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Finding Answers to your Procurement, Contracting and 
Statewide Financial System (SFS) Questions 
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Fall into Knowledge 

• Office of the State Comptroller Resources
• Statewide Financial System Resources
• Test Your Knowledge
• Additional Resources 

Agenda
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OSC Policies, Operational Guidance 
and Resources

• Where do you go to find OSC policies, 
operational guidance and information about 
your contracts?
– Guide to Financial Operations (GFO)
– Contract Advisories
– Agency email notifications
– Open Book New York
– VendRep System
– Office of Operations Calendar
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Guide to Financial Operations (GFO)

• Overall Structure of the GFO
– Issued to support implementation of the State 

Financial System (SFS) 
– Provides policies and procedural guidance for 

State agencies 
– Key resource for State agencies concerning 

financial transactions
– 17 Chapters with 511 Sections
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Guide to Financial Operations (GFO)

• GFO Chapter XI
• 70 Sections
• Updated for Enterprise Enhancement 1 (EE1) 

Procurement and Contract Management
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Guide to Financial Operations (GFO)

• Chapter XI “Living” document updated on a 
regular basis:
– Periodically validated
– Legislative changes
– Business process changes

• Notification of updates
– Sent to designated State agency officials 
– Sign Up to receive GFO updates by email
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Navigate to GFO
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Navigate to GFO
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Navigate to GFO
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Guide to Financial Operations (GFO)
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Sign Up to Receive GFO Updates by Email
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Advisories

• Office of Operations publishes Advisories on 
multiple topics 
– Accounts Payable Advisories
– Contract Advisories
– Operational Advisories
– Travel Advisories
– Vendor File Advisories 
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Contract Advisories

• BOC posts Contract Advisories and sends 
reminders to State agencies
– Advice on specific topics 

• Especially SFS 

– Routine Advisories 
• Statutory report reminders
• Transaction clean-up alerts

– Sign Up to Receive Advisories by email
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Navigate to Contract Advisories
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Navigate to Contract Advisories
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Navigate to Contract Advisories
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Contract Advisories
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Sign Up to Receive Advisories by Email
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Open Book New York
• Transparency and Accountability 

– Active State agency and certain State authority 
contracts*:

• Contracts approved by the OSC; and
• Contracts that don't require OSC approval

– Search contracts by:
• State Agency/Authority 
• Vendor; or 
• Agency/Authority & Vendor

* Exceptions noted on Search Page
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Open Book New York

• Viewable and Downloadable Contract Data
– Vendor Name
– Contract Number
– Current Contract Amount
– Contract Description
– Contract Type
– Original Contract Approved/Filed Date 
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Navigate to Open Book New York
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Navigate to Open Book New York
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Open Book New York - Basic Search
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Open Book New York - Search Results
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VendRep System

• Announcements/News
• Search Contract/Amendment Status
• Search & View Vendor’s Questionnaire
• Vendor Questionnaire Notifications 
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Navigate to VendRep System
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Navigate to VendRep System
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Navigate to VendRep System
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VendRep System
News, Search Vendor Questionnaires  

& Vendor Certifications
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VendRep System 
Contract Search
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VendRep System
Contract Search Results
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VendRep System
Notifications 
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Office of Operations Calendar

• Important Dates for State agencies:
– Office of Operations Events 
– Office of Operations Due Dates 
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Navigate to Office of Operations Calendar
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Navigate to Office of Operations Calendar
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Office of Operations Calendar
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OSC Bureau of Contract (BOC) Contact 
Information

GFO Chapter I.5
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Getting Started

• Statewide Learning Management System (SLMS)
– SFS Self-paced training

• SFSSecure
– Job Aids
– Query User Guide
– Report User Guide
– SFS Daily Defect Listing
– SFSinfo Distribution List
– Agency Checkpoint Call
– SFS Help Desk
– SFS Fast Track Calls
– One:One Meetings

Where can you go to find answers to your SFS 
questions?
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Getting Started

• Provides users access to securely sign into NY.gov participating 
government online services 

• An NY.gov user ID and password is required to access key 
resources, including:
– Statewide Learning Management System (SLMS)
– SFSSecure
– AnalyzeNY

• How to obtain access?
– Contact your internal agency ITS Help Desk to obtain an NY.gov 

username and password (https://my.ny.gov/)

