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Section One

Basic Operations

Internet Explorer Settings
Login to OPUS

Message of the Day screen
HOME / Log Out

Log Out / ‘Log Off’ screen
Screen Types and Buttons
Screen Navigation

Main Menu

o N N oo oo or o WD

Left Navigation Bar (Left Nav Bar)
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Internet Explorer Settings

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

Setup:

1. Open Internet Explorer (IE). Using the Main Tool Bar, Click Tools, point to Internet Options
(reference figure 1-1).
2. Inthe Internet Options Panel (middle section of the window under ‘Temporary Internet
Files’, click the Settings button (reference figure 1-1A).

Internet Options

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

—Home page

Y

il

File Edit View Favorites I'oo\s'HéJp

¥

R

S0 @ Weleome to the OF

b .
= |‘g hittpseffapusprod.hics. state,ar,usfopusfindes. jsp % “fou ean changz which page to use for pour home page.
' Address: Ihltp:Nlocalhost:BSSBJDpusdevflogin.isp

Use Zument | Usze Default | Usze Blank |

Delete Brows ilng History..

Fages you view on the Intemet are stored in a special folder

:PUP-UP B’lur:ker 0 Gporaw Iberte
"Ph:\sh\r].g: Fil‘_pej' 12 iﬁ ¥ far quick wiewing later.

r'U't-':L,n'uge 'A_d_d-UnS. ' Delete Cookies. . | Delete Files... | Settings...
\ yA

Slbscribe o this Feed,, - ~—~

Feed Di\sc'wé,r'y » The Hiztary falder containz links to pages you've wvisited, for

i quick access tc recently viewed pages.

Wi indows Update

Days to keep pages in histony:

|2D 3: Clear History |

Calors... | Fents...

| Languages... | Accessibilily...l

o ]

Cancel | Ll |

Figure 1-1: Internet Options screen.
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3. In “Settings’ screen, click the option "Every Visit to the Page", then click “OK” button
(reference figure 1-2

' Mever

— Temporary Internet files Folder

Current location:  C:iTemparary Internet Files),

amount of disk space to use:

). You are ready to login using OPUS.

J

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

I z 3: MB

(0] 4 I Cancel |

Figure 1-2: Settings Panel

Logging into OPUS
Setup:

1. Start Internet Explorer (IE).
2. Type the address: http://opusprod.hcs.state.or.us/

3. A popup window will ask you to accept a security certificate, Click the
‘OK” button. This is the security certificate to protect the database.

Note: Check the box next to the phrase, "In the future, do not show this warning", so that you

will not repeatedly see the message popup on each visit to OPUS.
4. On the OPUS screen, click the “‘Login to OPUS’ link (reference figure 1-3).

OPUS

Login to OPUS *

Learn More shout OpUs

MR

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

‘Password’ IS case sensitive.

OPUS Application version 2.4

Login:
User Name: ISE’OWSER

Password: I"“""“
N

Forgot your password?

Figure 1-3A: Login screen

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

P&SSWDI'd Chan e Default Password is the ‘Old
g — Password’

User Marme and Password REQS

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

Mo, Go Back I C change | >

Figure 1-4: Password change screen.

8. Type a new password (this will be the permanent one to use on a regular basis unless there is
a password reset). Permanent passwords need to be at least eight (8) characters, at least one
upper-case letter, at least one lower-case letter, and at least one number or special character
in the middle somewhere (characters such as #, *, -, @, $). A password can not begin with a
number.

9. Inthe next box, re-type your new password, to confirm.
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10. Click the “‘Change’ button. The ‘Agency & Module Select’ screen will appear. Some OPUS
users have more than one module to work in, if so, the user has the opportunity to select the
module they are approved to work in. Users with one module will only need to click
‘submit’. If a user has multiple modules, use the dropdown button in ‘OPUS Module’ to
select the required module then click ‘Submit’ (reference figure 1-5).

Agency & Module Select

Agency |OHCS fﬂ

QPUS Maodule

LIEAP-OE&

FooD
HMIS-COC
LIEAR-OEA
REACH
UTILITY

e B R
WEATHERIZATION LA i il n

Figure 1-5: Agency & Module Select screen.

After clicking on the ‘Submit’ button, the “Message of the Day’ screen will appear.

Message of the Day

The “Message of the Day’ screen is known as the OPUS Home Page. Users will be alerted to
notices of upcoming system-upgrades, program updates, and OPUS helpdesk procedures.

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

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

HOME | Log Qut

client | Pragram Case Mgmt | Fiscal | Management | Reparts | Help

Version 2.7.8T

Message of the Day

WELCOME! To start OPUS - Click Search Client

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

= . 1 = IR ] o
Release Motes I e | = B d | .' 0
\
saditbutntindbile 7. .. * — a4
a ¢ Program Notices QOPUS Help
11-d2$-2d0t07\-1 The sy;t:n‘: was 160-_{12]2_00?- Er;ul: in Puvterty E-mail npushelp@hes . state.or.us
updated to Version 2.7.4 on uidelines and Paymen T =
11/27/2007 Matrix Handout Opus uses the 08-01-2007- HMIS Help Manual
Page 1 & 2 information which is updated,
ct. Page 3 & 4 contain a typo
10-31-2007- The system was GRILE
updated to Version 2,7.3 on undst-Hotgehold Size:2. They 01-05-2007-
10/30/2007 read §13,350 & §13,390.01 and | 1f your Main Nav Drop-Down
should read $13,690 & is not working , please e-mail
$13,690.01. the Opus helpdesk. This is a
igéﬁéiiﬂﬁ;ﬁif;ﬁ? ;Vr‘?s prablem with Internet Explorer
10/23/2007 09-26-2007- Energy Module andiaE MilEHelnsy a Ui,
add VYedor Pledge Sheet report &
06-22-2005-
Client Search Mew screen, [t os e SO
opushelp@hes.state.or.us to
09-26-2007- Security Update notify us of errar issues, and use
The planned update was the 800 number (1-800-453-
implernentsd. 5511, option #6) for emergencies
where you need to speak with an
OPUS team member immediately .

Tirmeout
19:55

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

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

Log Off ?

Thanlk wou for using OPUS,

Do you want to continue with vour log off?

Mo, Go Back | es

Figure 1-7: Log Off screen

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

e Search Screen
The “Search’ screen is used to search for existing database records.

e 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.

e Edit Screen
An “Edit’ screen displays existing database records so a user can edit regions/fields
requiring updating and to be saved.

e New Screen
A ‘New’ screen creates new records, a new client, a new residence, or a new payment.

e The Save Button

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

Each OPUS screen is programmed with a 20 minute timer (reference figure 1-8). If a screen is
inactive for more than 20 minutes, the ‘Log Off” screen will appear. The ‘Log Off’ screen has a
five (5) minute timer. You will need to click either “No” or “Yes” within 5 minutes. If a
response is not completed within five minutes, the session will end and the user will be logged
off. To continue using OPUS, the user must re-log into OPUS. This process is a security
measure programmed into the system to protect client and agency information.

Tirneout
15:30

Figure 1-8: Screen Timer

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

Screen Navigation

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

Main Menu

The “Main Menu’ is the horizontal section located on the top area of the screen (reference

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

MMain Menu

——
. l ] HOME | Log Ot
i OP S Agency: OHCS HOME | Log ouk

ﬂ"—'——— 5 Cliant | Prograem | Cass Ziare U Fiscal | Mansgement | Reports | Help
= = [)(2

Version 2.7.6P
Message of the Day
Left WELCOME! To start OPUS - Chick Search Chent
Mav ; |
Bar System Issue? Contact us @ ppushslp@hcs state or.us, of . P BF3-5511, opbon #6.
ﬁ- o | -. - %
» TILIT . - | ‘;“_
aily Program Motices| wiatierizaTionUS Help
11-28-2007- The system was 10-12-2007- Efrorin | scenc il oparshalp@hes  staks % |
updated to Versien 2.7 .4 on Guidelines and Pay RET .m-.».u,."-.”._::f@ul :.‘,5.: ur. =

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

Left Navigation (Nav) Bar
The Left Nav Bar is bar area has text links (reference figure 1-9). Text links change on the ‘Left

Nav Bar’, from screen to screen, depending on what screens have been accessed, or need to be
completed through the client intake process.

8 OPUS E2C2 Manual, Section 1-Basic Operations Created 05/23/2008



Section Two

Client Intake - New

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

Client Search 10
Client “New” Search 11
Client New 12
Client View 14
Residence Search 15
Residence New 15
Income & Employer 17
Verifying Data on Views 19
Add Clients to Household 19
What are the RED ICONS for? 23
Household View, Programs- Vendor- Summary 24
Client Vendor New 25
Household Summary 26

All SSNs throughout this manual have be covered for confidentiality purposes even though the
test database was used.
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Client Search
There are two types of client search screens, ‘Client Search’ and ‘New Client Search’.

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

Setup:

Log in and start from *Message of the Day’ Screen.

1. Click the ‘Client Search’ link. The ‘Client Search’ screen will appear next. (reference
figure 2-1).

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

3. Click the *Search’ button.

HOME | Log Qut

Agency: OHCS

Client | Program Case Mgmt | Fiscal | Management | Reports | Help

Version 2.7.8T
Client

Search Client Search

iew

gdLi‘:' Ta search, at least one field needs to be entered. (Type "Apt, Unit" etc. with #)
ssN/SYSID | | address | | ]

Residence P

Yiew First Marm Ty [ '

New
Edit Last Mam

|
| Zip | _i [ show Residence Info. only

Household
Wiew
Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Figure 2-1: Client Search Screen

When a search is unsuccessful, a message ‘No Results Found’ will display under the ‘Search
Results’ section. Repeat the search for each “new client” or “client in the household” (HH)
before adding a client to a household. When a search is successful, a client's information will
display in the Search Results (reference figure 2-2).

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

Se gechReso
SEM #  First Name

Mo Results Found

Last Name Birth Year fddress

|:
=
=
s
=

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

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

Setup:

On the “Client Search New” screen.

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

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

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

Clidgt

Sear Client Search New active
e

Mew

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

o CoB |D4-30-1949 #MMODY Y

| [ Create ID I .E

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

N\

Residence
View
Hew
Edit Last Name

First Name

SEN/Sys#

Household

View
Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

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

Setup:
Using the

‘Client Search New’ screen.

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

Client
Search
Miew
HMew
Edit

Residence
View

Hew

Edit

Household
Wiew
Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Client Search New astive

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

First Name [TEwE * Do [04-30-1549 | *MMDDYYYY

Last Mame |EsTES * _ Create ID |

SENSSys# ISSTEUED4SD49 i SLT’ChI

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

Possible Matches

SEN # First Name Last Name DoB

No Resuls Found o 5
(oo )

Figure 2-3:

—~——

Client Search New screen.

2. Client name, birth date, SYSID/SSN is already filled in from being entered on the ‘Client

New

Search’ screen. Complete the rest of the new client information. Fields marked * are

required. There are several buttons with dropdown arrows for different choices.

12

Title; salutation if necessary. First name, middle name (if necessary), last name.

The SSN/SYSID. Use ‘Create ID’ button if SSN is not available. Note: a System ID
is created by OPUS: OPUS creates a SYSID as follows: "S™ + first 5 letters of the
clients first name + month, day and two digit year of client's birth date. This can be
completed manually if desired.

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

Phone number, extension, and type.

E-mail address.

Gender.

Language.

Education.

Ethnicity.

Race.

Nationality options (up to three).

Tribes options (up to three).

Mailing Address: The first client created for a household, type their mailing address in
provided boxes. For subsequent clients, the select from drop-down menu will display
previous mailing addresses.

Street number, Street direction: S, N, NE, NW, etc.

Street name.
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. Street type: Ave, Lane, etc.

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

. Enter an apt number or PO Box number.

= Select all the services and benefits that the client receives.
= Click the ‘Save’ button.

Client New

Client Information (Fields marked with * are required.)

Title [ =

|STEVE * Middle |
SSN/Sys# * [ssTEvEDasnas | [Ereate 10
SSM Quality Code  [Don't know/have 2] *

EXTI TypeIHOME vl

Active

First Marne

[EsTES * Suffix

DoB |D4-SD-1949 F MMDDTTTY

Last Mame

Phone fEmail
Prirnary Phone |541—??9—1234 000-000-0000

E-rnail |

Client Characteristics

Gender IMaIe 'I

Language IENGLISH 'I Education |HE-GRADUATE Ll

Ethnicity
) Hispanic/Latino @ Mon-Hispanic/Latino
Race (Check all that apply) Mationalities (Up to 3 Nationalities OR Tribes)

[] african &merican E |_.:| E

[Tl american Indian/alaska Mative

[T asian Tribes (Up to 3 Mationalities OR Tribes)
[T Native Hawaiian or Pacific Islander | =l | =l | =]
B wihite

Mailing Address *

[ Homeless

No. Direction Street Name Type Direction Unit #
39 |[n =] |FREE SPIRIT AWE | = = | =l
City sT zip

[EuGENE-97401 =l or [97a01-EUGENE =] +a

Client Services fBenefits
[T Disabled M veteran
[ Homebound

[T &Fs Childcare
[T Health Insurance

Farmworkerl ‘[
Save

¥ Food Stamps

Figure 2-4: Client New screen.
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Client View

The “Client View’ screen will appear after a new client record is created or edited (reference
figure 2-5). Use this screen to review the accuracy of information entered from the ‘“New’ or
‘Edit’ screens. If the client hasn’t been assessed for a program, then you can follow the steps in
the following section titled, “Assessment New”. Viewing the HH View screen to verify
information will be covered several times throughout this manual.

Client View active ¥
Select another Client in HH ISTE\."E ESTES v[

Client Information

Name STEWE ESTES SSMNSSYS ID# SETEVENAZn4n

DOB 04-30-1949 Age 55

Phone {541} 779-1234 Ext PH Type HOME

Email

Gender Male Language ENGLISH

Ethnicity Mon-Hispanic/Latino Education H=-GRADUATE

Race White

Mationality
Edit Client Wiem Hausehold

Programs Enrolled

Name Enrollment Date Exit Date
ECCP 2007 03-10-2008
E2CZ 03-01-2005

Mailing Address
396 M FREE SPIRIT AVE
EUGEMNE, OR 97401 County LAMNE

IncomefEmployer
E/D T Source Freq Amount Annual

MNew Income | Total $0.00

ServicesfBenefits

N Disabled ¥ Weteran N Homebound

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

Figure 2-5: Client View with Income/Employer information 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: If aclient is “Active” in another program enrollment, possibly in another OPUS module
for services, the client can not be moved from the HH without being exited from the “other’ open
enrollment. The OPUS user can search other modules he/she has access to or contact their
agency’s OPUS Administrator for assistance. If the agency does not have access to another
module and receives an error message “The client can not be moved due to another open
enrollment, contact OPUS Helpdesk opushelp@hcs.state.or.us”.

Residence New

Setup:
While in the ‘Client Search’ screen (reference figure 2-6).
1. Inthe address box, type a street number and street name (with spaces between as needed).

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

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.

Client

Search Client Search
iew
EIEIL;;:V To search, at least one field needs to be entered. (Type "Apt, Unit" stc. with #)
SSN/SYSID | tddress [%COUNTRY LANE #|
ResideNce
First Mame | city  [EUGENE
Last Name | Zip | [T Show Residence Info. only
Household
View
Mail/Ph Update -
Move WwWhen you Click in Search Results:
Client to HH Client's SSN/SYS# = Household Screen

e dente Client's Name = Client Screen
Merge HH Residence Address = Residence Screen

A maximurm of 100 results will be returned.
Search Results

SSM First Last Marne Birth vear City
#

Mo Results Found

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

4. When aresidence is found in the database, the address, city and zip code will be displayed in
the “Search Results’.
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5. If the residence is not in the result list, you’ll see ‘No Results Found’. A new household and
new residence can be created (reference figure 2-6, previous page). 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.

= OP ] e HOME | Log Out

Client
Search
View
Hew
Edit

Residence
View

Hew

Edit

Household
View
Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Client | Program | C gt | Fiscal | Management | Repartz | Help

Version 2.7.8T

Client Search New idhue

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

First Mame |=TEVE | * ook [0a-30-1843 | #MMDDYYYY

Last Name |[EsTES | =

SSN/Sys#
QOPUS will search the database to find this client before creating a new record.

Possible Matches
No results found

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

Setup:

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

‘Client View’ scree

n.

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

New’ screen will appear next.

Client

Residence

Name

Ezc2

E/D T

S=arch Client View
Wigw
Ne_w
Edit client Information
MName STEWE ESTES

Miew DOB 04-30-1949

Mew

Edit Phone (541} 779-1234
Email

Househaold

Wiew Gender Male

Mail/Ph Update Ethnicity Mon-Hispanic/Lating
Race white

Move ¥ -

Client to HH Nationality

HH to Residence

Merge HH

Programs Enrolled

ECCP 2007

Mailing Address
396 M FREE SPIRIT AVE
EUGENE, OR 97401

IncomefEmployer

& pension

Edit| Delats |®|

N Disabl

Services/Benef

ed

N Food Stamps
N Farm Worker

Select Another Client in HH [STEVE ESTES =]

SSN/SYS ID# S5
Age 58

Exrt PH Type HOME

Language ENGLISH
Education HS-GRADUATE

Active L]

Edit Client Yiew Household |
Enrollment Date Exit Date
03-10-2008
03-01-2008
County  LAME
Source Freq Amount Annual
Twice a
WA RETIREMENT ol 41,200,00 $28,500.00
Total $28,800.00

¥ Veteran
N AFS Childcare

N Homebound

N Health Insurance

Figure 2-8: Income/Employer screen

2. On the Income and Employer screen, (reference figure 2-9).

Type or Select:
*

Start Date
Frequency

*
*
*
* Asset Value

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

*
*
*
*

Verified how, verified by who
Verified Date, who verified
Enter Comments as needed
Employer Information & address

(follow steps as required)

Click the “‘Save’ button. If the client has an employer, you can enter this information by
following the same steps done for income (reference figure 2-9).
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Search Income Employer New active ¥ 1
i
Hew IncomefAsset (Fields marked with * are required for an income source to be saved.)
Edit Start Date

Source/Employer Mame  Type (MMDDTYY ) Amount
Residerce |va RETIREMENT |Pension =1~ |os-05-2004 | * J1z00 *
Miew End Date
New Frequency (MMDDY ) Asset Yalue
Edit [Twice a Month =] * |12-10-2020 |1z00

Yerified How Verified By Werified Date
Household
s [Bank statement  [&] [sB |+ [03-0e-z008 e.g. MMDDYYYY*
R *

Mail/Ph Update

Comments (MdX 2000 characters)

Move =
Client to HH
HH to Residence d

Merge HH

Employer Information

I e.g. 503-555-1212

Phone

2000 characters left {spaces count)

Ext I

Address { If entering address info : Fields marked with * are required for an address to be saved.)
Mo. Direction Street Name

Type

Direction Unit #

LI = |

City

S

State f Prov

i IOR 'l,.-"OR &

It |

S

@&D

Figure 2-9: Income & Employer

If the client has another employer or source of income, click the “New Income’ button, or if
done, click “Save’ (reference figure 2-10).

Client View

Client Information

Name STEVE ESTES

DoB 04-30-1949

Phone (5413 779-1234
Email

Gender Male

Ethnicity Mon-Hispanic/Lating
Race v hite

Nationality

Programs Enrolled
Name
ECCP 2007

EzZCZ2

Mailing Address
396 N FREE SPIRIT AVE
EUGEME, OR 97401

IncomefEmployer
E/D T

C Pension

e Pension

Select Another Client in HH ISTEUE ESTES

SSNSFSYS ID# SSTEVED43049

Age 55

Ext PH Type HOME

Language
Education

Enrollment Date
03-10-2008

03-01-z008

County LAME

Source

VETERIANS ADMIN

Wa RETIREMENT

EMGLISH
HE-GRADUATE

Edit Client view Househald
Exit Date
Freq Amount Annual
Twice a
e $1,150.00 $27,600.00
Twice a
1,200.00 Z28,800.00
Morth 1, £28,
Total $56,400.00

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

View’ screen. Intake workers would use this screen to add new vendors.

Add Clients to Household

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

Client

Miew
New
Edit

Residence
Miew

Mew

Edit

Household
Wiew

Mail/Ph Update

Move
Clignt to HH

Merge HH

HH to Residence

Household View active % M
Household - Click S5N/57SID will open the Client Wiew Screen. Benefits (Get Code kKey)

HH Members Race Services and Benefits

R SSMN/SYSID Name Sex Age AA AS AI NH WH ET LG ED FY FS DS HB HI ¥T
[J comruenannan STEWVE ESTES M 58 N M NN ¥ MNMHE 5 M N N N N Y
O ELIZABETH ESTES F 52 N M NN ¥ MNMHE 5 M N N N N N

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

Programs Enrolled

Name Entry Date Exit Date
E2C2 03-01-2008
ECCP 2007 03-10-2008

Mew Enrollment |

Lieap/DEA Energy Payments

Name Amount Chk No. Chk Date Auth # Type Status
Client - ¥endor (vendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct? MName fAcct STEVE ESTES $56,400.00
Mew Vendaor |
Household Summary
Address
T U Address Total Income $56,400.00

B 396 N FREE SPIRIT AVE

ELGENE, OR 97401 % of Poverty 412%
Phones Total # of Persons z
T U Number cClient Name
H (5411 779-1234 STEYE ESTES HHTxpe =l
H {5411 779-1234 ELIZABETH ESTES Household Subsidized O

Residence Subsidized N

Figure 2-11: Adding new client to HH

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

2-12).
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Some household information will be previously entered due to the first client enrolled such as:
address, home phone number. Drop-down menus are available to select from for subsequent
household member(s) entered or you can manually enter new mailing addresses or phone
numbers for each individual.

Client
Search
Wiew
Mew
Edit

Residence
Wiew

Hew

Edit

Household

View
Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Client Search New

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

First Narme IELIZABETH # DR I:_I.2-10-1955 FMMDDY YT

Last Name [EsTES * Create 1D |
SSN/Sys# [seLizE1z1085 |+

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

Possible Matches

SEN # First Mame Last Mame CoR
542065544 ELIZABETH ESTES 04-30-1977
SELIZET21055 |[E-T~nrT ESTES 12-10-1955

Active

Search |

A How Member T
\/

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

Client -

Search Client New ctive

Miew

MNew Client Information (Fields rmarked with * are required.)

Edit
Title I 'I

Residence

Wiew First Name IELIZABETH & Middle I

New

Edit Last Mame IESTES # Suffix I 'l

Household [nle]:] |12-10-1955 * MMDDYYTY SEN/Sysd * ISELIZElZlDSS Create ID

Wi 2

Ml:i‘l’:"Ph Update SEN Quality Code IDon't know.-"have-vl *
Phone fEmail

Move i I— e 5 I Im

Client to HH Prirary Phone oo0-o00-0000 EXT Type it

HH to Residence s

Merge HH Eamal I

Client Characteristics

IFemaIe *I

Gender Language [ENGLISH |=| Education [HS-GRADUATE

Ethnicity
© Hispanic/Latino ' Non-Hispanic/Lating

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

[T african American I 'I I 'I 'l
[T american Indian/alaska Native
[T asian

[T Wative Hawaiian or Pacific Islander |

[l wehite

Tribes (Up to 3 Mationalities OR Tribes)

= [ |

Mailing Address *
[ Homeless

No.
EER
City
| EUGEME-97401

Direction Street Name

v =l

Direction

=

Unit #

=5 . =
2 Y

Type
|FREE SPIRIT AVE |
sT

=l or

Zip
| 97401-EUGENE

Client Services /Benefits
[ Disabled [T weteran
[T Homebound

[ aFs Childcare
[ Health Ins

Farmworker 'I

‘D

[T Food Stamps

Figure 2-13: HH member new

2. For each household member, enter or select from the following:
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= Salutation, if needed, First Name, and Last Name.

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

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

= PH Extension, PH Type.

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

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

= Enter an E-mail address, if needed.

= Select the Services and Benefits for this person.

= Click *‘Save’ Button.
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Client View active %
Select Another Client in HH ISTE\.-'E ESTES vI
Client Information
Name ELIZABETH ESTES SSN/SYS ID# SELIZE121055
Residence
Migw DOB 12-10-1955 Age 52
MNew
Edit Phone (541} 779-1234 Ext PH Type HOME
Email
Household
AT Gender Fernale Language EMNGLISH
Mail/Ph Update Ethnicity Mon-Hispanic/Latino Education HS-GRADUATE
Race white
Move i i
Client to HH Natignality
HH to Residence Edit Client Yiew Househald I
Merge HH
Programs Enrolled
Name Enrollment Date Exit Date
ECCP 2007 03-10-2008
EzC2 03-01-2008
Mailing Address
396 N FREE SPIRIT AVE
EUGEME, OR 97401 County LAMNE
IncomefEmployer
E/D T Source Freq Amount Annual
Mew Income | Total $0.00
Services fBenefits
N Disabled N Veteran N Homebound
N Food Stamps N AFS Childcare M Health Insurance
M Farm Wwaorker

Figure 2-14: HH member added view

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

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

» Client-Vendor Section

» Household Summary Section
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What are the RED ICONS for?

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

red person icon shows the name of the client that is being worked on and the red house icon will
display the physical address for the current household.

