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ACTION TRACKER MODERNIZATION 2015

OBJECTIVES:

By the end of the module, learners will be able to:

If learner is a New User or Creator:

[J Identify information on Homepage

] Use Process Menu

[J Know how to locate and view details of Grants, Executive Actions, and Contracts
[] Create and track Grants, Executive Actions, and Contracts

[] Search, Copy, Modify, and Archive Grants, Executive Actions, and Contracts

If learner is an Administrator:

[J Assign backup Approvers

] Add new Providers and Grantors

[J Change status of Providers and Grantors

[J Reassign Grants, Executive Actions, and Contracts from one user to another
[J Create and add distribution groups

[ Add users to distribution groups

[J Manage Approval Transfers



ACTION TRACKER MODERNIZATION 2015

INTRODUCTION

Action Tracker allows users to track grants received, initiate executive actions
and contracts and facilitates the tracking of them through to final approval and
execution. Action Tracker gives the user the ability to track all actions related to
a grant, contract, executive action and run reports

2015 ENHANCEMENTS

Active Directory integration enabled - use network password
All current functionality is retained.

Progress Bar/quick glance for the approval status

Accessible outside county network

Contract Yes/No now mandatory and will not default to Yes
Cut and paste used with mouse

Enhanced Administrator functionality will allow department to redirect actions to
a back-up person with Start date/time and End date/time

Information boxes on screens for quick tips

Navigation pane/ease of navigation

Spell check enhancement

The character limit for text boxes raised from the 1,500 characters to 4,000
User Interface updated with a fresh look and feel

Lot SN SEE SBE N S

-+ F ¥

Icons:

When you see these icons they indicate:

o ) .
T | New and Improved user interface.

X

Suggested Best Business Practice.




Section 1: Logging Into Action Tracker

Section 1: Logging Into Action Tracker

AT
/ "“\: ol

Using Network Login Information

Logging into Action Tracker will now only require one Login Id and Password. This is
the same information used to log into your network computer.

Using Out-of-Network Login Information

I’fyou are out-of-network follow these steﬁs:
[ Action Tracker x

= =» C' | [) dhsweb71:81/Security/PreLogin
i5% Apps  For quick access, place your here on the bar. Import

thipnlracker

Login

Login Id

Password

Disclaimer

You are about to enter the private network of Allegheny
County. All information on this site is confidential. Access is
limited to persons with user identification assigned by
Allegheny County. Unauthorized access to this system or
unauthorized use of the information contained therein is a
violation of County, State and Federal Laws, and will be
punished to the full extent of the law.

[ZJ Remember Me on this Computer

LOGIN

l Support
Frequently Asked Questions

Report a Service Desk Incident

<«

Out-of Network Login Steps:

Access application: https://actiontracker.alleghenycounty.us/Security/PreLogin
1. Type in your Login Id



Section 1: Logging Into Action Tracker

Logging Into Action Tracker contd

2. Type in your Password
a. OPTIONAL: "Remember Me on this Computer” — checking this box will
allow users to be identified for login every time they use that specific
computer.
3. Click on the LOG IN button
a. Once selected, the log in button will take you to the My Dashboard
screen
4. If you have forgotten your password, please contact your IT department for
network password reset.
5. If you have any application issues or questions please call (412)350-4357 option
2 or send an email to sevicedesk@alleghenycounty.us



mailto:sevicedesk@alleghenycounty.us

Section 2: Homepage - My Dashboard

Nl Y

B

The Action Tracker Homepage as “My Dashboard” displays at log in and is customized
to the user’s role. Each Information Screen expands and collapses to display and hide
information.

Section 2: Homepage - My Dashboard ?

1. Click ~ to expand/collapse
When expanded, there are links embedded that will allow the user to view detail

information related to Grants, Executive Actions (EA), and Contracts. There are also
fields containing prepopulated information.

DHS APPUCATIONS = COUNTY RESOURCE GUIDE ~
ction cker Grant-  ExecutiveAction-  Contract-  Reports.  Wekcome KDTEST23KDTEST23 | Home | FAQ | 10G0UT | | session wintmeout n:35:31
=

My Dashboard

~My Grants - without Executive Action

~My Grants - with Executive Action

~, My Executive Actions - New / Pending

~ My Executive Actions - Submitted / Approved

~Received Executive Actions

~My Contracts - New / Active

~ My Contracts - Executed

~ Received Contracts

User Roles:
v" Administrator
v Approver
v" Creator
v Viewer



Section 2: Homepage - My Dashboard

Process Menu and Quick Links Bar

Process Menu

The Process Menu houses dropdown lists to assist with commonly used tasks.

DHS APPLICATIONS ~  COUNTY RESOURCE GUIDE ~
Grant~ Executive Action ~ Contract~ Reports~

Welcome KDTEST23 KDTEST23 Home = FAQ LOG OUT Session will timeout in: 31:35

1. Click on each menu item and a dropdown box will display:

Grant- _

| —
Create

Search
1% Copy
T Modify

GRANT EXECUTIVE CONTRACT REPORTS
ACTION
Create Create Search Reports List
Search Search
Copy Copy
Modify Modify

Table 1.2 Drop-Down Contents

Other Menu Items

Welcome: Displays User Login information.

Home: Navigation link to Homepage.

Log Out Button: Used to log out of Action Tracker application.

Session will timeout: Security enhancement; will count down from 60 minutes
with each page refresh.

A



Section 2: Homepage - My Dashboard

My Grants — Without Executive Action

Information Screens - Each section will provide active links and
prepopulated data

My Grants — Without Executive Action
e This screen will only display grants which have been created and are waiting for
an Executive Action to be initiated.

~ My Grants - without Executive Action

Below are list of Grants you have created that are waiting for you to initiate an Executive Action

Grant Titled: 2015 SDE Test Grant 1 6%

Start Date: 3/1/2015 End Date: 3/31/2015 Created On: 3/9/2015 Updated On: 3/9/2015

Revenue Amount: $1000 Award/Allocation received date:
2/1/2015

Title: Get to the details by clicking on the title or the * [icon]
Prepopulated Fields:

Start Date: Displays the start date of the grant.

End Date: Displays the end date of the grant.

Created On: Displays the date the grant was created.

Updated On: Displays the date the grant was updated.

Revenue Amount: Displays the revenue amount of the grant.
Award/Allocation received date: Displays the “Award/Allocation received date”
of the grant, if the user entered it when the grant was created.

ouhwn=

Notes:




Section 2: Homepage - My Dashboard

Details Screen -- My Grants — Without Executive Action Collapsed

Details Screen -- My Grants - Without Executive Action Collapsed

Grant Details

~, Dffice(s)

~ Grant Details

~_ Grantor Information

~_ Pravider Information

~ Executive Action Information

| UPDATE || CREATE EXECUTIVE ACTION || ARCHIVE || CANCEL |

Detail Screen Titles:

. Office(s)

. Grant Details

3. Grantor Information

4. Provider Information

5. Executive Action Information

N =

Buttons

e [Update] — Allows user to update the grant details; brings up the “Create Grant
Screen” (see Page 59).

¢ [Create Executive Action] - Takes user to the “Create Executive Action Screen”
to enter a new EA, for this grant (see Page 65)

¢ [Archive]: Puts grant in Archive status; takes it off home page. Wil appear only for the
user who has created the grant.

e [Cancel] — Allows user to cancel the “Grant Details Screen”, and return to the
Homepage.



Section 2: Homepage - My Dashboard

Details Screen - My Grants — Without Executive Action Expanded

Details Screen -- My Grants — Without Executive Action Expanded

Grant1D:978

Grant Details

~ Office(s)

o : “

Human Service(s) Aging

First Previous Next Last
~Grant Details

Grant Title ‘Grant Activity Grant #
2015 SDE Test Grant 1 New Grant 1000sde
Grant Term
Start date End date
3/1/2015 3/31/2015

Explanation/Description

To restore fixtures in current residence

Notes

‘Grantor Requirements
Funds must be deposited in a separate account

~ Grantor Information

Grantors within the Grant

“m
Yes

CITY OF MCKEESPORT 31172015 3/31/2015 $1,000.00

First | Previous Next | Last

~ Provider Information

Provider(s) within the Grant

L ME
Yes

ACTION-HOUSING INC $1,000.00 No

First | Previous Next | Last

‘~ Executive Action Information

Executive Action within this Grant

E S e I

First | Previous = Next | Last

l UPDATE H CREATE EXECUTIVE ACTION H ARCHIVE H CANCEL I




Section 2: Homepage - My Dashboard

Details Screen - My Grants — Without Executive Action Expanded

Detalls Screen -- My Grants — Without Executive Action Expanded cont'd
Prepopulated Fields:

Offices:

1. Department: Displays the department chosen at the time the grant was created.

2. Office: Displays the office or division, if any, chosen at the time the grant was
created.

Grant Details:
1. Grant Title: Displays the title chosen at the time the grant was created.
2. Grant Activity: Displays the grant activity chosen at the time the grant was
created.

3. Grant #: Displays the grant number generated at the time the grant was created.
4. Grant Term:

> Start Date: Displays the start date chosen at the time the grant was

created.

» End Date: Displays the end date chosen at the time the grant was created.
5. Explanation/Description: Displays the text entered from the “Enter New Grant
Screen”.
Notes: Displays the text entered when the grant was created.
Grantor Requirements: Displays the selections chosen when creating the grant.

N o

Grantor Information:

1. Grantor: Displays the grantor(s) selected when the grant was created.

2. Start Date: Displays the start date of each grantor.

3. End Date: Displays the end date of each grantor.

4. Amount: Displays dollar value entered by the user and associated with the grantor.
5. Need Contract: Displays the selection chosen for the grantor (yes or no).

Provider Information:

1. Provider Name: Displays provider’s name chosen from the provider dropdown at
the time the grant was created.

2. Project Number: Displays project number entered at the time the provider was
entered.

3. Amount: Displays the amount associated with the provider at the time the provider

was selected.

Fee? Displays the selection chosen at the time the provider was chosen (yes or no).

Agreement Number: Displays the value entered at the time the provider was

chosen.

vk

10



Section 2: Homepage - My Dashboard

Details Screen - My Grants — Without Executive Action Expanded

Detalls Screen -- My Grants — Without Executive Action Expanded cont'd

6. Need Contract? Displays the selection entered at the time the provider was
chosen.

Executive Action Information:
1. No information because no EA is created for this Grant.

Buttons

e [Update] — Allows user to update the grant details; brings up the “Create Grant
Screen” (see Page 59).

¢ [Create Executive Action] - Takes user to the “Create Executive Action Screen”
to enter a new EA, for this grant (see Page 65)

¢ [Archive]: Puts grant in Archive status; takes it off home page. will appear only for the
user who has created the grant.

¢ [Cancel] — Allows user to cancel the “Grant Details Screen”, and return to the
Homepage.

Notes:

11



Section 2: Homepage - My Dashboard

My Grants — with Executive Action

My Grants — with Executive Action
e This screen will only display grants for which you have created a related
Executive Action.

~ My Grants - with Executive Action

Below are list of Grants you have created related to an Executive Action

Grant Titled: Test Mike &

Start Date: 3/3/2015 End Date: 3/3/2017 Created On: 3/3/2015 Updated On: 3/3/2015

Revenue Amount: $1234 Award/Allocation received date:
3/3/2015

Title: Get to the details by clicking on the title or the * [icon]
Prepopulated Fields:

Start Date: Displays the start date of the grant.

End Date: Displays the end date of the grant.

Created On: Displays the date the grant was created.

Updated On: Displays the date the grant was last updated.

Revenue Amount: Displays the revenue amount of the grant (sum of grants).
Award/Allocation received date: Displays the Award/Allocation received date of
the grant.

oUhwne

Notes:

12



Section 2: Homepage - My Dashboard

Details Screen - My Grants — with Executive Action Collapsed

Details Screen -- My Grants — with Executive Action Collapsed

Grant Details

~, Office(s)

~ Grant Details

~_ Grantor Information

~ Provider Information

~_ Executive Action Infarmation

ARCHIVE CANCEL

Detail Screen Titles:

Office(s)

Grant Details

Grantor Information
Provider Information
Executive Action Information

mhWNH

Buttons

e [Archive]: Puts grant in Archive status; takes it off home page. Wil appear only for the
user who has created the grant.

¢ [Cancel] — Allows user to cancel the Grant Details screen, and return to
Homepage.

13



Section 2: Homepage - My Dashboard

My Grants with Executive Action Details Page Expanded

My Grants with Executive Action Details Page Expanded

Grant ID: 974

Grant Details

~ Office(s)

Department 3

Public Works Bridge Division

First | Previous - Next | Last
~Grant Details

Grant Title ‘Grant Activity Grant #
Test Mike New Grant 1234
Grant Term

Start date End date

3/3/2013 3/3/2017

Explanation/Description

‘Grant from the FHWA to replace SQ03.

for sQo3

Grantor Requirements
Funds must be deposited in a separate account

~ Grantor Information

Grantors within the Grant

“ S

PENNSYLVANIA INFRASTRUCTURE INVESTMENT AUTHORITY 3/3/2015 3/3/2017 $1,234.00 Yes

First | Previous - Next | Last

~Prowder Information

Provider(s) within the Grant

L S ME
Yes

PENNDOT 1234 $0.00 No 1245

First | Previous - Next | Last

~ Executive Action Information
Executive Action within this Grant

E e Mm-

5Q03 Grant New $0.00 KDTEST23 KDTEST23 Click here for Details

First | Previous - Next | Last

14



Section 2: Homepage - My Dashboard

My Grants with Executive Action Details Page Expanded

My Grants with Executive Actions Details Page Expanded contd

Offices:

1. Department: Displays the department chosen at the time the grant was created.

2. Office: Displays the office or division, if any, chosen at the time the grant was
created.

Grant Details:
1. Grant Title: Displays the title chosen at the time the grant was created.
2. Grant Activity: Displays the grant activity chosen at the time the grant was
created.
3. Grant #: Displays the grant number generated at the time the grant was created.
4. Grant Term:
> Start Date: Displays the start date chosen at the time the grant was
created.
> End Date: Displays the end date chosen at the time the grant was created.
5. Award/Allocation Received Date: Displays the date chosen from the “Enter
New Grant Screen”.
6. Explanation/Description: Displays the text entered from the “Enter New Grant
Screen”.
7. Notes: Displays the text entered when the grant was created.
8. Grantor Requirements: Displays the selections chosen when creating the grant.

Grantor Information:

1. Grantor: Displays the grantor(s) selected when the grant was created.

2. Start Date: Displays the start date of each grantor.

3. End Date: Displays the end date of each grantor.

4. Amount: Displays the dollar value entered by the user and associated with the
grantor.

5. Need Contract: Displays the selection chosen for the grantor (yes or no).

Provider Information:

1. Provider Name: Displays provider’s name chosen from the provider dropdown at
the time the grant was created.

2. Project Number: Displays project number entered at the time the provider was
entered.

3. Amount: Displays the amount associated with the provider at the time the provider

was selected.

Fee? Displays the selection chosen at the time the provider was chosen.

Agreement Number: Displays the value entered at the time the provider was

chosen.

vk

15



Section 2: Homepage - My Dashboard

My Grants with Executive Action Details Page Expanded

My Grants with Executive Actions Details Page Expanded contd

6. Need Contract? Displays a “yes” or “no” based on the selection chosen associated
with the provider

Executive Action Information:

1. EA Number: Displays the EA number generated when the EA was approved.

2. Executive Action Title: Displays the EA title entered by the user when the EA was
created

3. Status: Displays the current status of the EA (new, pending, approved, etc.)

4. Cost/Revenue Amount: Displays the sum of the providers or grantors when the
EA was created.

5. Last User: displays the last user associated with the EA.

Buttons

¢ [Archive]: Puts grant in Archive status; takes it off home page. Wil appear only for the
user who has created the grant.

e [Cancel] — Allows user to cancel the Grant Details screen, and return to
Homepage.

Notes:

16



Section 2: Homepage - My Dashboard

My Executive Actions — New/Pending

My Executive Actions — New/Pending
¢ This screen will only display Executive Actions you have created that are of the
status New or Pending.

~ My Executive Actions - New / Pending

Below are list of Executive Actions you have created that are of the status New or Pending. You could get to
the details of the Executive Action by clicking on the title from the details you can send it for Approvals.

