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How to Use this Guide

This guide provides step-by-step instructions to help you review and respond to a vendor change
request, as well as tips to help you work smart.

Through the guide, you'll find icons and callouts highlighting important and helpful information. To
help you navigate this guide, here are the icons and what they signify:

Icons
b = Important Notes
“F" = Helpful Hints

= Definitions

Colored callouts

m = Action to be taken
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REGIONAL CENTERS

Disclaimer: All screenshots contain test data and do not reflect actual provider data.

Module 1 — Log In and Orientation
This module will guide log in and provide orientation of Workspace and Details Tab.

-D- DDS recommends using Google Chrome or Microsoft Edge to access the Provider

v Directory. If you are having issues accessing or viewing the Provider Directory in
your browser, try clearing your browsing data (this clears your history, cookies,
cache, etc.).

1:1Log In

1. Open a browser and copy and paste htips://caddsprod.servicenowservices.com/ into the
search bar.
2. You will be automatically logged in.

1:2 Workspace Home Page

You will land on your case management workspace home page (Figure 1.2). Itis segmented to help
you navigate and manage your workload. Tip: If you are not automatically logged into the CSM/FSM
Configurable Workspace, navigate to “CSM/FSM Configurable Workspace” before working any
cases. (Figure 1.1)

All  Faverites History | Workspaces
T |Filter 2
C5M/F5M Confi ble Works
Select workspace / nfigurable Workspace

Approval for Process Mining Workspace

1 Home

o0
od

SPD - Regional Cent|

Vendor Management Workspace

Figure 1.1: CSM/FSM Configurable Workspace
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https://caddsprod.servicenowservices.com/

Provider Directory uses three distinct case ID prefixes to categorize cases submitted by applicants
and service providers. Each case is labeled according to its type:

* Application for » Vendor record * Vendor record
vendorization submission submission
« User vendorization (historical cases
request only)

*In Q1 2025, Provider Directory transitioned from using Request Item Number (RITM) to case ID and
the prefix EXVN for vendor record changes. This legacy case type remains accessible for reference
but is no longer used for new submissions.

NWVN - Decision Stage

Figure 1.2: Workspace Home Page —Top Section

The top section of the workspace home page provides access and visibility into cases. The following
are some key components:

e Each section of a widget contains a specified list view. For example, “NWVN - Requirements
stage” contains a list of all cases in the Requirements stage of the Vendorization application
process.

e The home icon directs you to the workspace home page.

e Lists (hamburger icon) - This feature links you to all pre-defined lists: pending approvals, cases
(both open & closed), all provider locations & historic requests. (Figure 1.7)

e Tab View — Similar to a web browser, this feature allows you to open and switch between
multiple tabs. You can work across cases, requests, approvals, or locations without losing
progress in each tab. (Figure 1.7).
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At the center of the workspace are widgets that report cases counts for various case types.

Widget name Scenario
Unassigned Number of cases that are not currently assigned to a team
member

NWVN — Requirements Stage | Number of cases in the Requirements stage of the
Vendorization process

NWVN — Submission Stage Number of cases in the Submission stage of the
Vendorization process

NWVN — Decision Stage Number of cases in the Decision stage of the Vendorization
process

EXVN Number of cases in Pending Approval status

Needs Attention Number of cases that need attention from your regional center

Vendorization cases (NWVN) are segmented by stage in the vendorization process. Each widget has
two sections. See Figure 4.1 for information about stages of vendorization.

e Top: count of open cases

e Bottom: count of cases within 2-calendar days of the prescribed processing timeline

NWVN - Requirements Stage NWVN - Submission Stage NWVN - Decision Stage

Total Cases g Total Cases g Total Cases

o) 0 1

Approaching Deadline H Approaching Deadline H Approaching Deadline

o) 0 0

Figure 1.3: NWVN case counts

The Needs Attention widget highlights cases that have activity not tied to the completion of a stage
and may otherwise be overlooked. The widget has two sections:
e Top: count of cases in which an applicant has taken an action (e.g., add a comment, uploaded
an attachment). Specifically, a case will appear in the count if:
o The case is in Requirement stage, and the applicant leaves a comment or otherwise
updates the case.
o The case is in Submission stage, but before the applicant completes their submission
activities, and the applicant comments or otherwise updates the case.
e Bottom: count of cases in which anyone other than the Assigned To user adds a comment,
work note, or email
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Needs Attention

Figure 1.4: Needs Attention Counts

Clicking on the number in any widget will automatically direct you to a list. (Figure 1.5) The
information in the list is filtered for that case type. The case ID links to the case.

& Home EXVNDDO1735 x| 4
NWVN - Decision Stage Total Cases [
List refeshed e ago.

BEEE =] - |

Number + Short description Opened by State Priority
NWVNO001576

Assigned to SLAdue

Abbey Abstract Open a-low (empty) UNKNOWN

Figure 1.5: NWVN - Decision Stage Total Cases

The bottom section of the workspace homepage includes two tables (Figure 1.6). The top table
displays cases assigned to you. The bottom table displays all cases assigned to your regional enter.

IRC's Cases
Track your active cases and the cases your team is warking on.
Short description ‘Vendor ID. Name Agproval Opened SLAdue
Not Vet Requested ] 05-02-2025 08:34 UNKNOWN
al
Number Short description Vendor ID Name Opened SLAdue
NWVNODO1576 07-16-2025 10:18 UNKNOWN
Wiew or Update Vendor Record vI7126 CALIFORNIA MENTOR 10-03-2025 1319 UNKNOWN
View or Update Vendor Record HI2662 UNLIMITED TRANSPORTATION 06-06-2025 14:58 UNKNOWN
NWWNOD01077 05-02-2025 08:34 UNKNOWN
NWWNODO1075 05-02-2025 07:09 UNKNOWN
NWWNOD01076 105-02-2025 08:25 UNKNOWN
fewall

Figure 1.6: Workspace Home— Bottom Section
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List

~ Approvals

NWWNODO1833

Pending Approvals

v Cases

My Cases

Mew Cases (Unas...
All Cases

Historie Cases
Completed Major ...
Completed Minor...
Cases in Require...
Cases in Submissi...

« Provider Locations

Provider Locatians

« Reqguest ltems

Historic Reguests...

w |+

Pre-defined list

Figure 1.7: Lists
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Except for the Provider Locations list view, all other lists display data that is specific to your vendoring
regional center. In contrast, the Provider Locations list includes all service providers in the Provider
Directory, regardless of their vendoring regional center. The following is a brief description of the
contents of each list (Figure 1.7):

Case
Table Type(s) Description
Pending Approvals | EXVN List of all open requests with major changes that require the
regional center to either approve or reject the case or
request item.
My Cases EXVN, List of all cases assigned to me.
NWVN
New Cases EXVN, List of all unassigned cases for my vendoring regional
(Unassigned) NWVN center.
All Cases EXVN, List of all cases for my vendoring regional center.
NWVN
Historic Case EXVN List of all closed or cancelled cases for my vendoring
Approvals regional center.
Completed Major EXVN List of cases submitted with major changes and processed
Cases by my regional center.
Completed Minor or | EXVN List of cases submitted with minor or insignificant changes.
Insignificant Cases This case type is automatically approved. There is no action
for my regional center to take in the Provider Directory.
Cases in NWVN List of all vendorization applications in the Requirements
Requirements stage for my vendoring regional center.
Cases in NWVN List of all vendorization applications in the Submission stage
Submission for my vendoring regional center.
Provider Locations | n/a List of all vendors across the 21 Regional Centers in the
Provider Directory.
Historic requests RITM List of all closed request items (RITM) for my vendoring
(closed) regional center.

' The accuracy of each vendor record listed in Provider Locations depends on how

N 7’
IO\
-

well the provider maintains their information.
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1:3 Vendorization Layout

The Vendorization process utilizes a playbook to guide you through each step. It helps you know
what to do next, stay organized, and make sure nothing important is missed when processing a
vendorization application.

