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Introduction
This manual will guide you through the registration and use of the Commerce Contract Management
System (CMS) Portal. In order to gain access to system you must first complete a few initial steps:

Create a Secure Access Washington (SAW) account

Add the Commerce Contract Management System service
Submit a CMS Access Request form

Log into CMS Portal site using the registration code via SAW.

A

If you have any questions, contact you Commerce program manager.

You can also use the Table of Contents to navigate through this document.
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Step 1 — Create your Secure Access Washington (SAW) account (one-time only)

In order to access Commerce applications, you will need to create a Secure Access Washington (SAW)
account. If you already have a SAW account, go to Step 2.

Go to the Secure Access Washington site at https://secureaccess.wa.gov/

Click the “Create One” link to begin

m: SecureAccess
WASHINGTON

Log in to SecureAccess Washington

_

Password:

User ID Password Account Email?

LOGIN

by following our

Security Operations Center

Do not have an account?
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https://secureaccess.wa.gov/

You'll be taken to a page briefly describing the account creation process. From there, click “Start”.

SecureAccess

WASHINGTON

1 2 3 4 6

Name & User ID & Review Validate Log in to
email password information information account

Create an Account

SecureAccess Washington (SAW) allows you to access multiple
online government services with the use of a single user ID and
password. By creating a SAW account, you can interact with many
government agencies, like L&, Ecology, DSHS, and more with just

one account

If you need help during this process, please contact us at, 888-241-
7597
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Enter your personal information, including selecting a secret question and answer. The secret question
and answer will be used to identify you if your email address changes or you forget your password.

W SecureAccess
WASHINGTON

1 2 3 2
Name & UserID & Review Validate Login to
email password information information account

Enter your personal information

E-mail Address:
Confirm E-mail:
Secret Question:

Question Answer:

p PREVIOUS
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Next, you'll be asked to create a User ID and Password. Note the requirements for a secure password.

You will get a “You have selected a secure password” message when you have met the requirements.
Click the Next Button.

E SecureAccess
WASHINGTON

2 3 E
UseriD & Review Validate oginto
password information information account

Create a user ID and password

Requirements for a secure
password:

@ Atleast 10 characters

# Contain at least three of the following
character classes

uppercase letters

Confirm Password: lowercase letters

.
* numerals
« special characters

@ Does not contain user ID

@ Does not contain your full name

’ a You have selected a secure
(Click here if you cannot read the code) password!

In the box below, enter the security code you see above (not
case sensitive):
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Review your information and click the Next button if correct.

2 3 4 5 6
User ID & Review Vallgate Check Loginto
password nformation Information amal account

Review your information

Here is your personal and account information

NOTE: We value the security of your persona! information. In order to protect this information, your password will expire every
24 months or 13 months depending on spplication access. Also, your password should not include s dictionary word

E-mail Address:
-

Password:
20000O0OOOOXX

Secret Question:

Answer:

HOOOOOOOOXXXX

Go back to the previous page to make changes.

Continue to the next page if the information is correct

You may want to PRINT this page for your records

' PREVIOUS
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You will be sent an email to activate your account.

SecureAccess

WASHINGTON

password

Check your email account

You are not quite finished yet! Next you will need to check your email
to get information needed to get your account activated and ready to

use!
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Go to your email account and click the link provided on your email. The email will be titled -
SecureAccess Washington: Welcome to SecureAccess Washington.

vans svrasv e *Nex  =iast ‘

Jate:12/042015 3:19 PM (GMT-08-00)
To:
e

subject: SecureAccess Washington - Welcome to SecureAccess Washington |

* This is a system generated message. please DO NOT reply to this email
* If you have any questions. please visit our support site at

http:/'support secureaccess.wa gov

(asEsssssesesssEssessIsEtsTeeesEsRsRRsERaRTRTeReReRETROnS
Thank you for signing up with SecureAccess Washington

{our SecureAccess Washington account [} ] has been successfully created
secureAccess Washington offers two methods to activate your account

The easiest method is to dick on the following link;

|mips./-secureaccess. wa gov/public saw/pub regConfirm do?s=36589&userld=

f your email does not support hyperlinks or you cannot log in after following the link, you can manually activate your account by following four easy steps
Navigate to the SecureAccess Washington home page

1. Click on "Activate your account”

3. In the "User ID" field enter B,

+. In the "Registration Code” field enter

SecureAccess Washington provides access to a growing list of on-line government services via a single user account. Once you complete your sign-up. you may add services to your new
ccount by logging in and choosing "Add Service” tab. The service you choose to add may require an additional service registration process.

f you have questions about using SecureAccess Washington or need assistance using this service, please visit our customer support center at http-/ ‘www-dev support secureaccess. wa gov or
:all 1-888-241-7597.

Click on the hyperlink in the email. You will be taken to another log in page. This is where you enter your
user id and password and access your SAW account for the first time.

SecureAccess

WASHINGTON

Log in to SecureAccess Washington

User ID:
?

. ?
1| @) | X
User ID Password Account Email?

