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Internet Explorer Settings

o~

e

For use with Microsoft™ Internet Explorer version 8, 9 or 10 (Not in compatibility mode).
Do not utilize with any other browser as data gorruption and unexpected
errors may occur.

Internet Explorer (1E) 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:

For Internet Explorer 8 Users go to Page 3

For Internet Explorer 9 Users go to Page 10

For Internet Explorer 10 Users go to Page 16
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Internet Explorer 8 Setup Instructions

1. Open Internet Explorer (IE). Using the Main Tool Bar, Click Tools, point to Internet Options
(reference figure 1-1).

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

/2 Welcome to Opus - Microsoft Internet Explorer provided by OHES (v.6)

2l _olx]
) IE‘ DS apps.State.orus opus =al+s x |,/ Search the web (Babylon) o=
File Edt Wew Favorites Tools  Help x ‘b
. Favorites @ welcome to Opus | | f:ﬁ 'E | - =] om0 - Page - Safety~ | Tools -Qw

5| Reopen Last Browsing Session

0 P U s | 1] Pop-up Blocker b

|22 Manage Add-ons

3¢ Wiork Offline

Welcome to Opus

@ Compatibility View

Compatibility view Settings

_1? Full Screen F11
Legin te QFUS b Toolbars ¢
Learn Mere about CFUS b Explorer Bars 4
& Developer Tools Fi1z

Suggested Sites

windows Messsnger
Disgnose Connection Problems. .

GneNote Linked Notes

Send to Onefioks

Data Classification: 1
Oregon Housing and Community Services @

[ [ [ [ [ internet [“h = [Hd00% -

Figure 1-1: internet Options screen.

General ISecurity I Privacy I Contenk I Connections I Programs I advanced I

Harme page
l/? To create home page tabs, tvpe each address on its own line.
u
i htkp:ffintranet! ;I
[
Use current Use default Use blank. |

Erowsing histary
&) Celete temporary Files, history, cookies, saved passwords,

 and weh form infarmation,

¥ Delete browsing hiskory on exit

Celete. .. ‘ Settings I '
Search

p Change search defaults. Settings |

Tabs
Change how webpages are displayved in Settings |
tabs.
Appearance
Caolors I Languages | Fonts | Accessibility |

Ok | Cancel | apply I

Figure 1-1A: Internet Options Advanced Settings
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3. In “Settings’ screen, click the option "Every time | visit the webpage”, then click “OK”
button (reference figure 1-2).

x| | Depending on the computer and
IE version, the ‘Temporary
~ Temporary Internet Files Internet Files and History

Internet Explorer stores copies of webpages, images, and media

., .
For Faster vieming 1o Settings’ view can vary in

appearance and/or wording.

¥ Every time I visit the webpage

Regardless; the ‘Check for newer
versions of stored pages;’
Must be:

. Every time I skart Internet Explorer

™ automatically

[ 1024 = “Every time | visit the webpage”

Current location:

CiiDocuments and Settingsijrutledaelocal Settingst Tempaorary
Internet Files),

Move Folder, ., Wiew objecks Wigw Files

—Hiskary

Specify how many days Inkernet Explorer should save the list
of websites vou have visited,

Davs ko keep pages in history; 1 =

(] 4 | Cancel |

Figure 1-2: Settings Panel

4. Go to the “Advanced” tab (reference figure 1-3). Look for “Java (Sun) (reference figure 1-
3). If Java (Sun) isn’t there, double check to see if Microsoft VM Java is checked. If so, this
is where the printing problem is. The reports won’t print properly with VM Java. Symptoms:
pages print landscape and portrait, the print could be cut off or print would be scrambled.

Java (Sun) Java 1.6.0_20is the latest program. Reference the listed link to access the Java
page for quick access: http://java.com

If possible, each agency’s IS staff should be able to assist the user(s) in downloading on each
computer unit (PC). When downloading there will be two security certificates. See example
below. The first one is the standard agreement to using the software, check “always”. The
second security certificate is for the report plug-in, again check “always”.
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http://java.com/

OPUS

x|

General I Security I Privacy | Conkent I Connectionsl Programs Advanced |

Settings

[=] International* d
O Always show encoded addresses
Send IDM server names
[ Send IDM server names for Intranet addresses
Send UTF-8 URLs
Show Information Bar for encoded addresses
=BT il i

|| Java (3un) J
Use JRE 1.6.0_20 for <applet = (requires restart)

Always use ClearType For HTML*
Enable automatic image resizing
Play animations in webpages*

| Play sounds in webpages | vI
4 3

*Takes effect after you restart Internet Explorer

Restore advanced settings |

Reset Internet Explorer settings

Resets Inkernet Explorer's settings to their default Reset,.. |
condition.

‘ou should only use this if your browser is in an unusable state,

OF I Cancel | Apply

Legin to CPUS #

Learn More about CPUS

ousing and Community Services @

Housing and Communit

Version 3.0.3P

Data Classification: 1

Figure 1-3: Settings Panel - Advanced

Java Security Update

Make sure all younbrowser.windows are closed before proceeding,.

Go to: Start button (usually located in the lower left corner of your monitor), go to ‘setting’,

to ‘control panel’.

If you are already in classic view skip this step. In the upper left corner of the screen click on

‘Switch to Classic View’.

Double click on the Java.dcon | ,_i |

[ —
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o =Jaix]

{ Javal SEcurityI F'.u:l'-.fancedl

" About

Wiew version infarmation about Java Contral Panel,

About, ., |

 Metwork Settings

Metwork settings are used when making Internet connections, By default,
Java will use the network settings in wour web browser, Only advanced
users should modify these settings,

Mebwork Setkings. ..

— Temporary Internet Files

Files wou use in Java applications are stored in a special folder For quick:

execution later, Only advanced users should delete files or modify these
sektings,

Sekkings. .. | View, ., |

K I Zancel | Al |

Figure 1-4A: Java Control Panel — General

4. Go to the “Advanced’ tab (reference figure 1-4B). Click on the + sign in front of ‘Security’.

| =10

Genetal | Java | Security

Settings

---Del:uugging

---Ja'-.fa console

---Default Jawa for browsers
---Ja'-.fa Flug-in

---Shu:urtu:ut Creation

---JNLF‘ FileMIME Assaociation
- JRE Auto-Download

The Security tab will expand

Ik I Cancel ammly

Figure 1-4B: Java Control Panel — Advanced
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4. Click on the + sign in front of ‘General’ (reference figure 1-4C)

= [oix]

Generall Javal Security  Advanced |

Setkings

; -Debugging

~Java console

-Default Java for browsers

-Java Plug-in

~Shorkcuk Creation

-~ JMLP File/MIME Association

-JRE Auto-Dovnload

~Securit
~Miced code (sandboxed vs, trusked) secority verificakion

[+ Miscellaneous

The General tab will expand

| (] 4 I Cancel | Apply |
~|=I0lX|

Generall Javal Security Adwanced |

----- [# Use certificates and keys in browser keystare :I
----- [# Use personal certificate automatically i only ane matches ser
----- ¥ ‘Wwarn if site certificate does not match hostname

----- [~ Show site certificate Fram server even if it is valid

----- ¥ Show sandbox warning banner

----- ¥ allows user ko accept INLP security requesks

----- [T Check certificates For revocation using Certificabe Revocation
----- [ Erable online certificate walidation

----- [+ Enable list of trusted publishers

----- [# Erable blacklist resvocation check

----- v Enable caching password For authentication

2.0 compatible ClientHello Farmat

----- ¥ Use TLS 1.0
[#}-Mixed code (sandboxed vs. trusted) security verification |-

[+--Miscellaneous 7
KT | :

(] 4 I Zancel | Apply |

Figure 1-4C: Java Control Panel — Advanced — Security and General Tabs expanded
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Java Control Panel ] ;Iglil

Generall Javal Security  Advanced I

----- [ Use certificates and keys in browser keystare ﬂ
----- ¥ Use personal certificate autarnatically if only one matches ser
----- [ ‘warn if site certificate does not match hostnarne

----- [T show site certificate from server even if it is valid

----- [ Show sandbox warning banner

----- v &llow user to accepk JMLP security requests

----- [T Check certificates For revocation using Certificate Revocatior
----- [T Enable online certificate validation

----- [¥ Enable lisk of krusted publishers

----- [¥ Enable blacklist revocation chedk

----- [¥ Enatle caching password For authentication

o Ise 551 2.0 compatible ClientHela Format

----- ¥ Use 55L 3.0

----- ¥ Use TLS 1.0

[#-Mixed code (sandboxed ws. trusted) security verification

[+-Miscellaneaus -
4 | »

Figure 1-4D: Use SSL 2.0 compatible C mat selecti

5. Check the box high . Cli n “OK” (reference figure 1-4D)

The application's digital signature has an error.
want to run the application?

Figure 1-4E: Warning Security pop-up
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7. Click on “Always trust content from this published.”

Warning - Security

The application's digital signature has an error. Do you
want to run the application?

A 4

omplete the process. Then you

on at your agency, ask for their

OPUS”
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Internet Explorer 9 Setup Instructions

1. Open Internet Explorer (IE). Using the Main Tool Bar, Click Tools, point to Internet Options
(reference figure 1-5).

2. In the Internet Options Panel (middle section of the window under ‘Temporary Internet
Files’, click the Settings button (reference figure 1-5A).

£ - & EC X || @ Welcometo Opus

| File Edt View Favorites Jig
- ~ (4 mh v P Delete browsing history... Ctrle ShiftsDel

i InPrivate Browsing Ctrl+Shift+P
Tracking Protection...

v ActiveX Filtesing

Help

pus

Pop-up Blocker
SmantScreen Filter
Manage add-ons Login to OPUS b

Compatibility View Learn More about OPUS b
Compatibility View settings

F12 developer tools

Send to Bluetooth Device...
OneNote Linked Notes
Send to OneNote

Internet options

Data Classification: 1

Oregon Housing and Community Services @

Figure 1-5: internet Options screen.

Internet Opticns ‘ &Ig

General | Security I Privacy I Content I Connections I Programs I Advanced|

Home page
l/? To create home page tabs, type each address on its own line.

u
4 hitp://intranet/| -

-

[ Use current ][ Use default ][ Use blank
€[ EBrowsing history —»

. .’/'l_..l Delete temporary files, history, cookies, saved passwords,
¥ and web form information.

[ Delete brawsing history on exit

Delete... ] [ Settings ] ]
Search S

p Change search defaults,

Tabs
1 | Change how webpages are displayed in
—

Appearance

[ Colors ][ Languages ][ Fonis ][ Accessibility ]

[ oK ] [ Cancel ] Apply

Figure 1-5A: Internet Options Advanced Settings
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3.

button (reference figure 1-6).

In “Settings’ screen, click the option "Every time | visit the webpage"”, then click “OK”

Temporary Internet Files and History Settings ﬁ

Temporary Internet Files
Internet Explorer stores copies of webpaaes, images, and media

Check for newer versions of stored pages:
(@ Every time I visit the webpage

(7 Automatically

() Newer

Disk space to use (3-1024MEB) =
(Recommended; 50-250MEB)

Current location:

[ Move folder... ][ View objects ][ View files

History

Spedfy how many days Internet Explorer should save the list
of websites you have visited,

Days to keep pages in history: 0 =

Depending on the computer
and IE version, the
‘Temporary Internet Files and
History Settings’ view can
vary in appearance and/or
wording.

Regardless; the ‘Check for
newer versions of stored

pages;’
Must be:

“Every time | visit the
webpage”

OK ] [ Cancel

Figure 1-6: Settings Panel

Java Security Update

Make sure all'yourdrowser windows are closed before proceeding.

1. Go to: Windows Icon (usually located in the lower left corner of your monitor), double click

on the icon go to ‘control panel’.

2. Double click on the Java Icon

-

11 | WEATHERIZATION OPUS User Manual, Section 1 — Basic Operations
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F B
| £ Java Control Panel El_‘g

GEI'IEF3|§| Java I Security I Advanced

About

View version information about Java Control Panel.

Metwork Settings

Metwork settings are used when making Internet connections. By default,
Java will use the network settings in your web browser. Only advanced
users should modify these settings.

Metwork Settings. ..

Temporary Internet Files

Files you use in Java applications are stored in a spedal folder for quick
execution later. Only advanced users should delete files or modify these
settings.

[ Settings... H View... ]

[ oK H Cancel ] Apply

b

Figure 1-7A: Java Control Panel — General

4. Go to the “Advanced” tab (reference figure 1-7B). Click on the + sign in front of ‘Security’.

| £/ Java Control Panel El_lg

| General I Java I Security |§.ﬁ.dvanced |

Settings
[#-Debugging
[+-Java console

[+-Default Java for browsers
[#--Java Plug-in

[#--Shartout Creation

[#--JNLP File/MIME Association
[H-JRE Auto-Download

] 1H-Security oy

[+-Miscellaneous

The Security tab will expand

QK. ] [ Cancel Apply

Figure 1-7B: Java Control Panel — Advanced
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4. Click on the + sign in front of ‘General’ (reference figure 1-7C)

| £/ Java Control Panel — =

| General | Java | Security | Advanced |

Settings

i --Debugging

-Java console

-Default Java for browsers

-Java Plug-n

-Shortcut Creation

~JMLP File/MIME Association
-JRE Auto-Download
~Securi
~Mixed code (sandboxed vs. trusted) security verification

[#-Miscellaneous

The Generaltabk will expand

[ oK H Cancel ] Apply

| Java Control P. —
| General | Java | Security| Advanced |

----- Use certificates and keys in browser keystore
----- IUse personal certificate automatically if only one matches serve
----- Warn if site certificate does not match hostname
----- [] Show site certificate from server even if it is valid
----- Show sandbox warning banner I
----- Allow user to accept JMLP security reguests
----- [7] chedk certificates for revocation using Certificate Revocation L
----- [] Enable online certificate validation
----- Enable list of trusted publishers
----- Enable blacklist revocation check
----- Enable caching password for authentication
S5L 2.0 compatible ClientHello format
----- | Use S5L 3.0
----- Use TLS 1.0
[#-Mixed code (sandboxed vs. trusted) security verification

[+-Miscellaneous
4| 1 | b

m

1

ok (Lconct ] [_romy ]

Figure 1-7C: Java Control Panel — Advanced — Security and General Tabs expanded
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[i.-

|General | Java |Seﬂ_ﬂt'yr| Advanced

----- IUse certificates and keys in browser keystore i
----- IUse personal certificate automatically if only one matches serve
----- Warn if site certificate does not match hostname

----- Show site certificate from server even ifitis valid

----- Show sandbox warning banner

----- Allow user to accept JMLP security requests

----- Chedk certificates for revocation using Certificate Revocation L
----- Enable online certificate validation

----- Enable list of trusted publishers

----- Enable bladkist revocation ched:

----- Enable caching password for authentication

B [F] Use 551 2.0 compatible ClientHello format

----- Use 55L 3.0

----- Use TLS 1.0

[#-Mixed code (sandboxed vs. trusted) security verification
[#-Miscellaneous i

"hing - Security

The application's digital signature has an error.
want to run the application?

Figure 1-7E: Warning Security pop-up
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7. Click on “Always trust content from this published.”

Warning - Security

The application's digital signature has an error. Do you
want to run the application?

Figure 1-7F: Warning Security pop

8. Click on the “RUN” button and w
should be able to review-your normal

plete the process. Then you

9. If you have an
assistance or contac

at your agency, ask for their
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Internet Explorer 10 Setup Instructions

1. Open Internet Explorer (IE). Using the Main Tool Bar, Click Tools, point to Internet Options
(reference figure 1-8).

2. In the Internet Options Panel (middle section of the window under ‘Temporary Internet
Files’, click the Settings button (reference figure 1-8A).

Print

File
Zoom (125%)
Safety

Add site to Start menu

OAZSIS Home Page

+ Opus Production About Internet Explorer

* *
& *
o Opus Test (for testing and training only!!!!) (4
+ Opus Development (for Development work only,
if you don't know i vou should be here, you

shouldn't) ‘

« Qaisis Production

-

o Oaisis Test (for testing and training only!!!1)

+ Oaisis Development (for Development work only,
if you don't know i vou should be here, you
shouldn't)

 Report Definitions
o Usermanuals

Figure 1-8: internet Options screen.

2 110 Internet Options

— o] x|

Opticns
. G

eneral |Sec|..|rity I Privacy I Content I Connections I Programs I Advanced|

Home page
| l/’ To create home page tabs, type each address on its own line,
n
g http://fintranet/ o
[ Use current ] [ Use default ] [ lze new tab
Startup

() Start with tabs from the last session
(@) Start with home page
Tabs

Change how webpages are displayed in tabs.

rowsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ pelete browsing history on exit

Delete... i Settings )

e

Appearance

Colors ” Languages H Fonts H Accessibility ]

[ 0K ” Cancel ] Apply

Figure 1-8A: Internet Options Advanced Settings
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3. In ‘Settings’ screen, click the option "Every Visit to the Page", then click “OK” button
(reference figure 1-9).

Depending on the computer

and IE version, the
- : : ‘Temporary Internet Files

| General | Security | Privacy | Content | Connections | Programs | Advanced | and HiStOl'y Settings’ view
- . | can vary in appearance
Website Data Settings 2 2 || and/or wording.
Temporary Internet Files | History | Caches and databases
| | | Regardless; the ‘Check for
Internet Expl jiel ies of web i » and medi :
fgr 1’;nsier :::éa;ﬁgslab;s copies of webpages, images, and media newer versions of stored
Check for newer versions of stored pages: pagess ’
q @) Every time I visit the webpage Must be:
() Every time I start Internet Explorer
© Automatically “Every time | visit the
() Mever Webpage”
Disk space to use (8-1024MEB) 250 =

(Recommended: 50-250MB)

B | Current location:

Ci\Userstsmentzer \AppDataLocal Microsoft\Windows?,
Temporary Internet Files),

[ Mave folder... ]’ View objects ][ View files l

[ OK ] [ Cancel Apply

Figure 1-9: Settings Panel

Java Security Update

Make sure all your browser windows are closed before proceeding,.

D
1. Located the Windows Icon \ (usually located in the lower left corner of your monitor),
double click on the icon.

2. The Start Menu will appear. On the right hand column double click the “Control Panel”
button (reference figure 1-10).

20150625
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Calculator
] Documents
D% Microsoft Outlook 2010 8
Pictures
Microsoft Word 2010 »
Music
Adobe Acrobat 9 Standard »

Co- (LT

Digital Voice Editor 2
Control Panel

4asd) Paint v
DevlL;_
Adobe Reader XI »
Default Programs
' Getting Started »

Help and Support

Shortcut to HomeTBA.exe

Connect to a Projector

Sticky Notes

»  AllPrograms

C S iles R I
Figure 1-10: Start Menu — Control Panel

ﬁ; Java
3. Double click on the Java Icon. ' =

The Java Control Panel will appear (reference figure 1-11A).
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For— W~ o S

General | Java | Security | Advanced |

About
View version information about Java Control Panel. i
Metwork Settings

MNetwork settings are used when making Internet connections. By default, Java wil
use the network settings in your web browser. Only advanced users should modify

these settings.

Metwork Settings...

Temporary Internet Files

Files you use in Java applications are stored in a spedial folder for quick execution
later. Only advanced users should delete files or modify these settings.

Settings... ] [ View. ..

Java in the browser is enabled. See the Security tab

[ QK ] [ Cancel Apply

Figure 1-11A: Java Control Panel — General

20150625
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4. Go to the “Advanced” tab (reference figure 1-11B). Click on the + sign in front of ‘Security’.

?@ J:a Ccﬁpanel ! - ‘
| General | Java | Security | Advanced |

------ || Show site certificate trom server even it itis valid

Mixed code (sandboxed vs. trusted) security verification
----- i@ Enable - show warning if needed

{71 Enable - hide warning and run with protections

{71 Enable - hide warning and don't run untrusted code
----- () Disable verification {not recommended)

Advanced Security Settings

----- IUse certificates and keys in browser keystaore

[] Check certificates for revocation using Certificate Revocation Lists (CRLs)
----- Enable list of trusted publishers

----- Enable blacklist revocation check
----- Enable caching password for authentication
----- Enable online certificate validation

se 551 2.0 compatible ClientHello format
----- Use 5L 3.0

----- UseTLS 1.0

----- [UseTL5 1.1

----- [UseTL5 1.2

Mizscellaneous

----- |:| Place Java icon in system tray
----- Java Quidk Starter |

k| .

m

Ok ” Cancel ] Apply

L™

Figure 1-11B: Java Control Panel — Advanced
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| General | Java | security | Advanced

|| Show site certiticate from server even ititis valid
Mixed code (sandboxed vs, trusted) security verification
--(@ Enable - show warning if needed
-1 Enable - hide warning and run with protections
--) Enable - hide warning and don't run untrusted code
- Disable verification (not recommended)
Advanced Security Settings
i -[f| Use certificates and keys in browser keystore
-] Check certificates for revacation using Certificate Revocation Lists {CRLs)
--[Jf| Enable list of trusted publishers ‘
1 --[f| Enable blacklist revocation check
--[Jf| Enable caching password for authentication
Enable online certificate validation
- | Use 55L 2.0 compatible ClientHello format
--[Wf| Lise 550 3.0
[ Use TLS 1.0
~[]Use TLS 1.1
~[]Use TLS 1.2
Miscellaneous
Place Java icon in system tray
] Java Quick Starter

ER| m ] i

i

5.

6.

The application's digital signature has an error.
want to run the application?

Figure 1-12A: Warning Security pop-up
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7. Click on “Always trust content from this published.”

Warning - Security

The application's digital signature has an error. Do you
want to run the application?

Figure 1-12B: Warning Security pc

8. Click on the “RUN” button and
should be able to review-your normal

plete the process. Then you

9. If you have an
assistance or contac

at your agency, ask for their

22 | WEATHERIZATION OPUS User Manual, Section 1 — Basic Operations 20150625



Logging into OPUS

Setup:

1. Start Internet Explorer (IE)

2. Type the address: https://apps.state.or.us/opus/

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 1-11A).

OPUS

Welcome to Opus

Login to OPUS b

Learn More about OPUS b

Oregon Housing and Community Services ©

IMETNED

Orevonc &

Housing and Community Services
g

Version 3.1.7T

Data Classification: 1

Figure 1-13A: OPUS Main Page

5. Onthe ‘Login’ screen, type the ‘User Name’ and the password (reference figure 1-13B). For
new users, a temporary password automatically sent via email from the OPUS System when
a new user is created or password is reset (NOTE: Temporary passwords are valid for 24
hours from issue date/time). The user will required to change it on the next screen. The

‘Password’ IS case sensitive.
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https://apps.state.or.us/opus/

OPUS Orwni\fﬁ

Housing gnd Community Services
&

Version 3.1.7T

OPUS Application
Login:
User Name: |TESTUSER ]K

Password: [s00000csed J< Login

Forgot your password?

Data Classification: 3

Oregon Housing and Community Services ©

Figure 1-13B: Login screen

6. Click the ‘Login’ button.

®

this system is restricted to authorized users only. Unauthorized access, use, or modification of
the data contained herein, or in transit to/from this system, may constitute a violation of the
OPUS Use Agreement and State laws. These systems are subject to monitoring to ensure proper
performance of applicable security features or procedures. Such monitoring may result in the
acquisition, recording and analysis of all data being communicated, transmitted, processed or
stored in this system by a user.

If monitoring reveals possible misuse or criminal activity, notice of such may be provided to

supervisory personnel and law enforcement officials as evidence.
(=D

7. The Data Classification ‘Warning’ screen will appear. Click ‘OK” to proceed or ‘CANCEL’
to return to the ‘Login’ screen (reference figure 1-14)

Figure 1-14: Data Classification Warning Screen

8. The ‘Change Password’ screen will appear. For the ‘Old Password’; type the temporary
(default) password again (reference Figure 1-15).

20150625
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9.

10.

11.

OPUS User: TESTUSER P LS
Timeout: 19:23 s
Weatherizarion 1/ CI@%"

Housing and Communit

Y dervices

Version 3.1.7T

Password Change

User Name and Password REQs

Enter Old Password: [seeeessnes |-
Enter New Password: [eeecoeseee |
Enter New Password Again: >=
No. Go Back Change

Data Classification: 3

Oregon Housing and Community Services ©

Figure 1-15: Password change screen.

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 cannot begin with a
number.

In the next box, re-type your new password, to confirm.

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 1-16).
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User: TESTUSER

OPUS T s

Agency and Module Select

/
Housing and | Communi ty Services

Version 3.1.7T

Agency OHCS v

OPUS Module W
E2C2
ENERGY Submit >
ki
WEATHERIZATION

Data Classification: 1

Oregon Housing and Community Services ©

Figure 1-16: Agency & Module Select screen.

12. 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 at the left or use the Main Menu, scroll
over ‘Client’ and click on the ‘Search’ dropdown (reference Figure 1-17A). To initiate a job
search use the Main Menu, scroll over ‘Program’ and click on the ‘Job Search’ dropdown
(reference Figure 1-17B).
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OPUS

Agency: OHCS

Weatherizarion

Search Client

Change Password?

Edit Your User
Account

User: TESTUSER
Timeout: 17:49

Hist ¥ Management v

WELCOME! To start OPUS - Click Search Client

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

Reports v

Housing an Lummum(\ Services

Help »

Version 3.1.7T

Daily Notices

Program Notices

OPUS Help

01-22-2014 - The system was updated
to Version 3.0.5 on 01/21/2014.
Please report ALL issues to the
HelpDesk.

10-23-2013 - The system was updated
to Version 3.0.4 on 10/22/2013.
Please report ALL issues to the
HelpDesk.

10-16-2013 - The system was updated
to Version 3.0.3 on 10/15/2013.
Please report ALL issues to the
HelpDesk.

10-03-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your

training session.

09-27-2013 - ALL IE 10 Update, Sprint
#15, & 2014 Payment year changes
will be deployed to Opus Production on
this Weekend, Sept 28 & 29.

09-17-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your

training session.

E-mail: opushelp@oregon.gov

10-03-2013 - To expedite Opus
HelpDesk assistance, please include
contact information when emailing.

01-14-2010 -

Never send full SSNs to Helpdesk!
E-mail is not secure. You put your
clients at risk if you do. Only name and
last 4 of SSN is needed.

06-19-2009 - Password Resets OPUS
Helpdesk does not issue passwords.
When a new user account is created or

an existing account is reset, a

Figure 1-17A: Main Menu - Links for Search Client:

OPUS

Agency: OHCS

Weatherization

Search Client

Change Password?

Edit Your User
Account

User:
Timeout:

¥ Management v

WELCOME! To start OPUS - Click Search Client

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

Reports v

TESTUSER
16:37

iou] OretontE

Huuxmg.m Community Services
Help ¥

Version 3.1.7T

Daily Notices

Program Notices

OPUS Help

01-22-2014 - The system was updated
to Version 3.0.5 on 01/21/2014.
Please report ALL issues to the
HelpDesk.

10-23-2013 - The system was updated
to Version 3.0.4 on 10/22/2013.
Please report ALL issues to the
HelpDesk.

10-16-2013 - The system was updated
to Version 3.0.3 on 10/15/2013.
Please report ALL issues to the
HelpDesk.

10-03-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your
training session.

09-27-2013 - ALL IE 10 Update, Sprint
#15, & 2014 Payment year changes
will be deployed to Opus Production on
this Weekend, Sept 28 & 29.

09-17-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your
training session.

E-mail: opushelp@oregon.gov

10-03-2013 - To expedite Opus
HelpDesk assistance, please include
contact information when emailing.

01-14-2010 -

Never send full SSNs to Helpdesk!
E-mail is not secure. You put your
clients at risk if you do. Only name and
last 4 of SSN is needed.

06-19-2005 - Password Resets OPUS
Helpdesk does not issue passwords.
When a new user account is created or

an existing account is reset, a

Figure 1-17B: Main Menu - Links for Program Job Search.
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HOME and the Log Out Screen
The ‘HOME’ and ‘Log Out’ links are located on the Main Menu (reference Figure 1-17C).
The ‘HOME”’ link goes to the "Message of the Day" screen.

I ) Agency: OHCS User: TESTUSER (5
O US Timeout: i‘f
y . -
Weatherizaron ( Log Out },&0%“\'

ousing and Community $

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Search Client

Message of the Day

Change Password?

i 1 -Cli ien
Edit Your User WELCOME! To start OPUS - Click Search Client

Account
System Issue? Contact us @ opushelp@oregon.gov, or by phone 1-800-453-5511, option 6.

Program Notices OPUS Help

01-22-2014 - The system was updated 10-03-2013 - Opus Test is available E-mail: opushelp@oregon.gov

to Version 3.0.5 on 01/21/2014. for Training! Please contact Opus

Please report ALL issues to the Helpdesk with dates and times so we 10-03-2013 - To expedite Opus

HelpDesk. can suspend updates during your HelpDesk assistance, please include
training session. contact information when emailing.

10-23-2013 - The system was updated

to Version 3.0.4 on 10/22/2013. 09-27-2013 - ALL IE 10 Update, Sprint 01-14-2010 -

Please report ALL issues to the #15, & 2014 Payment year changes Never send full SSNs to Helpdesk!

HelpDesk. will be deployed to Opus Production on E-mail is not secure. You put your
this Weekend, Sept 28 & 29. clients at risk if you do. Only name and

10-16-2013 - The system was updated last 4 of SSN is needed.

to Version 3.0.3 on 10/15/2013. 09-17-2013 - Opus Test is available

Please report ALL issues to the for Training! Please contact Opus 06-19-2009 - Password Resets OPUS

HelpDesk. Helpdesk with dates and times so we Helpdesk does not issue passwords.
can suspend updates during your When a new user account is created or
training session. an existing account is reset, a

temporary password is automatically

03-31-2013 - HMIS All HMIS users generated & sent by the system to the
current have View Access only while users email account. OPUS Helpdesk
data is being pulled. has no control over this. If you need to

have your password reset, please
03-19-2013 - Internet Explorer 10 contact your agencies OPUS System
Incompatiblity Microsoft made Administrator.

significant changes in IE10 that causes
Opus not to work correctly. While we 08-01-2007 - HMIS Help Manual
are modifying every page to make updated.

them compatible (a substantial amount
of work), please use IES or an earlier 01-05-2007 -

version. If your Main Nav Drop-Down is not
working , please e-mail the Opus

helpdesk. This is a problem with

Internet Explorer and we will help you
fix it.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 1-17C: Main Menu - Links for HOME and Log Out screen.

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 1-18).
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The ‘Log Off’ screen has a five minute timer before logging the user totally out. All other OPUS
screens have a 20 minute timer (reference Figure 1-19A). . If there isn’t activity in a screen, the

system will go to ‘log out’ (reference Figure 1-18).

OPUS

Weatherization

Log Off

Thank you for using OPUS.
Do you want to continue with your log off?

No. Go Back

Oregon Housing and Community Services ©@

User: TESTUSER OF "5,
Timeout: 4:52

Oresons

e
ousing and Community Services
H g and C ty

Version 3.1.7T

Data Classification: 1

Figure 1-18:Log Off screen
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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.

Wild cards: OPUS supports the use of two types of wild cards on search screens. (% many

characters, _ single character). All search screens automatically adds a % wild card in the
background [unseen] to the end of the search parameter.

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.

Screen Timer

Each OPUS screen 1s programmed with a 20 minute timer (reference Figure 1-19A). 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.

Data Classification

Information, like other assets, must be properly managed from its creation to disposal. As with
other assets, not all information has the same value or importance and therefore information
requires different levels of protection. Information asset classification and data management are
critical to ensure that the information assets have a level of protection corresponding to the
sensitivity and value of the information asset. Descriptions of data classification levels can be
found via the following link:
https://apps.state.or.us/oaisisdocs/usermanual/DataClassificationGuidelines.pdf
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ER

Timeout: 16:37 AN
et e 2 Oreeon 8

Housing and Community Services

Reports v Help »

Figure 1-19A: Screen Timer

Data Classification: 1

Oregon Housing and Community Services ©

Figure 1-19B: Data Classification

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.

Version Designation.

At the top of the page on the right hand side just below the Oregon Housing and Community
Services logo you will see the version of OPUS you are currently logged into. There are
currently (2) two different OPUS databases available to users. Which are designated by the
trailing suffix’s of “P” = Production (i.e. Version 3.0.0P) and “T” Training (i.e. Version 3.0.0T).
These databases operate independently of each other. The production database is the real world
database. You will spend most of your time in this area. The training database is for training of
new users and testing of new functions.

Main Menu

The ‘“Main Menu’ is the horizontal section located on the top area of the screen (reference
Figure 1-20). 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
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HOME BUTTON

Search Client
LEFT
NAV Change Password?
BAR Edit Your User

Account

( OPUS

Weuatherization

MAIN MENU
User: TESTUSER
' Timeout: 19:55 0 5
reqon
= Housing and Commui
Client ¥ Program v Hist v Management~v Reports v Help v
Message of the Day ‘_____..maop
S N DOWN
WELCOME! To start OPUS - Click Search Client goilo EdCe -MENU LS .
ENERGY VERSION
System Issue? Contact us @ opushelp@oregon.gov, or by phone 1-800-483 Frscal
Program Notices Agency p

01-22-2014 - The system was updated
to Version 3.0.5 on 01/21/2014.
Please report ALL issues to the
HelpDesk.

10-23-2013 - The system was updated
to Version 3.0.4 on 10/22/2013.
Please report ALL issues to the
HelpDesk.

10-16-2013 - The system was updated
to Version 3.0.3 on 10/15/2013.
Please report ALL issues to the
HelpDesk.

10-03-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your

training session.

09-27-2013 - ALL IE 10 Update, Sprint
#15, & 2014 Payment year changes
will be deployed to Opus Production on
this Weekend, Sept 28 & 29.

09-17-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your

training session.

03-31-2013 - HMIS All HMIS users
current have View Access only while

data is being pulled.

03-19-2013 - Internet Explorer 10
Incompatiblity Microsoft made
significant changes in IE10 that causes
Opus not to work correctly. While we
are modifying every page to make
them compatible (a substantial amount
of work), please use IE9 or an earlier

version.

E-mail: opushelp@oregon.gov

10-03-2013 - To expedite Opus
HelpDesk assistance, please include

contact information when emailing.

01-14-2010 -

Never send full SSNs to Helpdesk!
E-mail is not secure. You put your
clients at risk if you do. Only name and
last 4 of SSN is needed.

06-19-2005 - Password Resets OPUS
Helpdesk does not issue passwords.
When a new user account is created or
an existing account is reset, a
temporary password is automatically
generated & sent by the system to the
users email account. OPUS Helpdesk
has no control over this. If you need to
have your password reset, please
contact your agencies OPUS System

Administrator.

08-01-2007 - HMIS Help Manual
updated.

01-05-2007 -
If your Main Nav Drop-Down is not

working , please e-mail the Opus

helpdesk. This is a problem with
Internet Explorer and we will help you
fix it.

Oregon Housing and Community Services @

Data Classification: 1

Figure 1-20: Main Menu and Left Nav Bar

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

‘Management’ 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 1-20). 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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WX Residence Client Flowchart
Thursday, August 02, 2012
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Figure 1-21: Weatherization Residence Client Flowchart
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EE Kit Flowchart
Thursday, October 24, 2013
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Figure 1-22: Energy Education Kit Flowchart
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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 36
Advanced Client Search 37
Client Search New 39
Client New 41
Client View 44
Household Mail and Phone Update 46
Non-Cash Benefits Update 49
Income & Employer 52
Residence Search 55
Residence New 55
Verifying Data on Views 57
Add Clients to Household 58
Active Client and Physical Residence 63
Household View, Jobs - Summary 64
Energy Education See Section 5
Kit Components See Section 5

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 ‘Client Search New”.

When to use each specific Search Screen
Client Search: Use the ‘Client Search’ screen to find current records in the OPUS database.
Client Search New: Use the ‘Client Search New’ screen during a client intake session.

Setup:

Log in and start from ‘Message of the Day” Screen.

1. Click the ‘Client Search’ link on the left nav bar or pass your cursor over ‘Client’ on the
main menu and select ‘Search’ from the dropdown list. -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.

OP S Agency: OHCS User: TESTUSER Vs
U Timeout: 19:24
Weatherization Log Out }/ @(\"0 %
Housing and Commun
Client ¥ Program v Hist ¥ Management~v Reports v Help ¥ J
Client 1 Version 3.1.7T
Search Client Search
View
;\E‘cel'\: Search Parameters (at least one field required)
i
s SSN/SYSID Address | | unit| JieaptB)
Sig: e First Nagffe [JAMES | City | |
New Last Na KIRK zin[ ]
Edit —
Household Show Residence Info. only O Show Residences With Jobs only O
View 2 .
Mail/Ph Update When you Click in Search Results: ( Search
NCB Update Client's SSN = Household Screen Tomemet®c .o ch
Client's Name = Client Screen
Move )
Client to HH Residence Address = Residence Screen
HH to Residence A maximum of 100 results will be returned.
Merge HH
Energy Education
View
Kit Component New
Data Classification: 3
Oregon Housing and Community Services ©

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 does not exist in the OPUS system, a client search will indicate ‘No Results Found’.
The client can then be entered as a ‘New Client’.
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OP , Agency: OHCS User: TESTUSER
Timeout: 19:50
Weuatherization m
5 7 Housing an Lmnmut ty Serviees
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Client 2 Version 3.1.7T
Search Cllent SearCh
View
gj_\: Search Parameters (at least one field required)
i
" ssN/sysip| ] Address | ] unit| e AptB)
3;:3: ence First Name [JAMES | City | ]
New Last Name [KIRK | Zip
Edit Show Residence Info. only O Show Residences With Jobs only O
Household axcve
View w.hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education No Results Found
View g
Kit Component New SSN # First Name Last Name sler:t Address Unit City
Data Classification: 3
Oregon Housing and Community Services ©

Figure 2-2: No Results'Found

A search can be completed by any of the fields provided: SSN, first name, last name, physical
address, system ID, city or.zip. When a client has a system Identification (SYSID#) different
from their social security number; it might be beneficial to remove the SYSID# from the search
box, and search only by the first and last name.

Advanced Search

Additionally you can access Advanced Search features by clicking on the ‘Advanced Search’
link (reference figure 2-3A). An advanced search can be completed utilizing system
Identification (SYSID#), First Name, Last Name and/or Telephone Number (Ref. (reference
figure 2-3B and 2-3C).

20150625
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OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
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Move

Client to HH

HH to Residence
Merge HH
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Agency: OHCS User: TESTUSER
Timeout: 19:50 0 5
VN g
s 2 Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Client Search
Search Parameters (at least one field required)

ssn/sysio| ]

First Name [JAMES
Last Name [KIRK |
Show Residence Info. only O

Address | |
City | |
zo[ ]

Show Residences With Jobs only O

unit| lieAptB)

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

Advanced Search
Client's Name = Client Screen

Residence Address = Residence Screen

A maximum of 100 results will be returned.

Search Results

No Results Found

SSN # First Name Last Name s:;at? Address Unit City

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-3A: Client Search Screen

OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS User: TESTUSER E
Timeout: 19:16 0 !
UL >
Housing w(‘om munity Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Advanced Client Search

SSN/SYSID

First Name Last Name I |

phone & [1234567890 [(a pWtion of phone numbg aer only, no -)
When you Click in Search Results:
Client's SSN/SYS# = Household Screen

Client's Name or Phone Number = Client Screen
A maximum of 100 results will be returned.

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-3B: Advanced Client Search Screen
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OP l Agency: OHCS User: TESTUSER >
Timeout: 19:56 ;
Weatherization Log Out ;’(,:('\'0%
H

ousing and Community Services
(g

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Version 3.1.7T

Client »

Search Advanced Client Search

View

New

Edit

SSN/SYSID

R_ESidence First Name !Last Name | ]

View Phone 12345678380 (a portion of phone number, number only, no -)

New

Edit When you Click in Search Results:

Client's SSN/SYS# = Household Screen

Household Client's Name or Phone Number = Client Screen

View A maximum of 100 results will be returned.

Mail/Ph Update

NCB Update Search Results
First Name ILast Name Phone Number

Move VAN CHEKOV 123-456-7890

Client to HH

HH to Residence RED ONE SECURITY 123-456-7890

Merge HH
RED FIVE SECURITY 123-456-78590

\E/ir:x’gy Sl LEONARD MCCOY 123-456-7890

Kit Component New RED TWO SECURITY 123-456-7890
RED THREE SECURITY 123-456-78%0
JAMES TIBEROUS KIRK 123-456-7850
XFLHHKGHRHG SPOCK 123-456-7850
COMMANDER SCOTT 123-456-7890
COMMANDER UHURA 123-456-78%0
CAPTAIN SULU 123-456-78590
RED FOUR SECURITY 123-456-7850

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-3C: Advanced Client Search Screen Results

Note: ‘Search Results’ are displayed for the first 100 records randomly matching the criteria you
enter in a given ‘search’. A list resulting of up to 100 individual result records are generated
randomly. If specific search criteria entered will result in a more than 100 matches, utilize a
redefined search result and narrow down the list generated. Fields marked * are required.

Client Search New:
The “Client Search New’ screen finds possible matches using the required search fields.
(reference figure 2-4).

Setup:

On the ‘Client Search New’ screen.

1. Enter required fields (without wild cards) with legal first name, last name, SSN/SID, and date
of birth (DOB) (reference figure 2-4). 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 client’s first name + month, day, year (MMDDYYY) of client's birth date.
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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 2-4A).

OP S Agency: OHCS User: TESTUSER
[ ] Timeout: 18:21
Weatherizarion

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Client Search New

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

Energy Education
View
Kit Component New

Oregon Housing and Community Services ©

Oreent&

Housing and Community Services

Version 3.1.7T

R First Name [JAMES \‘ [ DoB  [03-20-1963 “mm-dd-yyyy)*
View

N Last Name [KIRK & Jx Create ID

s SSN/Sys# 123456798
Household

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

Mail/Ph Update

NCB Update

Move

Client to HH

HH to Residence

Merge HH

Data Classification: 3

Figure 2-4: Client Search New, no match

NOTE: OPUS utilizes several different matching algorithms to find potential duplicate clients.

Please review the list first prior to entering new clients into the database.
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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 2-4A). The ‘Client New’ screen

appears (reference figure 2-5).

OPUS Agency: OHCS User: TESTUSER
Timeout: 15:28
Weatherizarion m 7@@% R
7 2 Housing an Lummun'l\ ervices
Client ¥ Program v Hist ¥ Management~v Reports v Help ¥
Client 2 Version 3.1.7T
Search Client Search New
View
gg\:’ New Client Information (Fields marked with * are required, wildcards will be removed)
i
Residence First Name [JAMES X 03-20-1963 Z(mm-dd-yyyy)*
View
Now Last Name [KIRK [ Create ID
ek SSN/Sys# 123456798 .
Household
View OPUS will search the database to find this client before creating a new record.
Mail/Ph Update
NCB Update Possible Pre-Existing Client Matches
Move >
Client to HH | SSN # First Name Last Name poB
HH to Residence I_ JAMES KIRK 11-14-1992
Merge HH
l_ JAMES KRAUSE 12-20-1946
Energy Education
View I— JANNAS NADINE KRAUSE 11-03-1936
Kit:Component New I— JAMES KIRK 03-28-1955
I_ JAMES R KRUS 11-16-1978
l_ JAMES KIRK 05-04-1957
I— JAMES A KROSKE 01-11-1942
l_ JAMES TIBEROUS KIRK 05-25-1960
Add New Member
Data Classification: 3
Oregon Housing and Community Services ©

Figure 2-4A: Client Search New
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OP ] S Agency: OHCS User: TESTUSER
Timeout: 16:24
Weatherization }’@@% \
. = Housing @Cﬂlnmunilf Services
Client ¥ Program v Hist v Managementv Reports v Help v
Client = Version 3.1.7T
Search Client New
View
gg\;:v Client Information (Fields marked with * are required.)
i
d Title MR Vv
o First Name [JAMES 3 Middle [THOMAS
New Last Name KIRK i Suffix v
Edit DOB [03-20-1963 [ ®l(mm-dd-yyyy)* SSN/Sys# [123456798 .
Household SSN Verification [YES Vv
View
(& ts
Mail/Ph Update ommen
NCB Update
Move
Client to HH
HH to Residence
Merge HH 2000 characters left (spaces count)

Energy Education
View
Kit Component New

Phone

Primary Phone 123-456-7890  |503-555-1212 [ Tt HOME v[Type

Mailing Address™

No. Direction Street Name Type Direction Unit #

[1701 I v|[FEDERATION [lway V| v|sec VfioF

City ST Zip Code +4 Coun

IENTERPRISE-97828 V] OR |97828-ENTERPRISE v| | | WALLOWA

Client Characteristics

Gender: |MALE V|* Disabled: |NO i
Ethnicity: |REFUSED Vi* Veteran: [DON'T KNOW WV [*
Education: V| L .

Homebound: N Transport: NO v

Race (Check all that apply)*

[ african American O Don't Know

[[J american Indian/Alaska Native ®) Refused

[ asian

[ native ¢ 1 or Pacific Island Oregon Tribes

[ white ¥

Non-Cash Benefits (Check all that apply)*

[Clsnap [“Joregon Health Plan [CIMEDICARE O None
1C VA Med Serv ANF Child Care O Don't Know
ANF Trans Other TANF Public Rental Assist ® Refused

[Tlother Health Ins

[Clother Source

emp Rental Assist

Income

Does this client have any income? lNQNE - ZERO INCOME STATEMENT v]*
Zero Income Comments :

Zero Income Comments are
[required if client has zero
income.

- II ers left (spaces count)

Data Classification: 3

Figure 2-5: Client New screen.

