Submitting Online A19s to the
Washington State Department of
Commerce

INEFOAUCTION .ttt sttt et e b e e e b e s bt e sae e et e et e e bt e beesbeesaeesaseenseenbeesaeesanenas 2
Step 1 — Create your Secure Access Washington (SAW) account (one-time only).......ccccceeevvvveeeencnneenn. 3
Step 2 — Add the Commerce Contract Management SyStem SEIrVICE......cccveeeiieeeeeiiieeeecreeeeeeeee e 10
Step 3 — Submit @ CMS Access REQUEST FOIM ....uiiiiiiiiieciie e 13
Step 4 — Log into CMS Portal site using the registration code.......ccovviiviiiiiiiciiiicc e, 14

CIMIS POIEAL .ttt ettt et st e e s a e e s bt e e s ab e e sabeeeabbeesabee e abeesabeesabeeesabeesabbeesabeessaeesareenn 16
Yol 1=T=1 o PP O PP OPPPP PO 16

HOW tO Create @ NEW ALD ... ..ottt s e s e e s s nre s 25

HOW t0 Add an ATtaChMENT ....oiiiiieie ettt ettt e st e sb e e e s b e e s sbeeesaseesbeeesanes 26

[ (o3 VYA do I Yo [0 M 2T o o  a =] o] ol bTq 0 1= g ] TP 28

HOW TO PriNt @n AL ...ttt ettt ettt e sttt e sttt e st e e s anb e e s anb e e e s e anbeeesaanbeeesannneeesenrenes 32

HOW TO COPTECE @N ALttt e e s e e s b e e s s mr e e e s smreeessnneees 33

How to Find Your Commerce Program Man@ger . ......cccccuuiiiieeeeeieeciiieeeee e e e eesnteeeeeeeesssnnnssennesessssnnnnsnseneens 34

How to view Contract Summary INformation.........cooecuiii it e e 34

How to view and print Loan Amortization SChedUIES.........cuueiiiiiiiiiiiee e 35

HOW £0 LOZOUL OF the SYSLEM ot et e e abe e e e s b e e e s eabeee s enareeas 35

HOW t0 ACCESS CIMS POItal HEIP . .ueieiiciiiie ettt ettt e e e st e e e s abe e e e e naaee e enreeas 35

TEACK YOUF ALOS ...ttt e ettt e e ettt e e e s tte e e e e ataee e e asaeee e ssseae e ssseeeaassseaeeanssaseeansbasesanstanesanseneeannsenas 36

SYSTEM ACCESS REGUEST FOIM..eiii e e e e e e e e e e e e e e e e e e e e e e e e e eaeeeas 37

CMS Portal External User Manual Updated September 2017



Introduction

This manual will guide you through the registration and use of the Commerce Contract Management

System (CMS) Portal.
If you have any questions, contact your Commerce program manager.

You can also use the Table of Contents to navigate through this document.

Getting Started
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

P wnNPE
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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

E SecureAccess
WASHINGTON

Log in to SecureAccess Washington

Password:

Do not have an account?

Retrieve Reset Activate Missing
User ID Password Account Email?

by following our

Security Operations Center

CMS Portal External User Manual
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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 Login 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

CMS Portal External User Manual Updated September 2017



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 4
Name & User D & Review Validate Loginto
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
UseriD&
password

Create a user ID and password

Confirm Password:

(Click here if you cannot read the code)

In the box below, enter the security code you see above (not

case sensitive):

Validste Loginto
information sccount

Requirements for a secure
password:

@ Atleast 10 characters

# Contain at least three of the following
character classes

« uppercase letters
« lowercase letters
* numerals
« special characters
@ Does not contain user ID

@ Does not contain your full name

You have selected a secure
password!

CMS Portal External User Manual
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Review your information and click the Next button if correct.

2 3 4 5 6
User ID & Review Valigate Check Loginto
passworg nformation Information amal account

Review your information

Here is your personal and account information

NOTE: We value the security of your personal 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:
2000000

Secret Question:

LU

200X X

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!

CMS Portal External User Manual Updated September 2017



Go to your email account and click the link provided on your email. The email will be titled 2>
SecureAccess Washington: Welcome to SecureAccess Washington.

z = *Nex  =last ‘

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

IasEssEesesessssssessEsEssTeReesEsRsRRsERaRTRTeRaReRERRInS

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;

|tips./‘secureaccess. wa gov/public saw/pub regConfirm do?s=3

89&userld=

f vour 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,

i 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 vour new
wccount 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.

5 SecureAccess

WASHINGTON

Log in to SecureAccess Washington

Password:

?

%

Retrieve Reset Activate Missing
User ID Password Account Email?

e’ | v

ris by following our
Security Operations Center

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

4

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 i ’

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.
CMS Portal External User Manual Updated September 2017
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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 Learning

—
.

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 Licensi

blank to display all services.

~
.

