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1  Introduction  
The Provider Search  –  Directory Use  Application  is  part of Qualified Vendor Contract  Main  Menu.   This  
new application allows Qualified  Vendors  to update and maintain site-specific information that will be  
used for  the Provider Directory  and the  on-line Provider Search.    
 
This new  application  contains the  following pages:   

•  Main Menu,   
•  Special Accessibilities,   
•  Linguistic Capabilities,   
•  Additional Information  

 
The system allows updates can  be made to a single service site or to multiple service sites at one time.    

  

Last Modified: 8/27/2019 4 of 10 Proprietary and Confidential 



Department of Economic Security  
Division of Developmental Disabilities  

Project:   Vendor Directory  
Subject:   User Manual  
Doc ID:     DDD_VD_002  

 Version 1.0  

 

 

2  Provider Search – Directory Use – How  to Access    
------------------------------------------------

• 
 
 

 

 

Main Menu 

User Applications 

C) ADMIN TOOLS 
Allows the editinQ of user ro les and permissions for all applications of this account . 

C) QUALIFIED VENDOR CONTRACT 
Qualified Vendor Contract 
Status: Onl ine 

 

 

 

 

 

 

 

 

 

- Main Menu 

Manage QVA Contract 
View and change general Information. 

Vendor Directory 

1:1 }-

View and change provider service areas. The directory is auto populated with Approved Sites from Administrative and Service Sites and vendor is defaulted to state-wide search. 

HCBS Provider Search 
View and Change Member Provider Searc: Maintenance Options. • 

O :J':1a~d~~=~: ;n~:':-::: ;~~Isl~ by 9/30/2019. This information will be utilized in the Provider Search by the members. For more information, please contact DOD Network staff. 

New Application User Manual 
Create and submit an application. 

Contract Amendment User Manual 
Start and submit an amendment. 

3  Provider Search  - Directory Use - Main Menu  
Agency Information 

A""" "'"i " I'""' o,Om 

SelectOistrict(s)Served; M e 

Site List 

[ ri Exc.il( b° POF 10 
1
g':: N•me(Code) • 

--ic.t. Bud, (SlteCc,d., nat _,,.i) 

1

1' -........ , ... --..... ~ 
1r .. pYramdl..,Ga.a(Sit•Cod•nat _.,, 

➔· ·ff 

Site Address 

123'4T11J~l.lne,PhoenD:.A2. 
85022 

1234Pyrllffll<IUM~><,A2!S022-

''" 

services 

M e 

Spec'->I Acces5'billtles 

Q Sav♦ AIData ) _ 

Llngulnlc 
Capabllhles 

c I 

Oin-rn.ableUIJIG,SenaoryEquipment_S., EHGL.ISti,SPANJSH 

'/ICX'fRDDm,WidcnedDDD,ways,LDrem,i,s 

IWi<lenadDoorw ..... frff""" 

m<l•,.sd, .sd•,d,u,• 

1~1, asd,~1, d,H,11& 

Kda,asd,K41,d,a&,M 

I EHGUSti,TAGM..OG, l ttomes..ed 

I EHGUSH, TOt+OffO I HOmt 8i<sed 

ARAlliC,0111.ESE, 

ENGUSH, FARSI, HEflREW, 

folANCIAIUN,~TIJGUESE, 

I 

Optio ns that can be applied to multiple sites ;a 

• SpedalAccesst,~ 

A<killonal lnfo,mation 

vandor call 
Emall 

This 15 1h11 aJmal C.pa,bolat OOOhmng#I..Nw.com 

,af;old 

ln..oslhl!aittur.lC.Pllbolot l 000Tn11no;1:JI.Ne,com l 

,a..., 
This 15 !hi! a,iw,.i C.Pl'llolat 000T e.uno;i:JLN. .com 

,a..., 

In.is lhl!~C.PMNl-t I OOOTemnu:J=Livuom I 
,..,,;.1c1 

lholiolhllcuf:ulalC.IIM'ilit OOOTHting$1.M.com 

,esf;okl 

1:1 )-

Missing 1 
Contractlnlo 

e 

Showing 1 to 71 ol 71 entries 

1.  The Agency Description field is used to update the  agency description for all  sites.  
2.  These  buttons are  used to select for all districts  for all the sites.  
3.  The Save  All Data button is used to  save the  changes on the  main page for all  the sites.  
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4.  The  Excel and PDF  buttons can be selected to get a download  of all the information represented in  
the grid.   