EA Titled: 3-12-15 test kjh &
Start Date: 3/5/2015 End Date: 3/31/2015 Created On 3/12/2015 Updated On 3/12/2015
Cost / Revenue: $100 / Status: Pending Last User KDTEST24 Sent/Ack Created

$0 KDTEST24

Title: Get to the details by clicking on the title or the * [icon]
Prepopulated Fields:

1. Start Date: Displays the earliest date of a provider’s contract associated with the
EA. If related to a grant, will display the start and end date of the grant.

End Date: Displays the latest date of a provider’s contract associated with the EA.
Created On: Displays the date the EA was created.

Updated On: Displays the date the EA was last updated.

Cost/Revenue: Displays the cost or revenue associated with the EA.

Status: Displays current status of the EA. (new, pending, or redo)

Last User: Displays the last user of the EA.

Sent/Ack: Displays state of the EA from the last user.

PN AN

Buttons:
¢ [Print] Opens Request for EA for printing.

Notes:

17



Section 2: Homepage - My Dashboard

Details Screen - My Executive Actions — New/Pending Collapsed

Details Screen -- My Executive Actions - New/Pending Collapsed

N Executie Action D: 12782
Economic Development

iz ~ Executive Action Details

In Progress

E nt Dire

Appr

X ~ JDE Codes

County Manager's Office

ffi P

Coun s Office Grouj

s Review
Cout v ~ Financial Information
EA Approved

~ Provider Information

~ Attachments

~ Executive Action Tracking

| SEND TO DIRECTOR H UPDATE ‘ PRINT | CANCEL ‘

ﬁhmrogress Bar: The Progress or Tracking Bar allows you to monitor status.
) w‘

Detail Screen Titles:

1. Executive Action Details
2. JDE Codes

3. Financial Information
4. Provider Information
5. Attachments

6.

If

Executive Action Tracking
the EA was created from a grant, the Grantor Information section will display on the EA Detail Screen.

Buttons:

¢ [Send to Director]: Starts approval path for the EA. will appear only for the user who
created the EA record. (MAY READ DEPUTY DIRECTOR OR DIVISION MANAGER DEPENDING ON
WORKFLOW REQUIREMENTS.)

e [Update]: Allows user to update the EA; brings up the Create EA Screen. will appear
only for the user who has created the EA record. Will not appear if the EA was created in MPER.

e [PRINT]: Will preview and display the updated EA for printing; Appears for all users at
the top and bottom of screen.
e [Cancel]: Click on the button to cancel this screen and return to the homepage.

18



Section 2: Homepage - My Dashboard

My Executive Actions New/Pending Details Page Expanded

My Executive Actions New/Pending Details Page Expanded

Back to Dashboard

Economic Development

Not Started
In Progress

Economic Development Director
Approval

County Manager's Office
County Manager's Office Group
Assistant County Manager's Review
County Manager Approwal

EA Approved

Executive Action ID: 12782

~_ Executive Action Details

Executive Action Title Current Status EA#
3-12-15 testkjh Pending

Executive Action Type

Modify Contract

Approver List

F Economic Develepment Department Director : KDTEST105 KDTEST105
F County Manager : KDTEST193 KDTEST193

Contact Person Extension
KDTEST24 o

Summary
test jh 3-12-15

Explanation
test kjh 3-12-15

~JDE Codes

Code Type ) [ 4

First | Previous Next Last

~ Financial Information

Estimated Cost Estimated Revenue
$100.00
County Match Included in the Budget?
Yes
Furture Impact For
Grant
Operating

~ Provider Information

Provider(s) within the Executive Action

ml

ALLEGHENY COUNTY
M/MW/DBE $100.00 Yes Yes
DEPARTMENT

First | Previous - Next | Last

Funding Types(s) for the Provider

n

First | Previous = Next | Last

~ Arttachments

e : “

First | Previous Next Last

19



Section 2: Homepage - My Dashboard

My Executive Actions New/Pending Details Page Expanded

My Executive Actions New/Pending Details Page Expanded cont'd

~ Executive Action Tracking

Executive Action History

R

KIZEEET2Y E KDTEST24  E B Executive Acti
nnnnnnnnnnnnnn lodets Pendng Cremeg  DSCTVE AN

KDTEST24 Development KDTEST24  Development AM

Send Document To

-Select- j SEND

Created

Notes

SEND TO DIRECTOR H UPDATE | PRINT ‘ CANCEL |

Prepopulated Fields:

Executive Action Details:
1. Executive Action Title: Displays the EA title.
2. Current Status: Displays the possible statuses of the EA.
3. EA#: Displays the system generated EA number after approval.
4. Executive Action Types: Displays the type of EA selected during the creation of
the EA.

5. Approver List:

pe Green icon flag=approved.

f« Yellow icon flag=awaiting approval.

P+ Red icon flag=not yet sent to this level for approval.
Contact Person: Displays the contact person associated with the EA.
Extension: Displays the contact person’s extension associated with the EA.
Summary: Text populates from the “Enter New Executive Action Screen”.
Explanation: Text populates from “Enter New Executive Action Screen” or
prepopulates from grant details.

wooONO

JDE Codes:
1. Code Types: Populates based on code types selected by the user for the EA.
2. Code: Values added for the EA.

Financial Information:

1. Estimated Cost: Populates based on cost associated with the EA.

2. County Match: Populates based on County match associated with the EA.

3. Future: Impact: Populates based on text entered in the text box associated with
the EA.
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My Executive Actions New/Pending Details Page Expanded cont'd

4. Estimated Revenue: Populates based on revenue that was entered associated
with the EA.

5. Included in the Budget? Populates based on what was chosen as a yes or no.

@ Best Business Practice says, 'The answers should be "Yes”; the County Manager’s staff
will likely return an EA for correction if the answer is "No”.”

Grant Information:

1. Grants within the Executive Actions: Displays the grant associated with the EA.
Displays if a modification of the grant was completed or needed. If no grant is
associated with EA, this section will be blank.

Mod #: Tracks number of modifications.

Grant Title: Displays the grant title when the grant was created.

Start Date: Displays the grant, start date for the associated grant.

End Date: Displays the grant, end date for the associated grant.

Amount: Displays the amount associated with the grant.

Last user: Displays the last user for the grant.

Link to Grant: “Click here for details’ — takes you to the “Grants Detail

Screen”.

@mPpoan oo

2. Grantors within the Executive Action: Displays the grantor(s) associated with
the grant; if there is a grantor associated with the EA. If no grant is associated with
EA, the grid will display “"No grantors exist within the Executive Action".

Grantor: Displays the grantor name associated with the grant.

Start Date: Displays the grantor, start date for the associated grant.

End Date: Displays the grantor, end date for the associated grant.

Amount: Displays the amount associated with the grantor for the grant.

Need Contract? Displays a “yes” or *no” based on the selection chosen

associated with the Grantor.

Link to Contract: Displays a link to contract. Will display after the EA has a

status of submitted and the user has clicked the “create contract” action

button.

oo oW

—h

Provider Information:
1. Provider(s) within the Executive Action:
a. Provider Name: Displays provider name.
b. Project Number: Displays the project number associated with the
provider.
¢. Amount: Displays the amount associated with the provider.
d. Fee? Displays the “yes” or “no” value chosen.
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My Executive Actions New/Pending Details Page Expanded

e. Agreement Number: Displays the agreement number associated with the
provider.

f. Need Contract? Displays the “yes” or “no” value associated with the
provider.

g. Link to Contract: Displays if “"Need contract” = Yes, and after the user
clicks the create contract button.

Attachments:
1. Attachment Type: Displays the attachment type based on the user.
2. File Name: Displays the link to the attachment noted in the grid.

Executive Action Tracking: (Progress of EA will display in reverse chronological
order.)

1. Executive Action History:

From: Displays the user that the EA came from.

Department From: Displays the department that the EA came from.
To: Displays the user that the EA is going to.

Department To: Displays the department that the EA is going to.
Date: Displays the history of the date and time the EA was created.
Status: Displays the status of the EA.

State: Displays the state of the EA.

Notes: Displays the notes entered associated with the EA.

SemponTo

Buttons:

¢ [Send to Director]: Starts approval path for the EA. Will appear only for the user who
created the EA record. (MAY READ DEPUTY DIRECTOR OR DIVISION MANAGER DEPENDING ON
WORKFLOW REQUIREMENTS.)

e [Update]: Allows user to update the EA; brings up the Create EA Screen. Will appear
only for the user who has created the EA record. Will not appear if the EA was created in MPER.

e [Preview]: Will preview the updated EA; Appears for all users at the top and bottom of
screen.

¢ [Cancel]: Click on the button to cancel this screen and return to the homepage.
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My Executive Actions — Submitted/Approved
e This screen will display a list of Executive Actions you have created that are of the
status Submitted or Approved.

~, My Executive Actions - Submitted / Approved

Below are list of Executive Actions you have created that are of the status Submitted or Approved. You could get to the details of the Executive Action
by clicking on the title.

EA Titled: 3/19/2015- Eco Dev &7
EAZ 5087-15 Start Date: 1/1/0001 Ena Date: 1/1/0001

Cost / Revenvue: $0/ $0 Status: Approved Last User KDTEST193 KDTEST193

Created On 3/19/2015 Updated On 3/19/2015 Sent'Ack Sent

Title: Get to the details by clicking on the title or the “ [icon]
Prepopulated Fields:

1. EA#: Displays the approved EA number.
2. Start Date: Displays the earliest date of a provider’s/grant contract associated with

the EA.

3. End Date: Display the latest date of a provider’s/grant contract associated with the
EA.

4. Cost/Revenue: Displays the cost or revenue associated with the EA.

5. Status: Displays current status of the EA.

6. Last User: Displays the last user of the EA.

7. Created On: Displays the date the EA was created.

8. Updated On: Displays the date the EA was last updated.

9. Sent/Ack: Displays state of the EA from the last user.

Buttons:

¢ [Print] Opens Request for EA for printing.
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Details Screen -- My Executive Actions - Submitted /Approved Collapsed

Executive Action ID: 12811

Back to Dashboard

Economic Development

ersmaned ~ Executive Action Details
n Progress

Operations Deputy Director Approval

Econ

Economic Development Director DE Codes
Approval

County Manager's Office

County Manager's Office Group

~ Financial Information

County Manager Approva

EA Approvea

~ Provider Information

~Anachmen[s

~ Executive Action Tracking

| ACKMOWLEDGE | PRINT ‘ CANCEL |

|
Progress Bar: The Progress or Tracking Bar allows you to monitor status

ok

)

Detail Screen Titles:

1. Executive Action Details
2. JDE Codes

3. Financial Information
4. Provider Information
5. Attachments

6.

If

Executive Action Tracking
the EA was created from a grant, the Grantor Information section will display on the EA Detail Screen.

Buttons:

¢ [Send to Director]: Starts approval path for the EA. will appear only for the user who
created the EA record. (MAY READ DEPUTY DIRECTOR OR DIVISION MANAGER DEPENDING ON
WORKFLOW REQUIREMENTS.)

e [Update]: Allows user to update the EA; brings up the Create EA Screen. will appear
only for the user who has created the EA record. Will not appear if the EA was created in MPER.

[Print]: Will preview the updated EA; Appears for all users at the top and bottom of screen.
¢ [Cancel]: Click on the button to cancel this screen and return to the homepage.
[Acknowledge]:
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My Executive Actions - Submitted/Approved Details Screen Expanded
Back to Dasnuoara Executive Action ID: 12811

Economic Development

Mot Started ~ Executive Action Details
In Progress

Executive Action Title Current Status EAZ
Operations Deputy Diractor Approval 3/19/2015- Eco Dev Approved 506715
Ecanomic Development Director Executive Action Type
Approval Accept Grant

County Manager's Office List
County Manager's Offics Group Operations Deputy Director : KDTEST1 58 KDTEST158 (19-MAR-15)
M Econcmic Development Department Director : KDTEST105 KDTESTIOS (19-MAR-15)
Assistane County Manager's Review [ county Manager : KDTEST193 KDTEST193 (19-MAR-15)
County Mznager Appraval
Contact Person Extension
EA Approvea KDTEST24 0

Summary
testing

testing

~JDE Codes

Code Type ) Codes ¢

First | Previous | Next Last

~ Financial Information

Estimated Cost Estimated Revenue
County Match Included in the Budget?
Yes
Future Impact For
Operating

~ Provider Information

Provider(s) within the Executive Action

mm.

First | Previous | Next Last

I
Funding Types(s) for the Provider
n

¢
First | Previous | Next = Last

~ Attachments

- : “

First | Previous | Next | Last
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~ Executive Action Tracking

Executive Action History

Ex

3192015

Notes &

ecutive Action is

KDTEST193
CourtyManagers KDTESTS4  Economic  “gosun” pooron sy approved by
KDTESTIS3 Office KDTEST24  Development =, KDTEST193
KDTEST193
Executive Action is
KDTEST193  County Manager's KDTEST193CDuntyManager'53;|g’::gsAwmwd o approved by
KDTESTIS3 Office KDTEST193 Office i KDTEST193
KDTEST193
KDTEST193 . 301972015
Cuuntyogﬂﬁanagers KDTEST193CDunqé)qu'!anagers ] e
KDTEST193 e KDTEST193 ice a
31972015 Executive action is

KDTESTS1  County Manager's KDTEST193 County Manager's sent for the coury

T Office KDTEST193  Office SELE P 230
AM manager approval
2ET] Courty Manager's KDTESTS1 County Manager's 3”9[;"5
Offi ] Ofice. 9:05:03 Submitted Acknowledge
KDTESTS1 ce I
Executive action is
KDTEST105. 5 3192015 sent for the county
D:::,gu::m ;:""wr 9.05:24 Submitted  Sent  manager approval to
KDTESTI05 P nage AM e
office
Executive Action is
KDTESTI05 Econemic KDTESTI05  Economic Bgz?gf S R approved by
KDTESTI05 ~ Development  KDTEST105  Development P KDTEST105
KDTEST105
KDTESTIOS  Economic  KDTESTIOS  Economic  ohor201> .
90519 Pending Acknowledge
KDTESTi05  Development  KDTEST105 Development M
Executive action is
KDTEST158 Economic KDTEST105  Economic 322?;';5 Pering ey SENforthe approval
KDTESTISs  Development  KDTEST105  Development o E of KDTEST105
KDTEST105
Executive Action is
KDTESTI58 Economic KDTESTIS8  Economic 323:}2?;5 — - approved by
KDTESTIs  Development  KDTESTISE Development 0 & KDTEST158
KDTEST158

Next | Last

‘ ACKNOWLEDGE ‘ PRINT | CANCEL |

Prepopulated Fields:

Executive Action Details:

1.

2.
3.
4

® N

Executive Action Title: Displays the EA title.

Current Status: Displays the current status of the EA.

EA#: Displays the system generated EA number after approval.
Executive Action Types: Displays the type of EA selected during the creation of
the EA.

Approver List:

p Green icon flag=approved

I« Yellow icon flag=awaiting approval

e Red icon flag=means not yet sent to this level of approval.

Contact Person: Displays the contact person associated with the EA.
Extension: Displays the contact person’s ext. associated with the EA.
Summary: Text populates from the “Enter New Executive Action Screen”.
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9. Explanation: Text populates from “Enter New Executive Action Screen” or
prepopulates from grant details.

JDE Codes:
1. Code Types: Populates based on code types selected by the user for the EA.
2. Code: Values added for the EA.

Financial Information:

1. Estimated Cost: Populates based on cost associated with the EA.

2. County Match: Populates based on County match associated with the EA.

3. Future: Impact: Populates based on text entered in the text box associated with
the EA.

4. Estimated Revenue: Populates based on revenue that was entered associated
with the EA.

5. Included in the Budget? Populates based on what was chosen as a yes or no.

Best Business Practice says the answers should be "Yes”; the County Manager’s staff will
likely return an EA for correction if the answer is "No”.

Provider Information:
1. Provider(s) within the Executive Action:
a. Provider Name: Displays provider name.
b. Project Number: Displays the project number associated with the
provider.
c. Amount: Displays the amount associated with the provider.
d. Fee? Displays the “yes” or "no” value chosen.
e. Agreement Number: Displays the agreement number associated with the
provider.
f. Need Contract? Displays the “yes” or “no” value associated with the
provider.
g. Link to Contract: Displays if “"Need contract” = Yes, and after the user
clicks the create contract button.

