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Basic Operations

Internet Explorer Settings
Login to OPUS

Message of the Day screen
HOME / Log Out
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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:
1.

Open Internet Explorer (IE). Using the Main Tool Bar, Click Tools, point to Internet Options

(reference figure 1-1).

2. Inthe Internet Options Panel (middle section of the window under ‘Temporary Internet
Files’, click the Settings button (reference figure 1-1A).

General | Securit_l,ll F'livac:}l Contentl Connectionsl F'rogramsl Advancedl

—Home page

Y

5
K (== Ihl https:f/apusprod. hes.state.or.us/opusfindex. jsp

% Y'ou cah changs which page to use for your home page.

Eile Edit Yiew Favorites | Tools Help
w 6 @ Welcome o the OF Delete Browsing History..

Internet Options

Address: Ihltp:Nlocalhost:EEBEJDpusdevflogin.isp

Pop-up Blacker
| Phishing Fitter
| ihanage Add-ons

0

Subiseribe o this Feed,
u Feed Digonyeny
Windaws Upda‘re

Use Zument | Usze Default | Usze Blank |
Gporaw Intemem
) Da0es you view on the [nbermet are stored in a special folder
@& Y for quick viewing later.
Delete Cookies. .. | Delete Files... | Settings...
\ yA
N—

— Hiztorny
@ The Hiztory folder containz links to pages you've wvisited, for

quick access tc recently viewed pages.

Days to keep pages in hiztony: |2D 3: Clear Histaory |

Colaors... | Fentz... | Languages... | Accessibility...l

0K I Cancel | Ll |

Figure 1-1: internet Options screen.

Figure 1-1A: Internet Options Advanced Settings

3. On the Internet Options Panel, in middle section of window under Temporary Internet
Settings, click the Settings button (reference figure 1-1).
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4. In “Settings’ screen, click the option "Every Visit to the Page", then click “OK” button
(reference figure 1-2). You are ready to login using OPUS.

' Mever

— Temporary Internet files Folder

Current location:  C:iTemparary Internet Files),

amount of disk space to use:

J | z = e

Maove Folder. .. | ‘Wiew Files. .. | Wiew Objects. .. |

(0] 4 I Cancel |

Figure 1-2: Settings Panel

Logging into OPUS
Setup:
1. Start Internet Explorer (IE).
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 screen, click the ‘Login to OPUS’ link (reference figure 1-3A).

OPUS

Loain to OPUS »

Learn More sbout OpUs

Figure 1-3A: Client View - Employer and Income Updated
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5. Onthe ‘Login’ screen, type the ‘User Name’ and the password (reference figure 1-3B). For
new users, a temporary password issued to by the manager. The user will be prompted to
change it on the next screen. The ‘User Name’ is not case sensitive. The ‘Password’ IS case
sensitive.

OPUS Application version 2.4

Login:
User Name: ISE’OWSER

Password: I"“""“
N

Forgot your password?

Figure 1-3B: Login screen

6. Click the “Login’ button.
7. The *Change Password’ screen will appear. For the ‘Old Password’; type the temporary
(default) password again (reference figure 1-4).

P&SSWDI'd Change Default Password is the ‘Old

— Password’
User Marme and Password REQS

Enter Old Fassward: I*********
Enter Mew Password: I*********
Enter Mew Password fgain: I*********

Mo, Go Back I C change | >

Figure 1-4: Password change screen.

8. Type a new password (this will be the permanent one to use on a regular basis unless there is
a password reset). 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
in the middle somewhere (characters such as #, *, -, @, $). A password can not begin with a
number.

9. Inthe next box, re-type your new password, to confirm.
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10. Click the “‘Change’ button. The ‘Agency & Module Select’ screen will appear. Some OPUS
users have more than one module to work in, if so, the user has the opportunity to select the
module they are approved to work in. Users with one module won’t need to do anything
except click ‘submit’. If a user has multiple modules, use the dropdown button in ‘OPUS
Module’ to select the required module then click *Submit’ (reference figure 1-5).

Agency & Module Select

Agency I.OHCS ;g}l

OPUS Module  JLIEAP-OEA
CSBG

E2C2
FISCAL

WEATHERIZATION

[ LRI . |
Figure 1-5: Agency & Module Select screen.

After clicking on the *Submit’ button, 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. Users will be alerted to
notices of upcoming system-upgrades, program updates, and OPUS helpdesk procedures.

To initiate a client search, click the ‘Search Client’ link or use the Main Menu, scroll over
‘Client’ to “Search’.

HOME and the Log Out Screen
The ‘HOME’ and ‘Log Out’ links are located on the Main Menu (reference figure 1-6). The
‘HOME'’ link goes to the "Message of the Day" screen.

sl | Mansgement | Reports | Haslp

Version 2.7 4P

Search Clisnt

Message of the Day

WELCOME! To start OPUS - Click Search Client

Change Password?

System Issue? Contact us @ opushelp@hcs.state or.us, or by phone 1-800-453-5511, option #6.

= = L3
Release Notes ; b
Jaily N S Program Notices OPUS Help

09-26-2007- The systermn was 10-12-2007- Error in Poverty E-mail npushelp@hes.state.ar.us

updated to Wersion 2.7.1 an Guidelines and Payment i i

09/25/2007 Matrix Handout Opus uses the 080120075 HMIS He lp:Mania)

Page 1 & 2 information which is updated.

09-19-2007- The system was correct, Page 3 &4_ contain a typo

updated to Version 2.7.0 on under Woischold Sleez They. .. | bipetanny:

08/18/2007 read $13,350 & $13,390.01 an If your Main Nav Drop-Down

should read $13,690 & is not working , please e-mail
$13,690.01. the Opus helpdesk, This is a
problemn with Internet Explorer
and we will help you fix it.

08-29-2007- The systermn was

updated to Wersion 2.6.15 on

08/28/2007 09-26-2007- Energy Module

Add Vedor Pledge Sheet report &
) 06-22-2005-

Client Search Mew screen. e

opushelp@hecs.state.or.us to

09-26-2007- Security Update notify us of error issues, and use
The planned update was the 800 number (1-300-453-
implernented. 5511, option #6) for emergencies

where you need to speak with an
DPUE team member immediately,

Timeout
19:21

Figure 1-6: Main Menu - Links for HOME and Log Out screen.
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To end a session, click the ‘Log Out’ link. The “Log Off’ screen will appear. To continue
logging off, click the “Yes” button. To cancel from logging off, and return to the last screen
visited, click the “No, Go Back” button (reference figure 1-7).

The ‘Log Off’ screen has a five minute timer before logging the user totally out. All other OPUS
screens have a 20 minute timer. If there isn’t activity in a screen, the system will go to ‘log out’.

Log Off ?

Thanlk wou for using OPUS,

Do you want to continue with vour log off?

Mo, Go Back | es

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 is used to search 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 displays existing database records so a user can edit regions/fields requiring
updating and to be saved.

New Screen
A ‘New’ screen creates new records, 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 (reference 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
five (5) minute timer. You will need to click either “No” or “Yes” within 5 minutes. If a
response is not completed within five minutes, the session will end and the user will be logged
off. To continue using OPUS, the user must re-log into OPUS. 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.

Screen Navigation

Main Menu, Left Navigation Bar (Left Nav Bar), and Drop-Down Menus
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 (reference

figure 1-9). The active ‘Agency’ is displayed in the ‘Main Menu’. The main menu provides top
level drop-down menus. Drop-down menus appear under: Client, Program, Fiscal, Management,
Reports and Help.

Main Menu

Agency: OHCS HOME | Log Out
c clisnt | Frogeam | Fisssd | Management | Reports | Halp

Wersion 2.7 4F

l
| Go T

Message of the Day

WELCDMEI Ta start OPUS - Click Search Client

Left
MNav System lssue? Contact us @ opushelp@hes. state.orus, of b0 op E3-5511, opbion #6.
7
Bar fislease tiotes . =L ¥
REACH |I i
= UTILITY — | /A

Daily Motices

11-28-2007- Tha eyvebarm was
updated to Version 2.74 on
11/27/2007

Program Notices) westuzrizarion|JS Help

Eilhiﬁﬂ'f. :_'I':";.': Agency ail. opushelp@hes state.orus
HMatris Handout Opus uses fhe 08-01-2007- HMIS Help Manual

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 menu, 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 (reference 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.
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Section Two

Client Intake - New

New household records are created in this section. From there, a household (HH) can be
enrolled in agency programs, services and household transactions.

Client Search 10
Client “New” Search 11
Client New 12
Client View 14
Residence Search 15
Residence New 15
Income & Employer 18
Verifying Data on Views 20
Add Clients to Household 20
What are the red Icons for? 24
Client Vendor New 25
Household View, Programs- Vendor- Summary 26
Household New Payment, Confirms Qualification 27

NEW RELEASE-Update 29
Payment Links 31
Denying a Payment 31

All SSNs throughout this manual have be covered for confidentiality purposes even though the
test database was used.
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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 “Client Search’ link. The ‘Client Search’ screen will appear next. (reference
figure 2-1).

2. An individual search needs to be conducted for each new client and/or each client in the
household. Search for clients by name or SSN/System ID (SID or SYSID) without dashes.

3. Click the *Search’ button.

HOME | Log Out

Mansgernent | FReports | Help

VYersion 2.7.6T
Client

Search Client Search

Wie

HNew i " e -

B To search, at least one field needs to be entered. (Type "Apt, Unit" ete. with #)
: Address | | #] |

Residence i

Wigw First fame |DAYID O\ | city | |

Hew ]

Edit Last Mame IESTES ] | zip | | [ sShow Residence Info, only

Household

Wiew When you Click in Search Results:

Mail/Ph Update Client's SSN/SYS# = Household Screen

Client's Mame = Client Screen
Residence Address = Residence Screen

hoye A maximum of 100 results will be returned.

Client to HH
HH to Residence
Merge HH

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 “new client” or “client in the household” (HH)
before adding a client to a household. When a search is successful, a client's information will
display in the Search Results (reference figure 2-2).

If a person or HH is new and is not in other household (HH), a client search will indicate ‘No
Results Found’. The client or HH can be entered as a ‘New Client’.

SegeehResu
S5M & First Mame

Last Mame Birth vear Address Unit City

Mo Results Found

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

Client New Search:
The “Client New Search’ screen finds possible matches using the required search fields.
(reference figure 2-3).

Setup:

On the ‘Client Search New’ screen.

1. Enter required fields: first name, last name, SSN/SID, and date of birth (DOB) (reference
figure 2-3). The “Create ID” button will automatically create an SID to search for a client
who may be assigned a system ID versus a SSN. System ID is created by OPUS (or can be
manually done): SYSID sequence is as follows: "S" + first 5 letters of the clients first name +
month, day, year (MMDDYY) of client's birth date.

2. Click the “Search” button. The search button becomes activated when information is typed
into any of the boxes. If “No Results found” is displayed, the client can be added as a new
client to the OPUS database (reference figure 2-3).

Note: “‘Search Results’ are displayed for the first 100 records randomly matching the criteria you
enter in a given ‘search’. A list resulting up to 100 individual result records are generated
randomly (as of the published date of this manual). Specific search criteria entered will result in
a more defined search result and will narrow down in the list generated.

Version 2.7.5P

Client .

Search Client Search New oo
iew

Mew

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

Residence :

View First Marme [DaviD ) " Dok [03-30-1963 | #*MMODYTYY

Hew =

Edit Last Mame TE= * Create ID |

Household SEN/Sys# I ' =

Wiew

Mail/Ph Updats QOPUS will search the database to find this client before creating a new recaord.
Mowe

Client to HH

HH to Residence

Merge HH

Figure 2-3: Client New Search, no match
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Client New
This step is only used after determining the client is not in the system and all search attempts
have been exhausted.

Setup:
On the ‘Client Search New’ screen.
1. Click the *‘Add New Member’ button (reference Figure 2-3). The ‘Client New’ screen
appears (reference figure 2-4).

OP ]’ Agency: OHCS HOME | Log Out

,q“ E n Er 5 A S S I-S t a} i c e Cliemt | Prograrm | Fizcal | Managermnent | FReportz | Help

ersion 2.7.5P

Client .

Search Client Search New e
iew

Mew ; . . _ _

Edit Mew Client Information (Fields rarked with * are required, wildcards will be removed)

Residence :

View First Mame IDA\.I'ID | * DoB |03—30—1963 | FMMDDTYTY

Mew _—

Edit Last Mame |esTES | *

Household SEN/Sys# Foconmuc: 2 i

View

Mail/Ph Update OPUS will search the database to find this client before creating a new record.

Mowve -

Client ta HH Possible Matches

HH to Residence SSN # First Wame Last Marne DoB
FEIEECCESEI N =~ — . - - - e SR

No Results Found

Figure 2-3: Client Search New

2. Client name, birth date, SYSID/SSN is already filled in from being entered on the ‘Client
New Search’ screen. Complete the rest of the new client information. Fields marked * are
required. There are several buttons with dropdown arrows for different choices.
= Title; salutation if necessary. First name, middle name (if necessary), last name.
=  The SSN/SYSID. Use ‘Create ID’ button if SSN is not available. Note: a System ID
is created by OPUS: OPUS creates a SYSID as follows: "S" + first 5 letters of the
clients first name + month, day and two digit year of client's birth date. This can be
completed manually if desired.

= SSN Quality Code. This is to describe if the SSN is full, “‘don’t know’, ‘refuse’ to give
one.

= Phone number, extension, and type.

. E-mail address.

" Gender.

. Language.
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= Education.

= Ethnicity.

. Race.

= Nationality options (up to three).

= Tribes options (up to three).

= 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: S, N, NE, NW, etc.

= Street name.

. Street type: Ave, Lane, etc.

= Unit type: Apt, Unit, PO Box, etc.

. Enter an apt number or PO Box number.

" Select the services and benefits client receives.

. Click the “‘Save’ button.

Version 2.7.6T

Client New —

Client Information (Fields marked with * are required.)

Title I hd I

First Name IDAUID * Middle | |
Last Mame IESTES * Suffix I 'I

DoB |03—30-1964 # MMD DY Y SEN/Sys# * ISESTE8033064 Create ID |
SEN Quality Code IDon't know/have 'l *
PhonefEmail

Primary Phone I 000-000-0000 EHTI Type IHOME vi

E-rnail I

Client Characteristics

Gender IUnknown Vl Language IUnknown vl Education |Unknown LI

Ethnicity

O Hispanic/Latino e Mon-Hispanic/Latino

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

[T african American E E E

[T armerican Indian/alaska Native

[T asian Tribes (Up to 3 Nationalities OR Tribes)

[T wative Hawaiian or Pacific Islander | LI | ;” LI

[ white
Mailing Address *
No. Direction Street Name Type Direction Unit #
= I - = — |
City ST Zip
| Eor | =l ]
Client Services fBenefits
[T Disabled [ weteran [T aFs childeare Farmworkerl 'I
[T Homebound O Feed Stamps [0 Health Insurance

(
TitrreTit

13:23

Figure 2-4: Client New screen.
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Client View

The “Client View’ screen will appear after a new client record is created or edited (reference
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”. Viewing the HH View screen to verify
information will be covered several times throughout this manual.

METSIU ZF .00

Client View active ¥

Select anather Client in HH |DAVID ESTES =]

Client Information

Name DAVID ESTES SSMFSYS ID# ¢
DOB 03-30-1963 Age 44
Phone {541) 265-5563 Ext PH Type HOME
Email
Gender Male Language EMGLISH
Ethnicity Unknown Education HS-GRADUATE
Race Unknown
Mationality
Edit Client I Wiew Household I

Mailing Address
955 FREE ST M APT S

SALEM, OR 97304 County POLE Edit County |

Income /Employer

E/D T Source Freq Amount Annual
LIFE-SAWER. Monthly 922,50 $11,070.00
Mew Income Total $11,070.00

N Disabled N Veteran N Homebound

Y Food Stamps M AFS Childzare ¥ Health Insurance
N Farmworker

Figure 2-5: Client View with Income/Employer info screen
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Residence Search

A residence may exist in the database but may be linked to an old household record. If a client is
located at an old address or linked to another household, go to Section 3 - Move Client(s) to
Unknown and follow the steps. This process moves clients from an old residence record in
order for you to use it for processing a new intake.

Note: Ifaclient is “Active” in another program enrollment, possibly in another OPUS module
for services, the client can not be moved from the HH without being exited from the “other’ open
enrollment. The OPUS user can search other modules he/she has access to or contact their
agency’s OPUS Administrator for assistance. If the agency does not have access to another
module and receives an error message “The client can not be moved due to another open
enrollment, contact OPUS Helpdesk opushelp@hcs.state.or.us”.

Residence New

Setup:
While in the “Client Search’ screen.
1. Inthe address box, type a street number and street name (with spaces between as needed).

If a street number isn’t available, use a "%" in front of the street name, such as % Stevens St.
2. If there is an apartment or unit number, use one of these formats: Apt #, Unit #, or Space #.
3. Type a city and zip code to narrow the results to this region of the state (reference

figure 2-6).

Note: At any time, searching for a client by address, the percent symbol (%) is considered a
‘wild card’. Enter the percent sign followed by the street name then click ‘Search’, the system
will search for any addresses close to matching what you entered.

Version 2.7.6T
Client -
Search Client Search
Wiew
ga% To search, at least one field needs to be entered. (Type "Apt, Unit" etc. with #)
SEN/STSID I Address |°.-"oCOUNTRY LAMNE #I
Residence
Wiew First Narme | City |sALEM
New
Edit Last Marmne I Zip I [T Show Residence Infa. anly
Household
View When you Click in Search Results:
Mail/Ph Update Client's SSN/SvS# = Household Screen
Client's Mame = Client Screen
M Residence Address = Residence Screen
Sy & maximurn of 100 results will be returned.
Client to HH
HH to Residence
Iz i Search Results
SEM #  First Name Last Mame Birth vear Address nit City
Mo Results Found

Figure 2-6: Client Search, Residence New Search — no results found.

4. When aresidence is found in the database, the address, city and zip code will be displayed in
the ‘Search Results’.
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5. If the residence is not in the result list, you’ll see ‘No Results Found’. A new household and
new residence can be created (reference figure 2-6). When household members have not been
found in the database, click the *‘New’ link under “Client’ on the ‘Left Nav Bar’. 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 (reference figure 2-6).

HOME | Log ©ut

Agency: OHCS

Client | Program scal Managermert | Reports | Help

Version 2.7.5P
Client

Search Client Search New i
iew

Mew

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

Residence :

View First Name [pavID ] * Dok [03-30-1963 | *MMDDvYY

Mew

Edit Last Name |EsTES | # _create ID_|

Household SEN/Sys# | i m

WView
Mail/Ph Update OPUS will search the database to find this client before creating a new record,

Move

Client to HH Possible Matches

HH to Residence SSM # First Mame Last Mame DOB
GIEEOESEICE . - R TSN TR o

No results found

Figure 2-7: Client Search New, add new member.
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Income & Employer

Setup:

Using the ‘Client View’, click on the individual household member *SSN/SYSID’ to open

‘Client View’ screen.

1. Click the button “New Income/Employer” (reference figure 2-8). The ‘Income & Employer
New’ screen will appear next.

TETSION 2,701

Search Client View nctive ¥
iew
Hew Select Another Client in HH IDAUID ESTES vl Gol
Edit Client Information
Name DAVID ESTES SSN/SYS ID#
Residence
Miew DOB 03-30-1963 Age 44
Mew
Edit Phone (541) 265-5563 Ext PH Type HOME
Email
Household
e Gender Male Language ENGLISH
Mail/Ph Update Ethnicity Unknawn Education HS-GRADUATE
Race Unknown
Move . R
Clisnt to HH Mationality
HH to Residence Edit Client I Wiew Household I
Merge HH

Mailing Address
555 FREE ST M APT &

SALEM, OR 97304 County POLK Edit County |
Income/Employer

EfD T Source Freq Amount Annual
& wage LIFE-SAVER Monthly $922.50 411,070.00
Editl Del te'I Mew Income Total $11,070.00
ServicesfBe its

N Disabled N Weteran N Homebound

Y Food Stamps M AFS Childcare ¥ Health Insurance

N Farmwarker

Figure 2-8: Income/Employer

2. On the Income and Employer screen, (reference figure 2-9).
Type or Select:

* Source (such as employer's name) * Verified how, verified by who

* Type of the income: ie. SSI * Verified Date, who verified

* Start Date * Enter Comments as needed

* Frequency * Employer Information & address
* Asset Value (follow steps as required)

Click the *Save’ button, the *Client View’ screen will re-appear with the income displayed. If
the client has an employer, you can enter this information by following the same steps done for
income (reference figure 2-9).

If the client has another employer or source of income, click the ‘Add Another’ button, or if
done, click ‘Done’.
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Version 2.7.5T

Income & Employer New active ¥ 1

Income fAsset (Fields marked with * are required for an incorme source to be saved.)
Source/Employer Mame Type Start Date (MMDOYTTT) Amount

| | = - * 1«
Freguency End Date (MMDDYYYT)  Asset Walue
| [
Verified How Verified By Verified Date
| =] | # [ .0, MMDDYTrT*
Comments (MAX 2000 characters)

=

E

2000 characters left (spaces count)

Employer Information

Phone I e.g, 503-585-1212 Ext I

Address { If entering address info : Fields rarked with * are required for an address to be saved.)

No. Direction Street Name Type Direction Unit *
I . | B FEN BN
City State f Prov Zip

| * [or = #[or | + | +a 4

eout
19:29

Figure 2-9: Income & Employer

Click the “Save’ button and the ‘Client View’ screen will appear next with the income added and
displayed in the Income section (reference figure 2-9).

WETETON BT
Client - -
Search Client View active ¥
iew

el Select Another Client in HH [DAVID EsTES =] [@8
Edit Client Information

Name DAVID ESTES SSMNSSYS ID& T T2
Residence
Misw DOB 03-30-1963 Age 44
Mew
Edit Phone (541) 265-5563 Ext PH Type HOME

Email
Household
e Gender Male Language ENGLISH
Mail/Ph Update Ethnicity Unknown Education HS-GRADUATE

Race Unknown
Move - .
ity HH Nationality
HH to Residence Edit Client | iew Household |
Merge HH

Mailing Address
555 FREE ST N APT S

SALEM, OR 97304 County POLK Edit County I

Income/Emplover
EfD T Source Freq Amount Annual

ages LIFE-SAWVER Manthly $922.50 $11,070.00
Ec_litI eleta Mew Income Total $11,070.00
Servic s/Benéﬁts\/

isabled M Weteran N Homebound

¥ Food Starmps N AF3 Childcare ¥ Health Insurance
M Farmworker

Figure 2-10: Income & Employer screen.
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Verifying Data on Views
In general, for all view screens, you should review to verify data entered. If information
needs to be edited, the *Edit’ links or buttons are available to update or correct information.
Most "View Screens" are for viewing purposes, the one exception is the “Household

View’ screen. Intake workers would use this screen to add new vendors. When the household
composition is complete, proceed to the next section titled Vendor New.

Add Clients to Household

Adding clients to an existing household is easiest when at least one client and the residence have
been created initially (reference figure 2-11).

Miew
Mew

Mew
Edit:

Client
Search

hald

Version 2.7.6T

Household View pctive %
Household - Click S5N/SYSID will open the Client View Screen, Benefits (Get Code Key)
HH Members Race Services and Benefits
R SSNFSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS5 DS HB HI ¥T
M oeen an 2nes DavID ESTES M 44 N N M N MW NHE 5 N ¥ M N ¥ N
M & SMITH M 43 N N N N M NHE © N N M N N M

MDER MOODY M 25 N M ¥ N M NHE H N Y ¥ N N N

Mew Cuzine g 1o remove a client: Choose from R column, scroll down to click button,

;
Miew

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Programs

Name Amount Chk No. Chk Date Auth # Type Status

CCSEULIEAPZ $270.00 40003009 Standard-Reg Pending

CCSEULIEAPZ $270.00 40003011 Crisis Pending

LPO1 $50.00 50511 B248363 Standard-Reg Agency Paid

LPO1 $200.00 50512 B248363 Standard-Reg Agency Paid

LPOZ $100,00 56981 02-25-2002  B316523 Standard-Reg  Agency Paid

LPOZ $200,00 56982 02-25-2002  B316523 Standard-Reg  Agency Paid

LPO3 $250.00 65404 01-31-2003  B309982 Standard-Reg  Agency Paid

LPO4 $250.00 73965 0z-10-2004 B447407 Standard-Reg Agency Paid

Client - ¥Yendor {Vendors in red are expired) Income Summary

E/R Yendor Type Pri Acct# NamefAcct DAVID ESTES $11,070.00

(= CEMNTRAL E Y 068467-0 DAVID JOHM & SMITH $11,595.00

";IUNDCO'-N ESTES THUNDER MOODY $8,060.00
(MEWPORT) Household Summary

ﬂl e | T e Total Income $30,725.00

Aidrsse % of Poverty 179%

T U Address Total # of Persons 3

P 555 FREE ST M APT S HH Type |C0-Habitants 'l

SALEM, OR 97304

Household Subsidized O
B 555 FREE ST M APT S
SALEM, OR 97304 Residence Subsidized M

Phones Make any changes? | Save Changes |

T U Number Client Name

Figure 2-11: Adding new client to HH

Setup:
On the ‘Household View’ screen:
On the Left Nav Bar, under ‘Client’, click the ‘New’ link. The ‘Client New’ screen will

appear. If the client’s HH member is not listed, click ‘Add New Member’ (reference figure

1.
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Some household information will be previously entered due to the first client enrolled such as:
address, home phone number. Drop-down menus are available to select from for subsequent
household member(s) entered or you can manually enter new mailing addresses or phone
numbers for each individual.

OP ]' Agancy: GHES HOME | Log Qut

Client | Program sca Managemnert | FReports | Help

Lo edianw. Eneroy Assistance

Wersion 2.7.6T
Client

Search Client Search New active ¥
iew
MNew Current Household Members
Edit SSNSSYSID Mame Sex Age
DAVID ESTES M 44
id JOHN & SMITH M 43
ﬁl‘:\: ence THUMDER MOODY & 25
Mew . . o . =
Edit New Client Information (Fields marked with * are required, wildcards will be removed)
'Ji‘;t'jeh“'d First Mame |BETH | * Dok [01-11-1972 | *MMDDYrvY

Mail/Ph Update

Last Name [EsTES | _Create 10|
Aoz SSN/Sys# [: * _Search |

Client to HH
HH to Residence
Merge HH OPUS will search the database to find this client before creating a new record,

Possible Matches

SEM # First Marme Last Mame DOB
BETTY ESTES 01-09-1932

e

Figure 2-12: Add new HH member search
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Adding Clients to Household (cont).