20150625
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2. Client name, birth date, SYSID/SSN is already filled in from being entered on the ‘Client
Search New’ screen. Complete the rest of the new client information. Fields marked with
* require responses to be selected. There are several buttons with dropdown arrows for
different choices.

Title; salutation if necessary.

Legal first name, middle name, last name. *

Review social security number or system identification number for accuracy.

SSN Quality Code. *

This is to describe if the SSN is full or ‘don’t know/don’t have’ or ‘refuse’ for system
identification.

One phone number, extension, and type.

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.

City or Zip Code

Gender *

Disabled *

Veteran *

Ethnicity *

Language.

Education.

Homebound

Transportation (if Homebound set to “YES?)

Race.*

Oregon Tribe Option (if Native American has been selected)

Non-Cash benefits client receives *

Does this client have any income *

(None, Yes, None-Zero Income Statement, Don’t Know, Refused).

If ‘None-Zero Income Statement’ is selected a required ‘Zero Income Comment’ block
appears; otherwise it is hidden.

Click the ‘Save’ button.

Items marked with * required responses to be selected. Other items are optional and can be
left blank.
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Client View

The ‘Client View’ screen will appear after a new client record is created or edited (reference
figure 2-6). Use this screen to review the accuracy of information entered from the ‘New’ or
‘Edit’ screens. Note: When you change the ‘Does this Client have any income?’ response to
YES and save. The New income button appears and the ‘Zero Income Comment’ box
disappears, Viewing the HH View screen to verify information will be covered several times
throughout this manual.

OP ' Agency: OHCS User: TESTUSER /,_6?:@3\
N
Client: MR JAMES THOMAS KIRK Timeout: 19:24 0 .’? o
y TP p i Y
Weatherization Residence: ENTERPRISE, OR 97828 ;/‘61\0%,\'\
= = Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client - - Version 3.1.7T
Search Client View
View
New Select Another Client in HH [MR JAMES THOMAS KIRK V|
Edit =
Client Information
Residence
View Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
New DOB: 03-20-1963 Age: 52
Edit zos 35S
SSN Verification: YES

Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH =
HH to Residence Phone: 503-999-8422 Type: HOME | Edit || Delete |
Merge HH Phone: 503-399-5599 Type: CELL | Edit|| Delete
Energy Education Phone: 800-555-9422 Type: CELL | Edit || Delete
View
Kit Component New Phone: | *Ext: | fType: [CELL My

Mailing Address

1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 57828 County WALLOWA

Client Characteristics

Gender:
Ethnicity:
Education:

Homebound:

MALE
HISPANIC/LATINO
UNKNOWN
UNKNOWN

Disability: NO
Veteran: DON'T KNOW
Language: UNKNOWN
Race: REFUSED

Oregon Tribe:
Edit Client || View Household

-~ Non-Cash fi

IN_|SNAP N |Oregon Health Plan N _|[MEDICARE N _[WIC

N [VA Med Serv N _|TANF Child Care N _|TANF Trans N _[Other TANF
IN_JPublic Rental Assist N |Other Health Ins N |Other Source N [Temp Rental Assist

~ Jobs
IC Agency Number Type Status Cost Completion Date
CN TESTJOB 2 REWEATHERIZED PENDING $0.00 07-30-2020 |
Income/Employer (Setting to None, None - ow or Refused will delete all income)
Does this client have any inco
!!ge Source/Emp Monthly Annual Verified Date Last 30 Days Exclude
( ) Total $0.00 $0.00

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-6: Client View with Income/Employer info screen

20150625
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OPUS

Weatherization

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 18:14

Orewont€

Housing and Community Services

Client ¥ Program v Hist v Managementv Reports v Help v
Client % » Version 3.1.7T
Search Client View
View
New Select Another Client in HH [JEAN-LUC PICARD vie
Edit —
Client Information
Residence
View Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
2‘;—“;’ DOB: 03-20-1963 Age: 52
' SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH =
HH to Residence Phone: 503-999-8422 Type: HOME | Edit IDe'e“’J
Merge HH Phone: 503-999-9999 Type: CELL | Edit|| Delete
Energy Education Phone: 800-555-5422 Type: CELL | Edit || Delete
View
Kit Component New Phone: | [ Ext:] fType: [CELL v

Mailing Address

1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 57828 County WALLOWA

Client Characteristics

Gender: MALE Disability: NO
Ethnicity: HISPANIC/LATINO Veteran: DON'T KNOW
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED
Oregon Tribe:
Edit Client || View Household
 Non-Cash Benefits
IN_|SNAP N |Oregon Health Plan N |MEDICARE N [wWIC
IN VA Med Serv N |TANF Child Care N |TANF Trans N [Other TANF
IN_JPublic Rental Assist N_|Other Health Ins N_JOther Source N [Temp Rental Assist |

- Jobs
lc Agency Number Type Status Cost Completion Date
CN TESTIOB 2 REWEATHERIZED PENDING $0.00 07-30-2020
Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)
Does this client have any income? |[NONE - ZERO INCOME STATEMENT V]
Zero Income Comments : [This field is reguired if
zerc income is selected.
"
1950 characters left (spaces count)
Type Source/Emp Monthly Annual Verified Date I Last 30 Days Exclude
New Income Total $0.00 $0.00

Data Classification: 3

Oregon Housing and Community Services @

Figure 2-6A: Client View with Zero Income Comments Box screen
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OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS User: TESTUSER

Timeout: 19:48

Help v

Orewon

s = Housing and Community Se
ient ¥ Program v

Client Search New

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

Hist ¥ Management~v Reports v

Version 3.1.7T

First Name [JAMES J* DOB [03-20-1963 | “(mm-dd-yyyy)*
Last Name [KIRK [
SSN/Sys# 123456789 -

OPUS will search the d s client before creating a new record.

Possible Pre-Existing Client Matches

SSN # First Name Last Name DoB

No Results Found

(| Add New Member | )

Data Classification: 3

Oregon Housing and Community Services ©

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

Household Mail and Phone Update

To update the mail

ing-address from the household click on the ‘Mail/Ph Update’ link located on

the Left Nav Bar (reference figure 2-8A).

OPUS

Weatherizatior

Client
Search
View
New
Edit

Residence
View

New

Edit

Household

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:09

Help ¥

)

N
Orerons&
H(vusingw('ommunil_\"bcﬁ lces

Client v Hist ¥

Client View

Select Another Client in HH [MR JAMES THOMAS KIRK V[ Go

Program v Managementv  Reports v

Version 3.1.7T

Client Information

Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
DOB: 03-20-1563 Age: 52
SSN Verification: YES
Comments:
Phone: 503-995-8422 Type: HOME | Edit I[)euel
Phone: 503-999-9999 Type: CELL | Edit || Delete
Phone: 800-555-9422 Type: CELL | Edit || Delete
Phone: | * Ext: | [Type: ICELL V}"‘

Mailing Address

1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 97828 County WALLOWA

Client Characteristics

Figure 2-8A:

Client View Screen
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The ‘Household Mail and Phone Update’ Screen will now appear (reference figure 2-8B). You
can select a new mailing address from the drop down or enter and new mailing address.

OP ] Agency: OHCS User: TESTUSER
Client: CAROLE MARCUS Timeout: 15:47 s
Weatherization Log Out }’f an{

[ﬂu\lt’l" an Lmnmuml\ Ser

Client * Program ¥ Hist * Management¥ Reports ¥ Help ¥

Client Version 3.0.0T

Search Household Mail and Phone Update
View
Ne“:.; ailing Address for Household (Choose an address OR enter a new one below) *
Edit
Residence "HOMELESS™ = Fodrezs, enter physical location where they sleep under
Wiew street name: e.g., Oak St Erldge at 3rd St; Super Center Parking Lot on Main; 32 miles past mile post
MNew marker 35 on Hwy 166.
Edit MNo. Direction Street Name Type Direction Unit
Household I | j I | jl j I_ ﬂl
View City ST Zip County
Mail/Ph Update | =l o] =l +4
NCB Update
Update Mailing Address |
Move

Client to HH Modify Phones for Household (Add HH will add the phone to all clients in the household. Delete HH will
! delete all phone for all clients in the household.)
HH to Residence

Merge HH DR DAVID MARCUS

Fhone: [371-000-1111 |Tvpe: ‘CELL ‘Edill Delemel

— vI Add HH
Phone: | Ext: Type: CELL
i I Delete HH

CAROLE MARCUS
Phone: [B00-555-2422 |Tvpe: ‘CELL ‘Edill Delemel

— ,I Add HH
Phone: | Ext: Type: CELL
i I Delete HH

MR JAMES THOMAS KIRK

— 'l Add| Add HH
Fhone: | Ewt: Type: __CELL —I

Delete HH

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-8B: Household Mail and Phone Update Screen — Update HH Mailing Address
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You can add or delete additional telephone numbers to/from individuals or the entire household
by entering the telephone number and selecting the corresponding button (reference figure 2-8C)

OPUS

Weatherizarion

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 27828

User: TESTUSER
Timeout: 12:24

Oreson

Housing and Community Serv

Energy Education
View
Kit Component New

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client 5 Version 3.1.7T
Search Household Mail and Phone Update
View
N§W Update Mailing Addi for hold (Choose an address from menu, OR enter a new one below) *
Edit
1 v
Residence 5 o » .
View HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
New Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.
Edit No. Direction Street Name Type Direction Unit #
— 52 I V[~ M |
View City ST Zip Code +4 County
Mail/Ph Update [--Select One-— V| OR [--Select One-— V|
HeBi pdats Update Mailing Address
Move ¥ : ” . »
Client to HH Modify Phones for Household (Add HH will add the phone to all clients in the household. Delete HH will delete all phone for all
HH fo Residerice clients in the household.)
Merge HH LEONARD MCCOY III

Phone: 503-555-1212 Type: HOME
Phone: B00E50000 1+ Ext:[ ] Twwe: [PAGER VI [pgaf acarin)paeri]
s

MR JAMES THOMAS KIRK

Phone: 503-995-8422 Type: HOME
Phone: 503-999-9999 Type: CELL
Phone: 800-555-9422 Type: CELL

THIS WILL DELETE
'ALL PHONE NUMBERS
FOR ALL HH MEMEBERS

Phone: Ext:

CAROLE MARCUS

Phone: |503-986-6704 *

Ext:

DR DAVID MARCUS

Phone: 974-000-1111 Type: CELL

Phone: 800-555-9422 Type: CELL m
L — T — ] "
JEAN-LUC PICARD

Phone: 503-995-8422 Type: CELL

] A S E— U = TR—

EDIT & DELETE CHANGE
TO SAVE & CANCEL AFTER
EDIT BUTTON IS SELECTED

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-8C: Household Mail and Phone Update Screen — Update HH Mailing Address
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Non-Cash Benefits Update

To update the non-cash benefits from the ‘Client View’ screen click the ‘Edit’ link located on the
Left Nav Bar under Client or the ‘Edit Client’ button located in the Client Characteristics section

of the Client View screen (reference figure 2-9A).

OPUS

Weatherization

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:07

Orecon

Housing gnd Communi

Client ¥ Program v Hist v Managementv Reports v Help v
Client i 2 Version 3.1.7T
Search Client View
View
. Select Another Client in #HH [MR JAMES THOMAS KIRK V| Go
@ Client Information
Residence
View Name: MR JAMES THOMAS KIRK ssn/svs 1o+ [INNEG<NG
gg‘:' DOB: 03-20-1963 Age: 52
I
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH
HH to Residence Phone: 503-999-8422 Type: HOME m Delete
Merge HH Phone: 503-999-9999 Type: CELL @I
Energy Education Phone: 800-555-0000 Type: PAGER ml
View
Wit CoripoReiENEwW Phone: 800-555-9422 Type: CELL | Edit || Delete
Phone: | * Ext: | [Type: ICELL V|*

Mailing Address

1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 97828 County WALLOWA

Client Characteristics

Gender: MALE Disability: NO
Ethnicity: HISPANIC/LATINO Veteran: DON'T KNOW
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED
Tribe:
| Edit Client | | (ew Household |
~ Non-Cash fi
IN_[SNAP In Oregon Health Plan N _|MEDICARE N_JWIC
N VA Med Serv [N JTANF Child Care N [TANF Trans N _|Other TANF
IN_JPublic Rental Assist N_|Other Health Ins [N_|Other Source N_|Temp Rental Assist
Jobs
IC Agency Number Type Status Cost Completion Date
CN TEST JOB 2 REWEATHERIZED PENDING $0.00 07-30-2020

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

NONE - ZERO INCOME STATEMENT Vl
[This field is a regquired if
zero income is selected.

Does this client have any income?

Zero Income Comments :

1948 characters left (spaces count)

Verified Date |

Type Source/Emp Monthly Annual Last 30 Days Exclude

Total $0.00 $0.00

Data Classification: 3

Oregon Housing and Community Services @

Figure 2-9A: Client View Screen

20150625
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The Client Edit screen (reference figure 2-9B) should now appear. Go to the bottom of the
screen were you will find the Non-Cash Benefits section. Select and/or deselect the appropriate
check boxes and select ‘Save Changes’ button (reference figure 2-9B).

OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:20

Dreemfes

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
3 5 Version 3.1.7T
Client Edit
Client Information (Fields marked with * are required.)
Title [ MR Vv
First Name |[JAMES b Middle THOMAS

Last Name [KIRK *
DOB [03-20-1963 | “l(mm-dd-yyyy)*

Suffix WA

ssn/sys+ I | Create ID |
SSN Verification |YES b i

Comments

2000 characters left (spaces count)

Mailing Address™

(Choose an address from the list, add a new address, or edit the current mailing address below)
IEdit Current Mailing Address VI

“"HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.

No. Direction Street Name Type Direction Unit #
[1701 Il V| [FEDERATION [[way V| v[sTE  v|HoF
City ST Zip Code +4 County
|ENTERPRISE-97828 V| OR 97828-ENTERPRISE V[ | | WALLOWA
Client Characteristics
Gender: |MALE VI* Disabled: [NO ¥
Ethnicity: |HISPANIC/LATINO Rl id Veteran: [ DON'T KNOW Vv [*
Education: V| Languag V|
Homebound: v Transport: NO R
Race (Check all that apply)*
[[] african American O Don't Know
[[J American Indian/alaska Native ® Refused
[ asian
[ native Hawaiian or Pacific Islander Oregon Tribes
[T white v
e Non-Cash Benefits (Check all that apply)”*
NAP regon Health Plan EDICARE None
1C A Med Serv ANF Child Care Don't Know
ANF Trans Other TANF Public Rental Assist Refused

[“lother Health Ins ther Source [TTemp Rental Assist

assification: 3

Oregon Housing and Community Services ©

Figure 2-9B: Client Edit Screen
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Agency: OHCS

OPUS

User: TESTUSER

Housing and Community Services

Version 3.1.7T

Client: MR JAMES THOMAS KIRK Timeout: 19:07
Weatherizarion Residence: ENTERPRISE, OR 97828 4 g@% O
Client ¥ Program v Hist v Managementv Reports v Help v
Client = 2
Search Client View
View
New Select Another Client in HH | MR JAMES THOMAS KIRK VI Go
Edit
Client Information
Residence
View Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
New DOB: 03-20-1963 Age: 52
Edit S
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH
HH to Residence Phone: 503-999-8422
Merge HH Phone: 503-999-9999
Energy Education Phone: 800-555-0000
Vi
K:te\(’vjomponent New Phone: 800-555-9422
Phone: | [* Ext: | [Type: |CELL V|*

Mailing Address

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828

Client Characteristics

County WALLOWA

Gender: MALE Disability:
Ethnicity: HISPANIC/LATINO Veteran:
Education: UNKNOWN Language:
Homebound: UNKNOWN Race:

NO

DON'T KNOW
UNKNOWN
REFUSED

Oregon Tribe:
| Edit Client || View Household |

~ Non-Cash Benefits

am N fwic
N VR e N |Other TANF
u Eublic Rental Assist Other Health Ins Other Source N_[Temp Rental Assist

~ Jobs
Agency Number Type Status Cost Completion Date

CN TESTIOB 2 REWEATHERIZED PENDING $0.00 07-30-2020
Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? |[NONE - ZERO INCOME STATEMENT V|

Zero Income Comments : [This field is a required if
zero income is selected.
+

1948 characters left (spaces count)

Type Source/Emp Monthly Annual Verified Date I Last 30 Days I Exclude

Total $0.00 $0.00

Oregon Housing and Community Services @

Data Classification: 3

Figure 2-9C: Client View Screen — Reflecting Non-Cash Benefits changes
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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 2-10). The ‘Income & Employer
New’ screen will appear next.

OP Agency: OHCS User: TESTUSER ‘\(/S,r‘_%
N

U \‘.; Client: MR JAMES THOMAS KIRK Timeout: 19:24 < = 3

Weatherizarion Residence: ENTERPRISE, OR 97828 }, g)@m{§ )

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Client 3 =
Search Client View
View
New Select Another Client in HH [MR JAMES THOMAS KIRK V| Ga |
Edit
Client Information
Residence
View Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
23‘2‘ DOB: 03-20-1963 Age: 52
I
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH =
HH to Residence Phone: 503-999-8422 Type: HOME | Edit IDeHel
Merge HH Phone: 503-995-9599 Type: CELL | Edit|| Delete
Energy Education Phone: 800-555-9422 Type: CELL | Edit || Delete
View
Kit Component New Phone: | [ Ext: | frype: [CELL My

Mailing Address

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 57828 County WALLOWA

Client Characteristics

Gender: MALE Disability: NO
Ethnicity: HISPANIC/LATINO Veteran: DON'T KNOW
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED

Oregon Tribe:
| Edit Client || View Household

Non-Cash Benefits
IN ISNAP N _[Oregon Health Plan N |[MEDICARE N [WIC
N VA Med Serv N |TANF Child Care N |TANF Trans N |Other TANF
N Eublic Rental Assist N_|Other Health Ins N_|Other Source N_[Temp Rental Assist
~ Jobs
L: Agency Number Type Status Cost Completion Date
CN TEST10B 2 REWEATHERIZED PENDING $0.00 07-30-2020

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? iYES Vl

Source/Emp Monthly Annual Verified Date I Last 30 Days Exclude

[Newincome| ) Total|  soo0|  s0.00

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-10: Income/Employer
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2. On the Income and Employer screen, (reference figure 2-11).
Type or Select:

* Source (such as employer's name) * Verified Date

* Type of the income: i.e. SSI *Income received in past 30 days

* Amount * Don’t Use This record Creating Payments
* Frequency * Enter Comments as needed

* Verified How * Employer Information & address

* Verified By who (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 2-11).

OP I Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 18:25 <

!

I
» i . [N
Weatherizarion Residence: ENTERPRISE, OR 97828 Log Out 0 4 tj@%'

Housing and Community

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Version 3.1.7T

Client

/
Search Income/Employer New
View -
E‘g\: Income (Fields marked with * are required.)
i
it Source: [STATE OF OREGON |

S Type: [UNEMPLOYMENT vl
New Amount: [250.00 ¥ Frequency | Monthly Vs
Edit Verified How: [Check Pay Stub V| verified By: [TNU__|* Verified Date: [04-13-2015 | %(mm-dd-yyyy)*
Household Comments
View
Mail/Ph Update
NCB Update 2000 characters left (spaces count)
Move 5
Client to HH Employer Information
HH to Residence I | l
Merge HH Phone: Ext:

Address 1: | ]
Energy Education Address 2: | ]

View . i
Kit Component New = City, State Zip | ]

[Save]

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-11: Income & Employer

Click the ‘Save’ button (reference figure 2-11) and the ‘Client View’ screen will appear next
with the income added and displayed in the Income section (reference figure 2-12).
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OP ] S Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:24

Weatherization Residence: ENTERPRISE, OR 07828

. n Housing wComr11u11il\7hcli'1ces
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Client a3 >
Search Client View
View
New Select Another Client in HH IMR JAMES THOMAS KIRK VI Go
Edit
Client Information
Residence
View Name: MR JAMES THOMAS KIRK SSN/SYS ID# 123-45-6798
23_‘2’ DOB: 03-20-1963 Age: 52
. SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH =
(k46 Residence Phone: 503-995-8422 Type: HOME | Edit || Delete |
Merge HH Phone: 503-999-9999 Type: CELL | Edit|| Delete
Energy Education Phone: 800-555-5422 Type: CELL | Edit || Delete
View
Kit Component New Phone: |* Ext:| |'I'ype: CELL VI* Add

Mailing Address

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 57828 County WALLOWA

Client Characteristics

Gender: MALE Disability: NO
Ethnicity: HISPANIC/LATINO Veteran: DON'T KNOW
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED

Oregon Tribe:
Edit Client | | View Household

i Non-Cash Benefits
Y [SNAP Y _|Oregon Health Plan Y |MEDICARE N |WIC
IN VA Med Serv N [TANF Child Care N [TANF Trans N [Other TANF
IN_|Public Rental Assist N _|Other Health Ins Y _|Other Source N [Temp Rental Assist
~ Jobs
Agency Number Type Status Cost Completion Date
CN TEST JOB 2 REWEATHERIZED PENDING $0.00 07-30-2020

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? IYES VI
é_;n-———qum Fonthly Annoal | mm%
< STATE OF OREGON $250.00 $3,000.00 04-13-2015 N N >
_=-—¢
Total $250.00 $3,000.00

Data Classification: 3

Oregon Housing and Community Services ©
Figure 2-12: Income & Employer 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 cannot 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 cannot 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 Spc #.
3. Type a city and zip code to narrow the results to this region of the state (reference
Figure 2-12).

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.

4. When aresidence is found. in the database, the address, city and zip code will be displayed in
the ‘Search Results’.

5. If the residence is not in the result list, you’ll see ‘No Results Found’(reference figure 2-13).
A new household and new residence can be created by selecting the “new” link under Residence
(reference figure 2-13). 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 2-7).
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mailto:opushelp@hcs.state.or.us

Op l S Agency: OHCS User: TESTUSER -
Timeout: 19 50 f Y
Weatherization }’C' }{ ! i

7/
HuuﬂngJ(ummunm;mxm

Client ¥ Program v Hist ¥ Management~v Reports ¥ Help v

Client 5 Version 3.1.7T
Search Client Search
View
2‘5\: Search Parameters (at least one field required)
i

= ssN/sysio [ | Address [%FEDERATION ] unit|  leAptB)
Resdonce FirstName | | city ENTERPRISE |
New Last Name Zip
Edit Show Residence Info. only O Show Residences With Jobs only [
Household s
View w.hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advariced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Search Results

Energy Education
View
Kit Component New SSN #

No Results Found

First Name Last Name Address Unit City

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-13: Client Search, Residence New.Search — no results found.

6. Fill in the residence information. Fields marked with * require responses to be selected.
There are several buttons with dropdown arrows for different choices and click on the ‘Save’
button (reference figure 2-14).

OP l S Agency: OHCS User: TESTUSER
Timeout: 19 18 %
Weatherization et Wtba

Huuum,.m (ummum( S

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Residence New
View
NE.W Physical Address
Edit
< PO Box is not a valid residence address.
Residence " . . . .
View HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
New Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.
Edit No. Direction Street Name Type Direction Unit #
[1701 Il V|FEDERATION [ [WAY V] v vhoF
Household = -
View City St. Zip Code County
Mail/Ph Update |ENTERF’RISE-97828 V|* OR |97828-ENTERPRISE WALLOWA
NCB Update

Residence Info
Move

oot S Residence Type MFD/Mobile V|* Residence Status IOwn \ﬂ"
HH to Residence Primary Energy Source |SOLAR V=

Merge HH

Energy Education
View
Kit Component New

Data Classification: 2

Oregon Housing and Community Services ©

Figure 2-14: Client Search, Residence New Search — no results found.
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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.
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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 2-15).

OP l Agency: OHCS User: TESTUSER P L
Client: MR JAMES THOMAS KIRK Timeout: 19:41 <

Weatherization Residence: ENTERPRISE, OR 97828 0 reions

3
Housing and Commur

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Household View

Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.

Version 3.1.7T

Client
Search
View

- HH Members Bold Red elements indicate poor data quali
Residence B quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit 1| M | c-n-LucC PICARD 83 | ™ Ma | v Y NH s Y Y
Household ]| N | R JAMES THOMAS KIRK 52 | M bk | bk | n H RF Y z1s
View
Mail/Ph Update C]| M | c-ROLE MARCUS 52 F DK N N NH s Y DK
NCB Update
]| M | LcoNARD MCCOY I 15 | ™M ok | n | RF | RF RF Y N
Move New Client
Client to HH
HH to Residence To Remove a Client {(one at a time): Remove Client(s) from Household I
Merge HH Select client under the R column above, then Click this button
Energy Education To Remove Household: Click this button I Move Entire Household to Unknown I
View
Kit Component New
P [ Jobs
Agency Number Type Status Cost Completion Date
CCN TEST 10B 2 REWEATHERIZED PENDING $0.00 07-30-2020
~ Address - ~ Income Summary -
T Address JAMES THOMAS KIRK $1,200.00
M 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828 ~ Household Summary
1701 FEDERATION WAY STE 10F
B ENTERPRISE, OR 97828 Total Income $1,200.00
% of Poverty 4%
[ Phones % of OMI 2%
T | Number Client Name Total # of Persons 5
C | (503) 986-6704 CAROLE MARCUS HH Type [Extended Family v|*
P | (800) 555-0000 CAROLE MARCUS HoUsehoi Subsased O
C | (503) 999-8422 JEAN-LUC PICARD :
[ Make any changes? | Save Changes
P (800) 555-0000 JEAN-LUC PICARD
HH Comments
H | (503) 555-1212 LEONARD MCCOY III
P (800) 555-0000 LEONARD MCCOY III
C | (503) 999-999% MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
P (800) 555-0000 MR JAMES THOMAS KIRK
2000 characters left (spaces count)

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-15: Adding new client to HH
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Add Clients to Household (cont).

Setup:

On the ‘Household View’ screen:

1. Onthe 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 2-16).

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.

OPUS Agency: OHCS User: TESTUSER 5y
Timeout: 19:30 ot
Weatherizarion - }/@(0}{ W\

Housing and Community Services

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Version 3.1.7T

Client

Search Client Search New

View

New New Clien smurmauun yricius snarked with *  are required, wildcards will be removed)

Edit

i

- - First Name [DAVID [ DOB [04-30-1980 | “lmm-dd-yyyy)*

Yo Last Name [MARCUS J Create ID

e SSN/Sys# SDAVID043080 ]+

Household

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

Mail/Ph Update

NCB Update Possible Pre-Existing Client Matches

Move :

Client to HH SSN # First Name Last Name DOoB

:-qu to F;e:idente 1 DAVID JOSEPH MARCUS 04-11-1552

Merge
_ DAVID MORSE JR j05-12-1593

Energy Education

View ] DAVID MARQUEZ 05-09-1998

e s — DAVID KENNETH MARQUEZ 03-04-1576
_ DAVID IMARQUEZ CASTILLO j09-20-2001
_ DAVID B MARQUEZ 103-04-2010
I DAVID J MARQUIS BLOOMQ 05-05-2001

==

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-16: Add new HH member search
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Add Clients to Household (cont).

Energy Education
View
Kit Component New

Phone

OP S Agency: OHCS User: TESTUSER
U Timeout: 18 44 ‘
Weatherization ren=ies
llummb an (ummunm Serviees
Client ¥ Program v Hist v Managementv Reporis v Help v
Client - Version 3.1.7T
Search Client New
View
gg‘g’ Client Information (Fields marked with * are required.)
i
y Ttle [ V]
\'}f:,: ence First Name [DAVID - Middle |
New Last Name [MARCUS J* Suffix W
Edit DOB [04-30-1980 | (mm —dd-yyyy)* SSN/Sys# [SDAVID043080 |* [ Create ID
Household SSN Verification
View
C ts
Mail/Ph Update e
NCB Update
Move
Client to HH
HH to Residence
Merge HH 2000 characters left (spaces count)

[CJlother Health Ins [Clother Source

Income

primary phone [ Jsoa-sss-1212 I T
Mailing Address™
No. Direction Street Name Type Direction Unit
I | v | M| M v
City ST Zip Code +4 County
| V|98 v |
Client Characteristics
Gender: V|* Disabled: b re
Ethnicity: V|* Veteran: D 8 i
Education: VI Language: v
Homebound: v Transport: NO Vi
Race (Check all that apply)*
[ african American O Don't Know
[[] American Indian/Alaska Native O Refused
[J asian
[[] Native Hawaiian or Pacific Islander Oregon Tribes
[ white L
Non-Cash Benefits (Check all that apply)*
[Isnap [Joregon Health Plan [JMEDICARE O None
e VA Med Serv HTANf Child Care O Don't Know
ANF Trans Other TANF Public Rental Assist O Refused

emp Rental Assist

is client have any income? l

Data Classification: 3

Oregon Housing and Community Services @

Figure 2-17: HH member new
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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, PH Extension,

= Select PH Type.

= 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.

= Select gender, veteran status, language, homebound, disabled, ethnicity, education level,
transportation? and race.

= Select Non-Cash Benefits received by this person.

= Does Client have any income drop-down.

Click ‘Save’ Button.
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OP ) S Agency: OHCS User: TESTUSER
Client: DR DAVID MARCUS Timeout: 19:30

Weatherization Residence: ENTERPRISE, OR 97828 07 w}'ﬁ /%

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Client View
Select Another Client in HH IJEAN-LUC PICARD VI Go
Client Information
Residence
View Name: DR DAVID MARCUS SSN/SYS ID# SDAVID060280
Ne.w DOB: 06-02-1580 Age: 35
Edit 4 5
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH
HH to Residence Phone: 800-555-0000 Type: PAGER | Edit IMI
Merge HH Phone: 800-555-9422 Type: CELL | Edit|| Delete
Energy Education Phone: 574-000-1111 Type: CELL | Edit|| Delete
View
Kit Component New Phone: | * Ext: | frype: [CELL v [ Add
Mailing Address
PO BOX 21
BANDON, OR 97411 County COO0S
Client Characteristics
Gender: MALE Disability: NO
Ethnicity: NON-HISPANIC/NON-LATINO Veteran: NO
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: SINGLE

Oregon Tribe:

Edit Client || View Household

~ Non-Cash Benefits
IN_|SNAP N _|Oregon Health Plan N _|[MEDICARE N_WIC
N [VA Med Serv N [TANF Child Care N [TANF Trans N |Other TANF
N_JPublic Rental Assist N _Jother Health Ins N _JOther Source N _[Temp Rental Assist
~ Jobs
Agency Number Type Status Cost Completion Date
ICCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
ICCN TEST JOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? [YES VI
Verified Last 30
Type Source/Emp Monthly | Annual Date Days Exclude
SOCIAL SECURITY DISABILITY SOCIAL SECURITY
INCOME ADMINISTRATION $100.00 | $1,200.00 | 07-06-2014 N N
New Income Total | $100.00 | $1,200.00

Data Classification: 3

Oregon Housing and Community Services @

Figure 2-18: HH member added view
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The “Client View’ screen will appear (reference figure 2-18). 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.

Active Client and Physical Residence

Tthe ‘Client’ display and the ‘Residence’ display at the top of the screen. The client shown
indicates the last active client record added/accessed and the residence shows the active physical
residence created for household. (reference figure 2-19).

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

OP ] .\ =TT User: TESTUSER L
Client: DR DAVID MARCUS Timeout: 19:48 5 e

Weatherization Residence: ENTERPRISE, OR 97828 | Log Out 0 )(’ ‘
: . . Ny
= = Housing and Community Services
Client ¥ Progrd Hist ¥ Managementv Reports v Help v
Client » Version 3.1.7T
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
A HH Members Bold Red elements indicate poor data quali
Residence 2 quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit O SJEANLUOS1125 JEAN-LUC PICARD S0 M MA ¥ Y NH S ¥ Y:
Household O SCAROLEO51162 | CAROLE MARCUS 53 F DK N N NH S h £ DK
View
Mail/Ph Update [J| 123-45-6798 | MR JAMES THOMAS KIRK s2 | m | ok | bk | W H RF Y zIs
NCB Update
D SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S N X:
Move _—
Client to HH D SLEONAR010100 LEONARD MCCOY III 15 M DK N RF RF RF X N
HH to Residence New Client
Merge HH
. To Remove a Client (one at a time): ‘ Remove Client(s) from Household l
Energy Education Select client under the R column above, then Click this button
View : N
Kit Component New To Remove Household: Click this button l Move Entire Household to Unknown |

Figure 2-19: Household view Red Icons
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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 2-20).

This screen is organized as follows:

=  HH Members information - top section

= Jobs - below client section

= |ncome Summary - right-side under jobs section

= Household Summary - right-side under income summary section
= Addresses - left side under jobs section

= Phone numbers - left side under address section

= HH Comments — right-side under household summary section
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OP ] Agency: OHCS User: TESTUSER
Client: DR DAVID MARCUS Timeout: 18:03

Weatherizari Residence: ENTERPRISE, OR 67828 [ Log Out | \
N . Housing an Lummunm Ser
Client ¥ Program v Hist ¥ Managementv Reports v Help v
v Version 3.1.7T
Client .
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
. HH Members Bold Red elements indicate poor data quali
Residence P qualy
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit D SJEANLUOS51125 JEAN-LUC PICARD S0 M MA Y Y NH S Y. Y
Household O SCAROLE0D51162 | CAROLE MARCUS 53 F DK N N NH S Y DK
View
Mail/Ph Update O 123-45-6798 | MR JAMES THOMAS KIRK 52 | m DK | DK | N H RF Y z1s
NCB Update
O SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S N Y
Move z
Client to HH D SLEONAR010100 LEONARD MCCOY III 15 M DK N RF RF RF Y N
HH to Residence New Client
Merge HH
. To Remove a Client (one at a time): | Remove Client(s) from Household I
Energy Education Select client under the R column above, then Click this button
View : =
K!lt\glomponent New To Remove Household: Click this button I Move Entire Household to Unknownl
~ Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
~ Address - 7 Income Summary =
T Address DR DAVID MARCUS $1,200.00
M PO BOX 21 [
BANDON, OR 97411 |~ Household Summary -
1701 FEDERATION WAY STE 10F
P ENTERPRISE, OR 97828 Total Income $1,200.00
i % of Poverty 4%
- Phones [ '] % of omMI 2%
T | Number Client Name Total # of Persons 5
C | (503) 986-6704 CAROLE MARCUS HH Type [Extended Family v
(800) 555-0000 CAROLE MARCUS Household Subsidized O
C | (503) 999-8422 JEAN-LUC PICARD
Make any changes? | Save Changes
P (800) 555-0000 JEAN-LUC PICARD
HH C: t
H | (503) 555-1212 LEONARD MCCOY III
P | (800) 555-0000 LEONARD MCCOQY III
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-995% MR JAMES THOMAS KIRK
c | (800) 555-9422 MR JAMES THOMAS KIRK 2000 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK -
P (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 2-20: HH View, Jobs, Summary screen.

65| WEATHERIZATION OPUS User Manual, Section 2 — Client Intake-New 20150625




In the ‘Jobs’ section, under ‘HH Members’, program assistance records the household received
are listed by year. This screen is mainly a "view only" screen, except for the section in the
middle of the screen: ‘Household Summary’ section. This section needs to be completed to

qualify household for assistance.

20150625
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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, 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 68
Household View screen 69
Residence Search 72
Verifying Data on Views 75
Residence Edit 76
Add Client(s) to Existing Household 78
Client(s) Edit 85
Household Non-Cash Benefits Update 86
Income Edit/Employer.or Delete Income/Employer 91
Moves 94
Move Client(s) Household to Unknown 94
Move Client to Household 98
Move/Adding Existing Client(s) to Existing Household 103
Move Householdto New Residence 107
Move Household to EXisting Residence 112
Merge Household with Another Household 116
Energy Education See Section 5
Kit Components See Section 5

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.

OP l Agency: OHCS User: TESTUSER <
Timeout: 19:24 :"
Weatherization )('/ 7R3
y Log Out 4 }/f\?/t $
ousing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Client - Version 3.1.7T
Search Client Search
View
;\Elg'\: Search Parameters (at least one field required)
i
SSN/SYSID Address | ] unit| JieaptB)
Residence : e §
View First N City I ]
New Last N zip[ ]
Edit
Household Show Residence Info. only O Show Residences With Jobs only O
View T
Mail/Ph Update When you Click in Search Results: ‘.
NCB Update Client's SSN = Household Screen Advinred Search
Client's Name = Client Screen
Move i
Client to HH Residence Address = Residence Screen
HH to Residence A maximum of 100 results will be returned.
Merge HH
Energy Education
View
Kit Component New
Data Classification: 3
Oregon Housing and Community Services ©

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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OP S Agency: OHCS User: TESTUSER B,
o~
[ ] Timeout: 19:57 ’ < )
Weatherization - 7))
< togou| /TULONRS
7 2 Housing and Communit
Client ¥ Program v Hist v Management v Reports v Help v
. Version 3.1.7T
Client :
Search Client Search
View
NSW Search Parameters (at least one field required)
Edit
— ssn/sysio[ ] Address | | unit|  leapts)
esidence
View First Name [JAMES City | |
New Last Name KIRK Zip
Edit Show Residence Info. only O Show Residences With Jobs only O
Household g
View W.hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
ner ucation
5ie:1 gy Educatio SSN # First Name Last Name 3;? Address Unit City
Kit Component New
_ JAMES KIRK 1992 | 375 FAIRVIEW AVE SE APT 210 | SALEM
_ JAMES KIRK 1955 | 1820 EARLE ST KLAMATH FALLS
_ JAMES KIRK 1957 | 604 JUNIPER DR PENDLETON
_ JAMES TIBEROUS KIRK 1960 | 1701 N ENTERPRISE WAY SALEM
| FHEE_*®.6798 | JAMES THOMAS KIRK 1963 | 1701 FEDERATION WAY STE 10F ENTERPRISE
Data Classification: 3
Oregon Housing and Community Services ©

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 torepeat 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. Kirk 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 Kirk’s SYSID to bring up the HH view.
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OPUS

Weatherizarion

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: DR DAVID MARCUS
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 18:03

Help v

-
Orevont &S
Huusing&n)‘L'ummuml\ Services

Client ¥ Program v

Household View

Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.

Hist ¥ Management~v Reports v

Version 3.1.7T

HH Members Bold Red elements indicate poor data quality
R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
D SJEANLUO51125 JEAN-LUC PICARD S0 M MA Y Y NH ) Y Y
D SCAROLED51162 | CAROLE MARCUS 53 F DK N N NH S Y DK
D 123-45-6798 MR JAMES THOMAS KIRK 52 M DK DK N H RF Y ZIS
O SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S N Y
D SLEONAR010100 | LEONARD MCCOY III 15 M DK N RF RF RF Y N
New Client
To Remove a Client (one at a time): I Remove Client(s) from Household I
Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown |
~ Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TEST1O0B 1 WEATHERIZED COMPLETED $0.00 10-30-2005
~ Address - -~ Income Summary 9
3 B Address DR DAVID MARCUS $1,200.00
M PO BOX 21
BANDON, OR 87411 Household Summary
1701 FEDERATION WAY STE 10F

P ENTERPRISE, OR 97828 Total Income $1,200.00

% of Poverty 4%
Phones % of OMI 2%
T | Number Client Name Total # of Persons 5
C | (503) 986-6704 CAROLE MARCUS HH Type IExtended Family V]*
P | (800) 555-0000 CAROLE MARCUS Household Stbsidized 0
C | (503) 999-8422 JEAN-LUC PICARD

Make any changes? | Save Changes

P | (800) 555-0000 JEAN-LUC PICARD

HH C ts
H | (503) 555-1212 LEONARD MCCOY III This iz the hh coments section

hi 11 1 of 2000

p | (s00) 555-0000 LEONARD MCCOY TII ehch Al laws: e toralof.2000

characters/
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
& (503) 999-9599% MR JAMES THOMAS KIRK
C | (800) 555-5422 MR JAMES THOMAS KIRK 1929 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK B .
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-3: HH view

The ‘Household View’ screen will appear (reference figure 3-3). On Marcus’s HH View screen,
it displays the following:
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1. Marcus’s household includes other members.

2. The Marcus HH 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).

OPUS Agency: OHCS User: TESTUSER B,
& 20
Client: MR JAMES THOMAS KIRK Timeout: 19:42 ; Q‘;
4 xl

A
<
- Noert g b
Weatherization Residence: ENTERPRISE, OR 97828 Log Out 07 @ 0%?". :
I

7 = {ousing ;1nd'Urmmu::.:".'S ices
Client ¥ Program v Hist ¥ Managementv Reports v Help v e
- Version 3.1.5T
Client : 5
Search Residence View
View
New Physical Address
Edit 2893 FEDERATION WAY
ENTERPRISE, OR 97828
Residence
View Residence Info
E;\: Status: own Type: MFD/Mobile
Primary Energy Source: SOLAR County: WALLOWA
Household
View Edit Residence
Mail/Ph Update
NCB Update
i Jobs
Agency Number Type Status Cost Completion Date

Move
Client to HH

HH to Residence
Merge HH

Energy Education

View
Kit Component New

Data Classification: 2

Oregon Housing and Community Services @

Figure 3-4: Residence View and Edit

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.
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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: If a client is “Active” in another program enrollment, possibly in another OPUS module
for services, the client cannot 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 cannot 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 acity 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 whatyou entered (reference figure 3-5).

OP l Agency: OHCS User: TESTUSER By
& Zrn Py
Timeout: 19:56 '3 7
Weatherization [Log Out] 4 @ N =
N . waw!w\ﬂétunnnu1>{
Client ¥ Program v Hist ¥ Management v Reports ¥ Help ¥

Client . Version 3.1.7T
Search Client Search
View
gg_\'\' Search Parameters (at least one field required)

it
el ssn/sysio [ | Address [%FEDERATION unit| ieapts)

esidence ) i
View First Name | | city [ENTERPRISE
New Last Name | |
Edit Show Residence Info. only O ith Jobs only O
Household A "
View When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advaiiced Seapch
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education No Results Found
View
Kit Component New SSN £ First Name Last Name sg‘: Address Unit City

Data Classification: 3
Oregon Housing and Community Services ©

Figure 3-5: Client Search
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=  When a residence is found in the database, the address, city and zip code will be
displayed in the ‘Search Results’.

= [f 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.

= |f 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

OP ' Agency: OHCS User: TESTUSER BEa,
Client: MR JAMES THOMAS KIRK Timeout: 19:45 . \

Weatherization Residence: ENTERPRISE, OR 07828 07 @(’0%

Housing and Commun

Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Household View
View
23‘? Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
> HH Members Bold Red elements indicate poor data quality

Residence
xie"" R I SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income

ew

Edit O _ JEAN-LUC PICARD 50 | M ma | v Y NH s Y Y
Household O _ CAROLE MARCUS s3 | F bk | n N NH s Y DK
View
Mail/Ph Update O _ MR JAMES THOMAS KIRK s2 | m | ok |ok| N H RF Y zIs
NCB Update

O DR DAVID MARCUS 3s | m | ok | n N NH s N %

Move

e 1o 43 O — LEONARD MCCOY III 15 M DK N RF RF RF Y N
HH to Residence New Client
Merge HH

. To Remove a Client (one at a time): I Remove Client(s) from Household |
Energy Education Select client under the R column above, then Click this button
Jiew z
?‘(:s\Component New To Remove Household: Click this button I Move Entire Household to Unknown |
Jobs
Agency Number Type Status Cost Completion Date
CCN TEST J0B 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005

- Income Summary -

T |Address R DAVID MARCUS $1,200.00
w  |PoBox21 ‘

BANDON, OR 97411 H ehold Summary

1701 FEDERATION WAY STE 10F
: ENTERPRISE, OR 97828 otal Income $1,200.00

% of Poverty 4%

Figure 3-6: HH View with address

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

OP I Agency: OHCS User: TESTUSER
Timeout: 19:53 0 <
% izt F &
Weatherization '7/@0}{%‘ _
Housing and Community Services
Client ¥ Program v Hist ¥ Managementvy Reports v Help ¥

Version 3.1.7T

Client s
Search Client Search
View
gs‘: Search Parameters (at least one field required)
i
i ssn/sysio[ | Address | | unit|  Jieapts)
sesidence First Name | | City | |
Last Name | | Zip
Z Show Residence Info. only O Show Residences With Jobs only O
Household - )
View When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New

Oregon Housing and Community Services ©

Data Classification: 3

Figure 3-7: Client Search for residence

OPUS

Weatherizarion

Agency: OHCS

User: TESTUSER
Timeout: 19:56

Orennfesd

o < N
Housing and Community Services

Client ¥ Program v Hist ¥ Management~v Reports ¥ Help v
: Version 3.1.7T
Client 2
Search Residence New
View
Ne}” Physical Address
Edit
. PO Box is not a valid residence address.
Residence " o : . :
View HOMELESS” is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
New Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.
Edit No. Direction Street Name Type Direction Unit
[ | v I v] v| v
Household 5 =
View City St. Zip Code +4 County
Mail/Ph Update [--Select One-- V] OR [-Select One-- vl
NCB Update
Residence Info
g?v?t Hi Residence Type WV |* Residence Status [ V|’<
ient to 2 E
HH to Residence Primary Energy Source M |*
Merge HH

Energy Education
View
Kit Component New

Oregon Housing and Community Services ©

Data Classification: 2

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.
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Residence Edit

Setup:

On Client View’ screen.