Password:

FI LOGIN N8
X X Gt yber security news and alerts by following our

Security Operations Center

Do not have an account?
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Step 2 — Add the Commerce Contract Management System service

)

Once you've logged into SAW, you can add your selected services by clicking on the “Add a New Service’
button.

Welcome,
m: SecureAccess
WASHINGTON z

M ¥ Add a New Service Contact Us

Please note: SAW is a shared portal serving multiple state agencies. To get help with a service provided through SAW, please contact the
sponsoring agency directly. Click the "Contact Us" button to view a list of agency contact information

Service Agency Description Status Action
No services.
Submitting A19s to the Washington State Department of Commerce Updated February 2016
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This will take you to a list of state agencies. Click on Department of Commerce to see the list of available
Commerce services.

¥ Add a New Service Contact Us

Service code: Select an agency below to see a list of services:

If you have been given a service code by an agency, enter it
below to apply for access to the service.

« Board for Volunteer Fire Fighters

Community, Trade and Economic Development
Consolidated Technology Services
Criminal Justice Training Commissi
Department of Archaeology istoric Preservation

» Department of Commerce
Department of Early Leaming

—
.

APPLY

Search services by keywords: - Department of Ecology
Enter keyword(s) below to find related services. Leave field » Department of Financial Institutions

Department of Fish and Wildlife

« Department of Health
Department of Information Services

« Department of Licensing

Department of Natural Resources

Department of Revenue

m « Department of Social and Health Services
Department of Transportation

« Nauvalnnar Tactina Minkey

blank to display all services.

“~
.

AT LEAST ONE of the words v]

Click Apply for the Commerce Contract Management System. you will also get a User Registered for
Service email.

¥ Add a New Service Contact Us

Add a Service to Your Account
Select a service to apply for from the following.

Note: Services for which you currently have access, have applied to and are awaiting approval, or those that you have been
suspended or rejected from will not appear in this list.

All Agencies > Department of Commerce

Service 2 Description Action
Commerce Contract Commerce Contract Management System $
Management System Privacy Notice

Commerce Extranet Commerce Extranet

Privacy Notice
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You will get a Service Registration successful message. You will also get an Access Approved email.

My Services ¥ Add a New Service Contact Us

Service Registration Successful

Thank you for registering with agency Department of Commerce's service Commerce Contract Management System. Please
click the "My Secure Services" tab above to access the service

Go back to My Secure Services tab and click on the Commerce Contract Management System link to
access the system.

[y Servces | hasaewsevee | Conact s

Please note: SAW is a shared portal
sponsoring age,

g multiple state agencies. To get help with a service provided through SAW, please contact the
directly. Click the "Contact Us" button to view a list of agency contact information.

Service Agency Description Status Action
Commerce Contract Department of Commerce Contract Management System Active Remove
Management System Commerce
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Step 3 — Submit a CMS Access Request form

You will also need to send a message to your Commerce program manager letting them know that you

would like to access the system. Send them a CMS Access Request form to make sure that they have all

of the information necessary to get you added into the system.

The CMS portal has three roles available. Submit, Data Entry and Read Only. Below is a list of activities

available by role.

Submit Data Entry Read Only
View Contract Details X X X
View A19s X X X
Print A19s X X X
Create Al19s X X
Submit A19s X
Correct and Resubmit A19s X

Access to contracts is granted by SWV number, please complete as many forms as needed to be granted

access to all the SWV numbers used for contracts by you organization.

Submitting A19s to the Washington State Department of Commerce
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Step 4 — Log into CMS Portal site using the registration code

Once your Commerce program manager registers you as a CMS portal user, you will receive an email like
the one pictured below.

If you received an email first, but have not created a SAW account, complete Steps 1 - 3 above.

When you receive this email and have an active SAW account, you can either click on the link in the
email to launch the CMS Portal or you can enter the Commerce Contract Management System through
you “My Services” in SAW.

If your organization contracts with multiple programs within Commerce, you may have already received
an email like the one below. If you have been granted access to all of your Statewide Vendors, you will
be automatically granted access to those contracts, provided the program allow online invoices. This
means you have already been set up as a person in the Contract Management System. If you need to be
granted access to another SWV, submit a completed CMS Access Request form to the applicable
Program Manager.

| = - _ A: Commerce Contract Management System registration & Message (Plain Text) T
A File Message

=R

= - 3 SRulest (HMarkUnread 9% Find
Wlanore x ﬁ‘ Q‘ ,% Bl Meeting || CO0d Emalls -P... 3 (5 Rules ot a&-J 4 Fin .,;
1 i () To Manager -/ ) @lonenote {3 Categorize - 2 Related ~
+ Delete Reply Reply Forward H - _ Move Translate Zoom

& Junk Al UG 3 Team E-mail = - [ Actions = | ¥ Follow Up - U L selet -
= Delete Respond Quick Steps 5 Move Tags 5 Editing Zoom

From: QA CMS Mail <CMS-noreply@commerce.wa.gov > Sent: Thu 6/13/2013 7:37 AM
| To: Wolff, Leslie {COM)
" e

Subject: QA: Commerce Contract Management System registration

(5]

Hello Leslie Wolff and welcome to the Commerce Contract Management System (CMS). A CMS user account has been set up for you along with a
onetime registration code. In orderto complete your setup/registration, you will need to complete the following steps:

1. If you haven't already, you will need to create a Secure Access Washington (SAW) user account. This is required for external access to any State
of Washington information system. You can do this here: hitps://test-secureaccess.wa.gov/public/saw/pub/displayRegister.do

2. Add the CMS application to your SAW account. To do this, log into SAW and go to the menu option "My Secure Services" and click on the "Add a
New Service" tab. You will receive an email from SAW indicating that your CMS service request has been approved.

