SHINES Financial Training Revised December 2011
Adding a Contract

Adding a Contract for a New Resource

NOTE: Regional Accounting Contract Maintainer will add Contracts for Relative Care Provider, Service
Providers (this includes PUP, Parent Aide, Homestead, etc.), Private Adoptions, ILP children and all
Unapproved RBWO providers.

Family Foster Care and Adoption contracts are added automatically by the system once the home has
been approved for either foster or foster/adopt.

RBWO, CCFA and Wrap contracts are entered by Fiscal Operations Staff. And other contracts that are
considered Statewide contracts.

TIPS

1. With start-up with Shines, adding contracts when requested is high priority. Without an active
contract, case managers cannot complete foster children placements or service authorization.

2. Not all resources will have a paper contract. But every resource has to have a SHINES contract to
be used. SHINES’ contracts detail what services, rates and counties that a provider has been
contracted to provide. If the provider has a Paper Contract that needs to be used when adding
contracts.

3. Services for Statewide contracted CCFA and CCFA Wraparound providers’ contracts have been
added to SHINES Resources and Contracts for all 17 regions. For New CCFA Resources you will
need to contract Susan Morehouse and her unit to get them loaded into SHINES either by a data fix
or a contract maintainer.

4. Some providers have 2 contracts. In some cases this is not a problem, but in other cases it is a big
problem due to duplicate services and counties on the 2 different contracts.

5. For those providers that a paper contract is not required the best start date for the contract period
would be the 7/01/2011. Exception would be Relative Care or Private Adoptions then use the 1* day
of the month the placement occurred.

6. The actual paper contract should match what is added to a resource in SHINES. The paper contract
should state the start and ending date of the contract period as well as programs, rates and counties
served. Remember paper contracts usually end 6/30/2012.

7. For FY12, the best date to end a contract period is June 30, 2112 for all relative care and foster care
contracts. Contracts that will be renewed year after year can have an end date of June 30, 2012.

8. If a contract version is entered incorrectly with a future date, this requires a data fix. When entering
a new contract version you should make the contract start date 2 days after the last contract version
start date. Unless the new rates are not effective until a certain date example new RBWO rates start
at different times.
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9. When a RBWO (CPA/CCI) needs a new program (Base, AWO, MWO, etc.) added, the request will
come from OPUM or Richard O’Neil. The request should go to Camille Harvin and Susan
Morehouse we will need the Annex D from Richard O’Neill to enter the contract in SHINES.

10. If a Foster Parent also becomes a Relative Care provider, the Regional Accounting Contract
Maintainer should add a new contract under the same resource to add the Relative Care programs. .

11. If a Resource other than Foster or Foster/Adopt Homes becomes inactive the contract MUST
be terminated/closed. The system will not close the contract for us.

INDEX

A. Adding a Contract for Service Providers

B. Adding a Contract for Relative Care Providers
C. Adding a Private Adoption Contract

D. Terminate/Close Contracts

A. Adding a Contract for a Service Providers

1. Obtain Resource Id from SHINES. Refer back to Adding Resources if needed.
2. Go to Financial tab = Contracts tab
3. Contract Search Page

e CTTTRTINO
# SHINES R )l il wf £

Search Intake Financial Resources

Cantract| | IMVolce | Payment | Payment | Program Lo0e | oo e g1 et Limit | ToM Claims

Search ' Approval ' History ' Maintenance

Contract Search ¥ conditionally required field

Contract Search

1 Resource D 16824543 Functiaon Type: |:|Eludget Lirnit

4. Enter Resource ID
5. Click Search
6. Search Results should show “No Records Exist”.
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Contract |

Program Code

Iwoice |
Maintenance

Faviment |
Search

Approval

Faviment
History

Revised December 2011

| County Budget Limit | TS Claims

Contract Search

Contract Search I conditionally reguired field

+ Contract 1D I:I Region: County: b
+ Resource 1D Function Type: |:|Eludget Limit
Scroll for more information —=
Resource Mame Contract 1D Vendor 1D Contract Manager Region
Mo recards exist.
Ld I e
7. Click on Add Button
8. Contract Header Page
My Tasks Case Search Intake Financial Reports Resources
Iwnice | Payment | Payment | Program Code _— )
Contract| | go- o2 | o | Mo | Maintenares | County Budget Limit | TOM Claims
Cortract IC: & ) .
Contract Header reuired field
Expand All Collapse All
Resource Information
* Resource 1D 16824543 | I Select Resource |I Validate

Lmm Consultant's

Vendor 1D

Resaurce Mame:

O

Contract Information

Contract Manager;

# Frocurement Type:

[ Budget Limit

9. Enter Resource ID

Address Line 1
1 Mobile Lane

# Function Type:

Select Staff

* Region: State Office

(] Contracted Resource
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10.Click on Validate Button
11. Check data returned to make sure it is correct

12. Check Vendor # (SMILE VID). This should be blank for a new resource.
13. Click Select Staff button.

Invoice | Payment | Payment | Program Code . :
Contract | Search |Apprnva| | Histary | Maintenance | County Budget Limit | TCM Claims

Cantract I0:

% N
Contract Header recuired field

Expand Al Collapse All

Resource Information

* Resource ID: 16824543 I Select Resource |I Validate
Resource Mame: Lmm Consultant's
Vendor ID Address Line 1
[ 3] 1 Mobile Lane

Contract Information

Cantract Manager: Select Staff * Function Type: 4
* Pracurement Type: w * Region: State Office v
[0 Budget Lirmit [0 contracted Resource

14. Staff Search Page Displays
15. Enter your name or staff ID to select Contract Maintainer for the region

Invaice | Payment | Payment | Program Code . )
Contract |Seamh|mprml|mstw | Maineane e | County Budget Limit | TOM Claims