Attachments:
1. Attachment Type: Displays the attachment type based on the user.
2. File Name: Displays the link to the attachment noted in the grid.

Executive Action Tracking: (Progress of EA will display in reverse chronological
order.)
1. Executive Action History:

a. From: Displays the user that the EA came from.
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Department From: Displays the department that the EA came from.
To: Displays the user that the EA is going to.

Department To: Displays the department that the EA is going to.
Date: Displays the history of the date and time the EA was created.
Status: Displays the status of the EA.

State: Displays the state of the EA.

Notes: Displays the notes entered associated with the EA.

S@mpaooT

Buttons:

¢ [Acknowledge]: Acknowledges the receipt of the EA.

¢ [Print]: Opens the EA for printing.

¢ [Cancel]: Click on the button to cancel this screen and return to the Homepage.

Notes:
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Received Executive Actions
e This screen will display a list of Executive Actions that are sent for your review or
approval.

~ Received Executive Actions

Below are list of Executive Actions that are sent for your review or approval. You could acknowledge the
Executive Action by clicking on "Acknowledge" button.

EA Titled: &

Start Date: 7/12/2014 End Date: 6/30/2015 Created On 3/9/2015 Updated On 3/9/2015

Cost/ Revenue:$0 f $0 Status: Pending Last User KDTEST21 Sent/Ack Created
KDTEST21

Title: Get to the details by clicking on the title or the * [icon]
Prepopulated Fields:

1. Start Date: Displays the earliest date of a provider's/grant contract associated with
the EA.

End Date: Displays the latest date of a provider’s/grant contract associated with
the EA.

Created On: Displays the date the EA was created.

Updated On: Displays the date the EA was last updated.

Cost/Revenue: Displays the cost and revenue associated with the EA.

Status: Displays status of the EA.

Last User: Displays the last user of the EA.

Sent/Ack: Display state of the EA from the last user.

A

©®NO AW

Buttons:
e [Print] Opens Request for EA for printing.

Notes:
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Details Screen -- Received Executive Actions Collapsed

R Executive Action ID: 11585
Human Service(s)

Loz ‘~, Executive Action Details

In Progress
County Manager's Office ~JDE Codes

~ Financial Information

~, Provider Information

~ Attachments

~ Executive Action Tracking

SEND TO DIRECTOR UPDATE PREVIEW CANCEL

i Progress Bar: The Progress or Tracking Bar allows you to monitor status
Detail Screen Titles:
1. Executive Action Details
2. JDE Codes
3. Financial Information
4. Provider Information
5. Attachments
6

. Executive Action Tracking
If the EA was created from a grant, the Grantor Information section will display on the EA Detail Screen.

Buttons:

¢ [Send to Director]: Starts approval path for the EA. will appear only for the user who
created the EA record. (MAY READ DEPUTY DIRECTOR DEPENDING OR DIVISION MANAGER ON
WORKFLOW REQUIREMENTS.)

e [Update]: Allows user to update the EA; brings up the Create EA Screen. will appear
only for the user who has created the EA record. Will not appear if the EA was created in MPER.

[Print]: Will preview the updated EA; Appears for all users at the top and bottom of screen.
e [Cancel]: Click on the button to cancel this screen and return to the Homepage.
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Back to Dashboard Executive Action ID: 12768
Human Service(s)
e ~ Executive Action Details
In Progress
Executive Action Title Current Status EA#
Human Service(s) Director Approval Pending
County Manager's Office Executive Action Type
County Manager's Office Group Approver List
(T e SR F Human Service(s) Department Director : KDTEST100 KDTEST100
[ County Manager : KDTEST193 KDTEST193.
County Manager Approval
£ Approved Contact Person Extension
0
Summary
Explanation
~J DE Codes
Code Type 4 Codes 4
First | Previous | Next | Last
~ Finandial Information
Estimated Cost Estimated Revenue
County Match Included in the Budget?

Future Impact

~ Provider Information

Praovider(s) within the Executive Action

L = L H
Yes

FAMILY RESOURCES 5-1UAT $1,000.00 No 11514

First | Previous . Next | Last

Funding Types(s) for the Provider

Provider % Project Number

-

Fund Type 4 Amount %

First | Previous = Next = Last

~ Attachments

Attachment Type s

First | Previous  Next & Last

~ Executive Action Tracking

Executive Action History

e e EEM
KDTEST21
21

KDTEST21 3/9/2015
Human Service(s) 5:01:05 Pending Created
PM

Executive Action

Human Service(s) Created

KDTEST21 TE:

First | Previous Next | Last

Send Document To

-select-

Notes (200 character limit)
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Received Executive Actions Details Page Expanded contd
Prepopulated Fields:

Executive Action Details:

1. Executive Action Title: Displays the EA title.

2. Current Status: Displays the possible current status of the EA.

3. EA#: Displays the system generated EA number after approval.

4. Executive Action Types: Displays the type of EA selected during the creation of
the EA.

5. Approver List:

I Green icon flag=approved

i~ Yellow icon flag=awaiting approval

M Red icon flag=not yet sent to this level for approval.

Contact Person: Displays the contact person associated with the EA.

Extension: Displays the contact person’s ext. associated with the EA.

Summary: Text populates from the “Enter New Executive Action Screen”.

Explanation: Text populates from “Enter New Executive Action Screen” or

prepopulates from grant details.

0 oNO

JDE Codes:
1. Code Types: Populates based on code types selected by the user for the EA.
2. Code: Values added for the EA.

Financial Information:

1. Estimated Cost: Populates based on cost associated with the EA.

2. County Match: Populates based on County match associated with the EA.

3. Future: Impact: Populates based on text entered in the text box associated with
the EA.

4. Estimated Revenue: Populates based on revenue that was entered associated
with the EA.
Included in the Budget? Populates based on what was chosen as a yes or no.

@ Best Business Practice says, 'The answers should be "Yes”: the County Manager’s staff
will likely return an EA for correction if the answer is "No”.”

Provider Information:
1. Provider(s) within the Executive Action:
a. Provider Name: Displays provider name.
b. Project Number: Displays the project number associated with the
provider.
¢. Amount: Displays the amount associated with the provider.
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d. Fee? Displays the yes or no value chosen.

e. Agreement Number: Displays the agreement number associated with the
provider.

f. Need Contract? Displays the “yes” or “"no” value associated with the
provider.

g. Link to Contract: Displays if “"Need contract” = Yes, and after the user
clicks the create contract button.

Attachments:
1. Attachment Type: Displays the attachment type based on the user.
2. File Name: Displays the link to the attachment noted in the grid.

Executive Action Tracking: (Progress of EA will display in reverse chronological
order.)

1. Executive Action History:

From: Displays the user that the EA came from.

Department From: Displays the department that the EA came from.
To: Displays the user that the EA is going to.

Department To: Displays the department that the EA is going to.
Date: Displays the history of the date and time the EA was created.
Status: Displays the status of the EA.

State: Displays the state of the EA.

Notes: Displays the notes entered associated with the EA.

Se@mpanoy

» Send Document to: Choose user from dropdown screen if displayed.
» Notes: Can type any text in box; 200 character limit.

Buttons:

¢ [Send to Director]: Starts approval path for the EA. Will appear only for the user who
created the EA record. (MAY READ DEPUTY DIRECTOR DEPENDING OR DIVISION MANAGER ON
WORKFLOW REQUIREMENTS.)

e [Update]: Allows user to update the EA; brings up the Create EA Screen. will appear
only for the user who has created the EA record. Will not appear if the EA was created in MPER.

e [Preview]: Will preview the updated EA; Appears for all users at the top and bottom of
screen.
e [Cancel]: Cancels the screen and returns to the Homepage.
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My Contracts — New/Active

e This screen will display a list of Contracts you have created that are of the status
New and Active.

~ My Contracts - New / Active

Below are list of Contracts you have created that are of the status New and Active. You could get to the
details of the Contract by clicking on the title.

Contract Titled: 3/9/2015 TML- TEST Summary 2-AHEDD &%’

Provider: AHEDD Cost/ Revenue: $32231 Created On 3/9/2015
Updated On 3/11/2015 Status: Active Start Date: 3/9/2015
End Date 3/31/2015 sent/Ack Sent Last User KDTESTS51 KDTESTS1

Title: Get to the details by clicking on the title or the % [icon]
m Best Business Practice: Title of contract is a concatenation of the EA title and Grant name.

Prepopulated Fields:

Provider/Grantor: Displays the title of the provider associated with the contract.
Cost/Revenue: Displays cost or revenue of the contract.

Created On: Displays the date the contract was created on.

Updated On: Displays the date the contract was updated on.

Status: Displays the status of the contract.

Start Date: Displays the start date of the contract.

End Date: Displays the end date of the contract.

Sent/Ack: Displays state of the contract from the last user.

Last User: Displays the last user of the contract.

WoOoNOUhAWN -

Notes:
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Details Screen — My Contracts - New/Active Collapsed

Back to Dashboard Contract 1d: 11547 ADJUST CONTRACT H CONTRACT LOG II CANCEL l
Not Started
Date Allocation Received CO ntra Ct DEta”S

Sent to Provider
~ General Information

Received from Provider

Work Statement Received

Budget Received ~ Contract Information

Date JDE Form Requested

Date |DE Form Received

~, Contract Phase Tracking
Sent to Deputy

Received from Deputy

Sent to Director Contract Status Missing Docs Reason

e o e New ect multiple values please hold the ctrl key and select
select values please hold the crtl key and select
Sent to Law Department -Select-
Missing JDE Docs
Received from Law Department by Missing Other Program C
County Manager Missing Insurance Docs

Signed by County Manager Summary
Sent to Controller

Received at Controller

Execution Date

SAVE CANCEL

~ Contract and Executive Action History

~ Contract Tracking and Comments

l ADJUST CONTRACT II ARCHIVE II CONTRACT LOG H CANCEL I

Progress Bar: The Progress or Tracking Bar allows you to monitor status

35



Section 2: Homepage - My Dashboard

Details Screen — My Contracts — New/Active Collapsed

Detalls Screen - My Contracts — New/Active contd

Detail Screen Titles:

General Information

Contract Information

Contract Phase Tracking

Contract and Execution Action History
Contract Tracking and Comments

MhWNH

Buttons:

¢ [Adjust Contract]: Takes the user to the adjust contract page, to adjust the dollar
amount of the contract. Best Business Practice says, "Adjustments can only be
handled in this manner if preauthorization is given in the original EA.”

¢ [Archive]: Puts the contract in the archive status and takes it off of home page.

e [Contract Log]: Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

¢ [Cancel]: Cancels the screen and returns to the home page.

Notes:

36



Section 2: Homepage - My Dashboard

My Contract — New/Active Details Screen Expanded

My Contract - New/Active Details Screen Expanded

. ADJUST CONTRACT |‘ CONTRACT LOG |‘ CANCEL ‘
Back to Dashboard Contract Id: 11594

Not Started

Contract Details

Date Allocation Received

Sent to Provider

~, General Information

Received from Provider

Contract Title EA# Rev #
Work Stat t R d
o etEment Receve 3/9/2015 TML- TEST Summary 2-AHEDD 5067-15 1
Budget Received
Provider Name Project # Project Description
Date |DE Form Requested AHEDD
Date |DE Form Received
Start Date End Date
Sent to Director 3/9/2015 3/31/2015

Received from Director

Sent to Law Department

~ Contract Information
Received from Law Department by
County Manager

Contract Type (required) Mod # Contract #
Signed by County Manager Original
Sent to Controller

Initial Allocation Amount Current Allocation Amount
Received at Controller $32,231.00 $32,231.00

Execution Date

~ Contract Phase Tracking

Contract Phase 1

Date Allocation Received Sent to Provider
03/11/2015 03/11/2015

Contract Phase 2

Received from Provider ‘Work Statement Received Budget Received
03/11/2015 03/11/2015 03/11/2015

Date |DE Form Requested Date ]DE Form Received Sent to Director
03/11/2015 03/11/2015 03/11/2015

Received from Director
0371172015

Contract Phase 3

Sent to Law Department
03/11/2015

Contract Phase 4

Received from Law Department by Signed by County Manager Sent to Controller
County Manager 03/11/2015 03/11/2015
03/11/2015
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My Contract — Newj/Active Details Screen Expanded cont'd

Contract Phase 5

Received at Controller

Contract Status Missing Docs Reason
Active l to select multiple values please hold the ctrl key and select
to unselect values please hold the crtl key and select
-Select-
Missing JDE Docs
Missing Other Program
Missing Insurance Docs
MNotes
fdfsd

~ Contract Tracking and Comments

Contract Tracking

ME

3/11/2015
KDTESTS1 County Manager's Controller
5:09:49 KDTEST51 Active Sent
KDTESTS1 Office Group .
KDTESTS1 3/11/2015

County Manager's KDTEST51 County Manager's
Ty Manag o Managers - os44  KDTESTS1  Acive  Updated
KDTESTS1 Office KDTESTS1 Office

PM
First Previous Next Last

Comment Log

o : ﬂ

First Previous Next Last

Responsible Party send Email ™
-Select- l

Comments

ADJUST CONTRACT H ARCHIVE H CONTRACT LOG H CANCEL ‘
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My Contract — Newy/Active Details Screen Expanded cont'd
Prepopulated Fields:

General Information:

1. Contract Title: Displays the title of the contract and the link to the actual contract.
2. EA#: Displays the EA number associated with the contract.

3. Rev #: If a revision has been made, the revision number associated with the
contract will display.

Provider Name: Displays the title of the provider/grantor associated with the
contract.

Project #: Displays project number associated with the contract.

Project Description: Displays project description associated with the contract.
Start Date: Displays the start date of the contract.

End Date: Displays the end date of the contract.

o

®NOO

Contract Information:
1. Contract Type: Displays the type of the contract associated with the EA.

2. Mod Number: Displays modification number that is associated with the contract.
3. Contract Number: Displays contract number that is associated with the contract
and is completed by the Controller’s office later in the process unless this is an

amendment for which the creator had the original agreement number.

4. Initial Allocation Amount: Displays Initial allocation that is associated with the
contract.

5. Current Allocation Amount: Displays most current allocation that is associated
with the contract.

Contract Phase Tracking
1. Contract Phase — 1: After this information is entered, Phase 2 fields will become
active.
a. Date Allocation Received: Displays the date allocation for contract was
received.
b. Sent to Provider: Displays the date contract was sent to provider.
2. Contract Phase — 2:
Received from Provider: Displays date contract received from provider.
Work Statement Received: Displays date Work Statement received.
Budget Received: Displays the date budget was received.
JDE Form Requested: Displays the date JDE form requested.
JDE Form Received: Displays the date JDE form received.
Sent To Director: Displays the date contract sent to Director.
Received From Director: Displays the date contract received from
Director.

@mPp a0 Do
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Section 2: Homepage - My Dashboard

My Contract — New/Active Details Screen Expanded

My Contract — Newj/Active Details Screen Expanded cont'd

3. Contract Phase — 3:
a. Sent to Law Department: Displays the date contract sent to Law
Department.
4. Contract Phase — 4:
a. Received from Law Department by County Manger: Displays the date
contract received from Law Department by County Manager.
b. Signed by County Manager: Displays the date contract signed by County
Manager.
c. Sent to Controller: Displays the date sent to Controller.
5. Contract Phase- 5
a. Received at Controller: Displays the date contract received at Controller.
6. Contract Status: Displays the applicable contract status.
7. Missing Docs Reason: If selected, displays type of documents missing.
8. Notes: If text was enter, will prepopulate information.

Contract and Executive Action History:
1. Contract History:
a. Seq #: Displays sequence numbers in order based on the number of
sequential changes to the contract (i.e. amendments, adjustments).
b. Type: Displays contract type for the selected contract.
Rev #: Displays revision numbers in sequential order based on number of
revisions made to contract.
Last User: Displays last user in Action Tracker for this contract.
Amount: Displays the current amount of the contract.
Change: Displays the change amount entered for the contract.
Update Date: Date populates from the date that the change was created in
Action Tracker.
2. Executive Action for this Contract:
EA#: Displays EA number for selected EA.
Date Created: Displays date created from selected EA.
Office: Displays office associated with selected EA.
Title: Displays title of selected EA.
Amount: Displays amount associated with selected EA.
Date Submitted: Displays date selected EA was submitted to the County
Manager’s Office.
g. Status: Displays the most current status of the selected EA.

o

oo
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Section 2: Homepage - My Dashboard

My Contract — New/Active Details Screen Expanded

My Contract — New/Active Details Screen Expanded cont'd

Contract Tracking and Comments: (Progress of contract will display in reverse
chronological order.)

