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DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A Srmn&er Arizona

DIVISION OF DEVELOPMENTAL DISABILITIES

Sent on Behalf of DES/Business Operations
Please do not reply to this message

TRANSMITTAL DATE: 10/05/2015

TOPICS: Qualified Vendor & Directory Assistance (QVADS) is changing to the Qualified Vendor Portal
(QVP) and Qualified Vendor Guide to Creating A FOCUS Account

All Qualified Vendors

The Division of Developmental Disabilities (DDD) is pleased to announce that it is in the final stages of
migrating data from the Qualified Vendor & Directory Assistance (QVADS) to a new application called
the Qualified Vendor Portal (QVP). In QVP the applications most frequently utilized by Qualified Vendors
will be available in one location. The Division will provide more information about this migration over
the next few weeks.

In order to use the QVP the Qualified Vendor must have a Focus account and be able to log in with a
user name and password. Attached is the Qualified Vendor Guide to Creating A FOCUS Account which
provides instructions to:

1. Log into FOCUS (using existing username and password)
2. Create a new FOCUS log-in as an administrator

3. Add an additional member to an existing FOCUS account
4, Add additional applications to an existing FOCUS account

If you are currently able to log-in in Focus, no action is required at this time.

Questions related to this communication may be sent to Provider Relations at
DDDProviderRelations@azdes.gov .

Thank you
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DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A St ronger Arizona

DIVISION OF DEVELOPMENTAL DISABILITIES

Qualified Vendor Guide to Creating A FOCUS Account

October 2015

This guide has been designed to provide instructions on how to:

Log into FOCUS (using existing username and password)

Create a new FOCUS Login (Administrator Account)

A. Request Access to Existing Account

Add an additional member to an existing FOCUS account

B. Approving New Users to Existing Accounts.........ccceeveiiiiiiiiiiiiiiiieneevieneen,

IV. Change and modify User permisSioNS......cccoeeeeeereeveiiiiiiieeee e

A. Copy Users Role....

B. Add Roles to Users

V. Add additional applications to an existing FOCUS account ............cccceun......




I.  Loginto FOCUS (using existing username and password)

1. Access the Provider Login page: https://www.azdes.gov/landing.aspx?id=2476
2. Click the management system link.
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3. Enter the User Name and Password.
4. Click the Gray button.

Image 2

@ Login - Windows Internet Explorer

https: dd.azdes.go fddd/focusdd/frm_login.aspx

lopmental Disabiliti

) 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 : |

Password : |

&) signup As New User &) Eorgot My Password

Il. Create a new FOCUS Login (Administrator Account)
1. Access the Provider Login page: https://www.azdes.gov/landing.aspx?id=2476



https://www.azdes.gov/landing.aspx?id=2476
https://www.azdes.gov/landing.aspx?id=2476

2. Click the management system link, as seen in Image 1.

3. On the next screen click Signup As New User.
Image 3

@ Login - Windows Internet Explorer

= hit ddd.azdes.gov/organization/ddd,/focusdd/frm_login.aspx

) 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 : |
Password : |
&) signup As New User &) Forgot My Password

4. Complete all of required fields on the next screen, as shown in Image 4.

5. Click Submit located at the bottom of the screen.
Image 4

Login | Support Reguest | Forgot Password

0 To signup as a new user fill out all of the information below and click "Submit”.
Upon successful submission you will be receiving a confirmation email sent to
the email address you specifed below.

*all infarmation is required.)

* First Name : |Test
* Last Name : |Tester
* User Name: |TestEnvironment [Min, 8 chars, Max, 20 chars)
* password : [ssssnsnes (Min, & chars, Max, 15 chars)
* Re-Enter [ceeseeses
Password :
* Email : |Test@tester.com
* Address : |1785 w. Jefferson
* City |Phoenix
* State : ARIZONA -
= Zip ¢ [as007
* Phone : [s02 555 1234
For security purposes, ; i n L' TR " "
please enter your code Your code is: b MJ 'J!E
in the text box. o

This technique prevents
automated programs Enter your

from using this website. code here: DM5UID

6. Open the confirmation email that was sent to the e-mail address provided on the Signup screen
shown on Image 4.




7. Upon receiving the confirmation email, click the link provided in it.
a. If clicking the link does not work, copy and paste the address into the browser then
press enter.

