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Introduction

Welcome to the OPUS System!

The OPUS System is a web-based centralized data system designed to
meet data collection and business processing needs of Oregon Housing
and Community Services (OHCS), Community Resources Division
(CRD) and its partners.

The OPUS project was originally involved in replacing the former and
aging Tracker system created in 1994, which supported the CRD’s
Energy programs such as Low Income Energy Assistance program
(LIEAP), Oregon Energy Assistance (OEA) program, and Residential
Energy Assistance Challenge (REACH) program. OPUS has now
progressed to involve developing new applications to automate CRD's
other community resource programs.

About this Manual

This manual is a hands-on instructional guide to OPUS data-entry
functions. The Client Intake version covers the functions involved with
client intake operations. The management version covers
management-related operations.

Objectives

By working your way through this manual, you'll be able to:

Use the required internet browser and reporting software

Log in to OPUS and create a a new user password

Know about the four types of OPUS screens

Perform the steps necessary to enter new and/or update existing

client data

e Complete steps necessary to qualify households for program
assistance

e Managers will be able to create and customize agency data.*
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System Setup

Hardware and Software Requirements
To operate the OPUS web-based system, you will need the following
computer setup:
e An Intel Pentium processor or equivalent, 120+ MHz.
Windows 95/98 or NT version 4.0 or later.
At least 32 MB of available RAM.
At least 20 MB of hard disk space to install software
A color monitor capable of at least 800 X 600 resolution.
Internet Explorer 5.5 Service
Pack 2 - Browser Software (free)
Adobe Acrobat Reader 5.0 + (free)
Mouse
Modem or Internet connection
Keyboard

Setting monitor resolution

1. Right click the desktop, go to properties

2. The "Display Properties" window appears. Click the Settings tab.

3. Choose a resolution of 1024 X 768 (800 x 600 at a minimum) in the
Screen Area or Desktop Area section.

If changing the monitor resolution causes system problems, you may
be able to resolve the problems by restarting your computer in safe
mode. Once in safe mode, you can reset the resolution to its original
setting and restart your computer normally.

Monitor Resolution

The OPUS program is best viewed on a computer monitor with a
screen resolution set to 1024 x 768 pixels (800 X 600 at a minimum).
The higher resolution allows the screen to include more screen
information and minimize the need for scrolling. The monitor
resolution can be adjusted from the control panel.
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Important: Always consult your computer's video card documentation
before changing a monitor's settings. This ensures that both

your computer video card and monitor accept the resolution chosen.
Otherwise, system problems may occur. If the settings are set above a
maximum setting, your computer may have operation problems.

Display Properties

Background | Screen Saver Appearancal\p\ieh IEflecls Settings |

Dirag the monitor icons ko matchthe physical arangement of pour monitors,

Dizplay:

|2 Flug and Flay konitor on Myidia Riva THT j
Caolor Creen area
True Calar (32 bif =3[ I —J— &
N . 1024 by 753 pivels

I# | ke this device as the prima i manitor.
I¥ | Extend my Windas deskbop orta s meniar.

|dentify | Troubleshoot | Advanced |

’TI Cancel | Apply |
Microsoft Internet Explorer

OPUS is specifically designed to be used in Microsoft Internet Explorer
5.5 Service Pack 2, or higher. Download the Internet Explorer from
www.microsoft.com. Choose Internet Explorer 5.5 SP2 or higher.
Once the download is complete, you will be prompted through a series
of steps to install the software and restart your computer to complete
the install process.

l‘-’-‘

Adobe Acrobat Reader (for Reports)

OPUS generates several reports using the free Adobe Acrobat Reader
software. Reports run as a portable document file (.pdf) format and
some can only be viewed using the free Acrobat Reader software.

Download the latest version of Acrobat Reader, from
http://www.adobe.com/products/acrobat/readermain.htmil.
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How to Use this Manual

This manual can be used as a training tool for new users, or as a
review guide.

New Users

Each section of the manual covers a broad topic or set of related
topics. Sections are arranged in order of increasing proficiency.

The skills you acquire in one section are used and developed for
subsequent sections and tasks. For this reason, it is recommended
that you work through the sections in sequence. Examples and
illustrations help provide feedback and support the user’s training to
learn the foundation and structure of the OPUS system.

A Review Guide

Any method of instruction is only as effective as the time and effort
put forth in learning it. It's recommended you spend time reviewing
the sections as questions or concerns arise on how to use OPUS or
how to perform a process.

Notes

A

,-" .
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Internet Explorer Settings

&
Internet Explorer (IE) Settings
It is likely that internet browser software was installed with the default
settings. The default settings need to be adjusted for web-based data
entry operations. Making the following adjustments allows the
application and database to communicate in ‘real-time’ as information is
entered and saved to the database.

Setup:
You are viewing the computer desktop area.
1. Open Internet Explorer (IE).

2. On the Main Tool Bar, Click Tools, point to Internet Options

3. In the Internet Options Panel (middle section of the window under
Temporary Internet Settings), click the Settings button (see Figure 1-1).

Internet Options ﬂ E |

General I Securit_l,ll F'rivau:_lrl I:u:untentl Eunnectiunsl F'ru:-gramsl .ﬁ.dvancedl

—Haome page
% “Y'ou can changz which page to use for your home page.

Address hitp: Adlocalhost 3888/ opusdey Adogin.jzp

Ilze Zumrent | Iz Default |1ze Blank

— Tempaorary |ntermet files

oy Pages pou view on the |ntemet are stored in a special folder
& Y for quick viewing later.

\
— Highary \ /

The Hiztory folder containg links to pages vou've visited, for
quick access to recently viewed pages.

Diayz to keep pages in histon: |2EI 3: Clear Higtony |

Delete Cookies. .. Delete Filez (. Settings... |

Colors. .. | Fentz... | Languages... | .ﬁ.ccessibilit_l,l...l

Q. I Cancel | S 1 |

Figure 1-1: internet Options — Settings
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4. On ‘Settings’ screen, click the option "Every Visit to the Page”, then
click “OK” button (see Figure 1-2). You are ready to login using OPUS.

" Mewver

— Temporary Internek files Folder

Current location:  Ci\Temporary Internet Files),

Amount of disk space ko use:

J | 2 = e

Mowe Faolder. .. | Wigw Files. . | ‘Wiew Objects. .. |

(04 I Cancel |

Figure 1-2: Settings Panel

Login to OPUS
Setup:
You are viewing the computer desktop area.

1. Start Internet Explorer

2. Type the address: http://opusprod.hcs.state.or.us/

3. A popup window will ask you to accept a security certificate, Click the
‘OK’ button. This is the security certificate to protect the database.
Note: Check the box next to the phrase, "In the future, do not show
this warning”, so that you will not repeatedly see the message popup
on each visit to OPUS.

4. On the OPUS Application screen, click the Login link (see Figure 1-3a).

OPUS

Login to OPUS *

Learn More shout OpUs

PSR oh

Figure 1-3a: Client View - Employer and Income Updated
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5. On the Login screen, type the username and the password (see Figure
1-3b). For new users, you will be using a temporary password given

to you by your manager. You will be prompted to change it on the
next screen.

Login:
User Mame: IS"”"F”:'"IS

B 1
Passwerd: I Login |

Forgot your password?

Figure 1-3b: Login Link

6. Click the Login button
7. The ‘Change Password’ screen will appear next. For the "Old
Password"”, type the temporary password again (see Figure 1-4).

Password Change

User Mame and Password REGs

Enter Old Passward: I*********
Enter Mew Password: I*********
Enter Mew Password Again: I*********
Mo, Go Back | Zhange |

Figure 1-4: Password change screen.

8. Type a new password (this will be the permanent one to use on a
regular basis). Permanent passwords need to be at least Eight (8)
characters, at least one upper-case letter, at least one lower-case
letter, and at least one number or special character within it (such as
#, *, -). A password can not begin with a number.

9. In next box, re-type your new password, to confirm.
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10. Click the Change button. When the user name and password are
valid, click the ‘Submit’ button and you will be logged into the
application. You may be given the opportunity to select the module
you are approved to work in (Figure 1-5).

Agency

QPUS Module

|oHCs

[

Agency & Module Select

Figure 1-5: Agency & Module Select screen.

Once the module is selected and ‘Submit’ was checked you will be in
the Message of the Day screen will appear.

Message of the Day
The Message of the Day screen is known as the OPUS Home Page. The
screen alerts users to notices of upcoming system-upgrades, program

updates, and OPUS helpdesk procedures. Click the Search Client link to
begin searching records in the database.

HOME and the Log Out Screen

The ‘"HOME’ and ‘Log Out’ links are located on the Main Menu (see Figure

1-6). The HOME link goes to the "Message of the Day" screen.
N

HOME | Log Qut

Search Client

Message of

Change Password?

Relesse Nates

25 for Christmas Day,

WELCOME! To start OPIfS - Search Client

01-16-2004- The OPUS HelpDesk
will be unavailable Manday, Jan
19 for MLK Day. QFPUS will be
available during this time

12-01-2003- The OPUS HelpDesk
will be unawailable Thursday, Dec

be awailable durina tris time.

11-21-2003- The OPUS HelpDesk
will be unawvailable Thursday, Nov
27 for Thanksgiving Day. OFUS
will be available during this time

Program Notices

OPUS entries: Dec. 1.

OPUS will Report & Labsls are now

available,

building mowe will be the

11-17-2003- Fiscal Notice: Last
day for program coordinators to
submit change requests: Nov, 21,
MOA sent to agencies: Mov, 28,

08-12-2003- Senior and Disable

08-05-2003- UPDATED: OHCS

weekend of Sept 6 & 7. The
current plan is DPUS will be
down Friday, Sept 5 at Noon,
and should be up by Monday,
Sept 8 by Noon. This is still

subject to last minute changes.

sgemert | Repures | Help

Wersion 2.2.0T

about,

QPUS Help

E-mail: opushelp@hcs state.or.us
11-04-2002- Use the OPUS e-rnail
opushelp@hcs.state.orus to
notify us of problem issues, and
use the 800 number {1-800-453-
5511 option #2) for emergencies
where you need to speak with an
OPUS team member immediately.

03-12-2002- Please report bugs!
W'e can't fix what we don't know

A o

P

ued
Figure 1-6: Main Menu - Link
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Log Off Screen

To end a session, click the Log Out link. The Log Off screen will appear.
To continue with the log off, click the “Yes” button. To cancel from
logging off, and return to the screen you were on last, click the “No, Go
Back” button (see Figure 1-7). The Log Off screen has a five minute timer
before logging the user out. All other OPUS screens have a 20 minute
timer.

Log Off ?

Thanl wou for using OPUS,

Do you want to continue with your log off?

Mo, Go Back | Ves

Figure 1-7: Log Off screen

Types of Screens and Buttons
There are four types of screens: Search, View, Edit and New.

Search Screen
The Search screen searches for existing database records.

View Screen
A View screen provides a view and/or review of information entered.
This screen usually appears after saving data from a New or Edit screen.

Edit Screen

An Edit screen pulls existing database records into editable regions/fields
to be updated and saved.

New Screen
A New screen creates new records, such as: a new client, a new
residence, or a new payment.

The Save Button

On New screens, the “Save” button is used to save information to the
database. On Edit screens, the “Save Changes” button is available.
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Screen Timer

Each OPUS screen is programmed with a 20 minute timer (see Figure 1-8).
If a screen is inactive for more than 20 minutes, the Log Off screen will
appear. The Log off screen has a 5 minute timer. You will need to click
either No or Yes within 5 minutes. If you don't click no or yes, the
session will end and you will be logged off. To continue using OPUS, you
must re-log into the application. This process is a security measure
programmed into the system to protect client and agency information.

Tirneout
15:30

Figure 1-8: Screen Timer

Note: Log out of the system if leaving your desk for any amount of
time. If you have saved each screen you have completed beforehand,
you can log-in and go back to where you left off from.

Screen Navigation

Main Menu, Drop Down Menus and Left Navigation Bar
OPUS screens have two navigational sections: Main Menu and Left
Navigation Bar.

Main Menu

The Main Menu is the horizontal section located on the top area of the
screen (see Figure 1-9). The ‘Active Agency’ is displayed. The main menu
provides top-level drop-down menus. Drop-down menus appear under:
Client, Program, Fiscal, Management, Reports and Help.

Maln Menu

-
w " Agwwgyy LT -F" e '

Fad | Begpes | fes | Hespesd | fguls | bk

LAl

H R B TS -
Message of the Day
Left Alargs Lppmargt SR
Nav Bar

WELLO™MEY To sl CFJE » Lia

_—
}

Figure 1-9: Main Menu and Left Nav Bar
Menu drop-down options

Figure 1-9: Main Menu and Left Nav Bar
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A drop-down menu may include sub-menus when the mouse scrolls over
a topic. For each menu item, you may see a black arrow pointing
towards the right. When the mouse is scrolled over a menu, the arrow,
will display additional sub-menu items. In the example above, the
Program menu has a drop-down menu with a ‘Go To’ item, which has a
sub-level menu listing other modules. The menu includes an “Agency”
item which leads the user to the Agency/Module Select screen.

Left Navigation (Nav) Bar
The Left Nav Bar is bar area has text links (see Figure 1-9). Text links
change on the Left Nav Bar, from screen to screen, depending on what

screens have been accessed, or need to be completed through the Client
Intake process.

Notes »

/
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Section Two
Client Intake - New

In this section, new household records are created. From there, a
Household can be enrolled in agency programs, services and household

transactions.

Client Search
Client “New” Search
Client New
Client View
Assessment View
Income & Employer
Residence Search
Residence New
Verifying Data on Views
Add Clients to Household
Household View
Household Summary (Part 1)
Program Enrollment New
Program Enrollment Delete
Service Transaction New
Housing Transactions
Non-Rent Housing
Rent Calculated Housing
Housing Transaction Summary
Household Transaction Summary
Client Transactions Summary
Program Enrollment Summary
Program Enrollment EXxit

Program Exit - Edit
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Client Search

There are two types of client search screens, ‘Client Search’ and ‘New
Client Search’.

When to use each specific Search Screen

Client Search - Use the ‘Client Search’ screen to find current records in
the OPUS database.

New Client Search - Use the New Client Search screen during a Client
Intake session.

Setup:
Log in and start from Message of the Day Screen.

1. Click the Search Client link. The Client Search screen will appear next.
(see Figure 2-1).

2. With one search at a time and for each client in the household, type a
client name or a system ID without dashes.

3. Click the Search Button.

Client Search

To search, field needs to be entered. [Type "Apt, Unit" etc. with #)
s .

Address | # |

Firsf Narme  |SUMRY city |

Las\MName [CLEMONS Zip

When you earch Results:
Client's Mame = Client Screen

Client's Address = Residence Screen
Client's SSN/SvTS# = Household Screen

A of 100 results will be returned.

Search Results
SEM #  First Mame Last Mame Address Umt Sty Zip [nfe]=)
Mo Results Found

Figure 2-1: Client Search Screen

When a search is unsuccessful, a message ‘No Results Found’ will
display under the Search Results section. Repeat the search for each
client in the household before adding a client to a household. When a

search is successful, a client's information will display in the Search
Results (see Figure 2-2).

/

Search Results

SSM #  First Marme Last Mame Addrecs Unit City Zip DB

o Results Found

Figure 2-2: No Results Found
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A client can be searched by any of the fields provided: first name, last
name, address or system ID. When a client has a system ID assigned
(SYSID) different from their social security number, it might be
beneficial to remove the system ID from the search box, and search only
on the first and last name.

When household members have not been found in the database, click
the ‘New’ link under Client on the Left Nav Bar (see Figure 2-2a). The goal
is to find any records from the client’s application first, and find out
which household members already exist in the database before creating
new records.

Client
Sea-ch
Wiew
Bew
Edit

Residence
Wiew

Mew

Edit

Household
Wiew
Mail/Ph Update

Move
Clieat ta HH

HH to Residence
Merge HH

Figure 2-2a: Left Nav Bar — Client new link

Client New Search

The Client New Search screen finds possible matches using the required
search fields.

Setup:
You are on the Client New Search screen.

1. Enter required fields: First Name, Last Name, SSN/Sys#, and Date of
Birth (DOB) (see Figure 2-3). The “Create ID” button is available to
search on a system ID that a client may be using versus a SSN.

2. Click the “Search” button. Possible matches to the search criteria
entered will be displayed in the Search Results which could generate
up to 100 combinations of possible matches. Client New Search (see
Figure 2-3): Client New Search - No Results Found.
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In Figure 2-3, “No Results found” is displayed, so the Client can now be
added to the OPUS database by clicking the button, “Add New Member”.

Proceed to the next section titled, Client New.

Client New Search At
Mew Client Information (Fields marked with * are required, wildcards will be removed)

First Mame ISUNNY * DoB |12-1D-194? F MDD

Last Mame |CLEMONS * Create ID |

SSN/Sys# ISSUNNY12104? *

QPUS will search the database to find this client before creating a new record,

Possible Matches
T3 et Mame Last Narne DoB

< Mo Results Found

Add New Member

Figure 2-3: Client New Search - No Results Found.

Client New

This step is only reached after a client has been searched on the Client
New Search screen.

Setup:

You are on the Client New Search screen.

1. Click the Add New Member button. (see Figure 2-4a). The ‘Client
New’ screen appears. (see Figure 2-4b).

2. The name, birth date, SYSID/SSN will have already be filled in from
being entered on the Client New Search screen. Fill in the rest of the
screen: (Fields marked * are required)

a. Title

b. Middle Name

c. The System ID button is available to create a system identification
number.

. SSN Quality Code

. Phone number, Ext, and Type

E-mail address
. Gender
. Language
Education
1) - Race
2) - Ethnicity
23 Section 2, Client Intake-New Revised 06/01/2007
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3) - Nationality options (up to 3)
4) - Tribes options (up to 3)

k. Mailing Address:

The first client created for a household, type their mailing address
in provided boxes. For subsequent clients, the select from drop-

down menu will display previous mailing addresses

Street Number

. Street Direction
. Street Name
Street Direction:

to Q00537

S, N, NE, NW, etc.

S, N, NE, NW, etc.

Street Type: Ave, Lane, etc.

Unit Type: Apt, Unit, PO Box, etc.
Enter an apt number or PO Box #
. Select the Services and Benefits client receives
Click the Save Button.

The Client View screen will appear next.

Add Mew Member

Figure 2-4a: Click the Add New member button.

Client New

Title I vl

First Marme W *
LastMame  [CLEMONS -
o8 [tz-10-1947 | * mmpovrvr

Active

Client Information (Fields marked with * are required.)

middle |

Suffix lﬁ

SSN/Sysd SSUNNYIz1047 || Create ID_|
2SN Quality Code  [Dont know/have 2] *

x| Type [HOME |

Phone fEmail
Primary Phone |503-375-1122 Qo0-000-0000
E-mail I

Client characteristics

Gender Fernale 'I

Ethnicity

o Hispanic/Latino & Mon-Hispanic/Latino
Race (Check all that apply)

[T african American

[T american Tndian/alaska Mative

I asian

Language [EMGLISH

=] Education [HS-GRADUATE =1

Mationalities {Up to 3 Mationalities OR Tribes)

Tribes (Up to 3 MNationalities OR Tribes)

Client Services /Benefits
¥ Disabled V| veteran
¥ Homebound ¥ Food Stamps

Done |

™ Native Hawaiian or Pacific Islander |K|amath ;I I ;I I ;I
) white

Mailing Address *

Mo. Direction Street Name Type Direction Unit #

7= | &  [coowry | IR T 1 | I
City 5T 2ip

|sALEM-37302 =l or |97302-5ALEM =] +a]

Farmworkerl 'I
Save |

[T aFs childcare

W Health Insurance

Figure 2-4b: Client New screen.
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Client View

The Client View screen will appear after a new client record is create, or
edited (see Figure 2-5). Use this screen to review the accuracy of

information entered from the New or Edit screens.

If the client hasn’t

been assessed for a program, then you can follow the steps in the

following section titled

, “Assessment New”.

Client View

Client Information
Name
SUMNY CLEMONS

DoB
12-10-1947

Phone {Primary)
(503) 375-1122

Phone (Alternate)

E-mnail

Gender Hispanic? Race
Fernale Mon- white

Hispanic/Lating
Nationality {up to 3 mey be displayed)
Klarnath

Programs Enrolled
Name

SSESSMEn
Date

Mew Assessment |
iling Address
777 COUNTRY LM
SALEM, OR 97302

Assessor

County

Income/Employer
EfD T Source

Mew Income |

Services/Benefits
¥ Disabled

¥ Food Stamps

N Farm Worker

Enrollment Date

Freq Address

¥ ‘eteran
N AFS Childcare

Active %

Select Another Client in HH I SUNMY CLEMONS 'I Gol

SSNSSYS ID#

SSUNNY1Z21047
Age
57
Ext PH Type
HOME
Ext PH Type
Language Education
ENGLISH HS-GRADUATE
Edit Client Wiew Household
Exit Date

MARION
Amount Annual

Total $23.00

¥ Homebound

¥ Health Insurance

Figure 2-5: Client View screen.

Assessment New

The Assessment New screen follows the HUD Federal Register’s
requirements for the APR report. Follow the steps below to complete a

client assessment.

Setup: Start from the Client View screen. Select or type the following

(all fields marked with
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an * are required):
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1. On the Client View screen, in the middle of the screen, find the
Assessment button (see Figure 2-5 on previous page). The
Assessment New screen will appear.

CPXNOOAWN

information.

Select Client to be assessed
Enter Assessment date
Select any Special Needs or disabling conditions.
Enter employment information as needed
Enter Education information as needed
Enter Health and/or pregnancy status
Enter Military information

If the client being assessed is a child, enter school enrollment

10. Click the “Save” button. The Client View screen will appear next

with the date of the enrollment you completed.

Assessment New

Fields marked with * are required

[T Mental Health
T Long Term Mental Health
Employment

W Emplayed

Hours worked per week: [40 Tenure: [Permanent =

I Looking for Employment
Education/Skills

T cCurrently Enrclied

T Received Vocztion / Apprenticeship

Highest Level Completed Post-secondary School |«

Client: JOSEPH LIPTON
Client Type: [ adutt =]+
Special Needs or Disabling Conditions?
[T Chraonic Homeless Substance Abuse [Aloohol Abuse <
T Physical Disab lity ™ Long Term Substance Abuse (LTSA)
T Developmental Disability T Domestic Wiolence (D)
[ HIv/AIDS Last DV Occurrence =

T Received Fire

child Education

™ Enrolled

school Wame || € Public O Private
Hot Enrolled

Last Enrollment Date | |

Enroliment Problems [ =]

Post High School Degree [Assaciates =
Health
Health Status | Gooc -
I Pregnant
pwepate: [
Military Service
Veteran Service Ere | =1
Military Branch = [ served in War Zone
Discharge status: | E Mame of war Zene [ =]
Months of Active Duty | | Manths in War Zons [ |

Figure 2-6: Assessment New screen.

Proceed to the next section titled, “Income & Employer”.
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Client Assessments
Date
03-01-2005

Mew Assessment

AsSsesso0r
SHARRIZ

Figure 2-7: Client View - Assessment section

Income & Employer

Setup: You are on the Client View screen.
1. Click the button “New Income”, (see Figure 2-8). The Income &
Employer screen will appear next.

Client View

Client Information
MNarne

Client A ents

®
03-01-2005

Mew Assessment
iling Address
777 COUNTRY LM
SALEM, OR 97302

Income/Employer
EfD T Source

Mew Income

Services/Benefits
¥ Disabled
¥ Food Stamps

N Farmn Warker

Select another Client in HH [JOSEPH LIPTON =

SSN/SYS ID#

JOSEPH LIPTON SI0SEPH111254
DoB Age
11-12-1954 =0
Phone {Primary) Ext PH Type
(503) 375-1122 HOME
Phone {Alternate) Ext PH Type
E-mail
Gender Hispanic? Race Language Education
Male MHon- White ENGLIZH HE-GRADUATE
Hispanic/Latino
Mationality (up to 3 may be displayed)
Edit Client Wiew Household
Programs Enrolled
Name Enrollment Date Exit Date

Assessor
SHARRIS

County MARION

Freq Address

¥ WVeteran
N AFS Childcare

Active %

Amount Annual

Total $0.00

¥ Hornebound

¥ Health Insurance

Figure 2-8: Client View screen-Joseph Lipton

2. On the Income and Employer screen, (see Figure 2-7).

Type or Select:

Q00T
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. Source (such as employer’'s name)
. Type of the income: ie. SSI

Cash Value (Asset Value)

. Frequency and Amount of income
. Verified How - Pay Stub, etc.
Intake By initials will populate with yours, change if needed.
. Verified Date (mm-dd-yyyy)
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h. Enter Comments as needed

i. Street Number

j. Street Direction: N, W, S, etc
k. Street Name

I. Street Type: St, Ave, Lane, etc.
m. Street Direction: N, W, S, etc
n. Street Unit Type: Apt, Bldg, etc.
0. Unit #

p. City

g. State/Prov

r. Zip + 4

s. If the client has another employer or source of income, click the

“Add Another” button, or if done, click “Done”.

Income & Employer active ¥
IncomefAsset (Fields marked with * are required for an income source to be saved.)
Start Date
Source/Emplover Mame  Type (MMDDY YTy Armnount
|GREEMACRES [wages == |o1-03-z005 | * |EE *
End Date
Frequency (MMDDY YY) Asset Walue
Manthly = K Jaso
Verified How verified By verified Date
ISaw Paycheck Stub 'I ISH " IDZ-D?-ZDUS &.g, MMDODTTTTE
*
Comments (MAX 250 characters)
B
[

Employer Information

Phone |503'555*1212 e.g. 503-555-1212 Ext I

Address
MNo. Direction Street Name Type Direction Unit #
[ = [ Ehr = =
City State f Prov Zip

IOR =| s |or | 44

Figure 2-9: Income & Employer screen.

When the ‘Save’ button is clicked, the ‘Client View’ screen will appear
next with the income added and displayed in the Income section

(see Figure 2-10).
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Programs Enrolled
Name Enrollment Date Exit Date

Client Assessments
Date Assessor
Mew Assessment

Mailing Address
777 COUNTRY LN
, DR 97302

County MARION

IncomefEmployer

E/DT Source Address Amount  Annual
o Wages GREEMACRES Monthly $650.00 $7,300.00
Edit| Delete I Mew Income Total $7,800.00

Services fBenefits

¥ Disabled ¥ \eteran ¥ Homebound

Y Food Stamps N AFS Childcare ¥ Health Insurance
N Farm Worker

Figure 2-10: Client View screen - Income/Employer Section

Once one client’s information has been entered, other household
members can now be added by clicking the Client New on the Left Nav
Bar.

When all the clients have been entered for the household, then you can
enter residence information, as needed. Some program requirements do
require a residence to be entered for a household before it’s enrolled in
an OPUS program.

If the residence information is needed for qualifying for program
assistance, then proceed to the section titled “Residence Search”.

Residence Search

A residence may exist in the database and linked to an old household. If
found, follow the steps in Section 3 titled, “Move Client(s) to Unknown”.

Setup: You are on the Client Search screen (see Figure 2-11, below).

1. In the Address box, type a street number and street name (spaces
are allowed).

2. If you have an apartment or unit number, type it in the field using
these formats: Apt [space] #, Unit [space] #, or Sp [space] #.

3. Enter city and zip code.

4. Click the “Search” button. When a residence is found in the
database, the address, city and zip code will be displayed in the
results list. If the residence is not in the result list, you’ll see a ‘No
Results Found’ displayed. You can then begin creating a new
household and a new residence.
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Note: Search Results are displayed for the first 100 records matching
the criteria you enter in a given search. A ‘wildcard search’ using a ‘%’
in a specific field can be used as well. Proceed to the next section titled
Residence New.

Client Search

To search, at lzast one field needs to

SENSSYSID I

First Marme |

(Type "Apt, Unit" etc. with &)

fddress [%COUNTRY LN

City |sALEM

| C sh

Last Name | esidence Info, only

When you Click in Search Results:

Client's Mame = Client Screen

Client's Address = Residence Screen

Client's SEN/STS# = Household Screen

& rnaxirmurm of 100 results will be returned,

Se

SSM First Last Ma Address Unit City Zip [n]a]:)

Mame

N\
=

Wults Found

Figure 2-11: Residence Search - No Results Found.

Residence New

Setup: You need to have an ‘active’ client of the household searched
and currently loaded. You are on a Client’s View screen.

1. Click the Residence New link on the Left Nav Bar (see Figure 2-12).
The Residence New screen will appear.
. Type and/or Select (all fields marked * are required):
. Street Number
. Street Direction: N, W, S, etc
Street Name
. Street Type: St, Ave, Lane, etc.
. Street Direction: N, W, S, etc
. Street Unit Type: Apt, Bldg, etc.
f. City - Note: when city is selected, the zip code populates itself.
g. Residence Type: House, Multi-unit
h. Residence Status: heat not included, etc.
i. Number of Bedrooms
k. Home Project box
l. Click the “Save” Button to save information.

CTQ0OTON
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Client
Search
hWiEw
MNew
Edit

Residence

Household
Wiew
Mail/Ph Update

Move
Zlient ta HH
HH to Residence

Merge HH

Figure 2-12: Left Nav bar - Residence New link.

Residence View screen will appear next (see Figure 2-13).

Residence New active
Residence Address (Fields marked with * are required.)
Mo, Direction Street Mame Type Direction Unit #
777 [E  [counTry | [ETIES (o IS B =
City ST Zip
[=saLEm-97302 =l or  [97302-SALEM =l 4]
Residence Type Residence Status
|House =] * |Rent (Heat notincl) =] * 7 sSubsidized Residence
Number of Bedrooms Home Project
B -1 [

Save I

Figure 2-13: Residence New screen.

In general, for all view screens, you should review and verify data
entered. If something needs to be edited, the ‘Edit’ links or buttons are
available to update or correct information.

31 Section 2, Client Intake-New Revised 06/01/2007



Residence View

Residence Address

FIT? COUNTRY LM
SALEM, OR 97302

Residence Subsidized: M

Home Project: M

Status: Rent (Heat not incl)
Type: House
County MARICOMN

Bedrooms: Unknown

Active &

Figure 2-14: The Residence View screen.

Verifying Data on Views

Most "View Screens" are for viewing purposes, the one exception is the
Household View screen; see the topic ‘Household View’ for more
information.
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What are the RED ICONS for?

There are two red icons that are displayed at the top of client screens
(see Figure 2-15). The red "person" represents an active client record
added, and the red "house" represents an active physical residence
created for this household. Rolling your mouse over the red person gives
you the name of the client you're working on and the red house will
display the physical address for the current household.

Residence View @>
Residence Address

777 COUN-RY LN Status: Rent (Heat not incl)
SALEM, OR 97302 Type: House

Residence Subsidized: 1 County MARTION

Home Projects M Bedrooms: Unknown

Figure 2-15: Red Icons on the Residence View screen.

Add Clients to Household

It is recommended to have at least one client and the residence initially
established as “an active set’, so that drop-down menus appear with
options entered for the first client can be utilized.

Setup: You are on the Client Search screen.

1. Search for the existing household. Click the Client’s name to see the
Client View screen.

2. On Left Nav Bar, click the ‘New’ link, then ‘Client New’ link. The ‘New
Search’ screen will appear.

Note: Whenever the ‘New’ Client link is clicked, you will see the ‘Client
New Search’ screen. The search is a required step, before creating the
new record.

3. On the ‘Client New Search’ screen, enter the client’s first and last
name, date of birth and SSN#. If you don’t have a SSN, you can
click the ‘Create ID’ button in order to see if the client may be using
an OPUS system ID.

4. Click “Search” button (see Figure 2-16). Results will display for any
possible matches. If the client doesn’t appear in the results, click the
“Add Household Member” button (see Figure 2-16).

If the client was found in the results, you can click the client’s name,
the Client Edit screen will appear.
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Note: Once the first client of a household has been created, there will
be an efficiency step built into the drop-down options for subsequent
household members. The address and home phone number drop down
menus will display previous addresses and phone numbers used before
for the household. Although, if a client has a different phone or mailing
address, those areas can still be entered manually.

Client New Search fctive
New Client Information (Fields marked with * are required, wildcards will be removed)

First Name IKENNETH * DoB |02-15-1956 FMMDDTYYT

Last Name |CLEMONS * Create ID |

SSN/Sys# ISKENNETUZ].SSIS *

OPUS will search the database to find this client before creating a new record.

Possible Matches
SEN #

Mo Results Found
Add New Member | >

First Mame Last Mame DoB

Figure 2-16: Client Edit screen.

5. For each household member, enter the following:

34

m0Qo0 Ty

3 il el N (@)

T

. Title

First Name

Middle Name

Last Name

Date of Birth

System ID, or the System ID button is available for OPUS to
create a system identification number.

. SSN Quality Code
. Phone number, Ext, and Type

E-mail address, if needed
Gender

. Language

Education
1) Race
2) Ethnicity
3) Nationality options (up to 3)
4) Tribes options (up to 3)

. Mailing Address (2 Options):

1) Select address from the drop-down menu if the mailing
address has been entered previously

2) If a different mailing address is needed, enter it in the
provided fields.

. Select the Services and Benefits for this person.
. Click “Save” Button.
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The Client View screen will appear for this client. If changes are needed,
click the ‘Edit’ link (on left Nav Bar) or the ‘Edit Client’ button. The
Client Edit Screen will appear with the fields in edit mode. When done
adding clients, proceed to the section titled “Household View”.

Client New active ¥

Client Information (Fields marked with * are required.}

Titls [ =

First Marne ISARA— * Middle l—

Last Mame ISMITH— * suffix Iﬁ

DoB W * MMDDTTTT SEN/Sys# * SSARADLOASS Create ID |
SSM Quality Code lm *

PhonefEmail

Primary Phone IHOME - (503) 3?5—1122;' 03 enter new nurmber below,

Primary Fhone I 000-000-00C0 EXTI Type IHOME 'I

E-mail |

Client Characteristics

Gender IFemaIe | Language IENGLISH =] Education |HE-GRADUATE =1

Ethnicity

& Hispanic/Lating @« Mon-Hispanic/Latino

Race {Check all that apply) Mationalities (Up to 3 Mationalities OR Tribes)

[T african American lj lj lj

[T american Indian/Alaska Native

[T asian Tribes {Up to 3 Mationalities OF Tribes)
[ Mative Hawaiian ar Pacific Islander I ;I I ;I I ;I
¥ white

ailing Address *
(Choose an address from menu, OR enter a new one beYow)

5 Direction Street Name Type Direction Unit #
City ST 2ip
| JE3 T | =] +a]
Client services fBenefits
[T Disabled [T veteran [T &Fs childcare Farmworkerl 'I
[ Homebound [T Food Starmps [T Health Insurance

Save |

Figure 2-17: Mailing Address options on Client New.
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Household View

Setup: You are on the Client View screen.