From: Displays the history of the contract, and who it was sent from.

1. Department From: Displays the history of the contract, and what department it
was sent from.

To: Displays the history of the contract, and who it was sent to.

Department To: Displays the history of the contract, and what department it was
sent to.

Date: Displays the history of the date and time the contract was created.
Changed by: Displays the person who changed the contract.

Status: Displays the history of the latest status of the contract.

State: Displays the history of the latest state of the contract.

Notes: Displays the history of the notes regarding the contract.

w
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Comment Log:
1. Responsible Party: Displays the party responsible for action identified in the
comment.
2. Comments: Displays the text entered by a user as a comment regarding the
contract.
54 Best Business Practice:
Comments are entered by users to help viewers understand why
delays may have or are occurring. For example a DHS Contracts user
may comment the responsible party is the Provider and make a
comment that the insurance is not yet received and provider was
notified

Buttons

« [Adjust Contract Takes the user to the “Adjust Contract Page”, to adjust the
dollar amount of the contract. Not available for contracts that come from MPER.

¢ [Archive] Puts the contract in the archive status and takes it off of their home
page.

e [Contract Log] Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

e [Cancel] Cancels the screen and returns to the home page.

Notes:
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Section 2: Homepage - My Dashboard

My Contracts - Executed

My Contracts - Executed
e This screen will display a list of Contracts you have created that are of the status
Executed.

~Mv Contracts - Executed

Below are list of Contracts you have created that are of the status Executed. You could get to the details of
the Contract by clicking on the title.

Contract Titled: UAT CMO AND CONTROLLER.-WARD HOME FOR CHILDREN &y

Contract # Provider: WARD HOME FOR Cost / Revenue: $50000 Status: Executed
988 CHILDREN
Start Date: End Date 4/30/2016 Created On 3/10/2015 Updated On 3/11/2015

2/1/2016
SentAck Sent Last User KDTEST9 KDTEST9

Title: Get to the details by clicking on the title or the “ [icon]
Prepopulated Fields:

1. Contract #: Displays the Contract number of the executed contract.

2. Provider: Displays the title of the provider associated with the contract.
3. Cost/Revenue: Displays cost or revenue of the contract.

4. Status: Displays the status of the contract.

5. Start Date: Displays the start date of the contract.

6. End Date: Displays the end date of the contract.

7. Created On: Displays the date the contract was created on.

8. Updated On: Displays the date the contract was updated on.

9. Sent/Ack: Displays state of the contract from the last user.

10. Last User: Displays the last user of the contract.

Notes:
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Section 2: Homepage - My Dashboard

Details Screen — My Contracts — Executed Collapsed

Details Screen — My Contracts - Executed Collapsed

Back to Dashboard

Not Started

Date Allocation Received
Sent to Provider
Received from Provider
Work Statement Received
Budget Received

Date ]DE Form Requested
Date DE Form Received
Sent to Director

Received from Director
Sent to Law Department

Received from Law Department by
County Manager

Signed by County Manager
Sent to Controller
Received at Controller

Execution Date

Contract |d11519 ADJUST CONTRACT ] i CONTRACT LOG ] i CANCEL l

Contract Details

~ General Information

~ Contract Information

~, Contract Phase Tracking

Contract Status Missing Docs Reason

ect multiple values please hold the ctrl key and select

Executed

the crtl key and select

-Select-

Missing JDE Docs
Missing Other Program O
Missing Insurance Docs

Summary

eqwrwerwe

CANCEL

~ Contract and Executive Action History

~ Contract Tracking and Comments

I ACKNOWLEDGE H ADJUST CONTRACT II ARCHIVE l[ CONTRACT LOG ] [ CANCEL l

,@@’ﬂ Progress Bar: The Progress or Tracking Bar allows you to monitor status
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Section 2: Homepage - My Dashboard

Details Screen — My Contracts — Executed Collapsed

Detalls Screen — My Contracts — Executed cont'd

Detail Screen Titles:

General Information

Contract Information

Contract Phase Tracking

Contract and Execution Action History
Contract Tracking and Comments

MhWNH

Buttons:

e [Acknowledge]: Acknowledges the receipt of the contract record in Action Tracker. This is
the first option to perform before any action.

e [Adjust Contract]: Takes the user to the adjust contract page, to adjust the dollar
amount of the contract.
[Archive]: Puts the contract in the archive status and takes it off of home page.

[Contract Log]: Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

¢ [Cancel]: Cancels the screen and returns to the home page.

Notes:
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Section 2: Homepage - My Dashboard

My Contracts — Executed Details Screen Expanded

My Contracts - Executed Details Screen Expanded

Contract Id: 11596 ADJUST CONTRACT || CONTRACT LOG |‘ CANCEL ‘

Back to Dashboard

Not Started

Contract Details

Date Allocation Received

Sent to Provider

~ General Information

Received from Provider

Contract Title EA# Rev #
Work Statement Recenved UAT CMO AND CONTROLLER -WARD HOME FOR 507115 1
Budget Received CHILDREN
Date JDE Form Requested Provider Name Project # Project Description
WARD HOME FOR CHILDREN UAT CONTROL#3
Date JDE Form Received
Sent to Director Start Date End Date
2/1/2016 4/30/2016
Received from Director
Sent to Law Department
Received from Law Department by ~ Contract Information
County Manager
gl i Eem Y e Contract Type (requ Mod # Contract #
Original 988
Sent to Controller
Received at Controller Initial Allocation Amount Current Allocation Amount
$50,000.00 $50,000.00
Execution Date
~ Contract Phase Tracking
Contract Phase 1
Date Allocation Received sent to Provider
01/01/2012 02/01/2012
Contract Phase 2
Received from Provider Work Statement Received Budget Received
02/02/2012 02/02/2012 02/02/2012
Date |DE Form Requested Date |DE Form Received Sent to Director
02/02/2012 02/02/2012 02/03/2012
Received from Director
02/04/2012
Contract Phase 3
Sent to Law Department
03/10/2015
Contract Phase 4
Received from Law Department by Signed by County Manager Sent to Controller
County Manager 03/11/2015 03/11/2015

03/11/2015
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Section 2: Homepage - My Dashboard

My Contracts — Executed Details Screen Expanded

Contracts — Executed Details Screen Expanded cont'd

Contract Phase 6

Execution Date

03/11/2015
Contract Status Missing Docs Reason
Executed to select multiple values please hold the ctrl key and select
to unselect values please hold the crtl key and select
-Select-
Missing JDE Docs
Missing Other Program D
Missing Insurance Docs
Summary

fsl
‘~ Contract and Executive Action History
Contract History
mm o
. KDTEST21 Click here
1 Original 0 T $50,000.00 0 3/10/2015 e —
First Previous Next Last
Executive Action for this Contract
PR U
Click
Human UAT CMO AND here
5071-15 30015 L =55 e $100,000.00 3/10/2015 Approved for
Details

First Previous Next Last

‘~ Contract Tracking and Comments

| ACKNOWLEDGE H ADJUST CONTRACT H ARCHIVE H CONTRACT LOG || CANCEL |
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Section 2: Homepage - My Dashboard

My Contracts — Executed Details Screen Expanded

Contracts — Executed Details Screen Expanded cont'd
Prepopulated Fields:

General Information

1. Contract Title: Displays the title of the contract and the link to the actual contract.
2. EA#: Displays the EA number associated with the contract.

3. Rev #: If a revision has been made, the revision humber associated with the
contract will display.

Provider Name: Displays the title of the provider/grantor associated with the
contract.

Project #: Displays project number associated with the contract.

Project Description: Displays project description associated with the contract.
Start Date: Displays the start date of the contract.

End Date: Displays the end date of the contract.

>
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Contract Information:

1. Contract Type: Displays the type of the contract associated with the EA.

2. Mod #: Displays modification number that is associated with the contract.

3. Contract Number: Displays contract number that is associated with the contract
and is completed by the Controller’s office later in the process unless this is an
amendment for which the creator had the original agreement number.

4. Initial Allocation Amount: Displays initial allocation that is associated with the
contract.

5. Current Allocation Amount: Displays most current allocation that is associated
with the contract.

Contract Phase Tracking
1. Contract Phase — 1: After this information is entered, Phase 2 fields will become
active.
a. Date Allocation Received: Displays the date allocation for contract was
received.
b. Sent to Provider: Displays the date contract was sent to provider.
2. Contract Phase — 2:
Received from Provider: Displays date contract received from provider.
Work Statement Received: Displays date Work Statement received.
Budget Received: Displays the date budget was received.
JDE Form Requested: Displays the date JDE form requested.
JDE Form Received: Displays the date JDE form received.
Sent To Director: Displays the date contract sent to Director.
Received From Director: Displays the date contract received from
Director.

@mpPp a0 oo
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Section 2: Homepage - My Dashboard

My Contracts — Executed Details Screen Expanded

Contracts — Executed Details Screen Expanded cont'd

3. Contract Phase — 3:
a. Sent to Law Department: Displays the date contract sent to Law
Department.
4. Contract Phase — 4:
a. Received from Law Department by County Manger: Displays the date
contract received from Law Department by County Manager.
b. Signed by County Manager: Displays the date contract signed by County
Manager.
c. Sent to Controller: Displays the date sent to Controller.
5. Contract Phase- 5
a. Received at Controller: Displays the date contract received at Controller.
6. Contract Phase-6
a. Execution Date: Displays contract End date.
7. Contract Status: Displays the applicable contract status.
8. Missing Docs Reason: If selected, displays type of documents missing.
9. Notes: If text was enter, will prepopulate information.

Contract and Executive Action History:
1. Contract History:
a. Seq #: Displays sequence numbers in order based on the number of
sequential changes to the contract (i.e. amendments, adjustments).
b. Type: Displays contract type for the selected contract.
Rev #: Displays revision numbers in sequential order based on number of
revisions made to contract.
Last User: Displays last user in Action Tracker for this contract.
Amount: Displays the current amount of the contract.
Change: Displays the change amount entered for the contract.
Update Date: Date populates from the date that the change was created in
Action Tracker.

o

oo

2. Executive Action for this Contract:

EA#: Displays EA number for selected EA.

Date Created: Displays date created from selected EA.

Office: Displays office associated with selected EA.

Title: Displays title of selected EA.

Amount: Displays amount associated with selected EA.

Date Submitted: Displays date selected EA was submitted to the County
Manager’s Office.

g. Status: Displays the most current status of the selected EA.

"D OO0 oTw
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Section 2: Homepage - My Dashboard

My Contracts — Executed Details Screen Expanded

Contracts — Executed Details Screen Expanded contd

Contract Tracking and Comments: (Information displays in reverse chronological
order.)

1. From: Displays the history of the contract, and who it was sent from.

2. Department From: Displays the history of the contract, and what department it
was sent from.

To: Displays the history of the contract, and who it was sent to.

Department To: Displays the history of the contract, and what department it was
sent to.

Date: Displays the history of the date and time the contract was created.
Changed by: Displays the person who changed the contract.

Status: Displays the history of the latest status of the contract.

State: Displays the history of the latest state of the contract.

Notes: Displays the history of the notes regarding the contract.

W

WooNWU

Comment Log:

1. Responsible Party: Displays the party responsible for the action identified in the
comment.

2. Comments: Displays the text entered by a user as a comment regarding the
contract.

Best Business Practice says "Comments are entered by users to help
viewers understand why delays may have or are occurring. For example a
DHS Contracts user may comment the responsible party is the Provider and
make a comment that the insurance is not yet received and provider was
notified.”

Buttons:

e [Acknowledge]: Acknowledges the receipt of the contract. This is the first option to
perform before any action.

e [Adjust Contract]: Takes the user to the adjust contract page, to adjust the dollar
amount of the contract.
¢ [Archive]: Puts the contract in the archive status and takes it off of home page.

e [Contract Log]: Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

¢ [Cancel]: Cancels the screen and returns to the home page.

Notes:
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Section 2: Homepage - My Dashboard

Received Contracts

Received Contracts
e This screen will display a list of Contracts sent to you for review

~, Received Contracts

Below are list of Contracts sent to you for review. You could get to the details of the Contract by clicking on
the title.

Contract Titled: UAT CMO AND CONTROLLER.-WARD HOME FOR CHILDREN &z

Contract # Provider: WARD HOME FOR Cost / Revenue: $50000 Status: Executed

988 CHILDREN

Start Date: End Date 4/30/2016 Created On 3/10/2015 Updated On 3/11/2015
2/1/2016

Sent/Ack Sent Last User KDTESTY KDTESTS

Title: Get to the details by clicking on the title or the “ [icon]
Prepopulated Fields:

1. Contract #: Displays the Contract number of the executed contract.

2. Provider: Displays the title of the provider associated with the contract.
3. Cost/Revenue: Displays cost or revenue of the contract.

4. Status: Displays the status of the contract.

5. Start Date: Displays the start date of the contract.

6. End Date: Displays the end date of the contract.

7. Created On: Displays the date the contract was created on.

8. Updated On: Displays the date the contract was updated on.

9. Sent/Ack: Displays state of the contract from the last user.

10. Last User: Displays the last user of the contract.
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Section 2: Homepage - My Dashboard

Details Screen — Received Contracts Collapsed

Details Screen — Received Contracts Collapsed

Contract I1d: 11519 ADJUST CONTRACT ] l CONTRACT LOG ] [ CANCEL l

Back to Dashboard

Not Started

Contract Details

Date Allocation Received

Sent to Provider

~ General Information

Received from Provider

Work Statement Received

Budget Received ~ Contract Information

Date JDE Form Requested

Date |DE Form Received

~ Contract Phase Tracking

Sent to Director

Received from Director

Sent to Law Department Contract Status Missing Docs Reason
Execut lect multiple values please hold the ctrl key and select

Received from Law Department by e

County Manager to unselect values please hold the crtl key and select
-Select-

Signed by County Manager Missing |DE Docs
Missing Other Program C

Sent to Controller Missing Insurance Docs

Received at Controller summary

Execution Date

eqwrwerwe

CANCEL

~ Contract and Executive Action History

~ Contract Tracking and Comments

i ACKNOWLEDGE H ADJUST CONTRACT l [ ARCHIVE ] i CONTRACT LOG l i CANCEL l

o) Progress Bar: The Progress or Tracking Bar allows you to monitor status
W

\
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Section 2: Homepage - My Dashboard

Details Screen — Received Contracts Collapsed

Detalls Screen — Received Contracts Collapsed cont'd

Detail Screen Titles:

MHhWNH

General Information

Contract Information

Contract Phase Tracking

Contract and Execution Action History
Contract Tracking and Comments

Buttons:

[Acknowledge]: Acknowledges the receipt of the contract. This is the first option to
perform before any action.

[Adjust Contract]: Takes the user to the adjust contract page, to adjust the dollar
amount of the contract.
[Archive]: Puts the contract in the archive status and takes it off of home page.