Image 5
From: +DDD Prod Support Sent: Thu12/27/2012 12:54
To:
Co
Subject: Notification Regarding Your AZ Security Account

This is a confirmation email to let you know we have received your submission. Please save this email. it contains vour Securityld which will
beneeded if you ever forget vour password.

User Name:
Password: ¢ -
SecurityId: 3ea07580-4b35-442c-b71d-aa3d08c43471

Please click on the following link to confirm your Sign Up:
http://ddqaweb2/ORGANIZATION,DDD/FOCUSDD/frm Login aspx?SecurityID=3ea07580-4b35-442¢-b71d-2a3d08c43471

If vou are having trouble clicking on the link please copv and paste the complete url in vour browser's address bar.

MNOTICE: This e-mail (and any attachments) may contain PRIVILEGED OR COMFIDENTIAL information and is intended only for the use of the specific individual(s) to whom it is
addressed. It may contain informaticn 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 immeadiately notify the person named above by reply e-mail, and then delete the original e-mail. Thank you.

8. Enter the User Name and Password created in step 4, and then click on Gray Button.
Image 6

@ Legin - Windows Internet Explorer

@ http Idd.azdes.gov/organization/ddd/focusdd/frrm_login.aspx
]

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 : |

Password : |

]

&) Signup As Mew User &) Forgot My Password




9. Click Create A New Vendor Account.

Image 7

'2) itp://dedgawebd/ ORGANIZATION/DDD/FOCUSDD/ User 0 » & X

ision of Developmental Disabilities

Thursday, Decemb

Main Menu Edit My Profila Change Email Change Password Create New Vendor Account Request Account Access

- LOGOUT

No announcements at this time. . ]
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 to
either Create A New Vendor Account or request access to an Existing Account,

Miscellaneous

Mo miscellaneous info at this tme.

10. On the following screen enter a 9-digit Tax ID of the vendor.
11. Click Submit.

Image 8

=¥ Create New Vendor Accoun

ision of Developmental Disabilities

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

- LOGOUT

Announcements Create New Vendor Account

No announcements at this time.

To create a new account you will need to enter the Tax ID of the vendor that you wish to create
the account for. It is necessary for us to cross check the Tax ID number with our list of approved
vendors in order to ensure authenticity. If we do not have your Tax ID on record you will be asked
to start a contract with the State as a qualified vendor. If you know that your Tax ID number is not
on file you begin the contract process here. If you know that we have you registered as a vaild
vendor then enter your Tax ID below and click "Submit".

Tax ID or SSN # : Submit

The following Vendors have been found in our records for the Tax Id you have submitted. Please

select the Vendor that you wish to create the account for by clicking on "Create Account”.
No miscellaneous info at this time. LA T

Create Account

12. Click Create Account.

13. Enter in the QVADS login information into the appropriate fields along with an account name
and account description, as indicated in Image 9.
14. Click Submit.




15. On the confirmation screen, click Confirm.

Image 9

Main Menu Edit My Profile Change Email Change Password Create New Wendor Account Reguest Account Access

Testl123 Tester456
-= LOGOUT

No announcements at this time. We have found the following vendor to match the Tax Id that you submitted. In order to
create this account vou will also need to provide the username and password that vou use to
login to the Qualified Vendor Directory (QVADS) . This extra piece of information will
ensure that yvou are authorized to create this account for this vendor. After vou are done
click the "Submit" button. Upon successful account creation you will be redirected to the
"Main Menu" page of your new account. (*All fields required)

Tax Id:

OVADS Username * : |Testeruser@test.com
QVADS Password * ; [sesssssss
No miscellansous info at this Account Name * : [Tester1

time.

