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Introduction to HHS Accelerator and Financials

The Health and Human Services (HHS) Accelerator System is the City’s online system to simplify
and speed the contract process for health and human services providers that deliver services
directly to clients and communities. Through a collaborative process with providers, redundant
paper-based requirements were removed, processes reengineered, and contract documents
standardized — freeing up resources for mission-focused activities.

Agencies now release all Health and Human Services Request for Proposals (RFP) through the
HHS Accelerator System. Prequalified providers approved for relevant Services are “Eligible to
Propose” and can submit proposals after procurements are released.

The HHS Accelerator System also has the functionality to manage financials electronically.
Providers can manage budgets, invoices and payments in the system. HHS Accelerator Financials
enables a paperless process and facilitates increased accuracy in accounting.

The City of New York is phasing in the use of this module and participating organizations will
receive notification when it is time to use HHS Accelerator Financials.

HHS Accelerator Financials standardizes financials for health and human services contracts across
the eleven participating Agencies. The system provides:
¢ A standard budget template
o A common interface for City Agencies and Providers to conduct budget transactions
e Agencies use the same process to configure/modify/amend budgets, invoices and payments
e A more holistic picture of contract data and financials for HHS Accelerator Agencies.

Financials on the Provider Homepage
After logging in, the first page that you will encounter is the Provider Homepage.

Below the main buttons and navigation icons is a dashboard that gives an overview of the
Document Vault, Alerts, Application (status), Procurements, Financials, Documents Shared with
your Organization and NYC.ID Account Maintenance. From the homepage, your organizations can
use the financial links on the dashboard to access key financial functions, or can use the main
Financials tab at the top of the page.

'\
I-
£ 3 When you log into the HHS Accelerator System, at first it will appear as if
procurement and financial statistics are unavailable. In order to see the tasks and

statistics, you must press the refresh aicon, located on the solid blue band.
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° Text Size: A | A A

Organization Document Applications Procurements Financials ﬁ ~ @
HHS Accelerator Information Vault Iy T

Welcome: John & Doe, Org_765

Provider Homepage

12 Documents in your Document Vault 3 alerts remaining in your Alerts inbox

0 User account requests requiring action

Application Procurements

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days

13

Your Business Application Status: Approved RFPs you're eligible for have due dates within 30 days

0

Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

(Fwmhs __________________~ S
o Contracts pending registration °0 Modifications and Updates pending submission
oﬂ Modifications and Updates pending approval

0 Modifications and Updates returned for revision o

2 Invoices pending submission

1 Invoices pending approval o

Invoices returned for revision °°
Documents Shared with your Organization NYC.ID Account Management

° ctive Budgets
Budgets pending submission o
I Budgets pending approval °

Budgets returned for revision

=]

Update your NYC.ID Name or Email.

No providers have shared documents with yvou at this time. This section
will become active once a provider has granted you access to 1 or “”W" vaur NYC. 1D Dﬁwnrd

Select the “Financials” tab to access the HHS Accelerator Financials.

Contracts pending registration for your organization are listed.

Active budgets for your organization are listed.

Budgets pending submission for your organization are listed.

Budgets pending approval by the funding Agency.

Budgets returned for revision that your organization needs to address.

Modifications and Updates pending submission by your organization.

Maodifications and Updates pending approval by the funding Agency.

Modifications and Updates returned for revision by the funding Agency.

Invoices pending submission by your organization.

Invoices pending approval by the funding Agency.

Invoices returned for revisions by an Agency.
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Monitoring the Status of a Contract
View Contracts Listed in HHS Accelerator

The Contract List is located in the Financials section of the HHS Accelerator System. To access the
Contract List, click the Financials tab. The Contract List displays your organization’s CCS contracts
that are managed in HHS Accelerator Financials. Contracts will be added to the system over a
period of time.

m e T
Organization Document Applications Procurements el
HHS Accelerator 9 PP m L @ i

Information Vault
Welcome: Natasha L Smith, Training Provider 1

Financials

6 Contract List Budget List Invoice List Payment List Amendment List
| Contract List ®
i

Listed below are the contracts for Gganization. A default filter has been applied.
Filter Contracts | Contracts: 55 Ny )
Total Value of Active Contracts: $100195000 Previous 1 2 Next
P t/Contract
Tir;l):ur:amen don Agency ‘ CcT# e Contract Value($) Date of Last Update Status
PROV - Finance ACS #14b ACS CT10220201410 1,000,000.00 02/20/2014 Registered
. Pendin
PROV - Finance ACS #2 ACS -- 1,000,000.00 02/14/2014 g

Registration

Pending

PROV - Finance ACS #3 ACS -- 1,000,000.00 02/14/2014 . .
Registration

Click Financials to access the Contract List.

Click on the Contract List tab to access the Contract List.

Click on the Filter Contracts button to change which contracts are displayed.

Shows number of contracts and total value of Active Contracts in the system for your
organization.

Procurement/Contract Title.

Agency that oversees the contract.

Contract Number (CT#).

Contract Value ($) of each contract.

Date of Last Update of the contract information.

The Status of the contract. Statuses include Pending Registration, Registered,
Suspended, Cancelled, and Closed.
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| AN
£ * 1 If one of your organization’s contracts is amended by the issuing Agency, a red

|
exclamation * icon will appear next to the contract. This symbol alerts your
organization that an action is required. Your organization will need to update its
budget for the contract to match the amended contract value.

e For a positive amendment, once your revised budget is approved and
registered by the Agency, the red exclamation icon will disappear, and the
Contract Value ($) listed on the Contract list will adjust to reflect the new
amended value of the contract.

e For a negative amendment, once your revised budget is approved by the
Agency, the red exclamation icon will disappear, and the Contract Value
(%) listed on the Contract list will adjust to reflect the new amended value of
the contract.

Your organization can use the Amendment List to track the contract amendment.
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Stages of a Contract

All contracts with a status of Pending Registration, Registered and Suspended, are visible on the
Contract List. Contracts that are closed or cancelled do not appear on the contract list by default,
but your organization can access them by using the “Filter Contracts” feature. The following
descriptions define the life cycle of contracts in the system.

Status Type Status Definition

Pending The Agency has completed the required actions and the
Registration | contract is pending registration.

The contract has been registered. Invoicing and payments

Registered can begin.

Contract Status Suspended | The Agency has suspended the contract.

The Agency has closed the contract. Once a contract is
Closed closed, invoices can no longer be submitted by your
organization.

Cancelled The award has been cancelled by the Agency.

Pending The Agency has amended the contract. “Pending

Registration | Amendment” flag will be visible on the Contract list.
Contract Reaistered The contract has been registered with updated details.
Amendment Status 9 Invoicing and payments can begin.

Cancelled The Agency has cancelled the contract amendment.
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Filter Contracts

Filtering allows you to target your search and quickly modify contracts displayed on the Contract

List.

After you click the “Filter Contracts” button, the filter menu displays with a number of options for
modifying displayed contracts. By default, all Active Contract Statuses are checked.

To adjust your filtered options, you must uncheck relevant boxes.

HHS Accelerator

Organization
Information

Document
Vault

Applications Procurements

Text Size: A a | A

CE |

Welcome: Natasha L Smith, Training Provider 1

Financials

Contract List Budget List

Contract List

Listed below are the contracts for your organization. & default filter has been applied.

Filter Contracts w | Contracts: 95

Invoice List Payment List

Procurement/
Contract Title:

Agency:

Program Name:

Total Value of Active Contracts: $100195000

All NYC Agencies

Set to Default Filters|

Amendment List

®

Previous 1 2 3 4 5 Next
X
Contract Value($) Date of Last Update Status
E 0 1,000,000.00 02/20/2014 Registered
Pending
1,000,000.00 02/14/2014 Registration
1,000,000.00 02/14/2014 Pending
y ! ) Registration
Pending
1,000,000.00 02/14/2014 Registration
2 1,000,000.00 02/20/2014 Registered
3 1,000,000.00 02/20/2014 Registerad
4 1,000,000.00 02/20/2014 Registered
5 1,000,000.00 02/20/2014 Registered
m 100,000.00 02/11/2014 Registered

CT#:

Contract Value to:

From ($):
]

Status: ¥ pending Registration [ Suspended

FRegistered I cancelled

I I~ Closed

Contract Term = to: =

From:

Contract Value From ($) allows your organization to filter contracts by a contract
value range.

Status indicates the current status of the contract. Your organization can select
any status. Cancelled and Closed status can only be selected from the filter
options section.

Contract Term From allows your organization to view contracts that fall into a
defined date range.
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View your Organization’s Budgets

For listed contracts, your organization will use the HHS Accelerator System to submit a budget,
request an assignment, request an advance, and modify the budget.

A budget needs to be created for each contract that your organization holds. Your organization will
be notified by email that it is time to input the budget in the system which, once completed, you will
submit to the Agency for review. The Agency will receive a notification that the budget was
submitted and begin the approval process.

Your organization cannot begin invoicing until the contract is registered, the service period has
started, and the budget has been approved by the Agency.

Accessing the Budget List

The Budget List allows you to view budgets, request an advance, initiate a budget modification and
submit an invoice.

The Budget List, located in the Financials section of the HHS Accelerator System, is accessed by
clicking the Financials tab, then clicking the Budget List tab. The Budget List displays your
organization’s Health and Human Services budgets that are managed in the system.

From the Budget List tab, your organization can submit, view, and modify a budget, as well as
request an advance.

m e
Organization Document Applications Procurements Financials f
HHS Accelerator o Vault s - \& @ i

Information

Financials e
Contract List Budget List Invoice List Payment List

Welcome: John A Doe, Org_765

Budget List @
Listed below are the Budgets for organization. A default filter has been applied.
Budgets:7
'Q'lter fudoets s e G a G ‘ ’
. = Budget Date of Last 5
=
E rocurement/Contract Title Agency Fiscal Year Value($) Update Status a  Action
4\ Prov Demo - ACS Residential ¢ 2014 -10,000.00 01/07/2014 fending [T need to... v
Care Approval
© prov Demo - ACS Residential g 2014 30,000.00 12/09/2013 Active
Care 2 View Budget
. . Submit Invoice
© erov Demo - ACS Residential (g 2014 30,000.00 12/09/2013 Active Modify Budget
Care & Request Advance
© %csmm ACS 2014 30,000.00 12/09/2013 Active [T need to... v
© %ﬁw ACS 2014 30,000.00 12/09/2013 Active [ need to... v
© %ﬁmm ACS 2014 30,000.00 01/02/2014 Active [ need to... V]
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Click on the Budget List tab to access the Budget List.

Click on the Filter Budgets button to change which budgets are displayed.

Number of budgets displayed based on applied filters.

Each Procurement/Contract Title is displayed.

Contracting Agency is listed.

Fiscal Year of budget.

Budget Value ($) for the Fiscal Year for each budget.

Date of Last Update of the budget information.

This section displays the Status of the budget. Statuses include Pending
Submission, Pending Approval, Returned for Revisions, Approved, Active, Closed,
Suspended, and Cancelled.

This section displays Actions that can be taken with the budget. Depending on the
status of the budget, these include View Budget, Submit Invoice, Modify Budget,
and Request Advance.
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Status of a Budget

All budgets with a status of Pending Submission, Pending Approval, Returned for Revision,
Approved or Active, are visible on the Budget List. Budgets that are Suspended, Closed or
Cancelled do not appear on the budget list by default, but your organization can access them by
using the Filter Budgets feature in the system.

Note: The terms Contract Budget and Budget are used interchangeably. The following descriptions
define the life cycle of budgets in the system.

Status Type

Contract Budget
Status

Status ‘ Definition

Pe”d'f‘g. A budget can be viewed or submitted.

Submission

Pending Your organization has submitted the Contract Budget and is
Approval waiting for Approval from the Agency.

Returned for

The Agency has returned the Contract Budget to your

Revision organization to revise and resubmit.
Approved The Agency has approved the budget and the contract is
pp pending registration with the NYC Comptroller’s Office.

Active The contract is registered and you can view the budget,
submit an invoice, modify the budget and request an advance.

Cancelled The Agency has cancelled the contract. No action necessary.

Suspended The Agency has suspended the contract. No action
necessary.

Closed The Agency has closed the contract. No action necessary.
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Filter Budgets

Filtering allows you to target your search and quickly modify budgets displayed in the Budget List.

After you click the “Filter Budgets” button, the filter menu displays a number of options for modifying

displayed budgets. By default, all Active Budget Statuses are checked.

To adjust your filtered options, you must uncheck relevant boxes.

HHS Accelerator Information Vault

m o
Organization Document Applications Procurements ~ @
1 At

AA

Welcome: John A Dos, Org_765

Financials

Contract List Budget List Invoice List Payment List

Budget List ®
Listed below are the Budgets for your organization. A default filter has been applied.
Budgets:7
Filter Budgets v uegs
X dget Date of Last
udg ate of La .
Budget Type: ™ A Amendment ™ [M] Modification lue($) Update Status «  Action
[ [+ © Contract [+ @Update pendi
000.00 12/09/2013 ending [T need to... v
Procurement/ Submission
Contract Title: pendin
i 000.00 12/09/2013 9 [Ineedto... v|
Agency: [All NYC Agencies v Submission
Program Name: 000.00 12/09/2013 Active [ need to... V|
CT#:
000.00 12/09/2013 Active [1 need to... v|
Budget Value To:
from(s) : .
000.00 12/09/2013 Active |I need to... V|
Status: ¥ pending Submission [ Active
[l Pending Approval [ closed 000.00 12/09/2013 Active [I need to... v
[ Returned for Revision [] Suspended
WV Approved L1 cancelled 000.00 12/09/2013 Active [I need to... v
Fiscal Year: | v
ate of Last = To: E
Update From:
Set to Default Filters|

Budget Types include Amendment, Modification, Update, and Contract.

Status indicates the current status of the budget. Your organization can select
Closed, Suspended or Cancelled budgets from this section.

Fiscal Year allows your organization to view contracts that fall into a defined date
range.

You may also filter by Agency, CT#, Budget Value ($), and Date of Last Update.
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Submit a Contract Budget

Your organization can create a budget following the steps below.