1. On the Left Nav Bar, click the Household View link, or the View
‘Household’ button. The screen will appear next (see Figure 2-18).
This screen provides a summary of the household. It is organized as

follows:

a. Client information - top section

b. Program Enrollment section

c. Household Summary - right-side under program section
d. Phone numbers - left side under address section

Programs that the household is enrolled in will be displayed under the
‘Program Enrollment’ Section. The ‘Household View’ screen is mainly a
"view only" screen, except for the ‘Household Summary’ section. This
section should be filled out before qualifying for program assistance.
See next section titled ‘Household Summary’ for guidelines.

Household View

[ SKEMMETOZ1558
[ SABBYOS1503

Mew Client |

Programs Enrolled

Name Entry Date

Address
T U Address

B FE? COUNTRY LM
SALEM, OR 9730z

lul FP? COUNTRY LM
SALEM, OR 9730z

Phones

T U Number

H (503 375-1122
H (503 375-1122
H (503 375-1122

Client Name
SUNNY CLEMOMS

ABBY CLEMOMNS

To Remove a Client (one at a tirne):
Select client under the k column above,
then Click this button

Rermove Client{s) from Household

Household - Click SSN/SYSID will open the Client Wiew Screen.

Sex Age AA AS AL NH WH ET LG ED FW FS DS HB HI ¥T

HH Members
R SSN/SYSID Name
[T SSUNNY121047 SUNNY CLEMONS F

<ENMETH CLEMONE M
4BRY CLEMONS F

To rernove a client: Choose frorm R colurnn, scrall down to click button,

KEMMNETH CLEMONS

To Remove Household: Click this button
Move Entire Holsehold to Unknown

Active % 4

Benefits {Get Code Key)

Race Services and Benefits

57 N N M N Y MNHE 3 L0 A R G
43 N N M N ¥ MNHE = ¥YOMOMN oYY
1 M N M N Y NHE U ¥ M N Y M

Exit Date

MNew Enrollrment I

Income Summary

SUMMNY CLEMONS $7,500.C0
KEMMETH CLEMONS $5,400.C0
Household Summary

HH -

Fope IMarrled =1

Totalt 3

Total o
Income $13,200.00 Household Subsidized r
% of

Poverty 54% Residence Subsidized W

Make any changes? | Save |
Ll

HH Comments

Figure 2-18: Household View
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Household Summary

Setup: You are on the Household View screen (see Figure 2-19).

1. The Household Summary section has three fields to complete:

a. Household Type - drop-down list

b. Subsidized Status Boxes: When a household receives a housing
voucher to live in an approved housing development, OR if the
residence is being subsidized, the Residence Subsidized box should

be checked automatically by the OPUS.
c. Enter Comments related to the household.

Note: Users with "view-only" access will be able to view these

comments. Use discretion as needed.

2. Click the “Save” button. The Household View screen will "blink" when
saving, and then remain displayed with your selections made.

Household View

Household - Click SSN/SYSID will open the Client View Screen.
HH Members Race Services and Benefits

R SSN/SYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
[ SSUMMY121047 SUMNY CLEMONS F 57 4 N N N Y MNHE = L S B S

[ SKEWMWET0D21556 KEMMITH CLEMONS M 45 4 N N N Y NHE S ¥ONONOY Y

Active &

Benefits (Get Code Key)

r SABBYOS1503 ABBY CLEMOMS F 1 I R I I MHE U ¥OMONOYOM
Mew Client | To remove a client: Choose from R calumn, scroll down to click Eutton,
Programs Enrolled
Name Entry Date Exit Date
Mew Enrollment I
Address Income Summary

T U Address

B FIF COUNTRY LN
SALEM, OR 97302 KENNETH

M FI7 COUNTRY LM
SALEM, OR 97302

Phones

T U Number

H  (503) 375-1122
H  (503) 375-1122
H  (503) 375-1122

SUNNT CLEMONS $7,500.00

ehold Summary
e IMarrled =

Total# 3

Client Name
SUMMY CLEMONS
KEMMETH CLEMOMNS
ABBY CLEMOMNS

Total -
Income $13,200.00 Household Subsidized r

% of

Poverty 4% Residence Subsidized N

Makz any changes? _Save |

3

H Comments

To Remove a Client (one at a time):
Select client under the R column above,
then Click this button

Rermove Client{s) from Household |

To Remove Household: Click this button
Move Entire Househcld to Unknown | ;l

Figure 2-19: Household View - Household Summary Section.
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Program Enrolilment New

Once a household has been created, it can be enrolled in programs the

agency has setup.

Setup: You are on the Household View screen.

1. Click the New Enrollment button (see Figure 2-20). The ‘Program
Enrollment New’ screen will appear next (see Figure 2-21a, next page).

2. Select the Program

3. Select the ‘Applicant’ client first and click the Load button (see Figure 2-

21).

4. The screen will refresh and appear with additional fields to fill in (see

Figure 2-22b, next page).
Complete the following:
. Enter the Start Date
. Select the Last Residence
Select the Length of stay of the last residence.
. Enter the last Zip code

©QO0CT®

5. Click the “Save” button.

Household View active %
Household - Click SEN/STSID will open the Client View Screen. Benefits (Get Code Key)
HH Members Race Services and Benefits

R SSMN/SYSID Name Sex Age AA AS AL NH WH ET LG ED FW FS DS HB HI ¥T
[T SSUNKY121047 SUMNY CLEMONS F 57 N N M N Y NHE S R R S
[T SKEMMET021556 KEMKRETH CLEMONS M 49 N M N M Y MNHE S R I
[T SABBYD51503 ABBY CLEMONS F 1 M M N N ¥ NHE U TONONOY M

New Client | To remove a client: Choose from R column, scroll down to click button,

Programs Enrolled

Name Entry Date Exit Date
Mew Enrollrment |
Address Income Summary

T U Address

SUMNY CLEMONS $7,800.00
B 121 N HIGHLAND AVE
SALEM, OR 97302 KEMNETH C_EMONS $5,400.00
Phones Household Summary
T U Number Client Name HH -
H  (541) 387-2763 SUNNT CLEMONS Type IME""’“B‘:I j‘
H (541) 387-2763 EEMMETH CLEMONS Total# 3
H (541) 387-2763 ABBY CLEMOME
Total
Income #$13,z00.00 Ileusshold Subsidized [l
% of
Poverty 3<% Residence Subsidized N
Make any changes? Save |
HH Comments
=
=
Figure 2-20: Household View
38 Section 2, Client Intake-New

. Verify if the income for this client is accurate. If not, you will need to
revisit the Income Edit screen to update the income.
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Program Enrollment New

Fields marked with * are required

Prgrm | MWYCAA-1STSEPS-MAR-1STSTEPS =]+

Clignt |SUNNY CLEMONS =] * Load |

Click LOAC to refresh client information,

Figure 2-21a: Program Enrollment New

Program Enrollment New

Fields marked with * are required

Prorm |MW\.I'CAA-lSTSEPS-I’-’IAR-lSTSTEPS ;I *
Client [SUNNT CLEMONS 'I * Load |
Relation to  Applicant *
App
Start Date |10-15-2004 *
Last IRDDrn,-"Apar‘tment,-"House Rental ;I *
Residence
Length of  [one to Three Months =
Stay
IEE'os;eZip [a730z | * zipooc  [Full Zip Code Recorded =] *
Select Income At Program Entrance
Income Type Income/Income Description Incorme
Wages SHARI'S RESTAURANT ~ $625.00
Total Income $625.00

Save

Figure 2-21b: Program Enrollment New - additional fields to complete.

The ‘Program Enrollment New’ screen will save and re-appear to allow
you to select other clients in the household to enroll in the same
program (see Figure 2-22). As each client in the household is enrolled in
the same program, their name will appear to the right.

Program Enrollment New

Fields marked with * are required

Clients Enrolled
SUMKY CLEMONS - Applican

Prarm MYCAA-1STSEPS-MAR-1STSTEPS
Client |KENNETH CLEMONS =] * Laad |

Click LOAD to refresh client information.

Figure 2-22: Program Enrollment New - 2nd person in Household.

To enroll another person from the household, select the client from the
drop down menu and click the ‘Load’ button. Repeat the Steps 1-5 on
previous page for each additional household member enrolled. Once
enrollment of the clients are complete, click the ‘Save’ button. The

‘Household Transactions Summary’ screen will appear next (see Figure 2-
24, next page).
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Program Enrollment New

Fielde marlked with * are required

Clients Enrolled
SUNMY CLEMOMNS - Aaplicant
KEMMETH CLEMCNS - Spousg

Prarm MWW CAA-1STSEPS-MAR-1STSTEPS

Client IABE‘-Y CLEMONS 'l # lload |

Relation ta Ichild 'I *

App

Start Date |10-15-2004 *

Last |Roommpartrnenta’House Rental ;I *

Residence

Lenath of  [one to Thres Manths =] *

Stay

I(_ZaS;I: Zip |9?302 * Zip bec  [Full Zip Code Recorded (=] *
ode

Save

Done |

Figure 2-23: Program Enrollment New - Adding more HH members

Program Enrollment Delete

An enrollment can only be deleted if there are no transactions completed
for the household to the program. If a no transactions have been done,
then program enrollments can be deleted by a user with ‘Manager’
permissions. A user with a manager role will find the delete button on
the ‘Household Transaction Summary’ screen under the household client

area.

Household Transactions Summary

Program Mame: MWYCAA-15TSEPS-MAR-1ETSTEPS

Enrollment Date: 10-15-2004 Program Enrollment Summary
Assessment
Assoc. wfthis

Client (Click Client for enrollment view) Enrollment Enrolled End

SUMMNY CLEMCMNE 10-15-2004

KEMMETH CLEMOMS 10-15-2004

Housing Transactions (Click Transaction ID to edit - in developrment)

APC Housing Label - Housing Name Start Date End Date Transaction Type

| -1 [Ew Transa ehin

Service Transactions (click on service type to edit)
# of
Service Type Start Date End Date Service Name Units

I vl MWW TiGansactian

Figure 2-24: Household Transactions Summary before adding services or housing transactions.
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Service Transaction New

Once a household has been enrolled into an agency program, client
service programs can be accessed.

Setup: Working from the previous section, you are on the Household
Transactions Summary screen (see Figure 2-25).

Household Transactions Summary

Program Name: MWWVCAA-1STSERPS-MAR-1STSTEPS

Enrollment Date: 10-15-2004 Pragram Earoliment Summary

Assessinenl
Assoc. wfthis

Client (Click Client for enrollment view)  Enrollment Enrolled End
SUNNY CLEMONS 10-15-2004
KEMMETH CLEMOMNS 10-15-2004

Housing Transactions {Click Transaction ID to edit - in development)
APC Housing Label - Housing Mame Start Date End Date Transaction Type

;l e IransaEtEn I

Service Transactions {(click on service type to edit)

# of
< Serwvice Type Slarl Dale Eud Dale Service Mdime Unils

Food-Food Boxes I/ Mew Transaction I

Figure 2-25: Household Transactions Summary

1. Select the service type from the dropdown menu, and click the “New
Transaction” button next to it. The ‘Service Transaction-New’ screen
will appear next (see Figure 2-26).

Service Transaction - New

APC Service: Food-Food Boxes

HH Member (Choose the Applicant{App) and all the clients{C) receiving the service)
App C  Client

@ M sunwy cLEMONS
© M KENNETH CLEMONS

Service Details:

Start Date: IlD-15-2DD4 End Date: |11-E|1-2EIEI4
# of Units: |15 box(s)

Valuefunit: £5.00 Collar Yalue: $75.00

Grant Amount

15TSTEPS/HMIS COC ITS.DD
Total $75.00 Savel

Figure 2-26: Service Transaction — New
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Select the household members receiving the service type.

Enter the Start and End Dates

Enter the number of units of the service

Enter the total amount to be used from the grant.

Click the ‘Save’ button. The ‘Household Transaction Summary’ screen
will appear next (see Figure 2-27). The service will display under the
‘Service Transactions’ section.

oghWN

Household Transactions Summary

Program Mame: MWWVCAA-1STSEPS-MAR-LSTSTERS

Enrallment Date: 10-15-2004 Program Enrollment Summary |

Assessment
Assoc. wfthis

Client {Click Client for enrollment view)  Enrollment Enrolled End
SUNHY CLEMOMS 10-15-20C4
KEMMETH CLEMOMNS 10-15-20C4

Housing Transactions {Click Transaction ID to edit - in development)
APC Housing Label - Housing Name Start Date End Date Transaction Type
| ;I e Niransaction

Sepyi nsactions (click on service type to edit)
# of
Service Type Start Date End Date Service Name Units
aiod 10-15-2004 2004-11-01 Food Boxes 15
I vl IEw Transackion I

Figure 2-27: Household Transactions Summary After first service

Housing Transaction (Non-Rent Calculated)

It may be helpful to review some definitions for the section (see Figure 2-
28).

Housing Definitions

Scattered Site - A scattered site is generally a landlord-based
apartment dwelling, or residence-based housing type. This type is
selected with a household needs assistance with paying rent to a
landlord. The rent calculations option should be selected for this housing

type.

Facility based - A facility-based housing type is typically a housing of
either an apartment complex or rooms which is owned by the agency.
Some rent is usually charge for this type.

Figure 2-28: Household Transactions Definitions
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Non-Calculated Rent - Housing Type

A non-calculated rent housing type is one that minimum rent may or
may not be charged. The rent does not have to be calculated in the
terms set forth in the HOME TBA or SHAP program requirements. The
following example is a facility-based housing type that charges only a
minimum rent and does not require a rent calculation worksheet.

Setup: Working from the previous section, you are on the Household
Transactions Summary screen (see Figure 2-29).

Household Transactions Summary

Program Name:

MWW CAA-1STEEPS-MAR-1STSTERS

Enrollment Date: 10-15-2004

SUMNY CLEMONS
KEMMETH CLEMONS

Program Enrollment Sumrmmary

Assessment
Assoc. withis
Client (Clizk Client for enrollrent view)  Enrollment Enrolled End

10-15-2004
10-15-2004

ing Name Start Date End Dat

MNew Transaction

Transaction Type

< Housing Transactions {Click Transaction ID to edit - in developm@

Scrvice Transactions {(click on scrvice type to odit)

# of
Service Type Start Date End Date Service Name Units
Food 10-15-2004 2004-11-01 Food Boxes 15

I vl e Transaction |

Figure 2-29: Household Transactions Summary

1. Select the facility-based housing option for this agency. Click the
“New Transaction” button next to it. The “Shelter Transaction - New”

screen will appear next (see Figure 2-30).

Shelter Transaction - New

Program Name: MWWVCAA-1STSEPS-MAR-1STSTERS

APC Housing: FACILITY-BASED DORM

Facility Name: IFACILITY—BP.SED DORE

HH Member {Choose the Applicant{Apa) and all the clients{C}) receiving the service)
App < Client

® ¥ sunny CLEMONS Unit # |25

C ¥ KEMWETH CLEMONS  Unit # 5
Shelter Details:

Srart Crate: IUJ.-DS-ZDDS End D ate: IDZ-Zﬁ-ZDDﬁ
# of Days: |33
Collar Walue I?S.DD

Grant Amount

1STSTERPS/HMIS COC |75
Total $75.00

Figure 2-30: Shelter Transaction - New
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Enter the facility’s name

W N

for each client.
Enter the ‘Start and End Dates’.

NO Ok

Click the ‘Save’ button.

Enter the number of days and the total dollar value.
Enter the dollar amount to be subtracted from the grant.

Select the clients to live in the dwelling, and enter the unit number

The Household Transaction Summary screen will appear. The
transaction will appear under the Housing Transaction section (see Figure

2-31).

Household Transactions Summary

Program Name: MWYCAA-1STSEPS-MAR-LSTSTERS

Enrollment Date: 10-15-2004 Program Enrollment Summary

Assessment

Assoc. withis
Client (Click Client for enrollment view) Enrollment Enrolled End
SUMNNY CLEMONS 10-15-200=
KEMMNETH CLEMONS 10-1c-200-

Housing Transactions (Click Transaction ID to edit - in development)

I j‘

e Titansastion

using Name Start Date End Date Transaction Type
FACILITY-BASED DORM 01-05-2005 0z2-25-2005% Shelter
| ;I [{e ) Tizansactian I
icc Transactions (chetl on scrvice typo to cdit)
# of
Service Type Start Date End Date Service Name Units
Food 10-15-2004 2004-11-02 Food Boxes 15

Figure 2-31: Household Transactions Summary screen

Housing Transaction (Rent Calculated)

Setup: Working from the previous section, you are on the Household

Transactions Summary screen (see Figure 2-32).

Household Transactions Summary

Program Mame: MWYCAA-ISTSTEPS-MAR-1STSTERS

Enrollment Date: 10-15-2004 Program Enrollment Summary

Client (Click Client for enrollment view) Assessment Enrolled End
SUNNY CLEMONS 10-15-2004
KEMMETH CLEMONS 10-15-2004
ARBYT CLEMONS 10-15-z2004

Housing Transactions {Click Transaction ID to edit - in developrent)

W SHearrd-Dh End Date
< THMEMNT - SCATTERED 10-15-2004

-2005
FACILITY-BASED APTS

Transaction Type

Mew Transaction |

Service Transa

Service Type Entry Date Service Name No. of Units
Day Care 10-16-2004 Babysitting 10
Food 10-15-2004 Food Boxes 15
IFood-Food Boxes vl Mew Transaction

Figure 2-32: Household Transactions Summary screen
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1. Under ‘Housing Transactions’, select the housing type for the
scattered site housing from the dropdown menu, and click the
‘Apartment — Scattered’ button next to it. The “Housing Transaction -
Step 1” screen will appear next (see Figure 2-33). Most scattered site
housing type works through a series of rent calculations screens to
arrive at a calculated rent for the client.

Housing Transaction - New
Step 1 of 4

Subgrantee Subsidy & Tenant Contribution Calculation
APC Housing:
APARTMEMT - SCATTERED

Select Clients to include in this Housing Transaction:

5% First Name Last Name Relationship to Applicant S5N
W KEMMETH CLEMONS Spouse SKENNETDZ1558
W sunny CLEMONS Applicant SSUNNY121047
Check All
Residence Information

Residence Address County
121 N HIGHLAND AVE
SALEM, OR 97302 MARION

# of Bedrooms Owned/fSubsized Effective Date Program Year (YYYY)

3 N [03-03-2005 * [zo0s *

Residence Inspection (Enter either Passed date OR Failed and Re-inspected date)

Passed Failed Re-inspected

[o3-05-2a0% [ [ * MMDDYYYY
Family Asset Income
Eligible
Farnily Member Asset Description Cash Walue  Income  Asset Income
1. Total Net Family Assets ... §0.00
2. Total Actual Asset Income ... $0.00
3. If line 1 is greater than $5,000, (Passbook Rate)
enter passbook rate here and click the Calc button Calc $0.00
Anticipated Annual Income
Eligible Line '4b' is the greater
Farnily Member Income Description Income Income O
lines 2 and 3.
KENMETH CLEMONS Wages/GREEMACRES =2 $5,400.00
Wages/SHARI'S
SUNMY CLEMONS RESTALRANT 1z $7,500.00
4, Totals 4a,  $12,900,00 4b, 0,00
5. Total Annual Income (4a + 4b). Check Al | 5. $12,900.00
Continue

Figure 2-33: Housing Transaction - New (Step 1)

2. On Step 1 screen, select the clients to live in the dwelling, and enter
the unit number for each.

3. Enter the Effective Date and Program Year.

4. Enter the inspection dates. Note: if a site had previously failed an
inspection, a re-inspected date must be entered in order to proceed
through the screen.

5. Proceed through each line, of each screen Steps 1-4 (screen shots of
each are provided on the proceeding pages) by using the ‘Continue’
button as you go along (see Figures 2-33, 2-34, 2-35, 2-36, 2-37, 2-38, and
2-39).

Complete each Housing Transaction for Steps 1-4, by following the
guidelines in the HOMETBA and SHAP program manuals.
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Step 2 - Rent Calculation

Housing Transaction - New
Step 2 of 4

Dccupants
KENNETH CLEMONS
SUNMNY CLEMOMNS

121 N HIGHLAND AWE

SALEM, OR 97302

5 Gross Annual Income ifrom Line 5 of Anticipated
! Annual Income)

Enter Nurnber of Family Members (except head or
7. spouse) under 18,
disabled or full-time stidents

=h Line 7 multiplied by $450

Annual Child Care Decuction,

under),

10, Enter Disability Assistance Expense

Line & multiplied by 0.03

Residence Address County

MARION

(Enter reasonable expenses for children age 12 and

20. Monthly adjusted income. Line 19 divided by 12.

Calculating Adjusted Income

Gross Annual + of
Income Bedrooms
$12,900.00 3
&, 4$12,900.00
7. a
8. $0.00

5 $[o.00

If Family has Disability Assistance Expenses or qualifies as an elderly family, go to Line 10,
Otherwise, press Continue and proceed to Line 18 on next screen titled Subgrantee Subsidy & Tenant
Contribution Calculation,

10, $|-UU

11, $387.00

1z, $0.00

13. $[on

14. $0.00

*#*% Fill in Lines 15 through 17 for Elderly and Disabled Families Only ***

15. $|-UU

11.
12 Line 10 minus line 11 (will be zero if negative)
13, Enter amount earned by farmily member enabled to
work as a result of Disability Assistance Expenses
14 Disability Assistance Alowance. The lesser of lines 12
. or13.
(62 years of age for head of household or spouse)
15, Enter Total Medical expenses
16, allowable Medical expenses
If line 10 = 0, line 15 minus line 11.
If line 10 = 0 and line 12 = 0, line 15
minus (line 11-line 10}
If line 10 = 0 and line 12 > 0, line 15
16, $0.00
$400 is added to deduction if medical expenses are 17 a
allowed, !
13, Total of lines 8, 9, 14, 16 and 17, 18, $0.00
149, Annual Adjusted Income. Line & minus 13, 14, $12,900.00
20, $1,075.00

Continue I

Figure 2-34: Housing Transaction - New (Step 2)
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Step 3 - Rent Calculation

Housing Transaction - New
Step 3 of 4

Tenants
KEMMETH CLEMONS
SUNNY CLEMONS

Gross # of
Residence Address County Annual Income Bedrooms
SALEM, OR 97302
MARION $12,900.00 3
20. Monthly adjusted income. 20, $1,075.00

Subgrantee Subsidy & Tenant Contributicn Calculation

21. Contract Rent 21, §|550 Max Rent
22, Utility Allowance 22 4 ISD 10000

23, Gross Rent (line Z1 + line 22) 23, $600.00
24. Applicable Fair Market Rent (based on County and # of bedrooms) 24, $925.00

25. Rent Standard (the lesser of line 23 or line 24) 25, $600.00

Resident Rent Determination

26, 30% of Adjusted Income {line 20} 26, $322.50

27, 10% Gross Monthly Income 27, $107.50

28. Welfare Rent {where applicable) 25, § [0

29, Maxirnurn Rental Armount Per Month:
HOMETBA: Line 26

All others: Maximum amount from lines 26, 27 and 28, 29, $322.50

30. Maxirurn Subsidy (line 25 - line 29) 30, $277.50

31. Monthly Tenant Contribution (ine 25 - line 30 - but not less than
min rent specified in APC Housing. Includes utility allowance) Min Rent
(Breakdown is on lines 36, 371, 31, $322.50 75

22, Total Subgrantees Monthly Gubsidy (Line 25-Line J1) 32, $277.50

33, Amount that Subgrantee pays to Utility provider

{line 32-line 21}, if greater than 0, 33 0.00
34, Monthly Rental Subsidy (line 32-line 33) 34, $277.50
35. Rent Overage (line 23 - line 24) if greater than 0. 35, 0.00
126, Monthly Tenant Utility Cantribution. (if ine 31 > line 22 then line 22, 36, $50.00
else line 31)
7. Total Monthly Tenant Rent Contribution 37. $272.50
Rental Information
38, Tenant Utility Contribution & paid to Utility  Paid to Agency 38, 450
39. Tenant Rent Contribution * paid to Landlord © Ppaid to Agency 39, 273
40, Monthly Payable Through Agency
Amount Payable to Landlord $278
Amount Payable to Utility $0
40. f278
Total Subgrantee Subsidy -
" {line 40 ¥ #contract months) $eas & Ij contract manths 41 $1,6068
42, Month Prorated NA = Prorated Amount 92+ $|D
43, Refundable Depaosit 43,
(Security, cleaning, keys, etc.) {cannot exceed two months rent) $|4DD
44, Agency Contribution EEN

45.
¥ Landlord Reguested Last Month Rent

Continue |

Figure 2-35: Housing Transaction - New (Step 3)
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Step 4 - Rent Calculation

Housing Transaction - New
Step 4 of 4

Tenants
KEMMETH CLEMONS
SUNNY CLEMONS

Rental Information
mMonthly Tenant Contrlibution

Tenant Utility Contribution Paid to Utility: ¥ Faid to Agency: N $50
Tenant Rent Contribution Paid to Landlord: ¥ Paid to Agency: N $273
Monthly Payable Through Agency
Amount Payable to Landlord $278
Arnount Payable to Utility $0
Total $278
Total Agency Contribution
Contract Manths: & w Max Subsidy: $278  Total: $1,665
Contract Months: & » Overage: 0 Total: 0
Pro-rate Month: MNA Pro-rate Armount: $0 $0
Last Rent: 7 Refundable Deposit: $400 $400
Total $2,068
Monthly Tenant-Based Assistance Subsidy
Source Monthly Amount
Maximum Subsidy $278
1STSTERS 278
4 a

Continue |

Figure 2-36: Housing Transaction - New (Step 4)
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Housing Transaction Summary

The Housing Transaction Summary screen is a summary of what was
entered on screens Step 1 through 4 (see Figure 2-27). At this point, if
something needs to be edited, you would need to delete this entire
transaction process and start from the beginning. To delete a rent
calculation transaction, click the ‘Delete Transaction’ button on the
bottom of the screen. Otherwise, your transactions are completed for
the household described in the next section titled ‘Household Summary’.

Housing Transacticn Surmmary

Tenant Information

First Name Last Name SSN
KEMMETH CLEMONS SKEMNETOZ1558
SUNNT CLEMONS SSUNNT1Z1C47

Residence Information

Residence Address
121 N HIGHLAND AVE

SALEM, OR 97302

# of Bedrooms Owned/Subsized Effective Date Exit Date
3 M 03-03-200S5
Residence Inspection
Passed Failed Re-inspected
03-C3-z2005
Eligible Income
Eligible
Farnily Menber TypesDescription Incorme
KENMETH SLEMONS Wzaes/GREENACRES S400
SUNNY CLEMONS Weges/SHARI'S RESTAURANT 7500

Rent Characteristics

Monthly Rent
(Includes Tenant Paid Utilities)

# of Mcnths Tenant

Income Data

Overage + Total Annual Adj. Manthly

Delete Rent Caleulation |

in Contract Contrib Subsidy Rent Incomne Income
5 323 278 $550 $12,200.00 $1,075.00
HH # of Last Month Dreposit Pro-Rate Pro-Rate
Size Dependents Rent Armount Month Arnount
2 0 A 400 HA $0
Payment Distribution
Tenant Contribution
Tenant Utility Contribution Paid to Utility: ¥ Faid to Agency: N $50
Household Cantributian Paid to Landlord: ¥ Paid to Agency: N szva
Total $323
Monthly Payable Through Agency
armourt Payable to Landlord 4278
Amourt Payable to Utility $0
Total $278
Total Agency Contribution
Contract Months: § S Max Subsidy: 278  Total: $1,668
Contract Months: & = Overage: $0 Total: 40
Pro-rate Month: NA Pro-rate Amount: §0 40
Last Reqt: ¥ RefLndable Deposit: $400 $400
Total $2,068
Awards
Type Source
SUBSIDY 1STSTEPS $278
Total $278

Figure 2-37: Housing Transaction Summary
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Household Transaction Summary

The Household Transaction Summary screen can be reached by clicking
the “HH Summary” link on the Left Nav Bar (see Figure 2-38).

Enrollment
Program Surmmary

Transactions
HH Surmirmary
Client Surmmmary

Figure 2-38: Left Nav Bar: HH Summary link

The Household Transaction Summary screen provides an overview of the
transactions that a household is enrolled in for a specific program (see
Figure 2-39). For each client listed in the household at the top of the
screen, you can click each name and see the ‘Client Transaction
Summary’ screen (see next section).

Household Transactions Summary

Program Name: MWW CAA-1STSEPS-MAR-1STSTERS

Enroliment Date: 10-15-2004 Pregram Enveliment Sirmmwary
Assessment
Assoc. w/this

Client (Click Client for enrollment view)  Enrollment Enrolled End

SUNNY CLEMONS 10-15-2004

KEMMETH CLEMONS 10-15-2004

Housing Transactions {Click Transaction 1D to edit - in development)
APC Housing Label - Housing Name Start Date End Date Transaction Type

APARTMENT - SCATTERED-121 N
HIGHLAMD AVE

EACILITY-BASED DORM 01-05-2005 02-28-2005 Shelter

;l ER Thansacton

03-03-2005 Scatterec-Site

Service Transactions (click on service type to edit)

# of
Service Type Start Date End Date Service Name Units
Enod 10-15-z004 z004-11-01 Food Boxes 15

- [t TiRansacton

Figure 2-39: Housing Transaction Summary
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Client Transactions Summary

The ‘Client Transactions Summary’ screen can be reached by clicking the
“Client Summary” link on the Left Nav Bar (see Figure 2-40).

This screen provides an overview of the transactions that an individual
client is enrolled in (see Figure 2-41).

Fneallment
Frogram Surmmary

Transactions

HH Surnrmary
Client Surnrmatry

Figure 2-40: Left Nav Bar: Client Summary link

Client Transactions Summary

Program Name: MWYCAA-1STSEPS-MAR-1STSTEPS

Enrollment Date: 10-15-2004

Client: SUNNY CLEMONS Prograr Enrolment Summary
Housing Transactions {Click transaction 1D to edit)

Housing Mame Start Date End Date Transaction Type
121 M HIGHLAMND &WE 03-03-2005 Scattered-Site

FACILITY-BASED DORM

Service Transactions {click on service type to edit)
Service Type Enrolled Date Service Name
Food _0-15-2004 Food Boxes

Figure 2-41: Client Transactions Summary

Program Enrollment Summary

The ‘Program Enrollment Summary’ screen can be reached by clicking
the “Program Summary” link on the Left Nav Bar (see Figure 2-42).

Enrollment
Procram Surmrmatky

Transactions
HH Zurmmary
Client Surnmmary

Figure 2-42: Left Nav Bar: Program Summary link

If a household member has not been assessed within the last 90 days,
it’s recommended that the case manager conduct an ‘Exit’ assessment
for household members. This way the agency can capture what the
household composition was at the beginning and the end of their
enrollment. To use an assessment for a client’s enrollment that was
previously completed within the last 90 days, select it from the drop
down menu and click the ‘Update’ button (see Figure 2-43).
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If a clients name doesn’t appear in the drop-down menu, an assessment
was never completed. Click the ‘New’ button to complete an assessment
and the ‘Assessment’ screen will appear. For guidance on completing
the assessment, refer to the section in the manual titled “Assessment

New”.

Program Enrollment Summary

Program Mame: MY CAA-1ETSEPS-MAR-1STSTERS

Enroliment Date: 10-15-2004

Client's name = Client Transaction Summary Screen

Enrolled Date = Program Enrollment Edit Screen

End Date = Program Exit Edit Screen
Assessed Date
Associated w/Program

Program Program Enrollment {may exceed 90
Client Enrolled Date End Date days old)
SUMMY CLEMONS 10-15-200<4

KEMMETH CLEMONS 10-15-2004 Exit|
Enrall HH Member |

Assessments

Client's Marme= Client View Screen

Assessed Date (User initials@Agency) Update
Client Only those newer than last 90 days Enrollment
SUNNY CLEMONS =06 -Z 005 (EHEOHC S Hew ol
KENMETH CLEMONS MOMNE Mew =

Update |

Figure 2-43: Program Enrollment Summary screen

Once a new assessment has been saved, the ‘Program Enrollment
Summary’ screen will reappear. Select the date from the drop down
menu to associate it with the client’s enrollment, and click the “Update”
button. The date will appear above under the client section (see Figure 2-
44).

Program Enrollment Summary

Program Mame: MW CAA-1STSEPS-MAR-1STSTERS

Enrollment Date: 10-15-2004

Client's name = Client Transaction Surmmary Screen
Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Assessed Date
Associated w/Program

Program Program Enrollment (may exceed 90
Client Enrolled Date End Date days old)
SUMMY CLEMONS 10-15-200<4 EXitl 04-06-2005
KEMMNETH CLEMONS 10-15-2004 EXit'

Enroll HH Member |

Assessments
Client's Marme= Client View Screen

Assessed Date (User initials@Agency) Update
Client Only those newer than last 90 days Enrallment
SUNNY CLEMONS | =l Mew [
KEMMETH CLEMONS NOMNE Mew =

Ipdate |

Figure 2-44: Program Enrollment Summary after associating Assessment to client.
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To exit a household or an individual client from an enrollment, follow the
steps in the next section titled, ‘Program Enrollment Exit’.

Program Enrollment Exit

Working from the last section, you can exit clients from a program by
following the steps below.

Setup: You are on the Program Enrollment Summary screen.

1. Click on an “Exit” button for a client that you want to exit from a
program (see Figure 2-46). The Program Enrollment Exit screen will
appear next (see Figure 2-47).

