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INTRODUCTION

The Arizona Department of Economic Security Division of Developmental Disabilities (DES/DDD) Qualified
Vendor Contract (QVC) application is a system that 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.

The Qualified Vendor Contract application is used for creating a QVA application and the management of the
awarded QVA contract. The QVA application process starts with the QVC. In order to complete the application
process, applicants must use the QVC to enter information for submission to the Division as well as to generate
the hardcopy application that must be signed and sent (with supporting documentation) to the Division. The
completed agreement will consist of the following three elements. It is important that each applicant
understands and completes ALL of the following:

= A completed on-line application.

= All printed sections of the Application Submittal Checklist. (See section 4.2)
= All responses to the ‘Assurances page’. (See section 4.2)

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

Qualified Vendor Contract Application

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

Published Rates

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

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

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 4
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amounts due. To aid your transition when using this template version, please do not:
e Copy & paste from previous versions of this template or from old documents

e Change the formatting of any cells

e Use any linked formulas

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 e P.O. Box 6123, Phoenix, AZ 85005 5
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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

Home | Services / Disabilities | Developmental Disabilities / Providers & Vendors | Become A Qualified Vendor

Developmental Disabilities Become A Quallfled Vendor

QUALIFIED VENDOR APPLICATION PROCESS

Licensing & Certification

ete and Submit Quatied

Accomplishments & Initiatives Y e

DDD Health Plans Information
Policy & Rules

Public Councils & Commitiees
Contact Developmental Disabilities
How To Print Page Content

Language Assistance

The Division of Developmental Disabilities is actively recruiting qualified vendors of home and community based services, and residential

services.
General Business Requirements v
Prerequisites and Information v
Completing and Submitting the Qualified Vendor Application -~

1. Before starting your review the service specification’s in section 7 of the Qualified Vendor Agreement.

g ser's Manual nline Application Jo start and complete your application
2. Usf DDD User's Manual: QVC Online Applicati tart and complete your applicati

Once everything on the checklist is submitted, it is considered a complete application packet. The Contact's Specialist will send out a
letter to the applicant informing them the application will be moving to the next step in the proces

References 4

Sample Documents, Tools, Forms & Templates N7

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 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. — test@test.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. On the Focus Login page, click the “Sign-up As New User” link.

€) Welcome to the Secured Website. To bagin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : |

Password : |

@ Signup As New User @ Forgot Password

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 7
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2. Complete all the required fields, and then click the Submit button.

Login | Support Regu
&) Tosign up as a new user, t the information below and click the "Submit”™
button. Once your information en successfully submitted, vou will receive
an email, at the email address provide low, confirming your submission.
(* Required information)

Your new password must contain at least one number, one upper case letter, and one lower case letter. It must be between 8 and 32 characters in len

* First Name :

* Last Name :

* User Name: [Min, 8 chars, Max. 20 chars)

* Password :

[Min. 8 chars, Max. 32 chars)

* Re-Enter
Password :

* Email :

* Address :

Address Line2:

* City :

* State :

=]

*Zip :

|
|
|
|
|
|
* Phone : l— l— ’7

For security purposes, : 'Tl ] ‘), ;
please enter your code Your code is: 8 U 1,_-‘]"|3N
in the text box.

This technigue prevents
automated programs Enter your

from using this website. code here:

Submit 4—

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

New User Confirmation

Login | SignUp As Mew User | Support Request | Forgot Password

€) Your Submission Has Been Received!
Thank you for your submission.

When you sign up for a FOCUS account, for secunty 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-mail 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.

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, add the DDDProdSupport@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.

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 “https:”, and paste
it into your browser’s address bar, then press the ‘Enter’ key on your keyboard.

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 8
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Automated Notification Regarding Your Secured Account & B2
Inbox x

DDDProdSupport@azdes.gov 2:24 PM (1 minute ago) Y

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 unigue 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 240 hours of receiving of
this email to be granted access to the FOCUS management 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: ptrameljr

Please click on the following link to confirm your email address and complete your FOCUS signup process:

http:// XXX XXX XXX /ORGANIZATION/DDD/FOCUSDD/frm_Login.aspx?SecuritylD=532b3c1d-084b-41f8-0515-
9ab3d90dc162

+*= |f 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 browser. If you still need assistance, please contact the FOCUS Help Desk at 602-
11444

6. You must ONLY use the login page 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.

Login

0 Welcome to the Secured Website. To begin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : Iptrameljr
Password : """"l | <—
(-J Signup As New User U Forgot Password

7. Choose 3 different security questions and provide an answer to each selected question. Click the [Save
Questions] button.

Phil tramel
- LozoUuT —
nouncements Change Security Questions

Ho announcements at this time. . ; )

= (* Required information)

iscellaneous _ )
To change your security guestions and answers fill out the
information below. You will receive a confirmation email
confirming a successful change.

lio miscellaneous info at this time.

Select a Question:

What was your favorite place to visit as a child? v 4—
Answer:™
Select a Question:

What was your favorite place to visit as a child? v 4_
Answer:™

Select a Question:

What was your favorite place to visit as a child? v 4_
Answer:™
> Save Questions

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 9
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= 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.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Regquest Account Access
Phil tramel
> LOGOUT ‘

ts at this time. . . . .
o Enrouncemen= S s e Welcome to the Secured Site for the Arizona Department Of Economic Security. You currently

do not belong to any accounts at the moment. To access any DDD applications you will need

o miscellaneous info at this time, Lo either Create A New Vendor Account or request access to an Existing Account.

2.2 Create A New Vendor 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.

= 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 a 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.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create Mew Wendor Account Request Account Access

Phil tramel
> LOGOUT

ts at this time. . . . .
o Enrouncemen= S s e Welcome to the Secured Site for the Arizona Department Of Economic Security. You currently

do not belong to any accounts at the moment. To access any DDD applications you will need

o miscellaneous info at this time, Lo either Create A New Vendor Account or request access to an Existing Account.

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 10
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2. Enterin a9 digit Tax ID Number (FEIN or SSN), and then click the [Submit] button.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access

Phil tramel
-> LOGOUT

No announcements at this time.

To create a new account, please enter in your Taxpayer ID Number (EIN or SSN) below. If the Taxpayer ID

Number you entered is already in our system, you may request access to the account from the account

No miscellaneous info at this time.  owner. If you feel that the Taxpayer ID Number you entered is in our system by mistake, please contact
the FOCUS Help Desk at 602-771-1444 for assistance.

Tax ID or SSN # : 375543210 ﬁ

Please enter in a 5 digit number for Tax ID or SSN.

Miscellaneous

3. Enterin an Account Name and a Vendor Name, and then click the [Submit] button.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create Mew Vendor Account Request Account Access

Phil tramel
-> LOGOUT

Announcements 'Create New Vendor Account - Account Details

No announcements at this time.

Miscellaneous * = Required Item

No miscellaneous info at this time. FEL= or 335N _ ’ 4_
Contact First Name: Phi
Contact Last Name: tramel -
Account Name: < —
Vendor Name: < —
Contact Phone: (602 ) |364 - (0040 =
Vendor Email: ptramel@azdes.gov *

4. On the Main Menu, click Admin TOOLS.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account

Phil tramel

. [New v
> LOGOUT Account : | New Vendor Account

Announcements Main Menu

jo announcements at this time.

o miscellaneous info at this time. € ADMIN TOOLS ~<fm— No Global Applications

Allows the editing of user roles and permissions for all Available.
applications of this account.

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

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 11
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Applications (1) Available Applications

€) USER TOOLS
This system is the starting paint 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)

Requests (0)

There are currently no requests in your queue.

Users (1)

Search On: | Last Name v

Search For:
/ Copy User Search <

6. Click on the user’s hyperlink name.

Home CopyUser Phil tramel | Account: New Vendor Account | close
Account Users | Total Users: 1

Search On: | All Users ¥ | | Last Name Y |Tramel Results: 1

tramel, Phil

Member SYKUZQDZU | Last Login: 1/2/2020

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

Home Users CopyUser Phil tramel | Account: New Vendor Account | close

Account User Detail: Phil tramel | Initiated On: 1/2/2020

Original Request Note: None Available

mail notifications for this user: '® on ) Off

£ USER TOOLS

¢ Admin

Optional: Enter any notes that you would like to send
to this user explaining any reasoning for editing their

h roles.

¥ User

Currently no notes on file.

[ cancel |[ save |

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 e P.O. Box 6123, Phoenix, AZ 85005 12
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2.3 Add An Application To An Existing 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.

= Only the application that the user is authorized to access will be listed to be added.

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

already added to it.

1. Onthe Main Menu page of the Admin’s vendor account, click the Admin TOOLS link to open the
Homepage.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account

Phil tramel | R B f
? . [ Mew Vendor Account T
= LOGOUT LOCKED [2] Account : | New Vendor Account

Announcements Main Menu

Mo announcements at this time.

Miscellaneous User Applications Global Applications

No miscellaneous info at this time. € ADMIN TOOLS < — No Global Applications
Allows the editing of user roles and permissions for all Available.
applications of this account.

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

Homepage

Applications (1) Available Applications
) USER TOOLS
This system is the starting point at whicgll users who have signed up to access Secured accounts

will begin. All valid users can access this 2™ by default.
Current Status: Online
Roles Users(1)

There are currently no requests in your queue,

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 to sign up and use. After selecting the application, it will be added to your account a
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 be

Available Applications:

&) QUALIFIED VENDOR CONTRACT . Add To Account

Qualified Vendor Contract

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

WCUSDD/UserTools/frm_AwvailableApplications.aspx

dddfgalwt02 says

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

— n Cancel

ervices| Find Your]

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 13
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5. Select the user’s role for the newly added application and then click the [Save] button.

Home Roles

Phil tramel | Account: New Vendor Account | close

Application Users QUALIFIED VENDOR CONTRACT | Total Users: 0
I ———— D

Search On:| All Usé ——— v Results: 1
Change View | ¥| provider Owner ¥/ Provider Staff
Provider Owner () Provider Staff (Qe
Users /
tramel,_Phil L4 Ld
Go To Page: r < Prev Next = Cancel || Save
#| Send courtesy email to users of changes during 'Save'.

6. A confirmation message is displayed, and the application is added to the user’s Focus account.

Home Roles

Application Users | QUALIFIED VENDOR CONTRACT | Total Users: 1

Phil tramel | Account: New VWendor Account | close

Search On: All Users ¥ || Last Name hd Results: 1
Change View | ¥ provider Owner ¥/ Provider Staff

Provider Owner (1) Provider Staff (1)

Users

tramel,_Phil L4 Ld

Go To Page: T | = Prev Next = Changes Saved Successfully! [ Cancel |[ Save

#| Send courtesy email to users of changes during 'Save'.

7. An automated notification email is sent to the user who has added the new application and roles to the
new application.

Secured Courtesy Notification Regarding your account =
membership Inbox x

DDDProdSupport@azdes.gov 2:46 PM (1 minute age) Yy -
to me -

The following roles have been either added or removed by Phil tramel regarding your membership to the
Secured Account: New Vendor Account.

User: Phil tramel

Application: QUALIFIED VENDOR CONTRACT
Roles Added: Provider Owner, Provider Staff

If you have any questions please contact the account administrator.
Thank you.

MOTICE: This e-mail (and any attachmenis) may contain PRIVILEGED OR COMFIDEMNTIAL information and is intended only for the use of
the specific individual(s) to whom it is addressed. it may contain informafion that is privileged and confidential under state and federal law.

This information may be used or disclosed only in accordance with law, and you may be subject to penalties under law for improper use or

further disclosure of the information in this e-mail and its attachments. If you have received this e-mail in error, please immediately notify

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005
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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

Applications (2) Available Applications Requests (0)

0 QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online
Roles Users(1)

There are currently no reguests in your gueue.

€) USER TOOLS
This system is the starting point at which all users who have signed up to access Secured accounts
will begin. &ll valid users can access this area by default.
Current Status: Online
Roles Users(1)
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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 pages of 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:
1. 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 Page, enter in your Focus Username + Password.

&) Welcome to the Secured Website. To begin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : ptrameljr 4—
Password : oooooooo | D —

-—
0 Signup As New User 'ﬁ-’ Forgot Password

4. Click the [Login] button

3.2 Main Menu

Once logged in, the first page that opens in Focus is the Main Menu. From the Main Menu, you will be able to
access the QUALIFIED VENDOR CONTRACT (QVC) system. You can either create a new QVA application or
manage an existing QVA application or contract. You must meet one of the following criteria to be able to cre-

ate a new QVA application:
* You have not already started a QVA application under the current FEIN. (The status listed in header of
your QVA contract application = N/A)
*  Your past QVA application was canceled by you BEFORE being submitted. (The status listed in header of
your QVA contract application = CANCELED)
*  Your past QVA application was canceled by a DDD Manager BEFORE being submitted. (The status listed
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in 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
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

header of your QVA contract application = CONTRACT TERMINATED)

To create a new QVA application, follow the steps below ...
1. Click on the QUALIFIED VENDOR CONTRACT link on the Focus Main Menu.

Phil tramel (Last login : 01/02/2020 02:28:3% FM)
= LOGOUT

Account : | New Vendor Account ¥

No announcements at this time.
Mo miscellaneous info at this time. &) ADMIN TOOLS No Global Applications

Allows the editing of user roles and permissions for all Available.

applications of this account.