Household View
Household - Click SSN/SYSID will open the Client Wiew Screen, Benefits (Get Code Key)

HH Members

Race Services and Benefits
R o ioveT Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
N 9  STEVE ESTES M £ M M M MY MHE S N M M N N Y
| I 4 ELIZABETH ESTES F 52 M N M N Y MHE = N N M N N N
Mew Client I

To remoave a client; Choose from R column, scroll down to click buttan,
Figure 2-15: 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 2-16).  This screen is organized as follows:

=  HH Members information - top section

= Programs - below client section

= Vendors - left side under program

= Household Summary - right-side under program section
= Addresses - left side under vendor section

= Phone numbers - left side under address section

OP I S Agency: OHCS HOME | Log Out

EZC‘) Client | Program Casze Mgmt | Fiscal | Management | Reports | Help

Version 2.7.8T

Client -
Search Household View active ¥
2w

Mew Household - Click S5M/SYSID will open the Client Wiew Screen, Benefits (Get Code Key)
Edit HH Members Race Services and Benefits

R SSN/SYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [T SSTEVEO43049 STEWE ESTES M 59 N N N N Y MHE S N N M N N Y
View
MNew [[] SELIZE121055 ELIZABETH ESTES F 52 N N N N ¥ MHE S M N M N N N
Edit S 3 .

Hew Client To remove a client: Choose from R column, scroll down to click button,
Household Programs Enrolled
View Name Entry Date Exit Date
el e EzC2 03-01-2008

ECCP 2007 03-10-2008
Move
Client to HH
HH to Residence B}
Merqe HH LieapfDEA Energy Payments

Ane AL

o g Chk No. Chk Date Auth # Type Status
Client - ¥Yendor {Vendors inYed are expired) Income Summary
E/fR ¥endor Type Pri&cct# NamefAcct STEWE ESTES $56,400.00
- e s ‘

. New Vendor

— - thold Summary
Address

T U Address Total Income $56,400.00
B 396 M FREE SPIRIT AVE o

ELIGENE, OR 97401 % of Poverty 412%

Phones Total # of Persons z
T U Number Client Name -

H (541) 779-1234 STEWE ESTES ‘ﬂ
H (541) 779-1234 ELIZABETH ESTES Household Subsidized r
Residence Subsidized N

Figure 2-16: HH View, Programs, Vendor, Summary screen.

In the *Programs’ section, under ‘HH Members’, program assistance records the household
received are listed by year. This screen is mainly a "view only" screen, except for two sections
in the middle of the screen: “Client-Vendor’ and ‘Household Summary’ sections. Both sections
need to be completed to qualify household for assistance.
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Client Vendor New

Setup:

On the “‘Household View’ screen, click the “New Vendor’ button in the Client-Vendor section.
= The *Client Vendor New’ screen will appear (reference figure 2-17).
= Type or Select (fields marked * are required):
= Select the Applicant's name.
= Enter the Name on the Account (this may/may not be the Applicant).
= Client's Account number.
= Vendor Name.
= Verify by Intake Worker initials.
= |ntake Date.
= Verification Type.
= Comments for Vendor, if needed.
= Click the Save button to save.

HOME | Log Qut

Agency: CHCS
Client | Pragram Case Mgrmt | Fizcal | Managerment | Reports | Help
Version 2.7.8T
Client . ) -
Tanen New Cllent Vendor S/B: Client Vendor New (tsr) active ¥ M
Wiew
i ¥endor Information (Fields marked with * are required.)
Edit Client [STEVE ESTES =+
; Marne on Acck |STE'\.I'E ESTES i * (may/may not be same as Client)

Residence
i Account # | |
Edeif WVendor/Heat Type |PGE / Electric

¥Yerification
Household Intake-WDrkerlS_Q_ Date IEIS_—l?iDD_B_
I'\:Ilf'liL'LIMPh — Comments (rnax 2000 characters)

i ] - -
= = Standard operating procedure preferred to docurment action(s) E

talken or communication with another person pertaining to a client
Move is: start with "Date", folllowed by cormrnents. End with intake
Client to HH warker initials and acronym of agency. This is to assist anyone
HH to Residence who follows behind a previous employees, Example,
Merge HH 03-18-2008, cornments, 5B, OHCS,

1664 characters left (spaces count)

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

Client -
Search Household View active ¥
iew

New Household - Click SSN/STSID will open the Client Wiew Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits

R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW F5 DS HB HI ¥T
Residence O ge=venasnan STEWE ESTES M 59 M N M N T MHE % N M N M N 7T
Wiew
Mew O s ELIZABETH ESTES F 52 M M M N Y MHE 5 M N N M N N
Edit : = : :

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

Household Programs Enrolled
\.-'ie_w Name Entry Date Exit Date
=l Pl Ezcz 03-01-200%

ECCP 2007 03-10-2005
Move
Client to HH Mew Enrollment I
HH to Residence —
Merge HH LieapfOEA Energy Payments

Name Amount Chk No. Chk Date Auth # Type Status

Client - ¥endor {Yendors in red are expired) Income Summary

EfR ¥endor Type Pri Acct# Mame/fAcct —reuE poTES $56,400.00

{= FPGE E M STEVE

ESTES Household Summary
Edit| Remove @ Total Income $56,400.00

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

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

Household Summary

This section provides steps to complete the household summary section on the ‘Household
View’ screen.

Setup:
There are two areas on the “Household View’ screen (reference figure 2-17) is the “Household
Summary’ section has two sections to be completed.
= Household Type - drop-down list. This describes the composition of the household.
= Subsidized Status Boxes: This id for when the household receives a housing voucher to
live in an approved subsidized housing development.

Always check the box when a residence is subsidized for the LIEAP program. If the “‘Household
Subsidized’ box is checked when the residence information is initially entered (reference ‘Add
Residence’ screen). The ‘Residence Subsidized’ box should be checked when working on the
household summary. ‘HH Comments’ should be used for any documentation related to
household.

Note: All users with "view-only™ access will be able to view the comments entered within the
energy module only. It is strongly suggested to enter the ‘Date’ followed by comments and
completed by intake worker initials. This will allow future agency OPUS users to follow the
record(s) when staff turn-over takes place. Click the *Save’ button. The Household View screen
will "blink™ while the database is saving the information, then the screen will remain steady.
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Section Three

Client Intake — Existing

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

Client Search 28
The Household View screen - “The Most Useful Screen” 29
Residence Search 31
Verifying Data on Views 34
Residence Edit 34
Add Client(s) to Existing Household 35
Client(s) Edit 40
Income Edit/Employer or Delete Income/Employer 41
Moves 44
Move Client(s) Household to Unknown 44
Move Household to New Residence 46
Move/Adding Existing Client(s) to Existing Household 48
Move/Merge Household to Existing Residence 50
Merge Household with Another Household 51
Client Vendor Edit, Remove, New Vendor 52

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’. Fields marked * are required.

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

Client

Seareh Client Search New —
12w

New

Edit New Client Information (Fields rmarked with * are required, wildcards will be rermoved)

View

First Marme ISTE\.I'E ] [nlel:] |D4-30-1949 FMMDDTTY
New

Edit Last Mame |ESTES " | Create ID ]
Household SSNSSys# ISSTEUEU43049 1 @
Yiew

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

Residence

E‘I?;n?: ta HH Possible Matches

HH to Residence SSH # First Mame Last Marme DOR
= SSTEVED43049 STEVE ESTES 04-30-1949

This link has been left in for an example. ID number is not real.
Add Hew Member |

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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- M og Qut
S — OP I S S aemepiEi HOME | Log out
= :

e E2C2 Client | Program Case Mgmt | Fiscal | Management | Reportzs | Help

Version 2.7 8P
Client

Search Client Search New e
iew

Mew

Edit Mew Client Information (Fields marked with * are required, wildecards will be removed)

Residence
Wiew
Mew

First Marne ISTE\.-'E ¥, DOB |04-30-1949 | *#MMDDYVYYY

o

Edit Last Name [ESTES ] *
Household SEN/Sys# SSTEVED43049 | *
Wiew

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

Mowve .
Client to HH Possible Matches

HH to Residence SEM # First Marmne Last Marmne DOE
Perge IH Mo Results Found

Figure 3-2: Client search with results

When a search is unsuccessful, a message ‘No Results Found’ will display under the ‘Search
Results’. Be sure to repeat a search for each client in the household before adding a client to a
household. Note: Searching by other fields on the search screen, such as first name or last name
can be attempted. Be sure to remove the SYSID/SSN when searching by first and last name.
This allows the system to find a person if they have a different ID number. Click on the ‘Add
New Member’ button to add other household members (reference figure 3-2).

4. Estes was found in the database. The blue and underlined links in the columns signify links
to other screens. After a link has been used, it turns to a dark pink color for a period of time
(reference figure 3-1).

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

The “Household View’ Screen ""The Most Useful Screen'

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

| e HOME | Log Qut
— ey OP I NgencyiOHES OME | Log Qu

E—""—E'E_t E2C2 Client | Program Casze Mgmt | Fiscal | Management | Reports | Help

Version 2.7.8T

Client -
Search Household View active ¥
I1=1)
New Household - Click SSN/SYSID will open the Client Wiew Screen, Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSN/SYSID Name Sed Age AA AS AI MH WH ET LG ED FW FS D5 HB HI ¥T
Residence [[ SSTEWEO43049 STEWE ESTES il 59 N N N N Y MHE S5 M M N M N ¥
Miew
New [ SELIZE121055 ELIZABETH ESTES F 52 N N N N Y MHE & M M M M N M
Edit
: To remove a client: Choose from R column, scrall down to click button.

Household Programs Enrolled
\.-'ie_w Name Entry Date Exit Date
il e Ezcz 03-01-2008

ECCP 2007 03-10-2008
Mowve
Client to HH
HH ta Residence :
Merge HH Lieap fOEA Energy Payments

Name Amount Chk No. Chk Date Auth # Type Status

Client - ¥endor (Wendors in red are expired) Income Summary

E{R '||l'3|:| Type Pri Acct® MamejfAcct STEVE ESTES $56 400,00

=

- Household Summary
Address

Tl nddeace Total Income $56,400.00
e o of Poverty
Phones Total # of Persons z
T U Number Client Name )

H  (541) 779-1234 STEWE ESTES HiEType | =
H (541) 779-1234 ELIZ&ABETH ESTES Househald Subsidized r

Residence Subsidized N

Figure 3-3: HH view

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

1. Estes’ household includes other members.

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

Client . .
search Residence View active %
iew
Hew Physical Address
Edit 555 FREE ST N APT & Status: Rent (Heat notincl)
SALEM, OR 97304 Type: Multi-Unit { 2-4 )
Residence ) . - -
View Residence Subsidized:t County:
Ede"t"' Resident Heat Sources
ot ¥ Electric N Wood Primary Source: ELECTRIC
Household M Matural Gas Mo Pellet
digv N il N Solar
Mail/Ph Update
N Liquid Gas N Other
Maove
Client to HH
HH to Residence
Merge HH

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

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

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

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

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

Residence Search

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

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

Setup:
On the *Client Search’ screen.
1. In the 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.
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Note: Reference figure 3-5. 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.

= |f the residence is not in the result list, you’ll see ‘“No Results Found’.

Version 2.7.6T
Client

Search Client Search

iew

E‘QL};\‘ To search, at least one field needs to be enter
i

pe "Apt, Unit" etc, with #)

ssw/svsio [ | sddpfss [%COUNTRY LANE
First Name I | city 1
Last Mame I Zip : ] i Info. only

Household

WView When you Click in Search Results:
Mail/Ph Update Client's SSN/SvS# = Household Screen

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

Iz i Search Results

SEM #  First Name Last Mame Birth vear Address Unit City

Mo Results Found

Figure 3-5: Client Search

= 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.

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

Agency: O HOME | Log

Client | Program Case Mgmt | Fiscal | Management | Reports | Help

Version 2.7.8T

Client -
Search Household View pctive ¥
U::‘,‘\’.V Household - Click SSN/SYSID will open the Client Yiew Screen. Benefits {Get Code Key)
Edit HH Members Race Services and Benefits

R SSNFSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
R_esidenl:e [ SSTEVED43049 STEVE ESTES M 59 M M M N Y MHE & M M M N N ¥

Migw

Mew [T SELIZE1Z1055 ELIZABETH ESTES F 52 N M M N Y MHE = M M N N N N

Edit

_Mew Client To remove a client: Choose from R column, scroll down to click button,
Houeehold Programs Enrolled
View Name Entry Date Exit Date
Mail/Ph Update EzC2 03-01-2008
ECCP 2007 03-10-2005
Move
Client to HH
HH to Residence :
Merge HH LieapfOEA Energy Payments
Name Amount Chk No. Chk Date Auth # Type Status
Client - ¥Yendor {Vendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct# NamefAcct STEVE ESTES $56,400.00
400,

Household Summary

d
T U Address

Total Income $56,400.00
B 396 M FREE SPIRIT AVE 2
ELIGENE, OF 97401 % of Poverty 412 %
Phome Total # of Persons 2
T U Number Client Name Iﬁ
H  (541) 779-1234 STEVE ESTES HR Type =
H  (541) 779-1234 ELIZABETH ESTES Household Subsidized o
Residence Subsidized N

Figure 3-6: HH View with address
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= |If the residence address is found in the system: the address, city and zip code will be
displayed in the results (reference figure 3-6). If this address isn’t correct, it can be
updated by:
e Clicking on the Residence “View’ link in the ‘Left Nav Bar’. The ‘Residence
View’ screen will appear. Click on the Residence “Edit’ link in the ‘Left Nav
Bar’ and the ‘Residence Edit’ screen will appear.
e Orwhile in “Client Search’ click on the Residence ‘New’ link and the *Residence
Edit” screen will appear.
e Create a New Residence or
e Move a Household to New Residence.

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

On the Left Nav Bar, click the Residence “New’ link. The “‘Residence New’ screen will appear
(reference figure 3-7). Reference “Section Two; Client Intake, Residence New” for additional
information to create new residences.

Client

Search Client Search
iew
gd% To search, at least one field needs to be entered. (Type "Apt, Unit" etc, with #)
ssn/svsIo | fddress [145 FREEDOM #|
First Name | city  |SALEM
Last Mame I Zip I [T show Residence Info. only
Household
Yiew When you Click in Search Results:
Mail/Ph Update Client's SSM/STS# = Household Screen
Client's Name = Client Screen
M Residence Address = Residence Screen
bt & rnaxirnurn of 100 results will be returned.
Clignt to HH
HH to Residence
Merge HH Search Results
SSM #  First Mame Last Mame Birth Year Address Unit City
Mo Results Found
Figure 3-7: Client Search for new residence
Client -
Search Residence New s e
iew
New Physical Address (Fields marked with * are required.)
Edit
Mo, Direction Street Name Type Direction Unit #
Residence 1
Wiew I I LI I I LI I LI I LI I
Mew City S 22
Edit
[ H- oor | &l +a]
Household Residence Type Residence Status
Mg I 'l i = [T subsidized Residence
Mail/Ph Update I _I
Miuve Client Heat Sources (*) - At least one source of heat must be selected.
Client to HH [T Electric T wood Primary Sourcel 'l 3
HH to Residence
Merge HH [T natural Gas [T Pellet
0 ail [T solar
[ Liguid Gas [T other Save I

Figure 3-8: Residence New
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Verifying Data on Views

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

Residence Edit

Setup:

On “Client View’ screen.

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

: Client . .
Client
(e Seardh Residence View satve %
view L Physical Add
i He ysica ress
B Edit 396 W FREE SPIRIT AVE Status: Rent (Heat not incl)

EUGEME, OR 97401 Type: House
Residence Subsidized:N County: LANE

Residence
Yiew
New
Edit

Resident Heat Sources
N Electric N iood Primary Source: NATURAL GAS

Y MNatural Gas N Pellet

BO Household
Wiew View N 0il N Solar
Mail/Ph Update Mail/Ph Update

N Liguid Gas N Other

Move Move
Client to HH Client ta HH
HH to Residence HH to Residence
Merge HH Merge HH

Figure 3-9: inthe  Figure 3-9A: Residence View, Edit

Client View
Residence Edit active &
Physical Address (Fields marked with * are required.)
Choose a Physical Address from menu, OR enter a new ane below
I ;l Mote: RES is current Residence Address
Address
Mo, Direction Street Name Type Direction Unit #
|39 In =] |FREE sPIRIT lave =l | =l | =l I
City ST Zip
|EUGENE-97401 =l or  [97401-EUGENE = +4]
Residence Type Residence Status
IHouse ;I # IRent (Heat not incl) ;I # [ subsidized Residence
Client Heat Sources {*)
[0 Electric [0 waoed * Primary Source: [NATURAL GAS 7]
¥ Watural Gas [T Pellst
0 oil [0 solar
O Liquid Gas [0 other

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

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

been initially created.

Setup:

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

another Household.

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 (reference figure 3-

Agency: OHCS

Client | Program

HOME | Log Out

Case Mgmt | Fiscal | Management | Reports | Help

Fre—— ()

Client

Version 2.7.8T

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

I#l

3!35"0'1 Cllent SGaI'Ch
iew
EdL_';:\' To search, at least one field needs to be entered.
i
ssysvsto [ | address |
Residence
View First Narne |STEVE | city | |
Hew
Edit Last Mame |ESTES | Zip |

[l show Residence Info. only

Household
View
Mail/Ph Update

Mowve

Client to HH

HH to Residence
Merae HH

Figure 3-10: Client Search

2. Inthe results, click the client’s SSN number link to access ‘Household View’ screen

(reference figure 3-11).

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

| #] |

Client -
Search Client Search

iew
EALF:' To search, at least one field needs to be entered.

i

ssnssvsio [ | fddress |
Residence
Wigw First Mame |STEVE City l
Mew
Edit Last Name [ESTES | zip [ |
Household
Wiew
Mail/Ph Update
Move When you Click in Search Results:
Client to B4 Client's SSMN/SYS# = Household Screen
Hhe Desidenes Client's Mame = Client Screen
R Resi ddress = Residence Screen
M HH .
AR 00 results will be returned.
First Marme Last Name
STEVE ESTES

[0 show Residence Infa. only

Birth rear City
1949 EUGEME

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

(reference figure 3-12).
re 3-13).

=a

Client -
Scorch Household View pctive ¥ M
i
New Household - Click SSN/SYSID will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [[ SSTEVED43049 STEWE ESTES M 59 N N N N Y MHE S5 N M M N N Y
Miew
Mew 055 ELIZABETH ESTES F 52 N N N N ¥ MHE 5 M M M N M N
Edit = . .
Mew Client To remave a client: Choase frorm R column, scroll down o click buttan.
Household sgeamsEnrolled
'u'ie_w NMame Entry Date Exit Date
. EzC2 03-01-2008
ECCP 2007 03-10-2008
Move
Client to HH ‘Mew Enrollment |
HH to Residence :
Merqe HH Lieap/OEA Energy Payments
Name Amount Chk No. Chk Date Auth # Type Status
Client - Yendor {¥endors in red are expired) Income Summary
EfR Yendor Type Pri Acct# Name/Acct crpuE EsTES £56,400,00
= PGE E M STEVE
ESTES Household Summary
Edit Mew Yendor Total Income $56,400.00
JaodrCss % of Povert 412%
T U Address Dl ONERY, :
B 396 M FREE SPIRIT AVE Total # of Persons 2
EUGEME, OR 97401
Phomre HH Type [ =
T U Number Client Name Household Subsidized O
H (541) 779-1234 STEWE ESTES
H o (541) 779-1234 ELTZRBETHIESTES Residence Subsidized N

Make any changes to HH Surmmary?

ve Changes

Figure 3-12: HH view, New Client button

Possible Matches
SEM # First Mame

Mo Results Found

Client -
Scarch Client Search New e R
iew
e Current Household Members
Edit SSNSSYSID MName Sex Age
SSTEVEN43049 STEWVE ESTES M 59
2 SELIZE1=1058 ELIZABETH ESTES F 5z
Residence _
Miew
i Mew Client Information (Fields marked with * are required, wildcards will be removed)
Edit
First Mame IPP-UL . CoB |11-02-1988 #MMODDYY Y
Household
i
Maiioh Lipdate Last Narne [EsTES * Create ID
S SSN/Sys# ISPF\ULESllDZSS # SL“"I
Client to HH
HH to Residence OPUS will search the database to find this client before creating a new record.
Merge HH

f
(az]

Last Mame

Add Mew Member

N

rd

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

4. Type or select the following:

Salutation, as needed.

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

Date of Birth.

SSN or choose SYSID instead.

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

Language.

Ethnicity.

Education.

Mailing Address.

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

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

Street Type such as: Ave, Lane, etc.

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

E-mail address, not needed.

Services and Benefits the client currently receives.

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

The “Client New’ screen is on the next page to capture all the details.
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Client
Search
Miew
Mew
Edit

Residence
Miew

Mew

Edit

Household
Migw

Mail/Ph Update

Move
Client to HH

HH to Residence

Merge HH

Client New

Client Information (Fields marked with * are required.)

Title I 'I

active ¥

First Name IPAUL % Middle I

Last Mame IESTES ® Suffix I vl

DoB |11-02-1988 * MMDDY Y SSN/Sys# * ISPF\ULESIIDZSS_ Create ID |
SSN Quality Code IDon't knowshave v‘l #

Phone fEmail
Primary Phone |HOME - (541} ??9-1234;' QR enter new number below,

Primary Phone I 000-000-0000 EXTI Type IHOI\']E 'I

E-mail I

Client Characteristics

Gender Im Language Im Education |HS-GRADUATE =l
Ethnicity
© Hispanic/Latino ® Mon-Hispanic/Lating
Race {Check all that apply) Mationalities (Up to 3 Mationalities OR Tribes)
[ african American E m m
[T american Indian/alaska Native
[T asian Tribes {Up to 3 Nationalities OR Tribes)
[T wative Hawaiian or Pacific Islander I ;I | ;l | ;I
I white
Mailing Address *
{Choose an address from menu, OR enter a new one below)
IRES - 396 M FREE SPIRIT AVE - EUGEME OR, 9?401L|
[ Horneless
No. Direction Street Name Type Direction Unit #
I [ &= | [ | S |
City ST Zip
[ Elor | B 44l
Client Services fBenefits
[[ Disabled [ weteran [T aFs Childcare Farmworkerlﬁ

[T Homebound [T Food Stamps [T Health Insurance

Figure 3-14: HH Client New

Click the “‘Save’ button and the “Client View’ screen will appear.
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Client

Search Client View

WVigw

New

Edit Client Information
Name PAUL ESTES

Residence

Miew DOB 11-02-1988

Mew

Edit Phone (5413 779-1234
Email

Household

i Gender Male

Mail/Ph Update Ethnicity Mon-Hispanic/Lating
Race white

Move L .

Client to HH Nationality

HH to Residence

Merge HH

Programs Enrolled
Name
Mailing Address

396 M FREE SPIRIT AVE
EUGEME, OR 97401

Income fEmployer
E/D T

Mew Income |

servicesfBenefits
N Disabled

N Food Stamps

M Farm Worker

L
Select another Client in g 'ﬂ

SSNSSYS ID# SPAULES110285

Age 19

Ext PH Type HOME

Language EMNGLISH

Education

HZ-GRADUATE

Edit Client View Household
Enrollment Date Exit Date
County LAME
Source Freq Amount Annual
Total £0.00
N Weteran N Homebound

N &FS Childcare

N Health Insurance

Figure 3-15: HH member view selection

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

Client View

Client Information

Select Another Client in

Mame PALL ESTES SSMNSSYS ID# calll ESTES
et Y P T =T =T =1 A A0 -

'STEVE ESTES
o|ELIZABETH ESTES

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

Setup:
On the “Client View’ screen, working with the dropdown box ‘Select Another Client in HH’.
client . .
Search Client View
([-15)
New Select Another Client in
Edit Client Information |
ELIZABETH ESTES
S Name STEVE ESTES SSN/SYS ID# SSTEVEN30RO|Z <Aoo T
Wiew DOB 04-30-1949 Age 59
Mew
Edit Phone (541) 779-1234 Ext PH Type HOME
Email
Household
View Gender Male Language EMNGLISH
Mail/Fh Update Ethnicity Mon-Hispanic/Latino Education HS-GRADUATE
Race White
Move - B
e HH Nationality
sh i p _ Edit Client Vigw Household

Figure 3-16: Client view to edit information

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

Client o -
Search Client Edit active ¥
ﬁ Client Information (Fields marked with * are required.)
Edit Title =
Recidence First Mame |=TEWE * Middle |
kNIlIBL:J Last Mame [EsTES * Suffix | =]
di - -
o Do |U4-3IJ-1949 * MMODDT Y SEN/Sysd * . 3049 | _Crsa_te ji{uj |
ciztlvsehnld SEN Quality Code IDDn't know/have vl *
MaiIgF‘h Ugdate Phune_;'EmaiI
Select phone or Enter new Number below
Move
Client to HH I LI
Lo b Phane [f41-775-1234 | ooo-ooo-ooo0  Ext| Type [HOME ~]
E-rnail I

Figure 3-16A: Client Edit screen

2.

40

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.

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

Client Services fBenefits

[ Disabled

O Hormmebound

= Veteran

O Food Stamps

[ ars childeare

O Health Insurance

Farmworkerl -'I

Save Changes

Figure 3-16B: Client edit ‘Save Changes’

Income Edit/Employer or Delete Income/Employer

Setup:

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

Client
Search
Wiew
Mew
Edit

Residence
Miew

Mew

Edit

Household
Wiew

Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Client View

Client Information

Name STEVE ESTES

DOB 04-30-1349

Phone (541} 779-1234
Email

Gender Male

Ethnicity Mon-Hispanic/Latino
Race white

Mationality

Programs Enrolled
Name
ECCP 2007

EzCZ

Mailing Address
396 N FREE SPIRIT &VE
EUGEME, OR 97401

Income fEmployer
E/D T

® Pension
[ Pension
Mew Income I

[Edit| belete |

Ext

SSNSSY
Age 5%

PH Type HOME

Language

Education

Enrollment Date
03-10-2008

03-01-2008

County

LANE

Source

VEW

W& RETIREMENT

EMGLISH
HZ-GRADUATE

Edit Client | wiew Househald
Exit Date
Freq Amount Annual
Twice a
Month $100.00 $2,400.00
Twice a
Month $1,200.00 $28,800.00
Total $31,200.00

Figure 3-17: Client View Edit income/employer

2. To edit income or an employer, click the ‘Edit’ button on the ‘Client View’ screen (reference
figure 3-17). The ‘Income & Employer Edit” screen will appear. Some cells require manual

input and some cells have drop-down boxes to choose information from.
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3. Make appropriate changes or updates as needed. Click ‘Save’ (reference figure 3-18). The
‘Client View’ screen will re-appear. Fields marked with * are required for an income source

to be saved.