(Home | EXVNOOOIZ?4 x NWVNODS322 x +

Mary SueF | Mary SueF ion | Mary Sue F | Personal Supports and Training Services © [ save | [ Close case :

Playbock  Detalls  TaskSLAs(3)  DraftEmails  Emails(g) Cases  Special Handiing Notes List  Approvers (4]

Vendarization Checklist
PD - New Vendorization ... @ n Progress -] {Form DS & E-signed)
orm sign
Vendor Issuance Approval
PP B Applicant/Vendor Disclosure Statement [Form DS 1891} (System
M gt Me Generated 6 E-signed)
Approval for this request has been requested 4 (& B[]
i State Name Comments Created

Lo LA 11432025 1648 B Service Provider Agreement Regarding DSLE91 Information
Decision Stag Amber Hetrick 11-13-2025 1648 B v et
# © Vendor Issuance Approval Tracy Duarte 11-13-2005 1648 B Notice of Exclusion from CalPERS membership
Chistin Evans 11132025 1648 o 5 Agreements

B Payment Agreement (Attach Fee list if you offer this service to general
public)

1.8 Vendorization Layout
Some key components are:
1. Stage and activity tracker
2. Activity view
3. Related lists
4. Side panel

1:4 Change Request Layout

The change request process does not utilize playbook. Instead, the default view is case details.

QHome | NwvNoo0122¢ x [ ExwnoDO1774 % | 4
View or Update Vendor Record © [ save || Assigntome | [ CancelCase || Close Case |7
Details: Task SLAs Draft Emails Emails (1) Special Handling Notes List Approvers “
Vendenization Checklist |
Existing Vendorization ok
@
Mo
EXVNO001774 | Open @
2
Review -
e -
11-13-2025 0838 o
! Web
[4 0w
DDS_SN_RC_FNRC GRS
[ View or Update Vendor Record

1.9 Change Request Layout
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1:5 Related Lists

Related lists (Figure 1.8/9, component 3) contain information and tools to help you process cases.
The table below outlines the contents of each tab and indicates whether it applies to the vendorization
process, the change request process, or both.

Change
Tab Vendorization | Request Description
Details Yes Yes Contains Activity View which allows you to
view and act on key information in the case
Task SLAs* Yes No List of applicable SLAs, content varies
dependent upon stage.
Draft Emails Yes Yes List of draft emails
Emails Yes Yes List of emails sent and received
Special Handling Yes Yes List of any special notes that have been
Notes List added to a vendor’s record or case.
Approvers No Yes List of regional center users that can approve
or reject change request

*See Module 4: Vendorization;

1:6 Side Panel

Section: Processing Timeline Requirements for information about SLAs.

Side panel (Figure 1.8/9, component 4) includes information and tools to help you process
applications and requests. The table below outlines the contents of each item in the side panel and
indicates whether it applies to the vendorization process, the change request process, or both.

Change
ltem Vendorization | Request Description
Vendorization checklist | Yes No Checklist with the standard documents
needed for an application
Record information Yes Yes Reports case priority and state
Attachments Yes Yes List of attachments and tool to upload
Templates Yes Yes (not configured)
Related records Yes No (not configured)
Activity stream Yes Yes Contains all activity related to the case. Can

compose comments and work notes.
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1:7 Comments, Work Notes and Attachments

I the Provider Directory. There are no limits on the number of comments per case.

Comments and attachments enable communication and information exchange within

Comments on closed cases do not trigger notification emails and are discouraged
for initiating dialogue.

Comments

1.

W

To add a comment, navigate to Activity Stream. If it is not open, click Activity stream icon in
the side panel (Figure 1.10).

Type your message in the comments dialogue box.

Click Post Comments button.

The comment will be added to the activity stream and visible to the applicant/provider. They
will also receive an automated email notification.

Activity stream

Compnse Stacked view (T

@ & @& O

@ Comments L& Work notes (Private)

What is the status of your missing documents? Can you be submit
them this week

an Everyone can see this comment
Post Comments

Compose

2
w

Activity 7

vendorization@farnorthernrc.org
Sent Email « 11-13-202508:13

Requirements Review Status - Meets Reguirements

1.10 Activity Stream

Work Notes
Work notes are internal notes for communication visible to all regional centers. Work notes
cannot be seen by applicants and service providers.

1.

2.
3.
4.

The add a work note, navigate to the Activity Stream. If it is not open, click Activity stream icon
in the side panel.

Click Work notes (Private). Type your message in the dialogue box.

Click Post Work notes (Private) button.

The work note will be added to the activity stream.
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Attachments

1.
2.
3.

o &

To access attachments, navigate to side panel and click Attachments icon.

To view, click on an attachment, it will load in the native browser. Click x to close.

To access quick tools - download, delete and rename - click the 3 dots on the right of the
attachment.

To quickly access what you are looking for, type search term in to search bar.

To add an attachment, click the plus sign (+) and follow the steps to upload. Each attachment
will be added to the activity stream and this list. You will have the opportunity to rename the
file. When renaming, keep the file extension (e.g., .doc). If you accidently delete it, you will
get a red banner warning.

Attachments E &
| 1, Search attachments % | |
[] SelectAll 2

n E Training cert.docx
128 KB =0

v Mary Sue Foundation DRAFT D51890.pdf
] é 623 KB

Click for quick
n . E;Iaﬁrgﬂﬁue Found tools .

1.11 Attachments
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1:8 Notifications

Notifications are in-app alerts to draw your attention to real-time updates. The majority of these
notifications are sent to all users within a regional center. Personal notifications are also possible.
Email notifications are not sent for these events.

To manage a notification:
1. Click the bell icon in the top-right corner to view a list. (Figure 1.5). Notification counts
temporarily disappear when you open the list and return when a new notification is generated.
2. To remove a notification, click the “x” in the right corner of that notification. While notifications
are sent to all users, deleting a notification only removes it from your list.

Notifications enable direct access to the case. Click the notification to be directed to the associated
case.

Motifications
ToDAY
(0 Case Assigned - New Opy

11-20-2025 14:59 2
application has be

. (i) Case Assigned - App Name ...
Click to clps 11-20-2025 13:17 A provider
case application has been assign...

(i) Mew Case - App Name | | d...

11-20-2025 13:17 A provider
application has been...

() SP Updated Case: App Nam...
Updated: 11-20-2025 13:01

Figure 1.12: Notifications
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The table below outlines key in-app notifications used within the Directory. Each entry includes the
notification name, the event or condition that triggers it, and the intended recipients—whether all
users in a regional center or specific individuals.

Recipients are defined as follows:

e “Assigned to” refers to the individual that the case is currently is assigned to.
o “Assignment group” refers to the regional center group.
e “Opened by’ refers to the individual that opened the case.

In-app Notification Name

Trigger event or condition

Recipient(s)

Case Assigned

“Assigned to” status change

Assigned to

New Case

When the Assignment Group*
on a NWVN record changes

Assignment Group

SP Update Case

When the person who opened
the NWVN case updates the
case

Assigned to

15-Day Reminder

If a case has not been actioned
in 15 days after assignment

Assigned to; Assignment Group

Approval Required

When an EXVN has entered
the Review stage and been
submitted for approval (change
request)

Assignment Group

Cancelled Case

An EXVN moves to
canceled/closed (specifically
built for User but will work on

any)

Opened by

New Assigned Case

When the Assignment Group
changes on an EXVN record
change case

Assignment group
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Module 2 — Change Request
This module will walk you through how to access, review, and accept or reject a service provider
change request.

S~ When vendorization was added to the Provider Directory, new required fields
'Q' were introduced. Service providers are prompted to complete the new required
fields when submitting a change request.

4
-

2:1 Access a Change Request

1. From the workspace, click the number in the EXVN module. Alternatively, you can click the list
(hamburger icon) in the left column and select the Pending Approvals list view or locate and
click the notification.

2. From the Pending Approvals list view, click the case ID link to be directed to the View or
Update Vendor Record page.

Please fnd your test action ieres

Important items
Check these metrics to see the most important items to wark on.

Unassigned Cases NWVN - Requirements Stage NWVN - Submission Stage NWVN - Decision Stage

NWVN

14 0

Approaching Deadiine

0

Figure 2.1: Access change request

Change request notifications are now sent to regional centers through in-app
=t alerts only; email notifications are no longer used.
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2:2 Approve or Reject Change Request

Verdoring Regional C

Shart description

& Home EXVNOD24347

View or Update Vendor Record ¢

Details  Task SLAs Draft Emails Emails (1) Special Handling Notes List  Approvers (4)

Existing Vendo, g~ -~ Activity *
Humber H State Elizabeth Schrnidt

R Details tab el

Assigned to Emply was AmberHetrek
anter Stage
o g Ellzabeth Schmidt

Alta California Reglonal Center o Review t t e changes o 11-20-2025 1114 .
Activity oy C|ick show

Rodney Test Provider © 11-20-2025 1017

View or Update Vendor Record

C Rl |\ O

et Field Name

Rodney Tester @ Original Value | New Value
Change Service Location Street
Web 1234 Main Street | 1371 === awreet Suite 100
Show more
Pricrity
4-Low @ Rodney Tester
Fic changes « 11-20-2025 1047
P ——— State Open
DDS_SN_RC_ACRC_GRP @ Impact  3-Low
Assigned to Priority 4 low

Opened by Rodney Tester

Figure 2.2: View or Update Vendor Record

1. Go to the section labeled Activity Stream (Figure 2.2) in the right column and locate the activity
(Figure 2.3). Click the “show more” link to open the activity summary.
2. Review changes. (Figure 2.3)

a.

b.