Account Description * @ Test qualified vendor] L

This is not mv vendor, try again

16. On the Main Menu, click ADMIN TOOLS.
Image 10

Division of Developm

:: Home :: FAQ

Main Menu Edit My Profile Change Email Change Password Create New Vendor Account Reguest Account Access About Account

jay smith . —
-= LOGOUT Account ; Sample QVA Application -

Mo announcements at this time. o o
User Applications Global Applications

€ ADMIN TOOLS » No Global Applications

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

m

Miscellaneous

No miscellaneous info at this
time.




17. Enter the last name of the user created in the Search For field and click Search, as indicated in
Image 11. The last name used in our example is “Tester”.

Image 11

@

Admin Tools - Homepage - Windows Internet Explorer

Lura Turner | Account: | | close

Homepage
Applications (1) Awailable Applications Requests (0)

) 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}

There are currently no requests in your queue.

Users (1)

Search On: Last Name -

Search For: |1

Copy User

18. Click the name of the user.

Image 12

September 29, 2015

Search On: All Users

Search | Results: 1

[x]1 Tester
Member Since: 9/29/2015 | Last Login: 9/29/2015




19. Select the appropriate roles for the user to have.
20. Click Save.

Image 13

Developmental Disabilities

September

Email notifications for this user: ® on © Off Original Request Note: Tester
Applications:
-
c,‘i OFFICE OF LICENSE CERTIFICATION AND REGULATION SYSTEM — Optional: Enter any notes that you would like to
send to this user explaining any reasoning for
[~ OLCR Agency editing their rales.

{,‘i FROGEAM MONITORING APPLICATION
™ PM Vendor
[ Wendor Admin -

m

— Currently no notes on file.
&) Program Staffing

I Vendor Admin
[~ \endor Matrix Contact
[~ vendor View

GSER\-‘ICE AUTHORIZATIONS 52

¥ Send courtesy email to user of any role changes during 'Save'. Cancel || Sawve

The administrator now has the ability to add and remove user roles as well as add and remove
applications.

lll. Add an additional member to an existing FOCUS account

An account is required prior to requesting access to an existing FOCUS account. Follow steps 1-8 in How
to create a new FOCUS account as administrator located above. After successfully creating the account
please follow the steps below.




A. Request Access to Existing Account

1. Login using the user name and password created.

2. To request access to an existing account, click Existing Account located on the main menu.
Image 14

Thursday, December 27, 2012

Main Menu

Mo announcements at this time, . . ) .
Welcome to the Sacured Site for the Arizona Department Of Economic Security. You currently do
not belong to any accounts at tha momant. To access any ODD applications you will need to
gither Create A New Vendor ACcount of request access to an Existing Account,

Mo miscellaneous info at this tme,

3. Onthe next screen, type in the Account Name that is requesting access.
4. Click Search.

Image 15

Division of Developm

Main Menu Edit My Profile Change Email Change Password Create Mew Vendor Account Reguest Account Access

Test Testerl
-= LOGOUT

Request Access To Existing Account

Mo anncuncements at this time. To Request access to an existing account search for the account by name and then select the
name (Mouseowver the account name for an account description). You will then be prompted to
enter a reguest reason/description which will be forwarded to the account admin. Once the

request has been either granted or denied you will receive an email detailing your account
request status..

Account Name: |Sample Qv Application Search

Recnrds Returned: 1

Account _Typs __ CreatedBy
Miscellaneous

SEIITIIJ|E OWA Application VENDOR iav smith 9/22/2015

Mo miscellaneous info at this
time.

5. Select the name of the Account that is requesting access.

9




6. Inthe Request field, enter information pertaining to the request.
7. When finished, click Submit.
Image 16

Division of Develop

:: Home :: FAQ

Main Menu Edit My Profile Changes Email Change Password Create New Vendor Account Reguest Account Access

Test Testerl
-= LOGOUT

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

request has been either granted or denied you will receive an email detailing your account
request status..

