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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.

Contract Entry

Eind an Existing Value ‘ ‘ Add a New Value ‘

SetlD ‘SHAF{E Q

*Contract ID ‘ NEXT ‘

Style ID ‘F‘C} Q

*Contract Process Option ‘ Purchase Order V|

Add

3. On the Contract screen, complete the fields with asterisks.
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Contract Entry
Contract
pebix  SHARE  [Copy From Conirack Confract Verelon
Condractim | NEXT Varclon 1 atmbuc  Curent
Approval Due 1=t | O Imolugie In Extoh
“3tmhsc | Open Mow Varsion ate r-
AdminictratorBuyer =]
= Hesdar [
“Contract Syle |Furchase Ornder Q
Frogess ORIEN. Purchase e *Dicpatoh Methon | Frint [+ £ 3 Mathod a
& uppiler [+
b ts FEF Wasihod . . . . .
a o Supplier & Supplier ID: Entering either will then populate the other.
*3upplier 0 ACiuttaes

Primary Contset

EBuppllar Confract Red

Doseription
Maséer Conbract ID
¥ Conbrast
Decoripion
“Bagin Dain
Expir Dein

Renawsl Dato

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)

Condrol Type

unt Summany

Line

FPrimary Contact Info

CRRMT

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

o

Q Coniract Header Agreeme
Cariract Relsases
Aothety Log
Doommen] Slaius
q
RequisHcn Emors
110022021 x| *Business Unk Q
a NY & Contract#
§?§| spaparbment [+
Corporais Contrast
*Awdl Typs =1
Carrenoy | USD =}
Eisingss Unit Cankrast Proflis Q
Rets Dats 112022021
O Tax Ex=m)
= rt Tax ExamptID O must Use Contrant Rats D
Awto Detault Requiction Exlste

W Allcrer Multisurrenoy PO

O Look Chartmeids
0O 3ubreoliplsnt

Expiration Dage Confrol Flag

Maxtenum Amount 000 uso
mased Amoani [ x] Hon20 Exp .o
Non-FO Ad] ¥ohr EXp 0.000
Category Relsassd Amoant L e}
In Pre Hdr Amcunt n.ooc
Opan Hem Relsasad Amoant oo
Toksl Released Amount oo Amenamant Sqst Amé f.na

tract Opan lham Refarence

B Allcw Open lfsm Rafsrenos H Prios Can Es Changed on Drosr

[m] Adjuct Buppller Prioing First Agdd Dpen Hem Price Ad usimends

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: PHNR0O10

4.

Change Status to “Pending OSC Approval” and Save.


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)

FORMA

New York State Consultant Services
Contractor’s Planned Employment
From Contract Start Date Through the End of the Contract Term

