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	Senior and People with Disabilities
	Information Systems Coordination Unit
	 
APD - Individual User Profile


  Section l – Individual user profile (“User” is the person whose account is being affected.) 
	Check all 
that apply:
	|_| Add a new user ID 	|_| Revoke a user ID (temporary revoke/leave of absence)
[bookmark: Check2]|_| Modify access          ***Be sure to designate which roles are to be added/deleted.                    
                                                    Failure to do so will result in all previous roles being deleted***
|_| Keep all previous roles                                                                                  
|_| Terminate a user ID (no longer with the agency)
[bookmark: Check3]|_| Change name on user ID (new user ID will not be issued for name changes.)

	Employed by:
|_|  Permanent
|_|  Temporary
	[bookmark: Text425]|_| DHS/AAA branch no:                          District             
[bookmark: Check7]|X| Contractor Agency/Business Name:                   
|X| AAA Name:      
|_| Employment Status (FT, PT, Rotation, Limited Duration)        
|_| Other Agency (specify):           


 Individual User Information (Include floor or suite number when applicable)
	Name: (print)  (First)               (M.I.)                (Last)
     
	RACF ID
     
	Effective date:
     

	Branch/Unit Name:
[bookmark: EmpCluster]     
	Position/Title:
[bookmark: EmpPosition]     

	E-mail address:
[bookmark: EmpEmail]     
	Phone:
[bookmark: Empareacode][bookmark: Empphone1][bookmark: EmpPhone2](    )      -      
	Extension:
[bookmark: Empext]    
	Employee ID number:
[bookmark: EmployeeIDNumber]     

	
	
	
	

	Work address:
     
	City:
     
	State:
[bookmark: EmpWkSt]     
	ZIP:
     


NON-DHS User Information (Includes Contractors/Partners, Volunteers, etc.)
	Name:  (print)  (First)               (M.I.)                (Last)
     
	RACF ID: 
     
	Effective date: 
     

	Access Agreement (AA) Number: 
     
	Position/Title:
     

	E-mail address:
     
	Phone:
(    )      -      
	Extension:
     
	Partner ID:
     

	Work address:
     
	City:
     
	State:
     
	ZIP:
     


 Manager information 
	Name: (print) (First)               (M.I.)                (Last)
     
	Today’s date:
November 26, 2019

	Branch/Unit Name:
[bookmark: MgrClusterWk]     
	Phone:
[bookmark: phone3][bookmark: phone2][bookmark: phone1](     )      -      
	Extension:
[bookmark: MgrExtension]     
	Position/title:
     

	Manager’s Signature:
	E-mail:
[bookmark: MgrEmail]     





 User Name:                                 			RACF ID:	
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User name:      	RACF:      
   APD mainframe user groups
	Add
	Del
	User Group
	General Field and Central Office User Groups

	|_|
	|_|
	SSUCSRCH
ALWAYS CHECK THIS ONE
	APD OREGON ACCESS SEARCH (You do not need this group if you have SSUFIELD.)  Permits access to (ELGI, SCMS, SCP1, SCP2, SCP3, S012, S013, S014, S015, S016, S100, S105, S106, S185, WEBM, W026, W027, W029, W030, W031, W032, W091, W092, W109, W110, W130, W133, W141, W147, W157, W158, W160, W213,W215, W222, W226, W228, W229, W230, W231, W232, W233, W234, W235, W236, W240, W241, W242, W243, W244, W245, W246, W247, W248, W249)

	|_|
	|_|
	SSUFIELD

ALWAYS CHECK
THIS ONE FOR OPI CM
	

APD FIELD WORKER GROUP – Permits access to read rights to multiple screens

	[bookmark: Check253]|_|
	[bookmark: Check254]|_|
	SSUHKINQ
	HOUSEKEEPER INQUIRY GROUP - Permits access to CEP financial information, CEP voucher list/details, in-home service and claims, CEP respite hours, CAPS service Eligibility, provider union deduction and voluntary deduction information (HDTL, HFIQ, HINQ, HINV, HPAD, HRDY, HRSP, HSVC, SCEI, SCOI, SCRI, SELG, SHHW, SHLQ, SOTD, SOTI, SSEQ, SUDI, SVDA, SVDD, SVDH, SVDM)

	|_|
	|_|
	SSUPROIQ
	PROVIDER INQUIRY USER GROUP - Permits access to Provider file information (RCIQ, PRV8, SPVF, SPVM)

	[bookmark: Check291]|_|
	[bookmark: Check292]|_|
	SSUHKOPI
	OPI PAYMENT - Permits user to generate and pay Oregon Project Independence Vouchers (OATH, ONGO, ONIQ, OPAY, SLVI, STIM, STIQ, SVCH) NOT permitted to any user with CAPS 2 Update, CAPS 2 Update - OPI Type, OAA/OPI General Update or XIX Provider Maintain.



