Creating PSA Amendment
eProcurement
January 1, 2024

Types of Amendments: PSA POS

Navigation:
eProcurement > Requisition

Procedure:
1. Enter Business Unit (if not defaulted).
2. Enter Requisition Name.
3. Select Requisition Type (PSA — Personal Service).

Define Requisition

Business Unit| MHAMT Mental Health & Addiction Serv Requisition Name [PSAAmendment ]
Requester | Jackson-LeeTia MHA-Jackson-Lee Tia Priority

Requisition Type]| PSA - Personal Service] v |

*Currency usb
POS - Purchase of Service
Default Options (2 PSA - Personal Service

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.

O Default

@ Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned.

Line Defaults (2

4. Click on the PSA Details link.

My HR Finance Core-CT Help STARS
FRHOH W
Define Requisition
Business Unit | MHAM1 Mental Health & Addiction Serv Requisition Name [FSAAmendment
Requester |Jackson-LeeTia MHA-Jackson-Lee Tia Priority
sCurrency |USD Requisition Type [FSA - Personal Service w]

C PSA Details p ]

Default Options (2

Page 1|11



5. Click on the Amendment PSA link.

PSA Details
k4 i KsX- 3™

(7] Select Type (Click the Link)

Personal Service Agresment PSA
COMPETITIVE Personal Services Agreement Greater than $50,000

‘Waiver from Competitive Solicitation PSA
MON-COMPETITIVE Personal Services Agreement Greater than $50,000

Mon-Competitive PSA

Greater than $50,000 fewer than 3 acceptable proposals received in response to an RFF

[Fmencment 54 |

Amendment to existing PSA

OK

|| cancel |

6. Answer all questions
7. Click OK.

Creating PSA Amendment
eProcurement
January 1, 2024

Amendment PSA
FROHW

Amendment to existing PSA

(O ves ()No Was a Cost Effectiveness Evaluation (CEE) completed per §4e-18(p) for the original contract? If Yes, keep on file for potential audits.

[ cConfirm that the agency has reviewed the original CEE and validated that it is still applicable OR has been updated based on changes in the expected contract costs

Explain why a CEE is nof required. Select "Yes" for all that apply:

Ovyes (O No The contract is with a non-profit

Oves (O No The contract was in effect as of January 1, 2009

Ovyes () No This type of service cannot currently be provided by state employees

Explain the reasons for not issuing a new Request for Proposal.

!

Oves ONo Isthis request in accordance with your agency's current OPM-approved procurement plan?

Original PSA | Contract ID: QR

Prior Amendments
(List All Prior
Amendmenis
Individually)

O Yes
O Yes
O Yes
O Yes
O Yes
O Yes
O Yes

Lok ]

CNo
CiNo
CNo
CiNo
CNo
CNo
ONo

Cancel

Contract Type:

Supplier 1D:

Begin Date: End Date:
Maximum Amount:

OPM Approval No:

Description of Service (Purpose, Scope, Activities, Outcomes)

Cves ONo
| First (4) 10f1
Prior Amendment Number  Cost Start Date End Date
0.000

Is this PSA with an individual?

Is this PSA with a current State employee?

\Was the cost of the original PSA maore than $50,0007

Is the cost of this amendment equal to or greater than the original cost of the PSA?
Does this amendment increase the original PSA cost to more than $50,0007

Dioes this amendment extend the terms of the original PSA beyond a one-year period?
Is this the second or subsequent amendment to the original PSA?

k) Last
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8. Click OK.

PSA Details
RO RW
W Select Type (Click the Link)
Fersonal Service Agreement PSA
COMPETITIVE Personal Services Agreement Greater than 350,000

Waiver from Competitive Solicitation PSA
MOM-COMPETITIVE Personal Services Agreement Greater than 550,000

Mon-Competitive PSA
Greater than 550,000 fewer than 3 acceptable proposals received in response to an RFP

Amendment PSA
Amendment to existing PSA

I OK || Cancel |

9. Enter Supplier ID.

10. Enter Buyer ID.

11. Enter Category.

12. Enter Unit of Measure.

Line Defaults (2

the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier |0000016711 &} Category 85000000 Q

Supplier Location |MAIN &} Unit of Measure EA &}

Buyer (FEBEm_—JQ

Note: The information below does not reflect the data in the selected requisition lines. When the "OK" button is clicked, the data entered on this page will replace
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13. Enter Chartfields — if defaulted, skip this step.
14. Click OK.

