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DHHS STYLE GUIDE

Before you enter any information in Open Window, you must read the DHHS Writing Style Guide:
https://openwindow.dhhs.state.nc.us/Documents/WritingStyle Guide2010.doc

There are many issues addressed in the Writing Style Guide, but most important are
e Use Arial as the standard font as it is more readable for people with disabilities.
e Use black font color. (This is not to be mistaken for Arial Black as the font choice.)
e You must spell check all information.

SYSTEM WARNINGS

If, at anytime during entry, the system is missing critical information needed to save a record, a message will
appear at the top of the screen in red lettering as well as near the place where the error occurred.

If you are attempting to save multiple times and nothing is saving, then scroll up the screen to read the
message. For example, this page cannot be saved where required (asterisked) information was left blank.

fj DHHS Open Window - Windows Internet Explorer
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+ Contract Title is required.
- Contract Purpose is required
+ Valid Procurement Type is required.
+ Valid Contract Type is required.
+ Astart date is required
+ An end date is required
+ The funding configuration choice needs to be made
+ SubRecipient selection is required.
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PARENT AND CHILD RELATIONSHIPS IN OPEN WINDOW
A parent/child relationship is a metaphor used to describe the relationship between databases which contain
relevant information, where the information designated as the “Child” is dependant on the information

designated as the “Parent”. In OW, the Child record will appear below the Parent record in the detailed view of
the database record.

The Parent record must first be entered and saved before the Child record can be saved — often using a
separate set of “Save” buttons.

These relationships appear in the Contractor Administrator and Contractor Signature fields as well as the
Performance Measures. More detail in their respective sections of this guide.
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UPDATING YOUR PROFILE INFORMATION
All users should ensure that their profile information is filled out completely and accurately. Even if you have

used the system in the past, Open Window has recently (as of 11/09/2011) added a “Title” field to the profile
configuration.

To access your profile, click on your name at the top, right hand side of the screen and it will bring you to this
page:

/2 My Profile - Manage my details - DHHS Open Window - Windows Internet Explorer

@;- |g, https:/fopenwindow.dhhs. state mc.usidefault. aspxFpid=sec_myprofile j & |EH§HEH Eing |P "
J File Edt “iew Favorites Tools  Help J x % -
J %y paro ..‘ '| Search 1|b “* POFCrestor < eBay 8 Amazon | - Options =

3
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(& My Prafile - Manage my details - DHHS Open Windaw J - - | ‘| =~ Page~ Safety » Tools~ (@~

Jeneen Preciose | Logout

cels

s DHHS Open Window

B Transparency and Performance Management

General | Contact Details Save
Reset
_IDMsinn of Public Health =] *
Display Title |
Disclaimer Accepted ¥ This denctes if you have accepted the system privacy informalm
Current Roles - analyst . . .
- divisionspprover
[ e Title field is blank
- divisioncontractmgr
- divisiondataentry
- member
DHHS Open Window Disclaimer and Privacy Infarmation
To reportissues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Stvle Guide
Wersion 27511102011 - Fiscal Year: 2011
Done [T [@artens Vo [ R% v

dstart| B @ ) © ol | O] Inbei - Microsoft Gutioak || € My Profile - Manage ... | 8] Open Window Cantract ...

Notice there are two (2) tabs: General and Contact Details.
If any of the data on the General tab is missing or incorrect, enter/edit it and click the Save button.
NOTE: Be sure that the Display Name is your professional name and not just a first name or nickname.
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Once that information is saved, click on the Contact Details tab. Here, is all the contact information that will
translate onto the contract itself. If any of the data on the Contact Details tab is missing or incorrect, it must be
entered or edited.

ﬂ‘- My Profile - Manage my details - DHHS Open Window - Windows Internet Explorer

=) ; — g |« =
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Public | Home | Department | Division | Services | Contracts | Grants | Reports | My Hems | Search

Editing User Profile for: Jeneen Preciose
Generl ontact Details Save
o | Them
Save New
Update
<1 CEE— 2 —
Paga1of 1 (2items) (<] [1]
Address Line One & | Address Line Two City State Zip5 Zipa Address Type
E— 1516 Mzl Service Cemer DPH Contracrs Unit Raleigh Morth Caroling 27659 1516 | Main
%n 5605 Six Forks Road Buikding 3, 2nd Floor, Room C-14 | Raleigh North Carolina 27609 3811 ShipTo
Paga1of 1 (2items) (<] [1]
o
[ — - . B
Updats
Paga1of 1 (2items) (<] [1]
Phone Number 4 | Type Description i
(919)707-5144 Main
= (919)870-4833 Fa =
[pone €D tnternet - mTEm -

distart| (2 & )G 2] 0| o @ | O] Inbee - Microsoft Cutlaak || € My Profile - Manage ... | 1] Open Windaw Cantract ...

EJ o@D N s:24pm
To Enter New Address and Phone information:

Enter your mailing address (your MSC address)
Address Line One

City

State

Zip

Address Type, select: MAIN

Click Save New

Enter your physical address (the street address as line 1 and your building/floor/room as line 2)
Address Line 1

Address Line 2

City

State

Zip

Address Type, select: SHIP TO

Click Save New

BOTH addresses MUST be entered.

Enter your work Phone Number
Choose Type: Main
Click Save New

Enter your Fax Number
Choose Type: Fax
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Click Save New

Enter your work Mobile Number, if you choose to do so
Choose Type: Mobile

Click Save New

To edit an existing item, click the word Edit beside the contact information you want to change, then change it
and click the Update button. (If you hit Save, it will create a duplicate entry.)
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ENTERING A BRAND NEW, SOLE SOURCE CONTRACT
To enter a brand new contract that is sole source, you must first ensure that DPH has not issued the contract
in the past. This must be the first contract with the Contractor for that service.

To enter a new contract:

‘'openwindow.dhhs.state.nc.us;/default.aspx? Windows Internet Explorer

{
- - I - .
@Q L4 I@, https:jopenwindow. dhhs, state e usjdefault. aspxFpid=main W Fing {2~

/

J)Flle Edit  Wiew Favorites Tools  Help JX % - / l_ Click on the
— £ Contracts tab.

i {operwindow dhhs, state.nc.us/defaul, aspx?p. .. >

nness, Transparency and Perfocs#nce Management

Fublic | Home | Department | Division | Serviees | Contracts | Grants | Reports | Wyitems | search |

Release Information Help'Training Information
Release 2.3.0.06302011 Change Notes™—————————————] Reporting Issues, Suggest or Provide
- Provider Budget - Fixed issus whare valuss would dissppear whan Feedback
ﬂdﬂ‘ﬂ_ﬂ new line e Please do not call the project team with a direct question. Utilize the
» Fravider Budget - Fixed issue with total valuss not updating Support Email, 50 items can be routed appropriately and to assist in
comectly as the page was saved and new line ilems were added building the FAQ ares

- Provider Budget - Fixed issue where the fringe values would not
update on the top level budget sereen. To update the fringe values
veturn to the salary workshest screen and then go back to the
budget and the fringe valus will be update. If it s not updating stil,
then the budget record needs to be deleted and rekeyed, due to
possible duplication issue that has been found and comected.

- Provider Budget - Fixed formatting issue where: dolar values were The webinars area allows you to view webinars that were recarded
rounded instead of displaying the cents vaues five as well as webinars that were recorded for general training

- Provider Budget (Salary Workshest) - Fixed issus where if no Visit the Opsn Window Webinsr Center .
fringe group was selected the page would generate an ermor
indicating the field was missing

To veport issuss, suggest anhancements or to provide fasdback in
regards to Open Window, please emai Open Window Support

Webinars

- Provider Budget (Salary Workshest) - Fixed issue where the total EAGS

o5t value was rounding The FAQs area allows you to look at commonly asked questions and
- Provider Budget (Salary Workshest) - For sub contracting or 1o see the answer{s) that was providad for the queston

grants, you no longer have to select a fringe group for the \Visit the Open Window FAQ Center

worksheet detail

- Fringe Setiings - Adjusted the fringe value fiki to accomodate 3
large decimal value, it was fimited to twe decimal places, just as
.25, but now can accomodate 5 Such as 0.26653. This was
nesded for beter acouracy in the provider budget screen.

- Amendment - Added the sbility to manage the provider detsils
from the amendment itself versus having to go back to the
‘contract and to access the provider detais.

- In progress - Fixing issues with the IMOA document {missing some|
data). At this time trying to determine if the data is missing or
systam amor.

= In Progress - Detail workshest at the Provider Budget level - Cost
Per Service line item

Release 2.2.7.06292011 Change Notes————————— |
» Contrzct/Amendment Document Genaration - Fixed bug where the
Build Document button was not enabled, even when all provider
doouments were present or the provider documents list was
empty. Ta refresh your documents list, go to the contract or
amendment and click Reload Documents and the lists will refrash

| 0T T e ntermet ar | T -
distart| B & O @ © ol | 5] Inbax - Micrasoft Outlook | 1 1 Reminder I |#] DPH Contracks | 4] Document - Microsaft ... || (& https://openwindow. |_'1 OB N J zz6pm

This will take you to your new contract, where you must start entering required data.

‘'openwindow.dhhs.state.nc.us/default.aspu?pid =con_contractlanding - Windows Internet Explorer

g&‘; L= |g, https: /fopenwindow,dhhs, state nc,us/def ault, aspx ?pid=con_contractlanding

H & &l e

| Fle Edt vew Favoites Tools Help | = & -

¢ Favorites (€ hittps: | foperwindow dhhs. state.nc.us/def ault, aspx?p...
P 5 Jeneen Preciose | Logout

els

NC DHHS Open Window

Openness, Transparency and Performance Management

Fublic | Home | Department | Division | Services | Contracts | Grants | Reports | My items | Search |

[ contract List |[ a0d contract |[ RF& List |[ ada RFa ] [ RFP List | [ 400 RFP | RFe List ][ a0d RFe |

Welcome to the Contract Management Page

What would you like to do?

Vi C nt Contract: H

B;i‘l’»:kin::;:\" ?:wrerl qurlra = link you will be going 1o the page where 2l Contracts in the system are I 2 . C I I C k the Add a

items or edit existing items. .
new Contract link

Add a new Contract
By clicking the e Contract link you will be going to the page where you can 30d 3 new Contract inta the sys)
Cunrent Contra nd choose the Contract you want to manage.

View Current RFAs
By clicking the Wizw Current REAS link you will b2 going 1o the page where il RFAS in the System are listed. From te ISt page you Gan view existng flems of 29
existing items.

Add a new RFA
By clicking the e RFA link you will be going to the page where you can add a new RFA into the system, To manage RFAS, go (o the View Curent RFAS
list and choose the RFA you want to manage.

View Current RFPs
By clicking the rrent REP= link you will be going to the page whera il RFPS in the System are listed, From the list page you 6an view existing ftems or adit
x0sting items

Add a new RFP
By clicking the = RFF link you will b2 going to the page where you can 233 a new RFF inlo the system, To manage RFFs, go (o the View Corrent RFFs
list and choose the RFF you want 1o manage.

ttps:  fopenwindows, dhs. state. nc, nsfdef ault. aspx pid=con _rFalist T T e ntemet PR
Bseart| 23 @ O @ © &) 0] O | O] Inbow - Microsoft Outiook [ 4 1 Reminder I | ] DPH Contracts | 9] Document - Microsaft ... || (& https://openwindow.... |;1 O ND:g zz7pm
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ENTERING FIRST YEAR CONTRACTS FROM AN RFA
To enter the first year's contracts from an RFA:

. ~ W Bing
JﬁFiIa Edt  Wew Favorbes Tooks  Help | = & - / 1. Cllck on the
Contracts tab.

/

. Favorites + Page = Ssfety - Tooks - @-

@ https: j/openwindow dhhs,stake.nc,us/default, aspx?p, .

Fublic | Home | Department | Division | Services | Contracts | Grants | Reports | My items | Search |

Release Information Help'Training Information
Release 2.3.0.06302011 Change Notes—— | Reporting Issues, Suggest or Provide
- Provider Budget - Fixed issue where values would dissppear when Feedback
e sl Piase do not call the project team with a direct question. Utiize the
® B T Rl En R V]t TE R iy Support Email, s0 items can be routed appropristely and to assist in
comectly as the page was saved and new line ilems were added bulling the FAQ area
- Provider Budget - Fixed issue where the fringe values woukd not i
updats on the top leval budget soreen. To update the fringe values Toreport issuss, suggest nhancements of to provide feedback in
121U to the salary workshast sr=en and then go back 10 the el aines R R e ndost S Epore
budiget and the fringe valus will be update. If it is not updating stil,
then the budgat record nesds to be delsted and rekayed, due to .
possible duplication issue that has been found and comected. Webinars
« Frovider Budget - Fixed formatting issue where dallar values were The webinars arez allows you to view webinars that were recarded
T PR T R e s five a5 well 25 webinars that were recorded for general training
- Provider Budget (Salary Workshest) - Fixed issue where if no Visit the Open Window Webinar Genter |
fringe group was sslacted the page wouki generate an ermor
indicating the fiekd was missing
- Provider Budget (Salary Workshest) - Fixed issue where the total EAGs
oost value was rounding The FAQs area allows you to look 3t sommonly asked questions and
- Provider Budget (Salary Workshest) - For sub contiacting or 10 S8 the answer{s) that was provided for the question
grants, you no longer have to sslect 3 fringe group for the \Visit the Open Window FAQ Genter
worksheet detail e
- Frings Settings - Adjusted the fringe value fiskd to sccomodate 2
large decimal value, it was fimited to two decimal places, just as
0.25, but now can accomodate 5 such as 0.25653. This was
nesded for better acouracy in the provider budget scresn.
- Amendment - Added the ability to manage the provider details
from the amendment itself versus having 1o go back 10 the
contract and to access the provider detsils
- In prograss - Fixing issuss with the IMOA documeant {missing some|
data). At this time trying to determine if the data is missing or
system enor.
- In Frogress - Detail workshest at the Provider Budget level - Gost
Per Sarvice fine item
Release 2.2 7.06292011 Change Notes————————————
- Contract/Amandment Document Genaration - Fixad bug where the
Buikd Document button was not enabled, even when all provider
documents were present or the provider documents st was
empty. To refresh your documents list, go to the contract or
amendment and olick Relosd Documents and the lists will refresh =2
| T T e ntemet PR
Bseart| 23 @ O @ © &) 0] O Inbox - Microsoft Outlook | 4 1 Reminder I DPH Contracts | 9] Document - Microsaft ... || (& https://openwindow.... | 0@ ND 2126 P

BEYE 2R G

JFiIs Edit “iew Favorites Tools  Help JX % -

»

¢ Favartes @ https:foperwindaw.dhhs.state.nc.us/default.aspxp... J f v [ - 0 e v Page - Safety v Tools - (@

Jeneen Preciose | Logout o =
els s e T

NC DHHS Open Window

enness, Transparency and Performance Manageme|

Public | Home | Department | Division | Services | Contracts | Grants | Reports | My items | Search |

[ contrect List |[ 204 contract || RFa st [ 400 mFa | [ RFP List [ 400 mFe || RF@ Lst [0 RFa

Welcome to the Contract Management Page
What would you like to do?
View Current Contracts

By clicking the View Current Contr
items or edit existing items.

= link you will be going 1o the page where all Contracts in the sy=) m the list page you can view sxisting

Add a new Contract
By clicking the A2

v Contract link you will be going to the page where you can #dd a new Contiact inte the = 2 CI H k R FA L H t
Cunent Gontracts list and choos the GOntratt you Want 1o manage. . IC IS

View Current RFAs
By clicking the View Cument RFEAS link you will be going 1o the page where all RFAS in the System are listed. Fro
existing items.

Add a new RFA
By clicking the Add 3 new RFA link you will b2 going 1o the page Where you £an 208 a new RFEA into the system, To manage RFAS, go o the
list and choose the RFA you want to manage

Current RFAs

View Current RFPs
By clicking the View Current RFF's link you will be going 1o the page where all RFPs in the system are listed. From the list page you can view existing items or edit
xisting items.

Add a new RFP
By clicking the A3d 3 new REP link you will be going 1o the page where you can 3dd 3 new REP into the system. To manage RFPs, go to the Visw Current RFPs
list and choose the RFP you want to manage

https: jfopenwindow. dhhs. state.nc, us/def ault. aspe?pid=can_rfalist ’_ ’_ ,_ ,_ ’_ ,_ |— Internet Yo | HIS% v v
distart| (B & O @ © &) o o | 5] Inbox - Microsoft Qutiook | 1 Reminder I |#]| DPH Contracts | ] pocuments - Microsoft ... “ (£ https://openwindow.... |;1 02 NI 4 z27pn
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indows Internet Explorer

B Y B Pl

JFiIs Edit “iew Favorites Tools  Help JX % -

»

Jﬁ - B - L @ ~ Page - Safety ~ Tools ~ @lv

7 Favorites (€ https:jfoperwindow.dhhs.state.ne.os/def aulk. aspxp. . |

information, parent |gra
invalvement, and cultural
envichmant, APF sarvices help
teen parents establish 2 strong,
stable foundation wpon which
Adalescent Parenting Program A4 their baby will be raisad. By Division of Public Health Awarded Ne Link 10/01/2010 | 11/16/2010  01/07/2011
invasting in teen parents today,
the program protects the future
of twa generations—the young
parents themselves and their
babies. APP s adminstared
through Teen Pregnancy
Pravention Initstives (TPPI),
wihich 15 mandzad by North
Carolina General Stanues
(NCGS) 130A-; 131 154, TPPL

3. When you see your
RFA in the list, click the
word View.

Piadmeont Triad Farmwarker N
Heslth Initistive ETAIEiies

Awarded $97,998.00 wevi. OLJ03/2011 | 02/16/2011  07/16/2011

region of NoTTTez
To fund and support HIV/STD
prevantion and testing activites
that tanget substance sbusars
undargaing weatment,

Women's Health Service Fund

pys for the provision of long-

acting revasuble contraceptive

AB7 == ehglhle mﬁ“';”‘ Division of Public Heakh Draft $86,066.00 Nolink  D9/15/2011 11/04/2011 120032011
chikdbearing age, in

Wiew the currect record: YWomen's Health Service Fund with Section 27.9 of the 1933
Praject Session Laws.