Account: Sample QVA Application
Reqguest:

please add| -

Miscellaneous

Mo miscellaneous info at this
time.

Submit | Back To Results

B. Approving New Users to Existing Accounts

After the user submits their request, the administrator will receive an email similar to the one shown in
Image 17.

Image 17

=2 http://by170w.bay170.mail live.

LD~ & X | 5 Hotmail - dddtesting@live.... X

il (1281)  Messenger (0)  SkyDrive | MSN

Hotmail New Reply Reply all Forward Delete Junk Sweep » Markas » Moveto v Categories v
Inbox (1281)

-
- 2

= Upgrade coming SOON. An upgrade from Hotmail to a new webmail experience is coming soon. Start enjoying it today. Upgrade now
4 Folders . i i
i Automated Notification Regarding Your Secured Account Back to messages | §
Drafts T T - : Add to contacts EEDAL
Sent .com Reply [+
Deleted
CCIIS2eS Liumeb20.0 This is an automated notification letting you know that there has been a new account request from Test User requesting access to the account:
G Triage ! . To take action on approval or denial of this request you must login to your secured account
4 Reservoir and select either 'Grant' or 'Deny’ to clear out the request. If you have any questions or problems please contact the support desk.

CCITS 2651 Post Te...
CCITS 2651 Post Te...
CCITS 2651 Post Te...

Thanks

NOTICE: This e-mail (and any attachments) may contain PRIVILEGED OR CONFIDENTIAL information and is intended only for the use of the specific individual(s) ta

New folder wihom it is addressed. It may contain information 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
a QUiCk views you have received this e-mail in error, please immediately notify the person named above by reply e-mail, and then delete the original e-mail. Thank you.
Documents

1. Loginto the Administrator account using the username and password that created in How to
create a new FOCUS account as administrator .

10




2. While on the main menu, click ADMIN TOOLS.

3. Onthe next screen, a user’s access can be granted or denied by either clicking on Grant Access
or Deny Access.
Image 18

a

Admin Tools - Homepage - Windows Internet Explorer

velopmental Disabilities

Tuesday, February 2€

Kathleen Hand | Acc__. ... ____

... ... Research and Resource Center | close

Homepage
Applications (2) Available Applications Requests (1)
&) SERVICE AUTHORIZATIONS &) user, Test
This application is an internet version of the Service Authorization Requested: 2/26/2013
system and will be used by vendors. Phone: 6026666666

Current Status: Online

Roles Users(8)

Email: nhyarborough@azdes.gov

pla =
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(8)

Users (8)

Search On: Last Mame -

Search For: I

How to change and modify user permissions

A. Copy Users Role

1. Loginto the Administrator account using the username and password that created in How to
create a new FOCUS account as administrator.
2. Click ADMIN TOOLS.

Click Copy User.

4. Select the radio button to the left of the Target User whose role is to be copied.

11




5. Select the checkboxes next to the names that will inherit the roles of the Target User.
6. Click Copy User to complete the process.

Image 19

| elopmental Disabilities

:: Home :: FAQ)
Home Users jay smith | Account: Sample QWA Application | close
Copy Users

To copy a user’s access roles, select the radic button left of the user’s name whom you wish to copy. This will be the "Target User”.
Then select the checkboxes on the right side of the user’'s names whom you wish to inherit the roles of the Target User. Nota: If 2
user that you specify as an inherited user has access to applications that the target user doesn't have, that user will lose access to
those applications in order to properly inherit the same permissions as the target user. You may go in and add any lost access to
applications later if you still need them to have access to applications that the target user currently does not have.

Select Target User Select Inherited Users

kumar, mark =

An automatic notification will be sent to the
users who have inherited the target user's roles
for courtesy.

mendez, jose

O O

@ th
Targst (@ smith, jav Copy User

=

Testerd, Test

&

Testerd56, Test123

Contact | Site Map | Help | Site Best Viewed..