IState Agency Name]|

" Commented [DG1]: State Agency Name: Enter the
IState Agency Department D] IAgency Business Unit] __ {Authorized User, not OGS.
[Contractor Name: Contract Number \ | Eotmnt'rfntsegs[%GZkrtStati ﬁge?ﬁ D:pte;]rtnjené ILI?:
. - \ \ nter the epartment ID of the Authorized User.
[Contract Start Date: I Contract End Date: / /l—ﬁ‘\ \ | Please refer to your Agency’s Finance Office to
\\\ | identify.
\ \
\ \\ Commented [DG3]: Agency Business Unit: Enter the
Number of Number of Hours Amount Payable \ \ SFS Agency Business Unit of the Authorized User.
Employment Category Employees to be Worked Under the Contract \ \ [[RensxampleiROL0T JORTOTEWCBT fetc:
0 OO\ 0.00 0.00 0.00 \ \\ Please refer to your Agency’s Finance Office to
d : - @ . |\ | identify.
\
Example [Software Developer 15-1252.00 1 5,200.00 $469,300.00 | | Commented [DGA4]: Contractor Name / Contract
: . \ , .
Hourly Bill Rate: $90.25 | | Number: Enter the selected Contractor’s Information:
0.00 0.00 $0.00 \ \ https://online.ogs.ny.gov/purchase/snt/awardnotes/730
|\ || 1223158Contractorinfo.pdf
0.00 0.00 $0.00| |\ |
‘;_l\, \ Commented [DG5]: Contract Start and End Date:
0.00 0.00 $0.00 | 1 | | Enter the proposed Start and End Date of the
0.00 0.00 $0.00 \‘1\‘}‘ '\\ Candidate. A new/revised OC transaction is not
||\ | necessary if the initial engagement dates should
0.00 0.00 $0.00 Il 1| change. However, revised Onboarding details must be
0.00 0.00 $0.00 || | sentto the OGS HBITS Team.
: - - |l [ commented [DGe1: Empl :
il : Employment Category: Enter the
0.00 0.00 $0.00 ﬂl‘_'\‘\. occupation and job code that matches or best fits the
0.00 0.00 $0.00 \“;'v, HBITS Job Title you're hiring:
0.00 0.00 $0.00 ‘11‘\\\ https://www.onetonline.org/find/all
. : : il
0.00 0.00 $0.00 \‘\‘ Enter the Hourly Bill Rate for the HBITS Job Title
1|\ | (based on Region and Skill Level)
0.00 0.00 $0.00 H', Contractor Pricing Information:
0.00 0.00 $0.00 \1“\‘\‘ https://online.ogs.ny.gov/purchase/snt/awardnotes/730
0.00 0.00 $0.00 |11l 1223158Contractorinfo.pdf
. . . I
H Commented [DG7]: Number of Employees: Typically,
Grand Total ||| this is “1” unless hiring multiple positions with the same
|| Contractor for a specific task order.
IName of person who prepared this report; || commented [DG8]: Number of Hours to be Worked:
Title: Ph # || Calculate based on # of Hours per week and the length
itle: one #: \ || of engagement.
Preparer’s Signature: \ “1 For example: 40 Hours x 130 Weeks = 5,200 Hours
. \ Commented [DG9]: Amount Payable Under the
Date Prepared: / / \ Contract: Equals the (Total # of Hours to be worked) X
\ (Contractor Bill Rate)
» . For example: 5,200 x $90.25 = $469,300.00
(Use additional pages, if necessary) Page of \

Commented [GD(10]: Enter the Preparer’s
information, sign, and date.
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Uploading to EDSS
1. Sign into the OSC Online Services Portal (for VendRep and EDSS).

2% New York State Comprrolle
I{;} THOMAS P. DiNAPOLI

Online Services

Online Services

Login Announcements

UseriD* Mo announcement s to report
2 Help Topics
- Need an sccount # Enrall Now
| Pt d* - 1 fargot my User ID
| - 1 forgot my Password
- Leam mare shout our Online
Senicas

2. Select the Electronic Documents Submission System.

{'T\} Mew York State Comptroller
-r;;-}; THOMAS P. DiNAPODLI

Ohnline Services

VIEW . -
Welcome to Online Services
Announcaments Cnline Services Applications
User Profile ou are currently subscribed to the following applications:

% vendRep System

{Z 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).
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4. Click on the Submit Procurement Contract/Amendment link.

Electronic Documents Submission System

=

@, Search Home

i New R " The Electronic Documents Submission System (EDSS) allows users fo easily and securely submit data and documents to the NY'S Office of the State Comptroll
aw Reques!

Users are able to view results resHime, keep information and documents centrally organized. and bensfit from using electronic documents (rather than hard cop
2 Contacts

@ Histary % )
Exemption Request Recer

Grant Procurement Record
& Apency Profile
Submit Mew Procurement Record Submit Contract Reporter Imporial
W Feedback Submit Frocurement Record Amendment Exemption Request (CRER) June 30,
Submit Limited Funding Request
Schedul
= Manags Account Novembd
@ Help Issues
Febnuary
Error on)
Febnuary

=4

Contract Documents

Submit Procurement Contract / Amendment
Submit Revenue Contract / Amendment

Transactions In Draft

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.