Staff Search
Staff Search
First: Susan Middle: Last: rmargan]
! Office Cffice

Courty. = Location: W City:
FPerzon . Active

’ I Init: All Staff
ID: Staff Only @
LInit Specialization: w
Rea/Div: w

16. Click on Search button
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17. Search results will display

Revised December 2011

Involce | Fayment | Fayment | Frogram Code I :
JCnntract Search |Apprn\ral | Histary | Maintenance | County Budnet Limnit | TCM Claims
Staff Search
Staff Search
! Office Office
County. | Laocation: | v| City: | |
Person . Active
. Unit: All Staff
D L] 1t O
Unit Specialization: | v|
Red/Div: | v|
Scrall for more Information —=
Name Title County Work Phone Ext Person ID Office
) Margan,Susan R FIOH -Mone- 2002440 State ©

18. Click radio button beside name selected.
19. Click Continue button

[«&] vour Session will Time Cut In 29:28

4} Contract Header - Microsoft Internet Explorer — =] x]
File Edit Wiew Favorites Tools Help | a"
- N ; g >, A f
Qo - © - (1) D) (] Lsee Frrotn @3- x vl - B B
Address IEhttps:,l’,l’uatshlnes.dhr.state.ga.us,l’adm|n,iStaFFSearch,l’staFFSearch ;I (=l |Links e @ -
i = = = ;'
2 “SHINES UAT Log Off
= ase d Financial Repo RESO e
Invoice | Payment | Payment g .
Contract| | 200 | et | i | county Budget Limit | TCM Claims
Contract 1D * ) )
Contract Header reguired fisid
Expand All Collapse All
Resource Information
* Resource ID [soonoaz | select Resource ||| validate
Resource Mame: Jatonia Smith
Vendor ID Address Line 1
Lo 45411 2682 SPRIMNGSIDE CT
Contract Information
Contract Manager: Meadows, Sylvia Select Staff * Function Type: I j'
n FProcurement Type I 'l * Region IF"EDiD” 17 'l
| | Budget Limit ™ cContracted Resource
=
E & Intermet

&' start J & & ] ”J B nio... I @Doc...l 1) dacs I B B I EH a.prn I ) b.prn ”@Ccm... LEI__-‘]Res...I QGro.‘.I %Mall...l |&|‘§@Q0&@> 10:17 &M

5
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20. System takes you back to Contract Header Page

JCDntractw | Inwoice | Payrment | Payment | Program Code | oo b gugget Limit | TCM Claims

Search ' Approval ' History ' Maintenance

Cortract 1ID: . . .
Contract Header reguired field

Expand All Collapse All

Resource Information

* Resource ID: 16824543 I Select Resource |I validate
Fesource Mame: Limm Consultant's
Vendor 1D Adiress Line 1
O 1 Mohile Lane

Contract Information

Contract Manager: Margan,Susan R Select staff * Function Type: b

® Frocurement Type: h

] Budget Limit [] contracted Resource

* Region: State Office w

21.Select Function Type —

Invoice | Payment | Payment | Frogram Code . :
Contract | Search | Appraval | History | Waintenan e | County Budget Limit | TCM Claims

Contract 10:

# _
Contract Header required field

Expand All Collapse All

Resource Information

* Resource ID: 16824543 I Select Resource |I Validate
Resaurce Mame: Lmm Consultant's
Vendor ID Address Line 1
[ &) 1 Mohile Lane

Contract Information

Contract Manager: Margan,Susan R Select staff & Function Type:

W
® Procurement Type: “’ * Region: Service
. Facility
] Budget Limit [] contracted Resource

Fi4 Homes

a. Services — Service Providers (PUP, Homestead, CCFA, etc.)
b. Facility — Relative Care Providers
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22.Select “COMP NEG” for Procurement Type

Invoice | Payment | Payment | Program Code - .
Contract | Search |Appr0\fal | i | Waintenance | County Budget Lirnit | TCM Clairms

Cantract D

% o
Contract Header reguired field

Expand Al Collapse All

Resource Information

* Resource I 16834543 | I Select Resource |I Validate
Resource Mame: Lmm Consultant's
Vendor ID Address Line 1
[ 8] 1 Mobile Lane

Contract Information

Contract Manager: Morgan,Susan R Select Staff * Cunction Type:
# Redgion: State Office «

# Frocurement Type:

[] Budaet Limit Cormp MNeg [] contracted Resource
Comp Seal Bids
NDFI-CDI’T'IFI Neg
Frov Enrall

Sale Source
Small Purchase

23.Select Region

Contract 10

& . .
Contract Header reguired field

Expand All Collapse All

Resource Information

* Resource ID: 16824543 | I Select Resource |I Validate
Resource Mame: Lmm Consultant's
Vendor ID Address Line 1
[&] 1 mobile Lane

Contract Information

Contract Manager: Morgan, Susan R Select staff * Function Type:

* Pracurement Type: Comp Neg ~ * Region: State Office |

[] Budget Lirmit [] contracted Resource Region 1

FRegion 2
Region 3
Fegion 4
Fegion 5
Region & [F—
FRegion ¥

Region 8

Fegion 9

Fegion 10
Region 11
FRegion 12
Region 13
Fegion 14
Fegion 15
Fegion 16

[
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24. If the contract has a budget limit you need put a check in the budget limit box.
(currently we have not been using this feature)

25.Click Save button
My Tasks Case Search Intake Financial Reports Resources
Imeoice | Payment | Payment | Program Code - .
Contract | Search | e | it | Maintenance | County Budget Limit | TCM Claims
Cortract ID:

& N
Contract Header recjuired field

Expand All Caollapse All

Resource Information

* Resource ID: 16824543 | I Select Resource |I Validate
Resource Name: Lmm Consultant's
Vendeor ID Address Line 1
€ 1 Mohile Lane

Contract Information

Contract Manager: Maorgan,Susan R Salect staff * Function Type:

* Frocurement Type: Comp MNeg h

# Redgion:

] Budget Limit [ contracted Resource

26.Click “OK” at message: Once saved the Budget Limit can not be changed.

