyyy)

* a + B Snmathinn hara

Commission Division on Aging Commission -

(" Vigw s Attach Filets) )

A new region — Previous Versions — is created
to the right of the Contract Detail Entry
region.

Lists all the previous versions of this contract.

1 Fa

Previous Versions

| Delete |

116 Status  Work In Progress -

JDOUSER  785-296-0583
sion on Aging Commission v

sion on Aging -

Version Mbr 2

Edit | Version | Contract/Grant Name

ENE

Something here

1-1

Updated 10/29/2015
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Disapproved Contract - Create a New Version, continued

How to

continued

Step Action Results

4, All information from the current version is The new version of the contract is in Work in
copied to the new version, including the Progress status and is ready to be updated.
Scope of Work and any Appendices.

5. Make the necessary changes/corrections to
the contract.

6. Change the contract status to 'Ready for The new version of the contract is now

Approval' and save the contract.

resubmitted to the first level of the Approval
workflow.

Updated 10/29/2015
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Limited Access (Contract Originator) — Off System Signatures

Introduction

How to

Updated 10/29/2015

The Off System feature has been added to the Contracts application so signatures can be obtained
manually with a paper copy of the contract. This allows the approval workflow to continue if an
approver is unable to access the online Contracts application to provide an electronic signature.
Only the contract originator can use the Off System process.

The contract originator sets the status of the contract to 'Off System' to indicate the signatures
are being obtained manually. Once a contract is set to Off System, the rest of the signatures in the
approval workflow must be obtained via the paper contract.

Once all signatures have been obtained, the contract will be scanned to a PDF file, uploaded to
the online contract, and the online contract status set to 'Signed.' This will initiate the auto-email
notification that is sent to the contract originator, Procurement Officer, and FISC Accounting
Manager. The contract originator can then use the 'Email Contract to Vendor' button to notify the
vendor.

Follow the steps in the table below to complete a contract's approval cycle using Off System status.

Step Action Result
1. Open the contract using the View Contracts | The main contract page displays.
icon on the Contracts List. Note: The contract must be in at least
'Awaiting Commission Approval' status.
2. | Click on the Set To Off System button e The contract fields are read only
located at the top of the Contract Detail e Aninformational message states the
Entry region. contract is being signed Off System.
e The Status is changed to 'Off System'
e A new 'Update Status To Signed' button
appears
CONTRACT DETAIL ENTRY ‘ Set To Off System J
( Delete |
Detail Number 1126 * Fiscal vear 2015 Status | Awaiting Vendor Signature b l ‘
Version Nbr mail Nofification to Vendor |
Criginating Employee Mame and Phone Mumber PSEUDQ USER  785-296-0583
*  Commission | Survey, Certification & Credentialing Commission
Divigion | Long-Term Care Programs Division LY
*Effective Date | 08/2202015 | (mmiddlyyyy)
*reirmns v [Colabyatinn Procantation (viewAttach Filets) )
CONTRACT DETAIL ENTRY / l Update Status To Signed J
| Delete J
IThis contract being signed Off S‘;.-'stem.l
Detail Mumber 1126 * Fiscal Year | 2015 Status | Off System Wersion Mbr 1

Originating Employee Name and Phone Number PSEUDO USER  785-296-0583
*  Commiszion | Survey, Certification & Credentialing Commission

Divizion | Long-Term Care Programs Division

* Effective Date |08/22/2015 | (mm/ddiyyyy)

ookt Moo oo (ticuse  Attmch I:il.-..'r'-\

Continued on next page
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Limited Access (Contract Originator) — Off System Signatures, continued

How to

Updated 10/29/2015

continued
Step Action Result
3. | Click on the View Add'l Contract Info button | The Additional Contract Information page

displays.