AT LEAST ONE of the words [v - Department of Natural Resources
« Department of Revenue
m « Department of Social and Health Services

Department of Transportation

« Naualnnar Tactina Minkey

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

CMS Portal External User Manual Updated September 2017
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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.

m ¥ Add a New Service Contact Us

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

CMS Portal External User Manual Updated September 2017
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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 A19s 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.

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

|:| Data Entry and Submit

[ pata Entry Only

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

By signing this form, I 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/

CMS Portal External User Manual Updated September 2017
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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.

o = — - : :
| =i (= R !_EA. Commerce Contract Management System regstlalmm (Plain Tm!- E |
Message - @
s i - > = €
K4 lgnore x & d} ,% [, Meeting 23 Good Emails - P... j [ Rules (3 Mark Unread a&) 44 Find _\’;
- i To Manager - ] onenote Categorize + 2 Related -
&Junkv Delete | Reply R;;I:IIy Forward 1““, More + 53 Team E-mail = Muvve & Actions = | ¥ Follow Up - Tranvslate I select Zoom
= Delete Respond Quick Steps Fl Maove Tags ] Editing Zoom
v From: QA CMS Mail <CMS-noreply @commerce.wa.gov> Sent: Thu6/13/2013 7:37 AM
| 1o Wolff, Leslie (COM)
wl|
Co
Subject: QA: Commerce Contract Management System registration
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 B
i onetime registration code. In order to 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: https://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.
I 5. Your registration code is: EA892FD2-81BC-4985-AD35-111109ECBB72
-
Click on a photo to see secial network updates and email messages from this person. Ao
CMS Portal External User Manual Updated September 2017
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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’.

Ezeee © © CTONSROTON o

- w = - & =
Esc M R B H F5 F F F 9 F0 Fi1 Fi2 PS

194 2] 5 @ 5 (6 7 8w I8! [n) G & e
L
S

SPACE

O P {1}l
= A L ;' s* Enter

shit Z X(C)V B NM < 2> /7 shit 4
cirl ) & Al Alt ol « ¢

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”.

o RO ORMONO OO

- 5 - + ® a
Esc M R B H F5 F F P8 P FI0 F1 Fl2 PS

Nl L S B A ol L) S - L
W
S

OP {1} |
= A L ;' » Enter od
shit Z X C(V)B N M ,< > 2 shft 4
ctl) & Al At B Crl & ¢

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

CMS Portal External User Manual Updated September 2017
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CMS Portal

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

The CMS portal provides more than just the ability to submit your A19s electronically. You can track the

progress of your A19, print your A19s at any time, view A19 attachments, and even print loan

amortizations schedules. Use the links below to find out more.

O NV A WN PR

Screen Overviews

Create and Submit a New A19

Print an A19

Correct an A19

View Contract Summary Information

View and Print Loan Amortization Schedules
Track your A19 Status
System Access Request Form

Screens
There are four menu options on the top of the Portal. Use these to navigate to each page.

Welcome Liz Saylor to the Commerce Contract Management System! {Logout)

Department of Commerce

Innovation is in our nature.

Hello Liz Saylor, and welcome to the OMS vendor access tool! For details about the Washington State
 website. You can aiso visit the Commerce CMS Portal to help you get the most out of CMS.

Below is a Summary of your In Process Al9s

View OMS Contract® Program Requested Amt
Invoice ID
253584 Street Youth Services $3.2725

3 255880 Consolidated Homeless $76834
253881 16-46108-17 ;ofs.o idsted Homeless $747415
255882 $3543
14213 11-42200-144  Operating and Maintenance 03/0/2012-03/31/2012  Processing Payment 04-17-2012
Fund
© 2016- Washington Swace Department of Commerce - (ontract Management System
CMS Portal External User Manual Updated September 2017
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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:

e Draft

e Submitted

e Program Approved
e Processing Payment

Learn more about statuses here.

Department of Commerce Home Contracts Review All A19s Create New A19 @
Innovation is in our nature. Welcome Leslie Wolff to the C Contract Manag System! (Logout)

Below is a Summary of your In Process Al19s

View Invoice # Contract# Program Service Dates Current Status Current Status Date Requested Amt

222976 Test 14-011 Cperating and Maintenance 08/01/2013 - 08/31/2013  Program Approved 08-14-2013 §500.00
Fund

]

& B 222968 12-46108-31 Consolidated Homeless 08/01/2013 - 08/31/2013  Submitted 08-07-2013 §5.00
Grant
@ 222967 12-46108-31 Consolidated Homeless 08/03/2013 - 08/07/2013  Submitted 08-07-2012 $120.79
Grant
& @ 222962 12-46108-31 Consolidated Homeless 08/06/2013 - 0B/06/2013  Draft 08-06-2013 $311.20
Grant
& @ 222957 Test 14-012 Operating and Maintenance 07/01/2013 - 07/02/2013  Submitted 08-06-2013 $60.00
Fund
@ 222958 Test 14-011 Ol:Eralmg and Maintenance 07/01/2013 - 07/02/2013  Draft 08-08-2013 $25.00
Fund
@ 222958 Test 14-013 C:;eralmg and Maintenance 07/01/2013 - 07/02/2013  Program Approved 08-06-2013 $260.00
Fund
& [3 222960 Test 14-013 Operating and Maintenance 07/03/2013 - 07/04/2013  Rejected 08-06-2013 $3.00
Fund
& B 222961 12-46108-31 Consolidated Homeless 08/06/2013 - 08/06/2013  Processing Payment 08-08-2013 $13.00
Grant
@ 14215 11-42200-144 Operating and Maintenance 03/01/2012 - 03/31/2012  Processing Payment 04-17-2012
Fund