Program Enrollment Summary

Program MName: MW CAA-1STSEPS-MAR-1STETERS
Enrollment Date: 10-15-2004
Client's name = Client Transaction Summary Screen

Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Assessed Date
Associated wfProgram

Program Program Enrollment {(may exceed 90
Client Enrolled Date End Date days old)
SUNNYT CLEMOMNS 10-15-2004 EXitl 04-08-2005
KEMMETH CLEMONS 10-15-2004 EXitl 04-07-2005

Entall HH Mermber |

Assessments
Client's Mame= Clignt Wiew Screen

Assessed Date (User initials@Agency) Update
Client only those newer than last 90 days Enrollment
SUNNY CLEMONS I ;I Mew =
KEMMETH CLEMONS | [~ | pE =

Wpdste |

Figure 2-46: Program Enrollment Summary screen

Program Exit - New

Client SUNNT C_EMONS
Program MWYCAA 1STSEPS-MAR-LSTSTEPS

Exit Information

Exit Date IW #

Destination IApartrneﬁt ar House Owned ;I *
Nestinatinn Tenire m *

Destination Subsidy Im *

Reason Left ICompIeted program ;I *

Select Income At Program Exit

Incore Type Income/Income Description Income
Wages SHARI'S RESTAURANT v $625.00
Total Income $625.00

Save

Figure 2-47: Program Enrollment Exit
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2. Enter and/or select the following:

Exit Date

Destination

Destination Tenure

Destination Subsidy

. Reason Left

3. Click the ‘Save’ button. The ‘Program Enrollment Summary’ screen
will appear next with the client displayed as exited from the program
(see Figure 2-48). Repeat steps 1-3 above for each client that needs to
be exited from the program. After each client exit, the exit date will
display on the Program Enrollment Summary screen.

oo

Program Enrollment Summary
Program Name: MWV CAA-1STSEPS-MAR-1ESTETERPS
Enrollmcnt Dato: 10 15 200+«

Client's name = Client Transaction Surmmmary Screen
Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Assessed Date
Associated w/Program

Program Program Enrollment {may exceed 90
Client Enrolled Date End Date days old)
SUMNT CLEMOMNS 10-15-2004 04-30-2005 04-06-2005
KEMMETH CLEMOMS 10-15-2004 EXitl 04-07-2005

Enrall HH Member |

Assessments
Client's Mame= Client View Screen

Assessed Date (User initials@Agency) Update
Client Only those newer than last 90 days Enrollment
SUMMY CLEMONS | = Mew =
EENMMETH CLEMONS I ;I Mew =

lpdate |

Figure 2-48: Program Enrollment Summary - After Exit

The Program Exit date will be linked (underlined) so if it needs to be
edited, the user can click the link to update Exit information, see next
section titled ‘Program Exit — Edit’.

This completes the program enrollment process.

54 Section 2, Client Intake-New Revised 06/01/2007



Program EXxit - Edit

Working from the last section, you can edit the Program Exit information
on this screen.

Setup: You are on the Program Enrollment Summary screen.

1. Click on ‘Program End Date’ link for a client that you want to edit (see
Figure 2-49). The ‘Program Exit-Edit’ screen will appear next (see Figure
2-50).

Program Enrollment Summary

Program Name: MWYCAA-LETSEPS-MAR-1STSTERPS

Enrollment Date: 10-15-2004

Client's name = Client Transaction Surmary Screen

Enrolled Date = Program Enrollment Edit Screen

End Diate = Pragram Fxit Fdit Srrern
Assessed Date
Associated w/Program

Program Program Enrollment {(may exceed 30
Client Enrolled Date End Date days old)
SUMMY CLEMOMNS 10-15-2004 04-30-2005 04-06-2005
KEMMETH CLEMOMNE 10-15-3004 04-30-2005 04-07-2005

| Entall HH Member I

Figure 2-49: Program Enrollment Summary - Program End Date link.

Program Exat - Edit

Client SUNNY CLEMONS
Program MW CAA-1STSEPS-MAR-1STSTEPS

Exit Information

Exit Date |U4-30-ZDDS *

Destination |Apar‘tment or House Cwned ==
Destination Tenure m *

Destination Subsidy IDDn't Know ;l *

Reason Left |C0mpleted pragram ;l *

Selected Income Sources

Income Type Income/Incorme Description Remove Income
Wages SHARI'S RESTAURANT Il $625.00
Total Income To Remove $0.00

Save |

Figure 2-50: Program Exit - Edit screen.

2. Update the following as needed:
a. Exit Date
b. Destination
c. Destination Tenure
d. Destination Subsidy
e. Reason Left
f. If the income source needs to be removed, check the box.
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3. Click the ‘Save’ button. The ‘Program Enrollment Summary’ screen
will appear next.

4. Click the ‘Household Transaction Summary’ link on the Left Nav Bar.
The screen will appear and all the entry and exit dates will be
displayed for this household (see Figure 5-51). Click on any Client’s
name and find each client’s enrollment screen with the dates. Also,
revisit the ‘Household View’ or a ‘Client’s View’ and enrollment dates
will be displayed in their respective program enrollment areas.

Household Transactions Summary

Program Name: MWYCAA-1STSEPS-MAR-1STSTEPS

Enrollment Date: 10-15-2004 Program Enrollment Summary
Assessment
Assoc. withis
Client (Click Client for enrollment view) Enrollment Enrolled End
SUNNY CLEMONS 04-06-2005 10-15-2004 04-30-2005
KEMMETH CLEMONS 04-07-200% 10-15-2004 04-30-200%

Housing Transactions (Click Transaction ID to edit - in developrent)
APC Housing Label - Housing Name Start Date End Date Transaction Type
APARTMENT - SCATTERED-121 1

HISHLAND AVE 03-03-2005 Scattered-Site
FACILITY-BASED DORM-FACILITY-BASED 01-05-2005 07-25-2005 helter
LR M

I ;l =20 e s e I

Service Transactions (click on service type to edit)

# of
Service Type Start Date End Date Service Name Units
Food 10-15-2004 2004-11-01 Food Boxes 15

Figure 2-51: Household Transaction Summary screen after Exit
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Section Three
Client Intake - Existing

In this section, you will learn how to update and edit existing
household records in the OPUS database. These records include client,
residence, income, employer, and household summary. Using data-
entry screens, all records updated and edited prepare the database to
assimilate required information to qualify a household for program

assistance. To edit client records, you will:

Client Intake — Existing

Client Search

“The Most Useful Screen” Household View screen

Residence Search

Client(s) - Add to Existing Household
Client(s) - Edit

Assessment - Edit

Income & Employment - Edit, Delete
Residence - Edit

Move Household to Unknown
Remove Client from Household

Move Household to New Residence
Household Mail/Ph Update

Move Household to Existing Residence
Move Client(s) to another Household

Merge Household with another Household
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Client Search

Setup: You are on the Message of the Day Screen.

1. Click Search Client link
2. Search for each client in the household
3. Click the ‘Search’ button. When a search is successful client
information will display in the Search Results section (see Figure 3-1).
When a search is unsuccessful, a message ‘No Results Found’ will
display.
4. In our example, we found the client (see Figure 3-1). The following
links go to their respective view screens.
a. Click SSN to view the ‘Household View’ screen.
b. Click on the name to view the ‘Client View’ (see Figure 3-2, next
page) or click the address to view the ‘Residence View’ screen.
Proceed to the next section titled ‘Residence Search’.

Client Search

To search, at least one field needs to be entered. (Type "apt, Unit" etc, with #)
SSH/EYSID | fddress | #|

First Narme [KEMWETH City |

Last Mame ICLEMONS Zip I [T Show Residence Infa. only

When you Click in Search Results:
Client's Narme = Client Screen
Client's Address = Residence Screen

Client's SSM/ETS# = Household Screen

& rnaximurn of 100 results will be returned.
Search Results

SSN # First Last Mame Address nit City Zip DoR
MName
SKEMMETOZ1556 KEMMETA CLEMOMS FI7 COUMTRY _ SALEM 9730z oz-
LM 15-
1956

Figure 3-1: Client Search screen.
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Client View active ¥ #
Select Another Client in HH | KENNETH CLEMOMS = EI

Client Information

Mame SEN/SYS ID#
KEMNMETH CLEMONS SKENMETOD21556
CoB Age
0z2-15-1956 48
Phone (Primary} Ext PH Type
(503) 375-1122 HOME
Phone (alternate) Ext PH Type
E-rnail
Cender Hispanic? Race Language Education
lFale Mon- White ENGLISH HES-GRADUATE
Hispanic/Latino
Mationality (up to 3 may be displayed)
Edit Clent iew Household I
Programs Enrolled
hame Enrollment Date Exit Date
Client Assessments
Date Assessor
New Assessment I
Mailing Address
FI? COUNTRY LM
SALEM, OR 97302 County MARION
Income/Employer
E/DT Source Freq Address Amount  Annual
@ wages GREEMACRES Manthly $500,00 $6,000.00
EditI Delete I MNew Income I Total $6,000.00

services/Benefits

N Disabled ¥ Weteran N Homebound

¥ Food Starps N AFS Childcare ¥ Health Insurance
N Farm Worker

Figure 3-2: Client View screen.

"The Most Useful Screen" The Household View Screen

The client's Household View screen is useful to verify all clients within
the household at-a-glance. Visiting this screen often can save time
before searching each client individually. Search one client, bring up
the household view, and view all household members. If all of them
are displayed here, you’ll know they already have a record in the
database.

From the View screen (see Figure 3-3, next page), it may be discovered
that:

- The household has more than one client.

- The household may have moved since the last time they received
assistance. Therefore, the physical and/or mailing addresses may
need to be updated.

- The household may have clients in it that no longer belong there.
Because we visited the Household View screen from the initial client
search, we were able to find out what needed to be updated quickly
from one screen. When updating residence information, always search
the address before-hand. From this search, you can determine how to
proceed on to one of the following scenarios:
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- If the residence address is found in the database without a
household living in it, you can use it for the household. To do this,
follow steps in section ‘Move Household to Residence.’

- If the address is found in the database with a household in it, then
you can move the "old" household out, so you can use it. Use the
steps in section ‘Move Household to Unknown,’ and ‘Move Household
to Residence.’

- If the residence is not in the database, you can add it to the
database, and move new household from their old residence to the
new one, using steps in topic ‘Move Household to a new Residence.’
You are ready to proceed to the next topic titled Residence Search.

Household View accive &
Household - Click S5N/SYSID will open the Client View Screen. Benefits (Get Code Key)
HH Members Race Services and Benefits
R SSN/SYSID Name Sex Age AA AS AINH WH ET LG ED FW FS DS HB HI ¥T
[T SSUNNT1Z1047 SUNNY CLEMOMNS F 5 N M NN Y NHE = A G N
[C SKEWMETOZ15%6 KEMWETH CLEMOMS M 48 N N N N ¥ NHE S ¥ N N Y T
New Client To remove a client: Choose from R column, scroll down to click button.
Programs Enrolled
Name Entry Date Exrit Date
New Enrollrnent
Address Income Summary
T U Address SUNNY CLEMONS $7,800.00
M 777 COUNTRY LN
SALEM, OR 97302 Household Summary
P 777 COLUNTRY LN HH Type |Mamgd =
SALEM, OR 97302
Phones Total# 2
T U Number Client Name Total
ota
H  (503) 375-1122 SUMHY CLEMONS Income $7,800.00 Household Subsidized [
H (503) 375-1122 KEMNMETH CLEMONS o of
Poverty 62% Residence Subsidized N
Make any changes? Save
HH Comments
To Remove a Client {one at a time):
Select client under the R column above,
then Click this buttcn
Remove Clent(s) from Household |
To Remove Household: Click this button
Mowe Entire Household to Unknown I LI

Figure 3-3: Household View.
Residence Search
It's important to find out if a residence already exists in the database.

Setup: You are on the Client Search Screen.

1. Enter a street number and street name (spaces allowed). A wildcard

symbol "%" in front of the street name, such as % Stevens St is
allowable.

2. Type unit number, such as an apartment number in the box.

3. Type a ‘unit type’ such as Apt, and unit number with a space
between them.
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4. Enter a city and zip code in their respective boxes.

5. If the residence address is found, the address, city and zip code will

be displayed in the results.

Note: Results will display with any matches up to 100 results. A
residence may exist in the database but be linked to an old household
record. If this is found, you'll need to follow steps in the section titled
‘Move Household to Unknown’ to move the old household out of the

residence, so you can use it for your household.

Client Search

To search, at least one field needs to be enterad.

ssw/svsio | Address [145 APPLEGATE LN #]

First Marne | City |
Last Mame | Zip I [T Show Residence Info. only
When you Click in Search Results:

Client's Mare = Client Screen
Client's Address = Residence Screen

Client's SSN/SVS# = Household Screen

& maximurn of 100 results will be returned.

Search Results
SSN #  First Mame Last Mame Address

||:
=
=
E.
=
F
o
=
(ma)

Mo Results Found

(Type "Apt, Unit" etc, with #)

Figure 3-4: Client Search screen - Residence Search.

Client(s) - Add to Existing Household

Setup: You are on the ‘Client Search’ screen (Figure 3-5).

1. Search the household that a client needs to be added to. Enter the
client’s SYSID of a household member. Click ‘Search’ button.
2. In the results, click the existing client’s ‘SSN’ link to see the

‘Household View’.

Client Search

Tao search, at least one field needs to be entered (Type "Apt, Unit" etc., with #)
3 )

sswsvswo [ address | ® |
First Name [KENNETH city |
Last Name ICLEMONS Zip I [T Show Residence Infa. anly

When you Click in Search Results:
Client's Name = Client Screen

Client's Address = Residence Screen
Client's SSN/ST5# = Household Screen

A rnaxirnurn of 100 results will be returned.
Search Results

SSN # First Last Mame Address Unit City Zip DOB
Mame
SKEMMETO21556 KENMETH CLEMONS 777 COUNTRY _ SALEM 7302 0z-
15

1956

Figure 3-5: Client Search screen - Find household to add client to.
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3. Under the ‘Client Information’ section, click the ‘New Client’ button.
The Client New Search screen will appear next (see Figure 3-6).

Household View potive ¥ @
Household - Click SSN/SYSID will apen the Clisnt View Scresn.  Bensfits (Get Code Key)
HH Members Race Services and Benefits
R SSN/SYSID Name Sex Age AA AS AL NH WH ET LG ED FW F5 DS HB HI ¥T
r 47  SUNMYCEMONS  F 57 N N N M Y NHE S Y voYoyy
[~ SKEMNET0ZLSSE NGEMNETHCLEMOMS M 48 N M N M Y NHE S YONOMNOYY
Mew Client To rgmove a client: Choose from R column, scroll down to elick button,
rams Enroll
Name Entry Date Exit Date
Mew Enrollment
Address Income Summary
T U Address SUNNY CLEMONS $7,800.00
M 777 COUNTRY LN
SALEM, OR 07302 Household Summary
n TTT COUNTRY LN HH Type |Married hd
SALEM, OR 97302
Phones Total¥ 2
T U Number Client Name _—_—
otal
H  (503) 375-1122 SUNNY CLEMONS Income  47,810.00 Housshald Subsidized [
H  (S0s)375-1122 KEMNETH CLEMONS o of
Poverty 62% Residence Subsidized N
Make any changes? [Savel|
HH Comments
To Remove a Client (one at & tims):
Select client under the R column abave,
then Click this button
Remave Client(s) fram Fausehald |
To Remove Household: Click this button
Move Entire Household 0 Unknown | =

Figure 3-6: Household View of existing household.

4. Search the client before adding them to the household. Follow the
steps in Section Two titled, “New Client Search”. If client not
found, click the “Add Household Member” button (see Figure 3-7).

Client New Search active

Mew Client Information (Fields marked with * are reguired, wildcards will be removed)

First Name IABBEY * DoB |05-15-2003 #MMDDY YT

Last Mame ICLEMONS * Create ID I
SEN/Sys# ISABBEY051503 *

OPUS will search the database to find this client before creating a new record.

Possible Matches
SEN # First Namne Last Mame DOB

No Results Found
Add New Mermber >

Figure 3-7: Client New Search for client to add to household.

The name, birth date, SYSID/SSN will have already be filled in from
being entered on the ‘Client New Search’ screen. Fill in the rest of the
Required information Fields marked * are required.

a. Title

b. Middle Name

c. The System ID button is available to create a system

identification number.
d. SSN Quality Code
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e. Phone number, Ext, and Type
f. E-mail address
g. Gender
h. Language
i. Education
j. 1) Race
2) Ethnicity

3) Nationality options (up to 3)

4) Tribes options (up to 3)

k. Mailing Address: Type in the mailing address for the first client
created for a household. For subsequent clients, you can select
the address from drop-down menu that displays previous

mailing addresses.
I. Street Number

m.Street Direction: S, N, NE, NW, etc.

Nn. Street Name

. Street Direction: S, N, NE, NW, etc.

. Street Type: Ave, Lane, etc.

Enter an apt number or PO Box #

o)

p

g. Unit Type: Apt, Unit, PO Box, etc.

r

s. Select the Services and Benefits client receives
t

Click the “Save” button.

The Client View screen will appear next.

Client New active ¥
Client Information (Fields marked with * are required.)

Title -

First hame ABEYT * Middle

Last Mame [CLEMOMNS * Suffix -

poe 05-15-2003 * MMDDTTYY SSN/SYs# [SABBTOS1S03F Create 1D
SSN Quality Code Don't know'have = | *
Phone/Email

Prima~y Phone |HOME - (503} 375-1122 [+| OR enter new number below.
Prima~y Phone 000-000-0000 EXT Type |HOME -

E-mai [

Client Characteristics

Gender Femnale |+ Language [ENGLISH =] education [unknown =l

Ethnicity
€ Hispanic/Latine @ Non-Hispanic/Lating
at apply) Nationalities {Up to 3 Mationalities OR Tribes)

T am ian/hlaska Native
T asian Tribes (Up to 3 Mafionalities OR Tribes)
T Mative Hawaiian or Pacific Islander [ e e =l
7 vithite
Mailing Add
{Choose an address from menu, OR enter a new one below)
[777 counTrY Ln - SALEM OR, 87302 =l
No. Direction  Street Name Type  Direction Unit #
3 | == =
City ST zip
[ J I el
Client Services/Bansfits
I Disabled [ Weteran [T &Fs childeare Farmuworl e N |
™ Hamebound M Food Stamps 'l74 Health Tnsurancs
Save

Figure 3-8: Client New screen for new household member.
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On the Client View screen, review the information entered.

Note: On the ‘Client View’ screen, a user can select another client in
the household from the top right drop-down menu called ‘Select
Another Client in HH’. This allows an easy way to get to other clients

in the household.

Client View tive %
Select Another Client in HH [ ABBY CLEMOLIE -] Go
Client Information

Marne SSNASYS ID#

ABBY CLEMONZ SABBYOS1S03

DoB Age

05-15-2003 1

Phone {Primary) Ext PH Type

(503) 375-1122 HOME

Phone {Alternate) Ext PH Type

E-rnail

Gender Hispanic? Race Language Education
Fernale Non- white ENGLISH Unknawn

Hispanic/Latino
Mationality {up to 3 may be displayed)

Edit Client I iew Household

Programs Enrolled
Name Enrollment Date Exit Date

Client Assessments
Date

Mew Assessment I
Mailing Address
QUNTRY LM
SALEM, OR 97302 County MARION

S5E550F

Income/Employer
EfD T Source Freq Address Amount Annual

MNew Income Total $0.00

Services fBenefits

N Disabled N Weteran N Hormebound

¥ Food Stamps N AFS Childcare ¥ Health Insurance
N Farm Worker

Figure 3-9: Client View screen.

Client(s) - Edit

Setup: You are on any Client View screen in the household.
1. Select a different client name from the menu labeled "Select
Another Client in HH", click the ‘Go’ button. The ‘Client View’ screen

will appear (figure 3-10).

Active t &

Select Anather Client in HH [SUNNY CLEMONS =

SLINMNYT CLE
MASYS ID# KEMMETH CLEMOMNS
lBBY051503 ABBT CLEMONS

Figure 3-10: Client Select List on the Client View screen.
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2. On the Left Nav Bar, click the Client Edit link, or click the “Edit

Client” button. The Client Edit screen will appear.

Client Edit active ¥
Client Information (Fields marked with * are required.)

Title . -

First Marme KEWNMETH Middle

Last Name CLEMOMNS Suffix

DoB 02-15-1956 SSM/SYSID  SKEWMETD21556

Phone/Email

Select phone or Enter new Number belaw

ane 503-375-1122 000-000-01 Ext Type [HOME -

ail [

Client Characteristics

Gandar Mae =] Lanquage |ENGLISH =] Educstion [HE-GRADUATE =l

Ethnicity

© Hispanic/Latine & Hon-Hispanic/Latino

Race (Check all that apply) Nationalities (Up to 3 Nationalities OR Tribes)
[T african american

[ american Indian/alaska Native

T asian Tribes (Up to 3 Mationalities OR Tribes)
I native Hawaiian or Pacific Islander [ =] =] =l
7 white

Mailing Address
{Choose an address from menu, OR Edit the Address below)

[Edit Current Mailing Adcress =] riote: Res is current Residence Address

No. Direction Street Name Type Direction Unit #

777 - [counTrY | - [ =1

City ST Zip

[snLem-a7302 =l on  [97302-3ALEM =14

Client Services/Benefits

" Disabled P veteran 7 aFs childeare Farmwaorker =
I Homebound ¥ Food stamps W Health tnsurance

Save Changes

Figure 3-11a: Client Edit screen.

3. On the Client Edit screen, all fields will be in edit mode to update

information.

4. In the example, the home phone number was updated. The drop-
down box of available phone numbers used by other household
clients is available. Select a phone number if the correct one is
available or enter a new one. Dashes can be omitted. As you tab

out of the box, OPUS will insert dashes automatically.

Note: To update/edit address information, go to the section titled

Residence Edit.

5. Click the Save Changes button. The client view screen will appear
with the updated changes. Proceed to the next section titled,

“Income & Employer Edit, Delete”.
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Assessment Edit
A client’s assessment can be edited. Follow the steps below to updated
changes to a client’s assessment.

Setup: Start from the Client View screen. Select or type the

following (all fields marked with an * are required):

1. On the Client View screen, in the middle of the screen, find the

Assessment button (see Figure 3-9,page 60). The ‘New Assessment’

screen will appear.

Select Client to be assessed

Enter Assessment date

Select Special Needs or disabling conditions.

Enter employment information as needed

Enter Education information as needed

Enter Health and/or pregnancy status

Enter Military information

If the client being assess is a child, enter school enrollment

information.

10. Click the “Save Changes” button. The Client View screen will
appear next with the date of the enrollment you completed.

CRXNOTRAWN

Assessment Fdit

arked with * are required

t SUNNY CLEMONS
Client Type: [Adult =l -
Assessment [,

Drate:

special Needs or Disabling Conditions?

Chranic Homeless

Digability

- Diisability

Lducation/skills

[ currently Enralled
R Rarmevsd Vnestan £ Appeshesdun
Highest Level Completed  [cEC =]
PostMigh School Degree [ 5]

Health

Health Status | Very Good -I
Preg

oz r = Hams o

s Zans
Months of Active Duty Manths in War Zene
rrrrrrr fien
Fr d Fi

Child Education

I trrcted

School Name © public © Private
Hot Enralled

Last Enraliment Date
Enrallment Problems | =] Save Chenges |

Figure 3-11b: Assessment Edit screen.
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Income & Employer Edit, Delete

In this example, we will update a client’s income.

Setup: You are on the ‘Client View’ screen (Figure 3-12).

1. From the menu "Select Another Client in HH", select a client to edit

their income, Their Client View screen will appear next.

2. The income from the previous employer is removed by selecting it
under E/D column in the income section.

3. Click the ‘Delete’ button. The income source will be removed.

4. Click the ‘New Income’ button. The ‘Income & Employer — Edit’
screen will appear (Figure 3-13, next page).

5. Type or Select (all fields marked * are required):

. Source: such as employer’'s name

a

b. Type of the income: e.g. SSI
c. Cash Value (asset)

d. Frequency

e. Amount

f. Verified How: Pay Stub, etc.
g

h

i. Comments, as needed

j. Employer’s name

k. Phone

I. Address

. Verified By initials will populate with yours, change if needed.
. Verified Date (mm-dd-yyyy format)

m. Click the “Save” button The Client View screen will re-appear
next. If a client has another source of income, click the New
Income button again and enter the next source.

Client View

-
Hipani/Lating
tistionality (up te 3 may be displayad)

$500.00 §6,000.00

Tatal $6,000.00

Figure 3-12: Client View screen.
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Income & Employer - Edit

IncomefAsset (Fields marked with * are required for an income source to be saved.)
Sodrce/Employer Name Type Start Date (MMDDYVYYY) Amount

active ¥

|sHARI'S RESTAURANT  [wages =]+ Jos-oi-zogs - lez5 *
Frcquonoy End Dato (MMDDYYYY)  Assct Yaluo
[Warthly =] = | [e2s

Weified How verified By Verified Date

Saw Paycheck Stub =] # ISH #

Comments (MAX 250 characters)

|10-01-2004 &.0. MMDDVTYT

B

E
Employer Information
Phone |5E|3'555'1212 &.0. 503-555-1212 Ext
Address
No. Direction Street Name Type Direction Unit #*
I = I | IS B BN
City ST Zip

I -I ,.v‘IOR I +4
Save Changes |

Figure 3-13: Income & Employer screen.

If you need to change something about the income source just
entered, select the source, under the E/D (e.g. edit/delete) column,
and click the “Edit” button (Figure 3-14). The Income & Employer Edit
screen will appear. All the fields will appear in "edit mode". Update

the changes and click the “Save Changes” button.

Note: If a client doesn't have an employer or no income, proceed to
the next section called “Residence Edit”. OPUS has various screens to

process moves and merge households.

Income/Employer

E/D T Source Freq Amount
@ Wages SHARI'S RESTAURANT Monthly $625.00
Editl Delete I New Income I Total

Annual
$7,500.00
$7,500.00

Figure 3-14: Income/Employer section of Client View screen.
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Residence Edit

There may be times when minor edits are needed on the residence
screen.

Note: One should not edit an actual residence address unless you
have made sure to search for the address in the database that
includes the

change to double check that this residence isn’'t already in the
database. If you try to save an address that is currently in the
database, you will get an error message that this address already
exists in the database.

Setup: You are on the Client View screen.

1. On the Left Nav bar, click the Residence Edit link (Figure 3-15).

2. On the Residence Edit screen, all the fields are in edit mode for you
to update (Figure 3-16).

3. When done, click the ‘Save Changes’ button. The Residence View
screen will appear next.

Client
Seatch
Wiew
e
Edit
Residence
Miew
Mew ; ;
Edit Residence Edit active & M
Address
Household Mo, Direction Street Mame Type Direction  Unit #
Wiz |777 | =l [counTry I S =
- City ST Zip
Mail/fh Update
Mail/?h Update [SALEM-97302 =l or [97302-sALEM = +a]
Residence Type Residence Status
Ml_:l'l-l'f-‘ IHouse 'I * IRent (Heat not incl) vl * [T subsidized Residence
Client to HH
HH ta Residence Mumber of Bedrooms Home Project
Mﬂw I jv N Save Changes |
Figure 3-15: Left Nav Bar — Figure 3-16: Income/Employer section of Client View screen.

Residence Edit
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Move Household to Unknown

In this example, a household submits their application. A search was
completed for the clients but the clients were not found in the
database. Next, a search for the client’s current address was done as

follows:
. Enter the address to search.
. Click Search button.

. Click the client SSN to see the ‘Household View’ screen (Figure 3-15).

1
2
3. Another household (Family A) was found with this address.
4
5

. Since this household needs to move out, scroll down to the bottom
of the screen, click the button named "Move Entire Household to
Unknown". A popup message will ask if you really want to do this,

Click the “Yes” button.

Once the household has been moved out, household will re-display
with an "UNKNOWN ADDRESS". It will stay this way until the record is

updated again.

Proceed to the next section to move a household to an address in the

next section, “Move Household to Existing Residence”.

Household View active % M
Household - Click SSMN/SYSID will open the Client VYiew Screen. Benefits (Get Code Key)

HH Members Race Services and Benefits

R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HE HI ¥T
[ SSERGIO0S1245  SERGIO CAPRI u 59 NN M OMN Y MH U U O I . A '
[ SIESSIC010455 JESSICA CAPRI F 52NN M N OY MHE 5 O I . A '

Mew Client To remove a client: Choose from R colurnn, scroll down to click button,

Programs Enrolled

Name Entry Date Exit Date
Mew Enrallment I
Address Household Summary
T U Address HH Type IMarried =1
M POB 14
SALEM, OR 97302 Total# 2
P 101 SHORT ST
SALCM, OR 97201 Total o
Income 40,00  Household Subsidized r
Phones -
- %o o
iU mber, Client{iame Poverty 0% Residence Subsidized M
H (503) 454-1515 JESSICA CAPRI
H  (503) 454-1515 SERGIO CAPRI Make any changes? [Save]
HH Comments
=l
To Remove a Client (one at a time):
Zelect client under the R column above,
then Click this button
Remaove Client{s) from Household |
To Remove Household: Click this button
Maove Entire Household to Unknown I/ LI

Figure 3-15: Household View - UNKNOWN Address
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Remove Client from Household

In this scenario, the previous household member no longer lives there.

Setup: Start from the ‘Client Search’ screen.

1. Search for the applicant using the SSN/SYSID (Figure 3-16).

2. Click the SSN link to view the Household View screen.

3. Under the "R" column, check the box next to a Client’s name that
needs to be removed one at a time. Click the button ‘Remove
Client(s) from Household’ at the bottom of the screen.

4. A pop-up message will ask “Are you sure you want to remove the
selected clients from household”, click the “OK” button.

5. For each client that needs to be removed, repeat step 3. The
Household View screen will re-display without the client.

Household View active ¥
- Click SSN/SvSID will open the Client Wiew Screen. Benefits {(Get Code Key)
Race Services and Benefits
R SSMNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS5 DS HB HI ¥T
[T SSERGIODS1245 \ SERGIC CAPRI u 52 N N N N Y MH L U Y M N T N
[ SIESSIC010453 JESSICA CARPRI  F 52 N N N M ¥ MHE = ¥ M N Y N
SUMMNY CAPRI F 40 N N N N Y MHE S S ' T S ]
To remove a client: Choose from R colurmn, scroll down to click bottan,
Programs Enrclled
Name Entry Date Exit Date
Mew Enrollment |
Address Household Summary
T U Address HH Type I ;I
M FOB 14
SALEM, OR 97302 Total# 5
P 101 SHORT £T
SALEM, OR 97301 Total o
Income 40.00  Household Subsidized r
Phones =
A Yo O
mRumber Clientame Poverty 0% Residence Subsidized N
H {5031 454-1515 JESSICA CAPRI
H (503} 454-1515 SERGIQ CAPRI Make any changes? [Save |
H  (5U4) 454-1514 SUNNY CAFRL HH Cunnmnenls
=4
To Rem
client under the R column above,
< then Click this button
Rermove Clienti{s) from Household
To Remove Household: Click this button
Move Entire Househald to Unknown | LI

Figure 3-16: Household View - Remove Client from Household.
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Move Household to New Residence

In this scenario, the family needs move to a new residence.

Setup: Start from the Client Search screen.

1. Search the new address to see if it already exists in the database.

2. In this case, the residence was not found.

3. On the Left Nav bar, click the Residence New link (see Figure 3-17).

Client
Search
View
Mew
Edit

Residence
Wiew

Mew

Edit

Household
Wiew
Mail/Ph Update

Move
Client to HH
HH to Residence

Merge HH

Figure 3-17: Left Nav Bar - Resident New link and HH to Residence link

4. Create the residence (see the section “Residence New” for details).
5. On the Left Nav Bar, Under Moves, click the link ‘HH to Residence’

(see Figure 3-17) followed by (Figure 3-18).

Residence New nctive
Residence Address (Fields marked with * are required.)

Mo, Direction Street Mame Type Direction Unit #
J1z1 In =]  [riGHLAND lave = [ = | HI
City ST Zip

[saLEM-o7302 =l or  [97302-SALEM =] 44

Residence Type
House - *

MNurnber of Bedrooms
3 -

Residence Status

IRent (Heat not incl) vl # [T subsidized Residence

Home Project

r

Save

Figure 3-18: Residence New screen.
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6. Enter on the left side a household by a SSN and enter a residence
address on the right side. Click the “Search” button (Figure 3-19).

7. When both are found, select both on each side (see Figure 3-19).

8. At the bottom of the screen, click the button "Move Household to
Residence"”. A popup message will ask "Are you sure you want to
move the selected household?" Click the “OK” button. The
Household View screen appears next with all household members

listed in the new residence.

Update the Household Information as needed by following steps in

the next section title, “Update Household Mail/Ph”.

To Move Household

Enter in search fields for an existing househald to rove to an existing residence,
In results, select HH and Residence, then click button st end of this page, to
"Move Household o Residence”,

MOTE: Only OME Fousehold can be move to ONE residence,

FROM Household TO Residence
ssno | address 121 N HIGHLAND ]
First |SUNNY City |S,o,|_E|V|

M SSN First Last M Aaddress # City

& SSUNMT121047 SUNMNY  CLEMOMNES & 132 N HIGHLAND AVE SALEM

Mave Housebold to Residence I
iew Szreen will appe

Move HH to Residence active

Last  |CLEMONS zip |
Search | >
Select OMLY one 4H, under the M column. Select ONLY one Residence, under the M cclurmn

Zip

o730z

Figure 3-19: Move HH to Residence screen.

Household Mail/Phone Update

Usually after a household move, the address sections will need to be
updated for everyone in the household to the same physical and
mailing address, and home phone number. The Household Mail/Phone
Update screen allows the user to update everyone at one time.

1. On the Left Nav bar, click the Household Mail/Ph Update link (see

Figure 3-20).
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Household Mew Client | To rermove a1

"-"iE_'lN - Uod Programs Enrolled

Mail/Ph Update

Mail/Ph Update Name Entry Date
Move

Clignt o HH

HH to Residence Adiess

—Merge HH T U Address

P 121 N HIGHLAND AWE
SOLEM, OR 37302

1 I COUNTRY LN
SOLEM, OR 97302

Figure 3-20: Mail/Ph Update link and address area.

The Household Info Update screen will appear next.

2. Select the "RES’ -address to make the mailing address to be the
same as physical address for all household members (Figure 3-21).

3. The phone number is available to select to be the same for all
clients in household. Select the ‘No Change’ option.

4. Click the ‘Update Changes’ button. The Household View screen will
re-appear with changes made. Notice a "B" (both) is labeled for the
physical and mailing addresses which are now the same.