NY.gov Online Services

https://my.ny.gov/
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Getting Started

SFSSecure
• Provides users with information they need to perform work in 

the SFS
• Non-public website, regularly updated with SFS information
• Contains training information, job aids, user guides, meeting and 

events calendar, production support  information

• Where to find?
– Link to SFSSecure accessible from SFS Public Site, 

http://www.sfs.ny.gov/

• How to access?
– Contact your internal agency ITS Help Desk to obtain an NY.gov 

username and password

http://www.sfs.ny.gov/
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SFS Training Material

• Provides users with in-depth, core-training on how to use the SFS
• Covers all SFS modules; includes insights, tips, and context
• Step-by-step, computer based training simulation
• Choice of two delivery modes – See IT! or Try IT!
• Updated monthly, as needed

• Where to find?
– SLMS
– Course Code: SFS-9.2-SPT

• New to SFS? Check out Statewide Financial System 205 first for SFS navigation training 

• When to use?
– New or existing SFS user needs foundational knowledge of how to do 

something in the SFS

SFS Self-Paced Training
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SFS Training Material

• Provides users with quick reference on steps to complete a specific 
transaction

• Intended to be used after completing the self-paced training 
• Includes less context than the self-paced training
• Updated monthly, as needed

• Where to find?
– SFSSecure > Master SFS > Job Aids

• When to use?
– Existing SFS user needs a quick reminder on how to process a 

transaction in the SFS

SFS Job Aids
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SFS User Guides

• Provides users with guidance on how to run specific queries
• Features frequently used queries
• Includes query description, roles, processing steps 

• Where to find?
– SFSSecure > References & Resources > Query User Guide

• When to use?
– New or existing SFS user needs assistance running a specific query 

SFS Query User Guide
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SFS User Guides

• Provides users with assistance selecting the appropriate report
• Features all current reports
• Includes report description, roles, navigation, processing hints

• Where to find?
– SFSSecure > References & Resources > Reports User Guide

• When to use?
– New or existing SFS user needs assistance determining which report 

to run for a specific business process

SFS Reports User Guide
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SFS User Guides

• Provides the list of all agency SFS user roles
• Includes role descriptions, role mapping advice, restrictions
• Helps agencies manage roles, assignments, access to data, reports

• Where to find?
– SFSSecure > References & Resources > Access to SFS

• When to use?
– Agency Security Administrator or Internal Control Officer needs to create 

new or update existing user roles 
– New or existing SFS user needs to know which role is required to 

complete a task in the SFS

Agency Role Guide
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SFS User Guides

• Provides the list of all defects in the SFS Production environment
• Prioritizes defects as Low, Medium, High
• Updated daily
• Includes defect summary, impacted stakeholder, workaround

• Where to find?
– SFSSecure > Support > Support Data

• When to use?
– Existing SFS user needs to know which defects  are open in a particular 

module area and whether there is a workaround. 

SFS Daily Defect Listing
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SFS Communication Resources

• Distribution list for key SFS communications, including the Weekly 
Communications Digest

• Users can self-subscribe/unsubscribe

• How to subscribe?
– SFSSecure > User Community >  Subscribe to SFS Communications

• When to subscribe?
– New or existing SFS user needs to receive the most current SFS 

information directly in their inbox

SFSinfo Email Distribution List
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SFS Communication Resources

• Provides important SFS updates and information to agencies 
• WebEx/conference call, held monthly
• Materials published to SFS Secure at conclusion of each meeting

• How to participate?
– WebEx: SFSSecure > Meetings and Events Calendar 
– Materials: SFSSecure > User Community > Agency Checkpoint Conference Calls

• Who should participate?
– Existing SFS users in the role of Agency Coordinator, or users who will share the 

information with other SFS users at their agency 

Agency Checkpoint Call
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SFS Production Support

• Provides first level SFS user support, escalates complex incidents
• Operates Monday - Friday, 8AM-5PM 

• How to contact?
– (518) 457-7737, (877) 737-4185 (toll-free)
– HelpDesk@sfs.ny.gov

• When to contact?
– New or existing SFS user has an SFS system issue they cannot resolve or 

SFS transaction processing question

• When not to contact?
– NY.gov ID access, updates to SFS security roles, and internal agency 

business process should be addressed by a users agency

SFS Help Desk

mailto:HelpDesk@sfs.ny.gov
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SFS Production Support