TextSize: A | A A

Organization Document Applications Procurements Financials \ 7 @ ]
HHS Accelerator Information Vault ﬁ v
I
Welcome: Natasha L Smith, Training Provider 1
Provider Homepage @

24 Documents in your Document Vault 606 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Application Procurements | 2]

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

S

Your organization has 2 approved Service Applications RFPs with proposals determined eligible for award

43 Contracts pending registration

Iw

Modifications and Updates pending submission

50 Active Budgets

N

Modifications and Updates pending approval

43 Budgets pending submission Modifications and Updates returned for revision

2 Budgets pending approval Invoices pending submission

N o ©

2 Budgets returned for revision Invoices pending approval

=]

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Undate your NYC.ID Name or Email.

section will become active once an organization has granted you access to
1 or more documents.

Update your NYC.ID Password.

Update vour NYC.ID Security Questions.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.

Text Size: A | A | A

Organization Document Applications  Procurements Financials 4 7
HHS Accelerator Information Vault ﬁ v
—
Welcome: Natasha L Smith, Training Provider 1
Financials
Contract List Invoice List List d List
Budget List @
Listed below are the Budgets for your organization. A default filter has been applied.
N Budgets:43
Filter Budgets w 123 HNext
. Fiscal Date of Last 5
Procurement/Contract Title  Agency Year Budget Value($) Update Status ~  Action
5877 200 proc eobmiosion [1needto.. |
© 5877 200 Proc ACS 2014 0.00 01/16/2014 Submission I need to... ﬂ
Pending
©) ACS Test Award EPIN # 28  ACS 2014 20,000.00 02/11/2014 M. |Ineedto..  [¥]
Submission
{©) PROV - Finance ACS #3 ACS 2014 300,000.00 02/14/2014 Pending
Submission
{©) PROV - Finance ACS #2 ACS 2014 300,000.00 02/14/2014 pendinug
Submission
. . Pending
© PROV - Finance ACS £14  HRA 2015 300,000.00 02/19/2014 M [Ineedto..  [+]
Submission
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1. Click onthe
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets Pending
Submission.”

3. To start a new budget
select “View
Budget” from the
Action drop down
menu.
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Text Size: A A | A

Organization Document Applications  Procur Fi ial! \ g @
HHS Accelerator Information Vault ﬂ
——
Welcome: Natasha L Smith, Training Provider 1
Contract Budget 4§ Return to Budget List ®
Status: Pending Submissicn
(25 Print Budget
Contract Information
Agency: Administration for Children's Services (ACS) CT#: Not Registered
Procurement/Contract PROV - Finance ACS #3 Contract Start Date: 07/01/2013
Title:
Contract End Date: 06/30/2017
Provider: Training Provider 1

Procurement E-PIN:

Award E-PIN:

Contract Amount:

0681418031

Program Name:

0681418031001

Fiscal Year Budget Information

Start Date End Date

$1,000,000.00

Universal Pre-Kindergarten Services (UPK):
Child Care

YTD Actual Paid Amount

FY Budget YTD I iced

07/01/2013

Comments

Enter any comments:

06/30/2014

$300,000.00 $0.00

View Comments History

Click the 'Save’ button above to save your comments.

$0.00

$300,000.00
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Review the details in the
Contract Information and
Fiscal Year Budget
sections.

4. Next, click on the first
blue header just
below the Fiscal Year
Budget information
grid.
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Each tab on the budget is
accessible and may be
completed at any time. All

Fiscal Yiear Budget Information tabs may not dISp|ay f0r
StartDate  End Date  F¥Usdget  YTO Invokced ! your budget. Agencies
070D [ o e ] BI0000 .00 | R =] 000

choose which tabs are used
for your budget and may
provide instructions on

O T | b o o

Budget Sumimany
Budget information is
Rudgol Semmary = \Yew Srifier Friecdly Vecsen entered in eaCh tab The
Line Ttem Friudget  YTOUmrcicsd | Remsinieg Budget _Summary
+ | Total Gty Funded Budget $0.00 s0.00 s0.00 summarizes the total of all
direct and indirect costs.
Totsl Program Incoeme $0.00 0,00 $0.00 Tabs for all budget sections
{Excluded from City Fusded Budset: Mot Invossed) ..
are visible at the top of the
Total Pragram Budget _ - - - budget summary section.
[City Funded Budget + Program Encoma)
Serdice Site Information ) ‘ .
Bhata rter 51 addemss for wach site whate your rgaistion Broporss 1 dulvar Bervices. em 5. Click “Add Site” and
Sile Mame Address 1 Address 2 City State Y, Code add the Site |0cati0n
Ko s&es have been entered... .
where services are

delivered.

“Personnel

Services” tab.

To view details on how the
budget is broken down,
view each individual tab.

The Service Site Information requested on the bottom of the Budget Summary Tab
is a required field. If there are multiple locations for the contract, enter the address
for the primary location. If services are not geographically based, use the address of
the administrative office.
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FY2014 $200,000.00 w

utilities

Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees

e — Salaried Employees Total
- + Add e

Hourly Employees

+ Hourly Employees Total

Seasonal Employees

+ Seasonal Employees Total

Fringe Benefits

Fringe Total

Operations & Support

Unallocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

Indirect Rate

Professional Services Rent

Program Income

$0.00
$0.00
$0.00 (0.00%)

$0.00

YTD Invoiced

# of FTEs FY Budget Amount Remaining Amount

$0.00 $0.00 $0.00
Page 1 of 0
YTD Invoiced ~n

Hours/Year FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00

Hours/Year FY Budget YTIZ lnvol::ed A t
$0.00/ $0.00 $0.00

FY Budget YTD Invoiced Amount Remaining Amount

$0.00] $0.00] $0.00]

FY2014 $300,000.00 w

Utilities

Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees

— Salaried Employees Total

e @)

L
B Save @ Cancel

Operations & Support

Unallocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

# of FTEs

Indirect Rate

FY Budget

$0.00

Professional Services Rent

Program Income

$0.00

$0.00

$0.00 (0.00%)

$0.00
YTD Invoiced . "
A t
$0.00 $0.00
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The default for the
Personnel Services is $0.00
in all fields.

Total Salary indicates the
total cost of all employees;
Full time employees (FTES)
(35 hours or more per
week), part-time employees
and seasonal employees.

Total Fringe indicates total
cost of fringe associated
with employees. Fringe
benefits must include FICA.
This may also include
unemployment insurance,
worker’'s compensation,
disability, pension, life
insurance and medical
coverage as per your
policies.

7. Click on the “+”
symbol next to the
Salaried Employees
Total row to expand
the grid.

8. Add a new row by
clicking “+Add” in
the footer of the grid

9. Next, click on the
“Salaried
Employees” drop-
down menu.
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Budget Summary Personnel Services Operations & Support

Contracted Services Rate Milestone Unallocated Funds

Personnel Services

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

Salaried Employees # of FTEs

— Salaried Employees Total

Indirect Rate

$300,000.00 w

Utilities Professional Services Rent

Program Income

$0.00
$0.00
$0.00 (0.00%)

$0.00

YTD Invoiced e

Account Manager

Accountant (606)
Accountant/Bookkeeper (703)

Actor

Administrative Assistant (612)
Administrator

After School Program Director

Art Specialist/Arts Partner
Assessment/Intake (SED Only) (251)
Assistant Bookkeeper

Assistant Cook/Meal Preparer
Assistant Coordinator

Assistant Corporation Counsel/Senior Counsel
4 |{Assistant Director

Assistant Executive Director (602)
Assistant Manager

Assistant Mental Hygiene Director (702)
ant Principal (SED Only) (515)
ant Program Director (502)

ant Supervisor

Assistant Vice President

FY Budget o = A t
£0.00 $0.00 $0.00
YTD Invoiced A "
A t
$0.00 $0.00

¥TD Invoiced

TR Remaining Amount

$0.00 $0.00

Remaining Amount

%0.00 $0.00
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10. Select the “Title” that
best corresponds to
the Salaried
Employee that your
organization is adding
to the budget.
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Personnal Services

Budget Summary

Contracted Services Rate Milestone

Personnel Services

Operations & Support

Unallocated Funds In

Total Salary & Fringe:
Total Salary:
Total Fringe:

¥TD Invoiced Amount:

Salaried Employees # of FTEs
~ Salaried Employees Total
Assistant Director : 1.00
B Save @ Cancel Page
Hourly Employees Hours/Year
+ |Hourly Employees Total
Seasonal Employees Hours/Year
+ Seasonal Employees Total
Fringe Benefits FY Budget
Fringe Total 50.00
Tab Comments View Comments History
Comment History:
Type Detail User

Utilities Professional Services Rent
direct Rate Program Income
£0.00
$0,00
£0,00 (0.00%)
£0.00
YTD Invoiced .
FY Budget Amount Remaining Amount
£0.00 $0.00 £0.00
40000.00
YTD Invoiced e
FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
YTD Invoiced .
FY Budget Amount Remaining Amount
£0.00 $0.00 £0.00
YTD Invoiced Amount Remaining Amount
£0.00 $0.00
Date/Time

Ne Records Found...
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11. Enter the number of
full-time employees in
this title (# of FTES).

12. Click “Save.”

Repeat steps to enter
additional Salaried
Employees, Hourly
Employees, and Seasonal
Employees to the yearly
budget.
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$300,000.00 v

Budget Summary Personnel Services

Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unazllocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: £130,000.00
Total Salary: £130,000,00

Salaried Employees

Salaried Employees Total

Case Manager (301)

Assistant Director

+ Add

Hourly Employees

+ |Hourly Employees Total

Seasonal Employees

+ Seasonal Employees Total

Fringe Benefits

Total Fringe:

YTD Invoiced Amount:

# of FTEs

300

1,00

Page 1 of 1

Hours/ Year

Hours/Year

FY Budget

Fringe Total

B Sav= @ Cancel

20000, 00] @

£0.00 (0.00%)

£0.00
YTD Invoiced L
FY Budget Amount Remaining Amount
$130,000.00 $0.00 $130,000.00
$90,000.00 $0.00 $90,000,00
£40,000.00 £0.00 £40,000.00
YTD Invoiced L
FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
YTD Invoiced L
FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
YTD Invoiced Amount Remaining Amount
£0.00 £0.00
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13. Double click and
enter a value in the
“FY Budget” box.

14. Click “Save.”
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FY2014 $200,000.00 w

Budget Summary Personnel Services Operations & Suppart Uilities Professional Services Rent
Rate Milestone Unzllocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: $150,000.00
Total Salary: $130,000.00 The Tota| Frmge
Total Fringe: £20,000.00 {15.28%) percentage calculates
YTD Invoiced Amount: $0.00 automatically.
Salaried Employees # of FTEs FY Budget YT::_:::":H’ Remaining Amount There are two types Of
- Salaried Employees Total $130,000.00 $0.00 $130,000.00 comments your
Case Manager [301) 2.00 £90,000.00 £0.00 £90,000.00 organization can submit
“  Assistant Director 1.00 $40,000.00 $0.00 $40,000.00 with the budget_ Tab Level
+aaa Page I of1 Comment, and General
Overall Comments.
Hourly Employees Hours/Year FY Budget Tr::mﬁi Remaining Amount
+ |Hourly Employees Total $0.00 $0.00 $0.00 EaCh Budget tab haS a Tab
. Level comment field.
Seasonal Employees Hours/Year FY Budget YT:::‘I“::::E{I Remaining Amount
+ |Seasonal Employees Total $0.00 50,00 $0.00 15 TO Ieave a Personnel
Fringe Benefits FY Budget YTD Invoiced Amount Remaining Amount SerVICeS tab Ievel
Fringe Total £20,000.00 £0.00 £20,000.00 comment, click “Tab
Comments.”
Tab Comments View Comments History
Comment History:
Type Detail User Date/Time
No Records Found...
S
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FY2014

Budget Summary Personnel Services Operations & Support Utili

Contracted Services Rate Milestona Unallocated Funds

Indirect Rate

$200,000.00 w

ties Frofessional Services Rent

Program Income

Personnel Services

Total Salary & Fringe:

$150,000.00

Total Salary: £130,000.00
Total Fringe: £20,000.00 (15.38%)
¥TD Invoiced Amount: 40.00
Salaried Employeas # of FTEs FY Budget A u nt Remaining Amount
~ Salaried Employees Total $130,000.00 $ll.0ll| $130,000.00
Case Manager [301) 2.00 £50,000.00 0. u|:|| £50,000.00
*  Assistant Director 1.00 $40,000.00 %0, uu| 540,000.00
+ aad Page 1 of 1
Hourly Employees Hours/Year FY Budget ym I"'"’:"d Remaining Amount
+ |Huurly Employees Total | | $D.l]l)| $ll.0ll| %£0.00
Seasonal Employees Hours/Year FY Budget A d nt Remaining Amount
+ |5easnna| Employees Total | | $D.l]l)| $ll.0ll| $0.00
Fringe Benefits FY Budget YTD Invoiced Amount Remaining Amount
Fringe Total | $20,0u0.uo| su.oo| $20,000.00

Tab Comments View Comments History

Enter any comments:

Click the "Sawe’ button above to save your comments.

[5oe]

Please see the Fringe Justification document for a breakdown of the $20,0000.

Also, the case manager row groups zll levels of case managers on the website.
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16. Complete the “Tab
Comments” box and
click “Save.”
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Budget Summary Personnel Services

Contracted Services Rate Milestone

Personnel Services

Salaried Employees
Salaried Employees Total
Case Manager [301)
Assistant Director

+ Add

Hourly Employees

Hourly Employees Total

Seasonal Employees
Seasonal Employees Total
Fringe Benefits

Fringe Total

Tab Comments

Enter any comments:

\iew Comments History

Operations & Support

Unzllocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

3,00

100

Page 1

Hours/Year

Hours/Year

FY Budget
£20,000.00

Click the 'Save’ button abowe to save your comments.

Indirect Rate

Utilities Professional Services

Program Income

$150,000.00
£130,000.00
£20,000.00 (15.38%)

£0.00

¥TD Invoiced

Eiindock Amount

$130,000.00 $0.00

$90,000.00 £0.00
$40,000.00 £0.00

of 1

YTD Invoiced
Amount

$0.00

¥TD Invoiced
Amount

$0.00

Remaining Amount

$130,000.00
£50,000.00

$40,000.00

Remaining Amount

$0.00

Remaining Amount

$0.00

Remaining Amount

$20,000.00

Please see the Fringe Justification document for a breakdown of the $20,0000.

Also, the case manager row groups all levels of case managers on the website,

e () ]

Document Name Document Type

Attached By

(=] Add Document from Vault || 4 Upload New Document

Attachment
Date

No documents have been uploaded yst...
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17. Next click on the
“Documents”
header to open the
documents widget.