3. Once you've added the CMS service in SAW, launch the CMS application by doing one of the following:

a. While in SAW, go to "My Secure Services" menu option, click the "My Services" tab and click the "Commerce Contract Management System"
link

b. Or simply click this link: https://test-secureaccess.wa.gov/com/gacomems/Default.aspx You will then be prompted to login into SAW, then
taken directly to CMS after logging in.

4. You will be prompted with the first time access registration screen. Enter your registration code as shown below. Tip: It's much easier to copy
the registration code below and paste it into the entry field vs. retyping it.

3. Your registration code is: E4892FD2-81BC-4983-AD35-111109ECBE72

Click on a photo ta see social netwark updates and email messages from this person. 2 v

Connect to social networks to show profile photos and activity updates of your colleagues in Qutlook, Click here to add networks.
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When you receive this email, copy your registration code. You can do this by highlighting the text and
holding down the control key while pressing ‘c’.

e e e ———
® o0 O % v -

=

EZset N o el et
Bc H R R R B R F M A Fo Fi F2 PS

Sl L A Al L S
]
S

OP {1}l
= A L ;' s Enter
shit Z X(C)V B NM ,< > /2 shit

cl) & At Alt e

Then follow the link found in the email to the CMS Portal.

You will be prompted to enter your registration code.

I have received my registration email and I would like to complete my registration.

Enter your registration code sent to you in your registration email below:

| Finish Registration

Click in the text box and paste the code. This can be done holding down the control key while pressing
‘v'. Then click on “Finish Registration”.

EZeet N T Sl ety B
Ec FM R FB F F B F P8 P F0 Fil Fl2 PS

Sl P < A O G o T LS
O P ({1} vl
L ;' " Enter
shit Z X C(V)B NM < > ? shit 4
Ctrl ) & Al Alt ol & g

Caps
Lagk
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1. Loginto CMS Portal site using the registration code via SAW.

CMS Portal

You will be granted access and redirected to the Commerce Contract Management System Home page.

There are four screens on the Portal. Use the Main Menu to navigate to each page.

Department of Commerce

Innovation is in our nature.

Home Contracts Review AllA19s Create New A19 @
Welcome Liz Saylor to the G ce Contract M Sy ! {Logout)

9

Below is a Summary of your In Process Al19s

View OMS Contract® Program Service Dates Current Status Current Status Date Requested Amt
Invoice ID

& j 255664 16-46117-105 Street Youth Services 01/01/20; 1/31/2016  Submitted 16-2016 $327250
¥ 255880 16-46108-19 Consolidated Homeless 01/01/2016 - 01L/31/2016 Processing Payment 02-16-2016 $7.683.40
Grant
3 255881 16-46108-17 Consolidated Homeless 01/01/2016 - 01/31/2016  Processing Payment 02-16-2016 §747413
Grant
j 255882 16-26108-27 Consolidated Homeless 01/01/2016 - 01/31/2016 Processing Payment 02-16-2016 $354309
Grant
j 255907 16-31310-137 Sexual Assault Services 01/01/2016 - 01/31/2016  Processing Payment 02-16-2016
j 243537 15-42200-164 Operating and Mantenance Dt 03-06-2015
Fund
j 14215 11-42200-144 Operating and Maintenance 03/01/2012 - 03/31/2012  Processing Payment 04-17-2012
Fund
© 2016 Washingzon Suse of G Contract
Submitting A19s to the Washington State Department of Commerce Updated February 2016
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Home Screen
The home page will show invoices associated with your contracts. Your program manager will be able to

see the same information within Commerce with the exception of drafts, which are A19s that you have

created and saved but not submitted to Commerce.

This screen shows you the A19s you currently have in process. “In process” statuses are:

Draft

Submitted

Program Approved
Processing Payment

Learn more about statuses here.

&

R

@ R

View

Department of

Commerce

Innovation is in our nature.