Income Employer Edit

IncomefAsset (Fields marked with * are regquired for an income source to be saved.)

2000 characters left {spaces count)

Employer Information

Fhone | e.3. 503-555-1212 Ext |

Active 6

Source/Ernployer Mame Type Start Date (MMDDY) Amount
|vFw | Pension =]« |os-15-zo02 |+ 100 *
Frequency End Date (MMDDYYY)  Asset Value
ITwice aMonth  |=] * I— 100
werified How werified By verified Date
ICheck Pay Stub ;I # ISB | * W e.g. MMDDY Yy
Comments {(Md¥ 2000 characters)

B

Address ( If entering address info @ Fields marked with * are required for an address to be saved.)

MNo. Direction Street Name Type Direction Unit *
oo [ & [mem o e =  —
City ST Zip

|EuGENE | * [or = /[or ]+ |97401 | +4 4|

Figure 3-18: Income & Employer Edit screen
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3. To delete an income, click on the ‘Delete’ button. A “Windows Internet Explorer”
confirmation will appear with the question “Are you sure you want to delete the selected
income?” If the income is to be deleted, click the ‘OK” button. If the income is not to be
deleted, click ‘Cancel’ (reference figure 3-19).

Client

Search Client View active %
i
Hew Select Another Client in HH [STEVE E5TES 5] 50
Edit Client Information
Name STEVE ESTES SSN/SYS ID# SSTEVEO43049
Residence
Migw DOB 04-30-1949 Age 59
Mew
Edit Phone (5413 779-1234 Ext PH Type HOME
Email
Household
e Gender Male Language ENGLISH
Mail/Ph Update Ethnicity MNon-Hispanic/Latino Education HS-GRADUATE
Race
Move B =
Client ta HH. Mationalit
HH to Residence
Merge HH

Programs |
Name
ECCP 2007

EzCz

Mailing Address
396 M FREE SPIRIT AVE
ELGEMNE, OR 97401 County LAME

Income fEmployer

E/D T Source Freq Amount Annual
% Ppensi W Twice a 100.00 2,400,00
ension Pl 3 $2,

e} WA RETIREMENT Twice a 1,200,00 28,500,00

Month $1. $28,
_Edit]| Total  $31,200.00
Serviceg
M Disabled ¥ Meteran N Haormebound

Figure 3-19: Income & Employer delete
4. If a new income needs to be added, click the ‘New Income’ button. Note: Complete all

required information using the same steps used to edit client information. Click the *Save’
button when complete.
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Moves

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

Move Client (s) to Household

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

oo wdE

The following examples demonstrate move scenarios.

Move Client(s)/Household to Unknown

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

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

Client .
Search Client Search
iew
ECIL;:\J To search, at least one field needs to be entered. (Type "Bpot, Unit" ete, with #)
SSNSSYSID I address I._-"114 SE TERRACE TRAILE C #I
Residence
Wiew First ame | city  [PORTLAND
e
Edit Last Name | Zip |9?266_ [T show Residence Info, only
Household
View When vou Click in Search Results:
Mail/Ph Update Client's SSN/SYS# = Household Screen

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

sloye A maximurn of 100 results will be returned.

Client to HH
HH to Residence
Merge HH

First Name Last Marme Birth vwear Address Unit City

FrE_dEop062  LISA ADAMS 1979 7114 SE TERRACE PORTLAND
TRAILS DR

Hk w2123 / STEVEN ADAMS 1385 7114 SE TERRACE PORTLAND
TRAILS DR

Hrk kw2974 DYLAN ADAMS 2000 7114 SE TERRACE FORTLAND
TRAILS DR

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

Client
Search
Migw
Mew
Edit

Residence
Wiew

Mew

Edit

Household
Wigw

Mail/Ph Update

Mowve
Client to HH

HH to Residence

Merge HH

Household View

Household - Click SSH/S7SID will open the Client Yiew Screen,

HH Members Race Services and Benefits
R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW F5 DS HB HI ¥T
[T ran e anen LISZA ADAMS F 28 MW M N N N MHE U N M N M N N
r STEVEN ADAMS M a W M N N N MHE U N M N M N N
r OYLaM ADAMS M 7 W M N N N MHE U N M N M N N
Mew Client I To remove a client: Choose from R colurnn, scroll down to click buttan,
Programs
Name Amount Chk No. Chk Date Auth # Type Status
LPO7 $310.00 532523334 02-27-2007 LC708385 Standard-Reg Agency Paid
Client - Yendor (Vendors in red are expired) Income Summary
E/R ¥Yendor Type Pri Acct# NamefAcct LISA ADAMS $2,760.00
= PORTLAND E ¥ 1365935- LISA ADAMS Household Summary
GENERAL 7250062
ELECTRIC Total Income $2,760.00
s % of Poverty 16%:
Edit| Remowve Mew Yendor
Total # of Persons 3
Address -
T U Address HH Type ISlngIe Parent Female;l
B 7114 SE TERFRACE TRAILS DR Household Subsidized |
PORTLAMND, OR 97266 - e
i Residence Subsidized M

Phones

T U Number Client MName

Make any changes?

Benefits (Get Code Kevy)

Active t 4

Save Changes I

H (503) 236-0894
H (503) 236-08%4
H (503) 236-0894

DYLAN ADAMS
LISA ADAMS

STEWEN ADAMS

HH Comments

=

[

SUUL LA ALLE 3 IGIL \SPaLss LUl

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

Remove Client{s) from Household

0 Remove Household: Click this button
Move Entire Household to Unknown

Figure 3-21: HH view. Move Entire Household to Unknown.
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3. The database will require the user to confirm they want to move the HH to unknown. Click
the ‘OK” button to complete the move to unknown. When the HH has been moved out of the

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

OO T T

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

M ADDRESS UMKEMOWN ¢ Household Subsidized I
R Residence Subsidized u

Phones

T U Number Client Mame Make any changes? _

H fi- 115 9 AN A A e

H

H

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

To Remove Household: Click this button

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

Move Household to New Residence

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

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

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

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

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

Client Characteristics

Gender Im Language Im Education |Unknown ;I
Ethnicity

O Hispanic/Lating € Man-Hispanic/Lating

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

[T african American E E E

[T american Indian/alaska Native

[ asian Tribes (Up to 3 Mationalities OR Tribes)

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

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

I = or | =l +4]

Client Services /Benefits
[T Disabled

[T Hormebound

[T veteran
[T Food Stamps

Farmworkerl "I
Save

Timeout
16:43

[T &Fs childcare
[T Health Insurance

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

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

Client 7 x
Search Client View —
View
=1 Select Another Client in HH ILISA ADAME 'I
Edit Client Information
Name LISA ADAMS SSMSSYS ID#
Residence
Yiew DOB 09-10-1979 Age =28
Mew
Edit Phone (S03) 236-0594 Ext PH Type HOME
Email
Household
e Gender Fermnale Language ENGLISH
Mail/Ph Update Ethnicity Unknown Education Unknown
Race Unknown
Move = =
Client to HH Mationality
HH to Residence Edit Client View Household
Merge HH
Mailing Address
ADDRESS UMKMNCOWN
PORTLAMD, OR 97232 County CLACKAMAS
Figure 3-25: Move existing client to existing residence
Client .
Search Move Client PTT.
iew
New To Move: ] ) }
Edit Enter into search fields for client{s) to move to a different household.
From the results belaw - Make selections under the M calumn, on left and right sides,
then click button at end of page, to "Move Client(s) to Household",
Residence
Wiew MOTE: One or more clients can be moved,
E%’E’ but only OME househaold can be selected to move client(s) inta.
i
Client(s) FROM - Enter at least ane TO Household - Enter at least one
Household .
Wiew SE5ML [ ssn
Mail/Ph Update .
Mail/Ph Update SENZ I— First IPF\UL
Mowve SSN3 [ Last  [MORGAN
Client to HH . ]
HH to Residence iy ILISA
Merge HH Last |aDams
- - s —
Figure 3-25A: Move Client

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

[Search

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

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

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

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

Client -
Search Household View nctive ¥
i
Mew Household - Click SSN/SYSID will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSMFSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [ SPMORGO42545 PAUL MORGAN M g2 M M N N ¥ MHE & N M M N N Y
Miew
Mew I LISA ADAMS F 28 M M M N N MHE U N N WM N N N
Edit = : :
Hew Client To remove a client: Choose from R colurnn, scroll down to click button,
Household Lrogrants
Uie_w Mame Amount Chk No. Chk Date Auth # Type Status
Mail/Ph Update LPO7 $310.00  5325233.34  02-27-2007  LD708388 Standard-Reg  Agency Paid
‘e Client - Yendor {Vendors in red are expired) Income Summary
client ta HH E/R ¥Yendor Type Pri Accts MamefAcct LISA ADAMS $2,760.00
HH to Residence & PORTLAND E Y 1365935-  LISA ADAMS Household Summary
Merge HH GEMERAL 7250062
ELECTRIC Totafl Income $2,760.00
- % of Povert 20%
Edltl Rermove I Mew Vendor I 2 ) £
Total # of Persons 2
Address -
T U Address HH Type Married =]
P 42587 ELSIE DEER LM Household Subsidized 0
SEASIDE; (R H7.L 58 Residence Subsidized M
4l ADDRESS UMKNOWM .
SEASIDE, OR 97133 Make any changes? Zave Changes |
M 7114 SE TERRACE TRAILS DR
HH C t
PORTLAND, OR 97266 — |

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

Move/Merge Household to Existing Residence

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

Client

Search Household Info Update nctive ¥
1EW
e it = »
Edit Client (s} in Household —I
SEN/EYSID Clignt Narne 9
Resid 2 ; ; )
'\.l'ieef-\ll ence AR ‘_“J) Are you sure you want to Update Househald information
MNew
Edit SPMORGO42545  PAUL MORGAN .
ailing Address for Household (HH) : oK Caneel |
H hold
Ui‘;tlvse g #1 No Change
Mail/Ph Update

REZ - 7114 SE TERRACE TRAILS DR - PORTLAND OR, 97266

M & 7114 SE TERRACE TRAILS DR - PORTLAMD OR, 97266
ove

Client ta HH € ADDRESS UMKMOWN - SEASIDE OR, 97136

HH tn Residence Home Phone Number for Househald (HH) - choose one
Merge HH

' No Change

Delete All

o
& HOME - (503) 236-0894
c

HOME - (503) 755-0216
#2 Update Changes |

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

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

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

Household Programs

% of Poverty

Edit] Remave New Yendar I

Address

Total # of Persons

Client -
Scarch Household View nctive ¥
iew

Maw Household - Click S5N/SYSID will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits

R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [T SPMORGO42545 PAUL MORGAN M B2 M N M N Y MHE 5 N N N N N Y
Miew
Mew [l LISA ADAMS F 28 M N M N N MHE U N N N N N N
Edit o " :

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

Wiew Name Amount Chk No. chk Date Auth # Type Status
Mail/Ph Update LPO7 $310.00 5375233.34  02-27-2007 LD708388  Standard-Req  Agency Paid
o Client - ¥endor (VYendors in red are expired) Income Summary
client to HH EfR ¥Yendor Type Pri Acct# Name/fAcct LISA ADAMS $2,760.00
( HH to Residence & PORTLAMD E Y 1365935-  LISA ADAMS Household Summary
Klerge HH SEENCEF;'I'E £250052 Total Income $2,760.00

20%

T U Address LA

B 7114 SE TERRACE TRAILS DR
PORTLAMD, OR 97266

Household Subsidized

Residence Subsidized

IMarried

O M.

Figure 3-28: HH View after merge.

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

and phone number (reference figure 3-28A).

Residence
Wiew

New

Edit

Household
Miew

Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Client

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

From search Results, choose HHs on g

Are you sure you want to merge the selected househalds?

then clig QK I Cancel |
A
ter HH to Move FROM
ssn |
>
First |oavip First  [PALL
|aDams AND Last  [MORGAN
#1
#2 Search |
FROM (select only one) T0O {select only one}
M SSM First Last M SSN First Last

) 544820055

DAVID ! ZPMORGI42545 PALIL

ADAMSE

MORGAN

Merge Households
{Household view Screen will appear_gé

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

Client -
Search Household View —
=0
Mew Household - Click SSN/S7SI0D will open the Client View Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits

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

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

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

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

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

Setup:

On the *Household View’ screen, find the ‘Client-Vendor’ section, under the ‘Programs’ section.
To edit, remove or add a new vendor, click the appropriate button and the desired screen will
appear (reference figure 3-29).

Household View

Household - Click SSN/STSID will open the Client Vie

HH Members R
R SSMSSYSID Name Sex Age [
H LEE ESTES M 29
I JADE DILLOM F 27
[ MARLEY DILLON  F 12
& KA&ME DILLON M 10
[[] SKEELEY1i02z02  KEELEY ESTES F 5

New Client To rernove a client: Choose from R

Programs

Name Amount Chk No. Chk Date
OEADSPC $£3z20.00 35402 03-14-2003
Client - Yendor (Yendors in red are expired)

E/R ¥Yendor Type Pri Acct# Mame fAcct

(= PACIFIC E ¥ 47062987-  JADE

DILLOM
EditI Rermave I Mew Yendor
Figure 3-29Vemor EaffRemove/New Vendor screen.
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The “Client Vendor Edit’ screen allows household information to be updated. The “‘Client’ drop-
down box will allow different names to be chosen within the specific household (reference

figure 3-29A).

Client Vendor Edit nctive % M

¥endor Information (Fields marked with * are£q o)
Client KEELEY ESTES( =] *

Mame on Acct IKEELE\_’ ESTES SN” * {may/may not be same as Client)
Account # |
Vendor Mame/Heat Type PACIFIC POWER f Electric

Yerification

Intake-WorkerlSB i Date |01-22—2008 * Type ISaw Bill vl £y

Comments {max 2000 characters)
01-23-08: use this area for appropriate cormments | ;I

1951 characters left {spaces count)

Save Changes

Figure 3-29A: Client Vendor Edit screen.

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

figure 3-30).

Client Vendor New active %

¥endor Information (Fields marled with * are required.}
Client IKEELEY ESTE= Vl &

Marme on Acct |KEELEY ESTES | #(may/may not be same as Client)
Account # |
VYendor/Heat Type IPACIFIC POWER / Electric ;I *

verification

Intake-Waorker ISE‘- Date |01-22—2DDB Type ISaW Bill v']

Comments {max 2000 characters)
=

e

2000 characters left (spaces count)

Figure 3-30: Client Vendor New screen
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The “‘New Vendor’ button will allow the vendor to be removed from the client’s records.
Notice: This button initiates a double check asking ‘Are you sure you want to Remove Vendor’

(reference figure 3-30A). Check the appropriate button to continue.

[T sKEELEvi10z2080 Internet Ex

Programs

NMame Am
QEAQDSPC
Client - ¥Yendor [
E/R ¥endor Tv¥
Ol PACIFIC E

ROWER ESTES Household Summary
¢y PACIFIC E ¥  47062987- JADE
POWER 0010 DILLON Total Income

% of Poverty
Total # of Persans

Figure 3-30A: Client Vendor Remove screen.
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Section Four

E2C2 Program Enrollments

The E2C2 module of OPUS allows an intake worker to enroll clients into agency level programs
that provide energy education and case management services. Specific services can be allotted
to a household to measure energy efficiencies and case plans; goals and expectations can be

recorded, tracked and used for measurements and federal reporting requirements.

Program Enrollment

Program Enrollment New
Household Transaction Summary
Program Enrollment Search

I & R Transaction

Kit Components — New Transaction
Service Transactions

Service Transaction New
Services Transaction Edit

Case Plan

Case Plan New

Case Plan View

Status Assessment

E2C2 Stability Services and Data Entry Standards (Table)
Status Assessment New/Edit
Status Assessment View

Action Plan

Action Plan New

Action Plan View

Action Step

Action Step New

Action Step View

Case Worker Tickler System
Case Worker Tickler View

Case Notes Summary View

Case Notes New

Case Notes Summary View
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Program Enrollment

Once a household has been entered into the OPUS database, the HH is ready to receive services
in the E2C2 module.

The E2C2 module is customized with various services consisting of but not limited to: energy kit
components, case management, education depending on an agency’s level of services and
funding opportunities.

Note: The household must have a ‘Residence’ address in the database before | & R
Transactions kit components can be designated.

In the *Household View’ under ‘Address’ (reference figure 4-1), if the address is designated a
‘B’ the address is mailing and physical address. If the address is designated as ‘M’, it’s a
mailing address only and components can not be assigned to the HH.

Setup: Using the ‘Household View’ screen

1. To ensure a household has an active physical residence, once the household is enrolled into
OPUS, click on the ‘Residence — View’ in the Left Nav Bar. If the household is not in a
physical residence, under ‘Residence’ the ‘“New’ link in the Left Nav Bar will be an active
link (in blue) (reference figure 4-1).

Search Household View active ¥
iew

Mew Household - Click SSN/SYSID will open the Client View Screen, Benefits (Get Code Key)

Edit: HH Members Race Services and Benefits

R SSMN/SYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
[[] SSTEWED43049 STEWE ESTES M 58 M N N N Y MHE 5 N M N N N Y

[ SELIZE121055  ELIZABETH ESTES F 5%2 N N N N ¥ NHE 3 N N N N N N

Mew Client |

Residence
Miew
Mew
Edit

N\

To remove a client: Choose from R column, scroll down to click buttan,

Household
Wiew

Mail/Ph Update

Move
Client to HH

Merge HH

HH to Residence

Programs Enrolled

Name Entry Date Exit Date
EZEZ 03-01-2008
Mew Enrallment |
LieapfDEA Energy Payments
Mame Amount Chk No. Chk Date Auth # Type Status
Client - ¥Yendor (Vendors in red are expired) Household Summary
E/R ¥Yendor Type Pri Acct# NMamejAcct 1o Income $0.00
MNew Vendor
% of Poverty 0%
Total # of Persons 2
HH Type | ..’LI
Househald Subsidized r
T U Number Client Name
H (541} 779-1234 STEWE ESTES e N

H  (541) 779-1234

ELIZABETH ESTES
Make any changes to HH Surmmary?
Save Changes

Figure 4-1: Household View. Left Nav Bar with *‘Residence’ links.
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2. Click on the “‘New’ link and the ‘Residence New’ screen will appear. Complete all required
and pertinent information then click the *Save’ button (reference figure 4-1B).

Residence
View

Household
Miew

Mail/Ph Update

Move
Clignt to HH

Merge HH

HH to Residence

Residence New

Physical Address (Fields marked with * are required.)

Active : 4

Choose a Fhysical Address from menu, OR enter a new one below

|396 M FREE SPIRIT AVE - EUGEME OR, 97401 ;I

Mo, Direction Street Mame Type Direction Unit #

[ [ = I [~ S |

City ST Zip

| EH  oor | =l 4]

Residence Type

Residence Status

IHouse vl b

Client Heat Sources (*)

[ Electric [0 wood
¥ Natural Gas [T Pellet
ol [0 salar
O Liquid Gas [0 other

|Rent {Heat not incly [=] *

[T Subsidized Residence

* Primary Source IN#\TURAL GAS 'l

Figure 4-1B: Residence New screen
Program Enrollment New

Setup: Using the “‘Household View’ screen.

1. In the section titled, ‘Programs Enrolled’, click the ‘New Enrollment’ button. In this
example, the E2C2 program is already completed to indicate where it would be located
(reference figure 4-2).

Client - ¥endor {%endors in red are expired)
EfR Yendor Type Pri Acct# NamefAcct

Total Income $0.00
Mew Vendor |

ARTEE % of Poverty 0%
T U Address Total # of Persons 2
B 396 N FREE SPIRIT AVE

EUGENE, OR 97401 HH Type I LI
Phones Household Subsidized O
T U Number Client Name
H (541} 779-1234 STEWE ESTES Residence Subsidized N

Client -
Search Household View active %
iew
Mew Household - Click S5N/5vSID will open the Client Wiew Screen. Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSN/SYSID Name Sex Age AA AS AT NH WH ET LG ED FW FS DS HB HI ¥T
Residence [ SSTEVEO43049 STEVE ESTES M 58 N N N N Y MHE 5 N N W M M ¥
Miew
Mew [[ SELIZE121055 ELIZABETH ESTES F 52 N N N N Y MHE = N M N M N N
Edit =
Mew Clisnt | To remove a client: Choose from R colurmn, scroll down to click button,
Household Proarams Enrolled
Wiew Entry Date Exit Date
Mail/Ph Update 0%-01-2008
Move Mew Enrollment
w% Lieapf0OEA Energy Payments
o Residence
Merge HH Name Amount Chk No. Chk Date Auth # Type Status

Household Summary

H  (541) 779-1234

ELIZABETH ESTES

Make any changes to HH Surnmary?
Save Changes

Figure 4-2: Household View
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2. Inthe “Household View’ screen, under ‘Program Enrolled’, click on ‘Program Enrollment
New’ screen. Using the drop-down arrow, select the appropriate ‘Program’ and ‘Client’

name then click ‘Load’ (reference figure 4-2A).

Enrollment
Frograrn Surmrnary
Program Search

Program Enrollment New

Fields marked with * are required

Transactions
HH Sumrmary
Client Surnmary

Frarm I LCHHS-EZCZ-LAN-EECC

ﬂ*

Client | STEVE ESTES

Click LOAD to refresh client information.

Cancel |

Figure 4-2A: Program Enrollment New ‘Load’ screen

3. The window will flash and the ‘Enrollment Date’ will appear. Fill in the ‘Enrollment Date’
and click the “Enroll All” button. Then click the *Save’ button (reference figure 4-2B).

Enrollment

rrogram summary  Program Enrollment New
Sl Fields rarked with * are required

Transactions

At Prgrm [LCHHS-E2CZ-LAN-EECC =l
len Upamary
Client ISTE'-.-'E ESTES 'I i Load I

Enrollment Date * MMDDYTTY

Enrall All: This will enroll all client:
in the household, with the same
enrollment date and all income
sources selected,

Figure 4-2B: Program Enrollment New ‘Save’ screen
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The “Household Transactions Summary’ screen will appear with a complete enroliment of the

household members (reference figure 4-3C).

Enrollment
Program Surmrmary
Program Search

Household Transactions

Transactions
HH Surmmary
Client Surmnmary

Program Name:

HH Enrollment Date: 03-01-2008

I & R Transactions (click category to edit)

Category
Case Managernent

sSummary

LCHHE-EZCE2-LAN-EECC

Program Enrollment Surmmary

Status Client Enrolled Ended
Assessments {click client to view enrollment summary)
el aise STEWE ESTES 03-01-2008

ELIZABETH ESTES 03-01-2003

StartfReceived
Date {mm-dd-yyyy)

03-01-z2008

I | Sl Te R Teans A chiahn

L = |

Kit Components (click component name to edit)

Received Units Installed Units Total Total Deem
Component Name Date Recvd Date Instld Cost Deem Label
o 1] o 1]}
Mew Transaction I
Service Transactions (click service name to edit)
Start End # of
Service Name Intake Worker Date Date Units

| =1 [ievy Titansa chan |

Figure 4-3C: Household Transactions Summary

4. 1f the household members are enrolled one at a time the ‘Program Enroliment New” will
appear again. Use the ‘Client” dropdown arrow and select the household applicant name
Enter the ‘Enrollment Date’ and click on ‘Load’ (reference figure 4-4). Note: A new
‘Program’ can be selected from the ‘Prgrm’ field.

Enrollment
Program Sumrnary
Program Search

Program Enrollment New
Fields rnarked with * are required

Transactions
HH Surnrnary
Client Summary

Prgrm |LCHHS-E2C2-LAN-EECC
Client | STEVE ESTES @

Click LOAD to refresh client information.

(T )
Cancel |

Figure 4-4: Program Enrollment New, individual client

As each client is enrolled, the client’s name will appear to the right under ‘Client Enrolled’
(reference figure 4-4A).

Enroliment
Prograrn Surnrmar:

Erograrn Search

Program Enrollment New

Fields marked with * are required

Transactions
HH Surnrmatry
Client Surmrnary

Prarm LCHHE-EZC2-LAM-EECT

LI*

Clients Enrolled
STEVE ESTES

Cancei |

Load |

Client

Figure 4-4A: Program Enrollment New — Clients Enrolled screen.
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Note: To complete the enrollment for each individual client, the intake worker must click the
‘Save’ button after selecting each client individually. After the enrollments are done, click
the “‘Cancel’ button which will end the selection (reference figure 4-4A).

Enrollment
Prograrm Surnmary
Program Search

Transactions
HH Surmrmary
Client Summary

Program Enrollment New
Fields marlked with * are required

Clients Enrolled

Prgrmn LCHHS-EZ2C2-LAN-EECC STEVE ESTES

Client IELIZABETH ESTES "[ #* Luad_l
(Cancel)

N———
Enrollment Date 03-01-2008 MO O

The Enrollment date must occur between Program Start (07-01-2006% and Program End {06-30-2010)

Figure 4-4B: Program Enrollment New. Save after each client screen.
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Household Transactions Summary

The “Household Transactions Summary’ screen will appear. The intake worker should review
the HH information to ensure accuracy for the program(s) and reconfirm accuracy in the

‘Household View’ screen (reference figure 4-5).