1. On the ‘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. Do not edit the physical address unless the building has physically
moved to a new location or the address is incorrect. If the household has moved create a new
residence. Edit the required information then click ‘Save’. If you do need to edit the
physical address you will need to select the ‘Edit Residence Address’ checkbox. Everything
else stays the same as detailed on the client’s application (reference figure 3-9A).

lient OP S Agency: OHCS User: TESTUSER
(S: 'e"h U Residence: ENTERPRISE, OR 97828 Timeout: 19:29
v‘e:v; g Weatherization i’@\'@%
Housing and Community §
NEA\'\' Client v Program v Hist ¥ Managementv Reports ¥ Help v
Edt Client - - Version 3.1.7T
. Search Residence View
Residence View 2
View New Physical Address
New Edit 2893 FEDERATION WAY
Edit ENTERPRISE, OR 97828
Residence
View Residence Info
s,ouse'“)ld rgsl‘: Status: Unknown Type: House
1ew Primary Energy Source: SOLAR County: WALLOWA

Mail/Ph Update Household

NCB Update view
Mail/Ph Update

Move NCB Update oS

Client to HH Move Agency Number Type Status Cost Completion Date

HH to Residence Client to HH

Merge HH HH to Residence

Merge HH

E!‘ergy Education Energy Education

View View

Kit Component New Kit Component New

Data Classification: 2
Oregon Housing and Community Services ©
Figure 3-9: in.the Figure 3-9A: Residence View, Edit
Client View
OP ] Agency: OHCS User: TESTUSER
Residence: ENTERPRISE, OR 97828 Timeout: 19:35

Weatherizarion
Housing and Community Services

Client ¥ Program v Hist ¥ Management~v Reports ¥ Help v
Version 3.1.7T

Client g s
Search Residence Edit
View
New Physical Address
Edit
(R,iee?v'de"ce Do not edit the address unless the building has physically moved to a new location or the address is incorrect.
New the household has moved create a new residence
Edit @: dit Residence Address.
Household PO Box is not a valid residence address.
Vie_w "HOMELESS” is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
ngg/sh égatgate Oak St. Bridge al er Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.
P No. Direction eet Name Type Direction Unit #
Move 2893 V|[F#DERATION [ [wAY V| v M|
Client to HH Gi g St. Zip Code +4 County
HH to Residence ENTERPRISE-97828 V] OR [97828-ENTERPRISE V= [ | wALLOWA
Merge HH
E Educati idence Info
Vi’(‘;:gy ucation | pesidence Type House V[* Residence Status JUnknown VT"
Kit Component New  Primary Energy Source |SOLAR a2

Wata Classification: 2

Oregon Housing and Community Services ©

Figure 3-9B: Residence Edit screen
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If proceed you will receive a warning screen (reference figure 3-9C) I. At this point you are
given one more chance. To proceed with the change and potentioal consequeces select “Yes™.
To abort/cancel select “No”. After your selection you will return to the ‘Residence View

Screen’.

A You are attempting to substantially change a residence address. Normally, this indicates you
are changing an existing Residence to become a new Residence, and unless the physical
structure has actually moved, you need to create a new Residence with this new address.
Changing this address can corrupt existing data records tied to this Residence. This transaction
will be recorded and could lead to an audit finding. Do you wish to continue?

20150625

77| WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients



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 3-31).

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.

PUS Agency: OHCS User: TESTUSER BT
‘ ’ Timeout: 19:20 See

Weatherizarion - O )('

KL Log Out }/Ag /\ 0}{
Z S Housing and Comm

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client . Version 3.1.7T

Search Client Search

View

25“2’ Search Parameters (at least one field required)

i
= ssN/sysio [ | Address | | unit| leapts)

\'}‘23: ance First Name |[JAMES City | |

New Last Name [KIRK Zip :]

Edit Show Residence Info. only O Show Residences With Jobs only O

Household i

View When you Click in Search Results:

Mail/Ph Update Client's SSN = Household Screen e arch

NCB Update Client's Name = Client Screen

Move Residence Address = Residence Screen

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

HH to Residence

Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

QOregon Housing and Community Services ©

Figure 3-10: Client Search

2. Inthe results, click the client’s SSN number link to access ‘Household View’ screen
(reference figure 3-11).
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OP ) Agency: OHCS User: TESTUSER 5&
i . . ,;_;./‘* 4

Timeout: 19:51 <

e Oregons

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Client 2

Search Client Search

View

ES'W Search Parameters (at least one field required)

it

. ssn/sysio [ | Address | | unit| e AptB)

Viij; onee First Name [JAMES | City | |

New Last Name [KIRK | Zip S

Edit Show Residence Info. only O Show Residences With Jobs only O

Household .

View w.hen you Click in Search Results:

Mail/Ph Update Client's SSN = Household Screen Advanced Search

NCB Update Client's Name = Client Screen

Move Residence Address = Residence Screen

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

HH to Residence

Merge HH Search Results

\E/-“ergy Education SSN # First Name Last Name Birth Address Unit City

lew Year

Kit Component New
_ JAMES KIRK 1992 | 375 FAIRVIEW AVE SE APT 210 SALEM
_ JAMES KIRK 1955 | 1820 EARLE ST KLAMATH FALLS
[ |PEE KIRK 1957 | 604 JUNIPER DR PENDLETON

JAMES TIBEROUS KIRK 1960 | 1701 N ENTERPRISE WAY SALEM
< FEE_**.6798 J JAMES THOMAS KIRK 1963 | 1701 FEDERATION WAY STE 10F ENTERPRISE

S—

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-11: Client Search-New with results

3. Under the ‘HH Members’ section, click the ‘New Client’ button (reference figure 3-12). The
‘Client Search New? screen will appear next.
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OP ' Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:53

Weatherizarion Residence: ENTERPRISE, OR 97828 - )(

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

i Version 3.1.7T
Client 2
Search Household View
View
ESW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
it
2 HH Members Bold Red elements indicate poor data quali
Residence B A
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit T | N | J=AN-LUC PICARD 90 | ™ MA Y Y NH s Y Y
Household C] | N | C2ROLE MARCUS s3 | F DK | N N NH s Y DK
View
Mail/Ph Update C] | N | R JAMES THOMAS KIRK 52 | m DK | bk | N H RF Y z1s
NCB Update
] | M | OR DAVID MARCUS 35 | M DK | N N NH s N Y
Move
Client to HH D LEONARD MCCOY III 15 M DK N RF RF RF Y N
HH to Residence New Client
Merge HH
’ To Remove a Client (one at a time): ‘ Remove Client(s) from Household l
Energy Education Select client under the R column above, then Click this button
fiev 5 =
k:g éomponent New To Remove Household: Click this button l Move Entire Household to Unknown |
~ Jobs 1
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN % COMPLETED $0.00 10-30-2005
ﬁ 2 Income Yy
T Address [ I ») AVID MARCUS $1,200.00
m |PoBOX21 [ L
BANDON, OR 57411 = Holj hold S Vi 1
1701 FEDERATION WAY STE 10F :
P | entererise, or 57828 alAncome $1;200:90
% of Poverty 4%
s B || % of om1 2%
T | Number Client Name Total # of Persons 5
C | (503) 986-6704 CAROLE MARCUS | | HH Type |Extended Family v|*
P | (800) 555-0000 CAROLE MARCUS Household Subsidized O
C | (503) 999-8422 JEAN-LUC PICARD
| Make any changes? | Save Changes
P | (800) 555-0000 JEAN-LUC PICARD
HH C: t:
H | (503) 555-1212 LEONARD MCCOQY III This is the hh coments section
p | (s00) 555-0000 LEONARD MCCOY III |@hich allows a total of 2000
characters
C | (s74) o00-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-999% MR JAMES THOMAS KIRK
¢ | (s00) 555-9422 MR JAMES THOMAS KIRK | | 1525 characters Teft (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK = =
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

QOregon Housing and Community Services ©

Figure 3-12: HH view, New Client button
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OP l Agency: OHCS User: TESTUSER pe
Timeout: 19:11 0 é‘
; yeiy oy
Weatherization }’g/}/t v

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client : Version 3.1.7T
Search Client Search New
View
gj'w New Client Information (Fields marked with * are required, wildcards will be removed)
it
Residence First Name [MONTGOMERY [ DoB  |05-11-1962 Zmm-dd-yyyy)*
View
New Last Name [scoTtT [ Create ID
Edlt SsN/Sys# SMONTGO051167+
Household
View OPUS will search the database to find this client before creating a new record.
Mail/Ph Update
NCB Update Possible Pre-Existing Client Matches
Move
Client to HH SSN = First Name Last Name I DOB
HH to Residence No Results Found
Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-13: Add new HH member Search

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 * require responses to be selected.

4. Type or select the following:

= Title, Salutation, as needed.

= Legal first name, middle name, last Name *.

= Date of Birth.

=SSN or choose SYSID instead.

= © SSN Quality Code *
This is to describe if the SSNis full or ‘don’t know/don’t have’ or ‘refused’ for system
identification.

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

= Gender*
= Disabled *
= Veteran *
= Language
= Ethnicity *
= Education.

= Homebound

= 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 and apt number or PO Box #
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= Enter an apt number or PO Box number

= City or Zip Code

Non-Cash 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.

OPUS

Agency: OHCS

Weatherizatnion

User: TESTUSER
Timeout: 17:16

Oreont&S)

: N g
Housing gnd Community Services

Client ¥ Program v Hist ¥ Management~v Reports v Help v
Client . Version 3.1.7T
Search Client New
View
23‘:4 Client Information (Fields marked with * are required.)
i
y Tite
N enoa First Name MONTGOMERY ___|* Middle
New Last Name [SCOTT o Suffix v
Edit DOB [05-11-1962 | “/(mm-dd-yyyy)* SSN/Sys# [SMONTGOO0511€* | Create ID
Household SSN Verification [YES V¢
View
C ts
Mail/Ph Update Smmen
NCB Update
Move
Client to HH
HH to Residence
Merge HH 2000 characters left (spaces count)

Energy Education
View
Kit Component New

Phone

Primary Phone 800-555-9422  |503-555-1212 I:]EXT HOME v ([Type
Mailing Address™
No. Direction Street Name Type Direction Unit #
| | [~ v]PoBox vl
City ST Zip Code +4 County
[BANDON-97411 v| orR |_91%411-BANDON V| | coos
Client Characteristics
Gender: |[MALE V]* Disabled: |REFUSED  VJ*
Ethnicity: |REFUSED Ak Veteran: |YES A
Education: V] Language: i
Homebound: v Transport: NO b

Race (Check all that apply)*

[ african American O Don't Know

[[] American Indian/alaska Native ® Refused
[ asian
[ native Hawaiian or Pacific Islander Oregon Tribes
[ white v
Non-Cash Benefits (Check all that apply)*
[Clsnap [[Joregon Health Plan [CJMEDICARE ® None
1C VA Med Serv HTANF Child Care O Don't Know
ANF Trans Other TANF Public Rental Assist O Refused
) Refuse:

[Jother Health Ins [CJother Source emp Rental Assist

Income

Does this client have any income? | NONE

Figure 3-14: HH Client New

Data Classification: 3

Oregon Housing and Community Services ©

Click the ‘Save’ button.

20150625
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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).

OP I Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 19:08

Weatherizanion -

Client ¥ Program v Hist ¥ Managemenrt~ DPaports v Help v

Client - - Version 3.1.7T

Search Cllent View

View

[ |
New Select Another Client in MONTGOMERY SCOTT V| Go
e ey (& D

Client Information

Residence
View Name: MONTGOMERY SCOTT SSN/SYS ID# SMONTGO051162
gs"t" DOB: 05-11-1562 Age: 53

i

SSN Verification: YES

Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH =
HH to Residence Phone: 800-555-9422 Type: HOME | Ed[[“[)ebtel
Merge HH Phone: | * Ext: | fType: [CELL VI* Add

Energy Education
View Mailing Address
Kit Component New

PO BOX 21
BANDON, OR 97411 County COO0S

Client Characteristics

Gender: MALE Disability: REFUSED
Ethnicity: REFUSED Veteran: YES
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED

Oregon Tribe:
Edit Client || View Household

~ Non-Cash Benefits

IN JSNAP N |Oregon Health Plan N |[MEDICARE N |WIC

N VA Med Serv N [TANF Child Care N |TANF Trans N |Other TANF

IN JPublic Rental Assist N |Other Health Ins N |Other Source N [Temp Rental Assist
Jobs

[ Agency Number Type Status Cost Completion Date

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? [NONE VI
| Save|
Type Source/Emp Monthly Annual Verified Date | Last 30 Days Exclude
Total $0.00 $0.00

Data Classification: 3

Oregon Housing and Community Services @
Figure 3-15: HH member view selection
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OP ] S Agency: OHCS User: TESTUSER
Client: LEONARD MCCOY III Timeout: 15:40

Weatherization Residence: ENTERPRISE, OR 97828 Or

Client 2 3 - Version 3.1.7T
Search Client View
View
New Select Another Client p#H [&S{0) 8= IS o0
Edit MR JAMES THOMAS KIRK
Client Informatidg DR DAVID MARCUS
Residence LEONARD MCCOY I
View Name: LEONARS ID# SLEONAR010100
Ne_w DOB: 01-01-2000 Age: 14
Edit N .
SSN Verification: EXCEPTION
Household Comments:

[
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’.

User: TESTUSER
Timeout: 19:52

Agency: OHCS

OPUS

Weather

Energy Education
View
Kit Component New

Client: MONTGOMERY SCOTT
Residence: ENTERPRISE, OR 97828

Mailing Address

ADDRESS UNKNOWN
ENTERPRISE, OR 97828

Client Characteristics

County UNKNOWN

Orerons

Housing and Community Services

Client ¥ Program v Hist v Managementv Reports v Help v
Client - - Version 3.1.7T
Search Client View
View o —— ==
Select Another Client in HiL | MR JAMES THOMAS KIR! 1@.
N —— .
Client Information
Residence
View Name: MONTGOMERY SCOTT SSN/SYS ID# SMONTGO051162
New DOB: 05-11-1962 Age: 53
Edit 5 R
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH
HH to Residence Phone: 800-555-9422 Type: HOME | Delete |
Merge HH Phone: * Ext: | [Type: ICELL V|*

Gender: MALE Disability: REFUSED
Ethnicity: REFUSED Veteran: YES
Education: UNKNOWN Language: UNKNOWN
Homebound: UNKNOWN Race: REFUSED
~ Non-Cash Benefits
|
IN_[SNAaP N [Oregon Health Plan N |MEDICARE N _|WIC
IN VA Med Serv N |TANF Child Care N [TANF Trans N |Other TANF
I JPublic Rental Assist N _|Other Health Ins N |Other Source N [Temp Rental Assist |
- Jobs
[ Agency Number Type Status Cost Completion Date

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? INONE

v

| Save|

Type Source/Emp Monthly

Annual

Verified Date

| Last 30 Days

Exclude

Total $0.00

$0.00

Oregon Housing and Community Services ©

Data Classification: 3

Figure 3-16: Client view to edit information
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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 (reference figure 3-16). The ‘Client Edit’
screen will appear next (reference figure 3-17A).

OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 18:29 i
Residence: ENTERPRISE, OR 97828 0}"6’ 0;‘(#
Houxmg an Lommuml\'\cn(u
Client ¥ Program v Hist ¥ Managementv Reports v Help v
" " Version 3.1.7T
Client Edit
Client Information (Fields marked with * are required.)
Title v
First Name [MONTGOMERY J* Middle | |

Last Name [SCOTT [ Suffix v
DOB [05-11-1962 | “l(mm-dd-yyyy)* SSN/Sys# [SMONTGOO0511€* |Create IDI

SSN Verification | YES bl
Comments

2000 characters left (spaces count)

Mailing Address™

(Choose an address from the list, add a new address, or edit the current mailing address below)
v]

"HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3z miles past mile post marker 35 on Hwy 166.

No. Direction Street Name Type Direction Unit #
| I V|[ADDRESS UNKNOWN I V| Ml Ml
City Code +4 County
[ENTERPRISE-97828 M o I—gszs ENTERPRISE V| | wALLOWA

Client Characteristics

Gender: |[MALE V|* Disabled: |[NO i
Ethnicity: [NON-HISPANIC/NON-LATINO V|* Veteran: |YES Ve
Education: V’ Language: |[ENGLISH v
Homebound: |[NO W Transport: NO v
Race (Check all that apply)*
[ african American Don't Know
[] American Indian/Alaska Native Refused
[ asian
[ native Hawaiian or Pacific Islander Oregon Tribes
M white v

Non-Cash Benefits (Check all that apply)*

Misnap [[Joregon Health Plan [JMEDICARE

None
NIC VA Med Serv BTANF Child Care Don't Know
ANF Trans Other TANF Public Rental Assist Refused
[lother Health Ins [Vlother Source [CIremp Rental Assist
Save Changes

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-17A: Client Edit screen
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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 3-17A).

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-
17A).

When the information has been verified and correct, click the ‘Save Changes’ button at the
bottom of the screen (reference figure 3-17B). The ‘Client View’ screen will appear with the
most current changes.

OP ] Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 18:29

Weatherizarion Residence: ENTERPRISE, OR 07828 -

Housing ang ( mmuni
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

Client - - Version 3.1.7T
Search Cllent Edlt
View
E‘g‘g’ Client Information (Fields marked with * are required.)
i
Reeidonce First Name [MONTGOMERY ___|* Middle |
New Last Name [SCOTT * Suffix
Edit DOB [05-11-1962 | “l(mm-dd-yyyy)* SSN/Sys# [SMONTGOO0511€ | Create ID|

SSN Verificatj

vaiian or Pacific Islander Oregon Tribes

Non-Cash Benefits (Check all that apply)*

Visnap [Joregon Health Plan [JMEDICARE None
NIC VA Med Serv BTANF Child Care Don't Know
ANF Trans Other TANF Public Rental Assist Refused
[CJother Health Ins [Viother Source [[JTemp Rental Assist

Save Changes

assification: 3

Oregon Housing and Community Services ©

Figure 3-17B: Client Edit ‘Save Changes’
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Household Non-Cash Benefits Update

Setup:
On the ‘Household View’ Screen.

1. Click the “NCB Update’ link on the ‘Left Nav Bar’ under Household reference (reference
figure 3-18A).

Note: You must have either a household and or client in active memory (reference figure 2-18).

OP ’ Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 19:35

..‘A* -
Weatherization Residence: ENTERPRISE, OR 07828 0}’@0}{ '

v \
Housing and Communi

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Client - Version 3.1.7T
Search Household View
View
N§W Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
2 HH Members Bold Red elements indicate poor data quali
Residence B qualty
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit [0| sieanLu051125 |IEAN-LUC PICARD 90 M MA Y X NH s Y ¥
Household [1| smonTGO051162 | MONTGOMERY SCOTT 53 M DK Y N NH s Y N
View
2il/Dh date D SCAROLEOS51162 CAROLE MARCUS 53 F DK N N NH S Y DK
NCB Update
D 123-45-6798 MR JAMES THOMAS KIRK 52 M DK DK N H RF Y ZIS
Move
A\ 2
Client to HH D SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S N Y
[H";rtg% F:ﬁ'de”ce [J| sLeonar010100 |LEONARD MCCOY IiI 15| m | ok | n | RE| RFE| RF | ¥ N
. New Client
Energy Education
View To Remove a Client (one at a time): | Remove Client(s) from Household '
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown ]

Figure 3-18A: ‘Household View’ Screen

2. The “Household Non-Cash Benefits Update’ screen will appear. From this screen you can
upsate non-cash benefits by individual or by entire household.

A. To make changes to a single individual select or deselect the NCB’s that the client is
currently receiving and select ‘Save Changed’ button for the client you are updating.
(reference figure 3-18B).

B. To make changes to the entire household choose a member of the household select or
deselect non-cash benefits household is receiving and select ‘Apply to Household’ button
(reference figure 3-18B). Warning: This will override any previously entered NCB’s
for individuals. (reference figure 3-18C)
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Agency: OHCS
Client: MONTGOMERY SCOTT
Residence: ENTERPRISE, OR 97828

User: TESTUSER /( 1

Timeout: 18:59 0 E
UL
Housing and Community Services

OPUS

Weatherizarion

Client ¥ Program v Hist v Managementv Reports v Help v
Client Version 3.1.7T
Search Household Non-Cash Benefits Update
View
New [MONTGOMERY SCOTT |
Edit
Non-Cash Benefits (Check all that apply)*
fesidencs NAP regon Health Plan [[IMEDICARE None
View aﬂc Med Serv BTANE Child Care Don't Know
New ANF Trans ther TANF Public Rental Assist Refused
Edit [Jother Health Ins [VIother Source [_JTemp Rental Assist
[ Save Changes H Apply to Household
Household [CEoNARD MccoY 11T
View
mgg/fjh éla[;gate Non-Cash Benefits (Check all that apply)™
P NAP regon Health Plan @DICARE None
NIC A Med Serv NF Child Care Don't Know
Move BBANF Trans Bgther TANF g:ublic Rental Assist
}Sl’l‘e?t :{0 H;l ther Health Ins ther Source emp Rental Assist
o Residence S Ch Ao o L hold
Merge HH [ I L
[MR JAMES THOMAS KIRK
Energy Education
V!ew Non-Cash Benefits (Check all that apply)*
Kit Component New NAP Wloregon Health Plan [ViMEDICARE None
1c %A Med Serv BTANF Child Care Don't Know
ANF Trans ther TANF Public Rental Assist Refused

[“lother Health Ins Wlother Source

[Iremp Rental Assist

| Save Changes || Apply to Household

ICAROLE MARCUS

Non-Cash Benefits (Check all that apply)™

NAP [Mloregon Health Plan [CIMeDICARE None
B»rvxc E%A Med Serv BTANF Child Care Don't Know
ANF Trans ther TANF Public Rental Assist Refused

[“lother Health Ins [CJother Source

[CIremp Rental Assist

| Save Changes || Apply to Household

|IDR DAVID MARCUS

Non-Cash Benefits (Check all that apply)*

NAP regon Health Plan H_I‘FlEDICARE ® none

c A Med Serv ANF Child Care O pon't Know
ANF Trans Hgther TANF H$ublic Rental Assist O Refused
ther Health Ins ther Source emp Rental Assist

| Save Changes || Apply to Household

PEAN-LUC PICARD

Non-Cash Benefits (Check all that apply)*

NAP [CJoregon Health Plan [[Mepicare None
1c E%A Med Serv BTANF Child Care Don't Know
ANF Trans ther TANF Public Rental Assist Refused

[Clother Health Ins [CJother Source

emp Rental Assist

| Save Changes || Apply to Household |

Oregon Housing and Community Services ©

Data Classification: 3

Figure 3-18B: ‘Household Non-Cash Benefits Update’ Screen

The next screen shows the results for the ‘Apply to Household’ button selection.
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OPUS

Weatherizarion

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS

Client: MONTGOMERY SCOTT
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 18:59

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Household Non-Cash Benefits Update
IMONTGOMERY SCOTT |
Non-Cash Benefits (Check all that apply)*

NAP WVloregon Health Plan [VIMEDICARE None
EP?/IC A Med Serv B‘r/u\u= Child Care Don't Know

ANF Trans ther TANF Public Rental Assist Refused
[CJother Health Ins [Clother source [Iremp Rental Assist

| Save Changes || Apply to Household

|[LEONARD MCCOY III

Non-Cash Benefits (Check all that apply)*

NAP regon Health Plan

NIC A Med Serv
B;ANF Trans Bgther TANF

ther Health Ins ther Source

E?EDICARE None

ANF Child Care Don't Know

E_F;ubhc Rental Assist Refused
emp Rental Assist

[SaveCtmng&s[lApplyanusehold )

[MR JAMES THOMAS KIRK

Non-Cash Benefits (Check all that apply)*

NAP leregon Health Plan
Eh._vrc E%A Med Serv
ANF Trans ther TANF

[“lother Health Ins [_Jother Source

[ViMEDICARE None
B‘I’ANF Child Care Don't Know
Public Rental Assist Refused

[Iremp Rental Assist
| Save Changes || Apply to Household

ICAROLE MARCUS

Non-Cash Benefits (Check all that apply)*

NAP Wloregon Health Plan
Byrvu: E%A Med Serv
ANF Trans ther TANF

[“lother Health Ins [_Jother Source

VIMEDICARE None
BTANE Child Care Don't Know
Public Rental Assist Refused

[Iremp Rental Assist
| Save Changes || Apply to Household

|IDR DAVID MARCUS

Non-Cash Benefits (Check all that apply)*

NAP regon Health Plan

1C A Med Serv
BBANF Trans Bgther TANF

ther Health Ins ther Source

E_I‘FlEDICARE None

ANF Child Care Don't Know

g:'ubhc Rental Assist Refused
emp Rental Assist

lSaveChanges“ApplybHomhold

PEAN-LUC PICARD

Non-Cash Benefits (Check all that apply)*

Visnap E‘Oregon Health Plan
1C %A Med Serv
ANF Trans ther TANF

[Tlother Health Ins [Jother Source

VIMEDICARE None
BTANF Child Care Don't Know
Public Rental Assist Refused

[TTemp Rental Assist

| Save Changes || Apply to Household |

Save All Changes

Version 3.1.7T

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-18C: ‘Household Non-Cash Benefits Update’ Screen — After changes
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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 3-19).

OP l Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 19:36 <y
Weatherization Residence: ENTERPRISE, OR 97828 i 61'0}{
5 N Housing and Communi
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client = - Version 3.1.7T
Search Client View
View g
New Select Another Client in i | MONTGOMERY SCOTT V[ Go
Edit
Client Information
Residence
View Name: MONTGOMERY SCOTT SSN/SYS ID# SMONTGO051162
gdevtv DOB: 05-11-1962 Age: 53
i
SSN Verification: YES
Household Comments:
View
Mail/Ph Update
NCB Update
Move
Client to HH
HH to Residence Phone: 800-555-9422 Type: HOME I Delete |
Merge HH Phone: | * Ext: | fType: |CELL M
Energy Education
View Mailing Address
Kit Component New
ADDRESS UNKNOWN
ENTERPRISE, OR 57828 County WALLOWA
Client Characteristics
Gender: MALE Disability: NO
Ethnicity: NON-HISPANIC/NON-LATINO Veteran: YES
Education: UNKNOWN Language: ENGLISH
Homebound: NO Race: SINGLE
Oregon Tribe:
Edit Client || View Household
- Non-Cash Benefits
Y _[SNAP Y |Oregon Health Plan Y |[MEDICARE N_[wWIC
[N [VA Med Serv N |TANF Child Care N |TANF Trans N |Other TANF [
¥ _JPublic Rental Assist N _|Other Health Ins N_|Other Source N _[Temp Rental Assist |
~ Jobs
[ Agency Number Type Status Cost Completion Date |
Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)
Does this client have any income? [YES V|
| Save |
I Source/Emp Monthly Annual Verified Date Last 30 Days Exclude
STATE OF OREGON $8.33 $99.96 06-30-2015 N N
Total $8.33 $99.96
Data Classification: 3
Oregon Housing and Community Services @

Figure 3-19: Client View Edit income/employer
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2. To edit income or an employer, click the link for the type of income 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 3-20). The ‘Client
View’ screen will re-appear. Note: Fields marked with * are required for an income source
to be saved.

3. Ifanew 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 3-20).

Agency: OHCS
Client: MONTGOMERY SCOTT
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:33

OPUS

OreronSEed:

Weuatherization

= = Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Client g Version 3.1.7T
Search Income/Employer Edit
View E
gg\; Income (Fields marked with * are required.)
i
) Source: [STATE OF OREGON |
B dencs Type: [UNEMPLOYMENT v
New Amount: 250.00 ¥ Frequency | Monthly VI
Edit Verified How: | Check Pay Stub V|* verified By: [l |* Verified Date: [06-30-2015 | “l(mm-dd-yyyy)*
Household Comments
View
Mail/Ph Update
NCB Update 2000 characters left (spaces count)
Move 5
Client to HH Employer Information
HH to Residence l ‘ |
Merge HH Phone: Ext:
Address 1: | |
Energy Education Address 2: | |

View
Kit Component New

'

Oregon Housing and Community Services @

City, State Zip |

Data Classification: 3

Figure 3-20: Income & Employer Edit screen

20150625
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4. 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 3-21, deleting income).

OPUS Agency: OHCS User: TESTUSER }Q(/&%\
2N

Client: MONTGOMERY SCOTT Timeout: 19:54 \5;7 9

Weatherization Residence: ENTERPRISE, OR 97828 rerons s "j

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client = Version 3.1.7T
Search Income/Employer Edit
View N
gj\: Income (Fields marked with * are required.)
i
" Source: [STATE OF OREGON |
S icmen Type: [UNEMPLOYMENT v
New Amount: 250 * Frequency | Monthly V*
Edit Verified How: | Check Pay Stub V|* verified By: BH __|* Verified Date: [06-30-2015 | “l(mm-dd-yyyy)*
Household Comments
View
Mail/Ph Update
NCB Update 2000 characters left.L 1A\ N
Message from webpage @
Move
Client to HH Employer Inform
HH to Residence o |: u
Merge HH : @A Are you sure you want to delete the selected income?
Address 1: E - i i
Energy Education 5
View Address 2 |:
Kit Component New Y, e Zip l:
[ ok |} cance |
—

Data Classification: 3

Oregon Housing and Community Services ©@

Figure 3-21: Income & Employer delete
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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 Household to New Residence

Move Household to Existing Residence

Merge Household with another Household

ocoukrwhE

The following examples demonstrate move scenarios.

Move Client(s)/Household to Unknown

Jean-Luc Picard submitted his application for assistance. Searching the database using the
client’s SSN, Jean-Luc Picard was not in the database. A search for the client’s current address:
1701 Federation Way, Enterprise, OR 97828 was completed and found the address in the
database with a different client identified as Lisa and Steven Adams.

Setup:

1. On the ‘Client Search’ screen, enter James Kirk’s address and click the ‘Search’ button. The
‘Search Results’ indicates James Kirk, David Marcus and Carole Marcus affiliated with the
address. Click on James’s SSN to get to the ‘Household View’ screen (reference figure 3-
22).
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OPUS

Weatherizarion

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View

Kit Component New<

Agency: OHCS

Client v

Client Search

Program v

Search Parameters (at least one field required)

First Name I l

Last Name I I

Address [1701 FEDERATION WAY |

Hist ¥ Management v

User: TESTUSER
Timeout: 19:58

Help ¥

Reports v

city ENTERPRISE

zo[ ]

Oregons

Housing and Communi

Version 3.1.7T

unit| leAptB)

Show Residence Info. only O

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

Client's Name = Client Screen

Residence Address = Residence Screen

A maximum of 100 results will be returned.

Advanced Search

Show Residences With Jobs only O

Search Results

SSN # First Name Last Name sler;r Address Unit City
=== 226708 MES THOMAS KIRK 1963 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
CAROLE MARCUS 1962 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
I o0 MARCUS 1980 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
I | consro Mccoy 2000 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
I | c-n-Luc PICARD 1925 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
I | 10N TGOMERY SCOTT 1962 | 1701 FEDERATION WAY STE 10F | ENTERPRISE
1701 FEDERATION WAY STE 10F | ENTERPRISE

Oregon Housing and Community Services ©@

Data Classification: 3

Figure 3-22: Client Search by address

2. This HH needs to be moved from the existing address which is being occupied by James
Kirk. -To move the family from the residence, click on ‘Move Entire Household to
Unknown’ (reference figure 3-23).
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OPUS

Weatherization

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:45

Client ¥ Program v Hist v

Management v

Oreeont

Housing gnd Community Ser

Reports v Help v

Version 3.1.7T

Client =
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
= I indi i

Residence lembers Bold Red elements indicate poor data quality
View SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit JEAN-LUC PICARD S0 M MA Y Y NH s Y Y
Household MONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update CAROLE MARCUS s3| F | bk | n N NH s Y DK
NCB Update

MR JAMES THOMAS KIRK 52 M DK DK N H RF X: ZIs
Move
Client to HH DR DAVID MARCUS 35 M DK N N NH s Y Y
HH to Residence LEONARD MCCOY III 15| m | ok | n| R | RE| RF Y N
Merge HH

Energy Education
View
Kit Component New

To Remove a Client (one at a time):

To Remove Household: Click this button

Select client under the R column above, then Click this button

T Remore Gienie) o Housohots] e

g iov Enir Hossold o Unirown 3

- Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
~ Address |~ Income Summary -
Lx Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN [ DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828 [
M PO BOX 21 Household Summary
BANDON, OR 97411
I
p 1701 FEDERATION WaY STE 10F jictalincome %4;200:00
ENTERPRISE, OR 97828 % of Poverty 13%
o o
Phones % of OMI 5%
Total # of Persons 6
T | Number Client Name [
HH Type Extended Family [
C | (503) 986-6704 CAROLE MARCUS I |
Household Subsidized O
P (800) 555-0000 CAROLE MARCUS |

C | (503) 999-8422 JEAN-LUC PICARD

P | (800) 555-0000 JEAN-LUC PICARD

Make any changes? | Save Changes
HH Comments

H | (503) 555-1212 LEONARD MCCQY III

This is the hh coments section
which allows a total of 200(

characters

1929 characters left (spaces count)

P | (800) 555-0000 LEONARD MCCOY III

H | (800) 555-9422 MONTGOMERY SCOTT

C | (974) 000-1111 DR DAVID MARCUS

C | (800) 555-9422 DR DAVID MARCUS

P | (800) 555-0000 DR DAVID MARCUS

C | (503) 999-9999 MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-23: HH view. Move Entire Household to Unknown.

The HH view screen stands alone to show where the ‘Move’ buttons are located.

3. To remove individual client(s) from HH select the clients corresponding radio button
(reference figure 3-23). and click on ‘Remove Client(s) from Household’ button (reference

figure 3-23).
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4. 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 3-24).

OP l Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:45

Weatherization Residence: ENTERPRISE, OR 97828

Client ¥ Program v Hist v Managementv Reports v Help v

= Version 3.1.7T
Client =
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
= HH Members Bold Red elements indicate poor data quali
Residence P ety
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit (] | N | jEAN-LUC PICARD o | m | ma | v ]| v | s Y Y
Household ] | N | ONTGOMERY SCOTT s3| m | ok | v N NH s Y Y
View
Mail/Ph Update ] | N | c~RoLE MARCUS s3| F ok | n | n || s Y DK
NCB Update
H RF Y ZIS
O | —————— %]
Move -
Client to HH U s 5 Y X
HH o Reslderics O | — RF | RF | v N
Merge HH - ‘0) Are you sure you want to Move Entire Household to Unknown?
; New Client 4
Energy Education
View To Remove a hold
Kit Component New Select client u
[ OK Cancel I =
To Remove % &
- Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TEST1O0B 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address Income Summary
I Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828 =
M PO BOX 21 ~ Household Summary
BANDON, OR 97411
o | 1701 FEDERATION WaY STE 10F jictatincome $4,200:00}
ENTERPRISE, OR 97828 % of Poverty 13%
o o
P— % of OMI 5%
Total # of Persons 6
T | Number Client Name
HH Type Extended Family (i
(503) 986-6704 CAROLE MARCUS |
Household Subsidized O
P | (800) 555-0000 CAROLE MARCUS
c | (503) 999-8422 JEAN-LUC PICARD Make any changes? | Save Changes
P | (800) 555-0000 JEAN-LUC PICARD HH Comments
; This is the hh coments section
H | (503) 555-1212 LEONARD MCCQY III which allows a total of 2000
P | (800) 555-0000 LEONARD MCCOY III characters
H | (800) 555-9422 MONTGOMERY SCOTT
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
1929 characters left (spaces count)
C | (503) 999-99599 MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-24: HH View. Move HH to unknown. Address shows ‘unknown’.
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Move Client to Household

1. To move a new client to a household, use ‘Client Search New. Enter the required client
information and click on ‘Search’ button (reference figure 3-25A). Click on the SSN# link for
the corresponding client (reference figure 3-25A).

OPUS Agency: OHCS User: TESTUSER /{,ﬁtﬁi\
Timeout: 19:33 < < Q&
Weatherization 0}’6;60%E X

z % Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

Version 3.1.7T

Client :
Search Client Search New
View
gg\;’ New Client Information (Fields marked with * are required, wildcards will be removed)
i
r— First Name [MONTGOMERY e DOB [05-11-1962 | “f(mm-dd-yyyy)*
View
Now Last Name [scoTT *
e SSN/Sys# SMONTGO051167* Search )
Household
View OPUS will search the database to find this client before creating a new record.
Mail/Ph Update
NCB Update Possible Pre-Existing Client Matches
Move i
Client to HH SN = First Name | Last Name DOB
HH to Residence SMONTGO051162 MONTGOMERY Iscorr j05-11-1962
Merge HH
Energy Education Add New Member
View

Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-25A: Client Search New
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2. The ‘Client View’ Screen will appear. Click on the ‘Client to HH’ link on the left nav bar
under ‘Move’ (reference figure 3-25B).

OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: MONTGOMERY SCOTT

Client v

Client View

Select Another Client in HH [MONTGOMERY SCOTT V[ Go

Program v

Client Information

Name: MONTGOMERY SCOTT

Hist ¥ Management v

User: TESTUSER
Timeout: 19:54

Help ¥

Orewons

Housing and Community Services

Reports v
Version 3.1.7T

SSN/SYS ID# SMONTGO051162

DOB: 05-11-1562 Age: 53
SSN Verification: YES
Comments:
Phone: 800-555-3422 Type: HOME |[)e|e¢e|
Phone: | * Ext: | [Type: |CELL V|*

Mailing Address

PO BOX 21

BANDON, OR 97411
Client Characteristics

Gender:
Ethnicity:

Education:

MALE
REFUSED
UNKNOWN
Homebound: UNKNOWN
Oregon Tribe:

Edit Client || View Household

~ Non-Cash Benefits

County COO0S

Disability: REFUSED
Veteran: YES
Language: UNKNOWN

Race: REFUSED

IN [SNAP N |Oregon Health Plan N |[MEDICARE N WIC
IN JVA Med Serv N |TANF Child Care N [TANF Trans N |Other TANF
IN_|JPublic Rental Assist N |Other Health Ins N |Other Source N [Temp Rental Assist
- Jobs -
[ Agency Number Type Status Cost Completion Date

Income/Employer (Setting to None, None - Zero Income, Don't Know or Refused will delete all income)

Does this client have any income? |NONE

v|

[Save |

Type Source/Emp Monthly Annual

Verified Date | Last 30 Days Exclude

Total $0.00 $0.00

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-25B: Client View
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You should now be at the ‘Move Client’ Screen. Enter the Clients FROM information and the
TO household information and click the Search Button (reference figure 3-26A).

OP l Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 18:43

Weatherization 0}’&'0}{E\

Housing gnd Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Move Client

View

New To Move: y

Edit Enter into search fields for client(s) to move to a different household.

From the results below - Make selections under the M column, on left and right sides,
then click button at end of page, to "Move Client(s) to Household".

Residence
View MOTE: One or more clients can be moved,
gg“':’ 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 - -
View Please fill out at least 1 of these Client
Mail/Ph Update Search fields.
NCB Update ssn1 ssN
Move SSN2 first WJEAN-LUC |
Client to HH SSN3 Last PICARD

HH to Residence First MONTGOMERY
Merge HH i SCOTT
Energy Education

View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-26A: Move Client

3. Select the radio button corresponding to the client to be moved and then select the
corresponding radio button for the client household to be moved to. The click the ‘Move
Client(s) to Household’ button (reference figure 3-26B).

OP Agency: OHCS User: TESTUSER ~SE.
l I S o
Client: MONTGOMERY SCOTT Timeout: 18:19 1

Weatherization OVWKE\,

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Move Client

View

New To Mqve: . A

Edit Enter into search fields for client(s) to move to a different household.

From the results below - Make selections under the M column, on left and right sides,
then click button at end of page, to "Move Client(s) to Household".

Residence

View MNOTE: One or more clients can be moved,

E'g‘: 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

View ssn1 [ ssw [ |

Mail/Ph Update SSN2 First JEAN-LUC

NCB Update SSN3 Last PICARD

Move First MONTGOMERY

Client to HH Last scotr ]

HH to Residence

Merge HH Search
ISelect M column to move (select one or more) "Select M column to move (select only one more)

SN |First |Last
EANLU051125  PEAN-LUC lpicarD

Energy Education SN |First |Last
View MONTGO051162 |MONTGOMERY |scotT

Kit Component New
< Move Client(s) to Household
(Hous: ext)

Oregon Housing and Community Services ©

Data Classification: 3

Figure 3-26B: Move Client
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4. The database will require the user to confirm they want to move the selected client(s). Click
the ‘OK” button to complete the move (reference figure 3-26C.) The client(s) have been
moved to the new HH, the ‘Household View’ screen will appear reflecting the new household
configuration (reference figure 3-26D).

OP l S Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 16:55

Weatherization -

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client = Version 3.1.7T
Search Move Client
View
New To Move:
Edit Enter into search fields for client(s) to move to a different household.
From the results below - Make selections under the M column, on left and right sides,
S then click button at end of page, to "Move Client(s) to Household".
Residence
View MOTE: One or more clients can be moved,
Eg\: 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
i EE—
View SSN1 SSN
Mail/Ph Update SSN2 [ 1 First  [JEAN-LUC
NCB Update SSN3 1 [DicADD.
— First MONT? Message from webpage
Client to HH Last SCOT]
HH to Residence — Search
Merge HH Lo:I Are you sure you want to move the selected clients?

Select M column to

Energy Education [m[ssN
V!evv SMONTGO051162

Kit Component New

elect only one more)
fLast
|picarD

(Household View Screen will appear next)

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-26C: Client Move - Verification
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OP l Agency: OHCS User: TESTUSER
Client: MONTGOMERY SCOTT Timeout: 19:55

Weatherization Residence: ENTERPRISE, OR 97828

Oreson

)
Housing and Community Services

Client ¥ Program v Hist v Managementv Reports v Help v

Client s Version 3.1.7T
Search Household View
View
gs‘? Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
. HH Members Bold Red elements indicate poor data quali
Residence £ ey
"\/"GW R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit ) I | oc~N-LuC PICARD so | M [ ma | v | v | nH s Y Y
Household CT | N | M ONTGOMERY SCOTT 53 | ™ pk | vy | RF | RF | RF N N
View
Mail/Ph Update T | I | C/ROLE MARCUS s3| F | bk | N N NH s Y DK
NCB Update
v | N | R JAMES THOMAS KIRK s2| m | bk |pk| N H RF Y zis
b I
Client to HH O DR DAVID MARCUS 35 M DK N N NH s N Y
HH to Residence [ | N | £ ARD MCCOY 111 15| m | ok [ n|rR| R RF| ¥ N
Merge HH
3 New Client
Energy Education
View To Remove a Client (one at a time): | Remove Client(s) from Household ]
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown |
Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TEST JOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address Income Summary
T Address DR DAVID MARCUS I $1,200.00
M ADDRESS UNKNOWN
ENTERPRISE, OR 97828 Household Summary -
PO BOX 21
M BANDON, OR 97411 Total Income $1,200.00
p | 1701 FEDERATION waY STE 10F RE0 Poverty, 56
ENTERPRISE, OR 97828 % of OMI 1%
e Total # of Persons 6
HH Type Extended Family VI
Number Client Name
Household Subsidized |
c | (s03) 986-6704 CAROLE MARCUS
P | (800) 555-0000 CAROLE MARCUS Make any changes? | Save Changes
C | (503) 999-8422 JEAN-LUC PICARD HH Comments
- This is the hh coments section
P | (800) 555-0000 JEAN-LUC PICARD Chiih Adicus B LAtar GF 5060
H | (503) 555-1212 LEONARD MCCOY III characters,
P | (800) 555-0000 LEONARD MCCOY III
H | (800) 555-9422 MONTGOMERY SCOTT
c | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
1929 characters left (spaces count)
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-9999 MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-26D: Household View - Move Completed
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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 (reference figure 3-27) and Click on SSN link open up ‘Household View’ (reference
figure 3-27A). Click on ‘HH to Residence’ link in the ‘Left Nav Bar’. The ‘Move
Household to Residence’ screen will appear (reference figure 3-27B).

OPUS Agency: OHCS User: TESTUSER
Timeout: 19:54 <
Weatherizarion Log Out 7/&’0%
= = Housing w Commu!
Client ¥ Program v Hist ¥ Management v Reports ¥ Help v
Client < Version 3.1.5T
Search Client Search
View
gs‘";’ Search Parameters (at least one field required)
i
G ssn/sysio [ | Address | ] Unit (e Apt B)
Reeonon First Name [JEAN-LUC S ——
New Last Name |PICARD Zip
Edit Show Residence Info. only O Show Residences With Jobs only O
Household Cos
View w‘hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education - : " Birth
View SSN # First Name Last Name Vanr Address Unit City
Kit Component New,
( SIEANLUO0S51125 | JPAN-LUC PICARD 1925

e —

Data Classification: 3
Oregon Housing and Community Services ©

Figure3-27: Move existing client search

OPUS

Weatherization

Agency: OHCS
Client: JEAN-LUC PICARD
)

User: TESTUSER
Timeout: 19:09

Y

Kit Component New

Select client under the R column above, then Click this button

To Remove Household: Click this button

[MweEnﬁresteholdwUnhmnl

= S l(.-:)>1:x;w(ummuml\ Se
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client - Version 3.1.7T
Search Household View
View
Ngw Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
. HH Members Bold Red elements indicate poor data quality
xie“’ R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit 1 | I =An-LUC PICARD o | M| ma |y | v |nw] s Y Y
Household 7 | N | 1ONTGOMERY SCOTT 53 M DK Y N NH s % %
View
Mail/Ph Update ] | N | c~RoLE MARCUS s3| Flok | n| v |ww] s Y DK
NCB Update
7| N | MR JAMES THOMAS KIRK s2| m | ok ok | N H RF | v z1s
; |
AT — L] DR DAVID MARCUS 35 M DK N N NH s Y ¥
HH to Residence [ | N | _EonARD MCCOY 111 5| m | ok | n|rR| R RE| ¥ N
Merge HH
; New Client
Energy Education
View To Remove a Client (one at a time): [ Remove Client(s) from Household l

 Jobs
Agency I Number Type | Status I Cost | Completion Date
Address Income Summary
i Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828

Figure 3-27A: Move existing client to existing residence
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OP l Agency: OHCS User: TESTUSER P
b 2N APy
Client: JEAN-LUC PICARD Timeout: 19:24 ("_'7“ ﬁ]
Weatherizarion &

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Client

Search Move Household to Residence

View

New To Move Household

Edit Enter in search fields for an existing household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,

= to "Move Household to Residence”.
Residence
x'ew MOTE: Only ONE household can be move to ONE residence.
ew

Edit
FROM Household TO Residence

Household ssN [ Je.0. 000-00-0000 address |01 FEDERATION WAYI#| ]

View

Mail/Ph Update First JEAN-LUC e.g. John City ENTERPRISE

NCB Update Last [PICARD] ________ xJe-- Smith zip 97828

Client to HH

HH to Residence

Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-27B: Move Household to Residence

Enter the ‘Client(s) FROM’ - SSN and/or name and enter ‘TO Residence’ information, click
‘Search’ (reference figure 3-27B).