5.  The Site List grid contains  all the sites that  can be updated on the main page. To access each individual  
site, just click  on the blue  hyperlink  

6.  The search field can be used to  find any site information in the site grid.  

7.   To go to  the other pages, click on the Special Accessibilities, Linguistic Capabilities or Additional 
Information buttons.  

8.  This column contains any missing information from the vendor information page that needs to be  
updated through an amendment.  

4  Updating Single Site  
Fist Click on the site that  you want to make updates to by clicking the blue hyperlink.  
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When the new page loads,  the information section at the top of the page will be read only.  Any missing 
information from the contract will be indicated in red. In order to update any missing information,  go to the main  
menu and select the Qualified Vendor Contract link. Click the Contract Amendment User Manual link to start and 
submit an amendment.  
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Additional Information 

S.lectThorapy lox.ltlons 
{lflhuapy): • loooT~QLM.com • 

• 
Selecl Linguis tic Capa bilities 

• 
Select Specia l Access ibiltty Featun":(s ) 

!)BldclOSil• lisl 

  

1.  These  buttons are  used to make center and home-based therapy locations  selections.  
2.  This  field is used to update  the vendor call e-mail address for this specific site.  
3.  This  field is used to update  the Brief Cultural Capabilities description.  
4.  The  buttons  under Linguistics Capabilities section are used to select all language selections for this  

specific site.  
5.  The buttons under the Special Accessibility section are used  to add Special Accessibility  features to  

the site.  
6.  The Other field is used to add Special Accessibility  options  that are  not listed.  
7.  This  button saves and updates all  the changes to  the site.  
8.  This button returns you to the main screen.  
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5  Updating Multiple Sites  

Additional Information  
This section includes,   

•  Therapy Location (if therapy service provided)  
•  Vendor Call Email   
•  Brief Description of Cultural Capabilities.  

 

Select (or e nte r) the additional information 

lndo<leinUpd•"' 

1-inUpdaM 

Steps: 

Select Therapy Locations 
( If Therapy ): 

Vendor Call E-Mail 

Brief Description of Cultural 
capabilities 

1. Select one or more Additio nal Information 
2. Select one o r more Sites 

I 

3 . Click o n Update button to apply the selected Additiona l Information to the Sites. 

Note: Please select the 'Include in Update' buttons to remove o r update informatio n from the selected s ites. 

Select the sites 

[ ri Excel ]~ '--[ __ s_,1_,ct_AJ_l __ ,'-__ o_,-_s,_1,_c1_AJ_l_~J [ lnvertSelection 

r ...... Site Name {Code) Site Address -
f **Angkor Wat{SiteCode not assigned) T 1234 AngkorWiltLanePhoeniK,AZ.85022 

~**Arche de triumph { Site Code not assi11ned) I 1234 TriJ01>h Lane PhoenDI:, AZ. 85022 

l **Kate Bush{ Site Code notassi11ned) l 1234KatieLanePhoenDl:,AZ.85022 

I 1234Easy~ruPhoenix,AZ85022-SS59 

**Pyramidsof Giza(SiteCode not assi11ned) I 1234 Pyramid Lane Phoenix, AZ 85022-2003 

a ] • C3 sacktoSiteU~ 

f- SpecialAccessibilities 

Linguistic Capabilities ➔ 

C + u,,.i."""7 . 

a l u Search: lQQQjestin~t@Uve.com 

Services Vendor Call Email Cultural Capabilities The ra py locatio1 

T D0DTestin112OLive.oom T This is the cultural Ca!Nlbilities field T Center Based, Home Based 

! D0DTestin112CLive.oom I This is the cultural Ca!Nlbilities field ! Center Based, Home Based 

I HAB, RRB I D0DTestin112OLive.oom I This is the cultural Capabilities field I Center Based, Home Based 

! HAB, RRB ft D0DTestin112CLive.oom I This is the cultural Ca!Nlbilities field ! Center Based, Home Based 

I HAI I D0DTestin112OLive.oom I This is the cultural Ca!Nlbilities field I Center Based, Home Based 

Showing 1 to S of Sentries (filtered from 71 total entries) 

1.  These buttons are used to make center  and home-based therapy location selections.  
2.  This  field is used to update vendor call e-mail addresses.  Individual sites or all sites can be  

updated.  
3.  This  field is used  to update  the sites with a Brief Cultural Capabilities  description. Individual sites  

or  all sites can be  updated.  
4.  The Update  button is used to update individual or  all sites with the information added in the  

Additional Information section.  
5.  The  Excel and PDF  buttons can be selected to get a download of all the information represented in  

the grid.  
6.  Select All can be used to  select all the sites.   De-Select can be used de-select all  the sites.  Invert 