For each change, the original entry will appear on the left of a vertical line, and the
change entry will appear on the right.

The list includes only “major” changes. See section 2:3 Minor or Insignificant vs. Major
Change Requests for change classifications.
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C.Dmpose Stacked view ("o

& Comments & Work notes (Private)

Enter your Comments here

o Everyone can see this comment

=
i

Activity (2
Rodney Tester
Field changes « 11-14-2025 14:35
State Open
Impact 3- Low
Priority 4 - Low
Opened by Rodney Tester

Rodney Tester
Additional comments « 11-14-2025 14:35

Review
changes

g

Field Name
Original Value | New Value

Change Service Location Street
123 5 Main 5t | 125 Broadway

Change Mailing Street
123 5 Main 5t | 125 Broadway

Show less

Figure 2.3: View or Update Vendor Record: Activity Stream

3. When you are ready to decide, click the Approvers tab. (Figure 2.4)
4. Locate your name and click the Requested link in the row. (Figure 2.4)

¢ Home EXVNOD01533 x +

JT‘ Existing Vendori.. % |
View or Update Vendor Record = Ap p rovers ta b @
Details :

Task SLAs Draft Emails Emails (2) Special Handling Notes List Approvers (3)

Approvers |3

Last refreshed 11m s

State Appraver Comments Created Assignment group

Requested (empty) 10-03-2025 13:19 DDS_SN_RC_IRC_GRP
Requested IRC Approver 10-03-2025 13:49 DDS_SM_RC_IRC_GRP
Requested (empty) 10-03-2025 13:19 DDS_SN_RC_IRC_GRP

Figure 2.4: View or Update Vendor Record: Activity Stream

o

You will be directed to the Approval Details tab. (See Figure 2.5)

Click the RC Response pulldown and select an option. See section 2.4 for Regional Center

Response option guidance.

7. Click approve or reject button.

a. Click the Approve button if you selected “approved with no modifications” or “approved
with modifications.”

o
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b. Before clicking the Reject button, enter the reason for rejection in the Comment box
located below the dropdown. Then, click Reject if you selected “Rejected with
corrections needed” or “Reject — please contact the Regional Center.”

The case will automatically close and an email will be sent to the service provider informing them of
your decision.

Existing Vendoriz.. X +

Existing Vendorization: EXVNOOO1729
ested

Approval - Compose

- 4 Click approve/
— 4 reject button

_'j Activity

Select option -

Figure 2.5: Case Details — Approve or Reject

2:3 Minor or Insignificant vs. Major Change Requests

A service provider can submit a case with no changes or make changes and then submit. Changes
are classified as 1) Minor or Insignificant or 2) Major.

“Minor” changes include edits to any or all the following fields:
e Service Location Phone Number
Service Location Email Address
Point of Contact
NPI
Date of birth
Consultant, Subcontractor & Community Resource Types to be Used by Vendor
Website
Preferred name/DBA
Languages of Services Delivered

If a service provider only makes “Minor” change(s), the change is automatically approved, and the

Provider Directory sends an email confirmation to the service provider. No action is needed from the
regional center.

Automatically Email to service

"Minor"” change approved provider
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“‘Major” changes are those that include changes to any or all of the below fields and need to be
reviewed by the regional center:

e Vendor Name

e Applicant (Owner or Executive)

¢ Name of Governing Body

o Name Registered w/Secretary of State

¢ Organization Type

e Federal Tax ID/SSN

e Service Location Street, City, State, Zip Code, County
e Mailing Street, City, State, Zip Code, County

e License and Certification

¢ Facility Capacity

If a service provider makes a “Major” change, the request will go to the vendoring regional center for
review and approval or rejection. The Provider Directory sends an email notification to the service
provider and the regional center receives an in-app notification. When the regional center approves or
rejects the vendor record, the Provider Directory sends an email confirmation to the service provider.

Email to service
provider & in- Regional center Approved or Email to service

app notificaton review rejected provider
to RC

"Major" change
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2:4 Regional Center Response Scenarios

When making a change request decision, you have four response options to choose from. The
following are suggested uses and scenarios for each option.

Note: The automated decision email notification to the service provider includes the full response, but
a provider cannot view that specificity in the Directory. For example, the provider will see “approved”
for both “approved with no modifications” and “approved with modifications.”

Regional center
response option

Suggested use

Example scenarios

Approved with no modifications

Approve major change as
submitted

Major change can be approved

Approved with modifications

Approve major change as
submitted but tasks outside of
the Provider Directory may be
required

Major change may impact
provider’s record (e.g., program
director, administrator, staffing
credentials/licenses) and follow
up is needed

Rejected with corrections
needed

Reject major change as
submitted and prescribe
changes to be made using
comments within the Provider
Directory

Major change signals
information or changes needed
(e.g., information does not
match records on file, such as
disclosure, contract
amendment, program design)

Rejected — please contact the
Regional Center*

*Warning — the data record will
be locked, and no additional
changes can be submitted by
the service provider. Please use
this option only if locking the
record is required.

Reject major change as
submitted and lock the vendor
record from additional change
requests or updates.

Major change signals a new
vendorization is required or the
resource is closed.

Module 3 - (Intentionally Blank)
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Module 4 — Vendorization Application

This module will walk you through how to process a vendorization application, which is summarized in
the visual below. (Figure 4.1)

AN ing time:
I:l Service Provider . Regional Center Processing fime: calendar days fo
complete task

m() =) al)

REQUIREMENTS DECISION

Review Submit Rend I

SOLTHi Te i eants requirements and Submit application Review application missing/incomplete den_ Tr.clpprovcldm
9 issue document and documents and doecuments information (if SHiobissueiencs
checklist

applicable)

Requirements clock R s e e Decision clock
pauses but does nol reset

Nofifications: 2-days prior to expiration of processing time requirement

Figure 4.1 Vendorization Stages and Processing Time Requirements

Progress in the application process is visible and synchronized in the stage and activity tracker,
keeping you and the applicant informed. (Figure 4.2). The tracker groups activities into the three
stages: Requirements, Submission and Decision. Submission and Decision stages populate after the
Prepare Vendorization Checklist activity is marked complete.

Playbook  Details ~ Task SLAs(1)  Draft Erf

PD - New Vendorization.. v : ~

@ Requirements

Complete
@ Requirements
Complete
@ Requirements Review Stage

( Verify Vendoring Regional
" Center

@ Review Application
@ Meets Requirements?
@ Prepare Vendorization Checklist

(@ Awaiting Info

° Submission
—_— 15

(2 Submission Stage
* @ Additional Information D
@ Generate Draft PDF

(@ Vendorization Checklist

@ Packet Review

® Decision
Pending

Figure 4.2 Stage & Activity Tracker
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4:1 Processing Time Requirement

Each stage in the vendorization process has an prescribed processing timeline, in which the regional
center and/or applicant completes the application activities in that stage. See Figure 4.1 for each
stage and the associated timeline. These processing time requirements are referred to as SLAs
within the Provider Directory.

They can be viewed in the Task SLAs tab. As the application progresses though the stages, the

associated SLAs will be added to the Task SLAs table. (Figure 4.3) When applicable, the applicant’s
SLA will appear in the Task SLAs tab. Two days before an SLA due date, the case will appear in the
Approaching Deadline widget for the applicable stage. (Figure 4.4)

In the example below (Figure 4.3), the application has progressed to Decision stage and is in
progress as identified by the stage and absence of date in the Stop time column.

Playbook Details Task SLAs (4) Draft Emails Emails (21 s(5)
Task SLAs [ Task SLAs tab
Last refreshed just now.

