Fiscal User Manual
Updated September 2, 2014

Presented by:
Oregon Housing & Community Services
725 Summer St. NE, Suite B
Salem, OR 97301

Margaret Van Vliet, Director

i OPUS Fiscal Users Manual, Table of Contents



OPUS Fiscal User Manual
For Windows

For OPUS System v3.1.0 and above

Acknowledgements:

Project Team

Project Managers: Bill Carpenter, Brent Holmes
OPUS Helpdesk: John Rutledge , Sarah Mentzer
Developers: Kerri Haworth

Interface Designer: Suzanne Harris

Technical Writer: Marcie Clark

Fiscal Advisors: Carol Wagner, Marcie Clark

Notices: OPUS Fiscal User Manual for Windows for OPUS System v3.1.0 and above.

Disclaimer: While Oregon Housing and Community Services takes great care to ensure
the accuracy and quality of this manual, all materials are provided without any warranty
whatsoever, including, but not limited to, the fitness for a particular purpose.

Trademark Notices: OPUS system content, operations and corresponding logos are
service marks of Oregon Housing and Community Services. All other product names and
services used throughout this book are trademarks of their respective companies. The
product names and services are used throughout this book in editorial fashion only and
for the benefit of such companies. No such use, or the use of any trade name, is intended
to convey endorsement or other affiliation with the manual.

Help Us Improve This Manual
Your comments are important to us. Please contact us at:

Oregon Housing and Community Services
ATTN: Marcie Clark

725 Summer St. NE, Suite B

Salem, OR 97301-1266

503-986-2071

E-mail: MGAFiscal@oregon.gov

ii  OPUS Fiscal Users Manual, Table of Contents


mailto:MGAFiscal@oregon.gov

Table of Contents

Introduction

Acknowledgements
Table of Contents
Frequently Asked Questions

Section One — Basic Operations

Internet Explorer (IE) Settings

Java Security Update

Login to OPUS

Message of the Day

HOME and Log Out screen

Log Out/”Log Off” screen

Types of Screens and Buttons

Screen navigation

Main Menu/Left Navigation bar (Left Nav Bar)

Section Two — OPUS Fiscal Reports

Reports

Notice of Allocation (NOA)
MGA Payment Summary Report
MGA Payment Detail Report
FSR Summary Report

Exporting Reports into Excel

Section Three — AGRs and RFFs
Agency Grant Requests (AGR)
Requests for Funds (RFF)
Adjusting Entries

Section Four — AGSs and FSRs

Agency Grant Status (AGS)
Financial Status Reports (FSR)

iii  OPUS Fiscal Users Manual, Table of Contents

23
24
24
25
26
27
27

30
30
33
35
37
39

42
45
48

50
54



MANAGEMENT

Note: Section Five below covers Management ‘Permission Only’ areas of the

OPUS system. Therefore, these screens are only available to assigned fiscal and

management personnel to work within.
Section Five — Agency Management Functions
Agency

Search

View

Edit

New (OHCS only)

User

Search

Possible Disabled User-Reactivating Inactive User
New

View

User Role Edit

User Action Edit

Delete User

Reset User Password

Requester —-OHCS only
GoTo

OPUS module

iv. OPUS Fiscal Users Manual, Table of Contents

60
61
61
62

62
64
64
65
66
67
67
68

69



OPUS Fiscal Module
Frequently Asked Questions

Preparing Agency Grant Requests (AGR)/Requests for

Funds (RFF)

Q:

A:

What date is the Period Ending Date?

The Period Ending Date should be the date through which the funds being
reimbursed are actually expended. OPUS does not allow a date later than
today’s date since expenditures which will happen in the future are considered
advances.

: What amount should be entered in the Expended to Date field?

A: The Expended to Date amount represents the total expenditures for the grant

from the first expenditure up through the period ending date, which would fall
within the grant expenditure period indicated on the Notice of Allocation (NOA).
Entering the total expenditures will automatically calculate the current request.

Q: What amount should be entered in the projected field?

A: If an advance is needed and allowed for the grant, enter just the amount of the

additional funds needed. It will automatically be added to the current request. If
the grant does not allow advances, the projected field will be disabled.

Q: Why does an error message sometimes appear when the Enter key is pressed?

A: The Enter key is the same as clicking on the Save button, so the system will not

allow the AGR to be saved if no amounts have been entered. Also, if the Enter
key is used before all of the categories have been entered, the AGR will save with
partial information. The Tab key should be used, or use the mouse to click into
each field.

. If the Enter key is used and an AGR is saved with only partial information, what

should be done to correct it?
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A: Select AGR New for the same grant and enter the missing information. The
completed AGR category will appear, but not allow any changes. Once saved, all
categories will be complete and ready to include on the same RFF, if desired.

Q: When entering a new Request for Funds (RFF), all of the AGRs in Prep status
appear on the screen. How should they be grouped on the RFF?

A: It is the decision of each agency how the AGRs should be grouped. All AGRs
may be included on one RFF, each AGR may be selected for individual RFFs or
groups of AGRs may be combined on one RFF
(Ex: DOE WX + DOE T&TA).

Q: Once an RFF is certified, is anything else required to submit a request?

A: When the RFF is certified, nothing more is required except when the grant
requires program backup documentation. For specifics, contact the Program
Analysts (see page iv of the Fiscal Procedures Manual).

Q: How are Budget Change Requests submitted to OHCS?

A: Budget Change Requests (Excel) should be e-mailed to MGAFiscal@oregon.gov.

Q: Is there a deadline for requesting funds on OPUS?

A: Yes, in a manner of speaking. Requests will be processed on Wednesdays at 1:00
PM. If RFFs are submitted after 1:00 PM, the RFF will wait until the next
Wednesday processing date.

Q: What procedure should be followed if OPUS is not available because of technical
problems?

A: If the technical problem lies with the agency submitting the RFF, the agency is
encouraged to submit the request from an alternate site after receiving special
permission from OHCS to do so.

If the technical problem lies with OPUS itself, the RFF cannot be processed and
will have to wait to be entered into OPUS when the system is once again
available. In the unlikely event OPUS is offline for an extended period of time,
other arrangements would be made to process requests.
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Preparing Agency Grant Status/Financial Status Reports

Q:

A:

Why doesn’t the AGS allow a single period ending date entry as the AGR does?

Unlike the AGR, the AGS keeps track of all quarters within the grant
expenditures period. The period ending date must be entered for each category
as the programming will not recognize the entry otherwise. The date can be
copy-and-pasted, however.

. If a grant has a grant expenditure period that begins before the allocation

actually appears on the Notice of Allocation (NOA), will AGS/FSRs need to be
submitted for the quarter(s) that predate the actual allocation date?

: Yes. In order for the OPUS system to track the quarters within the grant

expenditure period, all quarters must be entered, unless a final AGS is entered
prior to the end of the grant expenditure period.

: The AGS contains spaces for entering amounts other than expenditures. Are

these required amounts?

: Most AGSs, with the exception of DOE WX Program, HSP and FDPIR, include

spaces for 3rd Party Contributions, Other OHCS Awards and Rebates listed as
Agency Share of Expenditures. It is not required to fill in these spaces, but they
may be used to report any matching funds or rebates.

DOE WX Program includes spaces for the breakdown of Program category
expenditures. These include Insurance Premiums, Health & Safety and Other.
This breakdown is required. If there are matching funds or rebates for DOE
WX Program, they may be listed in the space for comments.

HSP and FDPIR require that matching funds, both amount and source, are

reported. There are spaces for Local, State and Federal funds used as match for
these grants.
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Internet Explorer Settings

For use with Microsoft™ Internet Explorer version 8.0 and above. Do not utilize
with any other browser as data corruption and unexpected errors may occur.

Internet Explorer (1E) Settings

It is likely that internet browser software was installed with the default settings. The
default settings need to be adjusted for web-based data entry operations. Making the
following adjustments allows the application and database to communicate in ‘real-time’
as information is entered and saved to the database.

For Internet Explorer 8 Users go to Page 3

For Internet Explorer 9 Users go to Page 10

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

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

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

/2 velcome to Opus - Microsoft Internet Explorer provided by OHCS (v.6) S [ =1 |
J= [ apps.state.on N - +. [ ses a -
oy 2] ups: apps.state.orus opu; J B ||¥2| X || searcnthe web (Babyion) yel
Fle Edt View Fovorites Tooks Hep x Oy
[ Favorites @ walcame to Opus | | %0 - ) - 5] o - Page - Safety v | Tools - (@

-
15 Reopen Last Browsing Session

o P U s |1 Pop-up Blacker »

Manage Add-ons

¢ Work Offline

Welcome to Opus

Ll Compatibilty View

Compatibillty View Settings

_:2{’ Ful Screen F11
Legin te QPUS b Toolbars ¢
Learn More about OFUS b Bl B >
& Developer Tools F12

Suggested Sites

Windows Messenger
Disaniose Connection Problems. .,

GneNote Linked Notes

Send to Onefloke

Data Classification: 1
Oregon Housing and Community Services ©

[ [ [ [@internet [P = [Ho0e ~

Figure 1-1: internet Options screen.

21|
General ISecurity I Privacy I Contenk I Connections I Programs I Advanced I

Home page
l/? To create home page tabs, type each address on its own line.
1 htkp:finkranet!

[—
[~

Lse current I Lse default Use blank |

Erowsing history

ete temporary files, history, cookies, saved passwords,
and web Form informatian,

™ Delete browsing history on exit
Delete, .. ‘ Settings I '
Search

p “hange search defaults. Setkings I

|
A

Tabs
i_hange how webpages are displaved in Settings I
tabs,
Appearance
Colors I Languages | Fonks | Accessibility |

Ok | Cancel | Apply I

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

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

Internet Explorer stores copies of webpages, images, and media
For Faster viewing |3

Che
% Every time I visit the webpage

Files and History Settings’
view can vary in
appearance and/or
wording.

i Ewery kime I skart Internet Explorer

® Sz el Regardless; the ‘Check for

newer versions of stored

| 1024 = pages;’

Must be:
Current location:
CihDocuments and Settingstirutledgeilocal Settings! Termparary: “Every time | visit the
Inkernet Filesh 9

webpage

Maove Folder. .. Yieww obhjecks Wigw Files

—Hiskory

Specify how many days Internet Explorer should save the lisk
af websites you have visited,

Days ko keep pages in histarsy; 1

(] 4 | Zancel |

Figure 1-2: Settings Panel

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

To determine if you have the latest Java plug-in go to the Java homepage for quick
access: http://java.com and then following the instructions on the page.

If possible, each agency’s IS staff should be able to assist the user(s) in downloading
on each computer unit (PC). When downloading there will be two security
certificates. See example below. The first one is the standard agreement to using the
software, check “always”. The second security certificate is for the report plug-in,
again check “always”.
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OPUS Orc:é'@n’f%\i-

? ] AN
Housing and Community Services
Internet Options 21l

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

Version 3.0.3P

Settings

[=] International* |
[ Always show encoded addresses
Send IDM server names
[ Send IDM server names far Intranet addresses Learn Meore about GPUS K
Send UTF-8 URLs
Show Information Bar for encoded addresses

Login to CRUS Ik

| Java (Sun)
Use JRE 1.6.0_20 for <applet > (requires restark)

Always use ClearType for HTMLY
Enable automatic image resizing
Play animations in webpages*

| Flay sounds in webpages | i
4 » |

*Takes effect after you restart Internet Explorer

Restore advanced settings |

Reset Internet Explorer settings

Resets Inkernet Exploret's settings to their default Reset. | Data Classification: 1
condition.

ousing and Community Services @

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

Ok I Cancel | Apply |
Figure 1-3: Settings Panel - Advanced

Java Security Update

Make sure all your browser windows are closed before
proceeding.

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

2. If you are already in classic view skip this step. In the upper left corner of the screen
click on ‘Switch to Classic View’.