Selection is  used when you want to select the opposite of what is currently selected.  
7.  The Search field can be used to look up any  information within the  Site Name  grid.  
8.  The Back to Site List button returns you to  the main page.  
9.  Special Accessibilities  button  takes you to the Special Accessibilities page and  the Linguistic  

Capabilities button takes you to  the Linguistic Capabilities page.  
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Linguistic Capabilities   

 

Management l AHurances • SUbmittak 

Select from the Linguistic Capabilities options 

'-__ s_,1,_,_1 AJ_l_~J '-[ __ D_•~_S_,1,_c1_A_II _~)[ Invert Selection • 
INQl,,O.N(INOI,\) 

Steps: 
1. Select o n e or m ore linguis tic Capabilities 
2. Select one or more S ites 
3 . Click o n Add /Rem ove buttons to apply the s e lected Linguistic Capabili ties to the Sites. 

De-Select All Invert Selection 

Site Address 

1234 A!lgkorw.it Lane Phoenilc, Al 85022 

1234 Tri.Jnvh Lane Phoenix,AZ.85022 

1234 Katie L.anePhoenix,A185022 

• 
+ Add • 

• lY•m~ 

Search: . 

Services 

ENGLISH, SPANISH, YIOOISH 

• • 

Linguistic Capabilities 

ENGLISH, TAGALOG, TOHONO OODHAM, YIDDISH 

EN GLISH, TOHONO OODHAM, YIDDISH 

'".) BacktoSitelist 

+- Special Accessibilities 

Q dditlonallnformati~ 

1.  The  first Select All can  be used to select all language options. The first  De-Select can be used de-
select all language  options. The first Invert Selection can be used when you want to select the  
opposite of what is currently  selected.  

2.  These  are all the languages that can be selected for any given site.  
3.  This  button is  used to add the languages to  the selected sites.  
4.  This  button is  used to remove all  the languages selected from  the sites.  
5.  The  Excel and PDF  buttons can be selected  to get a download of all the information as represented  

in the grid.  
6.  The Select All  button under  the Select the Sites heading can be  used to select all  the sites. The  De-

Select button can be used de-select all the sites.  The Invert Selection button under  the  Select the  
Sites  heading is used when you want to select the opposite of what is currently selected.  

7.  The Search field can be used to  find any site information in the Site grid.  
8.  This  button returns you to the main screen.  
9.  Special Accessibilities button  takes you to the Special Accessibilities page and  the Additional  

Information button takes you to  the Additional Information page.  
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Special A ccessibilities   

from the Special Accessibilities options 

Select All De·Se1ectAII Invert Selection 

Steps: 
1. Select one o r more Speci11 I Accessibilities 
2. Select one or more Sites 
3. Clic k on Add / Re move buttons to apply the selected Special Accessibilities to the S ites. 

Select the sites 

Select All De-Select All Invert Selection 

Site N11me ( Code) Site Address 

0 Mac:huPicchu(SiteCodellOlassioried) 1234EasyPeruPhoenix,AZ. 85022-5559 

0 P,'rarnidsofGiza(SiteCodenotassior>ed) ---" -" - "'~ amid LanePhoenix,AZ.85022·2003 

+Add 

:k: Remove 

services 

• • 
• 

Search: 

Special Accessibllltles 

Showing 1 to 2 of 2 entries (filtered from 71 total entries) 

1.  The Select All  button under  the Select from  the Special Accessibilities Options heading can be  used 
to select all the Special Accessibilities options. The De-Select button is  used to de-select all the  
Special Accessibilities  options. Use the Invert Selection button to select the opposite of what is  
currently selected.  

2.  These  are all the Special  Accessibilities  options that can added to any given site.  
3.  This Other text field is used to add the Special Accessibilities options that are not otherwise  

available.  
4.  This  button is  used to add the Special  Accessibilities options to the sites selected.  
5.  This button is  used to remove all the Special Accessibilities options selected  from the site.  
6.  The  Excel and PDF  buttons can be selected to get a download of all the information represented in  

the Site grid.  
7.  This Select All button is  used to select all the sites. The  De-Select can be used to  de-select all the  

sites. The Invert Selection button is  used when you want to select the opposite  of what is currently  
selected.  

8.  The Search field can be used to  find any site information in the Site grid.  
9.  This button returns you to the main screen.  
10.  The Linguistic Capabilities button takes you to the Linguistic Capabilities page and the Additional  

Information button takes you to  the Additional Information page.  
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