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INTRODUCTION

The Arizona Department of Economic Security Division of Developmental Disabilities (DES/DDD) Contract
Administration System (CAS) enables vendors who provide services to people with developmental disabilities
to register for a Qualified Vendor Agreement (QVA). Vendors must have a QVA in order to provide services to
DDD members. The website may be used to register, create, and apply for a QVA as well as managing the
awarded QVA contract as you provide services to DDD members. You will be viewing information that
explains the coordination and efforts of DES/DDD, the Arizona Health Care Cost Containment System
(AHCCCS), the Office of Licensing, Certification, and Regulation (OLCR), and other governmental and
regulatory agencies.

CAS is used for creating an online QVA application and the management of the awarded QVA contract. The
QVA application process starts with CAS. In order to complete the online application process, applicants must
use the Contract Administration System (CAS; previously QVC) application to enter information for submission
to the Division. The agreement will consist of a completed online application (i.e., all necessary and required
fields populated, required documents uploaded and application submitted).

Provider Resources

Note: You will need ADOBE ACROBAT READER in order to view and print these files. Acrobat reader is a free
downloadable program available at www.adobe.com.

Accessing the DES/DDD Website
To reach the DES/DDD Home Page, click the link below or cut and paste the following information into your
web browser’s Address bar:

https://des.az.gov/services/disabilities/developmental-disabilities

Contract Administration System (CAS)

The Division has provided access to the electronic Qualified Vendor Agreement (QVA) application and contract
through the Contract Administration System (CAS) external user portal, or website. The CAS is for vendors to
apply or amend an existing QVA contract. The CAS manual is intended to assist you in starting, completing,
submitting and updating a Contract Administration System application. Learn more about the CAS later in the
manual.

Published Rates
This section provides detailed information about the Division’s Published Rates.
= Fair & Equitable Rates, including the advantages

Billing Information
This section provides detailed Division billing information.

= The Uniform Billing template for provider billing includes all formulas to calculate totals, units, and total

amounts due. To aid your transition when using this template version, please do not:
» Copy & paste from previous versions of this template or from old documents

» Change the formatting of any cells

» Use any linked formulas

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 4
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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Supporting documents include:
= Document specifications
= Training Opportunities
* Send questions to dddcontractsmanager@azdes.gov

Additional Resources
*= The Arizona W9 for ALL vendors, including instructions

Application Submittal Checklist

Print and follow the Application Submittal Checklist to prepare for the actual application process. Review all
of the sections listed before applying. The individual sections are provided in MS Word and Adobe Acrobat file
formats. It is strongly recommended that you download these individual files onto your computer for ease of
review.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 5
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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1 VENDOR REGISTRATION

The Qualified Vendor Agreement is accessed through the Focus management system. Applicants must register
through the Focus management system and must have an active registered account to apply for a QVA.

1.1 Accessing the Focus Vendor Manual
Access the manual directly (1) or locate the manual on the DES.az.gov website (2).
Focus Website with Vendor Manual:

https://ddd.azdes.gov/Organization/DDD/FocusDD/frm login.aspx

Mome  Servomn  Destites  Dwwwopmectsl Dastiter  Provden § Vendons  Become A Quaiied vander

Deveiopmental Disadines Become A Qualified Vendor

e —— QUALIFIED VENDOR APPLICATION PROCESS

General Business Requirements V.
Prerequisites and Information v
Completing and Submitting the Qualified Vendor Application A
{ - W APOACax ) - - -,
References A
Sample Documents, Tools, Forms & Templates 4
1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 6
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2 CREATING ACCOUNTS
2.1 Create A New Focus User Account
IMPORTANT

In this document and in the Focus system, the word ‘Vendor’ may be substituted for the word
‘Provider’ and vice-versa. In this system, they mean the same thing.

A Focus user account grants access to the Focus provider management system which contains
Division of Developmental Disabilities applications.

Creating a Focus account does not create a vendor (provider) account. A vendor (provider) account is
created inside the Focus system.

A Focus account requires a unique Username. The Username must be between 8 and 20

characters, without symbols.

A Focus account requires a unique Email Address. The email must be in a standard email format.
(i.e. —email@domain.com)

For security reasons, all passwords must follow the updated guidelines listed below:

A. Must contain at least one number, one upper case letter and one lower case letter.

B. Must be between 8 and 32 characters in length.

C. Special characters are not allowed.

D. The password is case sensitive.

E. Must not be the same as the past 6 saved passwords.

The signup process will check the provided address for validation through the United States Postal
Service. The system will make recommendations if the given address syntax is not found in the

USPS database. You may also submit the address ‘as is’.

Focus uses a security step which requires the user to manually enter in a computer-generated code to
guard against automated programs attempting to access the website.

You must verify the email through the automated notification email after signing up within 24-hours or
your Focus account will be removed, and you will have to sign up again.

1. Onthe Focus Login screen, click the “Signup As New User” link.

Sign in to FOCUS

o Username

O D

Login

Forgot Password? Signup As New User

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 7
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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2. Complete all the required fields, and then click the Submit button.

T sign up 82 8 new user, fill sut the information below snd tick the “Submit” buttan. Oncz your information has been successfully submitted, you wil receive sn email, s the emsi address provided below, confirming your submissicn.

Your new passward must contain at Ieast one numibes, one upper case letter, and one lower case letter. 1t must be between B and 32 characters in length. Special characters are nat alowed, and the password is case sensilive. You may ot use the same password as the past § saved passwords.

First Naene =
|

Last Name =

User Hame =

ddress Line 2

aity -

State -

zip -

Phone =

frea Cade Prefix Line Numbe

For security purposes,

please enter your code Your code is: L
in the text box, ﬁ“xHV
— —
bt =

from using this website.

[ e B

3. Upon submission, the following confirmation screen will display.

& Signup As New User / support Request

Your Submission Has Been Received!
Thank you for your submission.
When you sign up for a FOCUS account, for security purposes, we ask you to confirm your e-mail address and to login at least once using your registered user name and password
To do this, we send an e-mail to the address you've registered. The e-mall contains a link which you need to click. Clicking the link, or pasting the entire link into the browser’s
address bar, will send you to the FOCUS Login page. Once you have successfully logged in, your FOCUS account will be activated.
Please be aware that the email link will expire 24 hours after you have received the email.
If you experience problems, or your link has expired, please contact the FOCUS Help Desk for assistance.

1f you have not received the e-mail, it may have been filtered. In this case, you should check your *Junk" or "Spam"” folder. To avoid missing future emalls, add the
noreply@azdes.gov address to your email address book or accepted email list.

If you're still having trouble, please contact the FOCUS Help Desk at 602-771-1444.

Thank You

4. Open the email sent to the e-mail address you provided on the sign-up screen.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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5. Click the URL link provided in the body of the automated email from DDD.
Note: If clicking the link does not work, copy the entire URL address, which starts with “http:”, and paste
it into your browser’s address bar, then press the ‘Enter’ key on your keyboard.

Automated Notification Regarding Your Secured Account insoxx & B
noreply@azdes.gov 12:12 PM (20 minutes ago)  ¥¢ €

tome ~

Hello,

This is a confirmation email to let you know that we have received your FOCUS account signup submission. This email contains your FOCUS User Name plus a unique link specifically generated for your user account. To confirm this email address in our system and to
complete your FOCUS signup, you will need to login to the FOCUS management system through the specific link below using the User Name and Password which you provided on your electronic signup submission form.

For security reasons, you must login to your FOCUS account through the link provided below within 1 hours of receiving of this email to be granted access to the FOCUS application. If you do not login using the link below within the designated time frame, the
link will expire, and you will need to submit a new electronic signup submission form. You may use the same information as the expired submission form if you desire.

User Name: Testuser01

Please click on the following link to confirm your email address and complete your FOCUS signup process:
httpzrt RGANIZATION/DDD/FOCUSDD/frm_L ogin.aspx?SecuritylD=c1e3f80b-ed! b64d-12695667e126

*#% if you are having trouble clicking on the link above, please copy and paste the entire string of characters, starting with “https”, into the address bar of your chosen brawser. If you still need assistance, please contact the FOCUS Help Desk at 602-771-1444

Thank you,

FOCUS Help Desk

602-771-1444

6. You must ONLY use the login screen provided by the link the first time after sign-up. Enter in the
credentials created on the sign up page, and then click the [Login] button.

Sign in to FOCUS

o Testuser01

Login

Forgot Password? Signup As New User

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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7. Choose 3 different security questions and provide an answer to each selected question. Click the [Save Questions] button.

o
? Change Security Questions
Please set up the security questions to access the FOCUS application. The following security question and answer information will be used during your password reset request. You will receive a confirmation email after a successful change.
Select a Question
What was your favorite place to visit as a child -

Answer
Select a Question
what was your favorite place to visit as a child?

Answer

Select a Question

Answer

BTN —e—

Once you have successfully signed up and completed the Security Questions and Answers, you will be
taken to the Main Menu of your new Focus account. The next step depends on whether you wish to
Create a New Vendor Account or request access to an Existing Account.

Note: The security questions & answers for the Focus account must be set up by the user during the
registration process, failure to do so will result in user lockout. The Forgotten Password process will not work
for the provided email. If this step is skipped, it CANNOT be completed at a later time.

Arizona Department of Economic Security h! O?.gOV
’ Your Partner for a Stronger Arizona STATE OF ARIzZONA

tUs  DocumentCenter  Media Center  Find Your Local Office

FOCus What's New?

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 10
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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2.2 Create A New Vendor Account
IMPORTANT

* Inthis document and in the Focus system, the word ‘Vendor’ may be substituted for the word
‘Provider’ and vice-versa. In this system, they mean the same thing.

*= Avendor account is different from a Focus user account. The vendor account contains the user’s
Tax Identification Number (TIN).

* The TIN used to create a vendor account may be a Social Security Number (SSN) or a Federal
Employee Identification Number (FEIN). Qualified Vendor Agreements are State documents and are
therefore public domain. The Division does NOT recommend using an SSN to create a vendor
account (Applicants are discouraged from using SSN in lieu of FEIN).

= Only one vendor account per TIN is allowed in the Focus system.

= Once the new vendor account is created with the associated TIN, an Admin role must be assigned.
When a user logs in and the account DOES NOT have an Admin role associated with it, the user will
be given the option of assigning themselves to the Admin role.

* If the vendor account already has an Admin role associated with it, the user will be directed to
request access to the account.

* Asingle Focus user account may have multiple vendor accounts associated to it.

* Asingle Vendor account may have multiple applications. The Admin of the vendor account may add
and remove applications and users within the vendor account.

1. Click on the Create A New Vendor Account link.

Arizona Department of Economic Security
Your Partner for a Stronger Arizona

ices  ContactUs  DocumentCenter  MediaCenter  Find Your Local Office

Main Menu

Tax ID Number (EIN or S5} below. If the Tax ID Number (EIH or SSH) you entered is already in our system, yor
e pl ntact the FOCUS. Help De 4 for assistance.

er in your Tax 1D Num
ered ks In our system by mistake, please contact Desk at 602-771-144:

L
2
(-]
&
o
| ]

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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3. Enter in an Account Name and a Vendor Name,

FOCUs What's New?

Il Test User

Testuser01

Last login: 11/23/2020 03:07:18 PM

Main Menu

> User Profile

> Account

Create New Account

Request Account Access

FOCUS User Manual

A&t Create New Vendor Account - Account Details

Tax 1D Number (EIN or SSN) =

607150825

Account Name =
Description

Account Type =

VENDOR

Contact First Name

Test

Contact Last Name *

User

Vendor Name =

Contact Phone =

610 210 1555

Vendor Email =

Testuser01@azdes.gov

TN <—

Security and CAS manual

and then click the [Submit] button.

Clicking the [OK] button on the Success message will take you to the Main Menu screen.

What's New?

Success

o

Admin Tools

-
2 g o

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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4. On the Main Menu screen, click on the Admin Tools icon.

What's New? X

5. Locate the Users search box. Enter the last name of the user created in the Search For field and click
the [Search] button.

Security 5‘}3 ngov

Test User [Testusert ] | Account: Test Account O

Homepage  What's Hew?

Applications (1) Availabie Agplications

6. Click on the user’s hyperlink name.

ContactUs  Document Center  Media Center  Find Your

Test User [Testuser01] | Account: Test A

Account Users | Total Users: 1

Search On: s v LastName iser i

Name [Username] Member Since Last Login

/232020 /2512020

Showing 1to 1 of 1 entries

7. Verify the Admin and the User role for the newly created vendor account.

Hame | Users | Copy User Test User [Testuser01] | Account: Test Account 01 | Close

Account User Detail: Test User [Testuser01] | Initiated On: 11/23/2020

Email notifications for this user: ®on Ooff Original Request Natet None Available
Admin Tools Optional: Enter any notes that you would like to send to this user explaining any reasoning for editing their roles,
Admin
ser
There is a 200 character limit. Additiona! text will be truncated.

@send courtesy email to user of any role changes during 'Save'.

Currently no nates on file,

8. The newly created Focus Admin user account now has the ability to add and remove user roles as well
as add and remove applications.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 13
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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2.3 Add An Application To A New Vendor Account

IMPORTANT

*  Only a user with the Admin role for the vendor account has the ability to add an application to the
vendor account.

= Once the application has been added, a role must be assigned to the user.

* For users assigned to multiple vendor accounts, their roles will need to be removed from each
vendor account separately.

* The only application(s) that will be listed and that can be added for the new user will be those that
the new user will be authorized to access.

= The CAS application is only listed when the user has a vendor account. The CAS application will
automatically be added to users who have been granted access to a vendor account with the CAS
having already been added to it.

1. On the Main Menu screen of the Admin’s vendor account, click the Admin Tools link to display
the Homepage.

Arizona Department of oz gov
M'h Economic Security D :
Your Partner for a Stronger Arizona REALE CESSIZONG

About DES Services Contact Us Document Center Media Center

Find Your Local Office

o N=
FOCUS  Whats New? S :

User2 Test

Testuser2
Last login: 01/15/2021 08:10:55 AM o

Admin Tools <_

Main Menu

% User Profile

> Account

FOCUS User Manual

2. Click on the “Available Applications” link on the user’s Homepage.

User2 Test [Testuser2] | Account: Test_Account0l | Close|

Homepage What's New?

Applications (1) Awvailable Applications Users (2)
Admin Tools
This system is the starting p at which all users who have Search On: Last Name ~
signed up to access Secured acMunts will begin. All valid users
can access this area by default.
Current Status: Online Search For:

Roles Users(2)

User

Requests (0)
There are currently no requests in your queue.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 14
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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3. Click on the “Add to Account” link for the app you wish to add to the user’s Focus profile.

Home

Available Applications To Add To Your Account

Below are a list of applications that are available for your account te sign up and use. After selecting the application, it will be added to your account and you will then be
automatically re-directed to the "Application Users" page. There you will need to assign roles to the users whom you wish to use the application. Users will only be able to

access the application if they have been assigned at least one role.

Available Applications:

Eltahir Abbo [Abbocare] | Account: Test_Accountl23 | Close

Search: |Filter data from table below

Name 4 Description Actions
Contract This application allows vendors who provide services to people with developmental disabilities to register for a Qualified Vendor Agreement (QVA) to provide those services through the State of e
Administration = Arizona Department of Economic Security, Division of Developmental Disabilities. The application may be used to create and submit an application for a Qv4, and manage the awarded QUA i
System contract as you provide services to those in need, "

Previous | 1 | Next Showing 1 to 1 of 1 entries

4. Click the [OK] button to confirm your selection.

Confirm

Are you sure you want to add this application to your account?
Click OK to confirm, otherwise click Cancel.

5. Select the user’s role for the newly added application and then click the [Save] button.

Home | Roles Test User [User Name] | Account: Test_Accountl23 | Clos

Application Users | Contract Administration System | Total Users: 0

Roles (max Provider Owner ¥ | | Provider Staff %
4):
Apply
Search On: All Users v Last Name ¥
Search: [Filter data from table below Show |All ¥ | entrig
Provider Owner (0) Provider Staff (0)
Name [Username] A
(] |
J || 1)
Previous | 1l | Next Showi to 1 of 1 entrigl
#'Send courtesy email to users of changes during "Save'.
1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 15
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6. A confirmation message is displayed, and the application is added to the user’s Focus account.

Success

Changes Saved Successfully!.

7. An automated notification email is sent to the user to inform them that a new application/role has been

added to their user account.

Secured Courtesy Notification Regarding your account L.
membership Inbox x

noreply@azdes.gov 246 PM (1 minule ago) 5 = :
to me =
The following roles have been either added or removed by Test user regarding your membership to the
Secured Account. New Vendor Account
User: Phil trarmel
Application: CONTRACT ADMINISTRATION SYSTEM

Rales Added: Provider Cwner, Pravider Staff

If you hawe any questions please contact the account administrator.

Thank you.

HOTICE: This e-mail {and any attachments) may confain PRVILEGED OR CONFIDENTIAL information ard is smended only for the uss of
the spacific ndividual(s) 1o whom # is addressed. i may contain information thal is privileged and confidential under slate and federal [aw
Thig mformabon may be ussd or disthossd only in aocardance with law, and you may ba subject fo penallias undar L Sar iIMpoper use o
furthvar digclosure of the informalion in this e-mail and &z atlachments. IT youw have received this a.mail in amor. please immedalaly nolify

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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8. Click the Home button in the left corner. The added application is now listed on the Application list of the
user’s Focus account and the roles are listed under the Users section of the added application.

Homepage What's New?

Applications (2) Awailable Applications

Admin Tools

This system is the starting point at which all users who have signed up to access Secured accounts will
begin. All valid users can access this area by default.

Current Status: Online

Roles Users(1)

Contract Administration System

This application allowes vendors wheo provide services to people with developmental disabilities to register for
a Qualified Yendor Agreemeant {QWA] to provide those services through the State of Arizona Department of
Econemic Security, Division of Developmental Disabilities. The application may be used to create and submit
an application for a QWA, and manage the awarded QWA contract as you provide services to those in nead.
Current Status: Online I

Roles Users(1)

9. Click the Main Menu button on the left side of the screen.

The added application will then be displayed (i.e., Contract Administration System) on the right.

Arizona Department of Economic Security QZ.gOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About DES Services Contact Us Document Center Media Center Find Your Local Office

) QBG
FOCUS What's New? X - =

Il User2 Test

Testuser2
Last login: 01/28/2021 01:45:42 PM o

Admin Tools Contract Administration System

(1) 2 v

Main Menu

> User Profile

> Account

FOCUS User Manual

Note: You can click the ‘FOCUS User Manual’ link, on the left side of the screen, to access this document
as needed.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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3 BEGIN APPLICATION

Now that you have completed the registration to become a vendor with the State of Arizona, you may begin a
new Qualified Vendor Agreement application.

Read the important points below before starting the application process.
You may contact the DDD Focus Help Desk for assistance at any time at (602)-771-1444.

Unnecessary delays may occur if applicants do not review all information provided and follow the instructions
given.

IMPORTANT

= Only one QVA application/contract per Federal Employee ID Number (FEl) is allowed.

= Once a QVA application has been started, the DDD Contracts Team will be able to view all tabs in the
application and monitor it during the process.

* Once the application is submitted by the vendor, changes to the application will no longer be
permitted. The DDD Contracts Team will process the application as is.

= Starting a QVA application does not mean that you have a contract with the State of Arizona. The QVA
application must be submitted, processed and the contract must still be awarded.

* All questions must be answered fully and honestly in order for your application to be considered. The
answers will be used by DES/DDD in deciding whether or not to award a contract.

3.1 Login to the Focus Management System

Follow the steps below to login to the Focus management system:

Visit https://des.az.gov/services/disabilities/developmental-disabilities/vendors-providers/current.
2. Under “General Information” click “Login to Focus or Create an Account” section.

3. Once on the Focus Login screen, enter in your Focus Username + Password.

4. Click the [Login] button.

=

Sign in to FOCUS

Signup As New User

3.2 Main Menu

Once logged in, the first screen that displays, in Focus, is the Main Menu. From the Main Menu, you will be
able to access the Contract Administration System (CAS) system. In order to create a new QVA application you
must meet one of the following criteria:
= You have not already started a QVA application under the current FEIN.
(The status listed in the header of your QVA contract application = N/A)
*  Your past QVA application was canceled by you BEFORE being submitted.
(The status listed in the header of your QVA contract application = CANCELED)

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 18
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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=  Your past QVA application was canceled by a DDD Manager BEFORE being submitted.

(The statuslisted in the header of your QVA contract application = MANAGER CANCEL)
*  Your past QVA application was denied by a DDD Manager AFTER being submitted.

(The status listed in the header of your QVA contract application = MANAGEMENT DENIED)
=  Your past QVA contract was terminated by a DDD Manager AFTER being awarded.

(The status listed in the header of your QVA contract application = CONTRACT TERMINATED)

To create a new QVA application, follow the steps below:
1. Click on the Contract Administration System (CAS) link on the Focus Main Menu.

Arizona Department of Economic Security Sé OZ.QOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About DES Services Contact Us Document Center Media Center Find Your Local Office

S on*
FOCUS  whsnew X 2 [EEmmm -

User2 Test

Testuser2
Last login: 01/28/2021 01:45:42 PM o

Admin Tools Contract Administration System
Main Menu
® = ® =
- -
> User Profile

> Account

FOCUS User Manual

>>> RESULTS: You will be redirected to the following Contracts List screen where you can
begin to create a new RFQVA (Request for Qualified Vendor Agreement) application.

2. Click on the [Create New Application] button.

Arizona Department of Economic Security &? Qz.gov
Your Partner for a Stronger Arizona STATE OF ARIZONA

About Services How do I? Documents Center Media Center Office Locator Report Fraud

Vendor Name testing

[ +] NO RFQVA APPLICATION EXISTS

Period

5/1/2024 - 12/31/2025 m’

Create New Application : Please click Create
New Application button below to create a new

application

[ Create New Application

‘Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

>>> RESULTS: A new QVA application is created under the current vendor logged in and you will be
redirected to the Dashboard tab.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 19
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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3.3 Dashboard

The Dashboard tab contains an overview of key information about your QVA application and contract. The
majority of the fields will be populated by the system and will automatically update as you progress through the
application process. More details about the Dashboard tab are explained later in this document.

IMPORTANT
= Please read the message displayed at the top (in the blue banner) and take necessary actions if needed.
= C(Click the “User Manual” link to access this document from the application at any time.

Arizona Department of Economic Security bé Ozgo
Your Partner for a Stronger Arizona STATE OF ARIZONA

About  Services Howdol? DocumentsCenter  Media Center  Office Locator ~ Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

(=[P @ information 38 Contacts  # Program Management = Assurances & Submittals @ Services [ Sites O Insurances I Documents Actions +

© NOTE: Please observe the following guidelines for a timely submission of new DDD-2024 application.
1. Before you start application under the new contract period DDD-2024, we recommend you start an amendment on your existing contract and click on review amendment under ‘Actions’ menu. If there are any errors listed in the current contract, correct them through an

amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 is started, mest of the existing information from the urrent contract is copied over and All the copied over i ion displayed in the new application will be read only. Any data corrections
required in the new applieation, should he done through an amendment in the current contract.
For any additional information refer to the User Manual by clicking here - User Manual l

A Dashboard Error List ~

o Fiscal Year Start Date is not provided.

B Dashboard Action ~
Multi Site Attestations Multi Service Attestations All Other Attestations

B Dashboard &

Initial Application Submit Date : Application Approval Date : Assigned Specialist : N/A

Application Start Date : 09/11/2024 Initial Service Start Date : Fiscal Year: Not Provided

Last Amendment Date :

= Main Menu

Manage QVA Application Vendor Directory - HCBS Provider Search

View and change general information. View and change provider service areas. The directory — vie Change Member Provider Search
is auto populated with Approved Sites from Maintenance Options.
Administrative and Service Sites and vendor is

defaulted to state-wide search.

-— Provider Search - Directory Use New Application User Manual Contract Amendment User Manual
Please update the information in this section, it will be Create and submit an application Start and submit an amendment
{ 2 ) utilized in the Provider Search by the members, For
‘J\ more information, please contact DDD Network Staff.

Go To Top of Page

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

= Dashboard Error List (see green banner in screenshot above): To resolve this error, click on the blue
calendar icon next to the ‘Fiscal Year:” field (see arrows above) and select a date. Once you do
the following “Fiscal Year” box will display advising that the Fiscal Year Start Date is saved. Click the
[Close] button. The green banner error list will be resolved.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 20
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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Fiscal Year

vl Fiscal Year Start Date is saved.

At the top of the Dashboard screen (in the dark purple banner) you will see displayed:

A. The QVA Application Number (e.g., Q17733) is unique and is generated by the system. The number is

displayed in the header, to the left of the Vendor Name at all times. The ‘Q’ signifies a Qualified Vendor

Agreement application. If the application is awarded a contract, the application number will be lengthened

and updated to a QVA Contract Number.

The Vendor name that is unique for the application is displayed in the header at all times.

C. The Contract Type of the application is a “QUALIFIED VENDOR AGREEMENT”. The contract type will be
displayed in the header at all times.

D. The Status of the application, at this point, is “VENDOR APPLICATION IN PROGRESS”. This is the first status
of the application. The status will update with each new phase of the application and contract process. The
current status will display in the header at all times.

@

The Actions dropdown menu (yellow icon), on the top right side of the screen, contains 2 actions at this point:
= Review Application = When all required fields have been filled out, the application may be submitted
to DDD for processing.
= Cancel Application = The Application may be cancelled only when it is in the VENDOR APPLICATION IN
PROCESS status.
The Actions dropdown menu also contains the option to click on “Contract List”, which will redirect you back to
the Contracts List screen. You can click on the [Edit] button to return to the Dashboard screen.

Arizona Department of Economic Security &é Oz ov
Your Partner for a Stronger Arizona 5 A

About Services How do 1?7 Documents Center Media Center Office Locator Report Fraud

Vendor Name testing

© NOTE: Please observe the i idelines for a timely ission of new DDD-2024 application.

1. Before you start application under the new contract period DDD-2024, we you start an on your existing contract and click on review amendment under 'Actions’ menu. If there are any errors listed in the current
contract, correct them through an amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 I started, most of the existing information from the current contract Is copled over and prepopulated. All the copled over information displayed in the new application will be
read only. Any data corrections required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

Qualified Vendor Agreement (DDD2024)

VENDOR APPLICATION IN PROGRESS
Assioned To

Unassignec

b N

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

The Dashboard provides important dates about your new RFQVA. Beginning with the Application Start Date
(i.e., the date that you started to create the application), the Initial Application Submit Date through to the Initial
Service Start Date, including any amendments to the contract.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 21
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B Dashboard ~
Initial Application Application Approval Assigned Specialist : N/A

Submit Date : Date : Fiscal Year: September

Application Start Date:  09/11/2024 Initial Service Start 2nd

Last Amendment Date : Date :

At this point the details for attestations will not be displayed on the Dashboard. The attestation details will
begin to display within the Dashboard Action icons seen below as you progress further through this application
process.