Continue?
Search Intake Financial Resources
Invoice | Payment | Payment | Program Code - .
Contract | Search | Approval | Histary | NETEREmse | County Budget Limit | TCM Claims
Coritract [D: " ) )
Contract Header reduired field

Expand All Collapse All
Resource Information

* Resource ID; 16824543 | | select Resource | validate
Resource Mame: Limm Consultant's
Vendor 1D Address Line 1
O 1 Mabile Lane

Contract Information

Contract Manager: Morgan,Susan R Select Staff * Function Type:
" Microsoft Internet Explorer
* Pracurement Type: Comp Meg hd * Region:

[ Budget Limit [ contracted Resource \ ? ) Once saved the Budget Limit can not be changed,  Conkinue?

oK l [ Cancel

27.Click on Contract Period List to open expandable section.
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[ESTLETEE 1Y :
Zontract 1D 16816705
Comptsact Heads:

Bosnures Infarmatian
&= _ . [ ]

ResSource | | |
Fesource Mame: Lmm Consuiiani's

Vamdaor I Addrese Lina 1

(O] 1 Mobile Lane
Lontiaci inieimanoin
Contraci Manaaer Morgam.Susan R B Selart Straff | * Function Tyne
= T T I armn pan | [= P —

Procuramarnt Typa: | Camp Meg i Ragion

Budoet Limit Contracied Resource
L S o
¥ i_oniract Feriod List
Pariad Start End Early Termination Status Henew

Mo records aist.

Canteact Warsinmn
SeiFiiE il wSaoRAran

NOTE: Contract period is the period of time the contract will be valid. Most contracts
periods will be June 30, 2011 to June 30, 2012. For contracts we know will not end the

contract would end June 30, 2111.

28.Click Add - Contract Period Detail page

*SHINES

svstem Teshesoff 2] Nros] one] [&7 77577

My Tasks Case Search Intake Financial Reports Resources

Invoice | Payment | Payment | Frogram Code L .
Contract | Search | Fa | Mg | WMaintenance | County Budget Limit | TCHM Claims
’Cnntract]
Contract ID: 16516705 & . .
Petia: 1 Contract Period Detail reguired field

Contract Period Detail

* Start mizo | [
* End: n6a0r201 2j v|
Early Termination: I:l

1 Early Termination Comment:

Last Updated By

* Status:
[N RrRenewsal
Signed

Last Updated Date:
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29. Enter actual date of paper contract for beginning date or 1% day of fiscal year.

30. Enter 06/30/2012 ending date.

31.Status should remain PENDING

32.Click Save button

33.Click “OK” : You are creating a new contract period. Continue? Press OK to
contlnue or Cancel to stay on current page.

system Tl Lo9 0 |12] B0 1#] Kios] Rene] [SLENSES]

My Tasks Search Intake Financial Resources
Invoice | Payment | Payment | Program Code
Contract | Search |Apprnva| Histary Maintenance ‘ County Budget Lirmit ‘ TCM Claims
(Contract]
Contract ID: 1BB16705 *
Feriod: 1 Contract Period Detail required field

Contract Period Detail

* start iz | [ * ctatus:
* End 0Bf30i2012 M Renewal
Early Termination: l:l Signed

+ Early Termination Comment: |

Last Updated By: Last Updated Date

Microsoft Internet Explorer

3/ You are creating a new contract period. Continue? Press OK to continue, or Cancel o stay on the current page.

34.Contract Header page is shown.
fCDntract]

Cortract 10: 16316705 #® ) )
Contract Header recuired field

Expand All Collapse All

Resource Information

&
Resource 1D

Resource Mame: Lmm Consultant's

Vendor 1D Address Line 1
@ 1 Mohile Lane

Contract Information

Cantract Manager: Morgan,Susan R Select staff * Function Type:

* Procurement Type: Cormp Meg bt * Region:
Budget Limnit Contracted Resource
% Contract Period List
Period Start End Early Termination Status Renew Signed
(O] 1 orrm1i2011 O6r30i2012 0683052012 P

I Select Period |I Add

> Contract Version List

10
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35.Click radio button by Period 1
36.Click SELECT PERIOD button

Contract (D 165816705

Contract Header

Resource Information
¥ Resource ID:

FResource Rame: Lmm Consultant's

Vendor ID Address Line 1
O] 1 mohbile Lane
Contract Information

Contract Manager: Morgan,Susan R

Select Staff

* Frocurement Type: Comp MNeg -

Budget Lirmit Contracted Resource

% Conwract Period List

Period Start End Early Termination
(O] a1 oFro1s2011 0E2052012 062052012

\ Contract Version List

Effective End
aymotron 0630020132

Version

® 1

Create Locked

0112012

38.Check that Version 1 is added to Contract Version List.

39.Click radio button by Version 1.

Revised December 2011

37.Click on Contract Version List to open expandable section.

= reguired field

Expand All Collapse All

= Function Type:

* Region:

Status Renew Signed
PO
I Select Period | I Add

Comments
A new period has heen added.

ISeruices |I Add |

40.Click SERVICES button --> Contract Service List Page.

Contract

Cortract I 16816705

Period: 1 Contract Service List
Yersion: 1

Unit Rate

CSLI Service Payment Type Federal Match

Unit Type
Mo records exist.

11

Local Match

Total Amount Budget Balance

Add
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41.Click on ADD button - Contract Services Detail Page
42.Select Services

Contra ct]
Contract I 16816705 . o
Perio: 1 Contract Service Detail required field

T conditionally required field

Program Code

® Frogram Code;