B. Add Roles to Users

1. Loginto the Administrator account using the username and password created in How to create
a new FOCUS account as administrator.

2. Click ADMIN TOOLS.

3. Inthe Search For field shown on Image 18, type in the last name of the user whose role will be
modified.

4. On the next screen click the user name.
5. Select the roles and applications for the user to have.
a. Optional: Add notes to send to the user explaining why their role has been edited.

12




6. Click Save.

Image 20

& Admin Tools - Account User Detail - Windows Internet Explorer

:: Home :: FAQ
Home Users Copylser | Account: | close

Email notifications for this user: ® on " Off Original Request Note: please add
Applications:

) SERVICE AUTHORIZATIONS

Optional: Enter any notes that you would like to send
to this user explaining any reasoning for editing their
[™ serviceauths Admin Role roles.

¥ ServiceAuths User Role

-
[ Insurance Biller

- Responder to Notices

) USER TOOLS Currently no notes on file.
™ admin

|7 User

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

Contact | Site Map | Help | Site Best Viewed..
Copyright 2003 DES Arizona @ Your Service, All Rights Reserved

®15% -

The user now has access to the assigned applications.

Add additional applications to an existing FOCUS account

Log into the Administrator account using the username and password created in How to create
a new FOCUS account as administrator.

2. Click ADMIN TOOLS.

13




3. Click Available Applications. (There are a total of six applications available to vendors.)

Image 21

Jay Smith | Account: 6023734960 | close
Homepage

tions (1)

Available Applicati

) USER TOOLS .
This system is the starting point at which all users who have There are currently no requests in your queue.
signed up to access Secured accounts will begin. All valid
users can access this area by default.
Current Status: Online

Roles Users(1

lyses ) |

Search On:  Last Name -

Search For: I

Copy User I Search I

| Contact | Site Map | Help | Site Best Viewed.. ||

4. Select which application to add by clicking on the link Add To Account.
5. Click OK on the pop up box to confirm adding the application.

Image 22

i October 01, 2015
:: Home :: FAQ
Home

Jay Smith | Account: 6023734960 | close

Available Applications To Add To ur Account

Below are a list of applications that are awvailable for your account to sign up and use. After selecting the application, it will be
added to your account and you will then be automatically re-directed to the "Application Users" page. There you will need to

assign roles to the users whom you wish to use the application. Users will only be able to access the application if they have
been assigned at least one role.

Available Applications:

-
@ PROGRAM MONITORING APPLICATION Add To Account
Program Monitoring Application.

&) Program Staffing

Add To Account
Program Staffing

@ OFFICE OF LICENSE CERTIFICATION AND REGULATION SYSTEM
OLCR Wendor Certification Tracking System

(3]

Qualified vendor Contract

Add To Account

m

Add To Account

&) vendor PBS Reports Add To Account

Run reports and download files for the PBS application. / [ &

Contact | Site Map | Halp | Site Best Viewad..

14




7. Onthe next screen, select the users that will be given access to the application, then click Save.
Image 23

opmental Disabilities

jay smith | Account: Sample QWA Application | close

Search On: Users OF This App
[¥] vender PBS

~ Last Mame - Results: 3

Users WVendor PBS (3
=

[ kumar. mark

[C] mendez, jose

[ smith. jaw

4|

(0
Go To Page:

L3
< Prev | Next = Cancel |[ Sawve
Send courtesy email to users of changes during 'Sawve'.
| Contact | Site Map | Help | Site Best Viewed..

The account and users now have access to the applications added.

If you need further technical assistance following any of the instructions provided in this reference guide,
please call the DDD FOCUS Security Help Desk at (602) 771-1487

Arizona Department of Economic Security
Division of Developmental Disabilities
Business Operations
(602) 542-6874
(866) 229-5553 Toll Free
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