B Dashboard Action ~

Multi Site Attestations Multi Service Attestations All Other Attestations

Clicking on the [Multi Site Attestations] button or the [Multi Service Attestations] button will display screens
containing no details at this time. The [Collapse All], [Attest All] and [Save All] buttons are nonfunctional at this
point of the application process. The Actions dropdown menu (yellow icon), on the top right side of the screen,
still functions as described above.

Click on the Dashboard tab to return to the main Dashboard screen.

Arizona Department of Economic Security ngov
Your Partner for a Stronger Arizona STATE OF ARIZONA

About  Services Howdo I? Documents Center ~ Media Center  Office Locator Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information &% Contacts #® Program Management #= Assurances & Submittals Services H Sites 0 Insurances Documents

\ Actions v
B3 Collapse All # Attest All B save All

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation  ®2024 bes

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 22
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Clicking on the [All Other Attestations] button will display the following screen with minimal details at this time.
The [Attest All] and [Save All] buttons are nonfunctional at this point of the application process. The Actions
dropdown menu (yellow icon), on the top right side of the screen, still functions as described above.

Arizona Department of Economic Security &! Qz.gov
Your Partner for a Stronger Arizona STATE A

About  Services Howdol? DocumentsCenter  Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BEDashboard @ Information 3%t Contacts  # Program Management %= Assurances & Submittals @Y Services @ Sites  Qlnsurances [ Documents

B2 Collapse All W Attest All
A Please note all required attestations will be modified upon Attest All and will be updated on Save All
% Contacts Attestation ~
Attestation is Required
B contact Information ~
Contact Type First Name Last Name Title Phone Fax Email
Principal Contact TestBs Testing 6234611416
Notice Contact E—
Electronic Visit Verification Contact
Quality Management Contact
Payment/Billing Office Contact
Direct Referral Contact
Agency After Hours Contact
Member Records Contact
Attestation: 4\ You are not authorized to provide attestation. More info help @
Attest to update any changes in accordance with timeline established within the RFQVA
Attested By: Attested Date:
View History
@ Program Management Attestations -~
%R Incident Reporting Information -~
Which position in the organization is responsible for the final review of the incident prior to submission to the Division?
First Name Last Name Title
Which position in the organization is responsible for notifying a member/member representative of incidents?
First Name Last Name Title
Aftestation is Required
Attestation: A\ You are not authorized to provide attestation. More info help 7]

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 23
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® Complaints & Grievances Inf

Which position in the organization is respansible for resolving the complaint/grievance?

First Name Last Name Title
Attestation is Required

Attestation: 4k You are not authorized to provide attestation. More info help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By Attested Date:

View
[ ] : p ive Input Inf 2
Which position is feedback forwarded to within the organization?
First Name Last Name Title
Attestation is Required

help @

A\ You are not authorized to provide attestation. More info

Attestation:

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:
View

& Quality Improvement Information

Attestation is Required

help @

Attestation: 4\ You are not authorized to provide attestation. More info

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By Attested Date:

Go To Top of Page

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation  e2024 pes

Clicking on the [Collapse All] button will cause the screen display to collapse all the sections that you see above,
and the display will be as follows. Click the [Expand All] button to expand the screen display.
Click on the Dashboard tab to return to the main Dashboard screen.

Arizona Department of Economic Security
Your Partner for a Stronger Arizona

Documents Center Media Center Office Locator Report Fraud

About Services How do 1?

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information 8% Contacts #® Program Management = Assurances & Submittals B Services B sites © Insurances B Documents

\ Actions =
Expand All W Attest All B save All

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

& Contacts Attestation

#® Program Management Attestations

Reasonable Accommodation ©2024 DES

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 24
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At the bottom of the Dashboard screen there are 6 links displayed in the “Main Menu” section.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

[=DFETENE @ Information 38 Contacts @ Program Management 7= Assurances & Submittals @ Services [ Sites  Qlnsurances [ Documents Actions ¥

© NOTE: Please observe the following guidelines for a timely submission of new DDD-2024 application.

1. Before you start application under the new contract period DDD-2024, we recommend you start an amendment on your existing contract and click on review amendment under ‘Actions’ menu. If there are any errors listed in the current contract, correct them through an
amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 is started, most of the existing information from the current contract is copied over and prepopulated. All the copied over information displayed in the new application will be read only. Any data corrections
required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

B Dashboard Action L3
B Dashboard / N
= Main Menu ~

Manage QVA Application i Vendor Directory

™ HCBS Provider Search

View and change general information. View and change provider service areas. The directory | View and Change Member Provider Search
is auto populated with Approved Sites from | Maintenance Options.
Administrative and Service Sites and vendor is [
faulted t e-wide se

= Provider Search - Directory Use New Application User Manual Contract Amendment User Manual
. Please update the information in this section, it will be Create and submit an application. Start and submit an amendment.
m utilized in the Provider Search by the members. For
‘ = more information, please contact DDD Network Staff.

Go To Top of Page

The [Manage QVA Application] link will redirect you to the “Information” tab.
Note: There will be more details about this tab later in this document.

The [Vendor Directory] link will redirect you to the “Vendor Directory” screen.

Arizona Department of Economic Security OZ.gOV
Your Partner for a Stronger Arizona STATE OF ARTZONA

About  Services Howdol? DocumentsCenter Media Center  Office Locator  Report Fraud

| Q17733 | vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions
Dashboard Information Contacts g es & i Services Sites Insurances Documents
Vendor Directory =
Back to Main
/ Menu
© My Areas ; P ; e et . ,

The tory is auto populated from Administrative and Service Sites and vendor is defaulted to state-wide search. Open My Areas and select areas to limit search to a
spe tion

© Notification - feature not available X
Edit how our system notifies you about opportunities and events.

Clicking on the “My Areas” link will redirect you to the following screen, but at this point of the application

process there will be no details displayed. This is because it isn’t until later in the process that you will be
populating information on the “Sites” tab and the “Services” tab which must then be approved. See more
details in section 8 of this document.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd

25



Security and CAS manual

Arizona Department of Economic Security OZQOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About  Services Howdol? Documents Center  Media Center  Office Locator  Report Fraud

| Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions

Dashboard Information Contacts Program Management Assurances & Submittals Services Sites Insurances Documents

Vendor%ory =]

Page 0 of O Nothing to Display

Click on the “Dashboard” tab to be redirected back to the Dashboard screen.

The [HCBS Provider Search] link will redirect you to the “HCBS Provider Search” screen.

Arizona Department of Economic Security S;‘ OZQOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About  Services How do I? Documents Center Media Center Office Locator  Report Fraud

‘ Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions

Dashboard Information Contacts Program Management Assurances & Submittals Services Sites Insurances Documents

Area vpe e Name Anddre ACCep q s o anguage Back to Main
. . Menu
Page O of 0 Mothing to Display

|7 HCBS Provider Search (=]

At this point of the application process there will be no details displayed. This is because it isn’t until later in
the process that you will be populating information on the “Sites” tab which must then be approved. See
more details in section 8 of this document.

Click on the “Dashboard” tab or the [Back to Main Menu] button to be redirected back to the Dashboard
screen.

The [Provider Search — Directory Use] link will not redirect you at this point of the application process. This is
because at this point no information has been input by you in the “Services” tab and the “Sites” tab. This option
will become available once your RFQVA application has been approved. For more information, please contact
the DDD Network Staff.

The [New Application User Manual] link will display in a new window, outside of the Focus application, and
display this manual (i.e., DDD FOCUS/CAS — Contract Administration System NEW REQUEST FOR QUALIFIED
VENDOR APPLICATION [RFQVA] Online User Manual).

The [Contract Amendment User Manual] link will display in a new window, outside of the Focus application,
and display the DDD CAS - Contract Administration System (QVA Contract Amendment) User Manual.

**You have completed the Dashboard tab for this point of the process. Please go to the Information tab.**

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 26
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3.4 Information

The Information tab contains information about the Vendor, the Executive/Owner and Authorized
Signatories.

IMPORTANT
* Some of the data provided during the creation of a vendor account has carried over to the Information tab.

“w % u

* All required fields on this tab, identified with red asterisks , heed to be populated before the application

can be submitted to DDD.

* You can save unfinished work on this tab, at any point, and return to complete it at a later date/time without
losing the data.

= The exceptions to the above point are the “Legal Name” field and the “Vendor FEI” field. These 2

fields cannot be left blank when saving this tab.

The key items of the Information tab are pointed out on the next few pages. Take note of the sections and their
descriptions before filling out the fields on the Information tab.

Fill in and click the [Save Changes] button, at the bottom of the screen, to save all of the required fields
on the tab and to complete the Information tab. Fill in any optional fields that apply.

The “The following fields are required” section lists the name of any incomplete required field at the time
the tab is saved. It will also list invalid entries in any of the fields. The error message will be removed once
the missing required fields are populated and/or the invalid entry is corrected.

Arizona Department of Economic Security OZ.QOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About  Services Howdol? DocumentsCenter  Media Center  Office Locator  Report Fraud

| Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions I

—————
Dashboard Information Contacts Program Management Assurances & Submittals Services Sites Insurances Documents

— The following fields are required. = }_

« Invalid Vendor Phone number. It must be a 10 digit number including the area code.

« Vendor Organization Type

+ Street Address Information

« Mailing Address Information

« Invalid Executive/Owner - First Name. It must be between {2} and {30} character long.

« Invalid Executive/Owner - Last Name. It must be between {2} and {50} character long.

« Invalid Executive/Owner - Phone Number. It must be a 10 digit number including the area code.
« Invalid Executive/Owner - Email Address. It must have @ symbol and domain name.

« Invalid Executive/Owner - Date of Birth. Select valid Date of Birth from Calendar

« Invalid Executive/Owner - Social Security Number. Enter a valid Social Security Number

« Invalid Authorized Signatory - First Name. It must be between {2} and {30} character long.
« Invalid Authorized Signatory - Last Name. It must be between {2} and {50} character long.
« Invalid Authorized Signatory - Title. It must be between {2} and {20} character long.

« Invalid Authorized Signatory - Phone. It must be a 10 digit number including the area code.
« Invalid Authorized Signatory - Email address. It must have @ symbol and domain name.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 27
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The “Vendor Information” section contains the following fields:

Legal Name = The name listed on your W-9 tax form. This field cannot be left blank.
Vendor FEIl = The Federal Employee Identification number that was used during the creation of a
vendor account. This field cannot be changed.
Vendor DBA Name = The name for doing business as. This may be the same as the “Legal Name”.
This is not a required field.
Vendor Phone Number = 10 digit number including the area code for the executive/owner. This is
a required field.
Vendor Fax Number = 10 digit number including the area code for the executive/owner. This is
not a required field.
Vendor Email Address = The appropriate email address for the vendor. This is not a required field.
Vendor Website Address = The valid website address for the vendor. This is not a required field.
Vendor Organization type = This is a required field. It is similar to the vendor’s tax classification.
QVAs are separated into 2 different types. Only one type can be selected, but it can be changed in
the future to reflect a change in the vendor’s tax classification. The two QVA Vendor Organization
types are:

» Agency = This is an entity with 1 or more employees.

» Independent Professional Provider = This is an entity with 0 additional employees. This

does not pertain to subcontractors.

— Vendor Information =] }_

Legal Name*
Vendor Name testing

Vendor DBA Name

Vendor Email Address

Vendor FEI -
15-9456753

Wendar Phane Number *

Vendor Website Address { g

Wendor Fax Number

- hitp: v 2xam,

ple.com o wwi

Please spaciy the nature of yo

() Agency

The “Vendor Address” section contains the Vendor’s Street address (or physical address) and Mailing
address. A QVA requires both; however, they can be the same address.
=  The following address fields are required:
» Address Line 1
» City
» State
» Zip Code
= A “Same as Street” check box is available in the Mailing address area, for convenience. Selecting
the check box will automatically update the mailing address to match the street address and make
the mailing address fields read-only. Deselecting the check box will display the mailing address
fields for editing.
= The following fields are for DDD Admin use only. These fields will be populated automatically by
the system when the tab is saved, and they are based on the address provided:
Zipd
Address District
GSA
Zone

YV VY
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— Vendor Address =] }—
Street Mailing [ Same as Street
Address Line 1* Address Line 2 Addrezs Line 1* Address Line 2
City* Stae” Zip Code* Zipd County City* State” Zip Code * Tipd County
AZ v v
Address District GZA Zone Addrazs District G5A Zone

United States Postal Service (USPS) — Address Validation
The addresses in the QVA will be validated using the USPS database. Each time a completed address is saved, a new
window will display and provide suggestions for those addresses not found exactly in the USPS database.

Any address in the database similar to the entered address will be listed in the new window for the vendor to
consider.

If the address entered is found exactly as is in the USPS database, the address validation window will not display
and the address will be saved as is.

If there are no suggestions, then a [Close] button option will be displayed in the pop up window where the suggested
addresses would normally be.

The entered address may be kept by clicking the [Use as Entered] button. If this button is selected, the window will
close, and the entered address will be saved to the Information tab as entered.

The suggested address may be selected by clicking the [Use Updated Address] button. If this button is selected, the
window will close, and the entered address will update to the suggested address automatically on the Information
tab.

Address Validation X
||
a
I Entered Address
3443 N Central Ave
Phoenix AZ 85012 Use as Entered
Latitude: G

Longitude: - NNNG—_—
| | Address Type: High-rise

# Vvalidated Address

I 3443 N Central Ave Use Updated Address

Phoenix AZ Maricopa 85012-2204

Latitude:

Longitude: ‘SN

Address Type: High-rise

Missing Secondary Information (apartment, suite, stc.) I: Validate Address
r_' Please enter secondary number and click Validate Address.

Cancel
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The “Executive/Owner Information” section contains the following fields:

First Name = The first name of the executive/owner. This is a required field.

Middle Initial = The middle initial of the executive/owner. This is not a required field.

Last Name = The last name of the executive/owner. This is a required field.

Suffix = An appropriate name suffix for the executive/owner (e.g., Jr., Sr., PhD). This is not a
required field.

Social Security Number = 9 digit SSN for the executive/owner. This is a required field.

Date Of Birth = The date of birth for the executive/owner. This is a required field.

Phone Number = 10 digit number including the area code for the executive/owner. This is a
required field.

Fax Number = 10 digit number including the area code for the executive/owner. This is not a
required field.

Email Address = The appropriate email address for the executive/owner. This is a required field.

Executive/Owner Information =

First Name *

Date Of Birtn*

Fhone Number * Fax Number Email Address *

The “Authorized Signatory Information” section contains the following fields:

First Name = The first name of the authorized signatory. This is a required field.

Last Name = The last name of the authorized signatory. This is a required field.

Title = An appropriate business title for the authorized signatory. This is a required field.

Phone Number = 10 digit number including the area code for the authorized signatory. Thisis a
required field.

Fax Number = 10 digit number including the area code for the authorized signatory. This is not a
required field.

Email Address = The appropriate email address for the authorized signatory. This is a required
field.

Alternate First Name = The first name of the alternate authorized signatory. This is not a required
field.

Alternate Last Name = The last name of the alternate authorized signatory. This is not a required
field.

Title = An appropriate business title for the alternate authorized signatory. This is not a required
field.

Phone Number = 10 digit number including the area code for the alternate authorized signatory.
This is not a required field.

Fax Number = 10 digit number including the area code for the alternate authorized signatory. This
is not a required field.

Email Address = The appropriate email address for the alternate authorized signatory. This is not a
required field.

Authorized Signatory Information =]

LastName* Title * Phane Number* Fax Number Email Address *

ate First Name Akernate Last Name Title Phane Number Fax Number Email Address

Save Changes

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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Once the Information tab is saved with all the required fields populated correctly, plus any desired optional
fields, the message “Data saved successfully” will be displayed near the top of the screen.

**You have completed the Information tab details. Please go to the Contacts tab.**

3.5 Contacts

The Contacts tab contains information for the different contacts at your organization. The contacts do not have
to be unique. You may use the same information for multiple contacts. The contact information may be the
same as the Executive/Owner contact. (Use the [Same as Owner] button to automatically add the same
information.)

IMPORTANT
= Please read the message displayed at the top of this screen (blue banner) and take necessary actions if
needed.

Arizona Department of Economic Security
2

About  Services Howdol? DocumentsCenter  MediaCenter  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

@Dashboard @ Information  EECIZLEESE @ Program Management 3= Assurances & Submittals @ Services @i Sites  ©lnsurances B Documents Actions v

© NOTE: Please observe the following guidelines for a timely submission of new DDD-2024 application.

1. Before you start application under the new contract period DDD-2024, we recommend you start an amendment on your existing contract and click on review amendment under ‘Actions’ menu. If there are any errors listed in the current
contract, correct them through an amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 is started, most of the existing information from the current contract is copied over and prepopulated. All the copied over information displayed in the new application will be
read only. Any data corractions required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

Contact Error List (green banner): To resolve these errors you will need to populate the fields within the
Contacts tab. Once you have populated all sections within the tab you will click the [Save] button at the
bottom of the screen. A message “Data saved successfully” will be displayed at the bottom of the screen.

A Contact Error List ~

« Contacts Attestation is not provided.

* Invalid Principal Contact - Email Address. It must have @ symbol and domain name.

o Invalid Notice Contact - First Name. It must be between {2} and {30} character long.

e Invalid Notice Contact - Last Name. It must be between {2} and {50} character long.

e Invalid Notice Contact - Phone Number. It must be a 10 digit number including the area code.

o Invalid Quality Mangement Contact - First Name. It must be between {2} and {30} character long.

e Invalid Quality Mangement Contact - Last Name. It must be between {2} and {50} character long.

o Invalid Quality Mangement Contact - Phone Number. It must be 2 10 digit number including the area code.
« Invalid Quality Mangement Contact - Email address. It must have @ symbol and domain name.

* Invalid Payment/Billing Office Contact - First Name. It must be between {2} and {30} character long.

* Invalid Payment/Billing Office Contact - Last Name. It must be between {2} and {50} character long.

o Invalid Payment/Billing Office Contact - Phone Number. It must be a 10 digit number including the area code.
o Invalid Payment / Billing Office Contact - Email address.It must have @ symbol and domain name.

o Payment/Billing Office Contact Address Information

e Invalid Agency After Hours Contact - First Name. It must be between {2} and {30} character long.

o Invalid Agency After Hours Contact - Last Name. It must be between {2} and {50} character long.

o Invalid Agency After Hours Contact - Phone Number. It must be 2 10 digit number including the area code.
« Invalid Agency After Hours Contact - Email address. It must have @ symbol and domain name.

o Invalid Member Records Contact - First Name. It must be between {2} and {30} character long

o Invalid Member Records Contact - Last Name. It must be between {2} and {50} character long.

 Invalid Member Records Contact - Phone Number. It must be a 10 digit number including the area code.

e Invalid Member Records Contact - Email address. It must have @ symbol and domain name.

« Invalid Direct Referral Contact - First Name. It must be between {2} and {30} character long,

* Invalid Direct Referral Contact - Last Name. It must be between {2} and {50} character long.

e Invalid Direct Referral Contact - Phone Number. It must be a 10 digit number including the area code.

o Invalid Direct Referral Contact - Email address. It must have @ symbol and domain name.
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Attestation

IMPORTANT

= You must have the “Provider Owner” or “Signatory” role to provide the attestation and be able to
submit the RFQVA DDD-2024 after it is complete.

= |f you do not have either of these roles, you will need to contact the administrator of your
organization’s account.

= |f you are not authorized to have one of these roles, a user from your organization with one of these
roles will be required to complete the application process.

= |n addition to having one of these roles, your name should be listed on the Information tab in the
Executive/Owner Information section or the Authorized Signatory Information section.

= Clicking on the More info link or the help ? link in the Contacts tab will display this bullet pointed
information as well.

Attestation: A\ You are not authorized to provide attestation. More info help @

Attest to update any changes in accordance with timeline established within the RFQVA

Attested By: Attested Date:

The Attestation section should be populated in the following manner:

= Click the checkbox for “Attest to update any changes in accordance with timeline established within
the RFQVA” box.

= Populate the “Attested By:” field.
Note: When you populate this field the “Attested Date:” field will automatically be populated.

= Click the [Save] button on the right side of the section.

= Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box and proceed with populating the 8 contact sections as described
below.

Attestation

ab Attestation is provided.

Close

The QVA requires 8 different types of contacts. Take note of the contacts and their descriptions before filling
out the fields on the Contacts tab.

= Principal Contact = The contact for the Day-to-Day operations of the organization. (The 3 required fields are
prepopulated with the information that was used during the creation of a vendor account.) You can keep the

information as prepopulated or you can use the [Same as Owner] button to change this information.
= Notice Contact = The contact for all correspondence from DDD Business Operations and from the

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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HCBS Certification application, including vendor announcements. (The Notice email address is
prepopulated with the email address from vendor registration.) You can keep the information as
prepopulated or you can use the [Same as Owner] button to change this information.

= Electronic Visit Verification Contact = The contact for all correspondence related to EVV services.
Required when an EVV service is added to the contract.

= Quality Management Contact = The contact responsible for review, oversight and improvement of
the program.

= Payment/Billing Office Contact = The contact for all claims and other billing correspondence to the
organization.

= Direct Referral Contact = The contact used for emergent service needs during business hours and direct
referrals & placements.

= Agency After Hours Contact = The contact for emergent service needs for after hours.

= Member Records Contact = The contact used as a point of contact for the member documents (planning/
progress reports/CPOC, etc.).

&, Principal Contact  The contact for the Day-to-Day aperation of the organization(May be same as Executive/Cwner contact) o
First Name * Last Name * Phone Number * Fa Nurnber Email Addrass *
& Notice Contact The contact for correspandence fram DDD Business Operations and from the HCES Certification application. [ May be same as Executive/Owner contact) -
First Name * Last Name * Fhone Number * Fax Number Email Address *
joreed@azdes.gov Same as Owner

a’ Electronic Visit Verification Contact The contact for all comespondence related to EVV services. Reguired when an EVV service is added to the contract. e
First Name Last Name Fhone Number Fax Number Email Address
aﬁ Quality Management Contact The contact responsible for review, oversight, and improvement of the program.{May be same as Executive/Cwner contact) ~
First Name * Last Name * Phone Number * Fax Number Email Address
=0 Payment}'Bl'IIing Office Contact The contact for all claims and other billing correspondence to the organization.(May be same as Executive/Owner contact) ~
First Name * Last Name * Phone Number Fax Number Email Address ™
Address Line 1+ Address Line 2
City™ State* Zip Code™  Zipd County
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&% Direct Referral Contact The contact used for emergent service needs during business hours and direct referrals & placements -~
First Name = Last Name = Phone Number = Fax Number Email Address *
& Agency After Hours Contact  The contact for emergent service needs for after hours -
First Name = Last Mame * Phone Number * Fax Number Email Address *

Same as Owner
&» Member Records Contact The contact used as a point of confact for the member documents( planning/ progress reports/CPOC etc) -~
First Name = Last Mame * Phone Number * Fax Number Email Address *

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommmodation ©2024 DES

B Ssave

—

Go To Top of Page

**You have completed the Contacts tab details. Please go to the Program Management tab.**

3.6 Program Management

The Program Management tab provides information about the names and positions of the people in the
organization who are responsible for the management of different tasks in the QVA contract, like incident
management, complaints & grievances, quality improvement, etc.

IMPORTANT
= All of the attestations in the Program Management tab need to be provided in order to submit the
new RFQVA.
* You can attest individual sections or attest all sections together and save.

Program Management Error List (green banner): To resolve these errors you will need to populate each of the
4 sections within the Program Management tab, including the Attestations. Once you have populated all
sections within the tab you will click the [Save] button at the top or the bottom of the screen. A message
“Program Management data saved successfully” will be displayed at the top and/or bottom of the screen.

A Program Management Error List

® Invalid Incident Report Final Reviewer Personnel - First name. It must be between {2} and {30} character long.
» Invalid Incident Report Final Reviewer Personnel - Last name. It must be between {2} and {50} character long.
* Invalid Incident Report Final Reviewer Personnel - Title. It must be between {2} and {20} character long.

® Invalid Incident Notification Personnel - First name. It must be between {2} and {30} character long.

* Invalid Incident Notification Personnel - Last name. It must be between {2} and {50} character long

+ Invalid Incident Notification Personnel - Title. It must be between {2} and {20} character long

* Incident Reporting Attestation is required.

® Invalid Complaint Personnel - First name. It must be between {2} and {30} character long.

# Invalid Complaint Personnel - Last name. It must be between {2} and {50} character long.

+ Invalid Complaint Personnel - Title. It must be between {2} and {20} character long.

» Complaints & Grievances Attestation is required.

* Invalid Service Feedback Personnel - First name. It must be between {2} and {30} character long.

 Invalid Service Feedback Personnel - Last name. It must be between {2} and {50} character long.

o Invalid Service Feedback Personnel - Title. It must be between {2} and {20} character long

¢ Member/Member Representative Input Attestation is required.

* Quality Improvement Attestation is required.
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The Incident Reporting Information section should be populated in the following manner:
=  Which position in the organization is responsible for the final review of the incident prior to
submission to the Division? Populate the following fields:
» First Name
» Last Name
» Title
=  Which position in the organization is responsible for notifying a member/member representative of
incidents? Populate the following fields:
» First Name
» Last Name
> Title
Once you have populated these fields described above, click on the [Save] button at the top or the
bottom of the screen.
* For the Attestation portion of this section
» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified
Vendor Agreement” box.
» Populate the “Attested By:” field.
Note: When you populate this field the “Attested Date:” field will automatically be populated.
» Click the [Save] button on the right side of the section.
» Once you click the [Save] button, an Attestation box will display advising “Attestation is

provided.”. Click the [Close] button on that box.
—

#R Incident Reporting Information -~

‘Which position in the organization is respensible for the final review of the incident prior to submission to the Division?

First Name Last Name Title

Which position in the organization is responsible for notifying a member/member representative of incidents?

First Name Last Mame Title

Attestation: A\ Attestation Is Required help [2]

] Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

The Complaints & Grievances Information section should be populated in the following manner:
=  Which position in the organization is responsible for resolving the complaint/grievance? Populate the
following fields:
» First Name
» Last Name
> Title
Once you have populated the fields described above, click on the [Save] button at the top or the bottom of
the screen.
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= For the Attestation portion of this section

» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified
Vendor Agreement” box.

» Populate the “Attested By:” field.
Note: When you populate this field the “Attested Date:” field will automatically be populated.

» Click the [Save] button on the right side of the section.

» Once you click the [Save] button, an Attestation box will display advising “Attestation is
provided.”. Click the [Close] button on that box.

® Complaints & Grievances Information ~

Which position in the organization is respensible for resolving the complaint/grievance?