Distribution Defaults

SpeedChart Q
Accounting Defaults
Dist Percent Location GL Unit Fund Dept SiD Program Account Bud Ref ChartField 1 ChartField 2 PC Bus Unit Project

1 ACORE Q, |STATE Q 1000 |Q |MHAS3186 |Q (10020 |Qy 00000 Q 53717 Q Q Q Q NONPC @, |MHA_NONPROJECT

o

15. Click Fixed Cost Service link.

Note: The Category, Supplier ID, Supplier Name, and Unit of Measure fields are populated
with values entered on the Define Requisition page.

Create Requisition

Welcome  MHA-Jackson-Lee Tia
Define Requisition Home ! B 0 Lines

Add Items & Services

[ij ePro Services

Request Services

Time and Materials
Variable Cost Service
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16. Enter Item Description.
17. Enter Value of Service.
18. Enter Start Date.

19. Enter End Date.

20. Click Add to Cart.

Creating PSA Amendment
eProcurement
January 1, 2024

My HR Finance Core-CT Help STARS
RO W
Create Requisition z
Welcome MHA-Jackson-Lee Tia
Home I B 0Lines Checkout
Request Options ~
All Request Options
*Service Description |Nursing Services Amendment
Catalog .
*Value of Service 70000 *Currency |USD
*Category 85000000 aQ,
Special Requests Supplier ID [0000015711 Q Suggest New Supplier
ePro Services Supplier Name |SOUTHEASTERN REGIONQ
Fixed Cost Service
Time and Materials “Start Date | 12/26/2023 |[3{ *End Date  [12/3172024] ]
Variable Cost Service Quote Number Quote Date [
Templates Additional Information
Favorites
[ send to Supplier [ show at Receipt [ show at Voucher

Add to Cart
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21. Shopping Cart displays.
22. Click Checkout.
Note: Repeat this process to add additional services to the requisition

Shopping Cart

Description Qty UOM
Mursing Services Amendmen. .. 1 EA
Total Lines 1
Total Amount (USD) 70,000.00
Close Checkout
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23. Click Save & submit.

Creating PSA Amendment
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Requisition Summary

*Currency

Requisition Lines 7

Address

Attention To
Comments

Enter requisition comments

Business Unit |MHAM1

Requester | Jackson-Le=Tia

Requisition Comments and Attachments

Checkout - Review and Submit

Review the item information and submit the req for approval.

usD

Cart Summary: Total Amount 70,000.00 USD

Expand lines to review shipping and accounting details

Lins Description ltem 1D Suppher
4 1 Mursing Services Amendment SOUTHEASTERNM
= # : REGIONAL ACTION
COUNCIL
O Select All/ Desslect Al Salect lines to: |4 Add to Favorites
Shipping Summary
& Edit for AN Lines
Ship Te Location 0340000311

410 Capitol Avenue 4th Floor
Office of the Commissioner
MS 14 BUS

Hartford, CT 06134

MHA-Jackson-Les Tia

Mental Health & Addiction S=rv Requisition Name |FS4Amandment

MHA-Jackson-Lee Tia

Define Requisition

Priarity

Requisition Type [PSA - Fersonal Senice w
FSA Detais
'#l Add More ltems '
Quantity UoM Frice Total Detads  Con|
1 Each T0000.00 TOD00.00 [:Q (]
m Add o Temglsme(s) E Celete Selzcted 19 Mass Changs
LS} =1 g

Total Amount 70,000.00 USD

i

P

Approval Justification

[ 5end to Supplier [ show at Recaipt [ Shown at Vioucher

Enter approval justification for this requisition

Add more Comments and Attachments

6]

& Save & submit Iﬁ

Save for Later | Add Mor= ems
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24. A warning message displays about the Requisition Type. If correct, Click OK

[EEEEET IEEETrT == = I

lMessage

A sawed Reguisition Type can't be changed. Are you sure you want to ssve 3 Requisition Type of PSAY (23500,29)

Click ok to this mes=age if you are sure you have selected the proper Reguisition Type, or Cancel 1o retum and changs the Reguisition Type.

QK Cance

25. Amendment submitted in Pending Status.

Confirmation

*four reguisition has been submitted.