[Contract Log]: Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

[Cancel]: Cancels the screen and returns to the home page.
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Received Contracts Details Page Expanded

Section 2: Homepage - My Dashboard

Back to Dashboard

Not Started

Date Allocation Received
Sent to Provider
Received from Provider
Work Statement Received
Budget Received

Date JDE Form Requested
Date JDE Form Received
Sent to Director

Received from Director
Sent to Law Department

Received from Law Department by
County Manager

Signed by County Manager

Sent to Controller

Received Contracts Details Page Expanded

Contract Id: 11596

Contract Details

ADJUST CONTRACT H CONTRACT LOG H CANCEL |

~ General Information

Contract Title

UAT CMO AND CONTROLLER -WARD HOME FOR

CHILDREN

Provider Name
WARD HOME FOR CHILDREN

Start Date
2/1/2016

EA#
5071-15

Project #

UAT CONTROL#3

End Date
4/30/2016

Rev #

Project Description

~ Contract Information
Contract Type (required)

Original

~ Contract Phase Tracking

Contract Phase 1

Date Allocation Received
01/01/2012

Contract Phase 2

Received from Provider
02/02/2012

Date JDE Form Requested
02/02/2012

Received from Director
02/04/2012

Contract Phase 3

Sent to Law Department
03/10/2015

Contract Phase 4

Received from Law Department by
County Manager

03/11/2015

Mod #

Sent to Provider
02/01/2012

Work Statement Received
02/02/2012

Date |DE Form Received
02/02/2012

Signed by County Manager
03/11/2015

Contract #

988

Budget Received
02/02/2012

Sent to Director
02/03/2012

Sent to Controller
03/11/2015
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Section 2: Homepage - My Dashboard

Received Contracts Details Page Expanded

Received Contracts Details Page Expanded cont'd

Contract Phase 6

Execution Date

03/11/2015
Contract Status Missing Docs Reason
Executed to select multiple values please hold the ctrl key and select
to unselect values please hold the crtl key and select
-Select-
Missing JDE Docs
Missing Other Program
Missing Insurance Docs
Summary

p
~ Contract and Executive Action History
Contract History
ﬂmmm Update -
KDTEST21 Click here
1 Original 0 O $50,000.00 0 3/10/2015 e
First Previous Next Last
Executive Action for this Contract
Mﬁ Datesunmmm e M
Click
Human UAT CMO AND ere
5071-15 302015 (s CONTROLLER $100,000.00 3/10/2015 Approved "
Details

First Previous Next Last

~ Contract Tracking and Comments

Contract Tracking
Comment Log

Responsible Party 4 Comments 4 Made By 4

First Previous Next Last

Responsible Party send Email ™

-Select- l
Comments 54

ACKNOWLEDGE || ADJUST CONTRACT H ARCHIVE H CONTRACT LOG H CANCEL ‘




Section 2: Homepage - My Dashboard

Received Contracts Details Page Expanded

Received Contracts Details Page Expanded cont'd
Prepopulated Fields:

General Information

1. Contract Title: Displays the title of the contract and the link to the actual contract.
2. EA#: Displays the EA number associated with the contract.

3. Rev #: If a revision has been made, the revision humber associated with the
contract will display.

Provider Name: Displays the title of the provider/grantor associated with the
contract.

Project #: Displays project number associated with the contract.

Project Description: Displays project description associated with the contract.
Start Date: Displays the start date of the contract.

End Date: Displays the end date of the contract.

»
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Contract Information:

1. Contract Type: Displays the type of the contract associated with the EA.

2. Mod #: Displays modification number that is associated with the contract.

3. Contract Number: Displays contract number that is associated with the contract
and is completed by the Controller’s office later in the process unless this is an
amendment for which the creator had the original agreement number.

4. Initial Allocation Amount: Displays initial allocation that is associated with the
contract.

5. Current Allocation Amount: Displays most current allocation that is associated
with the contract.

Contract Phase Tracking
1. Contract Phase — 1: After this information is entered, Phase 2 fields will become
active.
a. Date Allocation Received: Displays the date allocation for contract was
received.
b. Sent to Provider: Displays the date contract was sent to provider.
2. Contract Phase — 2:
Received from Provider: Displays date contract received from provider.
Work Statement Received: Displays date Work Statement received.
Budget Received: Displays the date budget was received.
JDE Form Requested: Displays the date JDE form requested.
JDE Form Received: Displays the date JDE form received.
Sent To Director: Displays the date contract sent to Director.
Received From Director: Displays the date contract received from
Director.

@mpPp a0 oo
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Section 2: Homepage - My Dashboard

Received Contracts Details Page Expanded

Received Contracts Details Page Expanded cont'd

Contract and Executive Action History:
3. Contract History:
a. Seq #: Displays sequence numbers in order based on the number of
sequential changes to the contract (i.e. amendments, adjustments).
b. Type: Displays contract type for the selected contract.
Rev #: Displays revision numbers in sequential order based on number of
revisions made to contract.
Last User: Displays last user in Action Tracker for this contract.
Amount: Displays the current amount of the contract.
Change: Displays the change amount entered for the contract.
Update Date: Date populates from the date that the change was created in
Action Tracker.

Q)
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4. Executive Action for this Contract:

EA#: Displays EA number for selected EA.

Date Created: Displays date created from selected EA.

Office: Displays office associated with selected EA.

Title: Displays title of selected EA.

Amount: Displays amount associated with selected EA.

Date Submitted: Displays date selected EA was submitted to the County
Manager’s Office.

g. Status: Displays the most current status of the selected EA.

"D OO0 Tw

Contract Tracking and Comments: (Progress of contract will display in reverse
chronological order.)

1. From: Displays the history of the contract, and who it was sent from.

2. Department From: Displays the history of the contract, and what department it
was sent from.

To: Displays the history of the contract, and who it was sent to.

Department To: Displays the history of the contract, and what department it was
sent to.

Date: Displays the history of the date and time the contract was created.
Changed by: Displays the person who changed the contract.

Status: Displays the history of the latest status of the contract.

State: Displays the history of the latest state of the contract.

Notes: Displays the history of the notes regarding the contract.

Hw
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Section 2: Homepage - My Dashboard

Received Contracts Details Page Expanded

Contracts — Executed Details Screen Expanded contd

Comment Log:

1. Responsible Party: Displays the party responsible for the action identified in the
comment.

2. Comments: Displays the text entered by a user as a comment regarding the
contract.

Best Business Practice says, "Comments are entered by users to help
viewers understand why delays may have or are occurring. For example a
DHS Contracts user may comment the responsible party is the Provider and
make a comment that the insurance is not yet received and provider was
notified.”

Buttons:

o [Acknowledge]: Acknowledges the receipt of the contract. This is the first option to
perform before any action.

¢ [Adjust Contract]: Takes the user to the adjust contract page, to adjust the dollar
amount of the contract.
[Archive]: Puts the contract in the archive status and takes it off of home page.

e [Contract Log]: Opens the cover page of the contract for printing. will appear to all
the users, primarily used by the County Manager.

¢ [Cancel]: Cancels the screen and returns to the home page.

Notes:
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Exercise 1:

% Handout

Exercise 1
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Section 3: Create Grants & Executive Actions

Section 3: Create Grants and Executive Actions

Create Grant
From “MY Dashboard”

Grant > Create
1. Enter New Grant

Add Office
Select Department (required
Human Service(s) j
Select Office
-Select- ﬂ
Aging
Behavioral Health
Office of Community Services =

a. Select Department: Prepopulated with user’s department.
b. Select Office: To select multiple offices, hold the ctrl key and select offices.
c. Click Save and the following screen will display:

I “
€ Human Service(s) Aging KDTEST101 KDTEST101 KDTEST100 KDTEST100
S el ec t R oW € Human Service(s) Behavioral Health KDTEST102 KDTEST102 KDTEST100 KDTEST100
€ Human Service(s) Office of Community Services KDTEST110 KDTEST110 KDTEST100 KDTEST100

| DELETE

d. To remove an office, select the row and click on delete
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Section 3: Create Grants & Executive Actions

Create Grant contd

3. Grant Activity: Select grant activity from dropdown box.

Grant ACtivity (required

| -Select- B
New Grant
Renewed Grant

G|Revision to Existing Grant

»New Grant
»Renewed Grant
»Revision to Existing Grant
4. Grant#: If given by Grantor, enter Grant nhumber.

Grant # I

5. Grant Title: Choose unique Grant Title

H I Grant Title (required)

Best Business Practice: - Suggest that the Grant Title relate to the funding source’s
application process for example DHS may be applying to the United Way for the annual tax
assistance program. The user may want to include the year in the title if they believe the
grant will be renewed annually. Our title in this example would be UW 2015 Tax Assistance
Program
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Section 3: Create Grants & Executive Actions

Create Grant contd

6. Add Grantors: Click on + to add grantors. The following screen will display:

Add Grantors
F By Department: Human Service(s)

Select Grantor (required
-Select- 1 j 2

Start Date (require End Date (required

Need Contract? (required) © Yes © No

Previous Amount($) Change Amount($) ir=quire Total Amount(s)

§

CANCEL SAVE

ﬂ Best Business Practice
says, "Need contract "yes” will be
required at grant creatfon in order
to have a contract tracking record
available after the EA is approved.
The County Manager has adopted
the practice of not signing
documents which have no Action
Tracker contract record to record
progress.”

By Department: Prepopulated

v' If box is selected, grantors
which have been used
previously will display.

v Uncheck box to display all
grantors.

v' Select grantor from dropdown
box.

v Enter the following information:

1. Start Date: Type in the
date [mm/dd/yyyy] or
chose the calendar.

2. End Date: Type in the
date [mm/dd/yyyy] or
chose the calendar.

v Need Contract? Yes or No
must be selected.
v' Amount:

1. Change Amount($):
Enter amount (not
exceed amount of
contract)
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Section 3: Create Grants & Executive Actions

Create Grant cont'd

a. Click Save and grantors will display as follows:

Select Row c ALLEGHENY COUNTY CHIEF EXECUTIVE 3/1/2015 3/31/2015 $1,000.00 0‘0

First | Previous Next | Last oe

b. To remove a grantor, select the row and click on Delete.
¢. To edit a Grantor, select the row and click on Edit.
7. Add Grantor Requirements: (Based on business requirements)
% Please Select all that apply: Check each values that applies
I~

Funds must be deposited in a separate account
Funds must be deposited in interest bearing account
Must drawdown funds within 3 days of deposit
Interest earned must be returned to the grantor

Other
Please Specify: Enter text information in box

I R

Add Providers
¥ By Department: Human Service(s) ]
Select Provider (required)
-Select- j
Project Number Agreement Number 2
Project Description
4 5
Start Date 1= End Date (required)
Fee? (required) © Yes C No
Need Contract? (r=quirec) © Yes © No 6
Previous Amount($) Change Amount($) (required) Total Amount($)
Create Grant cor .
o
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Section 3: Create Grants & Executive Actions

v" By Department: Prepopulated
o If box is selected, providers which have been used previously
will display.
¢ Uncheck box to display all providers.
v' Select provider from dropdown box.
v' Enter the following information:
1. Project Number
2. Agreement Number: If this is a new grant, leave blank.
It will be filled out by the Controller later in the process.
3. Project Description
4. Start Date: Type in the date [mm/dd/yyyy] or choose
the calendar
5. End Date: Type in the date [mm/dd/yyyy] or choose the
calendar
v'Fee? Yes or No must be selected.
v'"Need Contract? Yes or No must be selected.
v Amount:
6. Change Amount($): Enter amount (not exceed amount
of contract)
v'Click Save and providers will display as follows:

Im

€ 221.15TEST PROVIDER 3/1/2015 3/31/2015  $1,000.00 No

First Previous Next Last
EDIT DELETE

9. Based on the grantor information, in the boxes displayed enter the following
information: (based on earliest grantor and latest grantor dates)
1 2

Start Date (requirec End Date (required

1. Start Date: Type in the date [mm/dd/yyyy] or choose the calendar (Earliest
start date of all Providers selected)

2. End Date: Type in the date [mm/dd/yyyy] or choose the calendar(latest
end date of all Providers selected)

10. Explanation/Description: spell check & up to 4000 characters ),

Notes: spell check & upto 4000 characters ki
Create Grant cont'd RN

63



Section 3: Create Grants & Executive Actions

11. Click Save and Grant Details page will display

See page 13 for “Grant Details Screen” explanation

To create Executive Action, scroll to bottom of “Grant Details Screen” and click on the
“Create Executive Action” button.

See page 65 Step 1 to create Executive Action.

Notes:
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Section 4: Create Executive Actions and Contracts

Section 4: Create Executive Actions and Contracts

Create Executive Action

The Executive Action (EA) is the core of Action Tracker. Records from the Grant Module
and Contract Module tie to executive actions. Grant records are created and then
attached to an Executive Action. Once an action is submitted to the County Manager’s
office a Contract record can then be generated from the Executive Action based on the
providers/grantors listed in the action. This contract record is used to track the location
of the actual contract documents.

From “MY Dashboard”
Executive Action>Create

1. Executive Action Title: Type in unique name

Best Business Practice says, "Every EA must have a
§@ 4 unique title in order to keep the database from overwriting a

prior EA. If the title is not unique, the software will give you
an error message. Some helpful ideas to keep the title
unique is to add the year or time period] your initials or
department; an acronym, or an RFP number, etc.”

2. Executive Action Type: Select from dropdown menu.

3. Add Office: Click on '+ to add a new office. The following screen will display:

Add Office
Select Department
Human Service(s) j
Select Office
Select- =
Aging
Behavioral Health
Office of Community Services =
et |

a. Select Department: Prepopulated; if grant is associated will pull from
grant record.
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Section 4: Create Executive Actions and Contracts

Create Executive Action cont'd

b. Select Office: To select multiple offices, hold the ctrl key and select
offices.

c. Click Save and the following screen will display

T

€ Human Service(s) Aging KDTEST101 KDTEST101 KDTEST100 KDTEST100
S I R € Human Service(s) Behavioral Health KDTEST102 KDTEST102 KDTEST100 KDTEST100
€ eCt oW € Human Service(s) Office of Community Services KDTEST110 KDTEST110 KDTEST100 KDTEST100

] DELETE ]

v" To remove an office, select the row and click on delete
4. Contact Person: Dropdown box displays list of contacts for your department.
5. Is this Executive Action included in Budget?

H Best Business Practice says, 'The answers should be "Yes”: the County Manager’s staff
will likely return an EA for correction if the answer is "No”.”

I Grant [ capital [ Operating I sSpecial Revenue [~ Trust & Agency

Future Impact

6. Future Impact (Optional): Information entered in this box is based on individual
department decision.

7. Add JDE Code(s): Click on +| to add a new JDE Code. The following screen will

display:
Add Codes Add Codes
o1
Select Code Type irequ .-ed'\ Select Code Type irequired)
-Select- j - ‘ -Select- -
Object Code
|
a. Select IDE type from dropdown box
1. Code types.
a. Cost Center
b. Job Code

c. Object Code
2. Type corresponding JDE code in Code box
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Section 4: Create Executive Actions and Contracts

Create Executive Action contd

b. Almost all Actions have two (2) of the three (3) code types
c. Click Save and Code Types will display as follows:

- e .
(o

Select Row Cost Center

TBD
First Previous Next Last
EDIT DELETE

Create Executive Action contd
8. To edit a JDE Code, select the row and click Edit.
9. To delete a JDE Code, select the row and click Delete.
10. Summary: Type in text; spell check & up to 4000 characters @
11. Explanation:
a. If associated with grant will prepopulate.
b. Type in text; spell check & up to 4000 characters
12. Grantor Information: Will prepopulate if associated with a grant.
(ALL STEPS FROM 3, 12, 13, 14 AND 16 WILL PREPOPULATE IF
ASSOCIATED WITH A GRANT)

screen will display: (If EA is from grant, providers cannot be added.)

Add Providers
2 By Department: Human Service(s)

Select Provider (required)
-Select- j

Project Number Agreement Number 2

Project Description

3
4 5

Start Date 1= End Date (required)

Fee? required) © Yes © No
4 P
Need Contract? requies) © Yes © No ) o 6
My

Previous Amount(s) Change Amount($) (required) Total Amount($)

5

coen
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Section 4: Create Executive Actions and Contracts

Create Executive Action contd

v' By Department: Prepopulated
e If box is selected, providers which have been used previously,
will display.
e Uncheck box to display all providers.
v Select Provider from dropdown box.
v Enter the following information:
Project Number
Agreement Number
Project Description
Start Date: Type in the date [mm/dd/yyyy] or chose the
calendar
5. End Date: Type in the date [mm/dd/yyyy] or chose the
calendar
v'Fee? Yes or No must be selected.
v'"Need Contract? Yes or No must be selected.
v Amount:
6. Change Amount($): Enter amount (not exceed amount
of contract)
v'Click Save and providers will display as follows:

Im S

€ 221.15TEST PROVIDER 3/1/2015 3/31/2015  $1,000.00 No

PWNH

First Previous Next Last
14. Click on [+ to Add Attachment and the following screen will display.
Add Attachment
Select Attachment Type (required
-Select- j
Browse for Attachment (required

1. Select Attachment Type from dropdown box: (Repeat for multiple attachments)
1. Generic
2. Grantor Name
3. Provider Name
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Section 4: Create Executive Actions and Contracts

Create Executive Action contd

2.
3.