Contract#
Test 14-011

Invoice #
222976

#

3 222068 12-46108-31
3 222087 12-46108-31
F 2262 12-46108-31
[# 222057 Test 14-012
[# 237058 Test 14-011
[F 222959 Test 14-013
[# 227060 Test 14-013
F 222061 12-46108-31
F a5 11-42200-144

Below is a Summary of your In Process A19s

Program

Operating and Maintenance 08/01/2013 -
Fund

Consolidated Homeless 08/01/2013 -
Grant
Consolidated Homeless 08/05/2013 -
Grant
Consolidated Homeless 08/06/2013 -

Grant

Qperating and Maintenance 07/01/2013 -
Fund

Operating and Maintenance 07/01/2013 -
Fund

Qperating and Maintenance 07/01/2013 -
Fund

Operating and Maintenance 07/03/2013 -
Fund

Consolidated Homeless
Grant

Operating and Maintenance 03/01/2012 -
Fund

08/06/2013 -

© 2013- Washington State Department of Commerce - Contract Management System

Home Contracts

Review All A19s

Create New A19 @

Welcome Leslie Wolff to the Commerce Contract Management System! (Logout)

Service Dates

08/31/2013

08/31/2013

08/07/2013

08/06/2013

07/02/2013

07/02/2013

07/02/2013

07/04/2013

08/06/2013

03/31/2012

Current Status

Pragram Approved
Submitted
Submitted

Draft

Submitted

Draft

Program Approved
Rejected

Pracessing Payment

Processing Payment

Current Status Date
08-14-2013

08-07-2013

08-07-2013

08-06-2013

08-06-2013

08-06-2013

08-06-2013

08-06-2013

08-06-2013

04-17-2012

Submitting A19s to the Washington State Department of Commerce
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$311.20
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$25.00

$260.00

$3.00

$13.00
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Contracts Screen
This screen will show you all of the contracts that you have been given access to by the Commerce
program manager. The “Contracts” and “Create a New A19” menu options will both take you to the

Contracts screen.

AT !q‘
: Department of Commerce Home Contracts Review All A19s Create New A19 @
"’n,“&‘ Innovation is in our nature. Welcome Leslie Wolff to the Commerce Contract Management System! (Logout]

Contracts. Below are the Contracts you have access to.

iew New Contracti# COM Program COM Manager Start Date Status Contract Remaining

Al9 Amount Balance

Y ﬁ 14-42200-173 Operating and Maintenance Diane Mayfield 07-01-2013 Executed $35,000.00 $26,250.00
Fund

Y ﬁ 12-46108-07 Consolidated Homeless Grant  Jeff Spring 01-01-2012 Executed $68,359.00 $13129.64

© 2013- Washingten State Depariment of Commerce - Contract Management System
TNt grmipe gl atna, .
The Contracts screen shows you all of your contracts that you can use for online A19s and provides a
starting point for creating a new A19. To create a new A19, click on the icon with the green plus sign

under “New A19”.

Viewing your contract allows you to see contract details as well as any A19s for that contract. You can go
to individual A19s by clicking on the view icon by the A19.

Return to Contract List]

Start Date | 1/1/2012

Contract# 124610804 | Commerce Pgm Rep
Phone# [(360)725- End Date [12/31/2013

|
| Other Contact# |:| DocDate [ |
] Cument Contract Amt Amend Eff Date
Contract Type [ Grant ] Current Budget Amt
Division | Community Services & Housing Division ] Expenditure To Date

|

|

Contract Id [25841
[a
Status | Executed

Remaining Balance $59,949.35|

COM Unit [ Housing Assistance

Program ‘ Cc Homeless Grant

Project Name [ CC Homeless Grant ]

The CHG is designed to support an integrated system of housing assistance to prevent homelessness and -

Contract D " quickly re-house households who are unsheltered. This grant provides resources to address the needs of
ontract Lescriplion | people who are homeless or at-risk of homelessness, as described in Local Homeless Plans.

Vendor Contract Contacts

First Name Middle Name Last Name Contact Type ContactTitle WorkPhone#  CellPhone# Fax Phone#  Email
. Van © Vendor Contact L — U8l - ~@wenatcheewa.gov

[Create New A19] [Return to Contract List|

A19 History
iew CMS Invoice ID Account# Status Service Dates Submitted By Submitted date Requested Amt Paid Amt
@ 4547 Paid 01/01/2012 - 01/31/2012 03-05-2012 $0.00 $3,641.06
5746 Paid 02/01/2012 - 02/29/2012 03-27-2012 5000 §27.293.07
[@ 14538 Paid 03/01/2012 - 03/31/2012 04-26-2012 $0.00 §24586.25
[@ 15588 Paid 04/01/2012 - 04/30/2012 05-23-2012 $0.00 $20,950.82
] 05/01/2012 - 05/31/2012 06-26-2012 $28,668.20

If you feel that you are missing any contracts, please contact your Commerce program manager.

Submitting A19s to the Washington State Department of Commerce Updated February 2016
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Review All A19s Screen

This screen is similar to the Home Screen. The difference is that you have the ability to view not only “in

process” A19’s, but also all paid A19s for your contracts.

I~ Show all

To view all A19s, check the “Show all” box and then press the “Refresh” button. To go back to an “in
process” view, select “Show In process only” and press “Refresh”.