Client New active % M

Client Information (Fields marked with * are required.)

Title [ =

First Name  [BETH * Middls |

Last Mame  [ESTES * Suffix |

DOB [or-111972 | * MDDy SSH/Sys# * : | Create ID_|
SEM Quality Code  [Full 3aM =] *

Phone fEmail

Prirmary Phone | ;l QR enter new number below,

Primary Phone I— 000-000-0000 EXTI_ Type Im

E-rnail I

Client Characteristics

Gender IUnknown 'l Language IUnknown 'I Education |Unknown ;I

Ethnicity

O Hispanic/Latino O Mon-Hispanic/Lating

Race {Checl all that apply} Mationalities {Up to 3 Mationalities OR Tribes)

[ african American m E E

[T american Indian/alaska Native

[T asian Tribes (Up to 3 Mationalities OR Tribes)

[T wative Hawaiian ar Pacific Islander I =l I =] | =]
[ white

Mailing Address *

{Choose an address from menu, OR enter a new one below)

| =]

No. Direction Street Name Type Direction Unit #

I [ . I I I I |

City ST Zip

I x| or | = ]

Client Services /Benefits

[T Disabled [T wveteran [T aFs Childcare Farmworkerl V[

[T Homebound [0 Food Stamps [T Health Insurance
Timeout
16:49

Figure 2-13: HH member new

2. For each household member, enter or select from the following:

= Salutation, if needed, First Name, and Last Name.

= Date of birth and SSN or click the ‘Create System ID’ button. As stated in creating a
new client, a System ID is created by OPUS: OPUS creates a SYSID as follows: "S"
+ first 5 letters of the clients first name + month, day and two digit year of client's
birth date.

= Phone number. Note: If the client's phone number is the same as another client in the
household, use the drop-down menu to select an existing home number.
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= PH Extension, PH Type.

= Select gender, language, ethnicity, race, nationality, and education level.

= Mailing Address. Select an address from the drop-down menu if the mailing address
has been entered previously for another member in household, or enter a new address.

= Enter an E-mail address, if needed.

= Select the Services and Benefits for this person.

= Click “‘Save’ Button.

Version 2.7.6T

Client

Search Client View ative %
Wiew
New Select Another Client in HH IBE'I'I'Y ESTES 'I
Client Information
Name BETTY ESTES SSMNFSYS ID# ¢
esidgnce
DOB 01-09-1932 Age 76
Mew
Edit Phone (503) 761-4503 Ext PH Type HOME
Email
Household
e Gender Female Language EMNGLISH
Mail/Ph Update Ethnicity Mon-Hispanic/Latinn Education HS-MON-GRADUATE
“ Race white
ove = x
S HH Mationality
HH to Residence Edit Client I \iew Househaold I

Merge HH

Mailing Address
16901 SE DIVISION ST APT 101

PORTLAND, OR 97236 County MULTHOMAH Edit County |

IncomefEmployer

E/D T Source Freq Amount Annual
@ Soacial Security S5 Manthly $206.00 $2,472.00
O ss1 551 Manthly $375.00 $4,536.00
Editl Delete | Mew Incorme Total $7,008.00

Services fBenefits

¥ Disabled N Weteran ¥ Homebound

¥ Food Stamps M AFS Childcare ¥ Health Insurance

N Farmworker

Figure 2-14: HH member added view

The “Client View’ screen will appear (reference figure 2-14). If changes need to be made, click
the “Client Edit’ link in the left Nav Bar, or the ‘Edit Client’ button. Make the necessary
changes, and click ‘Save Changes’ button. More clients can be added to the household as
necessary by repeating the same steps. If all the clients have been added to the household,
proceed to the “Household View’ screen to finish the client intake process, see next section for
this process.

Note: There are two sections on the Household View screen that need to be completed
before a client or household can qualify for LIEAP/OEA program assistance:

» Client-Vendor Section

» Household Summary Section
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What are the RED ICONS for?

There are two red icons that are displayed at the top of client screens (reference figure 2-15).
The red "person" icon represents an active client record added, and the red "house" icon
represents an active physical residence created for this household. Scrolling the mouse over the
red person icon shows the name of the client that is being worked on and the red house icon will
display the physical address for the current household.

Household View

Household - Click SSN/SYSID will open the Client View Screen,

Benefits {(Get Code kKey)

Services and Benefits
Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T

S N Y Y Y Y
H N ¥ M M N N
U N ¥ N M Y M

Mew Client To rermove a client: Choose from R column, scroll down to click button,

HH Members Race

R SSHFSYSID Name

- JOSEPH LIPTON M 53 M M N M Y NH E
— SAMAMNTHA LIPTOM F 53 M M N M Y NH E
r JESSICA LIPTORMN F 2 M M M N Y MNH E

active 3 &

Figure 2-15: Household view Red Icons

Household View

Household view provides an overview of the household view screen and instructions for
completing the final steps for a household to receive program assistance.

Setup:
On the ‘Client View’ screen:

Use the ‘Left Nav’ bar, click the “Household View’ Link, the “‘Household View’ screen will
appear or scroll over ‘Client’ in the top navigational bar and HH view will appear.
(reference figure 2-16).  This screen is organized as follows:

=  HH Members information - top section
= Programs - below client section
= Vendors - left side under program

= Household Summary - right-side under program section

= Addresses - left side under vendor section

=  Phone numbers - left side under address section

Client to HH LPo1 $200.00  sS0512 B248363
%ﬁ'dem LPOZ $100.00 se981 0z-za-zooz B316523
Merge HH

Lroz $200.00  sSe982 02-28-2002  B316523

65404 01-31-2003 B309952
73968 02-10-z004 B447407
X in red are expired) Income Sum

Standard-Reg

sStandard-Reg

Standard-Reg

Standard-Reg

Standard-Reg
mary

Agency Paid
Agency Paid
Agency Paid
Agency Paid
Agency Paid

“ersion 2.7.6T
Client -
Search Household View active ¥ 1
ol

HNew Household - Click SEN/SYSID will open the Client Yiew Screen. Benefits (Get Code Key)
Edit HH Members Race Services an d Benefits

R SSNFSYSID Name Sex Age AA AS AT NH WH ET LG ED FW FS DS HB HI ¥T
Residence 1 se~ <~ ~orm ~AwID ESTES ™M 44 MM N MM MHE = M Y M N Y N
Miew
New 7 sa HM A SMITH M 43 M M N N M MHE © M M M N M M
Edit = UNDER MOODY M 25 M M Y M M MHE H M ¥ ¥ N M M
Household Mew Client Ta remove a client: Choose from R column, scroll dawn to click button.
Yiew P
Mailf/Ph Update T LA

Name aAmount CcChk No. Chk Date Auth # Type Status
e LPO1 $50.00 50511 B248363 Standard-Reg agency Paid

EfR Yendor 1 Acctd NamefAcct DAVID ESTES $11,070.00
= CENTRAL E nes467-0 DAavID JOHN & [l = $11,595.00
ELNDCOLN ESTES THDER MOODY %8,060.00
(MEWPORTY) »” 4 Household Summar
- a Mew wendor | Total Income $30,725.00
Address % of Poverty 179 %
T U Address Total # of Persons =
P 555 FREE ST N APT S H ICDfHabltants vi
_SplEMonnans T LA o
SALEM, OR 97304 Residence Subsidized ~N
Figure 2-16: HH View, Programs, Vendor, Summary screen.
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In the “‘Programs’ section, under ‘HH Members’, program assistance records the household

received are listed by year. This screen is mainly a "view only" screen, except for two sections
in the middle of the screen: ‘Client-Vendor’ and ‘Household Summary’ sections. Both sections
need to be completed to qualify household for assistance.

Client Vendor New

Setup:

On the “Household View’ screen, click the ‘“New Vendor’ button in the Client-VVendor section.

= The ‘Client Vendor New’ screen will appear (reference figure 2-17).

=  Type or Select (fields marked * are required):

= Select the Applicant's name.

= Enter the Name on the Account (this may/may not be the Applicant).

= Client's Account number.

= Vendor Name.

= Verify by Intake Worker initials.
= Intake Date.

= Verification Type.

=  Comments for Vendor, if needed.
= Click the Save button to save.

Client

Version 2,7.6T

Active 4

Miew Comments {max 2000 characters)

Searsh Client Vendor New
E ¥endor Information (Fields marked with * are required.)
Edit Client [oavipestes 5] +
Mame on Acct |DavID ESTES
Residence
Misw Account # |
gsi‘;\' VYendor/Heat Type |
Yerification
Household Intake-Workerl:‘ Date |7

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

*(may/may not be same as Client)
H -
Typel E
=

2000 characters left (spaces count)

Figure 2-17: Client Vendor New
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The “Household View’ screen will re-appear with the vendor information entered in the Client
Vendor section (reference figure 2-18, next page). To add another vendor, click the ‘New
Vendor’ button and repeat the setup steps listed above.

Client -
Search Household View nctive %
iew
Tew Household - Click S3M/SYSID will open the Client View Screen, Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED F¥W FS DS HB HI ¥T
Residence [ DavID ESTES M 44 M M N N N MHE S5 M ¥ M N Y N
Miew
Hew r JOHM & SMITH M 43 M M M N M HMHE © N M M N M N
Edit [ zimumuruiuis3  THUMDER MOGDY M 24 N M Y N N MHE H M ¥ ¥ M M N
Household Hew Client I To rermove a client: Choose from R column, scroll down to click button.
Wiew Programs
MailfPh Update =
MName Amount Chk No. Chk Date Auth # Type Status
Move LPO1 450,00 50511 B248363 Standard-Reg Agency Paid
Client to HH LFO1 $200.00 50512 BZ48363 Standard-Reg Agency Paid
HH to Residence LPOZ 410000 56981 02-28-2002  B316523 Standard-Reg  Agency Paid
Merge HH =
LFOZ $200.00 56952 0z-zg-2002 B316523 Standard-Reg Agency Paid
LPO3 $250.00 65404 01-31-2003 B309952 Standard-Reg Agency Paid
g o 0.00 73968 02-10-2004 B447407 Standard-Reg Agency Paid
Client - ¥Yendor (vWeNdors in red are expired) Income Summary
EfR ¥Yendor d Pri Acct# MNamefaAcct DAVID ESTES $11,070.00
¥ CENTRAL E Yo 065467-0 DAVID JOHM & SMITH $11,535.00
LINCOLM ESTES = $8,060.00
B ousehold Summary
Edit| Remove MNew Yendor I Total Income $30,725.00
PR % of Poverty 179%
T U Address Total # of Persons 3.
P 555 FREE ST M APT 5 HType -Habitants =l
SALEM, OR 97304 =i
House [l
B 555 FREE ST N APT S
SALEM, OR 97304 Residence Subsidized N

Figure 2-18: New Vendor section on the Household View screen.

If all the vendor information is complete, proceed to the next section ‘Household Summary’.

Household Summary

This section provides steps to complete the household summary section on the ‘Household
View’ screen.
Setup:
There are two areas on the ‘Household View’ screen (reference figure 2-17) is the ‘Household
Summary’ section has two sections to be completed.

= Household Type - drop-down list. This describes the composition of the household.

= Subsidized Status Boxes: This id for when the household receives a housing voucher to

live in an approved subsidized housing development.

Always check the box when a residence is subsidized for the LIEAP program. If the *Household
Subsidized’ box is checked when the residence information is initially entered (reference ‘Add
Residence’ screen). The ‘Residence Subsidized’ box should be checked when working on the
household summary. ‘HH Comments’ should be used for any documentation related to
household.
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Note: All users with "view-only" access will be able to view the comments entered within the
energy module only. It is strongly suggested to enter the ‘Date’ followed by comments and
completed by intake worker initials. This will allow future agency OPUS users to follow the
record(s) when staff turn-over takes place. Click the ‘Save’ button. The Household View screen
will "blink™ while the database is saving the information, then the screen will remain steady.

Household - New Payment, Confirms Qualification

This process is to initiate a new payment. This step is only completed once ALL household and
vendor information has been verified and/or updated. The OPUS database calculates the income
sources compared with formulas under the ‘Payment New’ screen and confirms that a household
qualifies for program assistance.
= While in the ‘Household View’, using the top ‘Main Menu’; scroll the mouse over
‘Program’ and down to ‘New Payment’ (reference figure 2-18). The ‘Payment New’
screen will appear.
= Select an APC for your agency = Agency/Program/County. APC Example:
ACCESS-LP08-JAC-LIEAP 2008
= Click the “‘Load’ button (reference figure 2-19).

OPUS will load the agency’s APC information with a program formula to calculate and match
all household data with the program requirements. If a household qualifies or does not qualify
for program requirements, an ‘Accepted’ or ‘Denied’ message will be displayed next to the
‘Payment Eligibility Status’ area (reference figure 2-20).

1]

a /]
Mew Payrment p :
Version 2.7.5T
| SeTTTTTTAq
Client .
Search Household View G0 To » active ¥
iew
Mew Household - Click 5SN/STSID will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
Figure 2-19: Main menu - drop down options.
Payment
Search Payment New nctive %
=
Mew Fields marked * are required.
Edit
APC | ACCESS-LPOS-1AC-LIEAP 2008 =+
Applicant Information
Select Applicant |_D.¢\'\.-'ID ESTES ’§ f Refer for Weatherization [
HH Income $30,725.00 Intake Date SR | + Mooy
| ISE, | *
Eligible in HH |3 | * Intake Worker —_—

Figure 2-20: Payment New - APC Select and Load.
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Once the household is accepted and can receive services (payment), complete a ‘Payment New’
by selecting or entering the following fields: (fields marked * are required):

Applicant

Intake Date

Your initials will be displayed in the Intake Worker’s box

Weatherization check box: check the box “if the household is recommended”
Payment Type (Refer to program requirements)

Authorization numbers can be taken from the application, or if desired, OPUS
will generate the authorization number automatically when the ‘Save’ button is
activated (reference figure 2-20). The authorization number will be generated and
it will be displayed on the ‘Payment View’ screen.

Select Service Code

Enter Dollar amount of assistance for each vendor (refer to program requirements
for details on limitations).

Click the “Save’ button to save payment information.

Payment
Search
Wiew

Blew

Edit

ersion Z.7.61
Payment New active % o
Fields rmarked * are required.
APC IOHCS—CCSEULIEAPZ—OEA 2000 PGE LI * Ln’adl
Applicant Information
Select Applicant IDF\\.-'ID ESTES 'I , Subsidized W
HH Income $30,725.00 Intake Date ID1—11*2IJEIEI F MMDDY
Eligible in HH ] Intake Worker ISB *
Payrnent Eligibility Stat Refer for weatherization [
Payment Information
Type [crisis Min-1 Max-s00 =] * Manual auths [
Account Status I Pastdue =1 =
Yendor Amount Name on Acct Primary Acct ¥
CENTRAL LINCOLN PUD [oon DavID ESTES YES 068467-0
(MEWPCORT) *
Direct Pay £ ID.DEI
Agency + IU.UD
Total % 0.00 Balance $500.00

Comments

=l
For Crisis/Furnace Payments
and Direct Pay, provide ;I
eommeonEssheke 2000 characters left (spaces count)

)
N—”

Figure 2-21: Payment New (before the new release) screen.

IMPORTANT: On the ‘Payment New’ or ‘Payment Edit’ screen if the APC has changed
or been selected to create a new payment, be sure to re-click the “Load” button in order to re-
qualify under the new APC chosen. Work through the New/Edit screen and save (reference

figure 2-21).
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Note: New Release. On the ‘Payment New’ screen, if there is an adjustment in the
‘Applicant Information or in ‘Payment Information’ without loading a New APC or issuing a

new payment, one of the two sections will disable (reference figure 2-21A).

Payment New

Fields marked * are required.

aAPC

Applicant Information

Fayment Information

Active % &
[mwrvCan-LPoa-FLK-LIEAP 2008 =1+
i i+ Refer for Weatherization [
SEmras 00 Intake Drate |02-07-2008 * MMDDY T
ntake OrKer
—_ e ———— e ——_——_——_—————— =

Type

| Select Payrment Type -

Manual F\uth#l |

Account Status |Regu|ar

Yendor

CENTRAL LINCOLM PUD
[MEWPORT)

Direct Pay
Agency

Total
Comments

For Crisis/Furnace Payments
and Direct Pay, provide
comments here

<
<«

Amount Name on Acct Primary Acct ¥

4 [0.on

4 [0.00 |
4 |0.00 |

4 0.00

TES

Balance $ 0.00 /
=

=

DAVID ESTES 065467-0

2000 characters left (spaces count)

Cleny I Save |

In this example; the
‘Eligible in HH’ number
was changed to ‘2.

By making this change,
the ‘Payment
Information became
inactive.

The drop-down arrows,
comments section and
the ‘Deny’ ‘Save’
buttons are deactivated.

Figure 2-21A: Payment New — Any adjustments made, one section will disable.

Example: The “Applicant Information”, “Eligible in HH information was changed from “3” to
“2” followed by using the tab key. At that time, the “Payment Information” In order to
complete a payment with new information, a new APC needs to be selected and loaded.
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The ‘Payment View’ screen will appear next. Verify all information entered is correct. This step
is considered to be a final review step for intake workers. The ‘Payment View’ screen displays
the OPUS generated authorization number or the authorization number from the application.

Yersion 2.7 .6T

Payment View active ¥ M
AP OHCS-CCSEULIEAPZ-0OEA 2000 PGE Edit Payrment I
PAYMENT REPORTS

Intake Report I ’ Motice of Action I . Mo Incarme I . Payrnent Receipt I

Mote: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachment A. Click to view attachment.

Applicant Information

Marne DAaVID ESTES Intake Date 01-11-z2003
HH Incorne $30,725.00 Intake Worker 5B
Eligible in HH 3 Weatherization Referral N Subsidized N
Payment Information
Payment Type Crisis Auth # C40003011
Account Status Shutoff 1-5 davys Insert Date 01-11-2008 Insert By SB
vYendor Amount Primary Ytatus Nhk# MName on Acct Account #
CEMTRAL
LIMCOLN PUD $270.00 T Pending DAVID ESTES 068467-0
(NEWPORT)
Total $270.00

Comments on Payment

Crisis andfor Furnace
payment cormments:

Payment Details\by Yendor)

CEMTRAL LINCOLM PUL Pending Batched Check#
(MEWPORT) 01-11-200&
mgency Paid Authaorized Batch # Check Date

Figure 2-22: Payment View

The payment is now to be in "Pending Status”, until management performs the payment
authorization function. If edits need to be done on a payment, this can be done only when the
payment is in "Pending Status”. To edit, click the *Edit Payment’ button on the ‘Payment View’
screen. The payment detail section (at the bottom of screen) displays the batch number, check

number and payment authorization number (reference figure 2-21).

You can access the Payment View screen from the Household View Screen or Main Menu
[Program > Search > Payment] as often as needed to track the payment status dates from

‘pending’, “authorized’, ‘batched’, to the final *agency paid’ status.
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Payment Links

The “Household View’ screen displays under the ‘Programs’ which the household receives
assistance. A household may receive assistance from several programs or different time periods.
For each program there is an associated payment link that displays a ‘Payment View’ screen.
This concludes issuing a payment™ to a qualified household who is eligible for program
assistance in the LIEAP/OEA program (reference figure 2-24). The next section describes how
to “Deny a Payment.”

Programs

Name Amount Chk No. Chk Date Auth # Type Status
LPO7 $200.00 C25128503  Special Pending
LPO7 $500.00 C25128575  (Crisis Fending
LPOS $160.00 1 Standard-Sub Yoid

A A A

Payment Link Authorization # Payment Status

Figure 2-24: Household View Programs

Denying a Payment

There may be times when an agency needs to "manually” deny a payment to a household, and
process a denied payment. Note: All ‘denied’ payments need to have comments recorded in the
comments section of the screen. The details as to “why the payment was denied should be
recorded”, (reference figure 2-25). It is strongly suggested to enter the *Date’ followed by
comments and completed by intake worker initials. This will allow future agency OPUS users to
follow the record(s) when staff-turn over takes place.

Version Z.7.68T

Payment

Payrent Eligibility Status: ACCEPTED

Payment Information

Search Payment New active ¥
iew
New Fields marked * are required.
Edit
AP IOHCS-CCSEULIEAPZ-OEA 2000 PGE LI #* Ln’adl
Applicant Information
Select Applicant IDF\\.-'ID ESTES 'I it Subsidized N
HH Incorme $30,725.00 Intake Date |01-11—2UDB *F MDD
Eligible in HH |3 # Intake worker ISB i,

refer for Weatherization [

Comments

For Crisis/Furnace Payrent:

Tvpe |Crisis Min-1 Max-500 =l Manual auth# I—
Account Status | Pastdue =] +
Yendor Amount Name on Acct Primary Acct #
E:NEENV'\';EO*"&_::)INCOLN PUD $fooo | Dpavio esTes TES 068467-0
Direct Pay % IU.UD
Agency % W

Total $ 0.00 Balance $500.00

KINT

and Direct Pay, provide
comments here

2000 characters left (spaces count)

' Save I

Revised 02/29/2008

Figure 2-25: Deny a Payment with comments.

31 OPUS LIEAP-OEA Manual, Section 2 - Client Intake-New



Setup:
1.

Start on ‘Payment New’ screen and complete the steps in the topic “Household - New

Payment, Confirms Qualification”.

2. Enter an authorization number, or allow OPUS to generate one by leaving it blank.

3. Enter comments about why a household is denied a payment.

4. At the end of the screen (Payment New), notice the "Deny" button next to the Save button

Note: On the Payment Edit screen, the ‘Deny’ button is located at the bottom-right side of the
screen next to the *Save’ button. Click the ‘Deny’ button. Once the Deny button is clicked, the
Payment View screen will appear, (reference figure 2-26). If needed, a payment in "Deny"
status can be edited on the ‘Payment Edit’ screen and the household re-qualified for program

assistance.

Payment
Search
Miew

Payment View

New APC ORCCA-BEA-DG-BEADS

PAYMENT REPORTS

. Intake Report | . Motice of Action | .

Mo Income I.

acive % 1
: Edit Payment
Edit

FPayment Receipt I

Mote: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachment A, Click to view attachrment.

Applicant Information

Marme DAVID ESTES Intake Date 03-10-2005
HH Income $22,665.00 Intake worker SB
Eligible in HH 2 Weatherization Referral N Subsidized W

Payment Information

Payment Type Standard-Reg Auth # TO31008

Account Status Regular Insert Date  03-10-2005

Yendor

CEMTRAL
LINCOLM PUD
(MEWPORT)

Total

Amount Primary Status Chk# Mame on Acct

$60.00 A Deny DAVID ESTES

460,00
Comments on Payment

Crisis andfor Furnace Date: cornments for deny, Intake worker initials
payment comrments:

Payment Details (by Vendor)

CEMTRAL LINCOLM PUD
(NEWFORT)

Agency Paid

Pending Batched

03-10-2008

Authorized Batch #

Insert By SB

Account #

068467-0

Check#

Check Date

Figure 2-26: Payment View with Status as ‘Deny’.
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Section Three

Client Intake — Existing

The user will learn how to update and edit existing household records in the OPUS database in
this section. These records include client, residence, income, employer, vendor 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.

Client Search 34
The Household View screen - “The Most Useful Screen” 35
Residence Search 37
Verifying Data on Views 40
Residence Edit 40
Add Client(s) to Existing Household 41
Client(s) Edit 46
Income Edit/Employer or Delete Income/Employer 47
Moves 50
Move Client(s) Household to Unknown 50
Move Household to New Residence 52
Move/Adding Existing Client(s) to Existing Household 54
Move/Merge Household to Existing Residence 56
Merge Household with Another Household 57
Client Vendor Edit, Remove, New Vendor 58
Payment - Edit, Void or Deny 60
Payment Edit 61
Payment Void 63

All SSNs throughout this manual have be covered for confidentiality purposes even though the
test database was used.
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Client Search

Search the OPUS database for existing client information before creating new records and to
prevent duplicate records.

Setup:

On the “Message of the Day’ Screen.

1. Click the *Search Client’ link on the ‘Left Nav Bar’ or from the ’Main Menu’ under “Client’.

2. For each client in the household, and with one search at a time, type a person’s first, last
name OR SSN/SYSID - without dashes (reference figure 3-1).

Note: The search results will display only 100 records results at random that match the criteria
you entered. It’s important to provide as much search criteria as possible, so that your results
will narrow down to a reasonable number returned records. Or the search results will indicate
‘No Results Found’.

3. Click the “Search’ Button. The search button becomes activated when information is typed
into any of the boxes.

WVersion 2,7.6T
Client -
Search Client Search
iew
Mew i i s F
S To search, at least one field needs to be entered. (Type "&pt, Unit" ete. with #)
ssnysvsio [ | Address | K3 |
Residence 5 .
Wiew First Name |D-‘WID | City I |
New
Edit Last Mame |!_E_§I§S Zip I | [ show Residence Info. only
Household
View When you Click in Search Results:
Mail/Ph Update Client's SSMN/SYS# = Household Screen
Client's Name = Client Screen
M Residence Address = Residence Screen
g¥e & maxirnurn of 100 results will be returned.
Client to HH
HH to Residence
Merge HH

Figure 3-1: Client Search Screen

When the search is successful, the client's information will show in the “Search Results’ section
(reference figure 3-1). Repeat a search for each client in household. In the “Search Results’,
client's system ID, first name, last name, address, city and zip code will display.
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Version Z.7.5P

Client -

Search Client Search New mge
e

Mew

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

Resid ; ;
Vs First Name [oavio 1K Dok [03-30-1963 | *MMDDYrry
Mew | Il
Edit Last Name |EsTES (K

Household SEN/Sys# 987654321

Wi
Mail/Ph Update OFPUS will search the database to find this client before creating a new record.

Move

Client ta HH Possible Matches
HH to Residence SEM # First Marne Last Name DOB
Seiym B DAYID ESTES 03-30-1963
DAYID ESTES 12-08-1961
DAYID JAMES ESTES 06-24-2002
DAYID ESTES 10-07-1952
987654321 1OHN DOE 02-02-1945

The link has been left in for an example SSN which in not real.