For this example, you will
upload a document. The
Documents feature allows
Providers to attach and
submit supplementary
information with the budget.

18. Click on the “Upload
New Document”
button.
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Upload Document

Upload Document

Step 1: File Selection Step 2: Document Information

* Indicates a Required Fisld

* Document Category: Financizls
* Document Type:  Fringe Bensfits ]usllﬁcal@

* Document Name: ange]ustnﬁmun

* Select the file to upload: V\doitt.nycnet\root\4M1 [Emowse... ]

Select a decument category and document type, then browse your computer for the file to upload.

© ’

Upload Document

Upload Document

Document Category:
Document Type:
Document Name:

File Typa:

Step 1: File Selection Step 2: Document Information

Please enter required Document Information, if applicable, and confirm the existing information. Note: if

Financials

this is replacing an existing document, any sharing privileges will be applied to this dacument,

Fringe Benefits Justification

Fringe Justification

XLSX

‘ % Document added successtully

@

ksl Add Document from Vault | |4 Upload New Deument

Attachment
Document Name Document Type Attached By Actions
Date
Fringe Justification Fringe Benefits Justification  Natasha Smith 08/04/2014  [I need to... =]
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19. Select the
“Document Type.”

20. Click the “Browse”
button and select the
document.

21. Enter the “Document
Name.”

22.Click “Next.”

23. Click “Upload
Document.”

A green message bar will
appear that the document
uploaded successfully.
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Budget Summary Parsonnel Services

Contracted Services Rate Milestone

Personnel Services

Operati Support

Unzllocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

Salaried Employees # of FTEs
~ | Salaried Employees Total
Case Manager [301) 3.00
L Agsistant Director 1.00
+ Aad Page 1
Hourly Employees Hours/ Year
+ Hourly Employees Total
Seasonal Employees Hours/ Year
+ |Seasonal Employees Total
Fringe Benefits FY Budget
Fringe Total $20,000.00

Indiract Rate

FYzo14 @ $200,000.00

Utilitias Professional Services Rent

Program Income

$150,000.00
$130,000.00
$20,000,00 (15.38%)
$0.00
YTD Invoiced .
FY Budget Amount Remaining Amount
$130,000.00 $0.00 $120,000.00
$50,000.00 $0.00 £90,000.00
£40,000.00 £0.00 £40,000.00
of 1
YTD Invoiced .
FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
YTD Invoiced .
FY Budget Amount Remaining Amount
$0.00 $0.00 $0.00
YTD Invoiced Amount Remaining Amount
£0.00 $20,000.00

FY2014 $200,000.00 v

Budget Summary Persannel Services Dperations & Support Utilities Professicnal Sarvices Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Operations and Support
Total Operations, Support and Equipment: £0.00
Total ¥TD Invoiced Amount: £0.00
Operations and Support FY Budget ¥TD Inveoiced Amount Remaining Amount
e + Operations and Support £0.00 £0.00 £0.00
Equipment Units FY Budget ¥TD Invoiced A 13 ining A it
+ Equipment {durable) From Schedule $0.00 $0.00 $0.00
Tab Comments View Comments History
Comment History:
Type Detail User Date/Time
No Records Found...
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24. Next, click on
“Operations &
Support.”

Operations & Support and
Equipment includes
Supplies that are not lasting
or permanent in nature,
such as office, program
and/or maintenance
supplies. The rental, lease,
repair and maintenance of
office/programmatic
equipment utilized in the
program's operation.

25. Click on the “+”
symbol next to the
Operations and
Support Total row to
expand the grid.
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OTPS - Operations and Support
Total Operations, Support and Equipment: $600.00
Total YTD Invoiced Amount: £0.00
Operations and Support FY Budget YTD Invoiced

— | Dperations and Support $600.00 $0.00 $600.00
Office Supplies $400.00 $0.00 £400.00
Facilities Repairs & Maintenance £0.00 $0.00 $0.00
Safety and Health 40.00 50.00 $0.00
Waste & Recycling Removal $100.00 $0.00 $100.00 .
Staff Transportation $0.00 $0.00 $0.00 26. DOUbIe CIICk and
Staff Training £0.00 £0.00 $0.00 snter a Value” In the
Postage $0.00 $0.00 $0.00 aﬁg (;Bhl(;g g‘eEtntbo’)’(
Recruitment and Advertising (Client) £0.00 £0.00 $0.00 er to
Liability, Property, and Other Insurance £0.00 $0.00 $0.00 Save
‘ehicle Insurance £0.00 $0.00 $0.00

. Vehicle Operations and Maintenance |500.Ud @ X| $0.00 $0.00 Repeat Steps to budget for
Real Estate Tax $0.00 $0.00 §0.00 additional Operations and
Bank Charges $0.00 $0.00 $0.00 Support items.
Printing $0.00 $0.00 $0.00
Client Transportation $0.00 $0.00 $0.00
Client Supplies & Activities £0.00 $0.00 $0.00
Client Stipends $100.00 50.00 £100.00
Incentive Payments/Bonus £0.00 $0.00 $0.00
Prepared Meals $0.00 $0.00 $0.00
Raw Food $0.00 $0.00 $0.00
Other 40.00 50.00 $0.00

Edit # Save 2 Cancel

FY2014 e $200,000.00 w

Budget Summary Personnel Services Dperations & Support Utilities Professional Servi Rent
Contracted Se Rate Milestone Unalloc Funds Indirect Rate Program Income
OTPS - Operations and Support
Total Operations, Support and Equipment: £15,000.00 The TOta| Operatlons,
T T (et e $0.00 Support and Equipment will
appear in the top section of
Operations and Support FY Budget ¥TD Invoiced Amount Remaining Amount the tab.
- |Operations and Support $10,000.00 $0.00 $10,000.00
Office Supplies $0.00 £0.00 $0.00 i .
Facilities Repairs & Maintenance $4,000.00 £0.00 54,000.00 27 NeXt! CIICk “Utllltles'”
Safety and Health $2,000.00 £0.00 £2,000.00
Waete & Recycling Remowal £0.00/ £0.00 $0.00
Staff Transportation $1,000.00 £0.00 £1,000.00
Staff Training £0.00 £0.00 £0.00
Postage £500.00 $0.00 £500.00
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OTPS - Utilities
Utilitias: FY Budget
—= |Operations and Support $9,000.00
Telephone - Land lines $1,000.00
Electric $0.00
@ Water/Sewer 2000.00 @
0il - Heating £2,000.00
Gas - Heating £0.00
Security Systems %0.00
Internst Connectivity 0,00
Maobile Phones 0,00
Bundled Communications £4,000.00
B Save @ Cancel

¥TD Invoiced Amount
$0.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

Remaining Amount

$9,000.00
$1,000.00
£0.00
$2,000.00
£2,000.00
£0.00
£0.00
50,00
£0.00
£4,000.00

OTPS - Professional Services

OTPS Professional Services FY Budget
— | Professional Services $3,000.00
Accounting Costs £0.00
Legal Costs £3,000.00
+  Audit Expense £0.00
Other $0.00

YTD Invoiced Amount
£0.00
50.00
50.00
50.00

50.00

Remaining Amount
%3,000.00
50,00
$3,000.00
£0.00

50.00
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Utilities relate to costs such
as electricity, water, gas
and telecommunications.

28.Click on the “+”
symbol next to the
Utilities row to
expand the grid.

29. Double click and (if
applicable) enter a
value in the “Invoice
Amount” box, and
then click “Save.”

For example purposes, the
screens going forward will
have the content filled in. In
the real world, when you
double click, the box will
turn yellow.

30. Next, click the
“Professional
Services” tab.

Professional Services costs
are associated with
independent entities with
professional or technical
skills, such as accounting
or legal services, that
support vendor operations.

31. Next, click “Rent.”
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Prov Demo - ACS Residential Care

Budget Summary Personnel Services

Contracted Services Rate Milestone
OTPS - Rent
Management
Locations Company LIS
Owner
Name
@ + Rent

Documents
Advances

Assignments

Operations & Support Utilities

Unallocated Funds

$30,000.00 w

Professional Services Rent

Indirect Rate Program Income

Public School % Charged to ¥TD Invoiced Remaining
Space Contract SEindaet Amount Amount
50.00 $0.00 50.00

Prov Demo - ACS Residential Care

- Delste  +Add @aua Cancel

$30,000.00 w

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

OTPS - Rent

Management . . A
N Property Public School % Charged to YTD Invoiced Remaining
EITE ST Owner Space Contract LTI Amount Amount
Name
= Rent £0.00 $0.00 $0.00

Pagelzlcfo

Operations & Support Utilities

Budg ary Personnel Services
Contracted Services Rate Milestone Unz
OTPS - Rent
Managemeant
Locations Company Emperby
Owner
Name
= Rent
Brooklyn center | MGH Derrick Dew
B Save @

Professional Services Rent

d Funds Indirect Rate Program Income

Public School = % Charged to YTD Invoiced Remaining

FY Budget

Space Contract Amount Amount
£10,000.00 £0.00 %10,000.00
ez [] 100.00] 10000.00 £0.00 $10,000.00
Page of 1
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Rent and Occupancy
includes all rent paid by a
program for all sites utilized
by that program. It also
includes all related charges
associated with the use of
the site, such as minor
repairs and maintenance
costs.

32.Click on the “+”
symbol next to the
Rent row to expand
the grid.

33. Click “+Add.”

34. Enter Rent
information.

35. Click “Save.”
36. Next, click the

“Contracted
Services” tab.
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OTPS - Contracted Services

OTPS Contracted
Services

~ | Consultants
Dir. Russell

+ Add

OTPS Contracted
Services

+ |Sub-Contractors

OTPS Contracted
Services

— |Vendors
Security Services

+ Add

Total Contracted Services: £4,000.00

¥TD Invoiced Amount: £0.00

Description of Service FY Budget YTD Invoiced A it
$3,000.00 %0.00 $3,000.00
Psychiatrict Services £3,000.00 £0.00 £3,000.00

Page 1 of 1

Description of Service FY Budget YTD Invoiced A it
$0.00 $0.00 $0.00

Description of Service FY Budget YTD Invoiced A it
$1,000.00 %0.00 $1,000.00
Provide security $1,000.00 50,00 $1,000.00

Page 1 of 1

Rate #Units

= Unit Description
@ # of Children Serve

1 + Add

YTD Units “E"';:.‘;'g & FY Budget "[:mi:“
$25,000.00
100 o 100 £25,000.00
Paa= 1 of1

Remaining
Amount

$25,000.00

£25,000.00

Page 28 of 69

Contracted Services costs
are associated with
independent entities with
professional or technical
skills retained to perform
specific tasks or complete
projects related to the
program that cannot be
accomplished by regular
staff. Also, independent
(usually non-profit) entities
retained to perform
program services.

37. Next, click on the
“Rate” tab.

Rate based cost indicate
the unit rate and number of
units of service associated
with the program.

38. Click on the “+”
symbol next to the
Rate row to expand
the grid and enter the
rate information.

39. Next, click on the
“Milestone” tab.
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Budget Summary

Contracted Services Rate Milestone
Milestone

Milestone
= |Milestone

Mzke Housing Placemeant

+ Add

Personnel Services Opera

Utilities

FY Budget
$60,000.00
£60,000.00

Page 1 of 1

Indirect Rate

YTD Invoiced Amount

Professional Services Rent

$0.00

50.00

FY2014 $300,000.00 w
@p ot

Remaining Amount

$60,000.00

£60,000.00

Milestone

Unallocated Funds
Unallocated Funds
= |Unallecated Funds Total

Unallocated Funds
L

mary Personnel Services Operation

s & Support
Unallocated Funds

FY Budget

$0.00
£0.00

Personnel Services Ops

Contracted Services Rate Milestone

Indirect Rate

Total Indirect Costs:

— |Indirect Costs Total

Indirect Costs

arations & Support Utilities

Indirect Rate: 7.14%

FY Budget
$20,000.00

£20,000.00

YTD Invoiced Amount
50.00

50.00

FY2014 $200,000.00

Remaining Amount

$20,000.00

£20,000.00
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Milestone costs are
typically an achievement
set forth in the Request for
Proposals (RFP). When a
milestone is complete, and
an invoice is submitted, the
Agency will make a
payment.

40. Click on the
“Unallocated
Funds” tab.

Unallocated Funds are not
frequently used, and
usually at the request of the
Agency. This tab would be
used to budget funds that
cannot be allocated
elsewhere on the budget.

41. Click on the “Indirect
Rate” tab.

Indirect Rate costs are
related to administrative
overhead incurred by a
provider operating several
programs. Please review
Agency fiscal manuals for
guidance on maximum
allowable indirect rates.

Typically an overhead rate
must be substantiated by

an organization’s Audited
Financial Statement.

42. Next, click on the
“Program Income”
tab.
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m $200,000.00 w

Program Income

$0.00
50.00
s0.00
s0.00
s0.00
s0.00

50.00

Budget Summary Personnel Services Operations & Support Uilities Professional Services
Contracted Services Rate Milestone Unallocated Funds Indirect Rate
Program Income
Program Title FY Budget Income

~ |Program Income $50,000.00

Program Fees/Earned Revenus £0.00

Provider Contribution $0.00

Client Contribution £50,000.00

In-Kind Contribution £0.00

Private Match $0.00

‘Grant Funds $0.00

Other £0.00

50.00

Rent

Remaining Amount

$50,000.00
50.00

50.00
$50,000.00
£0.00

£0.00

£0.00

£0.00

FY2014 $200,000.00 w

Budget Summary Personnel Services Operations & Support Professional Services Rent
Contracted Services Rate Milestone Unzllozated Funds Indirect Rate Program Income
Budget Y (=) View Printer Friendly Version
- YTD Invoiced
| Line Item FY Budget Amount
@ + | Total City Funded Budget £200,000.00 £0.00
Total Program Income
£50.000.00 50.00
{Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
%350,000.00 $0.00
(City Funded Budget + Program Income)

Remaining
Amount

£300,000.00

£50,000.00

£330,000.00

Comments View Comments History

Enter any comments:
Click the "Sawe’ button zbove to save your comments.,

Leave general commaents about the budget here
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Program Income is used to
list income the program
receives. This could be
client fees or contributions,
earned revenue, In-Kind
contributions, private
match, or grant funds to
support the program.

