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New Vendor Entry

All new vendors must first be entered in an agency's accounting system and imported into 5515 using the Vendor
Import process (excluding Tribal agencies who do not use Vendor Import). The Import process is scheduled to run
automatically Monday through Friday at 5 minutes after the hour, beginning at 7:05 a.m. and ending at 6:05 p.m.
Once the vendor is imported into 5515 an agency may need to add additional information for Service Arrangements,
Payments, and IV-E Claiming.

New Address, Phone, or Email

The Payment (type) address and Payment (type) phone import from the agency’s accounting system. 5515
recommends that agencies enter the Physical Location of the vendor. The physical location is required to be entered
as an address type for Child Foster Care Providers.

Add a New Address/Physical Location:

1.From Searches>Business Organization Search or from Searches/Logs> Business Organization Search

2. Access Action and select New Address.

3. Select Physical Location from the Type field.

4. Enter the Effective Date and required fields. Only one physical location address can be effective at one time.
5. Enter any Comments needed.

6. Click Save.
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Vendor License Entry

Enter New/Pending License:

1.5elect the Licenses folder in the Tree View and access the Action menu.
2. Select New License.

3. Complete all fields.

4. Click Save.

5. Access Action menu and select New License to complete multiple licenses if needed.
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Hints:

Continue to manually create 5515 license records for both out-of-state and tribal licenses. The applicable IV-E Facility
Type entries to be entered manually include the following selections:

¢ Out-of-state child residential facility
« Qut-of-state child family foster home

¢« Tribally licensed/approved family foster home
 Tribally licensed/approved child residential facility

IV-E Facility Type must be correct and match both the license type and manual license entry. Out-of-state and tribal
license numbers should be entered in the License #/Version Field by typing in the appropriate indicator below:

¢ OSF = Out-of-state child residential facility

» (5H = 0Out-of-state child family foster home
¢ OT2 =Tribally licensed/approved family foster home

« TR =Tribally licensed/approved child residential facility
Add Existing License from LNDX:
1.Expand the Licenses folder in the Tree View.
2. Select the LNDX Links folder and access the Action menu.

3. Select Add Existing LNDX License.

4. Search for the license by name, license number, county, or service class.

5. Click on the match from the populated list and click the Select button.

6. Ensure the correct license number displays under LNDX Links, it will automatically save to the folder once selected.

7. Access Action menu and select Add Existing LNDX License if adding multiple licenses for a vendor.
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Hints:

Use the Title IV-E Group Provider Search to find licensing information for vendors not licensed by the agency.

« From Searches/Logs, select Title IV-E Group Provider Search.

¢ The sub-code identifies which service the IV-E per diem is for when a facility provides multiple services.
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Vendor Services Offered

Enter New Service Offered:

1.5elect the Services Offered folder in the Tree View and access the Action menu.

2. Select New Service Offered.
3. Select the BRASS Program area from the drop-down menu.

4. Select the Service and complete the 1099 Indicator and Client Will Serve Preferences drop-down menus.

5. Click Save.

Add County Sub-Service to a Service Offered:

1.5elect the service in the grid, access the Action menu, and select Add Existing County Sub-Service.
2. Search for County Sub-Service and click the Select button.

3. Click Save.
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County Sub-Services

County Sub-Services are created in 5515 Admin.



