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Introduction

In order to meet the requirements of various Federal and State agencies, Oregon Housing and
Community Services OPUS data collection system is a collaborative, statewide effort assisting
agencies to document client-level needs and characteristics through a coordinated system that
compiles common information at the agency, community, and state level.

OPUS is a software tool that can also assist agencies in focusing services and locating
alternative resources to help low-income individuals. Subgrantee Agency staff may use the
information in the system to target services to their client’s and their community’s needs.

OPUS is an entirely web-based system hosted on a central statewide server coordinated by
Oregon Housing and Community Services Department. The system is accessed via the
Internet by providers offering various supportive services to low-income Oregonians’.

DISCLAIMER: While Oregon Housing and Community Services takes great care to ensure the
accuracy and quality of this guide, 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 or registered 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 users’ guide.
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1. LOGGING IN

e Go to the OPUS website at:

v" OPUS Production: https://appsprod.hcs.oregon.gov/opus/

v" OPUS Test: https://appstest.hcs.oregon.gov/opustest/

e Make sure your Caps Lock key is turned off

1-A. Username and Password Requirements

Username:

Minimum of 5 characters

All Alphanumeric characters

Must not include symbols (e.g. @#$% &' ")
Must not start with a number

Good examples of User Names include:

- first initial of first name + last name

- If your login name that you currently use to
log into your work machine follows the rules
above, then use the same one to avoid having

Password:

Minimum of 8 characters

Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one number or
symbol(e.g. @#$%"&)

One number or symbol must not be at the
beginning or end of the password

Don't use passwords that could be guessed
like Program, Grant or Agency names such as

to remember a different one.

"LIHEAP2004".

1-B. First-time Users

When your account is setup or the password reset, a temporary password will
automatically be sent to your e-mail address by the OPUS system. This is a
temporary one time password. Passwords are time sensitive and will expire 48
hours from when they are sent. It is very important to login and change the
password before it expires.

No one has access to this temporary password except you.

Temporary passwords are not interchangeable between the Test site (site used
during training) and the Production site (actual site) because the two sites are
actually two separate databases. Temporary passwords are specific to your account
and specific to the database being used (i.e. Production or Test).

The first time you log into the OPUS System, you will use the temporary password
that was e-mailed to you at your work address. The system will prompt you to
change your password to a new permanent one.

On the ‘'Login’ screen, type ‘Your User Name’ and the temporary password you
received via email. The user will be prompted to change it on the next screen. The
‘User Name’ is not case sensitive. The ‘Password’ is case sensitive.
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https://appsprod.hcs.oregon.gov/opus/
https://appstest.hcs.oregon.gov/opustest/

Your
Temporary
. Password is
OPUS Application vesen2s.2 Password Change also the 'Old
User Mame and Password REQs PaSSWOfd,
Login: Enter Old Password: /
User Name:  |ARASMITH Enter New Password:
Passwaord: sesssene Enter Mew Password Again:
Forgot vour passweord?

e Do not share your password with co-workers, clients, or others. OPUS
HelpDesk will never ask for your password.

e Do not give this information to people on the phone or by e-mail. Your password is
for only you to know. Your account will be made inactive if you don't use it

reqularly.

e Enter your individual User Name and Password and click ‘Login’.

OPUS Application

Login:
User Name: LCHSELR .

Passwaord: LLLLL L L] *

Forgot your password?

e The Warning window appears.

e Read the message and click ‘OK’.

A You are about to access the OHCS OPUS information system (Data Classification: 3).
Access to this system is restricted to authorized users only. Unauthorized access, use, or
modification of the data contained herein, or in transit to/from this system, may constitute
a violation of the OPUS Use Agreement and State laws. These systems are subject to
monitoring to ensure proper performance of applicable security features or procedures.
Such monitoring may result in the acquisition, recording and analysis of all data being
communicated, transmitted, processed or stored in this system by a user.

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

ciimanncans narcannal and law anfarramant Affiriale ac avidanca el

gancel

Vi

e Make sure the correct ‘Agency’ and ‘OPUS’ module are selected; then click
‘Submit’.
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Agency and Modul(eseled/

Agency LCHHS D

This is your agency code

OPUS Module | ENERGY [ —

e Check the ‘Message of the Day’ screen to see if there are any important updates

to OPUS.

Click the OPUS logo to

return to the Message

of the Dayscreen from
any other screen.

Screen

Left har >
Nawvigation S Your Uiser

This is where any
update
information will be
posted. Look for
recent dates.

Agency: LOMS

Messdug of the Day

Energy Assistance is recorded in

the ENERGY Module only

. Cllent * Program ¥ Flscal ~

User: LOMSELR
Timeocut: 16:5

Managemsest ¥  Reports ¥ Help ¥

S

swoed?
WELCOME! To start OPUS « Chek Search Oiert

~~
Thisis the dashboand. \

veie was

2012 ?Iea.e repon All
ues to the HelpDesk,

Program Notices

, System Isswe? Contect us § coushelo@hos sate.o

Log Owt J/’f‘(‘I/“ C$ <

N\

Click the OHCS
logotogo to
their web site.

T=0PUSTest

P=0PUS
Production

OPUS Help

Nev full SSN
ntlpdct\ﬂ E-mad 18 1
Yo %

Note that OPUS will
automatically log itself
outif idle on anyone
screen for 20 minutes.

s needed

Password Resets

updated.

1-C. Contact info for technical support
e Passwords (forgotten passwords or system not accepting your password or user

name)

e Moving clients from a household or residence, entry errors, duplicate clients,
duplicate residences, adding clients to a household, error messages, duplicate social

security numbers

OPUS HelpDesk

OPUS Information Website

1-800-453-5511, option 6; opushelp@oregon.gov

http://www.oregon.gov/OHCS/pages/OPUS Main Page.aspx

2. DATA ENTRY BASICS

2-A. Tab Order

e Press Tab key to move forward quickly through consecutive fields, or use
to move through fields in reverse. (This works well in most areas, but not all.)
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2-B. Number Formatting
e Do not type dashes, slashes, or spaces in dates or numbers

e OPUS automatically converts numbers to correct date and phone number format.

sSN/SYSID [555667777 BECOMES THIS: | sonssvsip [F55-66-7777
ooB 12121957| BECOMES THIS; | Doe [12-12-1957

2-C. Client Names
e Hyphenated Names

o Please don't use a hyphen, just a space

(mmse}

Last Name |WINSTON HAILS INSTEAD OF Last Mame  WINSTON-HAILS

e Shortened Names / Nicknames

o Do not use shortened names or nick names in the OPUS system. Use the full
legal name as it appears on the SSN card or a current driver’s license, or other
legal documents.

o Please note that sometimes the legal name on the SSN card will be ‘Jim’ or 'Bill’
or some other shortened name. In these cases, just enter the name exactly as it
appears on the SSN card or current driver’s license, or other legal documents.

2-D. Be careful to enter information into the correct fields:

Do not use a
Client Edit period after a_

Client Information (Fields marked
Do not use.
Title

First Name DAFFY . Middle L

Last Name DUCK . Suffix v
DOB 12-12-1957 Tl mm-dd-yyyy)* SSN/Sys2 SDAFFY121257 -+ [ Create nog}
Adult 1d Verified? [V] SSN Vverification EXCEPTION . -«

Comments

000 characters left (spaces count)

¢ Initials in Middle field, not First Name field
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o John L. Smith” should not show:

First Name JOHNL

o Proper format showld be:

First Name JOHMN “  Middle L

o Suffix field instead of Last Name

o John Smith 1117 should mof show:
Last Name SMITH I

o Proper format should be:

Last Name SMITH «  Suffix 1]

e Unit type and number separate
o 1234 Main St. Apt. 17 should nof show:

o
No. Direction Street Name Type Direction Unit =
1234 MAIN ST APT1

o Proper format should be:

MNo. Derection Street Name Type Deraction Uit =

1234 MAIN 8T APT | 1

e PO Box format:

No. Direction Street Name Type Direction Unit =
POBOX 42

2-E. Fields with a downward arrow are dropdown menus
e With familiarity, it is possible to learn the dropdown selections.

e After clicking the drop arrow, type the first letter of the desired selection, such as ‘M’ for
‘Married’ in the Household Summary section, ‘E’ for ‘Eugene’ in the City list.

e Note that the first selection that begins with the chosen letter comes up first.

HH Type |

2= arant

Co-Habitants

Extandad Fadmly

Married Mo Childran

Singls

Single Parent Famala
|\ Eingls Parent Ma_le
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3. SEARCH FOR CLIENTS OR RESIDENCES

Many households and individuals from around the state have records in the OPUS system.
The majority of the time you will be updating information for existing clients’ records. Itis
imperative that a proper search be conducted to determine whether a client or a residence is
already in OPUS. Avoid creating duplicate clients or residences by following the steps below.
If in your search you think you’ve found a duplicate, please report it to the OPUS HelpDesk
right away. These records need to be merged by OPUS-HelpDesk to keep the data integrity.

3-A. Order of search for records

Go to the Search Screen by clicking on the dashboard dropdown, or the left
navigation screen

OJ_,'{I ].Q Agency: UHI Dashboard Dropdowns

A v Fiscal ~

Client «

Left

Search

N_aVigatlon Search Client M \
Sidebar c
Change Password?

1) SEARCH BY: Social Security number of applicant — usually sufficient

If none found then:

2) SEARCH BY: SS#’s of remaining members of household if applicant not
found

If none found then:

3) SEARCH BY: Name of applicant and/or other household members. Be sure
to search by possible nick names like Bill for William, or Sue for Susan, etc.

If none found then:
4) SEARCH BY: Residence

3-B. How to search

e Always search for clients or residences in OPUS before trying to add them as
new.

e Best searches use only one or two fields at a time.
e Best searches are by Social Security Number or client name or partial address

> Social Security Number search: Type all 9 digits of the number without
any dashes or spaces. Click on ‘Search’

OPUS COMMON TASK GUIDE 7



Client Search

[Type "Apt, Unit® atc. with &)

| SSM/SYSID (0007112222 | Addrass
First Mama City
Last Hame Zip [ show Ressdence Info. only
Whan you Click in Search Results:
ol s SSHUSTS & okd 5
M = Ch ]
P - ..

mum of 100 res

> Name search: Use 3 & 3 method — Type the first three letters of the first
name and then type the first three letters of the last name. Click ‘Search.’

Client Search

To search, at least one field needs to be entered. {Type “Apt, Unit" etc. with #)
sswsvsio [ Address | #|
383 P First Name [DAF city |
e Last Name [DUC Zip | [T show Residence Info. only
When you Click in Search Results: Saarch
lignt' VS# = Household Screen

Clhent's Name = Clhent Screen
Residence Address = Residence Scresn
A maximum of 100 results will be returned.

> Residence Address search:

»= Do not type in the entire address. The less you enter the more
results you will get.

= Do not type a period after a direction. They are not entered into
the system using a period to abbreviate so you will not get any
results when searching with a period

Do not use a period when entering a direction Vereion 3.0.0T

Client Search

Search Parameters (at least one field required)

SSMN/SYSID: Address: 5EEM5TH Unit: %5 (i= Apt B)
First Name: City:
Last Name: Zip: [[] Show Residence Info. only

When you Click in Search Results: @
Client's SSN = Household Screan mma €l WILD C.ARD

Client's Name = Client Screen
Residence Address = Residence Screen

A maximum of 100 results will be returned.

= WILD CARD: % is the “wildcard” used in place of an unknown
data in any field. The possible TYPE of unit could be the following
and are not always entered consistently over an entire apartment
complex or mobile home park.

e TYPE OF UNITS:

# DEPT PMB STE
APT FL RM UNIT
BLDG LOWR SLIP UPPR
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BOX OFC SPC

> Phone Number search: Click ‘Advanced Search’ on the ‘Client
Search’ screen.

= Type the number without any dashes or spaces.
= (lick on ‘Search’.
Chent Search Advanced Client Search

SSNSSYSID

First Mamga Last Hame

Phan

When you CHCE CH

- =
dient's SSN/SYS=E = Household Screan
client's Name or Phone Numbear = Clent Screen
A maamum of 100 results will be returned.

3-C. Potential problems in searching

R/
L X4

Social Security numbers may have been entered into OPUS incorrectly during the
original intake.

Senior women often use the husband’s Social Security number when he is deceased
(because they are receiving benefits under his number).

Names may have been misspelled when entered into OPUS during the original
intake.

Women often change their names when married or divorced. They may have used
their maiden name when they were originally entered into OPUS, but they now go
by their married name.

Many people alternate between their first and middle names, or prefer a shortened
version of their name, or use a nick name. Their nick name or shortened name may
have been entered into OPUS during the original intake.

An applicant may not be in OPUS (even if they've received some energy assistance
before. Note: not all energy assistance is recorded using OPUS Energy module such
as other local programs of agencies.)

4. CLIENT DATA AND DEMOGRAPHICS

Client data and demographics are updated at each intake. When entering new clients, be sure
to enter all data correctly.

4-A. Client Records - Updating / Editing existing records

Once you have completed a search and located the correct HH, select the client’s
SSN/SYSID on the ‘Client Search’ screen to go to ‘Household View’ screen.
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Click on the
SSN/SYSID to go
to the ‘HH View’
Screen to update
client
information

e Each HH member needs to be thoroughly checked using the steps below. Check

Client Search

(Tree “Agt, Unit™ ate. with &)

To zaarch, at bea » fiald neads to bo ontored
ssnesvsio | Address [555
First Hame | cay |
Last Narms | Zip [srana
When you Click in Search Results:
Shent’d SSHASTESE = Houdehald Scraen
Clhent’s Name = Chent Screen
ross = Residenes Screen
& rmazimuen of 100 results wil be returng
Search Results
asH & Eirst MHame Last Namse Bith Year

=

T Show Residerce drfo. anly

Address

o

555 S WOWHERE LN

t Sty
EUGENE
EUGENE
EUGENE
EUGENE

each client individually, updating as you go, including each client’s income (see

Section 5, Income). From the ‘Household View’ Screen, click on a member of the

household to be directed to the ‘Client Edit’ Screen.

Household View

Household - Click S5N/5YS1D will open the Client View Screen. Hover over code for full version.

HH Members Bold Red elements indicate poor data quality
Click on the R_" SSN/SYSI0 Mame Age | Gen || Educ || Vet || Disb || Ethn || Race || NCB || Income
SSN/SYSID to 2l soarryizezsy MoarrrLouck |55 ||m |fuse [y I WH s b ¥
go to the /l: SCAFFINDS1276 || DAFFINA DUCK || 37 || MTF || GED " NN HH | ] Y ¥ |
‘Client VieW’ ’ |: SEABY121201 BABY HUGHY E’ L DK ][ N N NH s [‘f'_ N l
Screen to

update

New Client

To Remove a Client:

Remove Client{s) from Household

OPUS COMMON TASK GUIDE

To Remowve Househeld: Click this button

Select client under the R column above, then Click this button | Move Entire Household to Unknown |
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Overview
of ‘Client
View’
Screen

Click on ‘Edit Client’
to go to the 'Edit
Client’ Screen to
update Information

Delete Income: Click
on the link under
‘Type’, and then
‘Delete’ in the record.
You will need to
delete all income
sources previously
entered that are no
longer accurate
before proceeding
with a payment as it
will affect payment
determination

Switch between HH members

Client View quickly with dropdown to
Selact Ancthar Client in W | DAFFY L DUCK F_{/ update

Cleent Information

Namese: SAFFY L DUCK SENJSYS 108 SDAFFrL21257F
DeDa: 12-13-1557 Age: 55
SCN Verification: ENZEETION Adult 1D Verified? Y25
Comments:

hane: T B Tves | CELL (_ 'D Quickly Add a new number

here; be sure to click on
‘Add’ after entering the

Hadling Address

12334 SOMERLACE DR number
EUGERE, OR 57401 Coumty LENE
Client Characterichics
Gender: MALE Disability: 40
Ethanicity: NOM-HISPANIC/NON-LATIRG WVekeran: "ES
Education: HIGH SCHOOL DIPLOMA Lamguadge: ENCLISH
Homebound: NO Race: SINGLE
et
[Edit Client | | Vilw Househald |
Hon-Cash Benefits.
T SHAP M Orepon Heakh Plan N MECICARE N WIC
N a Mad Zery Ml TanP Chid Care N TANF Trans N (ther TANF
N Pobis: Rentsl Asss M Other Health [ns N Cmher Source N Temp Rertal Syt
Paymends - This Hossehold [Sarted by Name then Auth #, click header to change secondary sor)
l"mt Amgunt | Chic Mg | Chi Dabe || Auth # | Typs || Statug
P12 || $315.00 C1A055806 || Standard || Vioid
Paymends - Previous Householdd [(Sorted by Name then Aisth §, dick header to change secondary sor)
ler AT L || Chi Ho | Chi Dete |Aulh ¥ |'-.:>¢ Satus
EvIEEE? | Stancard-Reyg || Vosd

EWEB 12 ECC

[ oeiETe e || sarned-aag | ageecy pwe

H H '}
Income f Employer [Setting 1o Rone, Rone - Fero Income, Don't Know or Befused will delete a) Update and Change in Cllent S

Does this client have any income? YES S income (yeS, nO, DHI, etc-)
with dropdown. After making
changes, click on ‘Save’
: Typa Ssurce/Emp | Mosikly || Annweal || Verified Dade || Last 30 Days @
WAGES FOSTER FARMS || $335.00 (| £3, 500000 05243013 N | h

Total || $3z5.00 | 33,9000

New Income: Create a new income by clicking on the ‘New Income’ button
at the bottom of the ‘Client View’ Screen
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Do not use 'Title’ dropdown;
this old feature can make
searching for clients difficult

Client Edit

Overview of ‘Client
Edit’ Screen

if used
Client Information (FiglZ8 mar .
Title Do not use a period
First Name DAFFY Middie L E after middle initial
Last Name DUCK Suffix !
008 12-121957  [mm-dd-yyyy)* SSN/Sys# SDAFFY121257 | Create ID |

Adult 1d Verified? v

SSN Verification NO

Comments

2000 characters left (spaces count)

Enter client specific comments
here; Be very cautious about
what sort of comments are made
here

Mailing Address”

(Choose an address from the list, add a new address, or edit the current mading address below)
Edit Current Maiing Address

"HOMELESS" is not a vabd address: 1f no permanent address, enter physical location where they sleep under

Oak St. Bndge at 3rd St; Super Center Parking Lot on Masn; % miles past mile post marker

No. DirectionStreet Name irectionUnit s
1234 SOMEPLACE DR v
City ST Zip Code +4 County
EUGENE-97401 2 OR 97401-EUGENE v LANE
Client Characteristics
Gender: MALE v Disabled: NO v
Ethnicity: NON-HISPANIC/NON-LATINO g « Veteran: YES ’
Education: HIGH SCHOOL DIPLOMA ~ Language: ENGLISH
Homebound: NO Transport:

Race (Check all that apply)*
';/: Afncan Amencan Oon't Know

J Amencan [ndian/Alaska Native Refused

[ asian
[ Native Hawaian or Pacific Islander Oregon Tribes

White

Non-Cash Benefits (Check all that apply)*
[v] SNAP [} Oregon Health Plan

[[MEDICARE
] TANF Child Care

Nene

wIC

VA Med Serv
[ TANF Trans

A
0 Other TANF

Den't Know

[[]Public Rental Assist Refused

0 Other Health Ins 0 Other Source M Temp Rental Assist

Save Changes

Update Mailing
Address

street

Update/correct Client
Characteristics, Race,
and Non-Cash
Benefits as needed.
Once you have made
the corrections,
remember to click on
‘Save Changes’ to
save the client
updates

> Review the ‘Client Edit’ Screen for each HH member

> Verify each field, make changes as necessary or add missing data

> Remember to always click on ‘Save Changes’ to ensure the data
is saved

> Make sure mailing address is correct

v' Pay special attention to post office boxes with mailing

addresses

OPUS COMMON TASK GUIDE
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Correctly

Mailing Address entered

{(Choose an address from menu, OR Edit the Address below)

P.O. Box

[Edit Current Mailing address =l rote: RES is current Residence Address
No. Direction Street Name Type Direction Unit #
w1 [ = [ I =l =1 . [roe =lfi23
City T —5T  Zip -
[EuGENE-37403 ;lT or [97403-EUGENE =] +4 If a PO Box is used, then these cells
> remain empty

Mailing addresses are changed via the Edit Client screen OR the ‘Mail/PH Update’ link on
the left navigation.

