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Action Request Transmittal 
Aging and People with Disabilities  
 

Ann McQueen Number: APD-AR-21-057 

Authorized signature Issue date: 10/4/2021 
 
Topic: Other Due date: 10/4/2021 
 
Subject: OPI and APD branches for OR PTC DCI 
 
Applies to (check all that apply): 

 All DHS employees  County Mental Health Directors 

 Area Agencies on Aging: Types A and B  Health Services 

 Aging and People with Disabilities   Office of Developmental 
Disabilities Services (ODDS)  Self Sufficiency Programs 

 County DD program managers 

 Support Service Brokerage Directors 

 ODDS Children’s Intensive In 
Home Services 

 ODDS Children’s Residential Services  Stabilization and Crisis Unit (SACU) 

 Child Welfare Programs  Other (please specify):       

Action required:  
 
*Please note that this is an interim process.* 
 
APD local offices (voucher clerk or assigned staff who is creating the payroll 
batch) –  

• From each completed payroll batch file, filter the spreadsheet to separate OPI 
services from APD services prior to entering into DHR via STIM. 

• APD consumers should not be included on the list that is sent to the AAA.  

• Save the OPI entries into a new spreadsheet and send a secure email to the 
OPI office in your district.  List is included below.   

• Use the following naming convention for these filtered spreadsheets: 
OPI_yyyy-mm-dd_military time (example: OPI_2021-09-21_16-07)  
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OPI offices (voucher clerk or assigned staff who is entering units into DHR via 
STIM) –  

• When you receive the filtered spreadsheet from the APD office, rename the file 
using the appropriate format and correct OPI branch.  

• Branch number_yyyy-mm-dd_military time (for example: BR3012_2021-09-
22_17-06) 

• Follow the business process to enter into STIM. 
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Field/stakeholder review:    Yes    No 

If yes, reviewed by:         
 

If you have any questions about this action request, contact: 

Contact(s): Provider Time Capture, OPI Policy 

Phone:       Fax:       

Email: PTC.Support@dhsoha.state.or.us, OPI.Policy@dhsoha.state.or.us 

 


