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Chapter 1: Introduction and Overview to the Virtual
Gateway

Introduction Provider Data Management is an online service that gives

Purchase of Service (POS) providers a single place to view, upload
and edit information commonly requested by Health and Human
Services agencies. The service also provides EOHHS agencies with a
single place to view provider information (login required).

This module discusses the following topics:
e What is the Virtual Gateway
e System Requirements
e Accessing the Virtual Gateway
e Password management

e Accessing agency services

\V/\(hft IIS the The Virtual Gateway is a single point on the internet for accessing
Glrt ua " programs and services offered by the Executive Office of Health and
ateway: Human Services (EOHHS).

The ultimate goal of the Virtual Gateway is to streamline service
access and coordinate service delivery. It serves three important
groups:

e Internal Health and Human Services staff
e Service provider staff
e Consumers
In addition to PDM, the Virtual Gateway also offers:

e Catalog: An online catalog with descriptions of several of the
most widely used programs in Health and Human Services.

e Screening & Referral: A short online survey for consumers
and providers to determine potential eligibility for select
EOHHS programs. Multiple services can be assessed at the
same time.

e Common Intake: A single, online data collection tool for
registered providers to create applications for multiple

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 1
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programs and services.

e Enterprise Invoice Management/Enterprise System
Management (EIM/ESM): A web-based billing and service
delivery reporting system for Purchase of Service (POS)
providers and is one of the many services offered through the
Virtual Gateway. Use of specific EIM/ESM modules is
discussed in later modules.

e Transitional Assistance Gateway: An online inquiry tool
for registered agencies to view secure case management
information for various transitional assistance programs,
including Food Stamps, financial assistance, and homeless
services (login required).

e Service and Transition Planning: An online tool for
registered EOHHS staff and providers to support
collaborative treatment planning and referral services for
certain clients served by EOHHS (login required).

e IRIS Services for Deaf and Hard of Hearing Consumers:
An online service for providers to request ASL interpreter or
CART services on behalf of consumers; for ASL interpreters
and CART reporters to post availability schedules, review and
apply for open jobs (login required).

e Homeless Management Information Systems: The
Homeless Management Information Systems (HMIS) perform
data collection to capture information about citizens who
experience homelessness (login required).

e Mental Retardation Quality Management Reporting
(HCSIS): A service for POS providers, Department of
Mental Retardation (DMR) staff, human rights coordinators,
and others to file clinical information and reports on
incidents, medication, restraints, and investigations for DMR
clients (login required).

e Senior Information Management System (SIMS): An
online data collection, case management, and reporting tool
for Executive Office of Elderly Affairs (EOEA) agencies and
providers. It enables users to track various programs for
elders, including intake and referral, home care, nutrition,
clinical assessments, and more (login required).

Page 2 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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System

; System Requirements for the Virtual Gatewa
Requirements y a y

All computers used to access the Virtual Gateway require Internet
Explorer 6.0 or higher.

For the PDM application, the minimum system requirements are:

e Windows (98, 2000 or XP Business)
e Internet Explorer 6.0 or higher

e 800x600 screen resolution

e 300MHz CPU and 128MB RAM

Additionally, the preferred system features to enhance the
performance of PDM are:

e Windows XP (Business Class)
e 1024x768 screen resolution
e 500MHz CPU and 256MB RAM

Acceptable Alternatives:

e Operating System
0 Mac OS X

e Browsers:
o Safari (Mac)
o Firefox
0 Netscape

Note: Testing on the PDM application has not been conducted on
these alternative platforms therefore compatibility issues may
result.

Tip: If a lower screen resolution is selected, then the user needs to
select the “Smaller” text size.

1. Select the View menu from the Internet Explorer browser.
2. Select Text Size>>Smaller.

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 3
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Chapter 2. Getting Started

Overview This chapter provides information about the following topics:

e Accessing Provider Data Management (PDM) through the Virtual
Gateway as POS Provider.

e Password Management

¢ Navigation Basics

Accessing PDM

through the Access to PDM is through Virtual Gateway Provider Services.
Virtual 1. Access the Virtual Gateway home page at www.mass.gov/vg and
Gateway click the Logon link.

The Official Website of the Office of Health and Human Servics

Health'and Human Services?/

Mass GovHome  Siate Agencies  State Online Services

gREg‘(?IWSB& Home > Government > Special Commissions and Initiatives > SEARCH

Benefits Screening Toal

Catalog of Health and Vlrtua] Gateway
Human Serices

Health & Human Services
Though we may be “irtual” in name, the -
Search
senvices we support are very real. MassHealth,
Food Stamps, and Child Care are just a few
examples. The Virtual Gateway brings

Common Intake

Enterprise Invoice/Service

W

Wanagement (EIMESH) information and access together in a single

1’” ONLINE SERVICES
Interpreter Referral o location on m.ﬂ Internet for individuals,
Information System (IRIS) families, providers, and government

« Logon to the Virtual
Mental Retardation Quality Gateway

Reporting (HCSIS)

Online Food Stamps
Application

Logon to the Virtual Gateway

WHAT'S NEW

2. From the Welcome Virtual Gateway User page, enter your Virtual
Gateway Username (user ID) and Password.

Welcome Virtual Gateway User

Username h |

Password | |

(Case sensitive)

Forgot password?

Sign up for an account

If you are an existing user, enter your current password.

If you are a new user, enter the temporary password you received from the
Virtual Gateway in your New User email.

Page 4 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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3. Click the [Submit] button.

If you do not need to change your password, the following Business
Service page will appear; it provides you access to your specific
business service(s). **

Health and Human Services i E" ﬁ
4= .Mass Oor

Welcome

Services
Catalog of Services

Common Intake

Manage My Profile
Log Out

Business services you have access to will display here.

** If you are associated with more than one organization, you may be
directed to the following page prior to the Business Service page:

‘Welcome

Our records indicate that you are associated with more than one organization. Please choose the appropriate organization from the
rop dovn list below and press "Select” to continue. If you do not wish to proceed, please click here to log out.

Important Notice

No notices.

Virtual Gateway Customer Service
Monday through Friday, 8:30 am to 5 pm

(617) 521 9327

Click the appropriate organization from the drop down list and click
[Select] to continue. You will be directed to the appropriate business
service page.

Changing your password and answering security questions

The Change Password page automatically appears if you are a new user or
your password has expired.

Please read and follow the password requirements on the Change
Password page to successfully change your password. The Virtual
Gateway Customer Service team is available to help if you have any

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 5
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questions or run into problems (see contact information on the last page).

4. Read the password requirements on the Change Password page.
The format for your password must match the minimum password
requirements listed on this page.

5. Enter and confirm your new password in the required fields (see
Password Notes and Tips below).

Home Change Password Account i lication Q ;
Change Password r
+*
‘Welcome to the Virtual Gateway! Your current password has expired and you must create a new one. '-
Enter your new password twice and then click the Change Password button. Please make sure to choose a passwori
e
Password u (
Confirm Password o 7
In order to successfully change your password, it must adhere to the following minimum password requirements: f
Passwords must contain: f
= Between 8 and 16 characters (
« One uppercase character (A, B, C) b
« One lowercase character (g, b, c) i
« Onenumber (1,2, 3)
However, passwords cannot contain: (
« The words “test”, “password” or “pass™ 2
« Your first name, your last name, or your full name -
= Your accountID
» Your email address {
Change Password | Cancel | ‘

Note: In order to successfully change your password, you must adhere to
the minimum password requirements listed on this page.

Tip: Do not enter passwords that you have recently used.

6. Click the [Change Password] button.

Once you have successfully changed your password:

e New Users: The Virtual Gateway Terms and Conditions of Use page
appears

e Existing Users: The Business Services page appears

7. [New Users] Read the Terms and Conditions of Use and click the
[Agree] button to continue.

Note: Users are required to agree to the Virtual Gateway Terms and
Conditions of Use upon first login. If you choose to select Disagree, you
will not be able to access the Virtual Gateway.

