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Instructions for OC Transactions 
for HBITS Candidate Onboarding 

 

Creating a contract in SFS 

 
1. Within SFS, go to Procurement Contracts  Add/Update Contract tab. 

  
2. Within the Add a New Value tab, leave all values as there are and click Add. 

 

 

 

3. On the Contract screen, complete the fields with asterisks.
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HBITS Candidate Onboarding 

  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Change Status to “Pending OSC Approval” and Save.

Supplier & Supplier ID: Entering either will then populate the other.  
https://online.ogs.ny.gov/purchase/snt/awardnotes/7301223158Con
tractorInfo.pdf  

NY Contract Description: This should be what you’re buying: 
Job Title – Contract Number – Award Number 
(i.e., Syst Arch-PH68911-23158) 30-character limit 

PO Defaults: BU should be agency business unit and Buyer 
should be generic 

Begin Date – 
Estimated candidate 
onboarding date 

Expire Date – End of 
service term (task 
order engagement) 

Maximum Amount 
should be the total 
estimated amount 
of the HBITS 
engagement  
(# of Hours) X (Bill 
Rate) X (# of Months) 

Business Unit: by Agency  

NYS Contract #: Must begin with “OC” prefix, followed by “HBIT”, and the 
last 5 digits of the task order # assigned by OGS 
(i.e., OCHBIT12345) 11-character limit 
 
Department: Agency selects the appropriate Department 

Audit Type: EBV 

Contract Profile: PHNR0010 

NEXT 

https://online.ogs.ny.gov/purchase/snt/awardnotes/7301223158ContractorInfo.pdf
https://online.ogs.ny.gov/purchase/snt/awardnotes/7301223158ContractorInfo.pdf
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HOW TO COMPLETE FORM A 
AC 3271-S (Effective 4/12) 

FORM A 

New York State Consultant Services 
Contractor’s Planned Employment 

From Contract Start Date Through the End of the Contract Term 

State Agency Name: 

State Agency Department ID: Agency Business Unit: 
Contractor Name: Contract Number: 

Contract Start Date: / / Contract End Date: / / 

Employment Category 
Number of 
Employees 

Number of Hours 
to be Worked 

Amount Payable 
Under the Contract 

0.00 0.00 0.00 $0.00 

Software Developer 15-1252.00 
Hourly Bill Rate: $90.25 

1 5,200.00 $469,300.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

0.00 0.00 $0.00 

Grand Total 

Name of person who prepared this report: 

Title: Phone #: 

Preparer’s Signature: ________________________________ 

Date Prepared: / / 

(Use additional pages, if necessary) Page of 

Commented [DG1]: State Agency Name: Enter the 
Authorized User, not OGS. 

Commented [DG2]: State Agency Department ID: 
Enter the SFS Department ID of the Authorized User. 
Please refer to your Agency’s Finance Office to 
identify.  

Commented [DG3]: Agency Business Unit: Enter the 
SFS Agency Business Unit of the Authorized User.  
For example: DOH01, OFT01, WCB01, etc. 
Please refer to your Agency’s Finance Office to 
identify. 

Commented [DG4]: Contractor Name / Contract 
Number: Enter the selected Contractor’s Information: 
https://online.ogs.ny.gov/purchase/snt/awardnotes/730
1223158ContractorInfo.pdf 

Commented [DG5]: Contract Start and End Date: 
Enter the proposed Start and End Date of the 
Candidate. A new/revised OC transaction is not 
necessary if the initial engagement dates should 
change. However, revised Onboarding details must be 
sent to the OGS HBITS Team. 

Commented [DG6]: Employment Category: Enter the 
occupation and job code that matches or best fits the 
HBITS Job Title you’re hiring: 
https://www.onetonline.org/find/all 

Enter the Hourly Bill Rate for the HBITS Job Title 
(based on Region and Skill Level) 
Contractor Pricing Information:  
https://online.ogs.ny.gov/purchase/snt/awardnotes/730
1223158ContractorInfo.pdf 

Commented [DG7]: Number of Employees: Typically, 
this is “1” unless hiring multiple positions with the same 
Contractor for a specific task order. 

Commented [DG8]: Number of Hours to be Worked: 
Calculate based on # of Hours per week and the length 
of engagement.  
For example: 40 Hours x 130 Weeks = 5,200 Hours 

Commented [DG9]: Amount Payable Under the 
Contract: Equals the (Total # of Hours to be worked) X 
(Contractor Bill Rate) 
For example: 5,200 x $90.25 = $469,300.00  

Commented [GD(10]: Enter the Preparer’s 
information, sign, and date.  

Example

OGSDGambacorta
Highlight

OGSDGambacorta
Highlight
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Uploading to EDSS 
1. Sign into the OSC Online Services Portal (for VendRep and EDSS). 

 

2. Select the Electronic Documents Submission System. 

 

 

 

 

 

 

 

 

 

3. On the Home Page, you will see any Transactions in Draft (not yet submitted to OSC), In 
Progress (pending OSC, Additional Information Requested), and Recently Completed 
(Approved or Non-Approved). 

 

 

 

 

 

 

 



 

5 
 

Instructions for OC Transactions for 
HBITS Candidate Onboarding 

  

 
4. Click on the Submit Procurement Contract/Amendment link. 

 

5. Within the Audit ID field type the Agency Business Unit and search. This will then populate 
active transactions. Alternately, you can search by the SFS ID that was created.  
Select the appropriate OC transaction. 
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6. Once on the next page, drag and drop all of the procurement documents.  

 

Upload the following documents:  
• Form 1: Task Order Request Form (Final Version) 
• Form 3A Summary: Authorized User Technical Evaluation Summary 
• Form 3B Summary: Authorized User Interview Summary 
• Form A: New York State Consultant Services Contractor's Planned Employment (AC 3271-S) 

  Note: For help on Form A, please refer to OSC’s Guide to Financial Operations:   
  https://www.osc.state.ny.us/state-agencies/gfo/chapter-xi/xi18c-consultant-disclosure 

  You will enter the occupation and job code on the form that matches or best fits the  
  HBITS Job Title you’re hiring: https://www.onetonline.org/find/all  

7. You can then click the Upload All button and once completed they will be listed at the 
bottom. You will then assign the “Procurement Documents” for each file and click Save on 
the right-hand side. 

 

8. Once all files have been updated and saved, click Next.  

https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.osc.state.ny.us%2Fagencies%2Fforms%2Fac3271s.doc&data=05%7C01%7CDavid.Gambacorta%40ogs.ny.gov%7C42483af2578a49b419b208db41c80243%7Cf46cb8ea79004d108ceb80e8c1c81ee7%7C0%7C0%7C638176100655525790%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=S%2Fq6D%2BiQHKxUaWvxZeFhgcQ0HCoqne2tMZjXN6vX4b0%3D&reserved=0
https://www.osc.state.ny.us/state-agencies/gfo/chapter-xi/xi18c-consultant-disclosure
https://www.onetonline.org/find/all
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9. Add necessary additional contacts on the next page.  
10. The final screen will be a summary of the contract/transaction you’re submitting to OSC. 

Once you review this, check the box at the bottom of the page certifying the information, 
and click Submit. 
 

This will then be sent to OSC’s queue for review. If they have any questions, you will receive an 
email with the additional information being requested. You will then need to go into EDSS to 
address the questions and/or upload additional documents needed. 

Once approved, you will receive an automated email and you can go back into EDSS< find the 
transaction and save the executed contract page. The Signature Page with OSC Approval 
must be sent to the OGS HBITS Team with Onboarding information.  

 

 

 

 