In the budget, your
organization anticipated
what the Program Income
would be. For each invoice
that your organization
submits, input the actual
amount of funds raised.

43. Next, click on the
“Budget Summary”
tab.

From the Budget Summary
tab, the overall budget is
displayed.

A budget cannot be
submitted until it adds up to
the total budget amount.

44.To review additional
details about the
budget breakdown,
click on the “+”
symbol next to the
Total City Funded
Budget row to expand
the grid.

If you want to write a
General comment to the
Agency, you can complete
the comment box below
and click Save.
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Fiscal Year Budget Information

Start Date End Date FY Budget

YTD Actual Paid Amouzg

07/01/2013 06/30/2014 £300,000.00 $300,000.00

FY2014

Budget Summary Personnel Services Operations & Support Urilities Profecssional Services Rent

Contracted Services Rate Milestone Unzllocated Funds Indirect Rate Program Income

Budget Summary (=) View Printer Friendly Version

P FY Budget HEIE

| - |Tota| City Funded Budget 5300,0D0.00| $30EI.IZID0.0EI|

Total Direct Costs $zao,oou.uo| $2sn.noo.ou|

Total Salary and Fringe $150,000.00 £150,000.00

Total Salary £130,000.00 £130,000.00

Total Fringe $20,000.00 £20,000.00

45, After reviewing the

Total OTPS £45,000.00 £45,000.00 budget, click
Operations, Support and Equi $19,000.00 $19,000.00 “Submit_”

Utilitizs £9,000.00 £9,000.00

Professional Services £3,000.00 £3,000.00

Rent & Occupancy $10,000.00 $10,000.00

Contracted Services 54,000.00 $4,000.00

|To|z| Rate Based £25, I]U0.0I]| $25.I]00.0EI|

|To|3| Milestone Based %60, I]U0.0IZI| $6|:|.I]00.00|

| Unallocated Funds £0.00 | so.oul

Total Indirect Costs

Indirect Rate 7.14 %

|To|:|| Indirect Costs £20, I]UEII.OI]|

$2EI.IZID0.0D|

Total Program Income

£50,000.00 £50,000.00
(Excluded from City Funded Budget; Not Invoiced)

Total Program Budget

$350,000.00 £350,000.00
(City Funded Budget + Program Income)
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46. Select the box to
indicate that you
agree to submit the

Confirm Submission ® BUdget to the Agency
Submit Contract Budget for review.
Are you sure you want to submit this Contract Budget?
@ *Indicates a required field q 47- Enter yOUf “User
1 agree to submit this Budget to the Agency for review. Name” and

@ “user vame: | | @ ' “Password” as your
* Passuord: | | ‘ signature.
No, do NOT submit this Budget.

48. Click “Yes, submit
this Budget” at the
bottom of the screen.

Teot Sive: & g A

M (fpanazation Dhaciimest Applicatioine  Procuseiveits  Financalt = @
HHE Accelerator Emfarmation Wault

Walcamest Rataihal Srth, Trasmng Prowdes |

Contract Budget oy Bt 1 Dot List D

W Cortract Bodget has Been successlilly submitted kel will be rivigwed By the Agancy.

A green message bar will

Sunuti Pesdng dopreval

Contract Infonmation = & Confirm that your budget
Agesy;  Adminstraton for Children's Services (AD5) CT#; Hot Regfered was SUCCESSfU"y Submitted
P L& PRI - Fi & ACS 83 Coatract Start Date: 070172013 1 1
S ! — i and will be reviewed by the
Provider; Trainksg Provider | CONTRCE M Doaet| WXy Agency.

Costract Ampuni: $3 000, 00000
Procurement E-FIN: 0531418031

Program Mame: Unhoerial Bre- Kndengarten Sanaced (UPK]
Award [-FIN: 0581418031001 Chidd Caey

Flscal Yesr Budge: Informeation
Skart Date Emd Dt FT Budget IO Dvwodced Aot Renalnisg Amound FTD Actual Pabd Ascunt
LR D ] [l B T TN TR e 0,050 300 Qi TH) SL.00

Once your budget has been submitted, the Budget Status will change to Pending Approval.

The issuing Agency will approve the budget or return it for revision. You will receive notifications
and alerts, in the system and in your email inbox, if actions are required by your organization.

When a budget is in Pending Approval status, you will not be able to make changes to the budget. If

an agency needs you to modify the budget they will return the invoice for revisions. See page 35 for
details.
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Print a Budget

You have the ability to print a budget in any status. To print a budget, navigate to the budget you

would like to print and follow the steps below.

Text Size: A A |A

l l I = Organization Document Applications  Procurements Financials q 4
HHS Accelerator Information Vault ﬁ )
—

Welcome: Participant Fiftzen, Training Provider 1

Contract Budget ﬁ Return to Budget List ®

StatugzPending Submission

(&) Print Budget
Contract Information

Agency: Department of Homeless Services (DHS) CT#: Not Registered
Procurement/Contract PROV - Finance DHS CT1 Contract Start Date: 07/01/2014
Title:

Contract End Date: 06/30/2017
Provider: Training Provider 1
Contract Amount: $2,500,000.00
Procurement E-PIN: 8061419164
Program Name: Single Room Occupancy (SRO)
Award E-PIN: TRNR300000004

Fiscal Year Budget Information

Start Date End Date FY Budget YTD i A it ini YTD Actual Paid Amount

07/01/2014 06/30/2015 $1,000,000.00 $0.00 $1,000,000.00 $0.00

E W

=
2 renmnsrumen s Y] » =

() WebEx Enterprise Site

@ nitp/msiva-hhs-accl.cscycnet /portal/ al, L Q- ex

layors Office Health and ... @) Oracle BlInteractive Dash... [@ Accelerator [J Checkbook NYC2 [EJ Google #ffe Oracle BlInteractive Dash... W@ HHS Accelerator Training ...

Contract Budget

Status: Pending Submission

Contract Information

Agency: Department of Homeless Services (DHS) CT#: Not Registered
Procurement/Contract PROV - Finance DHS CT1 Contract Start Date: 07/01/2014
Title:

Contract End Date: 06/30/2017
Provider: Training Provider 1
Contract Amount: $2,500,000.00
Procurement E-PIN: 8061419164
Program Name: Single Room Occupancy (SRO)
Award E-PIN: TRNR300000004

Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced Amount Remaining Amount YTD Actual Paid Amount

07/01/2014 06/30/2015 $1,000,000.00 $0.00 $1,000,000.00 $0.00

FY2015 a $1,000,000.00 4
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Click the “Print
Budget” icon on the
top right of the
screen.

A new tab will open in
your browser. Next,
click on the first blue
header just below the
Fiscal Year Budget
information grid to
expand the display.

What is displayed on the
screen is what will print.
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FY2015 %$1,000,000.00 w

Budget Summary

Remaining
Amount
| - |Total City Funded Budget $1,000,000.00] $1,000,000.00|

Line Item FY Budget

Total Direct Costs $895,400.00 | $899,400.00

- | Total Salary and Fringe £448,000.00 $448,000.00
Total Salary £378,000.00 £378,000.00
Totzl Frings $70,000,00 $70,000.00

- | Total OTPS $351,400.00 £351,400.00
Operations, Support and Equipment $68,800.00 £68,800.00
Utilities £13,500.00 £132,900.00
Professionzl Services £1,700.00 %1,700.00
Rent & Occupancy £180,000.00 £180,000.00
Contracted Services £87,000.00 £87.000.00

| Total Rate Based £0.00] 0,00/

The entire budget will

|Total Milestone Based £100,000.00 $100,000.00| appear on the page. Select
|Unalocabed Funds $I:I.I:I0| $EI.EID| the keyboard .Command
“Ctrl+P” to print the budget.

Total Indirect Costs
Indirect Rate 11.1% %

[Total Indirect Costs $100,600.00 $100,600.00] You haye the qpthn of
collapsing sections of the
‘ e o Budaet ot Invoiced) $75.000.00 $75,000.00 budget that you don’t want
Total Program Hudget to print. Click the (-) next to
(City Funded Budget + Program Income] 51.,0?5.000.00‘ $1.D?5,00I].I]0‘ the Bolded Text

Personnel Services
Total Salary & Fringe: $448,000.00
Total Salary: £378,000.00
Total Fringe: £70,000.00 (18.52%)

¥TD Invoiced Amount: 30,00

YTD Invoiced

Salaried Employees FY Budget s Remaining Amount

_ | Salaried Employees Total $378,000.00 $0.00 $378,000.00

Supervisor £40,000.00 £0.00 $40,000.00

Therapy Assistant/Activity Assistant (337) £38,000.00 £0.00 £38,000.00

Nurse/Registered Nurse (317) £40,000.00 £0.00 £40,000.00
Case Manager (301) $260,000.00 $0.00 $260,000.00
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Revise a Budget

If your budget is returned for revisions, your organization must make the appropriate revisions and

resubmit the budget.

Text Size: A | A |A

30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Application Procurements ’,‘.

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

43 Contracts pending registration

n
2

()

Modifications and Updates pending submission

50 Active Budgets

N

Modifications and Updates pending approval
43 Budgets pending submission Modifications and Updates returned for revision

{ 2 Budgets pending approval Invoices pending submission

N © o

2 Budgets returned for revision Invoices pending approval

=]

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Update vour NYC.ID Name or Email.

No organizations have shared documents with you at this time. This
section will become active once an organization has granted you access to Update vour NYC.ID Password.
1 or more documents.

1 - . . Update your NYC.ID Security Questions.
If you'd like to grant Providers or NYC Agencies view-only access to your

documents, you can do so from your Document Vault.

Organization Document Applications Procurements Financials @
HHS Accelerator Information Vault
Welcome: Natasha A Smith, Training Provider 1
Provider Homepage ®

TextSize: A A A

Organization Document Applications  Procurements @ i
HHS Accelerator Information Vault
Welcome: Natasha A Smith, Training Provider 1
Financials
Contract List Budget List Invoice List List d List
Budget List @

Listed below are the Budgets for your organization. A default filter has been applied.

Budgets:2
Filter Budgets » Haas

= Fiscal Date of Last =
P t/Contract Titl Budget Val: Stat Acti
rocurement/ Con le Agency Year udg alue($) Update us & ion
Returned
© PROV - Finance ACS 24 ACS 2015 300,000.00 02/20/2014  for [[needto...  [7]
Revision
Returned
"&\‘7'}““.' S ACS 2014 25,000.00 06/11/2014 for I need to...
Residential Care 4 aa
Revision Ineed [iThn
Budgets: 2 View Budget y
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1.

3.

Please note that each
time you sign in, click
on the “Refresh”
icon in the Financials
section of the
homepage.

Click on the number
hyperlink for
“Budgets Returned
for Revision.”

Select “View
Budget” from the
Action drop down
menu for the budget
you would like to
view.
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Tast Sare: & a4 A

Oeganzation DHCu it Applicatihons  Procsrements Finandcials ] ¥
HHE A A i Wault fi L") a

Whalimivani Johs & Do, Sy TEI

Contract Budget #y Estum to Budget st ()
Status: Returmed for Ravisson
Contract Infarmation = Ponk Budget
Agency;  Administraten for Chidren's Services (ACS) CT#; Not Registered
Procuremant / Contract  Prov Dems - 505 Resdanbal Cane Contrad Stert Dabe:  13/08/20103
Tithe:
Contract End Dates  04/30/7018
Provider: Traaning Frovidir |
Contrect Amount: 5 100, 000.00
Procurement E-FIN: 0521412222
Program Mases:  adsfental Cane (RC)
Award £-PEN: 0281412222001
Flacal Yoar Budget Information
Start ke End Dade FY Budget TTO Involoed Amount Resnglning Amouni TTO Actwal Pald Amount
12082013 DAL B0, GO O H. 04 B R0, D4 0.0

Prov Dema - ACS Reddential Care

AsAEgnaEEnTS

Enber any oomments:
Clck thee ‘Save’ bukbon above to Sawe Yo Commaents.

Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced A it ining A it YTD Actual Paid Amount

12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 $0.00

Prov Demo - ACS Residential Care $30,000.00 4
Documents

Advances

Assignments

Comments View Comments History

Comment History:

Type Detail User Date/Time
Status . e . ACS 12/30/2013
Status Ch d fi Pend A I' to ‘Ret d for Re
“hange atus Changed from "Pending Approval' to ‘Returned for Revision e SROGRAMMANAGER 13:22 EST
Agency Personnel Expenses should be for at least 5 part time employees. These shoula™w= entered in the ACS 12/30/2013
Comments Hourly and Seasonal Employees field, as opposed to 1 salaried employee. PROGRAMMANAGER 13:22 EST
Status . [ - . 12/23/2013
Change Status Changed from 'Pending Submission’ To 'Pending Approval John A Doe 1531 EST
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4. Click “View
Comments History”
to see why the
Agency returned the
budget for revisions.

5. Review the Agency
comments on the
budget.

In this example, Agency
comments request
revisions for “Personnel
Services” and part-time
employees. Review
comments thoroughly and
then proceed to edit budget
details in the appropriate
tab(s).