I Show in process only

View Invoice # Contract#
[ 22207 Test 14-011
& [ 222088 12-46108-31
@ 222087 12-46108-31
& [@ 222057 Test 14-012
[3 22205 Test 14-013
& [@ 222080 Test 14-013
& [@ 22201 12-46108-31
@ 1as 11-42200-144
3 s 12-46108-31
[ s1s8 12-42200-144
B 407 12-42200-144
3 am 12-46108-31
3 369 12-42200-144
B 25 12-42200-144
B un 12-42200-144

Department of Commerce

Innovation is in our nature.

Program

Operating and Maintenance
Fund

Consolidated Homeless
Grant

Consolidated Homeless
Grant

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Consolidated Homeless
Grant

Operating and Maintenance
Fund

Consolidated Homeless
Grant

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Consclidated Homeless
Grant

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Home Contracts

Review All A19s

Create New A19 @

Welcome Leslie Wolff to the Commerce Contract Management System! (Logout]

Service Dates

08/01/2013 - 08/31/2013

08/01/2013 - 08/31/2013

08/05/2013 - 08/07/2013

07/01/2013 - 07/02/2013

07/01/2013 - 07/02/2013

07/03/2013 - 07/04/2013

08/06/2013 - 08/06/2013

03/01/2012 - 03/31/2012

02/01/2012 - 02/28/2012

03/08/2012 - 03/08/2012

02/21/2012 - 02/21/2012

01/01/2012 - 01/31/2012

01/17/2012 - 01/17/2012

12/12/2011 - 12/12/2011

11/07/2011 - 11/07/2011

Current Status
Program Approved

Submitted
Submitted
Submitted

Program Approved
Rejected

Processing Payment
Processing Payment
Processing Payment
Processing Payment
Processing Payment
Processing Payment
Processing Payment
Processing Payment

Processing Payment

nt Status Date
08-14-2012

08-07-2012

08-07-2013

08-06-2012

08-06-2013

08-06-2012

08-06-2013

04-17-2012

03-19-2012

03-12-2012

02-27-2012

02-14-2012

01-30-2012

12-14-2011

11-09-2011

'~ Show all

™ Show in process only

Review A19. Below are the A19s for

Submitting A19s to the Washington State Department of Commerce
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Paid Amt
$500.00

$260.00

$0.00

$13.00

$0.00

$2,857.62

$3,750.00

$3,750.00

$4,820.64

$3,750.00

$3,750.00

$3,750.00
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Create New A19 Screen
This screen shows you all of your contracts. As previously mentioned, the Contracts and Create New A19
menu options both take you to the Contracts list view.

From this screen you have the ability to start a new A19.

A RTE O )
K A Department of Commerce Home Contracts Review AllAl9s Create New A19 @
'vfm,o“o Innovation is in our nature. Welcome Leslie Wolff to the Commerce Contract Management System! (Logout

Contracts. Below are the Contracts you have access to.

New Contract# COM Program COM Manager Start Date Status Contract Remaining

AL9 Amount Balance

ﬁ 12-46108-31 Consolidated Homeless Grant Stephanie Reinauer 01-01-2012 Executed $161,707.00 $74,318.79

a 13-42200-144 Operating and Maintenance Richard Penton 07-01-2012 Executed £45,000.00 §0.00
Fund

ﬁ 14-47200-144 Operating and Maintenance Diane Mayfield 07-01-2013 Executed §45,000.00 $0.00
Fund

ﬁ Test 14-011 Operating and Maintenance Diane Mayfield 07-01-2013 Executed $8,700.00 §8,175.00
Fund

3 Test 14-012 Operating and Maintenance Diane Mayfield 07-01-2013 Executed $5,400.00 $5,340.00
Fund

3 Test 14-013 Operating and Maintenance Diane Mayfield 07-01-2013 Executed $6,200.00 §5,937.00

Fund

& 2013- Washington State Department of Commerce - Contract Management System

How to Create a New A19
You can create a new A19 from either the Contracts screen or the Create New A19 screen. From either
of these screens, select an executed contract and click on the icon with the green plus sign.

New Contract# COM Program COM Manager Start Date Status Contract Remaining
ALD Amount Balance

12-46108-31 Consolidated Homeless Grant Stephanie Reinauer 01-01-2012 Executed $161,707.00 $74.318.79

i_,,, 13-42200-144 Qperating and Maintenance Richard Penton 07-01-2012 Executed £45,000.00 §0.00

This will take you to a new invoice screen. Some of the fields will be auto-populated for you. You will see
the project name, the corresponding Commerce program and contract number based on the contract
you selected to create an invoice/A19 for.

You will also see your contract budget categories and activities, if applicable.
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A19 Detail Screen

This will take you to a new invoice screen. Some of the fields will be filled in for you to assist you in
verifying that you have selected the correct contract. Your Commerce program manager information is
also displayed if you have any questions or need assistance.