2. The client(s) to be moved ‘FROM Household’ and the ‘TO Residence’ information will
appear. Check the appropriate box(es) to complete the move. Click on ‘Move Client(s) to
Household’ button (reference figure 3-28). Windows Internet Explorer comment will appear

asking for a confirmation of the move ‘Are you sure you want to move the selected
household?
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OPUS

View
Kit Component New

Agency: OHCS
Client: JEAN-LUC PICARD

Weatherizarion

Client ¥ Program v

Hist ¥ Management v

User: TESTUSER
Timeout: 19:25

[ogou

Reports ¥ Help v

o Ty
Housing an Lummuum Services

Client 5 Version 3.1.7T
Search Move Household to Residence
View
New To Move Household
Edit Enter in search fields for an existing household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
. to "Move Household to Residence”.

Residence
\I\Glew NOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence
Household SSN [ Je.q. 000-00-0000 Address [1701 FEDERATION W/#|
View
Mail/Ph Update First  [JEAN-LUC e.q. John City [ENTERPRISE |
NCB Update Last  [PICARD e.g. Smith zip 97828
Move Search
Client to HH [Select ONLY one HH, under the M column. |[Select ONLY one Residence, under the M column.
::lrtoe Tﬁjldence alssn |First |Last | @y |Address
g ol pean-Luc  fpicarp  [K®@N1701 FEDERATION WAY STE 10F

Energy Education | [ENTERPRISE, OR 97828

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-28: Move Household to Residence

3. Click ‘OK’ if the client(s) are correct to complete the move (reference figure 3-28A).

o)

7~ o

Message from webpage

) Are you sure you want to move the selected household?

| o

J |

Figure 3-28A: Confirmation to move to HH to Residence

Cancel ]

4. The ‘Household View” screen will appear with the client moved (reference figure 3-28B).

20150625
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Weatherization

OP ’ Agency: OHCS User: TESTUSER ~
Client: JEAN-LUC PICARD Timeout: 19:09 0}"6 0 é‘
[ogou] U/TEIDNES

. X~ R
Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Household View
View
23‘;‘/ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
= HH Me Bold Red elements indicate poor data quali

Residence B qupaty
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit ]| A | JEAN-LUC PICARD 50 | M MA | v N, NH s Y Y
Household ]| M | ONTGOMERY SCOTT ss| m | ok | v | n | nH s Y Y
View
Mail/Ph Update C1 | N | CAROLE MARCUS s3s| Flok | n| n | ne| s Y DK
NCB Update

1| M | R JAMES THOMAS KIRK s2| m | bk |pk| N H RF Y z1s
o ]
Client to HH ‘:‘ DR DAVID MARCUS 35 M DK N N NH s Y Y
HH to Residence 7 | NS | LEONARD MCCOY I is| M| ok | n | re| rE| rF Y N
Merge HH

" New Client

Energy Education
View To Remove a Client {(one at a time): | Remove Client(s) from Household |
Kit Component New Select client under the R column above, then Click this button

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

[ Jobs
Agency Number I Type | Status I Cost I Completion Date
- Address Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
P 1701 FEDERATION WAY STE 10F Household Summary
ENTERPRISE, OR 97828
Total Income $4,200.00

Phones % of Poverty 13%

T | Number Client Name % of OMI 5%

C | (503) 986-6704 CAROLE MARCUS Total # of Persons 6

P | (800) 555-0000 CAROLE MARCUS HH Type [Extended Family N

¢ | (503) 999-8422 JEAN-LUC PICARD Household Subsidized 0

P (800) 555-0000 JEAN-LUC PICARD

Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCOY III
3 HH Comments
P (800) 555-0000 LEONARD MCCOY III This is the hh coments section
H | (800) 555-9422 MONTGOMERY SCOTT which allows a total of 2000
characters/

C | (574) 000-1111 DR DAVID MARCUS

C | (800) 555-9422 DR DAVID MARCUS

P | (800) 555-0000 DR DAVID MARCUS

C | (503) 999-95999 MR JAMES THOMAS KIRK

C | (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters Ieft (spaces count)

H | (503) 999-8422 MR JAMES THOMAS KIRK

P (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-28B: Household view, clients merged.
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Move Household to New Residence

Create New Residence

Searching to ensure that the residence does not already exist in OPUS is critical
to this process. Duplicate residences can cause errors in reporting and
calculations.

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 Spc #.

3. Type acity and zip code to narrow the results to this region of the state.

4. Select ‘Search’ Button. (reference Figure 3-29A).

OP l Agency: OHCS User: TESTUSER L
TN RN,
Timeout: 19:54 0 :;
Weatherization reLon s
. . !{4«u.slz\;;wtommuuzl\ Services
Client ¥ Program v Hist ¥ Managementv Reports ¥ Help v
Client . Version 3.1.7T
Search Client Search
View
Ngw Search Parameters (at least one field required)
i ssn/sysio [ Address [%STARBASE ] unit| ieapts)
Resdence FirstName | | city [ENTERPRISE ]
New L 2ip [97828
Edit Show Residence Info. only O Show Residences With Jobs only O
:-/Iizusehold When you Click in Search Results: ( Search
Mail/Ph Update Client's SSN = Household Screen —r o orch
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education No Results Found
View
Kit Component New SSN # First Name Last Name sIeraH: Address Unit City
Data Classification: 3
Oregon Housing and Community Services @

Figure 3-29A: Residence Search

5. If the search results displays a match. STOP YOU CAN NOT USE THIS PROCESS.
Goto to beginning of Moves Section to determine correct type of move process to utilize.

6. If the residence is not in the result list, you’ll see ‘No Results Found’. A new household and
new residence can be created. Click the ‘New’ link under ‘Residence’ on the ‘Left Nav Bar’
(reference Figure 3-29A).
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Energy Education
View
Kit Component New

Oregon Housing and Community Services ©

O‘P ] S Agency: OHCS User: TESTUSER
Timeout: 18:47 I
Weatherization 76:@%(1.,
Housing and Community
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client x Version 3.1.7T
Search Residence New
View
New Physical Address
Edit
s PO Box is not a valid residence address.
Residence B i . . )
View HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,
New Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; 3 miles past mile post marker 35 on Hwy 166.
Edit No. Direction Street Name Type Direction Unit #
333 V||[STARBASE * [CT M VI[SLIP Vv
i |_ [ . fleT v visup Vs
View City St. Zip Code +4 County
Mail/Ph Update [ENTERPRISE-97828 VI* OR [97828-ENTERPRISE ]+ [ ] waLLowA
NCB Update
Residence Info
Mpve Residence Type MFD/Mabile WV |* Residence Status IRent (Heat not) Vt"
Client to HH .
HH to Residence Primary Energy Source |ELECTRIC WV [*
Merge HH

Data Classification: 2

Figure 3-29B: ‘Residence New’ Screen

7. Enter the residence information. Item marked by * are required entries. Select ‘Save’ to add
the new residence to OPUS.

8. From the Household View Screen click the ‘HHto Residence’ link under ‘Move’ on the ‘Left
Nav Bar’ (reference‘Figure 3-29C).

Agency: OHCS
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:54

OPUS

Weatherization

Orewont§

Housing an Communil_f’h

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Client - - Version 3.1.7T
Search Residence View
View
New Physical Address
Edit 333 STARBASE CT SLIP S

ENTERPRISE, OR 97828
Residence
View Residence Info
ggi? Status: Subsidized Rent(Heat not) Type: MFD/Mobile

Primary Energy Source: ELECTRIC County: WALLOWA
Household
View Edit Residence
Mail/Ph Update
NCB Update Jobs
Move Agency Number Type Status Cost Completion Date
Client to HH
HH to Residence
Merge HH

Energy Education
View
Kit Component New
Data Classification: 2
Oregon Housing and Community Services @

Figure 3-29B-1: ‘Residence View’ Screen

20150625
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OP l Agency: OHCS User: TESTUSER
Client: CAROLE MARCUS Timeout: 19:46

Weatherization Residence: ENTERPRISE, OR 97828

Orewnt

Housing gnd Communi
o

Client ¥ Program v Hist ¥ Managementvy Reports v Help v

Client - Version 3.1.7T
Search Household View
View
gs‘/t‘/ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
. HH Members Bold Red elements indicate poor data quality
e
\'{‘iew R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit | n | JEAN-LUC PICARD 90 M MA Y Y NH s Y Y
Household ]| nES | ONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update (]| NN | CAROLE MARCUS 53 | F DK | N N NH s Y DK
NCB Update
[]] N | MR JAMES THOMAS KIRK s2 | m | ok |pk| N H RF Y z1s
Moe ]| M | DR DAVID MARCUS 35 M DK N N NH L3 Y Y
]| NS | LEONARD MCCOY III 15| M DK | N RF RF RF Y N
) New Client
Energy Education
View To Remove a Client (one at a time): I Remove Client(s) from Household |
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button [ Move Entire Household to Unknown |
Jobs 1
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
P 1701 FEDERATION WAY STE 10F |~ Household Summary
ENTERPRISE, OR 97828
Total Income $4,200.00
- Phones % of Poverty 13%
Number Client Name % of OMI 5%
C | (503) 986-6704 CAROLE MARCUS Total # of Persons 6
P | (800) 555-0000 CAROLE MARCUS HH Type Extended Family v
C | (503) 999-8422 JEAN-LUC PICARD Household Subsidized O
P | (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H (503) 555-1212 LEONARD MCCOQY III
HH Comments
P (800) 555-0000 LEONARD MCCOY III This is the hh coments section
H | (800) 555-9422 MONTGOMERY SCOTT which allows a total of 2000
characters
C (574) 000-1111 DR DAVID MARCUS
5 (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-995% MR JAMES THOMAS KIRK
c | (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters Ieft (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-29C: Household View’ screen

Enter the ‘Client(s) FROM’ - SSN and/or name and enter ‘TO Residence’ information, click
‘Search’ (reference Figure 3-29D).
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9. The HH to be moved ‘FROM Household’ and the ‘TO Residence’ information will appear.
Check the appropriate box(es) to complete the move. Click on ‘Move Household to
Household’ button (reference Figure 3-29D). Windows Internet Explorer comment will
appear asking for a confirmation of the move ‘Are you sure you want to move the selected
household? (reference Figure 3-29E).

OPUS Agency: OHCS User: TESTUSER

Client: CAROLE MARCUS Timeout: 19:56 3
Weatherization Residence: ENTERPRISE, OR 97828 0}’6 0}(‘%\
Huuxlm., an Lummuum Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Client B

Search Move Household to Residence

View

New < : G s 3

Edit Enter in search fleld_s for an existing househpld to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,

To Move Household

to "Move Household to Residence”.

Residence
x'ew MOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence

Household SN [ le.q. 000-00-0000 Address |%STARBASE ]
View
Mail/Ph Update First  [CAROLE e.g. John City [ENTERPRISE |
NCB Update Last [MARCUS e.q. Smith Zip 97828
Move Search
Client to HH [Select ONLY one HH, under the M column. Select ONLY one Residence, under the M column.

:';rtoe Tﬁf‘de"ce wlssn [First Teast 2 Thddress
9 ffef)caroLEns1162 lcarote  [marcus  |[§e 333 sTARBASE CT sLIP 5
Energy Education ENTERPRISE, OR 97828

View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-29D: “Move Household to Residence’ screen

OP S Agency: OHCS User: TESTUSER /giﬁ‘
| | P
Client: CAROLE MARCUS Timeout: 19 56 t
Weatherization Residence: ENTERPRISE, OR 97828 & f 0% ,./7
S

= = I(uusm;, n Lummumlum\u
Client ¥ Program v Hist ¥ Management~v Reports v Help v

Version 3.1.7T

Client s
Seerch Move Household to Residence
\|\/3I:\Y,v To Move Household

Edit Enter in search fields for an<xisting household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
to "Move Household to Residence”.

Residence
x'ew MOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence
Household SN [ Je.a. 000-00-0000 Address |%STARBASE [
View
Mail/Ph Update First  [CAROLE e.g. John City [ENTERPRISE |
NCB Update Last MARCUS/ [03090 ]
Message from webpage &

Move 2 2= Search
Client to HH Select ONLY one Hi f column.

HH to Residence MISSN P
Merge HH m (9» Are you sure you want to move the selected household?

Energy Education
View
Kit Component New

=

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-29E: Confirmation to move to HH to Residence
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10. The ‘Household View’ screen will appear with the household moved to the new residence
(reference Figure 3-29F).

OP ' Agency: OHCS User: TESTUSER BE
Client: CAROLE MARCUS Timeout: 19:38 RE
Weatherizarion Residence: ENTERPRISE, OR 97828 14 6:(’0%

§ 3 \
Housing and Commu

Client ¥ Program v Hist v Managementv Reports v Help v

: Version 3.1.7T
Client =
Search Household View
View
Eg‘c’ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
3 HH Members Bold Red elements indicate poor data quali
Residence E quality
\r\’l'e“' R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit 7| N | JE2N-LUC PICARD 90 M MA Y ¥ NH s Y Y
Household ]| N | ONTGOMERY SCOTT 53| M DK Y N NH s Y Y
View
Mail/Ph Update ]| N | CAROLE MARCUS 53 F DK N N NH s Y DK
NCB Update
]| N | MR JAMES THOMAS KIRK 52 M DK | DK N H RF Y zIs
Move
i I
Client to HH | DR DAVID MARCUS 35 M DK N N NH s Y Y
HH to Residence | N | LEONARD MCCOY III 15| m | ok | n| RE| RFE | RF Y N
Merge HH
) New Client
Energy Education
View To Remove a Client (one at a time): ‘ Remove Client(s) from Household l
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button [ Move Entire Household to Unlmcmnl
~ Jobs -
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTIOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address ~ Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828 = =]
3 333 STARBASE CT SLIP 9 Household Summary
ENTERPRISE, OR 97828
Total Income $4,200.00
Phones % of Poverty 13%
Number Client Name % of OMI 5%
(503) 986-6704 CAROLE MARCUS Total # of Persons 6
p | (800) 555-0000 CAROLE MARCUS HH Type Extended Family v |F
¢ | (503) 999-8422 JEAN-LUC PICARD Household Subsidized O
P | (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCQY III
; HH Comments
P (800) 555-0000 LEONARD MCCQY III This is the hh coments section
H | (800) 555-9422 MONTGOMERY SCOTT [ehich:allows: a:total:0f: 2600
characters/
C | (974) 000-1111 DR DAVID MARCUS
C (800) 555-9422 DR DAVID MARCUS
P (800) 555-0000 DR DAVID MARCUS
C | (503) 999-999% MR JAMES THOMAS KIRK
¢ | (800) 555-9422 MR JAMES THOMAS KIRK 1925 characters left (spaces count)
H (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©
Figure 3-29F: ‘Household View’ screen after move to New Residence.
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Move Household to Existing Residence

1. From the Household View Screen click the ‘HH to Residence’ link under ‘Move’ on the ‘Left
Nav Bar’ (referene figure 3-30A).

Agency: OHCS
Client: CAROLE MARCUS
Residence: ENTERPRISE, OR 97828

(0)3ON"

Weatherization

Client ¥ Program v

Hist ¥ Management v

User: TESTUSER
Timeout: 19:46

Housing and Communi
Reports v

Help v

Version 3.1.7T

Kit Component New Select client under the R column above, then Click this button

To Remove Household: Click this button

Client =
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
= HH Members Bold Red elements indicate poor data quali

Residence R ool E ata/quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit ]| M | EAN-LUC PICARD %0 M MA Y Y NH s Y Y
Household []| NS | MONTGOMERY SCOTT 53 [ M bk | v N NH s Y Y
View
Mail/Ph Update (]| SN | CAROLE MARCUS s3 | F DK | N N NH s Y DK
NCB Update

[T N | MR JAMES THOMAS KIRK 52 | M DK | DK | N H RF Y z1s
Move ]| nESS | DR DAVID MARCUS 35 | M DK | n N NH s Y )

]| N | LEONARD MCCOY III 15| ™ DK N RF RF RF Y N

. New Client

Energy Education
View To Remove a Client (one at a time): l Remove Client(s) from Household ‘

[ Move Entire Household to Unknown |

Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
- Address ~ Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
P 1701 FEDERATION WAY STE 10F Household Summary
ENTERPRISE, OR 97828
| | Total Income $4,200.00
- Phones % of Poverty 13%
T | Number Client Name % of OMI 5%
(503) 986-6704 CAROLE MARCUS Total # of Persons 6
P | (800) 555-0000 CAROLE MARCUS HH Type Extended Family WV
¢ | (503) 999-8422 JEAN-LUC PICARD Household Subsidized &
P | (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCOY III
HH Comments
P | (800) 555-0000 LEONARD MCCOY III Fhis is the DL Conents seciion
H | (800) 555-9422 MONTGOMERY SCOTT which allows a total of 2000
characters
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-9999 MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services @

Figure 3-30A: Household View’ screen

112 |

WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients

20150625



2. Enter the ‘Client(s) FROM’ - SSN and/or name and enter ‘TO Residence’ information, click
‘Search’ (reference figure 3-30B).

3. The HH to be moved ‘FROM Household’ and the ‘TO Residence’ information will appear.
Check the appropriate box(es) to complete the move. Click on ‘Move Household to Household’
button (reference figure 3-30B). Windows Internet Explorer comment will appear asking for a

confirmation of the move ‘Are you sure you want to move the selected household? (reference
figure 3-30C).

OP I Agency: OHCS User: TESTUSER GF
7 R
Client: CAROLE MARCUS Timeout: 19:56 E
Weatherization i : )(’ yl
¢ . Residence: ENTERPRISE, OR 97828 re \0}{

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client Version 3.1.7T

Search Move Household to Residence

View

New To Move Household

Edit Enter in search fields for an existing household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
to "Move Household to Residence”.

Residence
x'ew MOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence

Household SSN [ Je.g. 000-00-0000 Address |%STARBASE J#]
View
Mail/Ph Update First CAROLE e.g. John City ENTERPRISE
NCB Update Last [MARCUS e.q. Smith Zip 97828
Move Search
Client to HH ISelect ONLY one HH, under the M column. |[Select ONLY one Residence, under the M column.
HH to Residence Son

Merge HH |First |Last |[ a8 |address
9 (Bcaroteositez |carote  Jmarcus  |[Re 333 sTareasE T sLIP o

Energy Education [ENTERPRISE, OR 97828
View
Kit Component New

Data Classification: 3
Oregon Housing and Community Services ©@

Figure 3-30B: ‘Move Household to Residence’ screen

OP S Agency: OHCS User: TESTUSER
U Client: CAROLE MARCUS Timeout: 19:56
Weatherization i . ENTI I
L 4 Residence: ENTERPRISE, OR 97828 re ‘0}{

\ \
Housing and Commun

Client ¥ Program v Hist ¥ Management~v Reports v Help v

S 1 Version 3.1.7T
Search Move Household to Residence
x'ee\:v To Move Household

Edit Enter in search fields for an<xisting household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
to "Move Household to Residence”.

Residence
x'ew MOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence
Household SN [ Je.. 000-00-0000 Address |%STARBASE J#f
View
Mail/Ph Update First  |[CAROLE e.g. John City [ENTERPRISE |
NCB Update Last MARCUS? - 07020
|— Message from webpage @

Move Search
Client to HH Select ONLY one Hi H column.

zgrtoe F:'e:idence MISSn
9 (®|SCAROLEDS116;

Energy Education
View
Kit Component New

::\ Are you sure you want to move the selected household?

oK Cancel

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-30C: Confirmation to move to HH to Residence
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10. The ‘Household View’ screen will appear with the household moved to the new residence

(reference figure 3-30D).
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OP l S Agency: OHCS User: TESTUSER :
Client: CAROLE MARCUS Timeout: 19:38 5-‘
Weatherization Residence: ENTERPRISE, OR 97828 14 @(’0%‘?

Housing and Communi

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client = Version 3.1.7T
Search Household View
View
N§W Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
3 HH Members Bold Red elements indicate poor data quali
Residence E quatity
View R SSN/SYSID Name Age | Gen | Educ | vet | Disb | Ethn | Race | NCB | Income
New
Edit 1] N | JEAN-LUC PICARD 30 M MA Y Y NH s Y g
Household ]| m | ONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update ]| N | c~ROLE MARCUS 53 F DK N N NH s Y DK
NCB Update
& ]| N | R JAMES THOMAS KIRK 52 M DK | Dk N H RF Y zis
Move
: I
Client to HH D DR DAVID MARCUS 35 M DK N N NH S Y Y
HH to Residence | S | LEONARD MCCOY I 15| m | ok | n | rR| R | RE| ¥ N
Merge HH
) New Client
Energy Education
View To Remove a Client (one at a time): | Remove Client(s) from Household |
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown l
Jobs
Agency Number Type Status Cost Completion Date
CCN TEST 1J0B 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TEST10B 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address 7 Income Summary
7 7 Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
P 333 STARBASE CT SLIP 9 — Household Summary
ENTERPRISE, OR 97828
Total Income $4,200.00
Phones % of Poverty 13%
Number Client Name % of OMI 5%
C | (503) 986-6704 CAROLE MARCUS Total # of Persons 6
P | (800) 555-0000 CAROLE MARCUS HH Type \Extended Family V[*
C | (503) 999-8422 JEAN-LUC PICARD Household Subsidized ,:]
P (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCQY III
HH C ts
P (800) 555-0000 LEONARD MCCOQY III This is the hh coments Section
H | (800) 555-9422 MONTGOMERY SCOTT [Phichuallows;avtoral;of::2000
characters/
C | (s74) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-959% MR JAMES THOMAS KIRK
c | (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-30D: ‘Household View’ screen after move to New 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 3-31).

OP ’ Agency: OHCS User: TESTUSER
Client: CAROLE MARCUS Timeout: 19:38

Weatherizarion Residence: ENTERPRISE, OR 07828

Orewont

Housing and Communi

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Household View
View
gg\;:‘/ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
2 HH ==——"—— Bold Red elements indicate poor data quali
Residence ] e B AUty
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit T | N | JEAN-LUC PICARD 90 M MA Y Y NH s Y Y
Household ]| S | MONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update ]| N | c~ROLE MARCUS 53 F DK N N NH s ¥ DK
NCB Update
CJ | N | R JAMES THOMAS KIRK 52 M DK | DK N H RF Y zis
Move
; I
Client to HH O DR DAVID MARCUS 35 M DK N N NH s Y Y
CJ | N | LEONARD MCCOY III 15 M DK N RF RF RF Y N
3 New Client
Energy Education
View To Remove a Client (one at a time): | Remove Client(s) from Household ’
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown ‘
Jobs -
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TEST JOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address ~ Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
3 333 STARBASE CT SLIP & Household Summary
ENTERPRISE, OR 97828
Total Income $4,200.00
Phones % of Poverty 13%
T | Number Client Name % of OMI 5%
(503) 986-6704 CAROLE MARCUS Total # of Persons 6
P | (800) 555-0000 CAROLE MARCUS HH Type Extended Family el 1
C | (503) 999-8422 JEAN-LUC PICARD Household Subsidized O
P | (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCOY III
HH Comments
P | (800) 555-0000 LEONARD MCCOY III hAs 4% Ehe DI COments Setiitn
H | (800) 555-9422 MONTGOMERY SCOTT which-allows a total of 2000
characters/
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-999% MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK 1925 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oreaon Housing and Community Services ©

Figure 3-31: HH View after merge.
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2. #1, fill in the ‘Move FROM’ ‘Merge TO’ then: #2, click “Search’. Check the appropriate
circle(s) to be updated, #3, click ‘Merge Houscholds’. “Windows Internet Explorer” will
request confirmation ‘Are you sure you want to Update Household information? #4, click
‘OK’. The clients in the from HH will be updated at the same time.

OP Agency: OHCS User: TESTUSER PN
l |S L
Client: LEONARD MCCOY III Timeout: 19:12 < )

Weatherization m 0}’&0}{ _
g = Housing gnd Community Services
Client ¥ Program v Hist ¥ Managementv Reports ¥ Help v
Client Version 3.1.7T
Search Merge Households
View
New To Merge:
Edit Enter into fields to search Households to merge.

From search Results

'
then clic] end of page, "Move Client(s) to Household".

Residence
View

New

Edit

nter HH to Move FROM Enter HH to Merge TO
SSN SSN

o JAMES First JEAN-LUC

Household Lask KIRK Last IPICARD
View
Mail/Ph Update
NCB Update
Move FROM (select only one) TO (select only one)
Sr‘«e:t o m[ssn First Last [M[ssn JFirst JLast ]
g nearence O bAMES KIRK [®fsieantuosiizs — pEan-tuc Jpicarp |
Merge HH 1
DAMES KIRK
Energy Education ) PAMES KIRK Message from webpage &
View 9 DAMES KIRK
Kit Component New | fof; 53456703 pAMES KIRK

" 16\ Are you sure you want to merge the selected households?

(Househo!d™® ®PDear

Oregon Housing and Community Services © 0K ! Cancel

Figure 3-31A: HH View processing merge.
3. The Household View screen appears. The merge is completed (reference figure 3-31B).

You will now notice that you have different addresses listed and these addresses have type codes
(reference figure 3-31B). These codes are as follows:

M — Mailing Address: You may see multiples of this, if members within the household
have different mailing address. Mailing Address and Physical address may differ.

P — Physical Address:* This is the actual location/residential addresses were the
household lives (this should not be a P.O. Box). Only one of these code types
should be shown. NOTE: If the code “P” is not present and code “B” is also not
present, then the HH is not associated with a physical address.

B — Both: This means that the Mailing Address and the Physical Address for at least one
member of the household is the same. Only one of these code types should be
shown.

117 | WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients 20150625



OPUS

Weatherizarion

Client

Program

Agency: OHCS
Client: LEONARD MCCOY III
Residence: ENTERPRISE, OR 97828

Hist

Management

User: TESTUSER
Timeout: 19:57

Help

Reports

Client - Version 3.1.7T
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
. HH Members Bold Red elements indicate poor data quali
Residence ] i uality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit D SJEANLU051125 JEAN-LUC PICARD S0 M MA Y Y NH S Y Y
Household [J| sMONTGO051162 | MONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update [J| scaroLeos1162 | CAROLE MARCUS s3| F | ok | N N NH s X DK
NCB Update
B O 123-45-6798 MR JAMES THOMAS KIRK 52 M DK DK N H RF ¥ ZIS
Move
AV
Client to HH D SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S ¥ Y
HH to Residence [J| sLeonaro10100 |LEONARD MCCOY I 15| m | ok | n | RE| RFE | RF Y N
Merge HH
. New Client
Energy Education
View To Remove a Client (one at a time): I Remove Client(s) from Household |

Kit Component New Select client under the R column above, then Click this button

To Remove Household: Click this button I Move Entire Household to Unknown l

- Jobs -
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTIOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
ddress Income Summary
T Address MONTGOMERY SCOTT $3,000.00
M ADDRESS UNKNOWN DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
p 333 STARBASE CT SLIP 9 ~ Household Summary -
ENTERPRISE, OR 97828
b | | Total Income $4,200.00
Phones % of Poverty 13%
T | Number Client Name % of OMI 5%
C | (503) 986-6704 CAROLE MARCUS Total # of Persons 6
P | (s00) ss5-0000 CAROLE MARCUS HH Type [Extended Family M
C | (503) 999-8422 JEAN-LUC PICARD Household Subsidized O
P | (800) 555-0000 JEAN-LUC PICARD
Make any changes? | Save Changes
H | (503) 555-1212 LEONARD MCCOY III
- D HH Comments
P | (800) 555-0000 LEONARD MCCOY 111 hitS 15 The Bh CORehEE SEStion
H | (800) 555-9422 MONTGOMERY SCOTT mhich allows a:total. of 2000
characters
C | (974) 000-1111 DR DAVID MARCUS
C (800) 555-9422 DR DAVID MARCUS
P (800) 555-0000 DR DAVID MARCUS
C (503) 999-9999 MR JAMES THOMAS KIRK
C (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters left (spaces count)
H (503) 999-8422 MR JAMES THOMAS KIRK
P (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 3-31B: HH merge completed.

20150625
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4. Update mailing address for Household (reference figure 3-32).

In ‘Household View’, in the Left Nav Bar, #1, click ‘Mail/Ph Update’ link. Selected the
appropriate mailing address from the dropdown #2, then #3, click ‘Update Mailing Changes’.
“Windows Internet Explorer” will request confirmation ‘Are you sure you want to Update
Household information? Click #4, ‘OK’. The clients in the HH will be updated at the same time
with the same address (reference figure 3-32).

OP l Agency: OHCS User: TESTUSER
Client: LEONARD MCCOY III Timeout: 16:50

Weatherization Residence: ENTERPRISE, OR 97828 0 reLons

X
Housing and Community Services

Client ¥ Program v Hist v Managementv Reports v Help v

Client i Version 3.1.7T
Search Household Mail and Phone Update
View
g:‘g’ Updat = ress for Househol ress from menu, OR enter a new one below) *

i
Residence "
View {A\Bgsggg ldm&xngvm : Eg$ggsg:gg 8; g;ggg hysica : ication where they sleep under street name: e.g.,
b ADDRESS UNKNOWN - ENTERPRISE OR. 97828 pastmilgpostmarker:S5ion Hwy 166:

! ADDRESS UNKNOWN - ENTERPRISE OR, 97828 pe Direction Unit #
— RES - 333 STARBASE CT SLIP 9 - ENTERPRISE OR, 97628 M| v v

— oy ST lz_lp Code +4 County

& #1 Mail/ph Update oy || Selcl e — SLOR . v
‘ L Message from webpage [ = |

Move
Client to HH
HH to Residence @Y Are you sure you want to update Mailing address for the entire
Merge HH |

& Household?

Energy Education
View
Kit Component New

Figure 3-32: Update Household Mailing
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OPUS Agency: OHCS User: TESTUSER :
Client: LEONARD MCCOY III Timeout: 4:22 /
Weatherization i : ENTERPRISE, OR 97828 )(' |
Residence: ; 7”6\/7%

/

5 = Housing ang Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client - Version 3.1.7T
Search Household View
View
N§W Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
. HH Members Bold Red elements indicate poor data quali
Residence B quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit C | N | oc~n-LUC PICARD o | m | ma | v | v | nn s Y Y
Household 7 | I | 1oNTGOMERY SCOTT ss| m | ok |y ]| n | nH s Y Y
View
Mail/Ph Update O | I | C/ROLE MARCUS s3| F|lok | n| n | nn| s Y DK
NCB Update
1 | N | 1R 12MES THOMAS KIRK s2| m | ok |pok| N H RF | v z1s
ow ]
Client to HH D DR DAVID MARCUS 35 M DK N N NH S Y Y
HH to Residence 1 | M | L=0nARD MCCOY I 15 | M DK N RF RF RF Y N
Merge HH
) New Client
Energy Education
View To Remove a Client (one at a time): I Remove Client(s) from Household l
Kit Component New Select client under the R column above, then Click this button
To Remove Household: Click this button I Move Entire Household to Unknown |
Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address Income Summary
T Address MONTGOMERY SCOTT $3,000.00
B 333 STARBASE CT SLIP S DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828 |
- hold
¥ Y
Phones
Total Income $4,200.00
Number Client Name
% of Poverty 13%
C | (503) 986-6704 CAROLE MARCUS
% of OMI 5%
P (800) 555-0000 CAROLE MARCUS
Total # of Persons 6
C | (503) 999-8422 JEAN-LUC PICARD
HH Type [Extended Family V]
P (800) 555-0000 JEAN-LUC PICARD
H | (503) 555-1212 LEONARD MCCOY III SR U
P | (800) 555-0000 LEONARD MCCOY III Make any changes? | Save Changes
H | (800) 555-9422 MONTGOMERY SCOTT HH Comments
¢ | (s74) 000-1111 DR DAVID MARCUS phis 25 the Nh.coments Scction
Wwhich allows a total of 2000
c | (s00) 555-9422 DR DAVID MARCUS characters/
P (800) 555-0000 DR DAVID MARCUS
C | (503) 999-999% MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
1925 characters left (spaces count)
P | (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oreagon Housina and Community Services ©

Figure 3-33: Household View Screen — Updated Address
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NOTE: There is a known issue concerning these codes that is currently being researched for
causes. At random the system may display the code “B” code along with the code “P”
(reference figure 3-34). Although this is confusing this is not a critical failure. All operations
and reports still function normally. It just looks confusing. The known solution is to go back
in a second time and update the mailing address again for the household

OP l Agency: OHCS User: TESTUSER
Client: JAMES THOMAS KIRK Timeout: 18:59
Weatherizarion Residence: ENTERPRISE, OR 97828
= % Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client - Version 3.1.7T
Search Household View
View
NSW Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit
& HH Members Bold Red elements indicate poor data quali
Residence 2 aualty
\r:;'ew R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit (7| M | =AN-LUC PICARD so | m | ma | v Y NH s % %
Household (7] M | c/ROLE MARCUS s2 | F | ok | n N NH s Y DK
View
Mail/Ph Update O] A | MES THOMAS KIRK st | m | ok |ok| n | mH s Y v
NCB Update
0| N | oR DAVID MARCUS 3a | m |pHD | N N NH s Y Y
Mos —
Client to HH D LEONARD MCCOY III 14 M DK N RF RF RF ¥ N
HH to Residence New Client
Merge HH
X To Remove a Client (one at a time): I Remove Client(s) from Household I
Energy Education Select client under the R column above, then Click this button
View 2 =
Kit Component New To Remove Household: Click this button I Move Entire Household to Unknown |
-~ Jobs
‘ | Agency Number Type | Status I Cost Completion Date |
i* Address ~ Income Summary - |
T Address I DR DAVID MARCUS Sl,ZOU.OOI
‘9 1701 FEDERATION WAY STE 10F [
ENTERPRISE, OR 97828 H hold S Y
1701 FEDERATION WAY STE 10F
1@ ENTERPRISE, OR 97828 Total Income $1,200.00
% of Poverty 4%
=Ehones % of OMI 2%
T | Number Client Name Total # of Persons 5
C (503) 999-9999% JAMES THOMAS KIRK HH Type V]*
C (800) 555-9422 JAMES THOMAS KIRK Household Subsidized []
H (503) 995-8422 JAMES THOMAS KIRK
Make any changes? | Save Changes
C (503) 999-8422 JEAN-LUC PICARD
HH C ts
H (503) 555-1212 LEONARD MCCOY III
C (974) 000-1111 DR DAVID MARCUS
Cc (800) 555-9422 DR DAVID MARCUS
2000 characters left (spaces count)
|
Data Classification: 3
Oregon Housing and Community Services ©

Figure 3-34: Household View Screen — Address Type Code — Displaying Error
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Section Four

Jobs Creation

The user will learn how to create new jobs and edit existing jobs in the OPUS database in this
section.

Jobs Creation 124

Re-Weatherized Residence Search Procedure 126
New Job 128
Move Job 135
Move Household to Vacant Residence 142
Edit Job 149
Update Job Costs 150
Job Reports (Examples)
Funding Summary 155
Weatherizatiop 155
156

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

Setup:

Starting on the ‘Household View’ Screen.

1. Click the ‘Residence View’ link on the ‘Left Nav Bar’

‘Client’ (reference figure 4-1).

or from the >Main Menu’ under

Energy Education
View
Kit Component New

To Remove Household: Click this button

Select client under the R column above, then Click this button

[ Move Entire Household to Unknown |

OP l Agency: OHCS User: TESTUSER /"//‘6{_\
Client: MR JAMES THOMAS KIRK Timeout: 19:55 ,’S :
Weatherization Residence: ENTERPRISE, OR 97828 )(' 3
1 esidence ; . }/g\?}{
ousing gnd Commu
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
Client Search Version 3.1.7T
Search Hous
View Hou;
25‘2 Hous Residence View i en the Client View Screen. Hover over code for full version.
i
o id R indi i
RgSI darice HH Members Bold Red elements indicate poor data quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
Edit 7 | I | )=4n-LUC PICARD o | m | ma]|l vy | v | n| s Y Y
Household 1| N | cAROLE MARCUS 53| F [ ok | n N NH s Y DK
View
Mail/Ph Update 1 | N | i JAMES THOMAS KIRK s2 | M | ok |ok| n H RF | v 71s
NCB Update
(] | I | o DAVID MARCUS 35 M DK N N NH s N Y
o ——
Client to HH | LEONARD MCCOY III 15 M DK N RF RF RF Y N
HH to Residence New Client
Merge HH
To Remove a Client (one at a time): ! Remove Client(s) from Household [

Oregon Housing and Community Services @

Data Classification: 3

Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address Income Summary |
T Address DR DAVID MARCUS $1,200.00
M PO BOX 21
BANDON, OR 97411 k hold y
1701 FEDERATION WAY STE 10F
P ENTERPRISE, OR 97828 Total Income $1,200.00
% of Poverty 4%
Phones % of OMI 2%
T | Number Client Name Total # of Persons 5
C | (503) 986-6704 CAROLE MARCUS HH Type Extended Family V[
P | (800) 555-0000 CAROLE MARCUS Household Subsidized O
C | (503) 999-8422 JEAN-LUC PICARD
Mazke any changes? | Save Changes
P | (800) 555-0000 JEAN-LUC PICARD
HH Comments
H | (503) 555-1212 LEONARD MCCOY III TS 15 the ‘hh cCREnta accrion
p | (800) 555-0000 LEONARD MCCOY III which allows a total of 2000
characters
C | (974) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-9999 MR JAMES THOMAS KIRK
c | (800) 555-9422 MR JAMES THOMAS KIRK 1929 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P (800) 555-0000 MR JAMES THOMAS KIRK

Figure 4-1: Household View Screen
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2. The “Residence View’ screen will then appear (reference figure 4-2).

OPUS

Weua ’,J.'""I'“,'f”.l'i,'l

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Client ¥ Program v Hist ¥ Management v

Residence View

Physical Address
1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828

Residence Info

Status: Rent (Heat inc) Type:

Primary Energy Source: OTHER County: WALLOWA
Jobs

Agency  Number Type Status Cost
CCN TEST10B 1 WEATHERIZED COMPLETED $0.00

Oregon Housing and Community Services ©

Figure 4-2: Resid

Reports v

User: TESTUSER
Timeout: 19:41

Help ¥

Multi-Unit (Over 4)

Completion Date
10-30-2005

Housing e_n}(‘ommunity eIvices

Version 3.1.7T

Data Classification: 2

creen

h
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Re-Weatherized Residence Search Procedure

The following steps will allow you to search residences to determine if they have been
previously weatherized.

Setup:

Starting on the ‘Client Search’ Screen.
1. Enter ONLY the physical address of the residence (Do not enter client information), selected
the ‘Show Residences with Jobs only’ checkbox and sele ‘Search’ Button (reference

figure 4-2A).

OP , Agency: OHCS User: TESTUSER
Timeout: 19:22 0 /
S r
Weatherization _ }’{;@}{
z Housing and Community S
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Client =
Search Client Search
View
gg\: Search Parameters (at least one field required)

1 \

“ ssN/sysio || Address [1701 FEDERATION WAY unit| JieaptB)

e First Name | ] city [ENTERPRISE ]
New Last Name | ip 197828 g
Edit Show Residence Info. only @ Show Residences With Jobs only@
\i/lizusehold When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen et - - -
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New
Data Classification: 3

Oregon Housing and Community Services ©

Figure 4- ient Search

2. From the search ference figure 4-2B, determine if any of the results are a
match. If thereis a lect the corresponding address link (reference figure 4-2B).
You will them be shownithe ‘Residence View’ screen and all jobs will be display for that

residence in the Jobs section (reference figure 4-3).

20150625
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OP l S Agency: OHCS User: TESTUSER
Timeout: 19:41
Weatherization
7 = Housing an Communilg“beli"lccs
Client ¥ Program v Hist ¥ Management~v Reports v Help v
Client - Version 3.1.7T
Search Client Search
View
gg\: Search Parameters (at least one field required)
i
& ssn/sysio[ | Address [1701 FEDERATION WAY | unit| (e AptB)
e First Name | ] City [ENTERPRISE ]
New Last Name | | Zip [97828
Edit Show Residence Info. only O Show Residences With Jobs only O
Household e
View Vl{hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education - : Birth : :
View SSN # First Name Last Name Fasi Address Unit City
Kit Component New
FrE_**.6798 JAMES THOMAS KIRK 1 1701 FEDERATION WAY TE 10F ENTERPRISE
I | CAROLE MARCUS 1962 | 1701 FED! WAY STE 10F ENTERPRISE
I | DA VID MARCUS 1980 | 1701 FEDERATION WAY STE 10F ENTERPRISE
I (  CONARD MCCOY 2000 | 1701 FEDERATION WAY STE 10F ENTERPRISE
I | JEAN-LUC PICARD 1925 | 1701 FEDERATION WAY STE 10F ENTERPRISE
1701 FEDERATION WAY STE 10F ENTERPRISE
Data Classification: 3
Oregon Housing and Community Services ©
- - -
Figure 4-2B: C rc n - Result
Agency: OHCS User: TESTUSER

OPUS

Weatherizarion

Client ¥ Program v

Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Hist ¥ Management v

Timeout: 19:41

Help v

Oreconf&

Housing and Community Services

Reports v
Version 3.1.7T

Client 2 £
Search Residence View
View
New Physical Address
Edit 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828
Residence
View Residence Info
ggl\:l Status: Rent (Heat inc) Type: Multi-Unit (Over 4)
Primary Energy Source: OTHER County: WALLOWA
Household
View Edit Residence
Mail/Ph Update
NCB Update 3
Agency  Number Type Status Cost Completion Date
Mpve CCN TESTICB 1 WEATHERIZED COMPLETED $0.00 10-30-2005 )
Client to HR
HH to Residence
Merge HH New Job

Energy Education
View
Kit Component New

Data Classification: 2

Oregon Housing and Community Services ©

Figure 4-3: Residence View Screen
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NEW Job

1. Click the ‘New Job’ button (reference figure 4-4) and the new Job Screen will appear

(reference figure 4-5A).

Agency: OHCS

OPUS

Weatherizatnion

Client ¥ Program v

Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER

Hist ¥ Management~v Reports

Client ¥ E
Search Residence View
View
New Physical Address
Edit 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828
Residence
View Residence Info
2;‘: Status: Rent (Heat inc) Type: Multi-Unit (Over 4)
Primary Energy Source: OTHER County: WALLOWA
Household
View
Mail/Ph Update
NCB Update Yok
Move Agency Number Type Status Cost
Client to HH CCN TEST 3J0B 1 WEATHERIZED COMPLETED $0.00
HH to Residence

Energy Education
View
Kit Component New

Oregon Housing and Community Services ©

Figure 4-4: Resi

en

Timeout: 19:41

Help ¥

v

Housing @Commumt_v ervices

Version 3.1.7T

Edit Residence

Completion Date
10-30-2005

Data Classification: 2
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Jobs
Search
View
Inspections
New

OPUS

We villu‘!'l‘ﬂ,!.’”‘u.'l

Agency: OHCS

Client: MR JAMES THOMAS KIRK

Residence: ENTERPRISE,

Client ¥ Program v

Job New

Recid

e Infor

OR 97828

Hist ¥ Management v

User: JRUTLEDGE
Timeout: 19:32

Reports v Help v

Orewont

Housing and Community Services

Version 3.1.7T

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828 (WALLOWA)
HH Income: $1,200.00

APC

~ APC Information (Fields marked with * are required.)

| V| * [Load

Oregon Housing and Community Services ©

Data Classification: 3

Figure 4-5A: New Job Screen

2. Select the appropriate APC info
button (reference figure 4-5B)

from the d n box and click on the “Load”

(030N

Jobs
Search
View
Inspections
New

Weatherization

Agency: OHCS

Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Client v Program v

Job New

Recid.

e Infor

Hist ¥ Management v

User: JRUTLEDGE
Timeout: 13:36

Reports v Help v

Oresonf

Housing gnd Community S

eIvices

Version 3.1.7T

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828 (WALLOWA)
HH Income: $1,200.00

 APC Information (Fields marked with * quired.)
ApC —1 )
ACCESS-WX-JAC-WX

CAO-WX-WSH-WX
CAPECO-WX-GIL-WX
CAPECO-WX-MOR-WX
CAPECO-WX-UMA-WX
CAPECO-WX-WHE-WX
CAT-WX-CLT-WX
CAT-WX-COL-WX
CAT-WX-TIL-WX
CCN-WX-BAK-WX
CCN-WX-GRA-WX

=

PaTCRYY. VAETETRYYY

CCN-WX-WAL-WX

CINA-WX-HAR-WX
CINA-WX-MAL-WX
CSC-WX-BEN-WX
CSC-WX-LIN-WX
CSC-WX-LNC-WX
HACSA-WX-LAN-WX
KTRIBE-WX-KLA-WX
MCCAC-WX-HOO-WX
MCCAC-WX-SHE-WX
MCCAC-WX-WAS-WX
MULTCO-WX-MLT-WX
MWVCAA-WX-MAR-WX
MWVCAA-WX-PLK-WX
NIMPACT-WX-CRO-WX v

NIMPACT-WX-DES-WX

lising and Community Services ©

Data Classification: 3

Figure 4-5B: New Job Screen — APC Information Dropdown
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Jobs
Search
View

New

OPUS

Weatherization

Inspections

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Job New

Residence Information -
1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 97828 (WALLOWA)
HH Income: $1,200.00

[~ APC Information (Fields marked with * are required.)