3. Double click on the Java Icon | ,_’; |

[ —
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I PR f=l Y

IJaval SEcurityl F'.u:l'-.fancedl

"~ About

Wigw version infarmation about 1ava Contral Panel,

about, .. |

" Metwork Settings

Metwork settings are used when making Internet connections, B defaulk,
Java will use the netwark settings in wour web browser, Only advanced
users should modify these settings,

Mebwork Setkings. ..

— Temporary Internet Files

Files wou use in 1ava applications are stored in a special folder For quick:

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

Settings. .. | View. .. |

K I Zancel | Al |

Figure 1-4A: Java Control Panel — General

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

[ e

Setkings

; --Debugging

-lava console

-Defaulk Java for browsers
-Java Plug-in

~Shortcut Creation

- JMLP FilefMIME Association
- JRE Auto-Download
-Securiby
~Miscellaneous

H.

[+

[+

The Security tab will expand

(0] I Cancel et |

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

I [P =l Y

Generall Javal Security Advanced |

Settings
---Debugging

- Jawa console
Defaul: Java for browsers
Java Plug-in

Shortcut Creation

JMLP File/MIME Associakion
-JRE Auto-Download

- Securik

- code [sandboxed vs, trusked) secority verification
[+-Miscellaneous

¥
B

The General tab will expand

| (0] 4 I Cancel | Gpply |
I Nl E3

Generall Javal Security Adwanced |

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

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

----- [¥ Show sandbox warning banner

----- [ &llows user ko accept JMLP security requesks

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

----- [# Enable list of trusted publishers

----- [+ Enable blacklist revocation chedk

----- v Enable caching password For authentication

i Idse 551 2.0 compatible ClientHelo Format
----- e 551 3.0
----- ¥ Use TLS 1.0

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

4] | 3

(] 4 I Zancel | Apply |

Figure 1-4C: Java Control Panel — Advanced — Security and General Tabs expanded
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Java Control Panel v| =00 %]

Generall Javal Security  Advanced I

T = ™

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

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

----- [ Show sandbox warning banner

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

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

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

----- [¥ Enable blacklist revocation chedk

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

o Ise 551 2.0 compatible ClientHela Format

----- ¥ Use 55L 3.0

----- ¥ Use TLS 1.0

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

[+-Miscellaneaus -
4 | »

Figure 1-4D: Use SSL 2.0 compatible ClientHello format selection

5. Check the box highlighted above. Click on “Apply”, then “OK” (reference figure 1-
4D)

6. Log into OPUS normally and run one of your reports. You may receive this pop up.

| Warning - Security

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

Figure 1-4E: Warning Security pop-up

8 OPUS Fiscal Users Manual, Section 1-Basic Operations
Data Classification: 2



7. Click on “Always trust content from this published.”

Warning - Security

The application's digital signature has an error. Do you &

want to run the application?

Figure 1-4F: Warning Security pop-up

8. Click on the “RUN” button and wait for the system to complete the process. Then
you should be able to review your normal print window.

9. If you have any questions and if you have an IS person at your agency, ask for their
assistance or contact

OPUS Helpdesk
opushelp@hcs.state.or.us
1-800-453-5511 Option #6

You are ready to login using OPUS.

Goto Page 23 “L.ogging into OPUS”
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Internet Explorer 9 Setup Instructions

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

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

‘& Olrp—— £~ 826X @ vecometo Ops “ 0 1

W"Filt Edit View Favorites [RETES Hely
-5 -~

Ctrle Shifte Del
Ctrl+ShiftsP

pus

View downloads Cule)
Pop-up Blocker
Smant Fier

ogin to OPUS b

Learn More about OPUS b

Feed discovery
Windows Update

F12 developer tools

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

Internet options

Data Classification: 1

Figure 1-5: internet Options screen.

Internet Options ‘ &Ig

General | Security I Frivacy I Content I Connections I Frograms I ndvanced|

Home page
l/) To create home page tabs, type each address on its own line.
4 hitp:/fintranet, -
[ Use current ] [ Use default ] [ Use blank
€[ Browsing history —»

] /I_ Delete temparary files, history, cookies, saved passwords,
v ,-' and web form infarmation.

[T] Delete browsing history on exit

Delete... ] [ Settings ] ]
Search o

E ) Change search defaults.

Tabs
" | | Change how webpages are displayed in
] b=

Appearance

[ Colors ][ Languages ][ Fonts ][ Accessibility ]

[ OK ] [ Cancel ] Apply

Figure 1-5A: Internet Options Advanced Settings
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3. In ‘Settings’ screen, click the option "Every time | visit the webpage", then click

“OK” button (reference figure 1-6).

Temporary Internet Files and History Settings @

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster visuwine-late

Chedk for newer versions of stored pages:

(@) Every time I visit the webpage

(71 Automatically

(7 Mever

Disk space to use (3-1024MB) o ke
(Recommended: 50-250MB)

Current location:

[ Maove folder... ][ View objects ][ View files

History

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

Days to keep pages in history: 20 =

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

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

Must be:

“Every time 1 visit the
webpage”

oK ] [ Cancel

Figure 1-6: Settings Panel

Java Security Update

Make sure all your browser windows are closed before

proceeding.

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

N

double click on the icon@ go to ‘control panel’.

2. Double click on the Java Icon.

N i
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F B
| £ Java Control Panel El_‘ﬂ

GEI'IEF3|§| Java I Security I Advanced

About

View version information about Java Control Panel.

Metwork Settings

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

Metwork Settings. ..

Temporary Internet Files

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

[ Settings... H View... ]

[ oK H Cancel ] Apply

Figure 1-7A: Java Control Panel — General

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

[£| Java Control Panel El_lﬁ

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

Settings

t--Debugging

H--Java console

H--Default Java for browsers
H--Java Plug-in

t--Shartcut Creation

t--JMLP File/MIME Association
t--JRE Auto-Download

|

3l

-Security

-Mizcellaneous

roy | oy O O Y Y o O ey O oy |

The Security tab will expand

Ok ] [ Cancel Apply

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

|£:| Java Control Panel =T

| General | Java | Security | Advanced |

Settings

i -Debugaing

-Java console

-Default Java for browsers
-Java Plug-n

-Shortout Creation

-JMLP File/MIME Association
-JRE Auto-Download

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

The General tab will expand

[ Ok, ] [ Cancel ] Apply
e
| Java Control P —
| General | Java | Security | Advanced
----- Use certificates andl keys in browser keystore i

----- Use personal certificate automatically if only one matches serve
----- Warn if site certificate does not match hostname

----- [7] Show site certificate from server even if it is valid

----- Show sandbox warning banner I
----- Allow user to accept INLP security reguests

----- [7] Check certificates for revocation using Certificate Revocation L
----- [7] Enable online certificate validation

----- Enable list of trusted publishers

----- Enable blacklist revocation check

----- Enable caching password for authentication

‘. Use S5L 2.0 compatible ClientHello format

----- V| Use 55L 3.0

----- Use TLS 1.0

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

[+-Miscellaneous
4| 1 | b

m

1

(o< (Lo ) [_romy ]

Figure 1-7C: Java Control Panel — Advanced — Security and General Tabs expanded
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|General | Java |Seﬂ_ﬂt'yr| Advanced

H

- Mixed code (sandboxed vs. trusted) security verification
H--Miscelaneous -

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

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

----- Show sandbox warning banner

----- Allow user to accept JNLP security requests

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

----- Enable list of trusted publishers

----- Enable bladkist revocation ched:

----- Enable caching password for authentication

B [F] Use 551 2.0 compatible ClientHello format

----- Use 55L 3.0

----- Use TLS 1.0

L 2

— .

x| Aoy

Figure 1-7D: Use SSL 2.0 compatible ClientHello format selection

5. Check the box highlighted above. Click on “Apply”, then “OK” (reference figure 1-

7D)

6. Log into OPUS normally and run one of your reports. You should may this pop up.

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

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

Warning - Security

The application's digital signature has an error. Do you &

want to run the application?

Figure 1-7F: Warning Security pop-up

8. Click on the “RUN” button and wait for the system to complete the process. Then
you should be able to review your normal print window.

9. If you have any questions and if you have an IS person at your agency, ask for their
assistance or contact

OPUS Helpdesk
opushelp@hcs.state.or.us
1-800-453-5511 Option #6

You are ready to login using OPUS.

Goto Page 23 “Logging into OPUS”
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Internet Explorer 10 Setup Instructions

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

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

Print

File
Zoom (125%)
Safety

Add site to Start menu

OAZSIS Home Page

+ Opus Production About Intemet Explorer

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

shouldn't) ‘

« Qaisis Production

.

o Oaisis Test (for testing and training ony!!!!)

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

 Report Definitions
o Usermanuals

Figure 1-8: internet Options screen.

™) 1E10 Internet Options (=]

Griors W WD W

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

Home page
l/? To create home page tabs, type each address on its own line.
= http://intranet/ -

-

[ Use current ][ Use default ” Use new tab

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

Tabs

Change how webpages are displayed in tabs.

rowsing history

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

[] Delete browsing history on exit

o (e )

Appearance

Colors ]l Languages H Fonts l[ Accessibility ]

[ OK ] [ Cancel ] Apply

Figure 1-8A: Internet Options Advanced Settings
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3.

s R D W

3 IE10 Temp Internet Files

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

H
We‘bsfte Data Settings | ?

™|

Temporary Internet Files | History | Caches and databases |

Internet Explorer stores copies of webpages, images, and media
for faster viewing later,

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

() Every time I start Internet Explorer
) Automatically
() Never
Disk space to use (8-1024MB) 250 |2
(Recommended: 50-250MB)

B | Current location:

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

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

Apply

Figure 1-9: Settings Panel

Java Security Update

In ‘Settings’ screen, click the option "Every Visit to the Page", then click “OK”
button (reference figure 1-9).

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

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

Must be:

“Every time 1 visit the
webpage”

Make sure all your browser windows are closed before proceeding.

D

L/

Located the Windows lcon” & (usually located in the lower left corner of your
monitor), double click on the icon.

The Start Menu will appear. On the right hand column double click the “Control
Panel” button (reference figure 1-10).
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n Documents
D% Microsoft Outlook 2010 b
Ly
—] Pictures
w“ Microsoft Word 2010 b
Music
/—\, Adobe Acrobat 9 Standard 4

Co— (LTt

E‘@ Digital Voice Editor 2 -

= Control Panel
;.E[) Paint »
[Pt 4

Adobe Reader X1 >

—

_" Getting Started >

@ Shortcut to HomeTBA.exe
! Connect to a Projector

Sticky Notes

Devie..

Default Programs

Help and Support

»  AllPrograms

' Search programs and files je l

Figure 1-10: Start Menu — Control Panel

& | Java
3. Double click on the Java lcon. ="

The Java Control Panel will appear (reference figure 1-11A).
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General | Java I Security I Aduancedl

About
View version information about Java Control Panel.
MNetwork Settings

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

Metwork Settings...

Temporary Internet Files

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

Settings... ] [ View...

Jawva in the browser is enabled. See the Security tab

e

[ QK ] [ Cancel Apply

Figure 1-11A: Java Control Panel — General
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4. Go to the “Advanced” tab (reference figure 1-11B). Click on the + sign in front of
‘Security’.