Figure 3-2: Client search with results

When a search is unsuccessful, a message ‘No Results Found’ will display under the ‘Search
Results’. Be sure to repeat a search for each client in the household before adding a client to a
household. Note: Searching by other fields on the search screen, such as first name or last name
can be attempted. Be sure to remove the SYSID/SSN when searching by first and last name.
This allows the system to find a person if they have a different ID number.

4. Estes was found in the database. The blue and underlined links in the columns signify links
to other screens. After a link has been used, it turns to a dark pink color for a period of time
(reference figure 3-2).

The following linked columns take you to respective view screens:
= Click on SSN/SYSID to view “‘Household View’ screen.
= Click on the first or last name links to view the ‘Client View’ screen.
= Click on the address, unit or zip to view the ‘Residence View’ screen.

The ‘Household View’ Screen ""The Most Useful Screen™

It is recommended that following a client search, to view a client’s household View Screen by
clicking the client’s social security number or system ID number. From the Household View
screen, the user will be able to see if there are other client(s) associated with the household (HH).
If a user finds household members in a specific HH, the user won't have to search each client
individually, since the client was found within the HH and the user will know they have a record
in the database. Click Estes’ SYSID to bring up the HH view.
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Household View: (cont)

Residence
AL

e

Edit

Household

Wiew
Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Household View

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

HH Members
R SSN/SYSID
] 569-19-3052

[ 546-11-9461

[ STHUNDEO101&3

MNew Client

Name
CAVID ESTES

JOHM & SMITH

THUNDER MQODY M

Programs

Name Amount Chk No.
CCSEULIEAPZ $270.00
CCSEULIEAPZ $270.00

LPO1 $50.00 50511
LPO1 $200.00 s051z2
LPOZ $100.00 SEIEL
LPOZ $200.00 56962
LPOS $250.00 65404
LPO4 $250.00 73968

Client - ¥Yendor (Yendaors in red are expired)

EfR ¥endor

= CENTRAL
LINCOLN
PUD
(NEWPORT)

Type Pri Acct®

E

Editl Remove I

T 068467-0

New Yendor

Address
T U Address

P 555 FREE ST M APT S5

SALEM, OR 97304

E 555 FREE ST M APT S

SALEM, OR 97304

Phones
T U Number

Active s &
Benefits {Get Code Kevy)
Race Services and Benefits
Sex Age AA AS AT NH WH ET LG ED FW FS DS HB HI ¥T
M 44 M M N M N MHE & MW ¥ N M Y N
il 43 WoM N M N MHE O M WM M N M N
25 M M Y M N MHE H M v v M M N
To rermove a client: Choose from R column, scroll down to click buttan.
Chk Date Auth # Type Status
C40003009 Standard-Reg Pending
C40003011 Crisis Pending
B245363 Standard-Reg Agency Paid
B245363 Standard-Reg Agency Paid
0Zz-28-2Z002 B316523 Standard-Reg Agency Paid
0Z-25-Z002 B316523 Standard-Reg Agency Paid
01-31-2003 B309952 Standard-Reg Agency Paid
0z-10-z004 B447407 Standard-Reg Agency Paid
Income Summary
NamefAcct DAVID ESTES $11,070.00
DavID JOHM & SMITH $11,595.00
ESTES THUNDER MOODY $68,060,00
Household Summary
Total Income $30,725.00
% of Paverty 179%:
Total # of Persons 3
HH Type ICD—Habltants Ll
Household Subsidized (|
Residence Subsidized N
Make any changes? Save Changes |

Client Name

Figure 3-3: HH view

The “Household View’ screen will appear (reference figure 3-3). On Estes” HH View screen, it
displays the following:

1. Estes’ household includes other members.

2. The Estes’ address. If the address on the application is different from what is displayed on
the HH view screen, the address will need to be updated. To update the address and/or phone
number, click on ‘Residence View’ from the ‘Left Nav Bar’. The ‘Residence View’ will
appear (reference figure 3-4).

Residence
View

Edit

Household
Wiew

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Residence View

Physical Address

555 FREE ST M APT 5

SALEM, OR 97304

Residence Subsidized:N

Resident Heat Sources

¥ Electric
MW Matural Gas
N il

N Liquid Gas

N
N
N

M

Wood
Pellet

Solar

Other

Status: Rent (Heat not incl)
Type: Multi-Unit { 2-4 )
County: poLk | Edit County

Primary Source: ELECTRIC

Active %

Edit Residence |

Figure 3-4: Residence View and Edit
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3. The HH includes a third person who meets the definition of a HH member. If a new
application was to include a fourth person not yet in the system, the HH information would
require an update to add another person.

A review of the ‘“Household View’ screen from the initial client search makes it easy and
quick to discover any information that would require to be updated. When updating
residence information, always search for the new address first. From a residence search, you
can determine how to proceed from one of the following scenarios:

= |f the residence address is found in the database without a household living in it, the
address can be used for the household. Use guidelines in topic Move Household to
Residence.

= |f the address is found in the database with a household in it and the HH is not active in a
program, then the “old HH” can be moved into “Unknown” and the new HH can use the
address. Use the guidelines in topic Move Household to Unknown, and Move
Household to Residence.

= |faHH is in the system with an old address and the new residence does not exist, it can
be added then moved to the HH from the old residence to the new one, using steps in
topic Move Household to a new Residence. Remember to complete a “Residence
Search” before adding a new one.

Residence Search

A residence may exist in the database but may be linked to an old household record. If a client is
located at an old address or linked to another household, go to Section 3 - Move Client (s) to
Unknown and follow the steps. This process moves clients from an old residence record in
order for you to use it for processing a new intake.

Note: If a client is “Active” in another program enrollment, possibly in another OPUS module
for services, the client can not be moved from the HH without being exited from the “other’ open
enrollment. The OPUS user can search other modules he/she has access to or contact their
agency’s OPUS Administrator for assistance. If the agency does not have access to another
module and receives the message that the client can not be moved due to another open
enrollment, contact OPUS Helpdesk opushelp@hcs.state.or.us.

Setup:
On the “Client Search’ screen.
1. Inthe address box, type a street number and street name (with spaces between as needed).

If you don't have a street number, use a "%" in front of the street name, such as % Stevens St.
2. If there is an apartment or unit number, use one of these formats: Apt #, Unit #, or Space #.
3. Type a city and zip code to narrow the results to this region of the state.

Note: At any time, searching for a client by address, the percent symbol (%) is considered a

‘wild card’. Enter the percent sign followed by the street name then click ‘Search’, the system
will search for any addresses close to matching what you entered (reference figure 3-5).
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Move

Merge HH

Client to HH
HH to Residence

Version 2.7.6T

Household

When you Click in Search Results:

Miew -Search
Mail/Ph Update Client's SSN/Sv5# = Household Screen -

Client's Mame = Client Screen
Residence Address = Residence Screen
& maximurn of 100 results will be returned.

Search Results
SEM #  First Name Last Mame Birth vear Address Unit City

Mo Results Found

Client -
Search Client Search
iew
ga% To search, at least one field needs to be enter pe "Apt, Unit" stc. with #)
SEN/STSID I Addphss |°.-"oCOUNTRY LAMNE
Residence
View First Mame I City
New
Edit Last Marmne I Zip % Info. only

Figure 3-5: Client Search

When a residence is found in the database, the address, city and zip code will be

displayed in the ‘Search Results’.

If the residence is not in the result list, you’ll see “No Results Found’. You can begin
creating a new household and a new residence (reference figure 3-7). When household
members have not been found in the database, click the “New’ link under “Client” on the
Left Nav Bar. 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.

e A

Version 2.7.6T

Client -
Search Household View pctive & M
x::,:\. Household - Click SSH/SYSID will open the Client View Screen, Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNfSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Rgsidence [T 569-19-3052 DAYID ESTES ™M 44 M M N N N MHE 5 N ¥ M M ¥ M
;:BL‘,:\. [ 546-11-9461 JOHM & SMITH M 43 M M M M N MHE O N MM M N M
e [T STHUNDEO10183 THUMDER MOODY M 25 M M Y M M NHE H M Y ¥ N N N
Household Mew Client | To remove a client: Choose from R column, scroll down to click button,
Maibh Undate Programs
Name Amount Chk No. Chk Date Auth # Type Status
e LPO1 $50.00 50511 B2458363 Standard-Reqg Agency Paid
Client to HH LPO1 $200.00 50512 B248363 Standard-Reg Agency Paid
HH to Residence LPOZ $100.00 569581 02-28-2002  B316523 Standard-Reg Agency Faid
Merge HH
LPOZ $200.00 56982 0z2-28-2002 B316523 Standard-Reg Agency Paid
LPO3 750,00 65404 01-31-2003  B309982 Standard-Req Agency Paid
LPO< $250.00 73965 0z2-10-2004 B447407 Standard-Req Agency Paid
Client - ¥Yendor {“Yendors in red are expired) Income Summary
EfR ¥Yendor Type Pri Acct# NamefAcct DAVID ESTES $11,070.00
(v CENTRAL E Yo 068467-0 DAVID JOHM & SMITH $11,595.00
EreLn ESTES THUNDER MOODY $8,060.00
(MEWPORT) Household Summary
Remove w Yendor Total Income $30,725.00
Address % of Poverty 179%
T U Address Total # of Persons 3
P 555 FREE ST M APT S HH Type | So-Habitants =l
SOEELE Of Bl Household Subsidized ]
=} 555 FREE ST M AE
ALEM, O £] Residence Subsidized N

Figure 3-6: HH View with address
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= |If the residence address is found in the system: the address, city and zip code will be
displayed in the results (reference figure 3-6). If this address isn’t correct, update the
residence information in the following order:
e Create a New Residence
e Move a Household to New Residence

To complete the ‘Move a Household to New Residence’, follow the steps in the *Moves’ section
titled ‘Move household to a New Residence’.

On the Left Nav Bar, click the Residence ‘New’ link. The ‘Residence New’ screen will appear
(reference figure 3-8). Reference “Section Two; Client Intake, Residence New” for additional
information to create new residences.

Client -
Search Client Search
1ew

gd% To search, at least one field needs to be entered. (Type "Apt, Unit" etc. with #)
sst/svsIo | fddress [145 FREEDOM #|
First Mame | city  [SALEM
Last Mame | Zip | [T show Residence Info. only

Household

View When you Click in Search Results:

Mail/Ph Update Client's SSM/STS# = Household Screen

Client's Narme = Client Screen
Residence Address = Residence Screen

Move ~ A
clisnt ta HH & maximum of 100 results will be returned.
HH to Residence
Mistisle i Search Results
SEM #  First Name Last Mame Birth Year Address Unit City
Mo Results Found
Figure 3-7: Client Search for residence
Client -
Search Residence New icive
iz
New Physical Address (Fields marked with * are required.}
Edit
Mo, Direction Street Name Type Direction Unit #
Residence 1
e | [ =1 | = | = =l [
Mew City ST Zip
Edit
I Bl or | = +4]
Household Residence Type Residence Status
iew I 'l # = [T subsidized Residence
Mail/Ph Update I _I
Move Client Heat Sources (*) - At least one source of heat must be selected.
Client to HH [T Electric 0 woed Primary Sourcel 'l L
HH to Residence
Merge HH [T natural Gas [T Pellet
0 ail [T salar
O Liquid Gas [T other Save I

Figure 3-8: Residence New
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Verifying Data on Views

In general, for all view screens, you should review to verify data entered. If information
requires to be updated or revised, the ‘Edit’ link or button is available to update or correct
information. Most "View Screens" are for viewing purposes, the one exception is the
‘Household View’ screen. Intake workers would use this screen to add new vendors.

Residence Edit

Setup:

On “Client View’ screen.

1. Onthe ‘Left Nav Bar’, click the ‘Residence View’ link and the ‘Residence View’ screen will
appear next. On the Left Nav bar under ‘Residence’, click the ‘Edit’ link. The ‘Residence
Edit’ screen will open. Edit the required information then click ‘Save’. Everything else
stays the same as detailed on the client’s application (reference figure 3-9A).

Client Client

Search Searth Residence View e & 4

View View

Mew @ Physical Address

Edit Edit 555 FREE STN APT 5 Status: Rent {Heat not incl)

SALEM, OR 97304 Type: Multi-Unit { 2-4 )

Residence i . e
et Residence Subsidized: N County: poLk | Edit County
Ede&c\l Resident Heat Sources
— Y Electric N Wood Primary Source; ELECTRIC
Household N Natural Gas N Pellet

Mail/Ph Update Yigw N il N Solar

Mail{Fh Lndate

Move N Liquid Gas N Other Edit Residence |

Client to HH Move
HH to Residence Client to HH
Merge HH HH to Residence
Merge HH
Figure 3-9: inthe  Figure 3-9A: Residence View, Edit
Client View
Version 2.7.7T
Residence Edit active ¥
Physical Address (Fields marked with * are required.}
Choose a Physical Address from menu, OR enter a new one below
| LI Mote: RES is current Residence Address
Address
Mo, Direction Street Mame Type Direction Unit #*
lsss || =l IFree [s7 = v =] [arT =] [
City ST Zip
[zaLEmM-a7304 Elor [o7304-zALEM =] +a]
Residence Type Residence Status
[Multi-unit ¢ 2-4 3 =] * |Rent (Heat not incl) =] = [T subsidized Residence
Client Heat Sources ()
¥ Electric T wood * Primary Source: IELECTRIC vl
[T Matural Gas T pellet
| T [0 solar
[ Liquid Gas [ other ‘
\__/

Figure 3-9B: Residence Edit screen
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Add Client(s) to Existing Household

Adding clients to an existing household is easiest when at least one client and the residence have
been initially created.

Setup:

On the “Search Client’” screen, as mentioned in the previous topics, searching for a client who
needs to be added to an existing household prevents creating duplicate records. If a search
locates clients living in a different household, follow steps in topic Merge Household with
another Household (reference figure 3-10).

Search Household to Add Client(s) to:
1. Search for the household member that needs to be added to the HH. On the ‘Search Client’
screen, type in the client’s name or SSN/SYSID. Click *Search’ button.

HOME | Log out

ernent | Reports | Help

Version 2.7.6T

Client .
search Client Search
ew
NBW i " s 3
i To search, at least one field needs to be entered. (Type "Apt, Unit" etc. with #)
ssnssvsio [ | address | 2] |
Residence ) )
View First Name |DAVID lcity | i
New
Edit Last Name I!_E__STES | zip | | [ show Residence Info. only
Household
Wigw When you Click in Search Results:
Mail/Ph Update Client's SSN/SYE# = Household Screen

Client's Name = Client Screen
Residence Address = Residence Screen

fMove A maximurm of 100 results will be returned.

Client to HH
HH to Residence
Merge HH

Figure 3-10: Client Search

2. Inthe results, click the client’s SSN number link to access ‘Household View’ screen
(reference figure 3-11).

=T
Client .
Search Client Search
iew
MNew i " Sn P
= To search, at least one field needs to be entered. (Type "Apt, Unit" stc. with #)
sen/svsio | il sddress | | #] |
Residence
View First Narme I__QE-_!_I_I_D_ | City I _I
el . :
Edit Last Mame |ESTES | Zip I | [T show Residence Info. anly
Household
WView When you Click in Search Results:
Mail/Ph Update Client's SSM/SYS# = Househald Screen
Client's Mame = Client Screen
M Residence Address = Residence Screen
ek A maximum of 100 results will be returned.
Client to HH
HH to Residence
Merge HH
SEM # First Name Last Mame Birth vear Address Unit City
Hkk_wk 3052 AT ESTES 1963 G55 FREE ST APT SALEM
2
ko 7100 /DAVID ESTES 1961 1530 TAMARACK APT SWEET HOME
63
19 DaMID JAMES ESTES 2002 175 W ST SPRIMNGFIELD
FrEk_¥E_ 0074 DAVID ESTES 1957 747 DEBBIE ST MCMIMNMNYVILLE

Figure 3-11: Client Search New with results
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3. Under the ‘HH Members’ section, click the ‘New Client’ button (reference figure 3-12). The
‘Client Search New’ screen will appear next.

wversion 2.7.6T

Client -
Search Household View active ¥

iew
Mew Household - Click S5M/SYSID will open the Client Wiew Screen. Benefits (Get Code Key)
Edit 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

Residence CAaVID ESTES il 44 M M M N N MHE S M ¥ M M ¥ N
Miew
Mew JOHM A SMITH ul 43 M M M N N MHE O N M oM M M ON
Er THUNDER MOODY M 25 M M Y M N MHE H N ¥ ¥ N N N
Household To remove a client: Choose from R column, scroll down to click button,
Wiew

Mail/Ph Update

Name Amount Chk No. Chk Date Auth # Type Status
Mowe CCSEULIEARPZ $270.00 C40003009 Standard-Reqg Pending
Client to HH CCSEULIEARPZ $270.00 C40003011 Crisis Pending
%j'de“e LPO1 $50.00 50511 B245363 Standard-Rea  Agency Paid
LPO1 $200.00 50512 B24E363 Standard-Reg agency Paid
LPOZ $100.00 56951 0Z-28§-2002  B316523 Standard-Reg Agency Paid
LPOZ $200.00 56982 0Z-28-2002  B316523 Standard-Reg Agency Paid
LPOZ $250.00 65404 01-31-2003  B309982 Standard-Reg Agency Paid
LPO4 $250.00 73968 0z-10-2004 B447407 Standard-Reg Agency Paid
Client - ¥endor (VYendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct# NamefAcct DAVID ESTES 4$11,070.00
(= CENTRAL E Yo 0683467-0  DAVID JOHM & SMITH $11,595.00
'EIUNDCO'-N ESTES THUNDER MOODY $5,060.00
(MEWFPORT) Household Summary
1 Total Income 4$30,725.00
% of Poverty 179%
T U Address Total # of Persons 3
P 555 FREE 5T M AFT 9 HH Type |C0-Habitants =i
SALEM, OR 97404 Household Subsidized |
555 FREE ST N APT A
SALEM, OR 97304 Residence Subsidized ]

PReges
T U Number

Figure 3-12: HH view, New Client button

~OPUS

Make any changes?

Client Name

Enerey Assistance

Wersion 2.7.6T

Client .
Search Client Search New active ¥
iew
MNew Current Household Members
Ed|t CoRl FCWC TN Name SBH Age
DAVID ESTES M 44
id JOHN & SMITH M 43
ﬁl‘:: SHEE THUMDER MOODY M 25
Mew B R . . - o .
Edit New Client Information (Fields marked with * are required, wildcards will be removed)
ﬂi‘;t'vseh"'d First Name [BETH | * *MMODYYTY
Mail/Ph Updats
= = Last Name [EsTES | =

Move
: SEN/Sys# [123987458 | -
client to HH /Sy Bl S

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

Possible Matches
SEM # First Marme Last Mame DOR
BETTY ESTES 01-09-1932

Figure 3-13: Add new HH member Search
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On the Client Search New screen, under ‘Possible Matches’, clients will appear if the name and
or SSN/SYSID number is close to the search criteria entered. If the ‘Possible Matches” do not
match the client in question, click on the ‘Add New Member’ button. The ‘Client New’ screen
will appear. Fields marked with * are required.

4. Type or select the following:

Salutation, as needed.

First Name, Middle Name, (if required), Last Name.

Date of Birth.

SSN or choose SYSID instead.

Phone number is the same as the others in HH, should not have to re-enter.
Gender.

Language.

Ethnicity.

Education.

Mailing Address.

In the example above (reference figure 3-13), the mailing address will be the same as the others
in the household. Address selections can be made from the drop-down menu previously entered
for other clients in household and skip the steps below.

Street Number, Street Name, Street Direction such as: S, N, NE, NW, etc.

Street Type such as: Ave, Lane, etc.

Unit Type such as: Apt, Unit, Bldg, PO Box, etc., # - for an apt number or PO Box #.
Select City.

E-mail address, not needed.

Services and Benefits the client currently receives.

Click the *Save' Button to save the client information (reference figure 3-14, next page).

The “Client New’ screen is on the next page alone to capture all the details.
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Client New active ¥ M

Client Information (Fields marked with * are required.)

Title I > I

First Name  [BETH * Middls |

Last Mame  [ESTES * Suffix |

DOB [or-111972 | * MDDy SSH/Sys# * [ e
SEM Quality Code  [Fullsan =] *

Phone fEmail

Prirmary Phone | ;l QR enter new number below,

Primary Phone | ooo-ooo-oooo ExT[ | Type [HOME ¥
E-rnail I

Client Characteristics

Gender IUnknown 'l Language IUnknown 'I Education |Unknown ;I

Ethnicity

O Hispanic/Latino O Mon-Hispanic/Lating

Race {Checl all that apply} Mationalities {Up to 3 Mationalities OR Tribes)

[ african American m E E

[T american Indian/alaska Native

[T asian Tribes (Up to 3 Mationalities OR Tribes)

[T wative Hawaiian ar Pacific Islander I =l I =] | =]
[ white

Mailing Address *

{Choose an address from menu, OR enter a new one below)

I =l

No. Direction Street Name Type Direction Unit #*

I [ | = | I S N |

City 5T 2ip

I =or | =l +a]

Client Services fBenefits

[T Disabled [T wveteran [ aFs Childcare Farmworkerl 'I
[T Homebaound [T Food Stamps [T Health Insurance

Figure 3-14: HH Client New

Click the ‘Save’ button.
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Client

Searsh Client View

Wiew

Ne_w

Edit Client Information
Name BETTY ESTES

Residence

Miew DOB 01-09-1932

Mew

Edit Phone (503) 761-4503
Email

Household

(EE Gender Fernale

Mail/Ph Update Ethnicity Non-Hispanic/Lating
Race W hite

Mowve i 3

Client to HH Nationality

HH to Residence

Merge HH

Mailing Address
16901 SE DIVISION ST APT 101
PORTLAND, OR 97236

IncomefEmployer

E/D T

O Social Security

O ss1

ﬂl Delete I ~ Mew Income I

servicesfBenefits
Y Disabled

¥ Food Stamps

N Farmworker

Active X
Select anothelClient in HH [BETTY ESTES 5]

SSNFSYS ID# ¢

Version 2.7.6T

Age 76
Ext PH Type HOME
Language ENGLISH
Education HS3-NOMN-GRADUATE
Edit Client | Wiew Household |
County MULTMOMAH Edit County |
Source Freq Amount Annual
55 Monthly $206.00 $2,472.00
S50 Maonthly £378.00 £4,536.00
Total %7,008.00
N \eteran ¥ Homebound
N AFS Childcare ¥ Health Insurance

Figure 3-15: HH member view selection

Double-check the information to ensure it is correct. On the *‘Client View’ screen, a user can
select another household member from the top right drop-down menu called *Select Another
Client in HH’. This is an easy way to get to another HH member “Client View’ screen if
information requires to be updated, (reference figure 3-15). The figure below shows in detail the

HH selection (reference figure 3-15A).

Client View

Client Information

Name DAVID ESTES SsN/

DOB 03-30-1963 Age

SYS ID#

44

Figure 3-15A: HH member view selection
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Client Edit

Setup:

On the “Client View’ screen, working with the dropdown box ‘Select Another Client in HH’.

Client
Search
Wigw
MHew

Residence
View

Mew

Edit

Household

View

Mail/Ph Update

Move
Client to HH

Merge HH

Edif <——n

HH to Residence

Client View

Client Information

Name
DOB

Phone

Email

Gender
Ethnicity
Race
Mationality

DavID ESTES
03-30-1963

(541} 265-5563 Ext

Male
Unknown

Unknown

Mailing Address
555 FREE ST N APT 5

SALEM, OR 97304

SSNSSYS ID#

County

ect Another Client in HH

Age 44

PH Type HOME

THUNDER MOODY

Language ENGLISH
Education HS-GRADUATE

————  Edit Client |

FOLK

View Household |

Edit County |

Figure 3-16: Client view to edit information

1. Once the correct name is selected, click the ‘Go’ button. The ‘Client View’ screen will
appear next. On the Left Nav Bar, click the “Client Edit’ link, or click the ‘Edit Client’
button under the ‘Client Information’ section. The “‘Client Edit’ screen will appear next
(reference figure 3-16, above).

Client
Search
Migw
New
Edit

Residence
Wiew

e

Edit

Household
Wiew

Mail/Ph Update

Move

Client to HH

HH ta Residence
Merge HH

Middle
Suffix
SEMN/Sysd *

S5SM Quality Code

Client Edit

Client Information (Fields marked with * are required.)
Title I v'l

First Name  |DAVID *

Last Narne |EsTES | *

DoB |03-30-1963 * MMDDTYYT

Phone fEmail

Select phone or Enter new Number below

Phone

E-rnail

=l
|541-265-5553 ooo-000-0000

Extl

Active b
_ ] Create ID I
IFull SSN "I i

Type IHOME 7'

Figure 3-16A: Client Edit screen

2. On the “Client Edit’ screen, all fields will be in edit mode for information to be corrected or
changed. Certain drop-down boxes contain information that was entered for the other HH
members. If this information is correct, it can be chosen or the information can be manually
added (reference figure 3-16A).
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If the phone number needs to be updated, dashes do not need to be typed in. As the tab
button is used to exit a cell, OPUS will automatically insert the dashes, (reference figure 3-
16A, previous page).

When the information has been verified and correct, click the ‘Save Changes’ button at the
bottom of the screen (reference figure 3-16B). The “Client View’ screen will appear with the
most current changes.

Client Services /Benefits
M Disabled C Veteran I AF3 Childcars Farmworkerl j'

O Homebaund W Food Stamps v Health Insurance

Save Changes

Figure 3-16B: Client edit ‘Save Changes’
Income Edit/Employer or Delete Income/Employer

Setup:

1. Onthe “Client View’ screen, use "Select Another Client in HH" to select the required HH
member whose information requires to be updated. The “Client View’ screen will appear
next (reference figure 3-17).

TEFSTON 2.7 .61
Client . .
Search Client View e ¥ M
=0
Hew Select Anather Client in HH [DAVID ESTED ] Go
Edit Client Information
Name DAVID ESTES SSMFSYS ID#
Residence
Wigw DOB 03-30-1963 Age 44
Mew
Edit Phone (541% 265-5563 Ext PH Type HOME
Email
Household
i Gender Male Language EMNGLISH
Mail/Ph Update Ethnicity Unknown Education HS-GRADUATE
Race Unknown
Mowve R -
Client ta HH Mationality
HH to Residence Edit Client | Wigw Household |
Merge HH

Mailing Address
555 FREE ST M APT S

SALEM, OR 97304 County POLK Edit County |

IncomefEmployer

E/D T Source Freq Amount Annual
ages LIFE-SAVER Monthly $922.50 $11,070.00
( [Edi] DYlete | mew Income Total  $11,070.00
€5 fBenefits
W Disabled N Veteran M Homebound
Y Food Starmps M AFS Childcare Y Health Insurance

M Farmworker

Figure 3-17: Client View Edit income/employer
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To edit income or an employer, click the ‘Edit’ button on the ‘Client View’ screen. The

‘Income & Employer Edit” screen will appear. Some cells require manual input and some
cells have drop-down boxes to choose information from. Make appropriate changes or

updates as needed. Click the “‘Save’ button (reference figure 3-18).
screen will re-appear. Note: Fields marked with * are required for
saved.

