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[bookmark: _Toc237006477]Navigating to the acquittal tab
[image: Screenshot of My Agency with a dark red box around the Service Agreement Module (SAM) hyperlink]
Log into My Agency and click on the Service Agreement Module (SAM) link 
[bookmark: _Toc237006478]Manually Completing the Acquittal template
The Acquittal template can be completed manually by entering the data directly in the screen.
1. After logging into the Service Agreement Module (SAM), click on the Acquttial tab
2. Under the Actual Responses section of the screen, select the month for which data is to be submitted
[image: The actual responses section of the Acquittal tab with dark red boxes around the acquittal tab and the unsubmitted data row, number 1 and 2]
3. Scroll down to the Actual Response Details section of the screen
4. And then across to the Actual Units and Comments fields
[image: Screenshot of the Actual Response Details section with dark red boxes around the title and the Actual  Unit and the Comments fields, numbered 3 and 4]
· Against each activity, enter the actual number of units delivered in the month in the Actual Units field. If services are provided across multiple divisions and areas, enter only the data relevant to the Division/Group/Region and Service Plan Area specified in the Service Plan Division/Group/Region and Service Plan Area fields.
· Comments are not mandatory, but should include explanations for targets not being met, and remediation strategies, where applicable. To maintain client confidentiality, client details should not be included.
Up to 1,000 characters can be entered in the Comment field. It is advisable to enter summarised comments in the field, and it is recommended to limit these to around 255 characters.
· Save at any time by pressing and holding the ctrl and then S keys. 
5. Once all the Actual Units fields have been completed, the Submit Button in the Actual Responses section becomes enabled. Click the Submit button
[image: Screenshot of the Actual Responses section of the screen with a dark red box around the month to be submitted and the number 5 next to the now enabled Submit button]
6. The Submit and Import Responses buttons become disabled and the Submitted, Submitted Date and Submitted by fields are automatically completed. [image: Screenshot of the Actual Responses section of the screen with a dark red box around the disabled Submit and Import responses buttons, and another box around the auto completed submitted, submitted date and submitted by fields, after the data has been submitted. this is numbered 6]
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