Browse for Attachment: Click in the box to choose file to upload.
Click Save.

Financial Information:

1.

2.

Estimated Cost: Sum of Provider Field; will prepopulated if associated with grant.
If not associated with grant, user must be entered by user.

Estimated Revenue: Sum of Grantors; will prepopulate if associated with grant. If
not associated with grant, user must be entered by user.

3. County Match: Enter amount.
4.
5. Scroll to bottom of screen, Click Send to Deputy Director.

Click Save the “Executive Action Details Screen” will display.

“Executive Action Details Screen” will display.

See page 31 for “Executive Action Details Screen” explanation

Notes:
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Section 4: Create Executive Actions and Contracts

Create a Contract

The purpose of the contract record is to track the location of the actual contract. Once
the contract is completed, a Contract Log is created and is used as a cover sheet, for
the contract, by the County Manager’s Office.

After an Executive Action has been submitted or a Grant has been created, a contract
record can be created from the action if the “"Need Contract” radio button was flagged
“Yes". If there are no providers or grantors listed in the “Providers Table” or “Grantors
Table” within the action, no contract record can be created.

To create a contract:

From “MY Dashboard”> ~ My Executive Actions - Submitted/Approved

1. Click on the EA title to display the details.
a. Once the action has the status of submitted, the Create Contract button

displays at the bottom of the page.

2. Scroll to bottom of screen and click on the Create Contract button; the EA
Details page will display and the Create Contract button will no longer appear on
the ” My Executive Actions - Submitted/Approved” page.

3. If “Yes” was checked for, Need Contract, for either the Grantor or Provider, a link

will be available allowing you to create a contract. Do the following:
a. Expand the title “Grant Information” to display > Grantors within the Executive
Action >click here to access the Contract record.
» The Contract Details Screen will display.
b. Expand the title “Provider Information” to display > Providers within the
Executive Action >click here to access the Contract record.
» The Contract Details Screen will display.

4. General Information: This section will be prepopulated with information from the

action.

5. Contract Type: Select contract type from dropdown box.

Grantor / Provider: varies by County Department

Contract Type

Amendment
Modification
Original
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Section 4: Create Executive Actions and Contracts

Create a Contract contd

6. Contract #: Recorded by JDEdwards system and populated by County Controllers
Office.

7. Mod#: Optional use based on internal business process.

8. Scroll to bottom of the screen and click Save to begin Contract Phase Tracking
process.

Contract Phase Tracking
Once the Contract Type has been selected, Phase 1 becomes enabled (step 5 above).

This is a 6 phase process which begins with the date of allocation and ends
with the execution date. Each phase must be complete before the next phase
can begin.

1. Phase 1 begins the process by selecting the contract status from the dropdown
bar.

2. Once status is selected, click Save; Phase 1 will become active for data entry.

3. Enter appropriate information into data boxes, click Save, Phase 2 will become
active for processing and the Contract Status defaults to “New”.

a. The creator should NOT selected executed from the statuses - this is only for
the Controller's use.

4. Once each of the Phase 2 dates are completed for the contract, click Save Phase
3 opens and the Send to Law Department button becomes available. Clicking
send to Law Department will auto fill the sent to Law Department field. This
completes Phase 3 and then Phase 4 becomes visible.

5. Once Phase 3 is complete; the creator must wait to receive a response from the
Law Department before completing Phase 4 thru 5. See following page for
screenshots of information for Phases 3 thru 5.

6. Phase 6 ends the process; box is prepopulated with the Execution Date.

Notes:
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Section 4: Create Executive Actions and Contracts

Create a Contract cont'd

T ADUSTCONTRACT | | CONTRACTLOG || canceL |
Back to Dashboard Contract Id: 11602 )

Mot Started

Contract Details

Date Allocation Received

Sent to Provider
~ General Information
Receivad from Provider

Contract Title EA# Rev #
Deprt of Human Services / Grant Award-ADVISORY BOARD 507815 1

ON AUTISM AND RELATED DISORDERS

Work Statement Received
Budget Received

Date |DE Form Requested Provider Name Project # Project Description

ADVISORY BOARD ON AUTISM AND RELATED DISORDERS
Date |DE Form Received

Start Date End Date
4/1/2015 313172016

Sentta Director

Received from Director

Sentto Law Department

Received fram Law Department by ~ Contract Information
County Manager

Mod # Contract #

Signed oy County Mznager Contract Type =
Original 15223

Sentto Controller

Received at Controller Initial Allocation Amount Current Allocation Amount

$250,000.00 $200,000.00
Execution Date

~ Contract Phase Tracking

Contract Phase 1

CONTRACT  |ems o
DETAILS SCREEN | >"=* s

Contract Phase 2

0311872015 03/18/2015 03/10/2015

Date JDE Form Requested Date |DE Form Received Sent to Director
031072015 03/1872015 031872015

Received from Director
0311872015
Contract Phase 3

Sent to Law Department
03118/2015

Contract Phase 4
Received from Law Department by Signed by County Manager Sent to Controller

County Manager 031872015 03/18/2015
03/18/2015

Contract Phase 5

Received at Controller
0318/2015

Contract Phase 6

Execution Date
0318/2015

Contract Status Missing Docs Reason
Executed :

o rpie val

Summary

Vendor will provider research on Autism and related disorders as defined in Article DHS1;6-8
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Create a Contract cont'd

CONTRACT DETAILS
SCREEN Cont'd

~ Contract and Executive Action History

Contract History

1 original

2 Adjustment

First Previous

KDTEST21

0 KDTEST21 $250,000.00
KDTEST21

0 KDTEST21 $200,000.00

Next Last

Executive Action for this Contract

5078-15 3/18/2015

o Dept of
Servicefs) o
N Services/ $1,000,000.00
- Multiple
Offices rant
Award

First | Previous . Next | Last

Change 4

-50000

Update Date %
Click here
3/18/2015 for
Details
Click here
3/18/2015 for
Derails

3/18/2015

m - e M.

Click
Approved  here for
Details

~ Contract Tracking and Comments

Contract Tracking

From$ | Department Fromé

To 4| DepartmentTdt| Date$

KDTEST9 — 3/18/2015
Controller's Office Controller's Office 11:10:06 KDTEST9 Active Updated
KDTESTO KDTESTO A
LETTET KDTEST21 [
Controller's Office Human Service(s) 11:10.06 ~ KDTEST9  Executed Sent
KDTESTO KDTEST21 e
KDTESTS OTESTS 3/18/2015
Controller's Office Controller's Office 11:03:35 KDTEST9 Active Updated
KDTESTS KDTEST9 P
KDTESTO — 3/18/2015
Controller's Office Controller's Office 11:03:25 KDTEST9 Active Acknowledge
KDTESTS KDTESTY e
KDTESTS1 ¢ M 55 lesat SpS2015
il S 105316  KDTESTD  Actve  Semt
KDTESTS1 Office Group e
3/18/2015
KDTESTS1 County Manager's KDTEST51 County Manager's
1053:11  KDTESTS1 Active Updated
KDTEST51 Office KDTESTS1 Office M
3/18/2015
KDTESTS51 2 1
County Manager's KDTESTS1 County Manager's ™ >0 %\ oo, Acknowledge
KDTESTS1 Office KDTESTS1 Office o
KDTEST25 o 3/18/2015
Law Department 10:49:18  KDTESTS1 Active Sent.
KDTEST26 Manager M
KDTEST26 —— 3/18/2015
Law Department Law Department  10:49:11 KDTEST26 Active Acknowledge
KDTEST26 KDTEST26 o
KDTEST21 3/18/2015
Human Service(s) Law 10:31:44  KDTEST26 Active Sent
KDTEST21 AN
First | Previous . 2 | Next | Last
Comment Log
Responsible Party 4 ‘Comments 4 Made By 4
First | Previous | Next | Last
Responsible Party Send Email []

-Select-

Comments

ACKNOWLEDGE H ADJUST CONTRACT ] l ARCHIVE ] l CONTRACT LOG ] l CANCEL ]
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Exercise 2

% Handout

Exercise 2
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Section 5: Search, Copy, Modify, and Archive Functions

Section 5: Search, Copy, and Modify Functions

Search for Grants

ﬂThis screen is used to search for an existing Grant by entering various criteria that may
be known.
From “MY Dashboard”

Grant->Search

fig Search For Grants

[?7] Information
y f . *fow can search fara grant using the criceria(s) Bssed below. Tolocase the grant you are T
appropriate criteriais) and chick on the “Search™ button. If your search results in more than one Grant recoed you
select additional critena to further fiker the resules.

=ir,2:

Information
Grant Information
S— seectothes You can search for a grant
B s using the criteria(s) listed
below.
— s To locate the grant you are

looking for select appropriate
criteria(s) and click on the

Grant Modificatian £ Prajoect 2

- _— "Search" button.
Se ot j Selpct : )
If your search results in more
Grant Dates than one Grant record you
e Crease Bt select additional criteria to

Start Dace Erd Date

further filter the results.

Awardsaliocation Recetved Date

Start Date Erd Date

Buttons: (top/bottom screen)
[Search]
Financial Infermation [Clear Criteria]
o S [Cancel]
Grant Search Criteria
Submission Mumber Resolution Number Bill Number Department
Select Office
[omoen J[ e | o ] Grant Title

To conduct a search:
e Enter information into one or more fields or leave all fields blank
¢ Click the Search button.
v Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
your search results.”
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Section 5: Search, Copy, Modify, and Archive Functions

Search for Grants cont'd

Grant Information

1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in

prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time.

2. Select Office: To select multiple offices, hold the Ctrl key and select.

Grant Title: Enter the first letter or first several letters of the grant title. This will
produce exact and partial matches meaning that all results will contain the letter or
combination of letters that you entered.

Grant #: Enter the number or amount or leave blank.

Grant Modification #: Enter the number or amount or leave blank.

Project #: Enter the number or leave blank.

Grantor: Select the grantor name in the drop-down list or leave blank.

Provider: Select the provider name in the drop-down list or leave blank.

w

NGO A

Grant Dates

1. Date Created Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

2. Award Allocation Received Date: Start Date/End Date: In designated box,
enter the date range or leave blank.

Financial Information

1. Total Amount: Enter the amount or leave blank.

2. County Match: Enter the amount or leave blank.

3. Submission Number: Enter the number or leave blank.
4. Resolution Number: Enter the number or leave blank.
5. Bill Number: Enter the number or leave blank.

To conduct a search:
1. Enter information into one or more fields or leave all fields blank
2. Click the Search button to display the following screen:
v Your search may result in this message “Your Search Criteria returns more than
60 rows, please add additional search criteria to narrow your search results.”

Grant Search Results

Human Service 2015 SDE KDTEST21 Click here
3/18/2015 $30,000.00
(s)- Aging  TestGrant3 KDTEST21 for Details

First Previous Next Last
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Search for Grants cont'd

Grant Search Results: This Grid appears after the user enters criteria, and hits the
search button. If results are not returned based on the criteria entered, the screen will
display a message with instructions to “...re-define your search criteria”.

Mod #: Displays the modification number, if grant has had modifications.
Date Created: Displays the date grant was created.

Office: Displays selected office.

Title: Displays the title name of the grant.

Amount: Displays the amount of the grant.

County Match: Displays county match associated with the grant.

Last User: Displays the last user for this grant.

Click Here for Details: Displays “Grant Details Screen”.

PNOUNRAWNE

Notes:
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Section 5: Search, Copy, Modify, and Archive Functions

Search Grants for Copy

This screen is used to search existing grants to copy. Grants can be searched by
various criteria.

Best Business Practice: This functionality is useful for grants that are renewed on an annual or
semi-annual basis

From “"MY Dashboard”

Grant->Copy

~ Search Grants for Copy

[?] Information
Y fou can search for a grant for copy Lsing the eriterials) listed below. Ta locate the grant you are Iooking.
Mo apprapriate criteriajs) and chck on the “Search” bution. If your ssarch results In more than one Grant recond you
select additional criteria to further fiker the resules.

= ltrs:

Information

Grant Information

— — You can search for a grant for
= copy using the criteria(s) listed
below.

To locate the grant you are
looking for select appropriate
criteria(s) and click on the
grance — "Search" button.

Sekct j select.

Grant Madification £ Praject 2

If your search results in more
oot £remtet et than one Grant record you
e o select additional criteria to
further filter the results.

Grant Dates

Awardialiocation Received Date
End Date

Start Date

Buttons: (top/bottom screen)

Financial Information [Search]

e o e [Clear Criteria]
[Cancel]

Grant Search Criteria

(e | [t | st | Department

Select Office

Grant Title

Submission Number Fesolution Number Bill Number

To conduct a search:
e Enter information into one or more fields or leave all fields blank
e C(lick the Search button.
v" Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
your search results.”

78



Section 5: Search, Copy, Modify, and Archive Functions

Search Grants for Copy contd

Grant Information
1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in

prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time.

. Select Office: To select multiple offices, hold the Ctrl key and select.

Grant Title: Enter the first letter or first several letters of the grant title. This will
produce exact and partial matches meaning that all results will contain the letter or
combination of letters that you entered.

Grant #: Enter the number or amount or leave blank.

Grant Modification #: Enter the number or amount or leave blank.

Project #: Enter the number or leave blank.

Grantor: Select the grantor name in the drop-down list or leave blank.

Provider: Select the provider name in the drop-down list or leave blank.

w N

©® N

Grant Dates

1. Date Created Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

2. Award Allocation Received Date: Start Date/End Date: In designated box,
enter the date range or leave blank.

Financial Information

Total Amount: Enter the amount or leave blank.
County Match: Enter the amount or leave blank.
Submission Number: Enter the number or leave blank.
Resolution Number: Enter the number or leave blank.
Bill Number: Enter the number or leave blank.

Click Search to display the following screen:

oUnhwne

Grant Search Results for Copy

Human Service(s) - 2015 SDE Test KDTEST21
3/18/2015 $30,000.00
Aging Grant 3 KDTEST21

First | Previous Next = Last

COoPY
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Search Grants for Copy contd

Grant Search Results for Copy: The screen appears after the user enters criteria,
and hits the search button. If results are not returned based on the criteria entered the
screen will display a message with instructions to “...re-define your search criteria”.

1. Mod #: Displays the modification number, if grant has had modifications.
2. Date Created: Displays the date grant was created.
3. Office: Displays selected office.
4. Title: Displays the title name of the grant.
5. Amount: Displays the amount of the grant.
6. County Match: Displays county match associated with the grant,
7. Last User: Displays the last user for this grant.
Buttons:
[Copy]
To Copy Grant
1. Identify grant to copy by selecting row.
2. Click Copy to display the “Enter New Grant Screen”.
3. A unique name must be entered for the grant copy.
4. Click Save.
5. A new “Executive Actions Detail Screen” will display for this copy.

Notes:
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Search for Modifiable Grants

This screen is used for searching, if a user wants to find and modify an existing Grant.
Grants can be searched by various criteria.

Best Business Practice says, "This functionality is used when a new grantor joins a project,
when a new provider Is identified for a project, or if the dates have changed.”

From “MY Dashboard”

Grant->Modify

~ Search Grants For Modification

5] [Z] Information

\‘3“ ol | ¥ou can search far 3 grant using the criceria(s) Bssed below. To incate the grant youw are o
f) e appropriate criterials) and chick on the “Search” button. IF your search results IR More than one Grant record you
seiec additional critena to further fiker the results.

: Information
GrantInformation You can search for a grant
SS— - using the criteria(s) listed
p— e below.

To locate the grant you are
looking for select appropriate
— _— criteria(s) and click on the

§ Lo ] "Search" button.

Grans Titke Grant #

Grant Dates

If your search results in more
v than one Grant record you

select additional criteria to
[ sracae further filter the results.

Finandial Information Buttons: (top/bottom screen)
st syt [Search]
[Clear Criteria]
[Cancel]
oo ) [cmncarens | (ones | Grant Search Criteria
Department
Select Office
Grant Title
Grant#
Grantor

Submission Mumber Resolution Number Bill Mumnber

To conduct a search:
e Enter information into one or more fields or leave all fields blank
e C(lick the Search button.
v Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
your search results.”
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Search for Modlifiable Grants contd

Grant Information
1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in

prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time.