The “Client View’
an income source to be

Version 2771

Income & Employer Edit active ¥
Income fAsset (Fields marked with * are required for an income source to be saved.)
Source/Employer Mame Type Start Date (MMDDYYYY)  Arnount
[CiFE-sAvER [wages =]+ [otoi-1sss |+ [zzs |+
Frequency End Date (MMDDTTT) Asset Value
[Wontiy 5 - ] Fezs ]
Verified How Verified By Verified Date
[Saw Paycheck stub |8 *[5C | * [p1-05-2004 | e.q. mMDDYYYYH
Comments (Mdx 2000 characters)
CK STUR o

.4
1993 characters left {spaces count)
Employer Information
Phone I e.9. 503-555-1212 Ext I_
Address ( If entering address info : Fields marked with * are required for an address to be saved.)
MNao. Direction Street Name Trype Direction Unit #*
| I I (BN e
City ST Zip
| * [ = /for ] | +4 4|

Figure 3-18: Income & Employer Edit screen

Click the ‘Save’ button when complete.
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3. To delete an income, click on the ‘Delete’ button. A “Windows Internet Explorer”
confirmation will appear with the question “Are you sure you want to delete the selected
income?” If the income is to be deleted, click the ‘OK” button. If the income is not to be

deleted, click ‘Cancel’ (reference figure 3-19, deleting income).

Client

Version 2.7.7T

Search Clhient View active ¥ M
=
flew Select Anather Client in HH [DAVID E5TES =] [Ga]
Edit Client Information
5 . Name DavID ESTES SSN/SYS ID# S
Residence
Miew DOB 03-30-1963 Age 44
Mew
Edit Phone
Email
Household
Viaw Gender
Mail/Ph Update Ethnicity
Race
Move H %
Client to HH Nationalit
Merge HH
Mailing Address
555 FREE ST M APT S
SALEM, OR 97304 County  POLK _
IncomefEmployer
ESD T Source Freqg Amount Annual
LIFE-SAVER Monthly $322.50 $11,070.00
Total $11,070.00
M Disabled N Weteran N Homebound

N &FS Childcare ¥ Health Insurance

¥ Food Stamps

M Farmwnrker

Figure 3-19: Income & Employer delete

4. If a new income needs to be added, click the ‘New Income’ button. Note: Complete all
required information using the same steps used to edit client information. Click the *Save’

button when complete (reference figure 3-18).
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Moves

There are six different ways to process moves in OPUS:
Move Client(s)/Household to Unknown

Move Client (s) to Household

Move/Adding Client(s) to Existing Residence
Move/Merge Household to New Residence
Move/Merge Household to Existing Residence
Merge Household with another Household

oo wdE

The following examples demonstrate move scenarios.

Move Client(s)/Household to Unknown

Paul Morgan submitted his application for assistance. Searching the database using the client’s
SSN, Paul Morgan was not in the database. A search for the client’s current address: 7114 SE
Terrace Trails Dr., Portland OR 97266 was completed and found the address in the database with
a different client identified as Lisa and Steven Adams.

Setup:

1. Onthe “Client Search’ screen, enter Paul Morgan’s address and click the “‘Search” button.
The “Search Results’ indicates Lisa and Steven Adams affiliated with the address. Click on
Lisa’s SSN to get to the “Household View’ screen (reference figure 3-20).

Client

Search Client Search

iew

ECIL;:\J To search, at least one field needs to be entered. (Type "Bpot, Unit" ete, with #)
SSNSSYSID I Address |?114 SE TERRACE TRAILS C #I

Residence

Wiew First ame | city  [PoORTLAND

W=

Edit Last Name | Zip |9?266_ [T show Residence Info, only

Household

View When vou Click in Search Results:

Mail/Ph Update Client's SSN/SYS# = Household Screen

Client's Mame = Client Screen
Residence Address = Residence Screen

Mowe - :

Client ta HH A maximum of 100 results will be returned.
HH to Residence

Merge HH Se

First Marne Last Marne Birth vear Address Unit City

HkE_+*. 0062 ADAMS 13979 7114 SE TERRACE PORTLAMD
TRAILS DR

dk k*.2123 / STEVEN ADAME 1335 7114 5E TERRACE PORTLAND
TRAILS DR

Hokk kw3974 DYLAN ADAMS 2000 7114 SE TERRACE PORTLAND
TRAILS DR

Figure 3-20: Client Search by address
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2. This HH needs to be moved from the existing address which is being occupied by Paul
Morgan. To move the family from the residence, click on ‘Move Entire Household to
Unknown’ (reference figure 3-21).

Client
Search
Migw
Mew
Edit

Residence
Miew

Mew

Edit

Household
Wiew

Mail/Ph Update

Mowve
Client to HH

HH to Residence

Merge HH

Household View

Household - Click SSN/SYSID will open the Client Yiew Screen,

HH Members Race Services and Benefits
R SN G¥ETN MName Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Os 2 LISA ADAMS F 28 N N M N N NHE O N M N M N N
05 3 STEVEMN ADAMS M 9 N N N N M NHE U N M N N N M
[Os 1 DYvLAM ADAMS M 7 N N N N N WNHE U N M W M N N
MNew Client I To remove a client: Choose from R colurmn, scroll down to click button,
Programs
Name Amount Chk No. Chk Date Auth # Type Status
LPO7 $310.,00 5325233.34 02-27-2007 LO708385 Standard-Reg Agency Paid
Client - ¥endor (Vendors in red are expired) Income Summary
EfR ¥Yendor Type Pri Acct# NamefAcct LISA ADAMS $2,760.00
= PORTLAND E ¥ 1365935- LISA ADAMS Household Summary
GEMERAL 7250082
ELECTRIC Total Income $2,760.00
) % of Poverty 16%:
Edit] Remowve Mew Yendor
Total # of Persons 3
Address -
T U Address HH Type |S|ng|e Parent Female;l
B 7114 SE TERRACE TRAILS DR Household Subsidized I
R TEAND, Qb 27200 Residence Subsidized M

Phones

T U Number

H (503) 236-0894
H (503) 236-0894
H (503) 236-0894

Client Name
CvLan ADAMS
LISA ADAMS
STEWVEN ADAMS

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

Remove Client{s) frorn Household

o Remove Household: Click this button
Move Entire Househald to Unknown

Active & 4

Benefits (Get Code Key)

Make any changes? _ Save Chandes I

HH Comments

=

H

SUUL LTI OLLT D ITIL AP OLTD LUl

Figure 3-21: HH view. Move Entire Household to Unknown.

The HH view screen stands alone to show where the ‘“Move’ buttons are located.
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3. The database will require the user to confirm they want to move the HH to unknown. Click
the ‘OK” button to complete the move to unknown. When the HH has been moved out of the

residence, the HH address will appear as ‘unknown’ (reference figure 3-22).

OO T T

J:—ddLll'e::dress HH Type |Sing|e Parent Fernale

M ADDRESS UMKEMOWN ¢ Household Subsidized I
R Residence Subsidized u

Phones

T U Number Client Mame Make any changes? _

H fi- 115 9 AN A A e

H

H

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

To Remove Household: Click this button

Figure 3-22: HH View. Move HH to unknown. Address shows ‘unknown’.

Move Household to New Residence

1. To move a new client to a household, use *Client Search New. If the client does not appear

in ‘Possible Matches’, click on ‘Add New Member’ (reference figure 3-23).

TETSTON IGECA
Client -
Search Client Search New —
(=1
e
Edit New Client Information (Fields marked with * are required, wildcards will be removed)
Resi 3
uie;\idenm First Name [PaLL | + Dob [04-25-1945 | *MMDDYYYY
Mew
Edit Last Narrie [MorRGAN | * _Create ID_|
Household EEN/Sys# SPMORG042545 | * -
ISR
Mail/Ph Update OPUS will search the database to find this client before creating a new record.
gﬁ;ﬁi-ta H Possible Matches
HH to Residence SEM & First Mame Last Mame CoB
Merae HH PALIL MARKHAM 10-26-1953

Figure 3-23: Client Search New, Add New Member
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2. The “‘Client New’ screen will appear. Some information will already be filled in (reference
figure 3-24). Complete the balance of the client information, then click ‘Save’.

Title I VI
Residence
Wiew First Mame  [PALL o Middle |
Iew
Edit Last Mame IMORG.C\N * Suffixz I 'i
Household DOB |D4-25-1945 * MMDDYTYY SSM/Sys# * ISPMORG042545 Create ID
Wi =
MI:iT:’Ph Update SEN Quality Code IDon't know/have vl *
Phone/Email
Move i I -a00- [ [FowE |
Client to HH Primary Phone 0a0-000-0000 E=T Type X
HH to Residence e
Merge HH Exitil I

Client Characteristics

Gender Im Language Im Education |Unknown ;I
Ethnicity

O Hispanic/Lating € Man-Hispanic/Lating

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

[T african American E E E

[T american Indian/alaska Native

[ asian Tribes (Up to 3 Mationalities OR Tribes)

[T Mative Hawaiian or Pacific Islander I ;I | ;I | ;I
[ wihite
Mailing Address *

No. Direction Street Name Type Direction Unit #
—— = R — |
City ST Zip

I = or | =l +4]

Client Services /Benefits
[T Disabled

[T Hormebound

[T veteran
[T Food Stamps

Farmworkerl "I
Save

Timeout
16:43

[T &Fs childcare
[T Health Insurance

Figure 3-24: Client New screen.
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Moving-Adding Existing Client(s) to Existing Residence

1. To move an existing client to an existing residence, locate the designated client who is being
moved. Click on SSN to open up “‘Client View’ (reference figure 3-25). Click on ‘Client to
HH’ link in the *Left Nav Bar’. The ‘“Move Client” screen will appear (reference figure 3-
25A).

Client . .
Search Client View —
View
=1 Select Another Client in HH ILISA ADAME 'I
Edit Client Information
Name LISA ADAMS SSMSSYS ID#
Residence
Yiew DOB 09-10-1979 Age =28
Mew
Edit Phone (S03) 236-0594 Ext PH Type HOME
Email
Household
e Gender Fermnale Language ENGLISH
Mail/Ph Update Ethnicity Unknown Education Unknown
Race Unknown
Move = =
Client to HH Mationality
HH to Residence Edit Client View Household
Merge HH
Mailing Address
ADDRESS UMKMNCOWN
PORTLAMD, OR 97232 County CLACKAMAS
Figure 3-25: Move existing client to existing residence
Client .
Search Move Client PTT.
iew
New To Move: ] ) }
Edit Enter into search fields for client{s) to move to a different household.
From the results belaw - Make selections under the M calumn, on left and right sides,
then click button at end of page, to "Move Client(s) to Household",
Residence
Wiew MOTE: One or more clients can be moved,
E%’E’ but only OME househaold can be selected to move client(s) inta.
i
Client(s) FROM - Enter at least ane TO Household - Enter at least one
Household — -
i SSNL |
Mail/Ph Update .
Mail/Ph Update SENZ I— First IPF\UL
Mowve SSN3 [ Last  [MORGAN
Client to HH . ]
HH to Residence iy ILISA
Merge HH Last |aDams
- - s —
Figure 3-25A: Move Client

Enter the “Client(s) FROM’ - SSN and/or name and enter “TO Household” SSN and/or name,
click ‘Search’ (reference figure 3-25A).
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2. The client(s) to be moved ‘FROM’ and the “TO Household” information will appear. Check
the appropriate box(es) to complete the move. Click on ‘Move Client(s) to Household’
button (reference figure 3-26). Windows Internet Explorer comment will appear asking for a
confirmation of the move *Are you sure you want to move the selected clients?

[Search

Client .
Ssarch Move Client ol
Wigw
New To Move: _ _ _
Edit Enter into search fields for client{s) to move to a different household.
Fram the results below - Make selections under the M column, on left and right sides,
. then click button at end of page, to "Mowe Client(s) to Househald".
Residence
View MOTE: Qne or more clients can be moved,
%,‘;_i but only ONE household can be selected to move client{s) into.
i
: Client(s) FROM - Enter at least one TO Household - Enter at least one
Household
vien s oo | ssw [ ]
R R ssve [ ] First  [PALL
Move sewy [ Last  [MORGAN
Client t:o HH . L 15A
HH to Residence RIESS
Merge HH Last |AD.°.MS
Select M column to move (select one or more) Select M column to move (select only one more)
TNGSH First Last T oSG First Last
SH3960062 LISA ADAME FMORGO42545 PALUL MORGAN
Household Yiew Screen will appeaD

Figure 3-26: Move Client(s) to Household

3. Click ‘OK” if the client(s) are correct to complete the merge (reference figure 3-26A).

Figure 3-26A: Confirmation to move client(s) to HH
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4. The “Household View’ screen will appear with the clients merged (reference figure 3-26B).

Client
Search
Wiew
Hew
Edit

Residence
Wiew

Mew

Edit

Household
Wiew

Mail/Ph Update

ove
Client to HH
HH to Residence
Meroe HH

Household View active ¥ M
Household - Click SSN/57SID will open the Client View Screen. Benefits {Get Code Key)
HH Members Race Services and Benefits
R SSM/SYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
[ SPMORGO42545 FAUL MORGAM M B2 M N N N Y MHE = N M M N N Y
[ LISA ADAMS F 28 M N N N N MHE U N M M N N N
New Client To remowve a client: Choose from R column, scroll down to click button.
Programs
Name Amount Chk No. Chk Date Auth # Type Status
LPO¥ $310.00 532523353.34 0z-27-z007 LO7O5385 Standard-Reg Agency Paid
Client - ¥endor {Yendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct# MamefAcct LISA ADAMS $2,760.00
& PORTLAND E ¥ 1365935- LISA ADAMSE Household Summary
GEMERAL 7250062
ELECTRIC Totafl Income $2,760.00
= % of Povert 20%:
Edltl Rermove I Mew Vendor I * E 2
Total # of Persons 2
Address -
T U Address HH Type |Marr|ed LI
P 42587 ELSIE DEER LN Household Subsidized O
SEASIDE, OR 97135 E —n
! Residence Subsidized N
M ADDRESS UMEMNOWM .
SEASIDE, OR 97138 Make any changes? Save Changes |
Ul 7114 SE TERRACE TRAILS DR
HH C t:
PORTLAND, OR 97266 ; il e —

Figure 3-26B: Household view, clients merged.

Move/Merge Household to Existing Residence

In ‘Household View’, in the Left Nav Bar, #1, click ‘Mail/Ph Update’ link. Check the
appropriate information to be updated in *Household Info Update’ screen then #2, click ‘Update
Changes’. “Windows Internet Explorer” will request confirmation “Are you sure you want to
Update Household information? Click #3, ‘OK’. The clients in the HH will be updated at the
same time with the same address and phone number (reference figure 3-27).

Household
Wiew
Mail/Ph Update

Mowe
Client to HH

Merge HH

#1

HH to Residence

Household Info Update

Client () in Household

Active L ]
x|

SEN/EYSID Clignt Name 9
SRS "-3) Are you sure you want to Update Househaold information
SPMORGO42545 PALL MORGAN

ailing Address for Household {HH) Cancel |

Mo Change

RES - 7114 SE TERRACE TRAILS DR - PORTLAMD OR, 97266

{7114 SE TERRACE TRAILS DR - PORTLAND OR, 97266

O ADDRESS UMKMOWHN - SEASIDE OR, 97135

Home Phone Number for Household {HH) - choose one
Mo change

O Delete All

& HOME - (503) 236-0894

) HOME - (503) 755-0216

Figure 3-27: Merge HH to Residence
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Merge Household with Another Household

1. In “Household View’ locate the household you want to merge with another household. On

the Left Nav Bar, click “Merge HH’ link (reference figure 3-28).

Client

Scarch Household View nctive ¥
iew
Maw Household - Click S5N/SYSID will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [T SPMORGO42545 PAUL MORGAN M B2 M N M N Y MHE 5 N N N N N Y
Miew
Mew [l LISA ADAMS F 28 M N M N N MHE U N N N N N N
Edit o : :
Hew Client To remove a client: Choose from R column, scroll down to click button.
Household Programs
\.I'ie_w Name Amount Chk No. chk Date Auth # Type Status
LPOY $310.00 5325233.534 0z-27-2007 LO7O5356E Standard-Reg Agency Paid
Client - ¥endor (VYendors in red are expired) Income Summary
client to HH EfR ¥Yendor Type Pri Acct# Name/fAcct LISA ADAMS $2,760.00
HH to Residence & PORTLAND E ¥ 1365935-  LISA ADAMS Household Summary
grge HH GEMERAL 7250062
ELECTRIC Total Incormne $2,760.00
: % of Poverty 20%.
Edit] Remave New Yendar I
Total # of Persons 2
Address -
T U Address HH Type IMarrled =l
B 7114 SE TERRACE TRAILS DR Household Subsidized O
FORTLAND BB 27266 Residence Subsidized N

Figure 3-28: HH View after merge.

2. #1, fill in the ‘Move FROM’ ‘Merge TO’ then: #2, click “Search’. Check the appropriate
circle(s) to be updated, #3, click “Merge Households’. “Windows Internet Explorer” will
request confirmation ‘Are you sure you want to Update Household information? #4, click
‘OK’. The clients in the HH will be updated at the same time with the same address and

phone number (reference figure 3-28A).

Client

Searth Merge Households | »
—N::t:l To Merge: =
Edit Enter into fields to search Households

From search Results, choose HHs on g
5 then clig s QK
Residence o

Are you sure you want to merge the selected househalds?

Cancel |

Wiew
T ter HH to Move FROM

Edit ssuo |
|-

First |oavip " First  |PALL

Household

Vigw |aDams Last  [MORGAN
Mail/Ph Update AND
#1

Move

Merge Households
{Household view Screen will appear_gé

Client to HH
HH to Residence FROM (select only one) TO (select only one)
Merge HH : 7
M SSN First Last M SSH First
# 544520058 DAavID ADAMS ¥ SPMORGO42545 PALL

#2 Search |

Last
MORGAN

Figure 3-28A: HH View processing merge.
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3. The Household View screen appears. The move is completed (reference figure 3-28B).

Client -
scarch Household View active %
iew
Mew Household - Click SSN/S7SI0D will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits

R SS5NfSYSID Name Sex Age AA AS AT NH WH ET LG ED FW FS DS HB HI ¥T
Residence r PALUL MORGAN | 62 M N M N Y MHE = N N N N N T
Migw
Hew C DAYID E ADAMS M 46 M M M N Y MNHE C M Y M N ¥ N
Edit r CASANDRA L ADAMS  F 43 M N M N M MHE © M ¥ N M N N
Haticahold r LISA ADAMS F 28 M N MM N NHE U N N M N N N
View
2 DAVID H ADAMSE M g M M M N N MHE U M ¥ M N ¥ N
Mail/Ph Update r

I ZEPHENIAH ADAMSE M & M M M N N MHE U M ¥ M N ¥ N
Move r HNOAH ADAMS M 4 M M MM T MHE U M ¥ M M ¥ N
Client to HH
HH to Residence r REBEKAH ADAMS F z M N M N Y MHE U M ¥ M N ¥ N
Merge HH .

Mew Client I To remove a client: Choose from R column, seroll down to click button.

Figure 3-28B: HH merge completed.
Client Vendor Edit, Remove, New Vendor

Periodically, client vendor records need to be updated with new account numbers, or a household
may be serviced through a different vendor.

Setup:

On the Household View screen.

Find the “Client-Vendor’ section, under the ‘Programs’ section. To edit, remove or add a new
vendor, click the appropriate button and the desired screen will appear.

Household View

Household - Click S5N/SYSID will open the Client Vie

HH Members R
R SSHSSYSID Name Sex Age f
O LEE ESTES M 29
N JADE DILLOM F 27
N MARLEYT DILLOM  F 1z
[ KAME DILLOMN M 10
[Tl SKEELEY110202  KEELEY ESTES F 5

Mew Client To remove a client: Choose from R

Programs

Name Amount Chk No. Chk Date
DEAQDSPC $320.00 35402 03-14-2003
Client - ¥endor {vendors in red are expired)

ESR ¥Yendor Type Pri Acct# Name/fAcct

= PACIFIC E Yo 47062987-  JADE

DILLOM
Figure 3-29Vemdor Edi7Remove/New Vendor screen.
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The “Client Vendor Edit’ screen allows household information to be updated. The “‘Client’ drop-

down box will allow different names to be chosen within the specific household.

Client Vendor Edit active ¥ M

Yendor Information (Fields marked with * are p£q d.
Client KEELEY ESTES( x| *

Mame on Acct IKEELEY ESTES Se—r * {may/may not be same as Client)
Accaunt # |
vendor Mame/Heat Type PACIFIC POWER f Electric

yerification

Intake—WorkerlSB ¥ Cate IDl-ZZ—ZDDS ® Type|Saw Bill 'v[*

Comments {max 2000 characters)

01-23-08: use this area for appropriate cornments | ;I

1951 characters left {spaces count)

Save Changes

Figure 3-29A: Client Vendor Edit screen.

The “Client Vendor New’ screen allows a new vendor to be used for a specific client (reference

figure 3-30).

Client Vendor New active ¥ 1
Yendor Information (Fields rnarked with * are required.)

Client KEELEY ESTES v'l &

Mame on Acct KEELEY ESTES | *{may/may not be same as Client)

Account #

Vendor/Heat Type PACIFIC POWER / Electric ;I #

Yerification

Intake-Wworker ISB Date |01-22-2008 Type ISa_w Bill "]

Comments {max 2000 characters)
=

2

2000 characters left (spaces count)

Figure 3-30A: Client Vendor New screen
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The ‘“New Vendor’ button will allow the vendor to be removed from the client’s records.

Notice: This button initiates a double check asking ‘Are you sure you want to Remove Vendor’
(reference figure 3-30B).

mETRIaERED| W inclows Internet Explorer

Programs
Name Am
QEAQDSPC $3z2)

Client - ¥Yendor {
E/R ¥Yendor Ty
= PACIFIC E

POWER ESTES Household Summary
¢y PACIFIC E Y 47062987- JADE
POWER 0010 DILLON jiztsinenthe

Edit| _Remove | Hew vendor | i
Total # of Persons

Figure 3-30B: Client Vendor Remove screen.

Payment Edit, Void and Deny

At times, a client’s payment assistance record needs to be edited to change something about a
payment. At other times, a payment may need to be voided or denied due to program limitations,
or depleted program funds.

On the “Household View’ screen, find the ‘Programs’ section, under the client information
section. Programs that a household has received assistance from will be listed as a link (blue and
underlined text) to the associated payment view screen (reference figure 3-30). If the link has
been used within a short period of time the color would be a dark pink.

The household view screen offers a "quick™ view of information about a payment such as the:
amount, check number, date, authorization number, payment type and payment status. Only a
payment in "Pending Status"” can be edited, if needed. Once the payment has been authorized by
a manager and labeled "Authorized" under the Payment Status column, the payment can not be
edited.

Programs
Mame Amount Chk No. Chk Date Auth # Type Status
QEADSPC $320.00 35402 03-14-2003 B303343 Standard-Reg Agency Paid

Figure 3-31: HH view, Program Payment view screen
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Payment Edit

Setup:
On the Household View screen.
1. Find the Programs section, under the household information section.

Programs
Mame Amount Chk No. Chk Date Auth # Type Status
QEADSPC $320.00 35402 03-14-2003 B303343 Standard-Reg Agency Paid

Figure 3-32: HH View Program, Payment view screen.

2. Click the ‘Payment’ link you want to edit “blue and underlined link”. The Payment View
screen will appear (reference figure 3-32). When a link has been used previous within a
short period of time the link can be a different color (dark pink). This can be used as a
quickly located tool to find a link previously reviewed.

Payment View active ¥
APC:  ACCESS-OEAO3PC-JAC-OEA 2003 PC Edit Payment |

PAYMENMT REPORTS
Intake Report | . Motice of Action | . No Income I . Payrment Receipt |

Mote: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachment &. Click to wiew attachment.

Applicant Information

Marne JADE DILLON Intake Date 0z-04-2003

HH Income $8,152.00 Intale worler LMs

Eligible in HH 5 Weatherization Referral N Subsidized N

Payment Information

Payment Type Standard-Req Auth # B303343

Account Status Shutoff 1-5 days Insert Date  03-06-2003 Insert By CLF
vendor Amount Primary Status Chlk# Mame on Acct Account #
PACIFIC POWER $320,00 T P"agiznc" 35402 JADE DILLON 47062987-0010

Total $320.00

Figure 3-32A: Payment View — to Edit screen.

3. The ‘Payment View’ screen provides details about a specific payment. At the bottom of the
screen, is a section called “Payment Information by Vendor’. This section provides a

tracking system, by vendor, for each stage of a payment cycle from "Pending" to "Agency
Paid".

4. Click the ‘Payment Edit’ button. The Payment Edit screen will appear (reference
figure 3-32A). Payments can only be edited in ‘Pending’ status.
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5. A different APC may be chosen from the drop-down menu, then click the ‘Load’ button.
This "re-qualifies” the household under the new APC fund type. Once Accepted, reference
‘Payment Eligibility Status’ section (middle of screen), then proceed and fill out the rest of
the information, then click *‘Save Changes’ button. The ‘Payment View’ screen will re-

appear with the changes made and with the new APC qualification assigned to the payment
(reference figure 3-32B).