6. Click on the first blue
bar to expand the
“Budget Summary”
section.
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Fiscal Year Budget Information

Start Date End Date FY Budget

12/08/2013 06/30/2014

YTD cod A t o

t

YTD Actual Paid Amount

Budget Summary Personnel Services

$30,000.00

$30,000.00 30.00

Prov Demeo - ACS Residen v

Operations & Support Utilities Professional Services

Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income 7 Then, C“Ck On the
1]
_ _ Personnel
Budget Summary (&) View Printer Friendly Version . ’
— Services” tab.
Line Item FY Budget IDIITESE Remaining Amount
Amount
+ |Total City Funded Budget $30,000.00 $0.00 $30,000.00
Total Program Income
30.00 30.00 $0.00
(Excluded from City Funded Budget; Mot Invoiced)
Total Program Budget
$30,000.00 50.00 $30,000.00
{City Funded Budget + Program Income)
v Demo - ACS Residen Care $30,000.00 w
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: $12,000.00
Total Salary: $12,000.00
Total Fringe: $0.00 (0.00%)
YTD Invoiced Amount: $0.00 8. Click on the “+”
symbol next to
= YTD Invoiced - H
Salaried Employees # of FTEs FY Budget Amount Remaining Amount Salarled Em ployees
+ Salaried Employees Total %$12,000.00 $0.00 %$12,000.00 Total_
Hourly Employees Hours/Year FY Budget YTD Invoiced Remaining Amount
Amount
+ Hourly Employees Total %0.00 $0.00 $0.00
Seasonal Employees Hours/Year FY Budget BT olced Remaining Amount
Amount
+ Seasonal Employees Total $0.00 $0.00 $0.00
Fringe Benefits FY Budget ¥YTD Invoiced Amount Remaining Amount
Fringe Total %0.00 $0.00 $0.00
Edit Save Cancel
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Fiscal Year Budget Information

Start Date End Date

Contracted Services Rate

Personnel Services

Milestone

Operations & Support

Unallocated Funds

Total Salary & Fringe:
Total Salary:
Total Fringe:

YTD Invoiced Amount:

Utilities

Indirect Rate

Professional Services

FY Budget YTD iced A t A t YTD Actual Paid Amount
12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 $0.00
Prov Demo - ACS Residential Care $30,000.00

Budget Summary Personnel Services

Rent

Program Income

$12,000.00

$12,000.00

$0.00 (0.00%)

$0.00
Salaried Employees # of FTEs FY Budget EDjnoiced Remaining Amount
Amount
— | Salaried Employees Total $12,000.00 $0.00 $12,000.00
Associate Director 1.00 $12,000.00 $0.00 $12,000.00
eﬁ Delete  + Add # Edit © Save @ Cancel Page[1  |of1
YTD Invoiced -
Hourly Employees Hours/Year FY Budget Amount Remaining Amount
+ Hourly Employees Total $0.00 $0.00 $0.00

Delete

Are yvou sure yvou want to delete

this row 7

@J{ Yes

& No

Page 38 of 69

9. Click on the existing
row of the Salaried
Employee to activate
it and click “Delete.”

10. Click “Yes” to the

pop-up asking “Are
you sure you want
to delete this row?”
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Prov Demo - ACS Residential Care $30,000.00 v

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Total Salary & Fringe: $0.00
Total Salary: %$0.00
Total Fringe: $0.00 (0.00%) 11. Click on the “+”
YTD Invoiced Amount: $0.00 Sym b0| neXt tO the
Hourly Employees
Salaried Employees # of FTEs FY Budget YTDn Invoi::ed A t TOtal I'OW.
— Salaried Employees Total $0.00 $0.00 $0.00
- Delete +Add # Edit B Save @ Cancel Page of 0
Hourly Employees Hours/Year FY Budget YTD,. Invoi::ed A t
e + Hourly Employees Total $0.00 $0.00 $0.00
Seasonal Employees Hours/Year FY Budget YT[: Invoi::ed A t
+ Seasonal Employees Total $0.00 $0.00 $0.00
1 13 i H
YTD Invoiced - 12 ClICk the +Add Ilnk
Hourly Employees Hours/Year FY Budget Amount Remaining Amount . th f t f th
In the tooter or tne
— Hourly Employees Total $0.00 $0.00 $0.00 Hourl Em IO ee
= Dgletc  +Add - Edit B Save @ Cancel Page of 0 y ploy
@ Total.
13. Select the
[13 H ”
Employee Title,
enter the
13 L]
YTD Invoiced Hours/Year” and
Hourly Employees Hours/Year FY Budget n " A it « ’
the “FY Budget $.
— |Hourly Employees Total $0.00 $0.00 $0.00
Attendance Specy - |200.00 ||2400.00 ] .
, @ L 14.Click “Save.”
Delete Ado 8 Save @ Cancel Page f
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Repeat steps to add the
other 4 hourly employees to
the budget.
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Fiscal Year Budget Information

Start Date End Date FY Budget

YTD Invoiced Amount

Remaining Amount

12/08/2013 08/30/2014 $30,000.00

Budget Summary Personnel Services Operations & Support

Contracted Services Rate Milestone Unallocated Funds

Personnel Services

Prov Demo - ACS Residential Care $30,000.00 w

$0.00 $30,000.00

YTD Actual Paid Amme

Utilities Professional Services Rent

Indirect Rate Program Income

Submit Contract Budget

Are you sure you want to submit this Contract Budget?
* Indicates a required field
1 agree to submit this Budget to the Agency for review.

Total Salary & Fringe: $12,000.00
Total Salary: $12,000.00
Total Fringe: $0.00 (0.00%)
¥YTD Invoiced Amount: 30.00
Salaried Employees # of FTEs FY Budget fitoiced Remaining Amount
Amount
— | Salaried Employees Total $0.00 $0.00 $0.00
- +Add # Edit B Save @ Cancel Pagenfﬂ
YTD Invoiced -
Hourly Employees Hours/Year FY Budget Remaining Amount
Amount
- |Hourly Employees Total $12,000.00 $0.00 $12,000.00
Mentaor 200.00 $2,400.00 $0.00 $2,400.00
Community Nurse 200.00 $2,400.00 $0.00 $2,400.00
Counseling Specialist 200.00 $2,400.00 $0.00 $2,400.00
L
Counseling Specialist 200.00 $2,400.00 $0.00 $2,400.00
Attendance Specialist 200.00 $2,400.00 $0.00 $2,400.00
Delete  +Add ~ Edit @ Save @ Cancel Page of 1
Confirm Submission b4

*User Name: ‘

= Password: ‘

| d
: H

i PApTS——— I

Hourly Employees | Hours/Year |

FY Budget

__Remaining Amounj
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15. Once all of the
revisions have been
completed, click
“Submit.”

16. Select the box to
indicate that you
agree to submit the
Budget to the Agency
for review.

17. Enter your “User

Name” and

“Password” as your

signature.

18. Click “Yes, submit
this Budget” at the

bottom of the screen.



HHS Accelerator

arganization

HHE Accelerabor Infarmalian

Wault

Dhaoument

Application:  Procunements

Test Sie: & g A

v @

Financials

Cantract Budget

g Cortract Busdget hud Been duccrialilly subrmitted aed will be eirdewed By the Agency.

Welcomwes! hatsinal Stk Treeeg FProwde |

iy Bturn o ludast List :\i‘-'

Sttt Pasading dpprecl
==

Contract Imfonmation =
Aguacy; Adminibraton for Children's Services (ACS) CT#;  Hot Regitered
Pescurensent fConfract  #ROY - Finasos 05 03 Comiract Stert Dake: O7/01/2300%
Tithe:
. Centract Ene Dabe; 0530030 7
Provider; Tralnkg Provider |
Comtract Amsunt:  §1,000,000000
Proourement E-FIN: O:a14]803!
Program Mamae:  Undeee sl Sre-Kindergarten Sereced (09K
Awiard [-FIN; 581418001001 Child Cars
Fiscal Year Budge: Informeation
SEart Date Erd Dt FT Budget YT Inwolond Amoast Renalnimg Amount ¥FTD Actial Pakd Amounk
LEA et ] DRI F 00, D00 2 009 B0 0 00
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A green message bar will
confirm that your budget
was successfully submitted
and will be reviewed by the
Agency.

Once the budget is
approved by the Agency,
and the contract has
started, your organization
can start submitting
invoices.
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Request an Advance

If the funding Agency allows for advances in its policy, your organization can make the request from
the Budget List. An advance comes to your organization as a lump sum. The advance does not
come from a specific line item of a budget.

When the advance is approved, the Agency will establish the process for recouping funds. Your
organization will submit invoices normally and a portion of the advance will be taken when each
subsequent invoice payment is made in accordance with the Agency’s policy.

Your organization can request an advance by following these steps:

Text Size: A | A | A

Organization Document Applications Procurements Financials \ i @
HHS Accelerator Information Vault ‘i:l v
Welcome: Natasha A Smith, Training Provider 1
Provider Homepage @

30 Documents in your Decument Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved RFPs you're eligible for will be released within 30 days

1. Click on the
“Refresh” icon in the
Financials section of
the homepage.

Your Business Application Status: Approved RFPs you're eligible for have due dates within 20 days

Your organization has 0 pending Service Applications RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications RFPs with proposals determined eligible for award

3 Contracts pending registration

0 Active Budgets

BB

G
A

3 Budgets pending submission

Budgets pending approval

[SIS)

Budgets returned for revision

No organizations have shared documents with you at this time. This
section will become active once an organization has granted you access to
1 or more documents.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.

3 Modifications and Updates pending submission
2 Modifications and Updates pending approval

0 Modifications and Updates returned for revision
0 Invoices pending submission

2 Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Update your NYC.ID Name or Email.

Update vour NYC.ID Password.
Update vour NYC.ID Security Questions.

Page 42 of 69

2. Click on the number

hyperlink for “Active
Budgets.”
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Text Size: A | A | A

m Organization Document Applications  Procurements 4 =
HHS Accelerator Information Vault ﬁ v

Welcome: Natasha A Smith, Training Provider 1

Financials
Contract List Budget List Invoice List y List A di List
Budget List ®
Listed below are the Budgets for your organization. A default filter has been applied.
) Budgets:50
Filter Budgets w Previous 1 2 3 Next
A Fiscal Date of Last -
Procurement/Contract Title  Agency E— Budget Value($) Update Status a Action
© PROV- Finance ACS CT52  ACS 2015 300,000.00 03/18/2014  Active  |Ineedto..  [¥]
I need to...
©) PROV- Finance ACS CT53  ACS 2015 300,000.00 03/18/2014 Active i
X ) Submit Invoice
@©) PROV- Finance ACS CTS5  ACS 2015 300,000.00 03/18/2014 Active Modify Budget
. . Request Advance
@©) PROV- Finance ACS CT54  ACS 2015 300,000.00 03/18/2014 Active eETo... -
(© PROV- Finance ACS CT56 ACS 2015 300,000.00 03/18/2014  Active  |Ineedto..  [=]
©) PROV- Finance ACS CT57  ACS 2015 300,000.00 03/18/2014 Active Ineedto..  [7]
@©) PROV- Finance ACS CT58  ACS 2015 300,000.00 03/18/2014 Active Ineedto...  [r]

Request Advance b4

Request Advance

To request an advance please enter the advance amount and description and click
the 'Request Advance’ button to send the request.

* Indicates a required field

CT#:
Provider: Training Provider 1
FiscalYear: FY15

Advance Request Date: 08/04/2014 °

* Advance Amount Requested($): 30,000.00

= Advance Description: Start Up Funds| e

Request Advance
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3. Select “Request
Advance” from the
Action drop down
menu for the
procurement you
would like an
advance.

4. Enter the “Advance
Amount Requested

($).”

5. Enter “Advance
Description.”

The advance request
description can be up to 50
characters.
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Request Advance

the 'Request Advance’ button to send the request.

* Indicates a required field

= Advance Description:

To request an advance please enter the advance amount and description and click

CT#:
Provider: Training Provider 1
FiscalYear: FY15
Advance Request Date: 08/04/2014
* Advance Amount Requested($): 30,000.00

Start Up Funds|

Request Advance

Request Advance b4

Organization
Information

Document
Vault

Applicati
HHS Accelerator pplications

Text Size: A | A | A

Procurements IW' _")‘ @ i
1L Ao

Welcome: Nstasha A Smith, Training Provider 1

Financials

Contract List Budget List Invoice List y List

Budget List

<)

" | Advance request submitted.

Listed below are the Budgets for your organization. A default filter has been applied.

Budgets: 50
Filter Budgets w <

Previous 1 2 3 Ne

-4

Procurement/Contract Title  Agency :Ls:ral Budget Value($) 32:':: . Status & Action
@© PROV- Finance ACS CT52 ACS 2015 300,000.00 03/18/2014 Active Tneedto...  [7]
©) PROV- Finance ACS CT53  ACS 2015 300,000.00 03/18/2014 Active
) PROV- Finance ACS CTS5 ~ ACS 2015 300,000.00 03/18/2014 Active
©) PROV- Finance ACS CT54  ACS 2015 300,000.00 03/18/2014 Active [Ineedto...  [+]
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6. Click “Request
Advance.”

A green message bar will
confirm that the Advance
Request was submitted.

The Agency will review the
request. Your organization
will receive a notification

with the Agency’s decision.

If the Advance is approved,
it will appear on the budget.
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Once an advance is approved it will appear on your budget. In the example below, if you click on
the blue bar labeled advances, you will be able to view the advance.

Organization Document
HHS Accelerator  Trformation vault

TextSize: A | a | A

Applications Procurements m ,'j} U @ ’

Welcome: John A Doe, Org_7E5

Contract Budget -

Contract Information

Agency: Administration for Children's Services (ACS) CT#:

Procurement/Contract Prov Demo - ACS Residential Care
Title:

Provider: Training Provider 1
Procurement E-PIN: 0681412222

Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced Amount Remaining A

Contract Start Date:
Contract End Date:
Contract Amount:

Program Name:

'ﬁ Return to Budget List ®

Status: Approved
(&) Print Budget

CT10680001
12/08/2013
06/30/2016
$90,000.00

Residential Care (RC)

nt A d t A t Proposed Budget

12/08/2013 06/30/2014 520,000.00

Prov Demo - ACS Residential Care
Documents

Advances

Advance Request

Advances Date

+ Overall

$0.00 $20,000.00 ($10,000.00) £10,000.00

Amount

$5,000.00
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($10,000.00) 4

YTD Recoupment

Amount YTD Recoupment %

$0.00 0.00%
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Budget Modification

During the course of the contract year, a budget may need to be adjusted. This is done either by a
budget modification or a budget amendment.

Budget Change

Description

Budget Modification

A budget maodification does not change the value of the contract. If your
organization increases the budget in one area, a proportional decrease
would need to occur on another line item in the budget.

Budget Amendment

A contract value can increase or decrease at the discretion of the
awarding Agency. The Agency initiates the contract value change in the
system. The Agency would make an Amendment to a contract, and your
organization would then need to adjust the budget accordingly to match
the new contract value.

Making a Budget Modification

A budget madification is initiated by the Provider. Budget modifications are submitted to the Agency
when your organization wants to adjust the allocation of expenses on the budget without changing
the overall budget value. Once a budget madification is submitted, the funding Agency will receive
an alert that a modification has been requested. The Agency will review the budget modification and

make a decision.