9 [iona

APC [CCN-WX-WAL-WX

Applicant I V]":
Job Number =

Completion Date Zmm-dd-yyyy)*
Job Status g

Year Built * Yy

- Job Information (Fields marked with * are required.) -

User: JRUTLEDGE N
Timeout: 19:41 b

Oreon

Housing and Communit

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Intake Worker E]

MMBTUS Saved »
Fuel Type |OTHER i

Building Type WV

Weatherized Only? (®
Baseload Only? @
Re-Weatherized? ()

No Special @
PA Exempted? (:)
Section 106 Completed? ()

Reweatherized Or Job C ts

500 characters left (spaces count)

Primary Contractor

Agency Inspector WV

Primary Utility A4

S

Secondary Utility

#  Primary Other |
§ Secondary Other |

- Tertiary Other [ |

Tertiary Utility V*

Data Classification: 3

Oregon Housing and Community Services ©

unless the unit is

Intake Worker: The int
This field is to identify

can be changed if necessary.
Job #: Insert your job number in this field (job numbers cannot be reused within the same

agency)

ers initials from the client intake will auto fill in this window.
person filling out the job information. The field is editable and

MMBTU’s Saved: Insert the total calculated MMBTU (Million BTU) savings for the project.
This field requires a number to be entered in the field. For pending jobs, enter “0”. Maxium
entry in this field is 60 MMBTU.

Completion Date: Enter date of completion in this field. Date can either be entered directly or
the calendar icon can be used to choose the date. For pending projects, enter the approximate
completion date.
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Fuel Type: Choose the primary heating fuel type from the drop down list.
Job Status: Choose one of the following options

e Completed: Final inspection completed and all measures passed inspection.

e Pending: Job is in progress but not completed. Pending jobs only show in reports when a
job cost is associated with project. Job costs may be added only if crews have started
work, or contracts with contractors have been signed. Input the projected completion date
of the project.

e Void: Use this option to void projects that have no work to be completed or work cannot
proceed. Voided projects will not show up in any reports.

Building Type: Choose the appropriate category for the proj

e Mobile Owner — Mobile/manufactured home (th
not have to own the space).

e Mobile Renter — Mobile/manufactured ho

e Multi-Family — Any project with 5 or its i i ulti-family in OPUS.
You must include an entry for each u [ ject to be counted.

e Duplex — Two unit building. You must i

Tri-plex — Three unit building

e is owned by the client, they do

the shelter as a
dwelling unit.

tton only if the home has been previously weatherized by the

9/30/1994, and your program is performing additional

required if the re-weatherized box is checked. The comment
must include date o 3’ weatherization and funding sources used.

Re-weatherized or job comments: Insert general job comments or re-weatherization comments
in this field. If the Re-weatherized button is highlighted, a comment is mandatory.

No Special: Highlight this button if the project does not require or qualify for SHPO reporting.

PA Exempted: Check this box if the project was exempt and did not require the submission the
106 form under the SHPO/OHCS programmatic agreement. NOTE: Select either ‘PA
Exempted?’ or ‘Section 106 Completed’ not both.

Section 106 Completed: Check this box if the project required a section 106 form to be
completed and submitted to SHPO for approval. NOTE: Select cither ‘PA Exempted?’ or
‘Section 106 Completed’ not both.

low income W
weatherization. 2
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Primary Contractor: Enter the legal business name of the primary weatherization contractor as
shown on business license. If multiple contractors are working on the job the primary
contractor is the contractor who completes the largest number of the primary measures.

Primary Utility: Enter the jobs primary heating fuel. Choose the appropriate local utility from
the drop down list. If not a metered utility (Oil, propane, wood etc.) choose “other” and
identify the fuel and provider if known in the “Primary Other” text box to the right of the
drop down list. This would be the only entry for an electrically heated home with no other
heat sources.

Secondary Utility: Enter the jobs secondary utility provider from the drop down. On a job that
the primary heat source is other than electric, the secondary utility will always be the electric
utility. Choose “none” if the home is electrically heated wa other heat source. If the job
is electrically heated and has an additional heat source not a metered utility, choose
“other” and identify the fuel provider if known in t ary other” text box to the right
of the drop down list.

Tertiary Utility: If the job has an additional hea rimary heat source, choose
“other” and identify the fuel type and provi i ry Other” text box to

choose the
gency has a non-certified
e the “non-QCI” option.

inspector on staff and they comp
Primary Other: See Primary Utility
Secondary Other: See Secondary Utili
Tertiary Other: See T. tility
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4. Once you have filled in all the required pertinent information click ‘Save’ button (reference

figure 4-5D).

Q)N

Weatherizarion

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: JRUTLEDGE
Timeout: 2:15

Orewont§

. N/
Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Jobs Version 3.1.7T
Search J Ob New
View
Inspections  Residence Information
New
1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828 (WALLOWA)
HH Income: $1,200.00
~ APC Information (Fields marked with * are required.)
APC CCN-WX-WAL-WX V| * | Load
- Job Information (Fields marked with * are required.)
Applicant MR JAMES THOMAS KIRK VI* Intake Worker |EJ kd
Job Number TESTJOB3 |* MMBTUS Saved (0.00 i
Completion Date Fuel Type |ELECTRIC V=
Job Status Building Type |RENTER SINGLE FAMILY VI"‘
Year Built
\Weatherized Only? () No Special (.g)
Baseload Only? PA Exempted? ()
Re-Weatherized? @ Section 106 Completed? O
Reweatherized Or Job Comments
Home Previously Weatherized October 2003.
Funds utilized LIHEAP and DOE.
&
428 characters left (spaces count)
Primary Contractor [UTOPIA PLANTIA SHIP YARD | Agency Inspector |NONE Vv
Primary Utility PP N Primary Other
Secondary Utility OTHER V| — S econdary Other [OIL
Tertiary Utility NONE N4 Tertiary Other
Data Classi
Oregon Housing and Community Services ©
Figure - New Job Scr Filled OWC
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You are now at the ‘Job View’ from this Screen you can view reports [weatherization client and
Weatherization Job], Move Job, Edit Job Information, Update Jobs Costs (reference figure 4-6).

OP l Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:16

Weatherization Residence: ENTERPRISE, OR 97828 0}” Cron'

Housing and Commun!

Client ¥ Program v Hist v Managementv Reports v Help v

Jobs z Version 3.1.7T
Search Job View
View

APC: CCN-WX-WAL-WX

Inspections
New - JOB REPORTS ]

(=)

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

~ HOUSEHOLD CLIENT INCOME INFORMATION

Client Name Age Income
JEAN-LUC PICARD 95 $0.00
CAROLE MARCUS 58 $0.00

MR JAMES THOMAS KIRK 57 $0.00

DR DAVID MARCUS 40 $1,200.00

gCCOY III 20 $0.00
to move this job to a different or vacant Household.

 RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION

Residence Info Applicant / Household Info
1701 FEDERATION WAY STE 10F Applicant Name MR JAMES THOMAS KIRK

ENTERPRISE, OR 97828 HH Income $1,200.00

JOB INFORMATION

Job Number TEST JOB 2 MMBTUS Saved 0

Completion Date 07-30-2020 Fuel Type OTHER

Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1950

H&S - ASHRAE N PA Exempted? N

H&S - Other N Section 106 Completed? N

Furnace Replacement? N Intake Worker XXXX

Home Previously
Weatherized October 2013.

Reweatherized Or Job Comments Funds utilized LIHEAP and

DOE.
Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector NONE
Primary Utility PP Primary Other Name
| Secondary Utility OTHER Secondary Other Name

Tertiary Utility NONE Tertiary Other Name

| —c——
(| Edit Job Info

JOB COSTS

rant a— ICost
(| Update Job Costs $0.00

Job Cost Comments:

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-6: Job View Screen
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MOVE JOB

1. There are two ways to move a job. The first example is from the "Main Menu’ under

‘Program’, ‘Job Search’ (reference figure 4-7). You can then search for the job via any of the
criteria presented (reference figure 4-8A). Click on the appropriate job number link from the

displayed search results (reference figure 4-8B).

OPUS Agency: OHCS User: TESTUSER

Timeout: 19 47 ¢
Wentherization /4 0}{ ;
Houn an (nmn unity Serviees

ik, Management~Y Reports ¥ Help ¥

. | Job Search

e w g € g p—

Search Client

Version 3.1.5T

Change Password?
e WELCOME! To start OPUS - Click S=arch Cli=nt

Edit Your User

Account

System Issue? Contact us @ cpushelp@oregon.gov, or by phone 1-800-453-5511, option #6.

Daily Notices Program Notices OPUS Help

01-22-2014 - The system was updat=d 10-03-2013 - Opus Test is available E-mail: opushelp@cregon.gov

to Version 3.0.5 on 01/21/2014. for Training! Plzas= contact Opus

Please report ALL issues to the Helpdesk with dates and times so we 10-03-2013 - To expedite Opus
HelpDesk. can suspend updates during your HelpDesk assistance, please include

Figure 4-7: Main Menu, Program,

N

Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:44

Residence: ENTERPRISE, OR 97828 | Log Out| 0}’ c;(m{ R

Housing an (ummuml\ bm!m

OPUS

Weatherization

Client ¥ Program v Hist v Management~v Reports v Help ¥

Jobs

Version 3.1.7T

Search Job Search
View
Inspections IV
New Agency N

Job Number

Min Completion Date MMDDYYYY

Max Completion Date MMDDYYYY

Show Pending Jobs Only
| Search |
A maximum of 100 results will be returned.

Data Classification: 1
Oregon Housing and Community Services ©

Figure 4-8A: Job Search Screen
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Jobs
Search
View
Inspections
New

OPUS

Weatherizanion

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER

Timeout: 19:55

y - Housing gnd Community \
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Job Search
Agency
Job Number <TEST JOB 2
Min Completion Date I m—— DYYYY
Max Completion Date MMDDYYYY

ending Jobs Only
(T
- of 100 results will be returned.
[~ JOB SEARCH RESULTS - Click on Job Number to view Job Info.
Agenc ber Completion Date |  Total Job Cost BTUS Saved Status
CCN [TEST JOB 2 07-30-2020 ISO.EIO u PENDING

Oregon Housing and Community Services ©

Figure 4-8B: Job Screen —Job N

N

N

Data Classification: 1

h 4
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2. The second example is from the ‘Household View’ screen (reference figure 4-9). Click on
the Job Number link in the Jobs Section of the ‘Household View’ screen (reference figure 4-9).
NOTE: This option will only work if the job already has a household associated with it.

OP ' Agency: OHCS User: TESTUSER
Client: JEAN-LUC PICARD Timeout: 10:46
Weatherization Residence: ENTERPRISE, OR 97828 4 @(’0}{

\
Housing and Community Services

\

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Client - Version 3.1.7T
Search Household View
View
Eg_‘fg’ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
g HH Members Bold Red elements indicate poor data quali
Residence P uaity
\’{"e"" R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
ew
Edit D I | JEAN-LUC PICARD S0 M MA | Y NH S ) Y
Household [ S | CAROLE MARCUS 53 F DK N N NH s Y DK
View
Mail/Ph Update []] nS— | R JAMES THOMAS KIRK s2 | ™ DK | DK | N H RF Y z1s
NCB Update
D I | DR DAVID MARCUS 34 M DK N N NH S N Y
Move
: I
Client to HH O LEONARD MCCOY III 15 M DK N RF RF RF Y N
HH to Residence New Client
Merge HH
) To Remove a Client (one at a time): | Remove Client(s) from Household |
Energy Education Select client under the R column above, then Click this button
liev . . .
]\k:f gomponent New To Remove Household: Click this button | Move Entire Household to Unknown |
 Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 -> REWEATHERIZED PENDING $0.00 07-30-2020
CCN TESTJOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
 Address — Income Summary
T Address DR DAVID MARCUS $1,200.00
M PO BOX 21
BANDON, OR 97411 - Household Summary
1701 FEDERATION WAY STE 10F
P ENTERPRISE, OR 97828 Total Income $1,200.00
- % of Poverty 4%
Phones % of OMI 2%
T | Number Client Name Total # of Persons 5
c | (503) 986-6704 CAROLE MARCUS HH Type [Extended Family M
P | (800) 555-0000 CAROLE MARCUS Household Subsidized O
C | (503) 999-8422 JEAN-LUC PICARD
Make any changes? | Save Changes
P (800) 555-0000 JEAN-LUC PICARD
B HHC ts
H | (503) 555-1212 LEONARD MCCOY III
P (800) 555-0000 LEONARD MCCOY III
C | (s74) 0o00-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P (800) 555-0000 DR DAVID MARCUS
C | (503) 999-9999 MR JAMES THOMAS KIRK
c | (800) 555-9422 MR JAMES THOMAS KIRK 2000 characters left (spaces count)
H | (503) 999-8422 MR JAMES THOMAS KIRK
P (800) 555-0000 MR JAMES THOMAS KIRK

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-9: Household View Screen
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3. Click the ‘Move Job’ button (reference figure 4-10) and the ‘Household to Job Move’ Screen

will appear (reference figure 4-11).

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

OPUS

Weatherization

Client ¥ Program v Hist ¥ Management v
Jobs s
Search JOb V]eVV
View )
Inspections APC: CCN-WX-WAL-WX
New  JOB REPORTS

User: TESTUSER
Timeout: 9:35

Help ¥

[N
Orecont
= T Housing and Community

epo

Version 3.1.7T

@ [ioxCien]

& [wxiob|

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

- HOUSEHOLD CLIENT INCOME INFORMATION

Client Name
JEAN-LUC PICARD
CAROLE MARCUS
MR JAMES THOMAS KIRK
DR DAVID MARCUS

Y II1

Age Income
95 $0.00

58 $0.00

57 $0.00

40 $1,200.00
20 $0.00

1iJ% to move this job to a different or vacant Household.

Residence Info
1701 FEDERATION WAY STE 10F

- RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION

Applicant / Household Info
Applicant Name MR JAMES THOMAS KIRK

ENTERPRISE, OR 57828 HH Income $1,200.00

~ JOB INFORMATION

Job Number TEST JOB 2 MMBTUS Saved 0
Completion Date 07-30-2020 Fuel Type OTHER
Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1950

H&S - ASHRAE N PA Exempted? N

H&S - Other N Section 106 Completed? N

Furnace Replacement? N Intake Worker HXXX

Home Previously
. Weatherized October 2013,
Reweatherized Or Job Comments Funds utilized LIHEAP and
DOE.

Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector NONE
Primary Utility PP Primary Other Name

Secondary Utility OTHER Secondary Other Name

Tertiary Utility NONE Tertiary Other Name

Edit Job Info
- JOB COSTS

|cost

| Update Job Costs

Iso.oo

Job Cost Comments:

Figure 4-10: Job View Screen

Data Classification: 3

Oreaon Housina and Community Services @

NOTE: If Household / Residence was constructed in another module (i.e. Energy Assistance),
you may need to move jobs to associate the jobs with the correct household currently occupying

the the residence.

138 |

WEATHERIZATION OPUS User Manual, Section 4 — Jobs Creation

20150625




4. Select the vacant residence radio button and click the ‘Move Job’ button (reference figure 4-
11) and the ‘Job View’ Screen will appear (reference figure 4-12).

OP l S Agency: OHCS User: TESTUSER
Client: JEAN-LUC PICARD Timeout: 19:49

Weatherization Residence: ENTERPRISE, OR 97828

: = Housing an Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Jobs Version 3.1.7T
Search Household To Job Move
View
Inspections Job Information
PR Agency COMMUNITY CONNECTION OF NE OREGON
Job Number TESTIOB 1
Completion Date 10-30-2005 BTUS Saved 0
Building Type MOBILE OWNER Fuel Type OTHER
Applicant Name JEAN-LUC PICARD
Address 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828
—
New Applicant TNy | _Age |Native American |Disabled [Income
(®) Vacant Residence ‘/

=

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-11: Household to Job Move
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OP l Agency: OHCS User: TESTUSER <
Residence: ENTERPRISE, OR 97828 Timeout: 15:18
Weatherization reronk

= = Housing and Community Serviees
Client ¥ Program v Hist ¥ Managementv Reports v Help v

e . Version 3.1.7T
Search JOb VleW

View

Inspections APC: CCN-WX-WAL-WX

New ~ JOB REPORTS

@ [wxson]

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

~ HOUSEHOLD CLIENT INCOME INFORMATION

ob for a vacant residence. No client found!

JoD to a different or vacant Household.

~ RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION

Residence Info Applicant / Household Info
1701 FEDERATION WAY STE 10F Applicant Name
ENTERPRISE, OR 57828 HH Income £0.00

[ JOB INFORMATION

Job Number TEST J0B 2 MMBTUS Saved 0

Completion Date 07-30-2020 Fuel Type OTHER

Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1850

H&S - ASHRAE N PA Exempted? N

H&S - Other N Section 106 Completed? N

Furnace Replacement? N Intake Worker XXXX

Home Previously
Weatherized October 2013.

Reweatherized Or Job Comments Funds utilized LIHEAP and

DOE.
Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector UNKNOWN
Primary Utility UNKNOWN Primary Other Name
Secondary Utility UNKNOWN Secondary Other Name
Tertiary Utility UNKNOWN Tertiary Other Name
Edit Job Info
- JOB COSTS
’ rant |cost
0.00
| Update Job Costs

[ Job Cost Comments:

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-12: Jo - Completed — Vacant Residence

NOTE: Screen now shows ‘Job for a vacant residence. No client found!” (reference figure 4-
12). You will see this message if the job has no household attached.
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OPUS

Weatherization

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Client ¥

Program v

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Household View

Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.

Hist ¥ Management v

User: TESTUSER
Timeout: 19:49

Reports v Help v

Orecons

Housing and Community §

Version 3.1.7T

c | (503) 999-8422

JEAN-LUC PICARD

R

(800) 555-0000

JEAN-LUC PICARD

b~ o

(503) 555-1212

LEONARD MCCOY III

P | (800) 555-0000

LEONARD MCCOQY III

HH Members Bold Red elements indicate poor data quality

R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income

(1| N | j=-0-LUC PICARD o | m | ma| vy ]| v | nu s Y Y

1| N | C2ROLE MARCUS s3s| F ok | n]| n | nH s Y DK

]| N | R JAMES THOMAS KIRK 52 | M DK | DK | N H RF Y z1s

]| N | oR DAVID MARCUS 3a | m | ok | w N ome s N Y

| N | =0nARD MCCOY 111 15| m | ok | n | RFE | RF | RF Y N

New Client

To Remove a Client (one at a time): I Remove Client(s) from Household I

Select client under the R column above, then Click this button

To Remove Household: Click this button I Move Entire Household to Unknown |

Jobs -

Agency Number Type I Status I Cost Completion Date ’

- Address ~ Income Summary -
T Address | DR DAVID MARCUS $1,200.00 |
m |PoBOX21 |
BANDON, OR 97411 |~ Household Summary

» | 1701 reoERaTION wav sTe 107 e T
% of Poverty 4%

Phones % of OMI 2%

T | Number Client Name Total # of Persons 5

c | (503) 986-6704 CAROLE MARCUS HH Type [Extended Family M

P | (800) 555-0000 CAROLE MARCUS Hotcation Sabatad 0

Make any changes? | Save Changes

HH C ts

2000 characters left (spaces count)

C (974) 000-1111 DR DAVID MARCUS

C (800) 555-9422 DR DAVID MARCUS

P (800) 555-0000 DR DAVID MARCUS

C (503) 999-999% MR JAMES THOMAS KIRK

C | (800) 555-9422 MR JAMES THOMAS KIRK

H (503) 999-8422 MR JAMES THOMAS KIRK ;

P (800) 555-0000 MR JAMES THOMAS KIRK

Oregon Housing and Community Services ©
Figure 4-13: Household View Screen — After job moved completion

Data Classification: 3

NOTE: Figure 4-13 now shows the job is no longer attached to the household.
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Move Household to Vacant Residence

The following steps will allow you to move a Household currently in OPUS to a vacant
residence that has jobs associated with it (reference figure 4-14)

Agency: OHCS

OPUS

Weatherizanon

Residence: ENTERPRISE, OR 97828

Program v

User: TESTUSER
Timeout: 15:18

Oreeonte

Housing and Community Serviees
Help v

Hist v Management~v Reports v

Version 3.1.7T

Client v
Jobs .
Search JOb VleW
View '
Inspections APC: CCN-WX-WAL-WX
New - JOB REPORTS

@ [wxson]

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

[~ HOUSEHOLD CLIENT INCOME INFORMATION

ob for a vacant residence. No client found!

JoD to a different or vacant Household.

~ RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION

| Residence Info

1701 FEDERATION WAY STE 10F Applicant Name

Applicant / Household Info

ENTERPRISE, OR 57828 HH Income £0.00
[ JOB INFORMATION
Job Number TEST JOB 2 MMBTUS Saved 0
Completion Date 07-30-2020 Fuel Type OTHER
Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1950
H&S - ASHRAE N PA Exempted? N
H&S - Other N Section 106 Completed? N
Furnace Replacement? N Intake Worker XXXX
Home Previously
2 Weatherized October 2013.
Reweatherized Or Job Comments Funds utilized LIHEAP and
DOE.
[ Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector UNKNOWN

Primary Utility UNKNOWN Primary Other Name

Secondary Utility UNKNOWN Secondary Other Name

Tertiary Utility UNKNOWN Tertiary Other Name
Edit Job Info

~JOB COSTS
rant |cost
0.00
| Update Job Costs

Job Cost Comments:

Oregon Housing and Community Services ©

Data Classification: 3

Figure 4-14: Job View Screen — Vacant Residence
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1. From the Household View screen select the ‘HH to Residence’ link of the Left Nav Bar
(reference figure 4-15).

OPUS

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Energy Education
View
Kit Component New

Weatherizarion

H to Residence
Glige

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Client ¥ Program v

Household View

Hist ¥ Management v

User: TESTUSER
Timeout: 19:49

Oreronts

Housing and Community Services

Reports v Help v

Version 3.1.7T

Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.

HH Members Bold Red elements indicate poor data quality
R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
| NN | E-n-LuC PICARD 0 | M| ma| vy Y NH s % Y
7| NN | c:roLE MARCUS ss | F | ok | n N NH s Y DK
| N | R JAMES THOMAS KIRK s2 | m | ok [ok| n H RF Y z1s
]| NN | oR DAVID MARCUS 34 | m | ok | n N NH s N Y
7| N | =onaRD MCCOY 11T 15| m | ok | n | RE| RF | RrF Y N
New Client
To Remove a Client (one at a time): I Remove Client(s) from Househokll
Select client under the R column above, then Click this button
To Remove Household: Click this button | Move Entire Household to Unknown I
[ Jobs —
Agency Number Type | Status | Cost Completion Date |
[
- Address ~ Income Summary -
i Address | DR DAVID MARCUS $1,200.00 I
m |PoBOX21 W
BANDON, OR 97411 ~ Household Summary
Phones Total Income $1,200.00
% of Poverty 4%
Number Client Name
% of OMI 2%
(503) 986-6704 CAROLE MARCUS
Total # of Persons 5
P (800) 555-0000 CAROLE MARCUS
HH Type |Extended Family M
C | (503) 999-8422 JEAN-LUC PICARD
P | (800) 555-0000 JEAN-LUC PICARD Housetiold Stbsidized [
H | (503) 555-1212 LEONARD MCCOY III Make any changes? | Save Changes
p | (800) 555-0000 LEONARD MCCOY III HHG e
C | (s74) 000-1111 DR DAVID MARCUS
C | (800) 555-9422 DR DAVID MARCUS
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-995% MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
2000 characters left (spaces count)
P (800) 555-0000 MR JAMES THOMAS KIRK I

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-15: Household View Screen — Vacant Residence
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2. The ‘Move Household to Residence’ screen should now appear. Enter the ‘FROM

Household’ information, the ‘TO Residence’ information and select the ‘Search’ button
(reference figure 4-16A)

OP ] S Agency: OHCS User: TESTUSER
Client: JEAN-LUC PICARD Timeout: 19:20
Weatherization

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Client - Version 3.1.7T
Sqarch Move Household to Residence
\,\T:\:l To Move Household

Edit Enter in search fields for an existing household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
to "Move Household to Residence”.

Residence
\f\clew NOTE: Only ONE household can be move to ONE residence.
ew
Edit
FROM Household TO Resid
\*:,0“59"0"’ ssN [123456798 e.g. 000-00-0000 Address (1701 FEDERATION W/2[ J
iew
Mail/Ph Update First  [JAMES e.g. John City ENTERPRISE

NCB Update

Last KIRK e.g. Smith Zip 97828
Move -
Client to HH

HH to Residence
Merge HH

Energy Education

View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-16A: Move Household to ResS

3. Select the button i : and the TO Residence button.

Verify you have displayed and select the
‘Move Household t@ tesi \ce figure 4-16B).

Agency: OHCS User: TESTUSER
Client: JEAN-LUC PICARD Timeout: 19:05

Weatherizarion

Client ¥ Program v Hist ¥ Managementvy Reports v Help v

Version 3.1.7T

li .
Search Move Household to Residence
\y\i!:\: To Move Household

Edit Enter in search fields for an existing household to move to an existing residence.
Choose HH and Residence in results, then click button at end of this page,
to "Move Household to Residence".

Residence
\(\:‘ew MOTE: Only ONE household can be move to ONE residence.

ew
Edit

FROM Household TO Residence

Household SSN 123456798 e.g. 000-00-0000 Address |1701 FEDERATION Wll»*l
View
Mail/Ph Update First JAMES e.g. John City [ENTERPRISE |
NCB Update Last  [KIRK e.g. Smith Zip 97828
Move Search
Client to HH [Select ONLY one HH, under the M column. |[Select ONLY one Residence, under the M column.

:};rtz l}_{e:udence = TFirst ot i
o (@]323456798 bames Jkirk L® J1701 FEDERATION WAY STE 10F
e
Energy Education ENTERPRISE, OR 97828

View
Kit Component New lMaveHmnsehoidmReudenee|
Household View Screen will appear next)

Oregon Housing and Community Services ©

Data Classification: 3

Figure 4-16B: Move Household to Residence screen — with selections
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You have now moved the household into the new residence. The next step is to associate the
job with the new household. From the ‘Job Search” screen enter the ‘Job Number’ and

select the ‘Search’ button (reference figure 4-17A). Select the corresponding job number
from the resulting search list (reference figure 4-17B).

OP J S Agency: OHCS User: TESTUSER ,13//&_

Client: MR JAMES THOMAS KIRK Timeout: 19:05

\E 9
Residence: ENTERPRISE, OR 97828 0}’@0}{'&{\ /%J

Weatherizarion

Housing and Community bmi"gcus
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Jobs Version 3.1.7T
Search Job Search
View

Inspections

New Agency
Sk umbe TEST JOB 2 ?
Min Completion Date DDYYYY

Max Completion Date MMDDYYYY

nding Jobs Only
< Search

m of 100 results will be returned.

Data Classification: 1
Oregon Housing and Community Services ©

Figure 4-17A:Trch s‘ h

OP l S Agency: OHCS User: TESTUSER 18

Client: MR JAMES THOMAS KIRK Timeout: 19:58

Residence: ENTERPRISE, OR 97828 0]’ &(’0}{&\7’\ /9

. . Housing dnd Community Services
Client ¥ Program v Hist ¥ Management v Reports v Help v

Weatherizarion

Jobs

Version 3.1.7T

Search Job Search
View
Inspections ———
New Agency M

Job Number TEST JOB 2

Min Completion Date MMDDYYYY

Max Completion Date MMDDYYYY

Show Pending Jobs Only
Search
A maximum of 100 results will be returned.

JOB SEARCH RESULTS - Click on Job Number to view Job Info.

Agency 0 Completion Date Total Job Cost BTUS Saved Status
ICCN EST JOB 2 ) 07-30-2020 $0.00 0 PENDING

Data Classification: 1

Oregon Housing and Community Services ©

Figure 4-17B: Job Search Screen - Results

20150625
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5. You should now be at the Job View Screen. Select the ‘Move Job’ button (reference figure 4-
18).

OP ) S Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:52

Weatherization Residence: ENTERPRISE, OR 97828 0}’ CLONES

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

e ) Version 3.1.7T
Search JOb VleW

View

Inspections APC: CCN-WX-WAL-WX

New - JOB REPORTS — B

® [ Cent] @ [wxsob]

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

( HOUSEHOLD CLIENT INCOME INFORMATION

| Client Name Age Income
| JEAN-LUC PICARD 95 $0.00
| CAROLE MARCUS 58 $0.00
‘ MR JAMES THOMAS KIRK 57 $0.00
‘ DR DAVID MARCUS 40 $1,200.00
QY III 20 $0.00
Click to move this job to a different or vacant Household.

e
~ RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION
Residence Info Applicant / Household Info
1701 FEDERATION WAY STE 10F Applicant Name MR JAMES THOMAS KIRK

ENTERPRISE, OR 97828 HH Income $1,200.00

[~ JOB INFORMATION

Job Number TEST JOB 2 MMBTUS Saved 0

Completion Date 07-30-2020 Fuel Type OTHER

Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1950

H&S - ASHRAE N PA Exempted? N

H&S - Other N Section 106 Completed? N

Furnace Replacement? N Intake Worker XXXX

Home Previously
Weatherized October 2013.

Reweatherized Or Job Comments Funds utilized LIHEAP and

DOE.
Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector NONE
Primary Utility PP Primary Other Name
Secondary Utility OTHER Secondary Other Name
Tertiary Utility NONE Tertiary Other Name
Edit Job Info
- JOB COSTS
rant |cost
| Update Job Caosts [po-00

Job Cost Comments:

Data Classification: 3

Oreaon Housina and Communitv Services @

Figure 4-18: Job View Screen
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6. You are now at the ‘Household to Job Move’ screen. Select the primary applicants name
from the listing of available household members and select the ‘Move Job’ button (reference
figure 4-19).

OP l S Agency: OHCS User: JRUTLEDGE
Residence: ENTERPRISE, OR 97828 Timeout: 19:17
Weatherization reion e

7 _ Housing gnd Community Services
Client ¥ Program v Hist ¥ Managementvy Reports v Help v

o Household To Job Move

View

Version 3.1.7T

Inspections Job Information

New Agency COMMUNITY CONNECTION OF NE OREGON
Job Number TEST JOB 1
Completion Date 10-30-2005 BTUS Saved 0
Building Type MOBILE OWNER Fuel Type OTHER
Applicant Name
Address 1701 FEDERATION WAY STE 10F

ENTERPRISE, OR 97828
New Applicant | Age |Native American [Disabled |Income
) Vacant Residence
(L LEONARD MCCOY III 15 N N |s0.00
® BIR JAMES THOMAS KIRK 52 N N $0.00
CAROLE MARCUS 53 N N $0.00

) DR DAVID MARCUS 34 N N $1,200.00
() JEAN-LUC PICARD 90 N y |s0.00

ove dob )
——
Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-19: Job Vi

h J
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As you can now see the job is now associated with the Kirk household at their current residence

(reference figure 4-20).

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

OPUS

Weatherization

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Jobs - Version 3.1.7T
Search Job View
View !
Inspections APC: CCN-WX-WAL-WX
New [~ JOB REPORTS

User: JRUTLEDGE
Timeout: 19:46

Orerons&

y NE
Housing @Cummum(_v ervices

® [ Cient]

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

OUSEHOLD CLIENT INCOME INFORMATION -

Client Name

JEAN-LUC PICARD
CAROLE MARCUS

MR JAMES THOMAS KIRK
DR DAVID MARCUS
LEONARD MCCOY III

Click to move this job to a different or vacant Household.

Age Income
80 $0.00

43 $0.00

42 $0.00

25 $1,200.00

5 $0.00

~ RESIDENCE, APPLICANT, AND HOU e
Residence Info Applicant / Household Info
1701 FEDERATION WAY STE 10F Applicant Name MR JAMES THOMAS KIRK
ENTERPRISE, OR 97828 HH Income $1,200.00
[~ JOB INFORMATION
Job Number TEST JOB 1 MMBTUS Saved 0
Completion Date 10-30-2005 Fuel Type OTHER
Job Status COMPLETED Building Type MOBILE OWNER
Job Type WEATHERIZED Year Built 1965
H&S - ASHRAE N PA Exempted? N
H&S - Other N Section 106 Completed? N
Furnace Replacement? N Intake Worker XXXX
Reweatherized Or Job Comments
Primary Contractor Primary Inspector UNKNOWN
Primary Utility UNKNOWN Primary Other Name
Secondary Utility UNKNOWN Secondary Other Name
Tertiary Utility UNKNOWN Tertiary Other Name
Edit Job Info
—JOB COSTS
rant fcost
| Update Job Costs [po-00
Job Cost Comments:

Oregon Housing and Community Services ©

Data Classification: 3

Figure 4-20: Job View Screen - Updated
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EDIT JOB

1. Click on the ‘Edit Job Info’ button (reference figure 4-7) to access the Edit Job Information
Screen (reference figure 4-21).

2. Make any necessary changes and click the “Save’ button.

OP l S Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK

Timeout: 17:21

Weatherization Residence: ENTERPRISE, OR 97828 0}' @0%

: 4
Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports ¥ Help v

Jobs i Version 3.1.7T
Search JOb Edlt

View

Inspections - Residence Information

New

‘ 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828 (WALLOWA)
HH Income $1,200.00

 APC Information (Fields marked with * are required.)

| apc CCN-WX-WAL-WX V| * [Load

 Job Information (Fields marked with * are required.)

Applicant [MR JAMES THOMAS KIRK V]* Intake Worker [XXXX J*
Job Number TESTJOB2 |* MMBTUS Saved |0 e

Completion Date [07-30-2020 2 mm-dd-yyyy)* Fuel Type |[OTHER V[
Job Status PENDING A Building Type |MOBILE OWNER b
Year Built 1950 [+ YvYy

Weatherized Only? (U No Special @

Baseload Only? O PA Exempted?

Re-Weatherized? ®© Section 106 Completed? O
Forced Comment

‘ Reweatherized Or Job Comments
| [fome Previously Weatherized October 2013.
wFunds utilized LIHEAP and DOE.

500 characters left (spaces count)

Primary Contractor[UTOPIA PLANTIA SHIPYARD | Agency Inspector INONE W [*
| Primary Utility PP Vi Primary Other

Secondary Utility |OTHER V* Secondary Other |

Tertiary Utility NONE V= Tertiary Other |

< Update HH Composition? O >

. ata Classification: 3

Oregon Housing and Community Services @

Figure 4-21: Edit Job Information

3. Select ‘Update HH Composition?’ checkbox (reference figure 4-21) to update all household
characteristics and residence information. This should only be initiated if the initial qualification
is over 12 months old and or there was missing or incorrect information submitted from the
initial/previous program qualification.
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ADD/UPDATE JOB COSTS

1. Click on the ‘Update Job Costs’ button (reference figure 4-7) to access the Update Job Costs
Screen (reference figure 4-22).

This section will allow you to enter job costs associated with a particular measure as well as
funding sources utilized to complete the measure.

Enter funding source(s) used for each measure. Add comments for any unusual situation such as
measure buy down or landlord contribution.

H&S other, H&S ASHRAE, Furnace replacement H&S, nd incidental repair require a
comment be entered in the comment field.

N
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OP Agency: OHCS User: JRUTLEDGE A?E'
' lS %
Client: MR JAMES THOMAS KIRK Timeout: 18:20 0 g

Weatherizarion Residence: ENTERPRISE, OR 97828 VELONTS

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Jobs - Version 3.1.7T

Search JOb COSt Edlt

Yr:i:'ections Job Cost Information

New IOTHER

BPA IDOE ECHO LANDLORD LIHEAP FUNDS

[Roof cap  |0.00 | 000 | 300.00 | 000 | 000 | 0.00
eiling 0.00 | 000 | 000 | 000 | [ooo ][00
nsulation
loor
ation 000 ] Jooo | Jooo | Jooo | Jooo | Jo.00
all
reutaion  [B00_] 000 | 000 | 000 | 000 | 0.00
B s 000 | 000 | 000 | 000 | [ooo ] 0.00
nsulation
Duct Sealing|0.00 | 000 | 20000 | 000 | 000 | 0.00
Air
antation: |00 000 | 000 | 000 | 80000 | 0.00
Ee lacement}200 | Jo00 | Jooo | Jooo | J20000 | Jo.00
oor
eplacement0-00 000 | 0.00 | 0.00 | 0.00 | 0.00
H&S - Other |0.00 | 000 | 000 | 0.00 | 000 | 0.00
H&S -
S 000 | 000 | 0000 | 000 | 000 | 0.00
pnadental Iopo ] fJooo ] fpoo ] fooo | foeo ] [o.00
&Ent Ed |0.00 0.00 0.00 0.00 0.00 0.00
|Baseload  |0.00 0.00 0.00 0.00 0.00 0.00
[Furnace
Repl - Cost [0.00 | 000 | 0.00 | 0.00 | 000 | 0.00
Eff
IFurnace
eol “rias. 000 ] 000 | 000 | 000 | 000 | 0.00
urnace
Eepair 0.00 | 0.00 | 0.00 | 0.00 | 5000 | 0.00
lother 000 | 000 | 000 | 000 | 000 | 0.00

Note: A comment is required when using H&S Other, H&S ASHRAE, Incidental Repair, Furnace Repl - H&S,
and Other.

H&S ASHRAE - ASHRAE Compliant Fan Installed[
Comments|

2 haracters left (spaces count)
(| Save [JCancel
“—

Oregon Housing and Community Services ©

reen. Note: Cells are highlighted for ease of reading this manual.

Data Classification: 1

Figure 4-22: U ob C

2. Make any necessary changes and click the “Save’ button.
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3. You now have access to three reports, the ‘Funding Summary’ report (reference figure 4-
23A), the “Weatherization Client’ report (reference figure 4-23B) and the ‘Weatherization Job’
report (reference figure 4-23C).

H&S — ASHRAE, H&S — Other, and Furnace Replacement yes and no flags are set if you have
at least one job cost that has been entered on the job cost screen (reference figure 4-22).

To access these reports click on the ‘Funding Summary’ button. (reference figure 4-23). the
‘WX Client’ button (reference figure 4-23) or the ‘WX Job’ button (reference figure 4-23).

N
NS
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Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

OPUS

Weatherizarion

User: JRUTLEDGE

Timeout:

Tigoa] Oretonts

/]

Housing gnd Community Services
Client ¥ Program v Hist ¥ Managementv Reports ¥ Help v
Jobs < Version 3.1.7T
Search JOb View
View
Inspections APC: CCN-WX-WAL-WX
New [~ JOB REPORTS

Funding Summary

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

=D &=

—~ HOUSEHOLD CLIENT INCOME INFORMATION

Client Name

JEAN-LUC PICARD
CAROLE MARCUS

MR JAMES THOMAS KIRK
DR DAVID MARCUS
LEONARD MCCOY III

Age Income
95 $0.00
58 $0.00
57 $0.00
40 $1,200.00
20 $0.00

Click to move this job to a different or vacant Household.

Residence Info
1701 FEDERATION WAY STE 10F

— RESIDENCE, APPLICANT, AND HOUSEHOLD INFORMATION

Applicant / Household Info
Applicant Name MR JAMES THOMAS KIRK

ENTERPRISE, OR 57828 HH Income $1,200.00
—~JOB INFORMATION
Job Number TEST JOB 2 MMBTUS Saved 0
Completion Date 07-30-2020 Fuel Type OTHER
Job Status PENDING Building Type MOBILE OWNER
Job Type REWEATHERIZED Year Built 1950
H&S - ASHRAE ¥ PA Exempted? N
H&S - Other N Section 106 Completed? N
Furnace Replacement? N Intake Worker XXXX
Home Previously
. Weatherized October 2013.
Reweatherized Or Job Comments Funds utilized LIHEAP and
DOE.
Primary Contractor UTOPIA PLANTIA SHIPYARD Primary Inspector UNKNOWN
Primary Utility UNKNOWN Primary Other Name
Secondary Utility UNKNOWN Secondary Other Name
Tertiary Utility UNKNOWN Tertiary Other Name
Edit Job Info
— JOB COSTS
|Grant |cost
ECHO 1,300.00
LIHEAP 1,050.00
| Update Job Costs 2,350.00

Job Cost Comments:
H&S ASHRAE - ASHRAE Compliant Fan Installed

Data Classification: 3

Oregon Housing and Community Services ©

Figure 4-23: Job View Screen with jobs costs

20150625
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Funding Summary Report

Job Number: TESTJOB2

Applicant Name: MR JAMES THOMAS KIRK

Residence Address: 1701 FEDERATION WAY STE 10F, ENTERPRISE, OR 97828
MEASURE BPA DOE ECHO LANDLORD LIHEAP Other Total
Roof Cap 300.00 JOYO. 00
Duct Sealing 200.00 200.00
Air Infiltration 800.00 80().00
Window Replacement 200.00 200.00
H&S - ASHRAE 800.00 800.00
Furace Repair 50.00 50.00

Total 0.00 0.00 1,300.00 0.00 1,050.00 0.00 2,350.00

Comments:
H&S ASHRAE - ASHRAE Compliant Fan Installed
May 26, 2015 11:37:44 AM Version 1.0 funding_summary.rpt Page 1 Data Classification: 1

Figure 4-23A:
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Job # TEST JOB 2 Applicant Name : KIRK, JAMES T Program: WX Agency:CCN

OREGON HOUSING AND COMMUNITY SERVICES DEPARTMENT
Weatherization Client Report

[CLIENT INFORMATION i
Household Type : Extended Family
Total Number in Household 5
SSN

Name DOB SSN/ID # VERIFE GN ET Race OTR ED DS Eﬂ NCB
JAMES THOMAS KIRK 20-Mar-1963 HA6798 YES UK M H & UK N UK DK SNAPOHPMCAREOS
JEAN-LUC PICARD 11-May-1925 SUEANLUOS1125 NO O M NH wH MA Y N Y vams
CAROLE MARCUS 11-May-1962 SCAROLE0S1162 vEs UK F  NH WH UK N UK N  SNAPOHPPRA
DAVID MARCUS 02-Jun-1980 SDAVIDO080280 vEs UK M NH WH UK N UK N N
LEONARD MCCOY Iil 01-Jan-2000 SLEONARD10100 excer UK M RF R UK RF UK N  SNAP,OHPPRA
[PHONE Jj
Phone Extension Type
{974) 000-1111 c
(503) 999-8422 c
(503) 999-9999 c
(503) 986-6704 6
(800) 555-0000 P
(503) 999-8422 H
(503) 555-1212 H
(800) 555-9422 (o}
|ADDRESSES |
Mailing Address(s) County
PO BOX 21, BANDON, OR 97411 CO0s
Physical Address(s) County
1701 FEDERATION WAY STE 10F, ENTERPRISE, OR 97828 WALLOWA
IType of Dwelling l Multi-Unit (Over 4) I |Pn’mary Energy Type I OTHER I IResidence Status Rent (Heat inc) |
[EMPLOYMENT HAS NOT BEEN RECORDED 1
Ref Employer Address Phone Extension

May 26, 2015 11:23:45 AM Version 1.0 wx_client.rpt Pagatof2 Data Classification: 3
Figure 4-23B: Weathgiization Client (Pagerl) . W

Job # :TEST JOB 2 Applicant Name : KIRK, JAMES T Program: WX Agency:.CCN
INCOME )
Ref Income Source Type Freq A t A | Verification/C its

FIIFB6798  NONE - ZERO INCOME STA $0.00 $0.00 This field is a required if zero income is selected.
SCAROLE05116 DONT KNOW $0.00 $0.00

SDAVID060280 SOCIAL SECURITY ADMINIS SSDI M $100.00 $1,200.00 AL

SLEONARO01010 NONE $0.00 $0.00

SJEANLU051125 **Missing Income** $0.00 $0.00 Having Income marked Yes but no income records created

The information you provide w

e used to determine if you are eligible for weatherization services. This program is voluntary. If you choose to apply for services
you must give all required inform 2%

n. During application processing we may need to ask you for more information in order to determine your eligibility.

APPLICANT DISCLAIMER AND RELEAS
I understand that the information | provid
unjustly denied, | may be entitled to a fair he:
provider, | may appeal to Oregon Housing and
designated subcontractors, and the utility(ies) or h

ill be used to determine and verify my eligibility for weatherization. | understand that if | feel my application was
{0g if requested within 30 days of the date of denial. If | feel | have been discriminated against by the local service
munity Services (OHCS). My signature gives consent for offices of the state and federal governments, their

e energy supplier(s) to share information, including information about my account.

(utility or vendor name)

\ ) (agency name)
for the purpose of providing services.

Signature of account holder, applicant, or authorized representative (circle one)

Signature of account holder, applicant, or authorized representative (circle one)

Agency Certification: The above named applicant has met the income eligibility requirements fol
Program and is authorized to receive weatherization assistance.