Payment Edit -

Fields marked * are required. Care should be taken when using this screen. There are very few checks in
place so results can be unpredictable if making strange changes!

aoid Entire Payrment Deny Entire Payrment |

LI R L'oadl

Select APC IF\CCESS-OEADSPC—JF\C—OEA £003 PC

User Information

Marne IJP.DE DILLON vl ok
HH Incame $8,152.00 Intake Date IDZ-D4-2003 * g.g. MMDDY T
Eligible in HH |5 L/ Intake Worker LMS #

Payment Eligibility Status: ACCERTED Weatherization [ Subsidized [J

Payment Info

Payment Type IStandard-Reg LI * autha |E|3|]3343 *
Account Status IShutof‘f 1-5 days ;I *
Yendor Info
¥endor Amount Pri Pg:ment Batch # Check # Lrans Pending Auth Date Batch Date Paid Date Check Date
atus State Date
Eg‘\f\g&{c |320 I |pending =] {3250 |3s402 |Joren =] |03-06-2003 | o3-10-z003 ||03-10-2003 | [03-13-2003 |[03-14-z003 |
PACIFIC = ] = ] ]
PACIFICTor | 1 | = | — | | | | |
Direct = -
oirect o5 | = | — | | | | |
Agency [|0.00 | = | I =l | | I |
TOTAL $0.00
Crisis and/or Furnace ;
Cornments —I
E
2000 characters left {spaces count)
Save Changes |
Figure 3-32B: Payment Edit screen.
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Payment Void

A Payment can only be voided if it is in a ‘Pending Status’. In a similar way, a user can edit a
payment or deny it, as long as the payment is in ‘Pending’ status. In general, it will be a rare
occasion to void payments in OPUS, unless there is a specific reason such as a depletion of grant
funds, or some other reason. Therefore, the ‘Payment View’ and ‘Payment Edit’ screens may be
used frequently to change a pending payment’s information.

Setup:

1. On the Household View screen, locate the ‘Programs’ section located under the household
information section (reference figure 3-33).

Client -
Search Household View active ¥ 1
iew
Mew Household - Click S5N/SYSID will open the Client View Scoreen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNFSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS5 DS HB HI ¥T
Residence [ 569-159-3052 DAVID ESTES M 44 M N N N N MHE = N ¥ N N ¥ N
Miew
Mew [ S46-11-9461 JOHN & SMITH M 43 N N N N M NHE © N N M N N M
Edit [T STHUMDEO10183 THUNDER MOODY M 2 N M Y N N MNMHE H N ¥ ¥ N N N
Household To remove a client: Choose from R colurmn, scroll down to click button,
WView
Mail/Ph Update
Ayount Chk No. Chk Date Auth # Type Status
Move CCSEULIEAPZ $2f0.00 40003009 Standard-Reg Fending €¢——————
Client to HH CCSEULIEAPZ $2F0.00 C40003011 Crisis Pending
L Fesbene $f0.00 50511 B245363 Standard-Req  Agency Paid
Merge HH :
£200.00 50512 BZ248363 Standard-Reg Agency Paid
e $100.00 56981 02-28-2002  B316523 Standard-Reg Agency Paid
LPOZ $200.00 56952 0z-25-2002 B316523 Standard-Reg Agency Paid
LPO3 $250.00 65404 01-31-2003 B309952 Standard-Reg Agency Paid
LPO4 $250.00 73965 0z-10-2004 B447407 Standard-Reg Agency Paid
Client - ¥Yendor {Vendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct# MNamejfAcct DAVID ESTES $11,070.00
= CEMNTRAL E ¥ 068467-0 DAVID JOHM & SMITH $11,595.00
";IUNDCO'-N ESTES THUNDER MOODY $8,060.00
(NEWPORT) Household Summary
Editl Rermove | Mew Yendor Total Incame $30,725.00
Addiese % of Poverty 179%
U Hddrase Total # of Persons 3
P 555 FREE ST M APT S HH Type |C0-Habitants 'I
SALEM, OR 97304 S
! Household Subsidized (|
B 555 FREE ST M APT S
SALEM, OR 97304 Residence Subsidized M
Phones Make any changes? Save Changes |
T U Number Client Name e .

Figure 3-33: Household View — Program links

Pending
Status

2. Under ‘Programs’, click the payment link that is in the ‘Pending’ status needing to be voided.

The ‘Payment View’ screen will appear.
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3. Click on the “Edit Payment’ button (reference figure 3-33B).

Active X
Edit Payment
PAYMENT REFORTES

Intake Report | . MNotice of Action |’ Mo Income |’ Payment Receipt I

Payment View

APC: MWYCAA-LFOSG-PLK-LIEAF Z008

MNote: Click on the blue diamond to view the report definitions,

Many report definitions reference Attachrment &, Click to view attachment.

Applicant Information

Marne DaNID ESTES Intake Date 0z2-07-2008
HH Incorne $43,061.00 Intake Wworker SB
Eligible in HH 3 weatherization Referral N Subsidized N

Payment Information

Payrment Type Standard-Reg Auth # C25128845

Account Status Regular Insert Date  02-07-2003 Insert By SB

¥Yendor Amount Primary 5Status Chk# Mame on Acct Account #
CEMTRAL

LIMCOLN PUD $270.00 iy Pending DAaAVID ESTES 068467-0
(NEWPORT)

Total $270.00

Comments on Payment

Crisis and/or Furnace
payment comrments:

Figure 3-33B: Payment Edit — Agency — to void screen.

4. The ‘Payment Edit — Agency’ screen will appear. In the comments box, enter the reason why
the payment is being voided. It should be a standard operating procedure to enter ‘Date’,
‘Comment(s) and the “intake worker’s initials’ (reference figure 3-33C).

Payment Edit - Agency active % M

Fields Marked * are required. (_void Payment )| Deny Payment I

N—_

APC IMWUCP-P--LPDS-PLK-LIEAP 2008 LI A

User Information

Select Applicant IDA\.-'ID ESTES '] # Referral for Weatherization [0

HH Income $43,061.00 Intake Date IDZ—D?-ZDDB F MMDDYTT

ISB *
Eligible in HH |3 it Intake Worker e
i) I

Payment Eligibility Status: DEMIED Subsidized: N

Payment Information

Payment Type IStandard—Reg Min-270 Max-270 ;l * Auth # IW 24
Account Status IReguIar =1+ Household has too much income
¥Yendor Amount Primary Mame on Acct Acct #
EUEgT(T‘\IEI{vVIBIgg‘%LN & W YES DAVID ESTES D6E467-0

Direct Pay $|D.DD
Agency $|D.DD

otal $ 0.00 Balance $0.00

For Crisis/Furnace
payrents and Direct
Pay, please provide
omments,

when payments are voided., Cormments need to be added. As standard ;I
operating procedures; start with 'Date’, enter cormmrments, end with
intake worker's initials. ;l

1842 characters left (spaces count)

Figure 3-33C: Payment Edit — Agency to Void Payment screen
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4. Click the “Void Payment’ button at top (reference figure 3-33D). The ‘Payment View’
screen will re-appear with the payment labeled ‘Voided’ in the Payment Detail Section in the

lower part of the Payment View screen.

Payment View e
apcC: ACCESS-DEAD3PC-JAC-0EA 2003 PC Edit Payment |

PAYMENT REPORTS
. Intake Report I. Notice of Action I. Mo Incorne I. Payrnent Receipt I

Mote: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachrnent A. Click to view attachrment.

Applicant Information

Mame JADE DILLGN Intake Date 0z-04-2003

HH Income $8,152.00 Intake Worker LMS

Eligible in HH 5 Weatherization Referral N Subsidized N

Payment Information

Payrment Type Standard-Reg Auth # B303343

Account Status Shutoff 1-5 days Insert Date  03-06-2003 Insert By SB

¥endor Amount Primary Status Chk# Name on Acct Account #
PACIFIC FOWER $320.00 i @ 35402 JADE DILLON 47062957-0010

Total $320.00

Figure 3-33B: Payment View — VVoided screen.
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M1 Section Four

Agency Fiscal Functions

This section covers how to authorize payments, batch payments by specific vendors, and
complete the final paid functions.

Authorize Pending Payments 67
Batch Payments and Summary Reports 69
Agency Paid and Paid Summary Reports 72
Paid Summary & Reports 74
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Authorize Pending Payments

Setup:

‘Management authorizes client assistance payments in OPUS.

1. Using the ‘Household View’ screen, on the *‘Main Menu, scroll the mouse over ‘Fiscal’. A
drop-down menu will appear. Scroll down to ‘Authorize’ and click. The *Authorize
Payment’ screen will appear (reference figure 4-1).

OP U S Agency: OHCS HOME | Logout

.' ’ . Client |  Program | izcal | Managernert | FReports | Help
Eneray Assistance -
Search 4 :
Versian 2.7.7T
Authaorize
Household View sach b actve % #
Household - Click S5H/SYSID will apen the Client view| P24 ¥ lefits (Get Cade Key)

Figure 4-1: Fiscal-Authorize drop-down screen.

2. Inthe top portion of ‘Authorize Payment’, select agency's APC (Agency, Program, County)
from the drop-down menu and click the “‘Search’ button (reference figure 4-2).

HOME | Log Dut

| Managermert | Reports | Help

Version 2.7.7T

< Search Payment -
Authorize Payment o
APC Allocation To Authorize:
Sgarch 1. select APC, Click Search, then Scroll to view pending payments
View/Hew z. duthorize payments by selecting under "A" column, or use the Check &ll button at end of list,
Edit 3. To Wiew an individual payment before authorizing

Sumrnary Click a Client's Mame, the Payment Yiew will open in a new window,
Note: The new window won't allow you to edit the payment.

Grant To edit payrent - you must go back to the Client's HH Yiew screen, click payment link,

Search and edit the payment the "usual" way.

g"f.':" 4, To finish the authorization process, click the Authorize button.

i

New

e apC [OHOY-CCSEULIEAPZ-QEA 2000 PGE

SEEESFAZPEC ® 'Print Pending Payments' button below
i I T allows you to print out the list generated to

-BatCJP_a‘I‘TLnt Intake Date - From 07-01-2007 | e.g. MMDDYYYY easily compare payments, versus scrolling

Batch Vendor down a long list on this screen,

Batch Surnmary

Ea—q_[a:d ey Intske Date - To [03-30-2008 | e.q. MMD Dy @ it Pending Payments |
Figure 4-2, Part 1: Authorize payment APC — Search screen.

Search Results
Total Pending ¥ $790.00
A Intake Date / Client
Insert Date / Wendor arnount

Description
[ 1z-11-zoo7 standard-Reqg PORTLAMND C400029639 $250.00
1z-11-z007 GENERAL
ELECTRIC
[T o1-11-zo0s ESTES, DAVID Standard-Reg CEMTRAL C40003009 $270.00
SR LINCOLN PUD
{NEWPORT)
[T o1-11-zoo08 ESTES, DAVID Crisis CENTRAL 40003011 $270.00
e LINCOLN PLD
{NEWPORT)

Total $0.00
Available 45,000.00

euaining 45,000.00

nd to wiew the report definitions.

defigitinn s ref, rachrment &, Click on this link to view the attachment,

Figure 4-2, Part 2: APC Authorize Payment Search Results - Totals screen.
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On the right side, above the ‘Amount’ column, the “Total Pending’ amount is displayed. In the
‘Search Results’ area, payments waiting to be verified and authorized by a manager is located
(reference figure 4-2).

Note: The button with a blue diamond shape labeled ‘Print Pending Payments’ is a feature
used to print out all the pending payments. This allows the user to view all the pending
payments and verify information instead of trying to scroll through 50-100 pending payments on
the computer. If an individual payment needs to be edited, click the *Search Payment’ link on
the ‘Left Nav’ bar. On the ‘Payment Search’ screen, search for the payment by the authorization
number (reference figure 4-2).

In the “Client” column, the “‘Client’ name is a link; underlined and blue. Clicking on the client's
name, the client’s ‘Payment View’ screen will appear in a new internet browser window and
display the individual payment. The client ‘Payment View’ screen allows you to verify and
check for payment accuracy.

Close this window when you’re done verifying the payment’s details (reference figure 4-3).

Payment View

APC; OHCS-CCSEULIEAPZ-0OEA 2000 PGE Close Window

Applicant Information

Marne DavID ESTES Intake Date 01-11-2005
HH Incorme $30,725.00 Intake Worker SB
Eligible in HH 3 Weatherization Referral MW Subsidized W

Payment Information

Payment Type Standard-Reg Auth # C40003009
Account Status Regular Insert Date 01-11-20085 Insert By SB
Yendor Amount Primary Status Chk# Mame on Acct Account #

CEMTRAL LINCOLN
PUD (MEWPORT)

Total $270.00

$270.00 ¥ Pending DAVID ESTES 06&8467-0

Comments on Payment

Crisis andfor
Furnace Payrment
Comments:

Payment Details by ¥Yendor

CENTRAL LINCOLN PUD Pending Batched Check#
(MEWPORT) 01-11-2008
Agency Paid Authorized Batch # Check Date

Figure 4-3: Payment View.

Note: Any payment with a ‘Pending Status’ can be edited. The ‘Payment View’ window will
not allow a payment to be edited. Editing a payment must be done in the client's ‘HH View’
screen. In the ‘Programs’ section, click the appropriate ‘Program’ link and edit the payment the
following the steps in “‘Section 3, Client(s) Edit’. Once the payment has been edited, you can
return to the ‘Authorize Payment’ screen to finish the authorization process.
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3. Select the appropriate payment(s) under the “A” column or click the ‘Check All’ button at
bottom of screen and every payment will be automatically checked for payment (reference
figure 4-4).

search Results
CO|Umn ‘A’ /—\I ; Total Pending = ¢790.00
p( ~ ntake Date / Client
nsert Date / Description Wendor Auth # Amount
[ 1z-11-zoo7 CLIENT, MISTER  Standard-Reg PORTLAMND C40002969 $250.00
Reference 15.11-2007 GENERAL
ELECTRIC
Step 3or T o01-11-zoos ESTES, DAVID Standard-Reg CEMTRAL C40003009 $270.00
G 01-11-7008 LINCOLM PUD
use ‘Check (NEWPORT)
| -11- CENTRAL
A”’ button [l 01_11 2008 ESTES, DAVID Crisis LINCOLN PUD C40003011 $270.00
. 1 nos
(NEWPORT)
Check All Authorize Total $0.00
Available 45,000.00
Remaining 45,000.00
Mote: Click on the blue diamond to wiew the report definitions.
’ | Print Pending Payments I
Many report definitions reference Attachment A. Click on this link to view the attachrment.

Figure 4-4: Authorize Payment screen.

The ‘Authorize Payment’ screen has a table with a right-side column which has the following
information with balances (reference figure 4-2):
= Total = the total of payments selected to be authorized.
= Available = the total funds available for pending payments.
= Remaining = the remaining funds available after payments on this screen have been
authorized. The ‘Remaining” row may show a negative balance if
pending payments exceed the available amount to spend.

4. Once payments have been verified and selected, click the ‘Authorize’ button at the bottom
(reference figure 4.2). The ‘Authorize Payment’ screen will “blink”, and re-display any
remaining unauthorized payments that were not previously selected. The ‘Available’ funds
section will show a balance for future for payments for the specific agency APC on the right-
side under the ‘Amount’ column (reference figure 4-2).

If more payments need to be authorized, repeat steps 1-4; above until the authorized payments
process phase has been completed. If payments from another APC need to be paid, select the
required APC from the drop-down menu, click ‘Search’ and repeat the same steps (1-4) listed
above. After completing these steps, managers can proceed to ‘Batch Payments and Reports’.

Batch Payments and Reports.

This section provides an overview of the batch payment process. Batch payments can be viewed
by APC, Payment or Vendor. In most cases, it is recommended to view batches by Vendor.
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Setup:

On the ‘Authorize Payment’ screen.

1. Using the main menu, scroll the mouse over “Fiscal’, scroll down to ‘Batch’, to “Vendor’.
The Batch by Vendor screen will appear next.

HOME | Log Out

Agency: CHCS
Client | Progearn | Fiscal | Mamagermert | Reports | Help
Search 3 :
Version 2.7.7T
Authorize
Authorize Payment Batch | ape active
To authorize: Paid b| Payrment
1. Select APC, Click Search, then Scrall to view pending payrients Nrenaar
2. Authorize payments by selecting under "A" colurnn, or use the Check if list,
3. To View an individual payment before authorizing Surnrary
Click a Client's Marme, the Payment Yiew will open in a new window,
Mote: The new window won't allow you to edit the payment.
To edit payment - you must go back to the Client's HH View screen, click payment link,
and edit the payment the "usual” way.
SR e T T SR S A ks G i s B et

Figure 4-4: View Batched Payments by Vendor.

2. On the ‘Batch Vendor Payments’ screen, use the drop-down to select the appropriate
‘Program’, then click ‘Search’ (reference figure 4-5).

Batch Vendor Payments

How To: Choose Program, Click Search button,
Sipedt T view pending presgent 57 eor.

[LESENEARS |
07 HREP
1 :

To Batch
Click Bat]

S bwis), under the B column, or select Check All button,

CCEEULIEARL
(CCSELILIEAPZ

Search JCPO7
DUKE 068
B Wend HH 06 RENT # Trans Arnount
HH 06 RENT-MOW Total 0 $0.00

Figure 4-5: Batch Vendor Payments — Search.

In the example, Central Lincoln PUD (Newport) is listed for the Program — CSSEULIEAP2,
which was selected from the drop down menu. In most cases, there will be several vendors listed
with a number of transactions, and the total payment amounts for each vendor displayed
(reference figure 4-6).

Yersion 2.7.7T

Batch Vendor Payments

How To: Choose Program, Click Search button,
Scroll to view pending payrment{s) by Yendor.

Programl_CCSELlLIEAPZ §

To Batch Payments: Select row(s), under the B column, or select Check all button,
Click Batch button

Search Results
B Wendor # Trans Armount

TRAL LINCOLN PUD (HEWPORT) 1 $270.00

Total 1 $270.00

Figure 4-6: Batch Vendor Payments view.
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3. To batch payments for vendors, select the appropriate vendors required for the batch under
column "B", and click the *‘Batch’ button. The ‘Batch Summary Reports’ search screen will

appear (reference figure 4-7).

Batch Summary Reports

Loads with Open Programs Only., To Obtain a Listing of All batches, Check Box then Click Refresh button,

[l show Faor all Pragrams | Refresh |

Select batch # then Click Load button,

Batcha |17246# - CCSEULIEARZ - 01/30/08 || Load |

Figure 4-7: Batch Summary Reports — Load.

‘Batch Summary Reports’ provide the total batch figures of transactions and payments associated
with a batch number. There are five buttons total. Three report buttons are provided: Payment
Detail, Payment Register, and Fiscal Reimbursement Register. One button is for ‘Fiscal
Reimburse Register’. One button is for ‘Mail List by Batch Number’ (reference figure 4-8).

Batch Summary Reports

Loads with Open Programs Only, To Obtain a Listing of All batches, Check Box then Click Refresh button,

[T sShow For all Programs | Refresh |

Select batch # then Click Load button,

Batch# | 17246# - CCSEULIEAPZ - 01/30/08 || Load |

Batch Summary Results

Batch Murnber 17246
Total Transactions 1
Total $270.00

Yiew/Print Reports
Load batch abaove, choose a report-button below to view repart.

FLEASE MOTE:
The first time you run one of the reports below, you will get a popup window asking,
"D you want install and run an i-net CrystalClear Java Client?”

[

.l Payment Detail by Client I & Payment Detail by auth # I

L ] Payment Register Report I. Fiscal Reimburse Register I

@  maillistbyBatch# |

Figure 4-8: Batch Summary Reports.

The next step shows how to complete the ‘Agency Paid’ functions and generate the “Paid
Summary Reports’. This step instructs how to designate batched payments with a “Paid’ status.
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Agency Paid and Paid Summary Reports

The ‘Agency Paid’ screen is used to enter check numbers and check dates for vendor payments.
When this step is completed, this information is displayed on a client’s “Household View’ screen
and allows an agency to track payment status (reference figure 4-9).

Setup:
On the Authorize Payment screen.

1. Using the “Main Menu’, scroll the mouse over ‘Fiscal’, down to ‘Paid’ and click ‘Agency’.
The "Agency Paid" screen will appear.

OPUS ~  mwwres —  ma

Energy Assistance
Search » :
Wersion 2.7.7T
Authorize
Household View Bateh » active ¥ M
Household - Click SSN/SYSID will open the Client View Paid ¥ Agency eyl
HH Members Race Surmrnary nd Benefits
R SSMNSSYSID Name Sex Age AA AS ALl NH WHET LG EF Fw S DS HB HI ¥T
[ 569-13-3052 DAVID ESTES M 44 N M M M N MHE 5 N ¥ N N ¥ N

Figure 4-9: Agency Paid Search screen.

2. Select a “‘Batch #” from the drop-down menu and click the ‘Load’ button (reference
figure 4-10).

Agency Paid

Load Batch, select iterns under the P column, or choose "Check all",
Enter Check Date(s) and #{s). Click "Mark Paid" button.

Load Batch

- OEA 2001 PGE - 12/18/01
10814 - LIEAP 2002 - 01/03/02
P Chk D|1181# - OEA 2001 PGE - 01/07/02
w|1202# - LIEAP 2002 - 01/14/02
812224 - OEA 2001 PGE - 01/15/02

Figure 4-10: Agency Paid load screen.

# Trans Amount
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3. Each row in the table has a *‘Check Date’ column, and a ‘Check number’ column to enter
check information. The check date can be entered without a check number (not required).
Select individual payments or click the *‘Check All’ button, under the "P" column. Click the
‘Mark Paid’ button located at bottom of the screen (reference figure 4-11).

Load Batch
|1042# - LIEAP 2002 - 12/18/01 ~fLoad |
Batch Results
P Chk Date Checl# vendor # Trans Armount
I |o1-30-2008 | [coool BARMES, ELTA 1 $125.00
[ |oi-30-zo008 | [coooz BRETTHAUER OIL 7 $1,720.00
I [01-30-2008 | |cooos CITY OF FOREST GROWE 13 $2,950.00
¥ |oi-30-z008 | [coood COX'S FUEL WOOD 4 $1,050.00
[ |oi-30-zo008 | [cooos DEWITZ, BARBARA 1 $22.00
[ |oi-30-zo008 | [cooos FERRELLGAS 2 $610.00
¥ |o1-30-2008 | [cooo? KERN, OLIVE 1 $150.00
¥ |oi-30-z008 | [cooos NORTHWEST NATURAL 7 $1,645.00
[ |oi-30-2008 | [cooos N MATURAL 2 $385.00
[ |oi-30-zo008 | [cooio PGE 23 $4,413.00
¥ |o1-30-2008 | [coo11 RAMD, NELLIE 1 $250.00
¥ |oi-30-z008 | [cooiz SURBER, EARL 1 $300.00
I |o1-30-2008 | |coois WILLAMETTE GAS 1 $160.00
{hﬁ‘ﬁmmms FUEL 1 $300.00
Uncheck all | mMark paid Total 65 $14,080.00

Figure 4-11: Agency Paid with check # and date displayed.

4. The Batch Summary & Reports screen will appear next. The "Agency Paid" screen will re-
appear without data so you may select another batch to load and enter check information.
When data entry is complete, verify the information then proceed to the next Topic - Paid
Summary Reports.
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Paid Summary and Reports

Setup:
On the “Batch Summary’ screen.

1. Use the “Main Menu’, scroll the mouse over “Fiscal’, down to ‘Paid’ and click on *Summary’

(reference figure 4-12).

HOME | Log Qut

Client | Program Managemert | FReports

Enerey Assistance

Search » :
Version 2.7.7T
Authorize
Batch Summary Reports Eatch »
How To: Paid M Agency
Loads with Cpen Programs Gnly, To Obtain a Listing of all batches, Cheg S4mrmary Refresh button,

Figure 4-12: Main Menu Paid Summary Search screen.

2. Select the batch number from the drop-down menu and click the ‘Load’ button. The “‘Paid
Summary Reports’ screen will appear the total transactions in the batch and the total dollar

amount of a batch (reference figure 4-12A).

Paid Summary Reports

How To:
Loads with Open Programs Cnly, To Obtain a Listing of All batches, Check Box then Click Refresh button.

[T Show For &ll Programs | Refresh
Batch# 16510# - 07 SHAP - 03/16/07

17186# - FISH BOWL - 05/08/07

17030# - CASCADE NATURAL GAS - 04/19/07
16680# - CASCADE NATURAL GAS - 03/30/07
16600# - CASCADE NATURAL GAS - 03/23/07
165104 - 07 SHAP - 03/16/07

16512# - CASCADE NATURAL GAS - 03/16/07

Figure 4-12A: Paid Summary Reports Load — Search screen.

OPUS LIEAP-OEA Manual,

74
Section 4 M1: Agency Fiscal Functions

Revised 02/29/2008



Paid Summary Reports entail: ‘Payment Detail’, ‘Payment Register’ and ‘Fiscal Reimbursement
Register’ and are available to view and download to keep on file or submit to OHCS for fiscal
reimbursement purposes. These reports are similar to the ‘Batch Summary Reports’ except these

are documented with "Mark Paid" status (Reference figure 4-13).

Paid Summary Reports

How To:

Loads with Open Programs Cnly, To Obtain a Listing of All batches, Check Box then Click Refresh button,

[Tl Show For all Programs | Refresh |

Batch# |16510# - 07 SHAF - 03/16/07 =] Load |

Paid Batch Summary Results

Batch Murmber 16510
Total Transactions 3
Total $240.00

Yiew/Print Reports
Load batch above, choose a report-button below to view report,

FLEASE MOTE:

The first time you run one of the reports below, you will get a popup window asking,
"D you want install and run an i-net CrystalClear Java Client?"

vou must click the "vES" button, and the report will run in a new windaow,

& | Payrment Detail by Clisnt I & Payment Detail by Auth # |

[ Payment Register Report I. Fiscal Reimburse Register I

@  Maillistbypatch# |

Mote: Click on the blue diarmond to wiew the report definitions.
Many report definitions reference Attachment &, Click on this link to view the attachrent.

Figure 4-13: Paid Summary Reports

This step completes the manager role of processing client and vendor payments through the

fiscal payment cycle; from the ‘Pending Status’ phase to the ‘Paid’ phase.
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M2 Section Five

Agency Management Functions

Program coordinators and managers will learn how to use the management screens: Agency,
Program, Grant, APC, User and Vendor. Most screens are processes that involve setting up
programs funded thru OHCS, local programs which are temporary local programs, or agency
match funds that are used to assist low income families to pay energy bills.

Agency * 77
Search 77
View 78
Edit 78
New 79
Program * 80
Search/View 81
Edit 81
New 82
APC * Agency Program County 85
Search 85
View 87
Edit 87
New 87
User 88
Search 89
Possible Disabled User-Reactivating Inactive User 91
New 92
View 93
User Role Edit 93
User Action Edit 94
Delete User 96
Vendor 98
Search 98
View 100
Edit 101
New 102

Topics marked with an * above are fully explained in detail in the “How to Setup a Local
Program” section of the manager’s manual.