A budget madification cannot be initiated if there are outstanding invoices, outstanding payments,
or negative amendments currently in progress on the contract.
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Text Size: A | A | A

Organization Document Applications Procurements Financials
HHS Accelerator Information Vault
Welcome: Natasha A Smith, Training Provider 1
Provider Homepage ®

30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days

Your Business Application Status: Approved 0 RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 1 RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award

43 Contracts pending registration 3 Modifications and Updates pending submission

530 Active Budgets 2 Modifications and Updates pending approval

43 Budgets pending submission
2 Budgets pending approval

2 Budgets returned for revision

Modifications and Updates returned for revision
Invoices pending submission

Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Update your NYC.ID Name or Email.
section will become active once an organization has granted you access to

1 or more documents.

Update vour NYC.ID Password.

- N . Update vour NYC.ID Security Questions.
If you'd like to grant Providers or NYC Agencies view-only access to your

documents, you can do so from your Document Vault.

Text Size: A | A A

Organization Document Applications Procurements Financials 4 7 @
HHS Accelerator Information Vault ﬂ v/
Waelcome: Natasha A Smith, Training Provider 1
Financials
‘ontract List Budget List Invoice List List A d List
Contract List @
Listed below are the contracts for your organization. A default filter has been applied.
Filter Contracts y COneracts: S5 )
Total Value of Active Contracts: $100185000 Previous 12345
Pi t/Contract
e en /Con Agency cT# Contract Value($) Date of Last Update Status «
! Prov - Finance ACS #9 ACS CT10220201405 1,000,000.00 02/20/2014 Registered
| PROV - Finance ACS 210 ACS CT10220201406 995,000.00 02/20/2014 Registered
AGN - Finance ACS #16 ACS CT10220201447 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS #17 ACS CT10220201448 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS £18 ACS CT10220201449 1,000,000.00 02/20/2014 Registered
AGN - Finance ACS #31 ACS CT10220201430 1,000,000.00 02/20/2014 Registered
PROV-Finance ACS #5 ACS CT10220201401 1,000,000.00 02/20/2014 Registered
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1. Click on the
“Financials” tab.

2. Click the “Budget
List” tab.
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Text Size: A | A | A

Organization Document Applications  Procurements
HHS Accelerator Information Vault
Welcome: Natasha A Smith, Training Provider 1
Financials

Contract List Budget List Invoice List y List A di List
Budget List @
Listed below are the Budgets for your organization. A default filter has been applied.

N Budgets:50
Filter Budgets w Previous 1 2 3 MNext

= Fiscal Date of Last -

Procurement/Contract Title  Agency Fm— Budget Value($) Update Status & Action

© PROV- Finance ACS CT52 ACS 2015 300,000.00 03/18/2014 Active

© PROV- Finance ACS CT53 ACS 2015 300,000.00 03/18/2014 Active

© PROV- Finance ACS CT55 ACS 2015 300,000.00 03/18/2014 Active

© PROV- Finance ACS CT54 ACS 2015 300,000.00 03/18/2014 Active

© PROV- Finance ACS CTS56 ACS 2015 300,000.00 03/18/2014 Active

© PROV- Finance ACS CT57 ACS 2015 300,000.00 03/18/2014 Active

@© PROV- Finance ACS CTS8  ACS 2015 300,000.00 03/18/2014 Active Ineedto..  [+]

Confirm Budget Modification

Proceeding will begin the process of modifying the Budget. Click on the Create

Budget Modification button to continue.
Create Budget Modification
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3. Select “Modify
Budget” from the
Action drop-down list.

4. Click “Create
Budget
Modification.”
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Text Size: A | A A

Organization it Applications Procur ! — @
HHS Accelerator Information Vault U
—
Welcome: John A Doe. Org_765
Contract Budget - Modification 4y Return to Budaet List ®
Status: Pending Submission
Contract Information (=) Print Budget
Agency: Administration for Children's Services (ACS) CT#: (CT10680001
Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013
Title:

Contract End Date: 06/20/2016
Provider: Training Provider 1
Contract Amount: $90,000.00
Procurement E-PIN: 0681412222
Program Name: Residential Care (RC)
Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date FY Budget YTD Invoiced A t YTD Actual Paid Amount

12/08/2013 065/30/2014 $20,000.00 $0.00 $20,000.00 $0.00

Prov Demo - ACS Residential Care $20,000.00 4

Comments View Comments History

Prov Demo - ACS Residential Care $20,000.00 w
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income

Budget Summary

Line Ttem Approved FY Remaining Modification Proposed
Budget Amount Amount Budget
+ |Total City Funded Budget $20,000.00 $20,000.00 £0.00 $20,000.00
Total Program Income

) . $0.00 £0.00 £0.00 £0.00

(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
$20,000.00 $20,000.00 $0.00 $20,000.00

{City Funded Budget + Program Income)
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5. Click on the first blue
bar to expand the
“Budget Summary”
section.

6. Click on the “+”
Symbol next to the
Total City Funded
Budget row.
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Budget Summary Persory Srvices Operations & Support Utilities
Contracted Services Ratel :stone Unallocated Funds Indirect Rate

Budget Summary

Professional Services

Program Income

- A d FY
EuE Budget Amount
- | Total City Funded Budget $20,000.00 $20,000.00
Total Direct Costs $20,000.00 $20,000.00
+ Total Salary and Fringe $12,000.00 $12,000.00
+ Total OTPS $6,100.00 $6,100.00
Total Rate Based $1,900.00 $1,200.00
Total Milestone Based $0.00 $0.00
Unallocated Funds $0.00 $0.00
Total Indirect Costs
Indirect Rate 0.00 %
Total Indirect Costs $0.00 $0.00
Total Program Income
$0.00 $0.00
(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
$20,000.00 $20,000.00
(City Funded Budget + Program Income)
Service Site Information
Please enter an address for each site where your organization proposes to deliver services.
Site Name Address 1 Address 2
ASTORIA COMMUNITY CENTER 12-34ASTORIA BOULEVARD

Rent

Medification
Amount

$0.00

$0.00

$0.00

$0.00

£0.00

$0.00

$0.00

$0.00

$0.00

£0.00

City State

Astoria  NY
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$20,000.00 w

Prov Demo - ACS Residential Care

Proposed
Budget
$20,000.00
£20,000.00
The Budget Summary lists
$12,000.00 how funds are currently
$6,100.00 allocated. To modify the
budget, reallocate funding
$1/200.00 among the budget areas as
com0 needed. The sum of the
changes may not change
$0.00 the overall value of the
contract budget.
$0.00 7. Click the “Personnel
Services” tab.
$0.00
$20,000.00
Zip Code
11102
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Prov Demo - ACS R lential Care

$20,000.00 w

Delete Add Edit B Save @ Cancel

Personnel Services Operations & Support Utilities Rent
Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Modification Total Salary & Fringe: $0.00
Modification Total Salary: $0.00
Modification Total Fringe: $0.00 (0.00%)
YTD Invoiced Amount: $0.00
. Approved FY Remaining Modification # Modification
Salaried Employees Budget Amount FTEs Amount Proposed Budget
+ Salaried Employees Total $0.00 $0.00 $0.00 $0.00
Approved FY Remaining Modification # Modification
Hourly Employees o Amount Froner o Amount Proposed Budget
+ |Hourly Employees Total $12,000.00 $12,000.00 $0.00 $12,000.00
Approved FY Remaining Modification # Modification
Seasonal Employees Budget Amount Hours/Year Amount Proposed Budget
+ Seasonal Employees Total $0.00 $0.00 $0.00 $0.00
= A d FY Modification
Fringe Benefits Budget Amount Amount Proposed Budget
Fringe Total $0.00 $0.00 $0.00 $0.00
Edit Save Cance
Approved FY Remaining Modification # Modification
Hourly Employees Budget et Moy e TS Proposed Budget
= Hourly Employees Total $12,000.00 $12,000.00 $0.00 $12,000.00
Mentor $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Community Nurse $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Counseling Specialist £2,400.00 £2,400.00 0.00 $0.00 %$2,400.00
L
Counseling Specialist £2,400.00 $2,400.00 0.00 $0.00/ $2,400.00
Attendance Specialist $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Delete  + Add »* Edit © Save @ Cancel Page of 1
Approved FY Remaining Modification # Modification
Hourly Employees Budget Amount Hours/Year Amount Proposed Budget
= Hourly Employees Total $12,000.00 $12,000.00 (%$1,200.00) $10,800.00
Mentor $2,400.00 $2,400.00 0.00 $0.00] $2,400.00
Community Nurse $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Counseling Specialist £2,400.00 £2,400.00 [-50.00 |[-1200.00 |@ $1,200.00
L
Counseling Specialist £2,400.00 £2,400.00 0.00 $0.00/ $2,400.00
Attendance Specialist $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
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In this example, the
distribution of funding for
Hourly Employees will be
modified. If funds are added
to one type of worker, it will
need to be taken away from
another role. Funds can be
redistributed across tabs,
as long as the contract
value does not change.

8. Click the “+” symbol
next to the Hourly
Employees Total.

9. Select the row that
needs to be adjusted
and click “Edit.”

10. Enter the
“Modification #
Hours/Year” and the
“Modification
Amount” values.
Enter negative
guantities if you are
adjusting the line
item down.
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Hourly Employees Apl;:ﬁ;:;n R‘;"::il:'int“g M:::::;;E;::r# "l:j':icua:itu“ Proposed Budget
— |Hourly Employees Total $12,000.00 $12,000.00 (%$1,200.00) $10,800.00
Mentor $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Community Nurse $2,400.00 £2,400.00 0.00 $0.00 $2,400.00
Counseling Specialist $2,400.00 $2,400.00 -50.00 ($1,200.00) $1,200.00
L
Counseling Sped $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Attendance Spet@ $2,400.00 £2,400.00 0.00 $0.00] $2,400.00
Delete  +Add ¢ Edit O Save @ Cancel Page of 1
Hourly Employees Apgme;ﬁ R:ﬁ:i:'i:;g M::E:;':T;ig:r# Hc:il;r:j:::ion Proposed Budget
— Hourly Employees Total $12,000.00 $12,000.00 ($1,200.00) %$10,800.00
Mentor $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Community Nurse $2,400.00 $2,400.00 [50.00] x |[1200.00 | $2,400.00
Counseling Specialist $2,400.00 $2,400.00 -50.00 (%1,200.00) $1,200.00
v
Counseling Specialist $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Attendance Speciali=t $2,400.00 $2,400.00 0.00 $0.00 $2,400.00
Delete i@: B Save @ Cancel Page of 1
Fiscal Year Budget Information
Start Date End Date FY Budget YTD Invoiced A t A t YTD Actual Paid Amoy,
12/08/2013 06/30/2014 $20,000.00 £0.00 $20,000.00 e

Budget Summary Personnel Services Operations & Support Utilities
Contracted Services Rate Milestone Unallocated Funds Indirect Rate
Budget Summary
. Approved FY
Line Ttem Budget
+ | Total City Funded Budget $20,000.00
Total Program Income
) . $0.00
(Excluded from City Funded Budget; Not Invoiced)
Total Program Budget
$20,000.00

{City Funded Budget + Program Income)

Professional Services

Program Income

Remaining
Amount

$20,000.00

£0.00

$20,000.00

Rent

Modification
Amount

£0.00

£0.00

£0.00

Proposed
Budget

$20,000.00

£0.00

$20,000.00
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11. Select the next row
that needs to be
adjusted and click
“Edit.”

12. Enter the
“Modification #
Hours/Year” and the
“Modification
Amount” values.
Enter positive
guantities if you are
adjusting the line
item up.

13. Click “Save.”

14. Click the “Budget
Summary” tab.

Review the allocated
personal services to ensure
it’s a zero sum change.

15. Click “Submit.”



HHS Accelerator

: Submit Budget Modification

N Are you sure you want te submit the Contract Budget Modification?
* Indicates a required field

[¥ 1 agree to submit this Budget Madification to the Agency for review.

* User Name: |
= Password: [

.4 o i e oo p

‘es, submit this Modification
| |

115

HMS Acceleraton [T

atlon D wrnent
G vnat lon Vault

Applications  Procurements

Contract Budget -

Contract Information
Agency:

Proceressent / Contract
Tithe:

Provider:
Procurement [-PIN;
Award £ PiN:

Start Date End Date
12002013

0202014

Modification

ASrreraaty soon for (Pddren y Services (ALS)

Prov Dema - ACS Rasidentisl Carw
Trawing Provider §
a2

CASIAL222000

Hiscal Year fudget Information

W Comtract Budget hos Dees seccorrtely wbmtted snd wil be revewed by the Apescy

Contract Start Date:
Contract End Date:
Contract Amownt:

Program Naeme:

s CTI060000)

12/0%/200)
04/2 2016
$90,000 00

Favidential Care (R

FY Budget
$20.000 00

Prov Demo - ACS Novidential Carvn

$20.000 00
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et Dendng Apprval

(=) Print Budget

$20,00000 4

16.

17.

18.

Select the box to
indicate that you
agree to submit this
Budget Modification
to the Agency for
review.

Enter your “User
Name” and
“Password” as your
signature.

Click “Yes, submit
this Modification.”

A green message bar will
confirm that your Contract
Budget modification was
successfully submitted and
will be reviewed by the
Agency.
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Monitoring the Status of an Amendment

View your Organization’s Amendment List

The Amendment List displays your organization’s Health and Human Services contract
amendments that have been generated in the system. The Amendment List is located in the
Financials section of the HHS Accelerator System. To access the Amendment List, click the
Financials tab, then click the Amendment List tab.

A contract amendment occurs when the Agency initiates a contract value change in the system.

Text Size: A A A

m Organization Document Applications Procurements i @
HHS Accelerator Information Vault W

Welcome: John & Doe, Training Provider 1
Financials e
Contract List Budget List Invoice List Payment List Amendment List

Amendment List ®

Listed below are the contract amendmi@\‘or your organization. A default filter has been applied.

o Filter Amendments y Amendments: 4 e G @ G ‘

Procurement/Contract Title Amendment Title Amendment EPIN Am‘?a";ljj r:?;; Date of Last Update Status
Prov Demo - ACS Prov Demo - ACS Pending
Residential Care 4 Residential Care 4 0681412222008A001 50,000.00 06/03/2014 Submission
Prov - Finance ACS £9 Prov-Finance ACS  51418001001A001 5,000.00 02/20/2014 FEIEIE
#9 Approval
Prov Demo - ACS Prov Demo - ACS Pending
. . . . 0681412222007A001 50,000.00 06/03/2014 . .
Residential Care 2 Residential Care 2 /03/ Registration
PROV - Finance ACS 10 PROV -Finance ACS 551 418002001A001 -5,000.00 02/20/2014 FEIETE)
#10 Registration

Click on the Amendment List tab to access the Amendment List.