State of Oregon Low Income Weatherization Assistance

NOTE: If income is selected for blient but
Intake Worker Signature no income information is input. Data
qualitity check will display "Missing
Income" Message.
May 26, 2015 11:27:52 AM Version 1.0 wx_client.rpt Page2af2 Data Classification: 3

Figure 4-23B: Weatherization Client (Page 2)
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Residence Info

WX Job Report
CON-WX-WAL-WX

Applicant/Household Info

1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 97828

Job Information

Applicant:

HH Income: § 1,200

MR JAMES THOMAS KIRK

Job Number: TEST JOB 2 MMBTUS Saved: 0.00
Completion Date: 07-30-2020 Fuel Type: OTHER
Job Status: PENDING Building Type: MOBILE OWNER
Job Type: REWEATHERIZED Year Built: 1950
H& S -ASHRE: Y PA Exempted? N
H & S - Other: N Section 106 Completed? N
Furnace Replacement? N Intake Worker: XXXX
Re-Weatherized Comments:
Home Previously Weatherized October 2013.
Funds utilized LIHEAP and DOE.
Primary Contractor: UTOPIAPLANTIAS  Primary Inspector: UNKNOWN
Primary Utility: UNKNOWN Primary Other Name:
Secondary Utility: UNKNOWN Secondary Other Name:
Tertiary Utility: UNKNOWN Tertiary Other Name:
Job Costs
Grant Cost
ECHO $ 1,300.00
LIHEAP $ 1,050.00
$ 2,350.00
Job Cost Comments:
H&S ASHRAE - ASHRAE Compliant Fan Installed
May 26, 2015 11:19:12 AM Version 1.3 job.mt Page 1 Data Classification: 2

Figure 4-23C: Weatherization Job
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Section Five

Energy Education / Kit Components

The user will learn how to post Energy Education training to household and issue/install Kit
Components to Households in the OPUS database in this section.

Energy Education

Search Client 158
Energy Education View 160
Energy Education — Add 162
Energy Education — Delete 163

Kit Components

Kit Components View 164
Issue Kit Components 168
Kit Components — Delete 173

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

Setup:

Starting on the “Client Search’ Screen (reference Figure 5-1).

OPUS

Agency: OHCS User: TESTUSER ,/iir.\‘y‘

Timeout: 19:33

Weatherization m A
. . Housing an menux t\'\m m
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client . Version 3.1.7T
Search Client Search
View
gg\g' Search Parameters (at least one field required)
I
. ssN/sysip [ ] Address | ] unit[ Jieapts)
Residence & 3
View First Name | I City [ ]
New Last Name | | Zip :l
Edit Show Residence Info. only O Show Residences With Jobs only O
Household SEii
View When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 5-1: Client Search Screen

1. Enter the Client’s.or SSN/SYSID (Social Security Number or System Identification
Number). A search can be completed by any of the fields provided: social security number,
first name, last name, system identification number, physical address, city, zip code. When a
client has system identification (SYSID#) different from their social security number, it
might be beneficial to remove the SISID# from the search box, and search only by the first
and last name.

2. Click the “Search” button (reference Figure 5-1-1). If “No Results found” is displayed, the
client does not exist in the OPUS database and will need to be enter into the system (See
Section 2 — Client New).
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OPUS

Weatherization

Agency: OHCS User: TESTUSER

Timeout: 18:55

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client = Version 3.1.7T
Search Client Search
View
:\3‘5\: Search Parameters (at least one field required)
i
- s Address[ ] unit[ (e apt®)
Redacncs First Name JAVES oy ]
New Last Name |KIRK Zip
Edit Sho 2 Show Residences With Jobs only O
Household i . T
View When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen s carch
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 5-1-1: Client Search Screen

3. Select the correct client from the Search Results section (reference Figure 5-2) and the
‘Household View’ screen will appear next (reference Figure 5-3).

OP l Agency: OHCS User: TESTUSER
Timeout: 19:52
Weatherizarion
= 2 Housing and Communit
Client ¥ Program v Hist ¥ Managementv Reports v Help v
Client - Version 3.1.7T
Search Client Search
View
gg\t" Search Parameters (at least one field required)
i
- ssn/sysio[ Address Unit (ie Apt B)

Nehcn First Name JAVES N ——
New Last Name |KIRK Zip
Edit Show Residence Info. only O Show Residences With Jobs only O
Household Sogass
Viéw w‘hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education i Birth
View SSN # First Name Last Name Year Address Unit City
Kit Component New

[ = KIRK 1992 | 375 FAIRVIEW AVE SE APT 210 |SALEM

| IR KIRK 1955 | 1820 EARLE ST KLAMATH FALLS

[ e KIRK 1957 | 604 JUNIPER DR PENDLETON

! T TR I T Gl
< JAMES THOMAS KIRK 1963 | 333 STARBASE CT SLIP § ENTERPRISE .>
Data Classification: 3
Oregon Housing and Community Services ©

Figure 5-2: Client Search Screen — Search Results

Note: ‘Search Results’ are displayed for the first 100 records randomly matching the criteria you
enter in a given ‘search’. A list resulting of up to 100 individual result records are generated
randomly. If specific search criteria entered will result in a more than 100 matches, utilize a
redefined search result and narrow down the list generated. At least one client search field must
be filled in.
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4. On the ‘Household View’ Screen (reference Figure 5-3). Click on the ‘View’ link located on
the Left Nav Bar under ‘Energy Education’

OP l Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:49

Weatherization Residence: ENTERPRISE, OR 97828

Client ¥ Program v Hist v Managementv Reports v Help v

Client = Version 3.1.7T
Search Household View
View
2‘3‘:’ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i

Residence HH Members Bold Red elements indicate poor data quality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit D SJEANLU051125 JEAN-LUC PICARD S0 M MA Y Y NH s Y Y
Household [J]| smonNTGO051162 | MONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update [0| scaroLeosii62 | CAROLE MARCUS s3| F | ok | N N NH s Y DK
NCB Update

O 123-45-6798 MR JAMES THOMAS KIRK 52 M DK DK N H RF Y ZIS
Move T
Client to HH D SDAVID060280 DR DAVID MARCUS 35 M DK N N NH s ¥ Y
HH to Residence [J| sLeonsro10100 |LEONARD MCCOY 1II 15 | ™ pk | n | RF | RF | RF Y N
Merge HH

New Client

Education

To Remove a Client (one at a time): i Remove Client(s) from Household I
ponent New Select client under the R column above, then Click this button
To Remove Household: Click this button ] Move Entire Household to Unknown |
 Jobs
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTIO0B 1 WEATHERIZED COMPLETED $0.00 10-30-2005
~ Address Income v
T Address MONTGOMERY SCOTT $3,000.00
B 333 STARBASE CT SLIP 9 DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828
~ Household Summary
Phones
Total Income $4,200.00
Number Client Name
% of Poverty 13%
(503) 986-6704 CAROLE MARCUS
% of OMI 5%
P | (800) 555-0000 CAROLE MARCUS
Total # of Persons 6
C | (503) 999-8422 JEAN-LUC PICARD
HH Type [Extended Family Vl*
P (800) 555-0000 JEAN-LUC PICARD
H | (503) 555-1212 LEONARD MCCOY III Hotsehokt) Subsidized m
P | (800) 555-0000 LEONARD MCCOY III Make any changes? | Save Changes
H | (800) 555-9422 MONTGOMERY SCOTT HH C ts
This is the hh coments section
4 - DR DAVID MARCUS
G- [{974)000- 1141 & . Which allows a total of 2000
c | (800) 555-9422 DR DAVID MARCUS characters/
P (800) 555-0000 DR DAVID MARCUS
C | (503) 999-9999 MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
1929 characters left (spaces count)
P | (800) 555-0000 MR JAMES THOMAS KIRK |

Data Classification: 3

Oregon Housing and Community Services ©

Figure 5-3: Household View Screen
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The ‘Energy Education View’ screen will appear (reference Figure 5-4).

OP S Agency: OHCS User: TESTUSER Aétﬁ_f

| | g
Client: MR JAMES THOMAS KIRK Timeout: 19:36 & &'X

Weatherization Residence: ENTERPRISE, OR 97828 }’@(”0}(% f

Housing and Communi

Client ¥ Program v Hist ¥ Management~v Reports v Help v
Version 3.1.7T

Client - .
Search Energy Education View
View N
Ne_W Energy Education
Edit
Residence Intake Date:| | ®fmm-dd-yyyy)* Initials: [TU _|* Type: [CLASSROOM SESSION V|* [ Add
View
New Y
Edit Kit Components
View
I Install
Mail/Ph Update Soue nsLa
NCB Update Count Component Date Date Agency
Move ) . i .
Client to HH Component: Count: Issued Date: . Installed Date:
HH to Residence M [* [ ] |
Merge HH

Energy Education
View
Kit Component New

Data Classification: 1

Oregon Housing and Community Services ©

Figure 5-4: Energy-Education View Screen.

The ‘Energy Education View’ screen is divided into two sections. The top section is the
‘Energy Education’ section and the bottom section is the ‘Kit Components’ section.
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Add Energy Education:

1. To add energy education completed, enter the required information (Intake Date, EE Worker
Initials and Type) and click on the ‘Add’ button (reference Figure 5-5-1).

OP l Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:33

Weatherization Residence: ENTERPRISE, OR 97828 0}’ 6 0}{" N

Hnu\m“n Umlmum!\ Services

Client ¥ Program v Hist ¥ Management~v Reports v Help v
Version 3.1.7T

Client

Search Energy Education View
View N
Ne}‘“ Energy Education
Edit

2 Intake Date: 08-04-2013 Initials: JM
Residence
View Intake Date: 08-28-2013 Initials: CCS
ggl‘;' Intake Date: 08-30-2013 Initials: CSS

Household ntake Date: [07-01-2015 [k mm-dd- yyyv) m’“ [NHOME ___3J
View

Mail/Ph Update

NCB Update Kit Components

Move New Kit Component

Client to HH Issue Install

HH to Residence

Merge HH Count Component Date Date Agency
5::\!;gy Education Component: Count: Issued Date: Installed Date:
Kit Component New v [ * [ [* [ ]

Data Classification: 1

Oregon Housing and Community Services ©

Figure 5-5<1: Energy Education View Screen - Add:

2. Subsequently, the energy education entered is added to the Energy Education information
displayed (reference Figure 5-5-2).

OP ’ Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:56

Weatherization Residence: ENTERPRISE, OR 97828 0}’ 6 N

Z 3 l(uusml._,an (ommumub
Client ¥ Program v Hist ¥ Management~v Reports v Help v

Version 3.1.7T

Client

Search Energy Education View
View N
New Energy Education
Edit
N Intake Date: 08-04-2013 Initials: 1M Type: IN HOME Agency: OHCS
Residence
View Intake Date: 08-28-2013 Initials: CCS Type: DURING INTAKE Agency: CCN
23:: Intake Date: 08-30-2013 Initials: CSS Type: CLASSROOM SESSION Agency: CCN
Intake Date: 07-01-2015  Initials: TU Type: IN HOME  Agency: OHCS m
Household -
View . ] * itials: b . V=
Mall/Ph Update Intake Date:| [ “mm-dd-yyyy)* Initials: TU__|* Type: [CLASSROOM SESSION V|
NCB Update
Kit Components
Move
Client to HH New Kit Component
HH to Residence -
Merge HH Issue Install
- Count Component Date Date Agency
Energy Education
View
Kit Component New Component: Count: Issued Date: Installed Date:
Sl J* | gl ]

Data Classification: 1

Oregon Housing and Community Services ©

Figure 5-5-2: Energy Education View Screen - Completed.

162 WEATHERIZATION OPUS User Manual, Section 5 — Energy Education / Kit Components

20150625




Delete Energy Education:

1. To delete energy education completed, locate the information you wished deleted and click
the ‘Delete’ button located immediately to the right of that line (reference Figure 5-6-1).

OP ’ Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:33

7 X
< {
Weatherizarion Residence: ENTERPRISE, OR 97828 07@@0%5 X

N
Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

li . . Version 3.1.7T
v Energy Education View
View N
New Energy Education
Edit

i Intake Date: 08-04-2013 Initials: IJM Type: IN HOME
Residence
View Intake Date: 08-28-2013 Thitials: CCD Type: DURING INTAKE Agency:
ggl\:l Intake Date: 08-30-2013 Initials: CSS Type: CLASSROOM SESSION Agency: CCN
Household Intake Date: [07-01-2015 | “(mm-dd-yyyy)* Initials: [TU__|* Type: [IN HOME M
View
mgg/f}f;éﬁgate Kit Components
Move New Kit Component
Client to HH Issue Install
HH to Residence
Merge HH Count Component Date Date Agency
E_nergy Education Component: Count: Issued Date: Installed Date:
View
Kit Component New V|' [ J* [ | ]

Data Classification: 1

Oregon Housing and Community Services ©

Figure 5-6-1: Energy Education View Screen - Delete.

2. Subsequently, the energy education selected is deleted from the Energy Education
information displayed (reference Figure 5-6-2).

OP ' S Agency: OHCS User: TESTUSER a 3
Client: MR JAMES THOMAS KIRK Timeout: 19:56 [ %
Weatherization Residence: ENTERPRISE, OR 97828 14 g@%’( :
% 5 Housing gnd Communily Services
Client ¥ Program v Hist ¥ Management~v Reports v Help v
Client - - Version 3.1.7T
Search Energy Education View
View -
New Energy Education
Edit
Beek Intake Date: 08-28-2013  Initials: CCS Type: DURING INTAKE ~ Agency: CCN
esidence
View Intake Date: 08-30-2013 Initials: CSS Type: CLASSROOM SESSION  Agency: CCN
2;‘: Intake Date: 07-01-2015 Initials: TU Type: INHOME  Agency: OHCS
Household Intake Date:| | “(mm-dd-yyyy)* Initials: TU _|* Type: [CLASSROOM SESSION v
View
R‘Igg/ﬁl;:a[igate Kit Components
Move New Kit Component
Client to HH Issue Install
HH to Residence
Merge HH Count Component Date Date Agency
Sil:vrgy Education Component: Count: Issued Date: : Installed Date:
Kit Component New v [ [ J* [ ]
Data Classification: 1
Oregon Housing and Community Services ©

Figure 5-6-2: Energy Education View Screen - Completed.

NOTE: You will only be able to delete kit components issued by your agency or if applicable a
sub-recipient of your agency.
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Kit Components

Setup:
Starting on the ‘Client Search’ Screen (reference Figure 5-7).

OP ’ Agency: OHCS User: TESTUSER % r
Timeout: 19:46 AL
Weatherization }"6;4’0}{ : '

- o Housing and Commun
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Client

Search Client Search
View
E‘g—w Search Parameters (at least one field required)

it

. ssn/sysio[ ] Address | | unit[ e apts)

Residence ) ¥
View First Name [ | City | |
New Last Name | | Zip ‘:]
Edit Show Residence Info. only O Show Residences With Jobs only O
Household s o
View w.hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©
Figure 5-7: Client Search Screen

1. Enter the Client’s or SSN/SYSID (Social Security Number or System Identification
Number). A search can be completed by any of the fields provided: social security
number, first name, last name, system identification number, physical address, city, zip
code.. When a client has a system identification (SYSID#) different from their social
security number, it might be beneficial to remove the SISID# from the search box, and
search only by the first and last name.

2. Click the “Search” button (reference Figure 5-7-1). If “No Results found” is displayed,
the client does not exist in the OPUS database and will need to be enter into the system
(See Section 2 — Client New).
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OPUS Agency: OHCS User: TESTUSER
Timeout: 18:55 <
Weatherization 0}’@’0}{ ¢

N \
Housing and Community 1ces

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Client . Version 3.1.7T
Search Client Search
View
NSW Search Parameters (at least one field required)
Edit
I S Address | | Unit :](ie Apt B)
Residence 5 ] -
View First Name |JAMES City | |
New Last Name |[KIRK Zip
Edit Sho % Show Residences With Jobs only O
Household A P
View When you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen s e arch
NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH

Energy Education
View
Kit Component New

Data Classification: 3

Oregon Housing and Community Services ©

Figure 5-7-1: Client Search Screen

Select the correct client from the Search Results section (reference Figure 5-8) and the
‘Household View’ screen will appear next (reference Figure 5-9).

OP l Agency: OHCS User: TESTUSER
Timeout: 19:52
Weatherizarion

Client ¥ Program v Hist v Managementv Reports v Help v

Housing and Community Services

Client 3 Version 3.1.7T
Search Client Search
View
NSW Search Parameters (at least one field required)
Edit
- ssn/sysio [ ] Address | | unit| leaptB)
Si?x ence First Name [JAMES City | |
New Last Name KIRK Zip
Edit Show Residence Info. only O Show Residences With Jobs only O
Household sy e
Jisw W.hen you Click in Search Results:
Mail/Ph Update Client's SSN = Household Screen Advanced Search

NCB Update Client's Name = Client Screen
Move Residence Address = Residence Screen
Client to HH A maximum of 100 results will be returned.
HH to Residence
Merge HH Search Results
Energy Education
. ay SSN # First Name Last Name Birth Address Unit City
View Year
Kit Component New
| RS KIRK 1992 | 375 FAIRVIEW AVE SE APT 210 | SALEM
| RS KIRK 1955 | 1820 EARLE ST KLAMATH FALLS
| RS KIRK 1957 | 604 JUNIPER DR PENDLETON
e e T T O T T TP —— Sl
< >
JAMES THOMAS KIRK 1963 | 333 STARBASE CT SUIP § ENTERPRISE

N —

S ——
Data Classification: 3

Oregon Housing and Community Services @

Figure 5-8: Client Search Screen — Search Results
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Note: ‘Search Results’ are displayed for the first 100 records randomly matching the criteria you
enter in a given ‘search’. A list resulting of up to 100 individual result records are generated
randomly. If specific search criteria entered will result in a more than 100 matches, utilize a
redefined search result and narrow down the list generated. At last one client search field must
be filled in.

4. On the ‘Household View’ Screen (reference Figure 5-9). Click on the ‘Kit Component New’
link located on the Left Nav Bar under ‘Energy Education’.
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OPUS

Weatherization

Client ¥

Program v

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Hist ¥ Management v

User: TESTUSER
Timeout: 19:49

Reports v

Help v

Version 3.1.7T

To Remove Household: Click this button

Select client under the R column above, then Click this button

| Move Entire Household to Unknown |

Client =
Search Household View
View
gg‘;‘/ Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
i
x HH Members Bold Red elements indicate r data quali

Residence EoS duality
View R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit I:l SJEANLUOS1125 JEAN-LUC PICARD S0 M MA Y X NH s Y Y
Household [1] sMonTGO051162 | MONTGOMERY SCOTT 53 M DK Y N NH s Y Y
View
Mail/Ph Update [J| scaroLeosi162 | CAROLE MARCUS s3| F | bk | N N NH s ¥ DK
NCB Update

D 123-45-6798 MR JAMES THOMAS KIRK 52 M DK DK N H RF Y ZIS
Move SRYANS i
Client to HH [ SDAVID060280 DR DAVID MARCUS 35 M DK N N NH S ¥ Y
HH to Residence 0| steonaroioico |LEONARD MCCOY 111 15| m | ok | n|RrR | R | R | v N
Merge HH

i New Client
pargy Education
To Remove a Client (one at a time): I Remove Client(s) from Household |
Bhponent New

~ Jobs -
Agency Number Type Status Cost Completion Date
CCN TEST JOB 2 REWEATHERIZED PENDING $2,350.00 07-30-2020
CCN TESTIOB 1 WEATHERIZED COMPLETED $0.00 10-30-2005
Address - Income Summary
T Address MONTGOMERY SCOTT £3,000.00
8 333 STARBASE CT SLIP 9 DR DAVID MARCUS $1,200.00
ENTERPRISE, OR 97828 = =
i 3 Household Summary
~ Phones
Total Income $4,200.00
T | Number Client Name
% of Poverty 13%
(503) 986-6704 CAROLE MARCUS
% of OMI 5%
P (800) 555-0000 CAROLE MARCUS
Total # of Persons 6
C | (503) 999-8422 JEAN-LUC PICARD
HH Type [Extended Family v+
P | (800) 555-0000 JEAN-LUC PICARD
; =
H | (503) 555-1212 LEONARD MCCOY III HoussholdiSubsieed Ll
P | (800) 555-0000 LEONARD MCCOY III Make any changes? | Save Changes
H | (800) 555-9422 MONTGOMERY SCOTT HH Comments
This is the hh coments section
- J
C | (974) 000-1111 DR DAVID MARCUS L% ch-aliows s toral=oE 2000
c | (800) 555-9422 DR DAVID MARCUS characters/
P | (800) 555-0000 DR DAVID MARCUS
C | (503) 999-999% MR JAMES THOMAS KIRK
C | (800) 555-9422 MR JAMES THOMAS KIRK
H | (503) 999-8422 MR JAMES THOMAS KIRK
1929 characters left (spaces count)
P | (800) 555-0000 MR JAMES THOMAS KIRK

Oregon Housing and Community Services ©

Data Classification: 3

Figure 5-9: Household View Screen

The ‘Kit Components HH New’ screen will appear (reference Figure 5-10).
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Issue Kit Components

OP ] Agency: OHCS User: TESTUSER {
Client: JAMES TIBEROUS KIRK III Timeout: 19:10 ¥ 3
Weatherization i : SA a7 24' Q \ Vil
Residence: SALEM, OR 97304 Log Out | }'6’ 0}{ &
llousmxwtummunm Tvices
Client ¥ Program ¥ Hist ¥ Management™¥ Reports ¥ Help ¥
Client A Version 3.1.7T
Search Kit Component HH New
View
New
Edit I Kit Components
Residence Add Single Date To Issued: | E(mm-dd-yyyy)
View Add Single Date To Installed:l El(mm-dd-yyvy"
New —
Edit 777 ELECTRIC KIT
Issued Installed
Household
View Component Count Date Date
Mail/Ph Update (mm-dd-yyyy)| (mm-dd-yyyy)
NCB Update
I loUTLET GASKET 5
Move
Client to HH " |REGISTER HEAT DEFLECTOR] 55
HH to Residence I"|SHOWER TIMER-GAS 23
Merge HH
OHCS EN KIT
Energy Education = B
View
Kit Component New Component Count Date Date|
(mm-dd-yyyy)| (mm-dd-yyyy)
icrL 4
" |HOT WATER THERMOMETER 3
" |REGISTER HEAT DEFLECTOR| 2
Check All |
| Savel
Data Classification: 1
Oregon Housing and Community Services @

Figure 5-10: Kit Component HH New Screen

Note: If there have been no kits built for your agency your screen will look as follows
(reference Figure 5-11) and you will need to create kit components to proceed (See Section M1
Agency Management Functions — Kit Components).
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(0)3ON

Weatherizarion

Client
Search
View
New
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCB Update

Move

Client to HH

HH to Residence
Merge HH

Energy Education
View
Kit Component New

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Client ¥ Program v Hist ¥ Management v

Kit Component HH New

Kit Components

[No Kits have been created for this agency.|

User: TESTUSER
Timeout: 19:06

o s Dreoon6s

H()Jxm;, an (mnmunm Services

Reports v Help v

Version 3.1.7T

Figure 5-11: Kit Component HH New Screen - No Kits Created

You can now select individual components from different kits or by utilizing the ‘Check All’
button you can select all components of all the kits create by that agency (reference Figure 5-
12). NOTE: If there are like components in different kits it will not sum the total rather it will
create a separate entry from each Kit.

OP ’ Agency: OHCS User: TESTUSER
Client: JAMES TIBEROUS KIRK III Timeout: 19:51
Weatherization Residence: SALEM, OR 97304 Log Out | 7
Housing an L«)mmuml\ \cmccs
Client ¥ Program ¥ Hist ¥ ManagementY Reports ¥ Help ¥
Client B Version 3.1.7T
Search Kit Component HH New
View
New
Edit [ Kit Components
Residence Add Single Date To Issued: I—E(mm-dd-yyyy)
View Add Single Date To Installed:| Elmm-dd-yyyy)
New
Edit 777 ELECTRIC KIT
Issued Installed
Household
View Component Count Date Date
Mail/Ph Update (mm-dd-yyyy)| (mm-dd-yyyy)
NCB Update
IViAC/EVAPORATIVE COOLER COVER! 1
Move
Client to HH W oUTLET GASKET 5
HH to Residence IV |REGISTER HEAT DEFLECTOR 55
Merge HH
W |sHOWER TIMER-GAS 23
Ei':;gy Education OHCS EN KIT
Kit Component New d I lled
Component Count Date’ Date’
(mm-dd-yyyy)| (mm-dd-yyyy)
W lcrL 4
M |HOT WATER THERMOMETER 3
v REGISTER HEAT DEFLECTOR 2
|t omE——
Check All | )
Save
Data Classification: 1
Oregon Housing and Community Services @

Figure 5-12: Kit Component HH New Screen — Check All
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You can utilize a single date for issue and/ or installed for all components checked (NOTE as
you ‘Tab’ out of the field the dates in the respective field will autofill) (reference Figure 5-13).
You can input different individual Issued Date’s and Installed Date’s (reference Figure 5-14).

OP S Agency: OHCS User: TESTUSER
U Client: JAMES TIBEROUS KIRK III Timeout:
Weatherization Residence: SALEM, OR 97304 Log Out | }’ 6 0%

Houxm;,J(ommunm"\cmcu

Client ¥ Program ¥ Hist ¥ ManagementY Reports ¥ Help ¥

Client . Version 3.1.7T
Search Kit Component HH New
View
New
Edit [ Kit Components
Residence Add Single Date To Issued: |09-19-2013 El(rnm-dd‘yyyy)
View Add Single Date To Installed: [N Es%24}] E}(mm-dd-yyyy)
New
Edit 777 ELECTRIC KIT
Issued Installed
Household
View Component Count Date Date
Mail/Ph Update (mm-dd-yyyy)| (mm-dd-yyyy)
NCB Update
" IV |AC/EVAPORATIVE COOLER COVER 1J08-18-2013
ove
Client to HH VlouTLET GASKET 5§09-19-2013
:';rtgoeR:g'deme IV \REGISTER HEAT DEFLECTOR 55 {09-19-2013
. V|sHOWER TIMER-GAS 23§09-19-2013
Si"':\;gy Education |\ o enKIT
Kit Component New Issued Installed
Component Count Date Date
(mm-dd-yyyy)| (mm-dd-yyyy)
W lcrL 4409-19-2013
V|HOT WATER THERMOMETER 3§09-19-2013
IV |REGISTER HEAT DEFLECTOR 209-19-2013
Un-Check All
Save

Data Classification: 1

Oregon Housing and Community Services @

Figure 5-13: Kit Component HH New Screen — Add Single Issue/Install Dates.
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OPUS Agency: OHCS User: TESTUSER 4
Client: JAMES TIBEROUS KIRK III Timeout: 15:09 ¥ ;
Weatherization Residence: SALEM, OR 97304 Log Ol.lll }’@('m't N ﬁ
Housing ang Cmnmunil_\"'ber'\.wcs
Client ¥ Program ¥ Hist ¥ ManagementY Reports ¥ Help ¥
Client . Version 3.1.7T
Search Kit Component HH New
View
New
Edit r Kit Components
Residence Add Single Date To Issued: I E](mm-dd-yyyy)
View Add Single Date To Installed:l E}(mm-dd-yyyy)
New
Edit 777 ELECTRIC KIT
Issued Installed
Household
View Component Count Date Date
Mail/Ph Update (mm-dd-yyyy) (mm-dd-yyyy)
NCB Update
I lAC/EVAPORATIVE COOLER COVER| 1
Move "‘rF_"
Client to HH VIOUTLET GASKET > 5¢U9-19-2013
HH to Residence REGISTER HEAT DEFLECTOR 55
Merge HH
I |SHOWER TIMER-GAS 23
\E,i"e'fzgy Education | | o en kit
Kit Component New Issued Installed
Component Count Date’ Date
(mm-dd-yyyy)| (mm-dd-yyyy)
4
——
M |HOT WATER THERMOMETER b ] 8-12-2013 9-01-2013
T RECTSTERREAT DEFLECTOR 2
Check All I L
(l Save )
N
T —
Data Classification: 1
Oregon Housing and Community Services @

Figure 5-14: Kit Component HH New Screen — Separate Issue/Install Dates.

Once you have completed you selection click on ‘Save’ button

Alternatively, you can add/issue and/or install individual components from the ‘Component’
dropdown list. Select the component, enter the count (quantity), issue date and if know the

installed date. ((reference Figure 5-15).
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OP , Agency: TEST User: JRUTLEDGE
Client: JAMES TIBEROUS KIRK III Timeout: 19:50
Weatherizarion Residence: SALEM, OR 97304 Log Out |

Client ¥ Program ¥ Hist ¥ ManagementY Reports ¥ Help ¥

Version 3.1.7T

Client . .

Search Energy Education View

View

New

Edit I Energy Education

Residence Intake 10-11-2011 Initials: EH Type: CLASSRCCOM SESSICN Agency: CHCS

View Date:

ggl\l’:v Intake 09-16-2013 Initials: BH Type: CLASSROCM SESSICN Agency: OHCS
Date:

Household

View Intake Date: | E(mm-dd-yyyy)' Initials: I = Type: 3 8 Add I

Mail/Ph Update

NCB Update

Move  Kit Components

Gt | Newkicampanen]

Merge HH Issue Install

Energy Education Count Component Date Date Agency

oW 3 HOT WATER THERMOMETER 08-12-2013 09-01-2013 OHCS

Kit Component New | | [ CFL 09-16-2013 TesT | Delete

[3 [ DRIP GAUGE 09-16-2013 TEST| Delete

80 PIPE WRAP 09-16-2013 ACCESS
1 SHOWER TIMER-GAS 09-16-2013 TEST | Delete
3 RECYLE TOTE BAG 09-18-2013 09-18-2013 ORCCA
3 SHOWERHEAD 1.50 GPM-ELECTRIC 09-18-2013 05-18-2013 ORCCA
3 WEATHERSTRIP VFLEX VINYL 09-18-2013 09-18-2013 ORCCA
5 OUTLET GASKET 09-19-2013 OHCS

~eEmponent: x Count: Issued Date: Installed
< IRECYLE TOTEBAG C[09-19-2013 Date:

I 09-19-2013

Data Classification: 1

Oregon Housing and Community Services @

Figure 5-15: *Energy Education View’ Screen — Add Component.
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Delete Kit Components

From the ‘Energy Education View’ screen you can delete kit components by selecting the

‘Delete’ button immediately to the right of the components display (reference Figure 5-16).
You will only be able to delete kit components issued by your agency or if applicable a sub-
recipient of your agency.

OPUS

Weatherization

Agency: TEST
Client: JAMES TIBEROUS KIRK III
Residence: SALEM, OR 97304

Client ¥ Program ¥

Hist ¥ Management ™~

Reports ¥

User: TESTUSER
Timeout: 19:50

Log Out |

Help ¥

Housing an, Lammunm bmlco\

Version 3.1.7T

Client . .

Search Energy Education View

View

New .

Edit [ Energy Education

Residence Intake 10-11-2011 Initials: EH Type: CLASSRCCOM SESSICN Agency: CHCS

View Date:

gfh\t’:\, Intake 038-16-2013 Initials: BH Type: CLASSROCM SESSICN Agency: OHCS

Date:

Household :

View Intake Date: I E’](mm-dd-yyyy)' Initials: IEJR = Type: | CLASSROOM SESS|ONZ| * Add I

Mail/Ph Update

NCB Update

[ Kit Components
Move . g
Client to HH N
: lew Kit Component
HH to Residence P |
Merge HH Issue Install
. Count Component Date Date Agency

Energy Education

View 3 HOT WATER THERMOMETER 08-12-2013 09-01-2013 OHCS

Kit Component New 2 CFL 09-16-2013 TEST

[3 [ DRIP GAUGE|  08-16-2013 [ TesT( Delete )
80 PIPE WRAP 09-16-2013 ACCESS
1 SHOWER TIMER-GAS 09-16-2013 TEST| Delete |
3 RECYLE TCTE BAG 0S-18-2013 09-18-2013 CRCCA
3 SHOWERHEAD 1.50 GPM-ELECTRIC 09-18-2013 09-18-2013 CRCCA
3 WEATHERSTRIP VFLEX VINYL 09-18-2013 09-18-2013 CRCCA
=) CUTLET GASKET 09-19-2013 OHCS
Component: Count: Issued Date: Installed Add
:I % | | " Date:

Data Classification: 1

Oregon Housing and Community Services @

Figure 5-16: Kit Component HH New Screen — Separate Issue/Install Dates.

NOTE: To install kit components after items have been issued, you will need to delete the
component and then add the kit components with the issue date and install date field completed.
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Section Six

Reports

The user will learn how to utilize the reports available to users in the OPUS Weatherization

Module.

Standard Reports

Quarterly Report

Client Characteristics

Global Client Characteristics

Grant Costs
Re-Weatherization

Health & Safety Costs
Furnace Replacement
SHPO

Energy Type Labels

Zip Code Labels

Monitor Completion Report

Residence Change Report
Wx Referral

Historical Reports

Quarterly Report

Grant Costs
Re-Weatherization

Health & Safety Jobs Costs
Furnace Replacement

175
178
180
182
184
186
188
190
192
194
196
198
201
204
207
207
209
211
213
215

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 6-1) and select ‘WX’
from the dropdown list. The ‘Reports’ screen will appear next. (reference Figure 6-2).

Agency: OHCS

OPUS

Weatherization

Client ¥ Program v

h Cli
sesreh clent Message of the Day
Change Password?

Edit Your User
Account

Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 19:54

Hist ¥ Management v

Oreeonfe

Housing and Communit

ervices

WELCOME! To start OPUS - Click Search Client

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

( WX v|

Version 3.1.7T

Program Notices

OPUS Help

01-22-2014 - The system was updated
to Version 3.0.5 on 01/21/2014.
Please report ALL issues to the
HelpDesk.

10-23-2013 - The system was updated
to Version 3.0.4 on 10/22/2013.
Please report ALL issues to the
HelpDesk.

10-16-2013 - The system was updated
to Version 3.0.3 on 10/15/2013.
Please report ALL issues to the
HelpDesk.

10-03-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your
training session.

09-27-2013 - ALL IE 10 Update, Sprint
#15, & 2014 Payment year changes
will be deployed to Opus Production on
this Weekend, Sept 28 & 29.

09-17-2013 - Opus Test is available
for Training! Please contact Opus
Helpdesk with dates and times so we
can suspend updates during your

training session.

03-31-2013 - HMIS All HMIS users
current have View Access only while
data is being pulled.

03-19-2013 - Internet Explorer 10
Incompatiblity Microsoft made
significant changes in IE10 that causes
Opus not to work correctly. While we
are modifying every page to make
them compatible (a substantial amount
of work), please use IE9 or an earlier

version.

E-mail: opushelp@oregon.gov

10-03-2013 - To expedite Opus
HelpDesk assistance, please include
contact information when emailing.

01-14-2010 -

Never send full SSNs to Helpdesk!
E-mail is not secure. You put your
clients at risk if you do. Only name and
last 4 of SSN is needed.

06-19-200% - Password Resets OPUS
Helpdesk does not issue passwords.
When a new user account is created or
an existing account is reset, a
temporary password is automatically
generated & sent by the system to the
users email account. OPUS Helpdesk
has no control over this. If you need to
have your password reset, please
contact your agencies OPUS System
Administrator.

08-01-2007 - HMIS Help Manual
updated.

01-05-2007 -

If your Main Nav Drop-Down is not
working , please e-mail the Opus
helpdesk. This is a problem with
Internet Explorer and we will help you
fix it.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-1: 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 6-16) and the
Historical reports Screen will appear (reference Figure 6-16).
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3. Click on the desired report link and the appropriate input screen will appear.

OPUS

Weatherizarion

Historical

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Reports

3 ’ Quarterly Report

2. . Client Characteristics

3. ’ Global Client Characteristics
4. . Grant Costs

5. ’ Re-Weatherization

6. ’ Health & Safety Job Costs
7. ’ Furnace Replacement

s. @ sHro

R . Energy Type Labels

10. € ZIP Code Labels

11. ’ Monitor Completion Report
12, . Residence Change
13. . WX Referral

Client ¥ Program v Hist ¥ Management v

User: TESTUSER
Timeout: 19:50

07’@@}{

Housing and Community Services
Reports ¥ Help ¥

Version 3.1.7T

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-2: Standard Reports Screen
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5. Click on the desired report link and the appropriate report input screen will appear.

OP l Agency: OHCS User: TESTUSER BF 3
Timeout: 19:09 o \

Weatherizarion - 0;’@0}{ \ /

//

Housing an: Lummunm Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Standard Quarterly Report

Make selections, Click Submit button.

Historical Reports provided as .pdf files. All fields marked * are required.

Select APC
[OHCS-WX-WX Vi

Completion Date - From  [07-01-2000 | %(mm-dd-yyyy)
Completion Date - To  |05-01-2050 *:E](mm-dd-yyyy)

Job Status:Ocompleted OPending  ®Both

Note: Reports will open in a new window.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-3A: 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 6-3A). The report will then
display containing the requested information (reference Figure 6-3B).

20150625
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Quarterly Report

APC: OHCS-WX-WX

FROM: 01-01-2000 TO 05-01-2050
PENDING: BOTH

GRANT: All Grants

Total Energy Savings in BTU's

OWNER Single Family Stick Units

RENTER Single Family Stick Units

MOBILE Owner Units

MOBILE Renter Units

Multi-Family Units

SHELTER Units (800 sq. ft. = 1 unit)
DUPLEX Units

TRIPLEX Units

FOURPLEX Units

Total Furnace Replacements

Baseload Only Units (Baseload Only BTUS)
Weatherization Units

Re-Weatherization Units

TOTAL Units

Health and Safety Units

Total Units with Seniors

Total Units with Children Under 6

Total Units with Disabled person(s)

Total Units with Native American person(s)
Total PEOPLE Served (total of all household members)
Total # of SENIOR Served

Total # of CHILDREN Under 6 Served

Total # of DISABLED Served

Total # of NATIVE AMERICANS Served

FUEL TYPE COUNT
1,929
Oil: 51

443
Wood: 56

Propane: 34
Other: 8

Electric: Natural Gas:

TOTALS
34,042
831

144
1,105
79

150

34

5
74
443

145(304)
2,350
26
2,521
2,030
1,233
275
815
131
5,588
1,503
361
907
256

Figure 6-3B: Standard - Quarterly Report

NOTE: First page of Quarterly report is a rollup. Following pages breakdown by individual

grants

179 |

WEATHERIZATION OPUS User Manual, Section 6 — OPUS Wx Reports

20150625




OP l S Agency: OHCS User: TESTUSER
Timeout: 19:09
Weatherization -

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Housing an: Lommuwt\'\mms

Version 3.1.7T

Standard Client Characteristics

Historical Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.

Select APC
[OHCS-WX-WX M

Completion Date - From  |01-01-2000 *E(mm-dd-yyyy)
Completion Date - To 05-01-2050 "E](mm-dd-yyyy)

Note: Reports will open in @ new window.

INOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on
our browser as this will cause your wait time to increase.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-4A: Standard — Client Characteristic Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Submit’ button (reference Figure 6-4A). The report will then display
containing the requested information (reference Figure 6-4B).
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PROGRAM PARTICIPANT CHARACTERISTICS

Agency - County OHCS - To: 05/01/2050
Sub Granteel Program - Grant: WX- WX
3. Total unduplicated number of persons about whom one or more characteristics were obtained: 4 635
4. Total unduplicated number of persons about whom no characteristics were obtained: 0
5. Total unduplicated number of households about whom one or more characteristics were obtained: 2.015
6. Total unduplicated number of households about whom no characteristics were obtained: 0
NUMBER OF PERSONS NUMBER OF HOUSEHOLDS
7. Gender 13. Household Size
a. Male 1,987 a.One 877
b. Female 2,635 b. Two 475
. c. Three 231
TOTA
DEAE 4,622 d. Four 190
8. Age e. Five 142
a 0-5 304 f. 45-54 513 f. Six 68
b. 6-11 460 g.55-59 297 g. Seven 23
c12-17 494]  h.60-69 593 oy o o 12
d.18-23 345 i. 70 & Up 653 - H " .
4 . Source of Household Income
g2 370 TOTAL 4.635 a. Unduplicated # Households Reporting
9.1. Ethnicity One or More Sources of Income
a. Hispanic or Latino 1,328 b. Unduplicated # Households Reporting
b. Not Hispanic or Latino 3191 carabomd
TOTAL* TOTAL Unduplicated # Households
4:51 9 Reporting One or More Sources of
9.1. Race Income or Zero Income *** [2015]
a. White 3887 ST 88
b. Black or African American 32 d. SS'_ . L 239 |
c. American Indian / Alaska Native 160 e. Social Security 879
d. Asian 27 f. Pension 170
e. Native Hawaiian / Pacific Islander 13 g. General Assistance 3
f. Multi-Race 30 h. Unemployment Insurance 145
TOTAL* [ 3.218 | i. Employment + Other Source 242
X j Fmployment Only 434 |
10. Ec:)ucgtlon Levels of Adults — k. Other 200
a. -
b. 9-12/Non Graduate 514 1 aLel\jelt:fsl-(;;usehold ingoms
c. High School Graduate/GED 7057 e 208
b.51% - 75% 206 |
d. 12+ Some Post Secondary 428 o =
e. College Graduate 313 C.70%=-100% 204
TbTAfg d. 101% - 125% 342
- e. 126% - 150% 338
11. Other Characteristics f. 151% - 175% 77
Yes No TOTAL*
g. 176% - 200% 159
a. Hf“‘a"h Ins 3.041) 1,285 szs h. 201% and over 23
b. Disabled 782 3,822 g o 5
TOTAL 015
c. Veteran 229 4.314 4,543
16. Housing
12. Household Type a. Own 1,457
a. Single Parent, Female 220 b. Rent 556
b. Single Parent, Male 25 c. Homeless 0
c. Two Parent Household 340 d. Other 0
d. Single Person 701 TOTAL*** 2013
e. Two Adul/No Children 359 *The sum of this category should not exceed the value of item 3
f. Other 133 **The sum cf this category should not exceed the value of item 8 e-h
TOTAL*** | A ***The sum of this category should nct exceed the value of item 5
Report Date: 7/6/15 Client Characteristics Report 3.1 Data Classification: 1

From: 01/01/2000

Figure 6-4B: Standard — Client Characteristic Report
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OPUS Agency: OHCS User: TESTUSER
Timeout: 18:48
Weatherizarion -

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Standard Global Client Characteristics Report

Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are rquired.

intake Date g#10/01/2013 J) e-0. MMDDYYYY

Intake Date g005/30/2015_J)e.9. MMDDYYYY

Historical

Select one or
more

CAMPBELL COMMUNITY CENTER v
agencies

CATHOLIC CHARITIES

WORKSHOP 11 B
Select one or ly A
more

programs

Select one or |B R 2
more counties BENTON Vv
AMAS

more grants |09 HREP v

09 ORH
E22)

Data Classification: 1

Oregon Housing and Community Services @

Figure 6-5A: Standard — Global Client Characteristic Screen

Select the require information (i.e. Intake Date — From, Intake Date — To, Agencies, Programs,
Counties and Grants) and Click on the‘Submit’ button (reference Figure 6-5A). The report will
then display containing the requested information (reference Figure 6-5B).

NOTE: This report man take some time to process. It may appear at times that you system has
locked up.
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PROGRAM PARTICIPANT CHARACTERISTICS

Agency - County OHCS - ALL

Sub Granteel Program - Grant: Multiple- ALL

3. Total unduplicated number of persons about whom one or more characteristics were obtained:
4. Total unduplicated number of persons about whom no characteristics were obtained:

5. Total unduplicated number of households about whom one or more characteristics were obtained:

6. Total unduplicated number of households about whom no characteristics were obtained:
NUMBER OF HOUSEHOLDS

NUMBER OF PERSONS
7. Gender
a. Male 620
b. Female 823
TOTAL* 1,443
8. Age
a. 0-5 86 f. 45-54 164
b. 6-11 148 g.55-59 89
c. 12-17 161 h. 60 - 69 159
d.18-23 116 i. 70 & Up 229
e.24-44 294 TOTAL* 1,446
9-1. Ethnicity
a. Hispanic or Latino 469
b. Not Hispanic or Latino 943
TOTAL* 1,412
9-ll. Race
a. White 1,190
b. Black or African American 10
c. American Indian / Alaska Native 36
d. Asian 8
e. Native Hawaiian / Pacific Islander 8
f. Multi-Race 29
TOTAL* 3
10. Education Levels of Adults
a.0-8 94
b. 9-12/Non Graduate 156
c. High School Graduate/GED 342
d. 12+ Some Post Secondary 106
e. College Graduate 111
TOTAL*
11. Other Characteristics
Yes No TOTAL*
a. Health Ins 973 393 1,366 |
b. Disabled 224 1,219 1,443
c. Veteran 76 1.361 1,337

12. Household Type
a. Single Parent, Female
b. Single Parent, Male
c. Two Parent Household

d. Single Person
e. Two Adult/No Children

f. Other
TOTAL***

Report Date: 7/6/15

72

14

105

211

108

46

13. Household Size
a.One
b. Two
c. Three
d. Four
e. Five
f. Six
g. Seven
h. Eight or More
TOTAL ***

14. Source of Household Income

a. Unduplicated # Households Reporting
One or More Scurces of Income

b. Unduplicated # Households Reporting
Zero Income

TOTAL Unduplicated # Househoks
Reporting One or More Sources of
Income or Zero Income ***

c. TANF

d. SSi

e. Social Security

f. Pension

g. General Assistance

h. Unemployment Insurance
i. Employment + Other Source
j- Employment Only

k. Other

15. Level of Household Income
.Up to 50%
.51% - 75%
. 76% - 100%
.101% - 125%
. 126% - 150%
151% - 175%
. 176% - 200%
.201% and over
TOTAL ***
16. Housing
a. Own
b. Rent
c. Homeless
d. Other
TOTAL***

SO T a0 ocD

From:
To:

10/10/2013
05/30/2015

1,446
0

616
0

248
161
72
65
38
19

*The sum of this category shoukd not exceed the value of item 3
**The sum of this category should not exceed the value of item 8 e-h
***The sum of this category should not exceed the value of item 5

Client Characteristics Report 3.1

Data Classification: 1

Figure 6-5B: Standard — Global Client Characteristic Report
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OP ) S Agency: OHCS User: TESTUSER

Timeout: 19:28

Weatherizanion -

Client ¥ Program v Hist ¥ Management~v Reports v Help v

Housing an Lmnmm m Scmm

Version 3.1.7T

Standard Grant Costs

Historical Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.

elect APC
OHCS-WX-WX Vg
o —

Completion Date - From

Completion Date - To
Job Status:OCompleted C’Pending

Note: Reports will open in a new window.