?|é| J;a'acmtﬂl' Panel ! - ‘ E’i‘

LS

| General | Java | Security | Advanced |

------ || Show site certificate trom server even it itis valid
Mixed code (sandboxed vs. trusted) security verification
------ @ Enable - show warning if needed

----- ") Enable - hide warning and run with protections

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

dvanced Security Settings

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

=

----- Enable list of trusted publishers

----- Enable bladklist revocation check

----- Enable caching password for authentication
----- Enable online certificate validation

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

----- Use TLS 1.0

----- [ UseTLS 1.1

----- [ UseTLS 1.2

Miscellaneous

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

----- Java Quidk Starter

e |

[] Check certificates for revocation using Certificate Revocation Lists (CRLs)

m

OK ” Cancel ]

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

|| Show site certiticate from server even ititis valid
Mixed code (sandboxed vs, trusted) security verification
--(@ Enable - show warning if needed
-1 Enable - hide warning and run with protections
--) Enable - hide warning and don't run untrusted code
- Disable verification (not recommended)
Advanced Security Settings
-[f| Use certificates and keys in browser keystore
-] Check certificates for revacation using Certificate Revocation Lists {CRLs)
--[Jf| Enable list of trusted publishers
--[f| Enable blacklist revocation check
- Enable caching passwaord for authentication
--[_] Enable anline certificate validation
|| Use 551 2.0 compatible ClientHello format
--[Wf| Lise 550 3.0
[ Use TLS 1.0
- Use TLS 1.1
[ Use TLS 1.2

i

Miscellaneous
i--[] Place Java icon in system tray
i ] Java Quick Starter 2L
[ = LU

Qo [docanad K oty |

Figure 1-11C: Use SSL 2.0 campatible ClientHello format selection

[

A

5. Check the box highlighted above. Click on “Apply”, then “OK” (reference figure 1-
11C)

6. Log into OPUS normally and run one of your reports. You may receive this pop up.

*hing - S

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

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

Warning - Security

The application's digital signature has an error. Do you &

want to run the application?

Figure 1-12B: Warning Security pop-up

8. Click on the “RUN” button and wait for the system to complete the process. Then
you should be able to review your normal print window.

9. If you have any questions and if you have an IS person at your agency, ask for their
assistance or contact

OPUS Helpdesk
opushelp@hcs.state.or.us
1-800-453-5511 Option #6

You are ready to login using OPUS.

22 OPUS Fiscal Users Manual, Section 1-Basic Operations
Data Classification: 2



Logging into OPUS

Setup:

1.
2.
3.

Start Internet Explorer (IE).

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

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.

On the OPUS screen, click the ‘Login to OPUS’ link (reference figure 1-4).

(0) d UNY

Figure 1-4: Login to OPUS

5

. On the ‘Login’ screen, type the ‘User Name’ and the password (reference figure 1-5).

For new users, a temporary password will be e-mailed by the system when OPUS
Helpdesk has set up the user. The user will be prompted to change it on the next
screen. The ‘User Name’ is not case sensitive, but the ‘Password’ is case sensitive.

OPUS Application vesor2s2

Figure 1-5: Login Screen

6
7

8.

. Click the ‘Login’ Button.

. The ‘Change Password’ screen will appear. For the ‘Old Password’, type the
temporary (default) password.

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, which include at least one upper-case letter, at least one lower-case letter
and at least one number and one special character (located in the middle somewhere).
Special characters include #, *, -, @, $, etc. A password cannot begin with a number.
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9. In the next box, retype your new password to confirm. Click the ‘Change’ button.

10. The ‘Agency & Module Select’ screen will appear if the user has access to more than
one OPUS module (if the user only has access to OPUS Fiscal, the system will skip
this screen).

11. If a user has access to multiple modules, select ‘Fiscal’ from the drop-down menu and
click on ‘Submit’ (reference figure 1-6).

Agency & Module Select

Agency

CFUS Module

Figure 1-6: 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.

HOME (Message of the Day) and the Log Out Screen

The ‘Log Out’ link is located on the Main Menu (reference figure 1-7).
The OPUS Fiscal link goes to the ‘Message of the Day’ screen.

The OHCS Logo link goes to the OHCS Website.
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OPUS

Fiscal

Edit Your User
Account

WELCOME!

NOA ¥ RFF ¥ FSR ¥ Management~

Message of the Day

Reports v Help

User: MCLARK

Drecons8

using and Community ¢

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

Version 3.0.58

Program Notices

OPUS Help

HelpDesk.

HelpDesk.

HelpDesk.

06-25-2014 - The system was updated
to Version 3.0.6 on 06/24/2014,

Please report ALL issues to the

01-22-2014 - The system was updated
to Version 3.0.5 on 01/21/2014.

Please report ALL issues to the

10-23-2013 - The system was updated
to Versien 3.0.4 on 10/22/2013.

Please report ALL issues to the

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

training session.

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

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

training session.

E-mail: opushelp@hes.state.or.us

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

contact information when emailing.

01-14-2010 -

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

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

temporary password is automatically

generated & sent by the system to the
users email account. OPUS Helpdesk
has no control ever this. If you need to
have your password reset, please
contact your agencies OPUS System
Administrator.

Data Classification: 1

Figure 1-7: Main Menu- Links for HOME, OHCS Website and Log Out screen*.

To end a session, click on the ‘Log Out’ link. The “log off” screen will appear. To continue

logging off, click the ‘Yes’ button. To cancel logging off and return to the last screen visited,
click the “No, Go Back’ button (reference figure 1-8).
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?

No, Go Back

Thank you for using OPUS.

Do you want to continue with your log off?

ves

Figure 1-8: Log Off Screen

*This screen represents the current style for OPUS modules. The screenshots for the remainder of
this manual are from the older version. The look is different, but the content is the same. The

older graphics in this manual still convey the current instructions.
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Screen Types and Buttons
There are four types of screens: ‘Search’, ‘View’, ‘Edit” and ‘New’.

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

View Screen
The ‘View’ screen provides a view and/or review of information entered. This screen
usually appears after saving data from a ‘New’ or ‘Edit’ screen.

Edit Screen

An ‘Edit’ screen displays existing database records so a user can edit regions/fields
requiring updating.

New Screen
A ‘New’ screen creates new Agency Grant Requests (AGRs), Requests for Funds (RFFs),
Agency Grant Status (AGS) or Financial Status Reports (FSRs).

Save Button
On ‘New’ screens, the ‘Save’ button is used to save information to the database. On
‘Edit’ screens, the ‘Save Changes’ is available.

Screen Timer

Each OPUS screen is programmed with a 20 minute timer (reference figure 1-9). If a
screen is inactive for more than 20 minutes, the ‘Log Off” screen will appear. The ‘Log
Off” screen has a five minute timer. You will need to click either “No” or “Yes” within 5
minutes. If a response is not completed with five minutes, the session will end and the
user will be logged off. To continue using OPUS, the user must log back into OPUS. This
process is a security measure programmed into the system to protect agency information.

Timeout
19:55

Figure 1-9: 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 login and go back to where
you left off.
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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 1-10). Your agency name is displayed in the ‘Main Menu’. The main menu
provides top level drop-down menus. Drop-down menus may appear under NOA (OHCS
only), RFF, FSR, Management, Reports and Help.

Main Menu
OP U S Agency: OHCS HOME | Log Our
IS¢ NOA ] FSR Managernent Reports Help
1sca | | | | Hel
Version 2.9.3T
FF
Message of the Day |== Menu droo-d
Change Password? Payment P -
L eft seicss o enu arop-aown
N Edit Your User System Issue? Contact us @ gpushelp@hcs.state.or.us, or by phone 1-800-453-5511, option Z6. Optlons
aVv Account — > ; a
- y 4 | \
Bar ;e /
aadhnfibbemnfiondbile 7 1. < ; \ X
Release Notes i Program Notices OPUS Help
06-21-2009- The OAISIS WX 06-21-2009- Welcome to the E-mail: cpushelp@hcs.state.or.d
Beta application v0.5.0 was OAISIS Beta Weatherization
released on 6/21/2009 Application! We encourage all . 3
feedback so please let us know if | 05-21-2008- Please send all bug
N2.014.900Q. The suctem was you have any guestions and/or r’é-pc«‘s .ar‘.quft.l:'ieje.sfesfffc

Figure 1-10: Main Menu and Left Nav Bar.

A drop-down menu may include sub-menus when the mouse scrolls over a topic. For
each menu item, you may see a black arrow pointing towards the right. When the mouse
is scrolled over a menu, the arrow will display additional sub-menu items.

Left Navigation (Nav) Bar

The Left Nav Bar is on the area on the left side of each screen and has text links
(reference figure 1-10). The text links change from screen to screen, depending on what
screens have been accessed.
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Section Two

OPUS Fiscal reports

Reports 30
Notices of Allocation (NOA) 30
MGA Payment Summary Report 33
MGA Payment Detail report 35
FSR Summary Report 37
Exporting Reports into Excel 39

Section 2 of the OPUS Fiscal User Manual provides instructions for obtaining reports
from the OPUS Fiscal Module. Additional Information regarding these reports is
available in the Master Grant Agreement Fiscal Procedures Manual.
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Reports

There are four reports available on the OPUS Fiscal module. All reports may be accessed
by scrolling the cursor over Reports on the main menu and clicking on Fiscal (reference
figure2-1).

OPUS e

I HOME | Log Out

. Fiscal NOA | RFF | FSR

F | FsSR | Managerment | Reports | Help

Fiscal Reports

Note: Glick the blue diamonds @to view, report defnitions
The Report links take you to the individual report webpages.

......

| :

Figure 2-1: Reports Menu Figure 2-2: Fiscal Reports

Select the desired report by clicking on the link for NOA, MGA Payment Summary,
MGA Payment Detail or FSR Summary (reference figure 2-2). Other reports may appear,
but are only available for OHCS users.

Notice of Allocation

The Notice of Allocation is the OHCS Master Grant Agreement (MGA) document that
notifies the subgrantee agency and OHCS staff that an award has been made. It is
contingent upon compliance with all terms and conditions of the MGA, and documents
the obligations of funds.

1. Click on the NOA link.

2. Select the desired biennium from the drop-down menu (reference figure 2-3).
3. Clicking into the date range will enter a default range from the 1% of the
previous month to the present day. The default may be overridden by entering
the desired date range (for a complete NOA, leave the date range blank).
Once a date range has been selected or left blank, click on Load.

For a complete report, click on Submit (reference figure 2-4).

For partial reports, select desired grant or any combination of grants by
clicking and highlighting a single grant or clicking on one grant, pressing the
Control (Ctrl) button and clicking on additional grants while holding the Ctrl
button. Also for partial reports, the categories may also be selected separately.
Press Submit.

o oA
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OPUS pr——— 0 | ioau

R Fiscal WoA | RFF | FSR | Management

5| 2.5.3T
NOA
NOA Report
v o Full N ‘e range b
L2 Summaz Make selections, Click Load button. For full NOA lsave date range blank
MGA Detail
Biennium: | 08-11 = =

IFSR. Summary.

Date - From e.g. MMDDYYYY
|DOE Special Date - To £.9. MMDDYVYY
|Cateaory

@ oHCS only © Local only € Both

@ Main Report € Edit History Report

Load

If you change selections above, Click Load button again or those changes will not register when you Submit.

uuuuuuu

Ul‘ U b Agency: AGENCY

2 Fiscal WoA | RFF | FSR | Manac

NOA
NOA Report
(162 Summar Make selections, Click Load butten. For full NOA leave date range blank
MGA Detail
Biennium: | 08-11 = =

IFSR. Summary.

Date - From e.g. MMDDYYYY
|DOE Special Date - To £.9. MMDDYVYY
|Cateaory

@ OHCS only  Local only € Both

@ Main report € Edit History Report

e, Click Load button again or those changes will not register whi

DOE 0%
Select one or more grants @y [HEATFYVI0S
[AGENCY
Select one or more agencies @ all
A in
i

Select one or more categories @ a1 |C

&n you Submit.

TTTTTTT

higher

Figure 2-4: NOA eport Drop-Down Menus

The NOA provides the following information:

Biennium

The state operates in dual fiscal years beginning with July 1 in odd numbered
years and ending with June 30 two years later (example: 7/1/11-6/30/13 or 11-13)

Grant Code

This is a shortened version or name of each grant (example: Department of
Energy Weatherization Grant for Program Year 11 becomes DOE 11).
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Award # and FAIN (Federal Award ID #)
The identifying numbers assigned by the grantor.
Award Period
This is the period of time that OHCS must expend the award.
Agency Name
Total amount of Grant

This figure is the total allocated amount to the agency named on the report and
includes total from all categories within each grant.