€) QUALIFIED VENDOR CONTRACT e

Qualified Vendor Contract
Status: Online

>>> RESULTS: You will be redirected to the Dashboard tab of the Qualified Vendor Agreement
application.

NOTE: If you already have an existing active QVA application or active QVA contract, then the first link on
the Main Menu will read ‘Manage QVA Application’ or ‘Manage QVA Contract’,

depending on which one you have. Clicking on either of those links will take you into your current
application or contract.

2. Click on the [Begin New Application] button on the Dashboard tab.

| New Vendor | /A | /A Actions I

Main Menu Dashboard

— New Application for Qualified Vendor Agreement (=] }7

Before you begin the application process, please read:

As part of the Qualified Vendor Agreement process, knowledge of certification, licensure, service delivery, coordination, staff training requirements and quality management
are required to complete the Qualified vendor Application. If you are a new provider, please refer to the Qualified Vendor Application User Manual to assist you

Begin New Application

>>> RESULTS: A new QVA application is created under the current vendor logged in. You are now taken to the
Information tab of your new QVA application.

3.3 Information

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

IMPORTANT:
*= Some of the data provided during registration has carried over to the Information page.
= All required fields on this page (identified with red asterisks “ * “) need to be filled in before the
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application can be submitted to DDD.

*  You may save unfinished work on this page at any point and return to complete it at a later date
without losing the data.

* The exceptions to the above point are the ‘Legal Name’ field and the ‘FEI’ field. The ‘Legal Name’ field

and the ‘FEI’ field may not be left blank when saving this page.

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 save all of the required fields on the page to complete the Information page. Fill in any optional
fields that apply.

| Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions

Main Menu Dashboard Information Contacts Program ces & i Services Administrative & Service Sites Insurances

Contract Documents

— The following fields are required. = }_

« Vendor Phone Number

+ Vendor Organization Type

= Street Address Information

= Mailing Address Information

» Executive/Owner - First Name

s Executive/Owner - Last Name

» Executive/Owner - Phone

s Executive/Owner - Email Address
+ Authorized Signatory - First Name
= Authorized Signatory - Last Name
+ Authorized Signatory - Title

The new application is ready to edit. Complete application & submit.

A. The QVA Application Number is unique and is generated by the system. The number is displayed in the
header next to 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.

B. The Contract Type of the application is a “Qualified Vendor Agreement”. The contract type will be
displayed in the header at all times.

C. 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.

D. The Actions menu contains 2 actions at this point.

e Review Application = When all required fields have been filled out, the application may be
submitted to DDD for processing.

e Cancel Application = The Application may be cancelled only when it is in the VENDOR
APPLICATION IN PROCESS status.

E. The Required Fields section lists the name of any incomplete required field at the time the page is
saved. It will also list invalid entries in any of the fields. The error message will be removed once the
missing required field is populated and/or the invalid entry is corrected.

r Information 8

&}
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F. The Vendor Information section contains the following:
e legal Name = the name listed on your W-9 tax form. This field cannot be left blank.
e Vendor FEl = number given during registration. This field cannot be changed.
e Vendor DBA Name = name doing business as. May be same as ‘Legal Name’. Not required.
e Vendor Phone / Fax / Email / Website = the ‘Vendor Phone’ is required, the others are not.

G. The Vendor Organization Type is similar to the vendor’s tax classification. QVAs are separated into 2 dif-
ferent types. Only one type may be selected, and the type may be changed in the future to fit a change
in the vendor’s tax classification. The two QVA Vendor Organization Types are:

e Agency = an entity with 1 or more employees.
e Independent Professional Provider = an entity with 0 additional employees (this does not pertain
to subcontractors).

H. 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.

I. 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 open the mailing address fields for
editing.

J.  The following fields are for DDD Admin use only. These fields will be populated automatically by the
system when the page is saved, and they are based on the address provided.

e Zip4 / Address District / GSA / 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 open 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 open
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 suggested address may be selected by clicking the [Use suggested 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 page.

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

Once the Information page is saved with all required fields filled in correctly, plus any desired optional fields,
the message “Data saved successfully” will be displayed near the top of the page.
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r— Vendor Information =]
Legal Name * Vendar FEI *
New Vendor 87-6543210

3.4 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.)

The QVA requires 4 different types of contacts. Take note of the contacts and their descriptions before filling
out the fields on the Contacts page.

1. Principal Contact = the contact for the Day-to-Day operations of the organization.

2. Notice Contact = the contact for all correspondence from DDD Business operations including vendor
announcements. (The Notice email address is prepopulated with the email address from vendor
registration)

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

4. Billing / Payments Contact = the contact for all claims and other billing correspondence.

To complete the Contacts page, fill in and save all of the required fields on the page. Fill in any optional fields

that apply.
Tmm-ew Eendaor DOR AGREEMENT | VENDUR APPLICATION IN PROGRES. Actions l N
—
Main Menu Dashboard Information Contacts P M it A ces & i Services Administrative & Service Sites Insurances
Contract Documents
Data saved successfully
— Principal Contact The contsct for the Day-to-Day oparation of the crganization.(May be same s Exscutive/Owner contact) =] }—
First Nama * Last Name* Phone Number * Fax Number Email Address *
Phil tramel (602) 364-0040 ptramel@azdes.gov Same as Owner
— MNotice Contact The contact for all correspandence from DDD Business operations to the arganization.(May be same as Executive/Cwner contact) = }7
First Name * Last Name* Phone Number * Fax Number Email Address *
Phil tramel (602) 364-0040 ptramel@azdes.gov Same as Owner
— Quality Management Contact The contact responsible for review, aversight, and improvement of the program.(May be same as Exscutive/Owner contact) = }—
First Name * Last Name* Phone Number * Fax Number Email Address *
Phil tramel (602) 364-0040 ptramel@azdes.gov Same as Owner
r— Billing / Payments CONtact The contact for all claims and other billing correspandence to the arganization.[May be same as Exacutiva/Owner contact) =] }—
First Name * Last Name* Phone Number * Fax Number Emai Address *
Phil tramel (602) 364-0040 TheliaMarris@azdes.gov Same as Owner
Address Line 1 Address Line 2
AZo0WN o S
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3.5 Program Management

The Program Management tab contains information related to the policies and procedures for your business
as a whole. The information provided on the Program Management sub tabs will be viewed by DDD and will be
used in the process of awarding a contract.

IMPORTANT:
= There is no ‘spell-check’ feature in the major text areas. It is recommended to cut and paste your
responses into the webpage from a word processing program (i.e. MS Word, etc.) to spell check your
entries.
= All fields in the Program Management sub tabs are required. It is important to respond to each item.
The electronic online application may not be submitted until all fields are properly filled in and saved.

| Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions l

—_——————
Main Menu Dashboard Information Contacts Program i ces & i Services Administrative & Service Sites Insurances

Contract Documents

—
Recruitment & Training Incident Reporting Complaints & Grievances ber/Member Repr ive Input Member Involvement Quality Improvement

— Recruitment & Training Information =] }*

The following fields are required. =

» Recruitment & Training - Ongoing training plan for direct staff
» Recruitment & Training - Recruitment and initial training plan for direct staff
= Recruitment & Training - Staff absence backup plan

:: Please limit your response to one page.

Save Changes

Describe the recruitment plan for direct staff. Describe the initial training plan for direct staff. Include any additional service specific requirement for each proposed service. =
2000 characters remaining

Describe the ongoing training plan for direct service staff, including any service specific training for each proposed service. *
2000 characters remaining

A. Each sub tab has a section for missing required fields. When the page is saved, any required field left
blank will be listed in the “The following fields are required” section.

B. Each sub tab is saved independently. You will need to click the [Save Changes] button on each individual
sub tab page to save your entries for that specific page.

C. Each major text area is limited to a maximum of 2000 characters. The character counter for each entry
will display the current character count remaining. Any additional characters beyond the 2,000 limit will
not display when printed.

To complete the Program Management tab, fill in all of the fields in the following sub tabs.

Recruitment & Training
Describe the recruitment plan for direct staff. Describe the initial training plan for direct staff. Include any
additional service specific requirement for each proposed service.
* Recruitment plan should include position, qualifications, and how recruitment takes place.
= |nitial Training plan should include what training is required and when/where/how the training will be
conducted.
* Individual Providers should indicate they are either an Independent Professional Provider or a staffed
Agency.
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Describe the ongoing training plan for direct service staff, including any service specific training for each
proposed service.

= Plan should include position, training required, and when/how the training will be conducted.

= Individual Providers should indicate what training they have had, and when/where/how the training

was obtained.

Describe briefly the backup plan for direct service staff absences (preplanned and emergency absence). Please
include the process for reporting NON-PROVISION of services for all services that apply.
* Preplanned absences and Emergency absences backup plans should include: Notification of member

and family and Rescheduling or alternative staff coverage.

Incident Reporting
Which position in the organization is responsible for the final review of the incident prior to submission to the
Division?

* Name and title of individual.

Which position in the organization is responsible for notifying a member/member representative of incidents?
* Name and title of individual.

Does the organization have written policies and procedures regarding the reporting of incidents of abuse,
neglect and exploitation?
= A “Yes” response is required by Section 5 — Service Requirements in the Request for Qualified Vendor
Application.

Are reporting protocols shared with members/member representatives?
= A “Yes” response is required by Section 5 — Service Requirements in the Request for Qualified Vendor
Application.

How are incidents of abuse, neglect, exploitation or injury reported internally? The response should include the
following:

» Reference existing agency policy.

* Includes assessment for potential abuse, neglect, exploitation, or injury and prevention plan and

periodic re-assessments.

* Indicate who is responsible for reporting incidents.

* Indicate who the incident is reported to. (i.e. agency Administrator, immediate supervisor, etc.)

* Indicate when the incident is reported (i.e., immediately, within 24 hours, etc.)

* Indicate how notification will take place. (i.e. verbal and/or written, phone, e-mail, fax, mail).

* Verbal notifications followed up with a written report.

* Form to be used: Incident Report DD-191, Agency internal form.

= What action is taken on the member’s behalf immediately and as a follow-up.

How are incidents of abuse, neglect, exploitation or injury reported externally? The response should include the
following:
* Reference DDD policy on Incident Reporting, Division Operations Manual Chapters 6002-C and 6002-E.
* Indicate who is responsible for reporting incidents.
* Indicate who the incident is reported to. (i.e. DES/DDD support coordinator, protective services, police,
and family/guardian).
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* Indicate when the incident is reported (i.e., immediately, within 24 hours, etc.)

= Indicate how notification will take place. (i.e. verbal and/or written, phone, e-mail, fax, mail).

* Verbal notifications followed up with a written report.

* Form to be used: Incident Report DD-191 or an agency internal form which includes all required
components. See the Provider Quick Guide for Incident Reporting for more information.

= What action is taken on the member’s behalf immediately & as a follow-up.

Describe the internal review process for incident reports, including trending, and how corrective action is
implemented.

* Should include who will investigate the incident. (i.e. staff, physician, other individuals).

* Should indicate what outcomes will be determined. (i.e. need for performance improvement,

continued monitoring, staff training, policy change).

= Should indicate what follow-up treatment/action/preventative action will be implemented.

* Should indicate timeframe for completion of internal reviews.

* Should indicate how the completion of a correction is verified.

Complaints & Grievances
Which position in the organization is responsible for resolving the complaint/grievance?
* Name and title of individual.

Does the organization have a complaint/grievance form?
* If the business does not have a form, in the large text area at the bottom of the page, indicate if they
are planning to develop a form and how complaint/grievances are filed or what procedure they are

currently following.

Does the organization have written policies and procedures regarding the submission of
complaints/grievances?
= [If the business does not have written policies, in the large text area at the bottom of the page, indicate
if they are planning to develop and implement written policies and what procedures they are currently
following.

Are complaints/grievances shared with members and/or member representatives?
* Inthe large text area at the bottom of the page, indicate why or why not.

Who can file a complaint/grievance?
* Should indicate timeline including review time and response time.

Describe the complaints/grievances process.
= Should indicate who reviews complaints/grievances, what steps are included in the review processes,
and what actions may be taken.

Member/Member Representative Input
How is input from members/member representatives gathered?
= Should provide an opportunity, at least annually, for a member satisfaction survey.
* Should discuss collection of information and feedback from meetings with families, individuals, and
groups.
* Should mention suggestion box, comment cards, etc.
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Describe the process used to measure member/ member representatives’ satisfaction with services.
= Should indicate who reviews formal and informal input/feedback.
= Should explain how formal and informal input/feedback is reviewed.
* Should indicate what follow-up action may be taken.
* Should outline how input is shared and utilized to improve service delivery.
* Should explain how improvement is measured or demonstrated (i.e. fewer complaints about a
particular area of service, complements for service delivery method changes, etc.)

Describe how member/member representatives are involved in the hiring and/or evaluation of direct service
staff.
= Should indicate if and how members/families/member representatives are formally involved in
hiring of direct service staff. (i.e. if a family or member referred applicant meet requirements, the
vendor may opt to hire them, if family or member is part of the interview committee, etc.)
= Should indicate if and how members/families/member representatives are formally involved in
evaluation of direct service staff. (i.e. if input/feedback about specific staff members is directly solicited
from members/families/ member representatives.)
= Should indicate if annual surveys and input/feedback are used in employee evaluations.