Page 6 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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_ Home  Change | Account |
Virtual Gateway Terms and Conditions of Use

You must accepl the below agreement lo be able to use online servicas offered by EOHHS

—_ —_ = ST — -
% Terms and Condilions represent i
understan and EOHHS concerning use of tha Virual Galaway.

The Authentication Questions page appears.

- - - 4
Authentication Questions 7
Please answer at least five of the following questions.
The answers enable you to manage your own account - resetting your password, changing your profile information, ete. Virtual &
guestions to verify your identity if your password needs to be reset manually.
L,
Existing users will nofice these guestions have changed. This is part of our updated security policy with a longer password rese_’_
requirements and security questions. f‘
Please answer at least five of the following questions and click Save. l
»
E‘FurLogm Interface Defen.m‘)f
Question Answer \
‘What was your first pet's name? | ’
‘What is the name of your elementary school? | ;
‘What was your high school mascot? | /
‘What was the color of your first car? | /
‘What was the make of your first car? | /
Y
What was the name of your first grade teacher? |
‘What is your father's middle game? |
3
5
Policy Constraints /
Answer Pgli h
rs within a login interface ere !)
Cancel &

8. Answer 5 of the 7 of the security questions (they are not case
sensitive). Select responses that will be easy for you to remember.

9. Click the [Save] button to save your responses.

e The Business Services page appears for new users or if your
password expired

e The Manage My Profile page reappears if you selected this link
from the Business Services Page (Click the [Business Services
Page] button to exit Manage My Profile.)

Password and Security Notes and Tips

e Any time you change your password, forget your password, or call
Virtual Gateway Customer Service with a password question, you
will need to answer some of the seven authentication questions or
provide other security information as verification. Questions are
chosen at random.

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 7
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e Use passwords and responses that you are likely to remember, and
be sure to not post this information where others can access it.

e If you feel your password has been compromised, change your
password immediately.

e If you receive the error message “Invalid user name & password.
Please try again,” retype your Username and Password and click
Submit. If after several attempts you still receive this message, call
Virtual Gateway Customer Service for assistance.

e You cannot reuse recently used passwords.

Maintaining Account Information

Note: When your password expires, you will automatically be directed to
the Change Password page to update you password.

~~ Changing your password before the expiration date ~~
1. Log into the Gateway. The Business Services page will display.

2. Click the Manage My Profile link in the [Account Management]
section on the right side of the page.

3. Click the Change Password tab.

J Home I| Change Password Account Attributes ‘ Authentication Questions ‘

4. Update your password and click Change Password.
The Business Services page will display.

Forgot your password?

1. From the Welcome Virtual Gateway User login page, click the
Forgot Password? link.

2. Enter your Username and click the [Submit] button.

3. Enter the answers to the security authentication questions and click
the [Login] button.

BUSINESS SERVICE FAGE

Identify User

Please answer all of the following questions. Once completed click Login te centinue. These answers are not case sensitive

Login | Cancel |

4. Enter and verify your new password and click the [Change

Page 8 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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Password] button.

The Welcome to Virtual Gateway User page appears.
5. Log in using your Username and new Password.
~~ MANAGING OR CHANGING YOUR ACCOUNT INFORMATION ~~

1. Log in to the Virtual Gateway using your Username and Password.

2. Click the Manage My Profile link in the [Account Management]
section on the right side of the page.

The Manage My Profile page appears.

Home ‘ (Change Password | Account Attributes ‘ Authentication Questions ‘I

Manage My Profile

\Welcome, vgateway1. Select a tab above to manage your password, account attributes including email address, mailing address and phone number information or authentication
Questions

Under the Manage My Profile, you can manage or change your:
e Password (Change Password tab)

e Phone Number or Email Address (Account Attributes tab)
e Security Questions (Authentication Questions tab)

3. Select the appropriate tab located at the top of the page to change
your account information. Follow all instructions provided.

Click the [Save] button to save any changes.

Click the [Business Services Page] button to return to the Business
Services page.

BUSINESS SERVICE PAGE |

Virtual The Virtual Gateway Customer Service is available to assist with:
Gateway

Customer e General questions regarding the Virtual Gateway

Service . e Technical questions or system issues

Information

e Questions regarding how to use PDM

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 9
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e Password resets
Please be prepared to provide the following:
e Name, organization, phone number, email address
e Module/page/field you were working on (if applicable)
e Description of the issue or error message
e Perceived criticality

You can reach the Virtual Gateway Customer Service at 1-(800)-421-0938
from 8:30 a.m. to 5 p.m. Please leave a message if calling after hours.

Navigation

Basics Breadcrumbs are a roadmap of how you navigated from one place to the

next in PDM. They provide you with a map of where you started, the next
step in that workflow, and what page you are currently working on.

The following is an example of a breadcrumb.

Business Functions = Provider Surmmary Information

Using the hyperlinks provided allows you to navigate to other pages within

Provider Data Management Key Program Inc.
= Links to Related Information Agency Business Functions
m Search for a Provider E e
u Ext = View Information Summary = Other Business Services
_ m  General Information Detail m  Analyze Data about Multiple Providers
Help Deskand Traininn = EOHHS Services Taxono = Links to Related Information
m Use < = Provider Contract Summary = Salary Reserve
= PO 1 = Provider Qualification = Qualification
= Pho Hyperllnks = Financial Measures
1-800-421-0938 = Reguired Forms and Documents

= View Information Summary: Summary information about a single Purchase of
Senice (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, senvices provided to the Commonwealth and required documents on file
with provider data management

Analyze Data about Multiple Providers: Perform ad hoc analysis on one or
many providers using Commonwealth Information Warehouse and Operational
Semvices Division (OSD) Uniform Financial Reports (UFR) Data. In order to use this
semvice, users must be working from a computer on the state network or using a
state wrtual private network (VPN) account. For login or access problems please
contact the Virtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link
warehouse.ehs.state.ma.us A separate login is required for this service

Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures

Navigating to other pages to view more detailed information about a
provider can also be performed by using the Go To Details link available
on the Provider Summary Information page.

Page 10 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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Executive Contacts Go To Details...
CEOQ/Executive Director: Joe Smith Chief Financial Officer: Jane ith
Phone Number: 617-222-1234 Phone Number: 617-222-123

Hire Date: 17172003 Hire Date: 572302002

Error Messages Error Messages will appear on the page. You will be prompted to
correct answers until all the required fields have valid entries.

Provider Data Management Select Provider
St Eetied knftematon ABCDEEGHIJKLMNOPQRSTUVWIXYZ
= Exit

Help Desk and Training s h P id
earc rovider

User Manual
PDM How-to-Demos

Phone Number FEIN # I
1-800-421-0938

Report on Data from Multiple Providers

« Enterprise Reporting

Agency staff has access to the Enterprise Reporting Service which enables ad hoc
analysis on one or many providers using Commonwealth Information Warehouse and
Operational Services Division (OSD) Uniform Financial Reports (UFR) Data. In order to use
this service, users must be working from a computer on the state network or using a state
virtual private network (VPM) account. For login or access problems please contact the
Virtual Gateway Help Desk and they will refer you to the appropriate resource. To access
the Cognos directly please book mark the following link: warehouse.ehs. state.ma.us

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 11
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CL)iTII(rs]e Help You can use these page links to navigate and view help information.
Function Action
To view PDM User Manual Click the User Manual link.
Information Result: The Provider Data
Management Training and
Assistance Materials page
appears.
To view movie demonstrations | Click the PDM How-to Demos
of how to navigate PDM link.
Business Services
Result: The Provider Data
Management Training and
Assistance Materials page
appears; scroll to bottom of the
page.
gust_omer q Having trouble with navigating and procedures within PDM or
T(ar;\il:](:i?]gn understanding business process behind the procedure? This section

describes how to get help right from within PDM.

The following is a sample of PDM’s help section which links to the
Training and Assistance Materials page accessible through the
Virtual Gateway. The Virtual Gateway Customer Service phone
number is also provided below.