The “Household Transaction Summary’ screen provides an overview of ‘Information and
Referral’ (I & R Transactions) consisting of, but not limited to: kit components, energy
education, and weatherization services the household may be enrolled in. New enrollments
begin by enrolling the household or clients into services and transactions that they qualify for.

Enrollment

eogem summare HOUSEhold Transactions Summary

Program Search

Cielete HH Enrollment |
I & R Transactions (click category to edit)

Start/Received

Transactions Program MName: LCHHS-E2C2-LAN-EECC
HH Surnmary | o
Client Summar HH Enrollment Date: 03-01-2003 Program Enrallment Surnmary
Status Client Enrolled Ended
Assessments {click client to view enrollment surnrary)
Mew/Update
ﬁfe“:vu date STEVE ESTES 03-01-2008

ELIZARETH ESTES 03-01-2008

I :I (e Transa et

Category Date (mm-dd-yy¥yy)
| =l I ol TR Tran s action
Kit Components (click component name to edit)

Received Units Installed Units Total Total Deem
Component Name Date Recvd Date Instid Cost Deem Label

1} 1} 1} 1}
Mew Transaction I
Service Transactions {click service name to edit)
Start End # of

Service Name Intake Worker Date Date Units

Figure 4-5: Program Enrollment New, additional HH client.
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Program Enrollment Search

Case managers/intake workers can locate a list of clients enrolled in a specific program.

1. Using the “Main Menu’, scroll the mouse over ‘Program’, to ‘Enrollment’, to *Search’
and click on “Search’ (reference figure 4-6). The ‘Program Enrollment Search’ screen
will appear.

HOME | Log Qut

Agency: OHCS

Client | Program | Case Mgmt | Fiscal | Management | Reports | Help

Enrollment ¥ Search

Y

Version 2.7.8T

Search Client

Message of the Day

Figure 4-6: Program Enrollment Search screen

2. Using the ‘Program’ drop-down menu, select the appropriate Program (reference
figure 4-6A). At least one field needs to be completed.

Enroliment

pogram ssmmary  Program Enrollment Search

Program Search
To search, at least one field needs to be entered. If "From" is entered, "To" must also be entered.
Transactions

HH Summary
Client Surnmary = \ @
Ta:

ACCESS-E2C2-EECC

I_ACCESS-ENED 07-JAC-ENED 2007
First Marne L CAC-E2C2-EECC
CAPECO-E2C2-EECC
Last Name | CAPECO-E2C2-GIL-EECC
CAPECO-E2C2-MOR-EECC
CAPECO-E2C2-UMA-EECC
Search Results (INCAPECO-E2C2-WHE-EECC
& rmaxirmum of 100 |CAPECC-EMED 07-EMED CM 07-08
CAT-E2C2-CLT-EECC
CAT-E2C2-COL-EECC
CAT-E2C2-EECC
CAT-E2C2-TIL-EECC
CCM-E2C2-BAK-EECC
CCM-E2C2-EECC
CCN-E2C2-GRA-EECC
CCN-E2C2-UNI-EECC
CCN-E2C2-WAL-EECC
CCSSD-E2C2-CLA-EECC
CSC-E2C2-BEN-EECC
CSC-E2C2-EECC
CSC-E2C2-LIN-EECC
CSC-E2C2-LNC-EECC
HCSC-E2C2-EECC
KLCAS-E2C2-EECC
|KLCAS-E2C2-KLA-EECC

J-EECC

|'d Transactions Surnrmary)

Timeout
10:06

noonn

Figure 4-6A: Program Enrollmler:': Search wiltﬁl,EAPC chosen screen.

3. Click in an empty cell, the “‘Search’ button will become active (figure 4-6B). Note: A
maximum of 100 results will be returned. This is not recommended to be used for reporting
purposes.

Enrollment

progrem summary - Program Enrollment Search

Program Search
To search, at least one field needs to be entered. If "From" is entered, "To" must also be entered.
Transactions

HH Surmrmary -
Client Summary Program [LcHHs-E2C2-Lan-EECC =

Frarm: To!

First Name I:l Enrollment Date I I ]
Last Name |:i Exit Date I I |

Search Results (In results below click First Mame to access Household Transactions Summary)
& rmaxirmurm of 100 Results will be returned.

Figure 4-6B: Program Enrollment Search with APC selected screen.
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| & R Transactions

1. Using the ‘Household Transaction Summary’ screen; under ‘I & R Transactions, use the
drop-down menu to select the appropriate category for the HH. Enter the ‘Start/Received’
date. Click on ‘Add | & R Transaction’ button (reference figure 4-7).

Enrollment

eroaram sunmary - JOUSEhOld Transactions Summary

Program Search

Transactions Program Name: LCHHS-EZC2-LAN-EECT
HH Surrmary T -
LClient Surnmary HH Enrollment Date: 03-01-2003 Program Enrollment Summary
Status Client Enrolled Ended
Assessments (click client to view enrollment surnrmary)
Mew/Update
e Ltz STEVE ESTES 03-01-2008
ELIZABETH ESTES 03-01-2008

Delete HH Enrallment |

& B Transactions {click category to edit)

Category

ICase Manag#ﬁe_nt Ll

mponent name to edit)

\/

Consumer Assistance Received Units Installed Units Total Total Deem

Criminal Justice Date Recvd Date Instld Cost Deem Label

Dray Care 0 0 0 0

Education

Employrment

Food

HIV/AIDS-related lick service name to edit)

Health Care

Housing/Shelter Start End # of
Intake Worker Date Date Units

Material Goods
Mental Health Care .vi [Ew Tiransaction |
Other
Qutreach Timeout
Personal Enrichrent 10:18

Substance Abuse

Ternporary Housing
Transportation

Crennn Hosing and Corarninity Sarvices

Figure 4-7: 1 & R Transactions category/date menu

2. The “Household Transaction Summary’ screen will appear. The intake worker should verify
the information is correct with this screen. If the | & R Transaction requires correction or
editing, click on the ‘Category’ title (reference figure 4-8) .

Enrollment

eoaam summare  HOUSEhOl Transactions Summary

Program Search

Transactions Program Mame: LCHHS-E2C2-LAN-EECC
HH Sumrmary T z
Client Summar HH Enrollment Date: 03-01-2008 Program Enrollment Summary
Status Client Enrolled Ended
Assessments {click client to view enrollment summary)
E;’;":’\FU date STEVE ESTES 03-01-2008

ELIZABETH ESTES 03-01-2008

I & R Transactions (click category to edit)
StartfReceived

Category Date (mm-dd-yyyy)
Case Management 03-01-2008

|_ =] I | bdd TRR Transaction

Kit Components {click component name to edit)

Received Units Installed Units Total Total Deem
Component MName Date Recvd Date Instld Cost Deem Label
1] 1] 1] 1]

New Transaction I

Service Transactions (click service name to edit)
Start End # of
Service Name Intake Worker Date Date Units

| =
Figure 4-8: Household Transactions Summary with | & R Category/Date menu.

Mew Transacton
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3. The “Edit’ screen allows the intake worker to make the appropriate changes. Changes can
include the type of services by using the drop-down menu and the date can be manually
changed. Click the ‘Save’ button. If needed, the program can be deleted from the HH
information by clicking on the ‘Delete’ button (reference figure 4-9).

Enrollment
Prograrm Surnrmary
Program Search

Transactions
HH Surmmary
Client Summary

Program Enrollment IR Edit

I&R Transaction Details:

IR Service: ICase Managerment ;I <+ DrOp-dOWﬂ menu

IR Date: I—
03-01-2005
(mr-dd-yyyy)

Figure 4-9: Program Enrollment IR Edit screen

4. Use the ‘Household View’ screen to add other transactions to an open enrollment. Click on
the ‘Programs Enrolled’ link to access ‘Household Transactions Summary’. Click on the
‘Category’ drop-down menu (reference figure 4-9A).

Client
Search
View
New
Edit

Residence
Yiew

Hew

Edit

Household
Wiew

Mail/Ph Update

Move

Client to HH

HH to Residence
Merge HH

Household View aged
Household - Click S3N/SYSID will open the Client Yiew Screen. Benefits (Get Code Key)

HH Members Race Services and Benefits

R SSMNFSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
T SSTEVEO43049 STEVE ESTES M 55 N N N M Y MHE 5 N N N N N Y

[Tl SELIZE121055  ELIZABETH ESTES F 52 N N M N Y MNHE 5 M N M N N N

o remove a client: Choose from R column, scroll down to click button,
PFrograms Enrolled

Name ntry Date Exit Date
EzC2 03-01-2008

Mew Enrollment |

Lieap/OEA Energy Payments

Name Amount Chk No. Chk Date Auth # Type Status
Client - ¥endor (Vendors in red are expired) Household Summary
EfR ¥endor Type Pri Acct# NamefAcct TotalIncone $0.00
MNew Yendor I

address % of Poverty 0%
T U Address Total # of Persons z
M 396 M FREE SPIRIT AVE

EUGENE, OR 97401 HH Type =l
Phones Household Subsidized r
T U Number Client Name
H (541) 779-1234 STEMEESTES Eeriden e stbedned u
H (541) 779-1234 ELIZABETH ESTES

Make any changes to HH Surmmary?
Sawe Changes

Figure 4-9A: Household View, Programs Enrolled to add | & R Transactions Categories.
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5. Using the “Household Transaction Summary’ screen; under ‘I & R Transactions, use the
drop-down menu to select the appropriate category for the HH. Enter the ‘Start/Received’
date. Click on ‘Add | & R Transaction’ button (reference section ‘New Enrollment; Steps 1
and 2). Ensure all household members are enrolled in each category (Reference figure 4-9B).
Note: When the category and start/received date is filled in, the Add I&R Transaction button
will become active.

Enrollment

emasm sunmery FHOUSEhold Transactions Summary

Program Search

Transactions Program Mame: ACCESS-E2C2-EECC
HH Surnrnary i " -
Client Surnmary HH Enrollment Date: 03-01-2008 I Program Enrollment Summary I
Status Client Enrolled Ended
Assessments (click client to view enrollment surnrmary)
Mew/Update
New/lpdate STEVE ESTES 03-01-2008
ELIZABETH ESTES 03-01-2005

I1&R Transaction

I & R Transactions (click category to edit)
Start/Re\eived

mponent name to edit)

Received Units Installed Units Total Total Deem
ay Care Date Recvd Date Instld Cost Deem Label
Education 0 0 0 o
Ermployment
Food lick service name to edit)

HIV/AIDS-related Start End # of
Health Care Intake Worker Date Date Units
Housing/Shelter )
Material Goods Tirmeout
Mental Health Care 19:51
Cther

Cutreach

Personal Enrichment
W Substance Abuse
Ternporary Housing

2 ar higher

Transportation - ——

'Figure 4-9B: Household Transactions Summary, | & R Transactions/Category — add 2" enrollment.

Note: | & R Transactions can be deleted if needed. Click on the specific | & R category to
be deleted, the ‘Program Enrollment IR Edit’ screen will appear (reference figure 4-9C).

Enrollment

eroaem summere - Program Enrollment TR Edit

Program Search

Transactions I&R Transaction Details:
HH Summary
Client Surnmary. IR Service: |Case Management wi
IR Date: I—
03-01-2008
{rm-dd-yyyy)

Figure 4-9C: Program Enrollment IR Edit screen
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To enroll a HH in another program, return to ‘Program Enrollment New’ and repeat the
required steps. The “Household Transaction Summary’ screen displays multiple ‘Programs

Enrolled’ (reference figure 4-10).

Client -
Sarch Household View

iew
HNew Household - Click SSN/SYSID will open the Client View Screen,
Edit HH Members

R SSN/SYSID Name

Residence [Tl SSTEWED43049 STEWE ESTES
Wiew
New [T SELIZE171055 ELIZABETH ESTES
Edit

Active ¥
Benefits (Get Code Key)
Race Services and Benefits
Sex Age AA AS AI NH WH ET LG ED FW FS DS HE HI ¥T

M 58 M M N N Y MNMHE = N N N N N Y

F 5 N W NN Y MNMHE = N M N N N M

Household

To remave a client; Choose from R column, scroll down to click button.
Program™Enrolled

Uie.w Name Entry Date Exit Date
Mail/Ph Update E2c2 03-01-2008
EMEDOT 03-10-2005
Move
Client to HH Mew Enrollrment I

HH tn Besidence

Figure 4-10: Household View with two Programs.

Kit Components

1. Select the appropriate ‘Program Enrolled’ from the ‘Household View’ screen (reference

figure 4-11).

Client .
Search Household View aotive %
iz
Hew Household - Click SSN/SYSID will open the Client View Screen, Benefits (Get Code Key)
Edit HH Members Race Services and Benefits
R SSNSSYSID Name Sex Age AA AS AI NH WH ET LG ED FW FS DS HB HI ¥T
Residence [ SSTEVED4304%9 STEVE ESTES il 58 N M M M Y NHE S N N N N N Y
Miew
Mew [ SELIZE121055 ELIZABETH ESTES F 52 N N MM ¥ NHE S N M N N N N
Edit
To remove a client: Choose from R column, scroll down to click button,
Household
\.-'ie_w Entry Date Exit Date
Mail/Ph Update 03-01-2008
ECCP 2007 03-10-2008
Move
Client to HH Mew Enrollrment |
HH to Residence >
Merge HH Lieap/0OEA Energy Payments
Name Amount Chk No. Chk Date Auth # Type Status
Client - ¥Yendor {VYendors in red are expired) Household Summary
E/R ¥endor Type Pri Acct# NamefAcct Total Income $0.00
Mew Yendor |
T % of Poverty 0%
T U Address Total # of Persons 2
B 396 N FREE SPIRIT AVE
EUGEME, OR 97401 HH Type | =l
Phones Household Subsidized r
T U Number Client Name
H  ({541) 779-1234 STEVE ESTES e irre et e r N
H  ({541) 779-1234 ELIZABETH ESTES
Make any changes to HH Surmmary?
Save Changes

Figure 4-11: Household View — Programs Enrolled screen.
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2. Using the “Household Transactions Summary’ screen, click on the “New Transaction’ button

(figure 4-11A). The “WX Kit New’ screen will appear.

Enrollment -
egem summare - HoUsehold Transactions Summary
Frogram Search

Transactions
HH Surmary
Clignt Surnmary

Program Name: LCHHS-E2C2-LAN-EECC

HH Enrollment Date: 03-01-2008 Program Enrollment Summary

Status Client Enrolled Ended
Assessments (click client to view enrollment surnmary )
Mew/Update
e e STEVE ESTES 03-01-2008
ELIZARETH ESTES 03-01-2008

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

Category Date {(mm-dd-yyyy)
Case Managerment 03-01-2008
| B3| I | Lddl TR Transaction

Kit Components (click component name to edit)

Received Units Installed Units Total Total Deem
Compo ame Date Recvd Date Instld Cost Deem Label
1] 1] 1] 1]
Mew Transaction |
Service Transactions {click service name to edit)
Start End # of
Service Name Intake Worker Date Date Units

I =l T Tiran s actian I

Figure 4-11A: Household Transactions Summary — New Transaction screen.

3. The “WX Kit New” screen allows the intake worker/user to enter the number of units of each
kit component, number of units installed and date received by the client. When complete
issuing the kit components, click the *‘Save’ button. The Household Transaction Summary

screen will re-appear (reference figure 4-11B).

Note: Every ‘New Transaction” WX Kit provided to a household should be entered into the

database for tracking purposes.

Do to the size of the “WX Kit New’ screen; it is on the following page by itself to

demonstrate all the components and the ‘Save’ button.
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Enrollment
Prograrm Summary.
Program Search

WX Kit New

Transactions Material Units Received Units Installed Cost Total Deemn Total

HH Summary Component Received Date Installed Date per Unit Cost Sorm Deemn

Client Summary. Saving
AERATOR [t I[oz-o1-zons| | | $1.87 $1.87 35 KWwH
AC BARRIER I [ I | $0.29 0 KwH
STRIKER PLATES- ] ]
ADIUSTABLE | I $Ligs i ot
AIR FILTER AL&RMS | [ I | $1.25 23 KuH
AIR FILTERS I | I | $1.25 0 KirH
CAULK GUN I [ | | $5.00 0 KH
CFL 20w [f |[oz-or-zons| | | $2.00 $12.00 71 KWH
CO DETECTORS I [ I | $37.00 0 KwH
B%gg{gbﬁmp I | [ [ $5.15 30 KWH
DOOR SWEEPS e I[oz-oi-zons| | | $18.60 $37.20 0 KwH
DOOR THRESHOLDS | | I | $5.00 0 KirH
FIREPLACE PLUG I [ | | $8.00 0 KuH
T | ] 00 o ko
RERIOERRTOR [t I[osotzana] [ ] $3.99 $3.99 25 KWwH
CANIETERS (- (-] o s
}(—I(.:QELPS;EKTENDERS i i $0.20 o i
o -l foso ok
HOUSE
TEMFERATURE I [ | | $1.69 22 KurH
MAGNET
AERATOR-KITCHEN [t Toz-oi-zooa T I $2.20 $2.20 41 KWH
;‘;:EJ;STILICONE ] [l $24.00 0 KWH
L I foso o
EEIC?"::VERHEAD-LOW il il 46,25 e
MIGHT LIGHT-LUM | | | | $3.00 0 KWH
wioow crame || L0 $1.00 i
OUTLET CAPS I | I | $0.75 0 KwH
OUTLET SWITCH I il ¢1.50 % P
SEALS ;
IPI\{IIE:EHWRAP—HALF I i £0.25 & i
IPI\I‘IIE:EHWRAP-SM I |l $0.38 = o
SRS [ ] ] $65.00 o KwH
STORM MINDOWES [ ] ] $100.00 0 KwH
STORM MINDOWS ] I $100.00 0 KwH
PLASTIC TIES I | I | $12.36 0 KWH
PULLEY PLUGS | | | [ $27.50 0 KWH
SASH LOCK SHIMS | | | | $14.15 0 KWH
SHOWERBLDEX ] I $0.92 120 KWH
AR COOLER I [l $13.40 0 KwH
SRR [ ] ] $16.60 o KwH
gvgay;é:oomn ] I $36.30 0 KWH
sy | I 100 o
MASTIC | I | $36.00 0 K
VRLEK VI | (- 2 ok
WATER HEATER
el | | [ $14.00 0 KWH
WEATHERSTRIPPING | I | $51.00 0 KWH

Total $57.35 o

Figure 4-11B: WX Kit New
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3. The “‘Household Transactions Summary’ screen will re-appear with the WX Kit Components
displayed. Using this screen, the intake worker/user should confirm the information prior to
proceeding (reference figure 4-11C).

Enrollment
Prograr Surmmary
Frogram Search

Transactions
HH Surnrary
Client Summary

Program Name:

HH Enrollment Date: 03-01-2008

Category
Case Management

—

Mew Transaction |

Household Transactions Summary

LCHHS-EZCZ-LAN-EECC

Frograrn Enrollment Summary

Status Client Enrolled Ended
Assessments (click client to view enrollment summary)
New/lpdate STEVE ESTES 03-01-2008

ELIZABETH ESTES 03-01-2008

I & R Transactions (click category to edit)

Start/Received
Date (mm-dd-yyyy)

03-01-2008

—

S TER Transaction

Kit Components {click component name to edit)
Received

Units Installed Units Total Total

Deem

Component Name Date Recvd Date Instld Cost Deem Label

AERATOR 03-01-20058 1 $1.67 K H

AERATOR-KITCHEN 03-01-20058 1 $2.29 K H

CFL 200 03-01-2008 & $1z2.00 K H

DoOR SWEEPS 03-01-2008 2 $37.20 K H

% 03-01-2008 1 $3.99 P
11 null $57.35 null

Figure 4-11C: Household Transaction Summary w/Kit Components screen.

Service Transactions

Service transactions are used to document how services were provided, whether the service was
in home visit by the case manager, office visit, via telephone, etc.

1. Using the “‘Housing Transactions Summary’ screen, under the ‘Service Transactions’ section,
using the drop-down menu, select the “‘Service Name’ and click the ‘New Transaction’

button. (reference figure 4-12A).

Transactions
HH Surmmary
Client Summmary

Program Name:

HH Enrollment Date: 03-01-2008

Status Client

Assessments (click client to view enrollment surnrnary)
HNew/Update

peidiediae STEVE ESTES

View

ELIZABETH ESTES

03-01-2005

IN HOME WISIT CM
IN HOME WISIT EE
IN OFFICE VISIT
IN OFFICE WISIT EE
LIFELINE BUDGET ED

MAIL OUT

TELEPHOME CaALL
WORKSHOP LARGE GROLUP
WORKSHOP SMALL GROUP
WX ALDIT

LCHHS-EZCZ-LAM-

EECC

P‘rugram Ehruliment Summary I

Enrolled Ended

03-01-2008
03-01-z008

I & R Transactions (click category to edit)

Start/Received

Category Date {(mm-dd-¥¥¥¥)
Case Managerment 03-01-2008
I vl A ddl TR Transaction I
Kit Components (click cormponent narme to edit)

Received Units Installed Units Total Total Deem
Component Name Date Recwd Date Instld Cost Deem Label
AERATOR 03-01-z008 1 $1.87 K H

$2.20

1
&
z
1

e to edit)
Start

Intake Worker Date

e Tnansacticn I
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Figure 4-12: Service Transaction section — services selection drop-down menu

Transactions Program Mame: LCHHS-E2C2-LAN-EECC
HH Sumrnary —
Client Surnmary HH Enrollment Date: 03-01-2008 Pragram Enrollment Summary
Status Client Enrolled Ended
Assessments iclick client to view enrollment surmrmary)
Mew/Update
ﬁ?e":vu oy STEVE ESTES 03-01-2008

ELIZABETH ESTES 03-01-2008

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

Category Date {(mm-dd-yyyy)
Case Management 03-01-2008
| =l I &dd T8R Transaction
Kit Components (click component name to edit)

Received Units Installed Units Total Total Deem
Component Name Date Recvd Date Instld Cost Deem Label
AERATOR 03-01-z2008 1 $1.57 KW H
AERATOR-KITCHEN 03-01-20058 1 $2.29 KwWH
CFL 20 03-01-20058 6 $1z.00 KwWH
DOOR SWEEPS 03-01-2008 2 $37.20 K WwH
REFRIGERATOR _01-
THERMOMETER 03-01-2005 1 $3.99 KWH

1 null $57.35 null

MNew Transaction

1
Service Transactions {click service name to edit)
Start End # of
Service L3 ITrake Worker Date Date Units
|IN HOME VISIT CM :I Mew Transaction |

Figure 4-12A: Services Transactions — services selected, New Transaction screen.

2. The “Services Transaction New’ screen will appear.

Service Transaction New

1. Using the ‘Service Transaction New’ screen, select the clients that will be participating in the
service provided. The ‘Applicant” is identified with the round radio button ‘App’ and other
household members/clients who participate in the service are identified with the box checked

in the *‘C’ column (reference figure 4-12B).

Enrollment

Frogram summary.  EIVICE ] ransaction New

Program Search

Transactions APC Service: Case Management-IN HOME VISIT CM
HH Summary
Client Surnrmary

M rzapemeste  APplicant identifiers

Service Details:

Start Date:

End Drate: I
Intake Worker: ISB &

Dollar Walue: $0.00

# of Units:

Grant Amount

Save

Figure 4-12B: Services Transaction New screen.

2. Enter the start date, end date, and number of units provided. The “# of Units’ should
normally be “1’ to represent one activity. In this case, the HH received on unit of service

with WX Kit components. Click the ‘Save’ button (reference figure 4-12B).
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3. The *Household Transactions Summary’ screen will re-appear showing ‘Kit Components’

and ‘Service Transactions’ information (reference figure 4-12C).

Enrollment

eoaam sunmere - F]OUSEhold Transactions Summary

Program Search

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

Category Date (mm-dd-yyyy)
Case Management 03-01-2008

I = I fidd TEH Trapsaction ]

Kit Components {clig component name to edit)
Received Units Installed Units Total Total

Component Name Date Recvd Date Instld Cost Deem
AERATOR 03-01-2005 1 $1.57
AERATOR-KITCHEM 03-01-2008 1 $2.29
CFL 20 03-01-2005 6 $12.00
DOOR SWEEPS 03-01-z008 2 $37.20
% 03-01-2008 1 $3.99

11 null $57.35 null

Mew Transaction I

Service Transactions {click service name to edit)

Start End
ervice Name Intake Worker Date Date
N HOME WISIT CM SB 03-10-2008

MEew Transaction |

Transactions Program Name: LCHHS-E2C2-LAN-EECC
HH Surrnary .
Client Surnrmary HH Enrollment Date: 03-01-2008 | Program Enrollment Surnmary
Status Client Enrolled Ended
Assessments {click client to view enrollment sumrmary)
Mew/Update
s = STEVE ESTES 03-01-2008
ELIZABETH ESTES 03-01-2008

Deem
Label

KniH
KiiH
KniH
KniH

KniH

# of
Units

Figure 4-12C: Household Transactions Summary with services screen.