4. | Click on the View Contract button. The Print View of the contract displays.
5. | Print the contract using the instructions at A hard copy of the contract is created.
the top-left of the contract.
6. | Obtain the signatures of the remaining All remaining approver signatures must be
Approvers. obtained offline (manually).
7. | Legal staff: Using ImageNow, scan the The completed paper contract is scanned to
contract into the Legal Division filing system. | an electronic PDF file.
8. | Access the Contracts web application and The main contract page displays.
from the Contracts List, open the still 'Off
System' contract.
9. | Click on the View / Attach File(s) button in This region is always available, even if the
the Contract Detail Entry region. contract itself is read only. The Attach /
Upload File page opens in a new tab or
window.
10.| Browse to the location where the PDF file of | The full path and file name of the contract
the contract was saved and open the file. appears in the Source file field of the
Attach/Upload File page.
11.| Enter a short descriptive name for the The name appears in the Document (short
contract in the supplied text box. descriptive name) field.
12.| Click on the Upload or Delete File button The Uploaded Files table appears, providing
information on the uploaded file.
To Attach / Upload File:
sl s S e e
{Seve ‘e Fies 28 PDF s then uleed the POF fie)
Source file
;In_:ument (short descriptive name):
Uploaded Files
3,
1-1
13. | Close the Attach / Upload File window. The Contract Maintenance Detail page

redisplays, showing the number of files that
have been attached.

L Wiew | Attach File(s) )[1]

48

Continued on next page




Limited Access (Contract Originator) — Off System Signatures, continued

How to

Updated 10/29/2015

continued
Step Action Result
14.| Click on the Update Status To Signed e The contract status changes to 'Signed'

button.

e The Approvals region shows only
signatures obtained electronically before
the contract was switched to 'Off
System.'

e Ared 'Signed' message appears to
indicate the Approvals region is
complete.

CONTRACT DETAIL ENTRY

| Update Status To Signed | l

CONTRACT DETAIL ENTRY

| Delete

Detail Mumber 1126 *

Fiscal Year | 2015

Istatus Signed

Email Contract to Vendor |

I Wersion Nbr 1

Criginating Employee Name and Phone Number PSEUDO USER 78!

Commission | Survey, Certification
,

* Effective Date | 08/22/2015 (mmiddfyyyy)
' Agreement Name | Celebration Presentation
" Type of Agreement | Presenter Contract

IDrigimati{}n @ Mew

Division | Long-Term Care Programs Division

5-285-0533

& Credentialing Commizsion

v | Attach File(s)

Amended
Frior Authorization IGP GsR @ gkp RFP OTHER \ Prior Authorization Form and Instrucﬂcne)
Total Fiscal Amount | 1000 State Funds |( Federal Funds | 1000
e From 08/22/2015 | o 08/29/2015 B
(mm/ddlyyyy) (mmiddiyyyy)
Smart PO Number Po Date SMART Contract Nbr
. Desoription
3 of 4000
MNotes
| Return to List View SCOPE OF WORK View Add'l Contract Info
Approvals
ommission; /5 Jo L Bauer on 05072015 Approved
Accounting: /5 Psewdo Supervisor on 05/07/2015 Approved
Legal: /5 Pzeudo Legal Approver on 05/07/2015  Approved
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Signed Contract

Introduction

Once the contract approval process is completed with the Secretary of KDADS' signature, whether

obtained via electronic signatures or Off System, the contract originator, Procurement Manager, and
FISC Accounting Manager should receive a notification email indicating the contract has been approved
and signed.

When the contract originator opens the Signed contract, the Contract Detail Entry region will contain a
button labeled 'Email Contract to Vendor.' Clicking on this button sends an email to the Vendor with a
link to view the signed contract.

Notifying the
Vendor CONTRACT DETAIL ENTRY
o
Detail Mumber 1136 ™ Fizzal Year 2015 Status | Signed | Version Nbr |1_| Email Contract to Vendor |
Originating Emplayee Mame and Phone Number PSEUDO USER ~ 785-298-0583
rammiceinn | FIgcal & Information Services Commission A
How to Follow the steps in the table below to send the signed contract to the Vendor.

Note: This '"How to' is relevant only for the contract originator.

Step

Action

Result

1.

Open the notification email that states the
contract is in 'Signed' status and use the link
in the email to open the contract

OR
From the Contracts application, open the
contract from the Contracts List.

The contract's main page displays.

In the Contract Detail Entry region, click on
the Email Contract to Vendor button.