• Provides virtual, real-time support for agencies 
• Enables users to ask transaction processing questions
• Held every Tuesday, 1PM–2PM 

• How to participate?
– WebEx: SFSSecure > Meetings and Events Calendar 

• When to participate?
– An agency needs assistance clarifying an error received, is looking for 

status on a Help Desk Incident, or has a question about using the SFS

SFS Fast Track Calls
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SFS Production Support

• Provides an agency with the opportunity to discuss a specific topic 
or issue with SFS subject matter experts

• Completion of self-paced training is a prerequisite

• How to request?
– Submit a Help Desk Incident, detailing the specific topic, issue, or set 

of questions

• When to request?
– An agency is experiencing a blocking issue or would like more in-

depth clarification on a specific topic

One:One Meetings
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SFS Production Support

• Provides agencies with the opportunity to participate in a hands-
on working session with subject matter experts in the SFS Lab

• Focused on a specific transaction type or actions required for a 
specific event

• Scheduled as needed by SFS 

• How to participate?
– Look for SFS communications regarding SFS user labs 
– Follow registration process as indicated

SFS User Labs
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Test Your Knowledge
As a new user, where would I find 

information about contracts requiring OSC 
pre-approval?
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Test Your Knowledge
As a new user, where would I find information 
about contracts requiring OSC pre-approval?

GFO: Chapter XI.2.A
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Test Your Knowledge

• Enroll in the Procurement Contract 210 SFS self-paced 
training located in SLMS
– Course Code: SFS-9.2-SPT

• Class: Procurement Contract 210
– Topic: Verify and Submit Agency Contract Created 

from a Requisition

As a new SFS user, where can I find information on how to 
submit a procurement contract in the SFS to OSC for review?
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Test Your Knowledge

• Enroll in the Procurement Contract 210 SFS self-paced 
training located in SLMS
– Course Code: SFS-9.2-SPT

• Class: Procurement Contract 210
– Topic: Verify and Submit Agency Contract Created 

from a Requisition

As a new SFS user, where can I find information on how to 
submit a procurement contract in the SFS to OSC for review?
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Test Your Knowledge

Regularly visit SFSSecure
Subscribe to the SFSinfo Distribution list

As a frequent user of the SFS, how can I stay regularly 
connected?
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Test Your Knowledge

Regularly visit SFSSecure
Subscribe to the SFSinfo Distribution list

As a frequent user of the SFS, how can I stay regularly 
connected?
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Test Your Knowledge
As a frequent user of the SFS, how can I stay regularly 

connected?
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Test Your Knowledge
As an agency procurement staff member, how do I stay current 

with the latest guidance from OSC?
Sign up using the link on the bottom of Contract Advisories
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Test Your Knowledge

Refer to SFS job aid JAA-CN210-005 
Amending the Contract Header
located on SFSSecure

As an experienced SFS user, where can I find a quick reminder 
on how to amend a procurement contract header? 
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Test Your Knowledge
As a bulkload user, where could I find the status of an amendment that 

I have submitted to OSC for review?
VendRep System 
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Test Your Knowledge

Refer to the NYPO3606: 
Contract Activity Detail 
Report User Guide on 
SFSSecure

How do I determine which report provides a list of contracts 
with their remaining and release amount balances, contract 

life-to-date, and year-to-date activity information?
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Test Your Knowledge
Where do I find the eligibility criteria for closing 

contracts?
GFO: Chapter XI.12.D
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Test Your Knowledge

Refer to the Meeting & Events Calendar on SFSSecure to find 
the date and WebEx information for the next Agency 

Checkpoint Call

When is the next SFS Agency Checkpoint Call and where can I 
find the WebEx information to participate? 
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Test Your Knowledge

Refer to the Meeting & Events Calendar on SFSSecure to find 
the date and WebEx information for the next Agency 

Checkpoint Call

When is the next SFS Agency Checkpoint Call and where can I 
find the WebEx information to participate? 
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Test Your Knowledge
When is the next SFS Agency Checkpoint Call and where can I 

find the WebEx information to participate? 
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Test Your Knowledge
Where can I find the cut-off date for submitting lapsing 

transactions to OSC for review?
Office of Operations Calendar
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Office of Operations’ Training Resources
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Office of Operations’ Training Resources
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Presentations and Handouts
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Additional Resources 