» Changing/Editing Mailing Address: TWO WAYS TO UPDATE!

1. On ‘Edit Client’ screen, use pull-down menu to update Mailing Address:

Mailing Address ©

“Edit Current Mailing Address” for errors (Chocae an addrass fram the lat, add & new add
- e " l_E<:v| Cument Maiding Address [:‘H
New Mailing Address” if new s Currt st

Add / Edit data RES Ged) SCENi On | BOGENEOR Sradd
Continue editing/reviewing all of the other info on the ‘Client Edit’ screen.
Click on ‘Save Changes’ at the bottom of screen when finished

Household
View

NCB Update {l_")

2. On any screen select the ‘Mail/Ph Update’ link on the left side
navigation:

o If the Mailing Address matches the Residential address shown in
the list, then select RES - <current correct mailing address> as shown below (1).
Click on ‘Update Mailing Address’ (2) to save entered data.

Household Mail and Phone Update

1 N Update Mailing Address for Household (Choose an address from menu, OR enter a new one below) *

sical location where they sleep under street name: e.g.,

1234 SOMEPLACE DR APT 1 - EUGENE OR. 97401

: st mile post marker 35 on Hwy 166.
WU UrELOO SRR Cwaie T ype e DirectionUnit L 3
4 - ¥ e — | &=
City ST2ip Code +4 County

CtUne- OR>-Select One-
| Update Mailing Address

o If the Mailing Address and Residence address are not the same, then enter the
correct mailing address information being sure to delineate the information into the
correct cells (3). Click on ‘Update Mailing Address’ (2) to save entered data.

o If you select a different mailing address from the lists on this screen, that selection
will now appear for all other HH members (4)
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= Changing/Editing Non-Cash Benefits — TWO WAYS TO UPDATE

1. On ‘Edit Client’ screen, scroll to bottom of screen and update benefits. This will need
to be repeated for each client in the household. (See overview of ‘Client Edit’
Screen)

2. On any screen, select the NCB Update from the left navigation from any view. Each
household member is listed. You may edit each individually (1) from this screen and
save the changes to only that member or apply those changes to all household
members (2).

Household

View
Las

Household Non-Cash Benefits Update
DEPUTY DOG

Mon-Cash Benefits {Check all that apply)*®

F]SN&H L_JU'chln Health Plan DNLD[L’I\F{L
[..l'-"'[l: | ]V.Q Med Serv [ ]TANF Child Care

Nons
Dan't Know
[[] TANF Trans [ Jorh:r TANF [ |Pub||c Rental Assist Refused (1)

[ |Cther Health Ins [ JDTher Source [ Temp Rental Assist
@.
[Apulrlo crersrerhoTd

POLLY ANMA PUREBRED

Mon-Cash Benefits (Check all that apply)”®

[ SMar [(]Oregon Health Flan [ MEDICARE None

Wi [(]VA Med Serv [ TANF Child Care

Don't Know
[[] TANF Trans [7] Sthar TANF [[] Public Rental Assist Refused (2)

[[] Sther Haalth Ins [] Othar Source [] Temp Rental Assist
—
Loave LMy,
[ Apply to Household ]

4-B. Creating New Client Records

o After verifying that a client is truly not in OPUS (see Client Search), then select ‘NMew’link
under ‘Client’ on the left navigation.

Client . Version 3.1.6T
Search Client Search
Search Parameters (at least one field required)
- ssn/sysio: [ | Address: | unit: | [tie apt B)
Residence : .
View First Name: EDDIE City:
New Last Name: VEDDER Zip: [[] show Residence Info. only
Edit

When you click in Search Results: -m
Household

View Client's SSN = Household Screen Advanced Search

Mail/Ph Update Client's Name = Client Screen

NCB Update Residence Address = Residence Screen

Move A maximum of 100 results will be retured.

Client to HH

HH to Residence )Mk

Merge HH
< No Results Found >

Energy Education Birth
View SSN # First Name Last Name Year
Kit Component New

Address ‘ Unit ‘ City

= This will bring up the ‘Client Search New’ screen. OPUS has a built in search so
that duplicates will be avoided.
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Version 3.1.6T

Client Search New

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

First Name |[EDDIE |* DOB  [1223-1964 | “l(mm-dd-yyyy)*
Last Name [VEDDER |* Create ID
SSN/Sys# 312231964 .

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

Enter the required data, then click ‘Search’.
After searching, a list will be shown with possible matches.
e Select the correct match if it is there.

o If there are no matches, then select the ‘Add New Member’ button at the bottom of
the screen and proceed to enter the new client’s data.

Version 3.1.6T

Client Search New

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

First Name x|* DOB  [12-23-1964  [(mm-dd-yyyy)*
ssw/sys Bizzsioes I
OPUS will search the database to find this client before creating a new record.
Possible Pre-Existing Client Matches
SSN # First Name Last Name | DOB |
No Results Found |
e

Fill in appropriate and required fields. OPUS will not save a record unless all required (*)
fields are completed.

Client Name (1)
(Title, First Name*, Middle, Last Name*, and Suffix)
e Hyphenated Names-
o Please don't use a hyphen, just a space
e Shortened Names / Nicknames-

o Do not use shortened or nick names in the OPUS system. Use the
legal name as it appears on the SSN card or a current driver’s
license, or other legal documents.

o Please note that sometimes the legal name on the SSN card will be
Jim or Bill or some other shortened name. In these cases, just
enter the name exactly as it appears on the SSN card or current
driver’s license, or other legal documents.
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DOB (2) -enter without dashes the system will automatically change

SSN * (3) & Verification (5) * -Clients are not required to provide an SSN, but OPUS
does reqguire a unique ID to distinguish from other clients. Only clients with verified
SSN will be used in the LIHEAP payment calculation (their income will be
included, but they will not).

o If a client has a VERIFIABLE SSN (card with them, or legal documents), then enter
YES

o If a client has a VERIFIABLE SSN, but they don’t want it used in OPUS, then enter
NO (and click Create ID if they are brand new in OPUS)

o If a client does not have a SSN card or legal documents with them to verify, or it
cannot be verified, or if the client just doesn’t have a SSN, then enter NO (and click
Create ID if they are brand new in OPUS)

o EXCEPTION - only use Exception for the following reasons as per LIHEAP Manual

v Unavailable to custodial guardian/parent (foster parents/child adoption in
process)

v Domestic Violence (DO NOT NOTE THIS IN COMMENTS ANYWHERE)
v Safety Concerns

v" Newborn (one year old or less)

v" Adult applying for SSN with letter of SSN application

Adult ID Verified (4) — All adults ID must be verified. For LIHEAP - if an adult ID
has not been verified the household member will not be counted for the purposes of
benefit, however their income will be counted.

Comments (6) -Enter client specific comments here; Be very cautious about what
sort of comments are made here

Phone (7) -if available (if no phone, leave blank)

Mailing Address*(8) -(Remember Mailing Address hints and suggestions)

Gender*(9) (Dropdown Field) -This can prevent embarrassment when contacting a client
with an androgynous name!

Ethnicity*(10) (Dropdown Field) — allows REFUSED option (client can refuse, but intake
worker must ask.)

Education (11) (Dropdown Field)

Homebound (12) (Dropdown Field) — if checked yes, then Transportation option
becomes available.

Disabled*(13) (Dropdown Field) - Disability MUST BE DOCUMENTED before entering this
demographic into OPUS: SSD payments, disability statement from doctor, etc.
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Veteran*(14) (Dropdown Field)

Language (15) (Dropdown Field) - 1t is important to know whether the client will require
a translator in order to receive services.

Race* (16)- Select all that apply (client can refuse, but intake worker must ask.)

Non-Cash Benefits*(17)- select all that apply. Use the Optional Questionnaire to help
gather this data.

SNAP Oregon Health Plan Medicare None

WIC VA Med Serv TANF Child Care Don’t Know
TANF Trans Other TANF Public Rental Assist Refused
Other Health Ins Other Source Temp Rental Assist

Income (18) -Does this client have any income? (Dropdown field with None, Yes,
None-Zero Income Statement, Don’t Know, and/or Refused)

Save (19) -Remember to click ‘Save’ to save entered data after completing fields

***Tip: Duplicate Entries***

When attempting to enter a new record for a client who already exists in OPUS, an error
message will appear once a duplicate SSN or SYSID is entered in the Client Edit/New screen.
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Client New

Client Information [Fields marked with * are required.)

Warsion 3.1.6T

4 | Fuit1d Verified?

Comments

Tee[ V] 1 .
First Name [EDDIE 7_| Eﬁﬁt O
2 [VEDDER | Derix

W

B [12-23-1964 i mm-dd-yyyy)® ssh/sys# (212231964 ™ | | Creae D

SSN Verification | Y23 Vie— 5

10

11 7

ducation:
ﬁfmehﬂund; vl 12 | > Transperts N0

Race [Check all that apply)*

2000 characters left {spaces count) 7

Primary Phone 360-223-15964 03-555-1212

Mailing Address* 8

irection Street Name
¥l
5T Zip Code
w| ok |
e —
Qﬂt Characteristics
Gender; W= Disabled: W+
> Ethniciky: i Vekeran: WL
Vl Language: Vl

14

D African American O Dont Know
D American Indian/Alazks Natihes G Bmfyzmd
D Asimn 16
D Mative Hawaiian or Pacilic Islander Oregon Tribes
L white
-Cash Benefits [Check all that apply)*
AP regon He=alth Plan 1EDICARE
WIC W Med Sepey AMNF Child Cars
AMF Trans ther TAMF ublic Rental Assist
ther Health Ins ther Source =mp Rental Az=ist

Ineom

Does this edent have any income?

19

Oregon

HONE
YES
MOMNE - ZERD INCOME STATEMENT
DONT KNOW
REFUSED

Housing and Community Gervices o

OPUS COMMON TASK GUIDE
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Don't Know
O Refuse=d

Data Classification: 3
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5. INCOME

e Enter the total gross income from the previous 30 days or entire previous month.

e All adult members of a household must provide verification of income.

> Adult is defined as 18 years or older.

> A Child’s SS, SSI, SSD, SSB and Child Support is counted under one of the adult

members of the household.

> Even if income sources match that of the previous year, ‘Income’ must be updated.

e If an adult client is claiming "Zero Income”, select "NONE — ZERO INCOME
STATEMENT” This indicates that a Declaration of Household Income is attached to the
application.

» Do not use ‘Don’t Know’ or ‘Refused’

= If a HH refuses, the HH does not qualify.

% Only use NONE for children 17 years or younger.

5-A. Income — verify, edit or delete a source of income
e On the ‘Client View' screen, scroll down to see ‘Income/Employer’ section.

e Select and click on the ‘Type’ name of income to delete or update. You will then be
directed to the ‘Income & Employer Edit’ Screen.

Type Source/Emp Monthly Annual Verified Date Last 30 Days | Exclude
WAGES ) WARNER. BROTHERS RECORDS $2,300.00 $27,600.00 09-17-2014 N M
e
Total $2,300.00 $27,600.00
. Version
Mark if Income & Employer Edit
received in Income (Fields marked with * are required.)
t
\pNahsen30 days Source: WARNER EROTHERS REC| If this i
) W\ WAGES W ‘* IS IS
updatlng Amou 12300 |* Frequency | Monthly A !11arked, i
Verified How: WaMt V|* Verified By: * Verified Date: |09-17-2014 = (mm-dd-yyyy)* income will
Income received in past 30 m [l pon't use this record when creating Energy Module Payments? not be
C ts Rovalties' of record/songs paid out quarterly from Warner counted in
omments R0 2 2 ] T ut o fror T .
To delete Brothers Records. New records pay is pzid differently. determlnlng a
income payment for
record 1885 characters left (spaces count) hOUSQhOld
’
‘CIICk on’ Employer Information
Delete’. | x|
Then add Phone: |518-846-5090 Ext: _
new Address 1: [3300 WARNER BLVD If income doesn’t need deleted, but
income Address 2: | updated for amounts and verification,

ertystqte Zip [BURBANK, CA 01504 _~_
([ooets)

OPUS COMMON TASK GUIDE

remember to click ‘Save’ to apply
update and changes
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5-B. Income — Adding a new source for a new client
e On the ‘Client View’ screen, scroll down to see Income/Employer section

e You will have started this process when entering the new client into OPUS by answering
“Does this client have any income?” Click on ‘Save’ after making appropriate selection.

Income

25 is client have any income?
Save NONE
YES
NOMNE - ZERO INCOME STATEMENT

DONT KNOW

e YES or NONE—ZERO INCOME STATEMENT are the only acceptable answers for adults
seeking energy assistance.

» Any adult client that does not have income must have an accompanying Zero
Income Statement (Declaration of Household Income attached to application)

= NONE, DON'T KNOW or REFUSED are not acceptable answers for adult
clients.

= NONE is the response for any children 17 years or younger.

o If NONE — ZERO INCOME STATEMENT is selected, then type “"DHI attached” in
comments. Click on ‘SAVE.’ The intake worker completes the Declaration of Household
Income. The client reviews and signs the DHI. DHIs are attached it to the application.

Income

Does this client have any income? | NONE - ZERO INCOME STATEMENT W |=
Zero Income Comments :

2014 DHI attached to application. Client is attending school and surviving off
student loans until graduation.

85 racters left (spaces count)

If YES is selected, then the Type and Source/Employer information must be entered. The
option to enter the income will appear after you select ‘Yes’ and click on ‘Save’. After you

click on ‘New Income’ button, you will then be directed to the ‘Income & Employer New’
screen.

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

Does this client have any income? |YES V| Client Income and Save button
W will be present even after saving
selection in case of date entry
Source/Emp Monthly Annual Verified Date | mistakes that may need
) total|  soco|  soo0 corrected
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e Click on ‘New Income’ button to be directed to the ‘Income & Employer New’ screen.
Fields with * are mandatory fields that will need to be completed before the record can be
saved.

o

Tips

Source (1) — Employer name or name of income source (Social Security, TANF,
Walmart, etc.)

Type (2)* — what type of income is it? (Dropdown with options to choose from
adoption, wages, self-employed, Social Security, Veteran's, etc.)

Amount (3)* enter the exact amounts listed on income source documentation

Frequency (4)* — double check that what is selected actually matches the true
frequency. (Every other week, monthly, one time, weekly, etc.)

Verified How (5)* — all sources must have back up documents attached to
application.

Verified By (6)* — initials will automatically be entered once this cell is entered. It
can be changed if another individual actually verified.

Verified Date (7)* — today’s date will automatically be entered once this cell is
entered. The date can be changed if data entry is done on a different day than the
intake with client.

Income received in past 30 day? (8) — check this box if the income info being
documented is from previous 30 days of apt. date (vs. previous month).

“Don’t Use This Record When Calculating Payment” (9) — If this is checked, it
will exclude the income from the determination.

Comments (10) if necessary, avoiding redundancy with “Verified How"”. These
comments print on the application and should be formatted as follows:

LIHEAP 2014 Comment: <date> LP14 - <your comments here> - <initials>

Example: 11/19/14 LP15 — client did not receive pay in the month of November as it was received
in October due to calendar and State of Oregon Pay dates — SRM

Employer Information (11)- Fill in employer information of client (phone and
address)

: Income Errors

% Entering the correct income with the incorrect frequency changes the HH income
so that the payment will be incorrect or may be denied altogether.

% Always double check your figures and what the frequency is.

% Every other week vs. twice a month
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Versiol

1 [Income & Employer New

Nﬁ marked with * are required.) 4
2 7

%SURFDOG INC |
Type> WAGES v 6

3 | —>Amount: [1215.00 |* Frequency|Montth LV/P/

Verified Ho Check Pay Stub V|* Verified By: |SEM ﬁé Verified Date: [01-20-2015 i (mm-dd-yyyy)* 9

5 I e received in DBW Don't use this record when creating Energy Module Payments?
Comments_E 5 vary due to royalty of sales
<—
8 - —— 10

1966 characters left (spaces count)

11

paptdyer Information

Phone: [760-944-8000 | Ext: | |
Address 1: [1126 SOUTH COAST HIGHWAY 101 |
Address 2: |
City, Stateip=El e |

12

e Click on ‘Save’ (12) to save the new income and employer information on the client. You
will then be directed to the ‘Client View’ screen

e To view/edit another HH member, select the next HH member from the ‘Select Another
Client in HH’drop down list from the top of the ‘Client View’ screen. Then click on
‘Go.’

Client * Program ¥ Fiscal ¥ Management~¥  Reports ¥

Client View
Select Ancther Client in HH Go
MR THOMAS EARL PETTY
Client Information MR BENMONT MONTMORENCY TRENCH
MUDDY TOM WILBURY
Name: MR THOMAS EARL PETTY SSN/SYS ID# 102-05-1950

IMPORTANT NOTE: Update the Payment after income was changed
If income, frequency, etc. was changed or edited AFTER a payment has been
issued, then you will need to edit the payment to update the total income
amount on the payment screen by requalifying the household.

6. RESIDENCES

6-A. Verify or Edit a Residence

e (lick on ‘View' under ‘Residence’ from the left navigation sidebar (1). (Note: if the
'View’ link is not an option, then the HH is not in a residence) You can also click on

the *‘Residence’ link at the top of the page to be directed to the ‘Residence View’
screen (2).
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q B ']Q Agency: OHCS User: SNAEGELE
Cli - N 2 Timeout: 19:53
ssistan e
A

Residence: WARM SPRINGS, OR 97761 Log Out

Housing an
Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help ¥ -
Client : :
Search Client View
View
New Select Another Client in HH ‘ ERIC PATRICK CLAPTON V| Go
Edit

Client Information

Resideyce
1 — View Name: ERIC PATRICK CLAPTON SSN/SYS ID# 503-30-1945

d DOB: 03-30-1%45 Age: 69
Edit
SSN Verification: YES Adult ID Vverified? YES

e Once at the ‘Residence View’ screen, ensure the current residence information is
accurate and does not need to be corrected.