Category amounts

These amounts include all entries as submitted by OHCS Program Analysts for
each category within each grant.

Date of entries
This is the date a NOA entry is submitted by OHCS Program Analysts.
Requestor

The requestor is the name of the OHCS Program Analyst who has submitted the
NOA entry.

CFDA #

This is the Catalogue of Federal Domestic Assistance number for federal grants.
Non-Federal grants will appear as 99.999.

Grant Phase
The Grant/Phase number is coding for OHCS internal use.

Purpose of Allocation
This will be a description of the allocation and is chosen by the OHCS Program
Analyst. It will usually be simply an indication of an allocation or deallocation,

but will often indicate whether it is a quarterly allocation, a rollover or a specific
purpose such as travel expenses, among others.
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Grant Expenditure Period

This is the period of time in which the subgrantee agency, as named on the NOA
Report, has to expend the funds.

Master Grant Agreement (MGA) Payment Summary Report

The MGA Payment Summary Report provides an up-to-date summary of all funds
requested by a subgrantee agency. The report updates to current amounts as soon as a
request has reached the ‘processed’ (by OHCS) status on OPUS.

Click on the MGA Payment Summary link.

Click on Load.

agkrownE

Select the desired biennium from the drop-down menu (reference figure 2-5).

For a complete report, click on Submit (reference figure 2-6).
For partial reports, select desired grant or any combination of grants by

clicking and highlighting a single grant or clicking on one grant, pressing the
Control (Ctrl) button and clicking on additional grants while holding the Ctrl
button. Also for partial reports, the categories may also be selected separately.

Press Submit.

HOME | Log Out

Reports | Help

MGA Payment Summary

Make selections, Click Load button.

Load

5P2 or higher

Version 2.8.3T

If you change Biennium, Click Load button again or the change will not register when you Submi

TTTTTTTT

Figure 2-5: MGA Payment Summary Report

HOME | Log Out

s | Help

Version 2.8.3T

MGA Payment Summary

Make selections, Click Load button

If you change Biennium, Click Load button again or the change will not register when you Submit.

Note: OHCS Paid to Date on this report is Processed or better status.

5GE 08
Select one or more grants @l LIEAR PY 208
RGENCY
g

TTTTTTTT

HOVE | Loaat

Payment Summary Drop-ons
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The MGA Payment Summary Report provides the following information:
Biennium

The state operates in dual fiscal years beginning with July 1 in odd numbered
years and ending with June 30 two years later (example: 7/1/11-6/30/13 or 11-13)

Grant Code

This is a shortened version or name of each grant (example: Department of
Energy Weatherization Grant for Program Year 11 becomes DOE 11).

Agency Name
Grant Expenditure Period

This is the period of time in which the subgrantee agency, as named on the NOA
Report, has to expend the funds.

Total NOA

These amounts are pulled directly from the NOA for each category and are
updated automatically when entries are made to the NOA.

OHCS Paid to Date

These amounts are pulled from the Agency Grant Requests and are updated when
the requests reach the ‘Sent’ status in OPUS.

Remaining
These amounts indicate any remaining balance of the subgrantee’s allocation that
has not been reimbursed. They are calculated by subtracting the OHCS Paid to
Date amount from the Total NOA amount and are updated when OHCS Paid to
Date is updated.

Expended to Date

These amounts are pulled from the Agency Grant Requests and are updated when
the requests reach the ‘processed’ status.
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Cash Balance

These amounts are calculated by subtracting the Expended to Date amounts from
the OHCS Paid to Date amounts. If an amount is a negative amount, it is because
the request has been submitted but has not yet reached the ‘sent’ status. If it is a
positive amount, it indicates that an advance was requested and the agency has
received more funds than they have expended.

% Expended

A percentage is calculated by dividing the Expended to date amounts by the Total

NOA amounts.

Master Grant Agreement (MGA) Payment Detail Report

The MGA Payment Detail Report provides lists of all Agency Grant Requests as they
originally appeared when submitted. The totals for each AGR are not updated and should
be considered ‘snapshots’ of the original requests.

Click on the MGA Payment Detail link.

Click on Load.

orwdPE

Select the desired biennium from the drop-down menu (reference figure 2-7).

For a complete report, click on Submit (reference figure 2-8).
For partial reports, select desired grant or any combination of grants by

clicking and highlighting a single grant or clicking on one grant, pressing the
Control (Ctrl) button and clicking on additional grants while holding the Ctrl
button. Also for partial reports, the categories may also be selected separately.

Press Submit.

e MGA Detail

»»»»» selections, Click Load button

Timeout

- MGA Detail

As y
plE St Make selections, Click Load button

Figure 2-7: MGA Detail eport

Detail Drop-Down Menus
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The MGA Payment Detail Report provides the following information:

Grant Code

This is a shortened version or name of each grant (example: Department of
Energy Weatherization Grant for Program Year 11 becomes DOE 11).

Agency Name
Grant Expenditure Period

This is the period of time in which the subgrantee agency, as named on the NOA
Report, has to expend the funds.

Last Edit

This is the last date that indicates when the AGR reached the status shown on the
report. This field is updated whenever the status is changed.

Status
This is the current status of the AGR and will update automatically as the status
changes from Prepared status (Prep) though Sent status (the day the payment is
sent electronically to the subgrantee). The status column will also include all
voided AGRs.

NOA Amount
These amounts are pulled directly from the Agency Grant Requests for each
category and are not updated when entries are made to the NOA. They will appear
exactly as they did when the AGR was submitted.

OHCS Paid to Date

These amounts are pulled from the Agency Grant Requests and are not updated,
but will appear exactly as they did when the AGR was submitted.

Prior Requests

This column will identify any prior amounts requested, but not paid, to the
subgrantee at the time the AGR was submitted.
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Expended to Date

These amounts are pulled from the Agency Grant Requests and are not updated,
but will appear exactly as they did when the AGR was submitted.

Projected

These amounts appear whenever the subgrantee requests advances over an above
what has been expended. These amounts will not be updated, but will appear
exactly as they did when the AGR was submitted.

Cash Balance

These amounts are calculated by subtracting the Expended to Date amounts from
the OHCS Paid to Date amounts. These will not be updated, but will appear
exactly as they did when the AGR was submitted.

Current Request

These amounts are pulled from the Agency Grant Request as they appeared when
originally submitted.

% Spent

A percentage is calculated by dividing the Expended to date amounts by the Total
NOA amounts. These percentages will not be updated, but will appear exactly as
they did when the AGR was submitted.

Financial Status Report (FSR) Summary Report

The FSR Summary Report provides a listing of all Financial Status Reports for each
quarter within the Grant Expenditure Period for each grant. The report is useful for
determining which FSRs have been submitted and which have not. The report will
contain dashed lines for the Agency Grant Status (AGSs) which have not been submitted
for the quarter identified on the report. The dashed lines will also appear when a Final
FSR has been submitted in a previous quarter.

Click on the ESR Summary link.

Select the desired biennium from the drop-down menu (reference figure 2-9).
Click on Load.

For a complete report, click on Submit (reference figure 2-10).

For partial reports, select desired quarter or any combination of quarters;
desired grant or any combination of grants by either clicking and highlighting
a single grant or clicking on one grant, pressing the Control (Ctrl) button and

orwdPE
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clicking on additional grants while holding the Ctrl button. Also for partial
reports, the categories may also be selected separately. Press Submit.

Agency: AGENCY

NOA | RFF | FSR | Management

FSR Summary

Make selection, Click Load button

Load

DOE Special 1f you change Biennium, Click Load button again or the change will not register when you Submit.

10/01/2008 - 12/31/2008 a|
01/01/2010 - 03/31/2010;

04/01/2010 - 06/30/2010
07/01/2010 - 09/30/2010 =]

AGENCY
Select one or more agencies & all
Admin
ien
irect Client-Vendor:

Select one or more
categories

TTTTTTTT

|gure - op—Down Menus

The FSR Summary Report provides the following information:

Biennium

The state operates in dual fiscal years beginning with July 1 in odd numbered
years and ending with June 30 two years later (example: 7/1/11-6/30/13 or 11-13)

Quarter

The report will display each calendar quarter selected to appear on the report.

Grant Code

This is a shortened version or name of each grant (example: Department of
Energy Weatherization Grant for Program Year 11 becomes DOE 11).

Agency Name
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Certified Date
This will be the date when the subgrantee has certified the FSR. The date will
indicate whether or not the FSR was submitted by the deadline required by
OHCS.

Reimbursable to Date

This will display the Expended to Date amount for each category which is
reimbursable by OHCS as it was reported on the AGS.

Quarter Type
This will display the letter Q for Quarterly FSRs and the letter F for Final. If both
a Quarterly and a Final have been submitted for the same quarter, both AGSs will
be listed. Also, if an AGS was voided and resubmitted, the voided AGS will also
be listed.

Status

The status will appear as Prepared (Prep), Certified (Cert), Processed (Proc) or
Void. This column will be updated every time the status changes in the system.

Exporting Reports

All reports may be exported as a .pdf document and also into Excel or other format. If
exported into Excel, the reports will be hard entered data and not contain formulas, but
once exported into Excel, formulas can be added as with any Excel worksheet.

=

Follow steps to obtain the above mentioned reports.

2. Once the report has been submitted and appears in .pdf format, run the cursor
over the Export Report button (located in the upper left corner of the OPUS
Report Viewer.

Click on Export Report.

In the drop-down menu, select desired format (reference figure 2-11).

A default file location appears in the Result Save As: window. If this is where
you wish to save the report, click OK.

Click on the “...” button to select another file location, and then click OK.

7. Once the export is complete the words “Export Finished”” will appear on the
lower left of the screen.

ok w

S
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H:/noa_master_hcsonly.xls |

[er [l

Figure 2-11: Export Screen
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Section Three

AGRs and RFFs

Agency Grant Requests (AGRS) 42
Requests for Funds (RFFs) 45
Adjusting Entries 48

Section 3 of the OPUS Fiscal User Manual provides instructions for requesting funds on
the OPUS Fiscal Module. Additional Information regarding these requests is available in
the Master Grant Agreement Fiscal Procedures Manual.
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Agency Grant Requests (AGRS)

The Agency Grant Request is the first stage in the process of requesting funds from
OHCS, which have been allocated on the Notice of Allocation (NOA). The AGR is
entered into OPUS by the subgrantee AGR Preparer, who is usually the person who
gathers the information required for the AGR and the one to whom questions about the
content of the AGR would be addressed.

1. Move the cursor over RFF on the main menu, and click on AGR (reference
figure 3-1). The Agency Grant Request Search screen appears. This screen
may also be accessed from other screens by clicking on AGR under the
heading Search on the Left Navigation Bar.

Agency: OHCS

B riccul e — Agency Grant Request Search

Agency AGENCY

Message of the Day Srant Coce T
S weLcomes Eavmenk! & Category -
System Issue? Contact us @ opushelp@hcs.stat s, or by phone 1-800 Status B
C 5 — ]— Sent Date [ e mmoorvy
W Open Grants only
e e | |
Rel Hot lo)
Figure 3-1: RFF ‘D'roﬂp‘-‘DBwn Menu Figure 3-2: Agency Grant Request Search Screen
Search for Existing AGRs
2. To open an existing AGR, type a grant code or choose a selection from either

of the two drop-down menus to narrow the search, and click on the Search
button (reference figure 3-2). If searching for an AGR from a closed grant,
click on Open Grants Only to remove the checkmark.

3. Select an existing AGR highlighted category to view, edit or delete (editing or
deleting are only allowed on an AGR which is in Prep status) (reference
figure 3-3, 3-4). The Edit and Delete buttons are located at the bottom left of
the AGR. These buttons will only appear in Prep status. The AGR View
screen includes the status history of each AGR, including the user names,

dates and time of each status change.

