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1 February 2013 
 
CHANGE 1 to Weatherization OPUS User Manual dated January 02, 2013 
 
INSTRUCTIONS: 
 
Replace Pages iii - iv (old) with Pages iii - iv (Revised 02/01/2013) 
 
Replace Pages 131-134 (old) with Pages 131 - 134 (Revised 02/01/2013) 
 
Replace Pages 155-156 (old) with Pages 155, 155.1-155.6, 156 (Revised 02/01/2013) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PLACE A COPY OF THIS MEMORANDUM IN FRONT OF THE TABLE OF CONTENTS 
PAGE INSIDE YOUR WEATHERIZATION OPUS USER MANUAL. 
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MANAGEMENT 

 Note: Section Six below cover Management 'Permission Only' areas of the OPUS 
system.  Therefore, these screens are only available to assigned fiscal and 
management personnel to work within. 
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APPENDIX  

A OPUS Weatherization Forms A-1 

  User Policy, Responsibility and Code of Ethics A-1 

  Weatherization Application Form A-5 

  Acronym Code List A-10 

B OPUS Documentation B-1 

  Privacy Posting B-1 

  Privacy Notice to Comsumers B-2 
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Section Five 
 

Reports 
 
The user will learn how to utilize the reports available to users in the OPUS Weatherization 
Module.   
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All SSNs throughout this manual have be covered for confidentiality purposes even though the 
test database was used. 
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Setup: 
Log in and start from ‘Message of the Day’ Screen. 
1.   Pass your cursor over ‘Reports’ on the main menu (reference figure 5-1) and select ‘WX’ 

from the dropdown list.  The ‘Reports’ screen will appear next.  (reference figure 5-2). 
 

 
Figure 5-1: Message of the Day Screen – Main Menu 

 
2.   By default the Standard ‘Reports’ screen will appear.  To change to ‘Historical’ reports 

screen click on the’Historical’ link of the left nav bar (reference figure 5-13) and the 
Historical reports Screen will appear (reference figure 5-13). 

 
3.   Click on the desired report link and the appropriate input screen will appear. 
 
 
 



 
 

133 WEATHERIZATION OPUS User Manual, Section 5 – OPUS Wx Reports        Revised 02/01/2013 
 

 
 

 
Figure 5-2: Standard Reports Screen 
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5.   Click on the desired report link and the appropriate report input screen will appear. 
 
   
 

 

 
Figure 5-3A: Standard - Quarterly Report Screen 

 
Select the require information (i.e. Select APC, Completion Date – From, Completion Date – To, 
Job Status) and Click on the ‘Submit’ button (reference figure 5-3A).  The report will then 
display containing the requested information (reference figure 5-3B). 
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 Figure 5-12-1A: Wx Residence Change Report Screen – APC Dropdown 
 
Select the desired APC from the dropdown (reference figure 5-12-1A).  Select Completion Date 
– From, Completion Date – To and click ‘Submit’ button  (reference figure 5-12-1B). 
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Figure 5-12-1B: Wx Residence Change - Completion Date: FROM and Completion Date:  TO 
 
 
The report will then display containing the requested information (reference figure 5-12-1C). 
 
NOTE:  This report may take up to 10 minutes to run.  It may appear locked or frozen.  Please do 
not hit the refresh button on your browser as this will cause your waite time to increase. 
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 Figure 5-12-1C: Wx Residence Change - Completion Date: FROM and Completion Date:  TO 
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 Figure 5-12-1D: Wx Referral Report Screen – APC Dropdown 

 
Select the APC from the dropdown list (reference figure 5-12-1D), once this accomplished the 
Completion Date – From and Completion Date – To field will appear (reference figure 5-12-1E). 
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 Figure 5-12-1E: Wx Referral Report Screen – Completion Date – From, Completion Date – To and Sort. 
 
Enter the Completion – From and Completion Date – To fields, then select the desired sort 
option (reference figure 5-12-1E).  The desired report will open in a new window (reference 
figures 5-12-1F). .  NOTE:  Labels are only sorted by last name.  
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 Figure 5-12-1F: Wx Referral Report – Part 1 
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 Figure 5-12-1F: Wx Referral Report – Part 2 
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4.   Click on the desired report link and the appropriate input screen will appear. 
 

 
Figure 5-13:  Historical Reports Screen 

 
 

 