Within the organization which position(s) is responsible for receiving and utilizing feedback to improve
member satisfaction?
* Name and title of individual.

Describe how members/member representatives are involved in improving overall quality of services provided
by the organization.
* Should reiterate the responses in the questions above.

Does the organization provide an analysis of overall member feedback to members/member representatives
who may be considering services with the organization?
* Should indicate if letters of reference and commendation are available to families upon request.
* Should indicate if licensing reports are available for review.
= Should indicate if interested parties are directed to DES/DDD or other governing entities for licensing
reports, number and nature of unusual incidents, and related compliance issues.

Member Involvement
If your organization has a community advisory group and/or participates in any external advisory groups,
describe your company’s involvement. If none, describe your company’s plans to develop, or participate in, a
group in the future.
= Should list possible members/families/member representatives’ involvement similar to the

following:

® Recruit as vendor volunteers

e Recruit as advisory representatives

¢ Involve in planning and participating in events

e Train to assist in conducting meetings/training

e Aresource for recruitment, interviewing, and recommendation of potential staff

e Utilize feedback in the monitoring process

e Provide opportunity to ask questions, make presentations, or comment at open agenda meetings

e Request donations of furniture, appliances, vehicles, etc.
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Describe any other method used by your organization to provide opportunities for members/member
representatives to be actively involved in your organization’s operations. (i.e. staff recruitment, staff training
and development, monitoring, social events, etc.)
* Should name the advisory group and indicate its purpose, frequency of meetings, how participants are
recruited and their role.

Quality Improvement
Describe the process used by the organization to monitor and evaluate the services provided as they relate to
the service plan outcome.
e Should tell how monitoring and evaluation is conducted. (i.e. staff meetings, review of required staff
reports addressing ISP goals and objectives, site visits, evaluations by families, etc.)
e Should indicate frequency of monitoring and evaluations.

Describe the overall organizational approach toward improving the quality of the services provided. (The
response should address trending incidents, grievance and compliant processes, on-site monitoring and
member feedback.)
e Should address method of assessing/re-assessing member needs, how it is determined if goals and
objectives have been met, and approach to establishing appropriate services through the ISP.
e Should discuss staff evaluations and implementation processes of new procedures.
e Should address the types and frequency of managerial reports used to track practices and as tools for
quality improvement.

3.6 Assurances & Submittals

The Assurances & Submittals tab pertains 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:

* Each of the assurances is required and must be answered.

= Depending on how you answer some questions, you may be required to submit additional
documentation as attachments. Each attachment needs to include:
e The corresponding Assurance number
e The applicant’s Federal Employer ID Number (FEIN)

= Once the application is submitted, you will need to print and sign the Assurances document and attach
hardcopies of all the applicable submittals.
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Main Menu | Dashboard | Information | Contacts | Program Management | Assurances & Submittals | Services | Administrative & Service Sites | Insurances | Contract Documents

— The following fields are required. 8

« A selection of either Yes or No for each question is required

Save Changes.

;:zl’:‘ﬁ;ﬁr:ust respond to each of the following items, then print and sign the and attach ies of the appli i The ittals shall indicate the item number to which it corresponds and include the Applicant’s
Federal Employer Identification Number (FEIN).
1). Does the Applicant/Qualified Vendor agree to maintain and comply with any license(s), certification(s), and/or registration(s) set forth under federal or Arizona law, rules, or policy for the provision of each developmental disability service applied for? Yes () No
2). Does the Applicant/Qualified Vendor understand that payment will not be made for services delivered prior to the effective date of any licensure, certification(s), and/or registration(s) required by federal or Arizona law, rules, or policy? Yes () No
3).  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 other state within the past Yes () MNo

five (5) years? (For the purposes of these Assurances and Submittals, "Key Personnel” shall include the Applicant/Qualified Vendor if an individual, or if the Applicant/Qualified Vendor is a corporation or other entity, any partner, manager, director, officer, or
person directly or indirectly controlfing 10% or more of the outstanding voting shares or other ownership interest of the Applicant/Qualified Vendor)
3.1). If “yes”, submit an explanation and current status.

4).  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 past five (5) years? Yes (O No
4.1). If “yes’, submit a detailed description of such terminations.

5). 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 five (5) years? Yes (O No

5.1).1f “yes”, submit a detailed description of such lawsuits.

6). Are there any court actions or judgments pending or entered within the last five (5) years against the Applicant/Qualified Vendor or any of its Key Personnel related to the provision of community developmental disability services or similar services in Arizona Yes (O Ne
or in any other state?
6.1). If "yes", submit a summary of those suits or judgments and describe actions the Applicant/Qualified Vendor has taken to prevent future suits or judgments.

7). Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a criminal offense related to Medicare, Medicaid, or the State Children's Health Insurance Program? Yes () No
7.1). If "yes", submit information on the person and each conviction.

8). Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a felony? Yes () No
8.1). If "yes", submit information on the Key Personnel and the conviction.

). 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? Yes () No
9.1). If "yes”, submit an explanation.

10). 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 with, or otherwise reimburse O Yes O No

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?
10.1). If “yes”, submit an explanation.

10.2). Is a suspension or debarment currently pending? Yes No
10.2.1). If “yes” to Assurance 10.2, submit an explanation

11). 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 require disclosure in an audited  © Yes O No
19). will the Applicant/Qualified Vendor use a subcontractor(s) to provide QUA services? Yes (No
19.1). If “yes” to Assurance 19, submit information about each subcontract as required in Section 6.6.3 (Subcontracts) of the DES/DDD Standard Terms and Conditions for Qualified Vendors.
19.2). If “yes” to Assurance 19, will the Applicant/Qualified Vendor provide all the required insurance for the subcontractor(s)? Yes (O No
19.3). If "no” to Assurance 19.2, 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 Division’s Contract Management Unit? Yes No
19.4). If “yes” to Assurance 19, 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 Subcontract Provisions? Yes (INo
20). Does the Applicant/Qualified Vendor warrant compliance with the Federal Immigration and Nationality Act (FINA) and all other federal immigration laws and regulations related to the immigration status of its employees and Key Personnel? Yes (INo
20.1). Is the Applicant/Qualified Vendor providing services through subcontractors? Yes (No
20.1.1). If “yes” to Assurance 20.1, does the Applicant/Qualified Vendor agree to obtain statements from its subcontractors certifying compliance and furnish the statements to the Division upon request? These warranties shall remain in effect through the Yes (INo
term of the QVA. The Applicant/ Qualified Vendor and its subcontractors shall also maintain Employment Eligibility Verification forms (I-9) as required by the U.S. Department of Labor's Immigration and Control Act for all employees performing work under the
QVA. I-9 forms are available at www.USCIS.gov.
20.1.2). The State may request verification of compliance for any Qualified Vendor or subcontractor performing work under the QUA. All costs necessary to verify compliance are the responsibility of the Qualified Vendor. Does the Applicant/Qualified vendor Yes (No
understand this potential provision?
21). 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, 2007, every ves ONo
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.)
22). Does the Applicant/Qualified Vendor certify that background checks for employment through the ADES Child Protective Services ("CPS”) Central Registry shall be conducted for each existing employee and subcontractors, including volunteers, who provide Yes (INo
direct services to children or vulnerable adults? By answering “yes” 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 Section 9, Attachment G, Request for Search of Central Registry for Background Check, of the RFQVA # DDD 710000 for this purpose.
22.1). Does the Applicant/Qualified Vendor certify that before being employed or volunteering in a position that provides direct service to children or vulnerable adults, (1) persons shall certify on forms that are provided by the ADES whether an allegation of Yes (No
abuse or neglect was made against them and was substantiated, and (2}, the completed forms shall be maintained as confidential?
22.2). Does the Applicant/Qualified Vendor certify that a person awaiting receipt of the CPS Central Registry Background Check will be permitted to provide direct service to ADES dlients only if the person has first completed and submitted the Direct Service Yes (No
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?
22.3). 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 from providing direct services to ADES Yes (INo
clients?
23). As a registered provider with the Arizona Health Care Cost Containment System Administration ("AHCCCSA"), does the Applicant/Qualified Vendor certify that it will screen all employees, contractors, and/or subcontractors no less frequently than monthly to Yes (No
determine whether any of them have been excluded from participation in federally-funded health care programs by checking the following databases and any other such databases that may be prescribed?
23.1). The List of Excluded Individuals and Entities ("LEIE"), which may be accessed at http://www.cig.hhs.gov/fraud/exclusions.asp? Yes O No
23.2). The System for Award Management ("SAM”), which may be accessed at https://www.sam.gov/portal/public/ SAM,2 Yes (No
24). will all solicitation amendments to RFQUA # DDD 710000 issued by the Division be acknowledged by an authorized signature and will the signature page(s) of the Amendment(s) be submitted with the hardcopy Application? Yes (O No
25). Did a consultant assist the Applicant in completing the Application or assist the Qualified Vendor in preparing an amendment to the awarded QvA? Yes (O No
25.1). If “yes", submit a list of the name(s) and affiliation(s) (i.e., company/business name) of each consultant.
26). 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? Yes (ONo
26.1). 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.
27). Is the hardcopy of the Qualified vendor Application package or the QVA Amendment a true copy of the information submitted in electronic form in the QvP and does it contain all required attachments and submittals? Yes (O No
Save Changes |

To complete the Assurances & Submittals page, select ‘Yes’ or ‘No’ for each question on the page and then click
the [Save Changes] button to save your entries.

3.7 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. Click here to view service specification checklists for required documentation for each
service.

IMPORTANT:
= Responses should reflect knowledge and understanding of service specifications and how you intend to
conduct business in compliance with the agreement/contract.
= 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
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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:
e HAB- GROUP HOME - WITH ROOM & BOARD + RRB - ALL GROUP HOMES
e HAN - NURSING SUPPORTED GROUP HOME- WITH ROOM & BOARD + RRB - ALL GROUP HOMES
e HPD - COMMUNITY PROTECTION/TREATMENT GROUP HOME - WITH ROOM & BOARD + RRB - ALL
GROUP HOMES
e 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. Once the
application has been submitted, the service may only be removed by DDD Contract management.
= Avendor 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 a service to the QVA application, follow the steps below.
1. From the Services tab, click the [Add New Service] button.

Q14258 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions l

—_—
Main Menu Dashboard Information Contacts Program ces & i Services mioe Sites Insurances
Contract Documents

— Services =] ﬁ
_> Add New Service

uspended H D Service atu art Date d Date Lctio

— Services History =] }—

No Services denied or terminated within the last 90 days

2. Select a service from the Add Service pop up window and then click the [Save] button.

Add Service ——

Servics *

| ATC - ATTENDANT CARE

—_—

login : 01/02/2020 03:03:48 PM)

Sanvice
v ATC - ATTENDANT CARE
97151 - Behavior mennﬁcanun assessmant, adminitared by a physician or other qualied health cars professional sach 15 minutes of the physicians ar other qualiied health care professianals tme face 1o
97152 - Behavior ident d by one technician under the direction of a physician or other qualified health care professional, face-to-face with the patient, each 15 min
87153 - Adaptive behavior treatment by protocol, administered by technician under the direction of a physician or other qualified health care professional, face-to-face with one patient; each 15 minutes
97156 - Family adaptive behavior treatment guidance, administered by physician or other qualified health care professional (with or without the patient present), face-to-face with [ ea
ATC - ATTENDANT CARE
CBE - CENTER BASED EMPLOYMENT
CPR - Employment Services
DTA - DAY TREATMENT & TRAINING - ADULT
DTS - DAY TREATMENT & TRAINING - CHILDREN SUMMER PROGRAM
DTT - DAY TREATMENT & TRAINING - CHILDREN AFTER SCHOOL
ECM - EARLY CHILDHOQD AUTISM SPECIALIZED
ESA - EMPLOYMENT SUPPORT AIDE
GSE - GROUP SUPPORTED EMPLOYMENT
HAB - HABILITATION SERVICES - GROUP HOME - WITH ROOM & BOARD
HAH - HABILITATION SERVICES - SUPPORT - HOURLY
HAI - HABILITATION SERVICES - INDIVIDUALLY DESIGNED LIVING ARRANGEMENT
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
HCH - HABILITATION, HOURLY, SPECIALIZED COMMUNICATION -

User Applications
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>>> RESULTS: The service detail sub tabs are created for the individual services. The default sub tab page is
AHCCCS ID.

3. Fillin all required fields on each of the Service sub tabs mentioned below.

NOTE: If the policies & procedures for the service match the policies & procedures for the agency on the
Program Management tab, then leave the matching sub tabs on the service tab blank and only fill in the
following required sub tabs: Service Description, Transportation & AHCCCS ID (AHCCCS ID is not required at
this point in the application process; however, it will be required prior to the award of the contract).

Service Description

A single textbox is available to describe how the entire service process is handled by the business. This field is
required and must be saved before submitting the application.

Service Description Transportation AHCCCS ID Recruitment & Training Incident il Ci i & Gri

es  Member/Member Representative Input
Member Involvement Quality Tmprovement

ATC - ATTENDANT CARE

Back to Service
List

— Service Description (=] }—

Please limit your response to one page.

Save Changes.
Data saved successfully

Describe how your organization will provide this service from referral through service delivery =
1824 characters remaining

A single textbox is available to describe how the entire service process is handled by the business. This field is required and must be saved before submitting the
application.