SLA definition Type Target Stage Business time left Business elapsed time Business elapsed percentage Start time Stop time
Requirements - RC SLA Resolution Completed 14 Days 28 Hours 55 Minutes 4 Minutes 002 10-01-2025 00:53 10-01-2025 00:58
Submissicn - RC SLA Resolution Completed 29 Days 23 Hours 57 Minutes 2 Minutes 001 10-01-2025 01:02 10-01-2025 01:06
Submission - SP SLA Resolution Completed 29 Days 23 Hours 58 Minutes 1 Minute 0 10-01-2025 01:05 10-01-2025 01:06
Decision - RC SLA Resolution In progress 0 Seconds 44 Days 12 Hours 55 Minutes 6413,53297 10-01-2025 01:06

R

In progress

Figure 4.3 Task SLA

NWVN - Requirements Stage

#+4 Total Cases

7

4 Approaching Deadline

1
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NWVN - Submission Stage

#+4 Total Cases

4

#+# Approaching Deadline

2

Figure 4.4 Approaching Deadline

NWVN - Decision Stage

Approaching
deadline

#+4 Total Cases

6

4 Approaching Deadline

2




4:2 Requirements Stage

The Requirement Stage review is designed to assess whether the applicant has the minimum
requirements to proceed to complete an application. The regional center has 15-calendar days to
determine if the applicant meets the minimum requirements. The regional center review begins after
the applicant clicks “mark complete” in the requirements stage. At this point, the information that they
have submitted is locked to the applicant, preventing them from making any changes.

From the workspace homepage, select new a vendorization application (NWVN) case from any of the
following views:
e From workspace home page: (Figures 1.3 and 1.9)
o NWVN - Requirement Stage widget, click Total Cases count
o Unassigned Cases widget, click NWVN count
o My team’s cases table
o My active cases, if the case is assigned to you
e From list view: (Figure 1.4)
o My cases, if assigned to you
o New cases (unassigned)
o All cases

The following steps are for starting a review from the NWVN - Requirement Stage - Total Cases
count view.
1. Click the number in the widget
2. From the Requirements Stage list view, identify a case that is either assigned to you or
unassigned. Unassigned cases will display “empty” in the Assigned to column.
3. Click case ID link.

NWVN - Requirements Stage Total Cases [ j E\ j Export | u
s feshed 3 0

fempty) New 4-Low fempty) UNKNOWN

fempty) Hes 4-low fempty} UNKNOWN

Figure 4.5 Requirements Stage list view

You will be directed to the Playbook in which you will process vendorization application (NWVN)
cases. (Figure 4.6)
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& Home NWVNOQO1762

NWVNOOO1762

Playbook  Details

Task SLAs T

e cick Save.

5 Bw® O

Figure 4.6 Playbook

Verify Regional Center
In the Verify Vendoring Regional Center section of the page, review the service address to confirm
the application is properly assigned to your regional center.

@ In Progress * Friarity

Verify Vendoring Regional Center

Please verify the Viendoring Regional Center. If this is correct, click the "Assign to me' button. If this case should be with another Vendoring Regional Center, please click the Details tab and select the appropriate Vendoring Regional Center
and click "Save'.

Select Vendoring Regional Center  Applicant Mame  Mame of Governing Body or Management Organization  Applicant (Dwner or Executive Director)  Mame registerad with California Secretary of 5tate, ifany  Telephone Mumber  Entity Type
Far Marthern Regianal Center Maria Rodriguez  Maria Rodriguez Maria Rodriguez Rodriguez Speech Therapy Services 7£0-555-0123 [Empty]

Federal Tax ID or Social Security Mumber (SSM)  Mational Provider Identifier [NPI), if any ~ Type of Service to be Provided  Category of Service  Mailing Street Mailing City ~ Mailing State  Mailing Zip

[Empty] 1234567890 |Empty] [Empty] 555 Main Street  El Centro CA 32243
Service Address same as Mailing Address  Service Location Email Addre: Service Street Service City  Service State  Service Zip [Have you registered or obtained necessary licenses with the State of California?
false info@rodriguezspeech.com 555 Main Streat  El Centro CA 52243 false

Please list licenses/registrations and their |Ds provided by the state: Do you hold professional licenses or certifications?  Please list your active licenses and certincaum...
[Empty] false [Empty]

Select Vendoring Regional Center

Far Northern Regional Center 6]

Figure 4.7 Verify Vendoring Regional Center

Service Location” is referred to as “Service Address” in the Vendor Application

||:EI| (DS 1890) and “Business Address” in the Applicant/Vendor Disclosure Form (DS

1891). For site-based services, service location is the location where the service
provider will provide service. For non-site-based services, the service location is
the service provider’s primary office or operating location within the regional
center's catchment area.

If the application belongs to another regional center, reassign the case. Otherwise, proceed to
Assign to me.

1.
2.

Click on Details tab.

In the “Select Vendoring Regional Center” field, delete your reginal center and begin typing the

name of the regional center that aligns with the applicant’s service address. The system will
auto populate the recommendation. Click to apply. (See Figure 4.8)
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3. Click Save in the top-right corner of playbook.

The case will appear in the regional center’s notifications (bell icon) as a “new case.”

¢y Home NWWVNOOD1762 x  +
NWVNOOO1762 © Details tab
Playbook Detail- Task SLAs Draft Emails Ermails (1) Cases Special Handling Motes List Approvers
New Vendorization ~
Mumber Stage
NWWNOOD1762 Requirements

Requesting Service Organization State

Q | | MNew -

Parent Case

Categary

| New Vendorization

Subcategory

Opened

07-17-2025 09:38

Opened by

Maria Rodriguez

Pricrity

5]

| 0

|4-Low

Type and

click

Select Vendoring Regional Center

San|

Showing 1-3 of 3
San Andreas Regional Center

San Diego Regional Center

San Gabriel/Pomona Regional Center

Assign To Me

If the case is in the correct regional center, from the Playbook home page, click “Assign to me”. A

Figure 4.8 Verify Vendoring Regional Center

blue banner will confirm assignment.

[ save |[ Assigntome || CloseCase |[--]

I When reviewing an application, be aware that the applicant is instructed to enter,
“n/a” when the required (*) field does not apply to their application.

Figure 4.9 Assign to me
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Review Application - Requirements
Once you have assigned the case to yourself, you will be directed to the Review Application activity.
1. Review the information in the Review Application section. For the service to be provided,
confirm the submission is complete.
2. If applicable, review attachments. Click attachment to open and view it in the Directory’s
browser.
3. If the submission is incomplete, request the information required from the applicant. You have
several methods:

a. Post comment - click the Activity stream icon in the right column and type message in
Comments dialogue box. (Figure 4.11)

i. The message will appear in the Activity stream, providing notification and
traceability for both parties. The applicant will also receive an email notification.

ii. Applicants can reply to your request using Comments and Attachments in the
Activity Stream.

b. Send email - click the 3 dots in the top-right corner and select Compose Email from the
list (Figure 4.29). Modify the approval or denial of vendorization template to meet your
needs. (Figure 4.13). The email will be sent to the applicant, added to the activity
stream and posted in the email list. Tip: To paste an email address into the field, use a
keyboard shortcut (e.g., CTRL+V). Right click paste is not supported in this field.

c. Phone call - If you make a phone call, consider using comments or work notes to
document the action. (See Section 1:8: Comments, Work Notes and Attachments)

4. Type information collected from the applicant directly into the application. If an applicant
submits attachments outside the Directory, upload them to attachments.

Mary Sue Foundation | Mary Sue Foundation | Mary Sue Foundation | Personal Supports and Training Services © [(save | [Gosetase ][

Playbock  Details  TaskSLAs(1)  DraftEmails  Emails(1) Cases  Special Handiing Notes List  Approvers

@ inrogress 1890) (System Generated & E-signed)
Review Application

- Review
EE  opplication

Services Provider Agreement

1 ergasizaton ] Program brochures/fterature {if amy)

Figure 4.10 Review Application — Top Section

The information submitted in the Requirements stage will be used to create the
' DS 1890 and DS 1891 that will be e-signed in the Submission stage. Edits
cannot be made to the DS 1890 after it is generated. Before marking the review
complete, populate any fields that are required for the service to be provided.
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Attachments

[] Select All

n v At therapy.docx
128 KB

| 0, Search attachments * |

@ O

B

Figure 4.11 Review Attachments

Activity stream

Stacked view (I

Compose

a3 Comments £ Work notes (Private)

Enter your Comments here

e this comment

Type
message Activity

stream

. System
Sent Email » 11-13-2025 09:43

Action Required: Approaching Deadline for Requirements Review

Show maore

Figure 4.12 Activity Stream

[ save |[ Assigntome || CloseCase |[-]

I Compose email

Propose Major Case
Report Knowledge Gap
Special handling notes

Delete

5

Figure 4.13 Compose email
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5. When the submission is complete (i.e., you have all required information for the service to be
provided), click Mark Complete button.

Service Zip

[ 95973

[[] Have you registered or obtained necessary licenses with the State of California?