51 8- CCFAWYrap Around Senvices

43.Contract Service Detail Page will Display

’M]
Contract ID: 16516705 & i i
Periad: 1 Contract Service Detail required field
¥ conditionally required fisld
Program Code
* Prodram Code: 518 - CCFAYYrap Around Services W
Service Codes
} _ 51863d - 51863d - Home Wisit 518711- 518711- Paternity Testing -
51800 - 51800 - CCFA WA Other Costs Sossions First Child
51812 - 51812 - Other Reimbursahle 51863e- 51863e - Completion of 5187 1m - 51871 m - Paternity Testing -
Services summaries & case notes Additional Child
518245 - 518244 - Crisis Intervention :
Prevent Disruption - Licensed Elﬁg\iﬁpﬂ 8E3T- Module Completion & A1871n- 51871n - Background Checks
Frofessional
51824b - 51824b - Crisis Intervention
- - 51871a-51871a- In-home Case 518¥10- 518710 - Other In Home
F'revent_Dlsruptll:un - Degreed Management- Licensed Professional Case Management
Professional
51824c - 51824c - Crisis Intervention 518T1b-51871b - In-Home Case .
Prevent Disruption - Mileage Management- Degreed Professional S1871p- 518710 - Mileage
81847a- 51847a - Crisis Intervention 81871c-91871¢c- In-home Case Mogmt _ B "
Behavior Mgt - Licensed Professional - Life Book 51880 - 51880 - Summer Enrichmeant
51847h - 51847k - Crisis Intervention 51871d-51871d - Drug Screens - Hair 51888a- 5188845 - Court Appearance -
Behavior Mgmt- Degreed Professional Follicide Licensed Professional
51847c- 51847c - Crisis Intervention 51871e-51871e- Drug Screens - 51888h - 51888b - Court Appearance -
Behavior Management - Mileage Urine Degreed Professional
! 518954 - 5189535 - In-home Intensive
A18486a- 518456a - Transpartation - A1871f- 518711- Drug Screens - " .
Escon Braath Scan Treatment- Clinical / Therapeutic
Services
51856b - 51856k - Transporation - 51871g- 5918719 - Drug Screens - 51895h - 51895k - In-Home Intensive
Mileage Other Treatment - Mileage
51863 - 51863 - Integrated Famity Supp 5187¥1h-51871h - Substance Abuse 51895¢ - 51895¢ - In Home Intensive
Serv- COFAWY Assessment Treatment - Cther Services
51863a- 518634 - Initial Engagement 51871i- 518711 - Domestic Violence _ ~ ; ]
i Farmily Ascossment 518A3 - 518A3- Scenario 17 lteration 2
B B ) A1871j- 51871 - Relative Home
51863b - 51863b - Supplies Evaluation
: ) 51871k- 51871k - Mental Health
51863c - 51863¢ - Coaching Sessions Assposments
I select all [ De-select all]

BEW: All ENTITLEMENT CODES FOR UAS PROGRAM WILL BE DISPLAYED
AND ALL ENTITLEMENT CODES ARE CHECKED.

12
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44. Selecting Entitlement Codes:

a. If All entitlement codes are on the Paper Contract or are TRULY need choose
“Select All”. DO NOT AUTOMATICALLY SELECT ALL

b. If not all entitlement codes are needed choose “De-Select All” and choose all
the entitlement codes that are needed.

Contract
Contract I 16516705 * ) .
Perioc 1 Contract Service Detail required fisld

1 conditionally reguired fisld
Program Code

* Pragram Code: 518 - CCFArap Around Services

Service Codes

51863d - 51863d - Home Visit
Sessions

41863e - 91863e - Completion of

518711- 518711 - Paternity Testing -
First Child

a1871m - 91871m - Paternity Testing -

[] 51800-451800- CCFAWA Other Costs [

O

81812 - 81812 - Other Reimhursahle

O Semices O summaries & case notes O Additional Child
51824a- 518244 - Crisis Intervention )
Prevent Disruption - Licensed F E;ﬁnaitpm 8637 Module Completion & ] &a1871n-51871n- Background Checks
Frofessional
J18aah uis2eh - C1sls Ienention 51871a- 51871~ I-home Case | §18710-518710- Other In Home
X M g Management - Licensed Professional Case Management
Frofessional
a1824c- 91824c - Crisis Intervention 21871b- 81871b - In-Home Case .
Frevent Disruption - Mileage Management - Degreed Professional S1871p- 318710 - Mileage
51847a- 518474 - Crisis Intervention 51871c-51871¢c - In-home Case Mgmt } ) .
Behaviar Mamt - Licensed Professional - Life Book [J 51880- 51880 - Summer Enrichment
51847h-51847h - Crisis Intervention [ 51871d- 51871d - Drug Screens - Hair 51888a-51888a- Court Appearance -
Behavior Mgmt - Degreed Professional Fallicide Licensed Professional
518470-51847¢ - Crisis Intervention [ 51871e-51871e - Drug Screens - 51888k - 51888b - Court Appearance -
Behavior Management - Mileage Llrine Degreed Professional
. 518853 - 512953 - In-home Intensive
51856a - 518564 - Transportation - 51871f- 518711- Drug Screens - S .
Escort F Breath Sean Trea_tment- Clinical / Therapeutic
Services
A1846h - 51856b - Transpoartation - A18719- 5187149 - Drug Screens - A1895b - 51895b - In-Haome Intensive
Mileage O Other Treatment - Mileage
[ 41863 - 51863 - Integrated Famity Supp [ 51871h - 51871h - Substance Ahuse [ 51895c - 51895¢ - In Home Intensive
Sere- CCFAWY Assessment Treatment - Other Services
[ 518533—518533—InltlaIEngagement [ 51871i- 518711 - Domestic Violence [] 5184351843 Scenario 17 Heration 2
wef Farnily Assessment
} ) . 81871j- 51871 - Relative Home
[[] 51863h- 491863k - Supplies F Evaluation
) . 21871k-91871k- Mental Health
[l 51863c- 51863c - Coaching Sessions [ Assessments

[ select anl | De-Select all|

45.Click “Select”

13
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Contract
Contract 10 1B316705 *® ) .
Perioc: 1 Contract Service Detail required field

1 condtionally required field
Program Code

FProgram Code: 818 - CCFAWrap Around Services

Service Codes

* Senvice Code * Unit Type Payment Type  Unit Rate Federal Match  State Match

518245 - 518244 - Crisis Intervention
Prevent Disruption - Licensed w7 n
Professional

518240 - 591824h - Crisis Intervention
Prevent Disruption - Degreed b h
Frofessional

51824c - 51824¢ - Crisis Intervention

W W
FPrevent Disruption - Mileage
[#] 518475 - 518474 - Crisis Intereention & 3
Behavior Mgmt - Licensed Professional
[¥] 518470 - 51847 - Crisis Intervention & &
Behavior Mgmt - Degreed Professional
51847¢c- 51847 ¢ - Crigis Intervention 3 3
Behavior Management - Mileage
[¥] 519564 - 418a86a - Transportation - 3 3
Escort
[¥] 513560 - 51856h - Transportation - 3 3
Mileage
[¥]51871a- 518714 - In-home Case 3 3
Management- Licensed Professional
[#¥]51871k- 518710 - In-Home Case & 3

mManagement- Degreed Professional

County Code
Douglas nay

ISave and Continue |I Save

Note: New Screen : All entitlement information can be entered on one page.

