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Budget Workbook for Agencies Job Aid
The process flow below outlines the steps which need to be completed in order for the Budget Definition to become a Budget Workbook.

Agency
Provider


*Provider Entity is not specifically tied to the Budget Workbook; the Provider completes this when they have access to the Supplier Portal.




[bookmark: _GoBack]Provider Entity Information Update
The following shows how to update Provider Entity Information. 
The Provider Entity Information is not specifically tied to the Budget Workbook
However this is information the Provider completes when they have access to the Supplier Portal and can be viewed by the Agencies.

The Provider or the Agency can update information through Find an Existing Value Tab.
Navigation:  Supplier Contracts > Budgeting > Provider Entity Information

The Entity Provider Information page will display. 
Enter the Supplier ID, (or use the magnifying glass) or enter the Name of the Provider then click Search
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The Provider Entity Page is broken down into three tabs.
On the first tab (Provider Entity Information)
Enter the DUNS #
Enter the Provider Fiscal Year End (Month)
Enter the SAM (CAGE) No. and the SAM (CAGE) No. Expiration Date
Answer Yes/No for the 80 percent field
Answer Yes/No for the $25,000,000 field
Answer Yes/No for the Litigation Pending field. If Yes, the Comment field is required to be filled out. 
Enter Accreditation List
Click Save [image: ]


Click on the Entity Contacts tab 
This will display a list of the current contacts and their information that have been setup by the Provider.
If changes need to be made, the Provider Administrator will have the Supplier Change Request Link available.
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Click on the Entity Certifications tab
Select the Certification Type
Enter an ID Number and an Expiration Date
Click the + sign to add additional certifications
There are three links to other websites to assist with this section 
(Biznet, The Office of Secretary of the State, or License Lookup)
[image: ]
Click Add Attachment to attach copy of the certificate
Click Browse and select the file that is to be uploaded 


	

Click Upload




Click View Attachment
[image: ]
At the bottom of the screen, click Open to view the attachment.


Click Save



Budget Definition
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Provider Entity*
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Provider Information

SetlD STATE

Supplier ID 0000011728

‘Supplier Name COMMUNITY HEALTH RESOURCES INC

Provider Information Detail

Street Address 995 DAY HILL RD
‘Town/CitylState/Zip WINDSOR,CT 06095

Additional Provider Detail

DUNS# 123456788

U.S. Federal Contracts

SAM (CAGE) No.[12345

Created Dateftime Supplier Status Approved
Last Modified By

Last Modified Date

Set.Aside

Entity Type Non-profit ‘Supplier

provider Fscal Year Ena[Ss V]

‘SAM (CAGE) No. Expiration 0831/2018|§)

80 percent or more of annual gross revenues are from U.S. federal contracts, subcontracts, loans, grants, sub-grants, and/or cooperative agreements?

'$25,000,000 or more in annual gross revenues are from U.S. federal contracts, subcontracts, loans, grants, sub-grants, and/or cooperative agreements? |

Pending Litigation

1S LITIGATION PENDING ON ANY OF THE APPLICANT ORGANIZATION'S PROGRAMS? IF YES, EXPLAIN?
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