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

CMS Portal External User Manual Updated September 2017
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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(s). The “Contracts” and “Create a New A19” menu options will both take you to the

Contracts screen.

T
SATE o)

Contracts. Below are the Contracts you have access to.

. Department of Commerce Home Contracts Review All A19s Create New A19 @
"fa,,o‘o Innovation is in our nature. Welcome Leslie Wolff to the Commerce Contract Management System! (Logout

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

Al9 Amount Balance

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

N @ 12-46108-07 Consolidated Homeless Grant  Jeff Spring 01-01-2012 Executed $68,359.00 $1312964

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.

Division | Community Services & Housing Division
COM Unit [ Housing Assistance

|
|
|
Contract Type [ Grant |
|
|
|

Program \ C Homeless Grant

Project Name [ CC Homeless Grant |

Current Budget Amt $484,237 00,
Expenditure To Date $424,287.65
Remaining Balance $59,949.35

Contract Details
Contract# 124670804 ] Commerce Pgm Rep Start Date
ContractId [ 25841 Phone# End Date
A OtherContact# | DocDate [ |
Status | Executed Current Cantract Amt Amend Eff Date

The CHE is designed to support an integrated system of housing assistance to prevent homelessness and
quickly re-house houscholds who are unsheltered. This grant provides resources to address the needs of

Contract Description | oo 0s 0" iho are homeless or at-risk of homelessness, as described in Local Aomeless Plans.

- Van =~ Vendor Contact

[Create New A19] [Retum to Contract List|

iew CMS Invoice ID Account¥  Status Service Dates

R -

A19 History

Submitted By Submitted date

Requested Amt

Vendor Contract Contacts
First Name  Middle Name Last Name Contact Type Contact Title  Work Phone# Cell Phone#  Fax Phone#  Email

888

-~ ~@wenatcheewa.gov

Paid Amt

) "Ly Paid 01/01/2012 - 01/31/2012 03-05-2012 50.00 $3,641.06
9™ 5746 Paid 02/01/2012 - 02/29/2012 03-27-2012 50.00 §27,293.07
[ 1538 Paid 03/01/2012 - 03/31/2012 04-26-2012 $0.00 $24,586.25
D 15588 Paid 04/01/2012 - 04/30/2012 05-23-2012 $0.00 $20,950.82

If you feel you are missing any contracts or if any information is incorrect, please contact your

Commerce program manager.

CMS Portal External User Manual
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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.

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”.

Department of Commerce Home Contracts Review All A19s Create New A19 @
Innovation is in our nature. Welcome Leslie Wolff to the Commerce Contract Management System! (Logout)
Review A19. Below are the A19s for Contracts you have access to.
" Showall ™~ Show in process only
Invoice #  Contract# Program Service Dates Current Status Current Status Date Paid Amt
3 222976 Test14-011  Operating and Maintenance 08/01/2013 - 08/31/2013  Program Approved 08-14-2013 $50000
Fund
¢ @ 22208 124610831 Consolidated Homeless  0B/OL/2013 - 03/3L/2013  Submitted 08-07-2013
Grant
F 2267 124610831 Consoldried Homeless  O8/05/2013- OQUT/2013  Submitted 08-07-2013
Grant
¢ @ 25 Test14-012  Operating and Maintenance 07/0L/2013 - 07/02/2013  Submitted 08-06-2013
Fund
[F 222959 Test14-013  Operating and Maintenance 07/01/2013 - 07/02/2013  Program Approved 08-06-2013 $26000
Fund
¢ B 220 Test 14-013 Ou:era(mg and Maintenance 07/03/2013 - 07/04/2013  Rejected 08-06-2013 5000
Fund
¢ B 2z 124610831 Consolidated Homeless  0B/06/2013 - 08/06/2013  Processing Payment 08-06-2013 $1300
Grant
F s 11-42200-144  Operating and Maintenance 03/01/2012 - 03/31/2012  Processing Payment 04-17-2012 $000
Fund
3 s 124610831 Consolidated Homeless  02/0L/2012 - 02/29/2012  Processing Payment 03-19-2012 5285762
[F sise 12-42200-144 g::amg and Maintenance 03/08/2013 - 03/08/2012  Pracessing Payment 03-12-2012 $3.75000
Fund
F e 1242200144  Operating and Maintenance 02/2L/2012 - 02/21/2012  Processing Payment 02-27-2012 $3,75000
Fund
F am 124610831 Consoldred Homeless  DL/OL/2012 - 0LAU20L2 Processing Payment 02-14-2012 $4,82064
Grant
[F 308 1242200144  Operating and Maintenance 01/17/2012 - 0L/17/2012  Processing Payment 01302012 $3.75000
Fund
F 2z 12-42200-144  Operating and Maintenance 12/12/2011-12/12/2011  Processing Payment 12-14-2011 $3.75000
Fund
F unm 12-42200-144 ou:eraﬁng and Maintenance 11/07/2011 - 11/07/2011  Processing Payment 11-09-2011 $3.75000
Fund