I;dOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on |
our browser as this will cause your wait time to increase.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-6A: Standard — Grant Costs 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 6-6A). The report will then
display containing the requested information (reference Figure 6-6B).
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BPA

Agency
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
ACCESS
CAO
CAO
CAO
CAO
CAO

Date Printed: 7/6/15 12:38:35 PM

Grant Costs for OHCS-WX-WX
From 01/01/2000 To 05/01/2050
Pending: Both

Job # Grant Cost
AVIA12 $15,765.12
BROS12 $6,677.67
FLEE12 $3,415.10
GOOwW12 $7,076.64
HANJ12 $5,180.14
MCKR12 $2,456.74
SHIN12 $2,799.09
81330 $1,364.00
81387 $951.00
81430 $1,386.00
81697 $231.00
2013-018 $713.55
34354 $0.01
11527 $4,850.20
11572 $7,692.34
11596 $9,357.85
11603 $3,046.63
11641 $10,246.00
11745 $880.00
12 $4,535.62
14 $1,196.11
16 $3,400.90
17 $1,952.18
18 $2,967.30
19 $1,986.51
20 $2,261.00
7 $3,553.25

$105,941.95
Job # Grant Cost
DANK13 $4,668.77
DEMH13 $3,116.84
HARR13 $2,627.34
HENS13 $2622.64
JILS13 $3,839.23
KINV13 $1,473.71
LARR13 $660.00
LELT13 $1,096.16
RAZR13 $1,227.55
STAD13 $762.00
WOOM13 $1,153.48
1234 $100.00
81430 $2,052.00
81485-1 $4,663.66
81539 $2,241.17
81556 $488.00

Rev. 1.0 wx_grant_costs.rpt Page 1 of 80 Data Classification: 1

Figure 6-6B: Standard — Grant Costs Report
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Timeout: 19:49

Weatherization 0}’@’0}{&2;_ j

Housing and Community Services

OP l Agency: OHCS User: TESTUSER /{,6!3%
A S

Client ¥ Program v Hist ¥ Management~v Reports ¥ Help v

e 2 Version 3.1.7T
Standard Re-Weatherization Report
: . Make selections, Click Submit button.
Hishidesd Reports provided as .pdf files. All fields marked * are required.
PC
OHCS-WX-WX Vi

Completion Date - From €]01-01-2000 % “l(mm-dd-yyyy)

em— °

Completion Date - To [105-01-2050 [3
— -

Note: Reports will open in @ new window. Submit )

INOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on I
your browser as this will cause your wait time to increase.

Data Classification: 1

Oregon Housing and Community Services @

Figure 6-7A: Standard - Re Weatherization Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Submit’ button (reference Figure 6-7A).. The report will then display
containing the requested information (reference Figure 6-7B):
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APC: OHCS-WX-W
From: 01-01-2000 To: 05-01-2050

Agency Job#
ACCESS HENS13
CAT C13-008
CAT C13-018
CAT C13-022
CAT C13-023
CAT C14-009
CAT K13-020
CAT T13-008
csc 12100
csc 12122
csc 12156
csc 12159
csc 12161
csc 12162
MCCAC 921
Date Printed: 7/6/15 12:42:26 PM

Re - Weatherized

Completion Date

08-23-2013

01-17-2013

03-05-2013

03-25-2013

05-13-2013

10-11-2013

05-13-2013

01-17-2013

12-31-2012

02-28-2013

02-28-2013

06-20-2013

03-31-2013

04-30-2013

03-31-2013

Street Address
321 CLAY ST

33973 SEELM ST

233 NE 7TH ST

942 1ST AVE

64825 DEER ISLAND HTS

74866 DOAN RD

110 NW 4TH ST

3370 GIENGER RD

277 NE CONIFER BLVD

394 S 4TH ST

523 ASH ST

950 AIRPORT RD SE

30991 VAIL CREEK RD

1283 44TH ST

1301 W 2ND ST

Rev. 1.1

Re-weatherized Comments

using BPA funds

other funds is BPA bulk
purchase of heat pumps, 2011
Older furnace was evaluated by
auditor as fuctional at time of
weatherization. Furnace
stopped working, cost for
replacement parts due to age of
furnace not economical nor
assure continued operation;
more cost effective to replace.
Furnace broke after WX.
Replaced with new electric
furnace

Repaired furnace during WX, the
furnace broke. We replaced.

correct venting issue on
existing bath fan in 2nd
bathroom.

RE-WX for electrical repair only
fixed furnace thermostat

Replace rusted and leaky DHW
and repaired water damaged
floors in DHW closet, in the
living and bath rooms. Audtior
missed adding DHW measure at
time of weathering the home in
FY2011.

No Heat
no heat
no heat

No heat emergency.
Original WX August 2009; OLIEE
and ARRA funds used.

no heat emergency

No heat emergency.
Previously weatherized Aug
2005. ECHO, LIHEAP used.
Client's had a mold
problem,were not turning on
Bathfan.Installed ASHRAE
bathfans.H/S Installed blown
fiberglass attic insulation to
correct any displaced or

Page 1 of 1

Data Classification: 3

6bFigure 6-7B: Standard — Re Weatherization Report
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OP S Agency: OHCS User: TESTUSER “BE_
[ ] Timeout: 19:36 \5«'
Weatherizatio )(' \
edrnerizanon }’& 0}'{, R
. > Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T

Standard Health And Safety Job Costs
Historical o2 ADC
OHCS-WX-WX v

| e
Completion Date - From € |01-01-2000 [=8° (mm-dd-yyyy)
e —
Completion Date - To L'105-01-2050 [*3 (mm-dd-yyyy)
Note: Reports will open in @ new window.
INOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on
our browser as this will cause your wait time to increase.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-8A: Standard - Health & Safety Job Costs Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Run Report’ button (reference Figure 6-8A). The report will then display
containing the requested information (reference Figure 6-8B).

188 | WEATHERIZATION OPUS User Manual, Section 6 — OPUS Wx Reports 20150625



ARRA

BPA

DEP

DOE

ECHO
LANDLORD
LIHEAP
RELIANT
OTHER FUNDS

CAO

ARRA

BPA

DEP

DOE

ECHO
LANDLORD
LIHEAP
RELIANT
OTHER FUNDS

ARRA

BPA

DEP

DOE

ECHO
LANDLORD
LIHEAP
RELIANT
OTHER FUNDS

ARRA

BPA

DEP

DOE

ECHO
LANDLORD
LIHEAP
RELIANT
OTHER FUNDS

CCN

ARRA

* The total of all agency jobs need not be a sum of the grant jobs because they are distinct counts.

Health & Safety Job Cost

OHCS-WX-WX
From 01/01/2000 To 05/01/2050
#of HS Jobs Total HS Cost # of All Jobs* Ave. Cost**
0 0.00 0 0.00
11 8,635.52 1" 775.96
10 8,213.69 10 821.37
12 8,669.67 12 722.47
93 70,889.30 95 746.20
1 720.36 1 720.36
58 51,910.76 61 851.00
3 1,182.30 4 295.58
32 15,246.85 50 304.94
ACCESS 181 165,368.45 181 913.64
#of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
3 2,362.00 4 590.50
16 18,819.17 25 752.77
8 5,874.30 13 451.87
43 53,932.72 53 1,017.60
246 327,074.60 356 918.75
1 5,302.00 15 353.47
176 202,883.24 379 535.31
22 3,5691.87 24 149.66
5 2,119.65 25 84.79
CAO 380 621,959.55 464 1,340.43
#of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
0 0.00 0 0.00
12 6,639.19 14 474.23
14 14,958.78 19 787.30
10 4,844.56 16 302.78
17 18,828.56 22 855.84
0 0.00 0 0.00
65 68,060.55 80 850.76
1 872.69 2 436.34
1 2,446.82 1 2,446.82
CAPECO 86 116,651.15 87 1,340.82
#of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
0 0.00 0 0.00
21 34,293.50 39 879.32
3 2,175.00 7 310.71
9 8,286.50 14 591.89
10 11,806.00 12 983.83
0 0.00 0 0.00
33 54,015.61 44 1,227 .63
1 750.00 2 375.00
8 5,127.80 10 512.78
CAT 64 116,454 .41 84 1,386.36
#of HSJobs Total HS Cost #of All Jobs* Ave, Cost™*
0 0.00 0 0.00

** Average Cost is calculated as Health & Safety Costs / Count of all jobs (not just H&S jobs)

July 06, 2015

12:43:00 PM

Version 1.1

Data Classification: 1

Figure 6-8B: Standard - Health & Safety Job Costs Report
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Agency: OHCS User: TESTUSER /:1\
OPUS Timeout: 19:51 ,4/7"/6 wx)&
Weatherization 0}"6;@0}(3\3\

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Standard Furnace Replacement
Historical SRS
[OHCS-WX-WX M

Completion Date - From 01-01-2000 "L-_El(mm-dd-yyyy)

Completion Date - To 05-01-2050 < &(mm-dd-yyyy)
Note: Reports will open in a new window.

INOTICE : 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 wait time to increase.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-9A: Furnace Replacement Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘RunReport” button (reference Figure 6-9A).. The report will then display
containing the requested information (reference Figure 6-9B).
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July 06, 2015

12:47:31 PM

Furnace Replacement

OHCS-WX-WX
From 01/01/2000 To 05/01/2050
# of Jobs
ACCESS 15
CAO 164
CAPECO 8
CAT 19
CCN 15
CCSsD 13
CINA 4
csc 81
HACSA 19
MCCAC 2
MULTCO 15
MWVCAA 33
NIMPACT 10
OHDC 2
ORCCA 6
UCAN
YCAP 1
419

Version 1.0 wx_furnace_replacement.xml.rpt

Data Classification: 1

Figure 6-9B: Furnace Replacement Report
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OP l Agency: OHCS User: TESTUSER ,é"? 55
Timeout: 19:28 R

<

Weatherizarion 0}’6/1(0}{(\";

. . Housing and Community Services
Client ¥ Program v Hist ¥ Managementv Reports v Help v

Standard SHPO Report Version 3.1.7T

Historical Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.

Select APC
[OHCS-WX-WX s

Completion Date - From  [01-01-2000 "E](mm-dd-yvyy)
Completion Date - To 05-01-2050 "E’(mm»ddﬂyyy)

Note: Reports will open in @ new window.

INOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on
our browser as this will cause your wait time to increase.

Data Classification: 1
Oregon Housing and Community Services ©

Figure 6-10A: Standard — SHPO Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Submit’ button (reference Figure 6-10A). The report will then display
containing the requested information (reference Figure 6-10B).
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Figure 6-10B: Standard — SHPO Report

20150625

WEATHERIZATION OPUS User Manual, Section 6 — OPUS Wx Reports

193 |




OPUS Agency: OHCS User: TESTUSER S,
Timeout: 19:37 ,éég &
s lioa] Oretoncs

. . Housing an Community Services
Client ¥ Program ¥ Hist ¥ Management~v Reports ¥ Help ¥

Version 3.1.7T

Standard Energy Type Labels

Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.

elect APC
[OHCS-WX-WX v
Completion Date - Fro 01-01-2000 |*_“Bmm-dd-yyyy)

Completion Date - To € _[05-01-2050 E [Dm-dd-yyyy)

elect Energy Type

glect Report Type:™*

abels (Avery 5160)
_Export

Historical

Note: Reports will open in a new window. Submit

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-11A: Standard — Energy Type L abels Screen

Select the require information.(i.e. Select APC, Completion Date — From, Completion Date — To,
Energy Type), Select Report Type (Labels or Export) and Click on the ‘Submit’ button
(reference Figure 6-11A). The report will then display containing the requested information
(reference Figure 6-11B).
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JOSEPHINE BLOFISH
100 NELM ST
STAYTON, OR 97383

BARBARA BUSH
100 S MAIN ST
SILETZ, OR 97380

JOHN SMYTH
55555 OLIVE ST
MADRAS, OR 97741

KURN SON-OF-MOGH
1701-D USS ENTERPRISE UNIT 10
EUGENE, OR 97401

Figure 6-11B: Standard — Energy Type Labels
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OP ) Agency: OHCS User: TESTUSER
Timeout: 18:22
Weatherization m

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Housing ang Lmnmumt\ Services

2 Version 3.1.7T
Standard Z1p Code Labels
" . Make selections, Click Submit button.
ftoreal Reports provided as .pdf files. All fields marked * are required.
Select APC
[OHCS-WX-WX vl

Completion Date - From 01-01-2000 *‘:ﬂ(mm-dd-yyyy)
Completion Date - To 05-01-2050 *:’i’(mm-dd-yyyy)

Available S Selected
97824 » 97005

Zip Code 97825 A 97017
97826 - 97828
97827 «

Select Report Type:™
f.) Labels (Avery 5160)
Export

Note: Reports will open in a new window.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-12A: Standard — Zip Code Labels Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date —
To). Choose the desired Zip Codes for the Available and move to the selected area. Select
Report Type (Labels or Export) and Click on the ‘Submit” button (reference Figure 6-12A). The
report will then display containing the requested information (reference Figure 6-12B).
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JAMES KIRK
1701 ENTERPRISE STE 10F
ENTERPRISE, OR 97828

KURN SON-OF-MOGH
1701-D USS ENTERPRISE UNIT 10
EUGENE, OR 97401

Figure 6-12B: Standard — Zip Code Labels
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OPUS Agency: ONES User: TESTUSER Py
Timeout: 18:59 "’,'/ﬁ “t\
Weatherization . 0}’6;(70%% .

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Standard Monitor Completion Report

Historical
Select APC

CSC-WX-LIN-WX
CSC-WX-LNC-WX )

CSC-WX-WX
LCHHS-WX-WX

MCCAC-WX-HOO-WX
MCCAC-WX-SHE-WX
MCCAC-WX-WAS-WX
MCCAC-WX-WX
MULTCO-WX-MLT-WX
MWVCAA-WX-MAR-WX
MWVCAA-WX-PLK-WX
MWVCAA-WX-WX
NIMPACT-WX-CRO-WX
NIMPACT-WX-DES-WX
NIMPACT-WX-JEF-WX

AUMAD AT Aan a0

L ]OHCS-WX-WX
OHDC-WX-LAK-WX
OHDC-WX-WX
ORCCA-WX-COO-WX
ORCCA-WX-CUR-WX
ORCCA-WX-WX
SILETZ-WX-LNC-WX

Data Classification: 1

Oregon Housing and Community Services ©

UCAN-WX-DOU-WX
UCAN-WX-JOS-WX
UCAN-WX-WX v
YCAP-WX-YAM-WX

Figure 6-13A: Monitor Completion Report Screen = APC Dropdown

Select the desired APC from dropdown (reference Figure 6-13A). Select Completion Date —
From, Completion Date — To and Click on the ‘Run Report® button (reference Figure 6-13B).

OPUS Agency: OHCS User: TESTUSER gl
Timeout: 17:46 /5(5 @2\
Weuatherization 07@0%&\ 7

Housing and Community Serv

7/

ces

Client ¥ Program v Hist ¥ Managementv Reports v Help v
Version 3.1.7T

Standard Monitor Completion Report
Historical SdiaciEpe
[OHCS-WX-WX vl

Completion Date - From  |01-01-2000 “E(mm-dd—yyyy)
Completion Date - To 05-01-2050 "El(mm»dd-yyyy)

Note: Reports will open in @ new window.

Data Classification: 1

Oregon Housing and Community Services ©
Figure 6-13B: Monitor Completion Report Screen — Completion Date From To

The report will then display containing the requested information (reference Figure 6-13C).
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Figure 6-13C: Monitor Completion Report

OPUS Agency: OHCS User: TESTUSER /é/j_f_?;e\
Timeout: 19:43 q:l : \,_‘o
Weatherizarion 0}’@0}(’% /x)

R
Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help v

- Version 3.1.7T
Standard WX Residence Change Report
HiEe Mhvalid apc's only
[V Restrict Residence Edit Date to Intake Date Range
e ACCESS-WX-JAC-WX A
CAO-WX-WSH-WX -
Completion DgCAPECO-WX-GIL-WX _:I(mm-dd-yyyy)
CAPECO-WX-MOR-WX -
Completion D4 CAPECO-WX-UMA-WX _El(mm-dd-yyyy)
CAPECO-WX-WHE-WX
Note: Reportd CAPECO-WX-WX b data is available for APC's older than 2011.
CAT-WX-CLT-WX
INOTICE : Thij CAT-WX-COL-WX hutes to run. It may appear locked or frozen. Please do not hit the refresh button on |
our browser CAT_WX-T"_.WX e to increase.
CAT-WX-WX

CCN-WX-BAK-WX
CCN-WX-GRA-WX
CCN-WX-UNI-WX
CCN-WX-WAL-WX
CCN-WX-WX
CCSSD-WX-CLA-WX
CINA-WX-HAR-WX
gmﬁ%mﬁ% o Data Classification: 2
CSC-WX-BEN-WX
CSC-WX-LIN-WX
CSC-WX-LNC-WX
CSC-WX-WX
HACSA-WX-LAN-WX
KTRIBE-WX-KLA-WX
LCHHS-WX-WX
MCCAC-WX-HOO-WX W
MCCAC-WX-SHE-WX

ing and Community Services ©

Figure 6-14A: Wx Residence Change Report Screen — APC Dropdown

Select the desired APC from the dropdown (reference Figure 6-14A). Select Completion Date —
From, Completion Date — To and click ‘Submit’ button (reference Figure 6-14B).
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Timeout: 19:43

Weatherizarion

Client ¥ Program v Hist ¥ Management~v Reports v Help v

OP ' S Agency: OHCS User: TESTUSER 555,
&

Housing and Community Services

Version 3.1.7T

Standard WX Residence Change Report

Historical
[Vivalid apc's only

[V Restrict Residence Edit Date to Intake Date Range
RPE [OHCS-WX-WX M

Completion Date - From  |01-01-2000 X:Ei](mm-dd-yyyy)

Completion Date - To 05-01-2050 "El(mm-dd-yyyy)
Note: Reports will open in @ new window. No data is available for APC's older than 2011.

INOTICE : This report may take up to 10 minutes to run. It may appear locked or frozen. Please do not hit the refresh button on
our browser as this will cause your wait time to increase.

Data Classification: 2

Oregon Housing and Community Services ©

Figure 6-14B: Wx Residence Change - Completion Date: FROM and Completion Date: TO

The report will then display containing the requested information (reference Figure 6-14C).

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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OP Agency: OHCS User: TESTUSER F
l 'S %
Timeout: 17: 27 ¥
Weatherization 7’6 0%

l{uuxmg, n Lummuml\ btl\lu.s

Client ¥ Program v Hist ¥ Managementv Reports v Help v

Version 3.1.7T
Standard WX Referral Report

Historical Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.

Select APC

MWVCAA-GAP 2014-MAR-MWVCAA - GAP 2014
MWVCAA-GAP 2014-MWVCAA - GAP 2014 A
MWVCAA-GAP 2014-PLK-MWVCAA - GAP 2014
MWVCAA-LPOS-LIEAP 2009
MWVCAA-LP0S-MAR-LIEAP 2009
MWVCAA-LP0S-PLK-LIEAP 2009
MWVCAA-LP10-LIHEAP 2010
MWVCAA-LP10-MAR-LIHEAP 2010
MWVCAA-LP10-PLK-LIHEAP 2010
MWVCAA-LP11-LIHEAP 2011 B
MWVCAA-LP11-MAR-LIHEAP 2011
MWVCAA-LP11-PLK-LIHEAP 2011

MWVCAA-LP12-LIHEAP 2012 m
MWVCAA LP12-MAR- LIHEAP 2012 -

MWVCAA—LP13—LIHEAP 2013 >
D 2013 ——
MWVCAA LP13- PLK LIHEAP 2013
MWVCAA-LP14-LIHEAP 2014 Data Classification: 1
MWVCAA-LP14-MAR-LIHEAP 2014

MWVCAA-LP14-PLK-LIHEAP 2014

MWVCAA-LP15-LIHEAP 14B-15

MWVCAA-LP15-MAR-LIHEAP 14B-15

MWVCAA-LP15-PLK-LIHEAP 14B-15

MWVCAA-LPLV10-LIHEAP 2009 LEVERAGE

MWVCAA-LPLV10-MAR-LIHEAP 2009 LEVERAGE

MWVCAA-LPLV10-PLK-LIHEAP 2009 LEVERAGE

MWVCAA-LPLV11-LIHEAP LEVERAGE 2010

MWVCAA-LPLV11-MAR-LIHEAP LEVERAGE 2010 (V]
MWVCAA-LPLV11-PLK-LIHEAP LEVERAGE 2010

Figure 6-15A: Wx Referral Report Screen — APC Dropdown

Select the APC from the dropdown list (reference Figure 6-15A), once this accomplished the
Completion Date — From and Completion Date — To field will appear (reference Figure 6-15B).
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OPUS

Weatherizarion

Standard

Historical

Agency: OHCS User: TESTUSER
Timeout: 19:22
Log Out
Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
WX Referral Report
Make selections, Click Submit button.
Reports provided as .pdf files. All fields marked * are required.
Select APC
IMWVCAA-LP13-L]HEAP 2013 VI

Completion Date - From

Completion Date - To
Additional Report Options

10-01-2012_ | (mm-dd-yyyy)
09302013 | Eltmm-dd-yyyy)

* Select Report Type:

® Standard Report

) Heat Type

) Residence Type

) Labels (Avery 5160) | vendor

¢ City

& Zip Code

Note: Reports will cpen in a2 new window. Also, labels are only sorted by last name.

Oregon Housing and Community Services ©

Housing and Community

Version 3.1.7T

Data Classification: 1

Figure 6-15B: 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 6-15B). The desired report will.open in a new window (reference

figures 5-18C).
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4. Click on the desired report link and the appropriate input screen will appear.

OPUS

Weatherizarion

Standard

LARINC S L

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

Client v Program v Hist ¥ Management v

Historical Reports

. Quarterly

. Grant Costs

. Re-Weatherization

’ Health & Safety Job Costs

. Furnace Replacement

Oregon Housing and Community Services ©

Reports v

User: TESTUSER
Timeout: 19 55

Help ¥

' </
Humm;, n Lummunm Serviees

Version 3.1.7T

Data Classification: 1

Figure 6-16:

Historical Reports Screen

OPUS

Weatherizarion

Agency: OHCS
Client: MR JAMES THOMAS KIRK
Residence: ENTERPRISE, OR 97828

User: TESTUSER
Timeout: 18:22

\ e
Huuxmg dnd Community Serviees

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥
> ® Version 3.1.7T
Standard Historical Agency Quarterly Report
Historica} Agency jyou pick OHCS, you get a Statewide Report(ignores County)
County

Min Completion Da# 101-01-2012 L “['$¥mn-dd-yyyy)*
Max Completlon &g _102-29-2020 L [@m-dd-yyyy)*
Job Status:O) )Completed_Pending {(®)goth

Note: Reports will open in a new window.

Data Classification: 1

Oregon Housing and Community Services ©

Quarterly Report Screen

Figure 6-17A: Historical —

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To,
Job Status) and Click on the ‘Submit’ button (reference Figure 6-17A). The report will then
display containing the requested information (reference Figure 6-17B).
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HISTORICAL WX QUARTERLY REPORT
AGENCY: OHCS

COUNTY: ALL

REPORTFROM  01-01-2012 TO 02-29-2020

PENDING: BOTH

GRANT: WX UNDUPED FUEL TYPE COUNT

Electric: 1,918 Natural Gas:449 Propane 22
Oil: 32 Wood: 42 Other: 10
TOTALS

Total Energy Savings in BTU's 48,663,642,698
OWNER Single Family Stick Units 520
RENTER Single Family Stick Units 211
MOBILE Owner Units 649
MOBILE Renter Units 76
Multi-Family Units 844
SHELTER Units (800 sq. ft. = 1 unit) 87
DUPLEX Units 49
TRIPLEX Units 7
FOURPLEX Units 30
Total Furnace Replacements 422
Baseload Only Units (Baseload Only BTUS) 111 (306,843,339)
Weatherization Units 2,359
Re-Weatherization Units 3
TOTAL Units 2473
Health and Safety Units 1,589
Total Units with FARMWORKER 39
Total Units with ELDERLY 754
Total Units with Children Under 6 484
Total Units with Handicapped person(s) 692
Total Units with Native American person(s) 72
Total PEOPLE Served (total of all household members) 5,838
Total # of ELDERLY Served 919
Total # of CHILDREN Under 6 Served 696
Total # of HANDICAPPED Served 852
Total # of FARMWORKERS Served 52
Total # of NATIVE AMERICANS Served 196
Total # of HISPANICS Served 1,312
Total # of African Americans Served 59
Total # of ASIANS Served 46

Date Printed: 5/26/15  12:23:32 PM Rev. 21

Page 10f 18 Data Classification: 1

Figure 6-17B: Historical — Quarterly Report
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NOTE: First page of Quarterly report is a rollup. Following pages breakdown by individual
grants

OP ] S Agency: OHCS User: TESTUSER @{}‘\
Client: MR JAMES THOMAS KIRK Timeout: 19:26 £

£
Weatherization Residence: ENTERPRISE, OR 97828 | Log Out | 0}’ é:w}{\ \

Housing an Community \m ioes

Client ¥ Program v Hist ¥ Managementv Reports v Help v

5 3 Version 3.1.7T
Standard Historical Grant Costs Report
Historical

Agency

Min Completion Da#g_[01-01-2012 | Z[lgdn-dd-yyyy)*

Max Completion D&, [07-30-2020 _|_“ldm-dd-yyyy)*
Job Status:Ocompleted Pending &.®J

Note: Reports will open in a2 new window.

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-18A: Historical — Grants Cost Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To,
Job Status) and Click on the ‘Run Report’ button (reference Figure 6-18A). The report will then
display containing the requested information (reference Figure 6-18B).
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Historical Grant Costs for NIMPACT

From 1/1/12 To 7/30/20
Pending:Both
GRANT: WX DOE Job # Grant Cost Agency
021911 $3971.13 NIMPACT

190858 $2.466.26 NIMPACT

210711 $ 1,094.46 NIMPACT

266611 $ 247.50 NIMPACT

377111 $ 12,350.32 NIMPACT

503011 $6.307.26 NIMPACT

542211 S 6.888.95 NIMPACT

581211 $ 1.400.00 NIMPACT

623711 $4,113.85 NIMPACT

643612 $2,010.00 NIMPACT

669711 $771.29 NIMPACT

697311 $2471.36 NIMPACT

770411 $5.597.16 NIMPACT

875011 $ 150.00 NIMPACT
994211 $4,033.39 NIMPACT
$92.410.70
Report Date: 5/26/15 Grant Casts 2.1 Page3 Data Classification: 1

Figure 6-18B: Historical — Grants Cost
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OP ) Agency: OHCS User: TESTUSER
Client: MR JAMES THOMAS KIRK Timeout: 19:25

e ZoNT o
Weatherization Residence: ENTERPRISE, OR 97828 0}’ &(’0}{’(\ , / )i

Housing and Community Services

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

2 5 < 5 Version 3.1.7T
Standard Historical Re-Weatherization Report
Historical — ‘b

Job Date From
Job Date To

B (02-21-2012 | El(meid-yyyy)*"
£™7107-30-2020 | “(mmeBd-yyyy)*"

Note: Reports will open in a new window. < Run Repoﬂ)

Data Classification: 1

Oregon Housing and Community Services ©

Figure 6-19A: Historical — Re-Weatherization Report Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Run Report’ button (reference Figure 6-19A). The report will then display
containing the requested information (reference Figure 6-19B).
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Historical Re - Weatherized

Agency: OHCS
From: 02-21-2012 To: 07-30-2020

Agency Job# Completion Date Street Address
CCN 12-20-BC/S 05-14-2012 305 4TH ST
CCssD 11-128 03-29-2012 41204 SE TUMALA MT RD
Date Printed: 5/26/15  12:40:56 PM Rev. 1.0 Page 1 of 1 Data Classification: 1

Figure 6-19B: Historical — ReWeatherization Report
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OP ) S Agency: OHCS User: TESTUSER

Timeout: 19:33
Weatherization -
Client ¥ Program v Hist ¥ Managementv Reports v Help v
. N Version 3.1.7T
Standard Historical Health And Safety Job Costs
Historical

Select Agenc

OHCS v

TR ~ewmmreth D@ 01-01-2012 | “Pm-dd-yyyy)*
Max Completion Daj ’EW[ Pm-dd-yyyy)™

Note: Reports will open in a new window.

Data Classification: 1

Oregon Housing and Community Services @

Figure 6-20A: Historical — Health & Safety Job Costs Report Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)

and Click on the ‘Run Report’ button (reference Figure 6-20A). The report will then display
containing the requested information (reference Figure 6-20B).
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ACCESS #of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
ARRA DOE 60 58,825.37 63 933.74
WX BPA 5 3.998.05 7 571.15
WX DOE 25 21,599.47 26 830.75
WX ECHO-PPL 31 27,131.87 36 753.66
WX LIEAP 2011 4 1,698.30 6 283.05
WX LIEAP 2012 8 6,778.35 17 398.73
WX OTHER FUNDS 20 17,523.10 44 398.25
WX SERC 1 150.00 18 8.33
110 137,704 .51 115 1,197 .43

CAQ #of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
ARRA DOE 166 166,437.26 185 899.66
WX BPA 0 0.00 10 0.00
WX DOE 23 39,385.24 29 1,358.11
WX ECHO 74 20,045.93 159 126.08
WX ECHO-PGE 0 0.00 176 0.00
WX LIEAP 2010 14 3,364.39 35 96.13
WX LIEAP 2011 7 3,418.06 11 310.73
WX LIEAP 2012 100 16,826.46 187 89.98
WX LIEAP-NA 2008 1 80.00 1 80.00
WX OTHER FUNDS 24 1,920.00 68 28.24
251 251,477.34 323 778.57

CAPECO #of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
ARRA DOE 26 49,283.50 32 1,540.11
WX BPA 5 4,872.56 6 812.09
WX DOE 12 14,202.00 12 1,183.50
WX ECHO-PPL 2 2,335.23 4 583.81
WX LIEAP 2010 4 237.37 4 59.34
WX LIEAP 2011 6 9,498.19 7 1,356.88
WX LIEAP 2012 6 7,435.99 32 232.37
46 87,864.84 48 1,830.52

CAT #of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
ARRA DOE 12 11,447.00 32 357.72
WX BPA 1 700.00 2 350.00
WX DOE 0 0.00 8 0.00
WX ECHO 0 0.00 2 0.00
WX LIEAP 2010 2 107.94 2 53.97
WX LIEAP 2011 0 0.00 1 0.00
WX LIEAP 2012 11 16,152.60 18 897.37
WX OTHER FUNDS 8 6,989.00 19 367.84
30 35,396.54 45 786.59

CCN #of HSJobs Total HS Cost # of All Jobs* Ave. Cost**
ARRA DOE 49 22,387.14 71 315.31
WX BPA 3 2,546.01 8 318.25
WX DEP 2007 0 0.00 1 0.00
WX DOE 3 706.00 7 100.86
WX ECHO-PPL 2 190.00 2 95.00
WX LIEAP 2011 1 194.00 8 24.25

Historical Health & Safety Job Cost
From 01/01/2012 To 07/30/2020

* The total of all agency jobs need not be a sum of the grant jobs because they are distinct counts.
“* Average Cost is calculated as Health & Safety Costs / Count of all jobs (not just H&S jobs)

May 27, 2015 7:14:38 AM Version 1.1 hs_job_costs.xml.rpt Data Classification: 1

Figure 6-20B: Historical — Health & Safety Job Costs Report
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OP ) Agency: OHCS User: TESTUSER
Timeout: 19:46
""l‘.‘l'.IH’P'IIJ"”‘HH -

Client ¥ Program v Hist ¥ Managementv Reports v Help ¥

N/
Housing an Community Services

. . Version 3.1.7T
Standard Historical Furnace Replacement
Historical — ‘ S—V
Min Completion DaE_[01-01-2012 | =l(ou®dd-yyyy)*

Max Completion Dgffe [07-30-2020 | ~I(oH

-dd-yyyy)*

Note: Reports will open in a new window.

°

Data Classification: 1

Oregon Housing and Community Services @

Figure 6-21A: Historical — Furnace Replacement Report Screen

Select the require information (i.e. Select APC, Completion Date — From, Completion Date — To)
and Click on the ‘Run Report’ button (reference Figure 6-21A). The report will then display
containing the requested information (reference Figure 6-21B).
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May 27, 2015

Historical Furnace Replacement
From 01/01/2012 To 07/30/2020

# of Jobs

ACCESS 21
CAO 100
CAPECO 13
CAT 2
CCN 24
CCSSD 1
CINA 15
csc 166
HACSA 3
MWVCAA 29
NIMPACT 18
OHDC 4
ORCCA 1
UCAN 5
YCAP 6
418

7:18:52 AM Version 1.1 furnace_replacement.xml.rpt

Data Classification: 1

Figure 6-21B: Historical — Furnace Replacement Report
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Section M1

Agency Management Functions

Program coordinators and managers will learn how to use the management screens: Agency,
Program, Grant, APC and User. 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.
Agency
Program
APC Agency Program County
Kit Components
Agency Kit Search

Agency Kit New
Agency Kit View

User
Search
Possible Disabled User-Reactivating Inactive User
New
View
User Role Edit
User Action Edit
Disable User
Reset User Password

218

219

219

220
220
223
225

229
229
232
234
235
236
237
239
240

All SSNs throughout this manual have be covered for confidentiality purposes even though the

test database was used.
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Agency Screens

The ‘Agency Management’ screen functions are not available in the OPUS Weatherization
Module to Add, Delete or Edit agency information contact the OPUS Helpdesk at
opushelp@hcs.state.or.us. Include the following minimum information with your request.

NEW AGENCY INFORMATION WORKSHEET

NEW :| CHANGE E DEACTIVATE E

1. Agency Name:

2. Tax Payers ID#

3. Subrecipient YES NO

If YES Subrecipient to which agency

4. Contact Information

Telephone Number:

Fax Number:

5. Physical Address
Street Address (No P.O. Boxes):

City:

State: Oregon
Zip Code:

6. Mailing Address
Street Address:

City:

State:
Zip Code:

Figure 7-1: New Agency Worksheet
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Program Screens
The ‘Program’ screen functions are not available at this time in the OPUS Weatherization

Module to Add, Delete or Edit programs contact the OPUS Helpdesk at
opushelp@hcs.state.or.us. Include the following minimum information with your request.

PROGRAM / APC WORKSHEET

All fields marked * are required

PROGRAM
* Name (ACRONYM+2 DIGITYEAR)

I * Code (e.g. WAP 12)
EFFECTIVE DATE
* Start Date (MMDDYYYY):
* End Date (MMDDYYYY):

Shared (Yes / No):
PROGRAM YEAR

* Federal Poverty Year

* Oregon Median Income Year

APC = Agency/Program/County

* Agency

County”

* Program

* Grant
* Start Date (MMDDYYYY):
* End Date (MMDDYYYY):

REMARKS/COMMENTS

(1) APC without a county denotes a ‘Parent level”’ APC. APC with a county denotes the APC is a
‘Child level” APC
Figure 7-2: Program/ APC Worksheet

20500625
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Kit Screens

There are three types of ‘Kit” screens: ‘Search’, ‘New’ and ‘View’.

Agency Kit Search

The “Agency Kit Search” screen allows a manager and/or another user to search for kits that
have already been created by there agency. Search results are limited to 500 rows/

Setup:
On the ‘Message of the Day’ screen.

1. Using the ‘Main Menu’, scroll the mouse over ‘Management’, down to and click ‘Kit’
(reference Figure 7-3). The ‘Agency Kit Search’ screen will appear next (reference Figure 7-4).

Agency: OHCS

OPUS

Weatherization

Client ¥ Program ¥
Search Client

Change Password?

Edit Your User
Account

Mana il

User: TESTUSER
Timeout: 19:45

Log Out |

Reports ¥ Help «

Housing and Community Scr\ ices

Kit

Version 3.1.7T

Message of the Day

User

WELCOME! To start OFUS - Click Search Client

Go To

Figure 7-3: Kit Menu

Agency: OHCS

OPUS

Weatherization

Client * Program ¥~

Search

Management

User: TESTUSER ,Aé_é_r__
Timeout: 19:57 0 g
Log Oull 7' a@n

Housing an Lummunm Se

Reports ¥ Help ~

Version 3.1.7T

User Agency Kit Search
Kit
Enter Search Parameters (results limited to 500 rows)
Kit
N_ew Agency vl
View Component

[

Data Classification: 1

Oregon Housing and Community Services ©

Figure 7-4: Agency Kit Search screen.
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Timeout: 19:20

Log Out | 0}’ ﬁ;@%k{-

Housing an Community Services

OP J Agency: OHCS User: TESTUSER )é;&&':_%
N

e ¢

el |

Weatherization

Client * Program ¥ Hist ¥ Management¥ Reports ¥ Help *
Search

User Agency Kit Search
Kit

Version 3.1.7T

Enter Search Parameters (results limited to 500 rows)

Kit
New =) ;

View Component j

Data Classification: 1
QOregon Housing and Community Services @

Figure 7-4A: Agency Kit Search screen — Search By Agency.

OP l: ; Agency: OHCS User: TESTUSER )ﬁéﬁ_r__%
O £k
9|

Timeout: 17:45

_Log Out | 0}’6 WL'Q

Housing and Com munity Services

Weatherization

Client * Program ¥ Hist ¥ Management~> Reports ¥ Help ~

Search . Version 3.1.7T
User Agency Kit Search
Kit
Enter Search Parameters (results limited to 500 rows)
Kit
Mew Agency -

View CZmgonent | TEFLON TAPE -
{ Seau:hl)

Data Classification: 1
Oregon Housing and Community Services ©

Figure 7-4B: Agency Kit Search screen — Search By Component

2. To search by ‘Agency’, use the drop-down arrow and select the appropriate agency and click
‘Search’ (reference Figure 7-4A). To search by ‘Component’ use the drop-down arrow and
select the appropriate component and click ‘Search’ (reference Figure 7-4B).
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A list of kits will appear in the ‘Search Results’.

In the ‘Search Results’

, Kits can be can be

placed in alphabetical order by Kit Name, Component or Agency by clicking on the link(s) at

the top of each column (reference Figure 7-5A).

Agency: OHCS

OPUS

Weatherization

User: TESTUSER
Timeout: 19:10

Log Out |

Help «

]
=
/
Housing and Community Services
Reports *

Version 3.1.7T

Client * Program ¥ Hist ¥ Management~™

Search '
User Agency Kit Search
Kit

I Enter Search Parameters (results limited to 500 rows)
Kit
New Agency | TEST 'I
View Component j

About Results:

Click kit Name to View Agency Kit screen
If no results, vou can create a  Add Kit |

Search Results

Kit Mame Compeonent Agency
48 KIT WK AC/EVAPCRATIVE CCOCLER COVER TEST
WX TEST KIT CFL TEST
W TEST KIT CRIP GAUGE TEST
W TEST KIT SHOWER TIMER-GAS TEST

Data Classification: 1
Oregon Housing and Community Services @

Figure 7-5A: Agency Kit Search screen — Search By Agency - Search Results screen.

Agency: OHCS

OPUS

Weatherization

User: TESTUSER
Timeout: 19:54

Client =

Log Out |

Housing and Communi

Program ¥ Hist ¥ Management~ Reports ¥ Help ¥
Search . Version 3.1.7T
User Agency Kit Search
Kit

I Enter Search Parameters (results limited to 500 rows)
Kit —l
New Agency -
View onent | TEFLON TAPE L -

€ Searchl )

About Results:

Click kit Name te View Agency Kit screen

If no results, you can create @  Add Kit |

Search Results

Kit Name | Component Agency

Mo matches

Data Classification: 1
Oregon Housing and Community Services @

Figure 7-5B: Agency Kit Search screen — Search By Component — No Matches.
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3. If ‘No Results’ are given you have no kits matching the search criteria and you will need to
create new Kits [proceed to ‘Agency Kit New’ Section] otherwise from the results section click

on the desired ‘Kit Name’ and the ‘Agency Kit View’ screen will appear next (reference Figure
7-8).

Agency Kit New

The “Agency Kit New” screen allows a manager and/or another user to create new Kits utilizing
pre-establish list of components.

Setup:

On the ‘Agency Kit Search’ screen.

Using the left Nav Bar, under ‘Kit’, click ‘New’ or select the ‘Add Kit’ button in the ‘About
Results’ section if displayed (reference Figure 7-6). The ‘Agency Kit New’ screen will appear
next (reference Figure 7-7).

OP l Agency: OHCS User: TESTUSER
Timeout: 19:54
Weatherization Log Oull

Client * Program ¥ Hist ¥ Management ¥ Reports ¥ Help *

LR 7
Housing #nd Community Services

Search . Version 3.1.7T
User Agency Kit Search
Kit
r Enter Search Parameters (results limited to 500 rows)
Kit |
S ET Agency j
lew Component ﬂ

About Results:

Click Kit Name toc View Agen 3
If no results, you can create b Add Kit 3

e

Search Results

Kit Mame | Component Agency

No matches

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-6: Agency Kit Search Screen.
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Search
User
Kit

Kit
New
View

(0)2ON

Agency: OHCS

Weatherizarion

User: TESTUSER
Timeout: 19:23

[’ o
sgou| (reronfSSds
Housing and Community 5
Client ¥ Program ¥ Hist ¥ Management ™ Reports ¥ Help ~
R Version 3.1.7T
Agency Kit New
Kit Information (Fields marked with © are required.)
Agency | TEST 'l' ;>
Name [4A KIT WXX JE.-- Save )
= [Save|]
ja ——

Oregon Housing and Community Services ©

Data Classification: 1

Figure 7-7: Agency Kit New Screen.

Type of select (all fields marked * are,required).

Agency (from Drop Down Menu).
Kit Name

Click the “Save’ button to save. The ‘Agency Kit View’ screen will appear next (reference
Figure 7-8).

NOTE: You have created a new Agency Kit containing no components. For instructions on
how to-add components to kit proceed to ‘Agency Kit Components’ Section.
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Agency Kit View
The ‘Agency Kit View’ screen allows a manager and/or another user to view, edit kit name and
add or delete kit components next (reference Figure 7-9).

Setup:

On the ‘Agency Kit Search’ screen.

Select the desired kit under the ‘Kit Name’ column of the search results section next (reference
Figure 7-8). ‘The Kit View’ will appear next (reference Figure 7-9).

OP l Agency: DHCS User: TESTUSER
Timeout: 18:16
Weatherizarion Log 0ul|

Client ¥ Program ¥ Hist ¥ Management ™ Reports ¥ Help *

: 1 \
Housing and Community

Search R Version 3.1.7T
User Agency Kit Search
Kit
r Enter Search Parameters (results limited to 500 rows)
Kit
N:E'.-’-." Agency | TEST vl
View Component j

About Results:

Click Kit Name to View Agency Kit screen
If no results, yvou can create a2 Add Kit |

Search Results

Kit Mame Compenent Agency
CE’TIT WHK D AC/EVAPCRATIVE CCOOCLER COVER TEST
WX TEST KIT CFL TEST
WX TEST KIT CRIP GAUGE TEST
WX TEST KIT SHOWER TIMER-GAS TEST

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-8: Agency Kit Search screen,

Edit Kit Name

1. To Edit the Kit Name click the ‘Edit’ button (reference Figure 7-9). A text box containing
the Kit Name will appear below the Kit Name allowing you to enter the new name (reference
Figure 7-10).
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OP l Agency: OHCS User: TESTUSER
Timeout: 19:47
Weatherization Log Out | }"ﬁ;{:ﬂ%

Housing and Community

Client ¥ Program ¥ Hist ¥ Management ¥ Reports ¥ Help *
Version 3.1.7T

Search

User Agency Kit View

Kit

r Kit Information

ﬁg.h. Kit Name: AKIT WHK m.
W

View

Count Component

r Add Kit Components

# Component
] =

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-9: Agency Kit View screen.

2. Enter the new name a select the ‘Save’ button and kit name will be changed or selected
‘Cancel’ to stop the name from changing.

OPUS Agency: OHCS User: TESTUSER
Timeout: 19:30
Weatherization - O“tl 0}”@("0%

Housing @ Community Services

Client ¥ Program ¥ Hist * Management ¥ Reports * Help *
Version 3.1.7T

Search

User Agency Kit View

Kit

r Kit Information

K't e
N:Ew Kit Name: <A KIT WxX @ |@'
View CTRAKIT Wi > p——a

Count Component
1| AC/EVAPCRATIVE COOLER COVER

AERATOR-ELECTRIC BATH
AERATCR-ELECTRIC KITCHEN

F NV N

AERATOR-GAS KITCHEN

Delete

L‘l‘l‘l‘l

r Add Kit Components

# Component
| =

Data Classification: 1

Oregon Housing and Community Services ©

Figure 7-10: Agency Kit View screen — Edit Kit Name.
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Add Kit Components
1. Enter the quantity of the desired component to be included in the kit.

2. Select from the ‘Component” drop down menu the desired component.

3. Select the ‘Add’ button and the component with the indicated quantity will be added to the kit
((reference Figure 7-11).