Semreh Residence View
\p{]l:v':v Physical Address

Edit 1969 SW CROSSROADS BLVD

WARM SPRINGS, OR 97761
Residence

View Residence Info

@ Status: Own Type: House
7 County: JEFFERSON

2 b Household

View Energy Sources

Mail/Ph Update Y Electric N Wood Primary Source: NATURAL GAS

NCB Update Y Natural Gas N Pellet

Move N oil N Solar

Client to HH . . .

HH to Residence N Liquid Gas N  Other Edit Residence 1
Merge HH

e Current information needs to be edited; to get to the ‘Residence Edit’ screen, select
either the 'Edit Residence’button (1) or the 'Edit link under ‘Residence’ (2) from the
left navigation sidebar while in the ‘Residence View’ screen.

o In order to Edit a residence you need to check the ‘Edit Residence Address’
box. If the ‘Residence Info’ (House, Multi-Unit, MFD), ‘Residence Status’ (own,
rent), or ‘Energy Source’ (Electric, Natural Gas, Qil) are the only information that
needs updated, the ‘Edit Residence Address’ box does not need to be
checked.

Version 3.1.6T

Residence Edit

Physical Address

Do not edit the address unless the building has physically moved to a new location or the address is incorrect.
moved create a new residence

[ Edit Residence Address.

wa . e dence address.

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

No. Direction Street Name Type Direction Unit #
1969 SW V| CROSSROADS * |BLVD Vv hd e
City St. Zip Code +4 County
WARM SPRINGS-97761 v|* OR |97761-WARM SPRINGS Vo JEFFERSON

Residence Info

Residence Type * Residence Status |Own hdl

Energy Sources (*) - At least one source of energy must be selected. Rem_ember to save after
W Electric 0] weoq  Pr'mary Source [NATURAL GAS ¥+ making any updates or
¥ Natural Gas [ pellet

[ oil [ solar Changes

[ Liquid Gas [] other
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<+ THE ONLY TIME YOU WOULD EDIT A RESIDENCE IS WHEN
INCORRECT INFORMATION WAS ENTERED (errors, not because
they moved from one to another)

% IF YOU ARE TRYING TO CHANGE THE STREET, CITY, ZIP
BECAUSE THE HOUSEHOLD HAS MOVED, THEN DO NOT CHANGE
THE INFORMATION. FOLLOW THE INSTRUCTIONS TO MOVE THE
HH TO A NEW RESIDENCE!!!

e Delineate the information to correct fields:
o "“1234 Main St. Apt. 2" should not show

No. Direction Tame Type Direction Unit
1234 N MAIN ST APT 2 '

o Proper format should be

No. Direction Street Name Type Direction Unit
1234 N [ MAN ¢ 8T APT

W

[3%]

e Select the correct ‘Residence Type’ *Should not be

used due to

House Hotel _ accurate data
Multi-Unit (2-4) Travel Trailer and eligibility
Multi-Unit (Over 4)  Other* % requirements
MFD/Mobile Unknown*

e Make sure '‘Residence Status’ is accurate (especially for Subsidized).

Rent (Heat not) Subsidized Rent (Heat not)
Rent (Heat inc) Subsidized Rent (Heat inc)
Own Subsidized Rent (No Allowance)

Unknown* (Should not be used for data accuracy)
***TIP: Subsidized Households/Residences

v If a household is subsidized then you need to determine if they have an Energy
Burden. Make the household accordingly. Not all subsidized households qualify for
energy assistance.

v' See Energy Burden Table on the following page to assist in determining Energy
Burden of HH.

v If a household is subsidized, it must be marked in the ‘Residence Edit’ screen.

v If the Residence Status is marked as ‘Subsidized Rent (Heat Inc) the HH is
ineligible. The following will appear when trying to issue a payment: “Payment
Eligibility Status: Denied. Subsidized residences with heat included do not
qualify for a payment.
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Applicant Heat Situation | Energy Rationale Type of Documentation
Burden? Payment

Applicant pays a vendor | Yes HH Energy bills Regular, Utility Bill
directly for utilities will rise and fall | Paid to

with market. Vendor(s)
Energy Costs includedin | Yes HH Rent may Regular, Landlord Letter or
rent increase with an | Paid to Rental Agreement
(non-subsidized) increase in Applicant(s) or

Energy Costs Landlord
Applicant lives in No HHRentand HH | -- --
Subsidized Housing and Energy Bill will
heat is included in rent. not increase with

anincreasein

Energy Costs
Applicant lives in Yes HH energy costs | Regular Utility Bill,
Subsidized Housing and will rise with Paid to Subsidized Housing
pays a vendor directly market Vendor(s) Contract
for utility costs (receives
a utility allowance).
Applicant lives in Yes HH energy costs | Regular, Landlord Letter,
Subsidized Housing and will rise with Paid to Subsidized Housing
pays a landlord for utility market Applicant(s) or | Contract
costs (receives a utility Landlord under
allowance). Contract
Applicant lives in Yes HH Energy bills Regular, Utility Bill,
Subsidized Housing and will rise and fall Paid to Subsidized Housing
pays a vendor directly with market Vendor(s) Contract
for all utility costs and
does not receive a utility|
allowance.
Applicant lives in Yes HH Energy bills Regular, Landlord Letter,
Subsidized Housing and will rise and fall Paid to Subsidized Housing

pays the landlord for all
utility costs based on
usage and does not
receive a utility
allowance (this is rare).

with market

Applicant(s) or
Landlord under
Contract

Contract
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Check off ALL ‘Energy Sources’ used in the residence:

Electric Liquid Gas Solar
Natural Gas Wood Other
Oil Pellet

Make sure ‘Primary Source’ (of energy used to heat the home) matches the Vendor type
that will receive a higher portion of payment.

Vendor is NW Natural Gas so the Primary Source is Natural Gas
Vendor is Pacific Power so the Primary Source is Electric
Vendor is Tyree Oil Inc so the Primary Source is Oil

Save any changes by clicking on the ‘Save’ button at the bottom of the ‘Residence Edit’
screen.

6-B. Creating a New Residence

On the ‘Client Search’ screen, type in the partial address, then click on ‘Search’.

v This is to ensure that the residence is not already in OPUS and populated by another
household.

v If residence is already in OPUS with another HH listed, refer to Section 10-A
Adding, Moving Clients to New Residence

After ensuring that the residence is not already in the system, select ‘“New’ under
Residence from the left navigation side to go to ‘Residence New’ screen. The OPUS
System will not let you duplicate an exact address.

Follow data entry formatting instructions as listed in section 6-A. Remember to
‘SAVE.’

After clicking on ‘Save,’ you will be directed back to the ‘Residence View’ screen where

ou can verify the data entry that was entered. -
y fy Y When searching Yellow Ledbetter
- - - : Blvd., only Yellow was used in case
With No Client Client Search the previous data entry was entered
Results View ) ) wrong and the residence is in the
fo nd se Edew Search Parameters (at least one field required) s stem
u u it
L, . ssn/sysm: [ | Address: [2000 YELLOW Y
the New Residence First Name: City: [SALEM |
Iink to New Last Name: Zip: | [] show Residence Info. only
create a When you Click in Search Results:
new \I-;iz;sehold Client's SSN = Household Screen Vanc sarch
- Mail/Ph Update Client's Name = Client Screen
ReSIdence NCB Update Residence Address = Residence Screen
Move A maximum of 100 results will be returned.
Cl HH > —
Hr‘fg E\C‘es'\dence / Search Results \
:Erge H:d . \ Mo Results Found
ner ucation +
View » SSN # First Name Last Name ELaT Address Unit City
Kit Component New -

Duplicates
Client Data Classification: 3
Residence

Arannn Hanrina and Cammionitge Coansicne @
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Residence New

Physical Address

PO Box is not a valid residence address.

Version 3.1.6T

"HOMELESS" is not a valid address: If no permanent address, enter physical location where they sleep under street name: e.g.,

Oak St. Bridge at 3rd St; Super Center Parking Lot on Main; % miles

past mile post marker 35 on Hwy 166.

No. Direction Street Name Type Direction Unit #

[2000 I ~|YELLOW LEDBETTER * [BLVD V[sE V| M |

City St. Zip Code +4 County

[SALEM-97302 “|* OR [97302-SALEM v MARION Remember to click on
Residence Info the 'Save’ button after
Residence Type |MFD!MobiIe v |F Residence Status |Own v |* entering the

Energy Sources (*) - At least one source of energy must be selected.

M Electric [ wood Primary Source

[]  wnatural Gas [ pellet

I eT [l solar

D Liquid Gas D Other
Client v N
Search Residence View
View
New Physical Address
Edit 2000 YELLOW LEDBETTER BLVD SE

SALEM, OR 97302
Residence
View Residence Info
atus: own
County: MARION

Household
View Energy Sources
Mail/Ph Update Y FElectric N Wood
NCB Update N Natural Gas N  Pellet
Move N Oil N  Sclar
Client to HH o
HH to Residence N Liquid Gas N Other
Merge HH

Type: MFD/Mobile

‘Residence New'’
information. The
system will not allow
you to save if any *
field is not completed.

ELECTRIC i

Save

After saving, you will be directed to
the ‘Residence View’ where you can
verify the data entry. If corrections
are needed, use one of the two edit
features to correct the information as
needed.

Primary Source: ELECTRIC

‘ Edit Residence

7. Household Summary - Verifying / Editing

From the *Household View’ screen, update ‘HH Type’ (Single, 2-Parent, Co-Habitants,

etc.) if HH composition has changed (1).

Check eligibility:- Some programs determine eligibility at 60% or less of Oregon Median
Income (3); and other programs requirements will be at the 150% Federal Poverty
Guidelines (4). Check actual $$ total on income limits charts (5).

Enter Comments if needed (6):
% Comments should apply to entire HH
Client has paid Care Attendant in residence

)

Rental Verification

7/ K/ 7/ 7/
L XS X X I X4

screen, not HH comments.

or a Power of Attorney.

Any special circumstances that could use explanation.

Direct, Crisis, and Special payment comments MUST go on the payment

Click on ‘Save’ after updating the *Household Summary’ information to apply changes

and updates (7).
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/7‘0 of OMI

Household Summary

>mtal Income

$27,600.00

% of Poverty

-
116%

40%

Total # of Persons

4

-
HH Type < Extended Family

€3

Household Subsidized —

Make any changs? | Save Changes

A

HH Comments

1/25/2015-3RM

per month for HHE-TZ

12/31/2014 LP apt@ 1230pm on

12/30/2014 Left message for HH to
schedule assistance apt-SRM

10/31/2013 vVerified Rent is 1235

1831 characters left (spaces count)

8. VENDOR/UTILITY

To update, edit, or add a Utility/Vendor to a Household for payment, will be completed from
the *Household View’ screen.

UPDATING VENDOR INFORMATION MUST BE DONE AT EACH INTAKE TO ENSURE
CORRECT PAYMENT PROCESSING.

Vendors that are in red are expired vendors that will need to be updated as they will not

appear on the payment screen when attempting to make payments.

If the HH will receive a ‘Direct Payment’ type, skip this step.

8-A. Verifying and Editing Utility/Vendor information

From the *Household View’ screen click on the vendor link under ‘Client Vendor’ to be
directed to the ‘Client Vendor Edit’ screen.

Click on vendor
link to edit and
update HH
vendors

<

Client Vendor (Vendors in red are expired)

Vendor Type | Pri | Acct# Name/Acct
OMG HOUSE SHERYL
V PARK & T N 569374CROW | SUZANME
CAMPGROUN CROW
\ SHERYL
PACIFIC POWER | E Y 782649-3365 | SUZANNE
CROW

New Vendor

Address

Edit the active Vendor by clicking on the vendor name to be updated, you will then be directed
to the ‘Client Vendor Edit’ screen.
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Version 3.1.6T

Client Vendor Edit

wation (Fields marked with * are required.)
lient: | SHERYL SUZANNE CROW Vv |*
Name on Acct: [SHERYL SUZANNE CROW‘= (may/may not be same as Client)

2 > Account #: [569374CROW \

Vendor/Heat Type: LONG HOUSE RV PARK & CAMPGROUN / Other 4

Called Client

Verification Called Utility
Case Mgr/Worker

3 ——>intake-Worker: Date: [11-15-2014 | “kmm-dd-yyyy) Type: 5

Copy of Bill
Saw Bill

Comments Saw Shutoff Notice

Wood Vendor Unknown .
Update Mailout

6 ——>
1989 characters left (spaces coun
Save Changes

See Section 8-C for Deleting Vendors

7

What to check:

o Correct names on accounts (1)- name on acct must be one of the adult HH
members listed on application regardless of which program they are applying for.

= Some programs require that the acct holder is the same as the applicant
(or applicant’s legal spouse/domestic partner as listed with utility).

= Some landlords require that the utility bill stay in their name. These
Households may be eligible for a ‘Direct payment’.

o Check for Correct Account Numbers (2)- check against copy of bill.
o Update Intake-Worker initials (3).

o Update Date verified (4).
o Update ‘Type’ (5) of verification with dropdowns.
o Add ‘Comments’ (6) if needed.

o Be sure to ‘Save’ (7) changes.

8-B. Entering New Vendor/Utility
Skip this step if Household receives ‘Direct payment’ only.

e On HH view, select ‘New Vendor’ button to be directed to the ‘Client Vendor
New' screen.

Client Vendor (Vendors in red are expired)

Vendor Type | Pri | Acct# | Name/Acct

( New Vendor
_——

Addracc
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All fields marked with a * are required to be completed in order to proceed or

save.

e Client Vendor New and What to check:

= Correct names on accounts (1)- name on acct must be one of the adult
HH members listed on application regardless of which program they are
applying for.

Some programs require that the acct holder is the same as the
applicant (or applicant’s legal spouse/domestic partner as listed
with utility).

Some landlords require that the utility bill stay in their name.
These Households may be eligible for a ‘Direct payment’.

= Check for Correct Account Numbers (2)- check against copy of bill.

»= Choose a Vendor/Heat Type (3) from the dropdown

» Update Intake-Worker initials (4).

» Update Date verified (5).
= Update ‘Type’ (6) of verification with dropdowns.
= Add ‘Comments’ (7) if needed.

» Be sure to ‘Save’ (8) changes.

2 - Name on Acct:
Account #

vendor/Heat Type:

Verification

Client Vendor New

Version 3.1.6T

3

ERIC CLAPTON [+ (may/may not

Wmation (Fields marked with * are required.)
Client: | ERIC PATRICK CLAPTON W |"
be sa as Client)

0006-1960-2569-3025 |

CENTRAL ELECTRIC COOPERATIVE / Electric v |* .
Called Client

Called Utility
Case Mgr/Worker

Comments

4 — Cash Account - 6
Intake-Worker: [SRM Date: [01-26-201 dimm-dd-yyyy) Type:

Saw Bill

Saw Shutoff Notice
Unknown

Update Mailout

2000 characters left (spaces CDC

8-C. Delete Vendors

e Always delete vendors

that no longer serve the household or are expired vendors. Expired

Vendors will display Red in the ‘Client Vendor’ section of the *Household View’ screen.
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Client Vendor (Vendors in red are expired)

qmdor \ Type | Pri | Acct# Name/Acct
0006-
E N 1960- ERIC
2569- CLAPTON
3025
.
NewEﬂ_—nr

o Select the vendor name link under the ‘Client Vendor’ section to be directed to the
‘Client Vendor Edit’ screen.

Client Vendor Edlt Version 3.1.6T

Vendor Information (Fields marked with * are required.)

client: [ERIC PATRICK CLAPTON ™ [
Name on Acct: [ERIC_CLAPTON * (may/may not be same as Client)
Account #: [0006-1060-2569-3025

vendor/Heat Type: CENTRAL ELECTRIC COOPERATIVE / Electric

Verification

Intake-Worker: Date: [01-26-2015 | “(mm-dd-yyyy) Type: |Copy of Bil N
Comments
2000 characters left (spaces co!
Save Changes

o Click ‘Remove’ at the bottom of the screen. You will then be asked ‘Are you sure
you want to Remove Vendor?’ Click on the ‘Ok’ button to confirm.

(Fields marked with * are required.)

ERIC PATRICK CLAPTON Vv |*

ERIC { Message from webpage e &) as Client)
0006-1
CENTRA

‘e\ Are you sure you want to Remove Vendor?

‘ OK C |
EI | D| ance

You will then be directed to the ‘Household View’ screen.

9. PAYMENTS, INTAKE REPORTS (APPLICATIONS), RECEIPTS

9-A. Creating a New Payment

Only create a payment when all other information has been entered or updated. This includes
all HH members, their information and income, vendor/utility, and residence information.

e Select '‘Payment New’ from the top navigation dashboard under ‘Program’ at top of
screen to go to the '‘Payment New’ screen. This can be completed from any screen view.
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Agency: WSPRINGS User: SNAEGELE
Client: SHERYL SUZANNE CROW Timeout: 19:47

Residence: WARM SPRINGS, OR 97761 0}’@6’0}‘[

. 5 Housing ang Comi
Client * Program ¥ Fiscal * Management¥ Reports ¥ Help »

1 Payment New

Househo

Search Payment

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

I

e APC pull-down lists all program payments available for your agency.

I . . BAvuSI, SRy wAT
Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help v -
Ve
Payment New
Fields marked * are required.
In the APC Client Name Age Income SSN Verified Adult ID Payment Other HH
SHERYL SUZANNE CROW 52 $9,000.00 Y Y N
dropdownl WYATT STEVEN CROW 7 $0.00 Y N N
LEVI JAMES CROW 4 $0.00 Y N N
there are only
H APC *
2 fu ndlng % WSPRINGS-KRFWLP15WS-JEF-KEEP ROCKING FREE WORLD WSPRINGSLP15
ool WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS
sources for A
= Select Applicant V| *  Intake Date l:l _“] mm-dd- &
this agency to | ey
I t f HH Income $5,000.00 Intake Worker #
se ec rom Eligible in HH 3 Subsidized N
Energy Type ELECTRIC W Refer for Weatherization O
Life Threating Crisis | NONE W= IVendor Consent O
Non Energy Services D
Energy Related Advocacy O
Load
Data Clas:

e Carefully highlight and click on correct program APC (1) for payment. All fields with a *
are mandatory fields.

Payment New
Fields marked * are required.
1 Client Name Age Income SSN Verified Adult ID Payment Other HH
N SHERYL SUZANNE CROW 52 %$9,000.00 Y Y N
WYATT STEVEN CROW 7 $0.00 Y N N
LEVI JAMES CROW 4 $0.00 Y N N
2 APC 3
~
Appti t Information
Select Applicant V| *  Intake Date E(mm—dd—yyyy)*
HH Income $9,000.00 Intake Worker |SRM ‘/6 7
4 — Eligible in HH 3 Subsidized N
Energy Type ELECTRIC W E Refer for Weatherization
5 _—UIEIDEBLLDQ% NONE W WVendor Consent 8

Overide Children O :
Blocking Non Energy Services
Energy Related Advocacy

6 7

g)mm 0 O

e Select Applicant (2) name (this is the person that will be signing the application)

o Intake Date (3) will populate once clicked in. This can be changed if data entry is done
after client appointment.
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Energy Type (4) — the fuel type must match the vendor type, or must match the vendor
type that the majority of the split payment is going to. (This allows you to temporarily
switch the Primary Heat Source for this one payment without going into ‘Residence
Edit’.)