Please list licenses/registrations and their IDs provided by the state:

Do you hold professional licenses or certifications?

Please list your active licenses and certifications in good standing:

| Trainer |

Mark Complete

Figure 4.14 Review Application — Bottom Section

Meets/Does Not Meet Requirements
When you have determined whether the applicant meets the minimum requirements to proceed to
complete an application, record your decision.

1. Click the meets requirements pull down and select “yes” or “no.”

a. If yes, the system will generate an automated email notifying the applicant. The
application will proceed to Submission stage.

b. If no, provide an explanation in the box that appears below the selection. The system
will close the case and generate an automated email notifying the applicant. Your
comments will be included.

2. Click “Mark Complete.”

Mary Sue Foundation | Mary Sue Foundation | Mary Sue Foundation | Personal Supports and Training Services ©

Playbool  Details ~ Task SLAs(1)  Draft Emails  Emails{1)  Cases  Special Handling Notes List ~ Approvers

PD - New Vendorization.. 7 : ~ @ In Progress # Priority
Meets Requirements?

@ Requirements »
Complete M Assigned to Me

o Requirements . Please indicate whether applicant meets reaui—_
—_—

Meets Requirements s

l

@ Requirements Review Stage [ None -

& Verify Vendoring Regional - - None -
< Center
No

[ ves

(@) Review Application

= @ Meets Requirements?

Figure 4.15 Meets Requirements

Prepare Vendorization Checklist

Promptly after marking the application as meets requirements, issue the checklist of documents and
forms to be submitted. The pre-populated list can be tailored to fit the applicant’s needs, based on
the service they are applying for and the requirements of the regional center..
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Scroll to the bottom of the checklist and click Edit link. (Figure 4.16)
You can edit, add and remove items in the list.
a. Add - Click Add item in the bottom left corner and provide a description.
b. Remove — Click the trash can to the right of the item.
c. Edit— Click inside the text box to edit. Click outside the box to save your changes.
d. Note: The Link function is not active. The applicant will not be able to see anything you
add to this field.
3. Once you are finished, click the Save button at the bottom of the page.
4. In the Prepare Vendorization Checklist section, click Mark Complete button.

1.
2

[ Proof of professional Workers Compensation insurance

[C] Articles of Incorporation (if a partnership or corporation) or LLC Articles
["] Drivers License or State Issued Identification Card

[7] Social Security Card

[] IRS Employer Identification Number (EIN) approwval letter

[] Business License/Cit:
[] DBA Paperwork/Star
[] List of Board of Dir=, and Titles or Managing Employees
[] Voided Ch=~7,or E-Billing Enroliment

Edit

Figure 4.16 Checkilist

,  Checkbox text &

Business License/City or County Tax Registration Certificate

e Edititem

,  Checkbox text 5

DBA Paperwork/Stamped Fictitious Business Name Statement

e  Remove item e
Add link

, Checkbox text &

List of Board of Directors and Titles or Managing Employees

Add link

y  Checkbox text &

Voided Check for E-Billing Enrollment

BN Additern [

Add item Cancel “

Figure 4.17 Edit Checklist
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ails Emails (3) Cases Special Handling Notes List Approvers

@ In Progress  Instructional

Prepare Vendorization Checklist

® Priosity

Please prepare the checklist on the side panel for the current Vendorization Application to be sent to the Applicant. Please scroll to the bottom of the checklist and click Edit. You can add items, edit, and ren’ tems from the checklist.

Once you are finished, please click Save . After you have finished this activity, please click Mark Complete.
Mark Complete

Regional Center

Figure 4.18 Vendorization Checklist
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4:3 Submission Stage

When the applicant marks the checklist complete, the application moves into the Submission Stage.
The regional center’s primary goal in this stage is assessing the application for completeness and
accuracy.

Submission Stage: Applicant Activities
The following summarizes the applicant activities that occur before you begin your Submission stage
review:

e Additional information — They complete the Additional Information fields, as applicable. You
can view their submission by opening the “Additional Information” activity in the Submission
stage within the tracker. The information submitted is populated as follows and can also be
reviewed as part of those documents review activities.

Field Populated to
Facility capacity DS 1890
Consultant, Subcontractor & Community Resource Types to be Used | DS 1890

by Vendor

Date of Birth (DOB) DS 1891
Languages of Services Delivered (none)

e DS 1890 and DS 1891 — The forms are automatically populated to the applicant’s attachments.
The applicant downloads the draft version of the DS 1891 and completes Parts 2-4, as
applicable. They may make edits to Part 1 but cannot change their entity type. They upload
the updated DS 1891 to attachments. They are encouraged to update the file name, removing
“draft.”

e Signatory - They will post a comment and include the email address of the person that will e-
sign the DS 1890 and DS 1891. They may request copies to additional emails.

e Document submission - The applicant begins submitting the items requested in their checklist.
Live synchronization enables you to view the applicant’s progress. (Figure 4.19)

e When they have completed the list, they attest it is complete.

o The system will post a notification (bell icon): “SP updated case: [name of applicant]”
o The stage and activity tracker will proceed to Packet Review
o The regional center 30-calendar day response time requirement clock starts
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Drivers License or State |ssued |dentification Card
Completed
Social Security Card

[] IRS Employer Identification Number (EIN) approval letter

[7] Business License/City or County Tax Registration Certificate
[7] DBA Paperwork/Stamped Fictitious Business Name Statement
[] List of Board of Directors and Titles or Managing Employees

[[] Voided Check for E-Billing Enrollment

Vendorization Packet Complete
-- None -- Completed
Attachments + Add file

& Training cert.docx . é Mary Sue Foundatio... L Mary Sue Foundatio.. s CADL.docx . L 55 #.docx
: 623KB '

128 KB BS.EKB ° 128 KB - 128 KB

Figure 4.19 Checklist

Issue the DS 1890 and DS 1891 for Signature

When the applicant has uploaded the modified DS 1891 and provided the signatory email, send the
forms for e-signature. You can only send the forms during the Submission stage. Submission stage
is not complete until you receive signed copies.

1. Locate the “Send for Adobe Signature” button on the top right corner of the case and click it. If
the button is not visible, click the 3 dots for a list of activities, including Send for Adobe
Signature.

A popup window will appear — Send for Adobe Signature. (Figure 4.21)

3. Click to select the DS 1890 and the modified DS 1891. They will be added to the “selected
subject files” list.

Click Next button.

In the box above “add signer email,” type the email of the signatory and click the “add signer
email” button. The email will be populated to the “please select one or more signers” box.

6. [optional] In the box above “add CC email,” type the email of the person to be copied and click
the “add CC email” button. The email will be populated to the “please add CC entries” box.
Accept the default Options. Do Not uncheck “Copy to subject [case].

Click Submit.

9. The pop up will show a conformation that an agreement has ben created. Click X to close.

N

o &

®© N

| Save | | Assign to me | | Close Case | |_5end for Adobe Signature | |:|

Figure 4.20 Send for Adobe Signature
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Send for Adobe Signature ClICk to

Subject files Select

Use existing files from the subject record

DS51891.pdf (96 KB)

DRAFT D51880.pdf (62 KB)
DRAFT D51881.pdf (96 KB)

Occupancy.docx (13 KB)

Selected subject files
DS1891.pdf (96 KB)

DRAFT D51880.pdf (62 KB)

Figure 4.21 Select Files

Send for Adobe Signature

Signers
Please select one or more signers

‘ x alice@test.com

Please add CC entries {optional)

‘ user@example.com m

\

‘ mary@test.com

Add CC Email

Subject

‘ New Agreement

File(s)

Figure 4.22 Add emails

Review the applicant’s submission

1. Click the notification: SP updated case: [name of applicant]. Alternatively:

a. Navigate to NWVN Submission widget on the Playbook homepage and click total cases

number and click case ID.

b. If it's assigned to you, navigate to [my] cases table and click case ID.
Review the submission.
When you can confirm that all required documents have been received, select Packet
Complete pull down and select “yes.” If you cannot answer yes, skip to missing or incorrect
items steps below.
4. Click Update button.

W
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5. Click Mark Complete button.

@ In Progress

Packet Review

M| Assigned to Me

I confirm that all required de - and information for this application have been received. The application is complete and is now maving to the decision stage.

Packet Complate

Yes - |
m Mark Complete m

Figure 4.23 Vendorization Checklist

Regional Center

Missing or Incorrect Items
If items are missing or incorrect, request them from the applicant.
1. Select packet complete pull down and select “no”
2. Type a message in the box labeled, “awaiting info reason.” (Figure 4.24)
3. Click Update button
a. The case will be assigned to the applicant. Your message will post to the activity
stream. The applicant’s response time starts. They have 30-calendar days to reply to
your request
b. The regional center response time clock pauses.