KTE o8
y A Department of Commerce Home Contracts Review All A19s Create New A19 @
'%,,.u“u Innovation is in our nature. Welcome Leslie Wolff to the Commerce Contract Management System! (Logout

A19 Details For: CMS Invoice ID;

Project Name | Consolidated Homeless Grant | Commerce Contact ‘ Jeff Spring ‘
COM Program [ Consolidated Homeless Grant | Contact Phone [ (360)725-2991 |
Contract # [12-46108-07 | Contact Email | jeff.spring@commerce.wa.gov |
The Account # field is for your use. It will be added to your EFT Notification. Submit Date l:| Program Approved Date |:|
Account # [ | Paid Date l:l Rejected Date I:l
From Date l:lﬁ Vendor Message‘ ‘
Thru Date |:|ﬁ Vendor Name \ Blue Mountain Action Council \

7 Vendor # [ SWV0007206-00 |

Notes to Commerce

Budget
Budget Item Current Budget Amt Expenditure To Date Request Amt Remaining Bal g%
Admin $10,253.00 $0,672.09 $574.91 6%
Data Collection Eval and Planning $3,386.00 §255021 [ ] $834.79 25%
Facility $0.00 soo0 [ ] $0.00 0%
Facility Suppart for HH w/ minor children $0.00 soo0 [ $0.00 0%
Housing Persons Exit Incentive $10,428.00 soo0 [ §10,428.00 100%
Permanent Support Housing Incentive $0.00 £0.00 l:l $0.00 0%
Program Operations $16,742.00 sira200 [ $0.00 0%
Rent Assistance for HH w/ income <30% $5,915.00 §501450 [ ] $0.50 0%
Rent Assistance for HH w/ minor child w/ income < 50% $21,635.00 §2034356 [ ] $1,201.44 6%
Unassigned $0.00 soo0 [ 30.00 0%
[ |[ Browse... |[Attach |
**You can not attach a document until you save the A19 for the first time.
Delete Edit View  Attachment Title Attachment Desc Attached By

At "N VWA AL YA AR, Y A AN

Vendor's Certificate: The individual signing this wvoucher below warrants -
th have the authorg togadg so as a\ﬁrizad andw‘a_‘lf- of the entity Fy =] .
—2ell”

The fields that you have the ability to fill in on your A19 are displayed in white. The rest of the screen is
gray. The fields available for entry are:

e Account # --This is where you can track your account number, if applicable.

e From Date -- This is the start date for the service period.

e Thru Date -- This is the end date for the service period.

e Vendor Notes to Commerce -- Enter notes here that will be visible to Commerce.

e Attach -- This is where you can add an attachment that can be seen by Commerce. In order to
add an attachment, you must first save your new A19 so that an invoice number is generated.

e Contract Budget -- This is where you enter the amount they are requesting on your A19. If your
program manager has set up budgets categories and/or activities then you have the ability to
request amounts by line item.
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e Certification Checkbox -- In order to submit an A19 to Commerce you will be required to check
the certification box to verify that they have the authority to submit the invoice. This removes
the need for a signature. You will need to re-certify by clicking the checkbox each time you re-
submit your A19.

When you are on the new A19 screen, enter your A19 information, including requested amounts, then
save the A19.

** Mote: If you do not check the box above your A19 will not be submitted to Comm

This will save the A19 in draft form. The A19 is not yet visible to Commerce staff. It will, however, now
be included in your list of in-process A19s. If you need to exit the system, you will be able to return to
your A19 to complete and submit it. Re-open the draft A19 you just created by clicking on the edit icon
to the left of the row.

Invoice #  Contract# Program Service Dates Current Status Curre-
erabng and Maintenance 08/01/2013 - 08/31/2013

Program Approved

Consolidated Homeless 08/01/2013 - 08/31/2013  Submitted

Grant
227967 12-46108-31 Consolidated Homeless 08/05/2013 - 08/07/2013  Submitted

222968 12-46108-31

Once you are ready to submit your A19 to Commerce, check the certification box, stating that you are
authorized to submit the A19 and click on “Save and Submit”. This will send your A19 to Commerce’s
Contract Management System, where your program manager will review and process it.

[Vendor's Certificate: The individual signing this voucher below warrants
they have the authority to do so as authorized and on behalf of the entity |
identified in the Vendor/Claimant section. The individual signing below
certifies under penalty of perjury that the items and totals listed herein
are proper charges for materials, merchandise or services furnished to the -

[ »

@ heck this to certify that the above statment is true. Paid Amount‘ $0.00|
**Note: If you do not check the box above your A19 will not be submitted to Commerce. Submitted By‘ |
[savew k ~uit|[Print A19] [Cancel] [Delete] Submitted Date | |

© 2013- Washington State Department of Commerce - Contract Management System
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If you are missing any required fields, you will see a warning letting you know what you need to fill in.

A19 Details For: Invoice f

@ Service dates are required.

From within the A19, you also have the ability to delete the A19 using the “Delete” button. This option is
only available for Draft A19s. If there is a need to delete a submitted A19, contact your Program
Manager and they will reject the A19 for you.

|save||Save and Submit| |Print A19]| Cam:

The “Cancel” button takes you out of the A19 and sends you back to your home screen.

How to Add an Attachment

After you save your A19, you will have the ability to add an attachment. Any attachments you add will
be visible to your Commerce program manager once the A19 is submitted. To add an attachment, select
“Browse” and navigate to your document and then select “Attach”.