First Name Last Name Title

Attestation: A\ Attestation Is Required help @

O Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date s
View History

The Member/Member Representative Input Information section should be populated in the following
manner:
*=  Which position is feedback forwarded to within the organization? Populate the following fields:
» First Name
» Last Name
> Title
Once you have populated the fields described above, click on the [Save] button at the top or the bottom of
the screen.
* For the Attestation portion of this section
» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified
Vendor Agreement” box.
» Populate the “Attested By:” field.
Note: When you populate this field the “Attested Date:” field will automatically be populated.
» Click the [Save] button on the right side of the section.
» Once you click the [Save] button, an Attestation box will display advising “Attestation is
provided.”. Click the [Close] button on that box.

B Member/Member Representative Input Information -~

Which position is feedback forwarded to within the organization?

First Name Last Name Title

Attestation: A\ Attestation Is Required help @

O Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:
View History
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The Quality Improvement Information section should be populated in the following manner:
= For the Attestation portion of this section

» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified
Vendor Agreement” box.

» Populate the “Attested By:” field.
Note: When you populate this field the “Attested Date:” field will automatically be populated.

» Click the [Save] button on the right side of the section.

» Once you click the [Save] button, an Attestation box will display advising “Attestation is
provided.”. Click the [Close] button on that box.

s Quality Improvement Information -~

Attestation: help @
B4 Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

.
Go To Top of Page

Once you have populated all 4 sections and the attestations in those sections as described above, click on
the [Save] button at the top or the bottom of the screen to ensure all information is saved.

**You have completed the Program Management tab details. Please go to the Assurances & Submittals
tab.**

3.7 Assurances & Submittals

The Assurances & Submittals tab contains information about various types of assurances and supporting
documents that must be provided when submitting the application. They pertain to your disclosure of
additional information related to your business operations and financial status, as well as your understanding
of Arizona and DES/DDD laws, rules and policies.

IMPORTANT

= |tis required that you provide a response for each question in this tab.

= The questions in the RFQVA DDD-2024 have changed and many questions are new. Please review each
question carefully.

= Based on your responses, you may be required to submit additional documentation. These documents
can be uploaded electronically in the “Documents” tab. Please follow the instructions provided in the
“Documents” tab section of this manual and upload the documents as needed.
Note: When going to the “Documents” tab to upload the documents, please scroll down to locate the
section “Assurances & Submittals Vendor Reponses”.
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Please read and understand the Instructions and additional information in the 2 blue banners at the top of the
“Assurances & Submittals” tab.

Arizona Department of Economic Security ARIZDONA
Your Partner for a Stronger Arizona

About Services How do 1? Documents Center Media Center Office Locator Report Fraud

Q17733 I Vendor Name hslillg QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information &% Contacts #® Program Management = Assurances 8 Submittals B Services £ Sites Q Insurances B Documents

Actions v

7= Assurances and Submittals ~

&~

The Applicant/Qualified Vendor Shall respond to each of the following items, then provide this completed document and all applicable submittals in the format
prescribed by the Department. The submittals Shall indicate the item number to which it corresponds and also include the Applicant’s Federal Employer Identification

Number (FEIN).

| have the authority and responsibility as the owner or signatory to submit this Application and to act as a representative of the entity in all phases of the Application
process or the Qualified Vendor in all phases of amending as awarded QWA

Instructions:

The information provided in the Application or any subsequent Amendment, including information entered into the CAS and any attachments and submittals, is true,
correct, and accurate to the best of my knowledge. | understand that any false Statements May disqualify this Application from further consideration or be cause for
termination of the QVA.

| agree to notify the Department within ten (10) Business Days of any changes to the information provided in this Application or in any subsequent Amendment of an
awarded QVA.

Notice that the following section identifies all of the question numbers that require a response.

Following question(s) are not answered. A selection of either Yes or No for each question is required.

L] (2] ) (o] (=] [e] (2] [e] [o] [ne] [w] [42] [sa] [s22] [wa] [ss] [6] [a7] [we] [1e] [a0] [an] [=2] [=]
[24] [222] [222] [24] [=] [2e] [e7] [ma] [2r2] [2] [22] [s0] [o1] [s2] [e2] [34] [=2]

Please scroll down through the tab and provide your responses one by one. If your response for a question is
“Yes”, click the [Yes] button. If your response is “No”, click the [No] button. If your initial response was “Yes”
and you are not sure about your answer, click the [Not Set] button. This will remove your initial response and
allow you to review the question again and provide a response.

When you believe you have finished responding to all of the questions, click the [Save] button located at either
the top or the bottom right side of the tab. After clicking the [Save] button, all of the responses provided will be
saved and a message that the data was saved successfully will be displayed.

1l Assurance and Submittals data is saved successfully.

If you clicked the [Save] button, but missed or did not respond to a question or questions the question
numbers will be displayed at the top. Please go back and respond to those questions and then click the [Save]
button again.

Example:

Following question(s) are not answered. A selection of either Yes or No for each question is required.

(2] [=]

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 38
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

You can click on the [Go To Top of Page] button, on the right side of the tab, at any time, if you want to return
to the top of the screen.

\ -

Save

1. Does the Applicant/Qualified Vendor agree to remain current on, adhere to, and comply with any applicable changes
to Arizona law or federal law and regulations guiding Community Developmental Disability Services, Department rules ST Not Set
or pelicy, AHCCCS rules or policy, and Division Rate Book and billing process that apply to the provision of each
developmental disability services applied for and awarded?

2. Does the Applicant/Qualified Vendor agree to maintain information within designated Department systems (e.g.,
Qualified Vendor Contract Administration System or the CAS) to reflect current Applicant/Qualified Vendor operations [PRYE  Not Set
and information?

3. Does the Applicant/Qualified Vendor understand and agree that the Department May terminate the QVA based upon
inactivity? For example, the Applicant/Qualified Vendor has not obtained authorizations and/or provided services to ST Not Set
eligible Members during a six (6) month period.

4. Does the Applicant/Qualified Vendor agree to maintain and comply with any licensing, certification, credentialing
and/or registration requirements set forth under federal or Arizona law, rules, or pelicy for the provision of each Yes No BN
developmental disability service applied for and awarded?

5. Does the Applicant/Qualified Vendor understand that payment will not be made for services delivered prior to the
Contract Effective Date of any licensing, certification, credentialing and/or registration as required by federal or R Mot Set
Arizona law, rules, or policy?

6. Has the Applicant/Qualified Vendor or any of its Key Personnel had a Community Developmental Disability Service or
similar service license(s), certification(s) and/or registration(s) revoked, denied, or suspended in Arizona or in any Not Set
other state within the past seven (7) years?

Go To Top of Page

6.1. If yes, submit an explanation and current status. \
i
7. Has the Applicant/Qualified Vendor or any of its Key Personnel been a party to any Contract terminated for cause
relating to Community Developmental Disability Services or similar services in Arizona or in any other state within the Yes No BN

past seven (7) years?

7.1 If yes, submit a detailed description of such terminations.

Y

8. Has the Applicant/Qualified Vendor or any of its Key Personnel been a party to any litigation relating to Community

Developmental Disability Services or similar services in Arizona or in any other state within the past seven (7) years? Yes No B
8.1 If yes, submit a detailed description of such terminations.
Go To Top of Page
4
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9. Are there any court actions, liens or judgments pending or entered within the last seven (7) years against the
Applicant/Qualified Vendor or any of its Key Personnel related to the provision of Community Developmental Yes No BRL
Disability Services or similar services in Arizona or in any other state?

9.1 If yes, submit a summary of these suits or judgments and describe actions the Applicant/Qualified Vendor has
taken to prevent future suits or judgments.

10. Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a criminal offense related to
Medicare, Medicaid, State Children’s Health Insurance Program, or any other federal benefit program? Yes No BRL
10.1. If yes, submit a summary of the conviction(s) and current status.
7
1. Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a felony?
ACRL [ Not Set
1.1 If yes, submit information on the Key Personnel and the conviction.
Z
12. Has any federal or state agency ever made a finding of noncompliance with any civil rights requirements with respect
to the Applicant/Qualified Vendor or any of its Key Personnel? Y Mot Set
12.1. If yes, submit an explanation.
Z
13. Has the Applicant/Qualified Vendor or any of its Key Personnel been debarred, suspended, or otherwise lawfully

prohibited from any public procurement activity, or does the Applicant/Qualified Vendor employ, consult, Subcontract Y Mot Set
with, or otherwise reimburse for services any Person substantially involved in the management of another entity that
is now debarred, suspended, or otherwise lawfully prohibited from any public procurement activity?

13.1. If yes, submit an explanation.

Go To Top of Page

Yes No Mot Set

13.2 Is a suspension or debarment currently pending?

13.2.1.  If yes, submit an explanation.
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14. Are there any judgments, tax deficiencies or claims pending or entered against the Applicant/Qualified Vendor or
against any entity affiliated by common ownership or directorship with the Applicant/Qualified Vendor that would Yes No B
require disclosure in an Audited Financial Statement or that would affect the financial stability of the
Applicant/Qualified Vendor? Affiliated common ownership means any Person(s) owning over five percent (5%) of the
Applicant/Qualified Vendor's outstanding voting shares or other ownership interests who also owns over five percent
(5%) of another corporation or entity’s outstanding voting shares or other ownership interests. Common Directorship
means that a majority of the Persons comprising the directors of the Applicant/Qualified Vender or performing similar
management and oversight functions if the Applicant/Qualified Vendor is a limited liability company or other non-
corporate entity, also comprise the majority of the directors of another corporation or Persons performing similar
management and oversight functions with respect to a limited liability company or other non-corporate entity.

14.1.  If yes, submit a disclosure Statement.
4
15. Has the Applicant/Qualified Vendor or any of its Key Personnel declared bankruptcy within the last seven (7) years?
ACIN L L Not Set
15.1.  If yes, submit the most recent or the final court-approved order disposing of the case, including any court-

approved plans.

16. Is the Applicant/Qualified Vendor a corporation or other entity that is affiliated with another corporation or entity?
ACHN LI Not Set
16.1.  If yes, submit an organizational chart that demonstrates ownership and/or corporate affiliations with Business
Plan
17. Does the Applicant/Qualified Vendor agree to notify the Department of any acquisitions or mergers as soon as
possible, and before setting a price or entering into negotiation for the acquisition or merger. Not Set
18. Does the Applicant/Qualified Vendor, or any of its Key Personnel or administrative staff, have direct or indirect
responsibility for the purchasing, authorizing, monitoring, or evaluating of Community Developmental Disability (T Not Set

Services or Qualified Vendors? Or does the Applicant/Qualified Vendor, or any of its Key Personnel or administrative
staff have a relative, as defined in Arizona Revised Statutes (A.R.S.) §38-502, who is an employee of the Department
with direct or indirect responsibility for the purchasing, authorizing, menitoring, or evaluating of Community
Developmental Disability Services or Qualified Vendors?

18.1. I yes, submit a Statement disclosing the conflict or potential Conflict of Interest including employee name,
title, and current duties/responsibilities.

19. Does the Applicant/Qualified Vendor utilize electronic systems for either health records (Electronic Health Records-
EHR) or visit tracking/verification (Electronic Visit Verification-EVV)? Not Set

19.1.  If yes to Assurance 19, does the Applicant/Qualified Vendor agree to disclose to the Department the specific
systems and use related to EHR and/or EVV? Not Set

Go To Top of Page

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 41
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

19.2.  If yes to Assurance 19, will the Applicant/Qualified Vendor provide assurance to the Department that any

systems used for EHR and/or EVV meet all applicable HIPAA and/or PHI requirements? Yes No BT
20. Is the Applicant/Qualified Vendor required to make a full written disclosure pursuant to the Substantial Interest
Disclosure provision of Part 3, 4.1 of the RFQVA? Yes No BN

20.1.  If yes, submit a full written disclosure of the proposed payments and amount.

21 Does the Applicant/Qualified Vendor certify that it did not engage in collusion or other anti-competitive practices in

order to prepare or submit the Application or any Amendment to the QVA? Not Set
22. Does the Applicant/Qualified Vendor certify that it will comply with Audits required in Part 3, 5.3 of the RFQVA and

prepare and submit to the Department the required financial reports according to the timeframe specified? Not Set
23. Does the Applicant/Qualified Vendor certify that it will submit the Certificates of Insurance, required by Part 3, 7.6 of

the RFQVA, prior to accepting a referral or providing a service? (Y  Not Set

23.1.  Does the Applicant/Qualified Vendor understand that service authorizations and payments May be withheld
unless the Applicant/Qualified Vendor has provided acceptable proof of insurance coverage as required by Yes  Go To Top of P
Part 3, 7.6 of the RFQUA,? ° 0 OR ol HE0e

23.2.  Does the Applicant/Qualified Vendor certify that it will submit any renewal or change to the Certificates of
Insurance to the Department’s Contract Administration Unit within ten (10) Business Days of renewal or ST Not Set
change?

23.3.  Does the Applicant/Qualified Vendor certify that the Applicant's/Qualified Vendor’s Insurer or the

Applicant/Qualified Vendor will provide the Department’s Contract Administration Unit with a copy of all ST Not Set
notices of insurance cancellation (including, but not limited to, notices issued prior to the Contract Effective
Date of cancellation) immediately upon issuance or receipt?
24. Will the Applicant/Qualified Vendor use a subcontractor(s) to provide Community Developmental Disability Services?
If no, no additional response is required for 24.1to 24.5. Yes No BN
24.1.  If yes to Assurance 24, the applicant/Qualified Vendor certifies that it will utilize the Developmental Home

Subcontract Agreement as applicable with each developmental home provider, and submit information about [RVSSESEE o+ gt
each Subcontract for all other services as required in Part 3, 6.4 of the RFQVA.

24.2.  If yes to Assurance 24, will the Applicant/Qualified Vendor provide all the required insurance for the
subcontractor(s)? Yes

4
o

Not Set

24.3.  If no to Assurance 24.2, does the Applicant/Qualified Vendor certify that it will obtain the required Certificates
of Insurance from the subcontractor(s) and submit the certificates to the Department’s Contract Management [EVESEEEEEE ) cot
Unit?

24.4.  If yes to Assurance 24, does the Applicant/Qualified Vendor certify that its Subcontracts incorporate by
reference the entirety of the QVA and the Arizona Health Care Cost Containment System’s (AHCCCS) Minimum [EVESSERNES 1 ¢ et

Subcontract Provisions?
Go To Top of Page
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24.5.  If yes to Assurance 24, does the Applicant/Qualified Vendor understand the State May request verification of
compliance for any Qualified Vendor or Subcontractor performing work under the QVA and that all costs Yes
necessary to verify compliance are the responsibility of the Qualified Vendor?

4
]

Does the Applicant/Qualified Vendor warrant compliance with the Federal Immigration and Natienality Act (FINA) and
all other federal immigration laws and regulations related to the immigration status of its employees and Key Yes
Personnel?

Does the Applicant/Qualified Vendor warrant compliance with all Federal immigration laws and regulations relating to
employees and warrant its compliance with A.R.S. §23-214, subsection A? (That subsection reads: After December 31, Yes
2007, every employer, after hiring an employee, Shall verify the employment eligibility of the employee through the E-

Verify program and Shall keep a Record of the verification for the duration of the employee’s employment or at least

three years, whichever is longer.)

4
)

Does the Applicant/Qualified Vendor certify that background checks for employment through the Arizona Department

of Child Safety (DCS) Central Registry Shall be conducted for each new or existing employee, Subcontractor, or Yes
volunteer, who provides direct services to children or vulnerable adults? By answering yes, the Applicant/Qualified

Vendor certifies that background checks for each subsequent employee, Subcontractor, and volunteer will be done as

required by law, regulation, and contract. The Applicant/Qualified Vendor May utilize the form Request for Search of

Central Registry for Background Check available on the Department’s website.

=
-]

27.1.  Does the Applicant/Qualified Vendor certify that a Person (employee, Subcontractor or volunteer) awaiting
receipt of the DCS Central Registry Background Check will be permitted to provide direct service to Division Yes
Members only if the Person has first completed and submitted the Direct Service Position certification and: (1)
the Person is not currently the subject of an investigation of child abuse or neglect in Arizona or any other
state or jurisdiction, and (2) the Person has not been the subject of an investigation of child abuse or neglect
in Arizona, or another state or jurisdiction, which resulted in a substantiated finding?

r
o

27.2.  Does the Applicant/Qualified Vendor certify that if the Central Registry Background Check specifies any
disqualifying act and the Person does not have a Central Registry exception, the Person Shall be prohibited Yes No
from providing direct services to Members?

Go To Top of Page

Does the Applicant/Qualified Vendor certify that it will screen all employees, contractors, and/or Subcontractors no

less frequently than monthly to determine whether any of them have been excluded (debarred, suspended, or Yes No
otherwise lawfully prohibited) from participation in federally-funded health care programs by checking the following

databases and any other such databases that May be prescribed?

28.1.  The List of Excluded Individuals and Entities (LEIE), which May be accessed at the US Department of Health
and Human Services, Office of Inspector General website.

28.2.  The System for Award Management (SAM), which May be accessed at the US Government's System for Award
Management (SAM) website.

Will all solicitation amendments to this RFQVA, issued by the Department, be acknowledged by an authorized
signature and will the signature page(s) of the Amendment(s) be submitted in the format required by the Department?  [EVESEEH

Did a consultant assist the Applicant/Qualified Vendor in completing the Application or in preparing a Qualified
Vendor Amendment to the awarded QVA? Yes No

301, If yes, submit a list of the name(s) and affiliation(s) (i.e., company/business name) of each consultant,
including all appropriate contact information.

Not Set

Not Set

Not Set

Not Set

Not Set

Not Set

Not Set

Not Set

Not Set
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31 Did the Applicant/Qualified Vendor use another Application for a QVA and/or an awarded QVA as a resource in
preparing this Application or an amendment to the QVA? Not Set
311, If yes, submit a list of the name(s) of each Applicant that submitted an Application and/or the name(s) of each

awarded QVA that was used as a resource.

32. Has the information submitted, containing all required forms and attachments, to the Department for the Qualified
Vendor Application or the QVA Amendment been submitted in the format prescribed by the Department including

o : . AR Not Set
any forms submitted electronically via the CAS?

33 Does the Applicant/Qualified Vendor provide assurance that all materials submitted as part the Application process

contain original content developed for and by the Applicant/Qualified Vendor for the purposes of this Application? Yes No BN

33.1. If no, submit a list of the source(s), with reference to each item within the Application, that was used as a
resource in the preparation and generation of respenses.

A
Go To Top of Page

AN Not Set

34, Does the Applicant/Qualified Vendor agree to complete and submit all required documentation listed in Part 4
Instructions to Qualified Vendor Applicants.

35. Does the Applicant/Qualified Vendor agree all owners and signatories must maintain, throughout the term of the QVA,
a cleared Central Registry background check with no disqualifying acts, or have an exception from the Arizona Board

X = N Not Set
of Fingerprinting.

| have the authority and responsibility as the owner or signatory to submit this Application and to act as a representative of the entity in all phases of the Application
process or the Qualified Vendor in all phases of amending as awarded QVA.

The information provided in the Application or any subsequent Amendment, including information entered into the CAS and any attachments and submittals, is true,

correct, and accurate to the best of my knowledge. | understand that any false Statements May disqualify this Application from further consideration or be cause for
termination of the QVA.

| agree to notify the Department within ten (10) Business Days of any changes to the information provided in this Application or in any subsequent Amendment of an
awarded QVA.

B Ssave

—p Go To Top of Page

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy  Reasonable Accommodation  @2024 pes

**You have completed the Assurances & Submittals tab details. Please go to the Services tab.**
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Services

The Services tab contains information related to the services you wish to offer under your Qualified Vendor
Agreement. Such information includes Service Description, Transportation and the business policies &
procedures for each service.

Click here to view the service specification online to learn about the available services.

IMPORTANT

Responses should reflect knowledge and understanding of service specifications and how you intend to
conduct business in compliance with the agreement/contract.
You will need to provide attestation(s) for all authorized services to submit the new RFQVA.
Remember that attestations can only be provided by users in the “Provider Owner” and “Signatory”
roles. And they must be listed as one of the following:

» Executive Owner

» Primary Authorized Signatory

» Alternate Authorized Signatory
Services added to the application will be individually approved or denied by DDD management.
Services will start out as pre-approved when the contract is initially awarded. Once a Readiness Review
has been completed, the service will be approved and activated after registering with AHCCCS and
adding valid vendor insurance to the awarded contract. A denied service may be added again and

re-submitted for a new approval process.
Four (4) Habilitation services have associated Room & Board services. When these four Habilitation
services are selected, the associated R&B service MUST BE selected and provided as well. Below is a list
of the service dependencies:
» HAB - GROUP HOME - WITH ROOM & BOARD + RRB - ALL GROUP HOMES
» HAN - NURSING SUPPORTED GROUP HOME- WITH ROOM & BOARD + RRB - ALL GROUPHOMES
» HPD - COMMUNITY PROTECTION/TREATMENT GROUP HOME - WITH ROOM & BOARD + RRB -
ALL GROUP HOMES
» HBA - SUPPORTED DEVELOPMENTAL HOME (ADULT & FOSTER CARE CHILD) - WITH ROOM & BOARD
+ RBD - DEVELOPMENTAL HOME
An added service may be removed by the vendor before the application is submitted.
Oncethe application has been submitted the service may only be removed by DDD Contract management.
A vendor may request a service be removed from the awarded contract. However, the removal of the
service will be determined by the Division based on need, and other factors.
The Service History section displays only services which have been denied or terminated in the past 90
days. (Since this is a new application, the Service History will be empty.)

To add services to the QVA application, follow the instructions below.
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= From the Services tab, click the [Add New Service] button.

Note: Since this is a new application there is no need to click on the [Multi Service Attestations] button here.
See more details on it at the end of this section.

Arizona Department of Economic Security ~
M'h Your Partner for a Stronger Arizona AHIL'NA

About  Services Howdol? DocumentsCenter  Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATIGN IN PROGRESS Actions
Dashboard Information Contacts Program Management Assurances & Submittals Services Sites. Insurances Documents
— Services =] }7

Add New Service Multi Service Attestations
. Search:

Suspended . AHCCCSID , Status . Start Date

Showing 0 to 0 of 0 entries
Service

No data available in table

Action

< Previous  Next » Show 10 ¥ entries

— Services History =] }—

No Services deleted or denied or terminated within the last 90 days

Website Policies, Disclaimers and Privacy  DES Non-Discrimination Policy ~ Reasonable Accommodation 2024 pes

* A “Service Information” popup box will display where you will click on the dropdown arrow to view a list of
services to choose from. Once you have selected a service click the [Save] button.

m——
-l 0 D
Add Service
Zervice
ATC - ATTENDANT CARE / / v
Cd
Save J Cancel J

ATC - ATTENDANT CARE -
DTA - DAY SERVICES, ADULT

DTT - DAY SERVICES, CHILD

ESA - EMPLOYMENT SUPPORT AIDE

GSE - GROUP SUPPORTED EMPLOYMENT

HAB - HABILITATION SERVICES - GROUP HOME - WITH ROOM & BOARD

HAH - HABILITATION SERVICES - SUPPORT - HOURLY

HAI - SUPPORTED LIVING

HAM - HABILITATION SERVICES - MUSIC

HAN - HABILITATION SERVICES - NURSING SUPPORTED GROUP HOME- WITH ROOM & BOARD

HBA - HABILITATION SERVICES - SUPPORTED DEVELOPMENTAL HOME (ADULT & FOSTER CARE CHILD) - WITH ROOM & BOARD
HHA - HOME HEALTH AID AND LICENSED HEALTH AID

HN1 - NURSING

HPD - Habilitation, Enhanced Behavioral Group Home

HSK - HOMEMAKER

ISE - INDIVIDUAL SUPPORTED EMPLOYMENT

OCT - OCCUPATIONAL THERAPY TREATMENT & EVALUATION

PHT - PHYSICAL THERAPY TREATMENT & EVALUATION

PTW - Pathways to Employment

RBD - ROOM & BOARD, DEVELOPMENTAL HOME -
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>>> RESULTS: The following screen will display with the chosen service noted at the top and detailed sections
that need to be completed for each service that you add.

= Populate all required fields.
See “Error List for Service” section (green banner) for details.

Arizona Department of Economic Security
ARIZONA
'Mm Your Partner for a Stronger Arizona I

About  Services Howdol?  DocumentsCenter  Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

ElDashboard @ Information % Contacts 0 Program Management = Assurances & Submittals @ Services  [iSites ) Insurances B Documents Actions ~

ATC - ATTENDANT CARE | Unsubmitted

'4

A\ Eror List for Service : ATC - ATTENDANT CARE ~

Service Transportation Attestation is required.

Transportation - Transport Vehicle Selection

Incident Reporting Attestation is required.

Complaints & Grievances Attestation is required.
Member/Member Representative Input Attestation is required.

Quality Improvement Attestation is required.

B Service Transportation

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *
Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation
Not Applicable

Attestation: ) Attestation Is Required help @

D Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By Attested Date:

B Service AHCCCS ID

To add an AHCCCS ID, please select a value from the list below, if available

There are no AHCCCS Ids registered to

%8 Incident Reporting Information

Attestation: ) Attestation Is Required help @

O Attest to minimum requirements sat forth by DES in the Qualified Vendor Agreement

Attested By Attested Date:
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® Complaints & Grievances Information -

Attestation: A\ Attestation Is Required help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date

W Member/Member Representative Input Information o

Attestation: A\ Attestation Is Required help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date

s Quality Improvement Information ~

Attestation: A\ Attestation Is Required help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agresment

Attested By: Attested Date:

EE—— [
Go To Top of Page

The Service Transportation section should be populated in the following manner:
* When transportation is required to deliver the service, how do you support direct service staff for
community access? (Check all that apply.)
» |If transportation is required to deliver the service, select at least 1 of the following:
e Transportation in an individual/staff owned car
e Transportation in an agency owned, leased or contracted vehicle
e Reimbursement for public transportation
» |If transportation is not required to deliver the service, select the following:
e Not Applicable
= For the Attestation portion of this section:
» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.
» Populate the “Attested By:” field
Note: When you populate this field the “Attested Date:” field will automatically be populated.
» Click the [Save] button on the right side of the section.
» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

The Service AHCCCS ID section is not required at this point in the application process. DDD will complete the AHCCCS
ID once the service is activated with AHCCCS. It will be required prior to the award of the contract.

The Incident Reporting Information section should be populated in the following manner:
*  For the Attestation portion of this section:
» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.
» Populate the “Attested By:” field
Note: When you populate this field the “Attested Date:” field will automatically be populated.
» Click the [Save] button on the right side of the section.
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» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

The Complaints & Grievances Information section should be populated in the following manner:
* For the Attestation portion of this section:

» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.

» Populate the “Attested By:” field
Note: When you populate this field the “Attested Date:” field will automatically be populated.

» Click the [Save] button on the right side of the section.

» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

The Member/Member Representative Input Information section should be populated in the following manner:
* For the Attestation portion of this section:

» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.

» Populate the “Attested By:” field
Note: When you populate this field the “Attested Date:” field will automatically be populated.

» Click the [Save] button on the right side of the section.

» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

The Quality Improvement Information section should be populated in the following manner:
* For the Attestation portion of this section:

» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.

» Populate the “Attested By:” field
Note: When you populate this field the “Attested Date:” field will automatically be populated.

» Click the [Save] button on the right side of the section.

» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

Once you have populated all required fields for the service, as described above, click the [Save] button at the top or
the bottom of the screen. You will see a “Service saved successfully” message in the green banner.
Now click the [Back to Service List] button.

Arizona Department of Economic Securit:
P ! Yy ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol?  DocumentsCenter MediaCenter  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BDashboard @ Information 3% Contacts  # Program Management = Assurances & Submittals ~ @3 Services  fiSites  ©Qlnsurances  [§ Documents Actions ¥

ATC - ATTENDANT CARE | Unsubmitted

+ Service saved successfully

Multi Service Attestations Back to Services List
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You will be redirected back to the main Services tab screen where you can continue to add services.
Notice the newly added service on the Services tab screen of your QVA application.

Arizona Department of Economic Security ARIZDONA
Your Partner for a Stronger Arizona

About Services How do I? Documents Center Media Center Office Locator Report Fraud

| Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APFLICATION IN PROGRESS Actions

Dashboard Information Contacts gt es & i Services Sites Insuran ces Documents

— Services =

Add New Service Multi Service Attestations
! Search:

Suspended. AHCCCSID , Status . StartDate_ Action

Showing 1 to 1 of 1 entries”|

N No AHCCCS ID | Unsubmitted Remove | AwC-Opt In | ATC - ATTENDANT CARE

¢ Previous | 1 | MNext Show |10 | entries

— Services History =2
No Services deleted or denied or terminated within the last 90 days

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

* The “Suspended" field value = “N”.

* The “AHCCCS ID” field is blank until the contract is awarded, and the service is registered with AHCCCS.

* The “Status” of the new service is “Unsubmitted” until processed by DDD.

= The “Service Date” field is blank until the contract is awarded, the Readiness Review Date has been added, the
service is registered with AHCCCS, and the insurance has been added to the contract.

Note: The DDD Contract Management Specialist (CMS) activates the service Start Date.

* The “Service” field is populated with the name of the service (e.g., ATC — ATTENDANT CARE). It is displayed as a
hyperlink so that the user can click on it to be redirected back to the screen for editing input of details on the
service if needed. The user can edit any field/section and then click the [Save] button again. And, then click the
[Back to Services List] button to be redirected back to the main Services tab screen once again.

= The “Action” field has the options of “Remove”, “AwC-Opt In or “AwC-Opt Out”:

» Remove — Click this link for a service you want to remove from the QVA application.
The service will be removed from the Services tab screen and will be available to be added again, if
needed as a selection listed within the dropdown on the Service Information popup box, after you have
clicked on the [Add New Service] button.

Add Service
¥ c s

ATC - ATTENDANT CARE

Save J Cancel J
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» AwC-Opt In — Agency with Choice Opt In

Agency with Choice (AwC) is an option offered to ALTCS members who reside in their own home.
Under the Agency with Choice option, the provider agency and the member/individual representative
enter into a partnership agreement. The provider agency serves as the legal employer of the Direct
Care Worker (DCW) and the member/individual representative serves as the day-to-day managing
employer of the DCW.
Adding your service to the Agency with Choice program as a provider, a.k.a. vendor, will allow your
business to be available to members in the AwC program. Any qualifying service may be individually
opted-in or out at any time by the vendor through the Contract Administration System (CAS). The
QVA services which qualify to be a part of the AwC program are listed below:

o ATC- ATTENDANT CARE

e HAH - HABILITATION SERVICES - SUPPORT — HOURLY

e HAI - HABILITATION SERVICES - INDIVIDUALLY DESIGNED LIVING ARRANGEMENT

e HSK-HOMEMAKER

To Opt-In a service, click on the “AwC-Opt In” link under the Action column for the service.

Suspended , AHCCCSID , Status . Start Date , Action
N No AHCCCS ID | Unsubmitted Remove | AwC-Opt In | ATC - ATTENDANT CARE

¢ Previous | 1 | Next » \ Show |10 v | entries

The screen will update to reflect as the following:

Suspended , AHCCCSID , Status . Start Date , Action
N No AHCCCS ID | Unsubmitted Remove | AwC-Opt Out | ATC - ATTENDANT CARE *AGN w Choice

¢ Previous | 1 | Next \ Show 10 v entries

» AwC-Opt Out — Agency with Choice Opt Out
To Opt Out of Agency with Choice, click on the “AwC-Opt Out” link under the Action column for the
service.

Suspended , AHCCCSID | Status . Start Date , Action . Service
N No AHCCCS ID | Unsubmitted Remove | AwC-Opt Qut | ATC - ATTENDANT CARE *AGN w Choice

¢ Previous | 1 | Next \ Show 10 ¥ entries|

The screen will update to reflect as the following:

Suspended . AHCCCSID , Status . Start Date , Action . Service
N No AHCCCS ID | Unsubmitted Remove | AwC-Opt In | ATC - ATTENDANT CARE

¢ Previous | 1 | Next » \ Show 10 v entries
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Note: When a service is not part of the AwC program, the service name displays as is and the only available action is
“Remove”. (e.g., DTT services are not part of the AwC program.)

Suspended . AHCCCS ID . Status . Start Date . Action . Service
N No AHCCCS 1D | Unsubmitted Remove | AwC-Opt In | ATC - ATTENDANT CARE
N No AHCCCS ID | Unsubmitted Remove DTT - DAY SERVICES, CHILD

< Previous ‘ 1 | Next » \ Show 10 w entries

Multi Service Attestations button use when adding a service:

=  First click on the [Add New Service] button as described up above.

* Choose a service from the Service Information popup box/dropdown list.

* Once the following screen for the service you chose to add displays, complete the checkbox section for
Service Transportation and click the [Save] button.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

ElDashboard @ Information i Contacts @ Program Management 7= Assurances & Submittals ~ @Services [ Sites  ©lnsurances [§ Documents Actions *

ATC - ATTENDANT CARE | Unsubmitted

Multi Service Attestations Back to Services List
A Error List for Service : ATC - ATTENDANT CARE T ~

® Service Transportation Attestation is required.

® Transportation - Transport Vehicle Selection

® Incident Reporting Attestation is required.

« Complaints & Grievances Attestation is required.

* Member/ ber Representative Input Attestation is required.
o Quality Improvement Attestation s required

® Service Transportation / ~

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *
Transportation in an individ
Transportation in an agency owned, leased or contracted vehicle

fstaff owned car

Reimbursement for public transportation
Not Applicable

Attestation:  f} Attestation Is Required help @

= The screen will redisplay as the following:

Q7733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BDashboard @ lnformation it Contacts  #Program Management 7= Assurances & Submittals @ Services [ Sites  Qlnsurances B Documents Actions ~

ATC - ATTENDANT CARE | Unsubmitted

PO \ 8 s =

A Error List for Service : ATC - ATTENDANT CARE

+ Service Transportation Attestation is required.
e Incident Reporting Attestation is required
 Complaints & Grievances Attestation is required.

+ Member/Member Representative Input Attestation is required.
o Quality Improvement Attestation is required.

B Service Transportation / o

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *
@ Transportation in an individual/staff owned car

Transpartation in an agency owned, leased or contracted vehicle

Reimbursement for public transportation

Not Applicable

Attestation: A\ Attestation Is Required help ®
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Now the attestations need to be done for this service and you can use the [Multi Service Attestations]

button to do this.
Click on the [Multi Service Attestations] button.

Qlnsurances  [§ Documents

EDashboard @ Information 38 Contacts @ Program Management 3= Assurances & Submittals £ Services ] Sites

ATC - ATTENDANT CARE | Unsubmitted

A Error List for Service : ATC - ATTENDANT CARE

» Senvice Transportation Attestation is required.

» Incident Reporting Attestation is required.

# Complaints & Grievances Attestation s required.

# Member/Member Representative Input Attestation is raquirad.
* Quality Improvement Attestation is required.

B Service Transportation
When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *

8 Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle

/ help @

O Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Reimbursement for public transportation
Not Applicable

Attestation:  JA Attestation Is Required

Attested By: Attested Date:

@ of Daga

The screen will redisplay as the following. Click on the [Attest All] button.

Q17733 | Vendor Name testing QU

EDashboard @ Information & Confacts @ Program Management = Assurances &Submittals ~ @Services  [@Sites  © Insurances [ Documents

B Collapse All 7 Attest All

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

B Service Name : ATC - ATTENDANT CARE

B8 Service Transportation

When transportation is required to deliver the service, how do you support direct service staff for community access? {Check all that apply). *
Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation
Mot Applicable

Attestation is Required

Attestation: f\ Attestation Is Required help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

& Incident Reporting Information
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The screen will redisplay advising in the green banner “All attestations required have been attested.
Please click Save All to continue.”

You can scroll down the screen to verify the attestations have all been populated.

Notice the message in red to the right of each attestations advises “Attestation is Required”.

This is because you now need to click the [Save All] button.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BDashboard @ Information  i% Contacts  # Program Management = Assurances & Submittals @ Services  FISites  0lnsurances 1§ Documents Actions
+ All attestations required have been attested. Please click Save All to continue. & B Collapse A 7 Atestal Bsave Al
A Please note all required attestations will be modified upon Attest All and will be updated on Save All I
B Service Name : ATC - ATTENDANT CARE ~
B Service Transportation “
When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply).
Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation
Not Applicable \
/ Attestation is Required
Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By Attested Date: —
View History
Test86 Testing 9/18/2024 2:10:24 AM
a

# Incident Reporting Information

Once you have clicked the [Save All] button you will see that the message in red to the right of each
attestation advising “Attestation is Required” has now changed to green.

Also, the message in the green banner at the top has changed to “Data saved successfully”.

The adding of the service and the attestations is now complete.

Click on the “Services” tab at the top of the screen.

Arizona Department of Economic Securit
vp ’ J ARIZONA
‘our Partner for a Stronger Arizona

About  Services Howdol? DocumentsCenter  Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PR(

Actions =

B Dashboard @ Information & Contacts ' Program = A & Submittal: B Services M Sites 0 Insurances Documents
B =T B Collapse Al 7 attest all Bisave All

A\ Please note all required attestations will be modified upon Attest All and will be updated on flave All

B Service Name : ATC - ATTENDANT CARE

@ Service Transportation
When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *

Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation

Mot Applicable
Attestation is provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By Attested Date:
View History

Test86 Testing 9/18/2024 8:08:50 AM
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=  You will be redirected back to the main screen for adding services.
= You can see that the service you just added is displayed.
= You can now continue adding more services.

Actions

Q17733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN FROGRESS

Dashboard  Information ~ Contacts  Program Management  Assurances & Submittals  Services ~ Sites  Insurances  Documents

— Services =) }7

Add New Service Multi Service Attestations

1 Search:
Showing 1 to 1 of 1 entrie

Suspended . AHCCCSID o StrtDate _ Action o
N No AHCCCS ID | Unsubmitted Remove | AwC-Opt In ATC - ATTENDANT CARE

Previous T Next Show 10 v entries

— Services History =] %

No Services deleted or denied or terminated within the last 90 days

* If you choose to do so, you can click on the service link (e.g., ATC — ATTENDANT CARE) to review the
details of the service and attestations that you just added.

* The screen will display as follows. (All screenshots below reflect all of the attestations for this service.)

* Once you are finished reviewing click on the [Back to Service List] button to be redirected back to the

main screen for adding services.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

ElDashboard @ Information 3% Contacts  # Program Management = Assurances & Submittals @ Services @ Sites  ©lnsurances [ Documents Actions ~

A

ATC - ATTENDANT CARE | Unsubmitted
Multi Service Attestations Back to Services List

B Service Transportation ’ ~

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). =
Transportation in an individual/staff owned car

Transpertation in an agency owned, leased or contracted vehicle

Reimbursement for public transportation

Not Applicable

Attestation: help @
B Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:

Testss Testing 9/18/2024 9:2537 AM ﬂ View History

B Service AHCCCS ID

To add an AHCCCS ID, please select a value from the list below, if available

Go To Top of Page

There are no AHCCCS Ids registered to the given FEl for this service.
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%9 Incident Reporting Information

Attestation:

W Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

Test86 Testing 9/18/2024 9:25:37 AM

® Complaints & Grievances Information

Attestation:

W Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

Test86 Testing 9/18/2024 9:25:37 AM

B Member/Member Representative Input Information

Attestation:

1 Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

Test86 Testing 9/18/2024 9:25:37 AM

& Quality Improvement Information

Attestation:

Attest to minimum requirements set forth by DES in the Qualified Vender Agreement

help @
Attested By

ﬂ | View History

\

Multi Service Attestations Back to Services List
Go To Top of Page

Attested Date:

Test86 Testing 9/18/2024 9:25:37 AM

Website Policies, Disclaimers and Privacy

DES Non-Discrimination Policy

Reasonable Accommodation

©2024 DES

Make sure to add all of the services that you want to be able to provide.

**0Once you have completed the Services tab details for all of the services that you want to be able to
provide, please go to the Sites tab.**
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Sites

The Sites tab provides information related to where you will be administering your business and services
under the Qualified Vendor Agreement. Please make sure to add all appropriate sites.

IMPORTANT

To submit the new RFQVA you must provide attestation for all the sites in this tab.
Remember that attestations can only be provided by users in the “Provider Owner” and “Signatory”
roles. And they must be listed as one of the following:

» Executive Owner

» Primary Authorized Signatory

» Alternate Authorized Signatory

There are two (2) types of sites to add to the QVA:
» Administrative Site
» Service Site

All QVA contracts require one (and only one) Primary Administrative Site.

» The Primary Administrative Site will have all services included in the application
automatically added to it.

» Note: The services on the site will NOT be automatically removed if the Primary Administrative
Site designation is removed. If necessary, the services will need to be removed manually by the
vendor.

All non-Primary Administrative sites will be referred to as an “Admin Site” or “Admin satellite” sites.

A single QVA application may have multiple Administrative and/or Service Sites.

Sites can only be added or removed by the vendor.

Vendors have access to site information during the application period and the awarded contract period.

Any added site may be audited and reviewed by the Division of Developmental Disabilities.

A current Service site may be copied over to a new Admin Site with one click of a button and a current
Admin Site may be copied over as a new Service Site. A Service Site should never be added by the
vendor until awarded an Expansion or Group Home Award by the Division.

All information from the current site will be duplicated to the new site type. Both sites will remain
active.

The vendor may elect to have the Site Address removed from the Provider Search. If removed, the
Primary Admin address will be displayed in its place in Provider Search.

An optional Office Type Description may be added to the site type info if desired.
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Add a site to the Qualified Vendor Agreement

= From the Sites tab click on the [Add New Site] button.
Notice the information in the green banner.

Arizona Department of Economic Security ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol?  DocumentsCenter ~ Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information &%t Contacts  # Program Management 7= Assurances & Submittals B Services WK Olnsurances B Documents Actions »

B sites Information ~

+ All QVA contracts require one (and only one) Primary Administrative Site.

* Please select ‘Set as Primary Site” under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

* When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

o A Indicates addresses that require validation. (Complies with USPS standards) ‘

Add New Site | Multi site Attestations
seac

Site Name 4 Street Address Gity Type Location RHCCCSID Services Actions

No data available in table

Showing 0 to 0 of 0 entries Previous Next

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation  e2024pes

= The following “Add New Site” popup will display.
* Populate the “Site Name” field and click the [Add New Site] button.

B Add New Site

Site Name

Add Site Name ...

\ ... [

= The following Site Information screen will display.
Notice the “Error List for Site” section (green banner) at the top and all of the sub-sections below it.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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Arizona Department of Economic Security ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol?  DocumentsCenter ~ Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information & Contacts  # Program Management  #= Assurances & Submittals @ Services M Sites  ©lnsurances B Documents Actions ~
A Error List for Site : Test Primary Admin @

o Site address is not validated

e Sites must have a office type
¢ Sites must have a street address

» Sites must have a city
o Sites must have a state

Please enter the zip code

o Site must have a principal phone number

Site must have a County

* Please enter the after hour contact first name

o Please enter the after hour contact last name

Please enter the after hour contact phone number

o Please enter the after hour contact email address

o Please enter the principal contact first name

Please enter the principal contact last name

» Please enter the principal contact phone number
s Please enter the principal contact email address

Please enter the scheduled hours for Monday-From

» Please enter the scheduled hours for Monday-To

¢ Please enter the scheduled hours for Tuesday-From

s Please enter the scheduled hours for Tuesday-To

o Please enter the scheduled hours for Wednesday-From

Please enter the scheduled hours for Wednesday-To

» Please enter the scheduled hours for Thursday-From
o Please enter the scheduled hours for Thursday-To

Please enter the scheduled hours for Friday-From

o Please enter the scheduled hours for Friday-To
* Please add services to the site.

* Sites Attestation is required.

= Scroll down to the Site Information section and populate all sub-sections as described below.

The “General Information” sub-section contains the following fields:

Site Name = The name of the site. This is a required field.

Office Code = Field is not accessible. It will be populated by DDD staff after the application is submitted.
AHCCCS ID = Field is not accessible. It will be populated by DDD staff after the application is submitted.
Maximum Capacity = Field is not accessible. It will be populated by DDD staff after the application is
submitted.

Current Occupancy = Field is not accessible. It will be populated by DDD staff after the application is
submitted.

Accepting New Referrals = Select Yes or No.

Cultural Competency Training = Click the checkbox if this is provided at this site.

Office Type = Select Administrative Site or Service Site. This is a required field.

Primary Administrative Site = Click the checkbox if this site is the Primary Administrative Site.
Remember only one (1) site should be designated as primary.

Office Type Description = Populate a description type as appropriate.
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H site Information ~

Back to Sites List Multi Site Attestations

© General Information &

Site Name * Office Code AHCCCS ID Maximum Capacity Current Occupancy
Test Primary Admin Numbers Only Numbers Only

Accepting New Referrals Cultural Competency Training Office Type * Primary Administrative Site (only 1 allowed)

OYes ONo O O Administrative Site O Service Site O

(Office Type Description (Please add office type description(s) such as Group Home, Day Treatment & Training Center, Respite Home, etc.

The “Physical Address” sub-section contains the following fields:
= Address Line 1 = Address for the sites physical location. This is a required field.
= Address Line 2 = Populate as needed.
*  Phone Number = 10 digit number including the area code for the site. This is a required field.
= City = Name of the city where the site is located. This is a required field.
= State = Name of the state where the site is located. This is a required field.
= Zip Code =5 digit zip code for where the site is located. This is a required field.
* Zip 4 = Field is not accessible. It will be populated by DDD staff after the application is submitted.
= County = Name of the county where the site is located. This is a required field.
* District = Field is not accessible. It will be populated by DDD staff after the application is submitted.
* Check the box to remove this address from the Provider search as appropriate.

BB Physical Address A
Address Line 1% Address Line 2 Phone Number *
City * State * Zip Code* Zip4 County * District

Check box to remove address from Provider search (Site Addresses are visible on Provider Search unless checkbox is selected. If selected, the Primary Admin
address will be substituted for this site address)

The “Principal Contact” sub-section contains the following fields:

= First Name = The first name of the principal contact. This is a required field.

= Last Name = The last name of the principal contact. This is a required field.

=  Phone Number = 10 digit number including the area code for the principal contact. This is a
required field.

*=  Fax Number = 10 digit number including the area code for the principal contact. This is not a
required field.

* Email Address = The appropriate email address for the principal contact. This is a required
field.

& PRINCIPAL CONTACT  The rame an phone numberof the erson responsibe for the il optaions o the se 2

First Name * Last Name* Phone Number* Fax Number Email Address
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The “After Hours Contact” sub-section contains the following fields:
= First Name = The first name of the after-hours contact. This is a required field.
= Last Name = The last name of the after-hours contact. This is a required field.
= Phone Number = 10 digit number including the area code for the after-hours contact. This is a
required field.
* Fax Number = 10 digit number including the area code for the after-hours contact. This is not
a required field.
* Email Address = The appropriate email address for the after-hours contact. This is a required
field.
* Once you have populated the After Hours Contact information above, click the [Save Site] button.
* The Address Validation popup box will display. Once you make your selection the Sites tab
screen will redisplay.
* For the Attestation portion of this section:
» Click the checkbox for “Attest to minimum requirements set forth by DES in the Qualified Vendor
Agreement” box.
» Populate the “Attested By:” field if it is not automatically populated.
Note: When you populate this field the “Attested Date:” field will automatically be populated.
» Click the [Save] button on the right side of the section.
» Once you click the [Save] button, an Attestation box will display advising “Attestation is provided.”.
Click the [Close] button on that box.

a0 AFTER HOURS CONTACT  The phone number that will be responded to within 15 minutes far emergent after hours issues ~
First Mame = Last Name = Phone Mumber * Fax Number Email Address *
Attestation: A Attestation Is Required help @
[J Attest to update any changes in accordance with timeline established within the RFQVA
Attested By: Attested Date:

The “Notes” sub-section is optional for your use. The maximum number of characters is 7,000.

[J Notes v
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The “Work Hours” sub-section contains the following fields:
= Sun - Sat checkboxes — These fields on the left are for selecting the sites work days. Click the
checkboxes that apply for your work days of the week. This is a required field.
= Start and End — These fields on the left are for the work hours relating to the days of the week
checkboxes. Click in the “Start” field and select the start time from the dropdown list. Then
click in the “End” field and select the end time from the dropdown list.
* Now click the [Apply Site Work Hour(s)] button.

© work Hours

@ Please select work hours from the dropdown and Day(s) of Week Weekday From To
by selecting the checkbox(s) and clicking Apply Site Work Hour(s)
Sunday
Monday Required Required
i Tuesday Required Required
Sun Mon Tue Wed Thu Fri Sat
m} ) O ] O (] (] Wednesday Required Required
Thursday Required Required
Friday Required Required
Start™ End~ Saturday

Apply Site Work Hour(s)

* The screen will now redisplay, and the right side of the screen will be populated with the work days and
hours you just applied. A message will display in a green banner on the left advising the Work Hours you
chose in the “Start” and “End” fields and the days of the week.

= Next click the [Save Site] button as instructed.

© Work Hours

@ Please select work hours from the dropdown and Day(s) of Week Weekday / From To

by selecting the checkbox(s) and clicking Apply Site Work Hour(s)

Sunday
Monday 02:00AM 05:00PM
. Tuesday 08:00AM 05:00PM
Sun Mon Tue Wed Thu Fri Sat
a ] a ] o ) a Wednesday 08:00AM 05:00PM
Thursday 08:00AM 05:00PM
Friday 08:00AM 05:00PM
Start™ End™ Saturday

ol Work Hours : 08:00AM - 05:00PM is applied to the following

weekday-time(s) : Monday, Tuesday, Wednesday, Thursday, Friday.
Please click Save Site to save information.

Apply Site Work Hour(s)

Back to Sites List Go To Top of Page
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Note: The Address Validation box will display. Make your selection within that box as described
previously in this document.

* Once you validate the address information, the the Site tab will redisplay with a message in a
green banner that advises “Your sites name site information is saved successfully”.

) Tuesday 08:00AM 05:00PM
Sun  Mon Tue Wed Thu Fi Sat

o o o a O o o Wednesday 08:00AM 05:00PM
Thursday 08:00AM 05:00PM
Friday 08:00AM 05:00PM

Start End* Saturday

Apply Site Work Hour(s)

vl Test Primary Admin's site information is saved successfully. <

Back to Sites List

The “Services” sub-section:
When the site is a Primary Administrative Site:

= Remember that the Primary Administrative Site will have all services included in the application
(i.e., the services that you added when completing the “Services” tab) automatically added to it.
Note: Only services already added to the application will display.

* The services on the site will NOT be automatically removed if the Primary Administrative Site
designation is removed. If necessary, the services will need to be removed manually by the vendor.

* The screenshot below reflects an example of what the Services sub-section will automatically
display when the site is a Primary Administrative site.
You should not need to use the [Add New Service(s)] button as services were already
automatically included.
You can, however, click the [Excel] button or the [PDF] button to download a hardcopy of the
services for this site.

= Click the [Back to Sites List] button.

18I Services

Add New Service(s) %

? Search:
ATC - ATTENDANT CARE
DTA - DAY SERVICES, ADULT

DTT - DAY SERVICES, CHILD

Showing 1 to 3 of 3 entries Previous 1 | Next

Go To Top of Page

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommeodation ©2024 DES
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>>> RESULTS: The main Sites tab screen will display where you can see that the site has been added and
you can continue to add Sites.

Arizona Department of Economic Securit
o Y ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol?  Documents Center  Media Center  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDCR AGREEMENT | VENDOR APPLICATION |

surances & Submittals B Services [ B2l Olinsurances [l Documents Actions

DDashboard @ Information 38 Contacts Program Management =

B Sites Information

« All QVA contracts require one (and only one) Primary Administrative Site.

+ Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

* When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

+ A Indicates addresses that require validation. (Complies with USPS standards)

Add New Site Multi site Attestations

Site Name “ Street Address Gty Type Location AHCCCS 1D Services Actions
Test Primary Admin 3443 N Central Ave Phoenix Primary Admin Site ATC DTA DTT Delete
Showing 1to 1 of 1 entries Previous 1 Next

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation o224 pes

When the site is an Administrative Site:

= |If services are provided at an Administrative Site they will need to be added.
* Click the [Add New Service(s)] button.

& Services

Add New Service(s)

No data available in table

Showing 0 to 0 of 0 entries Previous Next

Go To Top of Page

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy =~ Reasonable Accommodation ®2024 DES

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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The “Add Services to the site : Your sites name” popup screen will display.
Note: Only services previously added to the “Services” tab will display in the list.

Select the services to be added for the Administrative site by clicking the “Select” box on the
right of the service row.

= Then click the [Save] button.

Add Services to the site : Test Admin Site

Attention : Please make your selections. You can also use the el R
search to find your selection. Close ,

Select Service(s) 1 of 3 are selected

Search Service(s).. n
Service(s) Select
ATC - ATTENDANT CARE - v
DTA - DAY SERVICES, ADULT O
DTT - DAY SERVICES, CHILD O

Once you click the [Save] button you will see a message of “Attention : Data has been saved
successfully. Please click ‘Close’ to exit.” displayed in a green banner.

Add Services to the site : Test Admin Site

Attention : Data has been saved successfully. Please click 'Close’ e O

to exit. \ Close

Once you click the [Close] button the Sites Information screen for the Administrative site will
redisplay and you will see the service(s) you selected displayed.

Add New Service(s)
ATC - ATTENDANT CARE Remove
Showing 1 to 1 of 1 entries Previous | 1 | Next
Go To Top of Page
Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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= You can also:

» Use the “Search Service(s)...” field to search for specific services.

> Click the blue reset [] button to reset the search text.

» Click the green checkmark [ ] button to select multiple services at once.

> Click the red “x” [II ] button to clear the selected services.

> Click the [Review To Save] button to review the selected services for the site. Once
you click the [Close] button the Sites Information screen for the Administrative site will
redisplay and you will see the service(s) you selected displayed.

