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[bookmark: _GoBack]SUBJECT:	2017 ACFE Board service agreements will be processed online through SAMS2 and the Funded Agency Channel.

CRITICAL INFORMATION & DATES: 
All new 2017 ACFE Board funding agreements commencing 1 January 2017, including 2017 pre-accredited training agreements, will be managed online through the Service Agreement Management System (SAMS 2) and the Funded Agency Channel (FAC).
Learn Local providers have been registered in SAMS2 throughout 2016 ready for implementation and should have registered for eBusiness. 
The organisation signatory must be a registered user of the Funded Agency Channel so that you can accept your organisations ACFE Board Service Agreement online.  
In January your registered organisational signatory will receive an email once your service agreement is ready for acceptance and is required to log into the Funded Agency Channel (FAC) to accept your 2017 service agreement to ensure payment. 
All providers are encouraged to register for FAC training.
_____________________________________________________________________________

The Adult, Community and Further Education Board (ACFE) has transitioned to the online SAMS2 contract management system for ACFE Board service agreements.  A number of features of SAMS2 have been customized to facilitate use by ACFE. An organisation view of the Service Agreement Module (SAM) is accessed through the Funded Agency Channel (FAC). FAC offers an easier, faster and more targeted way of helping you manage your agreements with the ACFE Board.
All new agreements with the ACFE Board will be in the FAC from January 2017, including 2017 pre-accredited training agreements. Existing incomplete contracts will continue to be tracked and managed on the current Resource Allocation System (RAS) until contract end. 
The Funded Agency Channel provides individual organisation users with secure access to their contract information via the Department of Health and Human Services’ eBusiness portal. eBusiness provides organisation users with the ability to access the secure part of FAC (My Agency) where you can update your organisation’s contacts, check the status of your contract milestones and payments as well as complete your annual compliance. 
All Learn Local Organisations registered with the ACFE Board should now have a unique login on the Service Agreement Module via the Funded Agency Channel (FAC) for staff who have been nominated by the Organisation.  


Organisations new to SAMs/FAC
Organisations that are new to FAC should have completed registration forms and nominated an Organisational signatory who should by now have created a unique login to eBusiness to access My Agency on FAC.  Additional users within your organisation can individually register with eBusiness to access FAC. Instructions on individual user registration for eBusiness can be found at http://www.dhs.vic.gov.au/funded-agency-channel
Accepting your Service Agreement
The Organisational signatory must be a registered user on the Funded Agency Channel so that you can accept your Service Agreement online.  Until the Service Agreement is accepted online, we will not be able to process any payments, so we ask that you complete this task in January 2017. 
If your nominated Organisational signatory has changed please ensure your new signatory has a login to eBusiness to access My Agency on FAC, to ensure your 2017 Pre Accredited Training Delivery Service Agreement can be executed. Instructions on user registration for eBusiness can be found at http://www.dhs.vic.gov.au/funded-agency-channel
Please refer to the attached guide for further information accepting your Service Agreement.


If you have forgotten your username and password please email the eBusiness Help Desk ebiz@dhhs.vic.gov.au.   
Funded Agency Channel (FAC) Training
If you are unfamiliar with the use of the Funded Agency Channel (FAC) we encourage you to complete training.
If you wish to register for FAC training please check the FAC training calendar for available sessions. http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/training-calendar.  
For further information about FAC and SAMS 2 please contact Effie Kene by telephone 03 9637 2319 or email training.participation@edumail.vic.gov.au.
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How to accept a first time agreement in THE SERVICE AGREEMENT MODULE (SAM)
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Introduction


My Agency, the secure area of the Funded Agency Channel (FAC) website, provides registered users from funded organisations access to funding and payment information about their service agreement. If you require access to FAC and/or are not a registered user, please refer to the Accessing My Agency section of the FAC home page at: http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/accessing-my-agency-for-funded-organisation-users.


Within My Agency, the Service Agreement Module (SAM) allows funded organisations to access their service agreement information and to update some records and documents through interactive modules. One of these modules provides organisation signatories with the ability to approve first time agreements online. 


The following instructions detail the steps required to approve your organisation’s first time agreement. 


Using this guide


In this document we will show you: 


· how to find the Acquittal sub tab to determine the activities you need to acquit 


· how to complete and submit your organisation’s acquittal


· how to export your acquittal


· how to view reports relating to your acquittal.


A red box is displayed on each screen shot in the guide to identify the area you need to select, action or note. In this example, the organisation name is being identified for selection. Note that any text in blue is a hyperlink which takes you to another screen.