Household Info Update

This screen updates evervone in the household to the oy
same Address and Phone number as selected below, Active

Client {5} in Household
SSNASTSID Client Mame

SEUNNYLZ1047 SUNNY CLEMONS
SKEMMETO21556 KEMMETH CLEMONS

SABBYOSL513 ABBYT CLEMONS

Mailing Address for Household (HH) - choose one
' No Change

N\ 777 COUNMTRY LM - SALEM OR, 97302
# JRES - 121 M HIGHLAND AWE - SALEM OR, 97312
umber for Household {HH) - choose one
< &

Figure 3-21: Household Info Update screen.

| Update Changes I >

Address
T U Address

B 121 M HIGHLAND AVE
SOLEM, OR 97302

Figure 3-22: Address section of the Household View screen.
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Move Household to an ‘Existing’ Residence

In this example, a family moves to a residence, but the database
shows another household living in it.

Setup: You are on the ‘Client Search’ screen (Figure 3-23).

We’ll perform the following functions which are two moves previously
explained but each works together to accomplish this objective:

* Move "old" household into ‘Unknown’

* Move "new" Household into Residence

1. Search the clients and the address on the new client intake form.

- The clients with the old address are found.

- The new address is found but a different Family (B) has the address.

2. Move Family (B) out:

a. Search a client from Family (B), and click their SYSID to bring up
their Household (Figure 3-23).

b. At the bottom of the screen, click the button, ‘Move Entire
Household to Unknown’ (Figure 3—25). A message will pop-up
asking, "Are you sure you want to move entire household to
unknown?” Click the “OK” button.

c. The former household, Family (B), will not include an address any
longer.

Client Search

To search, at least one field needs to be entered, [Type "Apt, Unit" etc. with #)
s .

ssh/SYSID [SBONNIEDLZ45E Address | #|

First Name |BONNIE City |

Last Mame IJOHNSON Zip I [T Show Residence Info. only
Search |

When you Click in Search Results:
ent's Mame = Client Screen

ent's Address = Residence Screen

ent's SSH/STS# = Household Screen

& maximurn of 100 results will be returned.
Search Results

[l ie]is!

SEN # First Last Mame ddress nit City Zip DoB
Marne
SBOMNNIEDLZ458 BONMIE JOHNS M 154 TAYLOR L SALEM 97302 01-24-
=T 1953

Figure 3-23: Household Info Update screen.
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Client Search

To search, at least one field needs to be entered. [Type "Apt, Unit" etc. with #)
s .

ssn/sYSID | Address [123 TRAVIS 5T #|

First hame | city  [SALEM

Last Mame | Zip | [T Show Residence Info. anly

When you Click in Search Results:
Client's Mame = Client Screen

Client's Address = Residence Screen
Client's SSN/SvS# = Househaold Screen

& maximurn of 100 results will be returned.
Secarch Res

Last Marme Cty Zip DoOB
SSAMIADLII444 SAMBA  LIPTON 123 TRAVIS SaLEM 97302 01-14-
=T 1944
SSARADLIZ45E SARA LIPTOM 123 TRAVIS SALEM 97302 01-24-
=T 1955
Timeout
19:50
Figure 3-24: Client Search screen.
Household View active ¥ M
Household - Click SSN/SYSID will open the Client Wiew Screen. Benefits {Get Code Kevy)
HH Members Race Services and Benefits
R SSN/SYSID Name Sex Age AR AS AI NH WH ET LG ED FW FS DS HB HI ¥T
[T =sAMBADL1444 SAMBA LIPTON u 61 M M M T RN MH O U U I I A
[T SSARADLZ458 SARA LIFTON F 47 W M MY N MHE = U I I A

Hew Client | To remove a client: Choose from R column, seroll down to click button,
Programs Enrolled
Name Entry Date Exrit Date

MNew Enrollment |
Address Household Summary
T U Address HH Type I -

B 123 TRAVIS 5T

SALEM, OR 97302 Total# 2
Total o
Income 40,00  Household Subsidized -
% of
Poverty 0% Residence Subsidized N
Make any changes?  Save |
HH Comments
[~
To Remove a Client {one at a time):
Select client under the R colurnn above,
then Click this button
Rerrove Client{s) from Household |
emove Household: Click this button
< Mowe Entire Household to Unknown I ) j

Figure 3-25: Household View screen.

Move Family (A) into the vacated residence:

d. On the Left Nav bar, click the HH to Residence link (Figure 3-2, 6 next
page).

e. Enter a client from Family (A) on the left side, and enter the
address of the household that the family should be moved to on the
right side. Click the Search button (Figure 3-27, next page).

f. On the left side, select Family (A) Client under the "M" column, and
on the right side, select the address that the Family should be
moved to.
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Household
View
Mail/Ph Update

Move
Client to HH
HH to Residence

Merge HH

Figure 3-26: Move HH to Residence screen.

g. Click the button ‘Move Household to Residence’. A popup message
will ask you "Are you sure you want to move the selected

household?", click the “OK” button.

h. The Household View for Family (A) will display with the correct
address. Update the Household Information as needed by following
steps in the previous section title, “Update Household Mail/Ph”.

Move HH to Residence

To Move Household

Enter in search fields for an existing household to move to an existing residence.
In results, select HH and Residence, then click button az end of this page, to
"Mowve Household to Residence".

MOTE: Oaly ONE household can be mowve to OME residence.

FROM Household TO Residence
SSNM Address  [123 TRAVIS ST #|
First  [SARA City |sALEM

Last  |LIFTON Zip [

M 55 FirsL Lasl M Addiess # Cily

& ciRADLZ45E SARA  LIPTO ) TRAVIS ST SALEM

Move Househcld to Residence

ehold View Screen will appearpe

< Seled CMLYT one HH, under the M column. Select ONLY one Residence, under the M column,

Active

Szarch |

Zip

a730z2

Figure 3-27: Move HH to Residence screen.

Microsoft Internet Explorer

@ Are wou sure wou wank to move the selected househaold?

(0]4 I Cancel

Figure 3-28: Popup Message.
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Move Client(s) to another Household

This example involves moving existing client(s) from one household to
another.

Setup: You are on the Client Search Screen.

1.

2.

Search for client (A) that needs to be moved to a different
household.

When client (A) found, click the ‘Move Client to HH’ link on the Left
Nav Bar (see Figure 3-29).

. Enter a SSN for client (A) on the left side, and a SSN for a client

living in Household (B) on the right side to be merge with (see Figure
3-29).

. Click the ‘Search’ button.
. In the results, under the "M" columns, select the two records to be

merged.

. Click the button ‘Move Client(s) to Household’. A pop-up message

will ask you "Are you sure to want to move the selected client(s)?".
Click the “OK” button. Update the household information as needed
by following steps in the previous section title, “Update Household
Mail/Ph”.

Househaold
e

Mail/Ph Update

Move
Client to HH
HH to Residence

Merge HH

Figure 3-29: Move Client to HH link.
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Move Client to HH active &

To Move:

Enter in search fields for client{s) to move to a different household,

From the results below, make selections under the M calurnn, on left and right sides,
then click button at end of page, to "Mave Client{s) to Household",

MOTE: One or mare clients can be maved,
but only ONE household can be selected to move client{s) into.

Chent{s) FROM - Enter at lzast one TO Household - Enter at least one
SSHL 1 ssw [

sz [ First |[REBECCA |
sswz [ ] Last [STEVENSOM |

First ISAMBF\
Last ILIPTON

Select M column to move (select one or more) Select M column to move (select only one more)
M 53N First Last M SSN First Last
¥ szaMBADL1444 SAMBA LIPTON ¥ SREBECC012464 REBECCA STEWENSON

Maowe Clientis) to Household

d Wiew Screen will apne

Figure 3-30: Move Client to HH.

Merge Household with another Household

In the example, two households need to be merged together.

Setup: You are on the ‘Household View’ screen of one of the

households you want to merge.

1. On the Left Nav Bar, click the ‘Merge HH’ link (figure 3-30). The
‘Merge Households’ screen will appear next (Figure 3-31).

Household
e

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Figure 3-30: Left Nav Bar - Merge HH link

2. On the left-side, enter a name or SYSID of a client of the household
you want to merge, and on the right-side, enter a name or SYSID
of a client in the household to merge to. Click the “Search” button

(Figure 3-31).

3. Select the two records in the results section, and click the “Merge

Households” button.
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active : 4

Merge Households

To Merge:

Enter in search fields for Households to merge.

From the search results, chcose HHs on |left and right sides,
Click button, at end of page, to "Move Client{s) to Household",

Entar HH to Move FROM

FROM (select only one)
M 55N First

& STIMOTHOZ1575 TIMOTHY

55N I SSN [
First [TimoTHY First [REBECCA
Last |sTEVENSON Last |STEVENZON

Enter HH to Merge TO

Search |

TO {select only one)

Last M 55N First Last

¥ SREBECCO12464 REBECCA STEVENZON

STEVENZOMN

Merge Households I
reabigld View Screen will app

{Ho

Figure 3-31: Merge HH screen

4. A message popup will ask "Are you sure you want to merge the
selected households?", click the “OK” button. The Household View
screen will re-appear with both households together and clients
listed in age order. Update the Household Information as needed
by following steps in the previous section title, “Update Household
Mail/Ph” (Figure 3-32).

Household View

HH Members

Mew Client

Programs Enrolled

To Remove a Client (ons at a time):
Select dlient under the R column above,
then Click this buttan
Remove Clisnt(s) from Housshold |

To Remowve Household: Click this buttan
Move Entire Fousehold ta Unknown

Household - Click SEN/SYSID will open the Client WView Screen.

Race
Sex Age AAAS AT NH WH ET LG ED FW FS DS HB HL ¥T

R SSNfSYSID Name

M SSaMBADL1444  SAMBA LIPTON U 81 N N M Y M KNHU U R I I S |
T SREBECCO12464 REBECCA STEVENSOW F 41 W N M N Y NHE S R I I S |
M STIMOTHOZ1575 TIMOTHY STEVENSON M 29 N N M N Y HNHE S M N N NN

Tc remove a client: Choose from R column, seroll down to click button,

Mame Entry Date Exit Date
Mew Enrollment
Address Household Summary
T U Address wiType [ &
M POB 24
SALEM, OR 97302 Total# 3
P 16 SHAGGY ST
SALEM, OR 97302 Total
Income  $0.00 Household Subsidized [
% of
Poverty 0% Residence Subsidizsd N

actve &

Benefits (Get Code Kev)
Services and Benefits

Make any changes? _Save

HH Comments

Figure 3-32: Household View after a merge.
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User Manual Addendum

HMIS -CoC Module

New Features or Functions

Client Intake / Case Management Functions

Household Mail/Phone Update

Client Intake Assessments
Assessment - New

Assessment - Edit

Program Enrollment

New Enrollment

Housing Transaction New - Step 1
Service Transaction Edit

Program Enrollment Assessment
Assessment Exit

Program Exit

Management Functions
User Permissions Update
Service Transaction Detail - Edit

Service Detail Delete Button
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Client Intake/Case Management Functions Addendum

Household Mail/Phone Update

New option
- ‘Delete All’ option

You now have the ability to select from three options to update everyone
in the household to the same phone number.

Setup

You are on a client’s Household View screen.
1. On the Left Nav Bar, click the HH Mail/Ph
Update link. This screen will appear next (see Figure 1-1).

2. On the Household Info Update screen, under the ‘Home Phone’
section, select from three options to update all household members

at once:
- No Change

- Delete All associated with HH
- Choose a main phone number for all in the Household.

Household
View

Mail/Ph Update

Move
Client to HH
HH to Residence

Merge HH

Figure 1-1: Left Nav - HH Mail/Ph Update

82

Household Info Update

This screen updates everyone in the household to the
same Address and Phone number as selected below,

Client (s} in Household
SEN/STSID

SIEMMT10Z964

Client Name

JEMNY OWENS

SJEFFREOZ1362 JEFFREY OWENS

Mailing Address for Household {HH) - choose one
& Mo Change

0 HEN - 123 IHE GHEA| KL - SALEM OH, 97301

mber for Household (HH) - choose one

Mo Change
Delete all

CELL - {503} 223-5151

O O 0

HOME - (503) 127-1414

Active &

Update Changes |

Figure 1-2: Under Phone: Three options available.
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Client Intake Assessments - New

Overview

There are two screens to create client assessments; the ‘Client View’
screen, and the ‘Program Enrollment Summary’ screen, which is
explained in a separate section titled ‘Program Enrollment Assessments’.
A client assessment can be completed from the ‘Client View’ screen.

The assessment is not attached to any ‘program enrollment’ at this
point.

If the client will eventually be enrolled in a program, you can choose to
complete the assessment from the ‘Client View’ screen, or wait to do
this step at the ‘Program Enrollment’. Additional steps are required as
described in the section titled ‘Program Enrollment Assessments’.

Setup: You are on the Client View screen.

1. In the Assessments section, find the ‘New’ button (see Figure 1-3).
The ‘Assessment New’ screen will appear.

Client View active ¥
Select Anaother Client in HH IJEFFREY OWENS 'I EI
Client Information
Name JEMMY OWEMS SSMSSYS ID# SIEMMYL0Z964
DOB 10-29-1964 Age 40
Phone {503 127-1414 Ext PH Type HOME
Email jenny.owens@yahoo.com
Gender Female Language ENGLISH
Hispanic Mon-Hispanic/Latino Education H:-GRADUATE
Race white
Mationality
Edit Client Wiew Household

Programs Enrolled

Name Enrollment Date Exit Date
SUZI'S CHATEAL 06-06-2005 0&-06-2005
TR 05-01-Z005

TRY 05-12-2004 05-12-2005

Client Assessments

Date
05-12-2004

Assessor
SHARRIS

Mew Assessment

Figure 1-3: Client View
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2. There are three fields required on the ‘Assessment New’ screen.

Fields marked with an * are required.

Assess
markad with * sre regquirad
Clant: CAPTAIN SULU JR.

Client Type: I ;I o

acemant I_ ] : ?
\;:%.\ Aszesced by: I

special MNeeds or Disabling Conditions?

Hours worked par waek: I Tanure: I j'

r Leoking for Ernploymeant
EducationfSkills

I- Currently Enralled

r Recavad Vocahion / Appreantcaship

Highest Level Complated | =l

Post High School Degree | =1

[C Chronic Hormeless Substance Abuse | 1-|
C Fhysical Disability O Lo ng Term Substance Abuse (LTEA}
T Developmental Disability IT Comestic Yialence (0]
[ HIV/ALDS Last Dy I'.‘u:-:urrfn-:-e[ _d
r Mental Health
[T Long Term Mental Health
Employment
[C Employed

Figure 1-4: Assessment New

3. Fill out the fields that apply to the current client who is being

assessed.

Note: This screen isn’'t for a household assessment.

If a field isn’'t

applicable to the client, you don’t need to fill it out; i.e. child education

for adults.
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Client Assessment - Edit

An assessment can be edited, once it’s been saved. Follow steps below

to edit.

Setup: You are on the ‘Client View’ screen.

1. In the section labeled ‘Client Assessments’, click the ‘date’ link that
needs to be edited (see Figure 1-5). The Assessment Edit screen will

—1: .
Client View acive &
Select Another Client in HH [JEFFREY OWENS = EI
Client Information
Name JEMNY OWENS SSNJSYS ID# SIEMUYLDZ964
DOB L0-29-1964 Age 40
Phone (503) 127-1414 Ext PHType HOME
Email jenny.owens@yahoo.com
Gender Fernale Language EMGLISH
Hispanic Non-Hispanic/Latino Education HS-GRADUATE
Race white
Mationality
Edit Client Wiew Househald

Programs Enrolled
Name Enrollment Date Exit Date
SUZT'S CHATEAU 06-06-2005 06-06-2005
TRY 05-01-200%5
TRY 05-12-2004 05-12-z00%
Client Assessments
Date SSESSOr
0S-1z-z004 HARRIS

Mew Assessment

igure 1-5: Client Vi

2. There are three required fields on the Assessment Edit screen, fields
marked with an * are required.

Assessment Edi

o ars raguarad
Chan CAPTAIN SULU IR,

Aggecement |703-11-3uas -
(a1, %

Special Mesthswr Disabling Conditions?

Assessed by: |BH -

FF Chronse Hemeless

¥ Physical Dissbibty [T Long Term Substance Abuse (LTSA)
F Devslopmentsl Dissbalrty [ Domestic Violencs (D)
F HIWAIDS Last O Gccurrence | =

[T Mentsl Heslth
O Long Term Mantal Health
Emplaymeant

[T Emploved

Hours worked per weak: Terisre: I ":]

[0 Looking for Employment
EducationfSkills

[T curremtdy Enrolied
7 Received Yocation £ Apprenticeship

Highast Level Complated jf

Post Migh School Degres I _'I

Figure 1-6: Assessment Edit
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3. Make the necessary changes and save.

Program Enrollment

New Features:

- At Risk or Homeless

- Income section to apply to enrollment

Setup: You are on the ‘Household View’ screen.

1. In the section labeled ‘Programs Enrolled’, click the ‘New Enroliment’
button (see Figure 1-7).

Household View active ¥ M
Household - Click SSN/STSID will open the Client View Screen. Benefits {Get Code Key)
HH Members Race Services and Benefits

R SSN/SYSID Name Sex Age AA AS AT NH WH ET LG ED FW F5 DS HB HI ¥T
[T SIEFFRE021362  JEFFREY OWENS M 43 M WM N N Y MNMHE S W Y M N ¥ N

M SIENNY102964 JENNY OWENS F 40 M W N N Y MNMHE S W Y M N Y N

New Clisnt To remove a dlient: Choose from R column, scroll down to click button,

Programs Enrolled

Name Entry Date Exit Date
TRY 05-01-2005
TRY 05-12-2004 05-12-200!
New Enrallmsnt
address Income Summary
T U address IZFFREY OWENS $5,400.00
B 123 THE GREAT RD JENNY OWENS $7,500.00
SALEM, OR 97301 Household Summary
Phones Total Income $13,200.00
T U Number Client Name % of Paverty P
H o (503) 127-1414 JENNY OWENS el BT A
C (503 223-5151 JEFFREY DWENS L Type e —
Fousshold Subsidizsd r
Residence Subsidized N

Make any changes? __ Save Changes

Figure 1-7: Household View screen.
The Program Enrollment New screen appears next (see Figure 1-8).

2. Select a client to enroll, and enter the enrollment date. Click ‘Load’
button to load the client’s eligibility information (see Figure 1-9).

Program Enrollment New

Fields rmarked with * are required

Progrm | TSA-ROLS-JOS-COC-5HP =] *

Client [AlSlE Ny

Click LOAD to refresh client information. >
Cancel |

Figure 1-8: Program Enrollment before Load

Note: Once the Load button has been clicked the first time, it becomes
disabled. If you need to load a different client’s information, select the
client and the ‘Load’ button will become active again.
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3. Fill out the following required * fields:

- Select whether Client is at Risk or Homeless
- Start Date

- Last Residence

- Length of Stay

- Last Zip Code

- Zip Code Quality Code (Zip DQC)

Program Enrollment New

Ficlds marked with * arc reguircd

Prgrm | TSA-ROLSJOS-COC-SHP =] *

Client JJEMNY OWENS =] * Lmad
CoC Projects - Clients must meet HUD's definition of h | to be eligibl

 Homeless @ at Risk *

Relation to App  Applicant *

Start Date |06'07'2005 * MMDDVYYT
Last Residence |Substance Abuse Treatrment FaWntar

Length of Stay |Cne to Three Months =l

Last Zip Code |97306 * Zip DQC IFuII Zip Code Recorded =] *

Select Income At Prog

Figure 1-9: Program Enrollment after Load

Incorne Type Income/Income Description Incorme

Wages FIRESIDE GRILL =l $650.00

Total Income 50,00
Save |

4. Select client’s income source if it is an eligible source to be counted.

5. Click the Save button. The first client has been enrolled. If another
client in the household needs to be enrolled in the same program, the
Program New screen will appear again for you to select the next

client (see Figure 1-10).

Program Enrollment New

Fields marked with * are required

Prgrm TSEA-ROLS-JOS-COC-SHP Clients Enrolled

Cancel |

JEMMTY OWENS - Applicant
Client | =+ )|

Figure 1-10: Program Enrollment - Next Client

6. The first client that was enrolled will be displayed to the right-side of

the screen (see Figure 1-10).
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Program Enrollment New

Fields marked with * are required

Prgrrn TEA-ROLE-J0OE-COC-SHP

Client | =]+ )|

(>

7. If another client is to be enrolled in the same program, select the
next client. If no other client is to be enrolled, then click the ‘Cancel’
button (see Figure 1-10).

Clients Enrolled
JEMMTY OWENS - Applicant

8. Once you have enrolled all household members, click the Cancel
button, the Program Enrollment Summary screen will display next
(see Figure 1-11).

Program Enrollment Summary

Program Name: TSA-ROLS-]JOS-COC-SHP
Enroliment Date: 05-07-2005

Client's name = Client Transaction Surnmary Screen
Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Program Program Entrance Exit
Client Enrolled Date End Date Assessment Assessment
JEFFREY OWENS 06-07-2005 Exit
JENNY OWENS 06-07-2005 Exit
Assessments

Chent's Name= Chent View Screen
Entrance Assessments have a minimurn Jate of 90 days before and after program enrollment
Exit Assessmen:s have a minimum date of 1 day after Entrance Assessment date

Entrance A t Exit A t
Client Existing Dates Update Existing Dates Update
JEFFREY OWENS L) 4 r [E =
JENY OWENS Hew [ - r = =

Update I Wpdate,

Figure 1-11: Program Enrollment Summary

9. If all household member was enrolled, the ‘Household Transaction
Summary’ screen will display automatically after the last client was
enrolled (see Figure 1-12).

Household Transactions Summary

Program Name:  TSA-ROLS-JOS-COC-SHP

HH Enrollment Date: 05-07-2005 Prograrn Enreliment Summary
Client {dick client to view Entry Exi

enrollmeat surnmary) Assessment  Enrolled Assessment Ended  Relation
JEFFREY DWENS 06-07-2005 Spause

JENNY OWENS 05-07-2005 Applicant
Delete HH Enrollment

Housing Transactions (click APC housing label to view/edit)

APC Housing Label - Housing Name  Start Date End Date Transaction Type

- [iEew Transactian

Service Transactions (click service type to edit)

# of
Service Type Start Date End Date Service Name Units

5 e I

Figure 1-12: Household Transaction Summary
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10. In order to provide a service transaction or a housing transaction to
a client, you need to be on the ‘Household Transaction Summary’
screen. On the Left Nav Bar, under Transactions, click the link ‘HH
Summary’ (see Figure 1-13). The Household Transaction Summary
screen will appear next.

Enrollment
Frogram Surmmmalry

Transactions

HH Summary
ieat Summar

Figure 1-13: Under Transaction, HH Summary

Housing Transaction New - Step 1

New Feature
- FMR field available

1. On the Housing Transaction-New; Step 1 screen, the FMR field has
been added (see Figure 1-14).

Housing Transaction - New
Step 1 of 4

Subgrantee Subsidy & Tenant Contribution Calculation

APC Hnusing:
LEASING PROGRAM

Select Clients to include in this Housing Transaction:

S5* First Name Last Name Relationship to Applicant S5N

¥ JEFFREY OWENS Spouse SIEFFREO21362

™ JENNT OWENS Applicant SIEMNT10Z964
Uncheck All

Resid

e Information

Residence Address County
123 THE GREAT RD

SALEM, OR 97301 MARION

# of Bedrooms DwnedfSubsized Effective Date :’;geﬁm Year FMR Year

2 M [og-07-z005 | *

Residence Inspection {Enter either Passed date OR Failed and Re-inspected date)

Passed Failed Re-inspected

I I I * MMDDY T

Figure 1-14: Housing Transaction New - Step 1
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Service Transaction — Edit New Feature
- Delete Service button

There is now the ability to delete a service transaction on the Service
Transaction—Edit screen (see Figure 1-16).

How To Get There

You need to be on the ‘Housing Transaction Summary’ screen. In the
section labeled ‘Service Type’ (see Figure 1-15), click the service name to
be edited or deleted.

Household Transactions Summary

Program Name: TSA-ROLS-JOS-COC-SHP

HH Enrollment Date:06-07-2005 Program Enrallment Surnmmary
Client (click client to view Entry Exit

enrollment summary ) Assessment Enrolled Assessment bEnded Helation
JEFFREY OWENS 06-07-2005 Spouse
JEMMNY OWENS 06-07-2005 Applicant

Housing Transactions {click APC housing label to view/edis)

APC Housing Label - Housing Name Start Date End Date Transaction Type
LEASING PROGRAM-123 THE GREAT RD 06-07-2005 Scattered-Site
[EWFaTsaetE)
Service Transactions (click service type to edit)
# of
Service Type Start Date End Date Service Name Units
Case management 06-07-2005 06-07-2005 counseling 1

.I\ /;l e THan 55 CHEn

Figure 1-15: Housing Transaction New - Step 1

The Service Type-Edit screen will appear (see Figure 1-16). The delete
button is located near the Save button at the bottom of the screen. (see
Figure 1-16).

Service Transaction - [dit
APC Service: Case management-counseling
Applicant: JEFFREY OWENS

Service Details:

Start Date: IDﬁ-D?-ZDDS End Date: IDIS-D?-ZUDS
# of Units: Il haur

Walue/unit: $25.00 Collar Value: $25.00
Grant Amount
COC-SHP/HNIS COC I

Total $25.00 ﬂl Delete | >

Figure 1-16: Housing Transaction New - Step 1
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Program Enrollment Assessment

New Feature

- Connect Assessment to Enrollment

When an assessment has been completed from a ‘Client View’ screen,
the assessment isn’t automatically tied to the Client’s program
enrollment transaction. To connect the assessment, follow the guidelines
below:

Setup: Start from the Household Transactions Summary screen.
1. On the Left Nav Bar, click the link ‘Program Summary’ (see Figure 1-18).
The Program Summary screen will appear.

Enroliment
Program Summar

Transactions
HH Surmmary
Client Summary

Figure 1-18: Left Nav Bar - Program Summary

2. In Assessments section, there are two columns, 1-Entrance
Assessments, and 2-Exit Assessments. Exit assessments will be
explained in the next section.

Connect Previous Assessment to Enrollment

If clients have been assessed before, i.e. the Client View screen, the
previous date(s) will be available to choose from under the ‘Entrance
Column’. To connect the program enrollment to a previous assessed
date, simply select it from the drop-down menu. The “update” box
next to the menu will automatically be checked (see Figure 1-19). Click
the ‘Update’ button to complete the connection of the enrollment to the
date.

Program Hnrollment Summary

Program Name: TSA-ROLS-10S-COC-3HP
Enrollment Date: 06-07-2005
Client's name = Client Transaction Summary Screen
Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen
Program Program Entrance Exit
Client Enrolled Date End Date Assessment Assessment
JEFFREY OWENS 06-07-2005

JENNY OWENS 06-07-2005 Bt

Assessments

Client's Name= Client View Screen
Entrance Assessmerts have a minimurm VS nETo
Exit Assessments have a minimu e of 1 day after Entrance Assess
Entrance A

or program enrollment
date

Exit A
nisting Dates  Update
=
=

Update

[

Client
JEFFREY OWENS
JENNT OWENS

Existing Dates

Up(at’a Update:
Figure 1-19: Program EnronTrremt=Swemy
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Create a New Assessment for Enrollment

If the assessed date doesn’t already exist and there is a need to create a
new assessment to be used with the enrollment. Click the ‘New’ button.
Fill out the Assessment New screen and ‘save’. The Program Enrollment
Summary screen will re-appear, and the date will be available to choose
from the drop-down menu. Select the new date, and the ‘update’ box
next to the menu will automatically be checked. Click the ‘Update’
button to connect the assessment date to the program enrollment. The
assessed date will appear in the upper part of the screen in the client list

section (see Figure 1-20).

Program Enrollment Summary

Program Name: TSA-ROLS-105-COC-SHP
Enrollment Date: 06-07-2005

Client's name = Client Transaction Sumrnary Screen
Enrclled Date = Program Enrollment Edit Screzn
End Date = Program Exit Edit Screen

Program Program Entrance Exit
Client Enrolled Date End Date A t \a
JEFFREY OWENS 06-07-2005 Exit 06-06-2005
JEMNY OWENS 06-07-2005 Exit
Assessments

Client's Mame= Client View Screen
Entrance Assessments have a minimum date of 90 days before and after program enrollment
Exit Assessments have a minimum date of 1 day after Entrance Assessment date

IIpdate | pdate |

Entrance Assessment Exit Assessment
Client Existing Dates Update Existing Dates Update
JEFFREY OWENS Mew 2 | =
IENHY OWENS New H e [E =

Figure 1-20: Assessed Date displayed in client list.

Assessment Exit

New Feature

- Option to complete an Exit Assessment. To do so, follow the steps

below:

Setup: Start from the ‘Program Enrollment Summary’ screen and find
the Assessment section in the lower part of the screen (see Figure 1-21).

Program Enrollment Summary

Program Mame: TSA-ROLS-105-COC-5HP
Enrollment Date: 06-07-2005

Client's name = Client Transaction Summary Screen
Entolled Diate = Program Enrollment Edit Screen
End Diate = Program Exit Edit Screen

Program Program Entrance Exit
Client Enrolled Date End Date A t A t
JEFFREY CWENS 06-07-2005 06-06-2005
JERNY OWENS 06-07-2005 Exit
Assessments

Client's Marme= Client View Scrzen

Entrance Assessments have a mininmum date of 90 days before and after program ent

Exi: Assessments have a minimum date of 1 day after Entrance Assessme ]
Entrance Assessment

Exit Assessment

Client Existing Dates
JEFFRET OWENS Hew b
JERNY OWENS Hew =

[Ipdeate
Figure 1-21: Exit Assessment Date selection.
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1. If there is no assessment dates available to select under the ‘Exit
Assessment column, create a new assessment by clicking the “New”
button under the entrance column. Fill out the assessment form
using a date that is at least one day after the ‘Entrance
Assessment’ date, otherwise it won’t display in the drop-down

menu for exit assessments.

2. Save the new assessment and the ‘Program Enrollment Summary’
screen will re-display. The date will now be available in the drop-
down menu under the ‘Exit Assessment’ column (see Figure 1-21).
Select the date; the ‘update’ box next to the menu will automatically
be checked. Click the Update button. This will connect the newly
created exit assessment to the program enrollment. The exit
assessment date will appear in the upper part of the screen in the

client list section (see Figure 1-22).

Program Enrollment Summary

Program Name: TSA-ROLS-105-COC-5HP
Enrollment Date: 06-07-2005

Client's name = Client Transaction Summary Screen
Enrolled Date = Program Enrallment Edit Screen
End Date = Prograrn Exit Edit Screen

Entranm
A t A t

Program Program
Client Enrolled Date End Date
JEFFREY OWENS 06-07-2005 Exit 06-06-20Q5  06-03-2005
JEMMY OWENS 06-07-2005 Exit
Assessments

Client's Mame= Client WYiew Screen
Entrance Assessments have a minimum date of 90 days before and after program enrollment
Exit Assessments have a minimum date of L day after Entrance Assessment date

Entrance Assessment Exit Assessment
Client Existing Dates Update Existing Dates Update
JEFFREY OWENS Mew ;I = I ;I =
JENHY OWENS Mew Hr [EH =
[l ele | il |

Figure 1-22: Exit Assessment Date displayed.
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Program EXit

New Features

Two new areas are displayed on the ‘Program EXit-New’ screen.

- Assessment Entrance / Exit Dates

- Income display

1. On the ‘Program Exit-New’ screen, the entrance and exit assessment

dates will display now (see Figure 1-23).

If there were no assessment

dates tied to the client’s program enrollment, the words ‘Not
Assigned’ will appear in Red Lettering (see Figure 1-24).

Program Exit - New

Client JEFFREY OWENS
Enrolled 06-07-2005
Program TSA-ROLE-105-COC-5HP

Entrance Exit

Assessment 06-06-2005 Assessment 06-08-2005

Exit Information

m # MMDDTTY

IRDnrﬂ/’Apartment/Hnuse Rental ;I *
Permanent vl #

Destination Subsidy W *

Reason Left

Exit Date

Destination

Destination Tenure

ILeFt for housing opportunity before cormpleting prngram;l *

Select Income At Program Exit

Income Type Incomne/Income Description
Wages D20 GARBAGE SERVICE Il

Total Incomne

Incarmne

$450.00

$450.00

Figure 1-23: Program Exit.

2. Complete the required fields marked with an * and verify that the

current income on client exit is correct (see Figure 1-24).

If income

needs to be corrected, go to “Income/Employer Edit” screen and

update the client’s income.

Program Exit - New

Client TOMMY LEE SHIELDS
Enrolled 06-07-2005

Program befTOLS-105-COC-SHP
Entrance . Enit R
Assassment (Mot Assigned O o ont  MNot Assigned

Exit Information

Exit Date

Destination | =1~
Destination Tenure j‘ *
Destination Subsidy =l

Reason Left I ;I *

Select Income At Program Exit

Incorne Type Income/Income Diescription Income
Zero Income ZERQ INCOME W $0.00
Total Income §.00
Save I
Figure 1-24: Program Exit - ‘Not Assigned’ Assessment dates.
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3. Click the Save button and the ‘Program Enrollment Summary’ screen
will re-appear with the ‘Exit’ date displayed in the client list section
(see Figure 1-25). This completes exiting a client from a program.

Program Enrollment Summary

Program Name: TSA-ROLS-10S-COC-SHP
Enrollment Date: 06-07-2005
lient's name = Client Transaction Summary Screen

Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Program Program Entrance E=xit
Client Enrolled Date End Date Assessment Assessment
JEFFREY OMENS 06-07-2005 06-08-2005 06-06-2005 06-058-2005
JENNY DWENS 06-07-2005 Exit
Assessments

Client's Name= Client Wiew Screen
Entrance Assessments have a minimum date of 90 days before and after program enroliment
Exit Assescments have a minimum date of 1 day after Entrance Assacsrmant date

Entrance Assessment Exit Assessment
Client Existing Dates Update Existing Dates Update
1EFFREY OWENS Hew =HrEo =HrE
JENNT DWENS Mew S Il 5| =

pdate pdate I

Figure 1-25: Program Enrollment Summary Screen - ‘Not Assigned’ Assessment dates.
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Management Functions Addendum

User Permissions Update

New Feature

- New screen actions / permissions added.

As new screen features and functions are added to the OPUS system,
this causes new actions to appear in the User Roles / Actions list of the
‘User Search’ screen. It is strongly recommended that managers and
admin-level users regularly review and update their user lists, verifying
all the actions associated with their roles are updated as new features
are added to the OPUS system. Follow the steps below to verify the new
actions/permissions have been added to the user role lists.

Setup: You should be on the ‘User Search’ screen. From the main
menu, scroll the cursor over the “Management”, click on User. The User
Search screen will appear.