Select Office: To select multiple offices, hold the Ctrl key and select.

Grant Title: Enter the first letter or first several letters of the grant title. This will
produce exact and partial matches meaning that all results will contain the letter or
combination of letters that you entered.

Grant #: Enter the number or amount or leave blank.

Grant Modification #: Enter the number or amount or leave blank.

Project #: Enter the number or leave blank.

Grantor: Select the grantor name in the drop-down list or leave blank.

Provider: Select the provider name in the drop-down list or leave blank.

w

PN R

Grant Dates

1. Date Created Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

2. Award Allocation Received Date: Start Date/End Date: In designated box,
enter the date range or leave blank.

Financial Information

Total Amount: Enter the amount or leave blank.
County Match: Enter the amount or leave blank.
Submission Number: Enter the number or leave blank.
Resolution Number: Enter the number or leave blank.
Bill Number: Enter the number or leave blank.

Click Search to display the following screen:

oUhwne

Grant Search Results for Modification

2015 HACP KDTEST21
2/21/2015 Human Service(s) TEST $450,000.00 KDTEST21
Human Service(s) - 2015 HACP
c 2 2/22/2015 Administration and TEST $500,000.00

Information Management modified

First Previous Next Last

KDTEST21
KDTEST21

MODIFY
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Search for Modlifiable Grants contd

Grant Search Results for Modification: The screen appears after the user enters
criteria, and hits the search button. If results are not returned based on the criteria
entered the screen will display a message with instructions to “...re-define your search
criteria”.

Mod #: Displays the modification number, if grant has had modifications.
Date Created: Displays the date grant was created.

Office: Displays selected office.

Title: Displays the title name of the grant.

Amount: Displays the amount of the grant.

County Match: Displays county match associated with the grant.

Last User: Displays the last user for this grant.

NounhkwhE=

Buttons:

[Modify]

To Modify Grant

Identify grant to modify by selecting row.

Click Modify to display the “Enter New Grant Screen”.

Grant Activity: Select revision to Existing Grant from dropdown box.
Make necessary modifications.

Grant Title: A unique name must be entered for the grant modification.
Click Save.

oUhwne

Notes:
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Search for Executive Action

Section 5: Search, Copy, Modify, and Archive Functions

This screen is used for searching, if a user wants to find an existing EA. EA’s can be

searched by various criteria fields on the screen.
From “MY Dashboard”

Executive Action->Search

oo, | | coee

~Sear-:h for Executive Action

[7] Informatiomn

iU can search for an Executie Artion using the riteriis) lsted Bes : ruttve Action you are
inaking fior select appropriace criteriags) and dick an the “Search™ buttan. If your search nesuls 0 o

Exeoutive Action recond you can select additional criteria to further flber the resulis.

Executive Action Information
Depantment Sciect Office

Human Serviczis) j Select

Excrutive Action Title Excouthve Action &

Cantact Persan Praject £

Select j

Gramtor Provider

Select j Select. j

Executive Action Dates

Date Created Berween

Start Date End Date

Date Submitted Ectween

Start Date End Date

Other Infermation

Excrutive Action Status Sent to User

Solect j Seloct. j

Sent from User

Solect j

[ | [ camnn | ([ |

Information

You can search for an
Executive Action using the
criteria(s) listed below.

To locate the Executive Action
you are looking for select
appropriate criteria(s) and click
on the "Search" button.

If your search results in more
than one Executive Action
record you can select additional
criteria to further filter the
results.

To conduct a search:

e (lick the Search button.

your search results.”

Buttons: (top/bottom screen)
[Search]
[Clear Criteria]
[Cancel]

Executive Action Search
Criteria

Department

Select Office

Executive Action Title
Executive Action #
Contact Person

e Enter information into one or more fields or leave all fields blank.

v" Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow




Section 5: Search, Copy, Modify, and Archive Functions

Search for Executive Action contd

Executive Action Information
1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in

prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time.

Select Office: To select multiple offices, hold the Ctrl key and select.
Executive Action Title: Enter the first letter or first several letters of the
Executive Action title. This would produce exact and partial matches with results
containing the letter or combination of letters that you entered.

Executive Action #: Enter the number or leave blank.

Contact Person: Select the contact person’s name in the drop-down list or leave
blank.

6. Project #: Enter the number or leave blank.

7. Grantor: Select the grantor name in the drop-down list or leave blank.

8. Provider: Select the provider name in the drop-down list or leave blank.

W N

vk

Executive Action Dates

1. Date Created Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

2. Date Submitted Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

Other Information
1. Executive Action Status: Select the status from the drop-down list or leave
blank.

2. Send to User: Select the name of the user from the drop-down list or leave blank.
This field is useful when you want to find the actions that are sitting on the home page of a particular user.
In this case, the user could have received the action and may or may not have acknowledged it.

3. Send from User: Select the name of the user from the drop-down list or leave
blank. This field is useful when you want to find the actions that have been sent out by a particular user.

To conduct a search:
1. Enter information into one or more fields or leave all fields blank
2. Click the Search button to display the following screen:
v Your search may result in this message “Your Search Criteria returns more than
60 rows, please add additional search criteria to narrow your search results.”
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Section 5: Search, Copy, Modify, and Archive Functions

Search for Executive Action contd

Executive Action Search Results

NM — M-

3gers  uman Sericels) 20153DE g 400 09 3ns2015  submied  Lkerefor
- Aging Test 5 Details

First Previous - Next Last

Executive Action Search Results

EA#: Displays EA number for the searched and selected EA.

Date Created: Displays date selected EA was created.

Office: Displays office associated with the selected EA.

Title: Displays title of selected EA.

Amount: Displays the amount of the selected EA.

Date Submitted: Displays the date selected EA was submitted.
Status: Displays current status of selected EA.

Click Here for Details: Displays “Executive Action Details Screen”.

PNOUNRAWNE

Notes:
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Section 5: Search, Copy, Modify, and Archive Functions

Search Executive Action for Copy

This screen is used for searching, if a user wants to find and copy an existing EA. EA’s
can be searched by various criteria to make a copy of that EA.
ﬂBest Business Practice says, “This functionality is useful for annual events so you do not

have to retype the same text.”
From “MY Dashboard”

Executive Action->Copy

~ Search Executive Action for Copy

[7] Information

o can search foran Executiee Action for copy using the: criterials) listed below. To locate T

| SERRCH || CLERRCRITERA. || EAMCEL |

are lacking for sclect sppropriate oriterials) and click on the "Search® buticn. ¥ your search results In more than
ane EXeoutiae ACTIon necord you fan seiert additional critena to further filker the resules.

Executive Action Information

Depariment Select Office
Human Serdce{s) j el
Executive Action Title Executhve Action &
Contact Persan Project &
Select j
Grartor Provider
Select. j Selece j
Executive Action Dates
Date Creased Berween
Start Date Erd Date
Date Submitted Between
Start Date Erd Date
Crther Information
Executive Action Status Sent to User
Select j Seleo j
Sent fram User
Select. j

| SEANEH || CLEAR CRITERIA || CANCEL |

m\

You can search for an
Executive Action for copy using
the criteria(s) listed below.

To locate the Executive Action
you are looking for select
appropriate criteria(s) and click
on the "Search" button.

If your search results in more
than one Executive Action
record you can select additional
criteria to further filter the
results.

Buttons: (top/bottom screen)
[Search]
[Clear Criteria]
[Cancel]

Executive Action Search
Criteria

Department

Select Office

Executive Action Title
Executive Action #
Contact Person

To conduct a search:

e Click the Search button.

your search results.”

e Enter information into one or more fields or leave all fields blank.

v" Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
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Section 5: Search, Copy, Modify, and Archive Functions

Search Executive Action for Copy contd

Executive Action Information
1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in

prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time

Select Office: To select multiple offices, hold the Ctrl key and select.
Executive Action Title: Enter the first letter or first several letters of the
Executive Action title. This would produce exact and partial matches with results
containing the letter or combination of letters that you entered.

Executive Action #: Enter the number or leave blank.

Contact Person: Select the contact person’s name in the drop-down list or leave
blank.

6. Project #: Enter the number or leave blank.

7. Grantor: Select the grantor name in the drop-down list or leave blank.

8. Provider: Select the provider name in the drop-down list or leave blank.

W

vk

Executive Action Dates

1. Date Created Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

2. Date Submitted Between; Start Date/End Date: In designated box, enter the
date range or leave blank.

Other Information
1. Executive Action Status: Select the status from the drop-down list or leave
blank.

2. Send to User: Select the name of the user from the drop-down list or leave blank.
This field is useful when you want to find the actions that are sitting on the home page of a particular user.
In this case, the user could have received the action and may or may not have acknowledged it.

3. Send from User: Select the name of the user from the drop-down list or leave
blank. This field is useful when you want to find the actions that have been sent out by a particular user.

To conduct a search:
1. Enter information into one or more fields or leave all fields blank
2. Click the Search button to display the following screen:
v Your search may result in this message “Your Search Criteria returns more than
60 rows, please add additional search criteria to narrow your search results.”
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Search Executive Action for Copy cont'd

Executive Action Search Results

Im-m S

3/18/2015 Human Service(s) - Aging 2015 SDE Test EA 3 $30,000.00 1/1/0001 Pending

First Previous - Next Last

COPY

Executive Action Search Results

NowunhwhE=

EA#: Displays the EA number of the selected EA.

Date Created: Displays the date selected EA was created.
Office: Displays office associated with the selected EA.

Title: Displays title of selected EA.

Amount: Displays amount of selected EA.

Date Submitted: Displays the date selected EA was submitted.
Status: Displays current status of selected EA.

Buttons:

[Copy]

To Copy Executive Action

1. Identify EA to copy by selecting row.
2. Click Copy to display the “Enter New EA Screen”.

v" “Copy for the Executive Action record is created successfully.”
3. Executive Action Title: Create a unique name for the new copy.
4. Click Save
5. A new “Executive Actions Detail Screen” will display for this copy.
Notes:
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Section 5: Search, Copy, Modify, and Archive Functions

Search for Provider(s) to Modify
This screen is used for searching, if a user wants to find and modify a provider for an
existing EA. An EA can be searched by various criteria to modify.

ﬂBest Business Process: Use this functionality when you are increasing or extending a
provider/vendor contract.

From “"MY Dashboard”

Executive Action->Modify

| SEAMH || CLEAR CRITERA || uﬂ.:.l.l

#ig. Search Provider(s) for Modify

[7] Infor

‘¥ou can search far a Contract to Modfpdmend using Atsted below. Ta locate the Provider you are
w1 l Imilrgmmndlysdl:n appropriate criterials) and click on the "Seanch® button. ¥ its inmore than
N

ST \> onE contract recond you can select additional criteria so further fiter the resulis. You can search far ProvicerTs
) V listed within multiple Executhe Action and click on "Select™ ba add It to the Select Prosdder List. Once you have

.Iﬂﬂl.\.i :I.n: required I:rmﬂn:::,c.ln:km -t-:,:mn ExXCoutive ACEON" T0 CTEats 3 new EXCORie Action. Information
Nt This searnl nestl il 3y Frouidiars) Wi Aave 3 coniract recand i fhe system.

o _ You can search for a Contract
Executive Action Information to Modify/Amend usi ng the
s e criteria(s) listed below.

Humian Servicels) j Select

To locate the Provider you are
looking to modify select
appropriate criteria(s) and click

Execustive Actian Titke Expoubive Ation £

CartactPursan - on the "Search" button.
Sekect j
i 4 If your search results in more

than one contract record you
can select additional criteria to
further filter the results.

Contract Tiihe Contract #

| SEARCH ” CLEAR CRITERIA ” CAMEEL |

You can search for Provider(s)
listed within multiple Executive
Action and click on "Select" to
add it to the Select Provider
List.

Buttons: (top/bottom screen)
[Search]
[Clear Criteria]

[Cancel] Once you have added all the

Executive Action Search Criteria Eeqwred PrOWd_er(s) C_“Ckuon
Department Create Executive Ac_tlon t(_)
Select Office create a new Executive Action.
Executive Action Title
Executive Action # Note: This search result will
Contact Person display Provider(s) who have a

Project # contract record in the system.
Provider
Contract Title
Contract #
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Section 5: Search, Copy, Modify, and Archive Functions

Search for Provider(s) to Modlify contd

To conduct a search:
e Enter information into one or more fields or leave all fields blank
e Click the Search button.
v" Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
your search results.”

Executive Action Information

1. Department: Defaults on users department. Department must be selected, prior to
any other search criteria. The department is the only field that must be filled in
prior to any other search criteria. Some users will be able to select other departments, however
only one department at a time

Select Office: To select multiple offices, hold the Ctrl key and select.

Executive Action Title: Enter the first letter or first several letters of the
Executive Action title. This would produce exact and partial matches with results
containing the letter or combination of letters that you entered.

Executive Action #: Enter the number or leave blank.

Contact Person: Select the contact person’s name in the drop-down list or leave
blank.

Project #: Enter the number or leave blank.

Grantor: Select the grantor name in the drop-down list or leave blank.

Provider: Select the provider name in the drop-down list or leave blank.

Contract Title: Enter the contract title or leave it blank.

0. Contract #: Enter the contract number or leave it blank.

W

vk
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To conduct a search:
1. Enter information into one or more fields or leave all fields blank
2. Click the Search button to display the following screen:
v Your search may result in this message “Your Search Criteria returns more than
60 rows, please add additional search criteria to narrow your search results.”

Provider Search Results

II|I%II:"IiiiiiiiiiiiiiglIIIIIIIHHHHHHHHHHHIIIIIIIH'IIHHHHHHHH%'II:I::I!:E’|EHHHHIHHEH%|Iiiiiiii%i%l

I 5067-15 AHEDD SR TMEHLE;; Summary 2- 32231 3/92015  3/31/2015

First | Previous Next | Last

SELECT
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Section 5: Search, Copy, Modify, and Archive Functions

Search for Provider(s) to Modify contd

Provider Search Results

EA#: Displays EA# from the selected EA.

Provider Name: Displays the provider’'s name.
Contract Title: Displays the contract title.

Project #: Displays the project number.

Amount: Displays amount associated with the provider.
Start Date: Displays the start date of the provider contract.
End Date: Displays the end date of the provider contract.
Provider Name: Displays selected providers.

Project #: Displays the Project number.

10 Amount: Displays amount associated with the provider.
11. Start Date: Displays the start date of the provider.

12. End Date: Displays the end date of the provider.

WoONOTURAWN -

Buttons:
[Select]

To Modify Provider
1. Identify EA to modify by selecting row.
2. Click select; the following screen will display:

Selected Providers

AHEDD 32231 3/9/2015 3/31/2015

First Previous Next Last

CREATE EXECUTIVE ACTION

Select provider

Click “Create Executive Action” button;

The “Enter New Executive Action Screen” will display.

Executive Action Title: a unique title must be chosen for modification.
Executive Action Type: dropdown box will default to “Modify Contract”.
Select or fill in all required information.

Scroll down to the Add Providers section.

10 Click Edit to make necessary modifications.

11. Click Delete to remove provider.

12. Click Save

13. A new “Executive Actions Detail Screen” will display for this copy.

©LONOUIAW
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Section 5: Search, Copy, Modify, and Archive Functions

Repeat the process to select multiple providers to modify on this one EA. Once all
providers/vendors are added to the modify screen, select them in the grid (confirming
this provider contract needs carried to my new EA) and then click the create EA button

from the “Executive Actions Detail Screen”.
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Search for Contracts by Executive Action
This screen is used for searching, if a user wants to find an existing Contract by an EA.
Contracts can be searched by various EA criteria fields on the screen.

From “"MY Dashboard”

Contracts->Search
a. Default By Executive Action Radio Button; the following screen will

display:
.
fig Search for Contracts
Information
& ol !___» ‘Wou gan search for a Contract by Executive Actian or by Contractis) using the o : . To locate the
W 4 ‘Contract you are leaking far skt appropriate criteriashand dick on the “Search™ button. I your search resane
more than ane Contrace record you can sefect addiional criberia to further fiter the results.
Information
& - By Executive Actlon © - By Contracts

You can search for a Contract by
Executive Action or by Contract(s)
using the criteria(s) listed below.