14



SHINES Financial Training

Revised December 2011

46. Select Unit Type — Placement, day, hourly, session, etc.

Adding a Contract
Cantract

Cortract IC: 16816705
Period: 1

Program Code

Contract Service Detail

Frogram Code: 518 - CCFA Wrap Around Services

Service Codes
* Service Code

518243 - 5918245 - Crigis Intervention
Frevent Disruption - Licensed
Frofessional

51824b - 51824k - Crigis Intervention
Frevent Disruption - Degreed
Frofessional

51824c - 51824c - Crisis Intervention
Frevent Disruption - Mileage

51847a- 5918474 - Crigis Intervention
Behavior Mgmt- Licensed Professional

51847b - 51847k - Crisis Intervention
Behavior Mamt - Degreed Professional

51847c - 51847cC - Crisis Intervention
Behavior Management - Mileage

518564 - 518564 - Transportation -
Escort

51856k - 51856b - Transportation -
Mileage

518¥1a-51871a- In-home Case
Management- Licensed Professional

5187¥1b-51871b - In-Home Case
Management - Degreed Professional

* Unit Type

Consummation

Placement
Battery
Cravi24 hn
Dray
Deliverable
Halt-Day
Haur
Meals
One-Time
Session
Study
Adoption Assistance
Other

* Paviment Type

* Unit Rate

47. Select Payment Type — Unit Rate or Variable Rate

48. Enter Unit Rate:

Contract
Contract IO 16816705
Period: 1

Program Code

Contract Service Detail

Frogram Code: 518 - CCFAWrap Araund Services

Service Codes
* Service Code

51824a-51824a - Crisis Intervention
Prevent Disruption - Licensed
Frofessional

51824b - 51824hb - Crisis Intervention
Prevent Disruption - Degreed
FProfessional

51824c - 51824c - Crisis Intervention
Prevent Disruption - Mileage

Unit Type

15

. Payment Type

i, Unit Rate

required field

¥ conditionally required field

Federal Match

State Match

reguired field

1 conditionally required field

Federal Match

State Match
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49. Page Displays only 10 entitlements per page. If more than 10 entitlements for that
UAS code needs to be added to the contract choose “Continue and Save”

Contract
Contract T 1ES1 6705 * ) .
Petiod: 1 Contract Service Detail reguired field

1 conditionally required field
Program Code

FProgram Code: 518 - CCFAWrap Around Services

Service Codes

* Senvice Code * Unit Type * payment Type  * Unit Rate Federal Match  State Match
[¥] 518244 - 51824a- Crisis Intervention .

Prevent Disruption - Licensed Hour b Linit Rate | |65.00

Professional

[¥] 51824k - 51824h - Crisis Intervention -
Prevent Disruption - Degreed Hour i Linit Rate | |35.00
FProfessional

81824c- 51824c - Crisis Intervention

. ! . Other W Yar Unit Rate 140.00
Frevent Disruption - Mileage
a1 Ed?a - A1 84.?3 - Crisis Inter\rlentiun Haur 3 Unit Rate 3 BS5 00
Behavior Mgmt - Licensed Professional
a1 Ed?h -81847b - Crisis Inten.rentiun Haur & Unit Rate 3 75 00
Behavior Mgmt - Degreed Professional
a1 §4Tc -51847¢c - Crisjs Intervention Other 3 Var Unit Rate |« 15000
Behavior Management - Mileage
[¥] 518564 - 5184564 - Transportation - Haur 3 Unit Rate 3 1500
Escort
51856k - 518596k - Transportation - Other 3 Var Unit Rate |« 15000
Mileage
518?13-513?1a-ln-hnme C_ase Haur 3z Unit Rate Z 4500
Management - Licensed Professional
[¥]51871h- 51871h - In-Home Case Haur 3z Unit Rate Z 2000

Management - Degreed Professional

County Code
Doudlas oay

ISave and Continue |I Save

Note: The counties you chose on the Service By Area are listed in the bottom field. You do
not need to choose your counties again.

16
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50. A message Alert will Display: Only the counties chosen on the Service by Area
Page will be applied to the contract for the service(s) selected: Click “OK”

JCUntract] Irvaice | Payment | Payment | Program COue | oo ey gydget Limit | TCM Claims

Search ' Approval | History Maintenance
Cuntracq
Cortract ID: 16816705 * X §
Period 1 Contract Service Detail required field

T conditionally reguired fiskd
Program Code

Program Code: 518 - CCFAWrap Around Services

Service Codes

* Service Code * Unit Type * payment Type ~ Unit Rate Federal Match  State Match
51824a- 518244 - Crisis Intervention
Prevent Disruption - Licensed [Hour ~|  [unitRate ~| [gs.00 | [ | I |

Professional

51824b - 51824h - Crisis Intervention

Prevent Disruption - Degreed |Hnur Vl | Unit Rate Vl |35 a0 | | | ‘ |
Professional

[“]51824c- 51824c - Crisis Intervention |Other v| |Var Unit Rate v| |16EI.EIEI

Prevent Disruption - Mileage

[“l51847a- 518474 - Crisis Intervention |Hour v| |Un|t Rate v| |85 oo

Behavior Mgmt- Licensed Professional .