1. Click on the ‘Agency’ drop-down button, click on the appropriate
agency name to search for all users (see Figure 1-26). 2 Select a user
to review. The ‘User View’ screen will appear next (see Figure 1-26).
Click on the ‘user’ name in ‘Search Results’ to view and/or edit roles.

User Search

Lagin Mame
First Mame
Last Mam

Agency

< SUGAR

—

e.g. John

e.g. Smith

M Show Activa Users only

Ifn ; can create a  MEew User |
Search Results
First Marne Last Name Login Marne

Agency

BE

=CUBE

MICEA

FigUTe—3-26:—seT Search.
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2. Select a user to review roles. The ‘User View’ screen will appear next
(see Figure 1-27).

User View

User Details

Aagency MICE PEQPLE AGENCY

Usernarne SCUBE Active hd
First Name SUGAR

Last Name CUBE

Middle Marme SWEET Initials 55C

Title CLIENT INTAKE Role INTAKE , MANAGER , VIEW
E-rnail sugar@yahoo.com |

Phone 503-154-1212

Last edited at 16-07-2005 03:33 PM by SHARRIS
Delete User Edit User |

Figure 1-27: User View.

3. Click the Edit Roles button in the middle of the screen (see Figure 1-27)
the ‘User Role Edit’ screen will appear (see Figure 1-28).

User Role Edit

Mame: SUGAR SWEET CUBE
Userrarme: SCUBE

User Roles

How To: Check box nextto Role, as needed.

To Edit a Role  Click the Edit Actions link,

Mote: A role must first have been assigned and saved, befare the Edit Actions link is available

MAMNASER W Edit Actions
WIEW W Edit Actions
INTAKE ¥ Edit Actions
ADMIN [T Edit Actions Update |

Figure 1-28: User Role Edit.
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4. Click a role to review for any new actions, permission that has been
added to a role recently. The User Action Edit screen will appear next
(see Figure 1-29 on next page).

User Action Edit

INTAKE - COC Intake

Marne: SUGAR SWEET CUBE
Username: SCUBE

Edit Actions within Raole
Allow Ceny

[o o C0C - Remove Househald from Residence

0}

COC - Client New

01

COC - Client Edit

0]

COC - County Select

o

COC - Employer Mew

COC - Employer Edit

0}

COC - Income MNew

01

COC - Income Edit

0]
[ TS TS TS TS TS TS B

0]

COC - Mailing Address and Phone Update

[ [ C0OC - Merge Househalds
Figure 1-29: User Action Edit.

5. On the ‘User Action Edit’ screen, review the action list for any new
screen actions that were added. Sometimes, new actions are listed at
the bottom of the list (see Figure 1-30). Mark/check the actions to
‘allow” or “deny”. Click the ‘Save’ button. The ‘User Role Edit’ screen
will re-appear.

This completes the User Role/Action Update process.

T T T T T T T O T T L Ty

- Shelter Transaction Edi:

- Service Transact

[ {¥  COC - Program Exit Edit
[ = COC - Frugraim Enrullinent EJL
Savel
Figure 1-30: User Action to Allow or Deny.
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Service Transaction Detail - Edit

New Features

- Service Detail Delete button

A delete button is available on the ‘Service Transaction Detail-Edit’

screen.

Note: If transactions have already been assigned to a service, the

service can not be deleted. A user would want this ability to delete after

they first created the service and no client transactions have been

assigned yet.

How to Get There

Start from the APC Search screen, (Management > APC). Click an APC

to view.

1. On the APC View screen at top, click the View Services button. The
APC Services Summary screen will appear (see Figure 1-31).

Al V
APC View
View Budge] View Services View Housing

APC = Agency/Program/County
APC TSA-TRY-UPBOUND
Start Date 07-01-2004 End Date 0&-30-2005

Sub APC to
Sub APC's

APR COC Type NG

APR Program Style A

FIPS55 DOROZ2947000
State Oregon
County JACKSON
City / Place MEDFORD

CoC Affiliation Code QR03-505

Fed. Register Program Type Transitional housing

Delete apc | Edit apc |

Figure 1-31: APC View - View Services Button.

2. Click a ‘Service Type’ link to see the Service Transaction Detail screen
that will appear next (see Figure 1-32).

APC Service Summary

APL TSA-TRY-UPBOUND

Service Type Service Label Limit
Food Boxes 45,000.00

Transportation Bus Passes 4$5,000.00

Figure 1-32: APC Services Summary.
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Service Detail Delete
3. At the bottom of the screen, a delete button is available to remove
the service (see Figure 1-33).

APC Service Detail - Edit

Mote: Fields maked with * are required

APC TSA-TRT-UPBOUNE

Service Type ITranspor'tation ;l *

Label |E|us Fasses +

Unit Min Il— * Max I:LD— *

Unit Increment Il— # Unit Label |Pass{es) #
Unit Daollar value Il— *

Budget Limit ISDDD *

<’;®| Save Changes |

Figure 1-33: Service Transaction Detail.

Note: A user could only delete a service if they initially created it at the
admin level at the time of APC setup. Once client transactions are
connected to a service, the service can’t be deleted from the APC.
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Case Plan

Case Plan

Case Plan - New

Case Plan — View

Status Assessment

Action Plan

Action Plan — New

Action Plan — View

Action Steps

Action Steps — New

Action Steps — View

Case Notes Summary

Case Notes — New

How to Navigate through Case Plan Screens
Adding a case worker from another agency

Case worker Tickler System

101 Case Plan

102

103

104

105

111

112

113

113

113

115

116

116

117

118

120
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Case Plan

Case plans can have several components involved in OPUS, they the
following are: the case plan, action plans, action steps, case notes, and
tickler alerts. Each agency can decide how much of a component each
case plan should include and it may depend on the goals set forth for
each household an agency works with. All of the processes will be
explained in the following examples.

Setup: On the ‘Household Transaction Summary’ screen, click the

‘Program Enrollment Summary’ button on the Left Navigation Bar at the
top left side of the screen (see Figure 5-12 below).
The Program Enrollment Summary screen will appear next (Figure 5-13,
next page).

Enrollment
Program Surnrnary

Transactions

HH Surnrmary
Client Surmmary

Status
Assessments

Mew/Undate

Yiew

102

Household Transactions Summary

Program Name: LCHHS-E2C206-LAMN-EECC

HH Enrcollment Date: 02-23-2007 [

Client EnFi
{click client to view enrollment summary)

SOMANTHA LIPTOMN 02-28-2007
JOSEPH LIPTON 0z2-28-2007
JESSICA LIPTOMN 02-25-2007

I & R Transactions {click category to edit)
Start/Received

Category Date {(mm-dd-¥¥¥¥)
Ernployrnent 0z-zg-2007
Health Care 0z-2g-2007
Personal Enrichrment 0z-28-2007

-

Kit Components {click cormponent name to edit)
Received Units Installed Units

Component Name Date Recvd Date Instld
AERATOR 02-28-2007 1 02-28-2007 1
AC BARRIER 02-28-2007 1 02-28-2007 1
STRIKER PLATES: 02-28-2007 1 02-28-2007 1
AIR FILTER ALARMSE 02-z3-2007 1 02-25-2007 1
ALR FILTERS 02-28-2007 1 02-28-2007 1
CAULK GUMN 02-28-2007 1 0z-2g-2007 1
BEFRIGERATOR 02-28-2007 1 02-28-2007 1
CO DETECTORS 02-z3-2007 1 02-28-2007 1
DIGITAL TEMP DISPLAY 0z-z5-2007 1 0z-25-2007 1
DoOOR SWEEPS 0z-28-2007 1 0z-28-2007 1
DOOR THRESHOLDS 02-z3-2007 1 02-28-2007 1
FIREPLACE PLUG 0z-z5-2007 1 0z-25-2007 1
FLUSH “WALWE REPATR KIT 02-28-2007 1 0z-2g-2007 1
CFL Z0W 02-z3-2007 1 02-28-2007 1
14 14
Service Transactions {(click service name to edit)
Start
Service Name Date
SMALL GROUP WORKSHOP 02-28-2007
w

Program Enrollment Summary ] >

Total Total Deem

Cost Deem Label
$0.65 35 KwH
$0.29 u} KW H
$1.85 u} KW H
$1.25 23 KWwH
$1.25 o KwH
$5.00 o K H
$2.60 25 KW H

$37.00 u} KW H
$z.00 30 KwH
$15.60 a K H
$5.00 u} KW H
$8.00 u} KwH
$5.00 a K H
$4.27 71 KW H

$92.76 184

End # of
Date Units
03-15-2007 1

Figure 5-12: Household Transaction Summary screen

Case Plan
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Program Enrollment Summary

The ‘Program Enrollment Summary’ screen provides links to the
household’s case plans which may be one or many. Initially, there isn’t
a case plan presently displayed.

Program Enrollment Summary

Program Name: LCHHS-EEO7-LAN-EMERGYEDOT
Enrollment Date: 02-25-z2007
Client's name = Client Transaction Surnmary Screen
Enrolled Date = Program Enrollment Edit Screen
End Date = Program Exit Edit Screen

Program Program
Client Enrolled Date End Date
JOSEPH LIPTON 02-28-2007 Exit
SAMANTHA LIPTON 02-28-2007 Exit
JESSICA LIPTON 02-28-2007 (sl

~ase Plans

Case Plan Num= Case Plan View Screen
Case Plan Num

MNew Case Plan |

Status Open Date Close Date

Figure 5-13: Program Enrollment Summary

Case Plan New

1. Click on the ‘New Case Plan’ button to begin. The ‘Case Plan New’
screen will be displayed (see Figure 5-14). Enter a ‘Case Plan Number’
(if you want OPUS to create one, leave it blank), the ‘Open/Start
date’, and ‘Projected close date’. Select the client(s) in the
household who will be participating in the case plan.

Select the case workers from your agency that need to be involved
with the household and assign them the correct privilege (Normal or
View Only) allowing access to the specific case plan information.
Agency case workers who have authorized access to case
management functions of the module will also be listed. Select those
case workers you want to have access to specific case plan.
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Case Plan New

Cpen Date

IUZ-ZE-ZDDT ig. MM-DD-vrrr
|12-31-2007 ig. MM-DD-7rrr

Clients

Projected Close Date

Clients (At least one client must be selected to create a new Case Plan)
I JOSEPH LIPTON

2 SAMANTHA LIPTORN

= JESSICA LIPTON

Caseworker(s)

Name (Agency)
EDEM FERRELL (LCHHS)

LORRAINE BOOSE (LCHHS)

Added Date *

APC LCHHS-EEO7-LAM-ENERGYEDO?
Casewaorker SHARRIS
Case Plan # |C510223 Legwing this blank will use suto-generated Case Plan #

Entry Date *

[oz-ze-zoor |
[oz-ze-zoor |
[oz-ze-zoo7 |

Privilege *

[oz-25-2007

[riormal =]

[oz-25-2007

[wiew only =]
éancel i Save !D

Figure 5-14: Case Plan New

Case Plan View

The ‘Case Plan View’ screen provides an overview of all the clients
enrolled in the case plan. The case workers assigned and their privilege
level such as owner, normal or view only access.

The next step in developing a case plan may include creating an “Action
Plan” that works towards a specific goal for a household such as
assisting them with classes, finding employment, etc. Before an ‘Action
Plan’ is developed, it is important to know where the household is
starting from. A status assessment is important and is needed as part
of analyzing a starting point and where the goal completion end is that
the household/client should be working towards.

2. On ‘Case Plan New’ click the ‘Save’ button (Figure 5-14, above). The
‘Case Plan View’ screen will appear next (see Figure 5-15).

Case Plan View

Case Plan # C510223
Open Date 02-28-2007
Projected Close Date 12-31-2007
Closed Date
Edit Case Plan

Case Flan Status OFEN

Close Case Plan

Program Enrollment (s)

Name Added Date Expired Date Status
LCHHS-EEO7-LAN-ENERGYEDOT DZ-28-2007 ACTIVE Addl
Client (s}

Clients Entry Date Exit Date Status
JESSICA LIPTON 02-28-2007 ENROLLED
JOSERH LIPTOMN 0z-28-z007 EMROLLED
SAMANTHA LIPTON 02-28-z2007 ENROLLED Add
Caseworker (s)
Expired
Name Agency Privilege  Added Date Date Status
SUZANME HARRIS OHCS OWNER 0Z-28-2007 ACTIVE
EDEN FERRELL LCHHS NORMAL 02-z&-2007 ACTIVE
LORRAINE BOOSE LCHH= VIEW ONLY 02-28-2007 ACTIVE
Add
Action Plan {s)
Category Title Status
Housing Situation »| Add

Case Notes OPEN (0}, FRIVATE (0)

View/Add Case Notes

Figure 5-15: Case Plan View
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Status Assessment

As part of a case plan, a household needs to go through an initial
assessment of where they stand with a number of indicators from

housing, food access, energy, etc.

1. There are two ways to get to the program summary screen. Go to
the left Navigation bar under Enrollment, click on ‘Program Summary’
screen or go to the Top Navigation Bar and scroll the mouse over the
‘Program’, go to ‘Enrollment’, click on ‘Summary’. You should now
see the Status Assessments on the Left Nav Bar (see Figure 5-16a).

The second way is: in client search, click on the client’s name, this
will go to ‘household view, click on the specific ‘program enrolled’ and
the household transaction summary screen will appear. Scroll to

“Program’, ‘Enrollment’ to ‘Summary’. Click on ‘Program Summary’
and ‘Program Enrollment Summary’ will appear.

'OPUS

e |

HMIS

Program Mame: ACCOUNTING MEH

HH Enrollment
Date: 12-06-2006

Client {click client to wiew Entry
enrollment summary)
COMMANDER LIHUR &

AMES TIBEROUS KIRK IR,

Enrollment

Program Surnpary IMAN CHEKOY
PFD ram SEEI |‘| RED THREE SECURITY
RED TWO SECURITY

Agency: OHCS

Program |  Fscal |

Enralimant L

Ge T *| Has

Household Transacttens 5

Assessment

SFC-SFC CHM 0508-WAL-STARFLEET

AWME | LOJ LAt

Manage-ent | Reports | Help

Version 2.56.9P

Program Enrellment Summary |
Exit

Enrolled Assessment Ended Relation
12-06-2006 Grandparent
12-06-2006 Applicant
12-06-2006 Child
12-06-2006 Grandparent
12-06-2006 Child

Transactions Housing Transactions (click APC housing label to view/edit)
HH SLII‘I‘II‘HEII"!.r APC Housing Label - Housing Name
Client Summar CADET QUARTERS-NCCIT014A
(LB STy El g ENTERPRISE-4
CADET QUARTERS-NCCIT014A
ENTERPRISE-4
Status ADET QUART - 1A
ENTERPRISE-4
Assessments ADET OUARTER - A
Mew/pdate ENTERPRISE-A
Wi =

Start Date End Date
01-25-2007
03-13-2007
02-28-2007
02-28-2007
New Transsction |

Transaction Type
Scatterad-Site

Seatterad-Site
Scattered-Site
Scattered-Site

Figure 5-16: Left Nav Bar Figure 5-16a: Top Nav Bar
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2. Click the link titled New/Update. The Status Assessment New/Edit
screen will appear next (Figure 5-17). By selecting the fields on this
form, the household is analyzed for an initial assessment that can
later be looked at for a comparison of when they came into the
program versus their assessment when they exited the program.

Status Assessment New/Edit
Program

Client JOSEPANIPTOM
Assessment TApe QUICK | Lhange to Comprehensive
P

Assessment Date pEes=-2T-2007

Assessed By ISH

Household Members

¥  apply Assessment To All HH Members (New Assessments Qnly)

Housing Status
Housing Situation ISubstandard Housing ;l
MNutrition Status
Mutrition |Food assistance is consistent and reliable (food stamps, WIC ) ;l
Transportation Status
Transpaortation ITranspor'tation limited and/or inconvenient =1
Energy Status
Energy IShutof'f to occur in 1-5 days ;I
Employment Status
Employment |Par‘t time no benefits ;I
Income Status
Income IIncome is adequate but limits options ;I

Adult Education Status
Adult Education IHigh School Graduate/GED ;I

Health Status

Health Insurance |Has no Health Insurance ;I

Child Care Status
Child Care IUna'FfordabIe.-*'unreIiahle child care =1

Figure 5-17: Status Assessment New/Edit (Quick)

3. There are two assessments: ‘Quick’ and ‘Comprehensive’. The
quick assessment is simply a condensed version of the
comprehensive plan and is good to use as a screening tool to help
decide whether a households’ needs can be served by either level
2 or level 3 case management services.

Case Plan Created 06-01-07



107

If you want to use the quick assessment (Figure 5-17), simply click
on ‘Change to Quick’ and fill in the ‘Assessment Date’. If the date
and ‘Assessed By’ is incorrect, it can be edited to be correct.
Check the box if the assessment relates to all household members
or select the appropriate members from the drop down box.
Select the appropriate indicator for each assessment category and
click ‘Save’ when done.

Status Assessment New/Edit
Program
Client JOSEPH LIPTO
Assessment [ype Change to Quick
0z-25-2007

COMPREHEMNSIYE
Assessment Davg
Assessed By SH
Household Members

Apply Assessment To All HH Members (Mew Assessments Only)

v
Housing Status

Housing -

Situation Substandard Housing “
Mutrition Status

Mutrition Food assistance is consistent and reliable {food stamps, WIC ) v

HEEEEION Has no knowledge of basic nutrition/food safety w

Knowledge

Food . -

Preparation Limnited appliances and food storage w

Transportation Status

Transportation | Unreliable/unpredictable transportation w

Drtiers Driver's license is not walid »

License

Car Insurance | Current insurance is unaffordable v
Energy Status

Energy Shutoff to occur in 1-5 days w

Energy

Payment Mare than two partial and/or non-payment of energy bill

History

Energy

Assistance Received energy assistance twice in past 24 months -

Histary

Energy Usage | Goes without sufficient heat 50%.- 75% of tirme to stay warm w

Energy

Impact on Cutback 2 household necessities to make energy pavments v

Household

Energy . .

Educatish Can list 2 energy saving measures W

Figure 5-17: Status Assessment New/Edit (Quick)

Note: If a quick assessment had been completed earlier, those
indicators will be filled in on the comprehensive assessment. Click
the ‘Save’ button when done.
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4. To complete the comprehensive assessment, which is required for
anyone entering level 3 case management, click on ‘Change to
Comprehensive’ at the top of the assessment tool. In this
assessment (Figure 5-18) under categories, there are sub-
categories. An indicator should be selected for each sub-category.

Status Assessment New/Update

Program SFC-5FC CHLOSOH RELEET ACCOUNTING MGH
Cliant MR, JYMES TIBEROUS KIRK IR,
fssessment Type QUICK | Change o Comprehensive
Assessment Dabe

Aegeesad By

Household Members

[T Apply Assessment To All HH Members (New Assessments Only)

| =l
Housing Status

Housing Situation | =l
Mutrition Status

Nutrhion I ;I

Transportation Status

Transportation I 3
Energy Status

Enargy I .-T-.I

Employment Status
Ernployment | =1

Income Status

Income | |

Figure 5-18: Change to Comprehensive
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5. The Status Assessment View screen will appear after completion of
each assessment (see Figure 5-19).

Status Assessment View
Program
Client JOSEPH LIPTON

Housing Status
Housing Situation

0z2-28-7007 Substandard Housing
MNutrition Status
Mutrition
02-26-2007 Food assistance is consistent and reliable (food stamps, WIC )
Nutrition Knowledge
02-26-2007 Has no knowledge of basic nutrition/food safety
Food Preparation
02-26-2007 Limited appliances and food starage

Transportation Status
Transportation

02-2&-2007 Unreliable/unpredictable transportation
Drivers License
02-25-2007 Criver's license is not valid

Car Insurance
02-25-2007 Current insurance is unaffordable

Energy Status

Energy

02-2§-2007 Shutoff to occur in 1-5 days

Energy Payment History

02-2§-2007 More than two partial and/or non-payment of energy bill
Energy Assistance History

02-2§-2007 Received energy assistance twice in past 24 months
Energy Usage

02-28-z007 Goes without sufficient heat 50%- 75% of time to stay warm
Energy Impact on Household

02-28-2007 Cutback 2 household necessities to make energy payments
Energy Education

02-28-2007 Can list 2 energy saving measures

Employment Status
Employment

0z-25-2007 Part time no benefits
Employment Skills
02-25-2007 Limited basic or marketable skills

Job Retention
0z2-28-7007 Maintains employment between one and three months

Figure 5-19: Status Assessment View, part 1
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Income Status

Income

02-25-2007 Income is adequate but limits options

Money Management

02-28-2007 Able to malke a budget, experiences difficulties following budget most {70%) of the time
Planning & Savings

02-25-2007 Periodically saves for planned expenditures/emergencies

Taxes

02-25-2007 Knows how to obtain low-cost assistance in filing taxes

Credit

02-28-2007 Often pays bills late to meet other bills

Adult Education Status
Adult Education

02-28-2007 High School Graduate/GED
Fluency in English
02-25-2007 Fluent in English

Health Status
Health Insurance

02-25-2007 Has no Health Insurance

Health Care Provider

0z-25-2007 Mo health care prodiver; no services accessed

Medical Services

02-25-2007 Accesses medical services for urgent needs and/or emergencies
Dental Services

02-25-2007 Accesses dental services for urgent needs and/or emergencies
Mental Health

02-28-2007 Mental health needs are not addressed

Prescription

02-25-2007 Prescriptions partially met

Medical Condition

02-28-2007 Mo chronic medical condition(s)# Chronic medical condition(s) w/ needs met
Substance Abuse

02-25-2007 Mo histary of abuse

Child Care Status

Child Care

02-25-2007 Unaffordablefunreliable child care

[ Status Assessment History Report ]

[ Status Assessment Snapshot Report ] # g, MMDDTYY

Figure 5-19: Status Assessment View, part 2

6. At the bottom of the Status Assessment View (Figure 5-19), you will
see two buttons. The first, ‘Status Assessment History Report’ will
provide you a printable report that shows the selected assessment
indicators including any changes made since the initial
assessment. The second, ‘Status Assessment Snapshot Report’,
allows you to enter a date and the report will show the status of
the client’s assessment as of the selected date.

7. Before exiting a client from case management, the comprehensive
assessment must be updated so it reflects the status in each sub-
category at the point of exiting.

8. On the Left Nav, under Enrollment, click the Program Summary
link to return to the section of the Case Plan. Under ‘Case Plans’,
you may either select the case plan created earlier by clicking on
the number or click on New Case Plan.
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Action Plan

Once the ‘Case Plan’ has been started, it can continue into the action
plan phase. An ‘Action Plan’ may include: ‘Action Steps’ that outline the
expectations or steps that a client and case manager may take to help a
household achieve their goals in the respective categories. Multiple
action plans may be created. To begin an action plan, the user starts
from the ‘Case Plan View’ screen (Figure 5-20). At the bottom of the
screen, locate the section called ‘Action Plan’, select a category and click

the Add button to begin a new action plan.

o s 3 . e
Case Plan View
Case Plan # C510223
Cpen Date 0Z-25-z007
Projected Close Date 12-31-2007
Closed Date
Edit Case Plan

Case Plan Status OPEN

Close Case Plan

Program Enrollment {s)
Name Added Date Expired Date Status
LCHHS-EEO7-LAM-EMERGYEDOY 02-28-2007 ACTIVE ,qddl
Client (s)
Clients Entry Date Exit Date Status
JESSICA LIPTON 02-28-2007 EMROLLED
JOSEPH LIPTOMN 0z-28-2007 EMROLLED
SAMAMTHA LIPTON 02-2g-2007 EMROLLED Add
Caseworker (s)
Expired
Name Agency Privilege Added Date Date Status
SUZANME HARRIS OHCS OWNER 02-28-2007 ACTIVE
EDEMN FERRELL LCHHS NORMAL 02-z2g-2007 ACTIVE
LORRAIME BOOEE LCHHS WIEW ONMLY 0Z-25-200 ACTIVE
Action Plan {s)
Category
[Housing Situation
Case MNotes CPEM (0}, PRIVATE (0} WView/add Case Motes
N,

Figure 5-20: Case Plan View screen — Add button for Action Plan.
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Action Plan New

1. On the Action Plan New screen (Figure 5-21), enter an ‘Action Plan Title’
and select from the available fields: ‘Entry Level’ status is the
assessment indicator selected at the point of entry into case
management. The ‘Target Goal’ must be higher than the entry level
status and represent the target for achievement for this action plan.
The ‘Open Date’ is when this action plan was started and ‘Projected
Close Date’ is the target date the client sets to have achieved the
target goal. A ‘Date Tickler’ can be selected if you would like to be
reminded by the OPUS System when the projected close date is
approaching. Select the clients that will be associated with the action
plan and click the Save button. The Action Plan View screen will
appear next (Figure 5-22).

Action Plan New

Goal Category  Energy Assistance History

Action Plan

1 *
Title |Make Energy Payments Cn Time
Entry Level |Received energy assistance three or more times in past 24 months;l #
Target Goal |Received energy assistance once in past 24 months ;I #

Open Date [az-z8-z007 ie. MMADDA Y *
Projected If . .
Close Date 12-31-2007 ie, MMADDY Y

Create Projected Completion Date Tickler W

Add Client* Entry Date®* Last Assessment Level

F  JESSICA LIPTOM [0z-28-z007 | WO PREVIOUS ASSESSMENTS
F  J0SEPH LIPTON [n2=za-zon7 | MO PREVIOUS ASSESSMENTS
F  SAMANTHA LIPTON [0z-28-z007 | WO PREWIOUS ASSESSMENTS

Uncheck all | check all |

Cancel | Savel

Figure 5-21: Action Plan New screen
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Action Plan View

The *Action Plan View’ screen provides several areas to work from (Figure
5-22). This is where the plan can be edited, built upon with action steps,
case notes viewed or created and then eventually closed upon
completion. The next section will provide procedures to create action
steps to support an action plan.

Action Plan View

Goal Category Energy Assistance History Open Date: 0z-28-2007
action Plan Title M_ake Energy Payments On Projected 12-31-2007
Time Close:
Status OPEM Closed Date:
Entry Level Received energy assistance three or more times in past 24 ronths
Target Goal Received energy assistance once in past 24 months
Edit Action Plan Close Action Plan
Client {s)
Clients Entry Date Exit Date Status
JESSICA LIPTOM 0z2-28-2007 EMROLLED
JOSEPH LIFTOM 0z2-28-2007 EMROLLED
SAMANTHA LIPTON 0z2-25-2007 EMROLLED:

Add

Action Step {s)

Action Step Title Status @

Case hotes QPEM {0}, PRIVATE {0} View/add Case Motes I

Figure 5-22: Action Plan View screen.

Action Steps

Action Steps support an action plan. At the bottom of the ‘Action Plan
View’ screen (Figure 5-22) is the Action Step area. Click the “Add” button
to add an action step for this action plan.

Action Step New

On the ‘Action Step New’ screen (Figure 5-23), fill in all relevant action
step fields. All fields marked with * are required.

- ‘Roles’ further define what the action step is.

- ‘Responsibility’ defines what the client has agreed to do to complete
the action step.

- ‘Support Services’ lists any services the agency may provide to assist
the client in achieving this action step.

113 Case Plan Created 06-01-07



- ‘Referral’ lists any referrals made to assist the client related to this
action step.

- ‘Comments’ can be used to further explain the above information or to
record information that may be important to help the client be
successful in this action.

- ‘Action Step Status’ is used to identify this step as ‘Open’, meaning the
client is actively working on this step, or ‘Planned’, which means the
step is planned for the future. This is helpful if there are a series of
steps that need to be completed sequentially.

Click the ‘Save’ button. If more than one step is needed for the action
plan, simply click the “Add” button again on the Action Plan screen and
add another action step. Each step should have its own unique title.

Action Step New

Case Plan # CE10223

Action Plan Title: Male Energy Payments On Time

Action Step Title: |E-uu:|geting Class *
Start Date: [03-01-2007 | ie. MM/DDAYYY *

Projected End Date:  [04-01-2007 | e, MM/DDAYYY * W Create Tickler
Follow-up Date: Im ie. MMSDDATTTT ¥ create Tickler
Roles: |C|ient will enroll in budgeting class

Responsibility: |C|ient will attend all 5 weekly sessions

Support Services: |P.genu:1,r will provide evening child care

Referral |C|ient referred to local College for class

Cormments; Househaold will attend budgeting class to plan a ;I

financial plan to include reqular energy payrents,

.-
1902 characters left {spaces count)

Action Step Status: IOpen vI B Cancel I Save I

Figure 5-23: Action Step New screen.
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Action Step View

Once an ‘Action Step New’ or ‘Edit’ screen has been completed, the
‘Action Step View’ screen (Figure 5-24) will appear. At the bottom of the
screen, you can add ‘Case Notes’ specific to the action step. Click the
button ‘View/Add Case Notes’, the screen Case Notes Summary View will
appear next (Figure 5-25).

Action Step View

Case Plan # C510223

Action Plan Title: Make Energy Payments On Time
Action Step Title: Budgeting Class

Start Date: 03%-01-2007

Projected Close Date: 04-01-2007

Follow-up Date: 03-15-2007

Rales: Client will enrall in budgeting class

Responsibility: Client will attend all & weekly sessions

Support Services: Agency will provide evening child care

Referral Client referred to local College for class

Comments: Household will attend budgeting class to plan a financial plan to include regular

energy payments,

: Edit Action Step
Action Step Status: OPEN -
Close Action Step
Case Notes OPEN (0}, PRIMATE (0) View/add Case Motes

Figure 5-24: Action Step View
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Case Notes Summary View

If a case plan is new or in-active, there may not be any current case
notes displayed (Figure 5-25). If there are case notes, they will be listed
by owner and date with links to them so the case worker can read them
based on their access privilege (Figure 5-27). Click the “Add” button, and
the Case Notes New screen will appear next (Figure 5-26).

Case Notes Summary View
ofP Owner Date
Mo Available Case Motes For This Case Plan Add

Figure 5-25: Case Notes Summary View and New

Case Notes New

On the ‘Case Notes New’ screen, enter all relevant fields. The last field
is the Notes “Set Notes Security” status. Select either ‘Open’ or
‘Closed’. If it’s marked as “Closed”, then only the user that created the
case note for the household will be able to view that record. If it is
marked “Open”, all users with privilege access to the household case
plan will have access to the “open” case notes as well. Consider the
sensitivity of the information in determining whether to select closed or
open.

Click the save button and the ‘Case Notes Summary View’ screen will
appear (Figure 5-27). To add another note, click the “Add” button and
repeat the above steps.

N ¢ 1 ; d
Case Notes New
Case Plan # CS10223

Case worker SUZAMME HARRIS

Motes Date: IDZ—28—2DD? e, MMDD Y F

Motes: Household is new to the program and is excited about working towards self- ;I
sufficency,

=l *

1915 characters left (spaces count)
Set Motes Iﬁ &
Security: DRen Cancel | Savel

Figure 5-26: Case Notes Summary View and New
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After completing the ‘Case Notes New’ screen, the ‘Case Notes Summary
View’ will appear with the list of notes sorted by date. The date is
provided as a link to view each individually.

Case Notes Summary View
ojfp Owner Date
OFEM SUZANME HARRIS 02-28-2007

Household is new to the prograr and is excited about working
towards self-sufficency,

add

Figure 5-27: Case Notes Summary View

How to Navigate through Case Plan Screens

A case worker can navigate to any part of a case plan, an action plan or
action step screen by using the top Main Menu of OPUS. Scroll the
mouse over “Case Mgmt” (Figure 5-28) and a drop-down menu of case
management options will appear, click the one to view.

Case Plan F

Case Warker F

Figure 5-28: Main Menu — Case Management drop-down menu.

On the Left Navigation Bar, there are more options to use for a case
plan in the OPUS system (see Figure 5-29). The ‘Left Nav Bar’ changes
depending on which screen you are in, so if yours looks different note
the options as you change screens.

Case Plan

CW Ticklers
W

Case Motes
Summary

Figure 5-29: Left Nav Bar — Case Plan screens
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Adding a case worker from another agency

You may want to add a case worker from another agency to work on a
specific case plan. It is assumed that you have communicated with this
case worker and they are aware you will open a case plan to their
access.

Setup:

Case Worker to be invited:
You are logged into OPUS and are looking at the message of the day
screen.

1. Go to ‘Case Mgmt’ on the main menu, scroll down to ‘Case
Worker’, and select ‘Status’. Then the ‘Manage Case Worker
Status’ screen (see figure 5-30) will appear.

& | ; VEL s @
Case Worker Status
Case Worker: BRAD MARSHALL
Allowed Agencies
Agency Granted Date Expired Date
CARE, INC 07-07-2005 07-07-2006
CHOPPER 04-11-2005 09-13-2006
COCAAN 04-23-2003 09-25-2006
GET'R DOME 09-30-2004 10-01-2005
HHOPE 09-25-2004 10-16-2005
Add MNew Agenc
< Granted Date: (03-30-2007 e, MM/DDST Expired Date: (03-30-2008 N . MMADDNTTY
o]
o)
Case Plan Invitations
Accept? Case Plan & Invite Date Comments

Figure 5-30: Case Worker Status

2. Go to ‘Add New Agency’ and select the agency in the drop down
menu, then enter ‘Granted Date’ and ‘Expired Date’ and click
‘Add’. You will see the agency added to the list of ‘Allowed
Agencies’.

Note: If you want to edit this permission, you can click on the added
agency and the ‘Edit’ screen will appear.
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Owner of case plan:

1.

Case

Note:

119

Go to the ‘Case Plan - View’ to the Caseworker(s) section and click
Add. You will see your agency staff that have been given
privileges to access the HMIS module and other agency staff that
made themselves visible to your agency. (See figure 5-31).

. Check the appropriate person, enter the ‘Added Date’ and set the

privilege level (remember, if you assign the person as an owner,
they will have full rights, just as you do). Click ‘Save’. This will
take you back to the ‘Case Plan View’ and you will see the person
listed under Case Worker(s) and with their status listed as
“Invited.”

. Notify the case worker that you have granted them OPUS access

to the client’s case plan. The new agency case manager may now
go into OPUS and work with the client through the HMIS module in
the case plan made for that client.

Worker to be invited:

. Go to ‘Case Worker Status’ screen (Figure 5-31). Check the box to

accept (This line shows the Case Plan #, Invitee Date and
Comment). Click the ‘Add’ button to accept.

. At this point, the invited case worker has access to the case plan.