TSI LA MY W LSS L LIS

Review A19. Below are the A19s for Contracts you have access to.
[IShow in process only

¥Show all

CMS Portal External User Manual
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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.

SHIE o)

=

New Contract#
A19

[ 12-46108-31
13-42200-144

)|

|

14-42200-144

Test 14-011

)|

Test 14-012

)|

Test 14-013

B

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

'COM Program

Consolidated Homeless Grant
Qperating and Maintenance
Fund

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Operating and Maintenance
Fund

Operating and Maintenance
Fund

A19 Invoice Screen

This will take you to the A19 Invoice screen. Your Commerce program manager information is also
displayed if you have any questions or need assistance. This screen is divided into five sections. They are

CMS Portal External User Manual

Department of Commerce

\mry? Innovation is in our nature.

Home

Contracts

Review All A19s  Create New A19 @

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

COM Manager

Stephanie Reinauer

Richard Penton
Diane Mayfield
Diane Mayfield
Diane Mayfield

Diane Mayfield

20

Contracts. Below are the Contracts you have access to.

Start Date

01-01-2012
07-01-2012

07-01-2013

07-01-2013

07-01-2013

07-01-2013

Status

Executed

Executed

Executed

Executed

Executed

Executed

Contract Remaining
Amount Balance
§161,707.00 $74.318.79
§45,000.00 §0.00
§45,000.00 $0.00
$8,700.00 $8,175.00
$5,400.00 $5,340.00
$6,200.00 §5,937.00

Updated September 2017



described below with key entry fields defined for clarity.

@ Department of Commerce Home Contracts Review All A19s Create New A19 @
Welcome Liz Saylor test to the Commerce Contract Management System! [Logout]

A19 Details For: CMS Invoice ID: 276965

*Required Fields
Project Mame [test 2018 | Commerce Contact [ Annie Anderson ]
COM Program Housing Trust Fund ] Contact Phane [(360) 725-2714 ]
Contract # [C=z001 | Contact Email | snnie @ gov |
The Account # field is for your use. It will be added to your EFT Motification. Submit Date [W272017 | Pragram Apgp D[]
Account 2 I | PaidDms[ ] RegectsdDam=[ |
*From Diate [zrz0e @ Vendor Message [ ]
*Thru Date EREICI Vendor Name [ GLYMELA CITY OF |

Vendor # [ SWWO00S853-00 ]

Motes to Commerce ‘

A19 Reimbursement Request

Budget
Budget Item Current Budget Amt 1
Unassigned - Unassigned $0.00 330.00 ($10.009 0%
Contractor Admin - Unassigned $500,000.00 $0:00 $485,000.00 LV
Contracted Services - Unassigred $500,000.00 $0:00 $490,000.00 oa%
Attachments
l Browse... I
Delete Edit View  Attachment Tritle Attachment Desc Attached By
Expenses over $1,000 Downlosd Template
CIAll Expenses under $1,000 Select file | Browse... |
+ . _ “Paid to Comtracter . .

Faid By LEY “Faid by Organization Mame Type Paid ta UB “Faid 1 Organization Namse Paid to Ovg Type Expemsa Type *Amaunt

-
= [DE0412-421 | [10Ster Construcson 603-152:668 | [ATHRU Z WINDOWS AND § [For Praft [Canstruction
= [DE0412-421 | [10Ster Construcson 603-675-298 | [Angel's Raofing | [For Prafi [Canstruction $700.04)
= [DE0412-421 | [10Star Construcsion 604-110-245 | [Unique Concrete & Masonry | [For Praft [Cansirction
= [342000433 | [City of Olympia [G03-383885 | [Fippin Canstruction | [For Praft [Cansinction [ %7.500.00
= [B03-343838 | [PipginC i 601-T28-682 | [Ace Hardwans | [For Prafie [Canstruction [ £320.00]
= [E03-343838 | [PipginC B01-614677 | [Maben Trucking and Excavat] [For Prafit [Canstruction [_sacsmq
= [E03343885_ | [Pipsinc [E02388831 | [Prime Time Paint Ca. | [Far Praft [Canstuction [_s8somq
= [m42000438 | [Cily of Olympia | [= [~] [B03-E78701 | [Seniar Hawsing L [Far Prafit [Serdices §1,500
= City of Olympia [ubcantracte East Grays Harbor County Fa [Non-Profit [serices

Total: $17.830.00

** The Contract Expense spreadsheet was Last Uploaded FROM Inv #3201y City.isx & Sep 27 2017 8.20AM BY lizs. There were 16 rows in total and 0 rows with errors. 15 controct
expenses hawe been upioaded.