©
e
Save Changes
Data saved successfully

Transportation

If transportation is required to deliver the service, at least 1 of the top 3 checkboxes must be checked. If 1
checkbox is selected, the remaining questions are required and must be answered.

If transportation is not required to deliver the service, then the ‘Not Applicable’ checkbox must be selected. If
the ‘Not Applicable’ checkbox is selected, the remaining questions are not required and are set to read only.

Service Description Transportation AHCCCS ID Recruitment & Training Incident Reporting Complaints & Grievances

Member/Member Representative Input
Member Involvement Quality Improvement

ATC - ATTENDANT CARE

Back to Service
List

— Service Transportation =] }—
The following fields are required. =]
’7 = Transportation - Transport Vehicle Selection

:E Please limit your response to one page.

Save Changes

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

Describe methods used to ensure that all provider and agency supplied vehicles are properly maintained *
1569 characters remaining

If transportation is required to deliver the service, at least 1 of the top 3 checkboxes must be checked. If 1 of checkboxes is selected, then the remaining
questions are required and must be snswered.

If transportation is not required to deliver the service, then the ‘Not Applicable’ checkbox must be selected. If the ‘Not Applicable’ checkbox is selected, then the
remaining questions arc not required and arc set to read only
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Service Description Transportation AHCCCS ID Recruitment & Training Incident Reporting Complaints & Grievances | Member/Member Representative Input
Member I Quality Imp:
ATC - ATTENDANT CARE Back to Service
List
— Service Transportation =] }*
The following fields are required. &
’7 » Transportation - Transport Vehicle Selection

:E Please limit your response to one page.

Save Changes.

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
wNot Applicable

Describe methods used to ensure that all provider and agency supplied vehicles are properly maintained *
1569 characters remaining

AHCCCS ID

The AHCCCS ID field on this page is not required. DDD will complete the AHCCCS ID once the service is
activated with AHCCCS.

‘ Q143258 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

Actions |
Main Menu Dashboard Information Contacts Program ces & Services Administrative & Service Sites Insurances
Contract Documents
Services =]
’7 Add New Service

‘ N No AHCCCS ID ATC - ATTENDANT CARE UNSB

Services History &
’7Nn Services denied or terminated within the last 90 days

The remaining Service sub tabs are duplicates of the sub tabs in the Program Management tab. Fill in the
following Service sub tabs ONLY if the policies & procedures for the service added are different from the

policies & procedures of the business on the Program Management sub tabs. The fields in the following Service
sub tabs are all optional.

= Recruitment & Training

= Incident Reporting

= Complaints & Grievances

= Member/Member Representative Input
= Member Involvement

= Quality Improvement

Once all required fields on all sub tabs have been filled in, click the [Back to Service List] button to close out the
sub tabs and return to the service list.

CONGRATULATIONS! YOUR SERVICE HAS BEEN SUCCESSFULLY ADDED.
NOTE: Notice the newly added service on the Services tab of your QVA application.
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A. The AHCCCS ID is blank until the contract is awarded, and the service is registered with AHCCCS.

‘ Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions l
e
Main Menu Dashboard Information Contacts Program ces & i Services ‘Administrative & Service Sites Insurances
Contract Documents
Services =]
’7 Add New Service

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

— Services History =] }—

No Services denied or terminated within the last 90 days

B. The name of the service is displayed as a hyperlink which will open to the Service’s sub tabs.

C. The status of the new service is displayed as ‘Unsubmitted’ until processed by DDD.

D. The Service Start Date 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. The
Contract Management Specialist (CMS) activates the service start date.

E. The available actions for a new service are ‘Remove’ and ‘AwC-Opt In’ or ‘AwC-Opt Out’.

Edit a service: Click on the service name hyperlink in the Services list on the QVA application. The service sub
tabs will display. Edit any field and then save the individual page using the [Save Changes] button located on
the page.

Remove a service: Click the “Remove” link under the Actions column of the selected service on the QVA
application. Once the “Remove” link is selected, the service will be removed from the service list and the
application. The service will now become available to be added again and will be listed on the drop-down of
the Add Service pop up window when the [Add New Service] button is selected.

NOTE: Certain habilitation services have required dependencies. See Chapter 3.7 for more information.

Agency with Choice

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 QVC. The QVA services which qualify to be part of the AwC program are listed
below:

= ATC- ATTENDANT CARE

= HAH - HABILITATION SERVICES - SUPPORT — HOURLY

= HAI - HABILITATION SERVICES - INDIVIDUALLY DESIGNED LIVING ARRANGEMENT

= HSK-HOMEMAKER

To Opt-In a service, click on the ‘AwC-Opt In’ link under the Action column for the service.
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A. When a service is not part of the program, the service name displays as is and the available action is to
Opt-In.

To Opt-Out of a service, click on the ‘AwC-Opt Out’ link under the Action column for the service.
A. When in the AwC, the service name displays “*AGN w Choice” next to it and the available action is to

‘ Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions |
Main Menu Dashboard Information Contacts Program es & i Services Administrative & Service Sites Insurances
Contract Documents
— Services =] }—
Add New Service
Suspended AH CS 1D Sarvice atu art Date id Date
N No AHCCCS ID ATC - ATTENDANT CARE UNSE Remove | AwC-Opt In
N No AHCCCS 1D DTT - DAY TREATMENT & TRAINING - CHILDREMN AFTER SCHOOL UNSB Remove
N No AHCCCS 1D ESA - EMPLOYMENT SUPPORT AIDE UNSB Remove
J

3.8 Administrative & Service Sites

The Administrative & Service Sites tab contains information related to where you will be Administering your
business and services under the Qualified Vendor Agreement.

IMPORTANT:
* There are two types of sites to add to the QVA: 1) Administration Site & 2) Service Site.
= There is a “Primary” designation for the Administrative Site type.

*= A QVA application requires the applicant to select and identify at least one (1) Admin Site to be
designated as the Primary Administration site and may not be submitted without one Primary
Administration site added.

* 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 designation is
removed. If desired, the services will need to be removed manually by the vendor.)

= All non-Primary Admin sites will be referred to as “Admin satellite” sites.

= Asingle QVA application may have multiple Administration 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.

= Allinformation 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
1. From the Administrative & Services Sites tab, click on the [Add New Site] button.

‘ Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS

Actions
Main Menu Dashboard Information Contacts og! ces & i Services Administrative & Service Sites Insurances
Contract Documents
Sites =]

+ 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.

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

Add New Site

>>> RESULTS: The Sites detail sub tabs are created for the individual site. The default sub tab is ‘General
Information’.

2. Fillin the required fields on the ‘General Information’ sub tab, and then click the [Save Changes]
button. (All fields on this page are required)

NOTE: The site will be added to your QVA when the ‘General Information’ tab is saved successfully. At that

point, all other site tabs will be made available for edit.

| Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions l

Main Menu Dashboard Information Contacts Program &

Services Administrative & Service Sites Insurances
Contract Documents

General Information | ~Cm—

Back to Site List

/ > | Save Changes

Site Information (=] }—
’:IE MName * / Office Code AHCCCS ID

Office Type =]
Administrative Site Service Site Office Type Desciption (Please add office type description(s) such as Group Home, Day Treatment & Training Center,
Respite Home, etc.)
Primary Administrative Site (only 1 allowed)
/ i
Site Street Address =] }*
Address Line 1° Phone Number
City* State* Zip Code* 2iet County District*
v v

v

Check box to remove address from Provider search (Site Addresses are visible on Provider Search unless checkbox is selected. If selected. the Primarv Admin address will be substituted T

Main Menu Dashboard Information Contacts Program

ces & i Services Administrative & Service Sites Insurances
Contract Documents

General Information Contact Information Site Information Listed Services

Back to Site List
Save Changes
Data saved successfully
( Site Information & }—
Sit= Name *

Office Code AHCCCE 1D
Height
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General Information Contact Information Site Information Listed Services

r— The following fields are required. (=] }*

Please enter the scheduler contact first name
Please enter the scheduler contact last name
Please enter the scheduler contact phone number
Please enter the scheduler contact email address
Please enter the after hour contact first name
Please enter the after hour contact last name
Please enter the after hour contact phone number
Please enter the after hour contact email address

Save Changes

— Scheduler Contact (=] ﬁ

First Name * Phone Number * Fax Number

After Hours Contact =]

Phong Mumber * Fax Number

3. Fill in the ‘Contact Information’ sub tab and then click the [Save Changes] button.
4. Fill in the ‘Site Information’ sub tab and then click the [Save Changes] button.

General i Contact i Site Information Listed | Services

Site Name : Height

— The following fields are required. = ﬁ

Please enter the scheduled hours for Monday-From
Please enter the scheduled hours for Monday-To
Please enter the scheduled hours for Tuesday-From
Please enter the scheduled hours for Tuesday-To
Please enter the scheduled hours for Wednesday-From
Please enter the scheduled hours for Wednesday-To
Please enter the scheduled hours for Thursday-From
Please enter the scheduled hours for Thursday-To
Please enter the scheduled hours for Friday-From
Please enter the scheduled hours for Friday-To

Save Changes.

Site Information (=]
Accepting New Referrals CULTURAL COMPETENCY TRAINING
Yes ® No
Maximum Capacity Current Occupancy

NOTE: The Site Hours (M-F) are the only required fields on this page.

Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions

Main Menu  Dashboard  Information = Contacts = Program Management  Assurances & Submittals  Services Administrative & Service Sites | Insurances
Contract Documents

General I i Contact i site ion Listed Services

Back to Site List

Site Name : Height

Services

o
_> Add NewServicL—‘

J
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5. On the Services sub tab, click the [Add New Service] button.

Add Site Service
Servics *
DTT - DAY TREATMENT & TRAINING - CHILDREN AFTER SCHOOL v
Save J Cancel J
Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions
Main Menu Dashboard TInformation Contacts Program as & i Services Administrative & Service Sites Insurances.
Contract Documents
Sites (=]

« 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.

!- Indicates addresses that require validation. (Complies with USPS standards)

Add New Site

Height 1789 W. Jetterson St Pheonix Admin Site ATC

6. Select a service from the dropdown menu and then click [Save].
NOTE: Only services already added to the application will show in the dropdown.

7. Click the [Back to Site List] button to close the sub tabs. The added site is listed in the Sites List.

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) - WITH ROOM
& BOARD

= TTE—-TRANSITION TO EMPLOYMENT

THE SITE HAS BEEN SUCCESSFULLY ADDED

Sites =

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

* Please select 'Set as Prima te’ under Actions column Admln ite and check Primary Administrative Site box in Office Type section.
. Wh n the Primary Admin site is selected, all selected s: will automatically be added to the primary admin site.

« !- Indicates addresses that require valldatlon (Complles W|tl| USPS standards)

Add New Site
Height 1789 W. Jetterson St Pheonix Admin Site ATC
1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 34
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Edit a site

Sites (=]

+ 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.

+ 1~ Indicates addresses that require validation. (Complies with USPS standards)

Add New Site

s
Height 1789 W. Jetterson 5t Pheonix Admin Site ATC

1. Click on the Site Name hyperlink to access the Site sub tabs. Each tab’s fields will be open for editing.

Sites (=]

« 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.

+ 1~ Indicates addresses that require validation. (Complies with USPS standards)

Add New Site

Delete | Set as
Primary Site

Height 1785 W. Jetterson St Pheonix Admin Site ATC

2. Save the changes in each sub tab using the [Save Changes] button on each page.

Remove/Delete a site
1. Click the ‘Delete’ link in the Actions column of the selected site to remove.
2. Click [OK] on the confirmation window. This will remove the site from the Sites List and the Contract.

Set a Primary Site
1. Click the “Set as Primary Site” link in the Actions column of the selected site.
2. Click ‘Set as Primary Site’.
3. The system will provide you with information on designating a Primary Admin site and will ask you to
confirm your decision after you have been informed.

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 35
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RESULTS: The site is designated as the Primary site immediately and all available services are added to it.

4 REVIEW ONLINE QVA APPLICATION

Once you have filled in all of the required fields, your electronic online QVA application may be considered
complete. You may now submit the online application for review by DDD, the ‘Division’. Read over the
important points below before submitting the application. You may contact Customer Service for assistance at
any time.

IMPORTANT:

* Only online applications with ALL required fields populated will be allowed to be submitted.

= Clicking the [Submit Application] button electronically submits your online application.

* The application submission process is handled in 2 steps. Submitting the online application is Step 1 of
the process. Step 2 is submitting a hard copy application. Both steps need to be completed in order for
your application to be reviewed by the Division.

= Once the online application is submitted, and the application status has been updated to SUBMITTED,
the application will no longer be editable.

= The online application will be available for changes if it has been denied by the Division and returned
to the applicant, or once it has been awarded a contract by the Division.

* |f any missing required data fields are found when submitted, the applicant will be immediately notified
by the system and will be directed to fix all issues before re-submitting the online application.

4.1 Submit Application Error — Missing Data Fields

If any required fields have been left blank when the Review Application action is selected, the system will stop
the submission process. The Missing Data Fields window will open and display a list of fields that need to be
corrected.

To correct missing data issues, follow the steps below:

Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions
Main Menu Dashboard Information Contacts F ces & i Services Administrative & Service Sites Insurance Review ADD'ICEltIOI

Contract Documents

Cancel Application
r Sites = }—"

With missing required data in the application, click the Actions link in the upper right corner of the application
header bar and select the ‘Review Application’ action item.