All SSNs throughout this manual have be covered for confidentiality purposes even though the
test database was used.

76 OPUS LIEAP-OEA Manual, Revised 02/29/2008
Section 5 M2: Agency Management Functions



Agency Screens

The *Agency’ screen allows information to be updated or to add new records for an agency such
as address, phone, etc. There are four Agency screen types: Search, Edit, View and New.

Agency Search

The ‘Agency Search’ screen has fields to search by agency name, address, abbreviation, city and
phone. Click the ‘Search’ button. The *Search Results’ section will display any agency matching
the search criteria entered (reference figure 5-1).

HOME | Lag Out
Prograrri | Fiscal | Mamagement | Reports | Help
Agency :
— rsion 2,777
Message of the Day Program
User
WELCOME! To start OPUS - Click Search Client
Yendar
System Issue? Contact us @ ppushelp@hes state.or.us, ar by phon Qualifying Tablas b ption #6.

Fiéure 5-1: Main Menu, Mahagement — Agency screen.

Search

Agency Agency Search
APC
Frogram Enter at least one field to search.
Mendor .
Agency Mare | | ABBR, |OHCS |
Agency
Mew Address | | ¥ —— |
sl
Edit Phone | | 000-000-0000 | view Results below

Search Results {Click Agency Mame to View Agency Screen.)

AETTeeblarn e Abbrev Address Fhone
@ QOHCS 725 SUMMER ST ME STE B 503-986-2000
SALEM, OR 97301-4246

Figure 5-1A: Agency Search screen

If no results, you can |

Setup:

On the Message of the Day screen.

1. Using the “Main Menu’, scroll the mouse over ‘Management’. The drop-down menu will
appear, click on “‘Agency’ (reference figure 5-1). The ‘Agency Search’ screen will appear
next (see Figure 5-1A).

2. Enter the required agency abbreviation or name. Example: ABBR: ‘OHCS’, click the
‘Search’ button.

3. The agency entered will be displayed in the results. Click on the *Agency Name’ to open the
‘Agency View’ screen.
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Note: If the agency name doesn’t appear in the *Search Results’, a new agency can be created by
following steps in section titled Agency New (reference figure 5-2).

Search .
Agency Agency View
APC
Prograrn
Vendor Agency
Marne: OHCS Edit Agency |
:3::““" Tax ID: 5452323 ABBR: OHCS
%w Subgrantee: N Mail Code:
Entity Type: -9-MNA Wendor #:
Contact Info
Phone Fax
(503) 986-2000 (503) 986-2020
Physical Address
725 SUMMER 5T NE STE B
SALEM, OR 97301-4246
Mailing Address
POB 14505
SALEM, OR 97301-4246

Figure 5-2: Agency View

Agency View

The ‘Agency View’ screen (reference figure 5-2) provides a view only screen with the agency
information. To edit an agency’s information, click the *Edit Agency’ button on right-side of
screen, or on the ‘Left Nav Bar’. The ‘Agency Edit’ screen will appear next.

Agency Edit
The ‘Agency Edit’ screen provides editing capability to enter or update information.

Search -
Ageney Agency Edit
Program Agency Information (Fields marked with * are required.)
Wendaor Marme ABER Tax Payer ID
|oncs * OHCS *  |s452323
Agency
M
U?;‘\:\, OHCS Subgrantee {skip section if not DHCS Subgrantee, otherwise all fields required}
Edit Subgrantee Mail Code
O 1
Entity Type Vendor #
[-5 - ma =l [
Contact Info
Phone Ext Fax
ISDS-QSIS-ZDUU oo0-000-0000 |503-986-2020 oo0-000-0000
Physical Address
Mo, Direction Street Name Type Direction Unit #
|725 | = [summer |Ist =l|ne =] [sTE =l
City State  Zip
[saLEm-97301 =l or  [o7301-sALEM =l +4 fazas
Mailing Address [T zame as Physical
Ma. Direction Street Marme Type Direction Unit #
I = [ = = [roe [E[r4s0s
City State  Zip
[saLEm-97301 =l or  [s7301-sALEM =l +4 faz4s
Save Changes

Figure 5-3: Agency Edit screen.
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Setup:
On the “‘Agency Edit’ screen (reference figure 5-3). The following fields can be updated. Note:
All fields marked * are required before saving.
- Agency Name
. Agency Abbreviation
- Agency tax payer ID
. Contact Phone and Fax numbers
. Physical address
. Mailing address

Click the “‘Save Changes’ button. The *Agency View’ screen will appear next with the updated
information.

Agency New

Setup:

Using the ‘Agency Search’ screen, the agency in question did not appear. The *Search Results’
displays ‘No matches’. To create a new agency follow the steps listed:

1. Onthe ‘Left Nav Bar’, under ‘Agency, click the ’"New’ link or click on ‘Add Agency’
(reference figure 5-4). The ‘Agency New’ screen will appear next (reference figure 5-5).

Search

Agency Agency Search

APC
Enter at least one field to search,
Agency Mame | apeR, [NEWROADS
Address | ] City |

Phone I a00-000-0000 Search IUiew Results below

If no results, you cd Add Agency

Search Results (Click Agency Mame to View Agency Screen.)

Agency Mame Aabbrev Address Phone

Mo matches

Figure 5-4: Agency Search, No match — New screen.

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
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3. Click *Save’ button. The *Agency New’ screen will appear next (reference figure 5-5).

Search
Adency
APC

Brogram
Mendor

Agency New

Agency Information {Fields marked with * are required.)

Marne Agency Abbreviation Tax Payer ID

INEW ROADS % INR ] |98?123654-DD R
DHCS Subgrantee (skip section if not OHCS Subgrantee, otherwise all fields required)
Subgrantee Mail Code

= |01

Entity Type Yendor #

|6? - Mon-government LI |001-123

Contact Info

Phone Ext Fax

|503-555-1122 e.g, 000-000-0000% 503-541-3321 &.g. 000-000-0000
Physical Address

Mo Direction Street Name Type Direction Unit #
l1s4a | [ =l [wisHins [war =] [ne = | =l
City State Zip

[saLEM-97301 =] or  [o7301-sALEM =l +4]

Mailing Address ¥ zame as Physical Address

Mo Direction Street Name Type Direction Unit #
I = == =
City State  Zip

| =] or = +4]

)

Figure 5-5: Agency New screen.

Program Screens
Program screens allow an agency to update or create local programs in OPUS. There are four
program screen types: ‘Search’, ‘View’, ‘Edit” and ‘New’.

In most cases, programs have already been created in OPUS for agencies by OHCS so that an
agency can utilize it in the system. OPUS has been developed specifically for OHCS managed

programs.

At the agency level, if additional third party grant funds become available, the OPUS system can
be utilized for local grant programs. Agencies must use the LIEAP-OEA module business rules

and reports.

To learn more on how to setup a local program in OPUS, reference the section titled ‘Setting up
a Local Program’ of this management manual.
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Program Search View

Setup:

On the ‘Message of the Day’ screen.

1. Using the “Main Menu’, scroll the mouse over “Management’ and click ‘Program’ from the
drop down menu (reference figure 5-6). The ‘Program Search View’ screen will appear

(reference figure 5-6A).
2. Enter a program name, in the example, “LIEAP 2008 was entered and located in the
database. The ‘Program Search’ works as both a search and a view screen.

Note: A program is created with basic components: Program Code, Program/Name, Start

Date and End Date.

Search

bagrcs Program Search View
Pragram Enter at least one field to search,
Wendor
Program Name  [LIEAR 2008 e, LIEAP 2001 Code
Program
Ne_wg Start Date MMDDTTYY
End Date MMDOYYYY _Search |
Search Results
Prograrm PPsgarn Code or Program Harme to view Program Edit Screen,
gh't list pragram you're searching far, you can create a _ Mew Program | ;
Uzar
EhdG Program Code Program Mame Start Date End Date
. LPOg LIEAP 2008 10-01-2007 09-30-2008
hon Qualifying Tablez b Pl
Figure 5-6: Program Figure 5-6A: Program Search View screen.

Program Edit

An example of why a program would need to be edited might be if program dates need to be
extended due to an agency receiving additional funds after the original creation date. An OPUS

user with ‘Manager’ permissions can revise a program end date so that the program can be

extended in order to be used for additional client assistance payments. To edit a program, click
the “‘Program Code’ link under ‘Search Results’ and the ‘Program Edit’ screen will appear next

(reference figure 5-7).

Search
Agency
ARC
Frogram
Wendor

Program
New
Edit

Program Edit

all fields marked * are required. Shared will be disabled if the program is currently being used by another

agency.

Program

Marne Code (e.g. LIEAP 02) Type

ILIEAP 2008 * (WCRONYM+ZDIGIT YEAR)  JLPOS * LIEAP [
*

Effective Dates

Start Date End Date Shared

IlU-Dl-ZDU? * MDD IDQ-SD-ZDUB * MMD DY ¥

Program Years

Federal Paverty Year Oregon Median Incore Year

IZDDIS 'I* IZDDﬁ Vl*

Save Changes |

Figure 5-7: Program Edit screen.

Follow the steps below to edit a program all fields marked * are required.
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1. Enter or Select (reference 5-7).
= Program Name
= Program Code
= Effective Program Start Date
= Effective Program End Date
= Program Federal Poverty Year
= Program Oregon Median Income Year

2. Click “Save Changes’ button to save The ‘Program View’ screen will appear next with the
changes completed.

Program New

An OPUS user with manager permissions can create new programs. Always search for the
program prior to creating new programs to prevent creating duplicate programs. The following
steps are instruction to create a new program in OPUS.

Setup:

On the *“Message of the Day’ screen. Use the same steps in section “Program Search View”

(reference figure 5-6 and 5-6A), Page 76.

1. Using the “Main Menu’, scroll the mouse over ‘Management’ and click ‘Program’ from the
dropdown menu. The ‘Program Search View’ screen will appear (reference figure 5-8).

2. Search for the desired program name to see if it exists in the OPUS database.

Search

Agency Program Search View
Program Enter at |east one field to search.
Program Marne ILIEAP 2003 e.g. LIEAP 2001 Code I
Program
Mo Start Date | MMDDTYYY
End Date | MMDDYYYY Search |

Search Results

Click Program Code or Program Name to view Program Edit erSen.
If results don't list program you're searching for, you can creafe a Mew Program b

Program Code Program Mame Start Date End Diate
LPOS LIEAP 2008 10-01-z007 09-30-2008

Figure 5-8: Program Search View — New screen.
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3. Click the “‘New Program’ button or click the “New” link under ‘Program’ on the ‘Left Nav
Bar’. The ‘Program New’ screen will appear next (reference figure 5-9).

Search
Agency Program New
APC
Frogram all fields marked * are required.
Wendor
Program
e Mame Code {e.g. LIEAP 02} Type
New INEWROHDSUB * (ACRONTM4+ZDIGITTEAR) ILI_EP'P o3 i ILIEP.P "I .
B Effective Dates
Start Date End Date Shared
ID?—Dl-ZDD? * MMDDYTYY |06-30-2008 * MMDDTYT O
Program Years
Federal Poverty Year
IZDD? Vl *

Figure 5-9: Program New screen.

4. Enter or Select the following: all fields marked * are required (reference figure 5-9).
= Program Name
= Program Code
= Program Type
= Start Date and End Date
= Program Year for calculations
= Oregon Median Income Year

5. Click the “Save’ button (reference figure 5-9). The ‘Program Search View’ screen will
appear next. Search for the new program created.

Note: Enter at least one field to search. Example: enter the ‘Code’ “LIEAP” and “Start and
End date”. Click the ‘Search’ button. The ‘Program Edit’ screen will appear with “Search
Results’ listed (reference figure 5-10).

Search

Agency Program Search View
Program Enter at least ane field to search.
WYendor
Prograrm Nare I e.], LIEAP 2001 Code ILIEAP
Prognam
e Start Date ID?-Dl—ZDD? MMDDYYTY
End Date IDﬁ-SD-ZDDS MMDDY YT Search |

Search Results

Click Program Code or Program Name to view Program Edit Sgfeen.

a New Prograrm | 3

If results don't list program vou're searching for, you can create

Program Code Program Mame Start e End Date
LIEAP 05 MEWROADOS 07-01-z007 06-30-2005
Figure 5-10: Program Search View with results screen.
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6. Click on the Program “New” link or click on ‘“New Program’ button (reference figure 5-10,
page 78) and the ‘Program New’ screen will open. Complete the required fields, then click

‘Save’ (reference figure 5-10A).

ID?-01-2DD? * MMD DY

Program Years
Federal Poverty Tear

IZDD? 'I #

Search
Agenoy Program New
APC
Frogram all fields marked * are required.
Vendor
Program
Frharam Mame . Code {e.g. LIEAP 0Z2) Type
New [LiEaP zoos * (ACRONTYM+ZDIGITYEAR) |LIEAP 05 * |LIEAR =] =+
s Effective Dates
Start Date End Date Shared

06-30-2008 | * MMDDYYYY r

Oregon Median Income Year
IZDDIS 'I #

Save

Figure 5-10A: Program New screen

After clicking on the ‘Save’ button, The ‘Program View’ screen will appear

verify the program information (reference figure 5-10B).

. Use this screen to

Search

Agency Program View
APC
Prograrm
Vendor
Program
Marne
Program
Hew MEWROADSOS
Edit
Effective Dates
Start Date
a7-01-2007

Program Years
Federal Poverty vear
2007

Code (e.g. LIEAP 02) Type

LIEAF 09 LIEAF
End Drate Shared
06-30-2005 N

Oregon Median Income Year
2006

Edit Program

Figure 5:10B: Program View New completed screen

If the program information requires editing, click on ‘Edit Program’ button. The ‘Program Edit’
screen will open. Make corrections and click ‘Save Changes’ (reference figure 5-11).

IlD-Dl-ZDD? * MMODDTTY

Program Years
Federal Poverty Year

|2006 'I H

Search -
agency Program Edit
Program All fields marked * are required. Shared will be disabled if the program is currently being used by another
Vendor SUehiyL
Program
Beonran Mame Code (e.g. LIEAP 02} Type
lion [CiEAP 2008 * (ACRONYM+2DIGIT YEAR)  |LPO@ * LIEAP =l
Edit *
Effective Dates
Start Date End Date Shared

[29-30-z008 | * mMDDrrY =

Cregon Median Income Year

|2006 Vl *

Save Changes
e ——

Figure 5-11: Program Edit screen.
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APC Screens

The acronym APC stands for ‘Agency, Program, County’. The ‘APC’ screens allow a manager
to update information about an agency’s program details such as: which grant a program is
affiliated with, which agencies utilize a specific program, and whether to change the start and
end dates of an APC in order to be used for specific time periods, such as a program operation
year. There are four APC screen types: ‘Search’, ‘Edit’, “View’ and ‘New’. The APC tree
structure is best explained in the section ‘Setting up a Local Program in OPUS’ in the user
manual, Management Section.

APC Search
The *‘APC Search’ screen searches by the following criteria: ‘Agency’, ‘County’, ‘Program’,
‘Grant’, “Start date and End date’.

Setup:

On the Message of the Day screen.

1. Using the “Main Menu’, scroll the mouse over “Management’ and click on the APC item
(reference figure 5-12). The *APC Search’ screen will appear.

- OP l Agency: OHCS _H;IZII':-‘IE'_| Log Out

client | Program | Fiscal | Managermert | Repuvts | Help

aw Enerey Assistance

Agency =
e rsiog 2.7.7T
Search
gency APC Search \oroaram
e——
Prograrm APC = Agency/Program/County Hegt
Wendor Vendor
APC Agency | ’ﬁ Gualifying Tables #
Mew
view County I
el Program | @
Grant | =]
Start Date | | MMDD Y
End Date I | MMDDTYY
About Search Results:
Click Agency Mame to Yiew APC Screen
Figure 5-12: APC Search screen.
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2. Enter specified information in one of the cells to initiate a search.

Search
APC
Wendor

APC Agency
New
Wiew
Edit

Coun

Program

End Date

fAagency
ACCESS

KBSCC
MCCAC
MCCAC
MCCAC

MCCAC

Start Date

Agency APC Search

Pragranm APC = Agency/Program/County

I jv

|07 OR HEAT

I MMO Yy
I MMO Yy

About Search Results:
Click Agency Mame to ¥iew APC Screen

Search Results

Program
07 OR HEAT

07 OR HEAT
07 OR HEAT
07 OR HEAT
07 OR HEAT

07 OR HEAT

County
JACKSON

KLAMATH
HOOD RIVER

WAZRCO

SHERMARN

Grant

OR HEAT-2007
OH 07 PPL

07 OR HEAT
07 OR HEAT
07 OR HEAT

07 OR HEAT

Start Date End Drate

10-30-2006 05-31-2007
10-01-z2006 05-31-2007
10-01-2006 09-30-2007
10-01-2006 09-30-2007
10-01-2006 03-30-2007
10-01-2006 09-30-2007

Figure 5-13: APC Search with Results screen. Agencies with and without Counties.

3. Example above: The “Program” 07 OR HEAT’ was entered. Click on the ‘Search’ link and
the APC View screen appears. At this time, an APC can be viewed, edited or deleted

(reference figure 5-13).

APC
Newn Start Date
View
Edit
Sub APC to
T Sub APC's

Search .
Bgsnoy APC View
Frogram APC = Agency/Program,/County
Vendor
APC ACCESS-07 OR HE

10-30-2006

APC with County, “Jackson”

‘(/’

@ HEAT-2007
pfid Date  05-31-2007

Edit APC
Celste 8PC |

Figure 5-14: APC View with County screen.

An APC without a county denotes a “Parent level” APC. An APC with a county denotes the APC
is a “Child level” APC. Both are displayed with a start date and end date for the program. To
edit an APC, click the *Agency’ name and the ‘APC View’ screen will display (reference

figure 5-14).
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APC View
The *‘APC View’ screen provides a brief overview of a ‘Parent APC’ selected from the search
screen (reference figure 5-14). To “View an ‘APC’, follow the step listed in ‘APC Search’.

APC Edit
An ‘APC’ can be edited if an ‘APC’ start or end date requires revised or extended. To edit an
‘APC’, follow the steps below:

Search -
ﬁéﬁ‘t APC View
Pr_oqdra_m APC = Agency/Program/County
Mendor
APC ACCESS-07 OR HEAT-JAC-0OR HEAT-2007
APC
e Start Date 10-30-2006 End Date  05-31-2007
Wiew
Edit
Sub APC to

Sub APC's

— |

Delete APC |

Figure 5-15: APC View to Edit screen.

Setup:

1. Using the ‘APC View’ screen, click the ‘Edit APC’ button or click the ‘Edit’ link on the
‘Left Nav Bar’, under APC (reference figure 5-15). The ‘APC Edit’ screen will display
(reference figure 5-15A). In most cases, program end dates are extended so an ‘APC’ is
functional and allows clients to receive future program assistance.

Search -

%(E:LC‘L APC Edit

Program APC = Agency/Program/County/Grant

e Fields marked * are required before saving. Program and Grant can't be changed.
APC

MNew Agency Mame IACCESS v.l ful

Miew

Edit Sub APC to MOME (Root Level)

County IJP.CKSON vI

Program 07 OR HEAT
Grant QR HEAT-2007
Start Date IlU—SD-ZDDS * MMDDY Y

End Date IDS-Sl-ZDD? * MMDDY Y

[ Cascade Date Changes to Sub APC's

Save Changes

Figure 5-15A: APC Edit in process screen.

2. Click the ‘Save Changes’ button. The *APC View’ screen will appear with the changes.
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APC New

In most cases, OHCS will have set up most agencies ‘APC’ tree structures in OPUS. The OPUS
system can be used by agency managers to set up local programs using the built-in LIEAP-OEA
business rules and reports. For local program guidelines, use the specific instructions in the
manual’s section titled, “Setting Up a Local Program in OPUS”.

Setup:
On the ‘APC Search’ screen.

1. Using the ‘Left Nav Bar’, click the ‘New’ link under APC. The ‘APC New’ screen will

appear (referenced figure 5-16).

Search
Agency
APC

Erograrm
Wendor

APC Search

APC = Agency/Program/County

Agency

County

Pragram I

=

Grant I

I MMDDYYYY
I MMDDYYYY

Start Date

End Date

H

Search |

Figure 5-16: APC Search — New screen.

2. Select the following:

= Agency name.

= Sub Agency to. Note: If a “Child Level APC” is being created, select “Sub Agency to”
and select the “Parent APC” which is the main agency receiving the funds to hand down

to a sub-agency.

= County. Note: If a “Parent Level APC” is being created, leave the ‘County’ option

blank.
= Program.
= Grant.
= Start and end date.

Click the *Save’ button. The ‘APC View’ screen will appear (reference figure 5-16A).

Search
Agency
APC

Brograrn
Wendor

APC New

Fields marked * are required before saving.
APC = Agency/Program/County

Agency Mame
[access =l *«—— CAP: Parent

Sub Agency to

APLC
Mew
Wiew
Edit

- Sub-agency: Child APC

| ACCESS-PS06-PROJECT SHARE 05 =l

County Im

Program |07 OR HEAT =] =

Grant | AuISTA 2003-ACCESS =]~
Start Dats [o7-01-z008 | * MMD D

End Dats [oe-z0-z008 | * MMD D Save |

Figure 5-16A: APC New (filled in) screen.
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User Screens

A manager sets up user accounts and roles (permissions) in the OPUS system for the agency
staff. Staff roles and actions depend on what job functions are to be performed by individual
working in OPUS. Some users will have minimum; view only access. Some users will need
additional roles to process client intakes and/or reports. Some users will have additional roles for
management functions. There are six types of ‘User’ screens: “‘Search’, ‘New’, ‘View’, ‘Edit’,
‘User Role Edit” and *User Action Edit’.

User Search
The “User Search’ screen allows a manager and/or another user to search for a person who is
registered in OPUS.

Setup:

On the “‘Message of the Day’ screen.

1. Using the ‘Main Menu’, scroll the mouse over “Management’, down to and click ‘User’
(reference figure 5-17). The ‘User Search’ screen will appear next (reference figure 5-217A).

Agency

rsin
AP

Program

Usar

< Wen
'Q'uﬁ‘rlmng Tablez ¥

Figure 5-17: User Menu

User

Searth User Search

View

New

Edit :
Login Narme I
First Marme | &.0. John
Last Mame | .0, Srmith

@ QHCS vl
- it i ¥ Show dctive Users only
OASIS
OHDC ¥l w/ Rights to This Module

Search ResullorcCa

In Results, olig EPL'I r Wiew Screen,

FB
Figure 5-17A: User Search by agency screen.
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2. Enter a users name or search by ‘Agency’. Note: Parent agencies have access to sub-agency
staff within their structure. To search by ‘Agency’, use the drop-down arrow and select the
appropriate agency and click “Search’. To search by user name, type in the first and/or last
name then click ‘Search’.
A list of staff members will appear in the ‘Search Results’. In the ‘Search Results’, user
names can be placed in alphabetical order by first name, last name or login name by clicking
on the link(s) (reference figure 5-17B).

User
Search
Wiew
Hew,
Edit

User Search

Login Marme I

First Mame | e.q. John

Last Mame | &.0. 3mith
IOHCS 'I

Agency

Search Results

BRANDION
BRENT
JOHN
SHARON
KRIS
KERRI
CAROL
MELISSA
LORIL
EARL
THERESA

M Show active Users only

¥ w/ Rights ta This Madule

lick Name to seg llsar iew Screen.
@ Login Name Agency
e 7T QOHCS

STOMIER OHCS
HOLMES CHCS
CWERMAN Logi GHCS
ogin
BOWSER 9 OHCS
KOLODY names OHCS
HAWORTH have OHCS
WAGHER been OHCS
TORGERSON blocked OHCS
QPEMSHANW OHCS
RUTLEDGE CHCS
WINGARD OHCS

Figure 5-17B: User Search with Search Results screen.

3. Click on a name to see ‘User View’ screen. The ‘User View’ screen allows a manger to view
an individual user’s roles (reference figure 5-17C).

User
Search
View

Hew

Edit User
Edit Roles

User View
User Details
Agency OHCS
Username SBOWSER Active T
First Name SHARON
Last Marme BOWSER
Middle Name Initials SB
MAMNAGER , VIEW , INTAKE
Tie OPUS HELPDESK LEAD, CSS Roles AGENCY COORDINATOR |
OHCS FISCAL , ADMIN ,
INTAKE CLIENT , REPORT
E-rnail sharon.bowser@hcs state.or.us
Fhone 503-986-2007
Risdsise CSBG, E2CE, FISCAL , FOOD , HMIS-COC |, LIEAP-OEA , REACH , UTILITY ,

WEATHERIZATION

Last edited at 02-05-2008 11:54 AM by SBOWSER

Disable User | Disable User/all Modules Edit User |

Figure 5-17C: User View screen.
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Possible Disabled User
IMPORTANT NOTE: If there is a possibility that a user might have been enrolled before in
OPUS but a search results indicates no match, follow these steps:

1. Reference the procedure ‘User Search’. In ‘Search Results’, if a specific user’s name does
not appear, click the boxes “Show Active Users Only” and “w/Rights to This Module”,
removing the ‘Checkmark’ then click ‘Search (reference figure 5-17).

These steps will allow an agency’s users to appear regardless what module the user has
permission to work in and it will show all users who have been disabled. To reactivate a
disabled user, reference the ‘Reactivate a User’ section listed below.

[ew
Edit

User
Search
Wiew

User Search

Login Mame I

First Marne I

e.q. John

Last Mame I

IOHCS 'I

&.9, Smith

Agency .
b Active Users only

Lights to This Module
Search Results

In Results, click Mame to see User Yiew Screen.

First Name Last Name Login Name
BOMALD ToOUR

BRANDOMN STOMIER LOgin
BRENT HOLMES names
Ll OVERMAN blocked.
SHARON BOWSER

KERIS KOLoDY

KERRI Haw ORTH

CAROL WaAGHER

MELISSA TORGERSON

LORT OPENZHAMW

EaRL RUTLEDGE

THERESA WINGARD

Agency

COHCE
COHCS
QHCE
COHCS
QHCE
CQHCE
COHCS
COHCE
QOHCS
QHCE
COHCS
QHCE

Figure 5-17: Searching for users, Active users and rights to the module screen.