• Analyze New York 
• Business Services Center (BSC) Website
• New York State (NYS) Contract Reporter
• NYS Finance Law 
• NYS Procurement Bulletin Preferred Source 

Guidelines
• NYS Procurement Guidelines
• Office of General Service (OGS) Centralized Website
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Links
Resource Hyperlink

Agency Checkpoint Call https://www.sfs.ny.gov/index.php/user-community/agency-checkpoint-
conference-calls

Analyze New York https://my.ny.gov/

BSC Website https://bsc.ogs.ny.gov/

Contract Advisories http://www.osc.state.ny.us/agencies/contract_advisories/index.htm

GFO http://www.osc.state.ny.us/agencies/guide/MyWebHelp/

Job Aids https://www.sfs.ny.gov/index.php/master-sfs/sfs-job-aids

My NY.gov https://my.ny.gov/

OGS Centralized Website https://nyspro.ogs.ny.gov/

One-on-One Meetings https://www.sfs.ny.gov/index.php/support/agency-support/fast-track-support

Open Book NY http://www.openbooknewyork.com/

OSC Operations Calendar http://osc.state.ny.us/operations/calendar16/2016_cal.htm

OSC Website - Homepage http://www.osc.state.ny.us/

NYS Finance Law http://codes.findlaw.com/ny/state-finance-law/

NYS Procurement Bulletin 
Preferred Source 
Guidelines

http://www.ogs.state.ny.us/procurecounc/pdfdoc/psguide.pdf

https://www.sfs.ny.gov/index.php/user-community/agency-checkpoint-conference-calls
https://my.ny.gov/
https://bsc.ogs.ny.gov/
http://www.osc.state.ny.us/agencies/contract_advisories/index.htm
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/
https://www.sfs.ny.gov/index.php/master-sfs/sfs-job-aids
https://my.ny.gov/
https://nyspro.ogs.ny.gov/
https://www.sfs.ny.gov/index.php/support/agency-support/fast-track-support
http://www.openbooknewyork.com/
http://osc.state.ny.us/operations/calendar16/2016_cal.htm
http://www.osc.state.ny.us/
http://codes.findlaw.com/ny/state-finance-law/
http://www.ogs.state.ny.us/procurecounc/pdfdoc/psguide.pdf
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Links
Resource Hyperlink

NYS Procurement Guidelines http://ogs.ny.gov/bu/pc/Docs/Guidelines.pdf

Query User Guides https://www.sfs.ny.gov/index.php/reference-and-resources/reporting/query-
user-guide

Report User Guides https://www.sfs.ny.gov/index.php/reference-and-resources/reporting/reports-
user-guide

SFS https://fin.sfs.ny.gov/psp/fscm/?cmd=login

SFS Daily Defect Listing https://www.sfs.ny.gov/index.php/support/support-data

SFS Fast Track Calls https://www.sfs.ny.gov/index.php/support/agency-support/fast-track-support

SFS Help Desk https://www.sfs.ny.gov/index.php/support/agency-support

SFSinfo Distribution List https://www.sfs.ny.gov/index.php/user-community/agency-sfs-
networking/subscribe-to-sfs-communications

SFS Secure http://www.sfs.ny.gov/

SLMS https://nyslearn.ny.gov/

Training Resources for State 
Agencies & Employees http://www.osc.state.ny.us/agencies/outreach/index.htm

VendRep System https://portal.osc.state.ny.us/Enrollment/login?0

http://ogs.ny.gov/bu/pc/Docs/Guidelines.pdf
https://www.sfs.ny.gov/index.php/reference-and-resources/reporting/query-user-guide
https://www.sfs.ny.gov/index.php/reference-and-resources/reporting/reports-user-guide
https://fin.sfs.ny.gov/psp/fscm/?cmd=login
https://www.sfs.ny.gov/index.php/support/support-data
https://www.sfs.ny.gov/index.php/support/agency-support/fast-track-support
https://www.sfs.ny.gov/index.php/support/agency-support
https://www.sfs.ny.gov/index.php/user-community/agency-sfs-networking/subscribe-to-sfs-communications
http://www.sfs.ny.gov/
https://nyslearn.ny.gov/
http://www.osc.state.ny.us/agencies/outreach/index.htm
https://portal.osc.state.ny.us/Enrollment/login?0
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