4.
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If a “Service Transaction’ has been previously activated, enter the amount to be allocated to
any of the grant(s) that are associated with the service at the bottom of the screen. The dollar
value needs to be allocated to the grants available and a zero balance needs to be displayed
before the information can be saved. (This function has not been activated at time of

rollout of this module.)
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Service Transaction Edit

1. Using the ‘Household Transactions Summary’, click on the desired ‘Service Name’ that
needs to be edited (reference figure 5-12C, above). The “Service Transaction Edit’ screen
will open. This screen allows dates, number of units and the intake worker initials to be
edited. ‘Service Transactions’ can also be ‘Deleted’ in this screen (reference figure 4-12D).

Enrollment

Progrsm summare  SETVICE T ransaction Edit

Program Search

Transactions APC Service: Case Management-IN HOME VISIT CM
HH Sumnmary
Client Sumrmar Applicant: STEWE ESTES
Service Details:
Start Date: IDS—lD_-2DDS End Date: I

# of Units: Il IN HOME WISIT Intake Worker: ISB *

Valuefunit:  $0.00 Dollar Walue: $0.00

Grant Amount

Sa\-'e-l Deiete |

~—_____—

Figure 4-12D: Service Transaction Edit screen.

2. Click on the ‘Save’ button when done making changes. The “Household Transactions
Summary’ screen will reappear.

Case Plan

The following steps will cover case management features of a program enrollment which include
a case plan, action plans, action steps, case notes, and a tickler alert reminder system for assisting
an agency to manage their client’s progress through the case management process.

IMPORTANT NOTICE: During the construction of this module, there was a very clear aspect
on the design which is the case management component holds a different security classification
than other modules.

Case workers who create ‘Case Plans’ are the owners of each ‘Case Plan’. These intake workers
have control of who can access and to what level of access for each case plan implemented.
Case workers can create co-owners and they can pass the ownership to another person. The
agency management, directors or OPUS administrators do not have access unless they are
designated to be co-owners. OHCS staff can not view ‘Case Plans’ at any level unless the case
worker grants such access.

Therefore, hotlinks can not be created to ‘Case Plans’ from the “Household Transaction
Summary’.

A case plan can have several components within it’s self and is the main source of holding a
client’s program information, known as the “gate keeper”. A case plan can consist of but not
limited to: action plans, action steps, case notes and tickler alerts. Each agency can decide how
much of a case plan should be included and it could depend on the goals set forth for each
household an agency works with.
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Case Plan New

Setup:

1. Using the “‘Household Transaction Summary’ screen, click the ‘Program Enrollment

Summary’ button (reference figure 4-13).

Enrollment

emaem summers - HHOUSEhOId Transactions Summary

Program Search

Status Client Enrolled n
Assessments {click client to view enrollment summary)
E;’;":’\FU dos STEVE ESTES 03-01-2008

ELIZABETH ESTES 03-01-z008

I & R Transactions (click category to edit)
StartfReceived

Category Date (mm-dd-yyyy)
Case Management 03-01-2008

Transactions Program Mame: LCHHS-E2C2-LAN-EECC
HH Summary . .
Client Summary HH Enrollment Date: 03-01-2008 w |

e

=l I | ol TR Transaction

Kit Components {click component name to edit)

Received Units Installed Units Total Total Deem
Component MName Date Recvd Date Instld Cost Deem Label
1] 1] 1] 1]
MNew Transaction I
Service Transactions (click service name to edit)
Start End # of
Service Name Intake Worker Date Date Units
| ;l e Tr:’ansaétion |
Figure 4-13: Household Transactions Summary — Program Enrollment Summary screen

2. The ‘Program Enrollment Summary’ screen will appear. To initiate a case plan, click on the

‘New Case Plan’ button (reference figure 4-13A).

Enrollment
program summary  Program Enrollment Summary
Frogram Search

Program Name: LCHHS-E2C2-LAN-EECC
Transactions Enrollment Date: 03-01-2008
HH Summary

Client Surnrmary m : .
Client's name = Client Transaction Summary Screen

Status Enrolled Date = Program Enrollment Edit Screen

Assessments End Date = Program Exit Edit Screen

MNew/Update Program Program

Wiew Client Enrolled Date End Date
STEVE:ESTES 03-01-2008
ELIZABETH ESTES 03-01-2008 Exit

Case Plans

Flan View Screen

Case Plan Num

Mew Case Plan |

Status Open Date

Close Date

Figure 4-13A: Program Enrollment Summary — Case Plans screen
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3. The “Case Plan New’ screen will appear. Complete all required information. Select the
appropriate client(s) to be enrolled in the case plan and enter the entry date. Leaving the
‘Case Plan #’ blank will allow the database to create an auto-generated case plan number
(reference figure 4-14). Items with a red asterisk “*” are required fields.

Case Plan
Search

Case Plan New

Caseworker SBOWSER

Case Plan #
Open Date

Projected Close Date

Name (Agency)

[0 ANMBROWN (OHCS)
[ BRANDOM STOMIER (OHCS)

[ BREWT HOLMES {OHCS)

tagts (At least one client must be selected to create a new Case Plan)

I Lezwing this blank will use auto-generated Case Plan #
I_DS-Dl-ZDDS e, MM-DD-77T *
IDS-Dl-ZDDg ie, MM-DD-77T *

Clients

Entry Date *
IDS-Dl-ZDDS
IDS-Dl-ZDDS

Caseworker(s)

Added Date * Privilege *

| |N0rma| =l

Figure 4-14: Case Plan New screen.

4. Additional agency case workers that are involved with the client can be added to a client’s
case plan by choosing the appropriate name(s) in the ‘Caseworker(s)’. Case workers can be
issued ‘Normal’ or *View only’ permissions to the file by selecting the appropriate privilege

(reference figure 4-14).
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Case Plan View

The “Case Plan View’ screen provides an overview of all the clients enrolled in the case plan, the
case workers assigned to work on it and their privilege level such as owner, normal or view only

access.

Case plans can be edited, closed or items added. To edit a case plan, click on “Edit Case
Plan’ button (reference figure 4-14A).

Case Plan

CW Ticklers
Miew

Case Notes
Summary.

Case Plan View

Case Plan #
Open Date
Projected Close Date

Closed Date

Case Plan Status

Name

LCHHS-E2C2-LAN-EECC

Clients
ELIZABETH ESTES
STEWE ESTES

Name

SHARON BOWSER

Category

Case Notes

4443

03-01-2008

03-01-2009

OPEN

Program Enrollment (s)

Entry Date
03-01-2008
03-01-2005

Agency
OHCS

Title

Added Date

03-01-2008

Client {s)
Exit Date

Caseworker (s)

Privilege

CWNER

Action Plan (s)

Added Date
03-01-2005

Edit Case Plan >
Close Case Plan

Expired Date Status
ACTIVE
Add

Status
EMROLLED
EMROLLED

Expired
Date Status

ACTIVE
Add

Status

[Housing Situation

OPEN {0}, PRIVATE (D)

=] dd

View/add Case Notes I

Figure 4-14A: Case Plan View screen.

The *Case Plan Edit’” screen will appear. Change or correct the appropriate information and

click ‘Save Changes’ button (reference figure 4-14B).

Case Plan
Search
Miew

CW Ticklers
Miew

Case Motes
Summary

Case Plan Edit

Case Plan #

Open Date

Projected Close Date
Closed Date

Status

faas 1«
[03-01-2008 |ie. Mm-DD-vrry
[03-01-2009  |ie. Mm-DD-virry
[ Tlie mm-bp-rrry

IOpen vl*

Cancel I Save Changes
C—————

Figure 4-14B: Case Plan Edit screen.
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Action plans are a part of case plans. Action plans are steps in developing a plan that works
towards a specific goal for a household such as assisting the client(s) with classes, finding
employment, transportation, etc. Before an ‘Action Plan’ is developed it is important to
know where or what the household status is. A status assessment is needed and is an
important part of analyzing where to start with a client and where the goal completion would
end, giving a client or household a goal to work towards.

Action Plan(s) are located at the bottom of the *Case Plan View’. Using the drop-down
menu, an intake worker would choose the category appropriate for the client and/or
household composition. When the category is chosen, the case plan notes would build off
the specific category. The intake worker would document the plan and steps desired for a
client and/or household to complete their goal (reference figure 4-14C).

Developing an “‘Action Plan” will be discussed later in this chapter.

Case Plan -
Search Case Plan View
iew

Edit Case Plan # 4443

Close

Add PE

add Client Open Date 03-01-2008

Add CW .

= Projected Close Date 03-01-2009

CW Ticklers

View Closed Date

Case Notes

Surnrmary Case Plan Status OPEN
Name
LCHHS-E2C2-LAM-EECC
Clients Entry Date
ELIZABETH ESTES 03-01-2008
STEWVE ESTES 03-01-2008
Name Agency
SHAROMN BOWSER OHCE

Category Title

Program Enrollment {s)

Caseworker {(5)

Action Plan (s}

Added Da
03-01-200§

Client {s)
Exit Date

Privilege Adde

OWNER 03-01-

Housin,

Mutrition
Mutrition kKnowledge
Food Preparation
Transportation
Drivers License
Zar Insurance
Energy

Energy Payment History
Energy Assistance History
Energy Usage

Energy Impact on Household
Energy Education

Employment

Employment skills

Job Retention

Income

Money Management

Planning & Savings

Taxes

Credit

Adult Education

Fluency in English

Health Insurance

Health Care Provider

Medical Services

Dental Services

Mental Health

Prescription

Medical Condition i

Housing Situation

Edit Case Plan
atio al

Figure 4-14C: Case Plan View — Action Plan screen.
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To close a case plan, click on the “‘Close Case Plan’ button (reference figure 4-14C). The
‘Case Plan Close’ screen will appear. Complete the close date and click the “‘Close’ button
(reference figure 4-14D).

Case Plan

Case Motes
Surmmary

Search Case Plan Close
CW Ticklers
Migw Case Plan # 4443

Action Steps

Mumber of Planned Action Steps:

Mumber of Open Action Steps: o
Action Plans

Mumber of Open Action Plans o
Case Plan

Case Plan Close Date

[ ie. MMADDATYYY *
ICIose 'l

Case Plan Status

Can.c'el.

—

Figure 4-14D: Case Plan Close screen.

Using the ‘Case Plan View’ screen, to add case notes (reference figure 4-14E), click the
“View/Add Case Notes’ button. The *Case Notes New’ screen will appear. Enter the date
and appropriate comments pertaining to the client(s) and what progress, if any, towards the

goal set.
Action Plan (s)
Category Title Status
|H0usmg Situation LI Addl
Case Motes OPEM (1), PRIVATE {0} iew/hdd Case Motes I
\/

Figure 4-14E: Case Plan View ‘View/Add Case Notes’ partial screen

NOTE: It is recommended to add the intake workers initials at the end of each comment(s)
annotated. This would help another case worker by knowing who created the comments for
current intake workers or previous intake workers having contact with the client(s) (reference

figure 4-14F).

Case Plan

Search
Miew

Action Plan
Wiew

CW Ticklers
Miew

Case Notes
Summary

Case Notes New

Case Plan #

4443

Case Worker SHARON BOWSER

Motes Date:

Motes:

Set Notes
Security:

|03-20-2008 ie. MM/DDATT *

Annotate actions/communications taken with the client{s) about their case
plan and progress, actions taken to better the client{s)/household. End with
case worker's initials,

Enter comments/actions/communications taken.
Closed by intake worker’s initials.

1825 characters left {spaces count)

|Open vl *

Y

LI*

Figure 4-14F: Case Notes New screen.
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The “Case Plan View’ screen will re-appear. It is recommended the intake worker would
confirm the accuracy of the client’s information: active clients, programs enrolled, caseworker,
action plan, and the number of case notes (reference figure 4-14G).

Category

Case Motes

Program Enrollment (s)

Case Plan -
Scarch Case Plan View
iew

Edit Case Plan # 4443

Close

Add PE

add Client Open Date 03-01-z008

fdd f Projected Close Date 03-01-2009

CW Ticklers

View Closed Date

Case Notes

Surnmary Case Plan Status QPEN
Name
LCHHS-E2C2-LAN-EECC
Clients Entry Date
ELIZARBETH ESTES 03-01-2008
STEVE ESTES 03-01-2008
Name Agency
SHARGH BOWSER COHCS

Title

Added Date
03-01-2005

Client {s)
Exit Date

Caseworker (s)

Privilege

OWNER

Action Plan (s)

Added Date

03-01-2008

Edit Case Plan

Close Case Plan

Expired Date Status
ACTIVE
Add

Status
EMROLLED
EMROLLED

Add

Expired
Date Status

ACTIVE
Add

Status

I Housing Situation

OPEN (1), PRIVATE (0)

2 JEE

View/hdd Case Notes I

Figure 4-14G: Case Plan View screen

Note: ‘Case Plans’, ‘Assessments’ and ‘Action Plans’ can not be deleted, only edited or

closed.
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Status Assessment

Clients are given an initial assessment as a part of a case plan to indicate their needs and to
develop a case plan. Clients are assessed by using a number of indicators from housing and food
access, energy, etc.

1. Using the ‘Household Transactions Summary’ or ‘Program Enrollment Summary’ screen, go
to the “Top Nav Bar’ and scroll the mouse over ‘Program’ then go to ‘Enrollment’ then scroll
down to and click on ‘Summary’. Another route to get to the assessments is using the ‘Left
Nav Bar, under ‘Enrollment’, click on ‘Program Summary’. The ‘Program Enrollment
Summary’ screen will appear. In the ‘Left Nav Bar’, under ‘Status Assessments’, click on
‘New/Update’ (reference figure 4-15).

o l l — HOME | Log Out
T OP S Agency: OHCS leihil e e o

E_——:—-—r—_-._—t EZ‘C', Client | Program | ©Case Mgmt | Fiscal | Management | Reports | Help

Enrollment Search

Version 2.7.6T

-

Go To Me

rollment

= Al
Eroasm summare ) Household Transactions S sumrnary )
) ram Search
Transactions Program Name: LCHHS-EZC2-LAN-EECC
HH Summary

Client Surnrnary HH Enrollment Date: 03-01-2005

Status Client Enrolled Ended
Assessments {click client to wiew enrollment summmary)
b i STEWE ESTES 03-01-200%

ELIZABETH ESTES 03-01-20058

Figure 4-15: Navigation Menus. Main Menu or Left Nav Bar screen.

The “‘Quick’ assessment is a condensed version of the ‘Comprehensive’ assessment and is good
to use as a screening tool to help decide whether a client’s needs can be served by either ‘Level
2’ or “‘Level 3’ case management services.

To decide which level a client(s) belongs to refer to the “E2C2 Stability Services and Data Entry
Standards” (reference figure 4-15A, next page).
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Figure 4-15A: E2C2 Stability Services and Data Entry Standards.
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Status Assessment New/Edit

2. The household is analyzed for an initial assessment that can be reviewed later for a
comparison of when the clients came into the program versus the assessment when clients
exit the program. The *Status Assessment New/Edit’ screen will appear. Complete all the
pertinent information either by manual entry or by using the drop-down menus.

Figure 4-15B is a ‘Quick’ assessment which is a condensed version of the ‘Comprehensive’
assessment. Click the ‘Save’ button when completed (reference figure 4-15B).

Enrollment -
poasm summeny. Status Assessment New/Edit
Program Search
Program
Transactions Client
HH Sumrnary Assessment Ty
Client & s
Lot Dl Assessment Date  [U3=01-2008
Status Assessed By ISB
Assessments
Mew/Update Household Members
View
¥ apply Assessmment To All HH Members (Mew Assessrments Only)
I jv
Housing Status
Housing Situation I Ll
MNutrition Status
Nutrition I ;I
Transportation Status
Transpartation | LI
Energy Status
Energy | =l
Employment Status
Ernployment I ;I
Income Status
Income I A
Adult Education Status
Adult Education | LI
Health Status
Health Insurance I LI
child Care Status
Child Care I ;I

Figure 4-15B: Status Assessment New/Edit screen.

By clicking on *Change to Comprehensive’ link, there is a ‘Status Assessment New/Edit’
long version which captures more information.

3. The second assessment is a ‘Comprehensive’ assessment. Either assessment is good to use
as a screening tool to help decide whether a household’s needs can be served by either level
two or level three case management services (reference figure 4-15B). Click the ‘Save’
button when completed (reference figure 4-15C, next page).

82 E2C2 User Manual, Section 4 Program Enrollment Created 05/23/2008



Enrollment
Program Summary
Program Search

Transactions
HH Summary
Client Summary

Status
Assessments
Mew/Update
Wiew

Status Assessment New/Edit

Program

Client STEWE ESTES
Assessment Type Change to Guick fCOMPREHENSIVE
Assessment Date I

Household Members

Assessed By

[ Apply Assessment To All HH Mermbers (Mew Assessmments Only)

I j'
Housing Status
Hausing I ll

Situation

Mutrition Status
Nutrition I =1
Nutrition I =
Knowledge

Food I =

Preparation

Transportation Status

Transpurtationl LI

Drivers I LI

License
Car Insurance I LI

Energy Status

Energy I ;I

Energy
Payment I ;I
History

Energy
Assistance I LI
Histary

Energy Usage | LI
Energy
Impact on | ;l
Household

Energy I LI

Education

Employment Status

Employment I x

Ernpl t
Sln(ﬂiﬁsoymen I Ll

Job Retention | =l

Income Status

Income I LI
Money
Management I ;I

Planning & =
Savings I ;I

Taxes

I
Credit | =]

Adult Education Status

Adult I =

Education

Fluency in
English I LI

Health Status

Health
Insurance
Health Care
Provider

=

This screen shot indicates
every thing included on a
comprehensive
assessment. All screen
shots were captured to
show the ‘save’ button at
the bottom as well.

Medical
Services

I
[
|
Dental I =
I
|
|
I

Services

Mental Health

Prescription

Medical
Condition

Substance
Abuse

child care Status
Child Care I =l

Figure 4-15C: Status Assessment New/Edit Comprehensive screen.
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Status Assessment View

5. The *Status Assessment View’ screen will appear after completion of each assessment
(reference figure 4-15D).

Enrollment
Program Surnrmary
Prograrm Search

Tr: ¥
HH Surmrnary
Client Summary

£

Status
Assessments

Mew/pdate
Wiew

Status Assessment View

Program

Client

STEVE ESTES

Housing Status

Housing Situation

05-01-20085 Eviction Motice / Evicted
Nutrition Status
Nutrition
03-01-2008 Frequently runs out of food and must seek emergency assistance

Transportation Status

Transportation

03-01-2005 Mot Applicable

Energy Status
Energy
03-01-2008 Energy service is stable; bills are up to date

Employment Status

Employment
03-01-Z008 Part time partial benefits

Income Status
Income
05-01-Z008 Income is not always sufficient for basic needs

Adult Education Status

Adult Education
03-01-2008 High School Graduate/GED

Health Status

Health Insurance
03-01-Z008 Has partial health insurance coverage

child Ccare Status

Child Care
05-01-Z008 Mot Applicable

Status Assessment History Report I
Status Assessment Snapshot Report * 2,0, MMDDY Y
[ e

6.

84

At the bottom of the ‘Status Assessment View’ screen are two buttons.

Figure 4-15D: Status Assessment View screen

1: “Status Assessment History Report’” which will provide a printable report that shows the
selected assessment indicators including any changes made since the initial assessment.

2: “‘Status Assessment Snapshot Report’, which allows the intake worker to enter a specific
date. The report will show the status of the client’s assessment as of the specific selected
date (reference figure 4-15D).

Before exiting a client from case management, the ‘Comprehensive Assessment’ must be

updated to reflect the status in each sub-category at the point of exiting.
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8. Using the ‘Left Nav Bar’, under ‘Enrollment’, click the ‘Program Summary’ link to return to
‘Program Enrollment Summary’, *‘Case Plan’ (reference figure 5-15D, previous page).
Under Case Plans, the intake worker can select a previously created case plan or select a new
case plan (reference figure 4-16).

Enrollment
FProgram Surnmary
Program Search

Transactions
HH Surnrnary
Client Surnrmary

Status
Assessments

Mew/Update

Miew

Program Enrollment Summary

Program Name: LCHHS-EZCZ2-LAMN-EECC
Enrollment Date: 03-01-2008

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

Program

Client Enrolled Date
STEME'ESTES 03-01-2008
ELIZABETH ESTES 03-01-2008
Case Plans

Case Plan Mum= Case Plan View Screen

Case Plan Num Status

4443 OPEM

E OPEM

Program
End Date

Exit

Open Date Close Date
03-01-2005

03-01-2008

Figure 4-16: Program EnToftment Summary — Case Plan screen.
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Action Plan

Once the Case plan has been started, an action plan is created. An ‘Action Plan’ may include
action steps that outline the expectations that a client and case manager would set to help a client
or household achieve their goal(s) in the respective categories. Multiple action plans may be
created.

1. Using the ‘Case Plan View’ screen, at the bottom, is the ‘Action Plan’ section. Select the
appropriate category then click the ‘Add’ button to begin a new action plan (reference
figure 4-16A).

Case Notes e Hlanliis: e Edit Case Flan
ase Plan Status
Surnrmar i e

[

Mutrition

Mutrition Knowledge
Name Added DaFood Preparation
Transportation
LCHHS-E2C2-LAN-EECC 03-01-2008Drivers License
Car Insurance .
Energy Add
Energy Payment History
Client {s} Energy Assistance History
Energy Usage

Clients Entry Date Exit Date Energy Impact on Household
Energy Education
Employment

STEVE ESTES 03-01-2008 Eriployriiert:skills

Job Retention

Income add
Money Management
Planning & Savings
Taxes

Credit

Program Enrollment {s)

ELIZABETH ESTES 03-01-2008

Caseworker {s)

Name Agency Privilege Adde{adult Education s
Fluency in English
SHARON BOWSER oHCS OWMER  03-01-JHealth Insurance vE

Health Care Provider
Medical Services
Dental Services

Action Plan (s} Mental Health
s Prescription
Lateooty e Medical Condition =
Housing Situation =l P.ddl
Case Notes OQOPEN {03, PRIVATE {0} View/add Case Notes |

Figure 4-16A: Case Plan View screen

Note: ‘Action Plan Category’ items can be used more than once.

Action Plan New

1. Reference figure 4-16B, using the ‘Action Plan New’ screen, the ‘Entry Level’ is the
assessment indicator selected at the point of entry into case management. The ‘Target Goal’
must be higher than the ‘Entry Level’ and represents the target for achievement for this
action plan.

2. The ‘Open Date’ is when the action plan was started. The ‘Projected Close Date’ is the target
date the intake worker and client sets to achieve the target goal. A ‘Date Tickler’ is selected
if the intake worker would like to be reminded by OPUS when the ‘Projected Close Date’ is
approaching.
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3. Select the client(s) who will be associated with the action plan then click the “‘Save’ button.

All fields marked with a red asterisk “*’ are required.

4. The intake worker would enter all the pertinent information. If the intake worker wants to
create a reminder, click on the box ‘Create Projected Completion Date Tickler’. Click on the
‘Save’ button when the information is completed.

Case Plan -
Search Action Plan New
CW Ticklers
WMigw Goal Category Employment Skills
Ehfeiintes Areanplan [10B RESUME AND INTERVIEW SKILLS, BETTER 10B
Entry Level |Limited basic or marketable skills ‘_'J i
Target Goal |Rec_:eived training program certificate or diploma ;_‘l *
Open Date |03-15-2008 e, MMADD T
[05-01-za08 ie. MM/DDATTT *
Create Projected Com
Add Client* Entry Date* Last Assessment Level
[T ELIZABETH ESTES [ NO PREVIOUS ASSESSMENTS
¥ STEWE ESTES [03-15-2008 NO PREVIOUS ASSESSMENTS
UnCheck all I Check all I
Cancel |< Sa\ie'i
Figure 4-16B: Action Plan New screen.

Note: Case workers can set an alert tickler for “‘Action Plans’. The “Action Plan New’ screen
has a check box to select if the case worker wants to be reminded about the *Projected Close
Date’.
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Action Plan View

The *Action Plan View’ screen will appear next. The *Action Plan View’ screen provides
several areas to work from. In this screen, the plan can be edited, built upon with action
steps, case notes viewed or created and then eventually closed upon completion. The next
section will provide procedures to create action steps to support an action plan (reference
figure 4-16C).

Case Plan
Search
Migw

Add Client
Add Action Step

CW Ticklers
Migw

Case Notes
Summary

Action Plan View

Goal Category

Action Plan Title

Status
Entry Level

Target Goal

Clients

STEVE ESTES

Action Step Titl

Case Motes

Employment Skills Open Date: 03-15-2008
RESUME, INTERVIEW Projected g
SKILLS, JOB SEEKING Close: 08:01:2008
OPEN Closed Date:

Limited basic or marketable skills

Received training program certificate or diplama

Edit Action Plan I Close Action Plan

Client {s)
Entry Date Exrit Date Status
03-15-2008 EMROCLLED
Add
Action Step (s)
e Status Completion
Add

COPEM (1), PRIVATE (0) View/ddd Case Notes

Figure 4-16C: Action Plan View screen.

Action Steps

1. “Action Steps’ support case plans. Using the ‘Case Plan View, click on the selected
‘Category’ link under the *Action Plan’ (reference figure 4-17).

Case Plan

add Client

CW Ticklers
Wiew

Case MNotes
Summary

Case Plan View

Case Plan # 4443
Open Date 03-01-2008
Projected Close Date 03-01-2009
Closed Date
Edit Case Plan
Case Plan Status OPEN
Close Case Plan
Program Enrollment {s)
Name Added Date Expired Date Status
LCHHS-EZCZ-L AN-EECC 03-01-2005 ACTIVE
Add
Client (s}
Clients Entry Date E=xit Date Status
ELIZABETH ESTES 03-01-2008 EMROLLED
STEVE ESTES 03-01-z008 ENROLLED
Add
Caseworker {s)
Expired
Name Agency Privilege Added Date Date Status
SHAROMN BOWSER OHCS QW MER 03-01-z008 ACTIVE
Add

Action Plan (s)
Category Title Status
f RESUME, INTERWIEW SKILLS, 10B
Ernployrment Skills EEETNG OFEM

—————

Figure 4-17: Case Plan View — Action Plan — Action Category screen.
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Action Step New

2. The “Action Plan View’ screen will appear. In the *Action Step(s)’ category, click the ‘Add’

button (reference figure 4-17A).