UTTa=SIgITED plERTE

$161.707.00

Delete Ecit Attachment Title
s T
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“Browse” will give you access to the documents on your computer or within your network depending on
where you are working from. It’s the same as adding an attachment to an email.
|2 Choose File to U =)

Organize « New folder 3= - 0 @

m " Libraries |~
€ Network U System Folder U

% COMASDC11880:

18 COMASDDC1186 ) Wolff, Leslie (COM)
System Fold

8 COMASDDC1186= & ystem Folder

1% COMASDDC1187 —

- [} | Computer

EEAEOMASIDEL 5] = | Systern Folder

& COMASDDC1188

/% COMASDDC1188 ' Netwark

/% COMASDDC1188 | System Folder

1% COMASDDC1188
1% COMASDDC1138 = shortcut
18 COMASDDC1188 124 KB

)
1M COMASDDC1188 ‘ @ _‘Il 6.5.13.0nlineA19Testing.docx

IntraMET

18 COMASDDC1188 3 | Microsoft Word Document
1% COMASDDC1188 = —1 339KB

A

File name: 6.5.13.0nlineA19Testing.docx [ Files () v

Once you navigate to the document you’d like to upload, click on “Open” (above). You will see the name
of your attachment on the screen, but in order to finish attaching, you will need to click “Attach”.

UTTa==IgiiEd plunT —_—

$161.707.00

You will not be able to add an attachment until after you have saved the initial draft of your A19. The
“Attach” button will be grayed out until you save your A19.

You will not be able make changes to your attachment from within the CMS Portal. If you need to
update or change an attachment, you will need to delete the old attachment and upload the corrected
version. Once an attachment has been submitted to Commerce, you will not be able to delete it.
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How to Print an A19

To print a copy of your A19, select the “Print A19” button.
' Check this to certity that the above statmen

** Note: If you do not check the box above your A19 will not

[save|[Save and Submit| [Pz k ancel| |Delete

This will give you a PDF version of the A19 you created. There is no requirement to send this to
Commerce. This copy is for your own records.

Form 13-1A VOUCHER DISTRIBUTION AGENCY Short Code Commerce Contract Number
NUMBER
DEPARTMENT OF 1030 $13-34011-001
COMMERCE
VENDOR OR CLAIMANT [(Warrant payable to:}) |INSTRUCTION TO VENDOR OR CLAIMANT:
Submit this form to claim payment for materials, merchandise or
services. Show complete detail for each item.
Vendor's Certificate: The individual signing this woucher below
warrants they have the authority to do so as authorized and on behalf
of the entity identified in the Vendor/Claimant section. The individual
signing below certifies under penalty of perjury that the items and
totals listed hersin are proper charges for materials, merchandise or
services fumnished to the State of Washington, and that all goods
fumished andfor services rendered have been provided without
discrimination because of age, sex, marital status, race, creed, color,
nafional origin, handicap, religion or Vietnam era or disabled veterans
status.
By:
Vendor Contact " .
Person: Julie Williams (SIGN IN ELUE INK)
\Vendor Contact 2537983430
Phone:
‘Vendor Contact Email:
Contract Period: 070112 - 06130013 (TITLE) (DATE)
REPORT PERIOD:
DATE DESCRIFTION BUDGET Expended To [AMOUNT THIS AWARD
Date INVOICE REMAINING
MIA $408,726.00 $.00 $100.00 $406,626.00
Unassigned - Unassigned $270.082.00 $217,221.55 $100.00 5161.760.45
Total: $875,808.00 $217,221.55 $200.00 $658.285.45
Match: Year ! Dollars | |PROGRAM APPROVAL (The individual signing this voucher warrants they have the authority to sign | Date
Coding this woucher.)
DOC DATE CURRENT DOC. NO. |REFERENCE DOC NO. VENDOR NUMEER and SUFFIX
SWV00DD366 15
ACCOUNT NO. ASD NUMBER VENDOR MESSAGE
Account Number Seventeen Billi 28278
TRANS MASTER suB sue GL ACCT SUB |AMOUNT INVOICE
CODE INDEX oBJ sue siD
0BJ
34330550 NZ
SIGNATURE OF ACCOUNTING PREPARER FOR PAYMENT DATE WARRANT TOTAL
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How to Correct an A19
After you’ve saved an A19, you can get back to it from either the home screen or by going to “Review All
A19s”. To correct the A19, select the edit icon to the left of your chosen A19.

Contract# Service Dates Current Status

222979 12-46108-31 Consolidated Homeless
Grant

222976 Test 14-011

This option is available to you when your A19 is in draft or submitted status. Once your A19 has been
approved by Commerce it will be locked down to you. If your A19 has moved to approved status, you
will need to contact your Commerce program manager if you’d like to make any changes.

Once your A19 is unlocked by your Commerce program manager, correct your data and then click “Save
and Submit”.

Vendor's Certificate: The individual signing this woucher below warranm
they have the authority to do so as authorized and on behalf of the ent
identified in the Vendor/Claimant section. The individual signing below
certifies under penalty of perjury that the items and totals listed her
are proper charges for materials, merchandise or services furnished to

heck this to certify that the above statment is true.
Reck the box above your A19 will not be submitted to Commerce.