Add Services to the site : Test Admin Site x

Review To Save m

Close

Attention : Please make your selections. You can also use the
search to find your selection.

Select Service(s) 2 of 2 are selected
Search Service(s).. -
Service(s) Select
DTA - DAY SERVICES, ADULT v
DTT - DAY SERVICES, CHILD v

* On that screen popup when you are finished reviewing click the [Confirm Save] button.

Add Services to the site : Test Admin Site »®

Attention : Only selected options are displayed. To view all Cerslieten

options click Cancel Review. m m

Select Service(s) 2 of 2 are selected
Service(s) You are reviewing your selections. Select
DTA - DAY SERVICES, ADULT ~
DTT - DAY SERVICES, CHILD ~

= A message of “Attention : Data has been saved successfully. Please click ‘Close’ to exit.” will
display in a green banner.

Add Services to the site : Test Admin Site ®

Attention : Data has been saved successfully. Please click 'Close' St 2ete ﬁ

to exit. v\ Close

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 66
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Once you click the [Close] button the Sites Information screen for the Administrative site will
redisplay and you will see the service(s) you selected displayed.

1B Services

Add New Service(s)
seac

DTA - DAY SERVICES, ADULT Remove

DTT - DAY SERVICES, CHILD Remove

Previous ‘ 1 | Next

Go To Top of Page

Shewing 1 to 2 of 2 entries

Reasonable Accommodation ~ e2024 pes

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy

You can click the [Excel] button or the [PDF] button to download a hardcopy of the services for

this site.
= Click the [Back to Sites List] button.

>>> RESULTS: The main Sites tab screen will display where you can see that the site has been added and
you can continue to add Sites.

Arizona Department of Economic Security ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol? DocumentsCenter — MediaCenter  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFED V: AR JENDO! CATION IN PROGRESS

ElDashboard @ Information % Contacts 8 Program Management 7= Assurances & Submittals @ Services KW ©lnsurances [ Documents

[ Sites Information

+ All QVA contracts require one (and only one) Primary Administrative Site.
* Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site

box in Office Type section.
+ When the Primary Admin site is selected, all selected services will automatically be added to the primary admin

site.
+ A Indicates addresses that require validation. (Complies with USPS standards)

Search:

Test Admin Site 3446 N Central Ave Phoenix Admin Site DIADTT Delete | Set a5 Primary
Site
Test Primary Admin 3443 N Central Ave Phoenix Primary Admin Site ATCDTADTT Delete
Previous | 1 Xt

Showing 110 2 of 2 entries

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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When the site is a Service Site:

= |f services are provided at a Service Site they will need to be added.
= Click the [Add New Service(s)] button.

I8 Services

Add New Service(s)

searc:

Service 4 Actions

No data available in table

Showing 0 to 0 of 0 entries Previous Next

Go To Top of Page

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy =~ Reasonable Accommaodation ©2024 DES

= The “Add Services to the site : Your sites name” popup screen will display.
Note: Only services previously added to the “Services” tab will display in the list.

= Select the services to be added for the Service site by clicking the “Select” box on the right of
the service row.

= Then click the [Save] button.

Add Services to the site : Test Service Site x

—— p—

Attention : Please make your selections. You can also use the

search to find your selection. Close \
Select Service(s) 3 of 3 are selected
Search Service(s).. n
Service(s) Select
ATC - ATTENDANT CARE \ v
DTA - DAY SERVICES, ADULT v
DTT - DAY SERVICES, CHILD v

= Once you click the [Save] button you will see a message of “Attention : Data has been saved
successfully. Please click ‘Close’ to exit.” displayed in a green banner.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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Add Services to the site : Test Service Site %

Attention : Data has been saved successfully. Please click 'Close’ Review To Save

to exit. \ Close P s

= Once you click the [Close] button the Sites Information screen for the Service site will
redisplay and you will see the service(s) you selected displayed.

1l Test Service Site's site information is saved successfully.

\ -
Add New Service(s)

ATC - ATTENDANT CARE

Remove
DTA - DAY SERVICES, ADULT Remove
DTT - DAY SERVICES, CHILD Remove

Showing 1 to 3 of 3 entries

Previous ‘ 1 | Next

Go To Top of Page

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES

* You can click the [Excel] button or the [PDF] button to download a hardcopy of the services for
this site.

= Click the [Back to Sites List] button.

>>> RESULTS: The main Sites tab screen will display where you can see that the site has been added and
you can continue to add Sites.

Arizona Department of Economic Security
Your Par onger Arizona

ARIZDNA

Documents Center  Media Center  Office Locator  Report Fraud

B Sites Information

» All QVA contracts require one (and only one) Primary Administrative Site.

» Please select ‘Set as Primary Site’ under Actions
box in Office Type section.

= When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

« 4\ Indicates addresses that require validation. (Complies with USPS standards)

or open Admin site and check Primary Administrative Site

Search:
Street Address city Type Location AHcces D Services Actions
3446 N Central Ave Phoenix Admin Site DTA DTT Delete | Set as Primary

3443 N Central Ave Phoenix Primary Admin Site ATC DTA DTT Delete

3444 N Central Ave Phoenix Service Site ATC DTA DTT Deler

Showing 103 of 3 m Previows IR Moot

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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IMPORTANT
The following services will need a specific Service Site:
= CBE - CENTER BASED EMPLOYMENT
= DTA- DAY TREATMENT & TRAINING — ADULT
= DTS - DAY TREATMENT & TRAINING - CHILDREN SUMMER PROGRAM
= DTT - DAY TREATMENT & TRAINING - CHILDREN AFTER SCHOOL

= HPD - HABILITATION SERVICES — COMMUNITY PROTECTION/TREATMENT GROUP HOME — WITH ROOM

& BOARD
= HAB - HABILITATION SERVICES - GROUP HOME - WITH ROOM & BOARD
= HAI - HABILITATION SERVICES - INDIVIDUALLY DESIGNED LIVING ARRANGEMENT

= HAN - HABILITATION SERVICES - NURSING SUPPORTED GROUP HOME- WITH ROOM & BOARD
= HBA - HABILITATION SERVICES - SUPPORTED DEV HOME (ADULT & FOSTER CARE CHILD) - WITHROOM

& BOARD
= TTE-TRANSITION TO EMPLOYMENT

To Edit a site that you have already added:

= Click on the Site Name hyperlink, of the site to be edited, to access the Site Information screen.
= Once you have made your changes, click the [Save Site] button and then click the [Back to Sites List]

button to return to the main Sites tab screen.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICAT

Bl Dashboard @ Information ihContacts M Program Management S Assurances & Submittals @ Services [l BTN @insurances [ Documents Actions ¥

B Sites Information

+ All QVA contracts require one (and only one) Primary Administrative Site.

+ Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

+ When the Primary Admin site is selected, all selected services will automatically be added to the primary admin

site.
+ A Indicates addresses that require validation. (Complies with USPS standards)

Multi site Atestations

3446 N Central Ave Phaenix Admin Site DTADIT Delete | Set as Primary

Test Primary Admin 3443 N Central Ave Phoenix Primary Admin Site ATC DTA DTT Delete
Test Service Site 3444 N Central Ave Phaenix Service Site ATC DTA DTT Delete
Showing 1 ta 3 of 3 entries P 1

QI7733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BDashboard @ Information 3% Contacts M Program Management 7= Assurances & Submittals  @Services @ Sites  Qlnsurances  BDocuments Actions ¥

B site Irrlannatiy /

Back to Sites List Multi Site Attestations

0 General Information

Sile Mame* Ofice Code AHCCCSID MammCepacy ~ Core 1 Cecupar
Test Admin Site Numbers O umbers Onl

Acceging New Referals Culwal Competency Traming Ofice Type* Primary Adminshatve St (ony 1 alowed

OYes ®No a @ Administrative Site O Service Site a

(Office Type Description (Flease a0d office type descripfonis) such as Group Home, Day Treatment & Training Center, Respite Home, &2z

Test Admin Site

B Physical Address

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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To Delete a site that you have added:
* Click the “Delete” link in the Actions column to the right of the site to remove.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN

BlDashboard @ Information i Contacts  # Program Management 7 Assurances & Submittals @ Services M EUM Olnsurances [ Documents Actions v

@ Sites Information

« All QVA contracts require one (and only one) Primary Administrative Site.

» Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

» When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

« A Indicates addresses that require validation. (Complies with USPS standards)

Add New Site | Multi site Attestations

Search:
Site Name 4 Street Address Gty Type — AHCCCS 1D —— Actions
Test Admin Site 3446 N Central Ave Phoenix Admin Site ATCDTADTT Delete | Set as Primary
Test Primary Admin 3443 N Central Ave Phoenix Primary Admin Site ATCDTADTT elete
Test Service Site 3444 N Central Ave Phoenix Service Site ATCDTADTT Delete

Shaviing 1 to 3 of 3 entries

= Click the [Ok] button to confirm.

Delete Site

Do you wish to continue? One Primary Admin site is required.
(*Note: all selected services will be automatically added to the Primary admin site.) and Any OLCR items associated to this site

will be disabled.
—

= This will remove the site from the Sites List and the Contract.

Q17733 | Vendor Name testing QUALIFIZ L REEMENT | VENDOR APPLICATION IN PROS

EDashboard @ Information 3% Contacts P = &submittals @ Services W BT ©insurances [l Documents Actions >

B Sites Information

+ All QUA contracts require one (and only one) Primary Administrative Site.

+ Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

+ When the Primary Admin site is selected, all selected services wil tically be added to the primary admin
site.

+ A Indicates addresses that require validation. (Complies with USPS standards)

Add New Site | Multi site Attestations /

Search:
‘Site Name 4 Street Address Gty Type Location AHCCCS ID Services Actions
Test Admin Site 3446 N Central Ave Phoenix Admin Site ATC DTA DTT
Test Semvice Site 3444 N Central Ave Phoenix Service Site ATC DTA DTT Delete

Showing 11to 2 of 2 entries

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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To Set a Primary Site:
= Click the “Set as Primary Site” link in the Actions column to the right of the site to set as a primary.

Q17733 | Vendor Name testing QuALI OR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BlDashboard @ Information 3% Contacts M Program Management 3= Assurances & Submittals @ Services [ ELS ©insurances B Documents Actions v

B Sites Information

* All QUA contracts require one (and only one) Primary Administrative Site.

* Please select ‘Set as Primary Site’ under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

* When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

* A Indicates addresses that require validation. (Complies with USPS standards)

Add New Site Multi site Attestations

Admin Site ATC DTA DTT Delete | Set as Primary

Test Admin Site 3446 N Central Ave Phosnix

Test Service Site 3444 N Central Ave Phosnix Service Site ATC DTA DTT

Shawing 110 2 of 7 entries

* The system will automatically set the chosen site “Type” to Primary Admin Site”.

Q17733 | Vendor Name testing GUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B0ashboard @ Information 8 Contacts @ Program Management 7= Assurances & Submittals () Services [ EE0 W ©Oinsurances [ Documents

B Sites Information

* All QVA contracts require one (and only ane) Primary Administrative Site.

+ Please select ‘Set as Primary Site under Actions column or open Admin site and check Primary Administrative Site
box in Office Type section.

 When the Primary Admin site is selected, all selected services will automatically be added to the primary admin
site.

+ A\ Indicates addresses that require validation. (Complies with USPS standards)

Multi site Attestations.

Search:

Test Admin Site 3446 N Central Ave Phoenix Primary Admin Site ATC DTA DTT Delate
Test Senice Site \ 3444 N Central Ave Phoenix Service Site ATC DTA DTT Delete

Showing 1 to 2 of 2 entries

* Click the “Site Name” link for that site to display the Site Information screen so that you can review it to
see that the “Primary Administrative Site (only 1 allowed)” checkbox is indeed marked and so that you
can verify that all available services have been included, as well as reviewing all of the other information

sections as needed.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATIO

ElDashboard @ Informaion & Contacts @ Program Management = Assurances & Submittals @ Senvices @ Sites  ©lnsurances [ Documents

B Ssite Information

@ General Information

Site Name * Offce Code AHCCCS 1D Mavimum Caparily Cument Occupancy
Test Admin Site Numbers Only Numbers Only

Aooepting New Referrats Cuitural Compedency Training Ofice Type* Primary Agministrative Site (only 1 allowed|

OYes ®No a ® Administrative Site O Senvice Site
(Ofice Type Destripion (Please acd ofice type descrplion(s) such as Group Home, Day Treaiment & Training Centes, Respie Home, eic

Test Admin Site

B Physical Address

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 72
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

= Click the [Back to Sites List] button to return to the main Sites tab.
= Make sure that you have added all of the appropriate and necessary sites.

**0Once you have completed the Sites tab details please go to the Insurances tab.**

3.10 Insurances

At this point of the application process the fields in the Insurances tab will not be accessible for input.

This is due to the fact that the contract has not yet been awarded. Readiness Reviews have to be conducted and
passed for the Services to be approved and activated after registration with AHCCCS has been completed.

The DDD Contract Management Team (or Specialist (CMS)) will work with you later in the application process to
ensure that you have obtained and documented the necessary insurance.

Arizona Department of Economic Security
ARIZONA
Mm Your Partner for a Stronger Arizona I

About  Services Howdol?  DocumentsCenter  MediaCenter  Office Locator  Report Fraud

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

EDashboard @ lnformation % Contacts @ Program Management 2= Assurances & Submitials @ Services ] Sites [UIPTTC"M [ Documents Actions >
© Insurances ~
m Search:
Not Applicable % Insurance Name Waivers Endorsements Start Date End Date

s Reason ¥ Al - Additicnal Insurance
WOS - Waivers of Subrogation
SAM - Sexual Assault and Molestation

General Liability

Wiorkers Compensaticn Select Waivers Reason ¥ Al - Additicnal Insurance
WOS - Waivers of Subrogation

SAM - Sexual Assault and Molestation
Business Automabile Select Waivers Reason ¥ Al - Additicnal Insurance

WOS - Waivers of Subrogation

SAM - Sexual Assault and Molestation
Professicnal Liability Select Waivers Reason ¥ Al - Additinal Insurance

WOS - Waivers of Subrogation

SAM - Sexual Assault and Molestation

Showing 1to 4 of 4 entries

**Once you have viewed the Insurances tab please go to the Documents tab.**

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 73
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3.11 Documents
The Documents tab is where you will be able to submit all the required documents electronically.

IMPORTANT

* To submit the new RFQVA application successfully, all the necessary documents must be uploaded.
* You can only upload PDF documents. No other file types are allowed.

* There are 23 mandatory documents that are required to be uploaded before submitting the
application:

1. Other Background Check Search Authorization

Arizona Corporation Commission (ACC) Entity Information
Central Registry — Submission Notification

Fingerprint Clearance Card(s)

State of Arizona Substitute W-9

Certification Regarding Lobbying

Participation in Boycott of Israel

Forced Labor Ethnic Uyghurs Ban

RFQVA Assurances and Submittal Attestation

© 0 N o e WD

[EEN
o

. Business Associate Agreement (BAA)
. Data Sharing Agreement (DSA)

[ S
N

. Debarment, Suspension, Ineligibility, and Voluntary Exclusion

[EEN
w

. Government Issued Identification

[EEN
o

. Internal Revenue Service Letter w/Employer Identification Number

[EEN
Ul

. Business Continuity Plan

[EEN
(o)}

. Pandemic Performance Plan

[EEN
~N

. Workforce Development Plan
. Quality Management Plan (QMP)

[N
O 00

. Business Plan

N
o

. Key Position Qualifications

N
=

. Financial Statements

N
N

. Policy Development Tool Attestation
23. Qualified Vendor Application Approval

= There are several other documents listed in the Documents tab that are optional. Some of these documents
are only downloadable for the vendors purpose and use. Others can be downloaded, completed and then
uploaded by the vendor as a part of submitting the application.
Note: If a document is required by the DDD CMS, they will request that the vendor upload it as a part of the
processing of the application.

* The maximum file size that can be uploaded is restricted to 20 MB.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 74
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* Files that exceed this size limit need to be split and uploaded individually (i.e., multiple documents).

= All of the documents that are required to be submitted will be marked with the red asterisk as shown
below.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BlDashboard @ Information 3% Contacts  # Program Management 7= Assurances & Submittals @ Services @ Sites 0 Insurances [ [P2ETUE Actions ~

© The maximun file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. k‘ 'R Go To Document Type B ~

A\ Required documents are missing and need to be uploaded to submit application. S

B Other g Check Search Authorization * < info@ A

Authorization to conduct other background search for each Gwner and Signatory

A Other Background Check Search Authorization document(s) are required for submission.

* [f afile exceeds the 20 MB limit, the following error message will display:

File Upload | Upload File

— /
1.ppdf’ canmnot be added: file exceeds size limit

File 'Wpload dec 2

Drag & drop files here

Click on ‘Choose Files' ta = ick on the “Upload

buTton 1o wplead the

Upload

Allowed Tile types: POF

= Hover the mouse over the [Upload Documents] button to see the number of files that you can upload at a
single time.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B0ashboard @ Information 4 Contacts  #® Program Management  i= Assurances & Submittals @ Services @ Sites W insurances [ [EETIRITA Actions *

10 The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. ‘M Go To Document Type ' -

A Required documents are missing and need to be uploaded to submit application.

B Other Backg Check Search * info @ A

Authorization tclSeEE d up to 5 il rch for each Owner and Signatory
& Download Upload Document(s) I \

A\ Other Background Check Search Authorization document(s) are required for submission.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 75
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You can click the green “Info” link on the right side of the screen as shown in the screenshot below, and an

“Information to upload documents” popup will display providing additional details. Click the [OK] button to
return to the Documents tab screen.

Information to upload decuments

~

1. The user can upload a maximum of 5 files at a time.
2. The user can upload files for multiple document types at a time.

3. In the upload pop-up, ance the initial 5 files are uploaded, within the same pop-up window user can chocse a maximum of 5 more files for them to be uploaded.
4. Only PDF file formats can be uploaded.

@ The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually.

B Other g d Check Search

Authorization to conduct other background search for each Owner and Signatory

Before uploading the document, a red exclamation icon will be visible on the right side as shown below
indicating the document has not been uploaded.

"M Go To Document Type B ~

info® A
& pownload [l Upload Document(s) i /
A Other Check Search are required for submission.
B Arizona C: ion C ion (ACC) Entity info @ A
Applicants/Qualified Vendor uses link https;/ecorp.azcc.gov/EntitySearch/Index to connect to Arizona Corperation Commission website and download a PDF copy of their entity information. Copy should have a
time and date stamp visible. Sole Proprietors that are NOT doing business under a DBA shall submit a signed and dated document stating the following * | am a sole proprietor and not conducting business under a
DBA.

Upload Document(s) I

A\ Arizona Corporation Commission (ACC) Entity Information document(s) are required for submission.

1® The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually.

B State of Arizona Substitute W-9

Applicant/Qualified Vendor downloads, completes, and submits as part of its application, and updates as necessary in order to receive payment.

Arizona Substitute W9.pdf Testing, Test86 9/23/2024 8:19:16 AM

B Certification Regarding Lobbying *

Applicant/Qualified Vendor downloads, completes, and submits as part of its application, and by so doing, agrees to comply with 49 CF.R. §§ 20100, et seq

A Certification Regarding Lobbying document(s) are required for submission.

After the document is uploaded, a green upload arrow icon will be displayed on the right side as shown
below indicating the document has been uploaded.

‘B Go To Document Type B -

info @
info @ A

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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* Thereis a [Download] button and an [Upload Document(s)] button when documents need to be
downloaded by you, completed and then uploaded. Please read the document description information
for details as shown below with the green arrow.

© The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. "B GoTo Document Type L -

B Certification Regarding Lobbying * info® A

Applicant/Qualified Vendor downloads, completes, and submits as part of its application, and by so doing, agrees to comply with 49 CE.R. §§ 20.100, et seq.

= T ™~

Afrtiﬁcatiun Regarding Lobbying document(s) are required for submission.

B Participation in Boycott of Israel = info® A

Applicant/Qualified Vendor downloads, completes, and submits as part of its application to ensure compliance with A.RS. §35-393.01. Retum the response to the solicitation and any supporting information to assist
the State in making its determination of compliance

A Participation in Boycott of Israel document(s) are required for submission.

* Click the [Go To Document Type] button anytime to see the list of document types that you have already
uploaded and documents that still need to be uploaded.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

B Dashboard @ Information 382 Contacts #® Program Management = rances & Submittals B Services M Sites 0 Insurances B Documents Actions =
© The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. B Go To Document Type I ~

Uploaded % B State of Arizona Substitute W-9 :
A\ Required documents are missing and need to be uploaded to submit application. [ subcontractor Agreement(s)

B vendor Contact Information

B Other Background Check Search Authorization * B vendor Sites (Administrative & Service) info® A
Not uploaded yet
A Workforce Development Plan -

Authorization to conduct other background search for each Gwner and Signatory

o= e

A Other Background Check Search Authorization document(s) are required for submission.

Please follow the steps below that describe how to complete the details for the “Documents” tab.

= Step 1: There are some documents that need to be downloaded first, completed and then uploaded into
the Documents tab. Click the [Download] button to download the form. Then complete the necessary
information within the document.

B Other Background Check Search Authorization * info® A

Authoriz%to conduct other background search for each Owner and Signatery

A Other Background Check Search Authorization document(s) are required for submission.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 77
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= Step 2: Click the [Upload Document(s)] button to upload the form (see the red arrow below). The “File
Upload | Upload File” window will display. Click the [Choose Files] button to select the file that needs to be
uploaded (see the green arrow down below). You can upload multiple files at the same time. Check the
number of files allowed and then upload. (see the arrow down below).

B Other Background Check Search Authorization * info® A

Authorization to conduct other background search for each Owner and Signatory

A\ Other Background Check Search Authorization document(s) are required for submission.

[ File Upload | UPlOad Fite a

|
| Upload Mode: Multi (5) | Vendor

Clear Queue

Size Limit: 20 MB

No files uploaded.

Drag & drop files here

Click on ‘Choose Files” to select a file. Click on
the "Upload’ button to upleoad the selected files.

Choose Files |

1 \
|
1

= Step 3: After the file is chosen, select the “Doc Type” value from the dropdown list. (This screenshot
example is for “Other Background Check Search Authorization”) (see green arrow below). Then input
a document description in the “Document Description” box (see arrow below).

File Upload | Upload File -

| Upload Mode: Multi (5) | Vendor

| Clear Queue

Size Limit: 20 MB

= test 2.pdf - 30.51 KB
Drag & drop files here [ <1 P
Status: Waiting
Doc Type:
Click on 'Choose Files’ to select a file. Click on Other Background Check Search Authorization ~

the "Upload’ button to upload the selected files.

Choose Files i X
Other background check information.

464 Characters left for document description.

Upload
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= Step 4: Click the [Upload] button to upload the selected file. Once the file is uploaded a “Status” message
will display in green font advising “Upload Complete” (see red arrow below). And a green banner with “100%”
will display below it (see arrow below.) Now click the [Close] button.

Note: You can also use the [Clear Queue] button (see the blue arrow below) if you want to remove the
document and upload a new or different file.

File Upload | Upload File

| Upload Mode: Muilti (5) | Vendor

N

Size Limit: 20 MB

| Clear Queue

8 | test 2.pdf - 30.51 KB

Status: Upload Complete N

Doc Type:

Drag & drop files here

Click on 'Choose Files’ to select a file. Click on Other Background Check Search Authorization ~
the ‘Upload’ button to upload the selected files.

Choose Files ) )
Other background check information.

-

— 3

= Step 5: You will be returned to the main “Documents” tab screen. The document you just uploaded will
be displayed in the associated section (see green arrow below). Use the [Delete] button if the uploaded

document is incorrect and needs to be replaced (see arrow below).
Notice the green upload arrow icon on the right side of the section indicating the document has been
uploaded.

B Other Background Check Search Authorization infoo h‘

Authorization to conduct other background search for each Owner and Signatory /

e

Other background check information. ~ Testing, Test86 9/23/2024 10:49:33 AM Vendor Uploaded

* Step 6: Some documents only need to be uploaded. Click the [Upload Document(s)] button and follow
Steps 2 — 5 above.

B Fingerprint Clearance Card(s) * info o A

Copy of a valid Fingerprint Clearance Card (Front and back) for each owner and signatory

Upload Documentis) [ P -

A Fingerprint Clearance Card(s) d s) are required for submissi
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= Step 7: Follow steps 1-5 above to download/upload more documents — or follow step 6 above for simple
uploading of more documents.

You can also upload the documents, by dragging the files from the folder where they are stored on your
computer to the upload window.

= Step 1: Click the [Upload Document(s)] button.

© The maximum file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and
o B Go To Document Type W ~
uploaded individually.

B Data Sharing Agreement (DSA) * info® A

Applicant/Qualifed Vendor will need to submit as part of its application a data sharing agreeement.

e —

A Data Sharing Agr (DSA) doc (s) are required for submission.

= Step 2: Locate the file you want to upload and drag from that location on your computer to the
“Drag & drop files here” box displayed on the screen (see broken green arrow below).

‘ File Upload | Upload File

| Upload Mode: Multi (5) | Vendor

P s 1
. .
1 1

1 1

| | Size Limit: 20 MB
1 1

i - i No files uploaded -
i Drag & drop files here i

1 1

1 1

1 1

1 1

! Click on 'Choose Files' to select a file. Click on !

: the 'Upload’ button to upload the selected files. :

: Choose Files :

1 1

1 1

1 1

: X :

i \ i

1 \ 1

1 1

e A -

2 =1 Dle:_|\1\:ll3\c|:fllei - ] X
oal
P Home Share\ View - e -

» ] ffi\" X - T g B

Pinto Quick Copy Paste J \ i New ﬂ Properties Select
aceess o folder < L] <
Close
Clipboard ofgnize New Open
T » Dragand Drop‘es » O Search Drag and Drop files o o=

~
~Q Name

 Quick access
@@ Data Sharing Agreement

B8 Desktop

1item
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= Step 3: After dragging and dropping the file, select the “Doc Type” value from the dropdown list (This
screenshot example is for “Data Sharing Agreement (DSA)”)(see green arrow below). Then input a document
description in the “Document Description” box (see arrow below).

File Upload | Upload File -

| Upload Mode: Multi (5) | Vendor

| Clear Queue |
Size Limit: 20 MB

0| Data Sharing Agreement.pdf - 30.51 KB |

Drag & drop files here

Status: Waiting
Doc Type:

«—

Click on 'Choose Files' to select a file. Click on Data Sharing Agreement (DSA) ~
the "Upload’ button to upload the selected files.

Choose Files
S DSA document

488 Characters left for document description.

|
Upload |
|

» Step 4: Click the [Upload] button to upload the selected file. Once the file is uploaded a “Status” message
will display in green font advising “Upload Complete” (see red arrow below). A green banner with “100%”
will display below it (see arrow below.) And a message in green font will display on the top right
advising “Your file has been uploaded successfully.” (see green arrow below). Now click the [Close] button.