2. If there are no matches found in the database, a manager can create a new user.
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User New
The User New Screen allows a manager to create a new user in the OPUS System.

Setup:

On the

‘User Search’ screen.

1. Using the left Nav Bar, under ‘User’, click “New’ (reference figure 5-18). The *User New’
screen will appear next (reference figure 5-18B).

User Search
Login Mame l—
First Namne I e.g. John
Last Hame I £.q. Smith
I jv
gy W show active Users only
[¥] w/ Rights to This Module

Figure 5

-18: User Search — New User screen.

Type or select (all fields marked * are required).

User name. Note: Refer to the User name and password requirements link.

First name.

Last name.

Middle name or initial (optional).

Initials.

Title.

Role - includes the "Permission Levels" by screen.

E-mail. This is optional but Note: OHCS communicates regularly via e-mail. OPUS
Broadcasts are via e-mail along with announcements. Make sure the e-mail address is
correct. **OPUS Broadcasts are announcements from OHCS stating something is wrong
or something is being worked on, updated or fixed. OPUS Broadcasts are done on
‘URGENT’ basis only. Read all OPUS Broadcast.

Phone and Extension if applicable.

Title

= Agency.
Click the “‘Save’ button to save The User View screen will appear next.
User New
Fields marked with * are required.
User Mame and Password REQs
User Mame | *
First Name | *
Last Name | *
Middle Mame | Initials [ | *
|
|

E-rnail

Phone

Agency I ‘I i

I * 503-000-0000 Ext I

Figure 5
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User View

The “User View’ screen allows a manager to view or edit information on an individual user and
to view ‘Roles’ (permission) level a user has been assigned (reference figure 5-19). To edit
roles, follow the instructions listed below.

N
Vuser

Search

: User View
Wigw
Mew
Edit User
Edit Roles

User Details

Agency OHCS

Username SBOWSER Active T

First Mame SHAROHN

Last Marne BOWSER

Middle Nare Initials SB
MAMNAGER , WIEW , INTAKE

Tile OPUS HELPDESK LEAD, CSS Roles AGENCY COORDINATOR \
COHCS FISCAL , ADMIN ,
INTAKE CLIENT , REFORT

E-mail sharon.bowser@hcs state.or.us

Phone 503-986-2007

CSBG , E2C2 , FISCAL , FOOD , HMIS-COC , LIEAR-OEA , REACH , UTILITY ,
WEATHERIZATION

Last edited at 02-05-2005 11:54 AM by SBOWSER
Disable User I Disable User/all Modules

Figure 5-19: User View — to Edit screen.

Modules

User Role Edit

The ‘User Role Edit’ screen allows a manager to grant or adjust the roles and actions a user has
access to on a as needed basis, per screen or assigned task. To edit user roles and actions, follow
the steps below.

Note: There are two steps issuing roles. The first step is establishing permissions for a user. For
each role there is a default set of actions, which initially allows permissions to all the actions
associated within the specific role.

Setup:
1. On the ‘User View’ screen, click the ‘Edit Roles’ button or click on the ‘Edit Roles’ link in
the Left Nav Bar (reference figure 5-19, above). The “User Role Edit’ screen will appear.

2. Onthe “User Role Edit’ screen, select the role(s) the user will have access to (reference
figure 5-19A, below) then click the ‘Update’ button to apply the roles. The ‘User View’
screen will appear again. The ‘Roles’ are now listed in the *‘User View’ screen (reference
figure 5-19C). This completes Step One.

If the user needs all the default permissions associated with a given role, there is no need to
do any further steps. There may be times when a user needs additional permissions within a
role so they can do specific actions within a specific role.

At the same time, there might be permissions within a specific role that a user does not need
access to perform. To customize permissions within a role, follow the instructions below.
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User Action Edit

Setup:
On the ‘User Role Edit’ screen.

Click on “Edit Actions’ (reference figure 5-19A above). The ‘User Role Action Edit’ screen

will appear (reference figure 5-19C, below).

User Role Edit

Mame: SHAROMN BOWSER
Username: SBOWSER

User Roles

How To: Check box next to Role, as needed,

To Edit a Role - Click the Edit Actions link.

MNote: A role must first have been assigned and sawved, before the Edit Actions link is available

MamNAGER I~ Edit &ctions
AGEMCYT FISCAL | Edit Actions
IMTAKE CLIEMT | Edit Actions
IMNTAKE PATMENT |l Edit Actions
AGEMCY COORDIMNATOR [W Edit Actions
OHCSE FISCAL |l Edit Actions
REFPORT | Edit Actions
ADMIM = Edit Actions
N~ ——

Figure 5-19A: User Role Edit screen.
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2. On the “‘User Role Action Edit’ screen, a manager can ‘Allow’ or ‘Deny’ permissions within
any specific role. The permissions are decided by the OPUS Administrator and Manager(s)
of the agencies. Once permissions have been assigned, click the *Save’ button. The *User
View’ screen will appear. This step needs to be repeated for each specific role that requires
permission within it to be edited (reference figure 5-19B).

User Role Action Edit

REPORT - LIEAPOQEA Reports

Name: SHARON BOWSER

Username:  SBOWSER

Edit Actions within Role

Allow Ceny
1o & User - View user account information
1o (7 User - Edit user account infarmation
¥ [ Sgency - Create new agency
) & Prograrm - Add a new program
[ e Manual - LIEAPOESA Management
= {7 wendor - Create Mew Vendor
= " wendor - Edit Vendaor
= e APC - Delete APC
= " User - Create new user
* 0 fgency - Edit agency information
) O APC - Create new APC relationship
o ' User - Delete User Account
1o & APC - Edit APC information
1o (7 User - Edit the Rales for user accounts
= (7 User - Edit the Actions for user accounts
= "' User - Search for user accounts
[ e Prograrn - Edit & program

e

Figure 5-19B: User Role Edit screen.
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Delete User

When users are deleted, the user’s name is basically cancelled. The user’s name stays in the
database in an inactive list and never really deleted. To locate a user that could have been
deleted, refer to “Possible Deleted User’ previously discussed.

To cancel a user account, a manager will click the “‘Disable User’ or ‘Disable User/All Modules’
button (reference figure 5-19C). For user(s) who have access to multiple modules, it’s best to
use ‘Disable User/All Modules’.

Edit User
Edit Roles

Active

Initials

Roles

Edit Roles

SB

MANAGER , WVIEW , INTAKE
PAYMENT , AGENCY FISCAL ,
AGENCY COORDIMNATOR ,
OHCE FISCAL , ADMIN ,
INTAKE CLIENT , REPORT

CSBG , E2C2 , FISCAL , FOOD , HMIS-COC , LIEAP-OEA , REACH , UTILITY ,

User View

User Details

Agency OHCS

Username SBOWSER

First Mame SHARCOHM

Last Mame BOWSER

Middle Name

Title QOPUS HELPDESK LEAD, C55

ADMIM, ASSISTANT

E-mail sharon.bowser@hcs. state.or.us
Fhone 503-966-2007

Modules

WEATHERIZATION

Last g -05-2008 11:54 AM by SBO
Disable User | Disable User/all Modules |

Edit User |

Figure 5-19C: User View Delete USerscreem.

Reset User Password

Setup:

1. Using the ‘User View’, click the ‘Edit User’ button or the *Edit User’ link in the Left Nav
Bar. The ‘User Edit’ screen will appear (reference figure 5-21).

Edit User
Edit Roles

User View

User Details
Agency
Username
First Marne
Last Mame

Middle Mame

Title

E-rmnail
Phone

Modules

OHCS
SBOWSER
SHARCN

BOwW SER

OPUS HELPDESK LEAD, TS5
BOMIN, ASSISTANT

sharon.bowser@hcs.state.or.us

503-986-2007

Active e

Initials =B
MAMAGER , WIEW , INTAKE
PAYMENT , AGEMCY FISCAL ,

Roles AGEMCY COORDINATOR |,
OHCS FISCAL , ADMIM ,
INTAKE CLIENT , REPORT

Edit Roles

CSBG , EZ2CZ, FISCAL , FOOD , HMIS-COC , LIEAP-CEA , REACH , UTILITY ,

WEATHERIZATION

Last edited at 02-05-2005 11:54 AM by SBOWSER

Disable User I

Disable Users/all Modules

@

Figure 5-20: User View screen.
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2. On the “User Edit’ screen, check box "Reset password". A manager would use this feature if
a current user forgot the password or if an agency has a policy to reset passwords for routine
reasons (reference figure 5-21).

User Edit

Fields marked with * are required.

User Ware and Password REQs

User Mame SBOWSER

First Namne |=HARON *

Last Mame IBOWSER &

Middle Marme I Initials ISB— *
Title IOF‘US HELPDESK LEAD, 53

E-rmail lshamn.bowser@hcs.state.Dr.us

Fhone |503-986-ZDU? * g.g, 503-000-0000 Extl
Agency IOHCS 'I i

Reset password 1 Save Changes
[

Figure 5-21: User Edit — Reset Password screen.

3. Click the *Save Changes’ button. The User View screen will display. The user will need to
log in the next time with a temporary password (reference Section One - Basic Operations).
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Vendor Screens

The vendor screens allow a manager to setup and/or update information for program vendors;
such as address, phone, etc. There are four vendor screen types: ‘Search’, ‘Edit’, “View’ and
‘New’.

Vendor Search
The LIEAP-OEA module has many vendor records in the database. Always search for a vendor
to see if it exists before creating a new one.

Setup:

One the ‘Message of the Day’ screen.

1. Using the “Main Menu’, scroll the mouse over “Management’ down and click on “Vendor’
(reference figure 5-22). The “Vendor Search’ screen will appear (reference figure 5-22A).

.l";;'r'i.'-.‘ Pt
Agency :
rsid
APC
Pragram
Uszer
< ‘u‘end%
pho Mﬁg Tables b [PHO
Figure 5-22: Vendor Search
Search
oo Vendor Search
Program Enter at lzast ane field to search,
Wendor Vendor Name  [SALEM GENERAL ELECTRIC £.0. PORTLAND GENERAL ELECTRIC
vendor Type I j"
News | ,[
\.l'igw Agency :
Edit Address I

.

In Results, click Tax ID#Aendor Name to view Yendar,
If results don't show the vendor vou're searching for, vou can create a _ MEwW Vendar |

Search Results
Tax 1D Wendor Name Wendor Type Address Phone

Mo matches

Figure 5-22A: Vendor Search screen.

2. Enter at least one of the following:
= Vendor Name
=  Type of service
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3. If the vendor exists, it will display in the *Search Results’. Click on the required “Vendor
Name’ in the ‘Search Results’(reference figure 5-23), the “Vendor View’ screen will appear .

Search

Agency Vendor Search

Program Enter at lzast one field to search.

“endar vendor Name  |PORTLAMD GEMERAL ELECTRIC | e.g. PORTLAND GEMERAL ELECTRIC
¥endor Type I =

blew I I

e ashey.

Edit Address |
City I | Search I

In Results, click Tax ID#Avendaor Mame to wiew Yendar.

If results don't show the vendor you're searching for, you can create a New Vendar |

Search Results

Vendor

Tax IO Address
Type
PORTLAMD GEMERAL ELECTRIC- Electric TE9S W MOHAWE ST
MW C A8 FORTLAMND, OR 97062
PORTLAMD GEMERAL ELECTRIC-MULTC O Electric FEO00 =W MOHAW K
A TUALITIN, OR 97062

PORTLAMD GEMERAL EIECTRIC-CCSS Electric FEO5 SW MOHAWK ST

TUALATIM, OR 97062
PORTLAMD GEMERAL ELECTRIC-VCAP Electric TET SW MOHAW K

AVE

Tualatin, OR 27062
PORTLAMD GEMERAL ELECTRIC- Electric FEOO0 S MOH&W K

TUALATIM, OR 97062

Phone

(503) 612-
3984
(503) 612-
3758
(503) 612-
3758

(503) 612-
3758

(503) 612-
3916

Figure 5-23: Vendor View screen.

If the vendor does not exist in the system, ‘Search Results’ will appear with ‘No matches’. A
new vendor can be created (reference figure 5-24). At that time a “New’ vendor can be created.

Search

sgency Vendor Search

Program Enter at lzast one field to search,

Yendor vendor Mame  |SALEM GENERAL ELECTRIC &.0. PORTLAND GEMERAL ELECTRIC
vendor Type I j'

N?—W Agency I VI

Wiew
Edit Address |

City | Search |

In Results, click Tax ID#/endor Narme to view Vendor,
If results don't show the vendor you're searching for, you can create a | Hew Yendor |
Search Results

ax 1D Yendor Mame Yendaor Type Address

Phone

Mo matches

Figure 5-24: Vendor View — No Match screen.
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Vendor View

The “Vendor View’ screen provides an overview of a vendor and contact information (reference
figure 5-25). From this screen, a vendor can be ‘Edited’ or a “New’ vendor created. If vendor
information needs to be updated or corrected, click the *Edit Vendor’ button or the *Edit’ link
located in the Left Nav Bar. The “Vendor Edit” screen will appear.

HOME | Log Out

| Managemert | Reports | Help

Wersion 2.7.7T

sSearch .
Agency Vendor View
Program
Mendor ¥endor (Agency Ownership)
Name Agency Ownership
¥Yendor
View PORTLAMD GEMERAL ELECTRIC MULTCO
MHew
- Heat T
Edit Eatr s
¥ Electric N Cil N Pellet
N Matural Gas N wood N Agency
N Liquid Gas N Other N Saolar
Crisis Contact
Phone Fax
(503) 612-3758 (B66) 6EG-BEES

Contract Info
Phone Fax Effective Expires Fiscal ID
(503) 612-3758 11-01-1993 07-01-2010 BEZEZILA

Physical Address
FEO00 SW MOHAW K
TUALITIM, OF 97062
Mailing Address
FE00 =W MOHAW K
TUALITIM, OR 97062

Figure 5-25: Vendor View
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Vendor Edit

The “Vendor Edit’ screen allows information to be updated on a vendor. Updates could involve
any of the vendor sections, which are “Vendor Info’, “Crisis Info’, ‘Physical Address’ and
‘Mailing Address’. All fields marked with “*” are required (reference figure 5-26).

IMPORTANT NOTE: Each agency has their specific set of vendors. Each vendor in the
LIEAP-OEA business rules need to have an operating contract, which has effective start and end

dates that are renewed on a yearly basis.

Once changes are made, click ‘Save Changes’.

[T pellet T Agency I salar
Crisis Info
Phone Ext

Search -
Aqcner Vendor Edit
Program all fields marked * are required.
Vendor ¥endor Info
Name Agency
'U'_endol‘ IPORTLP.ND SEMERAL ELECTRIC | * IMULTCO YI *
Migw =
e Type (*}
Edit ¥ Electric [T natural Gas [T Liquid Gas [T oil I woed T other

Fax

[03-812-3758] * noo-ooo-ooo0 |

Contract Info
Phone Ext

|e66-666-6666 | * non-ono-nooo

Fax

[F03-612-3758] * noo-ooo-oo00 |

Effective Expires

IU?-DI-ZDID F MMDODTYTY

|11-Ell-1993 B MMDDTYY

Physical Address (*)

No. Direction Street Name

|7so0 [[swi=] [MoHAwEK

City

|TuaLITIN

Mailing Address ¥ Same as Physical Address
No. Direction Street Name

|7so0 [[swi=] [Monawk

City

[TuaLITIN

000-000-0000

Fiscal ID

|623291A *
Type Direction Unit #*
N JEE N

State 2ip
[orTEl  [o7osz | +4]

Type m #
I == =]
State Zip
Jor =l |70z | 44

Sawve Changes

Figure 5-26: Vendor Edit screen.
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Vendor New
When a Vendor has been searched and not found in the database, you will need to create a new
Vendor in OPUS. The following steps will instruct you on how to create a new Vendor.

Setup:

On the “‘Message of the Day’ screen.

1. Using the *Main Menu’, scroll the mouse over ‘“Management’ down and click on “Vendor’
(reference figure 5-27). The “Vendor Search’ screen will appear (reference figure 5-27A).

Managernent | Report

Agency

rsic
APC

Pragrarn

Uzer

Yendor

phor Cualifying Tables ¥ ptio
Figure 5-27: Vendor Search

HOME | Log Qut

Agency: OHCS

Managernert | Reportz | Help

Version 2.7.7T

Search

gency Vendor Search

Program Enter at lzast one field to search.

Wendor vendor Name | .0, PORTLAND GENERAL ELECTRIC

Type
Agency
address | |

City [ I

In Results, click Tax ID#/Yendor Mame to view Vendor,

If results don't show the vendor you're searching for, you can create a _

Search Results

Figure 5-27A: Vendor Search — No Match — New Vendor screen

2. Using the Left Nav bar under Vendor, click the ‘New’ link. The “Vendor New’ screen will
appear (reference figure 5-28).
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3. On the “Vendor New’ screen, enter or select the following: (fields marked * are required).

Vendor New

all fields marked * are required,
Yendor Info

Name

| #

Heat Type (*)

[T Pellet [T Agency O solar
Crisis Info

—

[T Electric [0 natural Gas [ Liguid Gas [ cil [ woad I other

Phone Ext Fax

[ * na0-000-0000 | | 000-000-0000

Contract Info

Phone Ext Fax

[ * po0-000-0000 | | 000-000-0000

Effective Expires Fiscal ID

I F MMODDY Y I * MMDDY T I .

Physical Address (*)

No. Direction Street Name Type Direction Unit #
| = | = = =

City State Zip

| oy — ] —

Mailing Address O sarme as Physical Address

No. Direction Street Name Type Direction Unit #
| [ | I [ |
City State 2ip

| [ — ] —

Figure 5-28: VVendor New screen.

=  Vendor Name

= Using the drop-down menu, select the Agency affiliated with this Vendor

= Select the Heat Type provided by the Vendor clients
= Crisis Phone and Fax numbers

= Contract Phone and Fax

= Effective Start and End dates of the vendor contract
= Vendor’s Physical address

= Vendor’s Mailing address. If the vendor’s mailing address is the same as the physical

address, check the ‘Same as Physical Address’ box.

Click the “Save’ button. The Vendor View screen will appear next.
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M3 Section Six

Local Program Tree Structure — Creating the APC

Setting Up a Local Program

The Local Program tree structure is created with an ‘Agency’, ‘Program’, ‘County’, and ‘Grant’
developing the “APC”. After the “tree structure’ is created, then the manager can create a grant
and allocate the grant funds to the APC branches which include the ‘Parent-Level’ agency and

the “‘County-Level’ agencies (or sub-agencies).

Note: For all agencies and/or programs created; LIEAP-OEA “Energy’ programs can be viewed

by all agencies delivering LIEAP-OEA “Energy’ services.

Creating a Local Program, Tree Structure
Create an Agency

Create a Program

Counties in the OPUS System
Create a Grant

Creating an APC

APC Tree Structure

Creating an APC, Parent and Child
Verifying the APC Tree Structure
Grant Allocation

New Grant Allocation

Move Grant/APC

Program Funds Available for Payment Assistance

104 OPUS LIEAP-OEA Manual,
Section 6 M3: Local Program Tree Structure Creating an APC

105
106
107
109
110
111
112
113
115
116
118
122

126

Revised 02/29/2008



Creating a Local Program

A Local Program tree structure is created with 1-Agency, 2-Program, 3-County, and 4-Grant.
The tree structure includes the necessary components to be able to allocate funds from the

grant level to the agency level and to make funds available for client assistance. The structure
produces objects called an APC. After the tree structure is created, a manager can allocate grant
funds from a “Parent-Level’ APC to a ‘Child-Level’ agency or sub-agencies to be used for

energy assistance payments.

Local Program Tree Structure

Note: A Grant must be created
before the APC can be completed.

(D) S

Grant

= E &)

Program APC Grant Allocations

County @

OIOIC

APC Allocations

Scenario 1
Parent Agency without
Sub-agencies

Scenario 2
Parent Agency
with Sub-agencies

The first step to “Creating a Local Program” is to create the ‘Agency’ branch of the tree.

Reference “Create an Agency.”
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Create an Agency

Agencies using OPUS will most likely have their agency initially built by OHCS. The agency
“Manager” role has the ability to edit and update agency information, i.e.; address and phone
numbers, as needed. If an agency needs to create another agency (sub-agency) it can be built by
the main agency (CAP) who receives the initial funding. When an agency creates a sub-agency
in OPUS, it is viewed by other Community Action Agencies (CAA) within the same module(s).
Before creating a new agency or sub-agency; standard operating procedure (SOP) is to conduct a
search for a specific ‘APC’. A search for an agency is done by using the ‘Main Menu’ >
‘Management’ > ‘Agency’ (reference figure 6-1).

Using the ‘Agency Search’ screen, enter the acronym of the agency or the agency name and click
the “‘Search’ button (reference figure 6-1A).

Agency (the root) CAA

®

Program (the branch) APC

County (the branch)

ONONONO

Grant (the leaf)

©) Agency Search
Enter at least ane field to search,
= L > i Agency Mame | ABBR. |OHCS
\(J_\ v - Address | | City T
| Agency ) . Phone [ 000-000-0000 View Results below
rsio
ARG
Frogram If no results, you can _ Add Agency |
Uzear Search Results {Click Agency Mame to Yiew Agency Screen.)
iend Agency ham Abbrev Address Fhone
ERdDE | otes OHCS 725 SUMMER ST HE STE B 503-386-2000
phor Cualifying Tablaz F ptio Sl S
- - -
Figure 6-1: Agency Search Figure 6-1A: Agency Search with Results

If the agency is active, the agency name will appear in ‘Search Results’. Click on the Agency
Name under the link.
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The *Agency View’ screen will appear (reference figure 6-1B).

Search

Agency Agency View
APC
Program
“Yendor Agency
Name: OHCS Edit Agency
Agemcy Tax 1D: 5452323 ABBR: OHCS N
New
%w Subgrantee: N Mail Code:
Entity Type: -9-MA Vendor #:
Contact Info
Phone Fax
(503} 986-2000 (503} 986-2020
Physical Address
725 SUMMER ST ME STE B
SALEM, OR 97301-4246
Mailing Address
POB 14503
SALEM, OR 973501-d4246

Figure 6-1B: Agency View screen.

To edit an agency’s information use the ‘Edit Agency’ button or go to the ‘Left Nav Bar’ and
click on the Agency ‘Edit’ link. To create a new agency, use the ‘Left Nav Bar’, under ‘Agency’
and click on the “New’ link (reference figure 6-1B).

If the ‘Program’ hasn’t been created yet, the next step is creating the program, reference
“Creating a Local Program”.

Create a Program

Once an agency has been created, the ‘Program’ branch of the tree is ready to be completed.
From the ‘Main Menu’, scroll the mouse over ‘“Management’ and click ‘Program’ (reference
figure 6-2). The 'Program Search View' screen appears (referenced figure 6-2A).

Note: Search for the program name before creating a new program to ensure the program is not
duplicated.

As shown below, there was a search for the program “First Steps’, which *Search Results’
indicates ‘“No Matches’.

APC
Program
Mendor

Search <
@ Agency Program Search View

Program Mame FIRET STEPS

| e.q. LIEAP 2001 Code |
Agency Program —

FEini R Start Dats MMDLCY Y @
TN\ End Date | MMDL Y

Pragram ) Search Results
Click Program Code or Program Mame to view Program Edit Screen,
Wendar If results don't list program you're searching for, you can create a Mew Program | i
phar Gualifying Tables ¥ ption
Frogram Code Program Mame Start Date End Date
m Mo rmatches

Figure 6-2: Program  Figure 6-2AT PrograrmSearch View screen with “No Match”.
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Using the ‘Left Nav Bar’ under ‘Program’ click the ‘“New’ link. The 'Program Search New'
screen appears. Enter the program name, program code, start date and end date. Click the ‘Save
‘button. The ‘Program Search View’ screen appears. You can verify that the program you
entered is in the database by searching for it again and seeing it displayed in the search results
section of the screen. If a program is not in the database, click on the “New Program’ button
(reference figure 6-4). The ‘Program New’ screen will appear (reference figure 6-4A).

WEFSTON 2,751
Search .
aenes Program Search View
Frogramm Enter at least one field to search.
Program Mame IFIRST STERS | e.9. LIEAP 2001 Code I
Program Y
HE Start Date [ MMDDTYTY

End Date I MMO DY
Search Results

Click Program Code or Program Mame to view Program Edit Scpesas

If results don't list program you're searching for, you can creat€ a Mew Program :

Prograrn Code Prograrm Marne Start Date End Date

Mo matches

Figure 6-4: Program New Link and New Program button screen

Enter the program name, program code, start date and end date. Click the Save button. The
Program Search/View screen will appear.

Search
Bgency Program New
APC
Brogram all fields marked * are reguired.
Yendar
Program
EFaaram Mame Code (e.g. LIEAP 02) Type
Ne_w I * CACRONYM+ZDIGITYEAR) I & I "l #
el Effective Dates
Start Date End Date Shared
[ * MMDDYTTY [ * MMDDYYTY O
Program Years
Federal Poverty Year Oregon Median Income Year
) * - | *
Save-l
Figure 6-4A: Program New screen.
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Verify that the program you entered is in the database by searching for it again and seeing it
displayed in the search results section of the screen.

Search

Agency Program View
&PC
Frogram
Vendor
Program
Marme
Program
st FIRSTSTEPLIEAPOS

Edit
Effective Dates
Start Date

07-01-2008

Program Years
Federal Poverty vear
z007

Code {e.g. LIEAP 02)
LIEAROS

End Date
06-30-2009

Cregon Median Income Year
2006

Type
LIEAP

Shared
M

Edit Program |

Figure 6-4B: Program View screen

Working with the ‘County’ branch of the APC is next.

Counties in the OPUS System

Since all counties have been initially created in the OPUS database, agencies don’t need to
complete this step. A County drop-down list is provided on all screens as you need to access

them.

O,

Agency

Program

County

APC

The next step is to create the Grant that the APC(s) will use for the program assistance funds.

109 OPUS LIEAP-OEA Manual,
Section 6 M3: Local Program Tree Structure Creating an APC

Revised 02/29/2008



Create a Grant
A grant (funding source) must be created in OPUS in order to draw down funds for a ‘Parent’
agency level or for the ‘Child’ agency level to complete client assistance payments.

O,

Agency

APC

Grant

Program

County

1. Using the “Main Menu’, scroll the mouse over ‘Fiscal’ down to ‘Search’, and in the menu,
click Grant. The 'Grant Search' screen will appear.

sion

Search M APC Allocation
Authorize ﬁah
Batch »

Paid 4

Figure 6-5: Grant Search

Note: Complete a search for the grant name prior to creating a new grant to ensure the grant is

not duplicated.