Help Desk and Training

m  LUs=ser Manual
m PDM How-to-Demos

= Phone Mumber
1-200-421-0932

Page 12 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008



Virtual Gateway £%
Commonwealth of Massachusetts Executive Office of Health and Human Services E’Q

Notes:

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 13



£ E _H% Virtual Gateway

'—‘;? ' g Executive Office of Health and Human Services Commonwealth of Massachusetts

Chapter 3: Purchase of Service (POS) Provider Data
Management

Introduction Welcome to the Provider Data Management (PDM) Business

Service.

The PDM Business Service is a web-based, secretariat wide service,
where Purchase of Service providers are able to store standard forms
and documents, view contract information, maintain and update their
organizational profile, and view the pre-populated financial
assessment measures.

Overview The PDM Business Service is intended to serve as a well-organized,

user-friendly, easily navigated “filing system” of provider data.

It is important to note that the application requires both web-based
data entry and population of the PDM data from external source
systems.

It will store basic organizational information, standard forms, and
applications either completed on-line in PDM or in other source
systems, such as the Uniform Financial Report (UFR) from the OSD
eFiling website, and the Commonwealth Information Warehouse
(CIW).

Weekly data pulls from MMARS, the Commonwealth’s management
accounting and reporting system, maintains current contract
encumbrance and expenditure data for each provider. Hyperlinks to
other Commonwealth websites, such as the Corporations Division of
the Secretary of State’s Office (SEC), the Operational Services
Division (OSD), and the Office of the State Comptroller (OSC) will
permit easy access to general information for all users of PDM.

Agency

Benefits Agency benefits will include:

e Easy access to provider data that normally would have been
collected through many different sources

e The ability to query the PDM service to produce reports by
selecting data elements from one or more provider records for
comparative analysis

Page 14 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008
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Key

] ) There are three main business functions to the PDM workflow. These
Functionality

business functions include:
e View data
e Update provider qualification data

e Perform ad hoc reporting on one or more providers using the
Enterprise Reporting Tool

Target

4 While the PDM Service focuses on three key business functions,
Audience

some functions are unavailable depending on your role. PDM
focuses on the following four roles:

e All Providers will be able to view information.

e Some Providers will be able to update information
(depending on access level).

e State Agencies will be able to view and print standard reports
and create ad hoc reports.

e EOHHS Provider Qualification Staff will have the capability
to post provider qualification information and corrective
measures based on a review of the following documents:

0 CPA prepared Uniform Financial Statements and
Independent Auditor’s Report (UFR)

Office of the State Auditor (OSA) audit reports
EOHHS Financial Reviews
EOHHS Agency Financial Reviews

O O O O

Surplus Revenue Retention (SRR) Summary

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 15
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Chapter 4. Search for a POS Provider

Introduction You can use the Search page to select or search for a POS Provider,

or click the Enterprise Reporting Service link to compare
information about one or more providers.

Tip: The Search page offers you three options: select using the
Provider’s first initial, search by FEIN or by provider name. You can
enter either a partial or an entire FEIN/TIN or Name.

Search Page The following is an example of the Search page.

Provider Data Management Select Provider
* LikstoRelslednformatos A B CDEEGHIJKLMNOPRPQRSIUY WIXY?Z
= Exit

Help Desk and Training .
Search Provider
= User Manual

= POM How-to-Demos

= Phone Number FEIN # I
1-800-421-0938

Report on Data from Multiple Providers

« Enterprise Reporting

Agency staff has access to the Enterprise Reporting Service which enables ad hoc
analysis on one or many providers using Commonwealth Information Warehouse and
Operational Serices Division (OSD) Uniform Financial Reports (UFR) Data._ In order to use
this semwice, users must be working from a computer on the state network or using a state
virtual private network (VPN) account. For login or access problems please contact the
Virtual Gateway Help Desk and they will refer you to the appropriate resource. To access
the Cognos directly please book mark the following link: warehouse.ehs.state.ma.us
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Search for a

POS Provider Follow these steps to select or search for a POS Provider:

1. To select a Provider, click the letter that corresponds to that
particular Provider.

Result: POS Provider links appear with this first initial letter.
OR

To search for a Provider, type the Providers FEIN/TIN, or
Name. Click GO.

Result: The POS Provider’s link appears.

2. Click the POS Provider link.

Result: The Agency Business Functions page appears.
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Chapter 5: Agency Business Functions

Introduction From the Agency Business Functions page, you can access additional PDM

pages where you can:
e View a quick summary of information on the selected provider
e View more detailed information about the provider including:
0 EOHHS Service Taxonomy
o Contract Summary
0 Qualification Data
o Financial Measures
0 Required Forms and Documents
e Update Provider Qualification Data

e Access Enterprise Reporting Service to view standard reports or create
ad hoc reports on one or more providers

e View a list of links to other related information
e Search for a Provider
e ExitPDM

Important: The Agency Business Functions pages view varies depending on
the user’s role.

Users with a view role can access links to view information.

Users with an update role can access links to view and edit information.
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Viewing Agency The following is an example of the Agency Business Functions page (view

Business
Functions Page

role).

Provider Data Management

(View Role)

Key Program Inc.

= Links to Related Information
= Search for a Provider
= Exit

Help Desk and Training

m  User Manual

= PO How-to-Demos

= Phone Number
1-800-421-0938

A Busi Functi

= View Information Summary

= Other Business Services
= Analyze Data about Multiple Providers
= Links to Related Information

= Salary Reserve
= Qualification

General Information Detail
EOHHS Services Taxonomy
Provider Contract Summary
Provider Qualification

Financial Measures

Required Forms and Documents

View Information Summary: Summary information about a single Purchase of
Service (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, senvices provided to the Commonwealth and required documents on file
with provider data management

Analyze Data about Multiple Providers: Perform ad hoc analysis on one or
many providers using Commonwealth Information Warehouse and Operational
Senices Division (0SD) Uniform Financial Reports (UFR) Data. In order to use this
service, users must be working from a computer on the state network or using a
state virtual private network (VPN) account. For login or access problems please
contact the Virtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link
warehouse.ehs.state.ma.us A separate login is required for this semnvice

Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures

Viewing Agency
Business

Functions Page Qualification Staff).

The following is an example of the Agency Business Functions page (Provider

(Update Role)

Provider Data Management

Key Program Inc.

= Links to Related Information
= Search for a Provider
= Exit

Help Desk and Training

® User Manual
= POM How-to-Demos

= Phone Number
1-800-421-0938

Provider Qualification Unit Business Functions

= View Information Summary

= Update Provider Qualification

General Information Detail = Qualification Detail
EDHHS Services Taxonol
Provider Contract Summary = Other Business Services
Provider Qualification = Analyze Data about Multiple Providers
Financial Measures » Links to Related Information
Required Forms and Documents = Salary Reserve

= Qualification

View Information Summary: Summary information about this Provider that can
be viewed on a single page or click on the detail pages for more in depth
information

Update Provider Qualification: Update information pertaining to this Provider's
qualification status as well as information submitted by the Prowider Qualification
Unit

Analyze Data about Multiple Providers Perform ad hoc analysis on one or
many providers using Commonwealth Information Warehouse and Operational
Senvices Division (0SD) Uniform Financial Reports (UFR) Data. In order to use this
service, users must be working from a computer on the state network or using a
state virtual private network (VPN) account. For login or access problems please
contact the Virtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link
warehouse.ehs.state.ma.us A separate login is required for this service

Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
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Age_ncy The following table lists the functions and actions of the Agency Business
Business = .
: unctions page.
Functions
(View Role) From this page, you can navigate to view Provider information.
Function Action
To view a quick summary of | Click the View Information Summary
important information about a |link.
Provider:
Result: The Provider Summary
Information page appears.
To view contact and general | Click the General Information Detail
corporate information: link.
Result: The General Information Detail
page appears.
To VIEW mformaﬂon on Click the EOHHS Services Taxonomy
available services, both link
contracted and non-contracted '
through EOHHS: Result: The Services Provided Detail
page appears.
TO vView a Provider’s Contract Click the Provider Contract Summary
information: li
ink.
Result: The POS Provider Contract
Detail page appears.
To VI'.?:W a;_Pro_v |]9er y tion: See Page 23 (of this document) for the
Qualification information: Action Steps to view the Provider
Qualification information.
Result: The Provider Qualification
page appears.
To view Financial Measures Click the Financial Measures link.
and the Uniform Financial
Report (UFR) filing status: Result: The Detail Financial Measures
page appears.
To View Required Forms and | Click the Required Forms and
Documents: Documents link.
Result: The View Required Forms and
Documents page appears.
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e
1

Function

Action

To view a comprehensive list
of related information:

Click the Links to Related Information
link under Other Business Services.