Note: You can also use the [Clear Queue] button (see the blue arrow below) if you want to remove the
document and upload a new or different file.

File Upload | Upload File

Clear cueue | ¢

| Size Limit: 20 MB

8| Data Sharing Agreement.pdf - 30.51 KB

! Drag & drop files here

Status: Upload Complete <
Doc Type
Click on '‘Choaose Files’ to select a file. Click on Data Sharing Agreement (DSA) e

the "Upload’ button to upload the selected files.

DSA document

|
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= Step 5: You will be returned to the main “Documents” tab screen. The document you just uploaded will be
displayed in the associated section (see green arrow below). Use the [Delete] button if the uploaded

document is incorrect and needs to be replaced (see arrow below).
Notice the green upload arrow icon on the right side of the section indicating the document has been
uploaded.
B Data Sharing Agreement (DSA) info @ B
Applicant/Qualifed Vendor will need to submit as part of its application a data sharing agreeement. /

Data Sharing
g DSA document Testing, Test36 9/23/2024 1:46:48 PM Vendor Uploaded

Agreement.pdf

If there are any remaining documents, that are required for submitting the application, that have not been
uploaded yet, you will see the message “Required documents are missing and need to be uploaded to submit
application.” at the top of the Documents tab (see red arrow below). You will also see the red asterisk next to
the document name if it still needs to be uploaded (see arrow below).

Remember, you can use the [Go To Document Type] button to see missing and already uploaded documents
(see green arrow below).

The missing documents must be uploaded before proceeding. Use the [Go To Top of Page] button if you want
to return to the top of the screen anytime while uploading documents.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BlDashboard @ lnformation i Contacts  # Program Management = Assurances & Submittals B Services @I Sites  Olnsurances . [P2RFUET Actions ¥

0 The maximunm file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. \ "R Go To Document Type L ~

B anccesio Approval Letter
ired d nts issing and need to be uploaded to submit application.
A Required documents are missing an 0 be uploaded ta submit application \ A Aizona Corporation Commission (ACC) Entity Information

B Assurances & Submittals (A&S) Supporting Documents

B Other Background Check Search Authorization . H 3
9 . Assurances & Submittals Vendor Responses info o h
A 0ovinnce Aecnsintn Rarnnmans DAR) T
Authorization te conduct other background search for each Owner and Signatory
& Download [l Upload Document(s) [
test 2.pdf Other background check information. ~ Testing, Test86 9/23/2024 10:49:33 AM Vendor Uploaded
B Arizona Corporation Commission (ACC) Entity Inf ion * info® A

Applicants/Qualified Vendor uses link https://ecorp.azcc.gov/EntitySearch/index to connect to Arizona Corporation Commission website and download a PDF copy of their entity informaticn. Copy should have a
time and date stamp visible. Sole Proprietors that are NOT doing business under a DBA shall submit a signed and dated document stating the following * 1 am a sole proprietor and not conducting business under a
DBA.

Upload Documentfs) [ \A
Go To Top of Page
A Arizona Corporation Commission (ACC) Entity ion document(s) are required for submission.
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Once all of the required documents are uploaded, the banner containing the message “Required documents are
missing and need to be uploaded to submit application.” will no longer be displayed at the top of the “Documents”
tab screen, indicating that you have uploaded all required documents.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

Bl Dashboard @ Information i@ Contacts W Program Management = Assurances & Submittals Services  [@Sites 0 lnsurances [ EETITTY Actions ¥

@ The maximun file size that can be uploaded is restricted to 20 MB. Files that exceed this limit need to be split and uploaded individually. "B Go To Document Type M.

-------------------- N
L prloplepleplopleplepiopleplopleplepioplepleopiopleplopleplepin v
B Other Background Check Search Authorization info® ﬁ

Authorization to conduct other background search for each Owner and Signatory
[ [y

test 2.pdf Other background check information. Testing, Test86 9/23/2024 10:49:33 AM Vendor Uploaded

**You have completed the Documents tab details. Please go back to the Dashboard tab now.**
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3.12 Dashboard (revisited)

Now that you have progressed through the application the Dashboard tab will display details when you click on

the buttons within the “Dashboard Action” section.

B Dashboard Action

Multi Site Attestations Multi Service Attestations All Other Attestations

Click on the [Multi Site Attestations] button.

*  You will see that the screen now displays with some details that you populated on the Sites tab for the

sites that you added and the related attestations that were required.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BlDashboard @ Information 38t Contacts ¥ Program Management i Assurances & Submittals  @Services  BiSites @ lnsurances B Documents Actions =

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

B site Name : Test Admin Site

Go To Site Details Attestation is already provided

~

B Contact Information

Contact Type First Name Last Name Title Phone Fax Email

PRINCIPAL CONTACT TestBo Testing 6234611418 Jjoreed@azdes.gov

AFTER HOURS CONTACT TestB6 Testing 6234611418 joreed@azdes.gov
Attestation: help @

Attest to update any changes in accordance with timeline established within the RFQUA

Attested By: Attested Date:
View History
Testsh Testing 9/19/2024 113501 AM e
H site Name : Test Service Site ~
Go To Site Details Attestation is already provided
B Contact Information =
Contact Type First Name Last Name Title Phone Fax Email
PRINCIPAL CONTACT Test86 Testing 6234611419 Jjoreed@azdes.gov
AFTER HOURS CONTACT Test86 Testing 6234611419 joreed@azdes.gov
Attestation: help @

Attest to update any changes in accordance with timeline established within the RFQVA
Attested By: Attested Date:
.
Test86 Testing 9/19/2024 3:31:27 PM
Go To Top of Page

Website Policies, Disclaimers and Privacy =~ DES Non-Discrimination Policy =~ Reasonable Accommodation ©2024 DES

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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Clicking on the [Collapse All] button will cause the screen display to collapse all the sections that you see

above. Click the [Expand All] button to expand the screen display back to the original view.

* The [Attest All] button is functional and if you have not previously completed and saved your attestations
for the Sites you added on the Sites tab you can click on this button from the Dashboard to complete and
then click the [Save All] button.

= Click on the Dashboard tab to return to the main Dashboard screen.

Click on the [Multi Service Attestations] button.
You will see that the screen now displays with some details that you populated on the Services tab for

the services that you added and the related attestations that were required.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS
Onsurances [ Documents Actions ~

BDashboard @ lnformation 3% Contacts  # Program Management i Assurances & Submittals @ Services [ Sites
B Collapse Al £ Artest All B Save All

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

B Service Name : ATC - ATTENDANT CARE

B Service Transportation

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *
Transportation in an individual/staff owned car
Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation

Not Applicable
Attestation is already provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
ew History

Attested By: Attested Date:

Test86 Testing 9/18/2024 9:43:19 AM

9 Incident Reporting Information
Attestation is already provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested Date:
9/18/2024 9:49:19 AM

Attested By:

Test86 Testing

® Complaints & Grievances Information
Attestation is already provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date: —
Testh Testing 9/18/2024 9:49:19 AM e nistony
~

@ Member/Member Representative Input Information
Attestation is already provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested Date:
9/18/2024 9:43:19 AM

Attested By:
Test8h Testing

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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i Quality Improvement Information

Attestation:

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Adtested Date:
Test86 Testing 9/18/2024 %:4%:19 AM

B Service Name : DTA - DAY SERVICES, ADULT

B Service Transportation

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *

Transportation in an individual/staff owned car

Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation

Not Applicable

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Adtested Date:
Test86 Testing 9/18/2024 %:4%:19 AM

% Incident Reporting Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test86 Testing 9/18/2024 3:43:19 AM

# Complaints & Grievances Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Attested By: Attested Date:

Test8h Testing 9/18/2024 9:49:19 AM
™ | p ive Input Informeti
Attestation:

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test8h Testing 9/18/2024 9:49:19 AM

Security and CAS manual

Aftestation s already provided

help @

Aftestation s already provided

help @

Attestation is already provided

help @

Attestation is already provided

help @

Attestation is already provided

help @

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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s Quality Improvement Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test86 Testing 9/18/2024 9:49:19 AM

B Service Name : DTT - DAY SERVICES, CHILD

B Service Transportation

When transportation is required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *

Transportation in an individual/staff owned car

Transportation in an agency owned, leased or contracted vehicle
Reimbursement for public transportation

Not Applicable

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test86 Testing 9/18/2024 %:49:19 AM

% Incident Reporting Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test86 Testing 9/18/2024 9:4%:19 AM

® Complaints & Grievances Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
TestB6 Testing 9/18/2024 9:49:19 AM

B Member/Member Representative Input Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
Test86 Testing 9/18/2024 9:49:19 AM

e Quality Improvement Information

Attestation:
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date:
TestB6 Testing 9/18/2024 9:49:19 AM

Website Policies, Disclaimers and Privacy

DES

scrimination Policy  Reasonable Accommodation

Security and CAS manual

Aftestation is already provided

help @

Aftestation is already provided

help @

Attestation s already provided

help @

Attestation is already provided

help @

Attestation is already provided

help @

Attestation & already provided

help @

Go To Top of Page

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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= Clicking on the [Collapse All] button will cause the screen display to collapse all the sections that you see
above. Click the [Expand All] button to expand the screen display back to the original view.

* The [Attest All] button is functional and if you have not previously completed and saved your attestations
for the Services you added on the Services tab you can click on this button from the Dashboard to
complete and then click the [Save All] button.

= Click on the Dashboard tab to return to the main Dashboard screen.

Click on the [All Other Attestations] button.
*  You will see that the screen now displays with some details that you populated on the Contacts tab and
the Program Management tab, and the related attestations that were required.

Q7733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPUCATION IN PROGRESS

B Dashboard WG NVELFTAN it Contacts M Program Management  i=Assurances &Submittals @ Services  MSites  Olnsurances  [§ Documents Actions ¥

A Please note all required attestations will be modified upon Attest All and will be updated on Save All

& Contacts Attestation ~

Attestation is already provided

B Contact Information .
Contact Type First Name Last Name Title Phone Fax Email

Principal Contact Jotest Reeder 6234511416 joreed@azdes.gov

Notice Contact Jotast Reeder 6234611416 Joreed@azdes.gov

Blsctronic Visit Verification Contact Jotast Reeder joreed@azdes gov

Quality Management Contact Jotast Reeder 6234611416 Joreed@azdes.gov

Payment/Billing Office Contact Jotest Reeder 6234511416 joreed@azdes gov

Direct Referral Contact Jotest Reeder joreed@azdes.gov

Agency After Hours Contact Jotast Reeder 6234611416 Joreed@azdes.gov

Member Records Contact Jotast Reeder 6234511416 Joreed@azdes.gov

Attestation: help @

Attest to update any changes in accordance with timeline established within the RFQUA
Attested By: Attested Date: —

View History

Tet36 Testing /132024 11:42:14 AM

# Program Management Attestations

R Incident Reporting Information ~

Which position in the organization is responsible for the final review of the incident prior to submission to the Division?
First Name Last Name Title
Test Firstname Test Lastname Director

‘Which position in the organization s responsible for notifying a member/member representative of incidents?

First Name Last Name Title
Test Firstname Test Lastname Director
Attestation s already provided
Attestation: help @

Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement

Atested By:

Test6 Testing 9/13/2024 3:03:01 PM
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#® Complaints & Grievances Information

Which position in the organization is responsible for resolving the complaint/grievance?

First Name Last Name: Title
Test Firstname Test Lastname Speech Language Path
Attestation is already provided
Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date: )
View History
Test86 Tes:hg 9/13/2024 3:08:14 PM
-

B Member/Member Representative Input Information

Which position is feedback forwarded to within the organization?

First Name Last Name: Title
Test Firstname Test Lastname Speech Language Path
Attestation is already provided
Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date: )
View History
TestB6 Testing 9/13/2024 31343 PM
-

i Quality Improvement Information

Attestation is already provided

Attestation: help @
Attest to minimum requirements set forth by DES in the Qualified Vendor Agreement
Attested By: Attested Date: )
Testas Testing 9/13/2024 3:13:56 PM e R

Go To Top of Page

Website Policies, Disclaimers and Privacy  DES Non-Discrimination Policy ~ Reasonable Accommodation  e2n240es

* Clicking on the [Collapse All] button will cause the screen display to collapse all the sections that you
see above. Click the [Expand All] button to expand the screen display back to the original view.

* The [Attest All] button is functional and if you have not previously completed and saved the Contacts
attestation and the Program Management attestations, that you added on those tabs, then you can
click on this button from the Dashboard to complete and then click the [Save All] button.

= Click on the Dashboard tab to return to the main Dashboard screen.

**The next step is to review the application. Please see the details below.**

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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4 REVIEW ONLINE RFQVA APPLICATION

Once you have populated each of the tabs (excluding the Insurances tab), uploaded required documents, and
provided attestations your new RFQVA may be considered complete. You are ready for the system to review
the application.

IMPORTANT
= Only online applications with ALL the required information will be allowed to be submitted.
* Follow the steps below to review the application.

4.1 Review Application

= Step 1: Click the “Review Application” option from the Actions drop-down menu on the right side of
the screen.

Q17733 | Vendor Name testing CUALIFZD /20 DCR ACREEMENT | VEMDIR AMRLIZATIM M PROGREES

(=L DR @ information B Contacts B Program Management 7= Assurances & Submittals @ Serviees B Stes  Qlnwmnces  [§Doscurments Actiora =
O NOTE Please observe the fellowing guidelines for  timely submission of new DDD-2024 applieation. Conmactlst
1. Betore you start application under the DOD-2024. we you start an your axisting contract and click on review amendmient under ‘Actions’ menu. If there are any errors isted In the curment contract. correc

amendmant befora rtarting the naw application undar tha new contract paried DDD. 2024,
2 When a rew application under the new contract purivd DDD-2024 ia started, most of the existing o fram s cup and Al the topied in the mew application will be read oniy.
raguired i the Aew application, thould 1 Lgh tha
Cancel Appiication

Far any sdiitionsl Infarmatian refer to the Lssr Manusl by dicking hers . Liser Mams]

B Dashboard Action 5

Mt Service Atestations AL Other Atestations

Multi Site Attastations

B Dashboard &
Initial Application Submit Data : Application Approval Date : Accigned Spacialist : N/A

Application Start Dste : 09/1172024 Initial Service Start Date Fiseal Vear ; September 2nd n

Last Amendmant Date :

* The following popup will display while the system is running the validation process.

RFQVA Contract Validation

The application for RFQVA contract must be validated before it can be submitted.

Validation is in progress.... Please Wait.... 3

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 90
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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= Step 2: If any required fields have been left blank the RFQVA Contract Validation process will display
a screen adyvising details as shown in the example below. Click on the advised tab and complete the
missing information. You can see that the [Submit RFQVA Application] button is not accessible.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

E Dashboard @ Information &% Contacts ® Program Management #= Assurances & Submittals B Services M Sites W Insurances B Documents

Actions ~

@ All Tab information must be validated before you can submit the RFQVA application.

A Information Validation List &

e Invalid Authorized Signatery - Phone. It must be a 10 digit number including the area code.

A\ Contact validation List <3

Go To Top of Page

= Step 3: Once you have populated the incomplete information and clicked the “Save” button on that
tab click the “Review Application” option from the Actions drop-down menu on the right side of the
screen again.
The RFQVA Contract Validation popup will display while the system is re-running the validation
process.

= Step 4: You should now see the following screen and be ready to submit the application.
Go to section 5 of this document.

¢ Invalid Member Records Contact - Email address. It must have @ symbol and domain name.

IMPORTANT
* If you do NOT wish to submit the application, but instead want to cancel it, go to section 6 below
which will inform you about the steps for cancelling the application.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDCR APPLICATION IN PROGRESS

BDashboard @ Information 3% Contacts W Program Management 2= Assurances & Submittals Services @ Sits  WQlnsurances [ Documents Actions v

Application Submission Process Step 1

All required fields on your application are complete.
NOTE: If you are NOT ready to submit your application,
Next Steps :

In erder for your application to be reviewed by the Division of Developmental Disabilities:

s window. Once the [Submit Application] button is selected, you will ne longer be able to edit your application

+ An electronic submission must be received by the Division of Developmental Disabilities.
+ Checking the ‘Acknowledgement’ box is your confirmation of the requirement to sign required documents. Checking the box also activates the [Submit Application] button.
+ Acknowledgement clicking the [Submit Application] button el ically submits your applicati

ACKNOWLEDGEMENT (check the checkbox below to enable Submit Application button):

O Having reviewed the contract RFQVA DDD-2024, | agree that the key business and clinical personnel meet the minimum education and/or experience requirements.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 91
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Security and CAS manual

5 SUBMIT ONLINE RFQVA APPLICATION

* Step 1: Please read through all of the information on the screen.

= Step 2: Once you have read through the information, click the checkbox as shown below. Once the
checkbox is selected under “ACKNOWLEDGEMENT”, the [Submit Application] button will display.

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

BDashboard @ Information  #8% Contacts ~ # Program Management 7= Assurances & Submittals Services  fISites ' Insurances Documents Actions v

Application Submission Process Step 1
All required fields on your application are complete.
NOTE: If you are NOT ready to submit your application, please exit this window. Once the [Submit Application] button is selected, you will ne longer be able to edit your application.
Next Steps:
In order for your application to be reviewed by the Division of Developmental Disabilities:
& An electronic submission must be received by the Division of Developmental Disabilities.

# Checking the ‘Acknowledgement’ box is your confirmation of the requirement to sign required documents. Checking the box also activates the [Submit Application] button.
* Acknowledgement clicking the [Submit Application] button electronically submits your application.

ACKNOWLEDGEMENT (check the checkbox below to enable Submit Application button):

Having reviewed the contract RFQVA DDD-2024, | agree that the key business and clinical personnel meet the minimum education and/or experience requirements.

N
= Step 3: Click the [Submit Application] button.

= Step 4: Your online RFQVA is now submitted for review by DDD, the “Division”.

» The Dashboard screen will redisplay, and you will see (in the dark purple banner) that the
application status has changed from “VENDOR APPLICATION IN PROGRESS” to
“SUBMITTED".

» You will also see that some of the “date” information on the Dashboard has changed as well
as the “Assigned Specialist” (i.e., DDD Contract Management Specialist).

Q17733 | Vendor Name testing QUALIFIED VENDOR AGREEMENT | SUBMITTED

1=LESTREEN @ information i Contacts  # Program Management ) 7= Assurances & Submittals @ Services [ Sites  Olnsurances [ Documents Actions ¥

© NOTE: Please observe the following guidelines for a timely submission of new DI-2024 application.
1. Before you start application under the new contract period DDD-2024, we recommelyd you start an amendment on your existing contract and click on review amendment under "Actions’ menu. If there are any errors listed in the current contract, correct them through an
amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new cantract period DDD-2024 is started, most of the existing information from the current contract is copied over and prepopulated. All the copied over i ion displayed in the ication will be read only. Any data corrections
required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

B Dashboard Action ~
Multi Site Attestations Multi Service Attestations All Other Attestations

B Dashboard / ~

Initial Application Submit Date : 09/30/2024 Application Approval Date : Assigned Specialist : VIR

Application Submit Date : 09/30/2024 Initial Service Start Date: | dddtesting@live.com

Last Amendment Date : \ Fiscal Year : September 2nd

= Main Menu »

Congratulations, if you have followed all the instructions, you have successfully submitted the RFQVA.
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At this point, if you click on the Actions drop-down menu on the right side of the screen you will see
that the only option listed is “Contract List”.

QITTEE | Vendor Mame testing CLU7E0 YEHD S
[T @ demation 89 Contacts @ Program Mamagesemt 3 Assurances & Suberittal @ Servon Bivs Cirsumcs B Dowments At =
@ HOTE Piuase wimer e the folkoing gidelins for 4 kirvely submission of mew DOD-264 anpis stien. N conmact st
L et 2024, ¥ W andl clici on "Aeona’ menu. IF thers ars any erron ted in the curment contract. cormea
ertae starting urder e pevind DOD-M24.
2. W 3 o o e 2034 s srarted. mas of the misting Cepied A tha enpl disglaged In tha new will s Foael anly. Any
requires in the icatinn, dhouskd be in ths cument contract

P g madelit it i i o U il by bl s - Linir Wil

1 B Dushbgard Action -
B Onshboard ~
Initial Application $ubmit Date : 932004 Application Approval Date : Amigned Specialist : vE i
Application Submit Date 3 03302024 Inltlal Service Start Date | dddtesting®@le.com
Land Aransl et Pate ; Fincal Yar :

September lnd

= Main Menu ~

If you click on the “Contract List” option, you will be redirected to the Contract List screen.

You can click on the [View] button to return to the Dashboard screen.

Arizona Department of Economic Securit
> o o ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol? DocumentsCenter  MediaCenter  Office Locator  Report Fraud

Vendor Name testing

@ NOTE: Please observe the followi idelines for a timely ission of new DDD-2024 application.

1. Before you start application under the new contract period DDD-2024, we d you start an i on your existing contract and click on review amendment under “Actions’ menu. If there are any errors listed in the current
«contract, correct them through an amendment before starting the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 is started, most of the existing information from the current contract is copied over and prepopulated. All the copied over i ion displayed in the new application will be

read only. Any data corrections required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

B Qualified Vendor Agreement (DDD2024)
<
Periog
5/1/2024 - 12/31/2025 m’
Contract Number
Q17733
status
SUBMITTED
Asianed To

| T

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation  @2024pes

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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5.1 Next steps

*  Your submitted RFQVA will be reviewed by the assigned DDD CMS (Contract Management Specialist).
They will be the main point of contact through the rest of the application process and will contact
you using the “Notice Contact” email address you listed on your online application under the
“Contacts” tab.

= See section 7 for more information about the Application Review Process.

* You may reach out to the “Assigned Specialist” (DDD CMS) by using their contact information that is
displayed on the Dashboard tab of your submitted online RFQVA.

* Be aware that the DDD CMS can reject any of your documents and request that you re-upload
corrected documents, or they may request additional documents that are needed to process the
application. See a sample email below:

Please review the following documents uploaded in your Qualified Vendor Application #Q12345 with the Department of Economic Security, Division of Developmental Disabilities("the
Division") submitted on 07/21/2023 and perform the required actions

Name Detail

Document Number : 1

Document Type : Cultural Competency Plan

File Name : Cultural CDmFelency Plan_pdf

Uploaded By : Test Vendor

Uploaded Date : 2023-07-20

Rejected By : TEST CMS

Rejected Note : Your document is rejected Please upload

Action Performed by Contract Specialist : Rejected

Action Required : Reupload and submit

Document Type : Data Sharing Agreement (DSA)

Requested By : TEST CMS

Requested Note : Additional document is requested. Please Upload

Action Performed by Contract Specialist : Reqguested

Action Required : Upload and submit

If you are still interested in continuing the application process, please perform the required actions for documents in your application. If not, this application will be cancelled in the next
30 days

= Note: You will only be able to upload documents that were rejected or requested.

= Rejected or Requested documents can be uploaded individually or all documents together. The
option to notify the Contract Specialist (CMS) can also be selected once all the documents have
been uploaded.

= After at least one rejected or requested document is uploaded, the [Submit] button will be visible.
Clicking this button will submit and notify the CMS, while the other rejected or requested documents
are being gathered as shown in steps 9,10 and 11 of the information below.

5.2 Upload Rejected or Requested Documents

= Step 1: Login to the FOCUS user account using your username and password and then click on the
CAS application (Contract Management System) icon. Click the [View] button on the RFQVA as
shown below.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 94
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Arizona Department of Economic Security ARIZONA
Your Partner for a Stronger Arizona

About  Services Howdol?  DocumentsCenter  Media Center  Office Locator  Report Fraud

Vendor Name testing

© NOTE: Please observe the following guidelines for a timely submission of new DDD-2024 application.

1. Before you start application under the new contract period DDD-2024, we recommend you start an amendment on your existing contract and click on review amendment under "Actions’ menu. If there are any errors listed in the current
contract, correct them through an amendment bef fing the new application under the new contract period DDD-2024.

2. When a new application under the new contract period DDD-2024 is started, most of the existing information from the current contract is copied over and prepopulated. All the copied over information displayed in the new application will be
read only. Any data corrections required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

B Qualified Vendor Agreement (DDD2024)

Pesiod
5/1/2024 - 12/31/2025
Confract Number
Qi7733

Status

SUBMITTED
Assioned To

VIRGINIA DOMINGUEZ /

B View

Website Policies, Disclaimers and Privacy ~ DES Non-Discrimination Policy ~ Reasonable Accommodation  e2024 pes

= Step 2: Click on the “Documents” tab and you will see all of the rejected and requested documents
displayed. You will see the [Upload Document] button for all of the rejected and requested
documents. You can either upload one rejected or requested document or upload all of them.

B Central Registry - Submission Notification

info® A
Vendor uploads email confirmation from DCS that Central Registry submission was successful
Upload Document(s) i [
Central reg Testing, Test86 9/23/2024 23330 PM Contract Specialist Reject Notified
A\ The document(s) have been rejected. Please re-upload the required document(s). /
B RFQUA Department Amendment info® A

Upload Document(s) «
A Document(s) have been requested to be uploaded. ’

Go To Top of Page

= Step 3: Click the [Upload Document] button and the “File Upload | Upload File” screen will display.
Click the [Choose files] button to select the file(s) that need to be uploaded (see the red arrow
down below). Remember you can upload multiple files at the same time so check the number of
files allowed and then upload. (see the green arrow down below).
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File Upload | Upload File x

Drag & drop files here : Ho s upoaed

Click on "Choose Files' te select a file. Click on the ‘Upload"

button 10 upload the selected ‘ile‘._l Choose File

Allowed file types: PDF

= Step 4: After the files are selected, select the “Doc Type” for each file to be uploaded (see the green
arrows below), and enter the document description for each file in the “Document Description” box

(see arrow below).
File Upload | Upload File
é : Sire Limit: 20 MB
Drag & drop files here ?""_’“?“’ DOCHA-ANELIN
. buttan to upload th !
E pdf - 30.51 KB
Allowed file types: POF

= Step 5: Click the [Upload] button to upload the selected documents (see blue arrow below). Once
the files are uploaded a “Status” message will display in green font advising “Upload Complete”
(see the red arrows below). A green banner with “100%” will display below it (see arrow
below). And a message in green will display on the top right advising “Your files have been

uploaded successfully” (see green arrow below). Now click the [Close] button at the bottom of the
screen.
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File Upload | Upload File ]

Size Limit: 20 MB ‘

Drag & drop files here Q “s'“f'm'““/
Status: L T t
DeeT
K cose Fil ect * Uplosd ABS Supp D -
bt 4 the selected files.

€3 | UPLOAD DOC.pof - 30.51 KB
Status :

I

* Step 6: Once the documents are uploaded, you will be able to see the uploaded document in each
section (see green arrows below). Use the [Delete] button if the uploaded documents are incorrect
and you need to replace them (see red arrows below).