Life Threating Crisis (5): This is where you record the response time for a Crisis
payment (18/48 Hours) that is for a Life Threatening crisis situation.

Override Children Blocking (6) if a minor child has already received a benefit this year
in a previous household, and how has been moved in to the current household, this box
will need to be checked to ensure they are counted and calculated in the households
eligibility determination

Intake Worker (7) initials will automatically populate with your initials. Initials can be
changed as well; however, the initials will have to be by a user in the system.

Referrals/Advocacy (8)

o Click box next to ‘Refer for Weatherization’ if you've passed on weatherization info
to client.

o Click box next to ‘Non Energy Services’ if you've passed on non-energy related
service information or resources.

o Click box next to ‘Energy Related Advocacy’ if you've advocated with utility company
on client’s behalf.

v If you select ‘Energy Related Advocacy’, then you must also select one or
more of the following:

Energy Related Advocacy
vaived Payment |Arrearage Wwaived Waived Medical
E:g:swt Od Plans O Forgiveness O E:;;:ery O E:é:gnnectmn O Certificates [ lother]

Click on ‘Load’ (9) button to continue the payment process. After you click on the ‘Load’
button, the screen will expand to display the ‘Payment Information.” Check the
‘Payment Eligibility Status’ to make sure it says ‘YACCEPTED.’

Load
Check the ‘Payment
Eligibility Status’ to make PayMTem=infommatis
sure it says ACCEPTED; if Type [Select Payment Type _ V/* Manual Auth#
not there COLI|C| be VaI‘iOUS Vendor Amount [Account Status Primary Nan:‘ec;n#Acct
7
CURRENT A
reasons Why a payn:]ent was ICENTRAL ELECTRIC 0.00 5 [ YES  [SUZANNE CROW
not accepted (over income, [COOPERATIVE 0005-43484-550025-
. . 1579
SSN/ID Verlﬁcatl‘on nOt birect Pay W‘ B CURRENT V|1=
marked, HH not in a CURRENT T
- Agency 0.00 $
reSIdence, etc.) Totall §0.00 Balance[$ 0.00 |
Comments
2000 characters left (spaces count)
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Loada

4 ¢ 2
Payment Eligibility Status: ACCEPTED
Payment Information
1 Ty [Standard Min-1 Max-550 v+ ’—4| Auths

Vendor Amount |Account Status Primary Nan‘::;n;cct
3 =Rt LLL‘,.RL,< 535.00 )s PAST DUE YES  [SUZANNE CROW

ICOOPERATIVE SHUTOFF 1-5 DAYS 0009-43484-550025-
SHUTOFF 0-24 HOURS 1579
SHUTOFF DISCONNECTED )

Direct Pay 0.00 $ |BULK FUEL ‘

lngency W\ s BULK FUEL QUT 4

Total| $535.00 Balancel$15.00 |
5 \m
2000 characters left (spaces count)

e Select ‘Payment Type’ (1) from dropdown menu (Standard, Crisis, Combo, Special, Fuel,
Health & Safety, etc.).

e Manual Auth # (2) If you don't enter a number manually, then OPUS generates a
number starting with ‘C’ once the payment is saved.

e Enter Amount (3) of payment in field for correct Vendor.

o For split payments, greater amount must go to Primary Heat Source vendor (which
must match the ‘Energy Type’ above.)

e Enter the Account Status (4): (Current, Past Due, Shutoff 1-5 days, Shutoff 0-24 hours,
Shutoff Disconnected, Bulk Fuel, Bulk Fuel out).

e Enter payment Comments (5) if necessary.

o Documentation AND Comments are required for Direct Pay, Crisis, Special, and Fuel
payments. Comment should contain a description of the supporting documents.

o All comments should be dated, including program year and user’s initials.

Example comments for payment screen:

11/10/14 LP15 - DIRECT PAYMENT - Copies of wood receipts attached to application to support
direct payment — SRM

11/10/14 LP15 — CRISIS - Approved MEDICAL NOTE attached to application. Client has paid
<$$> on their bill on < date > — ELR

11/10/14 LP15 — SPECIAL payment approved for cooling assistance due to health & safety of the
HH - SLB

e Press ‘Save’ (6) button when information is complete and accurate.
OR
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e Press ‘Hold’ (6) if more follow-up must be completed prior to processing the payment.
Comments are required. This assist in not processing the payment before all necessary
documentation has been collected.

OR

e Press ‘Deny’ (6) if the HH is over income or not eligible due to program requirements.
Comments are required.

e After choosing the payment status, you will be directed to the ‘Payment View’ screen
where you can confirm and check on the payment information that was entered, as well as
print various reports.

1 » 'k Agency: WSPRINGS User: SMAEGELE
( 1"4 Iy Client: SHERYL SUZANNE CROW Timeout: 19:57 7,
: Residence: WARM SPRINGS, OR 37751 U TEr
Hausing and Cor

Client * Program * Fiscal * Management~ Reporis ¥ Help ~ o

Payment r:

Search Payment View

Wisw -

Mew APC: WSEPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS
Edit

Fiscal Edit YMENT REFOATE

@ [iaeRepot| @ [Inwke Disctaimer| @ [Notice ofAction| @ [Nolncome| @ [ Payment Receipt|

Note; Click on the blus diamond to view the report definitions.

Many report definitions reference Attachment 4. Click to view stCschmeant.

Client Name Age Income SEN Verified Adult ID Payment Other HH
SHERYL SUZANME CROW 52 $5,000.00 ¥ L

WYATT STEVEN CROW 7 s0.00 T N M
LEWT JAMES CROW 4 $0.00 ¥ N M

Applicant Information

Nemz SHERYL SUZANNE CROW Intsk= Datz 01-27-2015
HH Incems $9,000.00 Intaks Warksr saM

Eligitle in HH 3 Vizatharization Raferal M Subsidizsd N

Encrgy Trpe ELECTRIC Override Children Blocking Payments N

Lif= Threating Crisis NOMNE Wandor Cansant N

Neon Srergy S=rvices N En=rgy Relat=d Advocacy N

Payment Information

Payment Typz  [Standard ot = Can046267
rzert Date 01-27-2015 frzert Sy =R
Vendar rimary| Account Status | Status | Name on Acct Acct 2
CENTRAL ELECTRIC CODPERATIVE | 5535.0 ¥ PASTDUE  [Panding [FUZANNE CROW [0008-434B4-320025-1578
Total| 5535.0

Comments on Payment

Payment Details (by Vendor)
JCENTRAL ELECTRIC COOPERATIVE Pending Satched jChecks

poomncy Paid Jo uthorized Eatch & f"h=ck Dat=

Data Classification: 3

Oregen Housing and Community Services €

9-B. Editing Payments

If you have made an error in the payment, it can be edited as long as payment is *Pending’,
‘Deny’, or ‘Hold’status by selecting the 'Edit Payment’button or from the left side
navigation the ‘Edit’ link while on the ‘Payment View’ screen.

Mistakes that require editing a payment could include:

v' Created payment with wrong program/APC;
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Split payment was divided incorrectly between two utilities;
Income calculation error resulting in incorrect amount of payment;

Incorrect vendor was selected for payment;

N N NN

Wrong payment type was selected; or
v" Denied payment resulting from calculation or data entry error, etc.

Before editing the payment, correct all errors in the client data, income, vendor
information, residence, or household status; then go the payment and edit as
needed.

After making the necessary corrections and updates, while on the ‘Household View'’ screen
or the ‘Client View’ Screen, select the correct payment to edit. The payment must be a
‘Payments —This Household’; if you select a payment that is from a ‘Previous Household’
and try to edit, you will receive an error message indicating to call the OPUS HelpDesk for

assistance.
@s - This House@ by Name then Auth #, click header to change secondary sort)

Name Amount Chk Mo Chk Date Auth # Type Status

KRFWLP15WS $385.00 C40046265 Standard Agency Paid

LP14KT $350.00 C10039459 Standard Agency Paid

LP1 $500.00 C10039460 Crisis W
-

LP15 WSPRINGS > $535.00 C40046267 Standard ( Pending )
S ———

After you click on the correct payment to edit, you will then be directed to the ‘Payment
View' screen of the payment. Using either way, click on the ‘Edit Payment’ button or
link to be directed to the ‘Payment Edit’ screen.

(q] [) I [ ,Q Agency: WSPRINGS User: SNAEGELE < 52
g Client: SHERYL SUZANNE CROW Timeout: 19:12 f P
Residence: WARM SPRINGS, OR 97761 ’/'a’.@}t A
Housing g Community Serviees
Client * Program ¥ Fiscal ¥ Management~ Reports ¥ Help « -
Version 3.1.6T
Payment N :
Search Payment View
View -
: APC:  WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS Edit Payment
PAYMENT REPORTS

.\lmakenepon\ .|InlﬂkeDisdﬂimel| .|Nuﬁceandion| ’\annmme| ’\Paymemnaceipd

Note: Click on the blue diamond to view the report definitions.
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Payment
Search
Wi

Mew

Edit

After making
necessary
changes and
corrections,
Check the
Requalify
Household box to
apply corrections
to current
payment. Click
on Load
afterwards

The Void
Payment option
is available after
a payment has
been created.
Usually used
when a payment
is created in
error, or when a
client withdraws
request for
assistance

Client =

Agency: WSPRINGS
Clienk: SHERYL SUZANNE CROW
Residence: WARM SPRINGS, OR 87751

Program ~

Payment Edit - Agency

Fimlgs Marked = are required.

Fiscal ~

User: SHNAEGELE

Timeout: 19:54

Management =

Reports «

Oreont

wsing And Commmunily Sevioes

Help -

Cliezrrt Marme Age Incorme SSN Verified Adult I  Payment Other HH
SHERYL SUZANME CROW 2 $8,000.00 ki L ]
WHATT STEVEN CROW 7 30,00 b M ]

LEWT JAMES CROWW 4 30,00 w N ]

APC [WEPRINGS-LF13 WEPRINGS-JEF-LIHEAF 2015 WARM SPRINGS

User Information

Sed=ct Appd
HH Income £5,000.00

Housshold Count 3

Enemrgy Type

Lif= =
Crimi=

Crveride Children []
Blocking

cant |BHERYL SUZANME CROW ~| . -0

| | Requalify househmHd

infarmation mduding huusch-n d cownl, IETTE—s

Intake Worker |SRM *

Subsidized: M

01-27-2015

2I:"'""":m"r'fl'r'fl'.‘-'_'

[Pmfmrral fior WWaatherization [
\erdor Coreent [
fdorn Eremrgy Services [

Erergy Relat=d Athocacy O

T ill update all di=nk, housshold and residence
Lgidized stafu= and R=at typ=)

‘Wer=zion 3.1.6T

OPUS generated
Authorization #

Payment Typy [Standard Min-1 Mae-550 ~|" Auth # [CHD09E2E57 =
MHame on Acct
e Ammount PAccount Skatus Prirmsr
: Acct £
TRAL ELECTRIC s PAST DUE v YES [SUZANME CROW
SomeRiTie "
D009 -43484- 590025
1579
iract Fay CURRENT T
l 00
P— CURRENT |
Balancedz13.00
Cormmmerks

2000 characters =M {spaces count)

E

Remember
to SAVE

e If changes are made to the household information, especially income information, or
changes in household members, you will need to click ‘Requalify Household’ then the
‘Load’ button on the top portion of the payment. Make necessary corrections in the
‘Payment Information’ section as needed. Click on ‘Save’ to apply the changes.

e Void Payment- Void payment is usually used when a client has withdrawn their
application for services.

e Deny Payment- use this button to deny a payment that was created to a household.
Deny indicates that a household is not eligible for services, usually due to program
requirements.

¢ Hold Payment- this is button is used to hold a payment until the intake can be
completed. Holding the payment is another way to ensure Pending payments that are
still waiting for information do not get accidentally processed.

OPUS COMMON TASK GUIDE

37




e Comments - if the payment type is changed, you may be required to add a comment.
If you place the payment in ‘HOLD’, you may want to put in the comments the
additional follow-up or documentation needed to complete the payment process. If
there were changes to the HH and you had to requalify, you would use the comments
to indicate how you communicated this to the HH (NOA, phone call, etc).

9-C. Printing Applicant Reports/Documents

There are 5 different payment reports that can be access for a Household and its payments
with the OPUS database. These can only be accessed from the ‘Payment View’ screen.

Version 3.1.6T

Payment View

APC: WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS Edit Payment

PAYMENT REPORTS

’ ‘ Intake Repﬂrl| " ‘ Intake Disclaimer| "| Notice of Action | " No Incnme| ’| Payment Receipl‘

Note: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachment A. Click to view attachment.

REPORT/DOCUMENT TIPS- Whenever a blue diamond is present, it is a link that will
provide you with a Report Definition overview, and how the data is collected or used in the
report.

e INTAKE REPORT- This report prints very detailed data about a selected, the client’s
household members, address and phone numbers. Employment information is also
displayed here along with the client’s income that was used to approve or deny their
application. Any services or programs received by the client(s) are captured here
containing payments made and vendor information. This form also contains client
characteristic data and dwelling / heat type information. (Provided client copy of OPUS
data entered)

o Intake Disclaimer- This report will print just the disclaimer page of the Intake Report.

e Notice of Action- This document explains the end result action(s) of a denial or
approval of an application for energy assistance. It also outlines clients’ rights and
actions they can take if an application is denied. The data on this form supplies the
reason(s) for a denial of an application if applicable. (Can be provided to client as
documentation of needs to complete intake)

e No Income- This report/document is a signed declaration by the client stating that
they do not receive any monthly income. Any applicants that do not currently have a
steady income must fill out this form. Any person(s) living within the same residence as
the client and meets the following criteria must also fill out this form: is not related to
the client, is over 18 and is unemployed. (Some agencies will have their own No
Income form to use)

e Payment Receipt- This report provides a list of important information to a client that
has received a payment through energy assistance.

Click on the button of the report that you want to print; it will open in a different tab
‘OHCS Report Viewer.’
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To print the reports or documents, use the print button on the top of the report viewer.

Use
Print
Button
at top of

Viewes |_MOVING CLIENTS BETWEEN RESIDENCES

Viewer
***NEVER REMOVE CLIENTS FROM A HOUSEHOLD THAT HAS PENDING
PAYMENTS* **

When to move clients:
e Some household members exist in OPUS while others don't
e Existing household members appear in different households or at different residence.
e The household contains records for clients who no longer belong in the HH
e Existing household members appear with no residence attached

When removing clients from a household it is VERY important to mimic in OPUS what actually
happens in the physical world.

v'If all but one household member has moved out, then you will need to move out all but
that one member of the household.

v" Don't remove the one member and change the residence address to match where the
four remaining clients now reside.

Do not edit the residence address unless the building has physically moved to a
new location or the address was entered incorrectly.

v' If the household has moved, create a new residence OR find an already existing
residence in OPUS to move the clients to. (Even if the client moved within the same
complex, you still need to find or create a new residence. DO NOT just change the
apartment or space number.)

Removing a client from a HH does not delete them from OPUS.

If you receive an error screen stating that the client cannot be removed, call OPUS
HelpDesk for help removing this client. (Most times the client cannot be removed from
the current HH because they are enrolled is some other social service program in a different
OPUS module)

10-A Household has a new residence address

e Look up the household’s new residence address in OPUS using the Client Search screen,
then skip down to the section that fits the HH scenario.
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Version 3.1.6T

Client Search

Search Parameters (at least one field required)

SSN/SYSID: Address: [1969 SW CR vnit: [ Jieapts)
First Name: city: WAR
Last Name: Zip: ] show Residence Info. only

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

Advanced Search
Client's Name = Client Screen

Residence Address = Residence Screen

A maximum of 100 results will be returned.

Data Classification: 3

10-A.1 HH’s New Residence Address is already in OPUS:
UNOCCUPIED BY ANOTHER HH

Version 3.1.6T

Client Search

Search Parameters (at least one field required)

Search results
indicates that

SSN/SYSID: Address: [1969 SW CROSS unit:[ ieapte)
the residence is First Name: City: |WAR
Last Name: Zip: [] show Residence Info. only

in the system,
and there are no
clients in the
residence

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

Client's Name = Client Screen

Advanced Search

Residence Address = Residence Screen
ATsaym of 100 results will be returned.

Search Results

SSN # First Name Last Name T’Qduess o -
\ '
>~
k 1959 SW CROSSROADS BLVD WARM SPR[NGS)

—

Data Classification: 3

e C(lick on the ‘Address’ link to be directed to the ‘Residence View’ screen.

Semreh Residence View
\p{]leev':v Physical Address

Edit 1969 SW CROSSROADS BLVD
WARM SPRINGS, OR 97761

Residence
View Residence Info
ES\? Status: Own Type: House
County: JEFFERSON
Household
View Energy Sources
Mail/Ph Update Y Electric N  Wood Primary Source: NATURAL GAS
NCB Update Y Natural Gas N Pellet
Move N Oil N Solar

HH to Residence N Liguid Gas N  Other Edit Residence

e On the ‘Residence View'’ screen, click on the *HH to Residence’ link located
on the left navigation side bar under ‘Move’. You will then be directed to the
‘HH to Residence’ screen.
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Version 3.1.6T

Move Household to Residence

To Move Household

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

to "Move Household to Residence".

MOTE: Only OME household can be move to ONE residence.

FROM H TO Reg
55N 503301945 2. 000-00-0000 Address  |1968 SW CR P~
First e.g. John ity WAR /

st [ eg.smm T

e Fill in one of the SSN/SYSID numbers for a household member on the left side
(From Household), fill in the address on the right side (To Residence) and select
*‘SEARCH’. OPUS will then provide selections to choose from.

Version 3.1.6T

Move Household to Residence

To Move Household

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

to "Move Household to Residence".

NOTE: Only ONE household can be move to ONE residence.

FROM Household TO Residence

SSN [503301945  Je.g. 000-00-0000 nddress (1969 SW CR ]

First I:le.g. John City WAR

Last |—|e.g. Smith Zip l:l
— L —— Search
OMLY one HH, under the M column. Select ONLY one Residence, under the M column. \

M [ssn [First JLast M _[address

|ERIC ICLAPTON ® 11969 SW CROSSROADS BLVD
[WARM SPRINGS, OR 97761

|®503301945

| Move Household io Residence
(Household View Screen will appear next)

Data Classification: 3

e Verify that the found ‘HH’ and ‘Residence’ match the ones you wanted. Click
the M circle for each and select 'MOVE HOUSEHOLD TO RESIDENCE’'. After
clicking on ‘Move Household to Residence’ button, a box will open asking
‘Are you sure you want to move the selected household?’.

P I B e L L R T R 1 ¥ L L el § e e

tesidence in results, then click button at end of this page,

old to Residence"

Message from webpage S

housel

:I Areyou sure you want to move the selected household?