[S2vd] [save and Submit] [Print A19] [Cancel| [D=lzie]

© 2014- Washington State Department of Commerce - Contract Management System

You will not be able to simple hit “Save”. It will be grayed out. Make sure you recertify your A19 or you
will not be able to submit it to Commerce.

Once you press “Save and Submit” you will see a message at the top of your screen. You will see that
you have at least one A19 already with a similar date range. Take a look at your date range, verify that
it's correct and then click continue.

A19 Details For: CMS Invoice ID: 227279
*Required Fields

There is already an A19 for Invoice# 227275 with a date range of 12/16/13 - 12/16/13
There is already an A19 for Invoice# 227276 with a date range of 12/16/13 - 12/16/13
If you would like to continue click the continue button below.

I£ vow grould like to cancel click the cancel button at the bottom of the page.

I~ =
- .

Project Naffe [ My Project | commerce Contact| Dan Aarthun
COM Program [ Consolidated Homeless Grant ] Contact Phone [ (360)725-3007

Contract # [ Test Contract for Leslie ] Contact Email | dan.aarthun@commegs

cal—_—

This submits your updated A19 to Commerce.
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How to Find Your Commerce Program Manager
Your Commerce program manager is listed on your A19, along with their phone number and email

address.

A19 Details For: Invoice # 222979

Project Name | Consolidated Homeless Grant |  Commerce Contact| Stephanie Reinauer

COM Program | Consolidated Homeless Grant | Contact Phone | (360)725-2920 '

Contract # [12-46108-31

b
Contact Email | stephanie reinauer@commerce.wa.gov ?

You can also find their name on your contract list.

Contracts. Below are the Contracts --"—'-- access to.

COM Program COM Manager

01-01-2012

E 12-46108-31 Consolidated Homeless Grafi Stephanie Reinauer
4 13-42200-144 Operating and Maintenan Richard Penton 07-01-2012
Fund

E 14-42200-144 Operating and Maintenandg Diane Mayfield 07-01-2013
Fund

E Test 14-011 Operating and Maintenanc Diane Mayfield 07-01-2013
Fund

E Test 14-012 Operating and Maintenance} Diane Mayfield 07-01-2013
Fund

E Test 14-013 Operating and Maintenance Diane Mayfield 07-01-2013

Fund

How to Logout of the System
When you are done using the CMS Portal, you can logout of the portal by clicking on Logout. This will
allow other to login if you are using a share machine.

Home Contracts Review All A19s Create New A19 @

Welcome Leslie Wolff to the Commerce Contract Management Syst (Logout)
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How to Access CMS Portal Help

The blue question mark in the upper right corner of the CMS Portal is a link to user manuals, help
documents and other useful information on the Commerce website. If you don’t find what you need
here, then contact your Commerce program manager.

Welcome Leslie Wolff to the Commerce Contract Management System! (Logout)

A19 Statuses

Your A19 will move through several different statuses. You’ll see the status on your list of A19s.

Here are the statuses you will see and the actions that lead to them.

User Action A19 - Status
You enter basic A19 information online and click Draft

save. The A19 has not been seen by Commerce.
You click the submit button. Your A19 can now be Submitted
seen by Commerce.

Commerce approves your A19. Program Approved
Commerce fiscal services has received your Processing Payment
approved A19.

Your A19 has left Commerce. You have either Paid

already been paid or will be paid shortly.
Commerce rejects your A19. You will need to talk to | Rejected
your program manager to determine next steps.
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System Access Request

System Access Request Form

Mail or email this completed form to your Commerce program manager. The Contract Management
System Portal (CMS) is accessed through Secure Access Washington (SAW). Use this link to access the
SAW site https://secureaccess.wa.gov/ and create a SAW account.

Upon receipt of this form, your Commerce program manager will send a CMS Registration Code to your
SAW email address. See the CMS training manual on the website for instructions on how to create a
SAW account and to login to CMS.

Requestor Information

FIRST NAME LAST NAME WORK PHONE CELL PHONE

SAW EMAIL FAX PHONE ROLE

D Data Entry and Submit

D Data Entry Only

D Read Only
ORGANIZATION NAME STATEWIDE VENDOR NUMBER
ORGANIZATION NAME STATEWIDE VENDOR NUMBER
Requestor Agreement

By signing this form, | certify that | am authorized to view and/or submit information on behalf of the
organizations listed above, will practice adequate Password management by keeping Passwords
confidential and agree to the Conditions of Use Access Agreement.
http://www.commerce.wa.gov/privacy-information/conditions-use-access-agreement/

PRINTED NAME SIGNATURE DATE
Manager Approval
By signing this form, | approve this employee to access the CMS portal on behalf of the organizations
listed above.

PRINTED NAME SIGNATURE DATE



https://secureaccess.wa.gov/
http://www.commerce.wa.gov/about-us/contract-management-system-portal/
http://www.commerce.wa.gov/privacy-information/conditions-use-access-agreement/