Bi Cultural Competency Plan inffo@ B
\pplicant/Gualified Yendor s the diw s of DOD ber nt translation, recruitment of staff and training to
er cultural needs and mem! ommuni
Upload Document [§ \
sency Planod Fest Vendor 10/8/2024 1:54:17 PM Vendar Uploaded
Bi Data Sharing Agreement (DSA) inffo® B

A compliant data sharing agreeement will be required prior to application approval, Use this link to start your DSA E-signature document

Upload Document I \

Data Sharing Agreement,pef 4 Test Vendor 10/8/2024 1:54:51 PM Vendar Uploaded

Go To Top of Page

= Step 7: Follow steps 3 — 6 above to upload more documents if needed.
You can also upload the documents by dragging the files from the location where they are saved on
your computer to the “File Upload | Upload File” screen. See directions for dragging and dropping
files in the latter part of section 3.11 up above.

= Step 8: Once all rejected or requested documents are uploaded, click the [Submit Documents]
button to submit the application with the corrected documents as shown below (see green arrow).
Note: The [Submit Documents] button will display even if only one rejected or requested document
has been uploaded.
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=MainMons @ Dashboard  @information 4 Contacts @ Program Management 3= Assurances & Submittals @ Services W Sites Q) Inswances B Documents. Action =

@ The maximum file size that can be uploaded is restricted to 20MB. Files that excaed this limit need to be split and uploaded Individually. J

Submit Documents

Bi A% Supporting Docs
Consultant, expungement records, bankruptcy discharge

AD DOC af L TEETVEMOOR FIRST 10/8/2024 1:54:25 PM wendor Uploadec W Delete

B AHCCCS 1D Letter ]

= Step 9: The “Review Documents” screen will display for you to review and then click on the
[Submit & Notify] button (see green arrow below).

Review Documents x

B Cultural Competency Plan

A plan the Applicant/Qualified Vendor submits as part of its application addressing the diverse needs of DDD members including document translation, recruitment of
staff and training to meet member cultural needs and member participation in cultural events in the community.

Cultural Competency

Test Vendor 10/8/2024 1:54:17 PM Wendor Uploaded
Plan. pdf /8 "

Bi Data Sharing Agreement (DSA)

A compliant data sharing agreeement will be required prior to application approval, Use this link to start your DSA E-signature document.

Data Sharing Test Vendor 10/8/2024 1:54:17 PM Vendor Uploaded
Agreement.pdf

\

Submit & Notify

= Step 10: The following screen will display advising a message of “CMS has been notified of all the
uploaded documents”. Then click the [Close] button.

Review Documents =

©MS has been notified of all the uploaded documents.

~

o

|

** You have now completed the upload of rejected or requested documents and notified the CMS for further

processing of the application. **

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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6 CANCEL APPLICATION

The online application may be canceled BEFORE it has been submitted to the Division for processing.

IMPORTANT
* The application must be in the VENDOR APPLICATION IN PROGRESS status to be canceled.
= The application will no longer be able to be edited once it has been canceled.

* |If the application is canceled, the vendor account will remain active, and the vendor will still have access to the
Contract Administration System (CAS) web application and the canceled application.

= A new QVA application may be created using the FEI from the canceled application.

= Datafrom the canceled application will not carry over to the new application, with the exception of the
information provided during vendor registration.

= The DDD Contracts Manager may cancel a QVA application which has not been active for a long period of
time. Isthere a more specific period of time?

* Contact the Division of Developmental Disabilities Customer Service Center with questions regarding
canceling if your online RFQVA application has already been submitted for review.

Follow the steps below to cancel an online RFQVA application, before it has been submitted:

= Step 1: Click the “Actions” dropdown, on the right side of the screen. You will see the option
“Cancel Application”. Select this option.

Arizona Department of Economic Security é OZ.QOV
Your Partner for a Stronger Arizona RTATE OF ARIZOKA
AboutDES  Services ContaciUs  Document Center  Media Center  Find Your Local Office  Job Openings
Q12345 | Test Vendor QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS
Sy O Oneris O i et G (e G — [aeiens]
QVA Contra
© The maximum file size that can be uploaded Is restricted to 20MB. Flles that exceed this limit need to be spiit and uploaded Individually.
Contract Lis
A Required documents are missing and need to be uploaded to submit application.
Review Application
—
B A&S Supporting Docs *
Consultant, expungement records, bankruptcy discharge
A AS Supparting Docs document is required for submissian.
Bl AHCCCS 1D Lettar

= Step 2: A “Cancel Application” popup will display with a warning message asking you to confirm that
you want to cancel the application. Click the [OK] button.
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Cancel Application

© Are you sure you want to cancel this application? You will be redirected to Contract List page after the application is cancelled.

>
Cancel

= Step 3: The application for RFQVA DDD-2024 is now cancelled. You will be redirected back to the
“Contract List” screen where you can click on the [Create New Application] button to begin a new
application.

Arizona Department of Economic Security
ARIZDNA
Mﬂ Your Partner for a Stronger Arizona I

About Services How do I? Documents Center Media Center Office Locator Report Fraud

Hatheway Helps

] NO RFQVA APPLICATION EXISTS

Period

5/1/2024 - 12/31/2025 m’

Create New Application : Please click Create
New Application button below to create a new
application

[ Create New Application /

Website Policies, Disclaimers and Privacy DES Non-Discrimination Policy Reasonable Accommodation ©2024 DES
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7 APPLICATION REVIEW PROCESS

Your application is now being reviewed by the Division of Developmental Disabilities Contracts Department.
The application will go through various levels of review and statuses before a decision can be made. Either a
contract will be awarded to the vendor, or the application will be denied by the Division.

Please read through both scenarios below.

7.1 Award Contract

If all submitted information passes the review process, an Arizona DES/DDD contract will be awarded to the
vendor based on the information submitted in the online agreement. Once the contract is awarded, the
vendor will be contacted by the Division to follow up with the next steps in the process.

IMPORTANT

* The service(s) added to the contract will remain in a Pre-Approved status until the requirements
below have been met by the vendor and the Division:

* Valid insurance is required to provide services to members through your QVA contract.

* AHCCCS Registration for all added services is required before services can be activated and the
vendor may start to serve members.

* OLCR Certification for all added services is required before a vendor starts serving members.

* Once OLCR Certification, Insurance and AHCCCS Registration have been verified, DDD willmanually
set the Service Start Date for each of the services on the QVA contract.

= Once the Service Start Date has been set, the service is active and may be provided to members
and the vendor may submit invoices for payment of services provided.

IMPORTANT For a vendor providing facility-based services, (i.e., Group Home) there are several
other regulatory requirements that must be met.
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QUALIFIED VENDOR APPLICATION PROCESS

2 Complete and Submit Qualfied 4§ DDD Contract Management
Vendor Application {QVA} Review of Application Package

1

1 follow instructions
within QVA User Guide
and Manual found in

the “Prerequisites and
Information” section

§ Contract Management
determines if the vendor meets

PRE-AWARD requirements
4.1 DD Network Unit

*  Service Details 5] DDO Office of Licensing.

*  Program Management *" Certification & Regulation (OLCR)

*  Policy Review HCBS Certification & files for

* Readiness Review vendor AHCCCS ID number

4.2 ©DD Office of Business & Finance
» Financial Review

52 Meet Contract Requirements
for Insurance

A. Once awarded, the contract status will update to MANAGEMENT APPROVED.

Q10202417733 | Vendor Name testing QUALIFED VENDOR AGREEMENT | MANAGEMENT APPROVED

=1 SR @ information 48 Contacts  # Program Management  i= Assurances & Submitt3 BServices MSitess  Qlnsurances  BDocuments Actions ¥

B NOTE: Please observe the following guidelines for a timely submission of new DDD-2024

1. Before you start application under the new contract period DDD-2024, we recommend you start an amendment offgour existing contract and click on review amendment under *Actions’ menu. If there are any errors listed in the current contract, correct them through an
smendment before starting the new application under the new contract period DDD.2024.

2. When a new application under the new contract period DDD-2024 is started, most of the existing information from the irent contract is copied over and lated. All the copied over i ion displayed in the lication will be read only. Any data corrections.
required in the new application, should be done through an amendment in the current contract.

For any additional information refer to the User Manual by clicking here - User Manual

B Dashboard Action &

Multi Site Attestations Multi Service Attestations All Other Attestations

B Dashboard / »

Initial Application Submit Date : 09/30/2024 Application Approval Date : 10/11/2024 Assigned Specialist : Vit
Application Submit Date : 09/30/2024 Initial Service Start Date : | dddtesting@live.com
Last Amendment Date : Fiscal Year : September 2nd

B. The only way to make changes to the contract at this point is through an amendment. Only the Division has
the ability to terminate the approved RFQVA contract, see the “Contract Amendment User Manual” in Focus.

C. The Application Approval Date on the CAS web application Dashboard tab will be updated with the
date that DDD Management approved.

D. The Initial Service Start Date will not be populated because even though your contract has been
awarded, your services have not yet been activated with AHCCCS.

» Valid insurance is required before services can be started.
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» The Division will need to confirm the vendor's readiness to provide the service during a
Readiness Review.

» The vendor will need to be registered in AHCCCS and OLCR before the service can be
activated.

» The DDD Contract Specialist assigned to your contract will manually set the Service Start Date after
the service meets the requirements above.

Q10202417733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED Actions ‘

Dashboard  Information  Contacts  Program Management  Assurances & Submittals  Services | Sites  Insurances | Documents
— Services ujf

Multi Service Attestations

Search:

Showing 1to 3 of 3 entrieg

Suspended . AHCCCS ID . . StartDate _ Action

N No AHCCCS ID | Staff PreApproved AwC-Opt In ATC - ATTENDANT CARE
N No AHCCCS ID | Staff PreApproved DTA - DAY SERVICES, ADULT
N No AHCCCS ID | Staff PreApproved DTT - DAY SERVICES, CHILD

Previous | 1 | Next Show 10 v E’VIHEE‘

— Services History

&
No Services deleted or denied or terminated within the last 90 days “

7.2 Application Denial

If any part of the submitted application (including the online application) DOES NOT pass the review process,
the application will be denied by DDD Contracts Management.

IMPORTANT
= The application will no longer be open for edit once it has been denied.

= [fthe application is denied, the vendor will still have an active account. The vendor will still have
access to the CAS web application and the denied application.

= A new RFQVA application may be created using the Federal Employee Identification number (FEI)
from the denied application.

= Once a new application has been started from the denied application, access to the denied
application will no longer be available.

= Some data from the denied application will carry over to the new application and be available for
the vendor to make changes and resubmit.

A. Once denied, the contract status will update to MANAGEMENT DENIED.

B. The only available action for the vendor is “Begin New Application”.

C. The Application Deny Date on the Dashboard will be updated with the date the Division denied the
application.

8 Vendor Directory and HCBS Provider Search

The Vendor Directory and HCBS Provider Search are located under the Dashboard tab of the online RFQVA.
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8.1 How to Configure In-Home Services in the Vendor Directory

**All applicants may complete the processes below. The information will not be accessible to the members or
their families until the services are approved and activated by the DDD Contract Specialist.

In-Home services can be provided by vendors with an approved Qualified Vendor Agreement anywhere in
the state of Arizona. The vendor directory allows vendors to designate areas where they are able to provide
services. The Provider Search tool will only return results for in-home services, based on the designated areas
entered by the provider in the Vendor Directory.

Note: All active vendors are, by default, included in the Division of Developmental Disabilities Home and
Community Based directory for all areas in the state. If a vendor wishes to specify areas and add additional

information, e.g. other languages and notes, they must complete the processes below. If no data is
provided, all of the services will be automatically provided across the State.

1. From the Contract Administration System (CAS) Dashboard tab select the “Vendor Directory” icon.

/

= Main Menu ~

Manage QVA Vendor Directory ~ HCBS Provider Search
Application View and change provider service — View and Change Member

from Administrative and Service

View and change general areas. The directory is auto Provider Search Maintenance
information. populated with Approved Sites Options.

Sites and vendor is defaulted to
state-wide search.

Provider Search - New Application User Contract Amendment
Directory Use Manual User Manual
S Please update the information in Create and submit an application. Start and submit an amendment.

"¢ the Provider Search by the
members. For more infarmation,
please contact DDD Network
Staff.

('h this section, it will be utilized in

2. Click the “My Areas” Link.

Dashboard Information Contacts Program Management Assurances & Submittals Services Sites Insurances Documents

— Vendor Directory

€ My Areas B )
The d{-re‘ctof:f Is auto populated from Administrative and Service Sites and vendor is defaulted to state-wide search. Open My Areas and select areas to limit search to a
specific location

€ MNotification - feature not available .
Edit how our system notifies you about opportunities and events.

3. Alist of Sites is displayed. Click an Administrative Site to add areas where you are able to provide In
Home Services.
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O

min Site Test Admin Site
3446 N Central Ave
Phoenix, AZ 85012

0 Service Site Test Service Site
3444 N Central Ave
Phoenix, AZ 85012
Page 1 of 1

ATTENDANT CARE DAY SERVICES, ADULT DAY SERVICES, CHILD

ATTENDANT CARE DAY SERVICES, ADULT DAY SERVICES, CHILD

Displaying 2 Items out of 2 Total

A window showing the Site Name and a list of services offered at that site will be displayed. Click the tab
“Offered by Location”.

Services

Select a county from the drop down box.

Offered by Location &

ATC -
DTA -

ATTENDANT CARE
DAY SERVICES, ADULT
DAY SERVICES, CHILD

r —
| oifered by Location

| Seloct Caurty

Select County
APACHE (D)
COCHISE [0}
COCONING [0}
GILA)
GRAHAM (0)
GREENLEE {0
LAPAZ (1)

TADHAVE {3y
MAMAICH (0]
PIMA ()

PINAL (T
SAMTA CRUZ (0)
YAMAPAI (D)
YUM (1)
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6. Check the boxes for each service and city where you are able to serve members. You can use the
“Select All” Cities option or the select all Services Offered option. Click the [Save Changes] button.

Services Offered by Location
MARICOPA (0  [Savs Changes ] Qs
Select a county to see the available areas.
[] Select All & m! m! m! &
(] (] (]
[JAaguila
ATC DTA DTT
J J J
[lanthem
ATC DTA DTT
] ] ]
[[Japache Junction
ATC DTA DTT
(] (] (]
[JArlington
ATC DTA DTT
(] (] (]
[[JAvondale
ATC DTA DTT
J J J
[[Bouse
ATC DTA DTT M
»

7. The number of Cities selected will be listed under the “Areas” column of the vendor directory.

— Vendor Directory =] }—

17 Admin Site Test Admin Site ATTENDANT CARE DAY SERVICES, ADULT DAY SERVICES, CHILD
3446 N Central Ave
Phoenix, AZ 85012

0 Sarvice Site Test Service Site ATTENDANT CARE DAY SERVICES, ADULT DAY SERVICES, CHILD
3444 N Central Ave
Phoenix, AZ 85012

Page 1 of 1 Displaying 2 Items out of 2 Total

8.2 How to set up HCBS Provider Search

1. Verify all approved Facility Based services are assigned a service site. Verify all In-Home services are
assigned to an Administrative site with assigned areas in the Vendor Directory. If city and service
assignments are not completed in the Vendor Directory, the services will not appear in the HCBS
Provider Directory Search.

2. From the Contract Administration System (CAS) Dashboard tab select the “HCBS Provider Search” icon.

= Main Menu

Manage QVA Application 2 Vendor Directory - HCBS Provider

View and change general information. ice areas. The directory Member Provider Search

—
Sites from | M
and vendor is u

N Provider Search - Directory Use New Application User Manual - Contract Amendment User Manual
Please update the information in this section, it will be Create and submit an application. Start and submit an amendment.
m utilized in the Provider Search by the members. For
' more information, please contact DDD Network Staff.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 106
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

3. The HCBS Provider Search Grid screen will display. Click on the “Add/Remove Languages” link.

— HCBS Provider Search B }—
Back to Main
y Menu
3448 N Central Ave Ldd/Remave Languages
17 Admin Site Test Admin Site . Yes No
Phoenix, AZ 85012 ENG,
| Page 1 of 1 Displaying 1 Items out of 1 Total |

4. A drop-down list of Other Languages will display for selection(s) to be made. Click the [Save] button to save
the selection(s).

S ——

) = 0 guaqge
ENGLISH [ seanisH
O FrRENCH [ AMERICAN SIGN LANGUAGE
[ GerRMaN [ apacHE
[J arabiC [J sosnian
[J eraILLE [ cHinese
[ panisH [ ouTcH
O FrLrping [ Greex
[ HeBrEW [ wInb1
O Horr O maLan
[ 1apanESE O navaso
[ nORWEGIAN [ otHER
O poLisH [ eorTUGUESE
O roMaNIZN [ swaHIL
[ TacaLoc [J ToHono o'oDHAM
[ vieTnamESE [ asanian
O arMENIAN [ cantonese
[ croaTian [ Farst
[ umonG [ xorean
[ manDarIN O LaoTian
[ MON-KHMER [ sereian
’_| MK MOWRNA INSDECTRTC ’_| SOomMalT -
Save J Cancel J

5. The HCBS Provider Search screen will re-display with the language selections displayed under the
“Other Languages” column. Select the "Site Name" that is listed in that column to access the
“Accepting New Clients” screen.

‘ Q10202417733 | Vendor Name testing | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED Actions l

Dashboard Information Contacts Program Management Assurances & Submittals Services Sites Insurances Documents

HCBS Provider Search =]
Addre Acceptint c orla a0e Back ta Main
. Menu
3445 N Central Ave Ldd/Remove Languages
17 Admin Site Test Admin Site Yes No
Phoenix, AZ 85012 ENG, SPA,
Page 1 of 1 Displaying 1 Items out of 1 Total |

6. Select a county from the dropdown list to access the area information for where the members will be
served.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 107
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

() Accepting ew clients

Select County ~ Selert a county Eo see the avallable areas.

Select County
APACHE (8
COCHISE {0}
COCOMING [0}
GILA[D)
GRAHAM (1)
GREENLEE {0}
LAPAZ (1)
MAFLIC DT (171
MOHAVE (1)
MAVAID (0]
PIMA (1)

PINAL (1)
SANTACRUZ (8)
YAVAPAI (I3

TUMA D e ——————————————————

7. If “Accepting New Members” is checked at the top of the selection screen above, it is not necessary
to select it below. Selecting ‘More Languages’ is not necessary as languages can be added directly
from the Provider Search grid (see up above). Services can be checked or unchecked for each specific
city. When completed, select the [Update Office] button. Then click the “X” on the top right to close

this screen.
Y. Cite
(7] Accepting New Clients —
MARICOPA (17) « Select a county to see the available areas. | Enroll Services on Search |
Services Offered
] Select all ] Select all Vertically ] Select All Vertically ] Select All verti
ATC DTA DTT
[] Anthem [} Mew Clients ] New Clients ] New Client
] More Languages ] More Languages ] More Langua
ATC DTA DT
[] Avondale [ Mew Clients [ Mew Clients [ Mew Client
] More Languages ] More Languages ] More Langua
aTC DTA DTT
] Buckeye ] Mew Clients ] New Clients ] New Client
J More Languages ] More Languages J More Langua
ATC DTA DT
[_] El Mirage ] MNew Clients ] MNew Clients ] MNew Client
] More Languages ] More Languages ] More Langua
ATC DTA o
o — - — - — .
»
J

8. Finally, additional information can be added to appear in the HCBS Provider Search Grid screen by
updating administrative or service sites in the contract.

Note: You will have to start an Amendment to the contract to be able to add this information.

a.
b.

Once you have started an Amendment, click on the “Sites” tab.
The Site Information will be displayed/listed.

Click on a site and begin making your changes (e.g., check the “Cultural Competency Training” checkbox,
add notes, etc.).

Save Changes and Submit the amendment.
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Changes will appear on the Division of Developmental Disabilities Home and Community Based Directory for
members and their families to view.

— Site Information (=] J—
Accepting New Referrals <
Yes No CULTURAL COMPETENCY TRAINING
Maximum Capacity Current Occupancy
10 9
Site Hours
Sunday Monday * Tuesday * Wednesday * Thursday * Friday * Saturday
From: Closed From: 04:30AM From: 02:30AM » From: 01:45AM v From: 02:00AM v From: 01:00AM From: Closed v
To: v To: | 07:45PM v To: | 07:45PM ¥ To:  03:15PM ¥ To: | 08:45PM v To: | 06:15PM v To: v
VENDOR NOTES
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LOGIN TO FOCUS USING AN EXISTING USERNAME & PASSWORD

IMPORTANT

The Focus Username is not typically an email address.

If you do not have your Focus password, please skip forward to Chapter 10, FORGOT PASSWORD
PROCESS, to reset your password and gain access to your Focus account.

If you do not have your Focus username or for any other login issues, please contact your assigned
specialist via email from the email address used to set up this account in FOCUS. The email will be
forwarded to DDD Prod Support for resolution.

If you do not have a Focus account, please return to Chapter 2, CREATE A NEW FOCUS USER ACCOUNT, to
create one and gain access to the Focus application.

1. Access the Provider Login screen at https;//ddd.azdesgov/Organization/DDD/FocausDD/fm login.aspx
2. Enter your existing Focus account username and password.

3. Click the [Login] button.

10

Sign in to FOCUS

o TestuserDl

Login

Forgot Password? Signup As New User

FORGOT PASSWORD PROCESS

IMPORTANT

The Forgot Password process is only applicable for users who have already successfully set up their Focus

account Security Questions and Answers.

This process will reset your current, forgotten password. The system cannot recover and email your
current/forgotten password for security purposes.

You will need to reset your password using the link in the ‘Automated Notification Regarding Your
Secured Account’ email sent to your Focus email address.

Your current/forgotten password is active until the new password is created through the reset pass-
word link in the Focus system generated email.

Once your new password has been successfully created, your old password will no longer be active.

For security reasons, all new passwords must follow the updated guidelines listed below:
A. Must contain at least one number, one upper case letter, and one lower case letter.

B. Must be between 8 and 32 characters in length.

C. Special characters are not allowed, and the password is case sensitive.

D. Must not be the same as the past 6 saved passwords.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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1. Onthe Focus Login screen, click the Forgot My Password link.

Sign in to FOCUS

e Username

e Password

Login

Forgot Password? Signup As New User

2. Enterin the Focus user’s Email Address and your User Name, and then click the [Submit] button.

Forgot My Password

<) Login / support Request & signup As New User

To reset your password, please provide the email address associated with your FOCUS account and then answer the security question correctly. Once successfully verified, an email containing additional instructions will be
sent to the email address you provided.

Email address *
email@domain.com

Username *

Enter Username

[

3. Enterin your Email Address and User Name, and then click the [Submit] button.
Note: The security questions & answers for the Focus account must be previously set up by the user,

failure to do so will result in user lockout. The Forgot Password process will not work for the
provided email.

Forgot My Password

+J Login / Support Request & Signup As New User

To reset your password, please provide the email address associated with your FOCUS account and then answer the security question correctly. Once successfully verified, an email containing additional instructions will be
sent to the email address you provided

Email address *

Username *
Testuser02
In what city were you born? *

|security Question

.

4. Verify the confirmation message displayed on the Forgot Password page.

Your request has been submitted. An email containing a reset password link has been sent to the email address provided above. Your current

password will remain active until it has been reset through the unique link provided in the 'Automated Notification Regarding Your Secured
Account' email.

If you have not received the e-mail, it may have been filtered. In this case, you should check your "Junk" or "Spam" folder. To avoid missing
future emails, you should add the Noreply@azdes.gov address to your email address book or Safe/Accepted list.

If you're still having trouble, please contact the FOCUS Help Desk at 602-771-1444.
Thank you

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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5. Open the automated email and click on the provided link.

Automated Notification Regarding Your Secured Account D (Aimateamaiss & 2

noreply@azdes.gov

11:52 AM (8 minutes ago) Yy “
tome =

Hello,

Please click on the link below to reset your FOCUS account password. This link will expire 1 hours from the time this email was sent

'ORGANIZATION/DDD/FOCUSDD/frm_L ogin.aspx?action=Rk30Dch9p%2f75.J0067 5vbpBaY1y68HZ8r5DvOyv
ONghz4rBpb1ymVmJZ2kN141823DI0BwMVUFNWWNOB%2fBYQ%2f30gNj0mEB2 AaiQF YO S3KyWuOBGZsXTkbrivpgLi0%2{CUQ4m%2125q 3kArk3d

If you are having problems clicking on the link above, you may copy and paste the whole link into your browser's address bar and click the Enter button
on your keyboard to access the page. If you are still in need of assistance, please contact the FOCUS Help Desk at 602-771-1444.

Thank you,
FOCUS Help Desk

Enter a New Password according to the guidelines listed up above in blue font in this section.
7. Re-enter the password in the Re-Enter New Password field.
8. Click the [Change Password] button.

FOCUS What's New?

; Test Account 26

£ Change Password
Il Test User02

Testuser02

To change your password, fill out the information below. Once your password has been successfully changed, you will receive an email confirming the change.
Last login: 01/01/0001 12:00:00 AM

Your new password must contain at least one number, one upper case letter, and one lower case letter. Tt must be between 8 and 32 characters in length. Special characters are not
allowed, and the password is case sensitive. You may not use the same password as the past 6 saved passwords.

Main Menu
New Password
s -—
» User Profile
Re-Enter Password
> Account
—

FOCUS User Manual

Change Password >

If the password meets the criteria and the entries match, you will be redirected to the Login screen
when you select the [Change Password] button.

Sign in to FOCUS

e Testuser02

Forgot Password? Signup As New User

10. You will receive a confirmation email noting the password change. See example below.
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Automated Notification Regarding Your Secured Account © [AliSiEeaiEiss B 4

noreply@azdes.gov

12:20 PM (1 minute ago) r “ H
tome «

This email is to confirm that your password has been changed successfully.

If you have not recently reset your FOCUS password please contact the FOCUS Help Desk at 602-771-1444.

Thank you.
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11 REQUEST ACCESS TO AN EXISTING VENDOR ACCOUNT

IMPORTANT

* You may only request access to vendor (provider) accounts which have at least one Admin.

* Requesting account access only sends the request to the Admin of the intended account. The Admin of
the requested account must still grant the user access.

* Onlyone request per account is allowed. While the request is pending a decision from the account
Admin, additional requests to the same account will not be allowed.

* |fthe user’s request is granted, additional requests by the user to the same account will not be allowed.
* |f the user’s request is denied, the user is free to create a new request for the account.

* |f requesting access to an Existing Account page, two possible scenarios exist:
» The new Focus user has NOT created a vendor account.

» The returning Focus user HAS a current vendor account.

1. A: On the Main Menu screen, click on the “Existing Account” link or on the “Request Account Access” menu.

FOCUS What's New? o'y

Arizona Department of Economic Security &OZ.QOV

Your Partner for a Stronger Arizona

About DES Services Contact Us Document Center Media Center Find Your Local Office

FOCUS What's New? x

Admin Tools

Main Menu

> User Profile 2
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Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

2. Enterinthe vendor account name that you would like to request access for, and then click the [Search]

button.
Note: If the vendor account name exists in the system, the name will be displayed as a link. If the

vendor name does not exist, a message will be displayed.