Example only: 
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What is a first time agreement? 

A first time agreement is the first time an organisation receives funding in an agreement period under a service agreement from either the Adult, Community and Further Education Board (ACFE), Department of Education and Training (DET) or Department of Health and Human Services (DHHS). If your organisation has held a service agreement from the same department in the current agreement period, you do not have a first time agreement. Agreement periods are as follows: 2009-2012, 2012-2015, 2015-2019 (or 2015-2018 for Disability Services agreements).


Agreements that have rolled over from a previous year and any variations to a current agreement DO NOT require formal approval. An email is sent to the Primary Contact and the agreement is deemed to have been approved five to ten days after being generated.  If you do not agree with the details of a variation or rolled over agreement, please contact the relevant department team member to discuss.

Are you the organisation signatory?


Only the organisation signatory can approve a first time agreement. In many cases, the Primary Contact and the signatory is the same person but not always. If you are the signatory and are not a registered FAC user you will need to register. The following link will assist you to register for Funded Agency Channel.

http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/accessing-my-agency-for-funded-organisation-users

Approving a first time agreement


Navigate to the Service Agreement Module

· When you log into My Agency select the Service Agreement Module – [External Link] link located under the Service Agreement Module section towards the top of the My Agency page. 


· A new window will open and the Service Agreement Module will display. The Current Agreements tab at the top of the screen will default.


· Under the heading Signatories, the name of your organisation’s signatory display.
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· If you are the signatory, you may proceed. If you are not the signatory, you will not be able to approve the first time agreement

Review the contract documents


· Select the Contracts tab. Your organisation’s contract documents will display. 


· These are the Contract Payment Schedule, Full Agreement and Service Agreement Performance documents. The Contract Payment Schedule is a Microsoft Excel spread sheet, (.xls) while the Service Agreement Performance and Full Agreement documents are Adobe Portable Document Format (.pdf).


· You should review all these documents to determine whether to approve or reject the agreement.


Approve a first time agreement


· If you are the signatory for your organisation, you will see a record to approve or reject.
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· If you do not have a record to approve you may not be the signatory. Alternatively, you may already have approved/rejected the first time agreement. To see the name of the nominated signatory refer to step three above.


· If you choose to approve the agreement, select “Approve” then read the statement that appears and select “Yes, accept”.
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· Once you accept, the agreement is approved and no further action is required. 


Reject a first time agreement


· If, after reviewing the contract documents, you choose to reject the agreement, select “Reject”.


[image: image5.png]e e o) e e ok Mo S Bt Contocts

Contracts:

Contracts | | ESE] B

reement — Version - ry 2 2 ry = ype- Agreement_ =
& < YO pgreement - Organisation  Consortium < Department = Region/Division = Type™  AIESMEML Created
Contact X¥zZion Conact
> 0% 1 Payment Government peEcD Norherm Metropalan payment  AMAt00 711013
Schedie Organsation Schedde,  Acceptancs
Xvztion
Nortpern Wetropaten Ful Anatng
> | s082 1 Full Agreement  Government DeECD Noer fement A 7/U2083
Organsaten
Servee Xvztion
e Nortpern Hetropolian Performance. Ansitng
> | 0092 : fareenent St DEECD “DEED Targets Acceptance /Y13

1-10f1 | @

N
Rejection Comments Completed

~
Rejection Reason

N = N s A
Name  Type  Entity  Owner From Received | Action =

!

Awaitng  Service  Kim  Frances 8/1/2013

> 32 cceptance Agreement DiCaro Marotta 09:16:53 AM






· Select a reason for the rejection from the drop down list and type a comment in the “Comments” section then select “Yes, reject”
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· Once you reject the agreement, the contract documents are no longer visible. The department team member will need to renegotiate the details of the agreement with your organsation and then regenerate the contract documents.


· In this case, you will receive an email when the contract documents are once again available for viewing.


Further information


For all Funded Agency Channel or My Agency enquiries, you can contact FAC on 1300 799 470 (toll free). Select support option 1 (for assistance with eBusiness), then select option 5 (for Funded Agency Channel). You can also email fac@dhhs.vic.gov.au

		To receive this publication in an accessible format phone 1300 799 470, using the National Relay Service 13 36 77 if required, or email fac@dhhs.vic.gov.au

Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne. 


© State of Victoria, December 2016 . Except where otherwise indicated, the images in this publication show models and illustrative settings only, and do not necessarily depict actual services, facilities or recipients of services. Available at http://www.dhs.vic.gov.au/funded-agency-channel/home
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