To fund HIV/ Seually
Transmitied Disazse (STD)
prevantion and testing sctivites
that target parsons at greatest
risk for =cq.| ing oF transmitting

HIV i =l

https:,ifopenwmdow.dhhs.state.nc‘usp’defau\t.aspx?pld:confrFamaln%pr\mary\d:1lbabUSQ-U134-4fac-53ed-clhdgac18054&requestld=0982b ,_’_,_,_’_rle Internet Yo | HT5% v Az

Division of Public Heakth Awarded S750,000.00 | No Link 04/13(2010 | 05/12/2010 05/21/2010

View Women's Hezlth Service Fund
Projact

HIV/STD Pravention Projects A200 Division of Public Heakth Awarded $4,500,000.00 | No Link 11/16/2009 | 01/15/2010  03/01/2010

distart| B3 & @ © ol | 5] Inbox - Microsoft Qutiook | 1 Reminder I |#]| DPH Contracts | ] pocuments - Microsoft ... “ (£ https://openwindow.... |;{ O N 4 z3ipm

|| X I Eing Pl

JFI|E Edit Wiew Favorites Tools Help JX % -

»

{_?Favﬂr\tas J & K - @ + Page - Safety - Tools - @lv

@ https: j/openwindow dhhs,stake.nc,us/default, aspx?p. .
—

4. Be sure you’re in
Openness, Transy the correct RFA, then
click the button,

Create Contract.

Fublic | Home | Department | Divisio

[ e\

Editing RFA: Women's Health Service Fund Project
Madified By: Jeneen Precioss, Modified Date: 6/22/2011
Budget Evsluztions Contracts &

[Women's Heslth Servics Fund pays for the provision of leng-acting reversible contraceptive methods to low inceme, Nen-1] = of childbesring sge, in
Section 27.9 of the 1993 Session Laws.
Purposs

Heset
sss00010
Division of Public Health = Create
Contract

[Agencies eligible to spoly: Frivate, non-profit heslth care agencies. not prohibited by MNorth Carolins state law to be the recipient of State or other funds administered by the North Carolina =
Department of Health and Human Services for contradts or grants
How To Apply
Funding Period June 1. 2012 - May 20, 2012
B

Direct all inquiries concermning this RFA to
| Julie Gooding Hasty, RHEG

How To Obtsin Information Public Health Program Consultsnt

Family Planning and Repredudlive Heslth Unit/Wemen's Health Branch

1929 Mail Servics Center ]

DHHS Open Wi
To report issuss, suggest enhancements of to prov = to Cpen Window, plasse email Cpen Window Su
DHHS O e G
Version : 2.3.0. 3'13«34 1 - Fiscal Year : 2011
|defau\t.aspx?pid=mn_rfamain&primaryid=11hah059—0134—4fat—a39d—t1hd95£1BDS4&raquestid=0982h98a—h359—4782—a349—ah11df51969f ’7 ’7 |° Internet Yo | HTEH v A

distart| B & O @ © ol | 5] Inbax - Micrasoft Outlook | 1 1 Reminder I |#] DPH Contracks | 4] Document - Microsaft ... || (& https://openwindow.... |_'{ 02 N J 232

This will take you to your new contract, where you must start entering required data.
Note: some fields will be filled out with information that was entered in the RFA. This information may be
changed in the contract.
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ENTERING A RENEWAL CONTRACT

To renew a contract with the Contractor for a service that has been performed in the past, you must renew that
previous or existing contract.

To renew a contract:

elease Notes and Help Topics - DHHS Open Window - Windows Internet Explorer

&
@T/‘- [l hetpss/fopenvindo dnb.satenc.usfusfaut aspazpid=main EEYE R GEE

JEiIe Edit View Favorites Tools  Help JX GEJ‘ -

J % 0y i

. Favorites

v| Search 4|i “* PDFCreator < eBay @ Amazon <& Coupons + (&) Rade 3 [ EH | - Options

1. Click on
Jeneen Preciose | Losout My ltems.

NC DHHS Open Window

Openness, Transparency and Performance Management

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My ltems I Search _

Release Information Help\Training Information
Release 2.8.9.08022012 Change Notes E:e:g;r;k Issues. Suggest Enhancements or Provide
° STl EEIETI S SR IS - FE (DA (Do e Please do not call the project team with a direct question, Utilize the |

and amendment templates have been released.

Support £ I, it by ted itel dt t
« General - The Submit button has been removed from all pages. L S U, SO S S LB T PR I e DRt

building the FAQ area
To report issues, suggest enhancements or to provide feedback in
Release 2.8.8.07202012 Change Notes ——————————— regards to Open Window, please email Open Window Support

+ Contrachdmendment Documents - Adjusted top margin down to
address printing issue

+ Senices - Comected issue with the contractors list where no data Webinars
was showing when going to that sub item page. The webinars area allows you to view webinars that were recorded
« Senvices - Corrected issue with the service jump list not appearing live as well as webinars that were recorded for general training.
when going to the Performance sub item page Visitthe Open Window Webinar Center
+ Performance - Fixed display issue where a grey region was
appearing to the right of the measure details
« General - Fixed some issues in the administrative areas EAQs

The FAQs area allows you to look at commonly asked questions
Release 2.8.7.07092012 Change Notes —————————————— and to see the answer(s) that was provided for the question.

« Contractdmendment Funding - Fixed an issue where MOA Visitthe Open Window FAQ Center

contract were able to add funding amounts. The funding amount

fields will now be disabled for MOA based confracts or .
amendments System Guide - Draft

The system guide defines the common items within the Open
Window application. It describes items such as navigation, screen
r Ralaasa 7 & f 15722017 Channe Natae ——————— u=ane terms_nanaral finctinns and =n an

javascript:_doPostBack(cHO0$UxUserMenuuxMainteny’, My Ttems') [0 T T |6 mtenet RN

My Items - Locked Files, Contracts, Services, E HHS Open Window - Windows Internet Explorer
@S - |g https: /fopenwindow, dhhs state,nc, usidef ault aspx pid=myikems j [ |§”2”£' I Eing |2/~ I
J File Edit Wiew Favorites Tools  Help J x GEJ‘ -

J % Y paiio

. Favorites

v| Search 4|. =t PDFCrestor e eBay 8 Amazon o Coupons - @ Rado B3 [ B | - Optior

2. Click the 2" tab, Contracts
Items, enter the OW contract

NEDH HS Opnexs number you want to renew
nness, Tz and click Search.

Services ntracts Grants Ré]

. X | ENC Grants

Items for: Jeneen Preciose _

Locked tems | Contract tems \

-
Search For Contracts Search
|23834 I Advanced

™ Pending Renewals M/ Limit to Three Years (End Date) M Limit to My Division
Search Results for Contracts

Page 1 of 7 (327 ikems) (<|[1] 2 3 4 5 & 7 [3]

Drag imn h ere to group by that column

Contract Title Contract Number Contractors ‘ g‘:;': End Date | Total Amount Status Amendments Administrator v | Manager v

V| Child. & Fam.

Report ;?e?:a;triignl?itc;tives 00022764 Resource Ctr. of 06/01/2010 05/31/2011 £74,000.00 Executed o Valerie Meadows Sims ~ Jeneen Preciose

lotes Henderson Cty.

(]

i T TR ME. Zion Community

Rep prevention Initiatives 00022633 Development 06/01/2010 05/31/2011 £100,000.00 Executed o Valerie Meadows Sims ~ Jeneen Preciose

Notes Corporation i

o)

| T T T T 6 nternet [P = [ -
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(_“ https:/ /openwindow.dhhs.statenc.us/default.aspx?pid=con_contractlist - Windows Internet Explorer

@3' |g, https: /fopenwindow,dhhs state nc,us/def ault, aspx Ppid=con_contractlist j & |EHEHEH Eing |P "
| Fle Edt vew Favoites Tools Help | = & -
7 Favorites

@ https: j/openwindow dhhs,stake.nc,us/default, aspx?p, .

) Jeneen Preciose | Logout
acels

NC DHHS Open Window

Openness, Transparency and Performance Management

Pustc | Home | Depetment | Dision | Senices | Convacs | Grans | Repors | i s | Serc
L W coniceet] [ uist [ ada RFa |[Ree st | [ ada RFe | [ RFa Lst [ a0d RFa |

|22

Tl my Contracts [ Pending Renewsl

When you find the contract you want
to renew, click the word Edit.

Search Results for Contra

Page 1 of 1 (1 ems)

— Contract Number Division Providers | o End Date | Total Amount Status Amendments
Edit =
View

[ i D ici e

EO|Edit the currect record: Injury@inlence (Youth Suidde 00023634  Division of Public Hezkh UNC-CH 033012010 09/29/2011 $T4519.00 Benuted
!\n‘ Prevention Project Evaluat)

o

Page 1 of 1 (1 ems) (<] [1]

DHHS Open Wi

To report issues, Suggest enhancements of 10 prov.
HHS Open Win e

\ersion © 2.3.0 08302011 - Fiscal Vs

|javascript: _doPostBack'ciDi$ux ContentPlaceHolder$eti0uxContractL istGridviewgeelld_TfuxEdiltemLinkButtort,")

Bseart| 23 @ O @ © &) 0] O | 5] nbox - Micrasaft ... | 1 Reminder | 1 oHis open windo... | 2] oPH contracts

T T e ntemet PR
I ] renewal Contract.d‘..“ i€ https://openwind... |_‘1 OB N s

Once you click Edit, that means you have Checked Out the record. Before you logout of Open Window, you
must Check In or Unlock (same thing) the old contract.

When the contract opens, check the data carefully and be certain that this is the contract you want to renew.
Because once you hit Renew, there is no way to undo it.
Note: If the Renew button is grayed out (unavailable), check to see if your contract was a sole source contract

(waiver). If so, you are not allowed to Renew it in the system. But, you can click the Copy button to transfer
that data into a new contract.
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con_contractmain&primaryid=9367c833-978c-4 - Windows Internet Explorer

@@' |g, https:f,iopenwindow.dhhs‘state‘nc.us,idefault.aspx?pid=confcontractma\n&primaryid=9367c833—978:—4:33—h9e0—l’ca970051ce4&c\d=l’5694ac1—Feaar4acb—b951—d295F0c9j & |@H‘?HXH Eing |"J "
J File Edt “iew Favorites Tools  Help JX % -

i:‘,? Favarites @ https: jfopenwindow. dhhs.state.ne.us/default. aspx?p. ..

J&'. © | (e v Page - Safety - Tools~ @+ >

. Jeneen Preciose | Logout
Ezzcels

NC DHHS Open Window

Openness, Transparency and Performance Management

Public | Home | Department | Division | Services | Contracts | Grants | Reports | My items | search |

[ contrect List |[ 204 contract || RFa st [ 400 mFa | [ RFP List [ 400 mFe || RF@ Lst [0 RFa

Editing Contract: 00023634 Injury&Violence (Youth Suicide Prevention Project Evaluat)
Madified By: sharon johnsen, Modified Date: 8/27/2011

rkshests Eudgst Performance Amendments  Aftschments

R Conemt e frisaotencs (vou Suiade Frevenion Pred Evalial
= .

Save
Submit
FEEIZSSE § |2 v B- R T
BIUSiEEE® YA When you are certain e
tion of the state’ revention grant activities - - Reset
that this is the contract -
- Review
you want to renew, hit e
Document:|
the Renew button. —
Spelling
Division of Public Health =|*
Chronic Disease and Injury Frevention B Copy
Renew
c
588001392 Ty University of Morth Carolina Syst. M"::he
Choose Selection | | Manags Frovider Adminisirstors [ eisrs ssis jour ass savre using s 2smen. Tve 2 32 253 e srouser samamaner o e s S ety aaseTed sy =
e Provider Detais | ressso oo e orgma e e s encas v e Rt— —

javascript: _ doPostBacki'cto0$uxUserMenufuxiainteny, My Tems'y ’_’_,_,_’_,_@ Internet Yo |""“ IE Y]
distart| B @ @ © 2] 9] O | 5] 1nbox - Micrasaft 0., | 4 1 Reminder | -1 pHs open Window... | |2] DPH Centracts | 1 Renewal Contract.d.., |[& hetps:/openeind_. | o|@ N@ 4 2:56pm

This will take you to your renewal contract, where you must start entering required data.
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FUNDING CONFIGURATION OF RENEWAL CONTRACTS

When you renew or copy a contract, the first screen to come up before you can begin to enter the contract data
is a Funding Configuration Choice Screen. This screen tells you the configuration setting of the old contract (it
will be either Fiscal Year or Budget Year) and asks you if you want to keep it or change it.

All contracts that are 12 months or less in length MUST use the Budget Year configuration.
Budget Year: bases the contract on a 12 month period of time. Reporting splits the total budget in 1/12
chunks across the state fiscal year.

All contracts that are longer than 12 months in length MUST use the Fiscal Year configuration.

Fiscal Year: bases the contract across state fiscal years. When Fiscal Year is selected, the Contractor’s
Budget must be split and entered for each state fiscal year. Likewise, the Performance Measures must
also be split and entered for each state fiscal year.

If you want to keep the existing configuration, the system will copy forward the budget and measure data as
well as some of the contract details.

If you want to change to a new configuration, the system will leave the budget and measure data blank and
only bring some of the contract details.

To keep the Funding Configuration the same, simply click the Complete button on the right.

To change the Funding Configuration, you must click the box at the bottom, putting a v in the box, then click
the Complete button on the right.

Note: Once the choice is made, it can be undone — but with lots of extra work on your part. So, take care. If
you need to “undo” your choice, contact your Contracts Team Leader immediately.

¥ Mozilla Firefox MEIE

Eile Edit “iew Higtory Bookmarks Tools Help
| || https: fjopenwindow. .. 976d1F918copytype=2 | =+ | =

Jeneen Preciose | Logout

1. This shows the configuration of
the contract you are renewing.

£dd Cortract >~ e it | #dd RFF [ RFG List]| Add RFQ |

Renewing Contract: 00024210 Young Moms Connect
WWorksheets Budget Performance  Amendmerts  Attachments
You have been directed here to completed a choice for tl al action you have initiated for this contract.
Complete

The current funding configuration for the contract is Fiscal Year.

Based on the current configuration of Fiscal Year, ifyou choose to change it to Budget Year, then the only items to be brought over ta the new record is the base contract details. No funding or performance data will be brought forw;
with the new contract.

rﬁy selecing this checkboy, you have decided ta change the funding configuration for the new contract from Fiscal Year to Budget ear.

3. When you’ve
made your choice,
click Complete.

DHHS Open Window Disclaimer and Privacy Information
Ta report issues, suggest enhancemerts or to provide feedback in regards to Open Yindow, please email
DHHE Open YWindow Writing Style Guide
“Yersion : 2.3.4.07052011 - Fiscal Year : 2011

2. To change the configuration, click here to
check this box. To keep it the same, leave
the box blank.

distart| G @ O @ © 2] 0 O |©] Inbox - Microsoft Qutiook | (@) Tropical Fruit Parfait - 20..., ||@ Mozilla Firefox ] apen Window Entry Guid,.. | 1) 02735-11 UNC Greenshu..‘l 02 N 101 aM

From here, you may begin to enter and edit the contract data.
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ENTERING CONTRACT DATA

There is a certain flow to entering data in Open Window that should be followed to

1. Ease pain associated with entered data not saving (aka disappearing);

2. Follow along your regular process of entering data for the “CAF”, then other documents;

3. Get the easy stuff out of the way so you have a decent record, feel a bit more confident, and then you can
concentrate on the tougher stuff.

Remember that anytime you generate a contract in the system, you must write down your Open Window
System (Contract) number.

Remember that when you are done with your entry, remember to click the Check In button and click OK when
the dialog box opens. This is extremely important, especially if you're going to be out on leave.

CHECK IN / UNLOCK

It is extremely important to Check In or Unlock contracts and records in Open Window. Contract
Administrators should go into Open Windows - My Items at the end of each day and UNLOCK ALL ITEMS.

Additionally, everyone should be using VIEW (not EDIT) when looking up information in Open Window unless
you are entering data on a particular contract or need to see detail not available through the VIEW field.

If you forget to use the Check In button, you may also Check In or Unlock items from your My Items tab.

From anywhere in Open Window, click the My Items tab at the top of the Open Window Menu. When the
screen opens, the first tab shows all the items that are Checked Out to you. To Check In one, some, or all of
them, click the box to the left of the item(s) you want to check in and a v* will appear in the box. Then, click the
Unlock button.

To Check In or Unlock a contract or record:

From any screen, click the My Items tab.

,l’,‘- https:/ /openwindow.dhhs.statenc.us/default.aspx?pid =con_contractmain&primaryid=9367c833-978c-4 - Windows Internet Explorer

@?\/ ) ® ] hitps:/jcpenwindow.duis state.ne.us/dsf ault.aspxPpid=con_contrackmaingprimaryid=3367¢333-075c-4c33-b9e0-fcad70051 cedirid=Fes94ar1 feas-4acb-bo5i-dzssioce 7| S || B {42l % = 6ing P~
| Fle Edt vew Favoites Tools Help | = & -

{I Favorites @ https:jfopenwindow dhhs.state.ne.us/def aulk. aspx?p..,

1. Click My Items.

— Jeneen Precios:

~ NC DHHS Open Window

Openness, Transparency and Performance Management

Fublic | Home | Department | Division | Services | Contracts | Grants | Reports | My items | Search |

[ contract List |[ a0d contract |[ RF& List |[ ada RFa ] [ RFP List | [ 400 RFP | RFe List ][ a0d RFe |

Editing Contract: 00023634 Injury&Violence (Youth Suicide Prevention Project Evaluat)
Medified By: wron johnsen, Modified Date: 8/27/2011
Workshests iget Performance Amendments  Attschments

v e [ ———r sme
- Sucmi

EIEE & 8V o- p——
B S US| EESE|V-A- =

Normal Ariz|

UNC-CH s Injury Frevention Ressarch Genter will provide evalusbion of the Stal='s Suike prevantion grant sotivites
which will include evaluation of training workshops.
g P Request

Division of Public Health = *

[Chronic Disease and Injury Preventicn | _W

UNG-CH * I!!!!I

588001392 ™ University of North Carolina Syst

[choose Selection ] | Manage Provider Administiators | Ficsse ssue jou cus netore using sis opsion Tois 15 52 833 new srovader saminisasr 3 e s o your Sumently selecied provicer b

Manage Provider Details | Ficsse ssue o ssa betxe using s opton. Tois is 5 manage sl cia o e cumenty Seiecid proukier. Flease noie, 545 0500 GPERS 1n 8 ek Wiodow 8 Wil ot rehesh e Proides Adminsaces selecion st

— o PO
[jarvascript: _doPostBack; cHO0fusLIserMenusgoMaintlen, My Trems'y T T e ntemet [Fa=Hmmw -
diseart| B @ O @ © oD | O] Inbow - Microsoft ©... I . 1 Reminder I | DHHS Open Windaw. .. | | %] DPH Contracts I 8] Renewal Contract.d... || & https://openwind... \Q]O N i e
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Notice the 2 tabs that come up in My Items:
Locked Items and Contract Items. Locked Items are all the records that are Checked Out to you.

enwindow.dhhs.state.nc.us/default.aspx?pid=myitems - Windows Internet Explorer

@@' |g, https:/fopenwindow. dhhs state ne.usidefault. aspxPpid=myitems j & |EH§HEH Eing |EE‘

JFiIs Edit “iew Favorites Tools  Help JX % -

7 Favorites (€ https:jfoperwindow.dhhs.state.ne.os/def aulk. aspxp. .

2. Find the record you wish to Check In /
Unlock in the list and click in the check box
so you see a v'. Or click in the topmost box to
select all items.