When the Submit Application Error - Missing Data Fields window opens, a list of blank required fields will
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display under each category. The category titles are hyperlinks which will take the user directly to the

/B\a ArtZona vepartment o conomic securi rImL\vA
| Submit Application Error - Missing Data Fields %
Your application has NOT been submitted. The process is incomplete. Please select the ‘Errors’ link(s) to add the missing data

and resubmit.

o

Program Management Errors m

& Incident Reporting - Final reviewer first name

) Incident Reporting - Final reviewer lastpame LB

le T @E1e

) Incident Reporting - Final reviewer title I
) Incident Reporting - Incident notifier first name
ot
| ) Incident Reporting - Incident notifier last name
- EEEII———
- &4 Incident Reporting - Incident notifier title === =

) Incident Reporting - Written policies and procedures regarding the reporting of incidents

Incident Reporting - Are reporting protocols shared with members

) Incident Reporting - Internal incident reporting process
Incident Reporting - External incident reporting process

) Incident Reporting - Internal incident review process

) Complaints & Grievances - Complaint contact person first name
) Complaints & Grievances - Complaint contact person last name
) Complaints & Grievances - Complaint contact person title

Complaints & Grievances - Complaint /grievance form

) Complaints & Grievances - Written policies regarding the submission of complaints

POOOROOOROOOODO D

Complaints & Grievances - Sharing complaint /grievance with members

& Complaints & Grievances - Filing a complaint/grievance form <

Close

application tab with the blank required field.
Click on one of the section titles.

4.2 Application Submission Process — Step 1

If all required fields have been filled in when the application is submitted, the system will proceed with the
submission process. The first part of the process is Step 1, submitting the online application.

Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions
Main Menu Dashboard Information Contacts Il ces & Submittal Services Administrative & Service Sites Insurance Review ADD'ICatIGI

Cancel Application

r Sites = h|

Contract Documents
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To submit the Qualified Vendor Agreement online application, follow the steps below.
A AriZona Department O1 ECONOMIC Security
Step 1 x

Application Submission Process Step 1

All required fields on your application are complete.

Instructions :

In order for your application to be reviewed by the Division of Developmental Disabilities:

< An electronic submission and a hardcopy application packet must be received by the Division of Developmental Disabilities.
< The hardcopy application packet must be received within 60 days after the electronic submission.

%+ Checking the 'Acknowledgement’ box is your confirmation of the requirement to print sections of the application and sign required
Z documents. Checking the box also activates the [Submit Application] button.

NN S NN T |

+ Clicking the [Submit Application] button electronically submits your application.
< Once the [Submit Application] button is selected, the Documents window will open with the application sections required for printing.

< A checklist is provided (click the DDD Website link) detailing what additional documents are required for your packet.

NOTE: If you are NOT ready to submit your application, please exit this window. Once the [Submit Application] button is
selected, you will no longer be able to edit your application.

NOTE: Please check the checkbox below to view Submit Application button.

ACKNOWLEDGEMENT:

[¥l By submitting the electronic application, I agree to print out every required Section of my application and sign both the Assurances &
Submittals Form and the Application and Qualified Vendor Agreement Award pages.

Submit Application

Close

1. Click the Actions link in the upper right corner of the application header bar and select the ‘Review
Application’ action item.
2. Read through the Application Submission Process Step 1 Instructions.

NOTE: If you are NOT ready to submit your application, please exit this window. Once the [Submit Application] button is
selected, you will no longer be able to edit your application.

N:?ease check the checkbox below to view Submit Application button.

A OWLEDGEMENT:

¥l By submitting the electronic application, I agree to print out every required Section of my application and sign both the Assurances &
Submittals Form and the Application and Qualified Vendor Agreement Award pages.

Submit Application

Close

3. Read the “print out” agreement statement and then, select the check box located to its left.
NOTE: Selecting the check box will enable, or make available, the [Submit Application] button. The
“print out” statement must be agreed to in order for the application to be submitted.

4. Click the [Submit Application] button.
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NOTE: Please ensure you review your entire application prior to submitting it. Once the [Submit Application]

Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | SUBMITTED Actions I
e
Main Menu Dashboard Information Contacts Program ces & i Services Administrative & Service Sites Insurances
Contract Documents

— Principal Contact The contact for the Day-to-Day cperation of the crganization.(May be same as Exscutive/Owner contact) =] }—
First Name * Last Name * Phone Number * Fax Number Email Address *
Phil tramel (602) 364-0040 piramel@azdes.gov

— Notice COntact The contact for all corraspondencs from DDD Business oparations to the organization.(May be ssme as Exacutive/Ownar contact) (=] }7
First Name * Last Name * Phone Number* Fax Number Email Address *
Phil tramel (602) 364-0040 ptramel@azdes.gov

— Quality Management Contact The contact respensible for review, aversight, and imprevement of the program.(May be same as Exscutive/Qunar contact) =] }—
First Name * Last Name * Phone Number* Fax Number Email Address *
Phil tramel (602) 364-0040 ptramel@azdes.gov

— Billing / Payments Contact The contact for all claims and other billing corraspondence to the organization.(May be same as Executive/Owner contact]) =] }—
First Name * Last Name * Phone Number * Fax Number Email Address *
Phil tramel (602) 364-0040 TheliaMorris@azdes.gov
Address Line 1* Address Line 2
1789 W. Jetterson St
City* State* Zip Code* Zip4 County
Pheonix AZ v | 85007 v

button is selected, you will no longer be able to edit the application.

CONGRATULATIONS! YOUR ELECTRONIC ONLINE APPLICATION HAS BEEN SUCCESSFULLY SUBMITTED.
Verify the information below...

[ 214358 | New vendor | quaien venoos ssresenT | svewrTTed

wsinmani, | Dashbosca | tntermation, | contsets | program Mansgesment — Serviess, ieasites | Insurances | contract Documents

— Contract Documents al—
APPLICATION SUBMISSTON PROCESS — STEP 2: PRINT HARD COPIES, SIGN & MATL OR HAND DELIVER TO DDD
Al hard copy documare i Saction’at the oo o the age must e printed ot and et 8 DD, oththeSection 3: Assirance & Subal For and th-Section 1 Applkaton & Quled Vandor Agreamant Avard documarts e » Sgnatie.

Please review the hard copy APPLICATION SUBMITTAL CHECKLIST located on the DDD Website to assure that you are submitting all of the required documents ta complete a hard copy application. Send the complated hard copy application to the Department of Developmental Disabilities (DDD) using 1 of the 2 options listed balow:

ATTN: Contracts
ey

DES,

cts

Business Operatior

Mail Drop 2HC2 W, Jeffersen
6123 ath v

0x uth West
ona £5005-6123 ona 85007

Phosnix,

NOTE: At this time, DDD has received your anline application and has been notified of your request to have it reviewed, DDD will only begin their application review process once your hardcapy application is recsived,

WARNING: The information absva is anly displayed whils the application is in 3 SUBMITTED status. The information will be removed and anly the documents balow will remain once your hard copy documents are received and your application is assigned to a Contract Spacialist. Whan your application is assignad to a spacialist, tha status of
the application will update to CONTRACT SPECIALIST IN PROGRESS.

© Application Submit Checklist
© Section 1: Application & Qualified Vendor Agreement Award
© Section 2: Vendor Contact Information

© Section 3: Assurances & Submittals Form

© Section a: Program Management

© Section 5: Vendor Administrative, including Service Sites

© Section 7: Services

© Section 8: Service Level Detail

© Section oC: Certification Regarding Lobbying

© Section 9D: Debarment

: Data-Sharing Request/A

SF: Developmental Home arty Agreement
© Section 9G - Request for Central Registry, Background Check
© Section OH: Business Plan

© Section O1: Contingency Plan

© Section 93: Business Associate Agreement

© Section 9K: Utilization Data

© Section 9L: Participation Boycatt of Israel

© These documents can also be found on DDD website

© ARIZONA W-9

A. The application status has updated to SUBMITTED.

B. Allfields in the submitted application are now read only and may not be updated.

Proceed to Application Submission Process — Step 2
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5 SUBMIT HARDCOPY QVA APPLICATION

Once you have submitted the electronic online application, the only step remaining is to print, gather, sign and
submit the hardcopy application and any requested assurance submittal documents. Read over the important
points below before proceeding to Step 2 of the QVA application process. Contact DDD Customer Service for
assistance at any time.

IMPORTANT:

* At this time, the Division has received your electronic online application and has been notified of your
request to have it reviewed.

= In order for your application to be reviewed, the application hardcopy documents must also be
received by the Division. DDD will only begin the application review process once both the online
application and hardcopy application and requested documents are received.

= The Division must receive one complete original paper hardcopy of all the documents listed on the
Application Submittal Checklist (including the completed Application Checklist) and all requested
assurance submittal documents containing the proper signatures and labels.

= The Application Submittal Checklist is a document provided on the DDD website to assure a complete
submission of your Qualified Vendor Agreement application. Click on the this link DDD Webpage or the
link on the Contract Documents tab in the online app to access Application Submittal Checklist.

*= The completed hardcopy packet may be sent to the Division through either direct mail or hand delivery
only. (Emailing or faxing the packet is not allowed.)

* Both the ‘Section 3: Assurances & Submittals Form’ document and the ‘Section 1: Application &
Qualified Vendor Agreement Award’ document require a signature.

= The Step 2 instructions on the Contract Documents page are only displayed while the application is in a
status of SUBMITTED.

= Once the application has been assigned, the Step 2 instructions will be removed from the Contract
Documents page and only the documentation “Section” links will remain.

* The Notice Contact Email Address provided in the QVC web application will be used for all DDD
electronic communications.

* Failure to send in all required forms may delay the processing of your application.

5.1 Application Submission Process — Step 2

At this point, it is recommended that you print out all the application documents using the ‘Section’ links
located at the bottom of the Contract Documents tab and proofread your entries. Take time to review and
make any necessary changes before sending in your hardcopy packet.

5.2 Contract Documents

Print Hardcopy Application
To print out the hardcopy application documents, follow the steps below.
1. Once the online application has been successfully submitted electronically, go to the Contract
Documents tab.
2. Read through the Application Submission Process — Step 2 instructions on the Contract Documents

page.
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Application Submission Checklist

Open the Application Submittal Checklist accessed through the ‘DDD Website’ link on the Contract Documents
tab to assist you in making sure ALL required documents get submitted,.

[ 214358 | new vendor |

MeinMans | Dashbosca | 1

Serviess, P

Insurances | Contract Documents

— Contract Documents

al—

apLicATION susmisston process [STer : PRINT RARD CoPrES, Stch & MATL oR AND DELIVER 70 000 |

All hard copy documents titlad *Section’ at the bottom of the page must be printed out and sent to DDD. Both the 'Section 3: Assurances & Submittals Form’ and the ‘Section 1: Application & Qualified Vendor Agreement Award’ documents require 2 sig:

Please revie th had copy APLICATION SUBHETTAL CHECKLIST octed an 000 Wbt ssure it you e submiing al o th e documents o compiet hard <oy aplicton: Send th complt=d had copy 2pplation 3 the DeprentofDevelopmerta D3 {00D) using 1o th 2 apins sed el

NOTE: At this time, DOD has re

ur online application and has been notified of your request to have it reviewed, DOD will enly begin their application review proces:

= once your hardcapy apslication is receivad, ~mmmm—
displayed while th

WARNING: The i i= only ils the application iz in 3 SUBMITTED status. The information will be removed and only the documents below will remai
TRACT SPECIALIST IN PROGRESS. e

information al
the application will update to

in ance your hard copy documents are raceived and your application is assigned to 3 Contract Spacialist. Whan your application is assigned to 3 spacialist, the status of

© Application Submit Chaeklist

3. Selecting one at a time, click on each of the “Section” document links located near the bottom of the
Contract Documents page.
NOTE: After the online application has been submitted, the links on the QVA contract application
Contract Documents tab will remain available to the vendor throughout the life of the QVA.

4. Select each link and print out each document until all documents have been printed.

PTETEE FEIET INE NIRT EAEY AT

Dy SrREFETTe TOMPISTe S TIv CODY SEPNCStIoN. Sana e COmpIeTet NIve Copy <P

NOTE: At this time, DDD has res

our anline application and has been notified of your request to have it reviewed, DDD will only begin their application review process
WARNING: The information above is only displ ile the applicat
the application will update to CONTRACT SPECIALIST IN PROGRESS.

once your hardcopy applicatin is received,
tion is in 3 SUBMITTED status. The i

ill be removed and only the d belows will remain once your hard copy documents are received and your application is assigned to a Contract Specialist. When your application is assigned to 2 specialist, the status of

© Application Submit Checklist

© Section 4: Program Management

ndor Administrative, including Sarvice Site.

Click on each Section Link

Regarding Lobbying

R PRINT out all created documents

+ Devalopmantal Home Third Party Agrasmant

Central Registry, Background Check

© ARIZONAW-9

5. Locate both the “Section 1: Application & Qualified Vendor Agreement Award” document and the

“Section 3: Assurances & Submittals Form” document. Both hardcopy documents require a signature in
order to be processed.

IMPORTANT: Failure to sign either of these forms may delay the processing of your application.