Case Plan

Scarch Action Plan View
(=101
Goal Category Ernployment Skills Open Date: 03-15-2008
Action Plan
WView .
. - = RESUME, INTERVIEW Projected g
%se Action Plan Title SKILLS, 10B SEEKING Ciaga: 058-01-2008
Add Client s
2dd Action, Ste Status OPEN Closed Date:
cw Ticklers Entry Level Limited basic or marketable skills
e Target Goal Received training program certificate or diploma
Case Notes ,—I .
Surmmary Edit Action Plan Close Action Plan
Client (s)
Clients Entry Date Exit Date Status
STEVE ESTES 03-15-2008 EMROLLED
Add
Action Step {s)
Action Step Title Status Completion
Case Notes CQPEN (1), PRIVATE (0} View/Add Case Mates I

Figure 4-17: Action Plan View screen.

3. The “Action Step New’ screen will appear. On the ‘Action Step New’ screen, fill in all
pertinent fields (reference figure 4-17A). All fields marked with a red “*” are required.

Case Plan

Search Action Step New

Migw

Action Plan Case Plan # 4443

2, Action Plan Title: RESUME, INTERVIEW SKILLS, JOB SEEKING

CW Ticklers . i

View Action Step Title: IRESUME WRITING CLASS, INTERVIEW SKILLS CLASS| *

IDS_—lS-ZDUS ie. MM/DDA Y ¥

03-24-2005 ie, MM/DODSTY

Case Notes
SUmrmary

Start Date:

Projected End Date: V¥ Create Tickler

Follow-up Date: 04-14-2005 ig, MM/DDATTT ¥ Create Ticklg

Roles: IIearn how to write resumes and to be interviewed
Responsibility: |having a good resume, ready for interviews

Support Services: Ij_ob services trainng

Referral |DHS, lacal college

Cornrnents: 03-15-08: client agrees to attend job services ;I

training and the writing class followed by class time
for how interviews could be conducted and learning
haow to have a positive interview, (Intake worker's
intials.

1789 characters left {spaces count)

Action Step Status: IS lect Stat +I o

B ey

Figure 4-17A: Action Step New screen.
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4. Inthe “‘Action Step New’ screen, the following explains the purpose of each field.
a) Roles further define what the action step is.
b) Responsibility defines what the client has agreed to do to complete the action step.
c) Support Services lists any services the agency may provide to assist the client in
achieving this action step.
d) Referral lists any referrals made to assist the client related to this action step.
e) Comments can be used to further explain the above information or to record information
that may be important to help the client be successful in this action.
f) The Action Step Status is used to identify this step as ‘Open’, meaning the client is
actively working on this step, or ‘Planned’, which means the step is planned for the

future.

Case workers can set an alert tickler for *Action Steps’. The ‘Action Step New’ screen has
two check boxes to select so that a case worker can be reminded to follow up on the
‘Projected End Date’” and/or ‘Follow-up Date’.

Action View

These steps are helpful if/when there are a series of steps that need to be completed
sequentially. Click the *Save’ button and the ‘Action Step View’ screen will appear
(reference figure 4-17B).

Case Plan
Search
Migw

Action Plan
View

Action Step
View

Edit

Close

CW Ticklers
View

Case Notes
Summary

Action Step View

Case Plan #

Action Plan Title:

Action Step Title:

Start Date:

Projected Close
Date:

Follow-up Date:
Roles:
Responsibility:

Support
Services:

Referral

Comments:

Action Step
Status:

Action Step
Completion:

Case Notes

4443
RESUME, INTERWVIEW SKILLS, JOB SEEKING

RESUME WRITING CLASS, INTERWIEW SKILLE CLASE
03-15-2008

03-24-2008

04-14-2008

learn how to write resumes and to be interviewed
having a good resume, ready for interviews

job services trainng

DHS, local college

03-15-08: client agrees to attend job services training and the writing class followed by
class time for how interviews could be conducted and learning how to have a positive
interview, {Intake worker's intials.

PLANMED

Edit Action Step I Close Action Step

OPEM (1), PRIVATE (0} wiew/add Case Notes

Figure 4-17B: Action Step View screen.

If more than one step is needed for the action plan, click the ‘Add’ button again on the
‘Action Plan View’ screen and repeat the steps listed above. Note: Each step should have its
own unique title.
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5. The “Action Step New’ screen will appear. Enter all the pertinent information. All fields
with the red asterisk “*” are required. There is a check box for “Projected End Date” and
‘Follow-up Date’. There is a check box to ‘Create Projected Completion Date Tickler’ for a
case worker to select if a reminder is desired (reference figure 4-17A, page 92).

6. At the bottom of the screen, ‘Case Notes’ can be added explaining specific

instructions/agreement to the action step by clicking the “View/Add Case Notes” button

(reference figure 4-17B). The ‘Case Notes Summary View’ will appear.

Case Worker Tickler System

Case worker ticklers can be created and reviewed, unchecked to be deactivated or deleted. To
create ticklers reference the sections: Action Plans’ and ‘Step Plans’ previously covered

(reference figure 4-18).

Case Plan . .
Search Case Worker Tickler View
12w

Flag Case Plan # Trigger Date Message

Action Plan

View o Projected End Diate for Action Step (RESUME WRITING
4443 H3-24-2008 CLASS, INTERWIEW SKILLS CLASS) is 03-24-2008

CW Ticklers i . : (

View v Follow Up Drate for Action Step (RESUME WRITING CLASS,
Gl b4:14:2008 INTERWIEW SKILLS CLASS) is 04-14-2008

Case Notes i i

: et Projected Close Diate for Action Plan (RESUME, INTERVIEW
Summary B 443 Hisiizells SKILLS, JOB SEEKING] is 08-01-2008

Figure 4-18: Action Step New screen — Create Tickler screen.

When the tickler has been implemented and a case worker logs into the OPUS System,
a message alert box will popup on the *‘Message of the Day’ screen to remind them of items in

the tickler list that need to be reviewed (reference figure 4-19).

Search Clisnt

Message of the Day

WELCOME! To start OPUS - Click Search Client

Change Password?

Release Notes

the Qpus elpes. This is a
problemn with Internet Explorer
and we will help you fix it

10-24-2007- The systern was
updated to Version 2.7.2 on

Figure 4-19: Message of the day with message alert - Case worker tickler alert screen
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1. The intake worker/case worker would click the ‘OK’ button to close the screen and proceed
to the ‘Case Worker Tickler View’ screen for review. On the ‘Main Menu’, scroll the mouse
over the ‘Case Mgmt’, over ‘Case Worker’, down to and click on “View Ticklers’. The
‘Case Worker Tickler View’ screen will appear (reference figure 4-19A).

HOME | Log Qut

Agency: OHCS

Client | Program | Case Mgmt | Fiscal | Management | Reports | Hel

3
Case Plan Version 2,7.8T

Case Worker B Status

Message of the Day D)

Figure 4-19A: Main Menu — View Tickler screen.

2. The *Case Worker Tickler View’ screen will appear. Click on the Case Plan # that you
want to review (reference figure 4-19B).

Case Plan . .
Soarch Case Worker Tickler View
iew

Flag Case Plan # Trigger Date Message

Action Plan

Migw ' Projected End Diate for Action Step (RESUME WRITING
[ 4443 03-24-2008 CLASS, INTERWIEW SKILLS CLASS) is 03-24-2008

CW Ticklers i . ] ;

View ! v Follow Up Drate for Action Step (RESUME WRITING CLASS,
B 4443 P4:14:2008 INTERVIEW SKILLS CLASS) is 04-14-2008

Case Motes i |

e 4443 05-01-2008 Projected Close Date for Action Plan (RESUME, INTERVIEW

— SKILLS, JOB SEEKIMNG]

Figure 4-19B: Case Worker Tickler View — Case plan number screen.

3. Each “tickler” is a ‘Flag’ column followed by *Case Plan #’. The case worker would select
the “‘Case Plan #’ link (highlighted in a different color and underlined) to view the specific
plan. If the boxes are un-checked the reminders are deactivated.

4. Case Plans may deactivated individually or click the *UnCheck All” button. To “Save” the
changes the intake worker would need to click on the ‘Update Flag(s)’ button. To remove a
tickler permanently, make sure the tickler is not checked and click on the ‘Delete Disabled
Ticklers’. An intake worker could start a new tickler using this screen by clicking the “New
Tickler” button (reference figure 4-19B).
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Case Notes Summary View

If a case plan is new, not active or there may not be current case notes displayed. When there are
case notes, they will be listed by owner and date with links to them so the case worker can read
them based on their access privilege. Click the “Add” button, and the ‘Case Notes New’ screen
will appear (reference figure 4-20).

CW Ticklers
Wigt

Case Notes

Case Plan .
Search Case Notes Summary View
iew
ofp Owner Date
Action Plan
Miew CPEM SHAROM BOWSER 03-20-2008

Annotate actions/cornmunications taken with the client(s) about their
case plan and progress, actions taken to better the client
{s)/household. End with case worker's initials.

Surmmary
MNew

©

Figure 4-20: Case Notes Summary View screen.

Case Notes New

1. Onthe “Case Notes New’ screen, complete all pertinent fields. The field ‘Set Notes
Security’ is for “‘Open’ or *Closed’ security as determined. If case notes are marked
“closed”, only the intake worker who created the case notes will be able to view that record.
If ‘Case Notes’ are marked “‘Open’, all users with privilege access to the client’s case plan

will have access to

read the case notes.

Note: consider the sensitivity of the client’s case information when determining to select

‘Open’ or “‘Closed’

(reference figure 4-20A).

2. Click the “‘Save’ button.

Case Plan
Search Case Notes New
iew
Case Plan # 4443
Action Plan
Wiew Case Worker SHARON BOWSER
CW Ticklers
Migw
Motes Date: |03—20-2008 ie, MM/DDSTTTYT
Case Notes
Sumrnary Motes: Annotate actions/cornmunications taken with the client{s) about their case ;I
plan and progress, actions taken to better the client{s)/household. End with
case worker's initials,
-
1525 characters left {spaces count)
et Notes Iﬁ i
Security: Open 8
o] sove ]
Figure 4-20A: Case Notes New screen.
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Case Notes Summary View

3. The “Case Notes Summary View’ screen will appear (reference figure 4-20B). To add
another note, click the “Add” button and repeat the above steps.

Case Plan

Search Case Notes Summary View
1EW
ofp Owner Date
Action Plan
g OPEN SHARON BOWSER 03-20-2008

Annotate actions/communications taken with the client{s) about their
case plan and progress, actions taken to better the client
({s)/household. End with case worker's initials.

CW Ticklers
Miew

Case Notes
Surnmmary

Mew Add

Figure 4-20B: Case Notes Summary View screen.
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M1 Section Five

Agency Management Functions

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

Agency *
Search 96
View 97
Edit 97
New 98
Program *
Search/View 100
Edit 101
New 102
APC * Agency Program  County
Search 104
View 106
Edit 106
New 107
User
Search 108
Possible Disabled User-Reactivating Inactive User 110
New 111
View 112
User Role Edit 112
User Action Edit 113
Delete User 115
Reset User Password 115
Vendor
Search 117
View 119
Edit 120
New 121

Topics marked with an * above are fully explained in detail in the “How to Setup a Local
Program” section of the manager’s manual.
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Agency Screens
All SSNs throughout this manual have be covered for confidentiality purposes even though the
test database was used.

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

Agency Search
The ‘Agency Search’ screen has fields to search by agency name, address, abbreviation, city and
phone.

Setup:

On the “‘Message of the Day’ screen.

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

2. Enter the required agency abbreviation or name. Example: ABBR: ‘OHCS’, click the
‘Search’ button (see Figure 5-1A).

3. The agency entered will be displayed in the results. Click on the *Agency Name’ to open the
‘Agency View’ screen.

HOME | Log Out

Agency: OHCS

Client | Program Case Mgmt | Fisca | Managem=nt | Reports | Help

Agency

on 2.7.9P
Search Client .
Message of the Day Pragram
Change Password? User

WELCOME! To start OPUS - Click Search Client
wendor

System Issue? Contact us @ opushelp@hcs.state.or.us, or by phone 1-800-453-551T, ophion #6.
Figure 5-1: Main Menu, Management — Agency screen.

Search

Agency Agency Search
APC
Frogram Enter at least one field to search.
Mendor . .
Agency Mame I | ABBR. |OHCS |
Agency
New Address I P 1 -
\.-'igw
Edit Phone | | non-000-0000 Search | view Results below

AN

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

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

Figure 5-1A: Agency Search screen

If no results, you can | Add

Note: If the agency name doesn’t appear in the *Search Results’, a new agency can be created by
following steps in section titled Agency New (reference figure 5-2).
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Agency View
The “‘Agency View’ screen (reference figure 5-2) provides a view only screen with the agency
information. To edit an agency’s information, click the *Edit Agency’ button on right-side of
screen, or on the ‘Left Nav Bar’. The ‘Agency Edit’ screen will appear next.

Search
Agency
APC
Program
Wendor

Agency
Mew
Edit &——

View

Agency View

Agency
Marme: OHCS Edit Agency
Tax ID: 5452323 ABBR: OHCS

Subgrantee: N Mail Code:
Entity Type: -9-NA Vendor #:
Contact Info

Phone Fas

(50371 986-2000 {503 986-2020

Physical Address

725 SUMMER ST ME STE B
SALEM, OR 97301-4246
Mailing Address

POBR 14505

SALEM, OR 97301-4246

Figure 5-2: Agency View

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

Search
Agency
APC
Program
Wendor

Agency
Mew
Miew
Edit

Agency Edit

Agency Information {Fields marked with * are required.)

Mame ABBR Tax Payer ID
|oncs * OHCS *  |s452323

OHCS Subgrantee {skip section if not DHCS Subgrantee, otherwise all fields required}

Subgrantee Mail Code

O ]

Entity Type Vendor #

[ = —

Contact Info

Phone Ext Fax

[503-986-2000 | noo-nao-noon [503-286-z020 | noo-o0o0-0000
Physical Address

Mo, Direction Street Name Type Direction Unit #
|725 | =l [summER |sT  [=l|ne =] [sTE [=l[e
City State  Zip

[saLEm-97301 =l or  [o7301-sALEM =l +4 fazas
Mailing Address [T zame as Physical

Mo, Direction Street Name Type Direction Unit #
I [ | [ =l =l [roe [=ffras0s
City State  Zip

[saLEm-97301 =l or  [s7301-sALEM =l +4 faz4s

Save Changes

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

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

Agency New
Setup:

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

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

Search

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

Phone I 000-000-0000 Search IUiew Results below

If no results, you cfg Add Agency

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

Agency Mame Abbrey Address Phone
Mo matches

Figure 5-4: Agency Search, No match — New screen.
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The “‘Agency New’ screen will appear next (reference figure 5-5).

Search

Agency Agency New

Program Agency Information (Fields marked with * are required.)

Wendor Marme Agency Abbreviation Tax Payer ID
INEW ROADS % INR ] |98?123654-DD &
DHCS Subgrantee {skip section if not OHCS Subgrantee, otherwise all fields required)
Subgrantee Mail Code
™ |01
Entity Type Wendor #
|6? - Mon-government LI |001-123
Contact Info
Phone Ext Fax
|503-555-1122 e.q. 000-000-0000% 503-541-3321 | e.g. 000-000-0000
Physical Address
Mo Direction Street Name Type Direction Unit #
[tsaa | [ &l [wisninG ey =l [ne = | =
City State Zip
[saLEm-a7301 =l or  [97301-5ALEM =] 4]
Mailing Address ¥ same as Physical Address
Mo Direction Street Name Type Direction Unit #
| & = | == T |
City State  Zip
I LI OR ;I +4|

Figure 5-5: Agency New screen.

2. Enter or Select (all fields marked * are required).
= Agency Name
= Agency Abbreviation
= Tax Payer ID
= Contact Phone and Fax numbers
= Physical address
= Mailing address

3. Click ‘Save’ button.

Program Screens

Program screens allow an agency to update or create local programs in OPUS. There are four

program screen types: ‘Search’, ‘View’, ‘Edit” and ‘New’.

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

programs.
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At the agency level, if additional third party grant funds become available, the OPUS system can

be utilized for local grant programs. Agencies must use the LIEAP-OEA module business rules
and reports.

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

Program Search View

Setup:

On the ‘Message of the Day’ screen.

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

2. Enter a program name, in the_example, “LIEAP 2008 was entered and located in the
database. The ‘Program Search’ works as both a search and a view screen.

Note: A program is created with basic components: Program Code, Program/Name, Start
Date and End Date.

Search

sgency Program Search View

APC
Program Enter at |east one field to search.

Wendor
Program Mame  [LIEAP 2008 e.g. LIEAP 2001 Code

Program

New Start Date MMDOT Y
End Date MMDO Y
Search Results

Click Program Code or Program Wame to visw Program Edit Screen,

If results don't list program you're searching for, you can create 3 NEW Pragram | ;

Vand Program Code Program Mame Start Date End Date
il . LPO& LIEAP 2008 10-01-2007 09-30-2008
hor Qualifying Tablez b pli
Figure 5-6: Program Figure 5-6A: Program Search View screen.
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Program Edit

An example of why a program would need to be edited might be if program dates need to be
extended due to an agency receiving additional funds after the original creation date. An OPUS
user with ‘Manager’ permissions can revise a program end date so that the program can be
extended in order to be used for additional client assistance payments. To edit a program, click
the “‘Program Code’ link under ‘Search Results’ (reference figure 5-6A) and the ‘Program Edit’
screen will appear next (reference figure 5-7).

Search -
Agency Program Edit
Froaram all fields marked * are required. Shared will be disabled if the program is currently being used by another
Vendor e

Program
Pioaram Marne Code (e.g. LIEAP 02) Type
Ng_w ILIEAP z008 * (WCRONYM+ZDIGIT YEAR)  JLPOS * LIEAP =]
Edit *

Effective Dates

Start Date End Date Shared

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

Program Years

Federal Paverty Year Oregon Median Incore Year

[z006 5] + [zo0e =]

Save Changes |

Figure 5-7: Program Edit screen.

Follow the steps below to edit a program all fields marked * are required.
1. Enter or Select:

= Program Name

= Program Code

= Effective Program Start Date

= Effective Program End Date

= Program Federal Poverty Year

= Program Oregon Median Income Year

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

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

steps are instruction to create a new program in OPUS.

Setup:

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

(reference figure 5-6 and 5-6A), Page 96.

1. Using the “Main Menu’, scroll the mouse over “Management’ and click ‘Program’ from the
dropdown menu. The ‘Program Search View’ screen will appear (reference figure 5-8).
2. Search for the desired program name to see if it exists in the OPUS database.

Search

Agency Program Search View
Program Enter at |east one field to search.
Program Marne ILIEAP 2008 e.g. LIEAP 2001 Code I
Program
Hen Start Date I MMDDV Y
End Date | MMDDYYYY Search |

Search Results

Click Program Code or Program Mame to wiew Program Edit
If results don't list program you're searching for, you can crea a NEW Prograrn

Frogram Code Program Marhe Start Date
LPOS LIEAP 2008 10-01-z007

End Date
09-30-2008

Figure 5-8: Program Search View — New screen.

3. If “No Results’ was determined under the ‘Program Code’, click the ‘New Program’ button

or click the “New” link under ‘Program’ on the ‘Left Nav Bar’
will appear next (reference figure 5-9).

. The “‘Program New’ screen

Search
Agency
APC

Frograr
Vendor

Program New

all fields marked * are required.

Program

Program

Marme

Code {e.g. LIEAP 02}

Type

Mew INEWROADSDB * (ACRONYM+ZDIGITYEAR) ILIEAP 0a i ILIEAP v’l 4
Edit :
: Effective Dates
Start Date End Date Shared
ID?-Dl-ZDD? * MMDDYTYY IDIS-SD-ZDDS * MMDDTYT O
Program Years
Federal Poverty Tear Oregon Median Income Year
IZDD? Vl * 2006

Figure 5-9: Program New screen.

4. Enter or Select the following: all fields marked * are required.
= Program Name
= Program Code
= Program Type
= Start Date and End Date
= Program Year for calculations
= Oregon Median Income Year
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5. Click the *Save’ button. The *Program Search View’ screen will appear next. Search for the
new program created. Note: Enter at least one field to search. Example: enter the ‘Code’
“LIEAP” and “Start and End date”. Click the “‘Search’ button. The ‘Program Edit’ screen
will appear with ‘Search Results’ listed (reference figure 5-10).

Eif? Program Search View

Frogram Enter at least one field to search.

= Program Mame | |e.. LIEAP 2001  Code |LIEAP |

e 60 Start Date [o7-01-z007 | mMpDvrry

End Date [0e-z0-zoos | Mmooy Search |

Search Results

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

If results don't list program vou're searching for, vyou can create\a Mew Program | y

Start s
07-01-2007

Program Code
LIEAP OF

Program Mame
MEWROADOS

End Date

06-30-2008

Figure 5-10: Program Search View with results screen.

6. Click on the Program “New” link or click on ‘New Program’ button (reference figure 5-10)
and the ‘Program New’ screen will open. Complete the required fields, then click ‘Save’

(reference figure 5-10A).

Search

Effective Dates

Program Years
Federal Poverty Tear

IZDD? 'I #

Oregon Median Income Year

IZDDS 'I %

Agenoy Program New
APC
Frogram all fields marked * are required.
Vendor
Program
Frharam Mame . Code {e.g. LIEAP 0Z2) Type
Mew [LiEaP zoos * (ACRONTYM+ZDIGITYEAR) |LIEAP 05 * |LIEAR =] =+
Edit

Start Date End Date Shared
07-01-2007 | * MMDDYY 06-30-2008 | * MMDDYYYY [

Save

Figure 5-10A: Program New screen

—

After clicking on the *Save’ button, the ‘Program View’ screen will appear. Use this screen to
verify the program information. If the program information requires editing, click on ‘Edit

Program’ button. (reference figure 5-10B).

Program Years
Federal Poverty vYear
z007

Cregon Median Income Year
2008

Search -
Agency Program View
APC
Program
Vendor
Program
Brogtam Mame Code {e.g. LIEAP 02) Trpe
Mew MEWROADSOE LIEAP 09 LIEAP
Edit
Effective Dates
Start Date End Date Shared
07-01-z007 06-30-2008 M

Edit Pragram

Figure 5:10B: Program View New completed screen
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The ‘Program Edit’ screen will open. Make corrections and click ‘Save Changes’ (reference
figure 5-11).

Search -
geroy Program Edit
mgram all fields marked * are required. Shared will be disabled if the program is currently being used by another
Wendaor o
Program
Praurani Marne Code {e.g. LIEAP 02) Type
Mew LIEAP 2003 | * (aCROMYM4+2DIGIT YEAR)  [LPOB | * LIEAP
Bt Ltdalalated 1 .
Effective Dates
Start Date End Date Shared
[to-01-z007 | * MMDDvrry [0s20-z008 | * MmO Yy g
Program Years

Federal Poverty vear Oregon Median Income Year
2006 | 2006 [=f +

Figure 5-11: Program Edit screen.

APC Screens

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

APC Search

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

Setup:

On the Message of the Day screen.

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

HOME | Log Qut

Agency: CHCS
<Client | Program Case Mgrnt | Fiscal | vanagemect | Reports | Help
Agency
APC
Agency APC Search Frogram
_CI_F\PC SNar
Program APC = Agency/Program/County r
“Yendor Vendor
Agency I a
APC County I sei
New -
e Prograrm | ?E
Edit
Services e B
W kit l ‘g
Start Date | | MMDDTYY
End Date | | MMD DYy

Figure 5-12: APC Search screen.
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2. Enter specified information in one of the cells to initiate a search. Example: the program
‘E2C2 was entered then clicked on ‘Search” with a positive search results (reference

figure 5-13).

Search
ﬁlgﬁm APC Search
Prograrn APC = Agency/Program/County
Wendor
Agency I 'I
APC County =
Ngw
Wiew Progra E2C2 -
Edit
Services Grant =
i Kit _I
Start Date I MMD DY
End Date I MMD DY ‘-
[s=arch)]
If noresults, you can create a | Mew APC |
Search ResNlts
Aaency Program County Grant
ECCF 2007 LANE ECCF 2007
E2C2 LAMNE EECC
LEHHS ECCP 2005 LA&AME ECCP 2005

Start Date -
End Date

10-01-2006 -
09-30-2008

07-01-2006 -
06-30-2010
10-01-2007 -
09-30-2008

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

At this time, an APC can be viewed, edited or deleted (reference figure 5-14).

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

Search .
%c:lgn_c\z APC View
e
vend
~ENCOL APC = Agency/Program,/County
APC LCHHS-EZC

n;ﬁ Start Date 07-01-2006 Date 06-30-2010
View
Edit ———
Servi_ces Sub APC to OHCS-E2C2-EECC APC with County “Lane”
Wi Kit Sub APC's '

Delete 4pc [ Edit aPC |

AN

View Wi Kit |

Figure 5-14: APC View with CountyScreen.
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APC View

The *‘APC View’ screen provides a brief overview of a ‘Parent APC’ selected from the search
screen (reference figure 5-15). To “View an ‘APC’, follow the step listed in ‘APC Search’.