Items for: Jeneen Preciose
Locked tems | Contract ems

Page 1 of 1 (7 tems) <] [1] [Cuniea ]
Dr: lum by that coha
r |Ivee |number | Tite & | Description
r Contract. g The Adolescent Pregnancy Prevention Program [APPP) invests in the future of North Carolina by ensuring that young people aooss the stste have the o,
N Comwaz The Adolassent Pregnancy Preventon Frogram (APPF) invests in the future of North Caroling by ansuring that young people 2cross the mtate have the ..,
O Proys = Mo Assigned Desciption
i “Contract 23634 Injurv&Viclence {Youth Suicide Prevention Project Evalust] UNC-CH’ s Injuny Pravention Resaarch Canter will provide evalustion of the stste’ s suicide prevention grant activities which will inchuda evalustion o...
r Conwract 24672 Project Connect Support women 2ges 13-24 years whao are pregnant and/or parenting with health maintznance, parenting skills 2nd paremal s2ifsufidency,
[ | Conwact 25357 Project Connect - VOID
O | Commrac 24721 Sic To provide specialized, dinicsl meatment, refarrals, generic counsaling, education 2nd other sarvices in order 1o reduce the death and sickness of ...
Page 1 of 1 (7 items) [11

Previous Tab Next Tab

DHHS Opsn rd Privacy Information
To report issuss, suggest enhancements of to pro indow, please email Open Window Support

T A
distart| B @ @ © 2] 9] O | Tnbox - Micrasoft ©... | & 1 Reminder | DHHS Open Window. . | 5] DPH Cantracts | 1 Renewal Contract.d.., |[& hetpsi/openeind_. | o|@ N 4 259 pm

‘'openwindow.dhhs.state.nc.us/default.aspu?pid =myitems - Windows Internet Explorer

@7::- J&] ritpsifjopenmindon.chins state nc.usjdefaul aspxpid=myitems EEEER e |2]-|

| Fle Edt vew Favoites Tools Help | = & -

¢ Favorites (€ hittps: | foperwindow dhhs. state.ne.us/def ault, aspx?p,..

Jeneen Preciose | Logout

NC DHHS Open Windg

Openness, Transparency and Performance,

Public | Home | Department | Division | Services | Contracts | Gral

Items for: Jeneen Preciose UnIOCk bUtton.
Locked Ttems | Contract ltems
Pzge 1 of 1 (7 ftems) [1] = Unlode

T |1vpe |number |Title 2 | Description

r Contract 25441 The Adolescent Pregnancy Prevention Program (APPP) invests in the future of North Carolina by ensuring that young people across the state have the o,
r Contract 25448 The Adolescent Pregnancy Prevention Program [APPP) invests in the future of North Carolina by ensuring that young people aooss the state have the o,
| Provider No Assignad Description

¥ Conwzc 23834 UMNC-CH’ s Injury Prevention Research Center will provide evahsation of the state’ s suickie prevention grant activities which will inchude evahstion 0.

r Contract 29672 Support women sges 13-24 years who are pregnant and/or parenting with heslth maintenance, parenting skills and parental sef-sufficiency.

[ | Conwact 25357

r Contract. 24721 To provide specialzed, dinical reatment, referrals, genetic counseling, education and other services in onder to reduce the death and sickness of ..,

Page 1 of 1 (7 fems) [<] [1]

Previous Tab | Next Tab
CHHS Ogen d Information
To report issuss, Suggest enhancements of 1o prol Windaw. please email Open Window Supoort
DHHS Open W
Version : 2.3.0.08302011

- Fiscal Year: 2011

| T T e ntemet PR
Bseart| 23 @ O @ © &) 0] O | 5] nbox - Micrasaft ... | 4 1 Reminder | ohs open window... | |3] oPH contracts | 7 Renewal contract.d... || & https:/jopenwind.. | 0D N 4 250w

The item that was Unlocked no longer appears in your Locked Items list, meaning it has been Checked In.
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ndows Internet Explorer

m L |g, https: /fopenwindow. dhhs state ne.us/defaul. aspx Ppid=myitems

1[5 3 ) oES

28

JFiIs Edit  Wiew Favorites Tools  Help

| x % -

7 Favarites

Items for: Jeneen Preciose
Locked tems | Contract ems

@https' foperwindow .dhhs.state.nc.us/default.aspx?p...

Jeneen Preciose | Logout

NC DHHS Open Window

nness, Transparency and Performance Management

Public | Home | Department | Division | Services | Contracts | Grants | Reports | Myltems | Search

Jﬁv vlj@v Page - Safety ~ Tools ~ @v ?

Page 1 of 1 (6 items) <] [1]

Unlodk

Dr:
o]
&l
[ Conwacr 25448 Adolescent Preanancy Prevention Prooram
r Provider All
P Contract 24672 Project Connect
[ | Conwact 25387 Project Connect - VOID
T | Contract 24721 Sickle Cell Syndrome
Page 1of 1 (6 ems) |« [1]

The Adolescent Pregnancy Prevention Program [APPP) invests in the future of North Carolina by ensuring that young people aooss the stste have the o,
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MAIN SCREEN

I'm using a brand new (blank) contract as the template so you can easily see what data needs to be filled in.
All the items with the red asterisks MUST be entered first. Do NOT enter any other information even if it
comes before the next red asterisked item.
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Enter the Contract Title (should be something specific and consistenty used for all similar contracts, e.g.: Teen
Pregnancy Prevention Initiatives or Housing Opportunities for Persons with AIDS). Consistency is key!

Enter the Contract Purpose. This should be succinct and clear with acronyms spelled out and language that is
easy to understand.

The Division should be chosen for you and should read: Division of Public Health.

Enter How Procured.

If you generate your contract from an RFA or by renewing an existing contract, this option will be filled in for
you based on that information.

If you are entering a new contract, you must choose:

DPH version 2.0. 8/23/12 jmp Page 16 of 58



Waiiver if it's a sole source contract or Other if it's an IMOA, MOA or Special Appropriations.

Enter Contract Selection.

If you chose Waiver above, you must either:

Enter General Contract if it's a Sole Source with a non-UNC entity;
Enter UNC if it's a Sole Source with a UNC entity; or

Enter Personal Service if it's a Personal Service contract.

If you chose other above, you must either:

Enter IMOA, MOA or Special Appropriations.

Enter the Start Date of your contract as MMDDYYYY (no spaces or dashes).
Enter the End Date of your contract as MMDDYYYY (no spaces or dashes).

If it's a brand new contract, you will have to select a Funding Configuration:

Select the Funding by Budget Year configuration if the contract is 12 months or less in length (start date to end
date).

Select the Funding by Fiscal Year configuration if the contract is longer than 12 months (start date to enddate).

Note: Once the choice is made, it can be undone — but with lots of extra work on your part. So, take care. If
you need to “undo” your choice, contact your Contracts Team Leader immediately.

CONTRACTOR SELECTION AND DETAILS

If you have renewed or copied an existing contract, the Contractor's Name and Tax ID should be pre-loaded.
Ensure they are correct by clicking the blue link that reads “View the details of the contractor...”

The detail screen will pop open in another window. Verify the Legal name and Tax ID (EIN) against your files
and Ensure that the Status show “Active”. (You may close that pop up window at any time.)

If the pre-loaded Contractor’s status is “Inactive” or you are entering a brand new contract or entering a
contract from an RFA, you will need to look up and enter the correct Contractor for this contract.

Enter Contractor by clicking the Lookup button. This will open a pop up window that you will use to find and
select your Contractor.

The system is loaded with Contractors. You could easily spend an hour scrolling through the alphabet looking
for your Contractor and still not find what you're looking for. The best way to find your Contractor is this:

USING LOOKUP TO FIND YOUR CONTRACTOR

The system will automatically default to searching the letter “A” for your Contractor. The first thing you must do
is click on the letter or number that corresponds with the first letter of your Contractor’s legal name.
(Note, some start with “T” for “The” e.g., “The University of North Carolina at Chapel Hill".

In the box where it reads, “Type search details here”, enter the Contractor's Tax ID Number (EIN).

Enter the Contractor’'s Tax ID, EIN or SSN with NO spaces or dashes (e.g., 569999999).
Then click the Search button.
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A list of matching Contractors will generate for you to chose from. If your Contractor has more than one Group
number, (group numbers are the designation assigned to the payment address in NCAS), be sure to chose the
correct one. Click the blue word Select next to the correct Contractor.
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A revised screen will generate showing the Contractor you chose. If it is correct, click Save. (Note: you may
need to scroll down in the pop up window to see and click Save.) The window will close automatically, and the

contract Main Screen will show the saved Contractor.

Eile Edit “iew Higtory Bookmarks Tools Help

|1 o5 Ofc of procrementand Con.. ||| tosilfpracacecp. ara7-s2uoranszan | | | eps:openindow. czs-ssssni7asean x | & | .
(€ )> [-;!v Google

S h OWS th e ¥ sdvanced Search
Contractor you PP~ ——1 |
Selected. ASGTEOABCDEFGHIJELMNORORETUNIWNEY Z

QResults

""" 4262, Type: Non-Profit

Page 1 of 1 (2 items) [11

Drag a calumn header here o group by that column

Providers Type

Name TaxID Desc Group Number

Wayne County

Partnership For Children 262 Maon-Profit o1

Select
The: Partnership far

Select  Children of Wayne s o on-Prafit 0z
County, Inc.

T g | (1]

......

Save I Close I

o/ start EeLge |©] Inbox - Microsoft Qutiook nanilla Firefor 81 Enter Contrack Data.doc... 0D N CE 10:47 AM

Click the gray SAVE button at the top right hand side of the screen and write down your Open Window system
(contract) Number.

Enter all the other information asked for on the main page.

Section — select from list
Branch — select from list

Enter if the contract is Direct Medical Service (select Yes or No).

Enter if the contract is Consulting (No).

Enter if you Intend to Renew this contract in the future (Yes).

You will NOT enter an NC Grants number. You do not have this information.

Contract Administrator — select the program person whao's responsibility it is to monitor contract is on a day to
day basis (often yourself).

Enter the Contract Manager - select the Contracts Team Leader assigned to your Branch

Enter the Contract Delegate - select the program person who backs up the administrator or enters data into
Open Window.

These steps are KEY. If you do not assign the contract to yourself and the others involved with the processing,
you will not be able to easily find your contract.

CLICK THE SAVE BUTTON.

Under Contractor Selection and Details
Select the Contractor Administrator and choose the person who will manage the contract on the Contractor’s
side. This is the person who you used to enter on the CAF and Profile Sheet as the Contractor Administrator.
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Note: The name may be there, but the address and contact information may be missing and should be verified
on a regular basis

EDITING THE CONTRACTOR ADMINISTRATOR

Click the Manage Contractor Administrator button. Click the 2™ tab, Current Administrators and find your
Contractor Administrator in the list. Click words “Administrator Data: Click here to show the contact detail(s)”
or the plus sign (+) just above your contact to expand or hide the region and verify all the information has been
entered and is correct and current. You will need to scroll down the page to view all the data. If an item needs
to be changed, click the blue word Edit next to the entry, then change the information and click the Update
button. (If you hit Save, it will create a duplicate entry.)

Each Administrator MUST have a Mail To address and a Ship To address where Mail To is the mailing or PO
Box address and Ship To is the physical address. Each must also have a Title, email, phone and fax.
(Exception, if the administrator has no fax number, that may be omitted.)

If there is no one listed in the drop down box, it means that no Contractor Administrators have been added.

ADDING THE CONTRACTOR ADMINISTRATOR
Click the 1% tab, Add/Update Administrators.

Click the blue link, Add a New Administrator.

A new window will open where you have to enter the Contractor Administrator’s:

Name

Title

Email

Click Save New. This is the Parent record. The following information cannot be saved until the Name, Title
and Email are saved.

Enter the administrator's mailing address (often a PO Box)

Address

City

State

Zip

Choose Address Type: MAIN

This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email).
Click the Save New immediately to the right of this record. (Do NOT use the Save New at the very top — that's
for the Parent only).

Enter the administrator’s ship to address (the physical address)

Address

City

State

Zip

Choose Address Type: SHIP TO

This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email).
Click the Save New immediately to the right of this record. (Do NOT use the Save New at the very top — that's
for the Parent only).

BOTH addresses MUST be entered. Please refer to your copy of the last executed (signed) contract for
correct addresses. Many of the CAFs and Profiles submitted with hard packets have bad addresses. The last
executed contract will have the most up to date address information. You will not enter a “Billing” address at
this time.

Enter the administrator's Phone Number
Choose Type: Main
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This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email).
Click the Save New immediately to the right of this record. (Do NOT use the Save New at the very top — that's
for the Parent only).

Enter contact’s Fax Number

Choose Type: Fax

This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email).
Click the Save New immediately to the right of this record. (Do NOT use the Save New at the very top — that's
for the Parent only).

Enter contact’'s Mobile Number, if you have it

Choose Type: Mobile

This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email).
Click the Save New immediately to the right of this record. (Do NOT use the Save New at the very top — that’s
for the Parent only).

Note: If you need to edit an existing item, click the word Edit beside the contact information you want to
change, then change it and click the Update button immediately to the right of the entry. (If you hit Save New,
it will create a duplicate entry.)

When all Contractor Administrator data is entered and saved, click the System Number and Title “breadcrumb
trail) at the top of the page to get back to the main contract screen.
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Click on the drop down box for the Contractor Administrator and choose the person you entered.
Click the SAVE button.

EDITING THE CONTRACTOR AUTHORIZED SIGNATURE

Click the Manage Contractor Authorized Signatures button. Click the 2™ tab, Current Authorized Signatures
and find your Contractor Authorized Signature in the list. Click words “Authorized Signatures Data: Click here
to show the contact details(s)” or the plus sign (+) just above your contact to expand or hide the region and
verify all the information has been entered and is correct and current. You will need to scroll down the page to

DPH version 2.0. 8/23/12 jmp Page 21 of 58



view all the data. If an item needs to be changed, click the blue word Edit next to the entry, then change the
information and click the Update button. (If you hit Save, it will create a duplicate entry.)

At this time, the only field REQUIRED for Authorized Signature are Name, Title and Email. It is not necessary
to add address, phone or fax information. However, if you would like to update the information, you are
welcome to do so.

If there is no one listed in the drop down box, it means that no Contractor Authorized Signatures have been
added. Prior to adding a new Authorized Signature, be sure that you have a copy of the current calendar
year’s Authorization to Sign Contracts forms. If you do not, you may obtain it by clicking on Manage Contractor
Documents button on the Main Screen, under Contractor Selection and Details and clicking on the blue link for
the latest version that reads “Authorization to Sign Contracts”.

ADDING THE CONTRACTOR AUTHORIZED SIGNATURE
Click the 1% tab, Add/Update Authorized Signatures.

Click the blue link, Add a New Authorized Signature and follow the same steps as when you added the
Administrator.

When the New Authorized Signature has been added and saved, click on the breadcrumb trail to get back to
the Main Screen, select them from the dropdown list and

Click SAVE.

This should complete all the data on the main contract screen.

FUNDING SETTINGS TAB (FOR ACTIVITY-BASED BUDGETS OR TO CHANGE FUNDING CONFIGURATION)

When all data is entered and saved, click the blue word Funding. You will be taken to the Funding Summary
screen. This summarizes all the dollars in the project. Nothing to enter here.

Most will also skip over the 2" tab, Funding Settings to adjust the contract’s funding settings.

Funding Configuration:

Choose Budget Year or Fiscal Year.

If you generated your contract from an RFA or by renewing an existing contract, this option will be filled in for
you based on the choice you made on the Funding Configuration Choice Screen (p.12).

Funds Status: Do NOT enter anything at this time. The Budget Office will use this designation at some point.
Funds Budgeted

Funds Proposed

Funds Not Available

Funds Proposed, Requires Realignment

Activity Based Contractor Budget: Select Yes or No from the drop down. This means, if you pay the
Contractor only when they have completed a specific activity and not on a reimbursement bases, you select
Yes. If you pay the Contractor when they submit a CER for program-related expenses regardless of
deliverables, you select No. Unless it is a special circumstance that has already been vetted through the
Contracts Office or an RFP, the answer should be “No.”

CLICK THE SAVE BUTTON.

DPH version 2.0. 8/23/12 jmp Page 22 of 58



FUNDING TAB (ENTER THE CONTRACT SOURCE FUNDING — FEDERAL/STATE/OTHER)
Click on the 3" tab, Funding to enter funding information.

Enter Service: Choose your service title with the appropriate Fund Code from the drop down box.
Enter Requirement Account: 536XXX for an FA contract or 532XXX for a POS contract.

PO Number: Leave blank - the Contract Administrator will not have this information at the time of entry. It will
be entered by the Contracts Office once the contract has been encumbered.

Enter the Company Code: for DPH, the company code is always 2B01.
Note: the drop down list has both 2B01 (zero) and 2BO1 (the letter “O”). Be sure to select the one with the
zero (it's skinnier and comes first in the list), otherwise, your FRC codes will not be correct.
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Enter your FRC code: Choose from the drop down list. This number is comprised of the last 2 digits of your
old center number.

Enter your RCC code: Enter manually. This number is comprised of the middle 3 digits of your old center
number.

Note: you will not enter the fund number (the first 4 digits of your old center number), as the system assigns
this automatically based on the selection you made for the Service, above.

Grant —if it's a federally funded contract and the grant is loaded, select from the list
Grant Award - if it's a federally funded contract and the grant award is loaded, select

Contractor Match — Select NO unless you are entering a line of funding that is booked against an FRC code as
Contractor (Local) Match; then, select YES.