A confirmation message appears at the top
of the page indicating 'Notification email
sent.'
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Introduction

Notifications

Email Notifications

There are several events that trigger an automatic email notification. When the event occurs, the

system automatically sends an email notifying the affected parties involved to take an action.

Events that trigger an email notification:
e Contract status changes to a new level of approver signature
e Contract status changes to 'Signed'
e Contract is disapproved, a new version is created, and the approval workflow starts over
e The contract originator re-sends an email notification using a button supplied for this

purpose

Due to how some mail servers handle emails coming from KDADS' web applications, it is possible
not all recipients will receive an email notification sent to them. If there is an unexplained delay in
the approval workflow, the contract originator should ensure that communication between
KDADS and all involved parties has not been interrupted.

the information that is provided.

Refer to the table below to see when notifications are sent, who gets the email notification, and

Event

Who Gets an Email

What it Contains

a. Contract status changes
to a new 'Awaiting
(approver level ) Signature'

The Approver as defined on the
Update Agency Approver page for
that approver level.

If an alternate Approver is defined at
this approver level, the alternate(s)
get the email also.

The email notifies the approver
that a contract is waiting for
their signature. The email
contains links to the contract
signature page.

b. Contract status changes
to 'Signed'

The Contractor Signatory

Additional Contacts that were added
and marked to receive all emails
The contract originator
Procurement Manager

Alternate Procurement Manager
FISC Accounting Manager

The email notifies the recipients
that the contract is approved
and signed, and provides a link
to view and print the contract.

c. Contract is disapproved, a
new version is created, and
the approval workflow
starts over

Same as 'a.' above

Same as 'a.' above

d. Contract originator re-
sends an email notification
using a button supplied for
this purpose

The same parties that received the
original email

The same email is sent as the
original, so the content is the
same as the original

1. Contract originator uses the 'Email Contract to Vendor' button to re-send the email after a contract is
in Signed status; option b. above is repeated
2. Contract originator uses the 'Resend Email Notification to Vendor' button when the status is
'Awaiting Vendor Signature;' option a. above is repeated.
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Limited Access (Legal Division) — Update Agency Approvers

Introduction The Legal Division is responsible for maintaining the KDADS Approvers list for the Contracts
application.
How to Follow the steps in the table below to assign primary and alternate approvers using the Update

Agency Approvers feature.

Step

Action

Result

1. On the Contracts List, click the Update Agency
Approvers button.

The Update Agency Approvers page displays.

CONTRACT INITIATION AND MAINTENANCE

Contract Maintenance Instruction Manual

tractor/Vendor 3

DAY BUSINESS

o + (G0 i,

Iype of Contract Contract Status Coniract Name Total Cost Start Date

01/01/2015

‘GENERIC CONTRCT 0OFs mine mine: $10,000.00 08/01/2014

wiP

INTERN WCA JIMMY JOHN $8,300.00 1060172015

[ Create New Contract [ Update Agency Approvers J

End Date Commission SMART PO Originated By Origination Date Version Hbr

12/31/2015  CSP Commission - JAMEWMORGAN

FISC

08/01/2015 . JAMEMORGAN 08/05/2014 1
Commission

STEVEHANSEN 0sM9r2014 1

03/31/20186  CSP Commission - PSUEDOUSER 00172015 1

For each Approval Area, select the primary
approver from the drop-down list.

Note: If desired, up to two alternate approvers
in each Approval Area can be selected, but
they are not required.

The persons in the drop down field are those
that have the security access role for Contract
Approvals.

The Legal Division will work with the KDADS
Help Desk to assign the Approval role to the
appropriate staff.
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Limited Access (Legal Division) — Update Agency Approvers, continued

How to continued
Step Action Result
3. Click on the SAVE button to save the The changes are saved.
selections.
Update Agency Approvers | Return | | SAVE |
Description Variable Value
Aging Commissioner CRAIG KABERLIME -
Aging Commission Alternate ~gelect~ -
Aging Commission Alternate ~gelect~ -
CSP Commissioner GINA MEIER-HUMMEL -
CSP Commission Alternate GEORGE VAN HOOZER =
CSP Commission Alternate SANDRA CHATHAM -
FISC Commissioner BRAD RIDLEY -
FISC Commission Alternate BOE PARKER -
ElS™ Moammi inn Altarnato alart
4, Click on the Return button to return to the The Contracts List displays.
Contracts List.
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Facilities Management (Procurement) — Add New Contractor/Vendor

Introduction This chapter is for KDADS Procurement staff only.