Executive Action Information

Department Select Offioe

Human Sendce(s) j
Solect

To locate the Contract you are
looking for select appropriate
Excate Ao criteria(s) and click on the
"Search" button.

Excrutive Action Title

If your search results in more than

Cantact Persan Praject £

E one Contract record you can select
. v additional criteria to further filter
B[ E the results.
Evecutive Action Dates Buttons: (top/bottom screen)
— [Search]
- erd oate [Clear Criteria]
[Cancel]
Executive Action Search Criteria
Department
Other Information Select Office
Esccutie Action Siatus Executive Action #
i Executive Action Title
Contact Person
[sesncn | [evean cnrems | [ances | Project #
Provider

Dates Created Between
Dates Submitted Between
To conduct a search: Executive Action Status
e Enter information into one or more fields or leave all fields blank.
e Click the Search button.
v Your search may result in this message “Your Search Criteria returns
more than 60 rows, please add additional search criteria to narrow
your search results.”
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Search for Contracts by Contracts

This screen is used for searching, if a user wants to find an existing Contract by
contract criteria. Contracts can be searched by various contract criteria fields on the
screen.

From “"MY Dashboard”
Contracts->Search

1. Select By Contracts Radio Button and the following screen will
display:

uesmenrems, | [ s

fig Search for Cantracts

Information

i e s Emtrac e s et el et ot T e .
Information
€ - By Executive Action # -5y Contracts You can search for a Contract by
Executive Action or by Contract(s)
Contract Information using the criteria(s) listed below.

Contract Mumber Contract Titie

To locate the Contract you are
— o looking for select appropriate
criteria(s) and click on the
"Search" button.

Contract Term

Start Date End Date

S — camtractType If your search results in more than
5 saiec 1 one Contract record you can select
Grantar Pravider additional criteria to further filter

0 [ b the results.

E s 1 Buttons: (top/bottom screen)
[Search]
[ | [ comon | (o ) [Clear Criteria]
[Cancel]

Executive Action Search Criteria
Contract Number

To conduct a search: Contract Title
e Enter information into one or more fields or leave Eﬂfée;t Number
all fields blank. Contract Term: start/end dates
e C(Click the Search button. Grantor Amount
v" Your search may result in this message “Your Contract Type
Search Criteria returns more than 60 rows, Grantor
please add additional search criteria to narrow Provider
your search results.” 222: ]E?Olrfsrser
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Section 6: Administrator Functions

Section 6: Administrator Functions

Administrator Functions allows users with this role to manage Approver backups,
Providers and Grantors, as well as Distribution Groups.

DHS APPLICATIONS ~  COUNTY RESOURCE GUIDE ~
Grant- Executive Action-  Contract~ Reports-  Admin-

Welcome KDTEST49 KDTEST49 Home  Alerts ° FAQ LOG OUT Session will timeout In: 59:22.

1. On the Process Menu, click on Admin a dropdown box will display:
Admin~
Manage Approver Backups

Manage Providers/Grantors

Manage Distribution Group

Admin
Manage Approver Backups
Manage Approval Transfers
Manage Providers/Grantors
Manage Distribution Group

Notes:
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Section 6: Administrator Functions

From “MY Dashboard”

Admin> Manage Approver Backups

Manage Approver Backups
This screen is to add and remove backup users for Deputy Director(s) and Director(s)
for each Department as well as add, edit, or remove backup users. All Executive Action
approvals for a department will be based on the information configured in this screen.
Backup users will be in effect from the start date and time set in this screen until the
end date and time.

H Best Business Practice says, "Strongly suggest backups are end dated not deleted. Only
delete if they have never approved on the other user's behalf.”

If no time is selected, the backup will automatically start from 12:00 AM on the start
date until 11:59 PM on the end date.

Manage Approver Backups

[7] Attention

‘This screen ks to acd / remeove backup users for Deputy DirectorsVEirectar for cach Department and add { edit
remave backun users. A Executiee Artion approvalks for a department will ke based an the informatian configured
Im this soreen. Backup users will be in effect fram the start date and time set in this screen untl the end date and
ome.

If i time Is sefected the backup will automatically start from 12,00 AM on the sartdate until 1159 PM on the end
date.

=i0r2:

[7] Information

‘When refreshing the Department, the backup user st will refresh s weil, and will displary the wsers for the
depanment selected.

Department

The tabie behow list all the beckup users far approvers cenfigured in the syscem, you can add newred ik exsing backup or
remove existing backup Lsers.

|- | ADD BACEUF USER

e e e e =

- KDTESTIO0 Department KOTESTE o ment e 32015 10000 332005 15500
KDTEST100 Directar KDTESTA A P
- KDTEST110 Depuuty Dinector KDTEST1EZ Deputy Diractar JZEI0NS TAR0 WIEIME
KDTEST110 KDTEST1EZ F3 115500 Pl
- KDTEST12E Deuty Dirsctar KDTEST1Z1 Depuey Dirpergr LZT201S IZO000 . 20N
KDTEST122 KDTEST1Z1 % A 1155200 P
- KOTEST12E Deputy Divecicr KDTESTA T JEATONS 1 EMEH AI0NS 11:55:00
KDTESTIZE KDTESTA am P
- KDTESTIES Depariment KOTESTR  iment Viewer Y2015 120041 3/3201S 11:55:00
KDTESTIES Wewer KDTESTA A M
DHS Exexutve  KDTESTIZ21 RSE0IS IZO0N0 TSRS
€ HOTESTE KOTESTS Deputy KOTEST1Z1 D puey Clreciar an 115500 P

|-
Lo ] (e |

To add backup Approver:
1. Add Backup User: Click +| the following screen will display:
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Manage Approver Backups cont'd

« March 2015 »

. Su Mo Tu We Th Fr Sa

Add/Edit Backup User If no time is

8 9 10 11 12 13 14 selected, the
|15 16 17 18 19 20 21 backup user will
j 22 23 M4 2% 2B 27 28 automatically

.29 30 N 1 2 3 L'_ start from
L 12:00 AM on
the start date
Start Time (requir=d) until 11:59 PM

12:00 am on the end
date.

|22 23 24 25 26 27 28

Approver Name (-equired)

-Select-

Backup User jreg/red)

Stgrt Date (required)

End Date (required) End Time (required)

11:59 pm

CANCEL SAVE

Approver Name: Select Approve name from dropdown screen.

Backup User: Select backup name from dropdown screen. (user does not need to
have same role)

W 4. Start Date: Enter date manually, mm/dd/yyyy or select from calendar pop-up.

‘ 5. End Date: Enter date manually, mm/dd/yyyy or select from calendar pop-up.

6. Click Save and back users will display in grid as follows:

W

+ ADD BACKUP USER

KDTEST100 Department KDTESTA o ment viewer 3/3;201 5 12:00:00 3/3/2015 11:59:00
KDTEST100 Director KDTESTA PM

. KDTEST110 beputy Director  KOTEST182 P — 2/25/201 5 24800  2/25/2015
KDTEST110 KDTEST182 PM 11:59:00 PM

- KDTEST128 bepuyDirector XCTEST121 Deputy Direcror 2/27/2015 120000 212712015
KDTEST128 KDTEST121 AM 11:59:00 PM

% KDTEST128 e KOTESTA e riment Viewer /3/2015 120000 3/3/2015 11:58:00
KDTEST128 KDTESTA AM PM

- KDTEST169 Department KDTESTA o iment viewer 2//2015 1200:00 3/3/2015 11:58:00
KDTEST169 Viewer KDTESTA AM PM

DHS Executive ~ KDTEST121 2/25/201512:00:00  2/25/2015
©  KDTEST6 KDTESTE Ty KDTEST121 Deputy Director AM 15300 PM
First Previous MNext Last

EDIT DELETE

7. To remove, select the row and click delete.
8. To edit (end date or extend), select the row and click edit.
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From “MY Dashboard”

Admin> Manage Approval Transfers

Manage Approval Transfer

This screen is to transfer awaiting approvals from a current approver to a new approver

only. As a reminder, you must also end date the current approver, and add the new
approver on the Manage Approver Back up screen.

Manage Approval Transfers

Attention

This screen is to transfer awaiting approvals from a current approver to a new approver only. As a reminder, you
must also end date the current approver, and add the new approver on the Manage Approver Back up screen.

Current Approver
-Select- SEARCH

The table below lists all awaiting actions for the current approver. Select each awaiting action you wish to transfer to the
new approver.

Next Las

First Previous

CTranster All

New Approver

-Select- TRANSFER

To Transfer Approvals:

Current Approver: Select current approver from dropdown list.

Click [Search].

The list of approvals will display in the grid.

Select the approvals to transfer.

New Approver: Select new approver from dropdown list.

Click [Transfer].

All selected approvals will be transferred to the new approver.

As a reminder, you must also end date the current approver, and add the new
approver on the Manage Approver Back up screen

PNOUIAWN
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ol application wil be populated based an the Informarion dsplayed In this soreen.

Section 6: Administrator Functions

From “MY Dashboard”

Admin> Manage Providers/Grantors
ﬂBest Business Practice: Making a grantor or provider means users can search for historical
uses of that entity, but cannot use it going forward in a new EA, Grant or Contract

Manage Providers/Grantors

This screen is to add new providers/grantors activate or inactivate providers/Grantors.
Provider/Grantor lists across the application will be populated based on the information
displayed in this screen.

Manage Providers/Grantors

[7] Attention

[7] Information

‘ihen refreshing the Department, the Frovider/Grancor bstwill nefresh as weil, and will display the Providers/Grantars for the
department sekecid,

The tabiie below liszs all the avallatle Providerfs) and Grantoefs] for the selected Deparmens.

{ \ADD FROVIDER/GRANTOR

H Best Business Practice
says, “"Recommend

¢ provider/vendor names be taken
i n ] from the W9 or the Vendor
Creation Form.”

Tuse

HARDWARE HELPER

SANDY 241

AMBIKA 243

CARRIE 242

'\'\'\'\'\'\'\'\'\'\-

BARE 240

P CONSLATING

Add Provider/Grantor

To add Provider/Grantor:
1. Click on [+ and this box will
Display. —>
2. Department: prepopulated
3. Provider/Grantor Name:

Department (zuto populated)

Human Service(s)

Provider/Grantor Name (rquirec

v Enter name Prowder Type -

1 © provider € Grantor
4. Provider Type:

v Select radlo button Status (requires

© Active © Inactive

5. Status:
v Select radio button
6. Provider/Grantor will display in grid.
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nell
ﬂ-

)
i

From “MY Dashboard” 4]

Admin> Manage Distribution Group

Manage Distribution Group

This screen is to add or remove distribution groups for your department and add or
remove users to distribution groups. Any Executive Action approval notification or
Contract notification will be based on the information configured in this screen.

Section 1: Distribution Groups

Manage Distribution Groups

—_— [7] Attention

Thils screen Is ta add / remive diseriBution groups and add { remove Lsers to distribution Sroups. Any Exerutive
‘Action approval natificatian or Cantract nectfication will ke based an the informatian canfigured In this screen.
Distribution Groups

[7] Information
When refreshing the Department, the Distribution Group list will refresh as wel, and will display the Distribution
‘Group far the department selected.

The table below st al the swaliabile distributios e systemn, you can add Rew groups of remove exdsing

{| ADD DISTRIBUTION GROWR

-

County Manager Off Ef Submission
" Law L GROUP
e 12 Controfler Graup CONTROLLER GROUP
e 14 County Manager COUNTY MANAGER GROUP

o [l
Lo ] [eosee |

Distribution Group - Users
The sectian below displays 2l the useris) whowill be pare of the seiected group. You can add new wsers by chcdng [+) or
can remave wsers by dicking delete bustan.

u ca
iste: Oy e olekote Button i the Lo 0o fongier needs 10 be natied

{| ADD USERS TO THE GROUR

KDTESTS1 KOTESTS1 Caunsy Manager Off Human Servceiz)
Ko EsT245 Caunzy Human Sendces)
¢ KDTEST245 KDTEST245 Coursy Manager Off Human Sendces) fos

[eon | [omen ]

To add a Distribution Group:
1. Department' Defaults to user’s department

screen will display:

101



Section 6: Administrator Functions

Manage Distribution Group cont'd

Add Distribution Group

Group Id (zuto generated)
Group Name (required

Group Type (required)

-Select- j

cnca

3. Group Name: Type in unique group name.
4. Group Type: Click on dropdown box and select group type.

Group Type (required)

| -Select-

EA Approval
EA Submission

Contracts Execution

LAW GROUP

CONTROLLER GROUP
COUNTY MANAGER GROUP

EA Approval

EA Submission

Contracts Execution

Law Group (can only be managed by Law Office Group)

Controller Group (can only be managed by Controller Group)

County Manager Group (can only be managed by County Manager Group)
5. Click Save and the following screen will display:

.m
& 12

YVVVVYVY

Controller Group CONTROLLER GROUP
c 14 County Manager COUNTY MANAGER GROUP
c 8 County Manager Off EA Submission
c 11 Law LAW GROUP

First Previous - Next Last

6. To remove, select the row and click delete.
7. To edit, select the row and click edit.

EDIT DELETE
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Section 6: Administrator Functions

Manage Distribution Group cont'd

Section 2: Distribution Group - Users

To add users to the Distribution Group:
1. Select distribution group from Section 1 (Distribution Groups)

foIIowmg screen will dlsplay.

Add Users to Distribution Group

Group Name (auto populated)

County Manager Off

Department (required

Human Service(s) j
Users (required)

-Select- j
Active (r=quirea) © Yes © No

onea

Group Name: Prepopulated with group selected from Section 1.
Department: Select department

Users: Select user(s) from dropdown screen.

Click Save and the following screen will display:

ouhkw

Distribution Group - Users

The section below displays all the user(s) who will be part of the selected group. You can add new users by clicking (+) or
you can remove users by dicking delete button.
Nore: Only use delete button if the user no longer needs ro be notified

ADD USERS TO THE GROUP

KDTEST51 KDTESTS1 County Manager Off Human Service(s)
KDTEST245 KDTEST245 County Manager Off Human Service(s) Yes
c KDTEST246 KDTEST246 County Manager Off Human Service(s) Yes

First = Previous - Next = Last

EDIT DELETE

7. To remove, select the row and click delete.
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Section 7: Knowledge Check 7

Section 7: Knowledge Check

%andout

Knowledge Check
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Appendix 1: Roles

Appendix 1: Roles
Here is a description of the roles available and the requirements for each role:

Creator — Ability to CREATE a Grant, Executive Action or Contract on behalf of their
department and request an Executive Action for Approval (Every department must have
at least one person in this role. Depending on the size of your department, you may
have several).

Department Director — This is the individual within the Department responsible for
submitting the Action to the County Manager.

Department Viewer — Ability to VIEW any Executive Action, Contract or Grant
assigned to the department (Depending on the size of the department, this role may
not be necessary or the department may have several).

Division Manager — This is an individual within the Department responsible for
reviewing and authorizing an Executive Action prior to the Department Director
(Depending on the size of the department, this role may not be necessary or the
department may have several).

Department Administrator - This individual will have the ability/access to assign a
backup user when someone within their normal process is out of the office, add new
contractors or grantors to the list of available entities, and move actions or contracts
to/from particular stages/users in the event of an unforeseen absence or need or return
an action/contract to a user if that user processed the action through incorrectly.
(Every department needs to assign only one individual to this role).

Based on the requirements, there may be individuals who need to be assigned to
multiple roles.

105



Appendix 2: Resources

Appendix 2: Resources

County Resources

Gina Buzzard  Administrative Assistant Department of Budget and Finance
gina.buzzard@alleghenycounty.us 412-350-5788

Mary Soroka  Director of Budget & Finance
mary.soroka@alleghenycounty.us 412-350-7372

Department of Human Services Resources

Kathy Heinz Contracts Unit Manager Department of Human Services
kheinz@alleghenycounty.us 412-350-5480

Stacey Tunie  Performance Improvement Analyst Education/Training & Organizational Dev.
stacey.tunie@alleghenycounty.us 412-350-4547

JW Wallace Administrator Education/Training & Organizational Development
JW.Wallace@alleghenycounty.us 412-350-3689

Education/Training & Organizational Development
Email address: DHS-ETOD@alleghenycounty.us

Service Desk
Phone: 412-350-4357
Email address: servicedesk@alleghenycounty.us
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Thank You