SOME | Log Ot

Figure 3-3: Agency Grant Search Screen
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OP S Agency: AGENCY HOME | Log Out

Fiscal WA | RFF | FSR | Management | Reports | Help
Version 2.5.3T

[Gearch .

o Agency Grant Request View
Eatch Agency AGENCY
[AGR Grant LIEAR PY 10B

J'EW The record was last edited on 03-07-2010 12:41 by BHOLMES

e

Click RFF Numbsr to view the RFF.

RFF Click Batch Number to vi the Batch.

e Category (2JNOA| (5)OHCS Paid (C)Prior |(D)Expended | (E)Projected urrent % Spent(2)
fuew Amount To Date  Requests(1) To Date =
Batch

ew $90,000.00 $0.00 $0.00 $0.00 (51.00) $1.00 0.00

03-12-2010 Proc

RFF11-00561

BRENT HOLMES 03-07-2010 12:28

BRENT HOLMES 03-07-2010 12:39

BRENT HOLMES 03-07-2010 12:41

=
Dat
Sent Dat:

Void U Void Date

Commen it

VOID Comment it

(1) Prior Requests are those that have besn Certified, but payment has not yet besn received by the subgrantes.
(2) % Spent = 100 * ((Total Paid + Current Request) / NOA Amount).

Void Comment: |

Figure 3-4: Agency Grant Request View
Create New AGRs

4. To create a new fund request, click on AGR New on the Left Navigation Bar
and click on a grant code from the drop-down menu (reference figure 3-5).

Search

e Agency Grant Request New
Batch Agency AGENCY

AGR Grant LIEAP PY 108 5]~

RFF

Wiew

New

Batch

Wiew

Figure 3-5: Agency Grant Request New

o

Clink on the Load button.

6. Once the Agency Request New screen has loaded, enter the period ending
date of the request in the space identified as Add Single Period End Date to
All to populate the entire AGR, or in each individual category. The date can
be no later than today’s date (reference figure 3-6). Any expenditure beyond
today’s date is considered an advance.

Note: Field (A), NOA Amount, will pull the amount directly from the Notice

of Allocation. Field (B), OHCS Paid to Date, and Field (C), Prior Requests,
will pull information from the prior AGRs depending on status.
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OP l S Agency: AGENCY HOME | Log Out

Fiscal WeA | RFF | FSR | Management | Reports | Help
Version 2.5.3T
Agency Grant Request New
Agency AGENCY
Grant LIEAP PY 10B
gle Period End Date To All:[03-31-2010
Rol - e N, Closed: N

% Category (2)NOA (E)OHCS Paid (CPrior (DExpended (E)Projected (Ficash  (G)Current

Spent Amount To Date Requests (1) To Date Balance Request
(B+C-D) | (D+E)-(B+C)
0.00  Admin $90,000.00 $0.00 51.00 [o,000.00 [o.00 [-8,:235.00 [a,995.00
Period End Date:|03-31-2010 * e.g. MMDDYYYY Comment: I

Grant Expenditure Date Range: 10-01-2009 - 09-30-2010

Round Numbers to the nearest d.

%% Category (%)NOA (E)OHCS Paid
Spent Amount To Date Requ

(8+CD)

0.17  Client Ed $60,000.00 $0.00 $100.00 [5,000.00 [o-00 [5.500.00 5,900.00

Peried End Date:[03-31-2010 | = e.g. MMDDYYYY Comment: |

Grant Expenditure Date Range: 10-01-2009 - 09-30-2010

% Category (FiCash  (G)Current
Spent Balance Request
(B+C-D)  (D+E)-(B+C)
o.00  Direct Client- $750,000.00 $0.00 $1.00 [75,000.00 [ [-72,555.00 | [72,895.00
Period End Date:[03-31-2010 e.g. MMDDYYYY Comment: |

Grant Expenditure Date Range: 10-01-2009 - 09-30-2010

Round Humbers to the nearsst d anly: N, Closed: N
% Category (%)NOA (5)OHCS Paid ended (ElProjected
Spent Amount To Date Regu Date”
0.00 Program Delivery  $100,000.00 $0.00 $1.00 [10,000.00 [5.000.00 [-e.252.00 [14,585.00

Period End Date:|03-31-2010 | * e.g. MMDDYYYY Comment: |Pava 4/15/10

Grant Expenditure Date Range: 10-01-2009 - 09-30-2010

best of
[T & [Fen
Figure 3-6: Agency Grant Request New
7. For each category, enter the amount expended up through the period ending
date entered in step 6 into Field (D), Expended to Date (reference figure3-6).
8. If an advance of funds is needed and the grant allows it, enter a projected

amount for each category into Field (E), Projected. If the grant is designated
as Reimbursement Only, the screen will not allow anything to be entered in
the Projected field (reference figure 3-6).

Note: Field (F), Cash Balance, will automatically calculate the amount needed
for reimbursement based on the total expenditures entered in step 7. Field (G),
Current Request, will automatically calculate the amount needed for
reimbursement of expenditures plus any amount entered into the Projected
field.

9. Enter a comment, if desired, especially if a projected amount is requested.
This field contains space for up to 80 characters and can be used as a means to
enter the subgrantees accounting codes or message to OHCS, such as
“Advance needed for Payroll next week”. If the AGR is for Direct Client
Vendor reimbursements, please enter the Batch #s (from the OPUS Energy
Module) being requested.

10. Once all categories are entered, click on the Save button.

The AGR(s) are now in Prepared (Prep) status.
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Requests for Funds (RFFs)

The Request for Funds (RFF) is the second and final stage for the subgrantee
in the process of requesting funds from OHCS and is completed by the RFF
Certifier. The Certifier may be the same person as the Preparer, depending on
the subgrantee’s policy. If the same person prepares the AGR and certifies the
RFF, the printed hard copy of the RFF must be signed by a certifying official
designated by the requesting agency (not the preparer/certifier). If a different
person certifies the RFF than prepared the AGR, that person or another
certifying official must sign the hard copy RFF. All hard copies must be kept
on file by the requesting agency. Any number of AGRs may be grouped
together on one Request for Funds, depending on the subgrantee’s needs.
Each AGR is handled separately by the system no matter how they are
grouped. For example, a program request for one grant may be approved, but
not the admin. They will still appear on the same RFF, but have a different
status.

Click on RFF on the Left Navigation Bar (reference figure 3-7). The Request
for Funds Search screen appears.

NoA | RFF | FSR | Management

RFF Search

Agency
Grant Code
F Number

atus
Certified Date between

Figure 3-7: RFF New

Search for existing RFFs

2.

To open an existing RFF, type a grant code, enter the RFF number (example:
RFF13-00561), choose a selection from either of the two drop-down status
menu or enter a certified date range to narrow the search, and click on the
Search button (reference figure 3-7). If searching for an RFF from a closed
grant, click on Open Grants Only to remove the checkmark.

Select an existing RFF highlighted number to view.
All AGRs contained within the RFF will display on the RFF View screen

(reference figure 3-8). To view individual AGRs, click on the highlighted
category to view the Agency Grant Request View.
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OPUS

Agency: AGENCY HOME | Log Out

Fiscal

| Management Reports | Help

RFF View

Ageney AGENCY
Biennium 09-11
RFF Number RFF11-00601

The RFF was certified on 04-13-2010 08:15 by MARCIA CLARK

Version 2.8.3T

Click Category to view the Agency Grant Request
LIEAP PY 108
Status [Category (2JNOA | (5)0HCS Paid (C)Prior | (D)Expended | (E)Projected (Ficash| (G)Current| oo
Amount To Date | Requests (1) To Date Balance Request [Spent
(B+C-D) | (D+E)-(B+C)| (2)
Cert| Admin|  $80,000.00 $0.00 $1.00 $9,000.00 $0.00(  ($8,999.00) $8,000.00 [ 10.00
Cert| ClientEd|  $60,000.00 $0.00 $100.00 $6,000.00 $0.00(  ($5,900.00) $5,900.00 [ 10.00
Cert| Direct| $750,000.00 $0.00 $1.00(  $75,000.00 $0.00( ($74,999.00)|  $74,999.00 10.00
Vendo
cent Prc‘gram $100,000.00 $0.00 $1.00[  $10,000.00 $5,000.00( ($9,999.00)[  $14,999.00 15.00
Delivery
Total
“ 1,000,000.00 || 0.00 || 103.00 “ 100,000.00 “ 5,000.00 “ -99,857.00 “ 104,897.00 |
(1) Prior Requests are those that have been Certified, but payment has not yet been received by the subgrantes.
(2) % Spent = 100 * ((Total Paid + Current Request) / NOA Amount).

Print ‘

Timeout
18:50

Figure 3-8: RFF View

Create New RFFs

5.

To create a new RFF, click on the RFF New on the Left Navigation Bar and
click on a biennium from the drop-down menu (reference figure 3-9).

Search
AGR

RFE
Batch

AGR
View
Hew

RFF New

Agency AGEN
Siennium
Load
RFF
View
New

Figure 3-9: RFF New

6.

All AGRs

in Prep status will appear on the RFF New screen (reference figure
3-10). Click on each AGR in the box provided to select which AGRs will be
included on the RFF being created. If all AGRs will be included on the RFF,

click on the Check All button in the lower left corner.

RFF New

Agency AGENCY
Biennium 05-11

ersion 2.5.3T

LIEAP PY 10B
Category (2INOA | (5)0HCS Paid (C)Prior| ()Expended (E)Projected” (F)cash % Spent
Amount To Date | Requests (1) To Date” Balance equest (€3]
(B+C-D) | (D+E)-(B+C)
~ Admin $90,000.00 $0.00 £1.00 $9,000.00 $0.00 ($8,993.00) $8,999.00 10.00
M | client Ed $60,000.00 $0.00 $100.00 $6,000.00 $0.00 (4$5,900.00) $5,900.00 10.00
~ g:;::‘ $750,000.00 $0.00 $1.00 $75,000.00 $0.00( ($74,999.00) $74,999.00 10.00
Vendor
F ';":h{f:: $100,000.00 $0.00 $1.00 $10,000.00 $5,000.00  ($9,999.00) $14,999.00 15.00
Total
1,000,000.00 || 0.00 “ 103.00 “ 100,000.00 ‘| 5,000.00 || -93,857.00 “ 104,857.00 ‘
Uncheck Al )
(DReiazRageedls are those that have been Certified, but payment has not yet been received by the subgrantee.
(2) % Spent = 100 * ((Total Paid + Current Request) A
g . = 1and o

Figure 3-10: RFF New

46

OPUS Fiscal Users Manual, Section 3-AGRs & RFFs



Once the AGRs are selected, the Certify button will appear in the lower right
corner. Click on the Certify button (reference figure 3-10).

The RFF View screen will appear (reference figure 3-11). Click on the Print
button located in the lower right corner to open a printable copy of the RFF
(reference figure 3-12).

Note: The RFF has now been submitted to Oregon Housing & Community
Services for reimbursement. No changes can be made to the AGRs included in
the RFF once it has been certified. If an error is discovered after certifying the
RFF, contact OPUS Helpdesk at opushelp@hcs.state.or.us to void the
AGR(s). AGRs may be voided by OHCS staff only for AGRs in Certified
(Cert), Processed (Proc), and Approved (Appr) status. Once an AGR reaches
Batched (Batch) status, the AGR(s) may not be voided. If an error is
discovered after the AGR reaches Batch status, an adjusting entry is required.