Result: The Related Links page appears.

To exit PDM:

Click the Exit link located at the top left
corner of the page under >Provider Data
Management.

Result: The PDM window closes.

The user remains logged into the Virtual Gateway Business Services.

November 2008

Purchase of Service (POS) Provider Data Management Agency User Manual Page 21



Q& Virtual Gateway

—'—f? g Executive Office of Health and Human Services Commonwealth of Massachusetts
'é‘lgjgir:]cggs You can use this function to navigate to update provider information.

Functions

Function Action
(Update Role)

To access and update Provider |Select the name of the provider to be
Qualification data updated.

From the Agency’s Business Functions
Page, under the Other Business Services
bullet, click on the Qualification Link.

Result: The Organization Expenditure
Summary page appears.

From the Organization Expenditure
Summary page, go to the left navigation
panel and click on the Provider
Quialification bullet under the Edit
Quialifications section.

Result: The Provider Qualification page
appears.

From the Provider Qualification page,
select the PQ Year from the drop down
box that you want to update information:

e Once you’ve selected the PQ Year, you
can view or edit information in the
appropriate fields.

e Click the Save button.

Tips: When you click the Clear button, the
modified information is cleared and the
fields are repopulated back to the data that
was last saved (prior to entering the new
information).

Be aware that all Comments entered can
be viewed by the provider.
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Notes:
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Chapter 6: Viewing Provider Data Management
Information

Overview PDM allows you to view information in two ways:

e View summary information

e Access more detailed information with links to other pages

Note: The majority of the data for the Provider Data Management Business
Services is sourced from the Commonwealth Information Warehouse (CIW),
OSD UFR database, EOHHS agencies, and the remaining information is
submitted by the providers.

Introduction Use the Provider Summary Information page to view the following summary

information about a Provider. Check for current content

Contact Information

Executive Contacts

General Corporate Information

Services Provided to Commonwealth
Provider’s EOHHS POS Contract Summary
Provider’s Commonwealth Revenue
Provider Qualification

Financial Measures

Required Forms and Documents on File
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Purc_hase of The Purchase of Service (POS) Integrity Unit:
Service (POS)

Integrity Unit e Develops policies and procedures to qualify all providers.

e Standardizes the Financial Assessment Measures and establishes
benchmarks. The Financial Measures assist EOHHS agencies in assessing
the financial stability of a provider, and are pre- populated in PDM when
the Operational Services Division (OSD) receives a Provider’s annual
Uniform Financial Report (UFR) and parses the information into the OSD
database.

e Coordinates external audit report responses in conjunction with the
appropriate agencies.

Note: This unit is responsible for monitoring the update of a provider’s annual
qualification status and, if necessary, entering comments about the provider using
the Provider Qualification page.
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Provider
Summary

Information
Page The following is an example of the Provider Summary Information page.

Access the Provider Summary Information page by clicking the View
Information Summary link from the Business Functions page.

Prowvider Data Management Business Functions = Provider Summary Information

= Links to Related Information
= Search for a Provider

m Enterprise Reporting Key Program Inc-

Provider Summary Information

= Exit
Contact Information Last Updated: 10/09/2003
Manage Profile
;:ST?)?“Y;SATS’;'?;REET Provider PDM Contact Information:
0 Mary Smith
Phone: (B17)555-1212
Fax: (617) 555-1313
msmithi@eyz . com

= View Providers Profile
= General Information
= Services Provided
= Contract
= Qualifications

FPhone: (17) 555-1212
VWebsite: MN/A

TIM f FEIMN: 123456789

Link to Alternate Addresses

= Financial Measures
Go To Details...

Current Chief Financial Officer:

atherine Jacks an

Phone: §17-555- 1212

Hire Date: 03/03/1997

Executive Contacts

Current CEQ/Executive Director:
= User Manual John Jones

= PDM How-to-Demos Phone. 617-555-1212

= Phone Number Hire Date: 02/16/1998

1-B00-421-0938
General Corporate Information
Mission Statement
We transform lives by building the capacity of individuals. families. organizations
and communities to learn, thrve and achieve their goals. As a human semice leader,
we strive to be the provi (More_

Help Desk and Training

Corporate Description

We are a Massachusett leading private. nonprofit human services organization
providing a comprehensive array of sevices to adults and children with mental health,
mental retardation and behaviora (More_ )

Go To Details...

Services Provided to Commonwealth
Activity (Program) Class
= Case Management or Care Coordination
= Clinical. Facility-based Setting
= Comprehensive, Multi-Service Programs
= Multi-level Programs
= Other transportation
= Outreach, Prevention, Public Education, Information/Referral
= Primarily Clinical Treatment or Intervention
= Primarily Mon-clinical Support, Counseling. or Intervention
= Staffed Group Home or Specialized Home-based Setting

Provider's EOHHS POS Contract Summary Go To Ded =
Sourced from CIVY
FY 2009
EOHHS Agency E BufEs i Maximum Contract
xpended to Date = =
Obligation
DMH 12.311.730.00 45.633.172.00
DMR 8,152,322 50 26,805,548 00
DPH 32,385 84 522 500 66
MRC 15,417 .90 121,185 893

Total POS Contracts 20,429,120.00

Provider's Commonwealth Revenue
Sourced from CIVW

R s FY 2009
evenue source Expended to Date
EQOHHS Agencies

-POS 20,429.120.00

- Non-POS 1.605,811.00
Other Commonwealth
S 000
Agencies
Medicaid * 1.598.503.00

¥3,082,408.00

* Summaries are rounded and can result in minor discrepencies

FY 2009
Maximum Contract
Obligation

73,082,408.00
33,013.00
0.00

MAA

Total Commonwealth

23,633,434 .00
Revenue

Total Revenue from Previous Year NJ/A
= Medicaid does NOT encumber funds via confracts.
Provider Qualification

Qualification Status: MN/A

Financial Measures

Link to OSD Website to View Submitted UFR:
https-#/ufr.osd.state. ma.us/home.asp

73,115,421.00

Go To Detai =

Last Updated Date: MN/A

Link to MassFinance: http./’www.massfinance.state.ma.us

Required Forms and Documents on File

Required Forms Last Submittal

T&C Signed 01/01/2002
T&C/HSS Signed 01/01/2002
ADA Checklist (_doc) 09/13/2005
CORI Policy (.doc) 09/13/2005
M. Ireland (.doc) 08/01/2005
V-9 Form (.doc) 08/01/2005
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growder You can use the following links to navigate to more detailed information about a
ummary POS Provider’s organization.
Information
Functions . SRR . “ .
Tip: After viewing information on additional PDM pages, click the browser Back
button to return to the Provider Summary Information page.
Function Action
To view the POS Provider’s Click Link to Alternate Addresses.
Alternate Mailing address
Result: The General Information Detail
page appears.
To e-mail the Provider PDM Click the Provider PDM Contact e-mail
contact address located within the Contact
Information section of the page.
Result: A blank Outlook e-mail message
page appears.
To view more information At the end of the paragraph, click
about mission statement and (More...).
corporate description Result: The General Information Detail
page appears.
To view more information Next to the Services Provided to the
about services provided Commonwealth heading, click Go To
Details....
Result: The Other Services Provided
Detail page appears.
To view more information Next to the Provider’s EOHHS POS
about contracts Contract Summary heading, click Go To
Details....
Result: The POS Provider Contract
Detail page appears.
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Function

Action

To view more information
about the provider’s
qualification

See page 23 (of this document) for the
Action Steps to view the Provider
Quialification information. Result: The
Provider Qualification page appears.