[“] 518470 - 51847h - Crisis Intervention |Hour v| |Un|t Rate v| |36.EIEI
Behavior Mgmt- Degreed Professional

[¥]51847c- 51847c - Crisis Intervention |Other v| |Var Unit Rate v| |150.DD | | | ‘ |
Behavior Management -

[ 51 84563 - 51856a - Transportation - |Hnur vl |Unit Rate "l |1SDD | | | ‘ |
Escort

[ 51 2486k - 518560 - Transportation - |Other vl |Var Unit Rata "l |1SD oo | | | ‘ |
Mileage

[“lg1871a- 518714 - In-home Case |Hnur "l |Unit Rata "l |45 oo | | | ‘ |
mManagement - Licensed Professional

[Fl81871b- 51871h - In-Home Case |Hnur "l |Unit Rata "l |3D oo | | | ‘ |

Management - Degreed Professional

County Code
Douglas as7

Isaue and Continue |I Save

51. Another Alert will Display: Have you checked your updates before saving?
_Click "OK™

[ L - -
[Contracfl
Contract ID: 16316705 & . .
Period: 1 Contract Service Detail reguired field

+ conditionally required field
Program Code

Frogram Code: 518 - CGFAWrap Around Services

Service Codes
* Service Code * Unit Type * payiment Type  * Unit Rate Federal Match  State Match

51824a- 51824a - Crisis Intervention
Prevent Disruption - Licensed | Hour vl | Unit Rate v| |65_UU | | | | |
Professional

51824b - 51824b - Crisis Intervention

Prevent Disruption - Degreed Hour Vl | Linit Rate V| |35,EIEI | | | | |

FProfessional

518247 - 51824c - Orisis Infervention [ oo <] [VarUnitrate ~| [150.00 | | Hicrasaft Internet Explorer

Prevent Disruption - Mileage . 9 .
518475 518473 - Crisis Interventian | i v| | UniFaie v| |55 = | | | \./ Hawe wou checked your updates before saving?
Behavior Mgmt- Licensed Professional -

51847k - 51847h - Crisis Intervention [0, 9| [untrate ¥ [35.00 | | Lo J[ comel

Behavior Mgmt - Degreed Professional .

5134?0-5184?0-Cr|§|3 Intervention |Other "l |VarUnitRate v| |150.DD | | | | |

Behavior Management- Mileage

518563-518563-Transpudatiun- |H0ur vl |Un|tRate v| |15.EIEI | | | | |

Escort

[#] 51856k - 51856k - Transportation - |Other vl |VarUnitRate v| |150.DD | | | | |

Mileage
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52. The next Contract Services Detail Page will Display. Continue with steps 46 — 48.

Contract
Contract ID: 16516705
Period: 1

Program Code

Program Code: 518 - CCFAWrap Around Services

Service Codes

& Senvice Code & Unit Type
a1 E!Tj c-51871c - In-home Case One-Time
Mogmt - Life Book

518?1;3— a1871p - Mileage Other
V518885 - 518688a - Court Appearance Haur

- Licensed Professional

V518880 - 518880 - Court Appearance Haur

- Degreed Professional

518955 - 518954 - In-hame Intensive

Treatment- Clinical f Therapeutic Hour
Semrvices

518950 - 51895hb - In-Home Intensive Other

Treatment - Mileage

County Code
Douglas o9y

Contract Service Detail

Paviment Type

Lnit Rate

War Linit Rate

Unit Rate

Unit Rate

Unit Rate

War Linit Rate

b

W

* reguired field
T conditionally redquired field

% Unit Rate Federal Match State Match

30.00
150.00

a0.00

25.00
65.0

150.00

53. Once you have entered all entitlement codes needed for that UAS code. Click

“SaVe”

54. The same alert messages will appear as in steps 50 — 51
55. After saving successfully the Contract Service List will re-display.
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Contract

Cortract ID: 165815705
Period: 1

wersion: 1

CSLI Service Payment Type
1 518243  LnitRate

2 51824b  Unit Rate

3 a1824c  War Linit Rate
4 51847a  LUnit Rate

a 51847h  Unit Rate

B 51847 War Uinit Rate
7 51856a  LUnit Rate

g 51871a  Lnit Rate
1a 51871h  Lnit Rate
11 51871c LInit R ate
12 51871p Var Unit Rate
13 51888a Lnit Rate
14 51888b Lnit Rate
14 5184958a Lnit Rate

16 51849ab  War Unit Rate

Unit Type
Hour
Haur
COther
Haur
Hour
COther
Hour
Haur
Haur
One-Time
Other
Hour
Hour
Hour
Other

Revised December 2011

Contract Service List

Unit Rate Federal Match Local Match

§ 65.00
§ 35.00
F150.00
§ 65.00
§ 35.00
F150.00
§15.00
§45.00
§20.00
§30.00
F150.00
F50.00
F25.00
F E5.00
F150.00

o o o o o o oo o oo oo o0

o o o o o o oo o oo oo o0

Total Amount

§0.00
§0.00
§0.00
§0.00
§0.00
§0.00
§0.00
§0.00
F0.00
F0.00
F0.00
F0.00
F0.00
F0.00
F0.00

Buidget Balance
§ 0.00
§ 0.00
§ 0.00
§ 0.00
§ 0.00
§ 0.00
§ 0.00
F 0.00
F0.00
F 0.00
F0.00
F 0.00
F0.00
F 0.00
F0.00

56. If you have additional UAS Codes to add to the contract repeat Steps starting at

#42

57.Click on Contracts (small tab) to go back to Contract Header

Contract
Cortract ID:

16516703

Resource Information

* Resource 10

Resource Name:

®

Lmm Consultant's

Vendor ID

Contract Infermation

Contract Manager:

* Frocurement Type:

Budget Limit

> Contract Period List

L> Contract Version List

Morgan,Susan R

Comp Meg “w

Contract Header

Address Line 1
1 Mahile Lane

Select Staff

Contracted Resource

19
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58.Go to Contract Period Section

Contra u:t]

Zontract D 16816705

Resource Information

Contract Header

&
Resaource 1D

Resource Mame: Lmm Consultant's

Vendor ID
®

Contract Information

Contract Mananger: hMorgan,Susan R

* Pracurement Type: Cormp MNeg e

Budget Limit

V' Contract Period List
Period
O] 1

Start
OFrmr2011

Eni
063052012

59.Click on Period 1

Address Line 1
1 Mahile Lane

Select Staff

Contracted Resource

Early Termination
0653052012

60. Contract Period page will display

61.Click box for Signed

62.Click Status (was Pending) to Active
| ACUVe

&
reguired field

Expand All Collapse All

# Function Type:

# Regian:
Status Renew Signed
PHD

I Select Period |I Add

J CagdiLll o APPIuedalr o rouay L E- TR R P= ] R R

[Contract]

Contract I 16816705 * ) !
Perioc: 1 Contract Period Detail required field

Contract Period Detail

=]

1 Early Termination Comment:

Early Termination:

Last Updated By: Margan,Susan R

* status:
O renewal

Signed

Last Updated Date: 0101152012
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63.You can enter any needed comments in the comment box provided. Example
Douglas County contract.

