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CMS Contractor Screens 
 
The following updated screen shots and corresponding text are intended to familiarize OCFS 
internal users with the views contractors experience as they navigate the OCFS Contract 
Management System (CMS).  
 
The Contractor Home Page 

 

 

The Contractor Home Page is displayed when users first log onto the system. From the Home 
Page, users can access the online User Manual and Frequently Asked Questions (FAQ) as well 
as review current system announcements.   The Home Page displays the number of tasks 
currently in the user’s Inbox.  The top left corner of the page displays the user’s name and role, 
and links found in the Main Menu on the far left side of the page can be used to access various 
system modules.   

Page 1 of 17 



CMS Update #3R 
Originally Issued 7-24-06 

Reissued April 29, 2010 
 

The Contractor Details Screen 

 
 
The Contractor Details screen provides basic information regarding the organization. The 
contractor cannot update this information.  Contractors should contact their Contract or Program 
Manager to request changes. 
 
The Contract Search Screen 

 
 
The Contract Search screen lists all of the contractor’s contracts.  Contractors can view the 
Amount, Term, and Status of each contract.  They can also access their contracts by clicking on 
the contract number. 
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The Contract Details Screen 

 
 

The Contract Details page displays a host of information about the contract.  The General 
Information section at the top of the page provides basic contract information such as the 
Contract Number, Contractor Name, and the Contract Term.  The Contract Periods section 
displays specific information pertaining to the selected contract period.  The Send 
Correspondence button allows the contractor to send a message to his or her OCFS Program 
Manager.  The show/hide links open and close the Contract or Amendment Schedule.  The 
Claim History button can be used to access voucher and payment history.  The Program 
Reports button can be used to access the Program Report attributes associated with the 
contract.   
 
Claim History Report Screen – (accessed from the Claim History button on the Contract 
Details page) 
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The Claim History Report screen provides a list of all claims submitted by the contractor.  For 
each claim, basic information such as Claim Type, Date Received, and Status is displayed. 
Contractors can view additional information on each claim by clicking on the Details link.  
Claim Report History Details Screen 

 
 
The Details link leads contractors to the Claim Report History Details screen.  This screen 
provides additional information about the expenditure.  
 
Program Reports Screen - (accessed from the Program Reports button on the Contract 
Details page) 

 
 
The Program Reports screen provides a list of all program report attributes for the contract.  For 
each program report, basic information such as Report Type, Due Date, Report Period, 
Enforcement property, and Status is displayed.  If the Status field is blank the Program Report 
has yet to be logged.  Contractors can view additional information on each program report by 
clicking on the Details link.  
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The Contract Documents Screen 

 
 
The Contract Documents screen displays a listing of the documents that make up the contract.  
Contractors can view a PDF of their contract by clicking on the View Contract button.  
Contractors can also upload contract related documents by clicking on the Upload Document 
button which routes them to the standard Upload Document screen.   
 
The Contract Budget Screen 

 
 
The Contract Budget screen displays a summary of the contract budget. It also allows users to 
access information on prior or pending budget modifications.  
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The CMS Inbox 

 
 

The CMS Inbox provides Contractors access to their outstanding contract and contract related tasks.   If 
the contractor accesses a Contract, Renewal or Amendment task they will be routed to the Contract 
Review Module screen.   
 
The Contract Review Module: Main Screen 

 
 
The Contract Review Module’s main screen displays basic contract details such as the 
Contractor name, Contract Amount, Contract Period and so forth.  The screen links contractors 
to the various interactive and downloadable documents that they must complete as well as 
provides a place for them to update their budget, upload documents, and contact their OCFS 
Program or Contract manager via correspondence within the system.  Contractors can also 
access a PDF version of the contract.  Note that the Complete button remains greyed out until 
the contractor has accurately updated their budget.   This system edit prevents contractors from 
submitting incomplete materials for review. 
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The Contract Review Module: Viewing the Contract Schedule  

 
 
The Contract Review Module’s Schedule screen displays the stages of the contract 
development and approval process.  Contractors can use this screen to monitor the progress of 
their contract against the established timeframes, e.g. scheduled days versus actual days.  It is 
similar to the Schedule screen available to OCFS internal users, but does not include the names 
of the individuals assigned to each stage. 
 
The Contract Review Module: Downloading Documents 

 
 
When downloading a document from the Contract Review Module’s Main screen, contractors 
will be asked if they wish to open or save the file.  Contractors should save the file on their 
computer.  After making their changes, contractors should use the Upload Document feature to 
submit their work for review and approval. 
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The Contract Review Module:  Uploading Documents  

 
 
The Upload Document screen allows contractors to submit documents created or modified 
outside of the system to their OCFS Contract or Program Manager for review.  Contractors must 
complete the Name and Description fields, click Browse to specify the source file, and then click 
Save. 
 
CMS Correspondence Search Screen  

 
 
The CMS Correspondence Search screen allows contractors to search for messages sent to or 
received from their Contract or Program Manager.  Contractors have the option of searching by 
correspondence associated by a specific task or by contract number. 
 