To view more information
about Financial Measures and
the Uniform Financial Report
(UFR) filing status

Click the Financial Measures link.

Result: The Detail Financial Measures
page appears.

To view submitted UFR from
the OSD website

Click the following link:
https://ufr.osd.state.ma.us/home.asp

To view information from the
MassFinance website

Click the following link:
http://www.massfinance.state.ma.us

To view a specific form on file

Next to the Required Forms and
Documents on File heading, click Go To
Details...

Result: The View Required Forms and
Documents page appears.

To return to the top of the page

Click the Top link.

To return to the Business
Functions page

Click the Business Functions link located
at the top of the page.

Buginess Functions = Provider Summary Infarmation
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Viewing Use the General Information Detail page to view the following information
General . about a Provider.
Information
Detail e Corporate Contact Information
e Provider’s PDM Contact
e Executive Contacts
e General Corporate Information
0 Mission Statement
o Corporate Description
General

Access the General Information Detail page by clicking the General

Information Information Detail link from the Business Functions page.

Detail Page
The following is an example of the General Information Detail page.

Provider Data Management Business Functions > General |nformation Detail
EENCREN R General Information Detail
Key Program Inc.

Corporate Contact Information
TIM/FEIN: 123486729

Emerprize Reporting
=

Last Updated: 10/03/2008
Provider Proflie

Corparate Comftact

Provider PO Comtact
Ececuthe Contac
Comporate infonmation

Help Desk and Training

Liser Mamal

PDM How-io-Demos
= Fhone Kumber
1-300-421-0838

Primarv Billinag
T BOYLSTORN STREET
BOSTOM, MA 0215

Fhons: B17-555 1212
Sowrced from W

Provider's PDM Contact

hary Smith
mzmithigg:yz.com

Executive Contacts
Current CEQVExecutive Director :

Alternate Address
Address Line

Address Line 2
Phone Line 1

Phone: (51715331212
Fax: (617) 5551313

Current Chief Financial Officer:

John Janes Katherine Jacks on
Phone: 617-555- 1212 Phone: G17-555- 1212
Hire Date: 02161558 Hire Date: 03403/ 1957

General Corporate Information
Mission Statement

Corporate Description
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General L . A .
Information You can use the following links to navigate to more detailed information for a

. POS Provider’s organization.
Detail
Functions

Function Action

To view the Provider history Click the Provider’s name hyperlink.

Information Result: The Provider Audit Trail page
appears.
Click Back to return to the General
Information Detail page.

To go to the Provider Click the Provider’s website address

Organization’s website located within the Corporate Contact

section of the page.

Result: Internet Explorer opens to the
Provider’s website.

To e-mail the Provider PDM Click the Provider’s PDM Contact e-mail
Contact address located within the Provider’s
PDM Contact section of the page.

Result: A blank Outlook e-mail message
page appears.

To view CEO/Executive Click the CEO/Executive Director link.
Director hire information for the } . .
POS Provider’s organization Essg;tr-s-rhe CEO Audit Trail page

Click Back to return to the General
Information Detail page.

To view Chief Financial Officer | Click the Chief Financial Officer link.

Elre |_r(;fo[mat|on f ort'the POS Result: The CFO Audit Trail page
rovider’s organization appears.

Click Back to return to the General
Information Detail page.

Tip: To return to the Business Functions page, click the Business
Functions link at the top of the page.
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Viewing
EOHHS
Services
Taxonomy
Information

Use the Other Services Provided Detail page to view the following information
about a Provider.

e Current services contracted through EOHHS
¢ Other services offered by the Provider but not contracted through EOHHS
Note: The current services provided data is sourced from the contract information

in the Commonwealth Information Warehouse (CIW). Information about services
offered but not contracted through EOHHS is entered by the provider.
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Other Services
Provided Detail
Page

Access the Other Services Provided Detail page by clicking the EOHHS
Services Taxonomy link from the Business Functions page.

The following is an example of the Other Services Provided Detail page.

Provider Data Management Business Functions= Other Senvices Provided Detail
= Links to Related Information
. W Key Program Inc. Other Services Provided Detail

Current Services Provided to EOHHS

GBI Activity (Program) Class

m User WManual Activity Code (Program Name)

= PDM How-to-Demos » Case Management or Care Coordination

= Phone Number « DPH 3416 - HIV/AIDS SUPPORT HOUSING
1-300-£21-0833 4917 - HIV/AIDS Residentail Support Services

» Clinical, Facility-based Setting
« DMH 3137 - FOOD SERVICES
» Comprehensive, Multi-Service Programs
« DMH 3013 - REHAB TREATMENT IN THE COMMUNITY
3031 - PROGRAM OF ASSERTIVE COMMUNITY TREATMENT
3056 - INDIVIDUAL SUPPORT
3059 - COMMUNITY REHABILITATIVE SUPPQ
3066 - INDIVIDUAL SUPPORT (BLANKET)
« MRC 2201 - VOCATIONAL SERVICES
2225 - STATEWIDE HEAD INJURY PROG
» Multi-level Programs
« DMH 3049 - ADULT RESIDENTIAL SERVICES
3075 - INDIVIDUALIZED SUPPORT, RESIDENTAL
» Other transportation
» DMR 3196 - TRANSPORTATION
» Qutreach, Prevention, Public Education, Information/Referral
« DMH 3015 - CLIENT & COMMUNITY EMPOWERMENT
= Primarily Clinical Treatment or Intervention
« DMH 3146 - COMPREHENSIVE PSYCH SERVICES - CLINIC
« DMR 3170 - CLINICAL TEAM
» Primarily Non-clinical Support, Counseling, or Intervention
« DMH 3034 - CLUBHOUSE SERVICES
3037 - DAY REHABILITATION
3039 - HOMELESS SUPPORT SERVICES
« DMR 3163 - COMMUNITY BASED DAY SUPPORTS
3168 - EMPLOYMENT SUPPORTS
3168 - Supported Employment Services
3169 - Center-Based Work Services
3176 - FAMILY SUPPORT
3191 - F & E/CORE
3285 - DAY HABILITATION SUPPLEMENT
« MRC 2205 - EXTENDED EMPLOYMENT
2207 - VR CHAPTER 688
= Staffed Group Home or Specialized Home-based Setting
« DMR 3150 - Placement Services
3150 - Placement Services Tier 2
3153 - 24 HOUR RESIDENTIAL SERVICES
3153 - RESIDENTIAL SERVICES
377 - INDIVIDUAL SUPPORT - MH
3182 - EMERGENCY RESIDENCE
3286 - COMMUNITY HABILITATION SUPPORT
« DMH -
« DMR -
» EHS SALR - POS Salary Reserve

Other Services Offered - Not Contracted through EOHHS
Activity Type Activity Class
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Viewing

Provider
Contract
Summary .

Information .

Use the POS Provider Contract Detail page to view the following information
about the POS Provider’s contracts for the current fiscal year:

Activity Code

Activity Name

Doc ID

Object Code

Annual Contract Amount
Expended to Date
Unexpended Amount

Totals and Grand Totals for Annual Contract Amount, Expended to Date
and Unexpended Amount

The POS Provider Contract Detail page will include the following five object

codes:

MM3 - Purchased Human and Social Services for Clients - Medical or
Health Care Related

MO03 - Purchased Human and Social Services for Clients - Non-Medical

M1M — Non-Medical or Non-Health Care Related Client Services
Provided by Individuals within Organizations

M2M - Medical or Health Care Related Client Services Provided by
Individuals within Organizations

MO04 - Services Purchased in Support of Human and Social Services for
Clients
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POS Provider
Contract Detail

Page

Access the POS Provider Contract Detail page by clicking the Provider

Contract Summary link from the Business Functions page.