Enter your dollars under the correct column for that FRC and RCC:
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Federal Receipts if they are federal dollars.
Appropriations if they are State dollars.

Other if they are Contractor/Local Match dollars or are from another source.
(Do not use County/Local Receipts at this time).

CLICK THE SAVE NEW BUTTON.
For each different source of money / FRC / RCC code, you must repeat this process.

When you've entered all your funding information, click the 3" tab, All Funding Sources.
Examine this information carefully for any mistakes / keying errors / omissions.
If you need to make adjustments, click the 2" tab, Budget.

If you need to ADD a new item, follow the instructions as above.

If you need to EDIT an item that has been entered, the items you entered previously will be listed on the
bottom half of your screen. Click the word Edit next to that funding source and make your edits. Click Update.
(If you hit Save New, it will create a duplicate entry.)

If you need to delete an item, the items you entered previously will be listed on the bottom half of your screen.
Click the word Delete next to that funding source. A dialog box will appear asking you if you really want to
delete it. If you do, click OK. If you don't, click Cancel.

When you've entered all your funding information, click the 3" tab, All Funding Sources.
Examine this information carefully for any mistakes / keying errors / omissions.
If all the information is correct, you are done with the Budget / Funding.

WORKSHEETS

Click the blue word Worksheets. This is where you fill out your Justification, Audit Determination
Questionnaire, IT Questionnaire, and HIPPA Questionnaire.

The first tab is called the Data Entry Checklist. This helps you keep track of everything that needs to be done.
| find it easiest to work from the right side in (again, building confidence and doing the easiest first).

IT QUESTIONNAIRE TAB

Click on the IT Questionnaire tab. This is your form that decides if your contract must go to DIRM for review
and approval. Read the questions and click Yes or No in the drop down box. All the responses in the form
default to No, but if your contract has all “No” to be entered, you must at least click on the first box and click
“No” for the system to register that data was entered. Be sure the entries selected correspond to the contract’s
Scope of Work and Budget. Click Save when the form is correct and complete.

HIPPA QUESTIONNAIRE TAB.

Click on the HIPPA Questionnaire tab. This is your form that decides if your contract must go to the HIPPA
compliance team for review and approval and include the HIPPA BA document. Read the questions and click
Yes or No in the drop down box. All the responses in the form default to No, but if your contract has all “No” to
be entered, you must at least click on the first box and click “No” for the system to register that data was
entered. For DPH, the answer will be No 99.9% of the time. Click Save when the form is correct and complete.

AUDIT DETERMINATION QUESTIONNAIRE TAB.

Click on the Audit Determination Questionnaire tab. This is your form that decides if your contract is a
Financial Assistance (FA) contract or a Purchase of Service (POS) contract. Read the questions and click the
circles appropriately. The circles checked tally and enter values in that column. The column with the highest
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value determines the FA / POS status. Does final result match up to your sense the contract's FA/ POS
status? Click Save when the form is correct and complete.

Note: this form is not identical to the Audit form that you have been filling out. The questions are out of order
and some have been reworded. Do not try to copy the answers verbatim from previous year’s form. Read
each question carefully and make the right choice for your current contract.

JUSTIFICATION TAB

Click the JUSTIFICATION TAB. This is the contract justification. Please reference the Contract Unit's Open
Window Justification Worksheet for instructions and to assist you with what information goes where in this
area. It can be found on the Contracts Unit Forms website under the folder “Open Window Worksheets”.

Be sure that in Question #1, you've addressed the need for the service; who benefits; the measureable results;
and the consequences if the contract is not executed.

Click Check Spelling to catch any misspelled words. Click Save when the form is correct and complete.

Note: By clicking the blue words “Justification Memo” on the right side of the Justification tab, the system will
generate a PDF of the entire justification memo that you may open and or save to your computer or print out.

Please be sure to review this document as it greatly assists in catching typos and mistakes that may not be
easily spotted on screen.
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Editing Worksheets for 00027440 NC Home Visiting program Check In
Worksheets Funding Performani nties Amendments Attachments
Data Entry Checklist | Justification it Determination Questionnaire | HIPAA Questionnaire | IT Questionpas
Modified By: Jeneen Preciose, Modifié\ [Date: 8/3/2012 3' C t pt k g’
! . correct any mistakes
Name and Title IKewn Ryan, Section Chief, Women & Children's Health Section \\ R y ! Save
lAn RFA was issued in 2011 for the North Carolina Maternal, Infant, and Ea 4- CI ICk Save- Reset
. prioritized in this application: counties not included in this list were also eligible if
HEedigseiice County was not included in the 30 categorically eligible counties identified by the 2011 RFA, but del gnimicant Scliicnk
portion of the county in which the need for home visiting senices is as great as, or greater than, many of the categorically eligible counties. =" L pefing
ffor each application and provide recommendations for funding. Based on the review process, 7 contracts were awarded. This contractor's =l lustification Form
application score, which was assessed by the independent review committee, was within the fundable range and the application was il
Renewal Summary recommended for funding.
This contract was procured through a RFA. Contract Selection This contract's selection choice is General Contract.
Competion Evaluation
Selection RFA Issue Date: 4/6/2011, Deadline: 5/13/2011, Award Date: 5/26/2011
Were other public agencies contacted? |No = -
(A) If no. explain why other public agencies were not contacted or considered? 5. CI |Ck blue Justlflcatlon Form
IPubIlE agencies in all 100 MC counties were eligible to apply to the RFA. Sevey - g . =
(B} If Yes, is this a multi agency prnject’?an—;l * to open Or Save the JUStIflcatlon
T Memo as a PDF.
gutlichasncies Type the Public Agency Name
Explanation
T RS B =l
T T T T | ntenet RN
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PERFORMANCE MEASURES

Click the blue word Performance. This takes you to the Performance Measures screen.

Remember, that for each Budget Year or Fiscal Year, you must enter the appropriate Performance measures
for that time frame. Since the vast majority of DPH contracts are 12 months or less, the selection of Budget
Year as your funding configuration will likely translate to just 1 year. However, if you chose Fiscal Year as your
funding configuration and your contract crosses over 2 (or more) state fiscal years, you must enter measures
for each fiscal year.

If you Renewed or Copied a contract, the last contracts Performance Measures will be brought into your
contract. You may choose to Copy these entries and then edit them before you begin entering any new
measures, or you may choose to Delete the previous measures. (See instructions on editing, below.)

Please reference the Contract Unit's Open Window Performance Measures worksheet to assist you
with definitions, writing style and what information goes where in this area. It can be found on the
Contracts Unit Forms website under the folder “Open Window Worksheets”.

ADDING A NEW MEASURE

Click on the 1* tab, Add/Update Measure

Click the blue link Add A New Measure

Measure Type — select from the drop down list: Demand, Input, Output, Outcome, Service Quality, Efficiency
Reporting Frequency — select from the drop down list: Monthly, Quarterly, Semi-Annual, or Annual.

Contract Measure — enter the measure definition

Explanatory Notes on Measures — enter any notes needed. Note: these do NOT print out on the built contract.

CLICK THE SAVE NEW BUTTON IMMEDIATELY TO THE RIGHT OF THIS INFORMATION.

This is the Parent record. The following information cannot be saved until the Measure Type, Reporting
Frequency and Contract Measure (definition) are saved. Open Window defines this Parent collectively as the
“measure definition”.

fj Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Succe - Windows Internet Explorer

@_“' |ﬁi httDS:Honenwmdow‘dhhS-state-nc‘uSIdefW ~ WS&ltemd:DS?SF9:U-505?-4c92-6266-6883=j 8 |[=fl4] x Eing £~
[ ete ek e o irsrorees inece ﬂa‘ﬂ( 1. Click Add/Update Measure

J €Y pdiforge (@Y - Yahoo

1 Favorites Egl '| /& DHHS Open Window w :

2. Click Add a New Measure.

Editing Performance for A = REPare for Success - Contract: 00026567 PREPare for Success Check In
Worksheets  Funding ance Counties
Add/Update Measure | Current Measures | Associated Measures | Deliverables
A measure is comprised of two parts, the measure definition and then the value sets (yearly driven). The m is distinct, where as the value sets can span many years.
Add A New Measure
Type the measure here %
Type the measure note here
4. Click Save New.
3. Enter all data for the “measure
deﬁnition" portion. ure can have one or value sets by a choséi g
lm * Save New
Baseline Value Type the measure baseline value here * Update
Target Value Type the measure target value here * i
Actual Value Type the measure actual value here
Data Source Type the Data Source here
gg::ﬁ:g::mcess e Type the Collection Process here =
Collection Frequency Type the C on Frequency here
Data Limitations Type the Data Limitations here
_ =l
| [ T o= [moow -
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Once that is saved, you may enter the detail about that measure.

Budget / Fiscal Year — select the appropriate year for the measure from the drop down list.
Preferred Trend - select from the drop down list: Increase, Decrease, Maintain, or Other.
Baseline Value — enter

Target Value — enter

Actual Value — Leave this blank — it will be filled in as part of the contract close out process.
Data Source — enter

Collection Process and Calculation - enter

Collection Frequency - enter

Data Limitations - enter

CLICK THE SAVE NEW BUTTON IMMEDIATELY TO THE RIGHT OF THIS INFORMATION.
This is the Child record that is dependent on the Parent as listed above (Adminstrator Name, Title, Email). Do

NOT use the Save New at the very top — that’s for the Parent only. Open Window defines this Child
collectively as the “value set”.

For each new measure, you must repeat this process.

f_':‘ Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Succe - Windows Internet Explorer

@" L) I@ https:h’upenwinduw‘\:Ihhs.state.n:‘usfdefault.a5px?p\d=genJ:lBrfDrmance&Drimaryid=c655209&-dc84-4345-591c-3c73585041f3&itemi\:I=D5TSF9:0-505?-4(92-&266-6883‘j % E ¥ X Eing R~
J File Edit Wiew Favorites Tools  Help J QJ‘ -
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Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Success Check In
Worksheets Funding Performance Counties
Add/Update Measure | Current Measures | Associated Measures | Deliverables
A measure is comprised of two parts, the measure definition and then the value sets (yearly driven). The measure is distinct, where as the value sets can span many years.
Add A New Measure
Measure Type Output 'I * Reporting Frequency Annual 'I = Save New
n Update
MNumber of healthcare provider trainings held per month. = —
Amendment Measure Reset
=
Explanatory Notes on Type the measure note here H
Measures o
A value set is comprised of multiple data points and are entered for a chosen year. A measure can have one or value sets by a chosen year.
Budget Year IChoose Selection 7| * Preferred Trend Choose Selection =] * | Save New
Baseline Value Typsethe measure baseline value here * Update
Target Value Type the m& e here Reset
Actual Value Type the measure ac{d>
Data Source Type the Data S 1 Enter a“ data' for the 2 CIle SaVe NEW button
- 13 ” H - - -
Collection Process and Typs the Collection value set portlon. |mmed|ate|y next to thls |
Calculation R
Collection Frequency Type the Collection Frequency herg section.
Data Limitations Type the Data Limitations here
=l
| [0 T T |6 mtenet RN

All Six Measures: Demand, Input, Output, Outcome, Service Quality, and Efficiency must be entered per the
Open Windows Performance Measure Worksheet instructions.

If your contract has a Fiscal Year funding configuration, you may add multiple value sets (changing the fiscal
year) for each measure definition. (E.g., the measure definition reads Output; Annual; Number of healthcare
provider trainings. The value set for FY13 can be added with a target value of 20 along with the other required
information. Save it. Then, Edit that value set, change the FY to 14 and update the target to 30, and Save
New to create the value set for FY14. This method saves a lot of repeat entry.)
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VIEWING, EDITING AND DELETING A MEASURE

To VIEW all the entered measures, click the 2" tab, Current Measures. What is displayed is the measure
definition. To view the entire measure — including the value set — click the blue words “Measure Data: Click
here to show the contact details(s)” or the plus sign (+) just above the to expand or hide the region and verify
all the information has been entered and is correct and current. You will need to click on each measure

definition individually to show the value set for each (until OW has built an expand all option). Scroll down the
page to view all the data.

Examine the measures carefully on-screen for any mistakes / keying errors / omissions because not all
elements print on the built document.

If you need to EDIT an item that has been entered, click the blue word Edit next to the entry, then change the
information and click the Update button. (If you hit Save, it will create a duplicate entry.) Note: the measure
definitions have their own sets of buttons for editing and updating. Be SURE you are clicking on the button
immediately next to the item you want to edit or update.

Editing the Measure Definition will only allow for editing of the measure definition section.

Editing the Value Set allows for editing of both the measure definition and value set — BUT, you must change
and click Update for the Value Set first. Then, you can change and Update for the measure definition.

fj Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Succe - Windows Internet Explorer
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Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Success Check In

Worksheets Funding Performance Counties

Add/Update Measure | Current Measures | Associated Measures | Deliverables

Edit Options for the Measure Definition.
NOTE: Editing the Measure Definition will only
allow for editing of the measure definition

Output section.
The FY12 conbiadt required the provider to iain 400 participants. Due to unenticpalea T o0y T from school distrids to train middle
Explanatory Notes on Measures

school teachers in Making Proud Choices was much more difficult than anticipated. As a result, DHHS and the provider determined that 200 teschers is 8 more appropriats target for number of
teachers trained.

Measure Data: Click here to hide the value set(s)

Modified By Modified

Vvalue Set(s) for measure

I-?vaseline VEIT
Edit Options for the Value Set.
e NOTE: Editing the Value Set allows for editing

of both the measure definition and value set.
e e e
Merissa Gremminger

Maacura Nata: Click hara to chow tha walua catic)

=l
Done

T T T T | ntenet [P = [ -

If you need to DELETE an item, the items you entered, click the blue word Delete next to the entry. Note: the
measure definitions have their own sets of buttons for deleting.

Deleting the Measure Definition will delete the entire measure — value set & all.
Deleting the Value Set will only delete the Value Set and will leave the Measure Definition intact. A dialog box
will appear asking you if you really want to delete it. If you do, click OK. If you don't, click Cancel.
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Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567

Worksheets Funding Performance Counties
Add/Update Measure | Current Measures | Associated Measures | Deliverables

Delete Options for the Measure Definition.
NOTE: Deleting the Measure Definition will
delete the entire measure — value set & all.

Measure Data: Click here to hide the value set(s)

Output

Number of participants treined

The FY12 contract required the provider to train 400 participants. Due to unenticipated resistance from school district officials, gaining access to and buy in from school districts to train middle
Explanatory Notes on Measures school teachers in Making Proud Choioes was much more difficult than anticipated. As a result, DHHS and the provider determined that 200 teachers is s more appropriste target for number of
teachers trained.

Modified By Modified

Preferred Trend

Raseline Value
Target Value
Actual Value
Human emor: typographical smors: technological

Delete Options for the Value Set.
NOTE: Deleting the Value Set will only
delete the Value Set and will leave the
Measure Definition intact.

COPYING AND UPDATING MEASURES (RENEWALS, COPIED CONTRACTS, CONTRACT AMENDMENTS)

If you have renewed or copied a contract and the funding configuration is the same, the measures entered in
the original contract will be brought forward into your latest contract.

To access the existing measures, click on the 3" tab, Associated Measures.

In the list that follows are all the measures entered in the previous contract. You can view each in detail by

clicking the blue words “Measure Data: Click here to show the contact details(s)” or the plus sign (+) just above
the to expand or hide the region.

fj Editing Performance for Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Succe - Windows Internet Explorer
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(& editing Performance for ... X
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Explanatory Notes on Measures

Click blue Copy Performance
to copy the measure.

=
Copy Output Reporting Frequency Annual [Categoy ]
Performance Number of participants trained.

The FY12 contract required the provider to rain 400 perticipants. Due to unanticipated resistance from school district officials, gaining access to and buy in from schoel disticts to train middle school
teschess in Making Proud Choices wes much more difficult than anticipated. As s result, DHHS and the provider determined that 200 teachers is a more appropriate targst for number of teachers trained

Value Set(s) for measure

Year 1

Preferred Trend Decrease

Baseline Value 400
Target Value 200
Actual Value
Data Source Provider progress reports.
Collection Process and Calculation Provider completes progress report documenting the number of participants who have completed training in Msking Proud Cheices and submits to the PREF Coordinator,
Collection Frequency Quarterly

Data Limitations

Human emror; typographicel eors; technological emor.
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If the measure is applicable to this contract or just needs some minor changes, click on the blue words Copy
Performance next to the measure you want to copy. That measure will be copied in full into the Current
Measures tab — which is where your screen will change to display.

Continue this process for all measures you want to copy.

Remember, all Six Measures: Demand, Input, Output, Outcome, Service Quality, and Efficiency must be
entered per the Open Windows Performance Measure Worksheet instructions.

To View, Edit or Delete the Measures that have been copied, follow the instructions in the previous section of
this guide.

If you need to add a new item, go back to the first tab and click the blue words Add a New Measure and follow
the instructions in the previous section of this guide.

The Department has provided the following information as guidance for Performance Measures:
We would like to encourage everyone to watch or review the Contract Webinar Recordings.

You can access them through the Open Window Home page. There is a link that will take you to the
listing of recorded webinars available.

Performance measures are budget year or period driven. Measures and Deliverables work together.
All performance measures will not be tied to a deliverable, but all deliverables will be tied to a
performance measure. Which mean you can create a performance measure without a deliverable, but
you can not create a deliverable without a performance measure.

You must select a measure for each type (input, output, etc) and each type may have several

measures. The example below is output:

1. The year: is the budget year or period driven by the contract

2. The trend: How do you want the measure to perform? Do you wish it to go up, down and/or
maintain the same?

3. The frequency: How often the measure is going to be reported on in terms of how often you are
going to come back in and update the value of the measure itself Currently the choices are
monthly, quarterly semi annually and annually. Itis up the CA or CM how often they choose the
measure the measure they select.

4. Measure: What is the measure doing?

5. Baseline Value: Determined by the information that you have gather to help generate the
measure. Example, if over 3 years, the contractor on average provide CSBG services to 500
clients a year...that would be your baseline measure. The baseline measure usually does not
change once it is established. However, your target will continue to change.

6. Target Value: Usually this is the initial baseline value, but base on performance will change over
time. Example, if target keeps being reach, it will change based on the performance or actual.

7. Actual Value: Fill out when you come back in to update the progress of the measure

8. Data Source: Where is the information coming from for this measure (8, 9, and 10 all work together
and relate to the data source)?