Since most contracts are accompanied by a Purchase Order, Contracts utilizes the vendor listing
from the KDADS Purchasing web application. If a new Contractor/Vendor is being used in a contract,

the Procurement unit can automatically add the new vendor to the Purchasing application from
within Contract Maintenance.

How to Follow the steps in the table below to add a new contractor.
Step Action Result
1. Contract originator has selected “ABSENT —

VENDOR MISSING” as the contractor and
completed the Contractor information.

CONTRACTOR INFORMATION
: Return to List

Contract Nbr: 561
Contractor: ABSEMNT - VENDOR MISSING - 1167
“Contractor Mame  123-ABC-XYZ, Inc.
“Contractor Signatory Steve Smith
“ignatory Email 55123@abcxyz

" address 321 Event Way

City Topeka "otate K5
Phone 785-555-4321 Ext

Notes

Added by PSUEDOUSER on 05/22/2015

| SAVE |

*Zip GEEE6
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Facilities Management (Procurement) — Add New Contractor/Vendor, continued

How to Continued

Step

Action

Results

2.

With the appropriate security access, a
Contractor/Vendor Information region is
available.

It will initially display any information
associated with the contractor selected. In
this example, ABSENT is selected.

Contractor/Vendor Infermation

New Vendor ABSENT -- 1167
*Vendor Name
Contact Name
Contact Email
SMART DBA
endor Type Selecttype -
Begin Dats Term Date

Vendor id Nor
Address Type select Address Type
" Address
City *State
Fax
Phone Ext

Comments.

00f2000

: Save Vendor Create New Vendor

: Copy Contractor To Vendor

SMART Vendor I

*Zip

: Fetch Vendor

Click on the Copy Contractor To Vendor
button.

The information from the Contractor
Information region is copied.

Contractor/Vendor Information

Mew Vendor Speakers for all Occasions - 1540
Fvendor Name Speakers for all Occasions
Contact Name Steve Speaker
Contact Email speaker@ACL.com
SMART DBEA
Vendor Type  CONTRACT -
Begin Date 02/18/2013 Term Date

Wendor Id Nbr

Address Type MAILING -

“Address 111 3peaker Way
city Topeka ¥ state KS
Fax
Phone 785-555-4444 Ext

Comments

00f2000

: Save Vendor Create New Vendor

: Copy Contractor To Vendor

-

SMART Vendor ID

*Zip 66603

: Fetch Vendor
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55

Continued on Next Page



Facilities Management (Procurement) — Add New Contractor/Vendor, continued

How to Continued
Step Action Results
4, Complete or change any information as Any information changed in the
required for procurement. Contractor/Vendor Information region will
display in the Contractor Information region
once the contractor is created.
5. Click on the Create New Vendor button to add | Contractor will be assigned a KDADS Vendor
the Contractor as a Vendor. number and is now also available in the
Purchasing application.
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Facilities Management (Procurement) — Update Contractor/Vendor Information

Introduction If the contract originator selects a contractor from the vendor listing, the current listing may not

have complete or updated information. The information can be updated and then copied to the
Purchasing system automatically.

How to Follow the steps in the table below to update information on an existing contractor.

Step Action Result

1. Contract originator selects an existing vendor
and has updated the missing information.

2. Click on the Copy Contractor To Vendor The information from the Contractor
button. Information region is copied.

3. Click on the Save button to update the vendor
information.
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Facilities Management (Procurement) — Change Vendor on Contract

Introduction

needs to be changed.

The contractor can be changed if during procurement review, it is determined that the vendor

How to

region.

Follow the steps in the table below to change the contractor selected in the Contractor Information

Step

Action

Result

1.

Contract originator selects an existing vendor;
however, another vendor needs to be
selected.

Click on the New Vendor drop down field.