Requested For MHA-Jacksanlzs Tia Number of Lines 1
Requisition Name PSA& Amendment Total Amount 70,000.00 USD
Requisition ID 0DD003Z2E0 PS4 Detsils

Business Unit MHEAM1

Status Panding

Priority Medium

Budget Status Not Checked

&

\iew printable version i Edit This Reguisition

Agency PSA_POS Approval

PSA Amendment:Pending [#]Start New Path
agency P34_PO3 approval
Pending Mot Routed
Muftiple Approvers Multipls Approvers
@ Appraves PEA_POS Requesis _E_" & PEA_POS 1o OPM if »/= 550K

FPSA_POS OPM APPROVAL

P5A Amendment:Awaiting Further Approvals [#] Start New Path
PE4_PO3S OPM APPROVAL

Mot Routed Mot Routed Mot Routed
Bl g ceri B o IR m| e
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26. Amendment is Approved.

eProcurement
January 1, 2024

Requisition Approval

Confirmation
v PSA Amendment has been approved.

Review/Edit Approvers

Agency PSA_POS Approval

PSA Amendment: Approved
Agency P3A_POS Approval

Approved Auto Approved
MRA-Jackson-Les Tia b WHA-Jzckson-Lee Tiz
f Approwves PSA_POS Reguests f PSA_POS to OPM if »/= E50K
12190FS - 4-4F P 1219773 - 4:42 PM

FSA POS OPM AFPROVAL

PSA Amendment: Approved
PEA_POE OPM APPROVAL

Approved Auto Approved Approved
OFM-Ciowed Judith > OPM-Dowd Judith ) OPM-Meakam, Kavin M
f Approves PEA_POS #. Agpraves PEA_POS f Final PEA_POS Approves
12N WES - 443 PR 12119723 - 4:43 PM 1211923 - 4:43 PM
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27. To Close Requisition, navigate to eProcurement> Manage Requisitions.
28. Click Go.

All = | Search % | mdvanced Search

|Hylli||Finﬁnne||Cm&CTHelp||STARS|
FAC R
Manage Requisitions

w Search Requisitions
To kocats requisitions, edit the critzria below and click the Search button.
Business Unit[IFANT —|Q_ Requisition Name| a
R — I = — o] -
pste From 07200255 e T — Reauisibon Type %]
[Jstksonleala |Q EnteredBy[ ]Q FOID| (<1
[ Seah [ Cear | Show Advanced Search
|an.|isi‘liuns @

To view the Mespan and lne items for a requisition, click the Expand triangle izon.
To adit or perform another sction on 3 requisition, make a sekection from the Action dropdown list and click Go.

Raq ID Requizition Mama BU Data. Request State Budget Total

} 0000038260 PSAAmendment MHAM1T 1218/2023 Approved Mot Chi'd 70,000.00 USD

F 0000038258 0000033258 MHAM1T 1218/2023 Denied Net Chicd 100,000.00 USD

b 0000033253 PSAfor Nursing Senvices MHAM1 1218/2023 Pending Met Chicd 125,000.00 UsD

p 0000038257 TESTFOS PSA MHAM1 12118/2022 Pending Net Chicd 76,000.00 UsSD

P 0000032258 0000032258 MHAM1T 12152023 Pending Net Chi'd 54.,000.00 USD

b OOAANABOES  TECT MUK 434 3] Dendina R Skl B QO DY 1S |I',Sele|:muinnl wll Gn |
29. Click Yes.

Message

Closing Requisition - 000033280, (23500.80)

This process will close the approved amendment. Are you sure you would like to do this?

[
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30. Request State updated to Complete.
31. Total updated to $0.00 USD.

Creating PSA Amendment
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IManage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit | MHAM1 aQ Requisition Name
Requisition ID Q RequestState__——— V]
Date From [12/1272023 i, Date To | 121192023 iy
Requester | Jackson-LeeTia Q Entered By Q
Search Clear Show Advanced Search

Requisitions

To view the Ffespan and Fne items for 3 requisition, click the Expand triangle icon.
To edit or perform anether action on a requisition, make 3 selection from the Action dropdown list and click Go.

Req ID Requlzition Hame BuU Date Request Stafe Hudget
0000033250 PSAAmendment MHan 121902023 [Compiete | Valid

Q
Budget Status| W]
Requisition Typeljl
FOID a,
Total
Jo.oo usp|[Eekect Action] v o
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