9. Collection Process and Frequency: How did you collect the data for the data source?

10. Data Limitation: Limitations that may impact the data

The second tab under Performance is titled, “Deliverables.” This is for use only when you are tying your
Contractor’s Budget and Reimbursement to the Deliverables achieved in the contract. Please speak to your
Contracts Team Leader or the Contracts Manager prior to using Deliverables in your contract as it has
additional implications.

Once all the Performance Measures are in the system, you are ready to move on to the Counties served.
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COUNTIES

Click the blue word Counties. This takes you to the Counties screen.

Click on the box next to each North Carolina County that is served by this contract to put a v' in the box.
To select all Counties, simply click the Select All button at the bottom of the screen.

To unselect all Counties, click the Un-Select All button at the bottom of the screen.

Click the Save button on the right to save the Counties served.
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Once the Counties served by this contract have been saved, you are ready to move on to the Scope of Work.
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SCOPE OF WORK

While Personal Services contracts, IMOAs, and MOAs may have abridged Scopes of Work, most General
Contracts will have the following Scope of Work sections:

Background

Contract Purpose

Counties Served

Project Scope

Performance Requirements / Standards
Performance Monitoring / Quality Assurance Plan
Reimbursement

Please reference the Contract Unit's Open Window Scope of Work Override Worksheet to assist you with what
information goes where in this area. The Override form (once all instructions have been deleted), is what the
user will upload into Open Window.

To access the Scope of Work (SOW), you must get to the Main Screen of the contract.
From any of the blue tabs (Worksheets, Budget, Performance), click on the blue Contract Number and

Contract Title “breadcrumb trail” to get back to the contract’'s Main Screen.
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From the Main Screen, click on the Contract Documents button (on the right side).
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Contract Purpose

This will bring you to the screen where the contract documents can be entered and edited (Edit) or uploaded
(Override).

DPH has decided, as a Division, to use the Override Scope of Work document. Users should not attempt to
enter or Edit the Scope of Work — but rather develop the document in Word using the most current form
(details below) and upload it into Open Window.

All users should use the “Override” feature in the Scope of Work, which allows the user to upload a
Scope of Work that has been formatted in Word. Please use the Contracts Unit Scope of Work
Override Form, found on the Contracts Unit Forms website, under the “Open Window Worksheets”
folder.
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- - — = Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My Items I Search _

[ Contract List || Add Contract || RFA List|[ Add RFA || RFP List || Add RFe || RFG List [ Add rFa |

Editing Documents for Contract: 00026028 Perinatal Substance Use Project Reload Documents | Check In |

Contract Documents || Division Reference Documents | Provider Managed Documents | Provider Reference Documents |

Build Contract Document

Page 1 of 1 (3 items) [1]

= _ Form Auto = Final
Edit Form Display Name T ‘ Attached Edited TrieTe
Edt poa Form Yes Ho Yes ||
Edt IMOA §
Override cope of Work } . Form Yes Yes Yes
Click on the word Override,
Measures Inserted Yes H/A Yas

that is next to Scope of
N\. Work. S

Page 1 of 1 (3 items) I11

Page 1 of 0 (0 ftems) H

Click the word Override.
You will be taken to the following screen:

(_“ Form Override for Contract: 00022633 Teen Pregnancy Prevention Initiatives - DHHS Open Window - Windows Internet Explorer

@: = |g, https:f,iopenwmdow.dhhs‘state‘nc.us,idefault.aspx?pld:res_documentovarrlde&prlmaryldze%eﬁ1f-229?-4469-5288-l’db9c1a63a9cButemld:79f55004-f958-4h30-b91T-Ej 3 |@ ‘ |‘t‘ | A ‘ I Eing |P "
J File Edt “iew Favorites Tools  Help JX % -
J X f\‘,._m_.;.,- '| Search 1|b ZPDFCreatDr &% eBay @ Amazon | i Options =

33

. Favarites

(€ Farm Override for Conkract: 00022633 Teen Pregnar... J ﬁ = | @ ~ Page ~ Safety ~ Tools ~ @v
o Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My ltems I Search _

[Contract List || Add Contract || RFA List|[ Add RFA ][ RFP List ][ Add RFP |[RFa List|[ Add AFa]

Form Override for Contract: 00022633 Teen Pregnancy Prevention Initiatives

;

Characters remaining:250

Description

Attached File C 1

DHHE Open Window Disclaimer and Privacy Informalion
Toreportissues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Style Guide
Wersion: 2.7.5.11102011 - Fiscal Year: 2011

Click Browse to find the final, correct Scope of Work file that you wish to attach.
When you find the file, click Open.

Enter the Title of the document: 22633 Scope of Work

Enter a Description of the document: (same as title is fine).

Click Upload File.
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/2 Form Override for Contract: 00022633 Teen Pregnancy Prevention Initiatives - DHHS Open Window - Windows Internet Explorer

@: 4 |g, https:/jopenwindow. dhhs state nc.usidefault. aspx Fpid=res_documentoverridegprimaryid=e4éeds 1F-2207-4460-a268-Fdboc] a6 3adckitemid=79F55004 F956-4b30-b0 1 7- EJ | Iz) ‘ |‘?‘ | A ‘ I Eing |,O "

J File Edt “iew Favorites Tools  Help JX % /
1536 Oy pororge ~| Search | < PDFCreator <t eBay 8. Amazon | 1 CIle Browse to flnd

. Favortes the correct file.

33

@Form Orverride for Contract: 00022633 Teen Pregnan. ..

Upload File

—— P

Characters ining: 198

peserintion Scope of Work for Mount Zion's contract# 22633, APPP 3. Enter the =
description of the file.

DHHS Open Window Disclaimer and Privacy Iﬁme'ETI'ﬂT/

Toreportissues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Style Guide

Wersion: 2.7.5.11102011 - Fiscal Year: 2011

4. Click Upload File.

If it has successfully been uploaded, you will see the file added at the bottom of the table.
Now, you must follow the breadcrumb trail back to the contract’'s Main Screen. From the Override/Upload
screen, click the blue heading Contract Title to return to the Contract Documents page.

+/ fopenwindow.dhhs.state.nc.us/default.aspx?pid=res_documentoverride&primaryid=ed6e451f-22 - Windows Internet Explorer

@: = |g, https:f,iopenwmdow.dhhs‘state‘nc.us,idefault.aspx?p|d=resfdocumentoverrlde&prlmarwd:e46e451f-229?-4469-5288-l’db9c1a63a9c&ltem|d=79f55004-f958-4h30-b91T-Ej 3 |@ ‘ |‘?‘ | A ‘ I Eing |P "
J File Edit Yiew Favorites Tools Help JX & -
(538 O carorge | - | Search | = PDFCrestor <t eBay @ Amazon | i Options -

" - »
o.; Favorites @ hktps:fopenwindo \state.nc,us/default, aspxp. .. J - - | g - Page - Safety - Tools - (@

Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

Public | Home | Department | Division | Services | Contracts | Grants | Reports | myitems | search [

[ Contract List || Add Contract || RFA List|[ Add RFA ][ RFP List || Add RFe ][ RFG List][ Add rFQ |

Form Override for Contract: 00022633 Teen Pregnancy Prevention Initiatives \

_ . i
Iscope — ]

2‘:’;[?:::\;:;:?0?:10%1 Zion's contract# 22633, APPP CI |Ck the blue ContraCt
Description -
( Title to return to the

- N _ Contract Documents page.

DHHE Open Window Disclaimer and Privacy Informalion
Toreportissues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Suppart
DHHS Open Window Writing Stvle Guide
Wersion: 2.7.5.11102011 - Fiscal Year: 2011

Upload e |

Then, click on the blue Contract Number and Contract Title again to get back to the contract’s Main Screen.
From here, we will move on to entering the Contractor’'s Budget.
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ENTER THE CONTRACTOR’S BUDGET
The Contractor’s Budget is what we used to call “the Budget”. But, it is now the Contractor’s Budget to

distinguish it from the contract’s funding information.

Open Window was built the long-term goal of Contractor access in mind. Ultimately, Contractors will have
access to the system to upload their legal documentation, enter the Contractor’'s Budget, and accept or edit the
Scope of Work. However, at this time, Open Window does not allow for Contractor access. It is the Program’s
responsibility to act as the Contractor by entering the Contractor’s Budget.

Before you try to enter the Contractor’'s Budget, be sure you have a budget document you can reference. This
document may be an older version of the budget or the new Contract’'s Unit Open Window Budget Worksheet
(which mimics all the available line items in Open Window). It can be found on the Contracts Unit Forms
website under the folder “Open Window Worksheets”. Regardless, the information you enter must be verified

and correct.

To access the Contractor’'s Budget you must get to the Main Screen of the contract.
Scroll down to the second half of the screen. Under the Contractor Selection and Details, on the left in purple,

you will see the words Contractor Budget. Click the button Manage Contractor Budget.
J & - =N @; + Page ~ GSafety ~ Tools - l@lv =

7 Favorites /& DHHS Open Window 1€ Editing Performance For &me... | (@ Editing Contract from Re... X

=
Tutal Amount $342 592 00 Amended End Date Amendment Total 5.00 0

Grand Total The grand total of the contract is 342,592 00_ This is a combination of the contract and amendment totals.

ILaura Louisan j
|Jeneen Preciose j
|Marsha|l Tyson j

Funding Configuration

choice has to be made prior to entering funding, performance or contractor budget data.
I Mo 'I This sets this contract as a department level contract, allowing any division in the department to create amendments from it and manage the amendments at a division level.

This setting is controlled at the department level.

Department Contract

Contractor Selection and Details

Contractors Name Child and Parent Support Senices. Inc.

Contractors Type Click the button Manage

Contractor Budget.
lgnature
Manage Contractor Budget Manage Contractor Documents

(o (TG QT LTl $342,592 - The option to change the contractor is disabled, due to a current contractor budget present for this contract.
View Contractor Record Wiew the details of contractor Child and Parent Support Services. Inc.

Tax D 581446309

DHHE Open Window Disclaimer and Privacy Infermation
To report issues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support

LS Annn indao ifitina Shila Soid

This will take you to the budget list. Click the blue words, Enter Budget to access the
budget.

o Favorites 55 1€ DHHS Open Windaw (& Editing Performance For Ame... (8 Editing Contractor Budge... X

»

J - - ) o+ Page~ Safety -+ Tools - (g~

Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparencys ;
Click the blue words
Enter Budget.

Editing Contractor Budget for Contract: 00027440 NC Home )ﬂs*-—/ Check In |
Child and Parent Support Services, Inc.

public | Home | Department | Divisio

‘ Contract List”Add Conlrﬂct”Amendm‘é\

Divisio ype Contract/Amendment Number v | Title Item Hame W | Item Description
Enter Division of Public MC Home Visiting NC Home Visiting This contract shall provide 1) implementation of the Healthy Families America home visiting model with fidelity

Budget Health Contract | 27440 program program for approximately forty-five (45) at ...
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ENTERING CONTRACTOR SALARY & FRINGE

Open Windows was updated in May, 2012 and it completely changed the way we enter the Contractor’s salary
and fringe — in a good way. The fringe can now be entered in the same screen as the salary for each staff
member on the contract. It is still easy to make a mistake, however. So, be careful and ensure the
calculations are correct prior to entering in the system.

To access the Contractor’'s Salary and Fringe Settings, click on the blue word Edit (right of Salary/Wages).

f_" Editing Budget for Contractor: All Seasons Termite and Pest Control - DHHS Dpen Window - Windows Internet Explorer

@’\—__:v 8] https: fopenuindiow dhhs. state.nc. usfefau. aspapid=sub_subrecipientbudgetsprimaryid=2a81 Foa7-F585-405-Sa-01 fbbasd3csrii=azfabedc-an0-4173-af07-d5 2| G || 4[] 42 f| > = eing |2 -
J Eile Edit ¥iew Favorites Tools Help J x c_‘, -

J X 0y pdiore @1~ Yanoo '| Search 1|b % PDFCreator < eBay @ Amazon # Coupons - & Rade [ [ | - Options =

[t -8

< Favorites

Budget for Contr.., X @Ed\ting Performance For Ame. ..

Openness, Transparency and Performance Management

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My ltems I Search _

[ Contract List | Add Contract || Amendment List || RFA List || Add RFA |[RFP List ][ Add RFP | [ RFa List |[ Add RFa]

@ Editing Budget For Contracto. ..

Editing Budget for Contractor: All Seasons Termite and Pest Control Check In
This budget is for Contract: 00027631 Jeneen's Fake Contract
Budget Year 1 |

Detail . Save
Reset
Human Resources
- Clear
Salary/Wages 0 @\ Budget

|

Click on the blue word Edit.

Fringe Benefits

Harrative]

I |
[l
[pone [T T [ | mtermet Va - [ -

f_; Editing Salary Worksheet: All Seasons Termite and Pest Control - DHHS Dpen Window - Windows Internet Explorer

F1E 2R e Ba|

@’\:j\ - |g https: /fopenwindow, dhhs.state.nc. usfdefault. aspxrpid=sub_subrecipientsalaramarkshest&primaryid=2a81Fc87-F585-405c-9add-01fbbla54 3c28srid=azF9bedc-3a00-4 1F2

| Bl Edt vew Favortes Tools Hep [ & -
136 O partorge 0!~ Yahoo | Search | - PDFcrestor v eBay @ Amazan @ Coupons - @ Radio I [ [ | options -

»

J ﬁ @ L g@; + Page -~ Safety ~ Tools - @v
Jeneen Preciose | Logout |

NC DHHS Open Window |

Openness, Transparency and Performance Management l

Public | Home | Department | Division | Services | Contracts | Grants | Reports | myitems | searcn |

[ Contract List |[ Add Contract || Amendment List || RFA List || Acd RFa || R List ][ Add rFP ][ RFa List |[ Add rFa]

Editing Salary Worksheet: All Seasons Termite and Pest Control Check In
Hourly Rate ID Number of Hours 0 The default is 2080, which is 40 hrs a week times 52 weeks. Save
- Iftheir Hourly Rate is used, then the Annual Salary is automatically calculated from the Hourly Rate and the Number of Hours. The maximum hourly rate is $50.00, above that review and Update

' approval is required
Reset
Number of Persons IO Bl Position or Title | * Percent of time worked IO % "
. . Calculate Numeric Value by
Fringe Amount IU Fringe Percentage 0 % % Time Worked INo
Page 1 of 0 (0 items)
Drag 3 co eader here to group by that colu
e , = . Calculated Calculated
Position or Hourly Annual Total Salary | Fringe 5 Fringe Fixed | Fringe — —=— Calculated
#| Title Rate | ZOfHours | oop LR T Amount e Value Modified et it Total Cost
Amount Amount
No d display
=l
[pane T T T T | ntenet RN
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HOURLY RATE VERSUS SALARY

If the person is paid hourly, enter amount paid per hour in the Hourly Rate box.

Enter the Number of Hours worked in the corresponding box to calculate the total Annual Salary. You may
enter up to 4 digits past the decimal in this field. But, the Annual Salary will round to 2 digits past the decimal
and the Calculated total will round to a whole dollar.

Note: The Salary is automatically calculated from the Hourly Rate. 2,080 hours / year (40 hours per week),
which is the maximum time allowed. The maximum hourly rate is $50.00, above that review and approval is
required.

When you use hourly rate, the system will not allow you to enter number of months or percent of time worked.
Fill out the remaining data and Click SAVE.

f,‘- Editing Salary Worksheet: All Seasons Termite and Pest Control - DHHS Open Window - Windows Internet Explorer

@?\/.- |g https:h’openwindow‘dhhs.state.nc‘usp’default.aspx?p\d=suhfsuhrec\pientsa\aryworksheet&pr\maryid=2a81FcS?—FSSS—‘IUSc—Qadd—DIth0a543c2&srid=a2f9be4c—3a00—4lFEj g % 45X Eing £~ |

JFiIe Edit View Favorites Tools Help JX & -

1[5 O pariorge ! - vanoo | Search | %% PDFCreator <t Bay @ Amazan @ Coupons + @ Rado B [ [ | - options -

o Favorites 55 (& Editing Salary Worksheet... X (& Editing Performance for Ame... | (& Editing Budget For Contracta... J ﬁ - - | pm v Page~ Safety ~ Tools - (g~
R 20 ) . Jeneen Preciose | Logout

NC DHHS Open Window
Openness, Transparency and Performance Management

public | Home | Department | Division | Seps

Hourly rate — Number of

Hours = 4 decimals
Editing Salary Worksheet: All Seasons Termite and Pest Control Check In

—
Hourly Rate |20 Number of Hours 15.6578 The default is 2080, which is 40 hrs a week times 52 weeks. Save

If their Hourly Rate is used, then the Annual Salary is automatically calculated from the Hourly Rate and the Number of Hours. The maximum hourly rate is $50.00, above that review and Update
approval is required Reset

Number of Persons I Position or Title IHuurIy Legal * Percent of time worked 100 %°
Fringe Percentage 0 s - -

‘ Contract List HAdd Contract HAmendm(

Salary Calculation

T “
Fringe Amount 0

Total Salary | Fringe 5 Fringe Fixed Fringe 5
Y Mth: % Worked Cost Amount Lla Value Modified AM—':'DSM Total Cost

%rn 1 | Hourly Legal $20.00 15.5578 $311.16 100.0000% £311.00 $0.00 0.0000% $0.00 Mo $0.00 $0.00 $311.00
$311.16 £311.00 £0.00 $0.00 50.00 £0.00 1o |
[pone [T T [ [@mternet Cav [ Hoow -

If the person receives a salary, enter nothing in the Hourly Rate box and enter the total salary received by this
individual in the Annual Salary Box.

Enter the Number of Months that the person will be working on the project funded by this contract.

Enter the Number of Persons: Often, the entry to this will be 1, because there is only one person who will be
working at that same rate / salary, in the same position, for the same length of time (months), the same percent
of time, and receiving the exact same fringe benefit rates.

You are probably asking yourself, “Why would | need to enter the number of persons, if the answer is usually
1?” The answer to that question is: Because there are contracts where, for example, there might be 3 people
in the position “Social Worker” who all make the same salary (e.g. $30,000), work the same length of time (12
months) on the project, spend the same percentage of their time (100), and have the same Fringe Benefits
Instead of entering each of them separately, you can enter them all at once.

Enter the Position or Title: Do not enter the names of the individuals here. You will enter the names in the
narrative on the main budget screen. Only enter the name of the position, e.g. Executive Director, or Social
Worker II.