The invited case worker can edit their 'Expired Date’ to make
themselves no longer visible to other agencies to access case
plans. The owner may edit an expired date to bar access to any
case worker they have previously invited.

Case Worlker Status
Case Wwarker: BRAD MARSHALL

Allowed Agencies

Agency Granted Date Expired Date
CARE, IMNC 07-07-200% 07-07-2006
CHOPPER 04-11-200% 09-13-2006
CoOCAnN 04-23-2005 09-25-2006
GET'R DOMNE 09-30-2004 10-01-2005

HHOPE 09-25-2004 10-16-2005

Add MNew Agency

Granted Date: |03-30-2007 e, MMDD T
CCN

ie, MMDD T

Case Plan Invitations

Accept? Case Plan # Invite Date Comments

Figure 5-31: Case Worker Status
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Case Worker Tickler System

Case workers can set an alert tickler for action plans and action steps.
Both the ‘Action Plan New’ and ‘Action Step New’ screens have check
boxes to select so that a case worker can be reminded to follow up on

specific plans and steps.

When the tickler system has been implemented and a case worker logs
into the OPUS system, the message alert box will pop-up (see Figure 5-32)

on the ‘Message of the Day’ screen to remind them of items in the
tickler list that need to be reviewed.

J_‘rJ_\.-rl-_ll-.lLl-b\.-r R R YA =

WELCOME! To start OPUS - Click Search Client

sl v o iy

01-24-2006-

I

Program MNotices

02-26-2007-

L] "_.,‘ You have an active alerk for Case Plan: C510223, (Did Samantha attend the budgeting class)
L

System Issue? Contact us @ opushelp@hcs,state.or.us, or by phone 1-800-453-5511, option #

OPUS Help

E-mail. ooushelo@he

E Microsoft Internet Explorer E3 |

Client Search Screen Update:
QPUS was updated to Wersion

under Help menu, has an APR
tutorial with instructions on how

n " ALl

E fat
] Mg
— - - =F [ranigal, )
HelpDesk, HMIS APR is ready! Users will dnla-lssi itk I:uuilt-ili-lna

need to be granted the 'Report assisgt with self-paced
17-0&-2005- Raole', &lso, the User Manual,

06-22-2005-

Ll L P N P |

Figure 5-32: Case Worker Tickler Alert
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Click on the ‘OK’ button to access the tickler list. On the main menu,
scroll the mouse over the ‘Case Mgmt’, over ‘Caseworker’ and click on
‘View Ticklers’ menu item. The ‘Case Worker Tickler View’ screen will
appear (Figure 5-33). Click on the ‘Case Plan # that you want to review.

Each check mark in a ‘Flag’ column indicates that a case worker selects
to be reminded. If you unselect the ‘Flag’, you will de-activate the
reminder pop-up message box. You may unselect the ticklers
individually or click the ‘UnCheck All’ button, then click the “Update
Flag(s)” button. To remove a tickler permanently, make sure it is not
checked then click on ‘Delete Disabled Ticklers’.

A case worker can start a new tickler from this screen by clicking the
“New Tickler” button.

Case Worker Tickler View

Flag Case Plan # Trigger Date Message

03-05-2007 Did Sarmantha sttend the budgeting class

CE102235

Follow Up Date for Action Step (Budgeting Class) is 03-15-
2007

Projected End Date for Action Step (Budgeting Class) is 04-

<l

CE102:23 03-15-2007

W csip0zzs 04-01-2007 01-7007
e Projected Close Drate for Action Plan (Make Energy
Cige o e 12320l Payments On Time) is 12-31-2007
H SR Projected Close Diate for Action Plan (Pay energy bill on
¥ CS104-453 12-31-2007 T TR
P Projected End Date for Action Step (Intro to Resurmne
O 1000 HorLe- 2006 Writing) is 10-15-2006
g Follow Up Date for Action Step {(Intro to Resurne Writing) is
M 1008 10-31-2006 T aTTS
3 L Follow Up Date for Action Step (Budget Current Household
[0’ jesdtd-og 01-31-2007 gxpenses) is 01-31-2007
2 o Projected End Drate for &ction Step (Budget Current
O icesinaacy 02r282007 Household expenses) is 02-28-2007
T Projected Close Drate for Action Plan (Meed more space for
[ o125 BTt growing family) is 08-20-2007
UnCheck all Check all Update Flag(s) I Mew Tickler I

Delete Disabled Ticklers I

Figure 5-33: Case Worker Tickler View
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M1 Section

User Role and Permission Setup

A manager can create user accounts in OPUS. He/she sets up the roles
and actions to be performed by users depending on what job functions
they need to work on in OPUS. Some users only need ‘View Only’
access, some need to process client intakes, and others need more
access for reports, and/or management functions.

User Search M1-2
User New M1-3
User View M1-4
Delete User M1-7
User Action Edit M1-9
User Action Edit — Manager M1-11

View M1-12

Edit — Intake/Case Manager Role M1-13

Admin M1-14
User Edit M1-15
Reset User Password M1-16

User Search
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The ‘User Search’ Screen allows one to search for a person who is
registered in the system. To search, follow the steps below.

Setup: You are on the Message of the Day screen.

1. On the top main menu, scroll the mouse over ‘Management’ where the
drop down menu will appear and click on ‘User’ (see Figure M1-1). The
‘User Search’ screen will appear next (see Figure M1-2).

Client |  Program | Fiscal | Managernent | Reparts | Help

Program
Uszer
Figure M1-1: Main Menu - Management
User Search
Login Narme ICJONES
First Name |eney e.g. John
Last Marme |JONES e.d. Smith

24,

IMWUCM\ 'I ¥ Show Active Users only Search |
If no results, yo\can create a = New User |

Search Results

First Marne Last Mame Login Marne Agency

Mo matches

Figure M1-2: User Search screen

2. Enter any of the fields to search for a user. Click the ‘Search’ button.

3. No matches were found in the database (see Figure M1-1). A manager
can now create a new user, which will be explained next.

User New

M1-2 M1 Section. MANAGEMENT: Revised 06/01/2007
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The User New Screen allows a manager to create a new user in the
OPUS System.

Setup: You are on the ‘User Search’ screen (see Figure M1-3).
1. Click on the ‘New User’ button. Complete all required fields (fields
marked * are required, see figure M1-4).

a. User name. Note: Refer to the user name and password
requirements
b. First Name
c. Last Name
d. Middle Name (optional)
e. Initials
f. Title
h. E-mail. Note: OHCS communicates regularly with
announcements with OPUS users via e-mail. Make sure the e-
mail address is correct.
i. Phone and Ext
j.- Agency
k. Click the “Save” button. The ‘User View’ screen will appear (see
Figure M1-5).
User Search
Login Mame IW
First Mame |y e.g. John
Last Mame IJONES g.0. Smith
fgency Im how Active Users only Search I

If no results, you can creale a | New User |

Search Results

First Marne Last Marne Login Marme Agency

Mo matches

Figure M1-3: User Search screen

M1-3
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User New

User Information (Fields rarked with * are required.)

User Mzrme and Password REQS

User Mzrme ICJONES *

First Mame |CINDY #

Last NaTe j1omES *

Middle Name  |VERONICA Initials [owl | *
Title IPROGRF\.M MAaNAGER

E-rmail |cjnnes@rnwvcaa.u:|rg

Phone |503-124-1515 * Ext 26
Agency IMW'I.I'CF\F\ 'I #*

Figure M1-4: User New screen

User View

User Details

Agency MID-WILLAMETTE VALLEY COMMUNITY ACTION AGEMCY
Username CIONES Active T

First Mams CINDY

Last Mame JOMES

Middle Mame WYEROMICA Initials [aTh]
Title PROGRAM MANAGER Roles

E-riail cjones@rnwycaa.org Edit Rales |
Phone 503-124-1515 =26

Last edited at 03-04-2005 06:31 AM by SHARRIS

Delete User | Edit User |

Figure M1-5: User View screen before Roles assigned.

User View

The ‘User View’ screen allows a manager to view individual user screens
to view permission level, user name, phone number and email address.
To edit information, a manager will click the ‘Edit User’ button (bottom
right-side). The ‘User View’ screen allows one to review the role level
and permissions that a user has been assigned. If a user was just
created, the person doesn’t have roles assigned. The manager will need
to proceed and assign roles and set permissions for the user.
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To assign roles click the ‘Edit Roles’ button (see Figure M1-6). The ‘User

Role Edit’ screen will appear next (see Figure M1-7).

User Details
Agency
Username
First Name
Last Name
Middle Mame
Title

E-mail

Phone

User View

MID-WILLAMETTE WALLEY COMMUNITY ACTION AGEMCY

CIONES Active ke
CINDY

JOMES

WERONICA Initials (ST ]
PROGRAM MANAGER Bole

Cjones@mwycaa.org Edit Roles |

503-124-1515 xZ6

Last edited at 03-04-2005 06:31 AM by SHARRIS

Delete User |

Edit User |

Figure M1-6: User View screen before Roles assigned.

Note: This is the 1st of two steps in establishing screen permissions for
a user. Each role has a default set of actions set to ‘Allow’. It will be
explained in the next section how to customize actions within roles.
These steps are used to edit roles for users (refer to ‘User Role Edit’ page 7).

To assign actions for a user, click on ‘Edit Actions’ and the box will
become checked. Click ‘Update’ to save.

User Roles

MANAGER

VIEW

INTAKE

ADMIN

REPORT

CASE WORKER

User Role Edit

Hame: AMBER REEVES
Username: REEVESHA

How To: Check box next to Rale, as neadad,
To Edit & Rale - Chek the Edit Actions knk
Mote: & role must first have been sssigned an

dsaved, before the Edit Actions link is available

Edit Actions

Edit fctions

.=:!| it Cligng

r
F
F Edit Actiong
F
F

Edit Actions

(=
N———"

Figure M1-7: User Role Edit screen
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To assign actions, click on ‘Edit Actions’. The ‘User Role Action Edit’
screen will appear (see Figure M1-8). Click on the appropriate action for

‘Allow’ or ‘Deny’ required for the user.

User Role Action Edit

MAMAGER - COC Manager

Marme; AMBER REEVES
Usernarme: REEVESA

dit Actions withig Role

Bllowy Deny

COC - APC - Edit APC information

o & COC - Shelter Transaction Delete

* 0 COC - User - Edit user account infarmation
* 0 COC - APC - View APC information

& 0 COC - APC - Search for APCs

O ' COC - User - Edit the Roles for user accounts

Figure M 1-8: User Role Action Edit.

Click ‘Save’ at the bottom of the ‘User Role Action Edit’ screen when

complete assigning roles (see Figure M 1-8a).

« '  COC - User - Search for user accounts

ol {0 COC - Agency - Create new agency

1ol {0 COC - Agency - Search for agencies

o ' COC - User - Edit the Actions for user accounts
® 0 COC - Service Transaction Delete

O #  CoOC - Edit Housing Transaction

Figure M 1-8a: User Role action Edit ‘save’ button.
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Delete User
To cancel a user's account, a manager will click the ‘Delete User’ button
at the bottom left side of ‘User View’ screen (see Figure M1-9).

User View

User Details

Agency MID-WILLAMETTE WALLEY COMMUNITY ACTION AGENCY
Username CIONES Active T

Firet Mams CINDY

Last Mame JOMES

Middle Mame WVEROMICA Initials [oath]
Title PROGRAM MAMNAGER Roles

E-rnail cjones@mwycaa.org Edit Roles |
Phone 503-124-1515 =20

ast edited at 03-

-2005 06:31 AM by SHARRIS

Delete User

Figuren4=9—Delete User

User Role Edit
Managers are allowed to adjust roles and actions access for each user on
a ‘per screen’ basis in the ‘User Role Edit’ screen.

Edit User |

Setup: You are on the User View screen.
1. Click the ‘Edit Roles’ button in the middle of the screen (see Figure M1-

10).

User View

User Details

Agency MID-WILLAMETTE WALLEY COMMUNITY ACTION AGEMCY
Usernare CIOMES Active A

First Mame CINDY
Last Narme JOMNES

Middle Marme VEROMICA Initials CVl

Title PROGRAM MANAGER Roles
E-mail cjones@mwwcaa,org Edit Roles I
Phone 503-124-1515 x26

Last edited at 03-04-2005 06:31 AM by SHARRIS

Delete User | Edit User |

Figure M1-10: User View screen before Roles assigned.
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2. On the ‘User Role Edit’ screen, click on the roles that the user needs

then click ‘Update’ (see Figure M1-11).

User Role Edit

Mame: CINDY YERONICA JONES
Username: CIONES

User Roles

How To: Check box next to Role, as needed.

To Edit a Role - Click the Edit Actions link.

MNote: & role must first have been assigned and saved, before the edit Actions link is available

MANAGER ¥ Edit Actions

INTAKE ¥ Edit Actions

ADMIN ¥ Edit Actions
Figure M1-11: User Role Edit screen.

Note: As stated on page 5 under ‘New User’, this is the 1st of two steps
in establishing screen permissions for a user. Each role has a default set
of actions set to ‘Allow’. It will be explained in the next section how to

customize actions within roles.

3. Click the “Update” button. The ‘User View’ screen will appear next (see
Figure M1-12). Notice the user’s roles listed. This completes Step 1.
If the user needs all the default permissions associated with a given
role, then you don’t need to go any further than this step. When user
roles need to be customized further, such as restrictions to specific
screens within a specific role, you will learn to customize this in the

next section title, ‘User Action Edit’.

User View

User Details

Agency MID-WILLAMETTE WALLEY COMMUNITY ACTION AGENCY
Username CIOMES Active A

First Name CINDY

Last Name JOMES

E-rnail cjones@mwycaa.crg Edit Roles I

Phone 503-124-1515 xz2¢

Last edited at 03-04-2005 06:31 AM by SHARRIS

Middle Mame WEROMICA WELS [o3ta}
Tille FROGRAM MAMNAGER Rules ADMIN , INTAKE , MANAGER , WIEW

Delete User | Edit User |

Figure M1-12: User View screen.
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User Action Edit

Working from the last section, you can proceed to customize the default

actions for each role, as needed.

1. On the ‘User View’ screen, click the ‘Edit Roles’ button again (see Figure
M1-13).

User View

User Details

Agency MID-WILLAMETTE WALLEY COMMUNITY ACTION AGENCY
Username CIOMNES Active N

First Mame CINDY

Last Mame JOMES

Middle Name VEROMICA Initials CWl

Title PROGRAM MANAGER Roles ADMIM , INTAKE , MANAGER , VIEW
E-rnail ciones@mwycaa.org Edit Roles |

Phone 503-124-1515 =26

Last edited at 03-04-2005 06:31 AM by SHARRIS
Delete User | Edit User |

Figure M1-13: User View screen with roles listed

2. The User Role Edit screen will appear, and this time each role that
was previously assigned has a checked box next to it.

3. Next to each checked box, there will be blue-underlined ‘Edit Actions’
links (see Figure M1-12).

4. Click one of the Edit Actions link next to a role to customize (see Figure
M1-12). The User Action Edit screen will appear next.

User Role Edit

Marne: CINDY YERONICA JONES
Usernarme: CIONES

User Roles

How To: Check box next to Role, as needed.

To Edit a Role - Click the Edit Actians link.

Mote: A role must first have been assigned and saved, before the Edit Actions link is available

MANACER ¥ Edit dctions
WIEW ¥ Edit Actions
INTAKE ¥ Edit Actions
ADMIM ¥ Edit dctions

Figure M1-12: User Role Edit screen

5. On the ‘User Action Edit ‘screen, by default, all the actions for a role
are selected to allow access to the users.
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6. Select the appropriate action for each role that the user needs, either
‘Allow’ or “deny” (see Figure M1-13).

User Action Edit

YIEW - COC View

Mare: CINDY WERCNIZA JOMNES
Usernamme: CIOMES

in Raole

Allow

Deny
e

ZLIEAPOEA Edit Own Account

O & COC - Client Search

[ [ COc - Client Yiew

[ (o COC - Household Wiew
o & COC - Residence Wiew
o e COC - Incorme Delete
[ [ COC - Employer Delete
o 0 COC - Household Edit

(sl )

Figure M1-13: User Action Edit

7. Click the “Save” button. The User Role Edit screen will appear next.
If you need to customize a different role for this user, repeat Steps
M1-7 above. On the following pages, Figures M1-14 through M1-17,
the User Action Edit options are displayed for each of the HMIS-CoC
roles.
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User Action Edit - Manager
Figure M1-14, the “User Action Edit’ options are displayed for the
Manager role.

User Action Edit
MANAGER - COC Manager
Marne: SUZAMME HARRIS
Username: SHARRIS
Edit Actions within Role
Allow Deny
[ © COC - User - Wiew user account information
o & COC - User - Create new user
& & COC - User - Search for user acccunts
e [ COC - User - Edit user account infarmation
[ 0 COC - Agency - View agency information
[ 0 COC - Agency - Create new agency
[l 0 COC - fgency - Search for agencies
[ 0 COC - Agency - Edit agency information
& & COC - APC - View APC information
[l ' COC - APC - Create new APC relationship
o & COC - APC - Search for APCs
& & COC - APC - Edit APC information
@ 0 COC - User - Delete User Account
o & COC - User - Edit the Roles for user accounts
& & COC - User - Edit the Actions for Lser accounts
[ 0 COC - Program - Search and View Program
[l & COC - Program - 4dd a new program
[ 0 COC - Program - Edit a program
o 0 COC - APC - Delete APC
i+ © COC - &pc Housing Surmmary
[ & COC - &pc Housing Detail Edit
[l 0 COC - Apc Housing Detail Mew
[ ' COC - Delete Housing Transaction
Save |

Figure M1-14: User Action Edit for the Manager Role.
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User Action Edit - View
Figure M1-15, the ‘User Action Edit’ options are displayed for the view

role.

= o
= &
= o
= e
= o
= o
= o
= o

Allow Ceny

EdIt Actlons within Rale

CoC -

CocC -

CoC -

CocC -

CoC -

CocC -

Coc -

CocC -

User Action Edit

YIEW - COC View

Mame: SUZANME HARRIS
Usernare: SHARRIS

Edit Cwn Account
Client Search
Client Wiew
Fousehold Wiew
Residence View
[hcome Delete
Ermployer Delete

Fousehald Edit

Save

Figure M1-15: User Action Edit for the View Role.
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User Action Edit - Intake/Case Management Role
Figure M1-16, the ‘User Action edit’ options are displayed for the Intake/
Case Management role.

User Action Edit
INTAKE - COC Intake
Marme: SUSAMMNE HARELS
Usemame: SHARRIS
Edit Actions within Role
Allaw Deny
o ' COC - Remove Househald from Residence
(o 0 COC - Client New
(o] (‘ COC - Client Edit
[ e COC - County Select
o ol COC - Employer New
[ e COC - Employer Edit
o ' COC - Income New
o ' COC - Income Edit
[ [ COC  Mailing Address and Phone Update
[ e COC - Merge Households
o ' COC - Move Client to Housenold
o ' COC - Residence Edit
o ' COC - Residence New
o ' COC - Move Househald to Another Household
o ' COC - Remaove Client fram Househald
[ e COC - Enrollment WYiew
o ' COC - Assessment New
o ' COC - Assessment Edit
@ o COC - Enroliment Mew
o ' COC - Enrollment Clisnt Wiew
[ e COC - Enrollment Surnmmary
[ e COC - Housing Transaction Step 1
[ e COC - Enrollment Housing View
o ' COC - Service Transaction New
[ e HMIS_COC Housing Transackion Surnmary
[ e HMIS_COC Housing Transackion Step 2
[ e HMIS_COC Housing Transackion Step 3
[ e HMIS_COC Housing Transackion Step 4
[ e COC - Apc Housing Detail Delete
o ' COC - Shelter Transaction MNew
o ' COC - Shelter Transaction Edit
[ o COC - Service Transaction Cdit
i« o COC - Program Exit Edit
[ e COC - Program Enrallment Edit

Figure M1-16: User Action Edit for the Intake/Case Management Role.
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User Action Edit — Admin
In Figure M1-17, the ‘User Action Edit’ options are displayed for the
Admin role.

Marne:
Usernarme:

allow

o

I T T T T T TR B T T B O

SUZANME HARRIS

User Action Edit

ADMIN - COC Adrnin

SHARRIS

Deny

o

o e TiNe Bt BEe TNe BELe B BN e TS TS TS B

Edit Actions within Role

Grant Allocation - Edit Allocation

Grant Allocation - Create Naw Allocation
Grant Allocation Search

Grant Allocation View

Grant - Edit a Grant

Grant - Creat a Mew Grant

Grant APC Authorization Edit

Grant Apc Authorization Mew

Grant Apc Authorization Delete

o -

coc -

coc

coc -

coc -

- Apc Service Detail Mew

&pc Budget New/Ediz

Apc Service Detail Edit

Apc Service Detail Celete

Apc Service Sumrmary

Save I

Figure M1-17: User Action Edit for the Admin Role.
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User Edit

The ‘User Edit’ Screen allows a manager to update user information,
such as the name, e-mail address, user roles, or reset a user's

password.

Setup: You are on the ‘User View’ screen.

1. Click the “Edit User” button. The ‘User Edit’ screen will appear (see

Figure M1-18).

2. To change the user’s title. Click the “Save Changes” button. The User
View screen will appear next with changes completed. There may be
times that a manager needs to reset a user’s password. Follow the

steps below.

User View

User Details
Agency MID-WILLAMETTE WALLEY COMMUNITY ACTICN AGENCY
Usernarne CIONES Active Ay

First Mame CINDY

Last Mame JOMES

Middle Mame WEROMICA Initials (4T3 ]
Title PROGRAM MANAGER Roles

E-rnail clones@rwycas.arg Edit Roles |
Phone 203-124-1515 x26

Last edited at 03-04-2005 06:31 &M by SHARRIS

Delete User |

ADMIN , INTAKE , MANMAGER | WIEW

Edit User |

Figure M1-18: User View - Edit User button
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Reset User Password

Setup: You are on the ‘User View’ screen.

1. Click the ‘Edit User’ button. The ‘User Edit’ screen will appear (see
Figure M1-18).

2. On the ‘User Edit’ screen, at the bottom, "Reset password" check box
(see Figure M1- 19). A manager would use this feature if a password
was forgotten, or if it needs to be changed for routine reasons.

NOTE: A password can not be reused right away. A new password
needs to be created and can not be similar to the previous password. If
the new password is similar to the old one, the system will identify the
new password as the old password and will not allow the user access.

3. Click the “Save Changes” button. The ‘User View’ screen will display
next. The user will need to log in with a temporary password (see
Section One - Basic Operations).

User Edit

User Information (Fields marked with * are required.)

User Marme and Password REQs

User Marme CIOMES

First Name |cInDy *

Last Mame Pones *

Middle Mame  |VEROMICA Initials SOERE
Title IF‘ROGRF\.M MAMNAGER

E-mail chones@mwvc:aa.org

Phone |503—124—1515 * Ext|26
Agency IMW\.-'CP.P. "I #

Reset password r | Zave Changes |

Figure M1-19: User Edit screen - Change Password
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M2 Section
Management Functions

The “Tree Structure to Building Programs” in OPUS

Agency

Search

New

View

Edit
Program

Search

New

View

Edit
Counties in OPUS
Grant

Search

New

View

Edit
APC

Search

New
The Parent APC

View
The Child APC

View

Edit

Delete
Verifying the APC Tree Structure
Grant Allocation

New

Grant APC Authorizations - New
APC Budgets

APC Service Transactions

APC Housing Transactions

APC Housing Detail — Edit
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The Tree Structure to Building Programs in OPUS

In order for programs to be utilized in OPUS, an ‘APC tree’ structure
must be established in OPUS which recognizes the programs so that
clients can enroll and receive services.

APC stands for: 1-Agency, 2-Program, 3-County, and M2-Grant. The
‘APC tree’ structure includes the necessary components to be able to
allocate grant funds from the grant level to the agency level, and make
funds available for client assistance programs. This structure produces
‘APC(s)’ which act as specific program accounts that receive grant
allocations and allow clients to enroll in programs.

This diagram offers a visual representation of an APC Tree Structure.

APC Tree Structure

Note: A Grant must be created
2 before the APC can be completed.

4:‘} e
Grant

0
/| Agency — —~

| (s3]
: f,.{\ . _‘ py \ :
'x:f’| Program APC || Grant Allocations
(3)
| County (?ﬁjl

APC Allocations

P

Scenario 1 Scenario 2
Parent Agency Parent Agency
w/no with
SubAgencies SubAgencies

If an APC hasn’t been created yet, the first step is to create the ‘Agency’
branch of the tree. Proceed to the next section titled, “Agency Search.”
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Agency Search

An agency using OPUS will most likely have this step created by Oregon
Housing and Community Services. The “Manager” role manages the
agency screens. Agency Screens allow a manager to create and update
records such as address, phone, etc. There are four screen types:
Search, New, View and Edit. When a “new” agency is created in OPUS,
it is not an agency that may be seen by other agencies.

Grant |

®

Agency

Program ARC

County

Setup: Start from the ‘Message of the Day’ screen.

1. On the Main Menu, scroll the mouse over ‘Management’, click
‘Agency’ (see Figure M2-1). The ‘Agency Search’ screen will appear next
(see Figure M2-2 next page).

Cliemt |  Program | Fizcal 4 Feports
ApC
Program
Uzear
Figure M2-1: Management Menu - Agency Option
M2-19 M2 Section. MANAGEMENT: Revised 06/01/2007

Management and Grant Functions



2. Enter an agency abbreviation in the ‘ABBR’ box and click the ‘Search’
button.

Agency Search

Enter at least one field to search.

fgency Mame  |NEW BEGINNINGS peR, |

Address | i
Phone I 000-000-0000 @ Results below
If no results, you can | Add Agency I

Search Results (Click Agency Name to View Agency Screen.)

Agency Narme Abbrev Address Fhone

M matches

Figure M2-2: Agency Search screen

Agency New

A new agency can be created by following the steps.

Grant

(1)
WA

Agency [

Program | APC

County —

Setup: You are on the Agency Search screen.
1. On the ‘Left Nav Bar’, under ‘Agency’, click the ‘New’ link. The
‘Agency New’ screen will appear next (see Figure M2-3).

Agency New

Agency Information (Fields marked with * are required.)
Mame Agency Abbreviation Tax Payer ID

INEW BEGINNINGS * INBA * |0145?89 *

Contact Info
Phone Ext Fax

|503—454—1515 .9, 000-000-0000% | [503-454-1516 | e.q. 000-000-0000

Physical Address

Mo Direction Street Mame Type Direction Unit #
|15 | =] |sTaTE lst &l =l [ewoc=l]2
City State Zip

[saLEM-37302 =l or  [e7302-3ALEM =l +a]
Mailing Address MV same as Physical Address

Mo Direction Street Mame Type Direction Unit #
I [IET = =T =
City State  Zip

I Eoor ] Il +a]

Figure M2-3: Agency New screen
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2. Enter or Select, all fields marked * are required.

Agency Name

Agency Abbreviation

Tax Payer ID

Contact Phone and Fax numbers
Physical address

Mailing address

Click Save button to save

Q00T

The Agency View screen will appear next (see Figure M2-4).

Agency View

Agency

Mame: MEW BEGINNINGS Edit Agency |
Tax I 0145789 ABER: NEA

Contact Info

Phone Fax

(503} 454-1515
Physical Address
15 STATE ST BLDG 2
SALEM, OR 97302
Mailing Address

15 STATE ST BLDG 2
SHLEM, OR 97302

{503) 454-1516

Figure M2-4: Agency View screen

Agency View

The ‘Agency View’ screen (see Figure M2-4, above), provides a “view-only”
"snap-shot" of agency information. To edit agency information, click the
‘Edit Agency’ button on the right-side of screen, or on the Left
Navigation Bar. The ‘Agency Edit’ screen will appear next.

Agency Edit
The ‘Agency Edit’ screen provides "editable™ @fields to update
information.
Grant
7\
LR
Agency '—
1 o
Program | APC
==
County I—
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Setup: In working from the last section, you are on the Agency Edit

screen.

1. The following fields can be updated on the Agency Edit screen (see
Figure M2-5).

Agency Edit

Agency Information (Fields marked with * are required.)

[nEW BEGINNINGSE * [rea +  [oids7as

Contact Info
Phone Ext Fax

[503954-1515  ooo-o00-0o00 | [s03-454-1516 | ooo-noo-o000

Physical address

Ma, Direction Street Name Type Direction Unit #
[E [sae [sr E[E feeER
City State  Zip

[saLEm-97302 = er 97302-SALEM ol
Mailing Address ¥ Same as Physical

Ma, Direction Street Name Type Direction Unit #
[is | [ &l [state [st =l = [ewoc=lz |
City State  Zip

[saLem-97302 = oo 97302-SALEM o+l

Figure M2-5: Agency Edit screen

Note: All fields marked * are required before saving, see next page.

Agency Name

Agency Abbreviation

Agency tax payer ID

Contact Phone and Fax numbers
Physical address

Mailing address

@roaoow

next with the updated information.

Program Screens

Grant

Agency

(N
“—| Program

s

County ——

Click the Save Changes button The Agency View screen will appear

Program screens allow agencies to update or create programs in OPUS.
There are four program screen types: Search, New, View and Edit.
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In some cases, an ‘OHCS-sponsored’ program may have been setup
initially by the State of Oregon Housing and Community Services. At
the agency level, ‘new’ programs may be created, and if additional third
party grant funds are available, the OPUS system can be utilized for
local programs by using the OPUS business rules and reports.

Program Search

Setup: You are on the ‘Message of the Day’ screen.

1. On the main menu, scroll the mouse over ‘Management’, and click
‘Program’ in the drop down menu (see Figure M2-6). The ‘Program/View

Search’ screen will appear next (see Figure M2-7).

Client |  Program | izcal 1 rv Reportz | Help

Agency

AP

< Frogram >

Uszer

Figure M2-6: Management Menu Drop-down Menu

Program Search/View

Enter at least one field to search,

Program Name  |FIRST STEPS e LIEAP 2001 Code |
Start Date [ Mmooy

End Date |— MMDDY Y Search |

If no results, you can create a Mew Program | .

Search Results
Frogram Code Frogram Mame Start Date End Date
Mo rmatches

Figure M2-7: Program Search/View screen.

2. Enter a program name to search. The ‘Program Search’ screen works
as both a search and a view screen. A program is created with basic
components: program code, program name, start date and end date.
If there are no results, click the ‘New Program’ button. The ‘Program
New’ screen will appear next - see next section (page 24) on how to

create a new program.
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Program New

You are on the ‘Message of the Day’ screen. On the main menu, scroll
the mouse over ‘Management’, and click ‘Program’ in the drop down
menu (see Figure M2-8).

Client |  Program | izcal an agery | Reportz | Help

Figure M2-8: Main Menu Drop-down Menu

Grant

Agency

)

Program APC |

County

To create a new program, follow the steps.

Setup: You are on the ‘Program Search/View’ screen.

1. Search for the Program. If the program is not found, click the ‘New
Program’ button, or the ‘New’ link under Program on the Left Nav
Bar. The Program New screen will appear next (see Figure M2-9).

Program New

Program Information (Fields marked with * are required.)

Mare Code

IFIRST STEPRS * IlSTSTEPS *
Effective Dates

Start Date End Date

ID‘B-SEI-ZDEM F MMODDTTTY IlD-EIl-ZEIDE F MMDDTTTY
Program Years

Federal Poverty Tear

IZEIEI4 'I * Savel

Figure M2-9: Program New
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2. Enter or Select; all fields marked * are required.
Program Name

Program Code

Program Type

Start Date and End Date

Program Years for calculations

Click “Save” button

m0QoO0 T

The Program Search/View screen will appear next (see Figure M2-10).

Program Search/View

Enter at least ane field to search.

Program Name  |FIRST STEPS e.g. LIEAP 2001 Code |
Start Date I MMDDYYTY
End Date [ MMDDTY Y Search |

If no results, you can create a Mew Program | .

Search Results

Program Code Program Marme Start Date End Date
15TSTERS FIRST STEPS 09-30-2004 10-01-z2005

Figure M2-10: Program Search/View

Program View

The ‘Program Search/View’ screen acts like a ‘Search’ and a ‘View’
screen. Search for the program that you created in the previous
section, click the ‘Search’ button and it will show up in the results

section (see Figure M2-11).

Program Search/View

Enter at least one field to search,

Program Mame IFIRST STEPS e.q. LIEAP 2001 Code I
Start Date I MMDDY™
End Date | MMDDY Yy Search |

ou can create a Mew Program | )

Search Results

Program Code
15TSTERPS

Program Mame Start Date End Date
FIRST STEPS 09-30-z004 10-01-2005

Figure M2-11: Program Search/View
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Program Edit

Setup: You are on the ‘Program Search/View’ screen.
1. Search for the program. Click the program name in the results. The
‘Program Edit’ screen will appear next (see Figure M2-12).

Program Edit

Program Information (Fields marked with * are required.)

Marme Code

IF]RST STEPS * IlSTSTEPS *
Ettective Dates

Start Date End Date

ID‘B—SEI-ZI:IEI4 * MMDDY YT IlD—Dl-ZDDS * MMDDTYY
Program Year

Federal Poverty vear

|2DD4 "I * Save Changes

Figure M2-12: Program Search/View

2. Updated fields as needed (see Figure M2-12), all fields marked * are
required.

Program Name

Program Code

Effective Program Start Date

Effective Program End Date

Program Federal Poverty Year

Click “Save Changes” button

"0Q0 T

The ‘Program Search/View’ screen will appear next. Search for the
program and you’ll see the changes made in the search results (see Figure
M2-13).

Program Search/View

Enter at least one field to search.

Program Mame IFIRST STEPS e.qg, LIEAP 2001 Code I

Start Date I MMDOY Y

End Date | MMDOTY Search |

If no results, you can create a Mew Program | .

Search Results

Erogram Code Erogram Mame Start Diate End Diate
1STSTERS FIRST STEPS 09-30-2004 10-01-2005

Figure M2-13: Program Search/View
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Counties in OPUS

‘ Grant I

Agency [

Program APC

= |
\3)| County |

Counties will be available to select from dropdown menus on any screen
requiring them. All Oregon counties were obtained from the U.S. Postal
Service are setup in the OPUS database. Therefore, whenever a county
is asked for on a screen, a drop-down list of Oregon counties will be
available to choose from (see Figure M2-14).