The listing of existing vendors is displayed.

Select the correct vendor.

Contractor/Vendor Information

| Copy Contractor To Vendor |

Wendor Name Dodge Carroll Electronics - 1237
Contact Name |C0dge City Daily Globe - 1070
Double-Take - 1527
Contact Email [DoubleTree Hotel - 1442
ESRI- 1400
SMART DBA |Eagle Software - 1502
Effective Documentation Training - 1542
Vendor TYRe | £ gercare Lacator - 1260
Begin Dale Elemem K- 1477
Emporia Gazette - 1071
Enterprise Rent-a-Car - 1343
Entrust - 1202
Envision - 1048
Epson Store - 1261
Ergo Works, Inc - 1510
city Top ErgoDirect - 1344
Eurosoft Ltd. - 1528
Eventid.com - 1422
F5 Networks, Inc- 1514
Phone 785-20¢Fentek Industries - 1207
First American Flood Data Serv- 1346
Five Star Speakers & Trainers - 1438
Flowers.com - 1401
Font, Inc- 1291
Footsmart - 1315
Four County Mental Health - 1518
Frames by Mail - 1369

Address Type

* Address

Fax —

Comments

0 of 2000

New Vendor Documents Etc. - 1259 -
Documents Efc. - 1259 -

Vendor Id Nbr |Emporia State University Memorial Union - 1471

m

Franklin Covey - 1292

Save Vendol CTEAE WeW VENuUT

TETCIT VENuUr

Click on the Fetch Vendor button.

The newly selected vendor information is
displayed in the Contractor/Vendor
Information region.

Click the Save Vendor button.

The new vendor is now displayed in the
Contract Information region.
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Contracts List

Introduction All Contracts are listed on the Contracts List. The contracts List indicates any contract that is close to
expiring by highlighting the contract record in the list:
e Green indicates the contract will expire in less than 90 days
e Red indicates the contract will expire in less than 60 days

Quick Steps to select information:
e (Click on the pencil/paper icon under the View Contracts column to open the contract. The
Contract Detail Entry page displays.
e C(Click on any column heading for a quick sort or filter of the information.

For more detailed reporting capabilities, use the Interactive Report's reporting tools, as described in
the next chapter.

Contracts List

Sorted by End Date [CreaIeNe'wContracl J[ UpdaleAgencyApproversJ
Print View
= in ascending order
yel Rows 1000 + @v
= ¥ Contract Status 1= "CMPL %
End Date < 80

View
Contracts

Vendor Type of Contract Coniract Status Contract Name Total Cost Start Date Commission

a Speakers for all Occasions SPEAKER RFA Speaker for the Spring Conference 52,000.00 05/05/2013 050712013 FISC Commission -
& American Medical Directors Association ~ SPEAKER RFA Batman Speaks. $18,000.00 024572013 1272112013 CS&S Commission -
Ii Advance Training Systems, INC. ‘GENERIC AGRMNT WIP Happy days 52,500.00 02/01/2013 013172014 CS&S Commission -
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Contracts List — Using Interactive Report Functions

Introduction Many KDADS Web Applications contain various types of lists and reports that use the Interactive

Report feature. The Contracts application uses Interactive Reports in its Contracts List, allowing the
user to create custom views of the list.

The following chapters will cover the more commonly used reporting tools.

Features Below are the more commonly used reporting tools features offered by interactive reports.
How to 1. Openthe Web Application at the Interactive Report view.

2. Click on the gear icon. "

3. Report Control List will display. Y

/" Rows[15 v te 18 Create

Select Columns

& Control Break
Highlight
Compute

2 Aggregate

1T Chart

(D Flashback

_EH Save Report

@ Reset

J Help

: @ Download

Functions This instruction guide will cover only the most commonly used report functions. Those functions are
Covered Filter, Sort, and Reset.
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Contracts List — Descriptions

Functions Below are the descriptions of the functions available in an interactive report.

Reporting Control List

Action

Select Columns — Used to modify the columns displayed. The columns on the right are
displayed. The columns on the left are hidden. You can reorder the displayed columns
using the arrows on the far right. Computed columns are prefixed with **.