11945 L CF
— 0K Cancel
: HH, under the M column. |lselect ONLY one Residence,
First Last Il ™ |address
ERIC CLAPTON " ® |1069 SW CROSSROAD

e Click on ‘OK’. You will then be directed to the ‘Household View’ screen.
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fent: ERIC PATRICK CLAP Link indicates HH is
esidence: WARM SPRINGS, OR 97761 in a residence. You
Client ¥ Program * Fiscal ¥ Management~ can aISO use thiS

.- link to be directed
Household View to the Residence

Household - Click SSN/SYSID will open the Client View Screen. b View Screen
HH Members Ba
R SSN/SYSID Name Age | Gen | E
O 503-30-1945 ERIC PATRICK CLAPTON 59 M
New Client
To Remove Household: Click this button @

Payments - This Household (Sorted by Name then Auth #, click |

Name Amount Chk No | Chk Date

Payments - Previous Household (Sorted by Name then Auth #, c

HHisina
residence; Client Vendor (Vendors in red are expired) Incol
ho‘_A,_ever’ the vendor |Type | Pri | Acct# | Name/Acct
Mailing Address Now Vomdor
will need to be
updated to Address
—

remove the Address NG
Address Unknown P 1969 SW CROSSROADS BLVD

WARM SPRINGS, OR 97761

M ADDRESS UNKNOWN
PORTLAND, OR 57232 /

~~———N]D 4

e Use the ‘Mail/PH Update’ link to update the HH Mailing address and remove
the address unknown.

10-A.2 HH’s New Residence Address is already in OPUS:
OCCUPIED BY ANOTHER HH

e Searching the database, results indicate a different HH is in the residence. The
HH members currently in the HH will need to be removed first.

Version 3.1.6T

Client Search

Search Parameters (at least one field required)

ssnysysio: [ | Address: 1950 WIL | unit:|  JieaptB)
FirstName: [ | city: [WAR |
Last Name: Zip: [l show Residence Info. only

When you Click in Search Results:

Client's SSN = Household Screen Advanced Search

Client's Name = Client Screen
Residence Address = Residence Screen

A maximum of 100 results will be returned.

Search Results
SSN w Last N I Add Onre
risL Name as| dme Year ress i
**=_1041 | BOB LUCKY DYLAN 1941 | 1950 WILDFLOWERS BLVD SE WARM SPRINGS >
1950 WILDFLOWERS BLVD SE WARM SPRINGS
[ — o ey
s s P

Data Classification: 3
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Click on the social security/system id to go directly to the ‘Household View’
screen; or

o Click on the name of the HH in the residence. You will be directed to the
‘Client View'’ screen. Using either the top dashboard, or the left navigation
sidebar, go to the ‘Household View' screen.

Determine if the OCCUPIED HH has any pending payments. NEVER MOVE
CLIENTS FROM A HOUSEHOLD THAT HAS PENDING PAYMENTS; CALL
THE OPUS HELPDESK FOR ASSISTANCE.

Version 3.1.6T

Household View

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

HH Members Bold Red elements indicate poor data quality

R S5N/SYSID Name Age | Gen Educ | Vet | Disb Ethn Race MNCB Income

D 468-24-1941 BOB LUCKY DYLAN 73 M MA M N MH 5 Y A
New Client

To Remove Household: Click this button @ Entire Household to Unlﬂl@

Check to
ensure no Payments - This Household (Sorted by Name then Auth #, click header to change secondary sort)
Pending
Name | Amount Chk Mo | Chk Date | Auth # | Type Status
payments (
are tied =2
/Pa.ynreﬁﬁevious Househol orted by Name then Ad ¢ CIICK header to change secondary sort)
to the HH
before Client Vendor (Vendors in red are expired) Income Summary
removing
Vvendor |Type | Pri | Acct# | Name/Acct | | BOB LUCKY DYLAN £15,000.00
New Vendor
Household Summary
Address
Total Income £15,000.00
T Address % of Poverty 129%
5 1950 WILDFLOWERS BLVD SE % of OML 429,
WARM SPRINGS, OR 37761
Total # of Persons 1

After verifying the current HH members in the residence do not have pending
payments, click on the ‘Move Entire Household to Unknown.’ This will
remove the HH out of the residence and into the unknown. You will then be
directed to the *Household View’ of the HH you removed to verify that they
have been removed from the residence.
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Client: BOB LUCKY DYLAN Time

< There is also not a link to
Client ¥ Program ¥ Fiscam the residence screen
Household View which indicated the HH is

not in a residence at this
time and has been

Household - Click SSN/SYSID will open the Client View Screen. Hover ovel

HH Members Bold Red elemer
R SSN/SYSID Name Age | Gen | Educ | Vet removed
H (| 468-24-1941 BOBE LUCKY DYLAN 73 M MA N
Previous HH

b New Client
members are To Remove Household: Click this button Move Entire H

no longer in
residence and

Payments - This Household (Sorted by Name then Auth #, click header to

have been Name Amount Chk No | Chk Date | Au
moved to the Payments - Previous Houschold (Sorted by Name then Auth #, click heade
Client Vendor (Vendors in red are expired) Income Summ
Vendor | Type | Pri | Acct# | Name/Acct ‘ ‘ BOB LUCKY DYL
New Vendar
Household Sur
Address
Total Income
Address \ % of Poverty
M ADDRESS UNKNOWN e of OMI
PORTLAND, OR 97232 / —_—
Total # of Perso

e Go to Section 10-A.1 above to move the HH into the vacated residence.

10-A.3. HH’s New Residence Address is NOT in OPUS
Always search for a residence address before creating a new one.

e On the ‘Client Search’ screen, type in the partial address and click 'SEARCH’.

Client - Version 3.1.6T
Search Client Search
View
New Search Parameters (at least one field required)
Edit
. SSN/SYSID: Address: 2000 YELLOW Unit: I:kue Apt B)
Residence . N
View First Name: city: |SALEM
New Last Name: Zip: [[] show Residence Info. only
Edit
When you Click in Search Results:
Household .
iew Client's SSN = Household Screen Advanced Search
Mail/Ph Update Client's Name = Client Screen
NCB Update Residence Address = Residence Screen
Move A maximum of 100 results will be retumed.
Client to HH
HH to Residence =" Search Results —
Merge HH
\ No Results Found )
Energy Education L—
View SSN # First Name I Last Name I j;;l Address Unit City
Kit Component New -
Duplicates
Client Data Classification: 3
Residence
A Hsicine wnd Coaames it Coricns &

e To create a new residence in OPUS, go to Section 6-B.

10-B Removing a Client from an Existing HH

***NEVER MOVE CLIENTS FROM A HOUSEHOLD THAT HAS PENDING
PAYMENTS; CALL THE OPUS HELPDESK FOR ASSISTANCE***

When removing clients from a household it is VERY important to mimic in OPUS what actually
happened in the physical world.

v If all but one household member has moved out, then you will need to
move out all but that one member of the household.
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v' Don't remove the one member and change the residence address to
match where the four remaining clients now reside.

e On the ‘Household View’ screen, click the box just left of the SSN/SYSID numbers for the
client(s) that have moved from the HH. Click on the ‘REMOVE CLIENT(S) FROM

14
HOUSEHOLD' button.
. Version 3.1.6T
Check the Household View
box under Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
R for the — -
Clients HH Members Bold Red elements indicate poor data quality
that need R | SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
to be \ D 102-05-1950 | MR THOMAS EARL PETTY 54 M HSD N M NH =] Y Y
removed 020-01-1950 | MIKE WAYNE CAMPBELL &4 M GED M M NH s Y ZIS
from the [J] 090-07-1953 | MR BENMONT MONTMORENCY TRENCH 61 M MA Y M NH 5 Y Y
HH I:‘ 005-31-1953 | MUDDY TOM WILBURY 16 M i1 N M NH =] Y N
New Client

To Remove a Client (one at a time): @:me Client(s) from @

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

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

e After clicking on the ‘Remove Client(s) from Household’ button, a pop-up message will
appear to confirm that you want to move the clients out of the HH.

ID Name | Age | Gen | Educ | Vet | Disb | Ethr
— T

150 || Message from webpage § x I MNH
350 M NH
353 IOI Are you sure you want to remove the selected clients? M NH
398 M NH
Clie] Househol
nder

lousehold: Click this button | Move Entire Household to Unknor

e Click on ‘OK’ to remove the clients out of the household.

10-C. Adding an Existing Client To an Existing HH
Always verify that a client is or is not in the OPUS System.

e On the HH view for the household that is to have a member added; select ‘Client to HH’
under ‘Move’on the left navigation sidebar.
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AV U Client: MR THOMAS EARL PETTY Timeout: 19:35 ;‘"f‘; o
Energy Assistance Residence: WARM SPRINGS, OR 87761 O'fﬁ/{ﬂ% I\

Housing #nd Community &
Client ¥ Program ¥ Fiscal ¥ Management~¥ Reports ¥ Help v i
' Version 3.1.6
Client r:
Search Household View
Ngw Household - Click S5N/SYSID will open the Client View Screen. Hover over code for full version.
Edit
- HH Members Bold Red elements indicate poor data quali
Residence L LI
View R | ssny/sysID Name Age | Gen | Educ | vet | Disb | Ethn | Race | NCB | Income
New
Edit ] 102-05-1950 | MR THOMAS EARL PETTY 64 M | HSD | N N NH s Y ¥
Household [1] 090-07-1953 | MR BENMONT MONTMORENCY TRENCH 61 M MA Y M NH = Y A
View
Mail/Ph Update ] o05-31-1938 | MUDDY TOM WILBURY 16 M 11 N N NH s Y N

MNCB Update New Client

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

- aence

Merge HH To Remowve Household: Click this button | Move Entire Household to Unknown ‘

e You will then be directed to the ‘Move Client’ screen.

e On the ‘Move Client’ screen:

o FROM: Type in either the SSN/SYSID or use the 3 & 3 Name method for locating
the client to be moved into the HH.

o TO: Type in either the SSN/SYSID or use the 3 & 3 Name method for locating the
HH that the client will be moved into.

o Click on ‘Search’.

Version 3.1.6T

Move Client

To Move:

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

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

NOTE: One or more clients can be moved,
but only ONE househald can be selected to move dlient(s) into.

Client(s) FROM - Enter at least one TO Household - Enter at least one
- 020011950 esy  [102051950

ssn2 e
ssn3 st ]
First L 1

Last L 1

Data Classification: 3

e The ‘Move Client’ screen will reload. This is the screen where you need to verify the
client moving and the HH receiving the client.
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Version 3.1.6T

Move Client

To Move:

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

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

NOTE: One or more clients can be moved,
but only ONE household can be selected to move client(s) into.

Client(s) FROM - Enter at least one TO Household - Enter at least one
SSN1 0200711950 55N 102051950

ssnz st
ssN3 e L]

First é
Last L 1

Search
Select M column to move (select one or more) ISelect M column to move (select only one more)
M[ssH |First |Last M|55N |First JLast
020011950 [mice |cameeeLL [®102051950 [rHomas [perTy

| Move Client(s) to Household |
(HOwgghold View Screen will appea t)

e C(Click in the box next the correct client in the ‘FROM’ column.

Data Classification: 3

e C(lick the circle next to the correct client in the TO column
e C(lick on the ‘Move Client(s) to Household’ button.

e A pop-up message will appear to confirm you want to move the selected clients. Click
‘oK',

e clients can be moved,

eh
Meszage from webpage RS
En eas
il - L
1 | | Are you sure you want to move the selected clients? B
— 0K Cancel
3 mave [select one or more] [[Select M column to move l(s_e
|First |Last lMissn |First

10-D. Merge Two Existing Households Together

There may be a time, when two existing households already in OPUS become one household
and reside in a single residence together.

e Go to either one of the existing household’s ‘Household View’ or ‘Client View’ screen in
the database. On the left navigation sidebar, click on *‘Merge HH’ under the ‘Move’
section.
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Client

- Wersion 3.1.6T
Search Household View
View
N;‘W Household - Click SSN/SYSID will open the Client View Screen. Hover over code for full version.
Edit

. HH Members Bold Red elements indicate poor data quality
Residence
View R | ssN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income
New
Edit D 332-11-1962 SHERYL SUZANNE CROW 52 F Ps M M NH 3 Y Y
Household O WYATT STEVEN CROW 7 M 2 N N NH s Y N
View
Mail/Ph Update O LEVI JAMES CROW 4 M PK N M NH s ¥ N
NCEB Update
yl;?lﬁ to HH To Remove a Client (one at a time): | Remaove Client(s) from Household |

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

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

Eneragy Education

e You will then be directed to the *‘Merge Household’ screen.

Version 3.1.6T

Merge Households

To Merge:

Enter into fields to search Households to merge.

From search Results, choose HHs on left and right sides,

then click button, at end of page, "Move Client(s) to Household".

Enter HH to Move FROM Enter HH to Merge TO

SSN 55N

First ] et [
Last L ] e ]

e On the ‘Enter HH to Move From,’ enter the HH SSN/SYSID or use the 3 & 3 Name
method for locating the household that needs moved into another existing household.

e On the ‘Enter HH to Merge To,’ enter the HH SSN/SYSID or use the 3 & 3 Name method
for locating the other household that needs combined. If one of the household is already

in the correct residence, they would want to be the HH entered on the ‘Enter HH to
Merge To’ side.

Version 3.1.6T

Merge Households

To Merge:

Enter into fields to search Households to merge.

From search Results, choose HHs on left and right sides,

then click button, at end of page, "Move Client(s) to Household".

Enter HH to Move FROM Enter HH to Merge TO

ssN p—

First L ] st L]
Last L ] st ]

e C(lick on ‘Search’ for results to appear.

OPUS COMMON TASK GUIDE 48



Version 3.1.6T

Merge Households

To Merge:

Enter into fields to search Households to merge.

From search Results, choose HHs on left and right sides,

then click button, at end of page, "Move Client(s) to Household".

Enter HH to Move FROM Enter HH to Merge TO
SSN 503301945 SSN 332111962
First . 1 st [ ]
Last L ] e L]
ROM (select only one) TO (=select only one) \

Filgsn [First JLast Il M|§SN [First JLast )
®)s03301545 |EriC |cLapTON |[®]332111982 JsHERYL |crow

Merge Households

Loid SEesteill

Select and click on the circle next to the correct client in the ‘From’ column.
Select and click on the circle next to the correct client in the *To’ column.
Click on the ‘Merge Households’ button to merge the two households.

A pop-up message will appear confirming that you want to merge the two households
together.

ve FROM Enter HH to Merge TO
133

Message from webpage =

Il

:] Are you sure you want to merge the selected households?

Merge Households

{Household View Screen will appear next)

| 1 Is

Click on *OK' to merge the two households together. You will then be directed to the
*Household View’ screen will you can confirm the two households have been merged.

Version 3.1.6T

Household View

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

HH Members Bold Red elements indicate poor data quality

R SSN/SYSID Name Age | Gen | Educ | Vet | Disb | Ethn | Race | NCB | Income

I:‘ 503-30-1545 | ERIC PATRICK CLAPTON 69 M PS5 M M NH 5 Y Y

I:‘ 332-11-1562 | SHERYL SUZANNE CROW 52 F PS5 M M NH 5 Y Y

[1] 626-16-19%9 | SLOWHAND DEREK CLAPTON 15 M 11 M M MH 5 Y N

[1] 277-29-2007 | WYATT STEVEN CROW 7 M 2 M M NH s Y N

I:l 277-30-2010 | LEVI JAMES CROW 4 M PK. M M NH 5 Y N
New Client

To Remove a Client (one at a time): | Remove Client(s) from Household |

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

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

Make sure to check and update the merged household’s information before proceeding
with a payment.
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Be sure to
check and
update HH
information
after merging
households
together

Address

T Address

1996 5W EVERYDAY IS A WINDING RD
WARM SPRINGS, OR 97761

ADDRESS UNKNOWMN
WARM SPRINGS, OR 97761

1996 SW EVERYDAY IS A WINDING RD
KLAMATH FALLS, OR 97603

Phones
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ADMIN INTRODUCTION

In this section of the guide, various OPUS administrative processes will be covered that apply
to payments for energy assistance, as well as administering the database at the agency level.

11. OPUS SYSTEM ADMINISTRATORS REQUIREMENTS

11-A Required Documentation

This is the absolute minimum documentation required. Please consult with your own agency’s
internal policy for an additional requirement.

1. OPUS System Administrator Agreement must be signed on an annual basis
a. Original send to Oregon Housing and Community Services
b. Copy 1 maintain a copy for your records and review/audit
2. User Policy, Responsibility, & Code of Ethics (for the OPUS Administrator) must be
signed on an annual basis.
a. Original send to Oregon Housing and Community Services
b. Copy 1 maintain a copy for your records and review/audit
3. User Policy, Responsibility, & Code of Ethics (for all users with the agency including
subrecipients) must be signed on an annual basis.
a. Original must be at your agency
b. Copy 1 goes to the OPUS user
c. Copy 2 maintained at subrecipients locations if applicable

11-2 Recommended Responsibilities

OPUS System Administrator- Creates New Users/Activates and Disables Users. Assigns
Roles and Responsibilities for Program Managers only in accordance with instructions from
their agency director.

Program Manager- Assigns Roles and Responsibilities based on work assignments and
demonstrated competency. Notifies the OPUS System Administrator as needed when users
accounts need to be created and or disabled.

End User- Ensures compliance with the User Policy, Responsibilities, & Code of Ethics. Signs
documents annually and reports any violations to the Program Manager, OPUS System
Administrator, or the OPUS HelpDesk.

12. PAYMENT PROCESSING

This section will cover how to process ‘Pending’ payments that have been entered into the
OPUS database so that they no longer appear in the ‘Pending’ status. Besides ‘Pending,’
‘Hold,’ ‘Deny,’ and 'Void,’ there are 3 other types of ‘Payment Statuses’ that indicate
where the households payments are in process to be completed (‘Local Auth,’ ‘Batched,’
and ‘Agency Paid’).

From the *Household View’ screen or the ‘Client View’ screen, where the clients and
household payments are listed, the left column indicates the status of the payments that have
been issued.
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Payments - This Household (Sorted by Name then Auth #, click header to change secondary sort)

7~ N\
Name Amount Chk No Chk Date Auth # Type / Status \
LP13 £495.00 C40046266 Standar/ Agency Paid
LP14 £440.00 568901 01-31-2014 C25325309 Standafd Agency Paid
LP15 $£455.00 C25325310 Standgyd Deny
LP15 WSPRINGS $£415.00 C40046270 Standa Pending
LP13KT $£350.00 C10039455 Standar\ Batched
LPL1SKT $£500.00 C10039456 Crisis \Eeny

e —

e ‘Local Auth’ gives an opportunity for the double check on the data entry of intakes and
applications that have been entered into the system before batching them for payment

e ‘Batched’ is when payments are ready to be paid to the vendor indicating payments
are no longer in pending and have been approved through the local auth process

e ‘Agency Paid’ indicates that the payments have been completed and where the check
number and check date for the payments can be added

12-A LOCAL AUTH

From any screen in the Energy Module of the OPUS system, using the top dashboard under
‘Fiscal’ click on the ‘Authorize’ dropdown.