4. When the applicant posts a message or attachment, you will receive a notification (bell icon).

5. When you receive what you requested, navigate to Packet Review activity in tracker. Click
packet complete pull down and select “yes.” (Figure 4.23)

6. Click Update button.

7. Click Mark Complete button.

@ In Progress

Packet Review

CE | Assigned to Christina Evans

I confirm that all required documents and information for this applic L

© s complete and is now moving to the decision stage
Packet Complete
| No

Awaiting Info Reason % Describe
| License is expired. Provide active license.
remedy

Figure 4.24 Vendorization Checklist
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4:4 Decision Stage

During this stage, you evaluate the application and make a vendorization decision. You have 45-
calendar days to approve or deny vendorization.

Approve Vendorization
1. Navigate to NWVN — Decision Stage widget on the Playbook homepage and click total cases
number. Alternatively, if the case is assigned to you, navigate to [my] cases list.
2. Locate the case and click the Case ID link.
3. In the Vendor Issuance Approval screen, locate your name and click the “Requested” link on
that row.

¢ Home NWVNODDE349  x  +

Artistic Venture | Artistic Venture | Artistic Venture | Other Services ©

Playbook  Details  TaskSLAs(3)  DraftEmails  Emails(8)  Cases  Special Handling NotesList  Approvers

PD - New Vendorization.. ¥ : ~ @ In Progress

Requi Vendor Issuance Approval
@ equirements .
Complete M Assigned to Ma

@ Requirements .
Complete Approval for this request has been requested 4
@ Submission
Complete
e

(2) Submission Stage

Last refrashed just now.

State Name

Requested Tammy Trialuser
@ Additional Information

Tracy Duarte
@ Generate Draft PDF
i Christina Evans
@ Vendorization Checklist

) Application Packet Confirmed Amber Hetrick

Complete

(%) Packet Review

(7 Awaiting Packet Completion [:]

° Decision
—_—

@ Decision Stage

= @ Vendor Issuance Approval

Figure 4.25 Vendor Issuance Approval

Home. NWVNDD0S349  x  +

e [ New e

(o

New Vendorization: NWVNOOO63-N*
Requested

Details

Approval Fompose
Close tab oy
‘ . | - ;
B
Figure 4.26 Approve or Reject
4. Click Approve button.

o

Close tab.

You will land on Playbook. Note: it will take a minute for the page to refresh and two new
activities to appear.

7. Assign a vendor number to each vendor in accordance with Title 17, Section 54340.

o
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a. For new providers, there will be a blank field. Fill it in.

b. For existing vendors, there will be a pull-down menu with options filtered to the
vendorization type that the applicant chose when starting the application. Make
selection.

i. For guidance on assigning a number, see “Vendor ID and Service Code
Determination — Existing provider” section below.

8. In the Service Code field, click the magnifying glass. A service code pop-up list will appear.
Select service code link from this list. (Figure 4.27). Note: Typing titles or numbers directly in
the service code field will produce inconsistent results and is discouraged.

a. For guidance on selecting a service code for an existing provider, see “Vendor ID and
Service Code Determination — Existing provider” section below.

b. Use filter to search for a service code. When filtering by service code or description,

[Pl

change the filter from “is” to “contains” to see more options.

Service Co

" Filter

Service Code = Service Code Description
001 Funeral Services
002 Immigration & Naturalization
003 Medical Records Copying
004 Movers
005 Seminar/Symposium
006 Foster Grandparent Program
Showing 1-20 of 385 |E 2 3 4 5 5 3

20 rows per page

Figure 4.27 Select Service Code

9. Click the pull down and select the applicable EVV status. See 7.1 EVV for guidance to make
your selection.

10. Click the pull down and select the applicable HCBS status. See 7.2 HCBS for guidance to
make your selection. When applicable, click the HCBS Setting Rule Compliance checkbox

11.Click Update button

12.Click Mark Complete button
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Speak to me | | | Personal Supports and Training Services © @ Vendor ID F25667 is available %
Playbook ~ Details ~ TaskSLAs(3)  DraftEmalls Emalls|4) Cases  Special Handling Notes List  Approvers ()
PD - New Vendorization.. " i ~ @ In Progress Friay
@) Resuremens Enter Vendor Number and Issue Service Code
Camplete N, Assigned ta Noelle Ward
Requirements Issue New o ing Venidar Number? s
Complete
[ Issue new Vendor Number -
(@) Submission
Camlete Vendor Number
@ Submission Stage [F2see7 |
@ Additional Information gerdee Code
| 707-5peech Pathology 3
@ Generate Draft PDF
) EVY Status
@ Vendorization Checklist
2 Vendorization Checkis [ Fuly Comptant al
-, Application Packet Confirmed
< Complete HEBS Status
@ Packet Review [ Aplies -
@ Awaiting Packet Completion
] HCBS Settings Rule Compliant
@) Decision .
—_— o)
@ Vendor lssuance Approval
Resional Center
» @ Enter Vendor Number and lssue
Service Code
@ Send Approval Email

Figure 4.28 Enter Vendor Number and Issue Service Code

Vendor ID and Service Code Determination — Existing provider

Existing service providers chose one of three types of vendorizations at the beginning of their
application process and may have pre-filled data from an existing vendorization. Those choices will

impact the regional center’s choices in the Decision stage.

Vendor ID
New or existing

Scenario
Application for new
service using the same
information as the
existing vendorization.
Application with a new = New
service address in the
same vendoring
regional center
catchment.
Application with a
service address in a
different regional
center catchment.

Type of vendorization
New service

New location, same
catchment area

New location, different
catchment area

New

Service Code
New

New or existing

New or existing
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Send Approval of Vendorization Email and Close Case

1.
2.

3.

o &

7.
8.

9

You will land on the Send Approval Email activity, click Mark Complete button.

Click box with 3 dots to the right of Close Case. (Figure 4.29) From the pull down, click
compose email.

You will land on either the approval or denial letter email template for your regional center. If
needed, use the search box to locate the approval letter email template for your regional
center. Tip: Use “*” at the beginning of your search to filter responses.

Select [regional center] approval letter email template.

Click apply template link.

[ save |[ Closecase |[~]

Compose email

. P =]
Propose Major Case ExTias Tesn phates |
| Q, *far| | @
Report Knowledge Gap -
© Email Template i = Email Template
Send Case Action Summary 4 PD - RC - FNRC - Final Deniai =

PD - RC - FNRC - Final Approval
Hariza pprov

Denial of Vendorization Application proval - Welcome to the

Special handling notes

Updated 3 months ago

Delete n

Figure 4.29 Compose email and search templates

Apply Template

2 [k

o FNR‘“

To
opened_by

@ it

Subject
‘Vendorization Approval - Welcome to the Provider Directory

Figure 4.30 Apply template

In the approval letter email template, replace placeholder text, highlighted in yellow, and
modify to fit your needs.

The “To” field is auto populated. [optional] Add CC and BCC emails.

[optional] Apply attachments. Click the paperclip to the left of the Send email button and
follows steps to upload.

Click Send Email button.

10.Navigate to and click Details tab.
11.Click Close Case button.
12.A pop up will appear, asking you to confirm you want to close the case. Click Ok. The record

is created in Provider Directory, and the case attachments are moved to the vendor record.
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« Vendarization is valid during the effective period of any required license, credential, registration, certificate, or permit. It will not continue if any required document is suspended or revoked.
» Effective Date: 11-13-2025 18:44 PST
+ Service Address: 2030 Park Ave Chico California 95928 Butte County

Hide attachments

By Test documentdocx .. :
Attach file
@ Draft saved = m

Figure 4.31 Add attachments and send
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Deny Vendorization
1. Navigate to NWVN — Decision Stage widget on the Playbook homepage and click total cases
number. Alternatively, if the case is assigned to you, navigate to [my] cases table.
2. Locate the case and click the Case ID link.
3. In the Vendor Issuance Approval screen, locate your name and click the “Requested” link on
that row. (Figure 4.25)
Click Reject button (Figure 4.26).
In the Comments field, type a reason for the rejection. You can provide a more detailed
explanation in the denial letter email.
Click Reject button.
Click Close Case button.
8. A pop up will appear, asking you to confirm you want to close the case. Click Ok.