Enter the percent of time worked: how much of that 12 months (for example) is the Executive Director
working? Is it 100 percent or 5 percent? Enter the number without the percent symbol.
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Fringe Amount and Fringe Percent: It is likely you will enter data in both of these fields.

Fringe Percent refers to the total percent of the staff's salary used to calculate their fringe benefits.

Fringe Amount refers to the total dollars in fringe benefits calculated in a way not using a percent of the staff's
salary.

For example, if Joe has the following fringe benefits:
FICA at 7.65%

Retirement/401K at 8%

Health Insurance at $6,000 annually
Unemployment at 0.2%

Disability at 1.4878%

Joe’s total Fringe Percentis 7.65+ 8 + 0.2 + 1.4878 = 17.1578%.
Joe’s total Fringe Amount is $6,000.

Enter $6000 in the Fringe Amount field and 17.1578 in the Fringe Percent field.

You may only enter whole dollars in the Fringe Amount field.
You may enter up to 4 digits past the decimal in the Fringe Percent field. But, the Annual Salary will round to 2
digits past the decimal and the Calculated total will round to a whole dollar.

Calculate Numeric Value by % Time Worked — If you Select YES, this will PRORATE the dollar amount
entered as a Fringe Amount by the percent of time worked — but NOT by the number of months worked.
If you select NO, the Fringe Amount will be calculated into the total as entered.

Click SAVE.

NOTE: There may be differences in the rounding your Contractor used and the rounding that Open Window
uses that may throw your total budget off. Please watch for this and be prepared to correct it in Open Window
if necessary.

f_‘- Editing Salary Worksheet: All Seasons Termite and Pest Control - DHHS Dpen Window - Windows Internet Explorer

@T‘:' |g https:h’upenwinduw‘\:Ihhs.state.n:‘usfdefault.aspx?p\d=sub_suhrsc\pientsa\arywurksheet&pnmaryid=2&81fcﬂ?-f585-405c-95dd-01H:hUa543(2&srid=62f9be4c-3500-4IFEj g B #2|| X Eing L2~ |
J File Edit Wiew Favorites Tools  Help JX G_‘, -
J 2% Y pdifo ,|." Yafoo v| Search 4|l “* PDFCreator < eBay @ Amazon <& Coupons + (&) Rade 3 [ EH | - Options =

o Favarites 0|+ | @& Editing Salary Werksheet. . % | 4 Editing Performance for Ame...

2 = Openness, Transparency and Performance Management

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My ltems I Search _

[ Contract List || Add Cantract || Amendment List || RFA List || Add RFA || RFP List || Add RFP || RFa List ][ Add RFQ |

/€ Editing Budget for Contracto. .. J M- B - L e - page - Sefety - Took - @~
v

Editing Salary Worksheet: All Seasons Termite and Pest Control Check In

Hourly Rate IU Number of Hours 0 The default is 2080, which is 40 hrs a week times 52 weeks. Save

Iftheir Hourly Rate is used, then the Annual Salary is automatically calculated from the Hourly Rate and the Number of Hours. The maximum hourly rate is $50.00, above that review and Update
approval is required Reset

Number of Persons |1 * |Sa|aried Legal * Percent of time worked |100.00I% *

. . Calculate Numeric Value by =
IE.DDD Fringe Percentage 171578 % % Time Worked IYES

Salary Calculation

Page 1 of 1 (1 items) [11
Drag a column header here to group by that column
- , = 5 . Calculated Calculated
Position or Hourly Annual | Total Salary | Fringe - Fringe Fixed | Fringe = = Calculated
£ Title Rate | ZOfHours | oop v G ol T Amount e Value Modified =i e Total Cost
mount Amount
%\Eh 1 Salaried Legal $0.00 $30,000.00 12 100.0000% $30,000.00 56,000.00 17.1578% $0.00 Mo $6,000.00 $5,147.00 $41,147.00
$30,000.00 $30,000.00 $6,000.00 $0.00 56,000.00 £5,147.00 $41,147.00
Page 1 of 1 (1 items) I11
DHHS Open Window Disclaimer and Privacy Information
To report issues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support =l
e [0 T T |6 mtenet RN
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If you need to edit a Position entered, click the edit button, make your corrections and click Update. (Do NOT
click Save again or you will create a duplicate entry.)

If you need to delete a Position entered, click the delete button. A dialog box will open for you to confirm (OK)
or cancel your choice to delete.

Once all positions are entered and correct, click the blue heading “breadcrumb trail” to get back to the line item
budget.

SALARY AND FRINGE NARRATIVE

You must give detailed desciptions of jobs in the Salary narrative, including NAMES of the staff who are
working on the contract. The narrative should indicate if the staff is part-time (otherwise, the assumption is that
they are full time positions). In the case of Universities, it should also indicate which positions are students
and/or the classification of the positions (e.g., EPA / SPA in the case of UNC schools).

In the Fringe Narrative, you must give detailed breakdowns of annual fringe amounts by position, if different,
and show complete calculations by position. E.g.:

Executive Director Annual Fringe: FICA 7.65% * $50,000 = $3,825. Retirement: 8.25% * $50,000 = $4,125.
Health/Medical $5,500, flat rate per individual. Worker's Comp 1% * $50,000 = $500. Total Annual Fringe =
$13,950.

BUDGET LINE ITEMS

The budget screen designates click boxes for:

Save — saves the latest entry.

Reset — resets the budget to the last time it was saved.
Clear Budget — deletes the entire budget, narrative and all.

Certain line items are clearly defined and you will see an entry box to the immediate right. Simply enter the
amount and narrative for that item. You will periodically want to click the Save button as you enter data.

Note: The rules for what is required in the Budget Narrative have not changed.

Contract budgets shall correlate with the scope of work.

Budget narratives must break out all calculations and explain and justify all costs.

Activities should not be described in the Budget Narrative — that detail belongs in the SOW.

Allowable Expenditures must follow the rules of the grant/legislation and RFA (if applicable).

Each line item must have a cost justification.

Arithmetic must be checked by Contract Administrator to eliminate errors before submitting to COE or

Contracts Office.

¢ If your budget includes gift cards, travel vouchers, etc. tracking language must be included in SOW
Performance Requirements.

o Do NOT use any of the following “hot” words: catering, celebrations, consultants, flowers, honorariums,
parties, rallies, holidays, etc.

Certain line items have drop down menus where you choose the subcategory where your item best fits.
To enter the drop down line items, choose the item you want from the list. Click the Add button for that
corresponding row.
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I D https: ffopenwindow. ....nc.us/Defaulk. aspx l D MC DHHS Office of Procurement and Con... = l D https: /fpracticeope. . -af97-92170F3042a8 I lj https:)/practiceope.. 3-8f07-d383ccf7adaf | aF

2] https: /fpracticeopenwindow. dhhs.state.ne.us/def ault aspx?pid=sub_subreipientbudgetiprimaryid=2a51Fc87-F565-405c-0add-01 foblaS43c2fsrid=a2fbede-3aC 77 B3 - C'] f
=

.

2| cu 7 FRIFRE F £
& ] s il® £ E
I 1]
i O - 2 3 H
3 o E ] w
5 E 5 o W
g o
el 2| % =
2 3
3 = a
% L]
%

)P

2 - coogle

) i Detail i cl)

Human Resources

- Under Equipment, the following
choices are available. | am choosing

& Communication equipment for this
example. Click the item in the list.

F = =
2 = =

Total Human Resources il

I g it Then click the Add button for
utlays .
Select an item to add to thizge = selected, olick the Add button. that Correspondlng rOW

Supplies and Materials (To be W M
W Select add to this categary. Dnoe selected. olick the Add buttan Add j‘/¥//
' A |
A |

Choose Selection )
] Select an item to add to this categary. Onoe selected, olick

the Add button.

Cormmunication

Cffice
T Select an item to add to this sategory. Onee selected, clidkthe Add button.
Assistive Technology
Medical

“ehicles

Scientific

Other

|

<] Select an item to add to this category
IChDDSB Selection Once sslected, elick the Add button. Add

distart| B @ @ © 2] 9] O | 5] 1nbox - Micrasaf... | (]2 Micrasaft OF. . | ) messages txt - ... | T w-ancDHH.p... |[@) Mozilla Firefox | ) 00499-12Ec | EjPonbrs-Junet... | [0]@ N4 436mm

Enter the dollar amount for that item and the narrative for that item. You can continue to Add items under the
line item category as required for your budget. Remember to periodically click the Save button as you enter
data. See the example below.

¥)) Mozilla Firefox

File Edit ‘“iew History Bookmarks Tools  Help
I D https: ffopenwindow. ....nc.us{Default.aspx ] D MC DHHS Office of Procurement and Con... ] D https:/fpracticeope.. -af97-92170f3042a8 I |J https:)fpracticeope.. 3-8f07-d383ccf7odaf | -

| & )P | 2]~ Gooe
=l
Aount and narrative entered for
Communication Equipment and
K another Equipment line was added for
IT Equipment.
Operational ExpensesiCapital
Outlays
::z:':;’ and Maleriats (To be Choose Selection = Select an item to add t; “Dince selected, clidk the Add button. Al i
Choose Selection B Sele o add to this category. Once selected, click the Add button Add
Telephones for office (4 @ $125 each). Telephones are =
Communication necessary to conduct day-to-day program business and =l
frllmiaioin swith cliante
Server for office {1 @ $600 each). Server must be
E00 purchased for data storage and backup
[Chonee Selestion = ii\:c;:m;::‘m add to this categary. Onoe selected. olice |4 4y
Choose Selection = Select an item te add to this categery. Onee selected, click the Add butten. Adld
Repair and Maintenance .00 =
diseart| B @ O @ © o] | O] Inbow - Microsoft Outlook | 9] Enter Cantract Data.doc... I ) messages.kxt - Motepad | ) W-0 NC DHHS.pdf - Ado. . ||0 Mozilla Firefox ‘@Q N # aaapm

Note: You will notice that the budget subtotals and totals calculate one entry in arrears. That is, if you enter
amounts for 3 items, the subtotals and totals will only reflect the combined amounts of the first 2 entries. Not
until you enter the 4™ entry will the 3" entry be calculated. For example:
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Chaoose Selection = SHBotal fem kT cAkgaly. Ohce 2ok, click e AL, Add

o Ectan fen M D0 cRgoN (b selecR, ok i A TAtD Add

I entered $500 in Communication
Equipment (1*), then $600 in IT
Equipment (2", then $720 in Telephone
Utilities.

Telephones for office (4 @ $125 each). Telephones are 2
necessary to conduct day-to-day program business and =
follove-un with clients

Server for office (1 @ $600 each). Server must be
purchased for data storage and backup

,LI Sekectan fem ok b cakgoy. O ice sebokdl, cliktie A1 [
bt

Notice that only items 1&2 ($500+$600)
calculate in the subtotal for Total

Eeratlonal Expenses. When | enter the

item, the subtotal will calculate items

1 3 and will display $1,820.

SERCTaN MBM DK T K SARODY. N0 52 ECRA, Ok T A0 IT. Add

Telephone usage estimated at $60 per month for 12

|?20 months

SERCTAN MM £ KT K CARIO. N0k

Choose Selection = SEEC1al B D AKID N K Ak
I 0o

Choose Selection Sekctan em b akl b Wk cakgory. O 1ce selcid, ol tie Add brtor. Add

|
| O] Inbes - Micrasoft Qutlnok | 9] Enter Contract Data.doc. . I | W-9 HC DHHS pf - Ada... | (@ Mozilla Firefox 38| Microsoft Excel LT]D N i sapm

distart| (G € @ © 2] 9] o

Be sure to click Save before moving on to the Subcontractor Budget!

ENTERING THE SUBCONTRACTOR BUDGET

If the Contractor’s Budget contains Subcontractors, you must click on the blue word Edit, in the row titled
Subcontracting and Grants, under the column Detail Worksheet to enter the information.

The Subcontractor detail worksheet mimics the line items and format of the main budget. For Subcontractor
salary and fringe, simply enter the total salary amount and the total fringe amount, then give detailed
explanation in the narrative.

You must enter the total applicable line items for all subcontractors and explain the breakdown in the narrative.
This will be easy if you only have one Subcontractor. If however, you have multiple Subcontractors, this
means that you will have to add all the similar line items together and break down the amounts per
Subcontractor in the narrative.

Operational ExpensesiCapital

goie Selection ™ elect an itam 10 add to this categol Ince selected, click the wtton - -
Chesre Sleton ] e 19 i gy G s e e dd Two subcontractors are listed in the
Choose Selection gelect an ftem 1o add to this category. Once selected, olick the Add buran. Add narrative for Repair & Maintenance

[Ghoose Geloction ] et et tegry. o sl kg Total amount reflects the 2 added

Choose Gelection 'I Selest an item 10 add 1o this category. Onoe selested, ook the Add burton Add togethel’ (1000+1500:2500) BUt,

EC Cleaning provides medlcal cleaning at the rate or narrative breaks it down per rate, per
IZSDD— $33.33/mo. for 12 mos. = $1000. XyZ Computer Repair SUbCOﬂtraCtor- p p

provides technical repair at $125/mo for 12 mos. = $1500

j0.00

Select an item to add to this category
[choose Selecton Onee salected, click the Add button. Add

Choose Selection 'I Select an item 1o add to this category . Once selected, click the Add button Add

LIN Accounting will provide accounting services at the

|2,4UU prorated rate of $200 per manth for 12 months. ¥

j0.00

Choose Belection 7| Select an ftem to add te this categery. Once selected, click the Add butten. Add
Total Operational
ExpensesiCapital Outiays  [Laattl
Total Budgeted Expenditures [elsieli:]

A third subcontractor is listed
under the Professional Services
Accounting category.
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When the Subcontractor Budget has been entered, click the Save button on the Subcontractor budget screen.

Then, click the blue link (breadcrumb trail) next to the words Viewing Secondary Budget (they should be the
name of your main Contractor) to get back to the main Contractor’'s Budget screen.

) Mozilla Firefox =1=] =]
File Edit ‘“iew History Bookmarks Tools  Help
I D MC DHHS Office of Procurement and Con... ] D https:/ipracticeop.. -AF97-92170F304288 ] D https:/fopenwindow. . 8E25-49651 1735688 I |J https:foperwindow.. 8bc9-9be5b0151b74 X I - ~

Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

_ Public I Home I Department I Division I Services I Contracts I Grants I Reports I My tems I Search _

[ cortract List |[Add Cartract | [ RFa List | [ Add RFa][RFP List |[sdd RFP |[RFG List |[ Add RFa

Viewing Secondary Budget for Provider: The Parthership for Children of Wayne County. Inc. Check In I Submit I

This budget is for Contract 00025398 Project Cormect - X - Partnership for Children Wayne County

) ) Detail ) Save
BEE

Other IU.UU

Operational ExpensesiCapital
Outlays

i IS (1 = Choose Selection 'I Select an item to add to this category. Once selested, click the #dd button Add
[Crrooee Beloston [E]  Selectant o s toiis catagory. O seected, lckthe A4 bson A

Select an item to add to this category. Once selected, click
Travel I Choose Selection 7 the Add butten Add

Choose Gelection 7] Skt an tem to add to this category , Onoe sslected, oick the #dd button Add

javascript:_ doPostBack(’ct00$uxContentFlaceHolderdet00dux TitleLinkButtar', ") —— =l

Bseart| 23 @ O @ © &) 0] O | O] tnibes - Microsoft outlock || (@) Mozilla Firefox 8] Enter Contract Data.dac... | ) Question Log Z1[0® N 11:42am

INDIRECT COST, FEDERAL SHARE, AND CONTRACTOR MATCH

When you scroll down to the bottom of the main Contractor’'s Budget screen, just under the Total Operational
Expenses Subtotal, you will see the following items:

Indirect Cost

Federal Share

Contractor Match
g IlJnDD =3 l:‘\t:LIIUH_I TRCL AT IR LU U LU LT Uiy Uy TELLEU, UL e SO0 DT aa I ;I

0.00

_|—_|ChmeSe‘wim | el i gy O ulcted) skt i o [JEEE

Car seats for 20 prenatal education class participants @ 2
7.4649

1555 82 = $1,100 WWakMart cards valued at $10 each far =
Total Operational
ExpensesiCapital Outiays Rttt

I3 minimurm of 300 narticinants who meet ooals, keen
35.665.20

Indirect Cost
Federal Share
Contractor Match

Total Budgeted Expenditures [REifaled=ERei)
(I The cost per servics lin ftem is senerate from total budaeted expeditures and is used when creating a deliverable based contract and

Indirect Cost
If your Contractor has included Indirect Cost in their budget, you must first insure that it is allowable per your
RFA, Grant, and DPH Policy. Ifitis, the Contractor must submit an up-to-date Indirect Cost Letter, which is
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forwarded to the Contracts Unit for processing. Regardless of the rate their letter indicates, DPH Policy states
that no more than 10% Indirect Cost will be reimbursed. DPH Policy also states that Indirect Costs will not be
reimbursed on contracts for Direct Medical Services.

Enter the total amount (dollars) of Indirect Cost. Once this entry is saved, you will not be allowed to build the
contract document unless the current Indirect Cost letter is on file. Contact your Contracts Team Leader and
forward them the Contractor’s Indirect Cost Letter.

Federal Share
If your contract is funded with any Federal dollars, you must enter the total of all Federal dollars in this box.
For example, if your $10,000 contract is funded as follows:
$3,000 is State Appropriations,
$5,000 is Federal Maternal Health Block Grant funds, and
$2,000 is Federal Centers for Disease Control funds,
then you would enter 7000 in the Federal Share box (5000 + 2000).

Contractor Match

If your contract is funded with any matching Contractor funds, and you designated these funds in the Funding
screen of the contract, the amount will be pre-loaded for you and cannot be altered unless you go back and
edit the funding entry.

For example, if your $74,000 contract is funded as follows:

$60,000 is State Appropriations, and

$14,000 is Contractor Match,

then would be entered 14,000 in the Contractor Match box if you designated it in the Funding screen.

Click the Save button. Then, click the blue link and follow the breadcrumb trail back to the Main Screen.

Total Cost Per Service: The cost per service line item is seperate from total budgeted expeditures and is used
when creating a deliverable based contract and no other detail is required for the line item budget. Do NOT
use this function without first speaking with your Contracts Team Leader or the Contracts Manager.

USING AN ACTIVITY BUDGET

Activity Budgets are only applicable if activities are restricted by fund, which requires separate contractor
budgets to track each activity by fund. Work with your Contracts Team Leader to determine if activities are
restricted. (Note: DPH has already determined which of its existing contracts require Activity Budgets and
Contract Administrators have been notified.)