The following is an example of the POS Provider Contract Detail page.

Key Program Inc.

Business Functions = FOS Provider Contract Dotail

FOS Frovider Contract Detail

Agonocy: DRMH

F3 c - Obhject It_-x_lmum a o
. Activity Momes Doec 1D Cods 1 oy to Date Amount
3013 PEAN TEILAT RAERST 1 . SCOMAMHMIISOBO0IT + 70000 patam S80 200 B4 1as. 802 B3| B3N ABT OO
CoRaraLa T
2031 scomuaszoscososiooao]  mnea s1z.m00.38 “7.m1o.zm [P y———
aca1 scomnoacoroosiazoooa| e o.00 o.00] o0
Soan mETE Scommsasoroosiascona] manea 1143100 ca.zae s p——s
205 scomeascsc0e1080000] mnes sos.ess 13| =3 erimie.a0
20a7 scomMiasi000040280000] s [p—— T80 o.0m0.70
P HOMELESS BUFFORT BEAVICES |BCOMHe38080001240000] nines PP——— o.00 [P
—— ADULT MESIDENT AL BEICES | |Soomees tonooa T ras00o) Tow rou e ana ane 7o
20w o S—— B —— e B
o LT * BCOMIe32080041000000]  manas 1.iomeowsss| =.oecsasoo
- mouLT e Bas.aat.mal =a.0ma.zn
saan ADULT MESIDENTIAL SEMVICES | |SCOMMS31080001300000]  ranes, 1.7ism0888 s.sisozi7s
- ADULT MESIDENTIAL SEAVICES  |BCOMMG31000001420000]  Aana ban 7azoo| t1.wascesco
- ADULT MESIDENTIAL SERVICES  |ScOMmo330m0001300000]  manea Pp——— R —————
204 ADULT MESIDENTIAL SERVICES  |SCOMMe35000001240000]  mana a.moo.mor0o0| 1.zemossco| azrressas
2020 ML T v scomMms3ssoscosoeroooo| R 230 won 4z o7 .oa7. 7o Tem T e
soon b i s o] e A R e scommesloscososooooo|  mras soo, 72012 FoD, AanT a8
sans e o YA =COMNME33080000400000]  Aanes ———— 1o0.840.23] e ———
— [T ——— R PRSP —————————— [ ——— Pr—— P ———
a1ae  [COMTRENENSIVE e veH SERVICES o comeaaaro0ss 170000]  mzm PP [ ——
v SERICE FoR EoUCATIoN & [TTETETOT————————— P [ ———— E———
Tt Sneasrz ool = asiracoe] saasiass oo
Agency: DM
B A = o
e Activity NMame Do 103 Codoe Contract gty
L : PTINT
—— PRT——— asoon = —_— ne1 ool
— [ —— P —— P ————
P —— [ ————————————— — P—— 2188838
mpp— v surronT aso raras “sn.v13e 00 7000 08 PR repe
arre [T Ep— - raras oa.man =a 3000 el so.oan.ao
e T T r——— — ranas zan.774.00 . 754 80| T —
e 24 HOUR RESIDENTIAL BERVICES  |B214081403270mMmro0000|  Maa a.asm.o87 28] wpesciosi =esosoeco
aza= DAY HABILITATION BUFFLERMENT - rana s71.4m8.00| =oesnz1eo e p——
m—— ComMMUTI T A LT AT ot Y e P R i
—— ST [ Rp— o e ———— PR
Vouat S, non.nas 00| #,763.333 60| i8.663.354.00
Ageoncy: DEH
et on Mssimom T 5
caasy Activity Mame Doc 10 S e . Ertin e oS spraad
aran Tobeoos Conwal Conwmot Mot INTFIBoOMO3TOIT1 1000  Aoa co. 100 24 5.280.33 a1 8TBB
4817 [HIvaiDs Resicentall Suseon Serioes [INTFASIBMMI000014003]  mma saz.c00 oo 2z.280 04 aso. 11481
T n==.noosa S=.ano.na) amoaTamy
Agoncy: MRC
Activity Mo Doc 1D Codo Contract e ki e e
— T - — o e
szae In:ﬂ'_von-ebt: 1zomaocooo|  moa wr.m10 80 S——— [ ——
T Zw.mon.naw o] wanravs o] Twess.ers oo
T DPH
£ A = o
BacaD. ‘;;“ 1o Date Armount
ioms [T anzmrIMao000 1 40ma|  renea [EE— 32380 84| [P
= ===.=cos S=.ses e aso.asams
Agoency: MRC
Acabe = ot s R
it Activity Harme Doc 1D Eieot cu';:nm':' Lo i ] SEmrveh
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Tip:

link located at the top of the page.

To return to the Business Functions page, click the Business Functions
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g:?)\:/viiggr Use t'he Providgr anlification page to view the following results about a POS
Qualification Provider’s qualification:
Information e Principal Purchasing Agency (PPA)
e UFR Filer
e Qualification Status
e UFR Filing Period Reviewed
e Date UFR Received by OSD
e Date Qualification Status Last Updated
e Independent Auditor’s Opinion
e Auditor’s Going Concern Issues
e Type of Financial Submission
e Findings / Concerns
e PPA Comments
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Pruoa:/IIi?ii;tion To access the Provider Qualification page, from the Provider’s Business
I?a o Functions page, click on the Qualification link located under the Other
9 Business Services bullet. Then from the Organization Expenditure
Summary page, go to the left Navigation panel and click on the Provider
Quialification bullet under the Edit Qualification section.
Important: These sections of the Provider Qualification page will be
populated when the EOHHS Principal Purchasing Agency (PPA) Provider
Qualification Officer (PQO) completes the review process.
The following is an example of the Provider Qualification page.
Provider Data Management Business Functions > Provider Qualification
= Links to Related Information
: W Key Program Inc. Provider Qualification
Edit Qualifications FEIN: PQ Year: m
m Parent/ Chid / Affiiate MEP: NP Current Ratio: 1.95
m  Provider Qualifications
w Corrective Measures - CPA Funding Code: M03, MM3 Days in Working Capital: 3069
For Profit: Mo Operating Margin: 2.73%
FY 2009 Expenditures:
Provider Qualification
Principal Purchasing Agency DMR
UFR. Filer Yes
Qualification Status (*Comments) Unconditional
UFR Filing Period Reviewed 06/30/2007 Findings/Concers
Date UFR Received by 0SD 11/15/2007 T
thc;aat(gt:allﬂcatlons Status Last 05/19/2008 M Compliance
Independent Auditor's Opinion Unqualified [ Financial Ratios
Auditor's Going Concern Issues Cy @ ——
Type of Financial Submission UFR-A133 =
PPA Comments
=l
[
E A
Tip: To return to the Business Functions page, click the Business Functions
link located at the top of the page.
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Viewing
Financial
Measures

Detail Financial
Measures Page

The Financial Measures assist agencies in assessing the financial stability of a
provider.

The EOHHS Purchase of Service (POS) Integrity Unit established the standard
Financial Assessment Measures and benchmarks.

The Financial Measures page is pre-populated when the Operational Services
Division (OSD) receives a Provider’s annual Uniform Financial Report (UFR)
and parses the information into the OSD database.

Access the Detail Financial Measures page by clicking the Financial
Measures link from the Business Functions page. The following is an example
of the Detail Financial Measures page.

Note: The last three fiscal years data displays in PDM.