Submit

[fendor's Certificate: The individual signing this voucher below warrants they
have the authority to do so as authorised and on behalf of the entity identified A
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

jmaterials, == or services furnished to the State of Washington, and that
[CIcheck this to certify that the above statment is true. Paid Amaunt $0.00]
== Note: If you do not check the box abave youwr AT3 will mot be submitted to Commerce. SubmitwedBﬂLiZSaylanl |

[E5ve] [Save and Submit| [Frint A18] [Frint Budget Matrbd [Cancel] [Deists] jtted Date [ NZT/Z017 B:37-40 AM

& 2017- Wishingtan State Degariment of Cammerce - Cortract Management System
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A19 Details
This section contains general information about your contract as well as the reporting period

information for the A19. Your commerce contact information is also included in case you have any
questions.

e CMS Invoice ID — This is the unique number for your Invoice. It will be added to your EFT
notification.

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. *Required

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

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

A19 Reimbursement Request
This section provides up-to-date budget balances and percentages.

e Request Amount -- 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.

Attachments

This is where you can add an attachment that can be viewed by Commerce when reviewing your A19. In
order to add an attachment, you must first save your new A19 so that an invoice number is generated
Attachments cannot be deleted after submission. The Save Button is in the Submit section.

**Important** You must SAVE your A19 before you can add attachments.

Attachments

|| Browse... || Aftach
** You can not attach a document until you save the A19 for the first time.
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Expenses over $1,000

This section is where you report Subcontractor and Sub Subcontractor expenses over $1,000. You may

manually enter expenses by adding rows using the n on the top left of the grid, or by uploading the
Expense Template Excel spreadsheet. For detailed instructions on what expenses to report, visit the
Contract Management Portal Webpage.

e Download Template Link — allows you to download the Excel Spreadsheet to

e All Expenses Under $1,000 checkbox — Check this box if you do not have any eligible expenses to
report.

e Browse/Upload — this allow you to select and upload the Expense template. This works similarly
to the Browse/Attach buttons for attachments.

Submit
This section is where you save, certify, print and submit the A19.

e C(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.

e Save —The Save button allows you to save your A19 in Draft status without submitting. If you
need to exit the system, you will be able to return to your A19 to complete and submit it

e Save and Submit — Once you Save and Submit your A19, your Commerce Program Manager is
able to view and process it for payment.

e Print A19 — This allows you to print your A19 for your records.

e Print Budget Matrix — if you have a budget with C

e Cancel —If you have not saved your A19, clicking Cancel will allow you to exit the screen without
creating a new A19. If you have saved your A19, clicking Cancel will allow you to exit the screen
without saving any changes.

e Delete — You can delete a draft A19 using the “Delete” button. If there is a need to delete a
submitted A19, contact your Program Manager and they will reject the A19 for you.

[ICheck this to certify that the above statment is true.

** Note: If you do not check the box above your A19 will not be submitted to Commerce.

'Save| |Save and Submit| |Print A19||Print Budget Matrix| |Cancel| | Delete |
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Contract Details Screen

This screen provides a summary view of your contract information. You can access all of its A19s, create

a new one and print out loan amortization schedules for loan contracts. If you see any incorrect

information, please contact your program manager.

@ Department of Commerce

Return to Contract List]

Home Contracts

Review All A19s

Create New A19 @

Welcome Liz Saylor test to the C Contract M

Sy ! (Logout

Contract Details

Contract# | Liz-001

Contract Id [33139

Amendment# [

Status [ Executed

Contract Type l Grant/Loan Combination

COM Unit [ Housing Finance

Program [ Housing Trust Fund

|
|
|
|
Division [ Community Services & Housing Division ]
|
|
|

Project Name | test 2019

Commerce Pgm Rep
Phone#

Other Contact# :}
Current Contract Amt
Current Budget Amt
Expenditure To Date
Remaining Balance

Start Date
End Date
Doc Date

Amend Eff Date

test

Contract Description

First Name Middle Name Contact Type

Work Phone# Cell Phone#

Fax Phone# Email

John Vendor Contact

[Create New A18| [Return to Contract List]|

iew CMS Invoice ID Account# Status

Service Dates

(222) 222-2222 \‘;5\

A19 History
Submitted date

Submitted By

test@test.com

01-01-2019

Liz Saylor test

iew Loan# Loan Type

[} 276962 Processing Payment  01/01/2019 - 01/01/2019
[ 2769065 Submitted 02/01/2019 - 02/01/2019
[# 276970 Draft

[3 276972 Draft 01/01/2019 - 01/31/2019
[ 276073 Submitted 01/01/2019 - 01/31/2019
[3 276974 Submitted 01/01/2019 - 01/31/2019
[3 276075 Submitted 03/01/2019 - 03/28/2019