APC Edit

An ‘APC’ can be edited if an ‘APC’ start or end date requires revised or extended. To edit an

‘APC’, follow the steps below:

Search

ﬁgﬁ\z APC View
e
\Mendor
Hrmm APC = Agency/Program/County
APC LCHHS-E2C2-ECCP 2007
a;‘i Start Date 07-01-2006 End Date  06-30-2010
View
Edit
Services Sub APC to .
WKt b aL APC - Parent without County
Delete arc |\ Edit apc)|

Wiew Wi Kit |

Figure 5-15: APC View to Edit screen.

Setup:

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

functional and allows clients to receive future program assistance.

Start Date IU?-01-2UUI5 * MMDOY T
End DCate |05-3U-2010 * MMDCY T

O ..-. g Changes to Sub APC's
| (save changes) |

Search .
ﬁén_cvﬂ APC Edit
Prograrn APC = Agency/Program/County
Wendar
Fields rmarked * are required before saving. Program and Grant can't be changed.
Agency Mame ILCHHS vl #
APC
Mew Sub APC ta MOME (Root Level)
Wiew
Edit County I "I
Services
WK Kt Program Ez2C2
Grant ECCP 2007

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

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

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

Setup:

On the *‘APC Search’ screen.

1. Using the ‘Left Nav Bar’, click the ‘New’ link under APC (referenced figure 5-16). The
“APC New’ screen will appear (reference figure 5-16).

%C_»'f APC Search
APC = Agency/Program/County
Agency I "l
County Iﬁ
Pragram | j
Grant I ;I
Start Date l— MMD DY
End Date I— MMDD Y Search |

Figure 5-16: APC Search — New screen.

2. Select the following:
= Agency name.
= Sub Agency to. Note: If a “Child Level APC” is being created, select “Sub Agency to”
and select the “Parent APC” which is the main agency receiving the funds to hand down
to a sub-agency.
= County. Note: If a “Parent Level APC” is being created, leave the ‘County’ option

blank.
= Program.
= Grant.

= Start and end date.

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

Search
Agency APC New
APC 3 : :
Frogram Fields marked * are required before saving, .
Vendar APC = Agency/FrogramsCounty / CAP: Parent
Agency Mame ILCHHS 'I i
APC Sub Agency to |LCHHS-E2C2-ECCP 2007 B3|
Mew
Wiew County ILANE .vl
Edit
SEFVICES Program |E2C2 "I i
W Kit . .
Grant [Ecce zon7-Lehns =l -« Sub-agency: Child APC
Start Date ID?—Dl—ZDUS * MMDDY ™YY
End Date IDﬁ—SD—ZDlU * MMDDYYYY

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

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

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

Setup:

On the ‘Message of the Day’ screen.

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

Agency .
F5I0)

ARC

Program

Uzar

< Wen
‘Q’u@'ﬁ(ying Tablez ¥

Figure 5-17: User Menu

User

Search User Search

View

New

Edit :
Login Mame I
First Mame I .. John
Last Mame I .0, mith

@ OHCS vl
‘ Ll o I show Active Users only
OASIS
AHOC I ¥l w/ Rights to This Madule

Search ResuljoRcoa

In Results, olig EPL'I r Wiew Screen,

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

User
Search
Wiew
Mew

User Search

Edit

Login Marme I

First Mame |

e.g. John

Last Mame e.9. Srith

F: OHCE >
gency )
M Show active Users only

¥ w/ Rights ta This Madule

Search Results

II . = Ii click Marne to sei i lew Screen. .
SAmypraymm, T -

Agency

OHCS
BRANDON STOMIER OHCS
ERENT HOLMES CHCS
JOHM CWERMAN Logi GHCS

ogin

SHARON BOWSER 9 OHCS
KRIS KOLODY names OHCS
KERRI HAWORTH have OHCS
CAROL WAGHER been OHCS
MELISSA TORGERSON blocked OHCS
LORI QPEMSHANW OHCS
EARL RUTLEDGE CHCS
THERESH WINGARD OHCS

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

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

User

Search User View
View
Hew
Edit User User Details
Edit Roles
Agency OHCS
Username SBOWSER Active T
First Name SHARON
Last Marme BOWSER
Middle Name Initials SB
MAMNAGER , VIEW , INTAKE
PAYMENT , AGEMCY FISCAL ,
Title gg%?NHEALSPgIESS:rﬁh.ErAD’ o Roles AGENCY COORDINATOR ,
! OHCS FISCAL , ADMIN ,
INTAKE CLIENT , REPORT
E-rnail sharon.bowser@hcs state.or.us
Fhone 503-986-2007
Risdsise CSBG, E2CE, FISCAL , FOOD , HMIS-COC |, LIEAP-OEA , REACH , UTILITY ,

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

Disable User | Disable User/all Modules

Edit User |

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

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

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

User
Search
Wiew

[ew
Edit

User Search

Login Mame I

First Marne I

e.q. John

Last Mame I

IOHCS 'I

&.9, Smith

Agency .
b Active Users only

Lights to This Module
Search Results

In Results, click Mame to see User Yiew Screen.

First Name Last Name Login Name
BOMALD ToOUR

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

KERIS KOLoDY

KERRI Haw ORTH

CAROL WaAGHER

MELISSA TORGERSON

LORT OPENZHAMW

EaRL RUTLEDGE

THERESA WINGARD

Agency

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

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

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

Setup:

On the “User Search’ screen.

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

User Search
Login Mame l—
First Mamne | &.g. John
Last Name I .4, Smith
I j'
ey W Show active Users only
[#! w/ Rights to This Module

Figure 5-18: User Search — New User screen.

Type or select (all fields marked * are required).
= User name. Note: Refer to the User name and password requirements link.
= First name.

= Last name.

= Middle name or initial (optional).
= [|nitials.

= Title.

= Role - includes the "Permission Levels" by screen.

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

= Phone and Extension if applicable.

= Agency.

Click the *Save’ button. The User View screen will appear next.

User New

Fields marked with * are required.

User Marme and Password REQs

User Mame I %

First Mame I 2

Last Mame I i

Middle Mame I Initials I E
Title |

E-rnail I

Phone I— * 503-000-0000 Ext I—
Agency I ‘I *

Figure 5-18B: User New screen.
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User View

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

N
/User
Search
View
Mew
Edit User
Edit Roles

User View

User Details

Agency OHCS
Username SBOWSER Active T
First Mame SHAROHN
Last Marne BOWSER
Middle Nare Initials SB
MAMNAGER , WIEW , INTAKE
Tile OPUS HELPDESK LEAD, CSS Roles AGENCY COORDINATOR \
COHCS FISCAL , ADMIN ,
IMNTAKE CLIENT , REFORT
E-mail sharon.bowser@hcs state.or.us
Phone 503-986-2007

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

Milss WEATHERIZATION

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

Disable User I Disable User/all Modules Edit User |

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

User Role Edit

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

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

Setup:

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

2. Onthe “‘User Role Edit’ screen, select the role(s) the user will have access to then click the
‘Update’ button to apply the roles. The *User View’ screen will appear again. The ‘Roles’
are now listed in the ‘User View’ screen.

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

At the same time, there might be permissions within a specific role that a user does not need
access to perform. To customize permissions within a role, follow the instructions below.
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User Action Edit
Setup:
On the “User Role Edit’ screen.
1. Click on “Edit Actions’. The ‘User Role Action Edit’ screen will appear (reference
figure 5-19B).

User Role Edit

Mame: SHAROMN BOWSER
Username: SBOWSER

User Roles

How To: Check box next to Rale, as needed.

To Edit a Role - Click the Edit Actions link.

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

MAMNAGER = Edit Actions
AGEMCT FISCAL |l Edit Actions
INTAKE CLIENT = Edit Actions
WIEW =

Edit &ctions

INTAKE PAYMENT I~ Edit actions
AGENCY COORDIMNATOR [ Edit Aactions
OHCZS FISCAL |7 Edit &ctions
REFORT Il Edit Actions
ADMIN ¥  Edit Actions
Figure 5-19A: User Role Edit screen. —
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2. On the “‘User Role Action Edit’ screen, a manager can ‘Allow’ or ‘Deny’ permissions within
any specific role. The permissions are decided by the OPUS Administrator and Manager(s)
of the agencies. Once permissions have been assigned, click the *Save’ button. The *User
View’ screen will appear. This step needs to be repeated for each specific role that requires
permission within it to be edited (reference figure 5-19B).

User Role Action Edit

REPORT - LIEAPOQEA Reports

Name: SHARON BOWSER

Username:  SBOWSER

Edit Actions within Role

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

e

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

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

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

Edit User
Edit Roles

Active

Initials

Roles

Edit Roles

SB

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

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

User View

User Details

Agency OHCS

Username SBOWSER

First Mame SHARCOHM

Last Mame BOWSER

Middle Name

Title QOPUS HELPDESK LEAD, C55

ADMIM, ASSISTANT

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

Modules

WEATHERIZATION

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

Edit User |

Figure 5-19C: User View Delete USerscreem.

Reset User Password

Setup:

1. Using the “‘User View’, click the *Edit User’ button or the *Edit User’ link in the Left Nav
Bar (reference figure 5-20). The “User Edit’ screen will appear (reference figure 5-21).

Mew
Edit User
Edit Roles

User View

User Details
Agency
Usernarme
First Mame
Last Mare

Middle Marme

Title

E-rnail
Phone

Modules

OHCS
SBOWSIER
SHARCHN

BOWSER

OPUS HELPDESK LEAD, CSS
ADMIN. ASSISTANT

sharon.bowser@hes . state.or.us

S03-986-2007

Active hd

Initials SB
MAMAGER , VIEW , INTAKE
PAYMENT , AGENCY FIZCAL ,

Roles AGENCY COORDIMNATOR ,
OHCS FISCAL , ADMIN ,
INTAKE CLIEMT , REPORT

CSBG , E2CE , FISCAL , FOOD , HMIS-COC |, LIEAP-OEA , REACH , UTILITY ,

WEATHERIZATION

Last edited at 02-05-20058 11:54 AM by SBOWSER

Disable User I

Disable Usersall Modules

@

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

User Edit

Fields marked with * are required.

User Ware and Password REQs

User Mame SBOWSER

First Namne |=HARON *

Last Mame IBOWSER &

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

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

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

Reset password 1 Save Changes
[

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

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

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

‘New’.

Vendor Search

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

Setup:

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

.}L'::\"' i
Agency :
r5ig
ARC
Pragrarn
Uzer
< ‘Jend%
pho Mﬁg Tables b [PHO
Figure 5-22: Vendor Search
Search
e Vendor Search
Program Enter at lzast one field to search.
Vendar Vendor Name  |[SALEM GENERAL ELECTRIC £.g. PORTLAND GENERAL ELECTRIC
Vendor Type I j"
\.l'igw Agency hd
Edit Address [

.

In Results, click Tax ID#/Vendor Marme to view Vendor,

If results don't show the vendor you're searching for, you can create 3 flew Vendar |

Search Results

Tax 1D Vendor Narne Vendar Type Address Phone

Mo matches

Figure 5-22A: Vendor Search screen.

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

(reference figure 5-25).

Search

agency Vendor Search

Proarar Enter at lzast one field to search,

Yendor vendor Name  |PORTLAND GEMERAL ELECTRIC | e.g. PORTLAND GEMERAL ELECTRIC

vendor Tipe I jv

MNew =
\.-'igw Agency I I
Edit Address |

oy | _searen |

In Results, click Tax ID#/vendor Mame to wiew Yendor,

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

Search Results

Tax IO Yendor Address
Type
PORTLAMD GEMERAL ELECTRIC- Electric 7E95 SW MOHAWEK ST
MY C A8 PORTLAND, OR 97062
PORTLAMD GEMERAL ELECTRIC-MULTG O Electric FEOO0 S MOHAW K
h TUALITIM, OR 97062

PORTLAMD GEMERAL ELECTRIC-CCES Electric FEIS W MOHAWEK ST

TUALATIM, OR 97062
PORTLAMD SGEMERAL ELECTRIC-YCAP Electric TEIS W MOHAW K

AVE

Tualatin, OR 97062
PORTLAMD GEMERAL ELECTRIC- Electric FEOO SW MOHAW K

TUALATIM, OR 97062

FPhone
(503) 612-
3984
(503) 612-
3758
(503) 61z2-
3758
(503) 612-
3758

(503) 612-
3916

Figure 5-23: Vendor View screen.

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

Search

sgency Vendor Search

Program Enter at lzast one field to search,

Yendor Vendar Name  |SALEM GENERAL ELECTRIC £.0. PORTLAND GENERAL ELECTRIC

¥endor Type I :l'
New Agency I 'I

View
Edit Bddress |

City | Search |

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

ax 1D Yendor Mame Wendor Type Address

Phone

Mo matches

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

The “Vendor View’ screen provides an overview of a vendor and contact information. From this
screen, a vendor can be ‘Edited” or a ‘New’ vendor created. If vendor information needs to be
updated or corrected, click the ‘Edit Vendor’ button or the ‘Edit’ link located in the Left Nav
Bar. The “Vendor Edit’ screen will appear (reference figure 5-26).

HOME | Log Cut

Agency: OHCS

Client | Program ase Mamt | Fiscal | Management | Reports | Help

Version 2.7.8T

Ageney Vendor View
Program
Mendor Yendor (Agency Ownership)
Name Agency Ownership
Yendor
N FGE CAD
Wiew
" Heat T
dit eat Type
¥ Electric N il N Pellet
T MN Matural Gas M wood N Agency
M Liquid Gas M Other N Solar

Crisis Contact
Phone Fax
(5031 612-3756

Contract Info
Phone Fax Effective Expires Fiscal ID
(503) 612-3758 01-01-z2000 01-01-2001 PGE

Physical Address
FEO00 SW MOHAWK
TUALATIN, QR 97062
Mailing Address
FEO00 SW MOHAWE
TUALATIN, QR 97062

Figure 5-25: Vendor View

119 OPUS E2C2 Manual, Revised 05/23/2008
Section 5 M1: Agency Management Functions



Vendor Edit

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

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

Once changes are made, click ‘Save Changes’.

Search
Agency
APC
Program
Wendor

Yendor
Migw
Mew
Edit

Vendor Edit

all fields marked * are required.
¥endor Info

Name

IPORTLP.ND GEMERAL ELECTRIC | *

Type (*)

¥ Electric [T natural Gas [T Liquid Gas [T oil I woed T other

[T pellet T Agency I salar
Crisis Info

Phone Ext Fax

Agency
IMULTCO YI *

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

Contract Info

Phone Ext Fax

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

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

000-000-0000

Effective Expires Fiscal ID
[tt-01-1993 | * mmoovery [o7-01-2010 | * Mmooy [6zaze1n | *
Physical Address (*)
No. Direction Street Name Type Direction Unit &
|7so0 [[swi=] [MoHAwEK = = | =l |
City 2ip
|TuALITIN |s7062 | +4]
Mailing Address ¥ Same as Physical Address
No. Direction Street Name Type Direction Unit #*
[Faoe |[swiE] [monawk | =l = | =l
City 2ip
[TuaLITIN 97082 | 44|
N
(_save changes Y
S ——

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

Setup:

On the ‘Message of the Day’ screen.

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

Managernent | Report

Agency

rsio
APC

Pragrarn

User

Yendor

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

——— | Client | Program | Case Mgmt | Fiscal | Management | Reports | Help

Version 2.7.8T

Search

agencr Vendor Search
Program Enter at least one field to search.
Yendor vendor Name | | &.g. PORTLAND GENERAL ELECTRIC
Type :@
Agency ™
Address | |
City | |

In Results, click Tax ID# vendor Mame to view Vendor,

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

Search Results

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

2. Using the Left Nav bar under Vendor, click the ‘New’ link. The “Vendor New’ screen will
appear (reference figure 5-28).

3. Onthe “Vendor New’ screen, enter or select the following: (fields marked * are required).
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Vendor New

all fields marked * are required.
¥Yendor Info

Name Agency
I #

I VI *
Heat Type (*)

[T Electric [ natural 5as T Liguid Gas O oil I wood [T other
[T pellet [ Agency [T =zalar

Crisis Info

Phone Ext Fax

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

Contract Info

Phone Ext Fax

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

Effective Expires Fiscal ID

I * MMDDTYTY I * MMDDYTY I &

Physical Address (*)

No. Direction Street Name Type Direction Unit E
| [ | | [ el = [ [

City State 2ip

| [ = — ) —

Mailing Address [ same as Physical Address

No. Direction Street Name Type Direction Unit #*
I (= | I =l = | =l

City State 2ip

| [ = — ) —

Figure 5-28: Vendor New screen.

= Vendor Name

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

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

= Contract Phone and Fax

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

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

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

Click the “‘Save’ button. The Vendor View screen will appear next.
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M2 Section Six

Local Program Tree Structure — Creating the APC
Setting Up a Local Program

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

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

Creating a Local Program, Tree Structure 96
Create an Agency 97
Create a Program 98
Counties in the OPUS System 100
Create a Grant 101
Creating an APC 102
APC Tree Structure 103
Creating an APC, Parent and Child 104
Verifying the APC Tree Structure 106

The remaining chapter is “Under Construction”. Agency users will be

notified when this section is completed. The remaining chapter was left
intact to be used or edited in the future.

Grant Allocation
New Grant Allocation

Move Grant/APC

Program Funds Available for Payment Assistance
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Creating a Local Program

A Local Program tree structure is created with 1-Agency, 2-Program, 3-County, and 4-Grant.
The tree structure includes the necessary components to be able to allocate funds from the

grant level to the agency level and to make funds available for client assistance. The structure
produces objects called an APC. After the tree structure is created, a manager can allocate grant
funds from a “Parent-Level’ APC to a ‘Child-Level’ agency or sub-agencies to be used for

energy assistance payments.

Local Program Tree Structure

Note: A Grant must be created
before the APC can be completed.

(D) S

Grant

= E &)

Program APC Grant Allocations

County @

OIOIC

APC Allocations

Scenario 1
Parent Agency without
Sub-agencies

Scenario 2
Parent Agency
with Sub-agencies

The first step to “Creating a Local Program” is to create the ‘Agency’ branch of the tree.

Reference “Create an Agency.”
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Create an Agency

Agencies using OPUS will most likely have their agency initially built by OHCS. The agency
“Manager” role has the ability to edit and update agency information, i.e.; address and phone
numbers, as needed. If an agency needs to create another agency (sub-agency) it can be built by
the main agency (CAP) who receives the initial funding. When an agency creates a sub-agency
in OPUS, it is viewed by other Community Action Agencies (CAA) within the same module(s).
Before creating a new agency or sub-agency; standard operating procedure (SOP) is to conduct a
search for a specific ‘APC’. A search for an agency is done by using the ‘Main Menu’ >
‘Management’ > ‘Agency’ (reference figure 6-1).

Using the ‘Agency Search’ screen, enter the acronym of the agency or the agency name and click
the “‘Search’ button (reference figure 6-1A).

Agency (the root) CAA

®

Program (the branch) APC

County (the branch)

ONONONO

Grant (the leaf)

©) Agency Search
Enter at least ane field to search,
= L > i Agency Mame | ABBR. |OHCS
\(J_\ v - Address | | City T
| Agency ) . Phone [ 000-000-0000 View Results below
rsio
ARG
Frogram If no results, you can _ Add Agency |
Uzear Search Results {Click Agency Mame to Yiew Agency Screen.)
iend Agency ham Abbrev Address Fhone
ERdDE | otes OHCS 725 SUMMER ST HE STE B 503-386-2000
phor Cualifying Tablaz F ptio Sl S
- - -
Figure 6-1: Agency Search Figure 6-1A: Agency Search with Results

If the agency is active, the agency name will appear in ‘Search Results’. Click on the Agency
Name under the link.
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The *Agency View’ screen will appear (reference figure 6-1B).

Search -
Agency Agency View
APC
Program
“Yendor Agency
Name: OHCS Edit Agency
Agemcy Tax 1D: 5452323 ABBR: OHCS N
New
%w Subgrantee: N Mail Code:
Entity Type: -9-MA Vendor #:
Contact Info
Phone Fax
(503} 986-2000 (503} 986-2020
Physical Address
725 SUMMER ST ME STE B
SALEM, OR 97301-4246
Mailing Address
POB 14503
SALEM, OR 973501-d4246

Figure 6-1B: Agency View screen.

To edit an agency’s information use the ‘Edit Agency’ button or go to the ‘Left Nav Bar’ and
click on the Agency ‘Edit’ link. To create a new agency, use the ‘Left Nav Bar’, under ‘Agency’
and click on the “New’ link (reference figure 6-1B).

Create a Program

Once an agency has been created, the ‘Program’ branch of the tree is ready to be completed.
From the “Main Menu’, scroll the mouse over “Management’ and click *Program’ (reference
figure 6-2). The 'Program Search View' screen appears (referenced figure 6-2A).

Note: Search for the program name before creating a new program to ensure the program is not
duplicated.

As shown below, there was a search for the program “First Steps’, which *Search Results’
indicates ‘“No Matches’.

wersion o7
@ Search .
Agency Program Search View
; > BrSoron
Wendor )
Prograrn Mame FIRST STEPS e.g. LIEAP 2001 Code I
Agenc Program ——
SENG/ reion Maw MMDDY
ﬁ \ End Date I MMD DY
Prograrm ) Search Results '
Click Program Code or Program Mame to view Program Edit Screen.
Wendar If results don't list program you're searching for, you can create a Mew Program | d
phar Gualifying Tables ¥ ptian
T Program Code Program Mame Start Date End Date
lﬂ a Mo matches

Figure 6-2: Program  Figure 6-2A-PTogramTSearch View screen with “No Match”.
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Using the ‘Left Nav Bar’ under ‘Program’ click the ‘“New’ link. The 'Program Search New'
screen appears (reference figure 6-4). Enter the program name, program code, start date and end
date. Click the “‘Save “button. The ‘Program Search View’ screen appears. You can verify that
the program you entered is in the database by searching for it again and seeing it displayed in the
search results section of the screen. If a program is not in the database, click on the ‘New

program’ button (also reference figure 6-4). The ‘Program New’ screen will appear (reference
figure 6-4A).

TEFSIOT 2. 75T
Search .
Agency Program Search View
Prograrm Enter at least one field to search,
Program Mame IFIRST STEPS | e.g. LIEAP 2001 Code I
( Program

Mew Start Date [ | MMD DYy
End Date I MMD O
Search Results

Click Program Code or Program Mame to view Program Edit Scpeses

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

Program Code Program Mame Start Date End Date

Mo matches

Figure 6-4: Program New Link and New Program button screen

Enter the program name, program code, start date and end date. Click the Save button. The
Program Search/View screen will appear.

Search
Agency Program New
AFC
Brograrm All fields marked * are reguired.
Vendor
- Program
Branram Marme Code (e.g. LIEAP 02) Type
Mew I * (BCROMNYM+ZDIGITVYEAR) I o I 'l #
Bilte Effective Dates
Start Date End Date Shared
[ * MMDDTTTY [ * MMDDYYYY (]
Program Years
Federal Poverty vear Oregon Median Income Year
| *+ - | *
Save-l
Figure 6-4A: Program New screen.
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Verify that the program you entered is in the database by searching for it again and seeing it
displayed in the search results section of the screen.

Search

Agency Program View
&PC
Frogram
Vendor
Program
Marme
Program
st FIRSTSTEPLIEAPOS

Edit
Effective Dates
Start Date

07-01-2008

Program Years
Federal Poverty vear
z007

Code {e.g. LIEAP 02)
LIEAROS

End Date
06-30-2009

Cregon Median Income Year
2006

Type
LIEAP

Shared
M

Edit Program |

Figure 6-4B: Program View screen

Working with the ‘County’ branch of the APC is next.

Counties in the OPUS System
Since all counties have been initially created in the OPUS database, agencies don’t need to
complete this step. A County drop-down list is provided on all screens as you need to access

them.

Agency

Program

APC

@ County

The next step is to create the Grant that the APC(s) will use for the program assistance funds.
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Create a Grant
A grant (funding source) must be created in OPUS in order to draw down funds for a ‘Parent’
agency level or for the ‘Child’ agency level to complete client assistance payments.

Agency @
Program APC Grant
County

1. Using the “Main Menu’, scroll the mouse over ‘Fiscal’ down to ‘Search’, and in the menu,
click Grant. The 'Grant Search' screen will appear (reference figure 6-5).

sion

Search M APC Allocation
Authorize ﬁah
Batch »

Paid 4

Figure 6-5: Grant Search

Note: Complete a search for the grant name prior to creating a new grant to ensure the grant is

not duplicated.

2. Enter the “‘Grant Name’ and click “Search’. Once it has been determined the grant does not
exist in the database (reference figure 6-5A), click the ‘New Grant’ button or in the Left Nav
Bar, under ‘Grant’, click the “New” link. The “Grant New” screen will appear (reference

figure 6-5B).

APC Allocation
Search
View/Mew

Edit

Batch Payrment
Batch Wendaor

Batch Surmrmmary
Faid Agency

Paid Surmmary

Grant Allocation Search

Enter Grant information to search, scroll to view results,

|EFUND =08

I &.g3. MMDDYYYY
I &.3. MMDDYYYY

Grant Mame e.g. LIEAP 2000
Contract #
Start Date

End Date

About Results:

Click Grant Mame to Yiew Grant ScpeeT,

If no results appear, you can creafe a | Mew Srant | )
Search Results

Contract#

Grant Dates

Grant Agency Start End Updated

Mo matches

._.
=
9]

Figure 6-5A: Grant Allocation Search New screen.
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3. Enter all the information. Fields with a red * Asterisk are required (reference figure 6-5C).
Click the “‘Save’ button and the ‘Grant View’ screen will appear.