Provider Data Management Business Functions > Detail Financial Measures
m  Links to Related Information
" w Key Program Inc. Detail Financial Measures
m Exit
Financial Measures from UFR Last Updated with OSD: 10/26/2008
Help Desk and Training
= User Manual Primary Ratios
= PDM How-to-Demos
= Phone Number Threshold
1-800-421-0938 FYO07 FY06 FY05 Variance
Current Ratio 1.95 1.78 1.12 z 1.0
Days in Working Capital 30.69 32.78 6.34 =z 100
Operating Margin 2.73 % 262 % 458% = (5)%
Secondary Ratios
Threshold
FYOT7 FY06 FY05 Variance
Total Margin 273 % 262 % 458% |2 (5)%
Days in Cash 23.78 30.88 18.26 z 100
Days in Receivable 28.97 29.99 32.64 = 90.0
Days in Payables 32.24 4212 51.59 £ 60.0
‘Iaon term Debt to Met 244 2 64 212 MIA
ssets
Operating Cash Flow to y - -
Current Liabilities Dz S Nz MR
Uniform Financial Report (UFR)
Provider Fiscal Year End Date: 06/30/2008
Original Last
Submittal Date Updated
FY 06 UFR Filing Status 11/15/2006 11/15/2006
FY 05 UFR Filing Status 04/06/2006 04/06/2006
FY 07 UFR Filing Status 11/15/2007 11/15/2007
Link to OSD Website to View Submitted UFR: https:/fufr. osd.state.ma.us/home.asp

Tip: To return to the Business Functions page, click the Business Functions
link located at the top of the page.
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Chapter 7: Provider Qualification Information

Overview

Provider
Quialification
Information

PDM allows the Provider Qualification Staff to update provider qualification
information, therefore reducing the amount of paperwork and input required
from providers.

Note: All PDM data fields can be edited by the Purchase of Service (POS)
Integrity Unit.

You can view the following POS Provider system generated information:

Provider FEIN

Multiple Entity Provider (MEP)
Funding Codes

For Profit Status

Fiscal Year Expenditures

Financial Assessment Measures
Principal Purchasing Agency (PPA)
UFR Filer

UFR Filing Period Reviewed

Date UFR Received by OSD

Date Qualification Status Last Updated

You can edit the following information:

Qualification Status
Independent Auditor’s Opinion
Auditor’s Going Concern Issues
Type of Financial Submission
Findings / Concerns

PPA Comments
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Accessing the

To access the Provider Qualification page, from the Provider’s Business

gI:Joa\l/IIi?ii;tion Functions page, click on the Qualification link located under the Other
Page Business Services bullet. Then from the Organization Expenditure
9 Summary page, go to the left Navigation panel and click on the Provider
Quialification bullet under the Edit Qualification section.
Provider Data Management Business Functions = Provider Qualification
= Links to Related Information
. 7§::rch for a Provider Key Program Inc. Provider Qualification
Edit Qualifications FEIN: PQ Year:[2009 =]
= Parent/ Child / Affiliate MEP: NP Current Ratio: 1.95
= Provider Qualifications
m Corrective Measures - CPA Funding Code: M03, MM3 Days in Working Capital: 30.69
For Profit: No Operating Margin: 2.73%
FY 2009 Expenditures:
Provider Qualification
Principal Purchasing Agency: DMR
UFR. Filer Yes
Qualification Status (*Comments) Unconditional
UFR Filing Period Reviewed 06/30/2007 Findings/Concams
Date UFR Received by OSD 11/15/2007 [ Internal Control
Date Qualificati S L o .
USLZIEEE‘”CE‘“DHS S 05/19/2008 7 Compliance
Independent Auditor's Opinion Ungualified Il Financial Ratios
Auditor's Going Concern Issues Cy &N [ Other
Type of Financial Submission UFR-A133 B
PPA Comments
[~
=
B B
Result: The Provider Qualification page appears.
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;/;?)\(/Vilggr Important information to view on this page about the parent provider includes
. the affiliated organizations and respective funding.
(Organizational)
- Provider Data Management Business Functions > Provider Qualification
I nformatlon = Links to Related Information
. W Key Program Inc. Organization Expenditure Summary
Edit Qualifications FEIN: 123456789 Current Ratio: 1.08
= Parent/ Child / Affilate MEP: CP Days in Working Capital: 4.65
: mcpﬁ\ Funding Code: M03, MM3 Operating Margin: -0.44%
For Profit: No Organizational Exp Total: $790,905.06
Child / Affiliate Providers
FY 2007
Provider FEIN UFR  \Ep  MO3/MM3
Filer Expenditures
Test Organization 123456789 Y cP $790,905.06
Housing Opportunities And Management 987654321 N NE
Enterprises
Total: $790,905.06
This page identifies the parent organization, all affiliated organizations, and
their respective funding.
Note: The Financial Assessment Measure fields will be updated when the UFR
Filer data changes.
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Prow_d.er . The following is an example of the Provider Qualification page.
Quialifications
P Provider Data Man it Business Functions = Provider Qualification
a'ge = Links to Related Information
7 SeachforaBouds Key Program Inc. Provider Qualification
- x|
Edit Qualifications FEIN: PQ Year: | 2009 hd
= Parent/ Child / Affiliate MEP: NP Current Ratio: 1.95
»  Provider Qualifications
m Corrective Measures - CPA Funding Code: M03, MM3 Days in Working Capital: 30.69

For Profit: No Operating Margin: 2.73%
FY 2009 Expenditures:

Provider Qualification

Principal Purchasing Agency: DMR

UFR Filer Yes

Qualification Status (*Comments) Unconditional

UFR Filing Period Reviewed 06/30/2007 Findings/Concems
Date UFR Received by OSD 11/15/2007 I Internal Control
B;tdeagt:aliﬂcations Status Last 05/19/2008 M Compliance
Independent Auditor's Opinion Unqualified Il Financial Ratios
Auditor's Going Concern Issues [l I Other

Type of Financial Submission UFR-A133 B

PPA Comments

B K8

The PQ Year field defaults to the current fiscal year. You can edit the last
three fiscal years data or view the last five fiscal years data by selecting the
year from the drop down box.

Provider Correspondence

The provider will receive an annual letter by email of the organization’s
current qualification status and a subsequent letter each time there is a
qualification status change.
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Editi_r:jg The PPA Provider Qualification Officer completes the information on this
rovll_f.ert' page except for the PPA and UFR Filer status fields. These two fields can only
Qualifications be edited by the POS Integrity Unit.

Follow these steps to update new data for Provider Qualification information.
1. Enter information in appropriate fields
2. Click the [Save] button.

e When you click the Clear button the modified information is cleared
out and the fields are repopulated back to the data that was last saved.

e Be aware that all comments entered can be viewed by the provider.

To return to the Business Function page, click the Business Functions link
located at the top of the page.
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Editing
Corrective
Measures Based

The following is an example of the Corrective Measures Based on
Independent CPA Audit Findings page.

Provider Data Management Business Functions = Provider Qualification
on Independent -
inks to Related Information
CPA Audit = Search for a Provider ; ) )
» Exit Key Program Inc. Provider Qualification
Bt Guaifications FEIN: 123456789 PQYear:[2009 7]
= Parent / Child / Affiliate
= Provider Qualifications MEP: SE Current Ratio: 1414
Corrective W - CPA
[ ——— Funding Code: M03, MM3 Days in Working Capital: 281.42
For Profit: Mo Operating Margin: 2.84 ==

FY 2009 Expenditures: $315.340.00

Corrective Measures Based on Independent CPA Audit Finding & Financial Review

Auditor's Opinion Unqualified

Corrective Action Plan (CAP) Findings M na M None T internal Controls
¥ Compliance I Financial Records
" Other Concerns (Mgt Lts. Notes to
Financials)

CAP filed with UFR. Yes

Corrective Action Plan{CAP) Status Approved

Date UFR Received by OSD 117142007 mmoorrryy (% OSD Tracking Log)

Date Preliminary CAP sent to Provider: 0371452008 maoosn ey

Date CAP due to PPA 05/14/2008 nmmoosryy

(* earlier of 45 days from above date or 6
month from ** date)

Anticipated CAP Follow up Date 0501272008 maooorrry

Actual CAP Follow-up-Date 06/30/2008 MDDy

Dated Signed CAP received from Provider 11/28/2007

PPA Approval Date 02/25/2008 ooy

Date CAP due to OSD os/14iz008 (OSD tracking log)
Date CAP Forwarded to EHS/OSD 05/04/2008  naanoery

05D Approved (All I/C, except not material Yes

and all compliance findings)
PPA Comments

| =

The PPA PQO completes information on this page.