Interest Type Loan Source Payment Frequency Loan Amount Rate

Loan List

Requested Amt Paid Amt
$0.00 $10.00
$25,000.00
$100,000.00
$0.00 $100,000.00
$0.00 $100,000.00
$0.00 $5.00

Term Status Start Date First Payment Date End Date

HTF
HTF

Amortizing Loan Simple Annual - 365 Days

Grant

Y|
N2
Print Combined Amort Schedules|

None

2 2017- Washington State Department of Commerce - Contract Management System

$500,000.00 100.00 % 20 Active

Grant

$500,000.00

01-01-2019

12-31-2019 12-31-2038
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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.

iew New Contract# COM Program COM Manager Start Date Status Contract Remaining
Amount Balance
“N j P -951-028 Public Works Trust Fund NT Carrie Calleja 10-11-2011 Executed $10,000.000.00 $104.669.26
b § j liz-001 Housing Trust Fund Linda Alongi 01-01-2018 Executed $1.000,000.00 $581.212.00

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.

This will save the A19 in draft form. The A19 is not yet visible to Commerce staff. It will 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.

Below is a Summary of your In Process A19s

CMS
Invoice ID

—

Contract# Current Status

Service Dates

liz-001 Housing Trust Fund 05/02/2018 - 05/02/2018  Submitted 05-02
277256 liz-001 Housing Trust Fund 05/01/2018 - 05/01/2018  Submitted 05-01
K] 277241 liz-001 Housing Trust Fund 10/05/2018 - 10/05/2018  Submitted 10-12

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.

Submit

Vendor's Certificate: The individual signing this voucher below warrants they
so as authorized and on behalf of the entity identified ~
ction. The individual signing below certifies under
that the items and totals listed herein are proper charges for

ck this to certify that the above is true. Paid Amount| $U.UU|

** Note: If you do not check the box gh your A19 will not be submitted to Commerce. Submitted By| |
‘Sa\re and Submil| [ gﬂ ‘Prinl Budget Maln'x| ‘CanceIHDelele‘ Submitted Date | |
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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: CMS Invoice ID: 27725

*Required Fields

@ Please enter valid data in places marked red.

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.

LI ] -

Save || Save and Submit| |Print A‘IQW Delete

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.

Click Browse. The Browse button 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.

Attachments

| \ Browse...
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Once you navigate to the document you’d like to upload, click on the file and click Open.

“« - 4 > This PC » My Agency (Q:) » Diverse Spend » Liz » Round1 » Manual v O Search Manual P
Organize v New folder = M @
~
{Downloads N Name Date modified Type Size
Documents @ Inv £30ceanShares.xsx 10/12/2017 10:58 ... Microsoft Excel W... T3KB
[&=] Pictures
Manual
v
File name: | Inv #30ceanShores.dsx ~ |A"Fi|5('-'} V|
I Open |v| | Cancel |

You will see the name of your attachment on the screen, but in order to finish attaching, you will need
to click “Attach”.

Attachments
||Q:\Diverse Spend\Liz\Round 1\Manualinv #30ceanShores.xlsx Browse... Attach ]

Delete Edit View  Attachment Title

Attachment Desc Attached By

You will now see the attached file in the Attachment list. Click the View icon to open the attachment.

Attachments
|

Delete Edit View  Attachment Title
‘ "-\ Inv #30ceanShores

Browse... " ["attacn |

Attachment Desc Attached By

Liz Saylor test

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 Add Reportable Expenses

There are two ways to enter Reportable Expenses in the CMS portal. Manually entering the expenses or
by uploading a template.

Manually Entered Expenses

This is a good option when there are only a few expenses to enter for an A19.

Adding and Deleting Rows
Click the Plus Icon on the top left grid to add a row. Click the Minus icon to delete a row.

Expenses over $1 000 + Paid By UBI *Paid by Organization Name

LJAll Expenses under $1,000

Paid By UBI *Paid by Organization Name

Enter Expense Information
Begin entering the expense information on the added rows.

Expenses over $1,000
LIAll Expenses under $1,000

+ *Paid to Contractor
Paid By UBI *Paid by Organization Name Type Paid to UBI

= [600-093-815 | [ City of Ocean Shores | [Subcontracto v |[ 060-412-42
= [060-412-421 10 Star Construction -152-964

Subcontractor
Sub Subcontractor

Required Fields

There are only four fields are required for a valid expense row, they are marked by an Asterisk *,

*Paid to Contractor

Paid By UBI *Paid by Organization Name Type Paid to UBI *Paid to Organization Name Paid to Org Type *Amount
s | | 7l |
- | | | || | I v | v ]
= | | | ]| | I v v |
Subcontractor Total: $0.00
Sub Subcontractor Total: $0.00
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Upload a Template
When the Reportable Expense list if extensive, using a Template allows users to gather and organize the
information before entering it into the system.