64.Additional notice that the screen now show Last Updated By & Last Updated Date
65. Click Save

66. A Message Alert will appear: Have you checked your updates before saving?

: [13 29
Click “OK
My Tasks Case Search Intake Financial Reports Resources
Invoice | Payment | Payment | Program Code - ;
Contract | Search | " | st | Maintenance | County Budget Limit | TCM Claims

'Contract]
Cortract ID: 16816705 % o
Perioct 1 Contract Period Detail recuired field

Contract Period Detail

* End: '| O renewal
Early Termination: vl Signed

1 Early Termination Comment; ‘

LastUpdated By: Morgan,Susan R Last Updated Date: 0171172012

Microsoft Internet Explorer

L] E Have vou checked vour updates before saving?
*

67. Contract Header Page will re-display showing current Period as signed.

= L
'Comract]

Contract ID: 16816705

® ] ]
Contract Header required field

Expand All Collapse All

Resource Information

E
Resource IO

Resource Mame: Lmm Consultant's

Vendor ID Address Line 1
(O] 1 Mohile Lane

Contract Information

Contract Manager: Morgan,Susan R Select Staff * Function Type:
* Procurement Type: Comp MNeq h * Region:
Budget Limit

Caontracted Resource
W Contract Period List

Period Start End Early Termination Status Renew Signed

(O] 1 o720 O6/30/2012 O6/30/2012 ACT v
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68. Expand the Contract Version Field

Resource Information

¥ Resource ID:
Fesource Mame: Lmm Consultant's
Vendor ID

®

Contract Information

Cantract Manager: Morgan,Susan B

* Procurement Type: Comp Meg v
Budget Limit
V' Contract Period List
Period Start End
O] 1 o7Fi1r2011 067302012

W' Contract Version List
Version

o 1

Effe ctive
ovin1r2011

End
0BF3052012

69. Click on Contract Version 1

Address Line 1

1 Mobile Lane
Select staff * Function Type:
. Region:
Contracted Resource
Early Termination Status Renew Signed
0BrE0rz01 2 ACT v
I Select Period | I Add
Create Locked Comments
011172012 A new period has been added.

Contract]
Cortract ID: 16816705 B N
Perioc: 1 Contract Version Detail required field

Contract Version Detail

Effective: |07/01/2011 v| Yersion:

End: OBr30f2012
Created: 0111172012 Locked
Comment:

Last Updated By:

A new period has been added.

Last Updated Date: 0171152012

70. Contract Version Detail Page will Display

71. Click on “Locked”
72. Click “Save”
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73. An Alert Message will display: Locking contract will make the contract

unmodifiable, unless you have special security. Are you sure you are ready to lock
the contact? Click “OK”

b .

[Cumracq

Cortract I 16816705 *

Period: 1 Contract Version Detail required fieldd

Contract Version Detail

Effective: |07/01/2011 | [B|  version
End: 0B/30/2012
Created: 0171172012 Locked

Comment:

Anew period has been added. ‘

Last Updated By Last Updated Date: 0171172012

Microsoft Internet Explorer

:\.’# Locking contract will make the contract version unmodifiable, unless you have special security, Are you sure you are ready ta lock the contract?

74. A second Alert Message will display: Have you checked your updates before
_saving? Click "OK™

[Co nra ct]
Contract I 16516705 % ) i
Periad: 1 Contract Version Detail required fisld

Contract Version Detail

Effective: vl Wersion: 1

End: 0Br30/2012

Created: 0171172012 Locked

Comrnent: Anew petiod has heen added.
Last Updated By: Last Updated Date; 0111152012

Microsoft Internet Explorer.

\“{) Have vou checked your updates before saving?

I Ok, l ’ Cancel
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75. The Contract Header Page will re-display:

Contract 10 16816705

Resource Information
* Resource ID:
Resource Mame: Lmm Consultant's
Vendor 1D
(O

Contract Information
Contract Manager: Morgan,Susan R
* Procurernent Type: Comp Meg b’

Budget Limit

% Contract Period List

Start End
aFm1izol1 OE30/2012

Period

® 1

% Contract Version List

Effe ctive End
aFm1izol1 a6rA0rz201 2

Version

o 1

Contract Header

Address Line 1
1 Mohile Lane

Select Staff

Revised December 2011

* required field

Expand All Collapse All

* Function Type:

Contracted Resource

Early Termination

O6230/201 2

Create
1M 152012

Locked
v

* Region:
Status Renew Signed
ACT w

I Select Period |I Add

Comments

A new period has been added.

76. Verify that the contract period and contract version is signed and locked.

24




SHINES Financial Training Revised December 2011
Adding a Contract

B.Adding a Contract for a Relative Care Provider

1. Relative Care Providers are added to SHINES Resources by county staff. The
county staff will send to Regional Accounting the Relative Care Contract Request
form as notice that a contract is needed.

2. Follow the same steps from Section A (Adding a New Contract). Except use the
appropriate UAS codes for Relative Care.

3. The Relative Care UAS codes are added to Service by Area for the COUNTY the
provider resides. DO NOT ADD THE WHOLE REGION. When Program 542
(DECS custody) is requested, also add Program 553 (Relative custody). This will
avoid having to do a contract revision when the relative receives custody of child.

4. Add anew contract to the Resource for the Relative Care Programs. Do not add the
Relative Care UAS Programs to a Foster Care contract. This is due to Foster Care
contracts are closed when the foster home is closed. If the Relative moves to a new
county add the new County to the Service by Area and add a new contract version.
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C. Adding a Contract for a Private Adoptive Home

1. Private Adoptive Homes are added to SHINES Resources by county staff. The
county staff will send to Regional Accounting a request form as notice that a
contract is needed.