Follow these steps to enter new data for Corrective Measures Based on
Independent CPA Audit Findings information.

1. Enter information in appropriate fields.
2. Click the [Save] button.

e When you click the Clear button the modified information is cleared
out and the fields are repopulated back to the data that was last saved.

e Be aware that all comments entered can be viewed by the provider.

To return to the Business Function page, click the Business Functions link
located at the top of the page.
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Chapter 8: Required Forms and Documents

Overview Both Provider and Agency users can use the view required forms and
documents on file.
Providers will now be able to submit required forms and documents
to EOHHS by using the PDM service.
This chapter contains the following topics:

e Accessing Required Forms and Documents page

e Viewing Information

e Available Forms and Documents

e Downloading Templates

Accessing the

View Required Use the View Required Forms and Documents page to see which

forms and documents are on file.

Forms and
Documents You can access the View Required Forms and Documents page
Page from the Agency Business Functions page.

Click the Required Forms and Documents link under View
Information Summary.

Provider Data Management Key Program Inc.
= Links to Related Information Agency Business Functions
= Search for a Provider . -
= Ext = View Information Summa = Other Business Services
o m  General Information Detail = Anahlyze Data about Multiple Providers
Help Desk and Training EOQOHHS Services Taxonomy = Links to Related Information
m User Manual Provider Contract Summary = Salary Reserve
= Qualification

= Phone Number Financial Measures

L]
=
= PDM How-to-Demos = Provider Qualification
L]
1-800-421-0938 m Required Forms and Documents  <uumm—n

View Information Summary: Summary information about a single Purchase of
Service (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, senvices provided to the Commonwealth and required documents on file
with provider data management

Analyze Data about Multiple Providers: Perform ad hoc analysis on one or
many providers using Commonwealth Information Warehouse and Operational
Senices Division (0SD) Uniform Financial Reports (UFR) Data. In order to use this
service, users must be working from a computer on the state network or using a
state virtual private network (VPN) account. For login or access problems please
contact the Virtual Gateway Help Desk and they will refer you to the appropriate
resource. To access the Cognos directly please book mark the following link
warehouse.ehs.state.ma.us A separate login is required for this semnvice

Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures

Result: The View Required Forms and Documents page appears.
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Required
Forms and
Documents
Page

The following is an example of the View Required Forms and
Documents page.

Frovider Data Management Busginess Functions> View Reguired Forme and Documents:
B Links to Pelated Information
m  Search for a Provider

means the forms were
uploaded to PDM.

™ Exit
Key Program Inc. ViewRequired Forms and Documents
Help Desk and Training
2 Ll L In order to collect required formin formation, please download a word document required
m  User Manus| form, complete the form and upload the document. To download a template of a required
= PDM How-to-Demos formvisit the Office ofthe State Comptrollers web site (OSC Forms) or click here.
B Phone Number
1-800-421-0528
The following forms must be downloaded, completed and uploaded:
View Required Forms to be Completed or Updated
To view allrequired formtemplates, click here.
- Form Name Status Submitted
Screen Tlp T&C Signed on File weith CEC 0140172002

i . &C/HSS Signed 0n File with OSC

View a specific form d On Fie

. . . .doc) On File
on file by clicking the W-5 Form ( doc) On Fie
On File link for the
Status

. | hereby state under the painz and penalties of perjury that each ofthe forms lizted above

The status Of On Fi Ie ie complete, accurate, and upto-date as ofthe date on which | signed thig form

Signature Date

Full Name Title

Viewing All uploaded forms can be viewed online; both the Commonwealth
Information Terms and Conditions and the Health and Human Services Terms
and Conditions only have available their status and the date of
submission. These fields are sourced from MMARS - CIW.
Function Action
To view the information about a form Review the Status column on View

unavailable online

Required Forms and Documents page.

online

To view a form or document available Click the link next to the form or document

you want to review.

Note: This page includes a signature section that will be used by
providers to confirm that all forms uploaded to PDM are up to date.
When specified in a Request for Response (RFR), this page can be
printed, signed, and submitted as part of the new RFR process. Refer
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to RFR document for specific submittal requirements.

évallabled The following table lists the forms and documents that are available
orms an to view and download from PDM.
Documents

Standard Forms and Documents Availability on PDM
T & C Form Status and date only
T & C/HHS Form Status and date only
ADA Checklist View form/document
Affirmative Action Plan View form/document
Business Reference Form View form/document
CORI Policy View form/document
Disaster Plan View form/document
Disciplinary Policy View form/document
Human Rights Policy View form/document
Personnel Policy View form/document
Provider’s Training Policy View form/document
Massachusetts Substitute W-9 Form View form/document

Downloading Templates for most required forms and documents can be

Templates

downloaded from PDM Required Forms List page. Other templates
are available through links to pages at OSC and OSD websites.

Access the Required Forms list page by clicking the|here fink.

Page 48 Purchase of Service (POS) Provider Data Management Agency User Manual November 2008



Virtual Gateway e
Commonwealth of Massachusetts Executive Office of Health and Human Services E’Q

November 2008 Purchase of Service (POS) Provider Data Management Agency User Manual Page 49



Virtual Gateway
Executive Office of Health and Human Services Commonwealth of Massachusetts

The following forms must be downloaded, completed and uploaded:

View Required Forms to be Completed or Updated
To view allrequired form templates, click here.

Form Hame status Submitted
T&C Signed On File wwith S2C 01/01/2002
T&C/HSS Signed On File wwith Z=C 0140172002
ADA Checklist [ .doc) On File 05132005
CORI Policy (.doc) On File 05132005
W-5 Form (.doc) On File 08/01/2005

The following is a sample of the Required Forms List page, from
which you can download most templates.

Business Functions » Reqguired Forms List

List of Required Forms
Adffirrnative Action Plan
ADA Checklist
Business Reference Form
Massachusetts Substitute ¥-9 Form

For Other Commonwealth Forms:
» Dperational Serices Division (0507 Forms
» Office of the State Comptroller (23CT Forms

Additional documents can be uploaded to provider data management that do not have a
standard format such as the CORI Policy, Human rights Palicy, etc. Please upload a word
document with the appropriate data to the application.

Back

Following is a list of the templates available and the site from which
they can be downloaded.

Template Download from....
Affirmative Action Plan PDM
ADA Checklist PDM
Business Reference Form PDM
Massachusetts Substitute W-9 PDM
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Follow these steps to download a template.

Step Action

1 Click the name of the required form.

Result: A dialog box appears, asking whether you want
to Open or Save the file.

File Download il

Same files can harm your computer. [F the file information below
looks suspicious, or you do not fully trust the source, do not open or
zave thig file,

File name: busretfm.doc
File type:  Microsoft Ward Docurment
From: ehs-dev-bos-001

Wwiould you like to open the file or 2ave it bo your computer?

Open | Save I Cancel Mare Info

v Ailways azk before opering this type of file

2 Click Save.
Result: A Save As...dialog box appears.

2|

Save in: I@ Provider D ata Management j - & B

File name: tll_l:E:[Etffl’l'l_dljl: j Save I
| Save astype: IMicrosoft wiord Document j Cancel |

7/
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Step Action

3 Type the file name and navigate to the location where
you want the file. Click Save.

Result: After a moment, a Download Complete dialog
box appears.

Download complete N ]

i
= Download Complete

Saved:
bugreffm. doc from ehs-deyv-bog-001

EEEEEENEENEEEEENNENNENENEEEENENENNENNEENEEN
Downloaded: 11.0KB in1 sec

Diovnload bo; C:\Documents and Setti. . \bugreffr. doc

Transfer rate; 11.0KEB/Sec

[ Close this dislog box when download completes

Open | Open Faolder | Cloze I

4 Click Close to close the Download dialog box.
Result: The file has been saved onto your computer.
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