Collect Requested Documents

6. Collect all of the assurance submittal documents requested based on the answers provided on the
Assurances & Submittals tab in the QVA.

Once all submittal documents have been collected put them with the printed out hardcopy documents
listed on the Application Submittal Checklist to create a ‘QVA Hardcopy Application Packet’.

Take time to review and make any necessary changes before mailing or delivering your QVA Hardcopy
Application Packet. IMPORTANT: Once the QVA Hardcopy Application Packet has been submitted, it will
not be able to be updated or changed. Once your online application and hard copy have been received
by the Division, a Contract Management Specialist will be assigned. Contact your assigned Contract

Specialist with questions, comments or concerns regarding your submitted QVA application.
9. For questions regarding the application prior to submission, contact 602-542-6873 or email

8.

1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005
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DDDContractsManager@azdes.gov.

Submit Hardcopy Packet
10. Place the packet in a single sealed legal sized envelope and send it in to the DES Division of
Developmental Disabilities using either one of the approved delivery methods listed below.

Mail Application to: Hand Deliver Application to:
DES/DDD DES/DDD
ATTN: Contracts ATTN: Contracts
Business Operations Mail Drop 2HC3 1789 W Jefferson St.
P.0. BOX 6123 4th Floor Southwest
Phoenix, AZ 85005-6123 Phoenix, AZ 85007

Congratulations, if you have followed all the instructions, you have successfully submitted the Qualified
Vendor Application.

What happens now?

Once your application has been assigned, your Specialist will be the main point of contact through the
application process and will contact you directly using the Notice Contact Email Address listed on your QVA
application. You may reach out to the specialist using their contact information found on the Dashboard tab of
your submitted online QVA application in the Qualified Vendor Contract web application.

5.3 Dashboard

The Dashboard tab contains a simple overview of key information about your QVA application, and contract.
The fields on the page are populated by the system and will be updated automatically as your QVA is
processed. Review the field descriptions below to familiarize yourself with the page.

MenMen | Dosnboara | Infermetion | Contacts | Program Mansgement Services f—
— Dashboard B

0272020

A. Once the application has been assigned to a specialist, the status will automatically update to
CONTRACT SPECIALIST IN PROGRESS.

The date the online application was submitted by the vendor through the QVA.

The date the application has been approved and a contract is awarded.

The date of the last completed amendment. (Used AFTER the contract has been awarded)

mo o w

Once the application has been assigned to a specialist, the name, phone and email contact information
of the assigned worker is displayed.

F. In this status, there are no actions available for the Vendor.
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6 CANCEL APPLICATION

The online application may be canceled before it has been submitted to the Division for processing. It is
strongly recommended that applicants print a copy of the application for future use.

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 Qualified Vendor Contract web application and the canceled application.

* A new QVA application may be created using the FEI from the canceled application.

= Data from 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.

* Contact the Division of Developmental Disabilities Customer Service Center with questions regarding
canceling after the QVA online application has already been submitted for review.

Follow the step below to cancel an online QVA application, before it has been submitted:

1. Login to the Qualified Vendor web application to access your un-submitted QVA application. The
application status should be VENDOR APPLICATION IN PROGRESS.

2. From any page inside the QVA application, click on the Actions link in the application header and select
“Cancel Application”.

Q14358 | New Vendor | QUALIFIED VENDOR AGREEMENT | VENDOR APPLICATION IN PROGRESS Actions
Main Menu Dashboard Information Contacts ces & i Services Administrative & Service Sites Insurance Review ApD'ICEtIOI
Contract Documents Cancel Application

[~ Sites 8 }—"

3. Click the [OK] button on the confirmation pop up window.

T T U LG T ALV I AT LT QL L TT TR T TR TG LTt

dddfgalwt02 says

Are you sure you want to cancel this application?

>>> RESULTS: The application is immediately canceled. The vendor may now re-apply for a new
Qualified Vendor Agreement through the QVC web application.
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‘ Q14359 | Helping Hands | QUALIFIED VENDOR AGREEMENT | CANCELLED Actions

— - .
Main Menu | Dashboard | Information | contacts | Program Management | Assurances & submittals | services Begin New Applica|

Administrative & Service Sites Insurances Contract Documents

— Main Menu

& Manage QVA Application
View and change general information.

& Vendor Directory
View and change provider service areas. The directory is auto populated with Approved Sites from Administrative and Service Sites and vendor is defaulted to

& HCBS Provider Search
View and Change Member Provider Search Maintenance Options.

© Provider Search - Directory Use
Please update the information in this section, it will be utilized in the Provider Search by the members. For more information, please contact DDD Network St

© New Application User Manual
Create and submit an application.

£ Contract Amendment User Manual
Start and submit an amendment.

A. The application status is updated to CANCELED.
All fields on the application have been set to Read-Only and may not be edited.

C. The only available action for the vendor is “Begin New Application”.

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. 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 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 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.

e 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 to start serving members.

e Once OLCR Certification, Insurance and AHCCCS Registration have been verified, DDD will manually
set the service start date for each of the services on the QVA contract.

o Once the service start date has been set, the service is active and may be provided to the 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. Review the Qualified Vendor Application Process diagram on the
“Become A Qualified Vendor” webpage.
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2 Complete and Submit Qualified 4 DDD Contract Management 6 DDD Awards
Vendor Application (QVA) Review of Application Package Contract to Applicant

" Onsite Administrative
Slte Review

Contract Management
determines if the vendor meets
PRE-AWARD requirements.

84a Qualified Vendor
providing in-home
services able to
provide services to
members.

1 3

1 Attend DDD Qualified 3 DDD Contracts Unit
Vendor System Seminar Accepts Complete & Clean
or Prerequisites on DDD Application
vendor website.

4.1 DDD Network Unit
* Service Details 5 1 DDD Office of Licensing,
* Program Management " Certification & Regulation (OLCR)
* Policy Review HCBS Certification & files for
* Readiness Review vendor AHCCCS ID number

4.2 DDD Office of Business & Finance
¢ Financial Review

5.2 Meet Contract Requirements
for Insurance

A. Once awarded, the contract status will update to MANAGEMENT APPROVED.

‘ Q14360 | Helping Hands | QUALIFIED VENDOR AGREEMENT | MANAGEMENT DENIED Actions
Main Menu Dashboard Information Contacts gl & i Services Begin New Applica
Administrative & Service Sites Insurances Contract Documents

— Dashboard =] }—
Application Submit Date 01/03/2020
Application Deny Date 01/03/2020

Last Amendment Date

Assigned Specialist NIEL NIELSON | 602-711-1300 | dddtesting@live.com

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 QVA contract, see the “Contract Amendment User
Manual” in Focus.

C. The Contract Awarded Date on the QVC web application dashboard of the contract will be updated
with the date the Division awarded the contract.
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7.2 Start Services

Even though your contract has been awarded, your services have not yet been activated with AHCCCS.

IMPORTANT:
* Valid insurance is required before services can be started.

* The Division will need to confirm the vendor's readiness to provide the service during a Readiness
Review and 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.

7.3 Application Denial

‘ Q01202014360 | Helping Hands | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED Actions
——
Main Menu Dashboard Information Contacts Program Management Assurances & Submittals Services
Administrative & Service Sites Insurances Contract Documents
— Services = }—
] pDe e A ) 2rv < d L] d pPate 0 Date H O

N No AHCCCS ID  ATC - ATTENDANT CARE APPR 01/06/2020 AwC-Opt In
N No AHCCCS ID CBE - CENTER BASED EMPLOYMENT APPR 01/06/2020
N No AHCCCS ID  HSK - HOMEMAKER APPR 01/06/2020 AwC-Opt In

If any part of the submitted application (including the online application and the hard copy documents) 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.

* If the application is denied, the vendor will still have an active account. The vendor will still have ac-
cess to the QVC web application and the denied application.

= A new QVA 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.

= Data from the denied application will carry over to the new application and be available for the vendor
to make changes and resubmit.
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| Q14360 | Helping Hands | QUALIFIED VENDOR AGREEMENT | MANAGEMENT DENIED Actions
— - :
Main Menu Dashboard Information Contacts Program Management Assurances & Submittals Services Begln New Appllca
—_—
Administrative & Service Sites es Ci D s
— Dashboard (=] }—
Application Submit Date 01/03/2020
Application Deny Date 01/03/2020

Last Amendment Date

Assigned Specialist NIEL NIELSON | 602-711-1300 | dddtesting@live.com

A. Once denied, the contract status will update to MANAGEMENT DENIED.
The only available action for the vendor is “Begin New Application”.

The Application Deny Date on the Dashboard will be updated with the date the Division denied the
application.

NOTE: The vendor can re-apply for a Qualified Vendor Agreement using the FEI from the previously denied
application.
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8 Vendor Directory and HCBS Provider Search
Vendor Directory and HCBS Provider search are located under the Main Menu tab of the QVA.
8.1 How to Configure In-Home Services in the Vendor Directory

**Note: All applicants may complete the processes below. The information will not be accessible to the mem-
bers or their families until the services are approved and activated.

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 Qualified Vendor Contract Main Menu select the link “Vendor Directory”.

| 1 N/A | N/A

Main Menu Dashboard

— Main Menu

© Create QVA Application
View and change general information.

codpvider service areas. The directory is auto populated with Approved Sites from Administrative and

© HCBS Provider Search
View and Change Member Provider Search Maintenance Options.

© Provider Search - Directory Use
Please update the information in this section, it will be utilized in the Provider Search by the members. For more inform|

2. Click the “My Areas” Link.

1 1 N/A | N/A

Main Menu Dashboard

I— Vendor Directory

© My Areas
Thye directory is auto populated from Administrative and Service Sites and vendor is defaulted to state-wide search. O
Areas and select areas to limit search to a specific location

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

3. Alist of Administrative and Service Sites is displayed. Click the Administrative Site to add areas where
you are able to provide In Home Services.

- Vendor Directory u}'

0 Admin Site Helping House ATTENDANT CARE HOMEMAKER CENTER BASED EMPLOYMENT
11 W Jefferson St

Phoenix, AZ 850032306

Page 1 of 1 Displaying 1 Items out of 1 Total
»
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4. A window displaying the Site Name and a list of services offered at the site opens. Click the tab “Offered
by Location”.

Services Offered by Location
ATC & ATTENDANT CARE
CBE & CENTER BASED EMPLOYMENT
HSK - HOMEMAKER

5. Select a county from the drop down box.

Services Offered by Location

Select County v

APACHE (0)
COCHISE (0)
COCONINO (0)
GILA (0)
GRAHAM (0)
GREENLEE (0)
LA PAZ (0)
MARICOPA (0)
MOHAVE (0)
NAVAJO (0)
PIMA (0)
PINAL (0)
SANTA CRUZ (0)
YAVAPAI (0)
YUMA (0)

6. Check the boxes for each service and city where you are able to serve members. You can also use the
select all services option or the select all city option. Click the [Save Changes] button. Once the selec-
tions are saved, they are highlighted in yellow.

SU Help g Hou -
Services Offered by Location

MARICOPA (0) v | Save Changes

Select a county to see the available areas.

Select All

Aguila
ATC CBE HSK

Anthem
ATC CBE HSK

Apache Junction
ATC CBE HSK

Arlington
ATC CBE HSK
Avondale
ATC CBE  HSK
Bouse
ATC CBE HSK -
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7. Cities selected are listed under the “Areas” column of the vendor directory.

— Vendor Directory L_JJ’

0 Admin Site Helping House ATTENDANT CARE HOMEMAKER CENTER BASED EMPLOYMENT
11 W Jefferson St
Phoenix, AZ 850032306

Page 1 of 1 Displaying 1 Items out of 1 Total

13

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 as-
signments are not completed in the vendor directory, the services will not appear in the HCBS Provider
Directory Search.

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

— Main Menu

€ Manage QVA Contract
View and change general information.

& Vendor Directory
View and change provider service areas. The directory is auto populated with Approved Sites from Administrative and Service Sites and vendor is defaulted

L

HCBS Provider Search
View and Change Membeq Provider Search Maintenance Options.

& Provider Search - Directory Use
Please update the information in this section, it will be utilized in the Provider Search by the members. For more information, please contact DDD Network|

2. Select HCBS Provider Search. The window opens to the HCBS Provider Search Grid.

Q01202014360 | Helping Hands | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED Actions |
Main Menu Dashboard Information Contacts Program Management Assurances & Submittals Services
Administrative & Service Sites Insurances Contract Documents
- HCBS Provider Search e hl
Back to Main
11 W Jefferson St Add/Remove Languages Menu
45 Admin Site Helping House Yes No
Phoenix, AZ 850032306 TNG,
Page 1 of 1 Displaying 1 Items out of 1 Total
1789 W. Jefferson, Phoenix, AZ 85007 e P.O. Box 6123, Phoenix, AZ 85005 50

Telephone (844) 770-9500 e Fax (602) 542-5339 e https://des.az.gov/ddd



QVA_Manual_Draft

3. Select Add/Remove Languages. A drop-down list of Other Languages is available for selection. Once
selections are saved, they will appear under the Add/Remove Languages link and display on the HCBS
Provider Directory Search.