Click on the Filter Amendment button to change which amendments are displayed.

Number of amendments displayed based on applied filters.

Procurement/Contract Title is listed.

Amendment Title is listed.

Amendment EPIN is listed.

Amendment Value (s) is listed.

Date of Last Update is listed.

The status of the amendment is displayed.
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HHS Accelerator

Stages of a Contract Amendment

All contract amendments with a status of Pending Configuration, Pending CoF (Certification of
Funds), Pending Submission, Pending Approval, Pending Registration, and Registered, are visible
on the Amendment List. Contract amendments that are suspended or cancelled do not appear on
the amendment list by default, but your organization can access them by using the “Filter
Amendments” feature. The following descriptions define the life cycle of amendments in the system.

Status Type Status Definition
Pending . L
Configuration The Agency is configuring the contract amendment.
Pending CoF The _Ageng:y staff is verifying the contract amendment
configuration.
Contract Pending The Agency has amended the contract. “Pending

Amendment Status | Registration | Amendment” flag will be visible on the Contract list.

The contract has been registered with updated details.

Registered Invoicing and payments can begin.

Suspended The Agency has suspended the contract amendment.

Cancelled The Agency has cancelled the contract amendment.
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Filter Amendments

Filtering allows you to target your search and quickly modify contract amendments displayed on the
Amendment List. After you click the “Filter Amendments” button, the filter menu displays with a

number of options for modifying displayed amendments. To adjust your filtered options, you must
uncheck relevant boxes.

m o
Organization Document Applications Procurements = 2 @
HHS Accelerator Information Vault Il A4

Welcome: John A Doe, Training Provider 1

Financials
Contract List Budget List Invoice List Payment List Amendment List
Amendment List @

Listed below are the contract amendments for your organization. A default filter has been applied.

Filter Amendments y Amendments: 4

Amendment
Procurement/ value($) Date of Last Update Status a
Contract Title:
Pending
001 50,000.00 06/03/2014 L
Amendment 103/ Submission
Title: }

. : 001 5,000.00 02/20/2014 FEIETE
Agency: | &l NYC Agencies v Approval
Amendment 001 50,000.00 06/03/2014 Pending
EPIN: Registration
Amendment to: 001 -5,000.00 02/20/2014 FETEI)
Value From ($): Reqgistration

Date of Last To:
Update From:

#lpending CoF #|Registered
#lPending Submission L JSuspended
#/pending Approval JCancelled

Set to Default Filters | |[F157]

° Status: #/pending Configuration #/Pending Registration

Amendment Value From ($) allows your organization to filter for contract
amendments that fall in a specified range.

Status indicates the current status of the amendments. Your organization can

select any status. Suspended and Cancelled status can only be selected from the
filter options section.
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Contract Amendments
Positive Contract Amendment

The Agency initiates the positive Amendment (contract value change) in the system and your
organization would then need to adjust the budget accordingly to match the new contract value.

Your organization will receive an email notification of a positive budget amendment. Your
organization will make the adjustment to the budget and submit the Amended budget to the
Agency. The Agency will then review and either return or approve the revised Budget.

To view a contract amendment, review the steps below:

Text Size: A A A

m Organization Document Applications Procurements Financials . 3 @
HHS Accelerator Information Vault ﬂ v

Welcome: Natasha A Smith, Training Provider 1

Provider Homepage @
30 Documents in your Document Vault 65 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications RFPs with draft or submitted proposals

Your organization has 2 approved Service Applications RFPs with proposals determined eligible for award

s € 1
43 Contracts pending registration Modifications and Updates pending submission
50 Active Budgets

e 43 Budgets pending submission
2 Budgets pending approval

2 PBudgets returned for revision

Modifications and Updates pending approval
Modifications and Updates returned for revision
Invoices pending submission

Invoices pending approval

SN & O N W

Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

No organizations have shared documents with you at this time. This Update your NYC.ID Name or Email.
section will become active once an organization has granted you access to
1 or more documents.

Update your NYC.ID Password.

Update your NYC.ID Security Questions.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.
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When a contact is amended
by the Agency, the Provider
must revise the budget.

1. Click onthe
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets Pending
Submission.”
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m Organization Document Applications Procurements Financials ﬁ' 7
HHS Accelerator Information Vault Ll R‘]
m—

TextSize: A | A A

Welcome: Trainer One. Training Provider 1

Financials

Budget List

Contract List Budget List Invoice List yment List A di List

Listed below are the Budgets for your organization. A default filter has been applied.

Budgets:2
Filter Budgets w neae
Procurement/Contract Title Agency Fiscal Year Va?::?:; 3:;3: e Status « Action
Pending
A PROV - Finance ACS CT12 ACS 2015 -300,000.00 05/21/2014
Submission
Pending
A PROV - Finance CT11 ACS 2015 300,000.00 05/21/2014
Submission
Budgets: 2
TextSize: A | p | A
Organization Document lications Procurements Financials -
HHS Accelerator In%ormation Vault Avp . U @ ’
—

Welcome: John & Doe, Org_765

Contract Information
Agency:

Procurement/Contract
Title:

Provider:
Procurement F-PIN:

Award E-PIN:

Start Date End Date

Contract Budget -

Amendment 9 Return to Budget List @

Status: Pending Submission

Administration for Children's Services (ACS) CT#: CT10680003
Prov Demo - ACS Residential Care 3 Contract Start Date: 12/08/2013
Contract End Date: 06/30/2016
Training Provider 1

Contract Amount: $100,000.00
0681412222

Program Name: Residential Care (RC)
0681412222003

Fiscal Year Budget Information

Approved FY Budget YTD Invoiced inil d

P Budget

12/08/2013 06/30/2014

Advances

Enter any comments:

Comments View Comments History

$30,000.00 $0.00 $30,000.00 $20,000.00 $50,000.00

B3 D

Prov Demo - ACS Residential Care 3 $20,000.00 4

Documents

Click the "Save' button above to save your comments.
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The contract that has been
amended will have an

amendment £ symbol
next to it.

3. Click the
“Procurement/Contr
act Title” blue
hyperlink for the
contract that has
been amended.

4. Next, click on the first
blue bar to expand
the “Budget
Summary” section.
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Contract Budget - Amendment

Contract Information
Agency: Adminiszration for Children's Services [ACS)

Procurement/Contract Prov Demo - ACS Residential Care 3
Title:

Provider: Training Provider 1
Procurement E-PIN: 0&231412222

Award E-PIN: 0681412222003

Fiscal Year Budget Information

Start Date End Date Approved FY Budget  YTD Invoiced

CT#:

Contract Start Date:
Contract End Date:
Contract Amount:

Program Mame:

@y Return to Budget List

Seatus: Pending Submission

CT10680003
12/08/2013
06/30/2016
£100,000.00

Residentizl Care (RC)

posed Budget

12/08/2012 06/30/2014 $20,000.00

Prov Demo - ACS Residen
Budget Summary Perso Parvices

Contracted Services Rate

Dperations & Support
Milestone Unallocated Funds
Budget Summary () View Printer Friendly Version

Line Item

+ | Total City Funded Budget

Total Program Income
(Excluded from City Funded Budget; Not Invoiced)

Total Program Budget
(City Funded Budget + Program Income)

Service Site Information

$30,000.00

Utilities

Indirect Rate

520,000.00

Professional Services Rent

Program Income

530,000,00

$20,000.00 w

PP d FY
Budget
$30,000.00

$0.00

£30,000.00

Please enter an address for each site where your organization proposes to deliver services.

Site Name
ASTORIA COMMUNITY CENTER

Address 1

Documents

Advances

Address 2 City
12-34 ASTORIA BOULEVARD

Amount

ing
Amount

£30,000.00 £0.00

$0.00 £0.00

£30,000.00 £0.00

Astoria NY
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p
Budget
$30,000.00

$0.00

$30,000.00

State  Zip Code

11102

In this example, the
contract is
increased/amended
$20,000 by the Agency.
The $20,000 must be
allocated in the Budget and
resubmitted to the Agency.

5. Click “Personnel
Services.”
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Fiscal Year Budget Information

Start Date End Date Approved FY Budget  YTD Invoiced inil d i Budget

12/08/2013 06/30/2014 £30,000.00 $0.00 £30,000.00 $20,000.00 £50,000.00

Prov Demo - ACS Residential Care 3 $20,000.00 »

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services

Amendment Total Salary & Fringe: £0.00

Amendment Total Salary: £0.00

Amendment Total Fringe: £0.00 (0.00%)

¥TD Invoiced Amount: £0.00
Salaried Employees . auy e hoi - - - Proposed Budget
ploy Budget Amount FTEs Amount po: o
+ | Salaried Employees Total $10,000.00 $10,000.00 £0.00 $10,000.00
2 Hourly Employees A r7 R ini A # A Proposed Budget
Y P Budget Amount Hours/Year Amount po: o
<+ Hourly Employees Total £0.00 %0.00 %0.00 $0.00
Seas | Employees A gy R ini A # A Pi sed Budget
S Budget Amount Hours/Year Amount ropo udge
+ |Seasonal Employees Total $0.00 50.00 %0.00 $0.00
Hourly Employees o AFT ini # Proposed Budget
Y P Budget Amount Hours/Year Amount po 9
= Hourly Employees Total £0.00 $0.00 %0.00 $0.00

Page-of[!

- +Add .~ Edit ¥ Save @ Cancel

Prov Demo - ACS Residential Care 3 $20,000.00

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services

Amendment Total Salary & Fringe: £0.00

Amendment Total Salary: £0.00

Amendment Total Fringe: £0.00 (0.00%)

YTD Invoiced Amount: £0.00
Salaried Employees d Fy it = Proposed Budget
Budget Amount FTEs Amount
+ |Salaried Employees Total $10,000.00 $10,000.00 $0.00 $10,000.00
Hourly Employees A A7 R ini A # A Proposed Budget
¥ P Budget Amount Hours/Year Amount po: a
— Hourly Employees Total $0.00 %0.00 £n,00 %$0.00
Case Manager (301) ~ 400.00 :| 10000.00| ]

Delete Add, 9 Save @ Cancel Page

Page 60 of 69

6. Click on the “+”
symbol next to the
Hourly Employees
Total row.

7. Click “+Add.”

8. Select the
“Employee Title”
from the drop-down
menu.

9. Enter the
“Amendment #
Hours/Year.”

10. Enter “Amendment
Amount.”

11. Click “Save.”
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Prov Demo - ACS Residential Care 3

Budget Summary

Contracted Se Rate

Personnel Services

Personnel Services

Milestone

Operations & Support Utilities

Unallocated Funds

Amendment Total Salary & Fringe:

Amendment Total Salary:

Amendment Total Fringe:

Indirect Rate

$20,000.00 v

Professional Services

Program Income

$10,000.00
$10,000.00

£0.00 (0.00%)

Delete Al

M Save @ Cancel

Page of 1

¥TD Invoiced Amount: £0.00
Salaried Employees . Gy R . - = B J Proposed Budget
Budget Amount FTEs Amount
+ |Salaried Employees Total $10,000.00 $10,000.00 $0.00 $10,000.00
d EY i # d
BoucyEmnky Budget Amount Hours/Year Amount or Bandarcls
= Hourly Employees Total £0.00 $0.00 $10,000.00 £10,000.00
Case Manager (301) $0.00 $0.00° 400.00 $10,000.00 $10,000.00
"
@ Delete  +Add # Edit  Save  Cance Page of 1
- Approved FY R ini A # A
Salaried Employees Budget Amount FTEs Amount Proposed Budget
- | salaried Employees Total $10,000.00 $10,000.00 $0.00 $10,000.00
Account Manager $10,000.00 $10,000.00 0.00 $0.00 $10,000.00
L
G—Add Edit ® Save © Cancs Page of 1
N Approved FY il il # i o
EalagediEmpluyecs Budget Amount FTEs Amount i
- | Salaried Employees Total $10,000.00 $10,000.00 0o $10,000.00
Coordinator v 1.00 20000.00 A
L | Account Manager $10,000.00 $10,000.00 0.00 $0.00 $10,000.00
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12. Click on the “+”
symbol next to
Salaried Employees
Total row.

13. Click “+Add.”

14. Select the Employee
title from the drop-
down.

15. Enter the
“Amendment #
FTEs.”

16. Enter “Amendment
Amount.”

17.Click “Save.”
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Fiscal Year Budget Information

18. Click the “Budget
Summary” tab.

Start Date End Date Approved FY Budget ¥YTD Invoiced il d Budget
12/08/2013 06/30/2014 £30,000.00 $0.00 $30,000.00 $20,000.00 £50,000.00
m ACS Residential Care $20,000.00
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Personnel Services
Amendment Total Salary & Fringe: $20,000.00
Amendment Total Salary: $20,000.00
Amendment Total Fringe: £0.00 (0.00%)
YTD Invoiced Amount: £0.00
Salaried Employees HRd ini # d Budget
Budget Amount FTEs Amount
~ |Salaried Employees Total %$10,000.00 %$10,000.00 %$10,000.00 %20,000.00
Coordinator $0.00 $0.00 1.00 $10,000.00 $10,000.00
- | Account Manager $10,000.00 $10,000.00 0.00 $0.00 $10,000.00
Delete  + Add Edit Save Cancel Page
Fiscal Year Budget Information
Start Date End Date Approved FY Budget YTD Invoiced il d Budget
12/08/2013 06/30/2014 £30,000.00 $0.00 £30,000.00 $20,000.00 £50,000.00
v Demo - ACS Residential Care 3 $20,00d ‘
Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Budget Vi (& view Printer Friendly Version
_ Approved FY ini Prop d
Line Ite
ne m Budget Amount Amount Budget
+ | Total City Funded Budget $30,000.00 $30,000.00 $20,000.00 $50,000.00
Total Program Income
) . $0.00 $0.00 $0.00 $0.00
(Excluded from City Funded Budget; Mot Invoiced)
Total Program Budget
$30,000.00 $30,000.00 $20,000.00 $50,000.00
{City Funded Budget + Program Income)
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From the Budget Summary
tab, confirm that the
updated proposed budget
matches the budget amount
provided by the Agency
(including the Amendment).