Media Center  Find Your Local Office

Document Center

Contact Us

About DES Services

0 Request Access To Existing Account

it name for an account description). You will than b prompted to enter a request reason/description which will be

jOUr BECOUNt request status.

To requast access 10 an existing account saarch for the account by name and then salect the nama (Mmouseover the ac
forwarded to the account admin. Onice the request has been either oranted or denied you will receive an email detailir

Aocount Mame

Request Account Access

FOCUS User Manual

3. Click on the name link listed under the “Account” column.

Decument Center

Media Center Find Your Local Office

Abcut DES  Services  Contact Us

34
2 Ermmm o

FOCUsS What's New?
© Request Access To EXisting Account

nt description). You will then be prompted to enter a request reason/description which will be

To request access to an existing account search for the account by name and then select the name (mouseover the account ¥ an account
t request status.

forwarded to the account admin. ©nce the reguest has been either granted or denled you will receive an email detalling your aco

Main Menu

» User Profile

Create N t +
Account Type Created By Croated
Request Account Access T e = Pop—

VENDOR

Showing 1 to 3 of 3 entries

113002020

VENDOR.

4. Adda “Note” and click on the [Request Access] button.

About DES Services Contact Us Document Center Media Center Find Your Local Office

FOCUS What's New?
0 Request Access To Existing Account

Main Menu

User Profile

Request Account Access

Ab
Abot

FOCUS User Manual
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5. A confirmation message is displayed on the screen.

What's New?

[ a4
P9 Test Account 01 v ﬂ

0 Request Access To Existing Account

To request access to an existing account search for the account by name and then select the name (mouseover the account name for an account description). You will then be prompted to enter a request reason/description which will be
forwarded to the account admin. Once the raquest has been either granted or denied you will receive an email detailing your account request status

in Menu Your request has been sent. You should be receiving a response as soon as the admin of the account has either approved or denied your request.

> User Profile

Account

> Account Test Account 26

Note
Create New Account

Request Account Access

FOCUS User Manual

6. A confirmation email is sent to the requesting user’s email address.

From: <noreply@azdes.gov>

Date: Mon, Nov 30, 2020 at 11:25 AM

Subject: Automated Notification Regarding Your Secured Account
To: < fes gov>

This is an automated notification letting you know that there has been a new account request from Test User ) requesting access to the account: Test Account 26. To take action on approval or denial of this request you must
login to your secured account and select either 'Grant’ or 'Deny’ to clear out the request. If you have any questions or problems please contact the FOCUS Help Desk

Thank you

7. A confirmation email is also sent to the requested account’s email address.

Automated Notification Regarding Your Secured Account Inbex x & G

noreply@azdes.gov 11:25 AM (4 minutes age)  v¢ &
tome =
Your request to gain access to the account: Test Account 26 has been received. Once a decision has been made on your request you should receive another email notification informing you of your account status. If you have any questions regarding your account request

place contact the account creator or the FOCUS Help Desk.

Thank you

€ Reply + Forward
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GRANT ACCESS TO AN EXISTING VENDOR ACCOUNT

IMPORTANT

Only the Admin(s) of the vendor account is/are able to see the access request in their Focus account
and grant access to the vendor account.

Once access has been granted, the requesting user will be automatically assigned the User role inthe
vendor account.

Once the user’s request is granted, additional requests by the user to the same account will notbe
allowed.

On the Main Menu of the requested Administrator’s vendor account, click on the Admin Tools icon to
access the account’s Request section.

Admin Tools
Main Menu "
) =2
» User Profile o

> Account

FOCUS User Manual

2. Locate the request in the “Requests” section and click on the [Grant Access] button.

Test Vendor01 [TestVendor01] | Account: Test_AccountD1 | Close

Homepage What's New?

Applications (1) Available Applications Users (1)

Admin Tools
This system is the starting point at which all users viho have signed up to access Sacured accounts will Search On: Last Name v
begin. All valid users can access this area by default.

O Current Status: Online

Roles Users(1) Search For:
Requests (1)

Test, User? | a r | (480) 543-9200
Requested: 1/12/2021
Note: test

r IR T

3. Click the [OK] button.

Confirm

Are you sure you want to grant this user access to your account?
Click "OK' to grant access to this user or Click Cancel if you
haven't made a decisicn yet.

—> BT TR
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4. A confirmation message is displayed in the requested account’s “Requests” section.

Note: The user’s request has been removed from the vendor account.

Test Vendor01 [TestVendor01] | Account: Test Account0l | Close|

Homepage What's New?

Applications (1) Available Applications Users (2)
Admin Tools
This system is the starting point at which all users who have signed up to access Secured accounts will Search On: Last Name v
begin. All valid users can access this area by default.
Current Status: Online
Roles Users(2) Search For:

Requests (0)
Access was granted for: User2 Test

There are currently no requests in your queue.

5. Click on the “Roles Users” link under Admin Tools on the left side of the requested account’s Homepage.

Test Vendor01 [TestVendor01] | Account: Test_Account0l | Close

Homepage What's New?

Applications (1) Awvailable Applications Users (2)

Admin Tools
This system is the starting peint at which all users wheo have signed up to access Secured accounts will Search On: Last Name
begin. All valid users can access this area by default.
a Current Status: Online
Roles Users(2) Search For:

There are currently no requests in your queue.

Requests (0)

6. Confirm that the newly added user is on the Users list for the requested account.

Home | Roles Test Vendor01 [TestVendor01] | Account: Test_AccountOl | Close]

Application Users | Admin Tools | Total Users: 2

Roles (max 4): | Admin x || user x |

Search On: Users Of This App v Last Name v

Search: ‘F\\tsr data from table below

Show entries|

Name [Username] - User (2) Adm‘in‘ )
O Test, User2 - [Testuser2] ¢ ]
O vendor01, Test - [Testvendor01] v T
Previous |T‘ Next showing 1 to 2 of 2 entries|
¥iSend courtesy email to users of changes during 'Save'.
1789 W. Jefferson, Phoenix, AZ 85007 @ P.0O. Box 6123, Phoenix, AZ85005 118
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7. If you access the REQUESTED user’s account, notice the vendor account is listed.

Arizona Department of Economic Security QZ.QOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About DES Services Contact Us Document Center Media Center Find Your Local Office

M
FOCUS What'sNew? X - Qo

Test_Account0l
| Test_Accountlz3 |

User2 Test

Testuser2
Last login: D1/12/2021 03:41:01 PM o

Admin Tools

() &

Main Menu

» User Profile

8. A confirmation email is sent to the requesting user’s email address.

Automated Notification Regarding Your Secured Account =
2 Automated Mails =

noreply@azdes.gov 3:55 PM (25 minutes ago) ¥y €
tome
This is an automated courtesy notification from the Secured Admin Toels application.

You have been successfully granted access to the account: Test_Account01 by Test Vendor01. The next time you
login to your DDD Secured account you should be able to access this account. If you need to access any of the
Applications for this account you will need to notify an Admin and let him/her know that you will need to be assigned
the appropriate roles if they haven't done so already.

If you have any problems please contact the FOCUS Help Desk.

Thank you.

< Reply — Forward

9. A confirmation email is also sent to the requested account’s email address.
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Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



Security and CAS manual

13 DENY ACCESS TO AN EXISTING VENDOR ACCOUNT

IMPORTANT

= Only the Admin(s) of the vendor account can see the access request in their Focus account and

deny access to the vendor account.

* Once access has been denied, the requesting user can create a new request for access to the

vendor account.

* The requesting user will receive an automated email advising of the denial of their request for

access.

1. Onthe Main Menu of the requested Administrator’s vendor account, click on the Admin Tools icon to

access the account’s “Requests” section.

FOCUS What's New?

Test Vendor01
TestVendor01
Last login: 01/14/2021 02:55:31 PM

Main Menu

> User Profile

> Account

FOCUS User Manual

About DES Serv

)

Admin Tools

G)

2. Locate the request in the “Requests” section and click on the [Deny Access] button.

Test Vendor01 [TestVendor01] | Account: Test Vendor Account 001 | Close

Homepage What's New?

" Applications (1) Awailable Applications

Admin Tools

This system is the starting point at which all users who have signed up to access

Secured accounts will begin, All valid users can access this area by default.
o Current Status: Online

Roles Users(1)

Users (1)

Search On: Last Name v

Search For:

Requests (1)

Test, User2 | r] (480)
243-9200
Requested: 1/14/2021

b Note: Test request deny

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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Enter in a deny note and then click the [Submit] button.

Test Vendor01 [TestVendor01] | Account: Test Vendor Account 001 | Close

Homepage What's New?

Applications (1) Available Applications Users (1)

Admin Tools

This system is the starting point at which all users who have signed up to access Search On: Last Name v
Sacured accounts will begin. All valid users can access this area by default.

o Current Status: Online
Roles Users(1) Search For:

Requests (1)

Deny Access For User2 Test

Please provide an explanation as to why you have decided to deny
access for this user. This will be forwarded to the requestor and any
other Admins via email for courtesy notification.

A

A confirmation message is displayed in the Administrator’s “Requests” section and the user’s request
is removed from the section.

About DES Services Contact Us Document Center Media Center Find Your Local Office

Test Vendor0l [TestVendor01] | Account: Test Vendor Account 001 | Close

Homepage What's New?

Applications (1) Available Applications Users (1)

Admin Tools

This system is the starting point at which all users who have signed up to access Search On: Last Name v
Sacured accounts will begin. All valid users can access this area by default.

Current Status: Online

Roles Users(1) Search For:

Requests (0)
’ Access was denied for: User2 Test

There are currently no requests in your queue.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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5. A confirmation email is sent to the requesting user’s email address.

R 0 U B ©®© @m D

Automated Notification Regarding Your &
Secured Account D (Automatediails=

noreply@azdes.gov 3:26 PM (0 minutes ago) $f & :
tome =

This is an automated courtesy notification from the Secured AdminTools
application.

You have been denied access to the account: Test Vendor Account 001
by Test Vendor(1 Reason for denial: testing If you have any problems or
questions please contact the FOCUS Help Desk.

Thank you.

< Reply — Forward

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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14 REMOVE ACCESS TO AN EXISTING VENDOR ACCOUNT

IMPORTANT
= Only the Admin(s) of the vendor account can remove a user’s access from a vendor account.

= Once access has been removed, the user can create a new request for access to the vendor account.

* Once the user has been removed, access to all application features the user was assigned roles in, will
also be removed.

1. On the Main Menu of the Admin’s vendor account, click on the Admin Tools icon.
2 ErmmEm o

What's New?

Main Menu

» User Profile

FOCUS User Manual

2. Enter a name in the “Search For” field and then click the [Search Users] button.

Test User [TestusenDi] | Account: Tast A

Homepage  What's Hew?
Appibcations (1) Available Aoplications

3. Click on the red [X] to the left of the selected user.

Test User [Testuser0l] | Account: Test Account 26 | Closy

Hame | Copy User
Account Users | Total Users: 2
Search On: All Users v Last Name -
J o [usermame] Member Since Last Lagin
[ OTEE— 22w 12207200
ix et [Testuse ) 12
Showing 1 to 2 of 2 entries

4. Enterin an access termination note and then click the [Terminate] button.

Test User [Testuser01] | Account: Test Account 26 | Close

Account Users | Total Users: 2

Search On; Al Users - Last Name e Search Users
Name [Username] Member Since Last Login Terminate: User02, Test
R Pigase provide an explanation a5 to why you have decided to terminate access for this uses, This will be forwarded to the user and
o any other admins wia email for courtesy notification

[x)

Shawing 1 to 2 of 2 entries

— T BT

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 123
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5. On the “Confirm” popup, click the [OK] button.

Confirm

Are you sure you want to terminate this user from this account?
Click "OK' to continue, click 'Cancel’ to cancel this termination.

6. A confirmation message is displayed on the right side of the “Account Users” screen and the search
results on the left side show that the user is no longer found in the application.

Home | Copy User

Search On:

Name [Username]

Account Users | Total Users: 1

All Users

v

Member Since

Last Name v

Last Login

Test, User2 [Testuser2]

1/11/2021

1/15/2021

Showing 1 to 1 of 1 entries

User2 Test [Testuser2] | Account: Test_Account123 | Closqg

User has been successfully terminated from this account.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd
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ADD A NEW USER TO AN APPLICATION WITHIN A VENDOR ACCOUNT

IMPORTANT

2.

In order to be added to any application in a vendor account, the intended user must have already been
granted access to the vendor account by the account Admin.

Only a user with the Admin role for the vendor account can add a new user to applications within the
vendor account.

Once a user is assigned a role in the application by the vendor account Admin, the application icon
will become available to the user on the Main Menu of the user’s Focus account.

Once a user is added to an application within an account, the user is unable to be removed from the
application, unless the user’s vendor account, not Focus account, access is terminated by the Admin
of the account.

On the Main Menu screen of the Owner’s vendor account, click the Admin Tools icon.

Arizona Department of Economic Security Sé OZ.gOV
Your Partner for a Stronger Arizona STATE OF ARIZONA

About DES Services Contact Us Document Center Media Center Find Your Local Office

o*
FOCUS What's New? X a

[l Test VendorO1
TestVendor01
Last login: 01/11/2021 02:26:01 PM :

Admin Tools

Main Menu

> User Profile

> Account

FOCUS User Manual

In the “Users” section on the right side of the Homepage, enter in the desired username in the
“Search For” field, and then click the [Search Users] button.

Arizona Department of OZ gov
Mm Economic Security e
Your Partner for a Stronger Arizona ELEEE OF ARIZONA

About DES Services Contact Us Document Center Media Center

Find Your Local Office

Test VendorO1 [TestVendor01] | Account: Test_Accountl23 | Closy

Homepage What's New?

Applications (1) Available Applications Users (2)
Admin Tools
This system is the starting point st which all users who have signed up Search On: Last Name v
to access Secured accounts will begin. All valid users can access this
area by default.
Curren t Status: Online Search For:

Roles Users(2)

User

Requests (0)

There are currently no requests in your gueue.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 125
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3. Click on the user’s name link.

Arizona Department of Economic Security

Your Partner for a Stronger Arizona

Home | Copy User Test Vendor01 [TestVendor0D1] | Account: Test_Accountl23 | Close|

Account Users | Total Users: 2

Search All Users v Last Name ¥ Search Users
Oon:

Name [Username] Member Since Last Login
[x1 Test, User2 [Testuser2] 1/11/2021 1/11/2021

Showing 1 to 1 of 1 entries|

4. Select the appropriate checkboxes next to the intended role(s), then click [Save] button.

Home | Users | Copy User Test Vendor01 [TestVendor01] | Account: Test_Account123 | Closqg

Account User Detail: User2 Test [Testuser2] | Initiated On: 1/11/2021

Email notifications for this user: *0n COff Original Request Note: testing

pplications:
Admin Tools Optional: Enter any notes that you would like to send to this user explaining any
¥ aAdmin reasoning for editing their roles.
0 ¢ User

Contract Administration System

¥/ Provider Owner ‘
¥ Provider Staff

There is a 200 character limit. Additional text will be truncated.

¥Send courtesy email to user of any role changes during 'Save'.
——— T

Currently ne notes on file.

5. On the vendor account Homepage, click the Users (#) link for the CAS application.

Homepage What's New?

Applications (2) Available Applications

Admin Tools
This system is the starting point at which all users who have signed up to access Secured accounts will
begin. All valid users can access this area by default.

o Current Status: Online
Roles Users(2)

Contract Administration System
'—i, This application allows vendors who provide services to people with developmental disabilities to register for

a Qualified Vendor Agreement (Qua) to provide those services through the State of Arizona Department of
Economic Security, Division of Developmantal Disabilities. The application may be used to create and submit
an application for a QUA, and manage the awarded QUA contract as you provide services to those in need.
Current Status: Online

ROles USers(?) fff—

6. You can verify that the user’s role has been assigned to the CAS application.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005 126
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If you were able to open to the new user’s Focus account, the application, which they were just given a
role in, is available under their Focus account Main Menu screen, for the given vendoraccount.

If the user is granted the Admin role under Admin Tools, which is the Focus account’s Administrative
application, then the user would have the Admin Tools application icon displayed and available on
their Main Menu screen for the given vendor account.

An automated notification email is sent to the user who has been granted the role.

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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127



16

Security and CAS manual

MODIFY A USER’S ROLE IN AN APPLICATION WITHIN A VENDOR ACCOUNT

IMPORTANT

Only the Admin role for the vendor account can modify roles for the users attached to the vendor
account.

Changing a user’s role for an application on one vendor’s account will NOT change the role for the
same user on a different vendor account.

Removing all roles for a specific application will remove only the selected application icon from the
user’s Main Menu screen under their Focus account.

If the user is granted the Admin role under ADMIN Tools, then the user will have the Admin Tools
application icon displayed and available on their Main Menu screen for the given vendoraccount.

On the Main Menu screen of the Owner’s vendor account, click the Admin Tools icon to display the
“Homepage” screen.

About DES Services Contact Us Document Center Media Center Find Y(

FOCUS What's New?

Test Vendor01

TestVendor01
Last login: 01/12/2021 10:16:39 AM o

Admin Tools Contract Administration System

G) a a2

Main Menu

» User Profile

> Account

FOCUS User Manual

In the “Users” section on the right side of the Homepage, enter in the desired username in the “Search
For” field, and then click the [Search Users] button.

Arizona De
partment of az.gov
Economic Security e -
Your Partner for a Stronger Arizona S

About DES Services Contact Us Document Center Media Center

Find Your Local Office

Test Vendor01 [TestVendor01] | Account: Test Accountl23 | Closy

Homepage What's New?

Applications (1) Available Applications Users (2)
Admin Tools
This system is the starting point at which all users who have signed up Search On: Last Name v
to access Secured accounts will begin. All valid users can access this
area by default.
Current Status: Online Search For:

Roles Users(2)

User

Requests (0)

There are currently no requests in your queue.

Privacy Policy Reasonable Accommodation Disclaimer

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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Click on the user’s name link.

Arizona Department of Economic Security

Your Partner for a Stronger Arizona

Home | Copy User Test Vendor01 [TestVendor01] | Account: Test_Accountl23 |
Account Users | Total Users: 2
Search All Users v Last Name ¥ Search Users
on:
Name [Username] Member Since Last Login
[x1 Test, User2 [TestuserZ] 1/11/2021 1/11/2021

Showing 1 to 1 of 1 entries|

Update the appropriate checkboxes next to the intended role(s), then click [Save] button.

Home | Users | Copy User

Account User Detail: User2 Test [Testuser2] | Initiated On: 1/11/2021

Test Vendor01 [TestVendor01] | Account: Test_Account123 | Closqg

Email notifications for this user: Original Request Note: testing

DD =
Admin Tools Optional: Enter any notes that you would like to send to this user explaining any
¥ Admin reasoning for editing their roles.
¥ User

Contract Administration System

¥ Provider Owner
¥ Provider Staff ‘

There is 3 200 character limit. Additional text will be truncated.

¥Send courtesy email to user of any role changes during 'Save'.
——— T

Currently no notes on file.

On the vendor account Homepage screen, click the Users (#) link for the application.

Homepage What's New?

Applications (2) Available Applications

Admin Tools
This system is the starting point at which all users who have signed up to access Secured accounts will
begin. All valid users can access this area by default.

o Current Status: Online

Roles Users(2)
Contract Administration System
This application allows vendors whe provide services to people with developmental disabilities to register for
a Qualified Vendor Agreement (QVA) to provide those services through the State of Arizona Department of
Economic Security, Division of Developmental Disabilities. The application may be used to create and submit

an application for a QUA, and manage the awarded QUA contract as you provids services to those in need.
Current Status: Online

ROlES USErs(2) ff—

1789 W. Jefferson, Phoenix, AZ 85007 @ P.O.Box 6123, Phoenix, AZ85005
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6. You can verify that the user’s role has been updated on the application.

Search: |Filter data from table below Show |All ¥ | entries

Provider Owner (1) Provider Staff (1)
Name [Username] A

L Test, User2 - [Testuser2] q Ld Ld

P | 1 | i Showing 1 to 1 of 1 entries

#ISend courtesy email to users of changes during 'Save'.

Save Cancel
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17 REMOVE A USER FROM AN APPLICATION WITHIN A VENDOR ACCOUNT

IMPORTANT

* Only the Admin role for the vendor account has the ability to remove roles of the users attached to
the vendor account.

* Removing all roles for a specific application will remove only the selected application icon from the
user’s Main Menu screen under their Focus account.

* For users assigned to multiple vendor accounts, their roles will need to be removed from each vendor
account separately.

1. Onthe Main Menu screen of the Owner’s vendor account, click the Admin Tools icon to display the
“Homepage” screen.

About DES Services Contact Us Document Center Media Center Find Y¢

FOCUS What's New?

Test Vendor01
TestVendor01
Last login: 01/12/2021 10:16:30 AM

Admin Tools Contract Administration System

Main Menu
» User Profile

> Account

FOCUS User Manual

2. Inthe “Users” section on the right side of the Homepage, enter in the desired username in the “Search
For” field, and then click the [Search Users] button.

Arizona Department of OZ gov
M" Economic Security it~ it
Your Partner for a Stronger Arizona e OF ARIZONA

About DES Services Contact Us Document Center Media Center

Find Your Local Office

Test Vendor01 [TestVendor01] | Account: Test Accountl23 | Closg

Homepage What's New?

Applications (1) Available Applications Users (2)
Admin Tools
This system is the starting point at which all users who have signed up Search On: Last Name v
to access Secured accounts will begin, All valid users can access this
area by default.
Current Status: Online Search For:

Roles Users(2)

Copy

Requests (0)

There are currently no requests in your queue.

[
w
o
=

Privacy Policy Reasonable Accommodation Disclaimer
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Click on the user’s name link.

it

Arizona Department of Economic Security

Your Partner for a Stronger Arizona

Home | Copy User Test VendorO1 [TestVendor01] | Account: Test_Accountl23 | Close]

Account Users | Total Users: 2

Search All Users v Last Name ¥ search Users
on:

Name [Username] Member Since Last Login
[x1 Test, User2 [Testuser2] 1/11/2021 1/11/2021

Showing 1 to 1 of 1 entries

4. Uncheck all roles for the selected user and then click the [Save] button.

Test Vendor01 [TestVendor01] | Account: Test_Accountl23 | Closg

Home | Users | Copy User
Account User Detail: User2 Test [Testuser2] | Initiated On: 1/11/2021

Email notifications for this user: ®on Coff original Request Note: testing

jons:
Optional: Enter any notes that you would like te send te this user explaining any

pplicati H
Admin Tools
B reascning for editing their roles.
o ¥ User

Contract Administration System
Provider Owner

Provider Staff ‘— h A
There is a 200 character limit. Additional text will be truncated.

#/Send courtesy email to user of any role changes during 'Save’.

Currently no notes on file.

5. Since all roles for the application have been removed from the user, the user will no longer be able
to see the application icon in their Main Menu.

FOCUS What's New?

Test Vendor01
TestVendor01
Last login: 01/31/2021 02:21:57 PM o

Admin Tools

Main Menu
@ -
_—

> User Profile

> Account

FOCUS User Manual

6. An automated notification email is sent to the user who has been removed the role.
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18 REMOVE AN APPLICATION FROM AN EXISTING VENDOR ACCOUNT

IMPORTANT

* Once an application is added to an Admin’s account, the application may not be removed from the
Admin’s Focus account. Only the roles may be removed.

» If all roles for a selected application are removed from a non-Admin’s account (i.e., a user account),
then the application will no longer be visible and available to the non-Admin user on their Focus
account. This is the only way to “remove” an account from a non-Admin user.

1. Onthe Main Menu screen of the Owner’s vendor account, click the Admin Tools icon to display the
“Homepage” screen.

Find Y{

About DES Document Center Media Center

Contact Us

Services

FOCUS What's New?

Test Vendor01
TestVendor01
Last login: 01/12/2021 10:16:39 AM

Admin Tools Contract Administration System

G) a G) a

Main Menu

» User Profile

> Account

FOCUS User Manual

2. Inthe “Users” section on the right side of the Homepage, enter in the desired username in the “Search
For” field, and then click the [Search Users] button.

Arizona Department of Oz gov
Mﬁ Economic Security ——
Your Partner for a Stronger Arizona T

About DES Services Contact Us Document Center Media Center

Find Your Local Office

Test Vendor01 [TestVendor01] | Account: Test_Account123 | Closg
Homepage What's New?
Applications (1) Available Applications Users (2)

Admin Tools
This system is the starting point at which all users who have signed up Search On: Last Name v
to access Secured accounts will begin. All valid users can access this
area by default.

Current Status: Online Search For:

Roles Users(2)

Copy

User

Requests (0)
There are currently no requests in your queue.

Privacy Policy Reasonable Accommodation Disclaimer
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3. Click on the user’s name link.

Arizona Department of Economic Security

Your Partner for a Stronger Arizona

Home | Copy User Test Vendor01 [TestVendorD1] | Account: Test_Account123 | Close|
Account Users | Total Users: 2
Search All Users v Last Name ¥ Search Users
on:
Name [Username] Member Since Last Login
[x1 Test, User2 [TestuserZ] 1/11/2021 1/11/2021

Showing 1 to 1 of 1 entries|

4. Uncheck all roles for the selected user and then click the [Save] button.

Home | Users | Copy User Test VendorO1 [TestVendor01] | Account: Test_Accountl123 | Closg

Account User Detail: User2 Test [Testuser2] | Initiated On: 1/11/2021

Email notifications for this user: *0n “Off Original Request Note: testing

pplications:
Admin Tools Optional: Enter any notes that you would like to send to this user explaining any

T reascning for editing their roles.

° ¥ User

=== Contract Administration System
—- Provider Owner
Pravider Staff ‘—
There is a 200 character limit. Additional text will be truncated.

¥/Send courtesy email to user of any role changes during 'Save'.

Currently no notes on file.

5. Since all roles for the application have been removed from the user’s account, the user will no longer
be able to see the application icon on their Main Menu screen.

6. An automated notification email is sent to the user who has been removed the role.

This concludes the Contract Administration System (CAS) User Manual — Contract Application. Contact
the DES Department of Developmental Disabilities Focus Help Desk at (602) 771-1444 if you have any
guestions, comments or concerns regarding this manual or the Qualified Vendor Agreement.

Thank You
CAS Development Team
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19 GLOSSARY

QVA Qualified Vendor Agreement

Qvc Qualified Vendor Contract

CAS Contract Administration System

DBA Doing Business As

USPS United States Postal Service

SSN Social Security Number

EIN/FEIN Federal Employee Identification number

Application An online record created &/or submitted by the vendor which has NOT YET been
approved/awarded by the DDD Contracts Department.

Contract An online application created & submitted by the vendor which HAS BEEN

approved/awarded by the DDD Contracts Department.
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