0 guag

¥ ENGLISH SPANISH

FRENCH AMERICAN SIGN LANGUAGE

GERMAN APACHE

ARABIC ARABIC JORA

BOSNIAN BRAILE

CHINESE CRIOL

DANISH DUTCH

FILIPINO GREEK

HEBREW HINDI

HOPI ITALIAN

JAPANESE KISWAHILI

NAVAJO NORWEGIAN

OTHER POLISH

PORTUGUESE ROMANIAN

SWAHILI TAGALOG

TOHONO OODHAM VIETNAMESE

ALBANIAN ARMENIAN

CANTONESE CROATTON

4. Select the "Site Name" to access the county where members will be served.

Q01202014360 | Helping Hands | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED Actions
Main Menu Dashboard Information Contacts Program Management Assurances & Submittals Services
Administrative & Service Sites Insurances Contract Documents
- HCBS Provider Search J hl
Back to Main
11 W Jefferson St Add/Remove Languages Menu
45 Admin Site Helping House Yes No
Phoenix, AZ 850032306 ENG,
‘ Page 1 of 1 Displaying 1 Items out of 1 Total ‘
5. Select the county to see the available areas.
50T Helpimg House i
» Accepting New Clients Update Office
Select County v Select a county to see the available areas.
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6. If ‘Accepting New Members’ is checked at the top of the page, 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 above) Services can be checked or unchecked for each specific city. When completed,
select [Update Office].

w Accepting New Clients Update Office

MARICOPA (45) v Select a county to see the available areas. Enrall Services on Search

Select all Select All Vertically
v CBE
Aguila Mew Clients

More Languages
v CBE
Anthem New Clients
More Languages
4 CBE
Apache Junction New Clients
More Languages
v CBE
Arlington Mew Clients
More Languages
L4 CBE

Avondale New Clients <

J

7. Finally, additional information can be added to appear in the HCBS Provider Search Grid by updating
Administrative or service sites in the contract.

Open the contract and select the Administrative & Service Sites tab.

a
b. Once opened, select the Site Information Listed tab.

o

Begin an amendment. (Vendor Notes and Cultural Competency Training are auto-approved.)
d. Add notes and check Cultural Competency Training, if appropriate.

e. Save Changes and Submit the amendment.

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 <
- . CULTURAL COMPETENCY TRAINING

Maximum Capacity Current Occupancy

10 9

Site Hours

Sunday Monday * Tuesday * Wednesday * Thursday * Friday * Saturday

From: Closed v | From: 04:30AM v | From: 02:30AM v | | From: 01:45AM v | From: 02:00AM v | From: 01:00AM v | From: Closed v
To: v To: | 07:45PM v To: | 07:45PM v To: | 03:15PM v To: | 08:45PM v To: | 06:15PM v To: v
VENDOR NOTES
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9 LOGIN TO FOCUS USING AN EXISTING USERNAME & PASSWORD

IMPORTANT
= The Focus Username is NOT typically an email address.

* |f 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 page at https://ddd.azdes.gov/organization/ddd/focusdd/frm_login.aspx.

2. Enter your existing Focus account username and password.
3. Click the [Login] button.

) Welcome to the Secured Website. To begin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : ptrameljr 4—

Password : [eosenced | | <

0 Signup As New User 'ﬁ-’ Forgot Password \

10 FORGOT PASSWORD PROCESS

IMPORTANT

* The Forgot Password process is only available for users who have already successfully set up their Focus
account Security Questions and Answers. The questions and answers are a necessary part of the Forgot
Password process.

= 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 through the specific 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:

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

@

Must be between 8 and 32 characters in length.

0

Special characters are not allowed, and the password is case sensitive.

o

Must not be the same as the past 6 saved passwords.
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1. Onthe Focus Login page, click the Forgot My Password link.

&) Welcome to the Secured Website. To begin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : ptrameljr
Password : :........| |
U Signup As New User (-"' Forgot Password 4

2. Enterin the Focus user’s Email Address, 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: | | Submit

3. Enterin your Email Address, 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 Forgotten Password process will not work for the
provided email.

Forgot My Password
Login | Support Request | Signup As New User
€ To reset your password, please provide the email address associated with your EOCUS account and then answer the security question correctly. Once successfully verified,

an email containing additional instructions will be sent to the email address provided.
Email Address: |ptramel@azdes
What is the name of your favorite childhood pet? Submit

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
DDDProdsupport@azdes.gov address te 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

-
5. Open the automated email and click on the provided link.
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Automated Notification Regarding Your Secured Account a8 2
Inbox x

DDDProdSupport@azdes.gov 12:15 PM (0 minutes ago) Y -~

tome =

Hello,

Please click on the link below to reset your FOCUS account password. This link will expire 240 hours from the time this email
i

hitp:// XXXXXXXXXXX (ORGANIZATION/DDD/FOCUSDD/frm_Login.aspx?action=Rk30Doh9p%2f4AI0B%2bOxnSgPeqwXb7%
2fX0xBbtOh2E31DTD5sw0OCxf5USrL6mHVIhFdVIGk7ahTcTFzfSmi6zzC3HF4HUZEN3ABW%
2fqp3BZEQ77uKWSIPPDHCWWAOS5XKkPnvsSNKa%2feF2 TCk%3d

IT 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

6. Enter a New Password according to the guidelines listed in the light blue box.
7. Re-enter the password in the Re-Enter New Password field.
8. Click the [Change Password] button.

Phil tramel .
_ LOGOUT Account : | New Vendor Account ¥

Announcements Change Password

No announcements at this time.

[T —— (* Required information)

No miscellaneous info at this time.  To change your password, fill out the information below. Once your password has been
successfully changed, you will receive an email confirming the change.

Your new password must contain at least one number, one upper case letter, and one lower
case letter. It 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.

* New Password : <_
# Re-Enter New Password : 4—
Change Password | <

If the password meets the criteria and the entries match, you will be forwarded to the Login Page when you
select the [Change Password] button.

Login

&) Welcome to the Secured Website. To begin login below or if you would like to sign
up as a new user click on the "Signup As New User” link below

User Name : |ptrame|jr
Password : |uouuo| |
0 Signup As Mew User 0 Forgot Password

You will receive a confirmation email noting the password change.
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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 manually grant the user access.

* Only one 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.

* |f the user’s request is granted, additional requests by the user to the same account will not be allowed.
* |fthe 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.

A. The new Focus user HAS NOT created a vendor account

B. The returning Focus user HAS a current vendor account

1. A: Onthe Main Menu page, click on the Existing Account link or on the Request Account Access link.

[Main Menu Edit My Profile Change Email Change Password Change Security Questions Create Mew Wendor Account§ Request Account Access

Phil tramel
> LOGOUT

ts at this ti E . . . .
snnouncemen s 2 e Welcome to the Secured Site for the Arizona Department Of Economic Security. You currently
do not belong to any accounts at the moment. To access any O seroreog will need
o miscellanecus info at this time. [ € ther Create A New Vendor Account or request access to aff Ex / .

1. B: Onthe Main Menu page, click on the Request Account Access link.

Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Accouny Request Account Access JAbout Account

1| View current list of applications that you have access to, rM) LOCKED [2] Account : | Help is Good ¥

\nnouncements Main Menu

o announcements at this time.

User Applications Global Applications

€ ADMIN TOOLS No Global Applications
Allows the editing of user roles and permissions for all Available.
applications of this account.

discellaneous

o miscellaneous info at this time.

G_‘J QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Status: Online

2. Enterin the 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 our system, the name will be displayed as a link. If
the vendor name does not exist, a message will be displayed.

> LOGOUT FCCOUTIC - HeIp 15 Good T |

nouncements Request Access To Existing Account

No announcements at this time.  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

No miscellaneous info at this ime. request has been either granted or denied you will receive an email detailing your account
request status.

iscellaneous

Account Name: ‘ Search | < ——
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3. Click on the name link of the vendor account.

-> LOGOUT R =
Announcements Request Access To Existing Account
No announcements at this time. 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
No miscellaneous info at this time. request has been either granted or denied you will receive an email detailing your account
request status.
Account Name: |New Vendor Account
Records Returned: 3 /
h
New Vendor Account WVENDOR Derek Howze 2/20/2017
New Vendor Account VENDOR RAY PLOUFFE 1/18/2018
New Vendor Account WVENDOR Ehil tramel 1/2/2020
1
4. Add a request note and click the [Submit] button.
—~TocooT T T T
Announcements Request Access To Existing Account
No announcements at this time. 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
No miscellaneous info at this time.  request has been either granted or denied you will receive an email detailing your account
request status.
Account: New Vendor Account
Request: |Hi I need access to this account
£
Back To Results
5. A confirmation message will be displayed immediately on the screen.
| > Locout Ao TR TS 00T
o announcements at this time.  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
o miscellaneous info at this ime. request has been either granted or denied you will receive an email detailing your account
request status.
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
t.
Account: New Vendor Account
Request:
I
Back To Results
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6. A confirmation email is sent to the requesting user’s email address.

Automated Notification Regarding Your Secured Account ® O
Inbox x

DDDProdSupport@azdes.gov 12:30 PM (0 minutes ago) T ‘&

tome -

This is an automated notification letting you know that there has been a new account request from Help Me requesting
access to the account: New Vendor Account. 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.

From: <DDDProdSuppori@azdes.gov:>

Date: Fri, Jan 3, 2020 at 12:30 PM

Subject: Automated Notification Regarding Your Secured Account
To: <GChukwuemeka@azdes.gov>

Your request to gain access to the account: New Vendor Account 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.
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12 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 in the

vendor account.
Once the user’s request is granted, additional requests by the user to the same account will not be

allowed.

1. Onthe Main Menu of the requested Administrator’s vendor account, click on the Admin TOOLS link to
access the account’s Request section.

Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account

Main Menu
Phil tramel (Last login : 01/03/2020 12:21:40 PM) ‘LOCKED [2] Account : | New Vendor Account ¥

= LOGOUT
Announcements Main Menu

No announcements at this time.
Global Applications

No miscellaneaus info at this time, & ADMIN TOOLS 4_ No Global Applications
Allows the editing of user roles and permissions for all Available.

applications of this account.

&) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Status: Online

2. Locate the request in the Request section and click on the Grant Access link.

Homepage
Applications (2) Available Applications
&) QUALIFIED VENDOR CONTRACT &) Me, Help
Qualified Vendor Contract Requested: 1/3/2020
Current Status: Online Phone: 6023640040
Roles Users(1) Email: GChukwuemeka@azdes.gov
Hi I need access to this account

Grant Access Deny Access

) USER 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)

3. Click the [OK] button.

[J=erTocls/Trm_Homerage.aspx

dddfgalwt02 says
Are you sure you want to grant this user access to your account? Click
'OK’ to grant this user access or if you wish to think about it a bit more

click "Cancel'.

— “ Cancel
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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.

Homepage
Applications (2) Available Applications
(‘J QUALIFIED VENDOR CONTRACT

Qualified Vendor Contract

Current Status: Online

Roles Users(1)

Requests (0)
Access was granted for: Help Me

There are currently nff requests in your queue.

) USER 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(2)

5. Click on the Users link under USER TOOLS of the requested account’s Homepage.

ﬂ_,l QUALIFIED VENDOR CONTRACT Acq
Qualified Vendor Contract
Current Status: Online
The

Roles Users(1)

) USER 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(2)) <g——

6. Confirm that the newly added user is on the Users list for the requested account.

Phil tramel | Account: New Vendor Account | close

Home Roles
Application Users | USER TOOLS | Total Users: 2
Results: 2

Search On:| Users Of This App ¥ | Last Name v

Change View | ¥ Admin ¥ User

Admin (1)  User (2)

Users
Me, Help ’
tramel,_Phil
Go To Page: v < Prev | Next> | Cancel || Save
Yl al o s il i F e [l ]

7. If you access the REQUESTED user’s account, notice the vendor account is listed.

HffigGholST(Last login : 01/03/2020 12:25:23 PM)‘— Account : [ Help is Good v
- Help is Good
Announcements Main Menu Ne Vendor Account
No announcements at this time.
User Applications Global Applications
No miscellaneous info at this time. ) ADMIN TOOLS po (_3Ioba| EIEIDTE
Allows the editing of user roles and permissions for all Available.

applications of this account.

C_,;J QUALIFIED VENDOR CONTRACT
Qualified vendor Contract
Status: Online
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8. A confirmation email is sent to the requesting user’s email address.

Automated Notification Regarding Your Secured & &

Account Inbox
DDDProdSupport@azdes.gov 4:05 PM (8 minutes ago) Yy ‘&
tome =

This is an automated courtesy notification from the Secured AdminTools application.

The following user has just been authorized to have access to the account: New Vendor
Account

Granted Access By: Phil tramel on 1/3/2020
Users Name: Help Me

Users Request Note: Hil need access to this account

Thank you.

9. A confirmation email is sent to the requested account’s email address.
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13 DENY 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 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 notice via email of the denial of their request for access.

1. Onthe Main Menu of the requested Administrator’s vendor account, click on the Admin TOOLS link to
access the account’s Request section.

Main Menu

Phil tramel (Last login : 01/03/2020 12:21:40 PM)

-> LOGOUT
Announcements Main Menu

‘LOCKED [2] Account : | New Vendor Account v

No announcements at this time.