;;;;;;;;;;;;
nnnnnnnnn -
RFF Humber RFF11-00601
The RFF w
Click
LIEAS

rified on 02-13-2010 08:18 by MARCIA CLARK

(D)Expended | ()
nnnnnnn

$6,000.
$75,000.00

o000 [
ests are those that have be

(1) Prior Requs hose that have been C

received by the subgrantee.

rrrrrrrr

Figure 3-11: RFF View

9. Click on the Report Print Button (reference figure 3-12).

) =[] nps:rrapps.sta

[Fie Edit Wiew F

b¥ & @ opus Rep

B@‘%Ndbbn v |0 F e 8 e[ Sle omo
A

Repor

RFF11-00601
Agency: AGENCY
Biennium 09-11

Grant: LIEAP PY 108

AGRs were created by MARCIA CLARK.

I cerify that o bestof my knowledge the inform ation herein and appended herelo is tue,
that the expenditures were made in accordance with contract conditions.

OPUS Gertified User:  MARCIA CLARK.
OPUS Certified Date:  4/13/10 8:19:00 AM

Signature of Athorized Certifying Official

Date Signed

NOA  OHGCS Paid Prior  Expended Cash RC:;:;';:

Category. Amount ~ ToDate Requests ToDate  Projected  Balan
Admin 90,000.00 0.00 1.00 9,000.00 0.00 -8999.00  8999.00
Client Ed 60,000.00 0.00 10000 6,000.00 0.00  -5900.00  5900.00
Direct Client-Vendor 750,000.00 0.00 1.00 7500000 0.00 -74,999.00  74,999.00
Program Delivery 100,000.00 0.00 1.0 10,000.00 5000.00  -9.999.00  14,999.00
1,000,000.00 0.00 10300 100,000.00 5000.00 -99,897.00  104,897.00

correct and complete and

Figure 3-12: RFF Printout
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10. Obtain official Certifier’s signature and date and keep hard copy on file.

Adjusting Entries

An adjusting entry is required if an error is discovered on an AGR/RFF after the AGR
has reached the Batch status or beyond in the OPUS Fiscal Module. The most common
reason for needing an adjusting entry is incorrectly reporting expended to date amounts in
any category on a previous AGR.

1.

2.

Follow instructions for creating a new AGR and reduce the expenditures on
the incorrect grant category, which will result in a negative current request.
Create another new AGR in another category, increasing the expenditures by
the same amount as the other category was reduced.

Follow instructions for certifying a new RFF.

Note: As long as the resulting combination of adjusting AGRs equals zero or
greater, they may be processed as would any other Request for Funds. The
AGRs will either cancel each other out or the subgrantee will receive the
difference between the two amounts. In the case of moving expenditures
between two grants, such as when an amount was erroneously requested
previously from one grant, when it should have been another, the AGRs are
entered the same way, but the negative amount must have other AGRs for the
same grant submitted at the same time so that the resulting total is zero or
greater (example: The amount of 1,000.00 was requested form OEA Direct
Client Vendor, but it should have been LIHEAP Direct Client Vendor. The
1,000.00 reduced from OEA Direct Client vendor would have to be submitted
at the same time as other positive OEA requests, such as admin, program
delivery or an additional Direct Client Vendor request. The 1,000.00 positive
LIHEAP AGR would be processed as usual.

If expenditures are overstated in an amount when there are insufficient expenditures in
another category to offset the negative request, the overage should be returned to OHCS.

1.

Follow instructions for creating a new AGR and reduce the expenditures in
the previously overdrawn category or categories. This will result in a negative
current request. Include a comment indicating a check is being returned.

Follow instructions for certifying a new RFF with only the above mentioned
AGR(s).

Send a check to the attention of “Cashier” at the following address:
Oregon Housing & Community Services

725 Summer Street NE, Suite B
Salem, OR 97301-1266

Once the check is received, OHCS will change the status of the RFF to “sent”.
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Section Four

AGSs and FSRs

Agency Grant Status (AGS) 50

Financial Status Reports (FSRs) 54

Section 4 of the OPUS Fiscal User Manual provides instructions for reporting quarterly
expenditures on the OPUS Fiscal Module. Additional Information regarding these reports
is available in the Master Grant Agreement Fiscal Procedures Manual.

49 OPUS Fiscal Users Manual, Section 4-AGSs & FSRs



Agency Grant Status (AGS)

The Agency Grant Status is the first stage in the process of reporting expenditures to
OHCS, for grants which have been allocated on the Notice of Allocation (NOA). The
AGS is entered into OPUS by the subgrantee AGS Preparer, who is usually the person
who gathers the information required for the AGS and the one to whom questions about
the content of the AGS would be addressed.

1. Move the cursor over FSR on the main menu, and click on AGS (reference
figure 4-1). The Agency Grant Status Search screen appears. This screen may
also be accessed from other screens by clicking on AGS under the heading
Search on the Left Navigation Bar

Message of the Day

WELCOME!

Procram Mantirac NPLIS Halr

Figure 4-1: RFF Drop-down Menu

Search for Existing AGSs

2. To open an existing AGS, type a grant code or choose a selection from either
of the two drop-down menus to narrow the search, and click on the Search
button (reference figure 4-2). If searching for an AGS from a closed grant,
click on Open Grants Only to remove the checkmark.

AGS Search

Agency AGENCY

Grant Code ILIE-Z'\F'

Category I 'l
Status I 'l

Sants only

Figure 4-2: AGS Search
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3. Select an existing AGS highlighted category to view, edit or delete (editing or
deleting are only allowed on an AGS which is in Prep status) (reference figure
4-3, 4-4). The Edit and Delete buttons are located at the bottom left of the
AGS. These buttons will only appear in Prep status. The AGS View screen
includes the status history of each AGS, including the user names, dates and
time of each status change. Unlike the AGR, the AGS only has four possible
statuses; Prepared (Prep), Certified (Cert), Processed (Proc) and Void.

Agency: AGENCY

No#w | RFF | FSR | Management | Reports | Help
Version 2.10.13T
lsearch
hes AGS Search
ESR
AGS Agency AGENCY
i

ew Grant Code LiE~R PY 108

Categ:
[FSR ﬁ
= tatu:
o ¥ Open Grants only
Process

enc ran atEqory Reimbursable Period Final Status
To Date End Date

AGENCY LIEAP PY 10B $7,500.00 12-31-2009 N Cert

AGENCY LIEAP PY 10B < $10,000.00 12-31-2009 N Cert

AGENCY LIEAP PY 10B Direct Client-Vendor $500,000.00 12-31-2009 N Cert

AGENCY LIEAP PY 108 Program very $20,000.00 12-31-2009 N Cert

wwwwwwww
18:1:

HOME | Log Out

‘ersion 2.10.13T

eeee h .
oS AGS View
[ Agen AGENCY
lAGs A
= LIEAP PY 108
Sl was |ast edited on 04-25-2011 13:52 by MCLARK
[Fsr Category: Direct Client-Vendor This AGS is for Qtr Date Range:10-01-2009 to 12-31-2005
isw Total Expenditures (Needs Match Flag: N; DOE Flag: N)
Erocess Previously This  Reimbursable NOA Amount Unexpended
Reported Period To Date Balance
$0.00 $500,000.00 $500,000.00 $950,000.00 $450,000.00
Agency Share of Expenditures, Consisting of
3rd Party ‘Other OHCS
contributions* e s TeE
$0.00 $0.00 $0.00 $0.00
12-31-2009 Status. Cert
ESR11-11423 Reporting Type |Quarterly
MARCIA CLARK Prep Date 04-25-2011 13:52
MARCIA CLARK Certified Date 04-25-2011 13:52

Processed Date

Void Date

‘ Print ‘

Figure 4-4: Agency Grant Status
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Create New AGSs

When creating a new AGS, the screen will open with the earliest quarter, within each
grant expenditure period for each grant, for which there has not been an AGS
previously submitted.

To create a new AGS, click on AGS New on the Left Navigation Bar and
click on a grant code from the drop-down menu (reference figure 4-5).
Clink on the Load button.

o=
g [@
gk
3

Figure 4-5: AGS New

Once the AGS New screen has loaded, enter the period ending date of the
report in the spaces identified as Period End Date for each category. Unlike
the AGR, the Period End Date must be entered for each category. Once
entered, the date may be copied and pasted into the other categories. The date
can be no later than the quarter end date being reported.

Note: The NOA Amount will pull the amount directly from the Notice of
Allocation and the Previously Reported amount will pull directly from the
previous AGS.

For each category, enter the total amount expended up through the period
ending date entered in step 6 into Reimbursable to Date* (reference figure 4-
6).

Note: This Period amount will automatically be calculated by subtracting the
Previously Reported amount from the Reimbursable to Date amount.

*Historically, the Excel Financial Status Reports used the label “Expended to

Date Reimbursable by OHCS”, which didn’t fit into the available space in
OPUS Fiscal. It was shortened to “Reimbursable to Date”.
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OPUS JRp—

Fiscal WOA | RFF | FSR | Management | Reports |
Version 2.

earch

AGS New

Agency AGENCY

AGS n

e Grant LIEAP PY 10B

e
sk Category: Admin This AGS is for Qtr Date Range: 01-01-2010 to 03-31-2010

iew Total Expenditures (Needs Match Flag: N; DOE Flag: N)

len . . .
ooy Previously This Rej NOA Amount Unexpended

Reported Period To Date Balance
$1.00 $8,999.00 [5,000.00 $90,000.00 $81,000.00

Agency Share of Expenditures, Consisting of
3rd Party Other OHCS

Contributions Awards** Rebates Total
[0.00 [o.00 [o.00 50.00
& Quarterly  Final - Last Quarter

Period End O Comment: |

C e
Rte:|o3-31-2010

Grant Expenditure Date Range: 10-0T-2885—18"70-2010

Category: Client Ed This AGS is for Qtr Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Previously This  Reimbursable NOA Amount Unexpended
Reported Period To Date Balance

$100.00 $5,900.00 6,000.00 $60,000.00 $54,000.00

Agency Share of Expenditures, Consisting of
3rd Party Other OHCS

Contributions* Awards* Rebates Total
[0.00 [o.00 [o.00 50.00
@ Quarterly © Final C Final - Last Quarter

|
$1.00 $74,989.00 75,000.00 $750,000.00 $675,000.00

Agency Share of Expenditures, Consisting of
3rd Party Other OHCS

Contributions* Awards* Rebates Total
[0.00 [o.00 [o.00 50.00
@ Quarterly © Final C Final - Last Quarter

Period End Date:[03-31-2010 Comment: |

Grant Expenditure Date Range: 10-01-2008 - 08-30-2010

Category: Program Delivery This AGS is for Qtr Date Range; 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Previously This  Reimbursable NOA Amount Unexpended
Reported Period To Date Balance

$1.00 £8,899.00 10,000.00 $100,000.00 $90,000.00

Agency Share of Expenditures, Consisting of

3rd Party Other OHCS
Contributions* Awards** Rebates Total
o2 [o-00 [o-o0 $0.00

@ quartarly © Final € Final - Last Quarter

Pericd End Date:[03-31-2010 Comment: |

Grant Expenditure Date Range: 10-01-2005 - 05-30-2010

All rows with ne period end date will be ignored.
= Include In Kind
==authorized as Match

to is true, correct anl

1 certify t
complete and tha

Figure 4-6: AGS New Results

8. For grants which do not require matching funds, each AGS category will
include spaces for voluntary matching funds and rebates.

For grants which do require matching funds, each AGS category will include
spaces for the match amounts and sources for Federal, State and Local
sources.

A DOE WX AGS requires reporting a breakdown of Program expenditures

into the categories of Liability Insurance, Health & Safety and Other. Since
there is no Rebate field for DOE, rebates may be entered in the comment field.
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9. Select an AGS type; Quarterly or Final (Final-Last Quarter will be selected
automatically if a quarterly AGS/FSR has already been submitted for the
same quarter).

10. Enter a comment, if desired. This field contains space for up to 40 characters
and can be used as a means to enter the subgrantees accounting codes or
message to OHCS, such as “Roll remaining balance to next grant year”.