4 Timeout: 19:22 0
sa) Oreeon 69
Housing || | Community Servig
Client + Program ¥ Fiscal * Management> Reports * Help » o
~ Search » Version 3.1
Message of the Dgyp=———
Authorize >
e ————— |
i ) Batch 4
WELCOME! To start OPUS - Click Search
Paid »
System Issue? Contact us @ opushelp@oregon.gov, or by phone 1-800-453-5511, option #6.
You will then be directed to the *‘Authorize Payment’ screen.
Loguut | \ ./ / L,Cf Vi
Housing g || | Cor
Client * Program ¥ Fiscal * Managementv Reporis ¥ Help - N

Authorize Payment

To Authorize:
1. Select APC, Click Search, then Scroll to view pending payments
2. Authorize payments by selecting under "A" column, or use the Check all button at end of list.
3. To View an individual payment before authorizing
= Click a Client's Name, the Payment View will open in a new window.
= Note: The new window won't allow you to edit the payment.

= To edit payment - you must go back to the Client's HH View screen, click payment link, and edit the payment t

“aPC | Search

4. To finish the autherization process, click the Authorize button.

WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS

s ————

<m 1oW-JEF-REEF RUCRING FREE .”QE"_E%PF{INGSLPIE

Using the dropdown, click on the APC for payment that need to be authorized. After choosing
the appropriate APC, the option for selecting a particular data range will appear.
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Authorize Payment

To Authorize:
1. Select APC, Click Search, then Scroll to view pending payments
2. Authorize payments by selecting under "A" column, or use the Check All button at end of list.
3. To View an individual payment before authorizing
= Click a Client's Name, the Payment View will open in a new window.
= Note: The new window won't allow you to edit the payment.

= To edit payment - you must go back to the Client's HH View screen, click payment link, and edit the payment th

4, To finish the authorization process, click the Authorize button.

WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS VI
Intake Date - From 10-01-2014 *H(mm—dd-ww)

Intake Date - To 09-30-2015 L 8(mm-dd-yyyy)

The system will automatically populate with the program year of the APC selected. However,
if only a certain date range needed to be processed, you could change the dates as needed.
Click on ‘Search’ for the pending payment of the APC to expand and appear.
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VErsIon 3. 1.1

Authorize Payment

To Authorize:
1. Select APC, Click S=arch, then Scroll to view pending payments
2. Awutheorize payments By selecting under "A” column, or use the Check Al button at end of list.
3. To View an individual payment befzre authorizing
= C(lick a Cliznt’s Name, the Payment View will cpen in a2 new window.
= Note: The new window won't allow you to edit the payment.
* To =dit payment - you must go back to the Client’s HH View soreen, click payment link, and edit the peyment the "usual™ way.
4. To finish the authorization process, click the Authorize button.

[WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS | 22 [ Semrch

Intake Qate - From 10-01-2014 "H{'nn-:d-vvyy]

Intake Date - To 05-30-2015 "J{'nn-:d-vvyy]
The "Print Pending Payments’ button allows= you b print out the list generated to =asily compare payments, versus scrolling dosgs 1
Iz hi=z screen.
4 5 6 7 8 “|P|nFemﬁ1gPa:.rmerns/ 2
Scorprreesults
va
=
\ Total Pending = $2,465.00
o [Entake Date AY]
Iriserk Drate f Client Deseription Vendor Buth & Amount % 9
01-29-2015 - — -
~ARTEN BT San 2z n
| 01-78-2045 CLAPTON, ERIC Standard DIRECT P& C4004625E8 £350.00
- = CEMTRAL
01-29-201
m Ei-;g-zr-; CLAPTON, ERIC Criziz ELECTRIC C40046288 $500.00
- COOPERATIVE
O oi-27-201% CROW, SHERY Standard DIRECT PAY C40046287 £350.00
01-27-2015 T T ! N .
01-27-2015 CEMTRAL
(I} [t CROW, SHERYL Crisis ELECTRIC C4D046272 $500.00
ceEs COOPERATIVE 12
O bz-03-201% DYLAN, BOS Standard DIRECT PAY C40046271 $350.0
02-03-2015 T ! o N y
01-30-2015 CEMTRAL
O Ei-:ﬂ-2:'-; PETTY, THOMAS Standard ELECTRIC C40046270 2415.00
i COOPERATIVE 3
| CheckAll || Authgrize | Totals s0.00p"]
11 Available 525.5:.50
Remaining 525.:%50

Note; Click on the Blue diamond to view the report de=finitions.

4 [ Primt Pending Payments|

Many report definitions referznc= Attachment &. Click on this link tz view the attachment.

Data Classification: 2

The expanded ‘Authorize Payment’ screen can provide a lot of information to finish
processing payments and be able to perform a double check:

1) The ‘Print Pending Payment’ button allows you to print out a list to easily compare
payment versus scrolling down a long list on the ‘Authorize Payment’ screen

2) The ‘Total Pending’ payments currently available for processing total $2,465.

3) The column ‘A’ is the box that needs check to authorize the pending payment for
authorization

4) The ‘Intake Date’ (date of intake/application) and the ‘Insert Date’ (date of OPUS
data entry) assist in knowing the timing in processing the application and payments
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5) The ‘Client’ or applicant that is associated with the payment is also a link. If clicked
on, the *Household/Payment Popup’ (15 & 16) screen will appear for a double
check of the payment and household information before authorizing

6) The ‘Description’ indicates the type of payment that is pending (Standard, Crisis,
Combo, Special, Fuel, Health & Safety, etc.)

7) The *Vendor’ shows the vendor that the payment is pending to go to
8) The ‘Auth #’ indicates the authorization number of the households payment
9) ‘Amount’ shows the amount of the pending payment for the household

10)The *Check All’ button allows you to authorize all the payments that appear by
automatically marking the A box

11)The *Authorize’ button is the button after making the selection of which payment to
authorize, will move the pending payment to the ‘Local Auth’ status

12)The ‘Total’ listed at the bottom of the screen will total amount of the selected
payments to be authorized

13)'Available’ indicates how much funding is available in the APC for payment processing

14)'Remaining’ indicates how much is funding is available in the APC after you have
selected the payment to authorize

(15 & 16) IF Household/Payment Popup e
you click on the Close window
client name link Payment Inforgaties
on the
Authorize
Payment Payment Popup
screen, the ARC: WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS
Household/Pay Client Name Age Income SSN Verified ~ AdultID Payment Other HH
ment Popup SowwoomXATN B0 v :
will appear. 15
This PoPuP :::\tcant rromaten ERIC PATRICK CLAPTON Intake Date 01-29-2015 P m nt
a"ows a dOUbIe HH Income 514,580.00 Intake Worker SRM ay e
CheCk before Eligible in HH 2 Weatherization Referral N Subsidized N PoPuP
authorizing the Energy Type ELECTRIC Qverride Children Blocking Payments N
paymentS. Life Threating Crisis NONE Vendor Consent N
Using the tabs Mon Energy Services N Energy Related Advocacy N
Payment Information
up t_op’ you can Fayment Type ICrisis JAuth # IC40046269
naVIgate from Insert Date 01-29-2015 Insert By lSRM
the Payment endor [Amount |Primary|Account Status|Status |Name on AcctAcct #
View to the JCENTRAL ELECTRIC COOPERATIVE |5500.00] N CURRENT  [Pending [ERIC CLAPTON [007-6598-002858
Household Totalf $500.00)
VieW. Comments on Payment
Standard benefit applied to wood purchase; Crisis benefit used for electric utility bill
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Household/Payment Popup

Close W

ndow

Payment Information

Household Popup

Version 3.1.6

HH Members test Bold Red elements indicate poor data quality
[SSN/SYSID Mame lAge |Gen [Educ et |Disb |Ethn |Race [NCB [|income
503-30-1945 |ERIC PATRICK CLAPTOM 159 PS (i il HH 5 [
626-16-1999 [SLOWHAND DEREK CLAPTON 15 11 4 il MH 5 ' il
16 Payments - This Household
Name Amount Chk No. Chk Date Auth # Type Status
Household LP15 WSPRINGS$350.00 C40046268  Standard Pending
Popup LP15 WSPRINGS$500.00 C40046269  Crisis Pending
Payments - Previous Households
Mame Amount Chk No. Chk Date Auth # Type Status
Client - Vendor (Vendors in red are expired) Income Summary
endor [Type PrijAcct# Name/Acct ERIC PATRICK CLAPTON 514,580.00
ICENTRAL E M j0007-6598-  [ERIC CLAPTON| Household Summary
ELECTRIC [00ZE58
ICOOPERATIVE [Total Income 514,580.00]
¢ of Poverty 93]
Address 5 of OMI 31%
[Total # of Persons 2]
Ir Ju Jaddress HH Tvn
g e o
. | Pnnt Pending Payments
Search Results
Total Pending = $2,465.00
R
» [Intake Date / )
Insert Date / Client Description Vendor Auth # Amount
E gi:ig:ggig CLAPTON, ERIC Standard DIRECT PAY 40046268 $350.00
CENTRAL
Mo 2a 20t CLAPTON, ERIC Crisis ELECTRIC C40046269 $500.00
COOPERATIVE
01-27-2015
@ 01-27-2015 CROW, SHERYL Standard DIRECT PAY 40046267 $350.00
CENTRAL
M o220 CROW, SHERYL Crisis ELECTRIC C40046272 $500.00
COOPERATIVE
02-03-2015
@ 02-03-2015 DYLAN, BOB Standard DIRECT PAY C40046271 $350.00
CENTRAL
M (31302002 PETTY, THOMAS Standard ELECTRIC C40046270 $415.00
/5\ COOPERATIVE
> \
| Checkﬁ@ H Authorize ‘) Total: [ 45 465.00
A ¥
N—— Available $25,DDD.D(¥’
Remaining | $22,535.00 l/

Note: Click on the blue diamond to view the report definitions.

" ‘ Print Pending Payments |

The 6 pending
payments
total amount
are listed at
the top of the
screen. After
making my
authorizing
selection, my
total of
payments to
process is at
that bottom,
as well as
how much
funding is
available in
my APC and
then what
will be
remaining
after
authorizing
the 6
payments.

Local Auth Tips: There are a couple of ways that authorizing payments can be done as
indicated. For some agencies, and fiscal procedures, it may be that all ‘Standard’ types of
payments are authorized in one batched and then the ‘Crisis’ types in a different. Where,
another agency or program may not need to separate them and they can be all authorized
together.

After marking the selection of pending payments to authorize, click on the *‘Authorize’
button.
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The ‘Authorize Payment’ screen will then be reloaded to show any current payments

that are in ‘Pending’ status that have not been authorized for the APC.

Authorize Payment

To Authorize:
1. Select APC, Click Search, then Scroll to view pending payments
2. Authorize payments by selecting under "A" column, or use the Check All button at end of list.
3. To View an individual payment before authorizing
= Click a Client's Name, the Payment View will open in a new window.

= MNote: The new window won't allow you to edit the payment.

= To edit payment - you must go back to the Client's HH View screen, click payment link, and edit the paym:e

4. To finish the authorization process, click the Authorize button.

WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS ~ |FAPC Search
Intake Date - From 10-01-2014 ‘H(mm-dd—yyyy)
Intake Date - To 09-30-2015 “3(mmfdd7yyyy)

Search Results

Total Pending = $0.00

Intake
A |Date /
Insert Date /
Mo Pending Payments Found

Client Description Vendor Auth # Amount

12-A.1 Un-Authorize Payment

Payments can only be edited while in the Pending, Deny, and Hold status. If a date entry
error is discovered while the payment is still in ‘Local Auth’ status, it still can be corrected
without having to contact the OPUS HelpDesk for assistance. There is an option for the

payment to be ‘Un-Authorized’ and place back into the ‘Pending’ status.

Version 3.1.6T

Household View

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

HH Members Bold Red elements indicate poor data quality
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCB Income
D 468-24-1941 BOB LUCKY DYLAN 73 M MA N N NH S Y Y
New Client
To Remove Household: Click this button Move Entire Household to Unknown
Payments - This Household (Sorted by Name then Auth #, click header to change secondary sort)
Amount Chk No Chk Date Auth # Type Status
< LP15 WSPRINGS 350.00 40046271 Standard Local Auth

Payments - Previous Household (Sorted by Name then Auth #, click header to change secondary sort)

While the payment is in ‘Local Auth’ status, from the ‘Household View’ screen or the
‘Client View’ screen, click on the ‘Local Auth’ payment. You will then be directed to the

‘Payment View'’ screen.

Using either the ‘Edit Payment’ button, or the ‘Edit’ link on the left navigation side bar

under ‘Payment’ click on to be directed to the ‘Edit Payment’ screen.
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Payment Version 3.1.6T

semrch Payment View

View
Niw APC: WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS Edit Payment

PAYMENT REPORTS

.| Intake Repurl| .| Intake Disclaimer| .| Notice of Action ‘ . ‘ Ne Income‘ " Payment Receipl|

Note: Click on the blue diamond to view the report definitions.

Many report definitions reference Attachment A. Click to view attachment.

Client Name Age Income SSN Verified Adult ID Payment Other HH
BOB LUCKY DYLAN 73 $15,000.00 Y Y N

Applicant Information

Click on the ‘Unauthorize Payment’ button.

Agency: WSPRINGS User: SNAEGELE
Client: BOB LUCKY DYLAN Timeout: 19 57
Residence: WARM SPRINGS, OR 97761 }’ﬁ 0

}{t:um ang Lm
Client ¥ Program ¥ Fiscal ¥ ManagementY Reports ¥ Help ¥

Payment Edit - Agency

[s payment because it is not in pending or denied Status.

‘ Unauthorize Payment ‘

A pop-up message will appear confirming that you want to move the payment from ‘Local
Auth’ back into the ‘Pending’ status.

is payment because it is not in pending or denied Status.

aym Message from webpage =

_"‘-.I This will move the entire payment back to Pending status. Are you sure
‘Y you want to move the full payment back to pending status?

| ok |]) cancel

e

Click on *OK’ to move the entire payment back to ‘Pending’ status. You will then be directed
to the ‘Payment View’ screen.

Complete corrections as heeded. Remember to ‘Requalify the Household’ through the
‘Edit’ feature to ensure the made changes apply to the household intake report and
payment.
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12-B BATCHED

Batching payments is the process for getting ready to make payment of the pending payments
for vendors. Multiple reports assist in the fiscal process of program payments.

There are 2 ways to ‘Batch’ payments in the OPUS system; you can batch ‘Local Auth’
payment by APC or by the payment.

12-B.1 BATCH by APC

Using the top dashboard under the ‘Fiscal’ dropdown, go to ‘Batch’ and click on *APC.” You
will then be directed to the ‘Batch APC’ screen.

Ure

Housing anc
-

Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help ¥
~ Search >

Message of the Day

Authorize

. Batch APC

WELCOME! To start OPUS - Click Search o

Paid »| Payment
System Issue? Contact us @ opushelp@oregon.gov, or by phongl viandar #6.

Program Noticg Summary PUS Help

Client * Program ¥ Fiscal ¥ Management¥ Reports ¥

Batch APC

How To:

Select Program, Click Load, scroll for results.

Under the "B" column, select row(s), or click the Check All button to select all.
Then, click the Batch button.

KRFWLP15WS |

(oo

Using the dropdown on the ‘Batch APC’ screen, choose the APC with the ‘Local Auth’
payments that need to be batched. After selecting the APC, click on the ‘Load’ button. The
screen will then expand to list the available payments in the APC that are in ‘Local Auth’
status that can be batched.
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Batch APC

How To:
Select Program, Click Load, scroll for results.
Under the "B" column, select row(s), or click the Check All button to select all.

Then, click the Batch button.

Select Program

[LP15 WSPRINGS V[ Load |

Search Results

0 m # Trans

Amount

WSPRNGS—LPIS WSPRINGS-JEF-LIHEAP 2015 WARM SPRINGS 6

$2,465.00

/ Total .

$2,465.00

Mark the box next to the APC that needs batched. After selecting the APC's to batch, click on
the ‘Batch’ button. You will then be directed to the ‘Batch Summary Reports’ screen.

e P —

Batch Summary Reports

How To:
Loads with Open Programs Only. To obtain a Listing All batches, check Box.

Dshowing Open Programs Only
[83584% - LIHEAP 2015 WARM SPRINGS - 02/06/15 ™ *gatdhs

............. SURE— g e

e

On the ‘Batch Summary Reprots’ screen, using the dropdown, select the batch for reports
if different then the preloaded report and click on ‘Load.” The ‘Batch Summary Reports’
screen will expand and load with reports related to the batch selected.

Batch Summary Reports

Loads with Open Programs Only. To obtain a Listing All batches, check Box

Dshuwmg Open Programs Only
[83584# - LIHEAP 2015 WARM SPRINGS - 02/06/15 ™ |*Batchs

Batch Summary Results(Load batch above, choose a report-button below to view report.)

Batch Number: 83584
Total Transactions: &
Total: $2,465.00

View/Print Reports

@ | Payment Detail by Client | @ | Payment Detail by Autn # |
@ | Payment Register Report ‘ * ‘ Fiscal Reimburse Register ‘

® | Mail List by Batch #

Note: Click on the blue diamond to view the report definitions.
Many report definitions reference Attachment A. Click on this link to view the attachment.

There are five different batch reports that can be run and printed:

1. Payment Detail by Client this report summarizes energy assistance payments
grouped by batch, utility vendor, and client name. It also produices totals for each

vendor and batch.
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2. Payment Detail by Auth # this report summarizes energy assistance payments
grouped by batch, utility vendor, and client name. It also produces totals for each
vendor and batch

3. Payment Register Report this report summarizes energy assistance payments
grouped by batch and utility vendor. It also produces totals for each batch.

4. Fiscal Reimburse Register this report summarizes energy assistance payments
grouped by batch number and program. It is sorted by grant, county, and agency. It
also produce totals for each program and grant.

5. Mail List by Batch # this report provides a mail list of applicants who are enrolled in
the LIHEAP-OEA energy program and their payment is in batched or paid status

Click on the button of the report that you want to run. The report will open in a new browser
tab *OHCS Report Viewer’. To ensure readable printing, use the print button located on the
browser.

Besides printing, you can also export the reports so that they can be saved electronically.

Click on the downward arrow next to the Print button.

The ‘Export’ popup window will appear for you to choose what program you would like to
export to as well as where to save the report once it has completed. Click on the Format
arrow to change format of export.

Format:  Adobe PDF } Adobe PDF
—— T
HTML ZIP
Navigation panel:  None
Excel Spreadsheet (XLS)
Screen reader compatible:  Default Excel Spreadsheet (XL.SX) R
Extended: None 51 |Open Document Spreadsheet T/ |SERVIC
E [ UTHOF
Postseript
@ Save ]; Permalink | | Cancel u -
JAR - Java Viewer

. 10ld Type
Plain Text umber in

Rich Text Format dult
Name DOB: rfd? LG
EDDIE LOUIS VEDDER 23-Dec- CSV Y E
MATT DAVID CAMERON 28-Nowv+ XML Y
STONE CARPENTER GOSSARD 20-Jut v oE
PNG
MIKE DAVID MCCREADY D5-2pr- v oE
JPEG

[PHONE

Phone Extension Ty| e
(503) 123-4567 H BMP

[ADDRESSES
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After making the format selection, click on Save.