If your contract has been approved for an Activity Budget, click the blue Funding Tab link.
Then, click the 2™ tab, Funding Settings. Answer YES to the item “Activity Based Contractor Budget” and
Click Save.

| Contract List ” Add Contract ‘ ‘ Amenament LISt ” RFA List ‘ ‘ AQd RFA ” RFF LIST ‘ ‘ Add RFF ” RFQ List ‘ ‘ AQd RFWQ |

Editing Funding for Contract: 00027631 Jeneen's Fake Contract Check I
Modified By: . Modified Date:

Worksheets Funding Performance Counties Amendments Aftachments

Select YES for Activity
Based Contractor Budget
and Click Save.

Funding Summary | Funding Settings | Funding | All Funding Sources

The options on this tab must be set prior to making other entries in regards to fundin
the options have been chosen, additional tabs will be activiated.

Ermi iy CaTrT e eT Fundmg. by Eludgn.at Year 'I - This selecti
Year. This choice is normally

Funds Status 7| This selection is used by budget officers to denote funds status and to assist with the approval routing system.

Activity Based Contractor [RgH] 'I Only applicable if activities are restricted by fund, which requires separate contractor budgets to track each activity by fund. Work with your budget officer to
Budget determine if activities are restricted.

Contractor Budget
$0 Manage Contractor Budget

Previous Tab Next Tab

choose. please work with your budget officer. Once

d for reporting by fiscal year) or by Fiscal Save

g the contract”

DHHS Open Window Disclaimer and Privacy Information
To report issues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Style Guide
Version - 2.8 9 08022012 - Fiscal Year - 2012

The screen will refresh with a new (5™ tab) under Funding, named “Activities.”
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For each Activity, there will be a separate budget.
Click on the 5™ funding tab, Activities

Enter the Activity Name,

Select YES for Requires Provider Budget,

Enter the Activity Description and

Save New.

For example, DPH'’s School Health Center contracts split out budgets by each health center:

Openness, Transparency and Performance Management M“‘ I

Public I Home | Department | Division | Services | Contracts | Grants | Reports I Ny ltems I Search _

[contract List|[ Ada Contract || Amendment List|[ RFa List || Aad RFa |[ReP List [ Add rep |[RFa List [ Add Rra |

Editing Funding for Contract: 00026591 Morehead Memorial Hospital N
Maodified By: Rebecca Miller, Modified Date: 6/14/2012

Worksheets Funding Performance Counties Amendments Attachments

Funding Summary || Funding Settings | Funding | All Funding Sources |7Acti\.'it\es |

% S = = Requires Provider = Save New
Activity Name |R9|dsv|\le High School Yes

Update

Reset

=" Check
Spelling

Reidsville High School will serve as a school health center. =

Activity Description

Page 1 of 0 (0 items)

| Requires

Activity Name A | Activity Description Provider Modified By Modified
| Budget |

I Dana 1 Af N (N #ame)

Contlnue enterlng and saving until all Activities are entered:
s NC DHHS Open Window

Openness, Transparency and Performance Management

puniic | Home | Department | Division | Services | Contracts | Grants | Reports | myitems | searcn |

[contract List |[ Add Contract || Amendment List || RFA List || Add RFA |[RFP List || Add RrP |[ RFa List | Add RFa |

Editing Funding for Contract: 00026591 Morehead Memorial Hospital Check |
Madified By: Rebecca Miller, Modified Date: 6/14/2012

Worksheets Funding Performance Counties Amendments Attachments

Funding Summary | Funding Settings | Funding | All Funding Sources i-;ﬁ\clivit\es“i

Activity Name |R0ckmgham County High School = gzg::‘es Erovides Yes B" _ SavelNew |

Update
Reset

=" Check
Spelling

Rockingham County High School will serve as a school health center.| =

Activity Description

Page 1 of 1 (3 items) I1]
Drag a column header here to group by that columr
Reguires
Name A | Activity Description Provider Modified By Modified
Budget
McMichael High School McMichael High School will serve as a school health center. | Yes Jeneen Preciose %,a 08/23/2012
Morehead High School Morehead High School will serve as a school health center.  Yes Jeneen Preciose %m 08/23/2012
Reidsvile High School Reidsvile High School will serve as a school health center. | Yes Jeneen Preciose %,a 08/23/2012

Then, follow the breadcrumb trail back to the contract Main Screen.

Click Manage Contractor Budget.

You will see that each Activity saved now has its own budget in the list which you will have to enter and save
individually.
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S

J - - | = v Page~ Safety + Tools - (@)~

Jeneen Preciose | Logout

NC DHHS Open Window 170540
Openness, Transparency and Performance Management & JJ |

Public | Home | Department | Division | Services | contracts | Grants | Reports | myitems | search |

[ Contract List|[ Acd Contract || Amendment List|[RFA List][ Add RFa |[ RFP List ][ Add RFP | [RFa List ][ Add RFQ |

il [|
|

Editing Contractor Budget for Contract: 00026591 Morehead Memorial Hospital Check In |
Morehead Memorial Hospital
Division Tvpe Contract/Amendment Number ¥ | Title Item MName ¥ | Item Description
Enter Activiy
= Division of Public Health for 26591 Morehead Memorial Hospital Rockingham County High School Rockingham County High School will serve as a school health center.
Budget Contract
Enter Activity
. Division of Public Health for 26591 Morehead Memorial Hospital Reidsvile High School Reidsvile High School wil serve as a school health center.
Budnet Contract
Enter Activity
e Division of Public Health for 26591 Morehead Memorial Hospital Morehead High School Morehead High School will serve as a school health center.
Budget Contract
Enter Activity
—_ Division of Public Health for 26501 Morehead Memorial Hospital McMichael High School McMichael High School will serve as a school health center.
Budget Contract

Click Enter Budget for the first Activity.
The Budget for each Activity is EXACTLY like a regular budget, with detail required for Salary & Fringe and
Subcontractors; and line items that can be added or entered.

Be sure you are familiar with how to enter budgets as detailed earlier in this guide.

Enter and Save each budget, then click on the blue link (breadcrumb trail) to get back to the listing of Activity
budgets to enter.

Work your way through the list until all Activity budgets are entered and saved. Then, follow the breadcrumb
trail back to the Main Screen.

USING THE MAIN SCREEN TO VERIFY TOTALS

The Main Screen has been updated to now show both the amount entered in the Funding tab (award amount)
and the total amount calculated in the last saved version of the Contractor Budget.

You can verify that the Contractor Budget saved in the system matches the award amount by looking here:

B

*0.000.00. This is a combination of the contract and amendment totals.
Intent To Renew Yes 'I NC Grants Max Chars 15

Contract Status Draft

Renewal Northeastern Baby Love
Plus Program

Start Date [1orotr2012 | = |05.f31f2013 &~

Total Amount $20,000.00 s Amended End Date
The grand total of the conira

Direct Medical INo =
comactpomin | ETRRED

Contract Mgr |Jeneen Preciose

conmaooogme | 3

Funding Configuration

This shows the total amount
entered in the Funding screen.

iscal Year. This

I”E ~| This sets this contract as a department level contract, allowing any division in the department to create amendments from it and manage the amendments at a division level.

Department Contract - o
This setting is controlled at the department level.

Contractor Selection and Details

Contractors Name Haliwa-Saponi Tribe, Incorporated

237377602 S This shows the total amount
Afied R Rcharoson 1] [adminisrator | entered in the last saved version of

Contractor Authorzed | irea e the Contractor Budget.
Manage Contractor Budge vontractor Documents

Contractor Budget Amount EJREFEENITY ninn to change the contractor is disabled, due to a current contractor budget present for this contract.
L o R U R T U S S TR

If either amount is incorrect OR if they don’t match, then there are issues with the contract that need to be
corrected before it can be submitted to the next step for approval.
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BUILDING THE CONTRACT DOCUMENT
From the Main Screen, click on Contract Documents.

Ericels

JC DHHS Open Window

Openness, Transparency and Performance Management

public | Home | Department | Division | Services | contracts | Grants | Reports | Myitems | search

[ Contract List |[ Add Contract || Amendment List || RFA List || Acd RFa || ReP List ][ Add rFP ][ RFa List |[ Add rFa)]

Editing Contract: 00027593 Northeastern Baby Love Plus Program
Madified By: Shelby M. Weeks. Modified Date: 6/21/2012
Worksheets Funding Performance Counties Amendments Aftachments

00027593 Contract Title |N0rtheastem Baby Love F'Iusk CI ICk ContraCt Save %

Documents oheckin_|

LB - K P X x 22 EiE e F HE New

== WA g Reset

|Paragraph v” Default Font - |5\ze v| B 7 U ke dh An

Haliwa Saponi Indian Tribe intends to provide outreach, support, and educational services to African American and American
~ Contract
Documents

Indian wornen of childbearing age under the auspices of the Northeastern Baby Love Plus Program.
Check
Spelling

Copy

Renew

NEw!
Amendment

Words:32 Characters:219 & =

[¢1 item remaining) [T [@mternet a v R -

Contract Purpose

Here, you will see all of the items that will go into your built document. It is split into two units: Documents and
Required Contractor Documents. You must verify that all the documents are in place.

Documents:

General Contract Cover (system generated)

Terms & Conditions (system generated; exception: UNC)

Scope of Work (where words are a blue link — which means you’ve uploaded your SOW document)
Performance Measures Chart (you've entered measures)

The Line Item Budget

The Line Item Budget Narrative (uploading an override budget document is not mandatory)

If The Line Item Budget is missing from the list, but, you know you’ve entered your budget, then you will have
to Reload the Contract Documents (see section below).

OW does NOT stop you from building the contract if a Document element is missing. So, you must check this
screen carefully and check your built document to ensure that all entries are complete.

Required Contractor Documents:

These are the forms that the Department requires for all Contractors, depending on their type and the elements
of the contract, itself.

The Contracts Office gathers these documents from DPH Contractors annually and uploads them into Open
Window. (Note: other Divisions are also uploading documents.)

If a Required Contractor Document shows “Missing” from the list, you must alert your Contracts Team Leader
immediately so the document can be uploaded.

OW STOPS you from building the contract if one of the Required Contractor Documents is missing.
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T T T R T T T " e I f—

@ All Documents € Contract Documents © Contractor Documents _ Reload Documents

=

Build Contract Document

Page 1 of 1 (6 items) [11

Edit Form Display Name o L Edited S

Type Attached Package
Edt | General Contract Caver All the Documents are in the list. But, if the Form Ve o s
—_—— budget was missing, then you need to Reload Inserted | Yes iR Yes
o Scope of Work Form Yes No Yes
e Contract Documents.
Performance Measures Chart Inserted Yes MN/A Yes
The Line ltem Budget Inserted Yes N/A Yes

Override  The Line lterm Budget Narrative Inserted Yes MN/A Yes

Page 1 of 1 (6 items) [11

Page 1 of 1 (1 items) [11

Document
Status

On File 2012

Form Name Calendar Year

Federal Certffications

Required Contractor Document shows “On File”.
But, if it read “missing” you must notify
Contracts TL ASAP.

Page 1 of 1 (1 items) 11

RELOAD DOCUMENTS

On the Contractor Documents Screen, there are choices on the right hand side and a button that reads
“Reload Documents.” These options give the users control to update the record with all the latest information
entered and/or now applicable if changes were made to other areas of the contract that changes the nature
(e.g. Audit Determination, the addition of Federal funds, etc.) of the contract.

e All Documents means all the documents (Documents and Required Contractor Documents) shown on

this page.
e Contract Documents means all the documents under the heading Documents (SOW, Budget, etc.).
e Contractor Documents means all the documents under the heading Required Contractor Documents.

Click in the circle to the left of the option you want and Click Reload Documents.

Note: Reloading All Documents and Reloading Contract Documents will delete all uploaded files (e.g.
Scope of Work override). Once you reload, you will need to click Override next to Scope of Work and upload
the final version of the SOW again. So, before you click Reload, be sure you've got the latest version of all
override documents saved on your computer/drive.

NEXT STEPS

At the time of writing this document, the Automatic Approval Process is not yet activated in Open Window.
This means, that a paper CAF must be generated and routed in an orange folder. Please use the Contract
Unit’s revised Open Window CAF for this purpose. This document can be found on the Contracts website
under the heading “Open Window Worksheets”. Click the (+) sign next to Open Window Worksheets to
expand the selection and open/save the appropriate form(s).

If your contract is funded with federal dollars, a Federal Award Worksheet, also found on the Contracts website
under the heading “Open Window Worksheets”.must also be routed in the orange folder.

Soft copies of both the CAF, Federal Award Worksheet and Contractor’'s Budget (if applicable) must be
emailed to your Contract Unit Team Leader.
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AMENDING A CONTRACT

To amend a contract with the Contractor for a service, the contract you wish to amend must be Executed.
Additionally, the amendment must have the same Audit Determination status (Financial Assistance (FA) or
Purchase of Service (POS)) as the original contract.

To amend a contract:

~ Release Notes and Help Topics - DHHS Open Window - Windows Internet Explorer
e . i =i - 3 ||+ i -
@"..; - |g https:/fopenwindow, dhhs. state.ne, usfdefault. aspx?pid=main J % i ie AN I Eing pel |

JEiIe Edit Wew Favorites Tools Help JX c_] -

1536 0 pariorge

.7 Favorites

3!~ Vanoo | Search | % PDFCrector <t cBay @ Amazan @ Coupons + @) Radio [EJ []

i Options -

1. Click on
neen Preciose | Logout MV Items.

NC DHHS Open Window

Openness, Transparency and Performance Management

Public | Home | Department | Division | Services | Contracts | Grants | Reports | myitems | searcn [

Release Information Help\Training Information

Reporting Issues. Suggest Enhancements or Provide

Feedback

Please do not call the project team with a direct question. Utilize the =
Support Email, so iterns can be routed appropriately and to assistin

building the FAQ area

To report issues, suggest enhancements or to provide feedback in

Release 2.8.8.07202012 Change Notes —————————] regards to Open Window, please email Open Window Support

« Contractdmendment Documents - Adjusted top margin down to
address printing issue.

Release 2.8.9.08022012 Change Motes

+ Contrachdmendment Documents - new IMOA and MOA contract
and amendment templates have been released

» General - The Submit button has been removed from all pages.

+ Senices - Comected issue with the contractors list where no data Webinats
was showing when going to that sub item page The webinars area allows you to view webinars that were recorded
* Services - Corrected issue with the service jump list not appearing live as well as webinars that were recorded for general training.
when going to the Performance sub item page Visitthe Open Window Webinar Center
» Performance - Fixed display issue where a grey region was
appearing to the right of the measure details
+ General - Fixed some issues in the administrative areas EAQs

The FAQs area allows you to look at commonly asked questions
Release 2.8.7.07092012 Change Notes ————————————— and to see the answer(s) that was provided for the question.

" " - v
+ ContractiAmendment Funding - Fixed an issue where MOA Misitthe Open Window PAQ Center

contract were able to add funding amounts. The funding amount
fields will now be disabled for MOA based contracts or c
amendments. System Gulde. - Draft . o

The system guide defines the commeon items within the Open
Window application. It describes items such as navigation, screen
r Release 2 8 R 16222012 Chanoe Notee ————————————— usane terms _neneral finctinns and sn on

javascript:_doPostBack{'cHODFuxUserMenufuxiainienu’, My Ikems'y ’7 ’7 ’7 ’7 ’7 ’7 r Internet Yalr | H100% - 2

My Items - Locked Files, Contracts, Services, E HHS Open Window - Windows Internet Explorer

= ! - = =

@C- [ hetps: ffopenmindam.dhhs.state.nc usfdefaul aspxpid=rviems = (EYENE ER Bing 2=
[x &-

v| Search <|r =t PDFCreator e eBay @ Amazon < Coupons - @ Radio B3 [ B | i Optiong

JEiIe Edit View Favorites Tools Help

2. Click the 2" tab, Contracts
Items, enter the OW contract

NEDHHS Obes number you want to renew
enness, Tra and click Search.
Items for: Jeneen Preciose

m_|_Services ntracts | Grants | R
Locked ltems | Contract ltems \

Search For Contracts Search T

[23834 I Advanced

™ Pending Renewals M/ Limit to Three Years (End Date) M Limit to My Division
Search Results for Contracts

Page 1 of7 (327 1kems) </ [1]1 2 3 4 5 6 7 [2]

Drag

ere to group by thaf

Contract Title Contract Number Contractors ‘ g‘:;: End Date | Total Amount Status Amendments Administrator v | Manager v
Child. & Famn.
Teen Pregnancy 00022764 Resource Ctr. of 06/01/2010 05/31/2011 £74,000.00 Executed o Valerie Meadows Sims | Jeneen Praciose
Prevention Initiatives
Henderson Cty.
ME. Zion Community
Teen Pregnancy 00022633 Development 06/01/2010 05/31/2011 £100,000.00 Executed [ Valerie Meadows Sims  Jeneen Preciose

Prevention Initiatives Corporation '

= i T Ry,
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/2 https:/ fopenwindow.dhhs.state.nc.us/default.aspx?pid =con_contractlist - Windows Internet Explorer

- - B3 ||+ i -
@: L |g, https: /fopenwindow.dhhs state.ne.us/defaul. aspx Ppid=con_contractlist J % s AN PN I Eing el
J File Edt “iew Favorites Tools  Help J x % -

7 Favorites (€ https:j foperwindow.dhhs.state.ne.os/def aulk. aspxp. . J & T = @ ?

~ Page ~ Safety » Tools - @.-

Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

Pusto | Home | Deparmere | Oviion | serices | Consaes | Grart- | Repars | o ems | sercn S
L L cecteact | [ List|[ 200 | RFe Lt |[a00 ree ] [Rra ust | sao rra |

[pagas

When you find the contract you want
to amend, click the word Edit.

T My Contracts I Pending Renewal

Search Results for Contra

Page 1 of 1 (1 items) (<] [1]

P

Lock |5|arl

Contract Number Division Providers

‘End Date

Total Amount | Status Amendments

Edit

Views

Rey i i i o

Eo|Edit the currect record: InjurvEislence (Youth Suidde = L TEETEWD CEIEEm ALY Ee
[B‘ Presvention Project Evaluat)

Page 1of 1(1tems) [<| [1]

L

The status of the contract
must be “Executed” in
order to amend it.