11. Once all categories are entered, click on the Save button.

The AGSs are now in Prepared (Prep) status and will return to the AGS
Search screen.

Financial Status Reports (FSRs)

The Financial Status Report (FSR) is the second stage in the process of
reporting expenditures to OHCS and is completed by the FSR Certifier. The
Certifier may be the same person as the Preparer, depending on the
subgrantee’s policy. If the same person prepares the AGS and certifies the
FSR, the printed hard copy of the FSR must be signed by a certifying official
designated by the requesting agency (not the preparer/certifier). If a different
person certifies the FSR than prepared the AGS, that person or another
certifying official must sign the hard copy FSR. All hard copies must be kept
on file by the reporting agency. Any number of AGSs may be grouped
together on one Financial Status Report, depending on the subgrantee’s needs.

1. Move the cursor over FSR on the main menu, and click on FSR (reference
figure 4-7). The Financial Status Report Search screen appears. This screen
may also be accessed from other screens by clicking on ESR under the
heading Search on the Left Navigation Bar.

ron
. Message of the Day >
[ WELCOME!

System Issue? Contact us @ opushelp@hcs.state.or.us, or by phone 1-800-453-5511, option 2§

‘4.4‘ il

Figure 4-7: FSR Screens

Search for existing FSRs

2. To open an existing FSR, type a grant code, enter the FSR number (example:
FSR13-00721), choose a selection from either the two drop-down status menu
or enter a certified date range to narrow the search, and click on the Search
button (reference figure 4-8). If searching for an FSR from a closed grant,
click on Open Grants Only to remove the checkmark.
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Agency: AGENCY

= Fiscal noA | RFF | FSR | Management | Reports |

[search
ics FSR Search
lhcs Agency AGENCY
G
e Grant Cods
FSR Ni b
[FSR ﬁ
e Categary E
pew Statu
Process

Certified Date between and .g. MMDDYYYY

ts N

Figure 4-8: FSR Search

3. Select an existing FSR highlighted number to view (reference figure 4-9).

HOME | Log Out
OPUS U

& Fiscal NeA | RFF | F5R | Management | FReports | Help
Version 2.10.13T
Search
C5 FSR Search
SR
IAGS Agency AGENCY =]
iew
bew Grant Code |
FSR Number
[FSR
o Category El
jieu Status E
Proce:
Certified Date between and &.g- MMDDYYYY
M open Grants only
Search
fn It
search of 100 ed.)
Click FSR Number  to view
Agency Grant Category FSR Reimbursable Agency Status Certified Certified
Y gr_ To Date Share Expenditures By Date
AGENCY LIEAP Adm $7,500.00 $0.00 $0.00 Cert MARCIA 04-25-2011
PY 10B CLARK 13:52
AGENCY LIEAP  Clientrs $10,000.00  $0.00 $0.00 Cert  MARCIA  04-25-2011
PY 108 CLARK  13:52
AGENCY LIEAP  Direc $500,000.00  $0.00 S0.00 Cert  MARCIA  04-25-2011
PY 10B CLA 13:52
AGENCY LIEAP Program $20,000.00 $0.00 $0.00 Cert MARCIA 04-25-2011
PY 10 Deli CLA 13:52
llllll it
19:50

Figure 4-9: FSR Search Results

4. All AGSs contained within the FSR will display on the FSR View screen . To

view individual AGSs, click on the highlighted category to view the Agency
Grant Status View.

Create New FSRs

5. To create a new FSR, click on the FSR New on the Left Navigation Bar and
click on a biennium from the drop-down menu (reference figure 4-10).

AGENCY

05-11 7]

Figure 4-10: FSR New

6. All AGSs in Prep status will appear on the FSR New screen (reference figure
4-11). Click on each AGS in the box provided to select which AGSs will be
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included on the FSR being created. If all AGSs will be included on the FSR,
click on the Check All button in the lower left corner.

Version 2.8.3T
FSR New
Agency AGENCY
Siennium 08-11
[LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N}
Category Previously This| Reimbursable NOA Amount |Unexpended [Reporting
Reported Period To Date Balance Type
‘ r Admin $1.00 $8,999.00 $9,000.00 $90,000.00| $81,000.00| Regular
Agency Share of Expenditures, Consisting of
3rd Party Other OHCS
Contributions™ Aviards™ Rebates Total
$0.00 $0.00 $0.00 $0.00
LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N}
Category Previously This  Reimbursable NOA Amount Unexpended Reporting
Reported Period To Date Balance Type
r Client Ed $100.00 $5,500.00 $6,000.00 $60,000.00  $54,000.00  Regular
Agency Share of Expenditures, Consisting of
3rd Party Other OHCS
Contributions™ Aviards™ Rebates Total
$0.00 $0.00 $0.00 $0.00

[LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Category Previously This| Reimbursable NOA Amount porting
Reported Period To Date Balance Type
‘ "' | Direct Client-vendor $1.00 $74,599.00 $75,000.00 $750,000.00 | $675,000.00| Regular

Agency Share of Expenditures, Consisting of

3rd Party Other OHCS
Contributions * Aviards* Rebates Total
$0.00 $0.00 $0.00 $0.00
| - & is ntaing
|LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N)
Category Previously This| Reimbursable NOA Amount porting
Reported Period To Date Balance Type
‘ M| erogram Delivery $1.00 $9,999.00 $10,000.00 $100,000.00| $30,000.00| Regular
Agency Share of Expenditures, Consisting of
3rd Party Other OHCS
Contributions™ Aviards™ Rebates Total
$0.00 $0.00 $0.00 $0.00

Unchecc Al | )

= Ind

[ [ & [§]&@ mtem

Figure 4-11: FSR New Results

7. Once the AGSs are selected, the Certify button will appear in the lower right
corner. Click on the Certify button.

8. The FSR View screen will appear (reference figure 4-12). Click on the Print
button located in the lower right corner to open a printable copy of the FSR
(reference figure 4-13).

Note: The FSR has now been submitted to Oregon Housing & Community
Services. No changes can be made to the AGSs included in the FSR once it
has been certified. If an error is discovered after certifying the FSR, contact
OPUS Helpdesk at opushelp@hcs.state.or.us to void the AGS(s).
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FSR View

Agency AGENCY
Biennium 09-11
FSR Number FSR11-00722

The FSR was certified on 04-13-2010 08:

7 by MARCIA CLARK

Click Category to view the AGS

LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010

Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Slalus‘ Calegnry‘ Previously This| Reimbursable ‘ NOA Amount |Unexpended ‘K:pnrllng
Reported Period ate ance
cert| Admin | $1.00] $8,999.00 | $9,000.00 | $90,000.00| $81,000.00| Regular
Agency Share of Expenditures, Consisting of
Contrabations”. i Rebates Total
$0.00 50.00 $0.00 $0.00
LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010
Total Expenditures (Needs Match Flag: N; DOE Flag: N)
Status Category Previously This  Reimbursable NOA Amount Unexpended Reporting
Reported Period To Date Balance £
Cert Client Ed $100.00 $5,900.00 $6,000.00 $60,000.00  $54,000.00  Regular
Agency Share of Expenditures, Consisting of
Contbations". *aardac Rebates Total
$0.00 50.00 $0.00 $0.00

LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010

Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Slalus‘ Calegnry‘ Previously This| Reimbursable ‘ NOA Amount |Unexpended ‘K:pnrllng
Reported Period aty ance v
Cert | Direct Client-Vendor | s1.00| 574,995.00 $75,000.00|  $750,000.00| $5675,000.00[ Regular
Agency Share of Expenditures, Consisting of
Contbations". *aardac Rebates Total
$0.00 50.00 $0.00 $0.00

LIEAP PY 10B Date Range: 01-01-2010 to 03-31-2010

Total Expenditures (Needs Match Flag: N; DOE Flag: N)

Slalus‘ Calegnry‘ Previously This Reimbursable ‘ NOA Amount |Unexpended |Reporting
Reported Period aty Balance v
Cert|  Progrem Delivery s1.00| $9,999.00 $10,000.00|  $100,000.00| $90,000.00[ Regular
Agency Share of Expenditures, Consisting of
Contrabations” avardac Rebates Total
$0.00 50.00 $0.00 $0.00

[* include 1n Kind |
[**authorized as Match |

—
| NG|

Timeout
18:41

Figure 4-12: FSR View

i Gl goin epot iemer | |
@G- ap M 2 OH@H e[ e @n o

FSR11-11423
Agency: AGENCY
Biennium 0811

Grant: LIEAP PY 108 - QTR Date Range: 10-01-2009 to 12-31-2008

Previously This  Reimbursable NOA Unexpended Reporting
Status Category Beporied Pariod ToDate Amount Balancs Typs
Cert  Admin s 000§ 750000 § 750000 § 1000000 §  2500.00 Quarerly

Agency Share Expenditures Consisting
of:

Third Party Other OHCS
Contribution Awards

$ 000 $ 000 $ 000 $ 0.00
Previously This  Reimbursable NOA Unexpended Reparting
Status Category Reporied Paclod ToQate Balance Ivpe
Cent  Clent Ed H 000 § 1000000 § 1000000 § 1500000 § 500000 Guanerly
Agency Share Expenditures Consisting
of:
Third Party Other OHCS
Contribution Avards Bebates Total
] 000 % 000 $ 000 3 0.00
Previously This  Reimbursable NOA  Unexpended Reporting
Stms Category Baparted Pariod ToDate Amount Balance Typs
Cert  Dimct Clieni-Vendor $ 000 $ 50000000 § 50000000 § 85000000 $ 450,000.00 Quarterly
& el

Figure 4-13: FSR Printout

9. Click on Print.
10.  Obtain signature and date of official Certifier and keep hardcopy on file.
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Section Five

Agency Management Functions

Agency 60
User 62
GoTo 69

These screens will only be available to edit by OPUS users with Fiscal Management
Roles and Actions.
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Agency Screens

The ‘Agency’ screens allow information to be updated or to add new information for an
agency such as address, phone, etc.

Agency Search
In the OPUS Fiscal module, there will only be one agency choice if the ‘Search’ button is
clicked and the ‘OHCS subgrantees only’ box has a checkmark. If the subgrantee has

subrecipients entered into the system in other OPUS modules, they will appear if the
‘OHCS subgrantees only’ box is unchecked.

SIETE Version 2.10.12F
User

Message of the Day Requastor

WELCOME! GoTe d

Figure 5-1: Agency Screen

1. On 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.

Search

2gency Agency Search
User ~ v
Reguestor Enter at least one field to search.

Agency N (, . iGHCS )
fmmes gency Mame | BER.
New
iow Address [ City |
Edit

Phone I 000-000-0000
Fiscal Agency
Relationships ¥ OHCS subgrantees cnly
View

View Results below

If no results, you can __ Add Agency I

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

= e Abbrev Address Fhene
OHCS 725 SUMMER ST NE STE B 503-586-2000
SALEM, OR S7301-4246

Figure 5-2: Agency Search

2. Enter the required agency abbreviation (acronym). Click on the ‘Search’
button (reference figure 5-2).

3. When the desired agency is displayed, click on the highlighted agency name
to open the ‘Agency View’ screen (reference figure 5-2).
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Search

Agency View

(503) 586-2000

Physical Address

725 SUMMER 5T ME STE B
SALEM, OR 97301-4248
Mailing Address

POB 14508

SALEM, OR 97301-4246

(503) 986-2020

Agency
User
Reguestor Agency
Mame: CHCS Edit Agency’
ﬁ\gencv Tax 10: 5452323 ABBR: OHCS
New . T ; .
view Su!::grantee. M Mail Code:
Edit Entity Type: -5-NA vender £:
Stan Profile:
Fiscal Agency
Relationships Contact Info
View Phone Fax

Figure 5-3

: Agency View

Agency View

The ‘Agency View’ screen provides a view only screen with the agency information. To
edit the information, click the ‘Edit Agency’ button on the right side of the screen or on
the ‘Left Nav Bar’ (reference figure 5-3).