CMS Correspondence Search Result Screen 

 
 
The CMS Correspondence Search Result screen displays a listing of all messages meeting the 
request criteria.  Contractors can access each of the listed messages by clicking on the Subject 
field. 
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CMS Correspondence New Message Screen 

 
 
Contractors can use this screen to send new messages within the system.   
 
CMS Correspondence Reply Screen 

 
 
Contractors can use this screen to reply to messages within the system.   
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Contractor Signature Screen One 

 
 
This screen depicts the contractor’s Contract Review Module screen when a contract has 
arrived for signature.  The contractor should click on the Complete command button to sign the 
contract.  This will bring the contractor to the Certification Page. 
 
Contractor Signature Screen Two – Certification Page 

 
 
On this screen, the contractor should click Accept to sign the contract.  When this takes place, 
the contract automatically advances to the next stage of the schedule.  If the contractor is not 
satisfied with the contract, the signatory should click Decline and contact their OCFS Program 
or Contract Manager by correspondence, email, or telephone. 
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Logging a Budget Modification - Budget Modification Contract List Screen 

 
 
When contractors click on the Budget Modification link on the CMS menu, the above screen 
listing all of their approved contracts appears.  To initiate a budget modification, users should 
locate the applicable contract and click Log.  
 
Budget Modification Log Screen 

 
 
In order to log a budget modification, the contractor must first assign it an identification number 
and a justification comment.   
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Budget Modification Detail Screen 

 
 
Contractors will use this screen to enter their proposed budget changes into the system.  
 
Logging a Program Report - Program Report Contract Search Screen 

 
 
To log a program report the user must select the Program Report link from the Log Screen 
menu.  The user will then be routed to the Contract List screen where they must select the Log 
link associated with the approved contract.  Note if there are multiple periods associated with 
the contract, contractors must log against the contract period in which they are reporting.  
 

Page 12 of 17 



CMS Update #3R 
Originally Issued 7-24-06 

Reissued April 29, 2010 
 

Program Report Log Screen 

 
 
CMS will display the Program Report Log screen with information pertaining to the program 
report that is currently due.  Unless otherwise specified by the Program Manager, contractors 
should never select the Supplemental option.  The Interim/Final report attributes should be 
prepopulated for them.   
 
Program Report Review Module Screen 

 
 
The Program Report Review Module’s main screen displays basic contract details such as 
Contractor name, Contract Amount, Contract Period, etc.  The screen links contractors to the 
various interactive and downloadable documents associated with the program report that they 
must complete. The interactive document, download document and upload document 
functionality works the same as in the Contract Review Module.  Contractors can also access a 

Page 13 of 17 



CMS Update #3R 
Originally Issued 7-24-06 

Reissued April 29, 2010 
 

PDF version of the program report.  Contractors must click on the Complete command button to 
submit the report.   
If necessary, the contractor can elect to cancel the program report by clicking on the Cancel 
command button located at the bottom of the Program Report Review Module.  This will cancel 
the program report and remove it from the CMS Inbox.   
 
Logging a Claim - Claim Contract List Screen  

 
 
To log a claim the user must select the Claim link from the Log Screen menu.  The user will then 
be routed to the Contract List screen where they must select the Log link associated with the 
approved contract.  Note if there are multiple periods associated with the contract, contractors 
must log against the contract period in which they are expending money.  
 
Expenditure Report Log Screen 

 
 
The Expenditure Report Log screen is used to provide information pertaining to the claim 
including the Claim Type (expenditure or advance), Claim Period and the total amount of the 
claim.  After selecting the Save command button, the claim will be logged in CMS. 
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Expenditure Report Screen - One 

 
 
This screen is used to enter the details of the expenditure.  After the claim details are entered, 
the contractor will click on the Run Edit command button to verify the information is valid and 
meets the criteria of multiple system checks. If the contractor finds a need to reject the claim 
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and discontinue processing, the Reject command button can be selected to reject the claim and 
remove it from the CMS Inbox. 
 
Rejecting an Expenditure Report 

 
 
Once the Reject command button is selected, the Expenditure Report Reject window will open.  
A reason for the rejection must be entered.  The contractor will click the OK command button to 
complete the reject process.  A message will be displayed in the upper right corner indicating 
the Reject operation was successful 
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Assuming the claim is not rejected and the claim has been validated, the contractor will click on 
the Process command button to move to the claim signatory schedule stage.  Depending on the 
expenditure schedule, the contractor may have to log on as ClaimSig if he or she has not 
already done so.  Only the ClaimSig user role can complete the process.  
 
Expenditure Report Screen - Two 

 
 
Upon completing the validation, the contractor will proceed to the certification process.  Only the 
ClaimSig user role can complete the certification process.  
   
After the claim details are entered, the ClaimSig will accept (or decline) the expenditure.  The 
ClaimSig also has the opportunity to reject the expenditure which will remove the contract task 
from the Inbox.  After the Accept radio button is selected, the ClaimSig must click the Process 
command button to finalize the process.  When this takes place, the claim automatically 
advances to the next stage of the schedule.  If the contractor is not satisfied with the information 
on the claim, the ClaimSig should click Decline and make the necessary updates to the 
Expenditure Report screen.    
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