TYPE A and TYPE B AAA Offices ONLY: RTZ GET CARE 
	Add
	Del
	User Group
	AAA Offices ONLY

	|_|
	|_|
	Caretool
	View/Update Caretool module for Options Counseling, OPI

	|_|
	|_|
	Caretool Read Only
	View but not update Caretool module

	|_|
	|_|
	I&R
	View/Update Information and Referral module

	|_|
	|_|
	I&R Read Only
	View but not updated Information and Referral module

	|_|
	|_|
	Listing Maintenance
	View/Update Resource listing maintenance module.

	|_|
	|_|
	Agency Information
	View/Update home agency information in ADRC

	|_|
	|_|
	System Administrator
	State Unit on Aging and Staff Only

	|_|
	|_|
	Issue Manager
	Report system issues

	|_|
	|_|
	Reports
	☐ All   ☐I&R Only       ☐ Options Counseling Only

	|_|
	|_|
	Options Counseling (OC)
	☐ OC  ☐ OC MDSQ    ☐ OC Enhancing Equity

	|_|
	|_|
	OPI
	Oregon Project Independence


	|_|
	|_|
	OPI Pilot
	OPI for ages 18-59

	|_|
	|_|
	Digital Signature
	Caretool Access Requirement

	|_|
	|_|
	Medicaid Branches
	For use in transmitting data to OACCESS


  
	APD Oregon ACCESS security groups 

	Add
	Del
	User Group
	Description of  Branch Rights

	|_|
	|_|
	CAPS 2 HR exception T2 
	SUPERVISORS ONLY - Allows update rights to approve exception hours up to the local office to limit in hours act window.

	|_|
	|_|
	CAPS 2 ASMT Stat Admin Act 
	SUPERVISORS ONLY – Allows update rights to the assessment status for administrative reasons based on assessment status change rules.

	|_|
	|_|
	CAPS 2 general read
	Allows read rights to the assessment wizard, client details and service planning for all types except APS. NOT permitted to any user who has Mainframe rights to SSUHKOPI

	|_|
	|_|
	CAPS 2 update OPI type
	Allows read and update rights to the assessment wizard, client details and service planning for CAPS OPI type records. NOT permitted to any user who has Mainframe rights to SSUHKOPI

	[bookmark: Check94]|_|
	[bookmark: Check99]|_|
	General read
	Allows read only rights to all Oregon ACCESS information including NAPIS/OAA information but not APS or CA/PS.

	[bookmark: Check95]|_|
	[bookmark: Check98]|_|
	General update
	Allows read and update to all Oregon ACCESS information except APS and CA/PS.

	[bookmark: Check100]|_|
	[bookmark: Check105]|_|
	NAPIS/OAA update
	Allows rights to read/add/update NAPIS/OAA information (address; contact; nutrition risk/ADL; OAA service; case overview; OAA benefit).

	[bookmark: Check101]|_|
	[bookmark: Check104]|_|
	Narrative update
	Allows rights to update the narrative but no other information.

	[bookmark: Check263]|_|
	[bookmark: Check264]|_|
	OAA client billing update
	Allows rights to read and update OPI and OAA billing statements

	[bookmark: Check233]|_|
	[bookmark: Check234]|_|
	OAA provider maintain
	Allows rights to add and update OAA provider information, resource directory and NAPIS/OAA sites and providers.

	[bookmark: Check102]|_|
	[bookmark: Check103]|_|
	OAA/OPI 
general update
	Allows rights to read and update OAA and OPI type records. NOT permitted to any user who has Mainframe rights to SSUHKOPI

	[bookmark: Check106]|_|
	[bookmark: Check125]|_|
	OPI financial update
	Allows rights to add and update financial information.

	[bookmark: Check111]|_|
	[bookmark: Check120]|_|
	Provider inquiry 
	Allows rights to read provider information but not the confidential 
tax information.

	[bookmark: Check235]|_|
	[bookmark: Check236]|_|
	Provider inquiry and financial
	Allows rights to read provider information including confidential
tax information.

	[bookmark: Check265]|_|
	[bookmark: Check266]|_|
	RAIN–NAPIS report preparers
	Allows rights to read SPR preview and NAPIS reports. Allows rights to read and update enter management information.

	[bookmark: Check267]|_|
	[bookmark: Check268]|_|
	RAIN–NAPIS report review
	Allow rights to read SPR preview and NAPIS reports.

	[bookmark: Check112]|_|
	[bookmark: Check119]|_|
	Screening update
	Allows rights to update the screening functions but no other information.

	[bookmark: Check126]|_|
	[bookmark: Check127]|_|
	Service update
	Allows rights to update the service information but are not authorized to update food benefits (SNAP), cash or Medicaid cases. Does not include APS or CA/PS.

	Below are Statewide Rolls for Oregon ACCESS only

	[bookmark: Check134]|X|
	[bookmark: Check139]|_|
	SW-NAPIS/OAA
service update
ALWAYS CHECK THIS ONE
	Allows statewide rights to read/add/update NAPIS/OAA information, (Address; contact; nutrition risk/ADL; OAA service; case overview; OAA benefit.)

	Signature All requests to be approved by user’s manager.

	Manager: (print name)
      
	Phone number:
(     )       -      
	Ext.:
     

	Manager signature:

	Date:
  /  /  
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