Select the Browse Button

Loty |G i
Expenses over $1,000 Download Template
[lall Expenses under $1,000 Select fileu Browse... J Upload

Select the saved Template.

&~ v A ) » ThisPC » v | O Search Manual el
Orgo MNew folder B: - [ e
3 DownN Name - Date modified Type Size
Documents  # Inv #30ceanShores.xlsx 10/6/2017 T34 AM  Microsoft Excel W... T4 KB
[&] Pictures -
= My Home (H:]
. Round 1
v
File name: |iceanShoreslsx V| |A" Files (%} V|
e o e [ | concel

Download Template

Select file |Q:\Diverse Spend\Liz\Round 1\Manual\inv #30ceanSt
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Successful Template Upload Message
The system will proved a detailed message when you successfully upload a template.

** The Contract Expense spreadsheet was Last Uploaded FROM inv #3OceanShores.xlsx @ Oct 12 2017 11:00AM BY lizs. There were 10 rows in total and 0 rows with errors. 10 contract

expenses have been uploaded. h

Color Coding and Subtotals
Color Coding and Subtotals are provided for each Contractor Type when you save the A19 or upload a
successful Template.

Download Template

Expenses over $1,000
[JAll Expenses under $1,000 Select file\l Browse... “ Upload

*Paid to Contractor

Paid By UBI *Paid by Organization Name Type Paid to UBI *Paid to Organization Name Paid to Org Type *Amount

= | 600-093-815 Qcean Shores City |Sub00ntra|:m. 060-412-421 10 Star Construction |F0r Profit - Construction $2,500.00)

|

= [060-412-421 | [10 Star Construction | [Sub Subcont[v] [603-152.968 | [ATHRU Z WINDOWS AND €| [For Profit [ [Consiruction [v] $350.00]
= [060-412-421 | [10 Star Construction | |Sub Subcont| v | [603-575-299 | [ Angel's Roofing | |For Profit | Construction $700.00
= [060-412-421 | [10 Star Construction | |Sub Subcont[~] [604-110246 | [ Unique Concrete & Masonry | [For Profit | Construction $205.00]
= [600-093-815 | [Ocean Shores City | [Subcontracto[ V'] [ 603-343.895 | [ Pippin Consfruction | [ForProfit — [v] [Construction v $7,500.00)
= [603343895 | [Pippin Construction | |Sub Subcont| v | [604-032-161 | [ Roosevelt Plumbing | |For Profit | Construction $1,200 00|
= [603-343-895 | [Pippin Construction | |Sub Subcont[~] [601-614677 | [ Maben Trucking and Excavati [For Profit | Construction $905.00]
= [603-343895 | | Pippin Construction | [Sub Subcont[v] [602-386-931 | [ Prime Time Paint Co. |[For Profit [ [Consiruction [v] $850.00)
= [600-093815 | |Ocean Shores City | |Subcontracto v| [ 603-579-701 | [ Senior Housing Consulting, L] [For Profit |Services $1,500 00|
= [600-093-815 | [Ocean Shores City | Jsubcontracto v [ 603108191 | [ East Grays Harbor County Fo| [Non-Profit || [Services v $3,000.00]

Total: $18,710.00

Subcontractor Total:  $14,500.00
Sub Subcontractor Total: $4.210.00
** The Contract Expense spreadsheet was Last Uploaded FROM inv #30ceanShores.xlsx @ Oct 12 2017 11:00AM BY lizs. There were 10 rows in total and 0 rows with errors. 10 contract
expenses have been uploaded.

Reload a Template
If you need to update the expenses, simply upload the template again. The system will delete all existing

expense records before reloading the updated ones. You must click the Continue button before
reloading expenses.

*Required Fields

All existing contract expense records will be deleted. Do you wish to continue?
If you would like to continue click the continue button below and then browse to the file and upload.
If you would like to cancel click the cancel button at the bottom of the page.

(Continue| s ——

CMS Portal External User Manual Updated September 2017
30



Upload Errors and Warnings

We have made every attempt to help you load good expense data. If there are errors on the template,
you will get an error message at the top of the A19 detailing how many records had errors and a
Validation and Errors list with the errors for each record by row number. Some messages are warnings.
A warning will not prevent the file from uploading, but the data may need further review.

Error Warning

' There were errors when uploading the Contract Expense file. No records were uploaded. The error details are:
7 record(s) were fine but 35 record(s) had errors. See details in Validation Errors grid.