o &

N o

Send Denial of Vendorization Email
1. Click on Details Tab
Click box with 3 dots to the right of Close Case. From the pull down, click compose email.
(Figure 4.29)
3. You will land on either the approval or denial letter email template for your regional center. If
needed, search for the denial template and click apply template. (Figure 4.30)
4. In the denial letter email template, replace placeholder text, highlighted in yellow, and make
any needed edits.
The “To” field is auto populated. [optional] Add CC and BCC emails.
[optional] Apply attachments. Click the paperclip to the left of the Send email button and
follows steps to upload. (Figure 4.31)
7. Click Send Email button.
8. Navigate to and click Details tab.

oo

@ Home NWVNDDO1335 X

Details

Details tab

Denial of Vendorization Application

Email Templates |

Repiyta | IT Service Desk <caddstest@servicenowservices com> J

Q Search | [

Final Denial
ppicat

sasisct | Denial of Venderization Aplication =) =

B Iy Verdana v 10p @By AvLvS Be ==z= =viEvi

@ Provide

reason

Dear Maria Rodriguez
Thank you for your interest in becoming a vengor with Far Northem Regional Center. After a thorough review of your appiicaten and supportine
Reason for Denial:

[Provide a brief explanation of the reason for denial, referencing specific reguiations or requirements that were not met ]
Appeal Information:

+ Right to Appeal: You have the right o appeal this decision in accordance with Tite 17, Sections 54380-54390 of the Galifonia Code of Regulations.
+ Appeal Deadline: To preserve your right to appeal, you must submit a writien appeal within 30 days of receiving this notiication. Failure o.do 50 will result in the denial of your appeal
+ Appeal Procedure: Piease submit your writien appea to the following address

o Meiissa Gruhier

o Executive Director

o Far Northem Regional Center

o 1900 Churn Creek Road, #144

o Redding, GA 96002

For your convenience, we have enclosed caples of the relevant sections of Title 17 that outine the appeal process, inciuding Sections 54360 and 54362,

Should you have any Questions of fequire further information regarding this decision or the appeal process, please feel e to contact [Contact Name] at [Contact Email or [¢
We appreciale your understanding and interest in serving our community.

Sincerely,

Figure 4.32 Denial letter email template
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4:4 Close Vendorization Case

You may close the case at any time. A denial letter must accompany the case closure.
Navigate to the case. If the case is assigned to you, navigate to [my] cases table.

Click the case ID link.

arwbh =

Click the Close Case button in the top right corner. (Figure 4.33)
A pop up will appear, asking you to confirm that you want to close the case. Click Ok.
Send denial email. See steps in Send Denial of Vendorization email section.

& Home NWVNOOD1S61 %

NWVNOOO1561 ©

Playbook | Detals | ToskSLAs(l)  DraftEmais  Emails(2) Cases  Special Handiing Notes List  Approvers

New Vendorization . Compose

NWVNDDO1561 Decision

[[Sove | [ ctosecase |[ -]

i@ e @ 0
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Module 5 — Tips: Search, Sort and Export
This module will provide some tips for searching, sorting and exporting data in the Provider Directory.
The Provider Directory has many capabilities and they vary by page.

5:1 Search

Search is a powerful tool. This tool is accessible in every view.

Figure 5.1 Search

In a list, each column has a search tool. Hover over the column name. On the right side of the grey-
blue box is 3 dots, click to open search options for that column. (Figure 5.2). Tip: Click the filter pull-

down to select a filter option to meet your needs (e.g., “is not empty,” “contains”).
~ Cases -
Km ~ Cases - All Cases [181
O MNumber ¢ N Last refreshed just now.
S =
Heooer Group by Number 8 [ Mumber Vendor ID
Fiter @ [] EXVN0OOO1002 HJ2722 J
| contains a EXVNOO01003 HJ3080| Show Matching
] EXVNOO01006 Hi2942| Filter Out
EXVNO001007 HJOB70

Figure 5.2 Search tools
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5:2 Sort

Each column on a table can be sorted.
1. Click the column label for contents to be sorted ascending or descending. Sort order is

indicated by the carrot (*) next to the column label. “*” signals ascending sorting.
2. Click the column label again to reverse sort order.

= Cases - All Cases [181)

Last refreshed 1m ago.
[ Number = Vendor ID Name Approval

NWVNOOD&122 MUGZ20 Tigger's Home Approved

NWVN0005993 Not Yet Requested

NWVNOOO5766 Hlggge Tina Scruggs-Tate Approved

Figure 5.3 Sort column

5:3 Export Data

Data contained in a list can be exported.
1. Chose a list. Click the Export button in the top-right corner.
2. Select a file type option — Excel, CSV, JSON or PDF — and delivery type - download or email. If
email, complete the email address field.
3. Click Export.

Select
options

Figure 5.4: Export data
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Module 6 — User Vendorization
This module walks you through the process of gathering a provider's documents to fulfill a need for
user vendorization.

Because records have been added over time—either manually or through
I approved vendorization applications—their content may vary depending on the
® requirements in place at the time of entry. As a result, some records may lack
vendorization documents and fields that are now considered required.

6:1 User Vendorization Request

1. From the Workspace home page, click Lists (hamburger icon) in the left column.
2. Click Provider Locations in the list. You will be directed to a list of service providers with a
vendor record in Provider Directory, including providers from all 21 regional centers.

€SM/FSM Configurable Workspace ¢

Service Codes
510-Adult Development Center

510-Adult

Provider
locations

109-Suppler
510-Adult Develog

510-Adult Devel

515-Behavior Management Program

Figure 6.1: Provider Locations

3. ldentify the vendor that you'd like to use.
a. Search service code (Figure 6.2)
i. Navigate to Service Code Description column.
ii. Hover over the column to reveal a box with 3 vertical dots. Click the dots.
iii. Type the service code number in the blank field.
iv. Click Apply button.
b. Search vendoring regional center (Figure 6.2)
i. Navigate to Vendoring Regional Center column.
ii. Hover over the column to reveal a box with 3 vertical dots. Click the dots.
iii. Type the start or full name of the vendoring regional center.
1. To search by partial name of the vendoring regional center, select
“contains” from the filter drop down options and type a portion of the
vendoring regional center’'s name.
iv. Click Apply button.
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Service Code Description

008-5ports Club
915-Residential Facility Sen|
100-Professional Copying,
Q5&-Interdisciplinary Assesd
520-Independent Living Pr

805-Infant Development Pr

o
Group by Service Code Description

Filter

|5lart5 with et - |

[ s0g

&12-Behavior Analyst

Vendoring Regional Center «

Central Valley Regional Centg
Golden Gate Regional Centei
Golden Gate Regional Centel

Morth Los Angeles County Re

x
Group by Vendoring Regional Center

Filter

| starts with

|GOIden

Figure 6.2: Filter Service Code and Regional Center

4. In the row of the provider that you would like to use, click the Provider name link. (Figure 6.3)

5. Review the vendor record.

= Provider Locations - Provider Locations [4]
st refreshed st o
[l VendorID Provider
HL1183 BEHAVIOR TREND INC BEHAVIOR TREND INC

Vendoring Regional Center +

North Los Angeles County Regional Center

EEEG

Service Code Description ¥

805-Infant Devel

jopment Program

KATRINA BAUER DBA BAUER ABA THERAPY FOR

Golden Gate Regional Center

805-Infant Development Program

HGO194 BAUER ABA FOR ADULTS AND
HGO197 MAXIMA THERAPY AND SPEECH fempty) Golden Gate Regional Center 805-Infant Development Program
HC1858 Maxima Therapy Inc fempty) Central Valley Regional Center 805-Infant Development Program

©oOoN®

Click Submit

Figure 6.3: Filter Service Code and Regional Center

M[ Request User Venderization l

Figure 6.4: Request User Vendorization

In the top-right corner, click Request User Vendorization button. (Figure 6.4)
Select the applicable service code from the pull-down list. (Figure 6.5)
Add comments and/or attachments to explain your reason for filing the request.
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Home ¥ UserVendorization Search Catalog |Q |

User Vendorization

Request a User Vendorization
Requesting Regional Center
| ©® | Far Northern Regional Center ol |

* Please choose the service code

| @ 113-DSS Licensed - Specialized Residential F » L

Comments

& Add attachments

Figure 6.5: Request User Vendorization: Service Code

6:2 Vendoring Regional Center Response

The user vendorization case will appear in Unassigned Cases: EXVN and two notifications
(reassigned case and approval required) will appear in notifications.