User Applications Global Applications

No miscellaneous info at this time, & ADMIN TOOLS - No Global Applications
Allows the editing of user roles and permissions for all Available.

applications of this account.

c_) QUALIFIED VENDOR CONTRACT
Qualified Vender Contract
Status: Online

2. Locate the request in the Request section and click on the Deny Access link.

_

&) Me, Help
Requested: 1/3/2020

&) QUALIFIED VENDOR CONTRACT

Qualified Vendor Contract

Current Status: Online Phane: 6023640040

Roles Users(1) Email: GChukwuemeka@azdes.gov
requesting access

Grant Access Deny Access

€) USER 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),

3. Enterin a deny note and then click the [Submit] button.

Applications (2) Available Applications Requests (1)

&) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract Deny Access For Help Me
Current Status: Online
Roles Users(1) Please provide an explanation as to why you have decided te deny access for this user.
This will be forwarded to the requestor and any other Admins via email for courtesy
notification.
&) USER 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)

I

Cancel | | Submit
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4. A confirmation message is displayed in the Administrator’s Requests section and the user’s request is
removed from the section.

Homepage

Applications (2) Available Applications
&) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online
Roles Users(1)

Access was denied for: Help Me

There are currently no requests in your queue.

) USER 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)

5. A confirmation email is sent to the requesting user’s email address.

From: <DDDProdSupport@azdes gov>
Date: Fri, Jan 3, 2020 at 4:40 PM

Subject: Courtesy Notification Regarding your Secured Account Access
To: <GChukwuemeka@azdes.gov>

This is a courtesy notification from the Secured account manager letting you know that your
access to the account: New Vendor Account has been terminated by Phil tramel.

Reason for termination is: should not access!

If you have any questions regarding this termination please contact your account
administrator.

Thank you.
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14 REMOVE ACCESS TO AN EXISTING VENDOR ACCOUNT

IMPORTANT
= Only the Admin(s) of the vendor account is/are able to 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 link.

Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account

Main Menu
Phil tramel (Last login : 01/03/2020 12:21:40 PM)

-> LOGOUT
Announcements Main Menu
Global Applications

No announcements at this time.

No miscellaneaus info at this time, & ADMIN TOOLS 4_ No Global Applications
Allows the editing of user roles and permissions for all Available.
applications of this account.

‘LOCKED [2] Account : | New Vendor Account ¥

0 QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Status: Online

2. Enterin a name in the ‘Search For’ field and then click the [Search] button.

Homepage
Applications (2) Available Applications

€) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online

Roles Users(1)

) USER 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(2)

Search On: | Last Name

Search For:

64
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3. Click on the red [X] to the left of the selected user.

Home CopyUser Phil tramel | Account: New Vendor Account | close
Account Users | Total Users: 2

All Users ¥ |  Last Name ¥ |me Results: 2

Me, Help
Member Since: 1/3/2020 | Last Login: 1/3/2020

Search On:

tramel, Phil
Member Since: 1/2/2020 | Last Login: 1/3/2020

4. Enter in an access termination note and then click the [Submit] button.

Home CopyUser Phil tramel | Account: New Vendor Account | close
Account Users | Total Users: 2

All Users ¥ | | Last Name ¥ |me Results: 2

Search On:

[X] Me, Help Terminate: Help Me
Member Since: 1/3/2020 | Last Login: 1/3/2020 Please provide an explanation as to why you have
_ decided to terminate access for this user. This will
m,ﬂ_ﬂ _ be forwarded to the user and any other admins via
Member Since: 1/2/2020 | Last Login: 1/3/2020 email for courtesy notification
#
Cancel || Submit

5. On the confirmation window, click the [OK] button.

= A confirmation message is displayed on the Account Users page and the search results show that the
user is no longer found in the application.

Home CopyUser Phil tramel | Account: New Vendor Account | close
Account Users | Total Users: 1

All Users ¥ | | Last Name ¥ |me Results: 1

tramel,_Phil User has been successfully terminated from this
Member Since: 1/2/2020 | Last Login: 1/3/2020 account.

Search On:
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15 ADD A NEW USER TO AN APPLICATION WITHIN A VENDOR ACCOUNT

IMPORTANT
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 has the ability to 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 link will
become available to the user on the Main Menu of the user’s Focus account.

= Once auser 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.

1. Onthe Main Menu page of the Owner’s vendor account, click the Admin TOOLS link.

Main Menu Lhan
. - 01703/ e
f’-,h::]tgroaur‘?e' (Last login : 01/03/2020 12:21:40 PM) ‘LOCKED [2] Account : | New Vendor Account ¥
Announcements Main Menu
No announcements at this time.
User Applications Global Applications
No miscellaneous info at this time, & ADMIN TOOLS < No GI‘C"J?N Applications
. Available.

Allows the editing of user roles and permissions for all
applications of this account.

(._) QUALIFIED VENDOR CONTRACT
Qualified Vender Contract
Status: Online

2. Inthe Users section at the bottom of the Homepage, enter in the desired username corresponding to
the Search On filter, and then click the [Search] button.

Homepage
Applications (2) Available Applications

U QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online

Roles Users(1)

) USER 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(2)

Search On: | Last Name

Search For:
Copy User [ Search
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3. Click on the user’s name link.

Home CopyUser
Account Users | Total Users: 2

Search On: | All Users

[X] Me, Help <
Member Since: 1/3/2020 | Last Login: 1/3/2020

tramel, Phil
Member Since: 1/2/2020 | Last Login: 1/3/2020

4. Select each checkbox next to the intended role(s), then click [Save] button.

Account User Detail: Phil tramel | Initiated On: 1/2/2020

Email notificaticns for this user: ® on ) Off Original Request Note: None Available
Applications:

c_} QUALIFIED VENDOR CONTRACT Optional: Enter any notes that you would like to send
v . to this user explaining any reasoning for editing their
Provider Owner roles.
¥ Provider Staff

€ USER TOOLS
¥ Admin

Y
v User @
Currently no notes on file.

| Cancel ‘ ‘ Save

5. On the vendor account Homepage, click the Users (#) link for on the application.

Homepage
Applications (2) Available Applications

) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Current Status: Online

Roles Users(1) 4—

€J USER 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)

6. You can verify that the user’s role has been assigned to the application.

7. 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 page, for the given vendor account.

8. If the user is granted the Admin role under USER TOOLS, which is the Focus account’s Administrative

application, then the user would have the Admin TOOLS application displayed and available on their
Main Menu page for the given vendor account.

9. An automated notification email is sent to the user who has been granted the role.
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16 MODIFY A USER’S ROLE IN AN APPLICATION WITHIN A VENDOR ACCOUNT

IMPORTANT
= Only the Admin role for the vendor account has the ability to modify roles for the users attached to the
vendor account.
* Changing a user’s role for an application on 1 vendor account WILL NOT change the role for the same
user on a different vendor account.
= Removing all roles for a specific application will remove the selected application link from the user’s
Main Menu page under their Focus account.

= If the user is granted the Admin role under USER TOOLS, then the user will have the Admin TOOLS
application displayed and available on their Main Menu page for the given vendor account.

1. Onthe Main Menu page of the Owner’s vendor account, click the Admin TOOLS link to open the Home-

page.
Main Menu Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account
. - 01703/ e
Phil tramel (Last login : 01/03/2020 12:21:40 PM) ‘LOCKED [2] Account : | New vendor Account ¥

- LOGOUT
Announcements Main Menu

No announcements at this time.

User Applications Global Applications

No miscellaneous info at this time, & ADMIN TOOLS < No Global Applications
Allows the editing of user roles and permissions for all Avallable.

applications of this account.

(._) QUALIFIED VENDOR CONTRACT
Qualified Vender Contract
Status: Online

2. Inthe Users section at the bottom of the Homepage, enter in the desired username corresponding to
the Search On filter, and then click the [Search] button.

Homepage
Applications (2) Available Applications

) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online

Roles Users(1)

€JUSER 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(2)

Search On: | Last Name r

Search For:

Copy User Search
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3. Click on the user’s name link.

Home CopyUser
Account Users | Total Users: 2

Search On: | All Users

[X] Me, Help <
Member Since: 1/3/2020 | Last Login: 1/3/2020

tramel, Phil
Member Since: 1/2/2020 | Last Login: 1/3/2020

Update the check boxes next to the intended role(s), then click [Save] button.

Account User Detail: Phil tramel | Initiated On: 1/2/2020

Email notifications for this user: ® on ) Off Original Request Note: None Available
Applications:

CJ QUALIFIED VENDOR CONTRACT

Optional: Enter any notes that you would like to send
to this user explaining any reasoning for editing their
¥ Provider Owner P g3y 9 9

roles.
¥ Provider Staff

@) USER TOOLS
¥ Admin
v User

Currently no notes on file.

Cancel ‘ ‘ Save

5. On the vendor account Homepage, click the Users (#) link for on the application.

Homepage
Applications (2) Available Applications

(_) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Current Status: Online

Roles Users(1) 4—

) USER 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)

6. You can verify that the user’s role has been updated on application.
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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 from the users attached to

the vendor account.
Removing all roles for a specific application will remove the selected application link from the user’s

Main Menu page 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 page of the Owner’s vendor account, click the Admin TOOLS link to open the Home-
page.

Edit My Profile Change Email Change Password Change Security Questions Create New Vendor Account Request Account Access About Account

Main Menu

Phil tramel (Last login : 01/03/2020 12:21:40 PM)

-> LOGOUT
Announcements Main Menu

No announcements at this time.
Global Applicaticns

‘LOCKED [2] Account : | New Vendor Account ¥

No miscellansous info at this time, &) ADMIN TOOLS - No Global Applications
Allows the editing of user roles and permissions for all Available.

applications of this account.

&) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract
Status: Online

2. Inthe Users section at the bottom of the Homepage, enter in the desired username corresponding to
the Search On filter, and then click the [Search] button.

Homepage
Applications (2) Available Applications

) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online
Roles Users(1)

£) USER 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(2)

Search On: | Last Name

Search For:

Copy User Search
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3. Click on the user’s name link.

Home CopyUser
Account Users | Total Users: 2

Search On: | All Users

[X] Me, Help <
Member Since: 1/3/2020 | Last Login: 1/3/2020

tramel, Phil
Member Since: 1/2/2020 | Last Login: 1/3/2020

4. Uncheck all roles for the selected user and then click the [Save] button.

LopyUser Phil tramel | Account: New Vendor Account | close

Email notifications for this user: ® on () Off Original Request Note: None Available
Applications:
c_) QUALIFIED VENDOR CONTRACT Optional: Enter any notes that you would like to send
) to this user explaining any reasoning for editing their
Provider Qwner <— roles.
Provider Staff <a——

&) USER TOOLS
¥ Admin
7 i
User
Currently no notes on file.

| Cancel || Save |

Since all roles for the application have been removed from the user, the user is no longer able to see
the application link in their Main Menu.

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 select application are removed from a non-Admin’s account, 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. On the Main Menu page of the Owner’s vendor account, click the Admin TOOLS link to open the Home-
page.

Main Menu Lhan

Phil tramel (Last login : 01/03/2020 12:21:40 PM)

-> LOGOUT
Announcements Main Menu

‘LOCKED [2] Account : | New Vendor Account ¥

No announcements at this time.

User Applications Global Applications

No miscellaneous info at this time, & ADMIN TOOLS - No Global Applications
Allows the editing of user roles and permissions for all Available.

applications of this account.

(._) QUALIFIED VENDOR CONTRACT
Qualified Vender Contract
Status: Online

2. Inthe Users section at the bottom of the Homepage, enter in the desired username corresponding to
the Search On filter, and then click the [Search] button.

Homepage
Applications (2) Available Applications

) QUALIFIED VENDOR CONTRACT
Qualified Vendor Contract

Current Status: Online

Roles Users(1)

£) USER 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(2)

Search On: | Last Name

Search For:

Copy User Search
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3. Click on the user’s name link.

Home CopyUser
Account Users | Total Users: 2

Search On: | All Users

[X] Me, Help <
Member Since: 1/3/2020 | Last Login: 1/3/2020

tramel, Phil
Member Since: 1/2/2020 | Last Login: 1/3/2020

4. Uncheck all roles for the selected user and then click the [Save] button.

Home Users CopyUser

Phil tramel | Account: New Vendor Account | close

Account User Detail: Phil tramel | Initiated On: 1/2/2020

Email notifications for this user: ® on O Off Original Request Note: None Available
Applications:
&) QUALIFIED VENDOR CONTRACT Optional: Enter any notes that you would like to send
) to this user explaining any reasoning for editing their
Provider Qwner <@— roles.
Provider Staff < ——

&) USER TOOLS
¥ Admin
#
¥ User
Currently no notes on file.

| Cancel || Save |

5. Since all roles for the application have been removed from the user, the user is no longer able to see
the application link in their Main Menu.

6. An automated notification email is sent to the user who has been removed the role.

This concludes the Qualified QVC User Manual — Contract Application. Contact the DES Department of

Developmental Disabilities Focus Help Desk at (602) 771-1444 if you have any questions, comments or
concerns regarding this manual or the Qualified Vendor Agreement.

Thank You
CAS Development Team
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19 GLOSSARY

TERM DEFINITION

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
FEI Federal Employee Identification number
. An online record created &/or submitted by the vendor which has NOT YET been
Application
approved/awarded by the DDD Contracts Department.
An online application created & submitted by the vendor which HAS BEEN
Contract
approved/awarded by the DDD Contracts Department.
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