2. Follow the same steps from Section A (Adding a New Contract). Except use the
appropriate UAS codes for Adoptions.

3. The Adoption UAS codes are added to Service by Area for the COUNTY the
provider resides. DO NOT ADD THE WHOLE REGION.

4. Add a new contract to the Resource for the Adoptions UAS Programs. Do not
add the Adoption UAS Programs to a Foster Care contract. This is due to Foster
Care contracts are closed when the foster home is closed. If the Adoptive Home
moves to a new county add the new County to the Service by Area and add a
new contract version

5. Only add the Adoptions UAS codes that are currently funded for the current
Fiscal Year.
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D. Terminating a Contract

1. Click on the Financial Tab
2. Click on the Contracts Tab
3. Enter the Resource ID

2 SHINES svstem Teslee0F 2

Search Intake Financial Resources

Contract| | 1018 | Pavment | Payment | Program Cote | oo e gdget Limit | ToM Claims

Search ' Approval ' History ' Maintenance

Contract Search 1 conditionally reguired field

Contract Search

1 Resource 1D 16824543 Function Type: |:|Eludget Limit
L B [ ==

Fram:

4. Click Search

ft InterneEERBIOEED o o T |
File  Edit = Tools  Help | =
@ Back - (L) - @ ‘::] | p Search *Favontes £ | B- j\?_ - [ ] El 3
Address [&] https:/fuatshines.dhr.state.ga. usffinancials/ContractSearchisearchContractSearch =1 G0 | Links »| & -
>~ SHINES UAT (=] =
ase Financial Repo Reso e

Invoice | Payment | Fayment
Contraet| | [MO1E0 | R | e | County Budaet Lirmit | TOM Claims

Contract Search T conditionally required field

Contract Search

+ Contract ID [To1ooooz Region I ~1 County I ~1
T Resource ID | Function Type | ~1 = Budget Limit
From I =] To I ||
Seroil for more information —=
Resource Name Contract 1D Vendor ID Contract Manager Region
Jdatonia Smith 10100002 45411 Meadows, Sylvia 17
[{&] rour Session will Time out In 29:09 [2 [# Internet

#istart| | B & > | @@rov... | Bpocu.. | Eodoss | Bmesevk | Elaen | Eiben  [[Elcont. @]reso... | Eshine... | [ FEIEA® © @ & & zizerm
5. Search Results should show 1 or more contracts.

6. Click on the Contract hyperlink
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NOTE: If two contracts ids review both contracts to find the more complete up-to-
date contract to revise.

2l Contract Header - Microsoft Internet Explorer — =1 =]
File Edit View Favorites  Tools  Help

| o
Qoo - © - (=] @) (a)| S seeren L ravomes €] (3- 0 o - ) B

address [E] https:/juatshines dhr state.ga.us/financials{ContractsearchisearchConkractsearch

=l B3 e |unks 7| &y -
=l
Invoice | Payment | Payment . .
Contract | Syl | TRl | |heset | County Budget Lirmit | TCM Claims
rCUntracq
Contract I 10100002

*
Contract Header required field

Expand All Collapse All
Resource Information
* Resource ID: |EDDDD82
Resource Mame Jatonia Smith
Vendor ID

Address Line 1

(s 45411 2682 SPRINGSIDE CT

Contract Information

Contract Manager: Meadows, Sylvia

Select Staff * Function Type: ISEMCE 'I
* Pracurement Type [comp reg =1 * Region [Region 17 [=]
T Budget Lirnit T contracted Resource
' Contract Period List
Period Start End Early Termination Status Renew Signed
o FE 07/01/2007 06/30/2008 06/30/2008 ACT v
| Sr—r——| o . o - 1IN - =1
[#&] vour Session will Time Out In 20:15

S [T T —

distart| | [ & ] | @rov.. | Blooo. | Codoss | Bmesevk | Ejapm | Eibem  |[E]cont.. #Elreso.. | Eishine.. | [& 2EES® @B & zEerm

7. View Contract Header Page.
8. Click on Contract Period List section.
9. Click on the period number example “17.

| |77 Search | Approval | History | T e e

[Contract]

Contract ID: 8511585 % o
Pering: 1 Contract Period Detail required field

Contract Period Detail

* st [osntr2007 | * stus
* End: |:| [IRenewal
Early Termination: I:I Signed

t Early Termination Comment:

10. Go over to the Status Box.
11. Select the drop down box choose Pend/Term
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12. In the Early Termination box. Enter the date the contract should end. This date
should be the last day of the month so that invoices can be process during that

month. Note if you are terminating a contract you can not use today’s date it must be
1 day after today’s date.

13. In the comment box enter why the contract was terminated and put your initials.

Invoice | Payment | Payment ) L _ ;
Contract | Search | Approval | History | County Budget Limit | TCM Claims

[C ontra l:t]
Contract ID: 8511585 # . .
Period: 1 Contract Period Detail required field

Contract Period Detail

" start [oeroiiz007 ] * status:

*

End: [ Renewal
Early Termination:  |06/30/2010 | [E=]+| Signed

1 Early Termination Comment: Contract Ended SRM' ‘

14. Click Save = Contract Header Page
15. The system will take you back to the Contract Header Page.
16. Verify that the contract period is showing PNT. The contract will show in PNT

status until the next day after your end date. Example the contract will show TERM
on 7/1/2010.
| |

| SEAIL ARGl sy

[C ontra l:t]
Contract ID: 8511985 . - .
Contract Header reguired figld

Expand All Collapse All
Resource Information

*
Resource ID:

Resource MName: Frofessional Fharmacy

Vendor ID Address Line 1
® 23335 1100 BURLEYSON RD.

Contract Information

Contract Manager: User,Conversi Select Staff * Function Type:
* Procurement Type: Prov Enroll hd * Region:
Budget Limit Contracted Resource

WV Contract Period List

Period Start End Early Termination Status Renew Signed
@ 1 08/01/2007 06/30/2108 08/06/2010 FINT v
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Note:

Do not terminate adoption contract if payments are going to be
made to the adoptive family. The home will show closed but the
contract must stay open to process invoices. The reason these
homes show closed is they are not excepting any new adoptive
children.

If a Foster Home is closed the system will terminate the contract
automatically.
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