2. Enter the “‘Grant Name’ and click “Search’. Once it has been determined the grant does not
exist in the database (reference figure 6-5B), click the ‘New Grant’ button or in the Left Nav

Bar, under ‘Grant’, click the “New” link. The “Grant New” screen will appear.

APC Allocation
Search
View/MNew

Edit

Symmar

LIEAP-OEA (PP}
Authorize

Batch APC

Batch Payrnent
Batch Vendar
Batch Summary
Paid Agency

Paid Summary

Grant Allocation Search

Enter Grant information to search, scroll to view results.

|EFuNDS0E

I e.q. MMDDYY™Y
I e.g. MMDDY Y™

Grant Marne &.3, LIEAP 2000
Contract #
Start Date

End Date

About Results:

Click Grant Mame to ¥Yiew Grant ScpeeTT.

If no results appear, you can creafe a | MEW Srant | .
Search Results

Contract#

Grant Dates

Grant Agency Start End Updated

Mo matches

=
=
]

Figure 6-5B: Grant Allocation Search New screen.
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3. Enter all the information. Fields with a red * Asterisk are required (reference figure 6-5C).
Click the “‘Save’ button and the ‘Grant View’ screen will appear.

APC Allocation

Search (Grant New
Yiew/ ew
Edit Mote: Fields marked with an * are required.
Summary
Grant Mame I 4
Grant
Search Contract # I #
View
Edit Start Date | * g9, MMDDYYYY
Mew
End Date | * g.g, MMDDYYYY [Tl Closed
LIEAP-DEA (PP}
Authorize F'-EIEHCYI j" &
Batch APC -
Batch Payrment

Batch Mendor

Batch Surmmary
Paid Agency

Faid Surmmary

Figure 6-5C: Grant New screen.

Creating an APC

Notice: Before a grant can be used, the APC tree structure needs to be completed by bringing
the branches together for the overall tree structure.

**Complete a search for any APC combination with the agency and/or program name created to
ensure the grant is not duplicated.

Agencies can or will have ‘Local Programs’. “‘Local Programs’ are programs not funded
through OHCS. A *Parent” APC is required to be created first to be the starting point to draw
grant funds. Every Community Action Agency (CAA) is the “Parent’ agency. The subgrantee(s)
or known as sub-agency. Sub-agencies are the ‘Child’ agency or agencies. A ‘Parent’ agency
can have one sub-agency or multiple sub-agencies. Agencies can, within itself, be the only
agency who can be the ‘Parent’ and ‘Child” with a county.

Note: Agencies who receive funding from OHCS will not build an APC. The APC will be
created by OHCS Staff.

To better understand a ‘Parent” APC versus a ‘Child’ agency, see the diagram below.
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APC Tree Structure

Agency (the roof) CAL

Program (the branch) APC

County (the hranch)

CROCHONO

Grant (the leaf)

Building the Agency, Program, County (if
applicable) and the Grant together, the
APC is completed. Below, the screen shots
show how the structure is completed.

The Agency is considered the “Parent’ (root) of the tree and must exist to receive a ‘Program’
and can be the only agency to receive the ‘Program’; in turn the agency can be the ‘Child’ branch
from the ‘Parent’ agency. The Parent agency delivering a program with a specific county will
list the appropriate ‘County’ in the tree structure. The ‘Grant’, a funding stream is created
(received) in order to draw down funds to the *Parent’ and/or “‘Child’ agency for client
assistance.
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Creating an APC, Parent and Child

1. Using the “Main Menu’, scroll the mouse over ‘Management’ and click the item *‘APC’
(reference figure 6-6). The APC Search screen will appear (reference figure 6-6A).

search
Agency APC Search

APC

APC = Agency/Program/County

Agency IOHCS _VI

County I 'I
Program |LIEAP 2008 =]
Grant | d
M- zoamert | Repo Start Date IU?-Ul-ZUU? MMDDV Y
Agency ) E End Date IDB-BD-ZDDQ MMODTTTT
rsi
A
About Search Results:
Prograrn Click Agency Mame to Yiew APC Screen
User Search Res
Vendor Agency Program County Grant Start Date End Date
Qualifying Tables » Mo matches

Figure 6-6: APC Search  Figure 6-6A: APC Search, No Match screen.

If the ‘Search Results’ indicates ‘No Matches’, a new APC can be created (reference

figure 6-6A).

2. Using the Left Nav Bar, under ‘APC’, click the ‘New’ link. The ‘APC New’ screen will

appear (reference figure 6-6B).

Search
Agency APC NGW

APC
g Fields marked * are regquired before saving,
Mm APC = Agency/Program/County
APC Adansyhoms _ Leave blank for Parent APC
Mew |oHCs =] ~
View ’ /
Edit Zub Agency to
| =1
County | -
Prograrm |LIEAF 2008 =l +
Grant |LIEAF 2007-0HCS =] =
Start Date |n?-n1-znns * MMDDTYTY
End Date ||:|E~—3|:|—2|:||:|9 MDD .Save-l
Figure 6-6B: APC New ‘Parent’ screen.
3. Complete all required information:
= Agency Name
= Program
=  Grant
= Start and End Date
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Click the “‘Save’ button. The APC View screen will appear (reference figure 6-6C). Verify that
the information in the APC is correct. Figure 6-6C is the ‘Parent” APC.

Search

Agency APC View
Froaram APC = dgency/Program,
Vendor

APC OHCS-LPOB-LIEAP 2007
E Start Date nd Date 06-30-2009
View
Edit

Sub APC to

Sub APC's

Parent Program Grant
Delste APC |
Figure 6-6C: “Parent” APC View screen.

To create a “Child” APC, follow the same steps as used for building a ‘Parent” APC listed above.
The “Child” APC created after the ‘Parent” APC, is in fact, the *Parent’ agency recreated but with
a designated county. Enter all appropriate information and click ‘Save’ (reference figure 6-6D).

The APC View screen will appear (reference figure 6-6E).

Search
Agency APC New
APC
Frograrm Fields marked * are required before saving.
vandar APC = Agency/Program/County o
Sub Agency to and County is filled
APC Agency Name . . 1
Mew [orcs ] - in to complete a “‘Child” APC.
Wiew
Edit Sub Agency to
| OHCS-LPOS-LIEAP 2005 o / =]
County IMarION =]
Program |LIEAP ZDDS =] *
Grant |LIEAP zDDS-OHCS =] *
Start Date [10-01-2004 | * MDDy
End Date |c|9-3|:|-2|:u:|5 * MMODT Save |
Figure 3-6D: APC New — “Child” Search screen.
Search .
ency APC View
Brograrm aPC = agency/Prograry/Coueds
Vendor
APC OHCS-LPO5-MAR-OHOP-LIEAP 2005
APLC
e Start Date edi] \ 09-30-2005
View
Edit
Sub APC to
Sub APC's
) [Ediarc |
Parent Proaram Child Level Grant
Celete APC I
Figure 3-6E: APC View —‘Child” APC screen.
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Verifying the APC Tree Structure
Verifying an APC tree structure can be done by using the ‘APC Search’ screen.

1. On the “Main Menu’, scroll the mouse over ‘Management’ and click *APC’. The APC Search
screen will appear (reference figure 6-7).

Search
Busiiy APC Search
Program APC = Agency/Frogram/County
. - Repar Vendor
e . - o Baency [access =]
Agenc Mew
gency b e County I 'j"
ARC Eal Program |LIEAP z0O5 =l
< F'rnasam Grant | =l
= Start Date | MMDDYYr Y
v End Date [ MMOD YT
Qualifying Tables k About Search Results:
Click Agency Mame to Wiew APC Screen

Figure 6-7: APC Search  Figure 6-7A: APC Agency Search screen

2. Using only the drop-down menus, select the ‘Agency’ and ‘Program’ (reference figure 6-7A).
These options will display an APC or multiple APCs using the specifications chosen
(reference figure 6-7B).

APC Allocation Search
APCG = Agency/Program/County,/Grant
Parent APC
Agency IF\CCESS "I No County
County I "'I
Program |LIE.°.P 2008 / ;I Active Agencies Only v

;I Search I View Results Below
Child APC shown with County

Agency name to Uiew&BZG Allocation)

Grant I

Search Results{Clig

Agency rograrm Grant Start Date End Date
ACCESS LIEAP 2003 h I LIEAP 2008 Q7-01-z007 0&-30-2009
ACCESS LIEAP 2003 LIEAP 2008 09-20-2007 09-30-2008

Figure 6-7B: APC Search with Search Results screen

The agency ‘ACCESS’ and the Program “‘LIEAP 08’ was selected for a search. In the *Search
Results’ section, the ‘Parent” APC with no county, and two “Child” APCs are displayed. Note:
“Child APCs” display a ‘County’.

This process distinguishes the difference from a ‘Parent’ and ‘Child APC. Grant allocations are
ready for this program and issued to the ‘Child Level” APC(s).
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Grant Allocation

Grant Allocations to agencies are funds assigned to a ‘Parent APC” and then are allocated the

‘Child APC(s)’ or County level agencies.

1. From the ‘Main Menu’ to ‘Fiscal’ to ‘Search’, click on ‘Grant’. The 'Grant Search' screen
will appear (reference figure 6-8). Enter the ‘Grant” name and click ‘Search’ (reference

figure 6-8A). The grant should appear in ‘Search Results’.

QR s e

Search M APC Allocation |
100

Authotize Grant)

Batch b

Paid 3

Figure 6-8: Grant Search screen

Grant Allo.cation Search

En h, scroll to view results,
Grant Name |LIEAR 2008 | &.q. LIEAP 2000
Contra

Start Date I &.g, MMDDTYTY
End Date I e.q. MMDDYYYY

About Results:
Click Grant Mame to Wiew Grant Screen.

If no results appear, you can creats a | MEW Grant | !

Search Results

Grant Dates

Contract# Agency Start End Updated
LIEAP 2008 MA OHCS  10-01-2007 09-30-2008 09-10-2007
MO CONTRACT KTRIBE 10-01-2007 09-30-2008 09-21-2007

VETEION .7,

INT C
BS M
BH M

Figure 6-8A: Grant Allocation Search screen

2. The *Grant Allocation Search’ screen will display with *Search Results’. There are times
when agencies can have more than one grant. The desired grant will need to be selected. To
view the appropriate grant, click on the ‘Grant’ link under ‘Search Results’ (reference

figure 6-8A).
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The “Grant Allocation View’ screen will display. The view screen allows verification of the
designated amount of a grant allocated funds down to the associated APC agencies. The
“Total Grant’, “Transferred Total’, ‘“Total Remaining’ and dates are displayed (reference
figure 6-8B).

Grant Allocation View

Grant LIEAP 2008 Agency OHCE
Contract # MA

Start Date 10-01-z007

End Date 09-30-2008 Closed? M
Edit Grant
Total Grant Transferred Total Total Remaining

$30.00 - .00 $0.00
Srant tofrom APC Transfer I Mew allocation |
AIIOCW

To Edit: Click Armount row to edit. The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z-10-2007 1z-10-2007 KK
$10,000.00 0z-z20-2008 0z-20-2008 SB

Grant APC Transfers

Amount APC MAME Move Date Insert Date User
$10,000.00 OHCE-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000.00 MULTCO-LPOG-MLT-LIEAP 2008 1z2-10-2007 12-10-2007 44
$10,000.00 ACCESS-LPOG-LIEAF 2005 0z2-zZ0-2008 0Z2-20-Z008 sB

Figure 6-8B: Grant Allocation View screen

The button labeled ‘Grant to/from APC Transfer’ allows funds to be transferred down to
‘Parent’ and ‘Child” APC levels. In some cases, the ‘Grant to/from APC Transfer’, allows
transferring funds back up to the grant-level. The button labeled ‘New Allocation’ allows a
deposit to the top grant level, aka the ‘Parent” (Reference figure 6-8B).

As funds are transferred down to the ‘Parent” and “‘Child” APC levels, the section labeled ‘Grant
APC Transfers’ will display a history of transfers as they occur.
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New Grant Allocation

The purpose of the “New Grant Allocation is to set-up grant funds to be distributed to sub-

agencies ‘Child APCs’.

On the “‘Grant Allocation View’ screen, under the “Allocations’ section the funding amount is
displayed. The “‘Allocations’ section will display a list of current and future allocations given to,

or subtracted from, a grant.

1. Onthe “‘Grant View’ screen, click the button ‘New Allocation’ (reference figure 6-9).

Grant Allocation View

Grant LIEAP Z0DS& Agency OHCE
Contract # WA
Start Date 10-01-2007

End Date 09-30-2008 Closed? N

Edit Grant

Total Grant Transferred Total Total Remaining
$30,000.00 $30,000.00 $0.00

Grant to/from APC Transfer
Allocations ~——
To Edit: Click aAmount row to edit, The Grant Allocation Edit screen will appear next,
Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 i0-31-z007 BH
$10,000.00 1z-10-2007 12-10-z2007 KK
$10,000.00 0z-z0-2008 02-20-2005 SB

Grant APC Transfers

Amount APC NAME Mowve Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000.00 MULTCO-LPOS-MLT-LIEAP 2008 12-10-2007 12-10-2007 KK
$10,000.00 ACCESS-LPOS-LIEAP 2008 0z2-z0-z008 0z-20-2005 SB

Figure 6-9: Grant Allocation View ‘New Allocation’ screen.

2. The ‘Grant Allocation New’ screen will appear (reference figure 6-9A). The ‘New Grant
Allocation New’ screen allows funds to be added (+) or subtracted (-) from a grant and the

allocation date. When complete, click ‘Save Allocation’.

Grant Allocation New

Select to Add {+) or subtract {-}.
Enter Amount and Allocation Date, Click Save allocation.
Mote: Fields marked with an * are reguired,

Grant: LIEAP Z00S

Arnount ® o+

(Select + or -) { 3 $|SDD.DD &
Allocation Date |02-2D—ZDDB e.g. MMDDYY *

—
| (Save allocation ]
v

Figure 6-9A: Grant Allocation New screen.
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The “Grant Allocation View New’ screen will appear (reference figure 6-9B). Confirmation of
the allocation will be displayed under *Allocations’ section.

APC Allocation View New

APC = Agency/Program/County/Grant

Marne: ACCESS-LPOS-LIEAP 2008 Wiew Parent APC I
Grant Name Allocation

LIEAP 2005 $10,000.00

Allocations $10,000.00

Available $0.00

Allocated $10,000.00

Spent $0.00 Total Spent $0.00

Wiew History |

Sub APC(s)(Click Agency name to VYiew APC Allocation)
Agency Allocations Available Alloc Date New Alloc

ACCESS-LPOS-JAC-LIEAP 2008 $10,000.00 $10,000.00 I I ﬁ

Figure 6-9B: Grant Allocation View with New Allocation added screen.

Note: the initials of the user completing the allocation adjustment will appear with the new entry
(reference figure 6-9C).

Grant Allocation View

Grant LIEAP 2008 Agency OHCS
Contract # MA

Start Date 10-01-2007

End Date 09-30-2008 Closed? N

Edit Grant
Total Grant Transferred Total Total Remaining
$30,000,00 $30,000,00 $0.00

‘Grant toffrom APC Transfer Mew Allocation I

Allocations

To Edit: Click Arnount row to edit. The Grant Allocation Edit screen will appear next.

y Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z2-10-z007 1z2-10-z007 KK
$10,000.00 02-20-2008 02-20-2008 SB
Grant APC Transfers

Amount APC NAME Move Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAF 2005 10-31-2007 10-31-z007 BH
410,000.00 MULTCO-LPOS-MLT-LIEAP 2008 12-10-2007 12-10-2007 KK
$10,000.00 ACCESS-LPOS-LIEARP 2005 0z-z0-2008 0z-z20-2005 =B

Figure 6-9C: Grant Allocation View screen

The ‘Amount’ is a “link” indicated in blue and underlined (reference figure 6-9C).
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If the amount needs to be edited, click the actual dollar amount and the ‘Grant Allocation Edit’
screen will appear (reference figure 3-10). The funding a can be edited to be added (+) or
subtracted (-) from a grant and the allocation date can be edited. When complete, click ‘Save
Changes’.

Grant Allocation Edit

To Edit:
Select either the add {+) or subtract (-} option.
Then, enter dollar amount and allocation date, Save Changes.

Grant Name: LIEAP 2008/0HCS

Armount CI

{choose + or -) ol $|1IZIIZIDIZI.DIZI
Allocation Date IDZ—ZD—ZDDB £.q. MMDOY ‘Eave Changes j

Figure 6-9C: Grant Allocation Edit screen.

If the grant information needs to be edited complete the following steps.

Click on the ‘Edit Grant’ button or use the Left Nav Bar, under ‘Grant’ and click on ‘Edit’
(reference figure 6-10). The grant name, contract number, start and end date, and agency can be
edited.

APC Allocation .

Search Grant Edit

View/Mew

Edit To Edit: Enter changes in fields below, and click Save Changes button,
Summary Fields marked with * are required,

Grant Grant Narme  |LIEAP 2008 |

Search

Wiew Contract# INA P

Edit i

Mew Start Date [10-01-2007 | * ¢.q. MMDDYYYY

LIEAP-DEA (PP) End Date [09-30-z008 | * &.q. MMDDYYYY [T Closed
Authorize

Batch APC Agency IOHCS "I #

Batch Pavment

Batch Wendor

Batch Surnmary -

Paid Agency Save Changes I
Paid Surnmary

Figure 6-10: Grant Edit screen.

Click ‘Save Changes’, the *Grant Allocation View’ screen will appear (reference figure 6-10A,
next page).

Note: Funding amounts can not be edited in this field.
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Grant Allocation View

Grant LIEAP 2008
Contract # M&
Start Date 10-01-2007

End Date 09-30-2008

Edit Grant

Total Grant Transferred Total
$30,000.00 $30,000,00

Grant to/from APC Transfer

Allocations

Agency OHCES

Closed? N

Total Remaining
$0.00

Mew allocation |

To Edit: Click Amount row to edit, The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z2-10-2007 1z2-10-2007 KK
$10,000.00 0z-20-2008 0z-z20-2008 SB
Grant APC Transfers
Amount APC NAME Mowve Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000,00 MULTCO-LPOS-MLT-LIEARP 2005 1z2-10-2007 1z2-10-2007 Kk
$10,000.00 ACCESS-LPOS-LIEAP 2008 0z-20-2008 0z-z0-2008 SB
Figure 6-10A: Grant Allocation View screen.
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Move Grant/APC

To allocate grant funds down to the ‘Parent” APC level (no county), so specific amounts can be
drawn down to the “‘Child” APC(s) level for client assistance payments, funds must be moved.

Using the ‘Grant Allocation View’, click on ‘Grant to/from APC Transfer’ button (reference

figure 6-11).

Grant Allocation View

Grant LIEAP 2008 Agency OHCS
Contract # MA
Start Date 10-01-z007

End Date 09-30-2008 Closed? M

Edit Grant

Total Grant Transferred Total Total Remaining
$30,00 000,00 $0.00
Grant to/from APC Transfer |

D i ———

Allocations

Grant APC Transfers

Amount APC NAME Mowve Date
$10,000.00 OHCS-LPOS-LIEAP 2005 10-31-z007
$10,000.00 MULTCO-LPOS-MLT-LIEAP 2005 1z-10-z007
$10,000.00 ACCESS-LPOS-LIEAP 2005 0z-20-z008

Amount Allocation Date Insert Date
$10,000.00 10-31-z007 10-31-z007
$10,000.00 1z-10-z007 1z-10-z007
$10,000.00 0z2-20-z008 02-20-z008

Insert Date
10-31-2007
1z-10-2007
0z-20-2005

Mew Allocation |

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next,

User
BH
KK
=15

User
BH
KK
=1=]

Figure 6-11: Grant Allocation View — Grant to/from APC Transfer screen.

To allocate to the ‘Parent” APC, click the button labeled ‘Grant to/from APC Transfer’. The
‘Move Grant/APC’ screen will appear. Select the appropriate APC from the drop-down menu,

then click ‘Load’ (reference figure 6-11).

Move Grant APC

APC - Agency/Program/County/Grant

To Move a Grant or APC Allocation:

1, Enter dollar armount and date.,

Z. Select APC. Fields marked * are required.

3. Select one transfer option, Click Mowe button,

Move arantfAPC
Grant LIEAP 2008

APC ACCESS-LPOS-LIEAP 2008 Available:

Arnount § IlDDDD #
D ate |D2-20—2008 * e.g. MMDDYYYY

page OME TRANSFER TYPE below:

(fer Grant to APC

grer APC to Grant

Available:
APC | ACCESS-LPOS-LIEAP 2005 LI

$10,000.00

$0.00

Figure 6-11: Grant Allocation. Grant to/from APC Transfer screen.
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The “Move Grant APC’ screen will appear. In the ‘Move Grant/APC’ section, enter the

following:

= Select the appropriate APC, using the drop-down menu

= Enter the funding amount that will be moved
= Enter the date
= Select the appropriate “Transfer Type’

Click on “Move’ to complete the transfer.

The ‘APC Allocation View’ screen will appear. Transfers should be reviewed and verified and

can be done using the APC Allocation View screen.

Grant Allocation View

Contract # Ma

Start Date 10-01-2007

End Date 09-30-2008 Closed? M

Edit Grant
Total Grant Transferred Total Total Remaining
$30,000,00 $30,000.00 $0.00

(Grant to/from APC Transfer

Allocations

Amount Allocation Date

$10,000.00 10-31-2007

$10,000.00 12-10-z2007

$10,000.00 02-20-2008

Grant APC Transfers

Amount APC NAME Mowve Date

$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007

410,000, ML 2 - oy 12-10-z2007
@DD.;D‘—'&CCESS—LPDB—LIEAP 2008 Paren'[@u-znna

Grant LIEAP 2008 Agency CHCS <€—— Grant Owner

MNew Allocation |

To Edit: Click Armount row to edit, The Grant Allocation Edit screen will appear next,

Insert Date
10-31-2007
12-10-2007
0z-z0-2008

Insert Date
10-31-2007
12-10-2007
02-20-2008

User
BH
KK
SB

User
BEH
Kk
5B

Figure 6-11C: APC Allocation VIew Parent’
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APC Allocation View New

APC = Agency/Program,/County/Grant

— Parent APC

Mame: ACCESS-LPO8-LIEAP 2008 View Parent APC I

Grant Hame Allocation
LIEAF 2008 Grant Name $10,000.00
Allocations $10,000.00

Available $0.00

Allocated $10,000.00

Spent $0.00 Total Spent $0.00

Child APC

Sub APC(s){Click faency name to View &P C aAllocation)
Agency Allocations Available Alloc Date MNew Alloc

ACCESS-LPOS-IAC-LIEAR 2008 $10,000.00 $10,000.00 | | ﬁ

Figure 6-11D: APC Allocation View New “Child’ screen.

On the *‘APC Allocation View New’ screen, above the “Grant Name” the ‘Parent” APC is
displayed showing the allocation that was just completed. If the initial APC family was built
correctly, the following information: the Parent APC listed at top: ACCESS-LP08-LIEAP 2008
(no county), and it’s associated “Child” APC: ACCESS-LP08-JAC-LIEAP 2008 is listed.

To complete an APC move, enter the ‘Allocation Date’, the “New Allocation Amount’, and click
the ‘S’ (Save) button.

Click on “View History” and the *APC Allocation History View’ screen will appear. The history
view screen is used for historical purposes (reference figure 6-12).

APC Allocation History View

APC = Agency/Program/Grant

Mame: ACCESS-LPD&-LIEAP 2008

Allocation History

Armount Alloc, Date  APCG User Initials Insert Date/TIME
$5,000.00 02-20-2008 ACCESS-LPOS-1AC-LIEAP 2008 ={=} 02-20-2008 09:57 AM
$5,000.00 0z2-z20-2008 ACCESS-LPO3-1AC-LIEAP 2008 SB 02-21-2008 09:13 AM

Figure 6-12: APC Allocation History View

After allocating from the Parent APC-level (no county) to the Child (with County), notice that
the total available in the Parent ‘APC’ is $0.00, because the Parent’s available funds have been
allocated down to the Child-County level, and the ‘Total Allocated’ is $10,000.
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Click on *View Parent APC’ and the *‘APC Allocation View New’ screen will appear. Select the
appropriate ‘Parent APC’ by clicking on the Sub APC Agency link (reference figure 6-13).

APC Allocation View New
APC = Agency/Program/County/Grant
Marme: OHCS-LPOS-LIEAP 2008
Grant Name Allocation
LIEAR 2008 $10,000.00
Allocations $10,000.00
Available $10,000.00
Allocated $0.00
Spent $0.00 Total Spent $1,400.00
Wiew History
Sub APC(s){Click Agency name to Yiew APC Allocation)
Agency Allocations Available Alloc Date MNew Alloc
BCCESS-LPOS-LIEAP 2003 $0.00 $0.00 | | ﬂ
CAQ-LPOG-WSH-LIEAP 2008 $0.00 $0.00 | | &
CAPECO-LPOS-LIEAP 2008 $0.00 $0.00 | | ﬂ

Figure 6-13: APC Allocation View New — View History

The *‘APC Allocation View New’ screen will appear. In the upper portion of the screen is the
information on the ‘Parent APC. This view screen is used for historical purposes (reference

figure 6-14).

APC Allocation View New

APC = Agency/Program/County/Grant

Mame: ACCESS-

BRE-TIEAP 2008

View Parent APC

Allocation
$10,000.00

Allocations $10,000,00

Available $0.00

hllocated $10,000.00

$0.00 Total Spent $0.00

Yiew Histary

Sub APC(s)(Click Agency name to View APC Allocation)

Agency Allocations Available Alloc Date

New Alloc

ACCESS-LPOS-JAC-LIEAP 2008 $10,000,00 $10,000.00 I

E

Figure 6-14: APC Allocation View New — View Parent APC
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Program Funds Available for Payment Assistance

Once the Grant and APC tree structure is completed and grant funds allocated down to the
Child APC level, the funds will be able to be used on the *‘OPUS New Payment’ screen for client
payment assistance.

After an intake worker has processed a household through the OPUS system, the intake worker
will be able to select the Child-APC from a drop down menu on the ‘“New Payment’ screen as
shown in the example below. Reference Section 2; Client Intake New.

Steps have been completed for creating a Local Program.
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