.
Format: Adobe PDF
Navigation panel:  None
Screen reader compatible:  Default Ap
Extended: None SON
ERG
ermalink ]; [ Cancel I
% - r

]

If using Internet Explorer, a pop-up will appear.

- Do you want to open or save Intakereport.xmlpdf (11.3 KB) from appstest.hcs.oregon.gov? Open Save | ¥ Cancel

Using the arrow, click on Save As.

I R V) MONKEY WHENCH RECUORDS

Save as S
i Do you want to open or save Intakereportamlpdf (11.3 KB) from appstest.hcs.oregon.gov? Save and open B}

You will then be able to name the report and determine where to save it. Click on Save.

>
Search Inbox (Ctrl+E) L2 P August 2017
— N : T— = 2
r — -
{3 smve as — T q E
-
-
@ @U" v OPUSMisc » + [ 43 [ Search 0PUS Misc ol B
2. Organize ~ Mew folder gz = '@'
a -
By B Desktop *  MName Date modified Type 'l
D load F 5
B | Fiscal 12/5/2016 928 AM  File folder E
al RealPlayer Cloud - o . : 3
0 g - = . Heartbleed 4/17/2014 9:08 AM File folder
= t .
- Gecenl DE_CES HMIS 10/20/2013 225 PM  File folder
2, |
SO LES Labels Screenshot 5/10/2016 2:17 PM File folder
— | ibrari . OLD 11/5/20151:41 PM File folder
ibraries
ﬁj - " . Printing Page Setup 8/25/20017 12:05 PM  File folder
1 9 MUU_J"]E" : | Screen Shots other 8/13/20159:51 AM  File folder
. e = 1 MGA Fiscal Procedures Manual Intro-U...  7/8/2013 205 PM Adobe Acroba
| Pictures - - - . YTV = . W S-S
1.0
3 BE Videos hd il I C:
i, File name: EEETEAGES
i Save as type: [Adobe Acrobat Decument (*.pdf)
5
5
5
P
: = Hide Folders Save Cancel
... Time to bring on the goodies Thu 8/24/2017 11:25... 31 KB

12-B.2 BATCH by PAYMENT

The second way to batch is to Batch by Payment. After ‘Authorizing’ payments, using the
top dashboard ‘Fiscal’ tab, go down to the ‘Batch’ and when it expands click on the
‘Payments’ link.
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ogou] L

Hou
Client * Program ¥ Fiscal ¥ Management¥ Reporis ¥ Help ¥

~ Search »
Message of the Day
Authorize
) Batch M APC
WELCOME! To start OPUS - Click Search e
Paid (f Payment >

System Issue? Contact us @ cpushelp@oregon.gov, or by phon‘em,_/ #6.

Program Noticd Summary PUS Help

You will then be directed to the ‘Batch Payment’ screen. Using the dropdown, select the
program that you want to batch payments from.

LT TN T LR TLT IR TT T [ S T Y] = LTI RLTLE L P L) L A PV prUr L v

Batch Payments

How To:

Choose a Program, Click Search button, Scroll to view payments.

Under the "B" column, Select payments, or Click the Check All button to select all.
Click the Batch button.

WLP15WS
2 WSPRINGS

Sea

After making selection, click on the ‘Search’ button. Payments that have been ‘Authorized’
and are ready to be batched will appear.

You can mark individual payments that only need to be batched, or you can use the *Check
All’ button feature.

After making the selection of what payments to batch, click on the *‘Batch’ button. You will
then be directed to the ‘Batch Summary Reports’ screen.
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Check the
box of
payments
to include
in the
batch or
use the
Check All R
option

Batch Payments

How To:

Choose a Program, Click Search button, Scroll to view payments.

Under the "B” column, Select payments, or Click the Check All button to select all.

Click the Batch button.

Select Program:

LP15 WSPRINGS VI Seard'||

Version 3.1.6T

Batching by
Payments
only will show
the total of all
payments
available

After selecting
payments to
batch, click on
the Batch
button. You
will then be
directed to the
Batch Summary
Reports screen

Batch Payments

How To:

Choose a Program, Click Search button, Scroll to view payments.

Search Results
B g::z Client Name Vendor APC Amount
| 2-00- | eric paTRIck CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 £500.00
2015 CLAPTON COOPERATIVE WARM SPRINGS :
[]|02-09- |SHERYLSUZANNE | CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 $500.00
2015 CROW COOPERATIVE WARM SPRINGS :
[]]|02-05- | MRTHOMAS EARL | CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 $415.00
2015 PETTY COOPERATIVE WARM SPRINGS :
02-05- | ERIC PATRICK WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015
U 2015 CLAPTON DIRECT PAY WARM SPRINGS $350.00
02-05- | SHERYL SUZANNE WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015
U 2015 CROW DIRECT PAY WARM SPRINGS $35°/°
02-05- WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015
] s BOB LUCKY DYLAN | DIRECT PAY i $350.00
¥
6“" $2,465.00
T

Version 3.1.6T

Under the "B” column, Select payments, or Click the Check All button to select all.

Click the Batch button.
Select Program:

LP15 WSPRINGS VI Sean:h|

Search Results

B Auth Client Name Vendor APC Amount
Date

| 02-08- ERIC PATRICK CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 $500.00
2015 CLAPTON COOPERATIVE WARM SPRINGS :
02-0%- SHERYL SUZANNE CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 $500.00
2015 CROW COOPERATIVE WARM SPRINGS ’
02-0%- MR THOMAS EARL | CENTRAL ELECTRIC WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015 5415.00
2015 PETTY COOPERATIVE WARM SPRINGS ’
02-09- ERIC PATRICK WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015

M 2015 CLAPTON DIRECT pay WARM SPRINGS $350.00
02-09- SHERYL SUZANNE WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015
2015 CROW DIRECT paY WARM SPRINGS $350.00
Dﬁp— WSPRINGS-LP15 WSPRINGS-JEF-LIHEAP 2015
2015 CKY DYLAN | DIRECT PAY WARM SPRINGS $350.00

e ) rotal [ 2,465.0

Data Classification: 2
wnene v Froyram v riscdl Mandyemen. v

Batch Summary Reports

How To:

KEpUTs ¥  Hep v

Loads with Open Programs Only. Te obtain a Listing All batches, check Box.

DShowing Open Programs Only

[83585# - LIHEAP 2015 WARM SPRINGS - 02/09/15 v

“Batch# | Load
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12-C AGENCY PAID

‘Agency Paid’ is the last step in processing payments. In this step, you can provide the
check number and the check date for the payments that have been issued for clients.

Using the top dashboard under the ‘Fiscal’ dropdown, go ‘Paid,’ and click on the expanded
‘Agency’ link.

Hmeout: 1Y:4>5

Uretor
I

{ousing and Com
-

Client * Program ¥ Fiscal ¥ Management¥ Reports ¥ Help ¥
~ Search »
Message of the Day
Authorize
) . Batch »
ELCOME! To start OPUS - Click Search p— B—
Paid »| Agency
fstem Issue? Contact us @ opushelp@oregon.gov, or by phong Summary #6.
Program Notices | OPUS Help

You will then be directed to the *‘Agency Paid’ screen. Using the dropdown, select on the
‘Batch’ number that need to be finished.

Log C
Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help
Agency Paid

How To:

Load Batch, select items under the P column, or choose "Check All".

Enter Check Date(s) and #(s). Click "Mark Paid" button.
83585# - LIHEAP 2015 WARM SPRINGS - 02/09/15 k4§ Bat@

After selecting the ‘Batch’ click on the ‘Load’ button. The ‘Agency Paid’ screen will expand
to enter the check date and number for the payments that included in the ‘Batch’ selected.

After marking which payments to indicate as *‘Agency Paid,’ and entering the check date and
check number of the checks to the vendors, click on the *‘Mark Paid’ button.
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warcie T

rivyrans v

Agency Paid

How To:

isvar T

manaycincne v

Load Batch, select items under the P column, or choose "Check All".

Enter Check Date(s) and #(s). Click "Mark Paid" button.

nCpuUiLs T

83585# - LIHEAP 2015 WARM SPRINGS - 02/09/15 ™ Fgatch#: | Load

o T

Batch Results

Check the
payments
to mark

as agency _| |

paid

P | Chk Date Check# Vendor # Trans Amount
02-09-2015 | “(mm-dd-yyyy) | 2689 CENTRAL ELECTRIC COOPERATIVE 3 $1,415.00
02-09-2015_|“mm-dd-yyyy) | [2690 CLAPTON, ERIC 1 $350.00
02-09-2015_[“(mm-dd-yyyy) | [2691 CROW, SHERYL 1 $350.00
02-09-2015 i (mm—dd—yyw) 2692 DYLAN, BOB 1 $350_00
Check All(| | Mark Paid ) Total 6 $2,465.00

Eﬁ:ﬁ:‘;::e::( Vendors with clients’

names are Direct
payment to Payments
vendor

After clicking on the *Mark Paid’ button, the *Agency Paid’ screen will re-load.

Client =

Program ¥

Agency Paid

How To:

Fiscal -

Management ¥

Load Batch, select items under the P column, or choose "Check All".

Enter Check Date(s) and #(s). Click "Mark Paid" button.

"Batch# :

Load

Versi

The same reports available during the Batching process are also available after the payments
have been ‘Agency Paid.’

Using the top dashboard under the ‘Fiscal’ dropdown, move down to ‘Paid’ and click on
‘Summary’ after it expands.
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rm:«'m;.',\:

l Logout| (/[
H

Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help *

. Search »
yency Paid
Authorize

To:

) Batch »
3atch, select items under the P colu '
Check Date(s) and #(s). Click "Mark Paid b A
Batch#: m ( Summary

You will then be directed to the ‘Paid Summary’ screen. Using the dropdown, select the
‘Batch’ number of the ‘Agency Paid’ payments you want to run reports for.

Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ He

Paid Summary Reports

How To:
Loads with Open Programs Only. To cbtain a Listing All batches, check Box.

[show Far All Programs
| 83585# - LIHEAP 2015 WARM SPRINGS - 02/09/15 v | Batc

After selecting the batch number, click on the ‘Load’ button. The ‘Paid Summary Reports’
screen will expand to select the type of report to run.

Paid Summary Reports

How To:

Loads with Open Programs Only. To obtain a Listing All batches, check Box.
[Cshow For All Programs

| 83585# - LIHEAP 2015 WARM SPRINGS - 02/09/15 W *Batch#

Paid Summary Results(Load batch above, choose a report-button below to view report.)

Batch Number: 835385
Total Transactions: 6
Total: $2,465.00

View/Print Reports

® | Payment Detail by Client | @ | Payment Detail by Auth # |
@ | Payment Register Report | * | Fiscal Reimburse Register |

@ | Mail List by Batch #

Note: Click on the blue diamond to view the report definitions.
Many report definitions reference Attachment A. Click on this link to view the attachment.

Dat
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13. CREATING THE APC FOR LOCAL PROGRAMS

13-A Overview

In this section creating APC's for local programs will be covered. However, if the local
program needs to be created to follow LIHEAP or OEAP, please contact the OPUS HelpDesk for
assistance to complete the request.

There are 3 main elements to remember when creating the APC:

1. Create the Program
2. Create the Grant
3. Create the APC by tying together the Program and Grant

13-B Create the Program

In creating the local program, we first will need to create the program in the OPUS database.
Using the dropdown dashboard under ‘Management’, click on the ‘Program’ link.

L

Client * Program * Fiscal + Management v Reports + Help - e

Agency
Message of the Day
= = APC
: Program
YELCOME! To start OPUS - Click Search Client
iystem Issue? Contact us @ opushelp@oregon.gov, { kit 511, option #6.
Progra| vendor OPUS Help
Qualifying Tables P
01-22-2014 - The system was updated 10-03-20) 5o To N hble E-mail: opushelp@orego
to Version 3.0.5 on 01/21/2014. for Trai

You will then be directed to the ‘Program Search View’ screen. Enter in the ‘Program
Name’ or ‘Code’ and click on the ‘Search’ button to make sure there is not already a created
program in the database.

Program Search View

Program Parameters

Program Name: [KEEFP le.g. LIEAP 2001
code: ]
Statote [ Toimm-soory

End Date cdd-yyyy)

Search Results
Click Program Code or Program Name to view Program Edit Scregasf
If results don't list program you're searching for, you can creat MNew Program
Program Name Code Start Date End Date
KEEP KIDS WARM.13 KEW.13 10-01-2012 | 09-30-2013
KEEP ROCKIN FREE WORLD LP15 WSPRINGS | KRFWLP15WS | 10-01-2014 | 09-30-2015
KEEP ON ROCKIN IN THE FREE WORLD PY15 | KRFW 10-01-2014 | 09-30-2015
KEEP KIDS WARM. 14 KEW.14 10-01-2013 | 09-30-2014

QOregon Housing and Community Services @
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If the program is not listed in the ‘Search Results’, click on the ‘New Program’ button. You
will then be directed to the ‘Program New’ screen.

On the ‘Program New’ screen, complete the fields for the local program. Red * asterisk are
required fields that need to be entered before the program data can be saved.

Version 3.1.7T

Program New
Program

Names: [JCKIN IN THE FREE WOR|*
Code: [KRFWPY16 * (e.g. LPO2) Type: |[LOCAL w|*
Start Date: [10-01-2015 |.° (mm-dd-yyyy)* End Date: [09-30-2016 |- (mm-dd-yyyy)*

Shared: [

Income Qualification

Type: |Oregor| Median Income V|'

Percent: 60 Year: "‘

SSN Verify: ‘ Age Verify:

Data Classification: 1

1. Name- Name of local program created

. Code- acronym of program (e.g. LP15)

Type- type of program, this should be marked ‘Local’. If a program

needs to be set-up to mirror LIHEAP or OEAP, please contact the

OPUS HelpDesk.

Start Date- this is the date when the program will start for intakes

End Date- this is the date of when the program will end for intakes

Shared- this indicates if the program will be shared with other agencies

Type- this indicates the type of ‘Income Qualification’ for the program

(No, Oregon Median Income, or Federal Percent of Poverty)

Percent- this indicates the percent of the income type selected. For

example, a local program may use Federal Percent of Poverty, and serve only

120% instead of 150%

9. Year- this indicates the year of income type selected. Please note, this is
different as the year selected will almost always be the previous year than
the program year. For example, LP15 Oregon Median Income is 60% of Year
2014.

10.SSN Verify- this indicates if a social security number is required for the
program eligibility

11.Age Verify- this indicates if adult id needs to be marked for program
eligibility

After completing entering the program information, click on the ‘Save’ button. You will then
be directed to the ‘Program View'’ screen where the ‘Payment Variables’ will be added and
you can verify the program information entered.

w N

Nowuh

o

If the program information needs to be edited, click on the ‘Edit Program’ button to be
directed to the ‘Program Edit’ screen where corrections can be made.
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wient - Froyram v riscar - mManayeimen. v REpUrs - nelp - b
Wersion 3.1.7

Program View

Program Info

MName: KEEP ON ROCKIN IN THE FREE WORLD PY16 Code: KRFWPY16
Type: LOCAL
Agency: OHCS Shared? N
Start Date: 10-01-2015 End Date: 05-30-2016

Income Qualifications

Income Qualification: Oregon Median Income Percent: 60 Year: 2014

SSN Verjfy: Age Verify: ¥
Edit Program

Payment Variables

Type(click to edit) | Min | Max | Total Max | Total # | LIHEAP | Tier

((=))

Data Classification:

QOregon Housing and Community Services @

14

After creating the program in the database, before creating the grant, ‘Payment Variables
or payment types need to be added to the program to determine the types of payments that
the program will give to clients.

On the ‘Program View' screen click on the ‘Add’ button under the ‘Payment Variables’
box. You wil then be directed to the ‘Payment Variables New’ screen. Payment
Variables/Types are entered one at a time.

Client * Program = Fiscal * Manao

Payment Variables New

Payment Variables Info

Payment Type:
Use Liheap Calculation?: O
Tier: | %

I

Payment Min:

Payment Max:

JIH

Payment Total Max:

Paymew |

1. Payment Type- this is the type of payments you want to give clients form
the program. The types used today are: Combo, Crisis, Fuel, Furnace, Health
& Safety, Roomer/Boarder, Special and Standard

2. Use LIHEAP Calculation- for local program this should be left unchecked.
If @ program needed to mirror LIHEAP or OEAP, please contact the OPUS
HelpDesk for assistance.

3. Tier-in creating local programs, please mark this tier as a 4

OPUS COMMON TASK GUIDE 70



Payment Min-this indicates the minimum payment allowed
Payment Max- this indicated the maximum payment that can be issued

Payment Total Max- this indicates the total max amount is payments to be
given

Payment Total Count- this indicates how many payments can be given to
get to the payment total max allowed

. Click on ‘Save’ to save the payment variable/type for the program. You will
then be directed to the ‘Program View'’ screen where you can verify the
added variable(s).

. Follow the steps through until you have added all the payment
variables/types needed for the program.

Housing 2
Client + Program v Fiscal ¥ Management~ Reports ¥ Help ~

Program View
Program Info

Name: KEEP ON ROCKIN IN THE FREE WORLD PY16 Code: KRFWPY16
Type: LOCAL
Agency: OHCS Shared? N
Start Date: 10-01-2015 End Date: 09-30-2016

Income Qualifications

Income Qualification: Oregon Median Income Percent: 60 Year: 2014

SSN Verify: Y Age Verify: Y
Edit Program

Payment Variables

Typeldlick to edit) | Min [ Max | Total Max | Total # | LIHEAP | Tier

] special 500 | 1500 3 N

M Ti
D Crisis 1 1000 | 1000 1 N 4
1 4
1 4

[ standard 175 | 175 1 N

Oregon Housing and Community Services ©

If a ‘Payment Variable’ was added and found not to be needed in the program, it can be
easily removed by checking next to the payment type and clicking on the ‘Delete’ button.

After the *Program’ has been created in the system, it is now time to create the ‘Grant’.

13-C Create The Grant

Using the top dashboard dropdowns, under the ‘Fiscal’ tab and then ‘Search’ click on the

‘Grant’ link.

[RTTTE = FIT] A, 3 3

|
12 811
o] Jreton
Housing and Comm
Client *+ Program v Fiscal * Management~ Reports * Help - e
. Search k| AP v
Program View
~ Authorize Grant
Program Info Batch »
Name: KEEP ON ROCK| paid pprie Code: KRFWPY16

Type: LOCAL

Agency: OHCS

Shared? N
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You will then be directed to the ‘Grant Allocation Search’ screen. Enter the ‘Grant Name'’
and click on the ‘Search’ button to start a search.