GMome  EXVNOOO1800  x

User Vendorization reque Requestlng [ save || Assigntome | [ CancelCase || CloseCase || Create Work Order |||
Details  Task Activities  Task SL .
== regional

User Vendorization . Compose
wsComments £ Work notes (Private) Attachments

[[@ scarch attachments ~1E /C

L] Select Al

08 D51890.docx

Stacadvien (T

i Priority - Lov
Opened by IRC Ap

Vendoring
regional
center

Figure 6.3: User Vendorization Request

1. Click the case in notifications or from Unassigned cases table to be directed to the User
Vendorization Request by: [regional center] activity.

2. Review attachments to determine whether it is a complete vendorization record.

3. If needed, upload vendorization documents that the user regional center will need to use the
vendor.
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a. To upload, click the attachments icon in the side panel on the right. (Figure 1.1) Click
the plus (+) sign and follow steps to upload. Note: When the folder is empty, you can
drag and drop files or click file button. After the first file is loaded, you must use the plus
(+) button.

b. [optional] Rename the file. Do not edit the file extension (e.g., .doc) portion of the file
name when renaming.

Add comments to inform the user vendoring regional center.
[Optional] Add work notes. Work notes are semi-private. They cannot be seen by the

applicant / vendor but are accessible by all regional center users.

6. Navigate to Vendoring Regional Center field. Clear the field and type the name of the
Requesting Regional Center. The system will auto populate the name as you type.

7. In the Assigned To field, clear it and enter the name from the Opened By field. The system will
auto populate the name as you type.

8. Click Save button.

User Vendorization Requesting -
Number regional
EXVNOOO1800 center Requesting M

Requesting Regional Center service
Inland Regional Center

organization 5§

el

Requesting Service Organization Opened O pe ned by
Rodney Test Provider & 11-17-202 fi

Service Codes Dperned by
625-Counseling Services (Family Counselor, S (0] IRC Approver 6]
Channel
| Web - |

Enter Priarity
requesting | 4-Low - |
regional Vendoring Regional Center
center a |

Enter Assignment group
opened by (Empty) o
name Assigned to

Figure 6.4: Reassign: Vendoring Regional Center
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6:3 Close User Vendorization Case

The case will be assigned to you, the individual that opened it. The case will appear in My Cases
table.

1. Open the case and review the comments, work notes and attachments.

2. If needed, email the vendor to request any documents that you need.

a. Click the “I” in the Requesting Service Organization field to be directed to the vendor
record. (Figure 6.3) Locate and copy the vendor’s Service Location Email Address.

b. Select the Details page, navigate to the 3 dots in the top-right corner, click and select
compose email. Paste the email into the To field. Type your message, attach any
documents needed, and instruct the applicant to reply to the email. Click send email.

c. Documents that are attached to the email will be automatically uploaded to the case and
can be viewed in attachments.

3. When you have what you need, click Close Case button. A pop-up will appear. Click Ok. The
case is closed. Any attachments uploaded during the process will be uploaded to the vendor’s
record. The user vendorization regional center will be recorded on the vendor’s record and
can be viewed in the Service Code Relationship tab. (Figure 6.5)

Details YOSHIAKI LLC ® ‘

YOSHIAKILLC © User

regional
center )R

Service Code Relationshi... (2)

Service Code Service Code Description User Regional Center Approved Vendoring Regional Center
875 875-Transportation Company {empty) 07-30-2025 11:02 Inland Regional Center

875 875-Transportation Company Far Northern Regional Center 11-18-2025 18:10 Inland Regional Center

Figure 6.5: Service Code Relationship: User Vendorization

6:4 Cancel User Vendorization Case

If the vendor is not a fit after review, cancel the case. Unlike the “close” case action (see Section 6:3),
cancelling a case does not create a user vendorization relationship in the vendor’s record.

1. Open the case.

2. Click Cancel case button in the top-right corner.

3. A pop-up will appear, asking you to confirm you want to cancel the case, click ok.
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Module 7 — Reporting Requirements

This

module will walk you through how to complete the reporting requirements to update a vendor’s

record.

When applicable, report and maintain these reporting requirements in a vendor’s record:

1.
2. Search for vendor record and click the vendor ID.

3. On the Vendor ID, click the Service Code Relationships tab. (Figure 7.1)
4,
5

Click Lists in the left column (Figure 7.1) and select Provider Locations.

If there is more than one service code, click the appropriate service code link. (Figure 7.2).

. You will land on a page with all Reporting Requirements. (Figure 7.3). Report Requirements as
prescribed below.

TEST All Favorites  History  Workspaces

= List Momentum WO... = 4+

Momentum WORK Inc. ©
Details Service Code %|3tiﬂﬂ5hi...m

Vendor Information

‘endor Name

Momentum WORK Inc.

Figure 7.1: Service Code Relationship tab

= List Momentum WO... x  +

Details

Service Code Relationships

Last refreshed 7m ago.

Service Code

952

Momentum WORK Inc. ©

Service Code Relation:

BRI

Service Code Description User Regional Center Approved Vendoring Regional Center

952-Supported Employment Program - Individua fempty) 07-30-2025 11:00 Tri-Counties Regional Center

Figure 7.2: Service Code Relationship table
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List = 707-Speech Path... +

707-5peech Pathology

Details

Service Code Relationship

Service Code Descrigtion

707-Speech Pathology (Empty)

‘Compliance

Ewstans HeBS Sistus
[ Fully Comptiant | [Apties

caP () HCBS Settings Rule Compliant
AP Date

[ MM-gdyyyy 5]

Sanction

Sonction Dute
[ MM-dd-yyyy s |

Figure 7.3: Service Code Relationship page

7.1 Electronic Visit Verification (EVV)

1.

quick guide in the RC portal.
2. Navigate to the Service Code Relationship page. See steps above.
3.

status.

Click hyperlink for EVV guidance to make your selection. The hyperlink will direct you to a

In the Compliance section of the page, pull down EVV Status options and select the applicable

Compliance

Fully Compliant

cBs Siaus
| [ Aoplies

- None -
Self Registered

(] HCBS Settings Rule Compliant

Fully Compliant

Exempt

Mot Compliant

—

Nt Applicable

Figure 7.4: EVV options

7.2 Home and Community-Based Services (HCBS)

1.
quick guide in the RC portal.
2. Navigate to the Service Code Relationship page. See steps above.
3.
status.

4. When applicable, click HCBS setting rule compliant checkbox.

Click hyperlink for HCBS guidance to make your selection. The hyperlink will direct you to a

In the Compliance section of the page, pull down the HCBS options and select the applicable

Compliance

0 stats
| Fully Compliant

cas stas
- | Aplies

O cap

[ Sanction

Figure 7.5: HCBS options
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https://caldds.sharepoint.com/:b:/r/sites/RCPortal/Provider%20Directory/Forms/AllItems.aspx?id=%2fsites%2fRCPortal%2fProvider+Directory%2fGuidance+Documents%2fPD_Vendorization_EVV+Guidance.pdf&parent=%2fsites%2fRCPortal%2fProvider+Directory%2fGuidance+Documents&p=true&share=cQqo1ET-bPxdR4FDsyZJrh8fEgUAE8LkExkEjaMto7I7a6-F1g
https://caldds.sharepoint.com/:b:/r/sites/RCPortal/Provider%20Directory/Forms/AllItems.aspx?id=%2fsites%2fRCPortal%2fProvider+Directory%2fGuidance+Documents%2fPD_Vendorization_HCBS+Guidance.pdf&parent=%2fsites%2fRCPortal%2fProvider+Directory%2fGuidance+Documents&p=true&share=cQrGH0pCx1LUSo5-ngaMW_vHEgUAF5AJSu_VsOKnLbmpFgQusQ

7.3 Corrective Action Plan (CAP)

1. Click hyperlink for CAP guidance to make your selection. The hyperlink will direct you to a

quick guide in the RC portal.

ok wbd

Update record, as needed.

7.4 Sanction

Navigate to the Service Code Relationship page. See steps above.
In the Compliance section of the page, click the CAP checkbox.
A date field will appear. Record the date of the most recent CAP.

1. Click hyperlink for Sanction guidance to make your selection. The hyperlink will direct you to a

quick guide in the RC portal.

ok wbd

Update record, as needed.

Navigate to the Service Code Relationship page. See steps above.
In the Compliance section of the page, click the Sanction checkbox.
A date field will appear. Record the date of the most recent sanction.

Compliance

BV Status

| -- Mone --

CAP Date Record

| MM-dd-yyyy most recent

Record

Sanction Date

[MM-d-yyyy most recent

Figure 7.6: Service Code Relationship: CAP and Sanction

QUESTIONS?

Email: ProviderDirectory@dds.ca.qgov
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