19. Click “Submit.”
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Confirm Submission

Submit Budget Amendment

\\re you sure you want to submit the Contract Budget Amendment?
“ Indicates a required field

I agree to submit this Budget Amendment to the Agency for review,

" User Name: | |
* Password: | |

| No, do NOT submit this Alnenlllnent| Yes, submit this Amendment

Organization Document Applications  Procurements
HHS Accelerator Information Vault

Financials

Welcome: John & Doe, Org_765

Text Size: A a A

Contract Budget - Amendment

” Return to Budget List @

% Contract Budget Amendment has been successfully submitted and will be reviewed by the Agency.

Contract Information

Provider: Training Provider 1
Procurement E-PIN: 0581412222

Award E-PIN: 0681412222003

Fiscal Year Budget Information

Agency: Administration for Children's Services (ACS) CT#:
Procurement/Contract Prov Demo - ACS Residential Care 3 Contract Start Date:
Title:

Contract End Date:
Contract Amount:

Program Name:

CT10680003
12/08/2013
06/30/2016

$100,000.00

Status: Pending Approval

Residential Care (RC)

Start Date End Date Approved FY Budget YTD Invoiced

12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00

$20,000.00

Pr Budget

$50,000.00

20. Select the box to
indicate that you
agree to submit this
Budget Amendment
to the Agency for
review.

21. Enter your “User
Name” and
“Password” as your
signature.

22.Click “Yes, submit
this Amendment.”

A green message bar will
confirm that your Contract
Budget Amendment was
successfully submitted and
will be reviewed by the
Agency.

Once a positive Amended budget is approved, and the new contract value has been registered, the
Budget Value ($) on the contract list will adjust accordingly.
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Negative Contract Amendment

If the Agency initiates a negative Amendment to the contract, your organization would need to

adjust the budget to match the new contract value.

Your organization will receive an email naotification of a negative budget amendment. Your
organization will make the adjustment to the budget and submit the Amended budget to the
Agency. The Agency would then review and return or approve the revised Budget.

To view a negative contract amendment, review the steps below:

Text Size: A | A A

m Organization Document Applications Procurements Financials | f @
HHS Accelerator Information Vault ﬂ T

Welcome: John A Doe, Org_765

Provider Homepage @
13 Documents in your Document Vault 3 Alerts remaining in your Alerts inbox

0 User account requests requiring action

Your Current Organization Status: Approved 0 RFPs you're eligible for will be released within 30 days
Your Business Application Status: Approved D RFPs you're eligible for have due dates within 30 days
Your organization has 0 pending Service Applications 2 RFPs with draft or submitted proposals
Your organization has 2 approved Service Applications 0 RFPs with proposals determined eligible for award
——
0 Contracts pending registration 0 Modifications and Updates pending submission
6 Active Budgets 0 Modifications and Updates pending approval
e 1 Budgets pending submission 0 Modifications and Updates returmed for revision
0 Budgets pending approval 2 Invoices pending submission

0 Budgets returned for revision 0 Invoices pending approval

0 Invoices returned for revision

Documents Shared with your Organization NYC.ID Account Management

Mo providers have shared documents with you at this time. This section Update your NYC.ID Name or Email.
will become active once a provider has granted you access to 1 or more Update vour NYC.ID Password.
documents.

Update your NYC.ID Security Questions.

If you'd like to grant Providers or NYC Agencies view-only access to your
documents, you can do so from your Document Vault.
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When a contract is
amended by the Agency
the budget must be revised.

1. Click onthe
“Refresh” icon in the
financials section of
the homepage.

2. Click on the number
hyperlink for
“Budgets pending
submission.”
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Text Size: & | A A

Budget List

Budgets:2
Filter Budgets w B

Listed below are the Budgets for your organization. A default filter has been applied.

Budget Date of Last

Organization Document Applications  Procurements ﬂ 2
HHS Accelerator Information Vault L U
Welcome: Trainer Ons, Training Provider 1
Financials
Contract List Budget List Invoice List y List A di List

<)

Procurement/Contract Title Agency Fiscal Year Value($) Update Status a Action
Pending
/A PROV - Finance ACS CT12 ACS 2015 -300,000.00 05/21/2014
Submission
Pending
/A PROV - Finance CT11 ACS 2015 300,000.00 05/21/2014
Submission
Budgets: 2
TextSize: A | a A
Organization Document Applications  Procurements Financials 7
HHS Accelerator Information Vault M
Welcome: John A Dos. Org_765
Contract Budget - Amendment 4y Return to Budget List @
Status: Pending Submission
Contract Information
Agency: Administration for Children's Services (ACS) CT#: CT10680001
Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013
Title:
Contract End Date: 06/30/2016
Provider: Training Provider 1
Contract Amount: $100,000.00
Procurement E-PIN: 0631412222
Program Mame: Residential Care (RC)
Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date

Approved FY Budget YTD Invoiced

i Budget

12/08/2013 06/30/2014

Documents

Advances

Assignments

Comments

£30,000.00

$0.00

£30,000.00

View Comments History

Enter any comments:

Click the "Save" button above to save your comments.

($10,000.00) £20,000.00

Page 6
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The contract that has been
amended will have an

amendment £ symbol
next to it.

3. Click the
“Procurement/Contr
act Title” blue
hyperlink for the
contract that has
been amended.

4. Click on the first blue
bar to expand the
“Budget Summary”
section.

The Amendment Amount
for this contract is negative
$10,000.
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Contract Budget - Amendment

Contract Information

Agency: Administration for Children's Services (ACS) cT#:

Procurement/Contract Prov Deme - ACE Residential Care
Title:

Contract End Date:

Provider: Training Provider 1

Contract Amount:

Procurement E-PIN: 0681412222

Program Name:

Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date Approved FY Budget  ¥TD Invoiced

Contract Start Date:

” Return to Budget List @

Status: Panding Submission

CT106E80001
12/08/2012
06/20/2016
£100,000.00

Residential Care (RC)

d Budget

12/08/2012 06/30/2014 £20,000.00

Budget Summary | Servicas Operations & Suppart utilities

Contracted Services Rate Milestone Unallocated Funds Indirect Rate

(&) View Printer Friendly Version

£20,000.00

(£10,000.00) £20,000.00

($10,000.00) w

Professional Services

Program Incame

Al FY

Line Item

PP
Budget

+ | Total City Funded Budget £30,000.00

Total Program Income

(Excluded from City Funded Budget; Not Invoiced)

Total Program Budget
$30,000.00
(City Funded Budget + Program Income)

Service Site Information
Please enter an address for each site where your organization proposes to deliver services.

Address 1
12-34 ASTORIA BOULEVARD

Site Name
ASTORIA COMMUNITY CENTER

Amount

$30,000.00 $0.00

$30,000.00

= d 4
Amount Budget

$30,000.00

$320,000.00

Fiscal Year Budget Information

Start Date End Date

t A + d

Approved FY Budget  YTD Invoiced ining A

12/08/2012 06/20/2014 £30,000.00 $0.00

Budget Summary Personnel Services Operations & Support Utilities

$30,000.00

($10,000.00) £20,000.00

Prov Demo - ACS Residential C ($10,000.00) w

Professional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indiract Rate Program Income
- Rate
Rate Pp FY ining A t A #Units A t P Budget
$6,000.00 $6,000.00 $0.00 $6,000.00

I + Unit Description
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The budget must be
decreased by $10,000 and
resubmitted to the Agency.
In this example, we’ll adjust
rate and rent to account for
the decrease.

5. Click the “Rate” tab.

6. Click on the “+”
symbol next to the
Unit Description row.
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Budget Summary Personnel Services Operations B Support Utilities Professional Servicas Rant
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Rate
Rate pp d FY Budget ini | #Units d Proposed Budget
~ Unit Description %6,900.00 $6,900.00 50.00 $6,900.00
Rate per Resident $6,900.00 $6,900.00 o £0.00 $6,900.00

"

Delet=  Edit incs page[t  |ofi

Prov Demo - ACS Residential Care ($10,000.00) w

Fiscal Year Budget Information

Start Date End Date Approved FY Budget YTD Invoiced ini d Budget

L

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
Rate
Rate pp FY Budget inil #Units di Proposed Budget

= Unit Description $6,900.00 $6,900.00 (%5, N0) $1,900.00
Rate per F gt $6,900.00 56,900.00 [f10 * ||-5000.00 _—| $1,900.00
v

Deletel B Save @ Cancel Page of 1

12/08/2013 06/30/2014 $30,000.00 $0.00 $30,000.00 ($10,000.00) $20,000.00

Prov Demo - ACS Residential Care ($10,000.00) w

Fiscal Year Budget Information

Start Date End Date Approved FY Budget ¥TD Invoiced ini A t dy A 14 d d

12/08/2013 06/20/2014 $30,000.00 $0.00 $230,000.00 ($10,000.00) $20,000.00

Budget Summary Parsonnel Services Operations & Suppart Utilities Professional Services Rent
Contracted Services Rate Milestone Unazllocated Funds Indirect Rate Program Income
OTPS - Rent
Locations ":';?:::“t Property | Public School| 9% Charged | Approved F¥ | Remaining | Amendment | Proposed
o Qwner Space to Contract Budget Amount Amount Budget
+ Rent $10,000.00 $10,000.00 50.00 $10,000.00

Prov Demo - ACS Residential Care

Prov Demo - ACS Residential Care ($10,000.00) w

Budget Summary Personnel Services Operations & Support Utilities Professional Services Rent
Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Rent
Management - " S "
— —— Property  Public School %o Charged  App: FY p
Eocs! Na:.e v Owner Space to Contract Budget Amount Amount Budget
+ Rent $10,000.00 $10,000.00 $0.00 $10,000.00
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7. Click the Unit
Description detail
row, and then click
“Edit.”

8. Enter the
“Amendment #
Units.”

9. Enter “Amendment
Amount.”

The Amendment Amount
must be a negative number.
It reflects how much this
item will be decreased.

10. Click “Save.”

11. Click the “Rent” tab.

12. Click on the “+”
symbol next to the
Rent row.
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Budget Summary Personnel Services

Operations & Support

Utilities

Prov Demo - ACS Residential C ($10,000.00) w

Profassional Services Rent

Contracted Services Rate Milestone Unallocated Funds Indirect Rate Program Income
OTPS - Rent
M. it
tions ::,:?e:‘!" Property Public School 9% Charged Approved FY Remaining Amendment Proposed
Eoca L Owner Space to Contract Budget Amount Amount Budget
Namea
- Rent $10,000.00) $10,000.00 $0.00 510,000.00
Brooklvn Centel MGH Derrick Doe Yes. 33.00% $10,000.00 $10,000.00 $0.00 $10,000.00
L
# Edit ® Save @ Cancel Page of 1
Fiscal Year Budget Information
Start Date End Date Approved FY Budget YTD Invoiced A t ining A t | A t Proposed Budget
12/08/2013 06/30/2014 %30,000.00 30.00 £30,000.00 ($10,000.00) £20,000.00

m CS Residential Care ($10,000.00) w

Budget Summary Personnel Services

Contracted Services Rate Milestone
OTPS - Rent
Management
Locations Company oty
Owner
Name
— Rent

Brooklyn Cante MGH Derrick Doa

_@n ==

Del

Operations & Support

Unallocated Funds

Utilities

Public School % Charged
Space to Contract
Yes 33.00%

Indirect Rate

Professional Services Rent

Program Incame

Approved FY Remaining Amendment  Proposed
Budget Amount Amount Budget
$10,000.00 $10,000.00 $0.00) $10,000.00
$10,000.00 £10,000.00 |-5000.00 510,000.00

Fiscal Year Budget Information

Start Date End Date Approved FY Budget

¥YTD Invoiced

12/08/3012 06/20/2014

£30,000.00

£0.00

{City Funded Budget + Program Income)

o e
£30,000.00 ($10,000.00) 520

Prov Demo - ACS Residential Care ($10,000.00) w

Budget Summary Personnel Services Operations & Suppart Utilities Professional Services Rent
Cantracted Services Rate Milestone Unallocated Funds Indirect Rate Pregram Income
Budget ¥ (&) View Printer Friendly Version
B App! FY ini d d
Line Item Budget Amount Amount Budget
+ | Total City Funded Budget $20,000.00 $30,000.00 ($10,000.00) £20,000.00
Total Program Income
£0.00 £0.00 £0.00 50.00
(Excluded from City Funded Budget; Not Invaiced)
Total Program Budget
$20,000.00 $20,000.00 ($10,000.00) $20,000.00
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13. Click the Rent
Description detail
row, and then click
“Edit.”

14. Enter “Amendment
Amount.”

The Amendment Amount
must be a negative number.
It reflects how much this
line item will be decreased.

15. Click “Save.”

16. Click the “Budget
Summary” tab.

From the Budget Summary
tab, confirm that the
updated proposed budget
matches the budget amount
provided by the Agency
(including the
Amendment).

17. Click “Submit.”
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Confirm Submission

Submit Budget Amendment

1 Are you sure you wank to submit the Contract Budget Amendment?
*Indicates a required field |

5/ 1 1agree to submit this Budget Amendment to the Agency for review. 5

* User Name: | |
@ * Password: | | @
i

! o s i | (Y]

Text Size: A | A | A

m Organization Document Applications  Procurements /a\ =~
HHS Accelerator Information Vault W v

Welcome: John A Do, Org_765

Contract Budget - Amendment @y Return to Budaet List ©)

& Contract Budget Amendment has been successfully submitted and will be reviewed by the Agency. |

Status: Pending Approval

Contract Information

Agency: Administration for Children's Services (ACS) CT#: CT10680001
Procurement/Contract Prov Demo - ACS Residential Care Contract Start Date: 12/08/2013
Title:

Contract End Date: 05/30/2016
Provider: Training Provider 1

Contract Amount: $100,000.00
Procurement E-PIN: 0681412222

Program Name: Residential Care (RC)
Award E-PIN: 0681412222001

Fiscal Year Budget Information

Start Date End Date  Approved FY Budget  ¥TD Invoiced A t Remaining A t Amendment A t Proposed Budget

12/08/2012 06/20/2014 $30,000.00 £0.00 £30,000.00 (£10,000.00) £20,000.00

18. Select the box to
indicate that you
agree to submit this
Budget Amendment
to the Agency for
review.

19. Enter your “User
Name” and
“Password” as your
signature.

20. Click “Yes, submit
this Amendment” at
the bottom of the
screen.

A green message bar will
confirm that your Contract
Budget Amendment was
successfully submitted and
will be reviewed by the
Agency.

Once a negative Amended budget is approved, the Budget Value ($) on the contract list will adjust

accordingly.
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