OP S Agency: OHCS User: TESTUSER &_«3{.}\%
N

l I Timeout: 15:22 :5 @

Weatherizarion Log Out | rﬂ:g@%'{ /

©
z
Housing and Community Services

4/

Client * Program ¥ Hist ¥ Management ¥ Reports ¥ Help *

Search . . Version 3.1.7T
User Agency Kit View
Kit
Kit Information
Kit K' . .y W -
MNew it Name: 42 KIT WX Edit |
View

Count Component

Delete |

Add Kit Components

Co fal e
[ 4 |AC,‘E\-‘APORATIVE COOLER COVER =|*

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-11: Agency Kit View screen — Add Kit Components

Delete Kit Components
1. Select the check box preceding the component(s) you wish to delete from the Kit.

2. Select the ‘Delete” button and the selected component(s) will be deleted from the kit
((reference Figure 7-12).
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OP J’ Agency: OHCS User: TESTUSER

Weatherizarion

Search
User
Kit

Kit
MNew
View

Client ¥ Program ¥ Hist * Management ¥ Reports ¥
Agency Kit View

r Kit Information

Timeout: 19:30

Log Oull

Help

Oreon

l[ousingegtommunm' eIvices

Version 3.1.7T

Kit Name: 42 KIT WXX | Edit

Count Component
AC/EVAPORATIVE COCLER COVER

AERATOR-ELECTRIC BATH

AERATCR-ELECTRIC KITCHEN

AERATOR-GAS KITCHEN

r Add Kit Components

# Component

| £l

Oregon Housing and Community Services ©

Data Classification: 1

Figure 7-12: Agency Kit View screen — Delete Kit Components
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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 7-13). The ‘User Search’ screen will appear next (reference Figure 7-14).

OP l Agency: OHCS User: TESTUSER
Timeout: 19:07

"1
"W'?f”hﬂﬂlaﬂﬁl‘)” Log Out | 0},@0}{ y
Housing and Communily Services
Client * Program ¥ Hist ¥ Management ™ Reports ¥ Help «
Search Client Kit Versions. 1T

Message of the Day

User

Change Passwaord?
g W GoTo y

WELCOME! To start OPUS - Click Search Client

Edit Your User
Account

Figure 7-13: User Menu

2. Enter a user’s 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’.
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OP S Agency: OHCS User: TESTUSER _6.!:_}\3}‘)

o e

l ] Timeout: 17:34 :S ; |
Weatherization Log Out | 14 @0% /

Housing and Community Services

Client ¥ Program ¥ Hist ¥ Management~ Reports ¥ Help «

h
Seare User Search

Kit

Version 3.1.7T

I Search Parameters

User
View
New First Name e.g. John
Edit User
Edit Roles

Login Name

Last Name e.g9. 3mith

E-mail e.g. bob@yahoo.com
< RGEncypTEST =
SPONSORS  al oo
STVINCENT 10d
SWDEPALILL
SVCO
SVDP
SVOP QAK
TESTITEST
THE
TOUCHSTOMNE
TRC
TSA-JX
UCAN =

-

Data Classification: 2

Oregon Housing and Community Services ©
Figure 7-14: User Search by agency screen.

2. Enter a user’s 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 inalphabetical order by first name, last name or login name by clicking
on the link(s) (reference Figure 7-15).
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OPUS

Weatherization

Search
User
Kit

User
View
Mew
Edit User
Edit Roles

Client ~

User Search

r Search Parameters

Login HName
First Name
Last Name

E-mail

Agency

Program ¥

Agency: OHCS

User: TESTUSER

Timeout: 19:26

Log Out |

Hist * Management~> Reports ¥ Help ~

Version 3.1.7T

e.g. John

£.g. Smith

TEST 'l

e.g. bob@yahoo.com

V¥ Show Active Users only

v w/ Rights te This Mcdule

If no results, vou can create a  New Userl

Search Results

First Mame rast I"-lame) Login ['-lanD
b
RCMALD TCUE
BRENT HCLMES i
Login
KERRI HAWCRTH
names
BRENT HCLMES
have
EARL RUTLECGE
been
CHRISTCPHER | SHOCPMAN
blocked
LIEM NGO
JAMES MCOOMNALD

E-mail Agency Mame
ronald.toub@state.or.us OHCS
brent.holmes@hcs.state.or.us OHCS
Kerri.Haworth@state.or.us CHCS
brentholmes2@gmail.com OHCS
john.rutledge@state.or.us QOHCS
chris.shocopman@state.or.us QOHCS
liem.mgo@state.or.us QHCS
James.mcdonald@hcs.state.or.us | CHCS

Oregon Housing and Community Services @

Data Classification: 2

Figure 7-15: User Search with Search Results screen.

3. Click on a name to see ‘User View’screen. The ‘User View’

view an individual user’s roles (reference Figure 7-16).

screen allows a manager to
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OPUS

Weatherization

Housing ang Communily Services
Client * Program * Hist ¥ Management~> Reports ¥ Help *
Search . Version 3.1.7T
User User View
Kit
[ User Details
User
View Agency: TEST
MNew Username: TESTUSER Active: ¥
Edit User
. Name: TEST NMN USER
Edit Roles
Initials: THNU Email: test.user@hcs.state.or.us
Title: TEST USER Phone: 503-333-2104
Roles: [yTaKE | MANAGER , VIEW , ADMIN , REPORT Edit Roles |
Modules: E2C2 | ENERGY , FISCAL , WEATHERIZATION

Agency: OHCS

User: TESTUSER
Timeout: 19:268

Log Out |

'.

Oresons

[ Last User Activity
Login:
Account Edit:
Role Edit:
Action Edit:

08-06-2013 11:41 AM by TESTUSER
08-06-2013 01:56 PM by TESTUSER
08-27-2013 09:08 AM by I
08-27-2013 02:08 AM by I

Disable User

Edit User |

Disable User/All Modules

QOregon Housing and Community Services @

Data Classification: 2

Figure 7-16: User View screen.

Possible Disabled User
IMPORTANT NOTE:

If there is a possibility that a user might have been previously granted

access to 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 7-17).

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.
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User: TESTUSER
Timeout: 19:55

Log Out |

Agency: OHCS

OPUS

Weatherization

Client * Program ¥ Hist ¥ Management ¥ Reports ¥ Help *

Search Version 3.1.7T
User User Search
Kit

r Search Parameters
User N
View Login Name
MNew First Name e.g. John
Edit User .
Edit Rolas Last Name e.g. Smith

E-mail e.g. bob@yahoo.com

Agency

Show Active Users onl" Search )
w/ Rights to This Madule

If no results, you can create 3 New Userl

Search Results

First Name Last Mame | Login Name E-mail Lgency Name
RCMNALD TOUB ronald.toub@state.or.us OHCS
BREMNT HCOLMES brent.hoclmes@hcs.state.or.us CHCS
KERRI HAWORTH Lngn Kerri.Haworth@state.or.us OHCS
BRENT HOLMES hames brenthclmes2@gmail.com QOHCS
EARL RUTLEDGE have john.rutledge@state.or.us QHCS
CHRISTCOPHER | SHOOPMAN been chris.shocopman@state.or.us QHCS
TEST USER b'l.Od(Ed test.user@hcs.state.or.us OHCS
LIEM NGO liem.ngo@state.cr.us QHCS
JAMES MCDCMNALD James.mcdenald@hes.state.or.us | CHCS

QOregon Housing and Community Services @

Data Classification: 2

Figure 7-17: Searching for users, Active users and rights to the module screen.

2. If there are no matches found.in the database, @ 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 7-18). The ‘User New’
screen will appear next (reference Figure 7-18A).

OPUS Agency: OHCS User: TESTUSER ’&65_
Timeout: 19:30 = 'I
Weatherization Log Out | 0}"6/1(‘: 0}{ i

Housing and Community $

Client ¥ Program ¥ Hist ¥ Management™ Reports ¥ Help *

Version 3.1.7T
Search
User User Search
Kit
r Search Parameters
U.EI' Login Name
First Name e.g. John
Eit gﬁars Last Name £.g9. Smith
E-mail e.g. bob@yahoo.com
Agency vI
¥ show Active Users only
W w/ Rights to This Madule

Data Classification: 2

Qregon Housing and Community Services ©
Figure 7-18: User Search — New User screen.
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OP l Agency: OHCS User: TESTUSER
Timeout: 19:30

Weatherizarion Log 0ul| R 7
Housing ang Lummut 11\‘|m 1ces
Client ¥ Case Management™ Management ¥ Reports ¥ Help «
Search Version 3.1.7T
agency User New
Ap
Program .
User r User Information
User User Name:
View First Name:
MNew Last N .
Edit User ast Name:
Edit Roles Middle Name:

Initials:
Title:

Email:

Phone: * Exts
Agency: V‘ © | Save I
s

Data Classification: 2

Oregon Housing and Community Services @

Figure 7-18A: User New screen.

Type or select (all fieldssmarked * 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.

OHCS communicates regularly via e-mail. OPUS Temporary Passwords are sent
automatically via email. 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.

= Agency.

Click the “Save’ button to save The User View screen will appear next.

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 7-19). To edit
roles, follow the instructions listed below.
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OPUS Agency: OHCS User: TESTUSER
; Timeout: 19:26 *
Weatherization Log Out | },ﬁ@-@ Tk

Housing gnd Community Services

Client * Program * Hist ¥ Management~> Reports ¥ Help *

Search Version 3.1.7T

User User View
Kit

[ User Details

Agency: TEST

MNew Username: TESTUSER Active: ¥
Edit User
. Name: TEST NMN USER
dit Roles
Initials: THNU Email: test.user@hcs.state.or.us
Title: TEST USER Phone: 503-333-2104

Roles: [NTAKE , MANAGER , VIEW , ADMIN , REPORT Edit Roles |

Modules: E2C2 | ENERGY , FISCAL , WEATHERIZATION

[ Last User Activity
Login: 08-08-2013 11:41 AM by TESTUSER
Account Edit: 03-058-2013 01:56 FM by TESTUSER
Role Edit: 08-27-2013 09:08 AM by NN

Action Edit: 08-27-2013 0%:08 AM by IR
Disable User @
Disable User/All Modules

QOregon Housing and Community Services @

Figure 7-19: User View — to Edit screen.

Data Classification: 2

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 an 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 on the ‘Edit Roles’ link in the Left Nav Bar or click the
‘Edit Roles’ button (reference Figure 7-19, above). The ‘User Role and Action Edit’ screen
will appear.

2. Onthe ‘User Role and Action Edit’ screen, select the user role(s) button for designed role the
user will have access to. If you select the check box preceding the user role button, all
permissions for that role will automatically populate under Actions. (reference Figure 7-20A,
below) then click the ‘Update’ button to apply the roles and actions. The ‘‘User Role and
Action Edit’ screen will appear again.

If the user needs all the default permissions associated with a given role, there is no need to
do any further steps.

At times, 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:

1. On the ‘User Role and Action Edit’ screen. Click on the desired ‘User Roles’ button’ (i.e.
Admin, Intake, Manager, Report and View) (reference Figure 7-20A). The corresponding
actions for the selected role will populate under the ‘Actions’ section of the screen (reference
Figure 7-20B)

OP l Agency: OHCS User: TESTUSER ys_r_}\zgé
Timeout: 19:47 "c" )
Weatherizarion Log Oull 4 f:(ﬁ M, J

Housing and Comm unm Se
Client ¥ Program ¥ Hist ¥ Management ™ Reports ¥ Help ~

“ersion 3.0.0T

Search ' .
User User Role and Action Edit
Kit
r User Information
User
View Mame: TEST MMM USER
MNew Username: TESTUSER
Edit User
Edit Roles

I User Roles Actions
¥  ADMIN | - Weatherization Admin

I INTAKE |- weatherization Intake Role
' MANAGER
! "‘Eatherization Reports

W - Client Characteristics
WX - Energy Type Labels
W - Funding Summary Report

- Weatherization Manager Role

( Update |

e —

WX - Furnace Replacement

WX - Global Client Characteristic Report
WX - Grant Costs Report

WX - Health And Safety Job Costs

Wi - Historical Furnace Replacement

WX - Historical Grant Cost Report

WX - Historical Health And Safety Job Costs
Wi - Historical Quarterly Report

WX - Historical Re Weatherization Report
W - Historical Report Main

- Weatherization View

WX - Monitor Completion Report
WX - Quarterly Report

Wi - Re-Weatherization Report
WX - Reports Main

WX - Residence Change

Wx - SHFC Report

WX - WX Client Report

WX - WX Job Report

WX - Zip Code Labels

W Referral Report

EEEEEEEEEEEEEREEEREE EEEEEE

Data Classification: 2
Oregon Housing and Community Services @

Figure 7-20A: User Role and Action Edit screen — Add Roles.

2. Under the Actions section, a manager can ‘Allow’ or ‘Deny’ permissions within any specific
role by selecting or deselecting the check box preceding the action. Permissions are decided
by the OPUS Administrator and Manager(s) of the agencies. Once permissions have been
assigned, click the ‘Update’ button. This step needs to be repeated for each specific role that
requires permission within it to be edited (reference Figure 7-20B).
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Timeout: 19:47
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Client * Program ¥ Hist * Management™ Reports ¥ Help *
. . Version 3.0.0T
User Role and Action Edit
r User Information
MName: TEST NMN USER
Username: TESTUSER
I User Roles Actions
¥  ADMIN | - Weatherization Admin ¥ wx - Client Characteristics
¥ INTAKE | - Weatherization Intake Role I wx - Energ',f Type Labels
[T MANAGER | - weatherizaticn Manager Role W - Funding Summary Report
WX - Furnace Replacement
¥ REPORT | - weatherization Reports ¥ \ux - Global Client Characteristic Report
M WIEW |- weatherization view W wx - Grant Coste Report
‘ W wx - Health and Safety Job Costs
¥ \ux - Historical Furnace Replacement
¥ - Historical Grant Cost Report
W \x - Historical Health And Safety Job Costs
I wx - Historical Quarterly Report
¥ wx - Historical Re Weatherization Report
W wux - Historical Report Main
M v - Monitor Completion Report
-‘.'){ - Quarterly Report
Wy - Re-Weatherization Report
W wx - Reports Main
W vy - Residence Change
M\ - SHPO Report
I wx - wx Client Report
W vy - w Job Report
M v - Zip Code Labels
W wx Referral Report

Data Classification: 2

Qregon Housing and Community Services @

Figure 7-20B: User Role and Action Edit screen — Customized Actions.
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Disable User

When users are disabled, 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 7-21). For user(s) who have access to multiple modules, it’s best to use
‘Disable User/All Modules’.

OP l Agency: OHCS User: TESTUSER 1
Timeout: 19:26 [ e
Weatherization Log Outl }” 6:{'0 }’L

NG

Housing and Community Services

Client * Program ¥ Hist ¥ Management™ Reports ¥ Help *
Wersion 3.0.0T

Search -
User User View
Kit
[ User Details
User
View Agency: TEST
MNew Username: TESTUSER Active: ¥
Edit User
. Name: TEST NMN USER
Edit Roles
Initials: THNU Email: test.user@hcs.state.or.us
Title: TEST USER Phone: 503-333-2104

Roles: [NTAKE , MANAGER , VIEW , ADMIN , REPORT Edit Roles |

Modules: E2C2 | ENERGY |, FISCAL , WEATHERIZATION

[ Last User Activity

Login: 08-06-2013 11:41 AM by TEST USER
Account Edit: 08-06-2013 01:56 PM by TESTUSER
Role Edit: 02-27-2013 09:08 AM by I
it; 08-27-2013 02:08 AM by IS

C Disable User, p Edit User |
<] Disable User/All Modules >

Oregon Housing and Community Services @

Figure 7-21: User View Delete User screen.

Data Classification: 2
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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 7-22).

Agency: OHCS User: TESTUSER

Timeout: 19:26

Log Out |

OPUS

Weatherization

Oreeon

][:Jusingw'tummun Services

Client * Program ¥ Hist ¥ Management ¥ Reports * Help *
Search . Version 3.0.0T
User User View
Kit
r User Details
User
View Agency: TEST
[ Username: TESTUSER Active: ¥
w Name: TEST NMN USER
ol =
Initials: THU Email: test.user@hcs.state.or.us
Title: TEST USER Phone: 503-333-2104
Roles: [yTAKE , MANAGER , VIEW , ADMIN , REPORT  Edit Roles |
Modules: E2C2 |, ENERGY , FISCAL , WEATHERIZATICON

[ Last User Activity

Login: 08-06-2013 11:41 AM by TESTUSER
Account Edit: 08-06-2013 01:56 PM by TESTUSER
Role Edit: 08-27-2013 09:08 AM by I

Action Edit: 08-27-2013 0%:08 &M by NN -

Disable User
Oregon Housing and Community Services @

Disable UserfAll Modules
Figure 7-22: User.View screen.

Data Classification: 2

2. Onthe ‘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 7-23).

20500625
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OPUS

Weatherization

Search
User
Kit

User
View
New
Edit User
Edit Roles

User Edit

r Fields marked with *

Client ¥

Agency: OHCS

Program * Hist ¥ Management ™~

User: TESTUSER
Timeout: 19:41

Log Oull

Reports ¥ Help ~

Oreronsé

Housing and Community Services

“ersion 3.0.0T

are required.

User Name: TESTUSER

First Name:
Last Name:
Middle Name:
Initials:
Title:

E-mail:

Phone:

TEST

USER

MMN

TU

TEST USER

estuser@hcs state.or.us

503-983-2104 = Ext I

Agency: | TEST hd
Reset Password?: Save Changes | )

Oregon Housing and Community Services ©

Data Classification: 2

Figure 7-23: 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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Appendix

Contained in this section are examples of required forms and documentation associated with the
OPUS Weatherization Module.

A OPUS Weatherization Forms 243
User Policy, Responsibility and Code of Ethics A-1
Weatherization Application Form A-5
Acronym Code List A-10

B OPUS Documentation

Privacy Posting B-1
Privacy Posting — Spanish Translation B-2
Privacy Notice to Consumers B-3
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PRINT

NAME
AGENCY
USER POLICY, RESPONSIBILITY, & CODE OF ETHICS
For Oregon OPUS Data Collection System
USER POLICY

In order to meet the requirements of various Federal and state agencies, the Oregon OPUS data collection
system is a collaborative statewide effort among helping agencies to document client-level needs and
characteristics through a coordinated system that aggregates common information at the agency,
community, and state levels

OPUS is a tool that can also assist agencies in focusing services and locating alternative resources to help
homeless and low-income persons. Agency staff may use the Client information in the system to target
services to the Client’s needs.

OPUS is an entirely web-based system -- hosted on a central statewide server -- coordinated by the
Oregon Housing and Community Services Department. The system is accessed via the Internet by
provider sites offering shelter, housing, and supportive services to homeless and low-income individuals
and families.

Participating Agencies shall have rights to the data pertaining to their clients that they directly enter into
the OPUS.

All OPUS Users are required to be trained prior to using the system.

All OPUS Users are required to read, understand, and sign the User Policy, Responsibility, & Code of
Ethics form prior to using OPUS.

All OPUS Users are required to have read and understand their Agency’s Privacy Notice.

The Agency and Users understands that informed client consent is required before any basic identifying
client information is searched, accessed or entered into OPUS.

Data Entry

Data necessary for the development of aggregate reports of services, including services needed, services
provided, referrals and Client goals and outcomes should be entered to the greatest extent possible.
However, all agencies are required to complete mandatory data fields identified in the OPUS system.

Restricted Information

Information, including progress notes and psychotherapy notes, about the diagnosis, treatment, or
referrals related to a mental health disorder, drug or alcohol disorder, HIV, or AIDS, and domestic
violence concerns shall not be shared with other Participating Agencies through OPUS. This information
should also not be entered in any open notes sections in the Oregon Statewide OPUS system.

07/08/2005
Page 1 of 4

A-1 | WEATHERIZATION OPUS User Manual, Appendix A — OPUS Wx Forms



PRINT
NAME

AGENCY

USER RESPONSIBILITY

Your User ID and Password give you access and authority to use the OPUS system and creates an audit
trail. Initial each item below to indicate your understanding and acceptance of the proper use of your
User ID and password. Failure to uphold the confidentiality standards set forth below is grounds for
immediate termination of User privileges and you may be subject to further penalties.

Please initial each item below to indicate your acceptance and understanding of the user
responsibilities below.

07/08/2005
Page 2 of 4

I have read and understand my Agency’s Privacy Notice.

My User ID and Passwords must be kept secure and are not to be shared with anyone,
including other staff members. | must take all reasonable means to keep my Password
physically secure.

I understand that my access to OPUS is limited to my designated work site unless | am
given expressed written consent of the Agency Administrator to access the system from
other specified locations.

I understand that the only individuals who may view information in OPUS are authorized
users who have received appropriate confidentiality training. OPUS users must respect the
privacy and hold in confidence all information obtained in the course of their use of the
system.

I may only view, obtain, disclose, or use information from OPUS that is necessary to
perform my job.

Client information should be accessed only in order to retrieve, update, or report data
relevant to a client requesting services from my agency.

If I am logged into OPUS and must leave the work area where the PC is located, |
must log-off of the OPUS system or lock the PC before leaving the work area.

A PC that has OPUS open and running shall never be left unattended.

A PC that has OPUS open and running shall never be arranged so that unauthorized OPUS
users may see the information on the screen.

I understand that failure to log off of OPUS appropriately may result in a breach in client
confidentiality and system security.

Hard copies and downloads of information from OPUS onto a hard drive or disk must be
kept secure to ensure that only appropriate agency staff has access.

When hard copies and downloads of OPUS Client information are no longer needed, they
must be properly destroyed as described in your agency’s policies.

A-2 |
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PRINT

NAME
AGENCY
If I notice or suspect a security breach, I must immediately notify my Agency
Administrator for OPUS and my Executive Director or the OPUS System Administrator.
[ understand that I am responsible for reporting any system malfunctions or “bugs” that I
notice or suspect to the Agency Administrator and other appropriate system support staff.
I understand that in the event that | am terminated or leave my employment with this
agency, my access to OPUS will be deemed revoked. | covenant and agree not to attempt
to access OPUS upon termination of my employment with this agency.
OPUS User Signature Date
OPUS Agency/System Administrator Signature Date
Agency Executive Director Signature Date
07/08/2005
Page 3 of 4
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PRINT
NAME

AGENCY

USER CODE OF ETHICS

A.

B.

Oregon OPUS Users must treat Participating Agencies with respect, fairness and good faith.

Each Oregon OPUS User shall maintain high standards of professional conduct in his/her
capacity as an Oregon OPUS User.

All Oregon OPUS Users shall endorse and maintain the client’s rights related to privacy and
confidentiality and shall adhere to the OPUS Policy Notice to Consumers of Services.

The Oregon OPUS User has primary responsibility for his/her Client(s).

The Oregon OPUS Users will not misrepresent its client base in the Oregon OPUS system by
entering knowingly inaccurate information (i.e. User will not purposefully enter inaccurate
information on a new record or to over-ride information entered by another agency.)

Discriminatory comments based on race, color, religion, national origin, ancestry, handicap,
age, sex, and sexual orientation are not permitted in the Oregon OPUS system

The User will not use the Oregon OPUS system with intent to defraud the federal, state, or local
government or an individual entity; or to conduct any illegal activity.

I understand and agree to comply with all the statements listed above.

OPUS User Signature Date
OPUS Agency/System Administrator Signature Date
Agency Executive Director Signature Date
07/08/2005
Page 4 of 4
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Weatherization Assistance Program Application Form

The following is a step-by-step description of the information requested on the application form
for weatherization assistance.

See Application Example on pages A-8 & A-9.

1.

2.

Applicant’s Legal Name: Print applicant’s full legal name as listed on Social

Security card.
Agency Name: Print agency’s name.

Client Information Section (Begin with the applicant.)

3.
4.
S.

6.

Name: Print full legal name for each member of the household.
Birth-date: Enter date of birth for each household member (Month/Day/Year).
SSN/SYSID: Enter the social security number for each household member.

(For Weatherization a social security number is not required; however, it is
strongly encouraged.)
In cases where issues inhibit applicants from providing a social security number,
OPUS will issue a unique client identification number to assure non-duplication of
services. Examples include:

e Unavailable to custodial guardian/parent

e Domestic Violence

e Newborn SSN

e Adult applying for SSN with letter of SSN application
Social Security Number Code: (See SSN code on reverse side of the application.)

All Demographic Data Must Be Requested For Each Household Member—However,
services will not be denied for refusal to provide demographic information.

7.

10.

11.

12.

Language: Enter the applicable language acronym for each household member. (See
Language Code on the reverse side of the application.)

Gender: Enter gender code. (See Gender Code on the reverse side of the
application.)

Ethnicity: Enter ethnicity code. (See Ethnicity Group Code on the reverse side of the
application.)

Race: Enter the applicable race acronym for each household member. (See Race
Code on reverse side of application; select all race codes that apply.)

Oregon Tribes: Enter Oregon Tribes code. (See Oregon Tribes codes on the reverse
side of the application.)

Education: Enter the acronym of the highest level of education completed for all
Household Members ages 23-60 years old. (See Education Code on the reverse side
of application.)

A5 |
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13.

14.
15.

16.

17.
18.
19.

20.
21.
22.
23.

24,
25.

26.

27.

28.

Disability: Enter disability code. (See Disability Code on the reverse side of
application.)

Veteran: Enter veteran code. (See Veteran Code on the reverse side of application.)
Homebound: Enter homebound code. (See Homebound Code on the reverse side of
application.)

Non-Cash Benefits: Enter the non-cash benefit(s) code. (See Non-Cash Benefits
Code on the reverse side of application; select all non-cash benefits codes that
apply.)

Phone: Enter a primary telephone number for the household. When available enter
secondary phone number(s).

Mailing Address: Enter the household’s mailing address.

Physical Address: Enter the household’s physical address. (Please note if different
from the mailing address.) The physical address on the application must match the
address on the utility bill receipt.

Dwelling Type: Circle the correct dwelling type.

Residence Status: Circle the correct residence type.

Primary Heat: Circle the correct heat type. Under “Primary Heat Type” indicate the
letter beside your heat selection.

Applicant’s Legal Name: Print applicant’s full legal name as listed on Social
Security card.

Agency Name: Print agency name.

Utility Information

Utility Provider: Enter the names of all the utility providers (i.e. Pacific Power, NW
Natural Gas, Portland General Electric, etc.).

Account Numbers: Enter the corresponding account number for each utility
account.

Reference: Insert letter next to name which corresponds to the client that is
employed. Enter employment information for all household members 18 and over
who are employed.

Employment: Name of employer, address city, state, zip and phone number. Do not
use P.O. boxes, use actual work location address. (This information may not be
required at each agency. Staff should verify policies with local agency coordinator).
Income Source/lncome Reported: Insert letter that corresponds to the client who
receives income. Enter specific income source. (See Income Reported codes on the
reverse side of the application.)

Income Type: Enter income type code. (See Income Type codes on the reverse side
of the application.)

Income Verification: Enter income verification code from the reverse side of the
application. Required documentation may vary across agencies. Staff should verify

guidelines and policies with their local weatherization assistance coordinator.
Comments: Any and all special circumstances must be documented.
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31.

32.

33.

Calculating Income: Determination of income is based on all household income
before any deductions (this is known as gross income).

Income must be calculated using data from one of the following three time periods:
one (1) month, three (3) months, or twelve (12) months. Use the time period that is
the most beneficial for the household. Count past income, do not project forward.
These time periods also apply to applicants who are self-employed.

Amount: Household income is based on verification. If the household has more than
one employer, list each individually and then total the income in the Annual Amount
column.

Frequency: Enter how often the household receives income. Verification must be
collected for at least one month of income, but may be collected for the quarter or
year. Use the amount that is most beneficial to the applicant /household.

Income verification timelines may vary across agencies. Staff should verify policies
with their local weatherization assistance coordinator.

Annual amount: Total calculated income for the year (i.e. monthly amount
multiplied by twelve (12) for annual income, Quarterly amount multiplied by four for
annual income).

NOTE: Income that exchanges hands within a household is not counted.
Recertification: Household must be income certified a minimum of once per
program year. Local agencies may require recertification more often. However,
recertification policies must be applied consistently across all households. Income
certification can be used across both LIHEAP/OEAP program within the same

program year.
Utility Release: If any information is needed from the utility, the account holder must

sign the utility release.

Signatures: The applicant signs and dates the application after they have reviewed
the information and have read the applicant disclaimer. The applicant must also
identify if they are 1) the account holder, 2) the applicant, and/or 3) an authorized
representative and circle the correct response(s). The intake worker then signs and
dates the application, and a copy of the application is given to the client.
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Acronym Code List

Acronym Codes - Extracted from reverse side of the Weatherization Application form.

SOCIAL SECURITY NUMBER CODE OREGON TRIBES
Full Full Social Security Number/Sys ID BP Burns Paiute Tribe
DK Don’t Know or Don’t Have co Coquille Tribe
RF Refused cc Cow Creek Band of Umpqua Indians
CTC Confederated Tribes of the Coos, Lower
LANGUAGE Umpgqua and Siuslaw Indians
AM American Sign CTu Confederated Tribes of the Umatilla Indians
AR Arabic GR Confederated Tribes of Grande Rhonde
C Chinese KT Klamath Tribes
E English S Confederated Tribes of Siletz
F Farsi ws Confederated Tribes of Warm Springs
H Hmong oT Other Oregon Tribes
J Japanese MT Multiple Oregon Tribes
K Khmer DK Don’t Know
KO Korean RF Refused
LA Laotian
M Mien EDUCATION
MA Mayan Group NO No Schooling Completed
(o] Other PK Preschool
R Russian K Kindergarten
RU Romanian 1 1st Grade
S Spanish 2 2nd Grade
Vv Vietnamese 3 3rd Grade
DK Don’t Know 4 4th Grade
RF Refused 5 5th Grade
6 6th Grade
GENDER 7 7th Grade
F Female 8 8th Grade
M Male 9 9th Grade
(o} Other 10 10th Grade
DK Don’t Know 11 11th Grade
RF Refused 12 12th Grade — No Diploma
GED GED
ETHNICITY HSD High School Diploma
NH Non-Hispanic/Non-Latino HSN High School No Diploma
H Hispanic/Latino HS Head Start
DK Don’t Know PS Post Secondary — No Degree
RF Refused AA Associates Degree
BA Bachelor’s Degree
RACE MA Master’s Degree
AA African-American PHD Doctorate Degree
AS Asian OPD Other Grad/Professional Degree
Al American Indian/Alaska Native ATC Advanced training Certificate
NH/PI Native Hawaiian/Pacific Islander SAC Skilled Artisan Certificate
WH White DK Don’t Know
DK Don’t Know RF Refused
RF Refused
Income Frequency
DISABLED E Every other Week
N No M Monthly
Y Yes (o} One Time
DK Don’t Know Q Quarterly
RF Refused T Twice-A-Month
w Weekly
Y Yearly
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VETERAN

N No

Y Yes

DK Don’t Know

RF Refused
HOMEBOUND

N No

Y Yes

DK Don’t Know

RF Refused
HOUSEHOLD TYPE

M Married No Children
S Single

SPM Single Parent Male
SPF Single Parent Female
EXF Extended Family

2P Two Parent

COH Co-Habitants

Income Verification

AL
BS
™M
CPS
cD
FMP
FSRN
FSUP

HI
Mi

PF
SA
SD
SEWS

SWs
TANF
TXF
UED
UM
WP
om
VP

Award Letter

Bank Statement
Case Mgr/Worker
Check Pay Stub
Court Docs
Fax/Mail/Postcard
FSRN

FSUP Verified

Grant

Historical Increase
Misc. Income
Phone

Previous File

State Agency
Self-Declaration
Self-Employment WS
Student

Student WS

TANF Information
Tax Forms W2 1099
Unemployment Documents
Update Mail Out
Wage Printout
Other Method
Verification Pending

Income Reported

N
Y
ZIS
DK
RF

No

Yes

Zero Income Statement
Don’t Know

Refused

NON-CASH BENEFITS

SNAP Supplemental Nutritional Assistance Program

OHP Oregon Health Plan

MCARE Medicare Health Insurance Program

WwiIC Special Supplemental Nutrition Program for
Women, Infants and Children

VAMS Veteran’s Administration Medical Services

TNFC TTANF Child Care Services

TNFT TANF Transportation Service

TNFO OTHER TANF-Funded Services

PRA Section 8, Public Housing, or Other Ongoing
Rental Assistance

OHI Other Health Insurance

oS Other Source

TRA Temporary Rental Assistance

NONE Receiving No Non-Cash Benefits

DK Don’t Know

RF Refused

Income Type

AD Adoption

AL Alimony or other Spousal Support

AN Annuities

CG Cash Grant

cs Child Support

DB Death Benefit

E Education

FC Foster Care

GA General Assistance

GT General Assistance Tribal

IN Private Disability Insurance

| Interest

oS Other Source

PP Private Pension

PS Property Sale

SS Social Security Income

SSI Supplemental Security Income

SSDI Social Security Disability Income

SE Self-Employment

TANF Temporary Assistance for Needy Families

TF Trust Fund

V) Unemployment Insurance

VDP Veteran’s Disability Payment

VP Veteran’s Pension

w Wages

wcC Workers Compensation
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OPUS Privacy Posting/Notice

N/

THIS NOTICE DESCRIBES HOW INFORMATION ABOUT YOU
MAY BE USED AND DISCLOSED AND
HOW YOU CAN GET ACCESS TO THIS INFORMATION.
PLEASE READ IT CAREFULLY.

Effective Date:

Our Duty to Safeguard Your Protected Information

(Agency Name) collects information about who accesses our services. When we meet with you we will
ask you for information about you and your family and enter it into a computer program called OPUS.
OPUS is used by other helping agencies throughout the state that provide services to homeless and low-
income persons. We are required to protect the privacy of your identifying information and to provide
you a copy upon request of the Privacy Notice to Consumers of Services that explains in greater detail
how, when, and why we may use or disclose any information you may give us.

We are also required to follow the privacy practices described in this Notice, although Oregon Housing
and Community Services reserves the right to change our privacy practices and the terms of this Notice at
any time. You may request a copy of the new notice from any OPUS Agency.

How We May Use and Disclose Your Information

OPUS partner agencies will use disclosed information, as appropriate, to process and administer requests
for assistance. OPUS partner agencies may share limited information about the people they serve with
other OPUS partners working to provide services. This information is used to improve and coordinate
services to your household and reduce the number of forms you will need to complete at participating
agencies.

We use and disclose collective information for a variety of reports. We have a limited right to include
some of your information for reports on homelessness and low-income households and services needed
by those populations. Information that could be used to tell who you are will never be used for these
reports. We will not turn your personal identifying information over to a national database. Please review
the Privacy Notice to Consumers of Services for details.

Your Rights Regarding Your Information

e You have the right to have corrections and supplementation’s made to your record.
e You have the right to request a copy of the Privacy Notice to Consumers of Services.

Updated 07/08/05
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Anuncio sobre el Aviso de Privacidad de OHCS OPUS
®
ESTE AVISO LE INFORMA CbMO SU INFORMACION PUEDE SER

USADA Y DEVELADA Y COMO USTED PUEDE TENER ACCESO A
ESTA INFORMACION

POR FAVOR LEA CUIDADOSAMENTE

Fecha de vigencia:

Obligacion a Proteger Su Informacion Personal

(Agency Name) compila informacion de los
que usan y obtienen acceso a nuestros servicios. Durante nuestra junta con usted, le pediremos datos
sobre su hogar y su situacion que seran capturados en un programa de computacion llamado OPUS.
OPUS es usado por otras agencias aliadas en el estado que proveen servicios a personas y hogares de
bajos recursos. Estamos obligados a proteger la privacidad de su informacion de identificacion y a
proveerle una copia, si lo pide, del Aviso de Privacidad de OHCS OPUS para los Beneficiarios que explica
en detalle como, cuando, y porque podemos usar su informacion o develar cualquier informacion que
usted nos provea.

Estamos también obligados a sequir las practicas de privacidad descritas en este Aviso; la Agencia de
Vivienda y Servicios a la Comunidad (OHCS) se reserva el derecho de cambiar nuestras
practicas de privacidad y los términos de este aviso en cualquier momento. Usted puede pedir
una copia del nuevo aviso a cualquier agencia en OPUS.

Como Podemos Usar y Develar Su Informacion

Las agencias aliadas en OPUS pueden develar su informacion seglin sea apropiado para el procesamiento
y administracion de solicitudes a una variedad de programas de asistencia para la autosuficiencia. Las
agencias aliadas en OPUS pueden compartir informacion /imitada sobre sus beneficiarios con otros aliados
en OPUS que trabajan para proveer y abogar por servicios. Esta informacion es usada para mejorar y
coordinar servicios para su hogar y reducir el nimero de formularios que usted necesita completar con
las agencias participantes.

Nosotros usamos y develamos informacion colectiva para una variedad de reportes. Tenemos derechos
limitados para incluir parte de su informacion en reportes sobre pobreza y hogares de bajos recursos y
los servicios que esta poblacion ocupa. Para mas detalles, por favor revise el Aviso de Privacidad de
OHCS OPUS para los Beneficiarios.

Sus Derechos sobre su Informacion
e Usted tiene el derecho de que se hagan correcciones y afadiduras a su historial

e Usted tiene el derecho a pedir una copia del Aviso de Privacidad de OHCS OPUS para los
Beneficiarios

Septiembre 2014 =
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OPUS Data Collection System

Privacy Notice to Consumers

of Services

THIS NOTICE DESCRIBES HOW PRIVACY INFORMATION ABOUT YOU MAY
BE USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS
INFORMATION. PLEASE REVIEW IT CAREFULLY.

THE PRIVACY OF YOUR PERSONAL INFORMATION IS IMPORTANT TO US.

1 Updated 07/08/05
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OPUS Data Collection System
Recommended Privacy Notice

OPUS was developed to meet a data collection requirement made by the United States
Congress to the Department of Housing and Urban Development (HUD) and the Department
of Health and Human Services (HHS). Congress passed these requirement in order to get a
more accurate count of individuals who are homeless or low-income and to identify the need
for and use of different services by those individuals and families. We are working to assist
the State of Oregon in meeting the goal set by Congress by collecting statistical information
on those who use our services and report that information to a central data collection system.

We will use the information you provide to process and administer your application for
assistance. Many agencies in this area also use OPUS. The information you provide to us
may be shared with other OPUS participating agencies. The information we collect and
share includes: basic identifying demographic data (e.g., name, address, birth date, phone
number, SSN, ethnic origin, familial status, financial data), the nature of your situation, and
the services and referrals you receive from our agency.

Sharing information with OPUS and other agencies helps us to better understand the number
of individuals who need services from more than one agency. This may help us to meet your
needs and the needs of others in our community by allowing us to develop new and/or more
efficient programs. Sharing information through OPUS can also help us make referrals more
easily, often with less paperwork for you.

Maintaining the privacy and safety of those using our services is very important to us.
Information gathered about you is personal and private. We collect information only when
appropriate to provide services, ensure compliance with assistance requirements, manage our
organization, or as required by law. Within the limits of the law, your record of services
received will only be shared through OPUS with funding agencies including Oregon Housing
and Community Services who administers the OPUS database.

CONFIDENTIALITY RIGHTS

This agency has a confidentiality policy that has been approved by those with authority to do
so. This policy follows all HUD and HIPAA (Health Insurance Portability and
Accountability Act) confidentiality regulations that are applicable to this agency, including
those covering programs that receive HUD funding for homeless services (Federal
Register/VVol. 69, No. 146 — Emergency Shelter Grant, Supportive Housing Continuum of
Care, Home TBA, ...List Programs), and those covered under the HIPAA privacy and
security rules which govern confidential health information such as the diagnosis, treatment,
of a mental health disorder, a drug or alcohol disorder, an AIDS/HIV condition or a domestic
violence situation (List Programs).

Records about substance abuse, physical and mental health, HIV, and domestic violence will
not be shared through OPUS.
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This agency generally is restricted to using or disclosing personal information from OPUS to
the following circumstances:

To provide or coordinate services to an individual,

For functions related to payment or reimbursement for services.

To carry out administrative functions including but not limited to legal, audit, personnel,
planning, oversight and management functions;

Databases used for research, where all identifying information has been removed.
Contractual research where privacy conditions are met.

Where a disclosure is required by law and disclosure complies with and is limited to the
requirements of the law. Instances where this might occur are during a medical
emergency, to report a crime against staff of the agency, or to avert a serious threat to
health or safety.

YOUR INFORMATION RIGHTS
As a client receiving services at this agency, you have the following rights:

Correction of your record. You have the right to request to have your record corrected
so that information is up-to-date and accurate to ensure fairness in its use.

Agency’s right to refuse inspection of an individual record. Our agency may deny you
the right to inspect or copy your personal information for the following reasons: (1)
information is compiled in reasonable anticipation of litigation or comparable
proceedings; (2) information about another individual other than the agency staff would
be disclosed; (3) information was obtained under a promise of confidentiality other than a
promise from this provider and disclosure would reveal the source of the information; (4)
information, the disclosure of which, would be reasonably likely to endanger the life or
physical safety of any individual; or (5) this disclosure of information is otherwise
limited by law.

Harassment. The agency reserves the right to reject repeated or harassing requests for
access or correction. However, if the agency denies your request for access or correction,
you will be provided written documentation regarding your request and the reason for
denial. A copy of that documentation will also be included in your client record.
Grievance. You have the right to be heard if you feel that your confidentiality rights
have been violated, if you have been denied access to your personal records, or you have
been put at personal risk, or harmed. Our agency has established a formal grievance
process for you to use in such a circumstance.

HOW YOUR INFORMATION WILL BE KEPT SECURE

Protecting the safety and privacy of individuals receiving services and the confidentiality of
their records is of paramount importance to us. Through training, policies and procedures,
and software we have done several things to make sure your information is kept safe and
secure:

e OPUS uses multiple security protections to prevent unauthorized access.

e Only trained and authorized individuals are intended to enter or view your personal

information.
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e Your name and other identifying information will not be contained in OPUS reports that

are issued to local, state, or national agencies.

e Employees and volunteers receive training in privacy protection and agree to follow strict

confidentiality standards before using the system.

e The server/database/software is designed to only allow authorized individuals access to
the information.

e The server/database only sends encrypted date — an Internet technology intended to keep
information private while it is transported back and forth across the Internet.
Furthermore, identifying data stored on the server is also encrypted or coded so that it
cannot be recognized.

e The server/database exists behind a firewall — a device meant to keep hackers/viruses/etc.
away from the server.

e The main database will be kept physically secure, meaning that it is designed so that only
authorized personnel should have access to the server / database.

e Database administrators support the daily operation of the database. Administration of the
database is governed by agreements that limit the use of personal information to
providing administrative support and generating reports using aggregated information.
These agreements further insure the confidentiality of your personal information.

WHAT IS INFORMED CONSENT?

e Confidential information about you and confidential services provided to you cannot be
given to anyone other than permitted by law without your giving informed consent. In
order to be able to give informed consent:

e You should be told about the benefits, risks, and available alternatives to sharing your
information KNOWLEDGE).

e You should be able to reasonably understand this information including the potential
risks, benefits, options, and consequences (UNDERSTANDING).

e You should not be forced or pressured into a decision. The choice you make should be
your decision (VOLUNTARY).

BENEFITS OF OPUS AND AGENCY INFORMATION SHARING

Information you provide us can play an important role in our ability and the ability of other
agencies to continue to provide the services that you and others in our community are
requesting.

Allowing us to share your basic identifying demographic data, even in the absence of other
information, results in a more accurate count of individuals and the services they use. The
security system is designed to create a code that will help protect your identity on the system.
A more accurate count is important because it can help us and other agencies:

e Better demonstrate the need for services and the specific types of assistance needed in our
area.

Obtain more money and other resources to provide services.

Plan and deliver quality services to you and your family.

Assist the agency to improve its work with families and individuals who are in need.
Keep required statistics for state and federal funders (such as HUD and HHS).
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e Promote coordination of services so your needs are better met.

e Make referrals easier by reducing paperwork.

e Avoid having to repeat as much information to get assistance from other agencies.

RISKS IN SHARING INFORMATION

e While the OPUS system has multiple security layers in place and was designed to
promote better services for those who are in need, there are risks you should consider
before accepting services:

e Could there be physical harm or other negative consequences to you or members of your
family if someone within an OPUS participating agency knew that they could find you
from the information shared with other participating OPUS agencies?

e Could there be physical harm or other negative consequences to you or members of your
family if someone within an OPUS participating agency found out you sought help,
particularly if you or your children have experienced domestic violence, sexual assault,
stalking, or child abuse?

e Are there others who may work or volunteer at other OPUS participating agencies who
you may not want to have access to your information or to know you are seeking
services?

OUR LEGAL DUTY

We are required by applicable federal and state law to maintain the privacy of your private
personal information within the limits of that law. We are also required to give you this
notice about our privacy practices, our legal duties, and your rights concerning your private
personal information. We must follow the privacy practices that are described in this notice
while it is in effect. This notice takes effect immediately, and will remain in effect until we
replace it.

We reserve the right to change our privacy practices and the terms of this notice at any time,
provided such changes are permitted by applicable law. We reserve the right to make the
changes in our privacy practices and the new terms of our notice effective for all private
personal information that we maintain, including private personal information we created or
received before we made the changes. Before we make a significant change in our privacy
practices, we will change this notice and make the new notice available upon request.

You may request a copy of our notice at any time. For more information about our privacy
practices, or for additional copies of this notice, please contact us.

Notwithstanding the foregoing, the Agency makes no warranties, expressed or implied, with
respect to the confidentiality of personal information.

PRIVACY NOTICE AMENDMENTS: The policies covered under this Privacy Notice may be
amended over time and those amendments may affect information obtained by the agency
before the date of the change. All amendments to the Privacy Notice must be consistent with
the requirements of the Federal Standards that protect the privacy of consumers and guide
OPUS implementation and operation.
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