APC Allocation

Search (Grant New
Yiew/ ew
Edit Mote: Fields marked with an * are required.
Summary
Grant Mame I 4
Grant
Search Contract # I #
View
Edit Start Date | * g9, MMDDYYYY
Mew
End Date | * g.g, MMDDYYYY [Tl Closed
LIEAP-DEA (PP}
Authorize F'-EIEHCYI j" &
Batch APC -
Batch Payrment

Batch Mendor

Batch Surmmary
Paid Agency

Faid Surmmary

Figure 6-5B: Grant New screen.

Creating an APC
Notice: Before a grant can be used, the APC tree structure needs to be completed by bringing the
branches together for the overall tree structure.

**Complete a search for any APC combination with the agency and/or program name created to
ensure the grant is not duplicated.

Agencies can or will have ‘Local Programs’. “‘Local Programs’ are programs not funded
through OHCS. A ‘Parent’ APC is required to be created first to be the starting point to draw
grant funds. Every Community Action Agency (CAA) is the “Parent’ agency. The subgrantee(s)
or known as sub-agency. Sub-agencies are the ‘Child” agency or agencies. A ‘Parent’ agency
can have one sub-agency or multiple sub-agencies. Agencies can, within itself, be the only
agency who can be the ‘Parent” and ‘Child’ with a county.

Note: Agencies who receive funding from OHCS will not build an APC. The APC will be
created by OHCS Staff.

To better understand a ‘Parent” APC versus a ‘Child” agency, see the diagram next page.
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APC Tree Structure

Agency (the roof) CAL

Program (the branch) APC

County (the hranch)

CROCHONO

Grant (the leaf)

Building the Agency, Program, County (if
applicable) and the Grant together, the
APC is completed. The rest of this chapter
will show how the structure is completed.

The Agency is considered the “Parent’ (root) of the tree and must exist to receive a ‘Program’
and can be the only agency to receive the ‘Program’; in turn the agency can be the ‘Child’ branch
from the ‘Parent’ agency. The Parent agency delivering a program with a specific county will
list the appropriate ‘County’ in the tree structure. The ‘Grant’, a funding stream is created
(received) in order to draw down funds to the *Parent’ and/or “‘Child’ agency for client
assistance.
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Creating an APC, Parent and Child

1. Using the “Main Menu’, scroll the mouse over ‘Management’ and click the item *‘APC’
(reference figure 6-6). The APC Search screen will appear (reference figure 6-6A).

search
Agency APC Search

APC

APC = Agency/Program/County

Agency IOHCS _VI

Qualifying Tables » Mo matches

County I 'I
Program |LIEAP 2008 =
Grant | d
1an t | Repo Start Date IU?-Ul-ZUU? MMDDY ™YY
[0e-z0- Search
@ _ End Date 06-30-2000 | MMDDYYYY
F&l
AP }
About Search Results:
Pragram Click Agency Mame to Yiew APC Screen
User Search Res
Vendor Agency Program County Grant Start Date End Date

Figure 6-6: APC Search  Figure 6-6A: APC Search, No Match screen.

If the “‘Search Results’ indicates ‘“No Matches’, a new APC can be created.

2. Using the Left Nav Bar, under ‘APC’, click the ‘“New’ link. The *APC New’ screen will
appear (reference figure 6-6B).

Search
Agency APC NGW

AFC
Program Fields marked * are required befare saving.
ﬁﬁ APC = Agency/Program/County
Agency Mame
ADE IC‘?HCS" - Leave blank for Parent APC
-
Wiew ’ /
Edit Zub Agency to

| =
County I -

Program |LIEAF 2008

Grant |LIEAF z007-OHCS

Start Date ID?-Dl-ZDDB F MMDODY T

End Cate IDE\-SD-ZDDQ F MMDDYTTY .SEI"-"E'I

Figure 6-6B: APC New ‘Parent’ screen.

3.

104

Complete all required information:

Agency Name
Program

Grant

Start and End Date
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Click the “‘Save’ button. The APC View screen will appear (reference figure 6-6C). Verify that
the information in the APC is correct. Figure 6-6C is the ‘Parent” APC.

Search

Agency APC View
Froaram APC = dgency/Program,
Vendor

APC OHCS-LPOB-LIEAP 2007
E Start Date nd Date 06-30-2009
View
Edit

Sub APC to

Sub APC's

Parent Program Grant
Delste APC |
Figure 6-6C: “Parent” APC View screen.

To create a “Child” APC, follow the same steps as used for building a ‘Parent” APC listed above.
The “Child” APC created after the ‘Parent” APC, is in fact, the *Parent’ agency recreated but with
a designated county. Enter all appropriate information and click ‘Save’ (reference figure 6-6D).

The APC View screen will appear (reference figure 6-6E).

Search
Agency APC New
APC
Frograrm Fields marked * are required before saving.
vandar APC = Agency/Program/County o
Sub Agency to and County is filled
APC Agency Mame . . s
Mew [orcs ] - in to complete a “‘Child” APC.
Wiew
Edit Sub Agency to
| OHCS-LPOS-LIEAP 2005 o / =]
County IMarION =]
Program |LIEAP ZDDS =] *
Grant |LIEAP zDDS-OHCS =] *
Start Date [10-01-2004 | * MDDy
End Date |c|9-3|:|-2|:u:|5 * MMODT Save |
Figure 3-6D: APC New — “Child” Search screen.
Search .
ency APC View
Brograrm aPC = agency/Prograry/Coueds
Vendor
APC OHCS-LPO5-MAR-OHOP-LIEAP 2005
APLC
e Start Date edi] \ 09-30-2005
View
Edit
Sub APC to
Sub APC's
) [Ediarc |
Parent Proaram Child Level Grant
Celete APC I
Figure 3-6E: APC View —‘Child” APC screen.
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Verifying the APC Tree Structure
Verifying an APC tree structure can be done by using the ‘APC Search’ screen.

1. On the “Main Menu’, scroll the mouse over ‘Management’ and click ‘APC’ (reference

figure 6-7). The APC Search screen will appear (reference figure 6-7A).

Search
ﬁzﬁt APC Search
RSB oRE e Program APC = Agency/Program/County
S e Wendor
Agency : Agency ILCHHS v[
e Fsl APC Count | 'v\i
APC j New !
Wigw Program I =‘]
Frograrm Edit
Services Grant | LI
User L E
Start Date I MMDDY Y
Mok End Date | MMDDTYYY
Qualifying Tables #

Figure 6-7: APC Search  Figure 6-7A: APC Agency Search screen

2. Using only the drop-down menus, select the ‘Agency’ and ‘Program’. These options will
display an APC or multiple APCs using the specifications chosen (reference figure 6-7B).

APC Search

APC = Agency/Program/County

Agency ILCHHS "I
County I "‘I

Program | =l

Grant [ ~]

StartDate | | MMDDYYYY

EndDate | | MMDDYYYY Parent APC, No County

Search

Child APC shown with County
/ Grant Start Date -
End Date

If no results, you can create a

Search Results

Agency Program

LCHHS LAME ECCP 2007 10-01-z2006 -
09-30-2008
LCHHS 22 LAME EECC 07-01-z2006 -
06-30-2010
LCHHS ECCP 2005 LAME ECCP 2005 10-01-z2007 -
09-30-2008
LCHHS EzC2 ECCP 2007 07-01-z006 -
Oe-30-2010

Figure 6-7B: APC Search with Search Results screen
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The agency ‘LCHHS’ and the Programs ‘E2C2 and ECCP’ were selected for a search. In the
‘Search Results’ section, the ‘Parent” APC with no county, and two ‘Child” APCs are displayed.
Note: “Child APCs” display a ‘County’.

This process distinguishes the difference from a ‘Parent” and ‘Child APC. Grant allocations are
ready for this program and issued to the ‘Child Level” APC(s).
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CONSTRUCTION

—

This Section is Join]

Agency users will be notified when this section is completed. The remaining
chapter was left intact to be used or edited in the future.
Grant Allocation

Grant Allocations to agencies are funds assigned to a ‘Parent APC” and then are allocated the
‘Child APC(s)’ or County level agencies.

1. From the ‘Main Menu’ to “Fiscal’ to ‘Search’, click on *‘Grant’. The 'Grant Search' screen
will appear (reference figure 6-8). Enter the ‘Grant” name and click ‘Search’ (reference
figure 6-8A). The grant should appear in ‘Search Results’.

grmt | Fizcal | Management | Reports |
Search H Grant
V

Figure 6-8: Grant Search screen

Grant Allocation Search

@e [Eccpzoor > e.q. LIEAP 2000

Contract # | |
Start Date | | e.g. MMDDTY

End Date | | &.9. MMDDYYYY

If no results, you can create a
Search Results

Grant Dates

Grant Contract# Agency Start - End Updated INT
ECCP 2007 15-2004 LAMNE 10-01-2006 - 09-30-2008 10-04-2007 BH N
co

Figure 6-8A: Grant Allocation Search screen

2. The ‘Grant Allocation Search’ screen will display with ‘Search Results’. There are times
when agencies can have more than one grant. The desired grant will need to be selected. To
view the appropriate grant, click on the ‘Grant’ link under ‘Search Results’ (reference
figure 6-8A).
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The “Grant Allocation View’ screen will display. The view screen allows verification of the
designated amount of a grant allocated funds down to the associated APC agencies. The
“Total Grant’, “Transferred Total’, ‘“Total Remaining’ and dates are displayed (reference
figure 6-8B).

Grant Allocation View

Grant LIEAP 2008 Agency OHCE
Contract # MA

Start Date 10-01-z007

End Date 09-30-2008 Closed? M
Edit Grant
Total Grant Transferred Total Total Remaining

$30.00 - .00 $0.00
Srant tofrom APC Transfer I Mew allocation |
AIIOCW

To Edit: Click Armount row to edit. The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z-10-2007 1z-10-2007 KK
$10,000.00 0z-z20-2008 0z-20-2008 SB

Grant APC Transfers

Amount APC MAME Move Date Insert Date User
$10,000.00 OHCE-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000.00 MULTCO-LPOG-MLT-LIEAP 2008 1z2-10-2007 12-10-2007 44
$10,000.00 ACCESS-LPOG-LIEAF 2005 0z2-zZ0-2008 0Z2-20-Z008 sB

Figure 6-8B: Grant Allocation View screen

The button labeled ‘Grant to/from APC Transfer’ allows funds to be transferred down to
‘Parent’ and ‘Child” APC levels. In some cases, the ‘Grant to/from APC Transfer’, allows
transferring funds back up to the grant-level. The button labeled ‘New Allocation’ allows a
deposit to the top grant level, aka the ‘Parent’ (Reference figure 6-8B).

As funds are transferred down to the “Parent’ and ‘Child” APC levels, the section labeled
‘Grant APC Transfers’ will display a history of transfers as they occur.
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New Grant Allocation

The purpose of the “New Grant Allocation is to set-up grant funds to be distributed to sub-

agencies ‘Child APCs’.

On the “‘Grant Allocation View’ screen, under the “Allocations’ section the funding amount is
displayed. The “‘Allocations’ section will display a list of current and future allocations given to,

or subtracted from, a grant.

1. Onthe “‘Grant View’ screen, click the button ‘New Allocation’ (reference figure 6-9).

Grant Allocation View

Grant LIEAP Z0DS& Agency OHCE
Contract # WA
Start Date 10-01-2007

End Date 09-30-2008 Closed? N

Edit Grant

Total Grant Transferred Total Total Remaining
$30,000.00 $30,000.00 $0.00

Grant to/from APC Transfer
Allocations ~——
To Edit: Click aAmount row to edit, The Grant Allocation Edit screen will appear next,
Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 i0-31-z007 BH
$10,000.00 1z-10-2007 12-10-z2007 KK
$10,000.00 0z-z0-2008 02-20-2005 SB

Grant APC Transfers

Amount APC NAME Mowve Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000.00 MULTCO-LPOS-MLT-LIEAP 2008 12-10-2007 12-10-2007 KK
$10,000.00 ACCESS-LPOS-LIEAP 2008 0z2-z0-z008 0z-20-2005 SB

Figure 6-9: Grant Allocation View ‘New Allocation’ screen.

2. The ‘Grant Allocation New’ screen will appear (reference figure 6-9A). The ‘New Grant
Allocation New’ screen allows funds to be added (+) or subtracted (-) from a grant and the

allocation date. When complete, click ‘Save Allocation’.

Grant Allocation New

Select to Add {+) or subtract {-}.
Enter Amount and Allocation Date, Click Save allocation.
Mote: Fields marked with an * are reguired,

Grant: LIEAP Z00S

Arnount ® o+

(Select + or -) { 3 $|SDD.DD &
Allocation Date |02-2D—ZDDB e.g. MMDDYY *

—
| (Save allocation ]
v

Figure 6-9A: Grant Allocation New screen.
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The “Grant Allocation View New’ screen will appear (reference figure 6-9B). Confirmation of
the allocation will be displayed under *Allocations’ section.

APC Allocation View New

APC = Agency/Program/County/Grant

Marne: ACCESS-LPOS-LIEAP 2008 Wiew Parent APC I
Grant Name Allocation

LIEAP 2005 $10,000.00

Allocations $10,000.00

Available $0.00

Allocated $10,000.00

Spent $0.00 Total Spent $0.00

Wiew History |

Sub APC(s)(Click Agency name to VYiew APC Allocation)
Agency Allocations Available Alloc Date New Alloc

ACCESS-LPOS-JAC-LIEAP 2008 $10,000.00 $10,000.00 I I ﬁ

Figure 6-9B: Grant Allocation View with New Allocation added screen.

Note: the initials of the user completing the allocation adjustment will appear with the new entry
(reference figure 6-9C).

Grant Allocation View

Grant LIEAP 2008 Agency OHCS
Contract # MA

Start Date 10-01-2007

End Date 09-30-2008 Closed? N

Edit Grant
Total Grant Transferred Total Total Remaining
$30,000,00 $30,000,00 $0.00

‘Grant toffrom APC Transfer Mew Allocation I

Allocations

To Edit: Click Arnount row to edit. The Grant Allocation Edit screen will appear next.

y Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z2-10-z007 1z2-10-z007 KK
$10,000.00 02-20-2008 02-20-2008 SB
Grant APC Transfers

Amount APC NAME Move Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAF 2005 10-31-2007 10-31-z007 BH
410,000.00 MULTCO-LPOS-MLT-LIEAP 2008 12-10-2007 12-10-2007 KK
$10,000.00 ACCESS-LPOS-LIEARP 2005 0z-z0-2008 0z-z20-2005 =B

Figure 6-9C: Grant Allocation View screen

The ‘Amount’ is a “link” indicated in blue and underlined (reference figure 6-9C).
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If the amount needs to be edited, click the actual dollar amount and the ‘Grant Allocation Edit’
screen will appear (reference figure 3-10). The funding a can be edited to be added (+) or
subtracted (-) from a grant and the allocation date can be edited. When complete, click ‘Save
Changes’.

Grant Allocation Edit

To Edit:
Select either the add {+) or subtract (-} option.
Then, enter dollar amount and allocation date, Save Changes.

Grant Name: LIEAP 2008/0HCS

Armount CI

{choose + or -) ol $|1IZIIZIDIZI.DIZI
Allocation Date IDZ—ZD—ZDDB £.q. MMDOY ‘Eave Changes j

Figure 6-9C: Grant Allocation Edit screen.

If the grant information needs to be edited complete the following steps.

Click on the ‘Edit Grant’ button or use the Left Nav Bar, under ‘Grant’ and click on ‘Edit’
(reference figure 6-10). The grant name, contract number, start and end date, and agency can be
edited.

APC Allocation .

Search Grant Edit

View/Mew

Edit To Edit: Enter changes in fields below, and click Save Changes button,
Summary Fields marked with * are required,

Grant Grant Narme  |LIEAP 2008 |

Search

Wiew Contract# INA P

Edit i

Mew Start Date [10-01-2007 | * ¢.q. MMDDYYYY

LIEAP-DEA (PP) End Date [09-30-z008 | * &.q. MMDDYYYY [T Closed
Authorize

Batch APC Agency IOHCS "I #

Batch Pavment

Batch Wendor

Batch Surnmary -

Paid Agency Save Changes I
Paid Surnmary

Figure 6-10: Grant Edit screen.

Click ‘Save Changes’, the *Grant Allocation View’ screen will appear (reference figure 6-10A,
next page).

Note: Funding amounts can not be edited in this field.
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Grant Allocation View

Grant LIEAP 2008
Contract # M&
Start Date 10-01-2007

End Date 09-30-2008

Edit Grant

Total Grant Transferred Total
$30,000.00 $30,000,00

Grant to/from APC Transfer

Allocations

Agency OHCES

Closed? N

Total Remaining
$0.00

Mew allocation |

To Edit: Click Amount row to edit, The Grant Allocation Edit screen will appear next,

Amount Allocation Date Insert Date User
$10,000.00 10-31-2007 10-31-2007 BH
$10,000.00 1z2-10-2007 1z2-10-2007 KK
$10,000.00 0z-20-2008 0z-z20-2008 SB
Grant APC Transfers
Amount APC NAME Mowve Date Insert Date User
$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007 10-31-2007 BH
$10,000,00 MULTCO-LPOS-MLT-LIEARP 2005 1z2-10-2007 1z2-10-2007 Kk
$10,000.00 ACCESS-LPOS-LIEAP 2008 0z-20-2008 0z-z0-2008 SB
Figure 6-10A: Grant Allocation View screen.
113 OPUS E2C2 Manual,

Section 6 M2: Local Program Tree Structure Creating an APC

Revised 05/23/2008



Move Grant/APC

To allocate grant funds down to the ‘Parent” APC level (no county), so specific amounts can be
drawn down to the “‘Child” APC(s) level for client assistance payments, funds must be moved.

Using the ‘Grant Allocation View’, click on ‘Grant to/from APC Transfer’ button (reference

figure 6-11).

Grant Allocation View

Grant LIEAP 2008 Agency OHCS
Contract # MA
Start Date 10-01-z007

End Date 09-30-2008 Closed? M

Edit Grant

Total Grant Transferred Total Total Remaining
$30,00 000,00 $0.00
Grant to/from APC Transfer |

D i ———

Allocations

Grant APC Transfers

Amount APC NAME Mowve Date
$10,000.00 OHCS-LPOS-LIEAP 2005 10-31-z007
$10,000.00 MULTCO-LPOS-MLT-LIEAP 2005 1z-10-z007
$10,000.00 ACCESS-LPOS-LIEAP 2005 0z-20-z008

Amount Allocation Date Insert Date
$10,000.00 10-31-z007 10-31-z007
$10,000.00 1z-10-z007 1z-10-z007
$10,000.00 0z2-20-z008 02-20-z008

Insert Date
10-31-2007
1z-10-2007
0z-20-2005

Mew Allocation |

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next,

User
BH
KK
=15

User
BH
KK
=1=]

Figure 6-11: Grant Allocation View — Grant to/from APC Transfer screen.

To allocate to the ‘Parent” APC, click the button labeled ‘Grant to/from APC Transfer’. The
‘Move Grant/APC’ screen will appear. Select the appropriate APC from the drop-down menu,

then click ‘Load’ (reference figure 6-11).

Move Grant APC

APC - Agency/Program/County/Grant

To Move a Grant or APC Allocation:

1, Enter dollar armount and date.,

Z. Select APC. Fields marked * are required.

3. Select one transfer option, Click Mowe button,

Move arantfAPC
Grant LIEAP 2008

APC ACCESS-LPOS-LIEAP 2008 Available:

Arnount § IlDDDD #
D ate |D2-20—2008 * e.g. MMDDYYYY

page OME TRANSFER TYPE below:

(fer Grant to APC

grer APC to Grant

Available:
APC | ACCESS-LPOS-LIEAP 2005 LI

$10,000.00

$0.00

Figure 6-11: Grant Allocation. Grant to/from APC Transfer screen.
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The “Move Grant APC’ screen will appear. In the ‘Move Grant/APC’ section, enter the

following:

= Select the appropriate APC, using the drop-down menu

= Enter the funding amount that will be moved
= Enter the date
= Select the appropriate “Transfer Type’

Click on “Move’ to complete the transfer.

The ‘APC Allocation View’ screen will appear. Transfers should be reviewed and verified and

can be done using the APC Allocation View screen.

Grant Allocation View

Contract # Ma

Start Date 10-01-2007

End Date 09-30-2008 Closed? M

Edit Grant
Total Grant Transferred Total Total Remaining
$30,000,00 $30,000.00 $0.00

(Grant to/from APC Transfer

Allocations

Amount Allocation Date

$10,000.00 10-31-2007

$10,000.00 12-10-z2007

$10,000.00 02-20-2008

Grant APC Transfers

Amount APC NAME Mowve Date

$10,000.00 OHCS-LPOS-LIEAP 2008 10-31-2007

410,000, ML 2 - oy 12-10-z2007
@DD.;D‘—'&CCESS—LPDB—LIEAP 2008 Paren'[@u-znna

Grant LIEAP 2008 Agency CHCS <€—— Grant Owner

MNew Allocation |

To Edit: Click Armount row to edit, The Grant Allocation Edit screen will appear next,

Insert Date
10-31-2007
12-10-2007
0z-z0-2008

Insert Date
10-31-2007
12-10-2007
02-20-2008

User
BH
KK
SB

User
BEH
Kk
5B

Figure 6-11C: APC Allocation VIew Parent’
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APC Allocation View New

APC = Agency/Program,/County/Grant

— Parent APC

Mame: ACCESS-LPO8-LIEAP 2008 View Parent APC I

Grant Hame Allocation
LIEAF 2008 Grant Name $10,000.00
Allocations $10,000.00

Available $0.00

Allocated $10,000.00

Spent $0.00 Total Spent $0.00

Child APC

Sub APC(s){Click faency name to View &P C aAllocation)
Agency Allocations Available Alloc Date MNew Alloc

ACCESS-LPOS-IAC-LIEAR 2008 $10,000.00 $10,000.00 | | ﬁ

Figure 6-11D: APC Allocation View New “Child’ screen.

On the *‘APC Allocation View New’ screen, above the “Grant Name” the ‘Parent” APC is
displayed showing the allocation that was just completed. If the initial APC family was built
correctly, the following information: the Parent APC listed at top: ACCESS-LP08-LIEAP 2008
(no county), and it’s associated “Child” APC: ACCESS-LP08-JAC-LIEAP 2008 is listed.

To complete an APC move, enter the ‘Allocation Date’, the “New Allocation Amount’, and click
the ‘S’ (Save) button.

Click on “View History” and the *APC Allocation History View’ screen will appear. The history
view screen is used for historical purposes (reference figure 6-12).

APC Allocation History View

APC = Agency/Program/Grant

Mame: ACCESS-LPD&-LIEAP 2008

Allocation History

Armount Alloc, Date  APCG User Initials Insert Date/TIME
$5,000.00 02-20-2008 ACCESS-LPOS-1AC-LIEAP 2008 ={=} 02-20-2008 09:57 AM
$5,000.00 0z2-z20-2008 ACCESS-LPO3-1AC-LIEAP 2008 SB 02-21-2008 09:13 AM

Figure 6-12: APC Allocation History View

After allocating from the Parent APC-level (no county) to the Child (with County), notice that
the total available in the Parent ‘APC’ is $0.00, because the Parent’s available funds have been
allocated down to the Child-County level, and the ‘Total Allocated’ is $10,000.
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Click on *View Parent APC’ and the *‘APC Allocation View New’ screen will appear. Select the
appropriate ‘Parent APC’ by clicking on the Sub APC Agency link (reference figure 6-13).

APC Allocation View New
APC = Agency/Program/County/Grant
Marme: OHCS-LPOS-LIEAP 2008
Grant Name Allocation
LIEAR 2008 $10,000.00
Allocations $10,000.00
Available $10,000.00
Allocated $0.00
Spent $0.00 Total Spent $1,400.00
Wiew History
Sub APC(s){Click Agency name to Yiew APC Allocation)
Agency Allocations Available Alloc Date MNew Alloc
BCCESS-LPOS-LIEAP 2003 $0.00 $0.00 | | ﬂ
CAQ-LPOG-WSH-LIEAP 2008 $0.00 $0.00 | | &
CAPECO-LPOS-LIEAP 2008 $0.00 $0.00 | | ﬂ

Figure 6-13: APC Allocation View New — View History

The *‘APC Allocation View New’ screen will appear. In the upper portion of the screen is the
information on the ‘Parent APC. This view screen is used for historical purposes (reference
figure 6-14).

APC Allocation View New

APC = Agency/Program/County/Grant

Marme: ACCESS-LBPAB-TIEAP 2008 Wiew Parent APC I

Allocation
$10,000.00

Allocations $10,000,00

Available $0.00

hllocated $10,000.00

$0.00 Total Spent $0.00

Yiew Histary

Sub APC(s)(Click Agency name to View APC Allocation)

Agency Allocations Available Alloc Date MNew Alloc

ACCESS-LPOS-JAC-LIEAP 2008 $10,000,00 $10,000.00 I I

E

Figure 6-14: APC Allocation View New — View Parent APC
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Program Funds Available for Payment Assistance

Once the Grant and APC tree structure is completed and grant funds allocated down to the
Child APC level, the funds will be able to be used on the *‘OPUS New Payment’ screen for client
payment assistance.

After an intake worker has processed a household through the OPUS system, the intake worker
will be able to select the Child-APC from a drop down menu on the ‘“New Payment’ screen as
shown in the example below. Reference Section 2; Client Intake New.

Steps have been completed for creating a Local Program.
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