County | ;I

BAKER
BENTON
CLACKAMAS
CLATSOP
COLUMBIA
Coos
CROOK
CURRY
DESCHUTES
poucLas =

Figure M2-14: County Select drop-down menu.
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The Next Step of an APC Tree Structure

(a)
L
Grant
| Agency I—
Program APC
County

Figure M2-15: Grant component of the APC Tree Structure.

Thus far, the Agency, Program and County components have been
explained. The next step is to setup a Grant. The grant will create a
fund that is used to allocate funds down the APC tree structure (see Figure
M2-15). The next section explains the steps in creating a Grant.

Grant Search

P

\E)
Grant

Agency

Program APC

County

A grant holds the funds which will be allocated to APC(s) for programs
which are used for client assistance in OPUS. As always, it's important

to search for the grant to see if it already exists in the database before
creating a new one.
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Setup: Start from the ‘Message of the Day’ screen.
1. From the Main Menu, roll the mouse over the Fiscal menu and down
to Grant. Click the Grant option (see Figure M2-16).

Client | Prograrm | izcal vl T Reparts | Help

Figure M2-16: Fiscal menu on the Main menu.

The Grant Search screen will appear next (see Figure M2-17).

Grant Search

Grant Mame IlSTSTEPS &.0. LIEAF 2000

Contract # |14—4?E
Start Date |09-30-2004 e.g. MMDDYYYY
tnd Late IW &.d, MMLLTTTT
Search |

If no results, you can create a  New Grant | .

Search Results

Grant Dates
Grant Contract# Agency Start - End Type Updated I
Mo matches

=
I

Figure M2-17: Grant Search screen.

2. Enter a grant name, contract number, start and/or end date. Click the
‘Search’ button.

3. The search results will appear below with any matches. If no results
are found, then you can proceed to create a New Grant. Follow steps in
the next section titled “Grant New”.

Grant New

Grant

Program ] | APC
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Setup: Start from the ‘Grant Search’ screen.
1. Click the ‘New’ link on the Left Navigation Bar under Grant (see Figure
M2-18). The Grant New screen will appear next.

Grant
Search
Wi
Edit
Mew

Figure M2-18: Left Nav Bar - Grant New link

2. Enter the following information. All fields marked with a * are
required (see Figure M2-19).

Grant New

Grant Information (Fields marked with * are reguired.)
Grant Marne |15T=TERS #
Grant Type |HMIS coc =] *

Contract # |14—4?8 *
Start Date IDQ-SD-ZDD4 * e.g. MMDDY Y

End Date IlD—Dl—ZDDS * g.g. MMDDY Y I Closed
Agency IMWUCAA 'I * ga\.-el

Figure M2-19: Grant New screen

a. Grant name
b. Grant type
c. Contract number
e. Start Date
f. End Date
g. Agency
h. Leave the ‘Closed’ option unchecked in order to use the Grant.
i. Click the “Save” button, the Grant View will appear next.
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Grant View

Agency

Program L APC

County

On the Grant View screen, you’ll see on the top portion of the screen a
view of the grant name, grant type, contract number, start and end
dates, and the agency name (see Figure M2-20).

Grant View

Grant 15TSTEPS Agency MID-WILLAMETTE VALLEY
COMMUNITY ACTION AGENCY

Grant Type HMIS COC
Contract # 14-475

Start Date 09-30-2004

End Date 10-01-2005 Closed? N
Jo |l EditGrant_ | Ll L]
Total Grant Transferred Total Total Remaining
$0.00 $0.00 $0.00
Mew Allocation |

Allocations

To Edit: Click Arnount row to edit. The Grant Allocation Edit screen will appear next.

Amount Allocation Date Insert Date User

Grant APC Authorizations
APC Mame Limit Amount

Mew Authorization I

Figure M2-20: Grant View screen

If you notice something that needs corrected in information that was
entered on the Grant New screen, click the Edit Grant button to update
the information (see Figure M2-20). Also, see the next section titled ‘Grant
Edit’ for more information. The Grant View screen provides a manager
the ability to allocate, manage, and authorize grant funds to agencies to
be used for program assistance in OPUS. The middle and lower sections
of the Grant View screen are the areas managers use to manage and
allocated their grant funds. This is fully explained in the section titled
‘Grant Allocations’.
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Grant Edit

A grant can be edited from the ‘Grant View’ screen by following these
guidelines:

Setup: You are on the ‘Grant View’ screen.
1 Click the ‘Edit’ link on the Left Navigation Bar under Grant (see Figure
M2-21). The ‘Grant Edit’ screen will appear next.

h “E‘

d

Grant
Search
f=I
Edit
New

Figure M2-21: Left Nav Bar - Grant

2 You can edit the following information. All fields marked with a * are
required (see Figure M2-22).

Grant Edit

Grant Information (Fields marked with * are required.}

Grant Mame IlSTSTEPS #

Grant Type  |HMIS COC =] *

Contract# |14—4?8 *
Start Date |09-30-2DD4 * g, MMDDTYTY

End Date [10-01-2005 * .9, MMDDTYTY [ Closed
Agency IMWUCAA 'l * Save Changes |

Figure M2-22: Grant Edit

Grant name

Contract number

Start Date

End Date

Agency

Leave the ‘Closed’ option unchecked in order to use the Grant.
Click the Save button, the Grant View will appear next (See Figure
M2-23, page 33).

@+~0oo0oy
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Grant View

Grant 1STSTEPS Agency MID-WILLAMETTE WALLEY
COMMUNITY ACTION AGENCY

Grant Type HMIS CoC
Contract # 14-478
Start Date 09-30-2004

End Date 10-01-2005 Closed? M

Edit Grant

Total Grant Transferred Total Total Remaining

Figure M2-23: Grant View

APC Screens

The acronym APC stands for Agency, Program, and County. The four
types of APC Screens: Search, New, View and Edit, allow a manager to
complete the final step of the APC tree structure by pulling the
previously created components: Agency, Grant, and Program, with or
without a County. Additional details will be entered and structured at
the APC level such as: which agencies will utilize a specific program,
and the start and end dates for an APC(s) operating budget.

The APC tree structure can be either a Parent Level APC agency, or a
Child Level APC agency, as this will be explained in the following
sections. Each type of APC manages their APC program and budget
accounts. Grant funds are allocated to either the Parent Level or to a
Child or sub-agency level depending on where the services and
programs are administered to at the client-level.

Essentially, there are two scenarios involved:

(1) - an agency sets up a tree structure with only one agency that is
responsible for its own budget and provides its own services utilizing
grant funds, or (2) - an agency creates one or several sub-agencies, or
county-level agencies, that administer their own separate budgets and
provide direct services to their clients, but not from a parent level. For a
visual diagram of this, see Figure M2-25b. There are four APC screen
types: Search, New, View and Edit.
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APC Search

As always, it’s important to search an APC to see if it exists in the
database before creating a new one.

Setup: Start from the ‘Message of the Day’ screen.

1 On the Main Menu, Scroll the mouse over the ‘Management’ menu,
and scroll down and click the *‘APC’ item (see Figure M2-24). The ‘APC
Search’ screen will appear next (see Figure M2-25a, page 35).

Cliemt | Program | Fiscal |  Managemert | Reports | Help

Agency

APC

Frogram
Uzer
Figure M2-24: Main Menu - APC
®
APC

Scenario 1 Scenario 2
Parent Agency Parent Agency
w/no with
SubAgencies SubAgencies

2. Select or enter one or more search criteria such as: Agency, County,
Program, Grant, Start and End Dates, COC Affiliation Code, or HUD
Program Type. Click the “Search” button.

3. The search results will appear below with any matches (see Figure M2-
25a) to the APC you are looking for. If no results are found, then you
can proceed to create a New APC. Follow steps in the next section
titled ‘APC New’.
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APC Search

APC = Agency/Program/County

Agency Iﬁ COC Affiliation Code |
County I—;[ HUD: Program Type |
Program |FIRST STEPS =
Grant I ;I
Start Date I MMDDY Y

End Date I MMDDY Y

If no results, you can create o | New APC

Search Results
Agency Eroaram County Grant Lo CODE

Mo matches

Start Date -
End Date

Figure M2-25a: APC Search screen

Scenario 1"

All Agencies have at least ONE Parent

Parent-Leval Parent | W/o County

Child-Lewvel

' child-1 w/County |

Scenario "2

Some Agencies have
a Parent agency and/or
one or more Child agencies

Parent

" Child-2 wi/County l

Figure M2-25b: Scenarios of possible Agency "ARPC Tree Structures’,
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APC New

APC

Scenario 2
Parent Agency
with
SubAgencies

Scenario 1
Parent Agency
w/no

SubAgencies

Scenario #1 - The Parent APC

The Parent APC includes the top-level agency receiving OHCS sponsored
grant funds. A Parent APC may or may not have sub-agencies.
Therefore, a Parent APC may provide direct services or program
assistance to clients. All agencies start with a Parent APC. Then, f there
are sub-agencies under them, each agency would create a Child Level
APC by following the steps in Scenario #2 - The Child APC.

The Parent-level APC will be explained first.

Setup: You are on the APC Search screen.
1. On the Left Nav Bar, click the ‘New’ link under APC (see Figure M2-26).

p-/wl

Search

Agency
ARC

Program

Edit
Budget
Housing
Services

Figure M2-26: Left Nav Bar - New link
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The ‘APC New’ screen will appear next (see Figure M2-27).

APC New
Fields marked * are required before saving.
APC = Agency/Program/County
Agency Mame MWYCAA 'I *
Sub Agency to | ;l
County -
Program [FIRST =TEFS =] =
rant [LSTSTEPS-MWY AR =1
Start Date 05-30-2004 | * MMDDY T
End Date 10-01-2005 | * MMDDYTYT
APR Program Type © na
& sHp ' shelter + Care ' section 8
[Hm1s =1
FIPS55
State dregon
County MARION .| *
City / Place |sALEM ==
COC Athhaton Code IMARION/POLK COUNTY COC;I *
Fed. Register Program Type ITrans\tmnaI housing ;I * Save

Figure M2-27: APC New screen

2. Select the Agency Name.
3. When creating a Parent Level APC, leave the ‘Sub Agency’ to and the
‘County’ options blank.

CRNDO A

Select the Program name

Select the Grant name

Enter the APC start date

Enter the APC end date

Select the APR Program Type

Select the FIPS55 State, County, City, CoC Affiliation Code, and

Federal Register Program Type.
10. Click the Save button.

The APC View screen will appear next (see Figure M2-28).
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APC VIGW ’W View Services Yiew Housing
APC = Agency/Program/County
APC MWYCAA-1STSTEPS-15TSTEPS
Start Date 09-30-2004 End Date 10-C1-2005
Sub APRC tao
Sub APC's
&PR COC Type SHP
AFPR Program Style HMIS
FIPS55 ORD4764900
State Oregon
County MARTION
City / Place SALEM
COC Affiliation Code ORO3-504
Fed. Register Program Type Transitional housing
Delete APC Edit APC

Figure M2-28: APC View screen

APC View

The APC View screen provides a view of the Parent APC (see Figure M2-28).
There are several areas on this screen that will be described later within
their own sections. Refer to those sections for more details.

Button - Edit APC
If you need to edit something, click the ‘Edit APC’ button at the bottom
of the screen.

Button - Delete APC
If the APC is no longer needed, then click the ‘Delete APC’ button.

View Buttons -

Budget, Services & Housing Buttons

The ‘View Budget’ button leads you to enter a budget for a specific APC.
For example, if a budget needs to be entered for a Parent APC, you click
this button at the parent-level. If you need to enter a budget for a Child
APC, use the button on ‘APC View’ screen for the child level. The same
is true for the ‘View Services’ and ‘View Housing’ buttons. Each of these
areas are described in their respective topic sections of this manual.
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Scenario #2 — Child APC

APC

Scenario 2
Parent Agency
with

SubAgencies

Scenario 1
Parent Agency
w/no
SubAgencies

If an agency has sub-agencies under them, each agency should create a
‘Child-level’ APC. Create a Child-level APC as follows:

Setup: You are on the APC Search screen.
1. On the Left Nav Bar, click the ‘New’ link under APC (see Figure M2-
29).

Search
Sgeicy
AFC
Froararn

APL
Mew
View

Budjet
Housing
Services

Figure M2-29: Left Nav Bar - New link

The APC New screen will appear next (see Figure M2-30).

APC New

Fields rnarked " are required before saving,
APC = Agency/Program/County

Agency Mame lm *

Sub Agency to |MWVCAA-1STSTERS-1STSTEPS =l

Program [FiRsT STEPS )_I *

Grant [1STSTEPS-MWYCAS =

Start Date N e [T

End Date [t0-01-2005 * MMDEYrry

APR Program Type T na

& shp O shelter + Care © section @
[Hmis =

FIPS55

State Qregon

County lm *

Cily # Place [saLEm =]
COC affiliation Code [MARION/POLK COUNTY COC =] *

Fed. Register Program Type |Trans\tiona| haousing ;[ * Save I

Figure M2-30: APC New screen - Child level
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N

Select the Agency Name.

w

When creating a Child Level APC, choose the Parent APC as the option

for Sub Agency to, and choose the County for the sub-agency.

Select the Program name
Select the Grant name

©o N O A

10. Click the Save button.

Enter the Child APC start date

Enter the Child APC end date

Select the APR Program Type

Select the FIPS55 State, County, City, CoC affiliation Code, and
Federal Register Program Type.

The APC View screen will appear next (see Figure M2-31).

APC View

The APC View screen provides a view of either the parent or child APC,
depending on which one you are working on. A parent APC view screen
is almost identical to a child APC view screen. The content would be
different between parent and child. Notice that the Child APC has the
Parent APC listed by the ‘Sub-Agency To’ area of the screen.

APC Vlew Wiew Budget I Wiew Services

Wiew Housing

AFC = Agency/Frogram/County

APR COC “ype SHP

APR Program Style HMIS

FIPS55 ORD4764900
State oregon
County MARION
City / Place SALEM

COC affilistion Code ORO3-504

Fed. Register Program Type Transitional housing

Delete APC Edit APC

APC MWYCAA-1S5TSTEPS-MAR-15TSTEPS

Start O =t Erd 10-01-2005
Sub APC to MW CAA-1ISTETEPS-1STSTERPS
Sub APC's

Figure M2-31: APC View screen - Child level

Edit APC

If you need to edit something, click the “Edit APC” button at the bottom

of the screen (see Figure M2-31).
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Delete APC
If the APC is no longer needed, then click the “Delete” button (see Figure
M2-31, page M2-40).

View Buttons - Budget, Services & Housing

These “View” buttons, at the top of the screen, lead to a budget screen,
services screen, or a housing screen for a specific APC. If the Child APC
is responsible for administering a budget and providing services, then
enter those details by using these buttons at the ‘Child Level APC view’
screen.

If the Parent APC is responsible for administering the budget and
providing services directly to clients, then search for the Parent Level

APC, access the ‘APC View’, and enter the budget, services and housing
details there.

Verifying the APC Structure

Grant

Agency :—

Program [ APC

County —

After setting up the Parent and any Child Level APC(s), it’s always a
good idea to verify that the tree structure is setup correctly. On the
‘APC Search’ screen, select the agency name and the program name and
click the search button (see Figure M2-32, page 42).
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Child level —

Parent —

APC Search

Search Results

fgsnay Pradgd Gy drart

MABION 1STSTERS

FIRST STESS

LR = AgencyfErograefCeunty

saiiy [ —
S oty [ 3 HLUE Fragram Tepe
Brogram [FiR=T srers =
Grart [15T=Ters mvwcan

Start Duste MDD

End Data MEDDAT

IFrp Pesulks, you can greare 3 | hew APC

LETETEPS  CRAOHE04

Trarshional housing

Tramshonal Rausing

GBS0 -

Figure M2-32: APC Search screen

View Budget I

Wiew Services

Wiew Housing

APC = Agency/Program/County
APC

Start Date 09-30-2004

Sub APC to
Sub APC's

Edit APC |

APR COC Type SHP

APR Prograrn Style HMIS

FIPS55 ORD4764900
State Qregon
County MARION
City / Place SALEM

Coc Affiliation Code ORO3-504

MWYCAA-1STSTEPS-15TSTEPS

End Date  13-01-2005

Fed. Reqgister Prograrm Type Transitional housing

MWW CAA-1STSTEPS-MAR-1STSTEPS

Figure M2-33: APC View screen

In the results, you should find the Parent Level listed with no county,
and then any Child Level APC(s) listed with their respective counties in

the results.

Each APC link goes to their respective APC View for more details. If
anything needs to be edited or updated, such as an extended contract
date, click the Edit APC button to see the APC Edit screen (see Figure M2-

33).

M2-42

M2 Section. MANAGEMENT:
Management and Grant Functions

Revised 06/01/2007



Grant Allocation

For grant allocations, depending on how an agency administers their
services to the client, each APC can hold pockets of allocated grant
Funds are to be used for client assistance.

Client | Program | izcal Y Feports | Help

Figure M2-34: Main Menu - Fiscal Drop-down menu

Setup: You are on the APC Search screen.

1. On the Main Menu bar, scroll the mouse over ‘Fiscal’, and click on the
‘Grant’ option. The ‘Grant Search’ screen will appear next.

2. Enter the Grant name to search which was created earlier. It will
display in the search results (see Figure M2-35).

Grant Search
Grant Namne |15TsTERPS .9, LIEAP 2000
Contract # I

Start Date I e.g. MMDDY Y
End Date I e.q. MMDOTY

Grant Dates

m

Agency Start - End Type Updated I
MIC 09-30-2004 - 10-01-2005 HMIS COC 02-15-2005 =

E
= |0

I

WILLAMETTE
WALLEY
COMMUNITY
ACTION
AGEMCY

Figure M2-35: Grant Search screen

3. In the Results section, click the Grant link, the ‘Grant View’ screen
will appear next (see Figure M2-36).

Grant View

Grant 1STSTEPS Agency MID-WILLAMETTE WALLEY
COMMUNITY ACTION AGEMCY

Grant Type  HMIS COC

Contract # 14-478

Start Date 09-30-2004

End Date 10-01-2005 Closed? M
Total Grant Transferred Total Total Remaining
£0.00 40,00 40,00

Mew Allocation

Allocations

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.
Amount Allocation Date Insert Date User

Grant APC Authorizations
APC Name Limit Amount

Mew Authorization

Figure M2-36: Grant View screen - Before Allocations
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The Grant View screen displays several areas:

A. Allocations - This area displays the grant fund which establishes the
‘base’ grant. The labels in this area include: Total Grant, Transferred
Total, and Total Remaining. The button labeled ‘New Allocation’
allows you to ‘deposit’ or ‘subtract’ funds to/from the Grant.

B. Grant/APC Authorizations - An agency needs to authorize grant
allocations to specific APCs - either the Parent or Child Level APCs.
As grant funds are transferred to the Parent and/or Child APC levels,
the section labeled ‘Grant Authorizations’ will display a history of
transfers as they occur. This is demonstrated in the following
exercises.

Grant Allocation New

The ‘Grant Allocation New’ screen allows a manager to set-up grant

funds which are used at the APC level to provide services.

Setup: Start from the Grant View screen.

1. On the ‘Grant View’ screen, click the button labeled ‘New Allocation’.
The ‘Grant Allocation New’ screen will appear next (see Figure M2-37).

Grant Allocation New

Fields marked with an * are required.

Grant: 1STSTEPS

Armount O
(Select + or -) . 4 |s0000.00 *
allocation Date  [10-01-2004 * &g, MMDDYYYY

Save Allocation |

Figure M2-37: Grant Allocation New screen.

2. Enter the dollar amount to add to the grant and select the (+) option
to deposit. Selecting the (-) will subtract funds from the balance.

3. Enter the Allocation Date.

4. Click the “Save” button.
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On the ‘Grant View’ (see Figure M2-38), the amount that was allocated wiill
be displayed under the section labeled ‘Allocations’. In order to use the
funds, the next section titled “APC Authorization New” describes how to
transfer funds to the APC level to be used for agency programs.

Grant View

Grant 1STSTEPS Agency MID-WILLAMETTE VALLEY
COMMUNITY ACTION AGEMCY

Grant Type HMIS CoOC
Contract # 14-478

Start Date 09-30-2004

End Date 10-01-2005 Closed? N

Edit Grant
Total Grant Transferred Total Total Remaining
$50,000.00 $0.00 $50,000.00

Mew Allocation

< Allocations

Edit: Clicl unt row to edit, The Grant Allocation Edit screen will appear next.
Amount Allocation Date Insert Date User
4$50,000.00 10-01-2004 0z-15-2005 SH

Grant APC Authorizations
APC Name Limit Amount

Mew Authorization

Figure M2-38: Grant View screen - After Grant Allocation

Grant APC Authorization New

The ‘Manager’ role authorizes funds to the APC level for program
assistance.

Setup: You are on the Grant View screen.
1. Click the button ‘New Authorization’. The ‘Grant APC Authorization
New’ screen will appear next (see Figure M2-39).
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Grant APC Authorization New

Grant 1STSTEPS
Total Funds $50,000.00

Assigned Funds $0.00
Committed Unlimited Funds (a# AfFc'sy $0.00
Committed Funds (&is 4°0) $0.00

Available Funds $50,000.00

APLC IMW'\.-'CF'.F'.-lSTSTEPS-M.ﬁ.R-lSTSTEPS;I

Lirnit I

Lirnit &mount 4 [40000.00 save |

Figure M2-39: Grant APC Allocation New screen

2. Select the APC (either the Parent or Child) to transfer funds to.
Note: the Child APC will have a ‘County’ appended to it.

3. For the ‘limit’ checkbox, this is to limit so that the APC doesn’t over
spend a fixed or limit amount. If a limit amount is needed, select the
‘Limit’ checkbox and enter the limit amount.

4. Click the ‘Save’ button. The ‘Grant View’ will display next. The new
authorization will be displayed under the ‘Grant Authorizations’
section.

In Figure M2-40, page 47, the grant authorization was designated to
the child APC. Note the ‘MAR’ County in the APC name (see Figure M2-
40). In this case, the Child APC provides the services and administers
housing services for clients.
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Grant View

Grant 1STSTEPS Agency MID-WILLAMETTE WALLEY
Grant Type HMIS COC

Cunlracl & 14-478

Start Date 09-30-2004

End Date 10-01-2005 Closed? M

Edit Grant
Total Grant Transferred Total Total Remaining
$50,000,00 $0.00 $50,000,00

MNew Allocation |

Allocations

To Edit: Cliclk Amount row to edit, The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date
4$50,000.00 10-01-2004 0z-15-2005

tant APC Authorizations

APC Name Limit Amount

MW CAA-ISTSTERPS-MAR-1STSTEPS $40,000.00

\ Mew Authorization I

COMMUNITY ACTION AGENCY

User
SH

Figure M2-Z0—6rant=view of Authorization to ‘Child’ APC

In Figure M2-41, another authorization was designated to the Parent
Level APC. The funds for this APC are designated for managing
programs at the Parent-Level purposes such as for outreach, case

management, etc.

Grant View

Grant 1STSTEPS Agency MID-WILLAMETTE WALLEY
COMMUNITY ACTION AGENCYT

Grant Type HMIS COC
Contrect # 14-478

Start Date 09-30-2004

End Date 10-01-200% Closed? M

Edit Grant
Total Grant Transferred Total Total Remaining
$50,000.00 $0.00 $50,000.00

Mea Allocation

Allocations

To Edit: Click amount row to edit, The Grant &llocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$50,000.00 10-01-200<4 02-15-2005 SH

Grant APC Authorizations

APC hame Limit Amount
MWW CAA-1STSTEPS-1STSTERS $10,000.00
MWWV CAL-ISTETEPS-MAR-1STSTEPS $40,000.00

Mew Authorization

Figure M2-41: Grant View of Authorization to ‘Parent’ APC
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APC Budgets

The APC budget can be enter for either the Parent or Child APC.
Managers or Program Coordinators will enter budgets based on their
approved grant work plans and/or technical submissions. Follow the
steps below to enter a budget.

Setup: Start from the Message of the Day.
1. On the main menu, scroll mouse over ‘Management’, click the APC
option (see Figure M2-42).

Client |  Program | izcal 1 rv Feportz | Help

Agency

AP

Frogram

Uszer

Figure M2-42: Main menu - Management drop-down options

2. Select an agency.

3. Select a program name.

4. Select a grant name.

5. Click the “Search” button. In the results section, the APC matches
will appear. A parent APC doesn’t have a county listed, but a child
APC does (see Figure M2-43).

APC Search

APC = Agency/Prcgram/County

Agency lm CocC affiliation Code I =1
County lﬁ HUD Prograrn Type | ;I
Program [FIRST STEPS =1

Grant [15TSTEPS-MWVCAA =1

Start Date MMDDY T

End Date MMDDYYYY Search |

If no results, you can create a |__MNew APC

Program County S0C CODE Program Type Start Date -

End Date
MWW CAS  FIRST STERS MARION  1STSTEP ORO3-504 Transitional housing 09-30-2004 -

10-01-Z005
MW CAS  FIRST STEPS

1STEJEPS ORO3I-504 Transitional housing 09-30-2004 -
Figure M2-43: APC Search screen.

10-01-2005
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6. Select the APC link that you want to enter a budget for. The APC View
will appear next (see Figure M2-44).

APC Vlew View Budget I View Services | WView Housing
APC = Agency/Program/County
APC MWYCAA-1STSTEPS-MAR-15TSTEPS
Start Date 09-30-2004 End Date  10-01-Z005
Sub APC to MW CAA-1STSTERS-1STSTERS
Sub APC's
APR COC Type SHP
APR Program Style HMIS
FIPS55 ORO4764900

State Oregon

County MARION

ity / Place SALEM
COC Affilistion Code ORO3-504
Fed. Regiszer Program Type Transitional housing

Delete 4PC Edit aPC

Figure M2-44: APC View screen.

The APC Budget screen is organized into a list of budget categories (see
Figure M2-45, page 49). These budget categories and amounts should
match the agencies approved grant plans and technical assistance. For
further technical help in completing this screen, contact your program
representative with Oregon Housing and Community Services.

APC Budget
APC MWYCAA-1STSEPS-MAR-1STSTEPS
Grant  [soo00.00 | Match [10000.00
Total $ 50000.00
Service Type
1. Housing Transactions IW
2 Food IW
3, Housing Placernent IW
4, Material Goods IF
5. Ternporary housing and other Financial Assistance IF
&, Transportation IW
7 Consumner Assistance and Protection. IF
3, Criminal justice/legal services IF
2, Education IF
10. Health Care IF
11,  HIW/AIDS-related services IF
12,  Mental Health Care / Counseling IF
13. Substance Abuse Services IF
14, Employment IF
15, CasefCare management IF
16, Day Care IF
17. Personal enrnichment IF
18. OQutreach IF
19, Other [ooo |
Total $50000.00

Figure M2-45: APC Child - Budget View
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APC Service Transactions

The APC service transaction is another component of the APC View
screen (see Figure M2-46). The APC services will setup the services
categories that a client can enroll in.

Setup: Start from the APC View screen.
1. Click the button View Services (see Figure M2-46). The ‘APC Service
Summary’ screen will appear next.

APC Vlew ’WI View Services | Wiew Housing
APC = Agency/Program/County
APC MWYCAA-1STSTEPS-MAR-15TSTEPS
Start Drate 09-30-2004 Erd Date 10-01-2005
Sub APC to MWV CAR-1STSTEPS-1STSTEPS
Sub APC's
APR COC Type SHP
APR Program Style HMIS
FIPS55 ORO4764900

State Qregon

Ceunty MARION

City / Place SALEM
COC Affiliation Code CORO3-504
Fed Register Program Type Transitional housing

Delete apC | | Edit apC

Figure M2-46: APC View screen.

2. No services have been entered yet for this APC, so none will be listed.
Click the ‘New’ button (see Figure M2-47).

APC Service Summary

APC MWYCAA-15TSTEPS-MAR-1STSTEPS

Service Typ Service Label Limit

Mew

Figure M2-47: APC Service Summary screen.

The ‘APC Service Detail — New’ screen will appear next (see Figure M2-48a).
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3. Enter or select the following: All fields marked * are required.

AFC Service Detall - New

Figlds marked with * are required

APC MWYCAA-1STSTEPS-MAR-1STSTEPS
Service Type |Food ;I“

Labal IFood Baoxes *

Unit Min ll—* I¥ax IZS—*

Unit Incrernent |1 * Unit Laael Ibox(s) *
Unit Dollar Value |5 *
Budgat Lirmnit ISDDD * Save |

Figure M2-48a: APC Service Detail - New screen.

. Label name

. MIN limit and a Max limit

. A unit increment

. Unit Label

. Unit Dollar Value
Budget Limit for the service*
* For the ‘Budget Limit’ field: This should match the category you
entered on the Budget screen for this category type.

S0 OO0 TO
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4. Click the ‘Save’ button. The ‘APC Service Summary’ will appear with
the service listed (see Figure M2-48b). To create another one, click the
‘New’ button and following the steps above. There may be times when
the APC needs to be edited. Follow the steps on the next page.

APC Service Summary

APC MWYCAA-1STSTEP5-MAR-15TSTEPS

Service Type Service Label Limit
Food Food Boxes $5,000.00
e

Figure M2-48b: APC Service Summary screen.

An ‘APC Service’ can be edited or deleted. Follow the steps below to edit
or delete a service.

Setup: Start from the APC View screen.

1. From services listed, click the one to be edited or deleted (see Figure
M2-49).

APC Service Summary

APC MWY¥CAA-1STSTEPS-MAR-1STSTEPS

service Type service Label Limit
Food Food Boxes $5,000.00
Mew

Figure M2-49: APC View screen.

The ‘APC Service Detail — Edit’ screen will appear next (see Figure M2-50).

APC Service Detail - Edit
Fields rmaked with * are required

APC MWYCAA-15TSTEPS-MAR-15TSTEPS

Service Type IFDDEI ;I *

Label IFUUEI Boxes #

Unit Min Il * fax |25 *

Unit Increment Il * Unit Label Ibox(s) #

Unit Dollar Yalue IS *

Budget Limit ISEII:II:I *

Delete | | Save Changes I

Figure M2-50: APC View screen.
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2. To edit the service, follow these steps: All fields marked * are
required.
a. Label name
b. MIN limit and a Max limit
c. A unit increment
d. Unit Label
e. Unit Dollar Value
f. Budget Limit for the service*
The Budget Limit field should match the category you entered on
the Budget screen for this category type.
3. Click the “Save Changes” button.

4. To delete a service, click the ‘Delete’ button at the bottom of screen
(see Figure M2-50, page 51 above). The ‘APC Service Summary’ will
appear with the service updated or deleted. To create another one,
click the ‘New’ button and following the steps on the previous page.

APC Housing Transactions

The APC Housing is another administration component of the ‘APC View’
screen (see Figure M2-51b). The APC Housing screens setup the housing
categories that a client can enroll in.

There are two types of housing transactions; rent calculations (usually
scattered site dwellings (see Figure M2-51a), and non-rent calculated
(usually facility-based housing (see Figure M2-51a).

Housing Definitions

Scattered-Site - A scattered site is generally a landlord-based
apartment dwelling, or residence-based housing type. This type is
selected with household needs assistance with paying rent to a landlord.
The rent calculations option should be selected if you want OPUS to
calculate the rent a client would pay that takes in account their income,
fair market rent, etc.

Facility-based - A facility-based housing type is typically a housing of
either an apartment complex or rooms that is owned by the agency.
Some rent is usually charge for this type.

Figure M2-51a: Housing Definitions.
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You will need to set these preferences on the APC Housing Detail — New
screen detailed below.

Setup: Start from the APC View screen.

1. Click the ‘View Housing’ button (see Figure M2-51b). The ‘APC Housing
Summary’ screen will appear. No housing categories have been entered
yet for this APC, so none will be listed.

APC VIGW Wiew Budget I Wiew Serﬁw Housing I >

APC = Agency/Program/Coanty

APC MWYCAA-15TSTEPS-MAR-15TSTEPS
Start Date 09-30-2004 End Date 10-01-2005
Sub APC to MWYCAA-1STSTEPS-1STSTERS
Sub APC's
APR COC Type SHP
APR Pragram Style HMIS
FIPS55 OROD4764900
State Dregon
County MARIOMN
City / Place SALEM

COC affiliation Code DRO3-504

Fed. Register Program Type Transitional housing

Delete apC | | Edit apc |

Figure M2-51b: APC View screen.

2. On the APC Housing Summary screen, click the ‘New’ button (see
Figure M2-52). The APC Housing Detail - New screen will appear next.

APC Housing Summary

APC MWYCAA-1STSTEPS-MAR-1STSTEPS

P Housing R Calc
ousihg Label Type Rent Min Rent Max Rent Budget
WD

Figure M2-52: APC Housing Summary screen.

3. On the *‘APC Housing Detail-New’ screen enter or select the following:
All fields marked * are required.

. Housing Type (see definitions above)

Label

Minimum Rent

Maximum Rent

Calculated Rent - Yes or No

Budget Limit for the housing

The ‘Budget Limit’ field should match the category you entered on
the Budget screen for this category type.

m0QO0 T
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4. Click the ‘Save’ button. In Figure M2-53, a scattered site is created
with the option for the rent to be calculated as ‘Yes’. Therefore, when a
household is enrolled in this transaction, the case manager will work
through a series of screens that will calculate the rent based on several
factors such as the household income, etc.

APC Housing Detail - New

APC MWYCAA-1STSERPS-MAR-1STSTERS

Housing Type |S-:attered-5ite;| *

Label IF'.F‘F'.RTMENT - SCATTERED | *

Minimum Rent I?S *
Maximurm Rent IlEIEIEIIII *

Caloulate Rent 8 ves 0 o *

Budget Limit IlSEIEIIII * Save |
Delete I

Figure M2-53: APC Housing Detail - New screen for a scattered site.

In Figure M2-54, a facility-based site is created with the option for the
rent to not be calculated as ‘No’. Some facility-based sites charge
clients rent and some don’t. In Figure M2-54, there is no minimum rent
charged to a client for this example.

APC Housing Detail - New

APC MW ZAR-1STSEPS-MAR-1STSTERS

Housing Type |Fa|:ilit1_.r-E.ased ;I #*

Label IFP.CILI'I'Y-EF'.SED CORM *

Minimum Rent IIZI *
Maximum Rent IlEIIZIIIIIZI *

Calculate Rent O vas 0 o *

Budget Limit |15IZIIIIIZI *
Delete |

Figure M2-54: APC Housing Detail - New screen for a facility-based site.
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The ‘APC Housing Summary’ will appear with each housing type created
(see Figure M2-55). There may be times when the APC needs to be edited.
Follow the steps listed below.