Agency Edit

The ‘Agency Edit’ screen provides editing capability to enter or update information
(reference figure 5-4).

Search

503-936-2000 000-000-0000

Physical Address

facrcy Agency Edit
ser -
Requestor Agency Information (Fields marked with * are required.)
Name ABBR Tax Payer ID
Agency [oHes [oHES [5452323
New
E:;;;\ OHCS Subgrantee (skip section if not OHCS Subgrantee, otherwise all fields required)
Subgrantee Mail Code
Fiscal Agency r
Sizl;t“’"sr"ps Entity Type vendor
Stan Profile
Contact Info
Phone Ext Fax

‘503-986-2020 000-000-0000

No. Direction Street Name Type Direction Unit £
[Pzs 7 [ = [summer [sT e [z HABE
City State  Zip

SALEM-37301 =l OR  |97301-SALEM = +afszes |
Mailing Address [~ Same as Physical

No. Direction Street Name Type Direction Unit z
[ BT [ =T = [ros = [rasce’
City State Zip

SALEM-37301 | oR 57301-SALEM ] +afenas

Save Changes
e — =l

Figure 5-4: Agency Edit
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1. Enter or change information in any of the following fields:

Agency name

Agency abbreviation

Agency taxpayer ID

Contact phone & fax numbers

Physical address

Mailing address

Note: All fields marked with * are required fields.
2. Click on ‘Save Changes’ button.

Agency New-OHCS Use only

There will be no need to enter new agencies in the OPUS Fiscal module. Only OHCS
staff will be able to enter a new agency.

User Screens

A fiscal manager sets up user accounts and roles (permissions) in the OPUS Fiscal
Module for the agency staff. Staff roles and actions depend on what job functions are to
be performed by the individual working in OPUS Fiscal. Some users will have minimum
view only access. Some users will need additional roles to prepare Agency Grant
Requests and Agency Grant Status reports or certify Requests for Funds and Financial
Status Reports.

User Search

The ‘User Search’ screen allows a manager and/or another user to search for a person
who is registered in OPUS (reference figure 5-5).

HOME | Log Out
OP I I S Agency: OHCS

1':‘1:5'{.-11'] [' A[=F) ] SR | Mamzgerment | Reports | Help

Version 2.10.12P

>

Message of the Day

WELCOME!

Figure 5-5: User Screen

1. Click on ‘User’ in the drop-down menu under ‘Management’.

2. Enter a users name or search by ‘Agency’. To search by ‘Agency’, open the
drop-down menu and click on desired agency (reference figure 5-6), then
click the ‘Search’ button.
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User Search

Login Name  [MCLARK
First Name 2.g. John
st Name

com
E & Users
! w/ Rights to This Mo

Figure 5-6: User Search

3. To display your agency, just click the ‘Search’ button. 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 links (reference figure 5-7).

User Search

Login Name MCLARK
First Name e.q. John
Last Name £.0. Smith

E-mail e.g. bob®&yahoo.com
aHCS -
Agency

P sShow Active Users only

¥ w/ Rights te This Module
If no results, you can create a __ New User

Se. esults
First Name ast Name Login Mame E-mail
MARCIA LARK MCLARK marcia.clark@hcs.state.or.us

Agency Name
OHCS

Figure 5-7: User Search Results

4. Click on a name to see ‘User View’ screen. The ‘User View’ screen allows a
manager to view an individual user’s roles (reference figure 5-8).

User View

User Details

Agency CHCS

Username MCLARK Active
First Nams MARCIA

Last Name CLARK

Middle Name Initials
Title CHCS FISCAL Roles

E-mail marcia.clark@hcs.state.or.us Edit Roles

Fhone 503-986-2071
Modules FISCAL

Last edited at 08-16-2010 01:36 PM by MCLARK

Dizable User

G
CERTIFIER , OHCS REPCRT

ANT , FISCAL VIEW , OHCS FISCAL
, OHCS FISCAL READYSEND

Edit User

Figure 5-8: User View Screen
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Possible Disabled User

If search results indicate no match, it is possible that the user might have been enrolled
before, but has been disabled. If a user does not login to OPUS for a period of 90 days,
the system will automatically disable the user.

1. Ifa specific user’s name does not appear after a search, click the boxes “Show
Active Users Only” and “w/Rights to This Module”, removing the checkmark.
2. Click on ‘Search’ (reference figure 5-9).

User Search

Login Name  [MCLARK
First Name e.g. John

Last Name

3. If there are no matches found in the database, a manager can create a new
user.

User New

The User-New Screen allows a manager to create a new user in the OPUS system.

Search
fgency User Search
ser
Reguestor
< Lagin Name MCLARK

User

New - '

T First Hame | e.g. John

Eernises Lazt Name | £.g. Smith

Fiscal Agency E-mail | e.g. bob@yahoo.com

Relationships

View i OHCS hd

Agency

¥ sShow Active Users only
[V w/ Rights to This Module

Figure 5-10: User Search Screen-User New

1. Enter the following information (all fields marked * are required).

User New

User Information (Fields marked with * are required.)

User Name and Password REQs

User Name *
First Name
Last Name

Middle Name | Intials [ =
Title —

E-mail [

Phone - E- I
Agency [ &

Save

Figure 5-11: User New
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Reference Figure 5-11

User Name Note: Refer to the User Name and Password requirements
link.

First Name

Last Name

Middle Name or Initial (optional)

Initials

Title

E-mail (optional-but OHCS communicates regularly via e-mail. OPUS
Broadcasts are via e-mail along with announcements. Make sure the e-
mail address is correct).

Phone and Extension if applicable

Agency

2. Click the ‘Save’ button. The ‘User View’ screen will appear.

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-

Version 2.9.6T
Search e
2aency User View
User
Reguestor
User Details
Agency CHCS
Edit User Username MCLARK Active Y
Edit Roles .
First Name MARCIA
FLoEL LOEEy Last Nams CLARK
R_elatlonshlps
L= Middle Name Initials MC
GRANT , FISCAL VIEW , OHCS FISCAL
CDRAW , CHCS FISCAL READYSEND
FISCAL MAMAGEMENT , RFF
CERTIFIER , RFF FISCAL SENT , CHCS
Title CHCS FISCAL Roles FISCAL BATCH , CHCS FISCAL
PROCESSOR |, AGS PREPARER
GRANT VIEW , PROGRAM ANALYST ,
REFORT , AGR FREPARER , FSR
CERTIFIER , CHCS REPCRT
E-mail marcia.clark@hcs.state.ofus Edit Roles
Phone 503-986-2071
Modules FISCAL
Last edited at 08-16-2010 01:36 PM by MCLARK
Dizable User Edit User

Figure 5-12: User View
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User Role Edit

The ‘User Role Edit’ screen allows a manager to grant or adjust the roles and actions a
user needs.

Note: There are two steps when issuing roles. The first step is establishing permissions
for a user. For each role there is a default set of actions, which initially allows all the
actions associated within the specific role.

1. On the ‘User View’ screen, click the ‘Edit Roles’ button or click on the ‘Edit
Roles’ link in the Left Nav Bar (reference figure 5-12).

2. On the ‘User Role Edit’ screen, select the roles the user will have access to by
clicking into the checkbox next to the desired role (reference figure 5-13), then
click the ‘Update’ button to apply the roles. The ‘User View’ screen will
reappear. The ‘Roles’ will now be listed in the ‘User View’ screen. This
completes Step One.

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 all default
actions within a specific role. There may also be times when a user does not need
access to some actions within a role and a manager may deny these.

User Roles

How To: Check box next to Role, 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 iz available

GRANT VIEW Edit Acticns

GRANT Edit Acticns

FISCAL MANAGEMENT Edit Acticns

REFPORT Edit Acticns

AGR PREFARER Edit Actions

RFF CERTIFIER Fdit Acticns

COHCS FISCAL PROCESSCOR Edit Acticns

COHCS FISCAL BATCH Edit Acticns

PROGRAM AMALYST ¥ Edit Acticns

FISCAL VIEW

COHCS FISCAL DRAW ¥ Edit Acticns

OHCS FISCAL READYSEND ¥ Edit Acticns
RFF FISCAL SENT ¥ Edit Acticns
AGS PREPARER [¢ Edit Acticns
FSR CERTIFIER ¥ Edit Acticns
CHCS REPCRT ¥ Edit Acticns

=D

Figure 5-13: User Role Edit Screen
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User Action Edit

1. Click on ‘Edit Actions’ (reference figure 5-13).

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 (reference Figure 5-14).

User Role Action Edit
FISCAL VIEW - Fiscal Search/View

Name: MARCIA CLARK
Username: MCLARK

Edit “ ct || within Role
*

FISCAL - FSR View
FISCAL - RFF View
FISCAL - FSR Search
FISCAL - AGR Search
FISCAL - RFF Search
FISCAL - AGS View

FISCAL - AGR View

N W wm W W W Wy
S TN TS S TS TS S T

FISCAL - AGS Search

Figure 5-14: User Role Action Edit Screen

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, but remains a part of the
history.

To cancel a user account, a manager will click the ‘Disable User’ (reference figure 5-15).

User View

OHCS

MELARK Active ¥
First Name MARCIA
Last Name CLaRK
viddle Name Iritials Mc
GHCS FISCAL
DYSEND
L SENT , OHC:
Title OHCS FISCAL Roles cal
ANT VIEW |, PR VALY
REPORT , AGR PREPARER , FSR
CERTIFIER , OHCS REPORT
E-mail marcia.clark@hes.state.orus | Edit Roles
e 503-585-2071

FISCAL

=SQQ0 01:36 PM by MCLARK

Edit User

Figure 5-15: Delete User Screen
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Reset User Password

1. Onthe ‘User View’ screen, click the “Edit User’ button or the ‘Edit User’ link
in the Left Nav Bar (reference figure 5-16).

User View

QHCS
MCLARK Active Y

MARCIA

CLARK

Middle Name Initials MC

GRANT , FISCAL VIEW , @HCS FISCAL
DRA! CAL READYSEND |

Title OHCS FISCAL Roles

VIEW NALYST ,
REPORT , AGR PREFARER , FSR
CERTIFIER , GHCS REFORT

E-mail marcia.clark@hcs. state.or.us Edit Roles
Fhane 503-986-2071
Modules FISCAL

Last edited at 08-16-2010 01:35 FM by MCLARK

Disable User Edit User

Figure 5-16: Edit User-Reset Password

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 5-17).

User Edit

User Information (Ficlds marked with * are required.)
User Name MCLARK

First Name MARCIA

Last Name CLARK =
Middle Name Initials Ll B

Title OHCS FISCAL
E-mail [marcia.clark@hes. state.or.us

Phone 503-986-2071| * Ext

Save Changes

3. Click the ‘Save Changes’ button. After the password is reset, the user will
receive an automatic e-mail from the system with a temporary password. The
next time the user logs in, the temporary password should be used and the user
will be prompted to change the password (reference Section One-Basic
Operations).

Reset password

Figure 5-17: Reset Password

Requestor
The ‘Requestor’ function is for OHCS only and is not available to agencies unless the

agency has been given access to creating their own Notice of Allocation (NOA) when
allocating funds to their subrecipients.
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GoTo

Once in the OPUS Fiscal Module, the user may go to any other module that the user has
access to.

1. Scroll the mouse over ‘Management’ and highlight ‘Go To’ on the drop-
down menu. A side menu will appear with the other available modules and

‘Agency’ (reference figure 5-18)...

| Managerment |

Sl Version 2.10.12P
User
Regquestor
Go To ‘\ _[Ei:-C'EQ
Agency

hce.state.or.us, or by phone 1-800-453-55LL, opuan = 6.

= ] | - 1 i |
Figure 5-18: Go To Screen

2.  Click on the highlighted module or agency (only if agency has sub-
agencies), which will take the user to the desires module.
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