Filter — Used to filter data for a more detailed view of information.

Select Columns

{ Filter
25 Sort
3V

< Control Break

Highlight

= .
EE ompute

z' Aggregate

¢ Flashback

FH Save Report

w Reset

J Help

j Download

Sort — Used to change the column(s) to sort on and whether to sort ascending or
descending. You can also specify How to handle nulls (use the default setting, always
display them last or always display them first). The resulting sorting is displayed to the
right of column headings in the report.

Control Break — Used to create a break group on one or several columns. This pulls the
columns out of the Interactive Report and displays them as a master record.

Highlight — Highlighting allows you to define a filter. The rows that meet the filter are
highlighted using the characteristics associated with the filter.

Compute — Computations allow you to add computed columns to your report. These can
be mathematical.

Aggregate — Aggregates are mathematical computations performed against a column.
Aggregates are displayed after each control break and at the end of the report within the
column they are defined. Only numeric columns will be displayed.

Chart — You can include one chart per Interactive Report. Depending upon the data in
the report, the chart function may not be useful.

Flashback — Not available.

Save Report — Saves the customized report for future use. You provide a name and an
optional description. A tab will be displayed for each report saved.

Reset — Restores report to the default settings.

Help — On-line Help on report functions.

Download — Allows the current report to be downloaded. The download formats is CSV,
which can be opened through Excel.
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Contracts List — Filter

How to Follow the steps in the table below to filter a Report.
Step Action
1. Select Filter from the Control list.
Print View
Je) Rows 1000 + [Go] LGB
B ¥ Contract Status '="CMPL' @ % iS5 Select Columns
End Date <90 Eal=]
EndDs e % | Y e
_ Vendor é‘g Sort
2. Select the Column to filter
Select the Operator e
Column Operator Expression
View Contracts v =
Displayed
= ew Conlracis
Vend
B C‘;r;trl;rct Name
Start Date
End Date
Apo Mbr
Confract Status
Type of Contract
Commission Type of Contract Contract Status
- _“‘I’Olal Cost
3. Select the Expression.
e By clicking on the drop down arrow at the VW iteer
end of the express field, options will Column Operator Expression
H H Commission v =
appear if appropriate. e
Division on Aging Commission
B ¥ Contract Status = "CMPL' % r;;g: T :
End Date < 90
EndDate<60 |
4. Click on the "Go" button.
Report will display. Print View
=
pe Rows 1000 ~ 19:3'
. . . . . hal
The filter criteria will display at the top of the
report ¥ Commission = FISC Commission’ %
¥ Contract Status = "CMPL' %
End Date < 90 | ©E%
[EndDais B0 ¥ Fx
N~ > 4
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Contracts List — Sorting

How to Follow the steps in the table below to sort a Report.
Step Action
1. Select Sort from the Control list.
Print View
/U' Rows 1000 + [Go] -54"

2. Select the Column(s) to be sorted.

Select the Direction (Ascending or Print View

Descending) ~ —— 5-9;5

Select how the Blank Fields (nulls) should be 7 v

displayed. é@ —

Column Direction Mull Serting
1 EndDate ~ Ascending ~ Default -
2 Vendor * Ascending + Default -
3 -Select Column - - Ascending ~ Default -
4 -Select Column - + Ascending « Default -
5 -Select Column - - Ascending v Default -
6 -Select Column- = Ascending v Default -
S - SRR —

3. Click on Apply. Report will display.
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Contracts List — Reset Report

How to Follow the steps in the table below to reset the Report back to default.
Step Action
1. Select Reset from the Control list. [ i
n = 1
l; lj Save Report 3
P
E J Help )’
L @ Download i
2. Click on the Apply button to reset the report.
/,. ; Rows :1757 v ﬁ'
\39 Reset
Restore report to the default settings.
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Logging-Out

Introduction When the user will not be using the application for a period of time, log out of the program for
security reasons.

How to Follow the steps in the table below to exit the application.
Step Action Result
1. In the upper right corner of the window, there
are three navigational options.

Link Action
Logout The browser will return to the Log-in page
KDADS Home Page Returns back to the KDADS Home Page for further access options.
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