Find Procurement Contracts Why can't | find my electronic fransaction?
Audit ID

OMH
PeopleSoft ID

Optional

Document Type NY Audit ID SFS PeopleSoft ID Seq# Supplier ID Supplier Name

Coniract Amendment OMHO1-C020444-3650000 0000000000000000000018475 015 1000014654 ST JOSEPHS HOSPITAL HEALTH CENTER

Cantract Amendment OMHO1-G100438-3550000 00000000D000000D000042358 047 1100078253 NEW PARADIGM PSYCHOLOGICAL SERVICES PLLC

Contract Amendment OMHO1-C200135-3550547 0000000000000000000026643 014 1000001252 HEW YORK STATE INDUSTRIES FOR THE

Contract OMHO1-C201321-3550433 00000000D0000000000093003 000 1100151768 STEPHEN S STARR MECHANICAL CORP

Contract OMHO1-C201322-3650433 0000000000000000000093758 000 1000011301 THE METRO GROUF ING

Contract OMHO1-C201323-3650462 0000000000000000000093620 000 1000006213 SIEMENS INDUSTRY ING

Contract OMHO1-G201371-3680421 0000000000000000000093004 000 1100155782 MIKERI GROUP INC

Cantract OMHO1-0P101485-3850000 000000B0D000A0ADOD00S 1574 000 1000048574 DENTAL HEALTH PRODUCTS INC

Contract OMHO1-5201348-3850631 000000B0D000A0ADOD00S3230 000 1100256131 BRETT C AMO

Contract OMHO1-T201339-2650275 00000000D0000CD0000S2578 000 1100164352 ADMIRAL STAFFING ING

@ Cancel Clear
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6. Once on the next page, drag and drop all of the procurement documents.

Attach Files Need Help?
Choose Files Upload queue
Queue length: 0
Name Size Progress Status Actions
k
Drop Files Here Queus progress:

I Browse for Multiple Files..

Document Type Description File Name Content Type Size Actions

Mo data found

4 Previous X Delete M save for Later m

Upload the following documents:

Form 1: Task Order Request Form (Final Version)

e Form 3A Summary: Authorized User Technical Evaluation Summary

e Form 3B Summary: Authorized User Interview Summary

e 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.

Attach Files Heed Help?
Choose Files Upload queue
Queue length: 1
Name Size Progress Status Actions
.
| T— Tesoes T B -

Queue progress:

il Remove all
W Erowse for Multiple Files..
Documen t Type Descripfion File Name Content Type Size Actions
gned Test Test docx Microsoft Word 11850 Sawve Cancsl

Transaction |dentifying Documents.

Contract

Procurement Documents

‘Vendor Responsibility 2nd Integrity

Other
oo | F Save for Later m

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.

Transactions Recently Completed

All Submissions W

Submission Type SF 5 Record ID Agency Ref# Record Name Start Date
Procurement Contract OMHD1 - C200878 - 3650300 000 C200876 BPFI MECHAMICAL SERVICE INC Approved 05/01/2019 $12.520.34
Procurement Amendment  OMHO1 - C200283 - 3650014 [ilee] c200282 CE POWER ENGINEERED SERVICES LLC Approved 08/01/2019 $0.00
Exemption Request OMHO1 - DDDOTE4 - 3650000 000 GEEL GEEL Community Services, Inc. Approved 0710172021 $257.520.00
Procurement Amendment  OMHO1 - LBO1070 - 2650300 0z7 LD01070 GLEM STREET ASSOCIATES LLC Approved 04/01/2012 §28,522.80
Procurement Contract OMHO1 - CM1002054] - 3350614 000 CM10020541 LOCUMTEMENS COM LLC Approved 1110272021 §700,300.00
Attachments
Document Type Description & File Name Date Uploaded
Pracurement Documents CM10021041-2850814 Supporting Docs - CM100210A1-35506 14 Supporting Docs - 1042772021 Adobe 748.66
Rajagopal Rajagopal pdf Acrobat KB
Transaction |dentifying STS ETS.pdf 102772021 Adobe 28.46 KB
Documents Acrobat
Signature Page with 05C Signature Page with OSC Approval 1110172021 Adobe 188.20
Approval Acrobat KB
Contract Signed Signature Page - Rajagopal Signed Signature Page - Rajagopal pdf 1042772021 Adobe 172.68
Acrobat KB