APC Housing Summary
APC MWYCAA-1STSEPS-MAR-15STSTEPS

llousing Cale

Housing Label Tooe Rent Min Rent Max Rent Budget

FACILITY-BASED DORM Facility- 0 10000 Y  $15000.00
Based

APARTMENT - SCATTERED gi‘t:tte"ed‘ 75 10000 N $15,000.00

K1=10]

Figure M2-55: APC Housing Summary

APC Housing Detail - Edit

Setup: Start from the ‘APC Housing Summary’ screen.
1. Click the underlined link of the housing type you want to edit (see
Figure M2-56).

APC Housing Summary

APC MWYCAA-1STSEPS-MAR-1STSTEPS

- Housing - Calc
using Label Type Rent Min Rent Max Rent Budget
FACILITY-BASED DORM Facility- 0 10000 ¥  $15,000.00
Based
APARTMENT - SCATTERED gi‘t‘;tte"e'j' 75 10000 N $15,000.00

Figure M2-56: APC Housing Summary

The ‘APC Housing Detail — Edit’ screen will appear next (see Figure M2-57,
page 56).
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APFLC

Huusing Type
Label

Minimurn Rent

Budget Lirnit

Maxirnum Rent

Calculate Rent

APC Housing Detail - Edat

M CAA-1STSEPS-MAR-1STSTERPS

I Favilily -Based = I "

IFI:\CILITY-BF\SED DioORM *
|25 *
IlDDDD #

0 ves O pg*

IISDDD *

Save

Delete |

Figure M2-57: APC Housing Detail - Edit

2. The Facility Based site has decided that they will be asking for a
minimum rent of $25.00. Enter and update the fields below. Enter or
select the following: All fields marked * are required.

a. Label name

b. MIN limit and a Max limit
c. A unit increment

d. Unit Label

e. Unit Dollar Value

f

Budget Limit for the housing type

The ‘Budget Limit’ field should match the category you entered on the

Budget screen for this category type.

3. Click the Save button. The ‘APC Housing Summary’ screen will appear
next with the changes displayed on this screen (see Figure M2-58).

APC Housing Summary

APLC MWYCAA-1STSEPS-MAR-15TSTEPS

i Housing
Housing Label LN
FACILITY-BASED DORM Facility-

Based
APARTMENT - SCATTERED g::t:ttered- 75

W=

Rent Max

10000

10000

Calc

Rent Budget

N %$15,000.00

¥ $15,000.00

Figure M2-58: APC Housing Summary after Edit.
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M3 Section
How to Fund a Program with Multiple Grants

The “Grant Tree Structure” in OPUS M3-59
Grant Setup M3-59
Program Setup M3-62
APC Setup M3-63
New APC (aka Program) M3-63
Grant Authorization to APC (one program) M3-66

Assigning Grant Funds to Service and/or Housing

Transactions M3-71
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The Grant APC Tree Structure to Fund Programs

In order for programs to be utilized in OPUS, an ‘APC tree’ structure
must be established in OPUS which recognizes the programs for clients
to be enrolled and receive services. APC stands for: 1-Agency,
2-Program, 3-County, and M2-Grant (refer to Section M2 in building
APCs). An ‘APC tree’ structure includes the necessary components to
allocate funds from a grant to a program. This section will detail the
steps to fund a program with multiple grants. This diagram offers a
visual representation one APC funded by multiple grant sources.

Grant / APC (Program) Tree Structure

7N AT 7o N

[ [ Grant | [ Grant
\  Match

'n\\- ) / \h i /' u\iatch/,

APC (Program)

Grant Setup

Begin by setting up each grant source and naming them by main grant
and then match grant, Overage, or Other types. Review steps in section
M2 on creating new grants. On the ‘Grant New’ screen, you will need to
designate the grant type from the drop down menu (see Figure M3-1).

In this example, the following grant sources will be used and designated
(in parenthesis):

1. HOPE CoC Grant (HMIS CoC)
2. HOPE CoC Grant Matchl (HMIS CoC Match)
3. HOPE CoC Grant Match2 (HMIS CoC Match)

For this example, the main grant is HOPE CoC Grant. Allocate the grant
amount by clicking the Grant Allocation button the Grant View screen.
Enter grant amount and save.

|-/Grant \ F/- s \ / __

Grant \ [ Grant |
\\ / l\Matchl/' 1\Match2 !
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Grant New

Grant Information (Fields rmarked with * are required.)

Grant Mame IHOF‘E *

Grant Typé

Contract #

Start Date ID‘B-SD-2DD4 * e.g, MMDDYYYY

Agency II"-"IW'I.I'C.':'.F'. 'I *

End Date |1|:|-|:|1-2|:u:|5 * g.g, MMDDYyy [ Closed

Figure M3-1: Main Grant Source designated as HMIS CoC type.

Grant Allocation New

Fields marked with an * are required.

Grant; HOPE
Arnount &+
(Select + ar -) - ¢ |s0000.00 *

Save allocation

allocation Date  [10-01-2004 * .9, MMDDTYTY

Figure M3-2: Grant Allocation to Main Grant

Grant View

Grant HOPE Agency MID-WILLAMETTE WALLEY
Grant Type  HMIS COC

Contract # 15485

Start Date 09-30-2004

End Drate 10-01-2005 Clesed? M

Edit Grant
Total Grant Transferred Total Total Remaining
$50,000.00 £1.00 £50,000.00

Mew allocation I

AlluLalivns

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.

Amount Allocation Date Insert Date
$50,000.00 10-01-2004 04-07-2005%

Grant APC Authorizations
APC Mame Limit Amount

New Authorization I

COMMUNITY ACTION AGEMCY

User
SH

Figure M3-3: Grant Allocation to Main Grant
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Next, create the other grant match sources as a new grant. Make sure
to designate them with the HMIC CoC Match type. On the ‘Grant View’
screen, allocate grant funds to each grant match source as well (see

Figure M3-5).

Grant New

Grant Information

Grant Mame

Grant Type

Contract # |1245 *

Start Date |09-30-2DD4 * &g, MMDCYY™Y
End Date |1EI-E|1-ZDE|5 * e.g. MMDCY Y
Agency IMW\.I'CF'.F'. 'I *

[ closed

Save

Figure M3-3: Match 1 Grant Source as a HMIS COC type.

Grant New

Grant Information uired.)

|HOPE MaTCHz

Grant Marn

Grant Type HMIS COC MATCH =] *

Contract # |1254? * \
Start Date [na-an-zond | * e.g. MMDOYYYY
End Date [to-01-zons | * e.g. MMDOYY
Agency Im ¥

[ Clased

Save

Figure M3-4: Match 2 Grant Source as a HMIS COC type.

Grant Allocation New

Fields marked with an * are required.

Grent: HOPE MATCH 1

Arnount @ 4+
(Select + or -} [ S IlSDDD.DD

+

allocation Date IlD-Dl-EDM * g, MMDOY Y

| Save Allocation I

Figure M3-5: Grant Allocation New to the Match Grant.
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Grant View

Grant HOPE MATCH 1 Agency MID-WILLAMETTE WALLEY
COMMUNITY ACTION AGENCY

Grant Type HMIS COC MATCH
Contract # 1245

Start Date 09-30-2004

End Date 10-01-2005 Closed? M

Edit Grant I
Total Grant Transferred Total Total Remaining
$15,000,00 $0,00 $15,000,00

Maw Allocation |

Allocations

rmount row to edit, The Grant Allocation Edit screen will appear next.

Amount Allocation Date Insert Date User
4$15,000.00 10-01-2004 04-07-2005 =H
Grant APC Authorizations

APC Name Limit Amount

Mew Authorization |

Figure M3-6: Grant View of Match1 after allocation.

Program Setup

Verify that the program you need to work with exists in the database.
Search for the Program on the Program Search/View screen under
Management in the top navigation bar. If not found, create it using the
guidelines in the M2 Section titled ‘Program New'.

Program Search/View

Enter at lzast one field to search,

Program Marme ISUZI'S CHATEAU e.g. LIEAP 2001 Code I
Start Date | MMOD e
End Date | MM DD Search |

If no results, you can creats a MNew Program I .

Search Results

Program Code Program Mame Start Date End Date
=C SUZI'S CHATEAU 09-30-2004 10-01-2005

Figure M3-7: Program Search
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APC Setup

Search to verify the APC you want to use doesn’t already exist in the
database. Search by using the ‘APC Search’ screen (see Figure M3-8). If

no matches are found, continue building the APC using the guidelines in
the next section.

APC Search

APC = Agency/Program/County

Agency lm coC affilistion Code | =1
County l—;l HUD Pragram Type | ;l
Program [suzr's CHATEAU =l

Grant | =l

Start Date MMDDY T
End Date MMD DY

If no results, you can create a  Mew APC

Search Results

Agency Pragram County Grant COoC CODE Pragram Tvpe Start Date -
End Date
Mo metches

Figure M3-8: APC Search

New APC (aka Program)

Search to make sure the APC you want to use isn’t already setup in the
database. Search for the APC on the APC Search screen (Figure M3-9).

APC Search

AFL = Agency/Frogram/County

Agency lm COC Affiliation Code I =1
County lﬁ HUD Program Type | ;I
Program |SUZI'S CHATEAU ;I

Grant | =l

Start Date MMDDYYYY
End Date MMDDYYYY

If no results, you can create a  MNew APC

Search Results

Agency Brogram County Gran: COC CODE Program Tvpe Start Date -
End Date

Mo matches

Figure M3-9: APC Search
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New APC
To fund one program you only need one APC created.

Setup: You are on the APC Search screen.
1. Click the ‘New APC’ button. The APC New screen will appear next (see
Figure M3-7, page M3-61 above).

APC Search

AHC = Agency/Hrogram/County

Agency Im COC Affiliation Code | ;I
County Iﬁ HUD Program Type | d
Frogram |sUzI's cHATEAU =

Grant | =l

Start Date I MMDDY Oy
End Date I MMDDY Oy

If no results, you can cre
Search Results
Agency Frogram County Gram: CoC CODE Frogram Type Start Date -
End Date
Mo rmatches
Figure M3-9: APC Search
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2. Select the following Options. Note: It's very important that the ‘Main
Grant’ is selected for the ONE APC/Program.

a. Select Agency

b. Leave sub-Agency blank unless it is a ‘Child APC’ (see Figure M3-10).

c. Leave ‘County’ blank unless it is a ‘Child APC’ (see Figure M3-10).

d. Select Program name

e. Select ‘Main Grant’ name (not match).

f. Select the APR type

g. Select the appropriate options under the FIP55 section.

h. Click ‘Save’ button.

The APC View screen will appear next. Complete budget, services and
housing sections for this APC (program). When done, you’ll learn to
allocate funds from the grant sources to the APC.

APC New

Fields marked * are required befare saving.
APC = Agency/Program/County

Agency Name IW *

Sub Agency to | ;I
County lﬁ

Program [suzr's cHaTEAL =1+

Grant [HOPE-MwwCan =1+
Start Date [o9-30-z004 | * mmpoYerT

End Date [to-01-2005 | * MMDEYrry

APR Program Type L&Y

& sHp ' Shelter + Care € Section 8
[HmIs =1

FIPS55

State aregon

County Im *

City / Place [saLem =+
COC affilistion Code [MARIGN/FOLK COUNTY COC =] *

Fed. Register Program Type ITransitiona\ housing ;I *

Save

Figure M3-10: APC New screen designated with the Main Grant.

APC View
Wiew Budget I View Services Wiew Housing I

APC = Agency/Program/County

AFC MWY¥CAA-SC-HOPE
Start Date 09-30-z2004 End Date  10-01-2005
Sub APC to
Sub APC's
APR COC Type SHP
APR. Program Style HMIS
FIPS55 OR04764900
State Oregon
County MAKLON
City / Place SALEM
COC Affiliation Code ORD3-E04

Fed. Register Program Type Transitional housing

Delete APC I Edit AFC

Figure M3-10: APC New screen designated with the Main Grant.
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Grant Authorization to APC (one Program)
Step by step, you will authorize funds to be drawn down from each of
the grant sources to the one APC (program).

Setup: Working from the last section, you are on the APC View (figure

M3-10).

1. From the main menu, scroll your mouse over ‘Fiscal’ (top navigation
bar) and click on Grant. The ‘Grant Allocation Search’ screen will
appear (see Figure M-11).

Grant Allocation Search

Grant Name | .0, LIEAF 2000
Contract # I—

Start Date | e.g. MMDDYYYY

End Date | &.9. MMDDYYTY

Search |

Figure M-11: Grant Allocation Search

2. Enter the Grant Name and click on ‘search’. The ‘Grant Allocation
Search’ screen will appear. 3. In ‘Search Results’, click on the grant
name you will be working on (see Figure M3-12).

Grant Allocation Search

Grant Name |%H'-"FE &9, LIEAP 2000

Contract #
Start Dats &.g. HMMDDY YT

Emd Diata &g, EHDDTY
Search
If o results, you can creats & 0O NSWGESNE
Search Results
Grant Dates
< E Start - End Typs Updated INT £
OR1EB4DS0Z0MHOPE 07-01-2004 « 06-30- HMIS CoC D426 RIG N
2008 2005
HHQPE COC QRLEE405020 HHOPE 07-01-Z004 - 06-30- HHMIS COC D4-26- R}G N
MATEH 2005 MATCH 2005
Figure M3-12: Grant Search
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3. On ‘Grant View’, click the “New Authorization” button, the ‘Grant APC
Authorization New’ screen will appear next (see Figure M3-13).

Grant Allocation View

Grant HHOFE COC Agency HHOFPE
Grant Type  HMIS COC
Contract # OR1&B20S020

Start Dake OF-01-2004

End Dais 06~ 50- 2005 Cloged? N
Tabal Grani Translerred Total Total Remaining
$11,336.00 §0.00 $11, %600

Allocations
To Edit: Click fAmount row t adit. The Grant Allacstion Edit screen will sppear mext.

Amount Allocation Date Insert Date User
11,335,090 o7 -01-2004 - 252005 ARG

Grant APC Authorizations
APC Hame Limit Ao unt

W Limit

Figure M3-13: Grant Allocation View

4. For Main Grant, the only APC available will be the one APC in the ‘APC
Select’ menu. Select it.

Grant APC Authorization New

Grant HOPE

Total Funds $50,000.00
fssigned Funds 0,00

Committed Unlimited Funds (a8 4AC°=1 0,00

Corrmitted Funds (sbis 450 $0.00
Awvailable Funds $£50,000.00
< APC MWUCA#-SC-HOPED

Il

Limit Amount $ [50000.00

Lirnit

ol | v6

Figure M3-14: Grant APC Authorization New - Main Grant

5. If you want to limit the funds to a fixed amount of the grant so that it
isn’t over spent, then check the box and enter the grant amount.

6. Click the ‘Save’ button. The Grant View screen will appear next with
the authorization completed in its section (see Figure M3-15).
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Each of the match sources will be done next with specific instructions as
follows:

7. From the main ‘Grant Allocation View’ screen, click the ‘Search’ link
on the left navigation bar and search for a grant match source.

Agemcyr OHCS HOME | Log curt

chant | Pepgrem | Csis Mgmit | Figgsl | Mansgemant | Rapormts | Help

Warsian 26,107
Grant Allocation View

Grant HWHDFE COC AgeEncy HHOPE
Grack Tygs  HMIG COC
Confrgst 8 QELGEA0S0DD

Skart Dabe  O7-01-2004

End Dats DE-30-2034 Clagad?t N
Total Grant Transferred Total Tatal Remaining
§11.334.00 $0.00 $11,338.00
Allacations

Ta Edit; Cheie Amount rom to adi. The Grant Alocation Cdit sorees well spesar nexd

Amaunt Allacation Date Imsrrt Date User
§11.3346.00 oF-gl-200 0 26-200% RME

Gramt APC Autherizations

APL Fame Limit Amaoust
HH-THCM-BHOFE CDD Wy Lswat

Figure M3-15: Grant Allocation View ‘Search’

8. In the ‘Grant Allocation Search’ screen, click on ‘New Grant’ link
above ‘Search Results’. The ‘Grant New’ screen will appear (see Figure
M3-16). Using the ‘Grant Type’ down arrow will allow you to choose
the ‘match type’ this is where the ‘Grant Type’ (Figure M3-16a, page M3-
68).
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Grant Allocation Search

Contract #
Start Date .. MMODYTYY
End Date e.g. MDD

If mo results, you can create a &
Search Results

Grant Name [#HOPE #.9. LIEAP 2000

Grant Dates

Grant Contract® Agency Start = End Typs Updated INT <

HHOFE CoC OR16EB405020 HHOPE O7-01-2004 - D6-30-  HMIS COC 0d-26- BIG M
2005

HHOFPE COC ORL6BA050Z0 HHOPE D7-01-2004 - D6-30-  HMIS COC 04-26- RIG M

MATER MATCH 2005

Figure M3-16: Grant Allocation Search — New Grant link

(rant New

Grant Information [Fields marked with * are required.}

Grant Harme

HMIS COC E] -

HMIE SO MATECH
HMIS COC OWERAGE
OTHER MBET Y

&0, MMODT Ty

Agency |M3CESS i‘l N

[0 closed

Figure M3-16a: Grant Search - Match Source

9. Click the ‘New Authorization’ button. The ‘Grant APC Authorization
New’ screen will appear next. Follow the steps carefully.
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Grant Allocation View

Gram oc Agency HHOPE

Grapt Type  HMIZ COC

yaN

Cam

Start Dats 07-01-2004

End Date D6=Z0-2005 Closed? M
Edit Grant
Total Gramt Transferred Total Taotal Remaining
$11,336.00 $0.00 $11,336.00
New Allocation

Allocations
To Edit: Chek Amoynt row to adit, The Grant Allacation Edit screen will Appasr nexl,

Armaunt Allocation Date Insert Date User
11233600 0F-01-2004 0d-24-2005 RIG

Grant APC Authorizations
APLC Mami: Limit Anmdunt

Mo Limnit

Figure M3-17: Grant View - Match Source

10. On the ‘Grant APC Authorization New’ screen, select the One APC
created earlier in this tutorial (see Figure M3-15).

11. Select the ‘Limit’ box ONLY if you want to limit the funds to this
Match source to not over spend it.

12. Enter the limit amount if needed.

Grant APC Authorization New

Grant HOFPE MATCHI1

Totzl Funds $15,000.00
Assigned Funds $0.00
Committed Unlimited Funds (=4 4Ac'=1 $0.00

Comrmitted Funds (this 4FC) $0.00

Avalable Funds $15,000.00

APC

Lirnit ¥
Lirnit Armmount & |15EIDE|.E|D

Figure M3-15: Grant APC Authorization New - Match Grant
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13. Click the ‘Save’ button. The Grant View screen will appear with the
authorization amount displayed in the ‘Grant APC Authorizations’ section
(see Figure M3-16).

Grant View

Grant HOPE MATCH1 Agency MID-WILLAMETTE WALLEY
COMMUNITY ACTION AGENCY

Grant Type HMIS COZ MATCH
Contract # 12478
Start Date 09-30-20214

Eind Drale 10-01-2015 Clused? N

Edit Grant

Total Grant Transferred Total Total Remaining
$15,000.00 $0.00 $15,000,00

New &llocation |

Allocations

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$15,000.00 10-01-2004 04-08-2005 SH

Grant APC Authorizations
APC Name Limit Amount

MWYCAR-SC-HOPE $15,000.00

New Authorization |

Figure M3-16: Grant View - Match Grant after Authorization

For each grant match source, repeat Steps 7-13 above.

When done authorizing grants to the APC, continue tutorial on next
page. ‘Figure M3-16: Grant View’ is a view of a Match Grant after
authorization.

Assigning Grant Funds to Service and/or Housing Transactions
All the previous section were necessary in order to assign grant funds
for use in service and/or housing transactions in which a case manager
enrolls a household into a service or housing transaction and needs to
associate the transaction to either one or more than one grant source.
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Case Manager Example:

As a case worker enrolls a household into a service such as a food
boxes, the grant sources will be displayed at the end of the ‘Service
Transaction New’ screen. The case manager enters the dollar amounts
to spend from each grant source as required (see Figure M3-17). The
grant assignment area will be displayed on the housing transaction
screens as well so that housing costs can be spent from multiple grant
sources as needed, and is in compliance with the Agency’s HMIS-CoC

work plan.

Grant View Service Transaction - New

Grant HOPE MATCH1 Agency MID-WILLAMETTE VALLEY .
Y OMNUNITY ACTION AGENCY APC Service:  Food-Food Boxes

Grant Type  HMIS COC MATCH . . . .
HH Member {Choose the Applicant{App) and all the clients(C) receiving the service)

Contract # 12478 App C Client
Start Date  09-30-2004 & W BEcKY SUMMERS
End Date 10-01-2005 Closed? N Service Details:
Start Date:! 11-01-2004  EndDater  [05-01-2005
Total Grant Transferred Total Total Remaining # of Units: 20| Boxls)
$15,000.00 $0.00 $15,000.00

New Allocation Value/unit: $5.00 Dollar Yalue:  $100.00

Allocations
Grant

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.

OPE/HMIS COC

Amount Allocation Date Insert Date User
10-01-2004 04-08-2005 SH

HOPE MATCH 1/HMIS COC MATCH

Grant APC Authorizations
APC Name

Limit Amount

MATCHZ/HMIS COC MATCH
$15,000.00

MWWCAL-SC-HOPE

Figure M3-16: Grant View - Match Grant after Authorization Figure M3-17: Assign amounts to grant sources for a Service
Transaction.
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OPUS and the APR Report

Section 4 - HUD APR Report

Table of Contents 1
APR Report, User Roles, Roles Report 1
APR Report 4
Assessment Count Analysis 6
Entry and Exit Assessment 6
Saving the APR Report 7
Modifying an APR Report with Word Processing Software 9

The OPUS system generates an APR report dynamically and pulls
aggregate client data from the OPUS database. The following guidelines
detail the steps necessary in accessing the APR report and how to
generate it.

User Roles in OPUS

The OPUS system is designed for users to have specific roles and
permissions to access certain screens and functionality within the
system. An OPUS user who needs to view, run or have access to an APR
report in OPUS needs to have the ‘Reports’ role. Your agency OPUS
Administrator can grant this role and the appropriate report permissions.

The ‘Reports’ Role

The OPUS Administrator for the agency will need to assign the report
role and grant report permissions for each user needing to access to the
HMIS-COC reports.
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Follow the steps below to do this:
1. Search for the user on the ‘User Search’ screen.
2. On the ‘User’s View’ screen, click the ‘Edit Roles’ button (Figure 5-1).

User View

User Details
Agency QHCS
Usernarne SHARRIS Active s
First Marme SUZAMNMNE
Last Mame HARRIS
Middle Marne Initials SH
Title

E-rnail suzanne.harris@hcs.state .or.us Edit Roles |

Phaone S03-986-2107

ADMIM , INTAKE , MANAGER , VIEW

Last edited at 08-22-2005 10:20 AM by RTOUB

Delete User | Edit User |

Figure 5-1: User View

3. On the ‘User Role Edit’ screen, the ‘Report’ role is listed among the
other roles. Click the radio button next to the ‘Reports’ and click the
‘Update’ button (see Figure 5-2).

User Role Edit

Mame: SUZANNE HARRIS
Username: SHARRIS

User Roles

How To: Check box next to Role, as needed,

To Edit a Role - Click the Edit Actiors link,

Mote: A role must first have been assigned and saved, before the Edit Actions link is available

MANAGER ¥ Edit Actions
WIEW [V Edit Actions
INTAKE [¥ Edit Actions
ADMIN [ Edit Actions

REFORT Edit Actions

Figure 5-2: User Role Edit - Reports Role
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4. The ‘User View’ screen will re-display. Note: Initially, when the
‘Report’ role is selected and assigned to the user the first time, by
default, all report permissions are in the ‘allowed state’. To
customize permissions for a user, click the ‘Edit Roles’ button (Figure
5-3).

User View

User Details

Agency OHCS

Username SHARRIS Active e
First Name SUZANME

Last Mame HARRIS

Middle Name Initials SH
. e ADMIN , INTAKE , MANAGER , REPORT ,
Title Eo
TE W/
E-mnail suzanne harris@hcs statg.or.us Edit Roles |
FPhone 503-9586-2107

Last edited at 08-22-2005 09:31 AM by RTOUB

Delete User | Edit User |

Figure 5-3: User View

5. On the ‘User Role Edit’ screen, click the link ‘Edit Actions’ next to the
‘Report’ role (Figure 5-4). The ‘User Action Edit’ screen will appear (see
Figure 5-5).

User Role Edit

Marne: SUZANME HARRIS
Username: SHARRIS

User Roles

How To: Check box next to Role, as needed,

To Edit a Role - Click the Edit Actions link,

Mote: & role must first hawe been assigned and saved, before the Edit Actions link is available

MANAGER [¥ Edit Actions
WIEW W Edit Actions
INTAKE ™ Edit Actions
ADMIN [¥ Edit Actions

REPORT W( Edit Actions Update |

Figure 5-4: User Role Edit
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6. On the ‘User Action Edit’ screen select the actions needed for the
user. Click the ‘Save’ button and the ‘User Role Edit’ screen will
display. Click the ‘Update’ button and the ‘User View’ screen will
display (reference figure 5-3, page 2).

User Action Edit

REPORT - COC Repot

Marne: SUZANME HARRIS
Username: SHARRIS

Save I

Figure 5-5: User Action Edit

REMINDER:

The ‘CoC-Report Main’ action is the HMIS-COC report screen that
outlines all the reports available for the HMIS-COC module (Figure 5.7).
Anyone having the reports role needs this action ‘Allowed’ in order to
have any access to individual reports. Refer to: M1 Section User Role
and Permission Setup to assign roles permission. Once you have
allowed access to the reports role and given the respective report
actions, the ‘Reports dropdown’ menu will display from the OPUS Main
Menu (Figure 5-6).

The APR Report

On the OPUS Main Menu, roll the mouse over ‘Reports’.

izcal | rmert | Reports | Help

Figure 5-6: Reports drop-down menu
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A drop-down menu will display the label ‘HMIS-COC’ (Figure 5-7). Click

‘HMIS-COC’, and the ‘HMIS-CoC Reports’ screen will appear (Figure 5-8).
Within available reports is the ‘HUD APR’ link. Click the ‘HUD APR’ link
(Figure 5-8). The ‘APR Report’ screen will appear (Figure 5-9, see next page).

HMIS COC Reports

HUD APE

Client Characteristics

HMIS Report
Household Intake
Chent Assessment
APC Service Summary

APC Housing Summary

Figure 5-7: Reports Screen — Outline

To Run an APR Report, follow these steps:

1. Select an APC from the drop down menu.

2. Click the Load button (Figure 5-8). The screen will refresh and display
the default program ‘start’ and ‘end’ dates (Figure 5-9). Dates can be
adjusted as needed. Click the Submit button.

HUD APR Report Active

Make selections, Click Load buttan.
Reports provided as .pdf files. all fields marked * are required.

Select APC | CCS-CM-LAN-OPEN DOORS = -
Load |

Figure 5-8: APR Reports Screen - APC Select

HUD APR Report Active

Make selections, Click Load button,
Reports provided as .pdf files, all fields marked * are reguired.

Select APC ICCS-CM-LAN-OPEN DOORSE ;I *

Load |

Date - From |0?£01f2004 * g.g. MMDDYYYY
Date - To |06f30f2005 * g, MMDDYYYY

Entry Assessments / Clients: 3 /10
Exit Assessments / Clients: 0/ 2

Mote: Reports will open in a new window,

MOTICE : This report may take up to 10 minutes to run, It may appear locked or frozen. Please do not hit the

refresh bullon un yuur browser as Uiis will cause yuor wail Line Lo increase,

Figure 5-9: APR Reports Screen - After APC Load.
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3. The APR report uses an I-Net Crystal Clear JavaClient plug-in to run
reports (custom software). A popup window will ask if you want to
run and/or install this plug-in. You will need to click Run or Always
(Figure 5-10).

4. The APR report will open in a new window (see Figure 5-10).

Internet Explorer - Security Warning E

Do you want to run this software?
Mame: -nek CrystalClear - JavaClient
Publisher: i-net software GmbH

] IMu:ure opkions Run I Don't Run I

‘While Files From the Internet can be useful, this file type zan potentially harm
wour computer, Only run software From publishers wou trsk, wwhat's the risk?

Figure 5-10: I-Net Crystal Clear JavaClient Plugin Popup.

Assessment Count Analysis

Under the ‘Start’ and ‘End’ dates, there is an area with ‘Entry’ and ‘Exit’
assessment counts (Figure 5-10). The following explains these counts:

Entry Assessments
There were 10 clients enrolled in the program. Out of the 10 enrolled, 3
clients had a completed entry assessment.

Exit Assessments
There were 2 clients exited from the program. Out of the 2 clients who
exited, O clients had exit assessments completed.

Note: The ‘Entry Assessment’ collects income, last residence, homeless,
at risk, chronic and special needs. ‘Program EXxit’ screen collects
destination and exit income analysis for the APR report. The exit
assessment screen isn’t programmed to collect anything. Therefore, to
collect the needed information, be sure to use the ‘Entry Assessment’
and ‘Program EXxit’ screens to gather this data.
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Saving the APR Report

Once the APR report is displayed in a new window (Figure 5-11), it can be
reviewed and then saved as a file to be opened later in a word
processing document.

To Save an APR Report, follow these steps:
1. With an APC report generated, click the ‘Export Report’ icon at the

top area of the screen (Figure 5-11). This will open an ‘Export’ window
(Figure 5-12).

B T N 1 LMI‘W‘G = Al

Brantes HUD Grand or Préjest Humber
oS QFEN DOORS
Frogect Spemson Projeci Hems

CASE MANACEMENT

Operating Veur (Czcle the operating yew being repored o) Repertmg Pesod (meonibiduyiyes)
O1 0 Oy O4 Os Os O7 O 8 O
On O 0D OO Oy Dz 00D

o

Indicats f srlermen yoe from 071004 1o DAE0/005
Indicate fremewal yee mo

Previous Gracd Mumbsrg For Ehis project

Check the ¢omponecs for the program on whach o we répodtang.

=
P — T, B NEA Bt
L=l | |J

Figure 5-11: A generated APR report.

2. The Export Window has two boxes to be completed. The first one is
the ‘Export Format’ box. Select the “.RTF” file format. The ‘RTF’
format is the file format that can be opened by a word processing
program (Figure 5-12).

Export E4
E=part Format
[T - |
Save bz

I Search |

(] | Cancel |

Warning: Applet \indow

Figure 5-12: The Export popup window.
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3. The second box is for naming the file. Use the search button to find a
location where you want to save the file such as to your computer’s
desktop, a shared folder, etc. It’s important that you remember
where you saved the file after this point, so you can find it later when
trying to open it with a word processing program. Click the ‘Search’
button. A ‘Save As’ window will open (Figure 5-13). Select the correct
folder for the file to be saved to and type the file name in the ‘File
name’ box with the .rtf extension then click the ‘Save’ button (Figure
5-14). The ‘Export’ window will re-appear. Notice the second box
now has the complete file path to where the file was saved. If you
don’t see anything in this area, then repeat Step 3 above.

savens M|
Save in; I (E Desktop - :

j My Compuker @Shurtcut b0 opusdey
% Htwnrk [53 5horteut bo opustest
I Metworker Group

E.LJ My Computer

E’jMy Documents

@Shurtcut bo opus_scripks

File name: Iapr_repnrt. rtf Save

Save a3 type: I,-'l'-.ll Files [*7] j Cancel |

Figure 5-13: The Export popup window.

4. When done, click the OK button (Figure 5-14). When the report is
finished saving, you’ll get a popup window saying ‘Export Completed’.
Click the OK button (Figure 5-15).

Expork

E=part Farmat

|.rtf |

Save bz
I.Jments and SettingzssharizhDeskiophap_reportrtf | Search |

k. I Cancel I

|'-.-'-.-'arnin|;|: Applet Window

Figure 5-14: The Export popup window with file path.
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Information

Figure 5-15: Export Complete popup

Modifying an APR Report with Word Processing
Software

Once the APR report has been saved, you will be able to use a word
processing program such as Microsoft Word to open the .RTF file you
saved in the previous steps.

To Open an APR Report, follow these steps:
1. Open a word processing program (go to ‘file’ then to ‘open’). In the
following examples, Microsoft Word will be used (Figure 5-16).

) Iy & | AuShapes = 4l g o

Fiéure 5-16: Microsoft Word blank document screen.
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2. On the Main menu, click the ‘Open’ icon, locate the desired .RTF file.
Double click or do a right click, go to ‘open’ (Figure 5-17). The report
will open in a MS Word window (Figure 5-18).
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Figure 5-17: Open window
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Figure 5-18: An APR Report opened in MS Word.
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Once the APR report has been opened in MS Word, you can click some of
the text areas. Notice that the document isn’t your ‘normal’ word file.
The .RTF file generated from OPUS isn’t a ‘native’ document created in
Word. During the export process from OPUS, the document is created
with several individual text boxes. Essentially, wherever there is text,
the text is contained in its own text box (Figure 5-19).
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Figure 5-19: Text selected on the report.

In MS Word, text boxes can be resized to a desired length or width.
Click on a border of a text box and little dots around the text box will
appear displaying the text boxes’ border (Figure 5-19, above).

11 OPUS and the APR Report



These black dots can be clicked on, held and dragged to stretch the text
box wider or taller as needed (Figure 5-20). If a special character or
symbol such as a checkbox is needed, go to the main menu and click
Insert, then click Symbol and choose the symbol needed. For more
guidelines on using Text Boxes and Symbols in MS Word, refer to MS
Word’s Help menu. Search for these keywords in the Help index.
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Figure 5-21: Text box dots to stretch dimensions.

IMPORTANT NOTE: As you fill in these text boxes in the report, the
available space to use is confined to the text box borders. Filling in text
boxes with content doesn’t make the items below it scroll down like a
‘Native’ MS Word file would.
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Recommendations for Using the APR File

In Sections 1-15, these pages are dynamically generated by the OPUS
database as aggregate counts. In Sections 16 and beyond, these
sections are completed with extensive content by agencies related to
their goals, strategies, etc. The additional content needs space that a
‘native’ Word file provides, so that text can be added freely, and the text
automatically scrolls down and moves things below it down. Itis
recommended that you print out Sections 1-15 generated by the OPUS
system, and collate these pages with the current APR document from
the HUD website for Section 16 and beyond.
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