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Service Arrangement Overview 

Service Arrangement Introduction

Service Arrangements define purchased services, the details of the service, along with the limits for those services, and the financial information for making a payment. A Service Arrangement can be for a specific client with 
a specific vendor, or can be for a specific vendor and no specific client. Most Service Arrangements are client specific. Generally, non-client specific Service Arrangements define the terms of a contract with a vendor. Depending on the terms, client information may or may not be included on the payments with a non-client specific Service Arrangement. 

Before a client receives a service, an agency staff person arranges the details, such as locating a vendor, negotiating rates and the number of units to be provided. The social worker creates a Service Arrangement to record these details. Then the Service Arrangement goes through the service and payment approval process. Once the Service arrangement is approved it can be used as a template for a Payment. 
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Client Specific vs. Non-Client Specific
The main difference between client specific and non-client specific service arrangements is if a client is selected on the service arrangement. The majority of all service arrangements are client specific.  

Non-client specific service arrangements may or may not require a client to be included when creating the payment request by setting the Pay Client Specific Indicator to Yes. This option is only valid when there is not a client designated to the service arrangement already. This is optional and depends on how each agency utilizes service arrangements and payments.

Making Changes in Service Arrangements
Statuses for services arrangements include: Draft, Pending Service Approval, Pending Accounting Approval, Approved for Payment, Active/Payments, Inactive/Payments, Denied, and Discarded.

All fields on Service Arrangements with a status of Draft or Approved for Payment can be changed and resent for approval.  

Once payments have been made and the status is Active/Payments or Inactive/Payments, only certain fields can be changed without requiring it 
to be resent for approval. These limited fields are: Start Date, End Date, Description, County Contact, 1099 Indicator, Contract Number, IV-E Reimbursable, Remittance Advice Description, Service Agreement and Service Arrangement Group. Other fields, such as Units, Amount and use other vendors can be changed through a Service Arrangement Amendment. Service Arrangement Amendments change these items, while keeping the original history intact for tracking purposes. With Service Arrangement Amendment, units and amounts can be increased or decreased. Again, depending on the tolerances set by the agency, the amendment may or may not require approval. Decreasing units and the amount does not require to be reapproved. All actions regarding Service Arrangement Amendments can be found on the Amendments tab of the Service Arrangement.  
Service Arrangements with a Discarded or Denied status can never be changed.

Service Arrangement & Service Arrangement Amendment Approval
After creating a Service Arrangement, it must be approved from both a service perspective and a fiscal perspective. The arrangement is sent to a Service Approver, such as the social worker’s supervisor. The Service Approver can make changes and can approve or deny the arrangement.  
If approved by the Service Approver, the arrangement is sent for fiscal approval. This person completes any remaining financial information and authorizes payment of the services (Approves for Payment).
A user, who is both a Service Approver and a Fiscal Approver, can create a Service Arrangement in Draft status and select Approve for Payment on the Action menu. In this case, the user becomes both the Service Approver and the Accounting Approver for the Service Arrangement. Service Arrangement needing approval display under the selected approver’s name on the Approval Log.

Comments

A Service Arrangement can have multiple comments. Users create a new Service Arrangement Comment when they want to add a comment. A Service Arrangement Comment can be edited only by the person who created it to correct the information in the Comment field. A user with the Manage Payments security function can also edit another user’s Service Arrangement Comment.

The system also creates Service Arrangement Comments during each part of the approval process: anytime the Service Arrangement is sent for approval and anytime a Service Arrangement is approved or denied. When these comments are generated, the user can also enter text that is added to the system-generated comment.

Service Agreements
Service Agreements act as a contract between a vendor and the agency. One or more Service Arrangements can be associated with a Service Agreement.  Service Agreements are set up for a single client or a single vendor. A Service Agreement can be printed and used for signatures. SSIS provides default agreement language in County Preferences that can be printed on the Service Agreement. Agencies can use this default language or enter their own. The default language cannot be edited.
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Hint: Service Arrangements can only be associated to one Service Agreement at a time.

Service Arrangement Groups
Service Arrangement Groups contain a collection of Service Arrangements 
and Payments used for tracking expenses and can be used for budgeting and reporting. The Service Arrangement Group can have a maximum amount, 
a minimum amount, or both; however, neither is required. Service Arrangement Groups can cross calendar years, even though Service Arrangements cannot. The total amount of all Service Arrangements in the group cannot exceed the maximum. The minimum amount is for information only, and is not utilized by the system. 

Service Arrangement Groups track calculations for dollars including:

· Available – sum of available dollars remaining of the Maximum stated on the Service Arrangement Group

· Expended – sum of all payments related to Service Arrangement Group

· Approved svc arr – sum of approved amounts on qualified Service Arrangements in the group

· Srv arr remaining – sum of available amounts remaining on the qualified Service Arrangements in the group
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Hint: Service Arrangements can only be associated to one Service Arrangement Group at a time.

Pre-Printed Vouchers

Pre-Printed Vouchers act as invoices for vendors to complete and return to 
the agency when requesting payments. Pre-printed Vouchers can be printed individually from each Service Arrangement or they can be printed in batches by running Vouchers by Client or Vouchers by Vendor from the Service Arrangement Reporting option on the Task panel or from Tools>General Reports>Service Arrangement Reporting. You can also print a Blank Voucher from Service Arrangement Reporting. In order to include the Service Arrangement in a batch of Pre-Printed Vouchers, the indicator must be 
Yes on the option to Include in Voucher Batch on the Service Arrangement.
Check with your agency to see if you use Pre-Printed Vouchers. 

Service Arrangement Searches & Reporting Options
There are various ways to search for and run reports for Service Arrangements.  

Searches related to Service Arrangement include the basic Service Arrangement Search and the Advanced Service Arrangement Search. Both searches have grids that are customizable; however, the Advanced Service Arrangement Search allows you to use Advance Filters to search for multiple criteria and create your own customized reports. These options can be saved and shared with others inside and outside of your agency. 
Several defined reports are available for Service Arrangements as well.  
These can be found in Tools>General Reports or on the Task Panel under Service Arrangements>Service Arrangement Reporting. 
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