DHHS Dpen Wind

To report izssuss, sugpest enhancemeants of 1o provid
DHHS Open |

Version : 2.3, 3 0830,
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Once you click Edit, that means you have Checked Out the record. Before you logout of Open Window, you
must Check In or Unlock (same thing) the old contract.

When the contract opens, check the data carefully and be certain that this is the contract you want to amend.
Because once you hit New Amendment, there is no way to undo it.

2 3L Ly ST S 3AT

Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

Public | Home | Deparment | Division | Services | Contracts | Brants | Reports | uy nems | searcn |

[ contrzst List || ana contrast || RFa List [ 400 RFa | [ RFP List [ a00 rFP || RF@ Uit [[oa RFa |

Editing Contract: 00023634 Injury&Violence (Youth Suicide Prevention Project Evaluat)
Madified By: sharon Jahnsun Modified Date: 8/27/2011

hests Budget Perfon ndments  Attschments
Mmm EE - o s eienien e e save
Submif
B x|l EIZSE § EvVIB- : cr.e;::.
[ Wormsl [] [aral []|[Fom Se=) B J U S| E XN |Y-A New
UNC-CH's Injury Frevention Research Center will provide evaluation of the state's suickie prewention grant activites Reset
which will include evaluation of training workshops. Request
Review
Contract
M Document:|
When you are certain that
- - Chedk
e — this is the contract you want Spoling
ivision of Public Health

[ehronic Disease and Injury Prevention B

to amend, hit the New
Amendment button.

UNC-CH

588001382 Tpe University of Narth Carolina Syst

[choose Selection =] | Manags Provider Administistors | =iesse save o camn sevcre upng 20
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This will take you to your amendment contract, where you must start entering required data.
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AMENDMENT MAIN SCREEN

Amendment Title: Carries over from the original contract. Do not change unless the amendment is for an
entirely different purpose (in which case, you probably shouldn’t be amending — talk to your Contracts TL).

Enter the Amendment Purpose
Enter the Amendment Start Date

Enter the Amendment End Date.
Note: If you are extending the contract, you must check the box next to Contract End Date Modified.

The Contractor contact details will carry over from the original contract.

Click the Save button.

f Editing Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Success - DHHS Open W - Windows Internet Explorer

@jv |g, httns:Hopenwindow‘dhhs.state‘nc.us.l’default‘asp><?pid=confcontractamendmant&cuntractid=86F98941-9A9F-49A4-ADD7-FC44A25621ED&pr\maryid=CEj g B X Eing B
| Ble Edt Wiew Favortes Tools Help e & -
J % | Y pdfforge | @Y - Yahoo " search 40 . PDFCreator o eBay @ Amazon < Coupons ~ (2 Radio [] n | 4 Options

.7 Favarites == & Editing Amendment: 1 PR... X (& My Ttems - Locked Files, Con, .. | & Editing Dacuments for Contr... J ﬁ * B - [ s - Pege - Safety - Toos - @
Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management 4
public | Home | Department | Division | Services | Contracts | Grants | Reports | myitems | search |
[ contract List |[ Add Contract || Amendment List] [ RFA List |[ Acd RFA || RFP List |[ Add RFP ][ RFQ List|[ Add RFQ |

Editing Amendment: 1 PREPare for Success - Contract: 00026567 PREPare for Success
Modified By: Jeneen Preciose, Modified Date: 8/15/2012
Worksheets Funding Performance Counties

Amendment | Amendment List

Amendment Number 1 Amendment Title |F‘REF‘are for Success * Save

Changes to the Scope of Work are needed to ensure implementation of Making Pround Chaices! curriculum with fidelity and to realign the El ﬂ
Amendment Purpose budgst. Reset

= View
A Contract
Total Amount 50.00 Amendment

x Amendment Execution Documents
Contract End Date Iew
Amendment

‘Year. This chaice has to be made prior to entering funding, performance or contractor budget data. InFrocess

In-Process

09/01/2012 | A <

Contractor Details StEELY
If you need to change the contractor you will need to develop a new contract. Legal name changes are managed centrally for each contractor. The other buttons are available to update any Terminate
information that has changed for the contractor. Void
Appalachian State University Lookup |~
561176030 University of North Carolina Systen
Charna Howson 'I Authorized Signature | Manage Contractor Authorized Signatures I
Manage Contractor Budget | Contractor Documents Manage Contractor Documents |
VRN ETe LT il View the details of contractor Appalachian State Universit
Previous Tab Next Tab
CHHS Open Window Disclaimer and Privacy Infermation
To report issues. suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Style Guide -
Version - 2.8.9.08022012 - Fiscal Year : 2012 =
Done [T T T [@mntemnet Cav [ Homew -

From here, you can enter the data using the regular contract entry guide, noting that this record is called
“Amendment” instead of “Contract.” E.g., instead of clicking the “Contract” Documents button to get to the
Scope of Work, you will click on the “Amendment” Documents button.
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Note: In the Worksheets tab, there is no Audit Determination Questionnaire tab. This is because the
amendment must have the same FA/POS status as the original contract.

AMENDMENT PERFORMANCE MEASURES

Entering measures for the amendment can be tricky. Only enter/update/copy measures into the amendment
that are changed by the amendment. In addition to the original measure definition that was given, a full
statement must be added so that the original and amended requirement and expectation are clear to the
contractor and the measures chart can stand alone. For the target value, only the amount related to the
amendment should be entered (not the total).

Similar to when you Renew a contract, the measures from the original contract are brought over and appear
under the “Associated Measures” tab. Follow the directions earlier in this guide for Updating and Copying
Measures.

Be sure you are familiar with how to enter, save and edit measures, as outlined earlier in this guide.

In the example below, the original contract was for $77,500 and the amendment was for $34,203. It also has
additional requirements. Several measures must be entered and updated (Input, Outputs, Efficiency). If the
new Outputs lead to an Outcome that was different than the ones entered in the original, then a new Outcome
measure should be added for the amendment.

For example, Input:

Copy the input measure over from the original. Change the word “Contract” in “Contract not to exceed
amount” to “Amendment” and add the language needed to make it clear to the Contractor and anyone else
who reads it what the expectation is. Be sure to use the word “Contractor” and not provider in the future.

The original measure was: Contract not to exceed amount.

For the amendment, it was changed to : Amendment not to exceed amount.

And the following language was added to make it clear what the expectation and results are:

The amendment not to exceed amount is $34,203. This is in addition to the original contract not to exceed
amount of $77,500. Total for the contract and amendment is $111,703.

Note that the Target Value shows ONLY the amount of the amendment.

.7 Favorites . X | @ my Items - Locked Flles, Con... J K- [0 - mm - Page~ Safety - Todks - e

Openness, Transparency and Performance Management ‘

Public I Home I Department I Division I Services I Contracts I Grants I Reports I My ltems I Search _

[ Contract List |[ Add Contract || Amendment List|[ RFA List |[ Add RFa |[RFP List ][ Aad rFP|[ RFa List |[ Add RFa |

@ Editing Docurments For Cant...

Viewing Performance for Amendment: 1 Healthcare Provider Trainings - Contract: 00025126 Healthcare Provider Trainings

Worksheets Funding Performance Counties

Add/Update Measure | Current Measures | Associated Measures | Deliverables

Measure Data: Click here to hide the value set(s) =

Edit Measure Type Input Reporting Frequency Annual

Amendment not to exceed amount. The amendment not to exceed amount is $34,202. This is in addition to the original contract not to exceed amount of $77,500. Total for the contract and
amendment is $111,703.

Explanatory Notes on Measures
Modified By Jeneen Prediose Modified 1272012

value Set(s) for measure

SRR
Federsl funders provide & Notioe of Grant Award and contracts sre awarded
Provider may net spend sll money swarded. Funds could be inoessed, decreased, or terminated
=

I T i@ meme 73 ENTTIR

Follow the same process for all the remaining measures to be changed/added for the amendment.
DPH version 2.0. 8/23/12 jmp Page 52 of 58



If you are adding a brand new measure for an amendment, please add the language, This is a new XXX
measure for the amendment. in the Measure Definition.

Be sure to go to My Items and unlock both the original contract and the amendment when you are finished with
them.

ACCESSING AN AMENDMENT

To access an amendment once it's been checked back in or unlocked, the process is a bit different than for a
regular contract.

Click My Items, then Click the 2" tab Contract ltems and enter the OW Contract number and click Search.

Do NOT click on “Edit” or “View” at this point — as they will take you to the original contract — not the
amendment.

To access the Amendment, click the Amendment Number (e.g. 1, 2, etc.) in the list:

,f_:‘- My Items - Locked Files, Contracts, Services, Etc... - DBHHS Open Window - Windows Internet Explorer

D - - P— = - -
g; - IE, https: | [openwindoe, dhbs stake, ne s defaolt, aspec pid=myitemns j % W] 2| X Eing 2
J File Edit Yiew Favortes Tools Help J x c_‘, -

J X Y pdiforge ‘.'V Yahoo " Search <|> =L PDFCrestor < eBay @ Amazon < Coupons ~ (2) Radio O/ | . Options =

o - = >
g Favorites 55| - | @ My Items - g @ Editing Dacuments for Contr... J 3 - B) - ) =0 - Page - Safety - Toos - @~

Jeneen Preciose | Logout

on Window

Yormance Management

acts | Grants | Reports | nytems | seorcn |

Click on the “1”
to access

Public

Items for: Jeneen Preciose Amend ment 1 /

Locked ltems | Contract ltems | for the COI"ItraCt.
Search For Contracts \ Search |
[26567 yanced

I~ Pending Renewals M Limit to Three Years (End Date) I Limit to My Division
Search Results for Contracts

Page 1 of 1 (1 tems) [1]
Drag 2 column header here to group by that column

Contract Title Contract Number | Contractors ‘ gﬁ: End Date | Total Amount ‘ Status \ ‘ Amendments Administrator ¥ | Manager v
Edit
View Appalachian State
Report  PREPare for Success 00026567 University 07/01/2012 08/30/2013 $352,712.00  Executed 1 Merissa Gremminger | Jeneen Preciose
[otes
(0)
Page 1 of 1 (1 tems) [1]

Previous Tab MNext Tab

DHHS Open Window Disclaimer and Privacy Information
To report issues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Suppor
DHHS Open Window Writing Style Guide
Version : 2.8.9.08022012 - Fiscal Year : 2012

The page will refresh to display the Amendment only. Then, you may click on Edit or View.
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wing Amendment: 0 - Contract: - DHHS Open Window - Windows Internet Explorer

% - I@, https:HUpenwinduw‘dhhs.state‘nc.us,l’deFauIt‘aspx?pid=cUn_CuntractAmendment&cuntractid:ﬁEFQEQ‘I1-Qagf-49&4-add?-Fc44625621ed&caid=00000000j % | ] H‘?H K | I Eing |P '|
J File Edit Yiew Favorites Tools Help J x c_} -

" Search <|> =L PDFCrestor < eBay @ Amazon < Coupons ~ (2) Radio D n | . Options =

J X Y

i} Favarites

»

J - - v Page - Safety - Tools - @
Jeneen Preciose | Logout

When the page refreshes and shows
rasgasone g s p Search Results for Amendments,

you may click Edit or View to get
inside the amendment.

public | Home | Department | Division | Services

[Contract List ][ Add Contract || Amendment List | [RFA L\

Viewing Amendment: 0 - Contract:
Worksheets Funding Performance Counties

Amendment || Amendment List |
-
Type search details here Advanced Search

Search Results for Contract Amendments

Page 1 of 1 (1 items) [11

Drag 3 columnn header here to group s

_],L_ﬁed B; .IA_I';:T*M ‘ CA# V‘ Division Purpose Contractors ‘ g:;t ‘ End Date | Total Amount Status
Changes to the Scope of
Work are needed o ensure
Jeneen PREPare for § implementation of Making Appalzchian State .
Prociose Success 1  Division of Public Health Pround Chaices! curriculum University 09/01/2012 06/30/2013 $0.00  In-Process
with fidelity and to realign
the budget.

Page 1 of 1 (1 items) [11

Previous Tab I MNext Tab

DHHS Open Window Disclaimer and Privacy Information
To report issues, suggest enhancements or to provide feedback in regards to Open Window, please email Open Window Support
DHHS Open Window Writing Style Guide
Version : 2.8.9.08022012 - Fiscal Year - 2012
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HOw TO FIND “MISSING” CONTRACTS

If you have created a contract in Open Window and you cannot find it, it may be a result of the Division not
having been entered, your name not being entered as either the Contract Administrator or the Contract
Delegate of the End Date not having been entered or entered incorrectly. It can also happen as a result of a
known glitch in Open Window (see last page of this document for details).

If you cannot find your missing contract, it does not mean that it doesn't exist. Please contact your Contracts
Team Leader BEFORE you create another one.

Contracts created in error in Open Window in error CANNOT be deleted. The only alternative is to give them a
“Void” status. Please contact your Contracts Team Leader to alert him/her of any contracts that were created
in error and need to be voided in the system.

USING THE SEARCH FEATURE TO FIND “MISSING” CONTRACTS

Use the Search feature to find your missing contract BEFORE you create another one.

Clicking on a contract through the Search feature automatically enters you in “View” mode. Once you're in the
contract, you must click the Check Out button to Edit and Save information.

/= Belease Notes and Help Topcis - DHIS Dpen Window - Windows Internet Dxplorer
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word Search.
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NC DHHS Open Window
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migzing when the Title was present.
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NC DHHS Open Window
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Type search I agvanced  Swarch
Search Results
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NC DHHS Open Window

Openness, Transparency and Performance Management
pubiic | Home | peporment | Deision | services | comwacts | Grants | mepons | mymems | searcn [
[z5z2e] [ agvanced | Search |

Search Results

Page 1 of L (1 kems) (< [1]

Iype | Humber | Title 4 | Division Description

The pumpose of the North Carolina Department of Emvironme:
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Page 1 of L (1 kems) (< [1]
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i 4, Click on the
contract title.
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= Wiewing Lontract: DUUZLZES Lead-Based Paint Hazard Control - DHIS Dpen Window - Windows Internet Explorer
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Jeneen Preciose | Logout

NC DHHS Open Window

Openness, Transparency and Performance Management

public | Home | Deparment | Dedsion | services | contracts | Grams | mepons | mymems | searcn

[Cantract List |[ ada Cantraet [ aFa List [ ada aFa | [Rep List [ and rer | [rea List || ada rea |

Viewing Contract: 00026225 Lead-Based Paint Hazard Control
Modified By. Gregary Dixon, Modified Date. 1/17/2012

Eunding Counties

A 9 P X EEFIEe = 3@

Faragraph = | Defaut Font e s B F U aeiai EETIEN YA @

The pupose of the Morth Caralina Dep: of Ernil and MNatural Rl Children's Ep
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tar wiery boveancomie Families vath childen undies thi age of so years

5. Click Check Out
to edit the contract.
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There are also Advanced Search options under this feature, but the field is much more limited than the one
under the My Items page. See instructions below for using Advanced Search as the steps are the same.

USING MY ITEMS TO FIND “MISSING” CONTRACTS

This method will only work if the contract has been saved with your name entered as the Contract
Administrator/Manager/Delegate.

Click My Items.

Click on the 2™ tab Contract Items.

Click on the checked box that reads Limit to Three Years (End Date) to uncheck it.
Wait for screen to refresh.

Click on the checked box that reads Limit to My Division to uncheck it.

Wait for screen to refresh.

Enter the OW contract number.

Click Search.
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NC DHHS Open Window
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Items for: Jeneen Preciose
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™ pending Renewals I Limit to Three vears (End Date) F Limit to My Division
Search Results for\Sontracts

Page 1 of 6 {289 tems) 245 6[
aetloali 4. Click this box to
== S remove the check.
Contract Date End Date  Total Amount St
- 3. Click this box to
" remove the check. 06/01/2002 05312013 £100,000.00 Draft i vakine Meadows S8 | Jensen Pracise
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: Carodna, Inc.
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NC DHHS Open Window
Openness, Transparency and Performance Management
Contracts

Items for: Jeneen Preciose
Locked ltems | Contract Tems

Search For Contracts Soarch | ™

[z3na I advanced
™ pending Ra ™ Limit to Three Years (End Date) I Limit to My Division
Search Resul ontracts

5. Enter the OW Contracts
Start

contract number. Date End Date  Total Amount status v
e C ties 1
Regort ommunties In
PDE ;;fgf{;ﬂ"]‘;gm; 0006265 Schoak af DE/01/2012 05/31/2013 $100,000.00  Draft
[T Thornagvila, Inc.
(0)
View
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Teen Pregnancy h
FOE T pravantion Intatis 00026263 :_-\.If;eerm:vm 06/01/2012 05/31/2013 $74,000.00 Draft
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If you don’t know the OW contract number, you can use the Advanced Search option to track it down using an
element that you do know.

To use the Advanced Search, click the box next to Advanced (puts a check in the box) and click Pick Property
to get a list of elements to choose from. E.g. Provider Name, Provider Tax ID, Contract Title.

Click the element you want, then enter the key word(s) in the empty box after “Contains”.
Click Search.
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2. Click drop down list for
Pick Property and select one.

2 My Iterns - Locked Files, Lontracts, Servicems

1. Click box next to
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4, Click Search.

g Section Name buact Humber | Providers Amendments
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i3 || Provader Type Communiies In ( )
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SAVE BUTTON NOT WORKING WHEN RENEWING A CONTRACT

Sometimes when a contract is renewed, the Save buitton is not available to the user. This is a known glitch
and has been reported to OW.

It looks like this:

= igwing Contract: Of 72 Latina Family Planning - DHHS Open Windoe - Winckaws Tnbemet Explonis i =le]x]
G iy = Ir m!\nparwrmum:mm Lo Srepa i SO0R_COMIT At G pF imay i wRa0e L T TS mm?‘%-m%\humrdr?mnr—q_] B e e L
| Fiis Edt vew Faarmes Tool  Holp

W0 vewing Confract: DO026372 Latno Famiy PL.,
EE ST s Giopdied Hanty | Logoul

NC DHHS Open Wmdow

openness, Transparency and Performa=-cg,

See how the Save button is

— — not available (greyed out).
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When renewing a contract, please look to see if the Save button is available (i.e. text is black and button can
be clicked).

If it is not, do the following steps:

1. Click the Check In button and wait for screen to refresh.

2. Click the Check Out button and wait for screen to refresh.

3. At this point, the Save button should be available for you to click.

4. If it is not, please report it immediately to your Team Leader so it can be reported to the Open Window
Service Team.
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