Validation (Warnings) and Errors

Validation (Warnings) and Errors
Row Number Error and (Warning) Message Upload Date

29 ERROR: Subcontractor Total Paid to cannot exceed the total invoice request amount/warrant amount; ERROR: The “"Expense Type” must be 10/12/2017 1:25:10 PM

a valid type
30 ERROR: The "Expense Type"” must be a valid type 10/12/2017 1:25:10 PM
31 ERROR: Subcontractor Total Paid to cannot exceed the total invoice request amount/warrant amount; ERROR: The “Expense Type” must be 10/12/2017 1:25:10 PM
a valid type
32 ERROR: The "Expense Type” must be a valid type 10/12/2017 1:25:11 PM
33 ERROR: The “"Expense Type” must be a valid type 10/12/2017 1:25:11 PM
34 WARNING: Leading zeros added to "Paid By UBI", please verify 10/12/2017 1:25:11 PM
35 WARNING: Leading zeros added to "Paid By UBI", please verify 10/12/2017 1:25:11 PM
36 ERROR: Subcontractor Total Paid to cannot exceed the total invoice request amount/warrant amount 10/12/2017 1:25:11 PM

39 ERROR: The “Expense Type” must be a valid type 10/12/2017 1:25:11 PM

Add Template as an Attachment
The template should be added as backup for the A19.

Attachments

|| Browse... " ["attacn |

Delete Edit View  Attachment Title Attachment Desc Attached By

Inv #30ceanShores Liz Saylor test
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How to Print an A19

To print a copy of your A19, select the “Print A19” button.

=™ Note: If you do not check the box above your A1Y will not be submitied to Lol

L

Print A19

Print Budget Matrix

Cancel

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
NUMEER
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 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 fumnished to the State of Washington, and that all goods
furnished andior 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:
WVendor Contact " -
Person: Julie Williams (SIGN IN BLUE INK)
Vendor Contact 2537983430
Phone:
WVendor Contact Email:
Contract Period: 07/0112 - DB/30M3 (TITLE) (DATE)
REFPORT PERIOD:
DATE DESCRIFTION BUDGET Expended To [AMOUNT THIS AWARD
Date INVOICE REMAINING
MNIA $408,726.00 3.00 $100.00 $4086.626.00
Unassigned - Unassigned $370.082.00 | $217,221.55 $100.00 5161.760.45
Total:| s$875.808.00| $217.221.55 5200.00 5658,386 45
Match: Year / Dollars | |PROGRAM APPROVAL (The individual signing this voucher warrants they have the authority to sign | Date
Coding this voucher.)
DOC DATE CURRENT DOC. NO. |REFERENCE DOC NO. VENDOR NUMEER and SUFFIX
SWVD0D0386 15
ACCOUNT NO. ASD NUMEER VENDOR MESSAGE
Account Number Seventeen Billi 28278
TRANS MASTER suB sue GL ACCT SUB |AMOUNT INVOICE
CODE INDEX oBJ sue siD
OBJ
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 Consohdated 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”.

Submit

penalty of perjury that the items and totals listed herein are proper charges for
materials, merchandise or services furnished to the State of Washington, and that
all goods furnished and/or services rendered have been provided without
discrimination because of age, sex, marital status, race, creed, color, national v
origin, handicap, religion or Vietnam era or disabled veterans status.

VICheck this to certify that the above statment is true.

** Note: If you do not check the box above ot be submitted to Commerce.
[save| [save and Submit Print Budget Matrix| |Cancel| [Delete|

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. 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.

If vov gould like to cancel click the cancel button at the bottom of the page.

I~ =

= k =
Project Narfie [ My Project | Commerce Contact
COM Program [ Consoli Homeless Grant ] Contact Phone

Dan Aarthun
(360)725-3007
Contract # [Test Contract for Leslie ] Contact Email [ dan.aarthun@commerg

]

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 '

12-46108-31 Contact Email| stephanie reinauer@commerce wa.gov

Contract #

You can also find their name on your contract list.

Contracts. Below are the Contracts

“" | access to.

COM Manager Start Date

New Contract# COM Program

E 12-46108-31 Caonsolidated Homeless Grafi Stephanie Reinauer 01-01-2012

E 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 Maintenand Diane Mayfield 07-01-2013
Fund

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

Fund

How to view Contract Summary Information

. “. . . .
Click the Icon on the Contracts Screen to view the basic information about your contracts and a

list of all of the A19s for that contract.
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How to view and print Loan Amortization Schedules

You can print your Loan Amortization schedules from the Contracts Detail screen. If you have more than
one funding source for your contract, you can print a combined amortization schedule that will them
roll-up for you.

Loan List

iew Loan# Loan Type Interest Type Loan Source Payment Frequency Loan Amount Rate Term Status Start Date First Payment Date End Date
“.\, 1 HTF Annual - 365 Days $500,000.00 100.00 % 20 Active  01-01-2019  12-31-2019 12-31-2038
% 2 Grant None HTF $500,000.00 Grant

Print Combined Amort Schedules| _

Amortizing Loan Simple

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 AllA19s Create New A19 @
Welcome Liz Saylor test to the Commerce Contract Management System! (Logout)

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 CMS Portal website. If you don’t find what
you need here, then contact your Commerce program manager.

Home Contracts Review AllA19s Create New A19 @

Welcome Liz Saylor test to the Commerce Contract Management System! (Logout)
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Track your A19s

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

Home page.

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

l:l Data Entry Only

l:l 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/
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