Version 3.1.7T

Grant Allocation Search
Enter Search Parameters

Grant Name [KEEP e.g. LIEAP 2000

Contract #

B E— T

Endpate [ L dd-vvvy)

About Results:

Click Grant Name to View screen
If no results, you can crealg a | New Grant |

Search Results

Grant Name Contract# | Agency Start End Updated Initials | Closed
= WARM COMMUNITY IN | 10-01- 09-30- 01-16-
KEEP KIDS WARM 2013 ACTION 2012 2012 013 BIH 1]
COMMUNITY IN | 10-01- 09-30- 12-20-
KEEP KIDS.14 10012013 | yerron 2013 3014 3913 BIH N
CONFEDERATED
P w , TRIBES OF THE 01 a0 o1
!f?;:&_;:gﬁ:ﬁ FREE WORLD TEST WARM SPRINGS ;Elﬂql 2313;' ;élil SRM M
o e RESERVATION
OF OREGON
MID-COLUMBIA
ON ROCK = FREE WO COMMUNITY 10-01- 09-30- 02-12-
KEEP ON ROCKIN IN THE FREE WORLD | TEST ACTION 2014 So1s So1s SRM [N

COUNCIL

Data Classification: 1

Arannn Hangina and Camminnite Sarvicas @

After checking the ‘Search Results’ and not finding the grant, click on the ‘New Grant’
button located above the ‘Search Results’. You will then be directed to the ‘Grant New’
screen. Complete the required fields.

Grant New
Grant Information (Fields marked with * are required.)

Name: [KEEF ON ROCKININ T+
Contract # [1243-0025 |
Start Date [10-01-20156 | ®(mm-dd-yyyy)*
End Date M[mm—dd-ww] * Closed? [

Agency WCREEK w

Save Changes

Name- name of the grant

. Contract #- enter the contract number of the grant

Start Date- enter the start date of the grant

Closed?- if this is checked it will tell the system the grant is closed

End Date- enter the end date of the grant

Agency- dropdown agency to select the grant agency is for

. Click on the ‘Save’ button after completing required fields. You will then be
directed to the ‘Grant Allocation View’ screen where the entered grant
information can be verified. If any edits need to be made, click on the ‘Edit
Grant’ button to be directed to the ‘Grant Edit’ screen.

NOUAWNH-
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Grant Allocation View

Grant Info

Grant: KEEP ON ROCKIN IN THE FREEWORLD PY16
Agency: COW CREEK BAND OF UMPQUA TRIBE OF INDIANS
Contract # 1243-0025
Start Date: 10-01-2015
End Date: 09-30-2016 Closed? N

[ Edit Gran
Total Grant Transferred Total Total Remaining

$0.00 $0.00 £0.00
Grant to/ffrom APC Transfer New Allocation

Allocations

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.

Amount | Allocation Date | Insert Date | User

Mo Allocations

Grant APC Transfers

Amount |APC NAME Move Date | Insert Date | User

Mo Transfers

L

After creating the local program and the local grant, it is time to tie them together to create
the APC.

13-D CREATE THE APC

To create the APC we will bring together the program we created and the grant. During this
section, there will be two types of APCs created. One APC will indicate how to simply make an
APC for an agency that only covers one county, while the second APC will demonstrate how to
make an APC for agency’s that cover more than one county with the local programs.

13-D.1 Create Single County Apc
This section will cover how to create an APC that does not need to have multiple counties to
serve clients.

Using the top dashboard dropdown, under the ‘Management’ dropdown, click on the ‘APC’
link.

nmmnrevuL. Lo.us 3 ]
togou] (J1C1
Housing and
S

Client v Program v Fiscal ¥ Managementv Reports v Help v

. )
ant Allocation View Cﬁ‘“ = —

APC )
—————

Program

it Info

Grant: KEEP ON ROCKIN IN THE FREEWORL| |Jser

You will then be directed to the ‘APC Search’ screen. Select the Agency and complete a few
field to search for the APC. Note; the ‘Program’ dropdown will have programs listed
by the program code assigned to it.
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APC Search
Enter Search Parameters

Agency | COWCREEK v

Program | KRFWPY16 V|
County V|
Grant | KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK V‘

N

End Date 2dd-yyyy)

Search

_—

About Results:

Click Agency to View APC scrogs
If no results, you can creat§ a .

Search Results

Agency | Program | Courtyl Grant | Start Datel End Date

Mo matches

U S N R P

Search results indicate there is not an APC built for the program or grant. Click on the ‘New
APC’ button. You will then be directed to the ‘APC New'’ screen.

APC New
APC = Agency/Program/County

Agency Name: |[COWCREEK W+

Sub Agency to: V|
County: [DOUGLAS  v|
Program: [KRFWPY16 v
Grant: [KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK Wl

Start Date: [10-01-2015 | ¢ (mm-dd-yyyy)*
End Date: [09-30-2016 -ww)*

Complete the following fields:

Agency Name- the agency the APC is for

Sub Agency to- if this is child APC, find the parent APC in dropdown
County-select the county the APC is to serve

Program- select the program for the APC to determine eligibility by.
Programs are listed in by the program code assigned to the program
Grant- select the grant the APC will be funded by

Start Date- select the start date for the APC to be used

End Date-select the end date the APC will end

Click on ‘Save’. You will then be directed to the ‘APC View’ screen. If you
notice a mistake with the APC, it can be edited, or deleted as long as not
payments are associated with it

h W=

©NOWU
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Client * Program ¥ Fiscal ¥+ Management~¥ Reports * Help « B

APC Vle\\f Version 3

APC = Agency/Program/County

APC COWCREEK-KRFWPY16-DOU-KEEP ON ROCKIN IN THE FREEWORLD PY16
Start Date 10-01-2015 End Date 09-30-2016

Sub APC to
Sub APC's

Edit APC
Delete APC

The APC is now ready to be funded. Funding the APC is discussed in section 14 of the OPUS
Friendly Users’ Guide.

13-D.2 Create Multiple County Apc

This section will cover how to create an APC that needs to have multiple counties to serve
clients.

Using the top dashboard dropdown, under the ‘Management’ dropdown, click on the ‘APC’
link.

TIIEUUL. 10,0

Ury

Housing

ang
Client * Program ¥ Fiscal *+ Management~ Reports + Help ~ -

ant Allocation View <‘“ ‘>
APC

it Info

Program

Grant: KEEP ON ROCKIN IN THE FREEWORL| User

You will then be directed to the ‘APC Search’ screen. Select the Agency and complete a few
field to search for the APC. Note; the ‘Program’ dropdown will have programs listed
by the program code assigned to it.

APC Search

Enter Search Parameters

Agency |[COWCREEK w
program [KRFWPY16 M

County V|
Grant |KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK V|
Start Date

Eltmm-dd-
Endpate [ [l

¥yyy)

About Results:

Click Agency to View APC s
If no results, you can creat§ a ‘

S —

Search Results

Agency | Program | CcJ':yl Grant | Start DE:el End Date

Mo matches

o S R T SN P

Search results indicate there is not an APC built for the program or grant. Click on the ‘New
APC’ button. You will then be directed to the 'APC New’ screen. The first step is to create
the ‘Parent APC’. This will be the overarching APC and the Counties will be created under it.
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APC New
APC = Agency/Program/County

Agency Name: [COWCREEK  w*

Sub Agency to: V|

County: |[DOUGLAS v
Program: W‘
Grant: [KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK w|*
Start Date: {mrn-dd—ww)*
End Date: [09-30-2016 |5 dd-yyyy)*

Complete the following fields:

—

Agency Name- the agency the APC is for

Sub Agency to- if this is child APC, find the parent APC in dropdown

3. County-when creating an APC that will serve multiple counties, the first APC
created will not have a County. This will be referred to as a Parent APC.
Program- select the program for the APC to determine eligibility by.
Programs are listed in by the program code assigned to the program

Grant- select the grant the APC will be funded by

Start Date- select the start date for the APC to be used

End Date-select the end date the APC will end

Click on ‘Save’. You will then be directed to the ‘APC View’ screen. If you
notice a mistake with the APC, it can be edited, or deleted as long as not
payments are associated with it

N

o

©®NOWU

APC View

APC = Agency/Program/County
APC COWCREEK-KRFWPY16-KEEP ON ROCKIN IN THE FREEWORLD PY16
Start Date 10-01-2015 End Date 09-30-2016

Sub APC to
Sub APC's

Edit APC
Delete APC

Next, we will follow the same steps, but associate counties the APCs will need to serve. This
time when I search for an APC, in the search results, the Parent APC will now display.
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APC New
APC = Agency/Program/County

Agency Name: COWCREEK w|*
Sub Agency to: | COWCREEK-KRFWPY16-KEEP ON ROCKIN IN THE FREEWORLD PY16 V|
County: |[DOUGLAS v
Program: | KRFWPY16 W [E
Grant: | KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK V|“
Start Date: [10-01-2015_|_“l(mm-dd-yyyy)*
End Date: [09-30-2016  |_“laagacgd-yyyy)*

Click on the ‘New APC’ button. You will then be directed to the ‘APC New'’ screen.

APC New

APC = Agency/Program fCounty

Agency Name: [COWCREEK w|*

Sub Agency to: W
County: [DOUGLAS v
Program: [ KRFWPY16 vl
Grant: [KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK |

Start Date: [10-01-2015 | 2l(mm-dd-yyyy)*
End Date: [09-30-2016 -ww)*

Complete the following fields:

N =

»

O NWU

Agency Name- the agency the APC is for

Sub Agency to- if this is child APC, find the parent APC in dropdown
County-when creating an APC that will serve multiple counties, the first APC
created will not have a County. This will be referred to as a Parent APC.
Program- select the program for the APC to determine eligibility by.
Programs are listed in by the program code assigned to the program

Grant- select the grant the APC will be funded by

Start Date- select the start date for the APC to be used

End Date-select the end date the APC will end

Click on ‘Save’. You will then be directed to the ‘APC View’ screen. If you
notice a mistake with the APC, it can be edited, or deleted as long as not
payments are associated with it
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nene ¥ Froyram -« rFistalr Manayemen. mepuris - neip - =

APC View

APC = Agency/Program,/County

Versi

APC COWCREEK-KRFWPY16-DOU-KEEP ON ROCKIN IN THE FREEWORLD PY16

Start Date 10-01-2015 End Date 09-30-2016

Sub APC to COWCREEK-KRFWPY16-KEEP ON ROCKIN IN THE FREEWORLD PY16

Sub APC's
Edit APC
Delete APC

Repeat the previous steps to make the county APCs as needed. After all county APCs have
been created under the Parent APC, see section 14 on Funding the APC.

At any time, a search can always be done to see what counties APC have been created by
using the ‘APC Search’ feature.

Version 3.1.7T

APC Search
Enter Search Parameters

Agency |COWCREEK W
Program | KRFWPY16 ~

County v
Grant | KEEP ON ROCKIN IN THE FREEWORLD PY16-COWCREEK W

stertoate [ [mmdém
Endote [emeadyy)

About Results:

Click Agency to View APC screen
If no results, you can create 2 | New APC |,

Search Results

Agency Program County Grant Start Date | End Date
wrnesw | KEEP ON ROCKIN IN THE FREE KEEP ON ROCKIN IN THE 10-01- 05-30-
COWCREEK WORLD PY16 JEFFERSON FREEWORLD PY16 2015 2016
COWCREEK KEEP OMN ROCKIN IN THE FREE KEEP OM ROCKIN IN THE 10-01- 09-30-
WEREER L woRLD Y16 FREEWORLD PY16 2015 2018
wroeew | KEEP ON ROCKIN IN THE FREE KEEP ON ROCKIN IN THE 10-01- 09-30-
COWCREEK WORLD PY15 bouGLas FREEWORLD PY16 2015 2015
wiroeew | KEEP ON ROCKIN IN THE FREE KEEP ON ROCKIN IN THE 10-01- 05-30-
COWCREEK WORLD PY16 coos FREEWORLD PY16 2015 2016

Data Classification: 1

Oregon Housing and Community Services @

14. FUNDING the APC

14-A Overview

In order to process payments, there has to be funding in the APC. An APC is a combination
resulting from the agency, program, and a grant. The Program indicates the type of
payments to provide, and the Grant holds the funding of the program. Together, they will
create and provide the APC for agencies to provide payments to individuals; a payment code.

Programs are created with payment variable that the APC will provide when creating
payments. These variables are also known as the payment types (Standard, Combo, Crisis,
Fuel, etc.). The program also determines eligibility criteria, as well as the type of program
including the dates of operation.
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The grant is created and usually mirrors the program but contain the dollar amounts that will
fund the program. Funds need to be allocated into the grant, and then from the grant to the
APC for issuing payments to households.

Depending on the Grant and Program, there may be more than just one APC for creating
payments. Multiple APC's are created for a grant and program that serves more than one
county in an agency’s delivery territory. This greatly assists in program monitoring and data
collection of low-income programs.

This section will cover how to transfer money allocated into the grant down to the appropriate
APC'’s for the service delivery.

14-B Grant Allocation

We first need to look at the grant and make sure funding has been allocated into the grant to
be transferred into the APC. Using the top dashboard, under the ‘Fiscal’ tab, move the
cursor over the ‘Search’ and click on the ‘Grant’ link.

HITNEUUL: 14Uy

Ureton

Housing and Comi
Client ¥ Program ¥ Fiscal ¥ Management~¥ Reports ¥ Help ¥ St
~ Search B AP - '
Message of the Day)
Authorize ( Grant
Batch »

WELCOME! To start OPUS - Click Search

Paid »

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

You will then be directed to the ‘Grant Allocation Search’ screen. Depending on the length
of the grant title, enter the *Grant Name’ and click on ‘Search.’

-z — -— e Rl el S

Grant Allocation Search

Grant Search Tip:

knowing the Grant Enter Search Parameters

Name is so long, anc! Grant Name [KEEP le.q. LIEAP 2000
unsure exactly how it Contract # |:|

may be entered, I Start Dat |—|

only used the first art Date | (mm-dd-yyyy)

word in the title for. End Date | e dd-yyyy)

Search

The results of the search will populate and expand on the ‘Grant Allocation Search’ screen.
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Version 3.1.6T

Grant Allocation Search

Enter Search Parameters

Grant Name [KEEP le.g. LIEAP 2000
Conftract # I:l
Start Date l:ll](mm—dd—yyyy)
endpate[  [Fmm-dd-yyyy)

About Results:

Click Grant Name to View Grant screen

If no results, you can create a | New Grant |.

Search Results

Grant Name Contract# | Agency Start End Updated Initials | Closed
/ \ MID-COLUMBIA

< KEEP ON ROCKIM IN THE FREE WORLD }ST E(C:)Thf;glleTY 10-01-2014 | 09-30-2015 | 02-12-2015 | SRM N
—— / COUNCIL

Data Classification: 1

Click on the grant link under *Grant Name' for the grant that is needed. You will then be
directed to the ‘Grant Allocation View’ screen.

From the ‘Grant Allocation View’ screen, a lot of information can be indicated related to the
program and grant.

Grant Allocation View

No money has

Grant Info been
transferred No money is
Grant: KEEF OM ROCKIN IN THE FREE WORLD from the grant remaining or
Agency: MID-COLUMBIA COMMUNITY ACTION CO H
NO money Contract # TEST ::’aar:lsafle):-iet: be
has been Start Date: 10-01-2014
allocated End Date: 09-30-2015 Closed? M

into the N

grant Beig Grant
TutalEFaQt\ Transferred Total \l/ Total Remaining \L
=0.00 30.00 =0.00
Grant to/from APC Transfer | < New Allocation
Show Allocations
allocations To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.
made into Amount | Allocation Date | Insert Date | User
grant
Mo Allocations
Shows
Grant APC Transfers allocation
Amount | APC NAME Move Date | Insert Date | user = from grant
into APC’s
Mo Transfers

Click on the *New Allocation’ button. You will then be directed to the ‘Grant Allocation
New'’ screen.
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Client * Program v Fiscal *+ Management~ Rep

Grant Allocation New

Fields marked with an # are required.

Grant: KEEP OMN ROCKIMN IN THE FREE WORLD
Amount (Select + or -): @+ O- |150[]D.DCI |*
tion Date: [02-12-2015 =limm-dd-yyyy)*
Save Allocation )

After entering the new allocation amount to be allocated into the grant, click on the ‘Save
Allocation’ button. You will then be directed to the ‘Grant Allocation View’ screen where
the entry can be doubled checked. In the grant allocation, you can remove funding from the
grant as well by marking the minus circle before entering an amount.

Grant Allocation View

Grant Info

Grant: KEEP ON ROCKIN IN THE FREE WORLD
Agency: MID-COLUMBIA COMMUNITY ACTION COUNCIL
Contract # TEST
Start Date: 10-01-2014

End Date: 09-30-2015 Closed? N
Edit Grant
Total Grant Transferred Total Total Remaining
$15,000.00 $0.00 $15,000.00
Grant to/from APC Transfer New Allocation

Allocations

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.

Amount Allocation Date Insert Date User

%$15,000.00 | 02-12-2015 02-12-2015 SRM

Grant APC Transfers

Amount | APC NAME | Move Date Insert Date User

Mo Transfers

14-C Allocate Grant To Apc'’s

The APC is what is listed as payments for households that receive program assistance. All
APC’s have a format to them. There are two basic types of APC’s that will be seen;

1. MCCAC-KRFW-KEEP ON ROCKIN IN THE FREE WORLD the first APC is the parent
APC. This is the overarching or umbrella APC. Agencies with programs and grants that
serve more than one county will have a parent APC. Money will be allocated into the
parent before it is transferred to the child.
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2. MCCAC-KRFW-HOO=KEEP ON ROCKIN IN THE FREE WORLD the second APC is
the child parent that has the county associated with it.

Another APC explanation;

/IIyICCAC-K/II\!FW-KEEP ON ROCKII"I\IN THE FREE WORLD

Agency Program Code Grant

MCCAC-KRFW-HOO-KEEP ON ROCKIN IN THE FREE WORLD

Agency Program County Grant
Code
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The first step in allocating money from the Grant to the APC’s is to allocate funding into the

Parent overarching APC so that it then can be allocated into the counties for program
delivery.

Using the steps in the Grant Allocation section, go to the ‘Grant Allocation View’ screen
of the grant to transfer funding from.

Grant Allocation View

Grant Info

Grant: KEEP ON ROCKIM IN THE FREE WORLD
Agency: MID-COLUMBIA COMMUNMITY ACTION COUNCIL
Contract # TEST
Start Date: 10-01-2014

End Date: 09-30-2015 Closed? N
Edit Grant
Total Grant Transferred Total Total Remaining
z $0.00 $15,000.00
Grant toffrom APC TransferJ) New Allocation
e

Allocations

To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.

Amount Allocation Date Insert Date User

£15,000.00 | 02-12-2015 02-12-2015 SEM

Grant APC Transfers

Amount | APC NAME | Move Date | Insert Date | User

Mo Transfers

Click on the ‘Grant to/from APC Transfer’ button. You will then be directed to the ‘Move
Grant APC’ screen.

Move Grant APC

APC - Agency/Program/County

To Authorize:

1. Select APC. Fields marked * are required.
2. Enter dollar amount and date.

3. Select one transfer option

4. Click Move button

Grant: KEEP ON ROCKIN IMN THE FREE WORLD Available: $15,000.00
APC: 03 -
Apc Available: MCCAC-KRFW-HOO-KEEP ON ROCKIN IN THE FREE WORLD Pa_rent APC WI" be
MCCAC-KRFW-KEEP ON ROCKIN IN THE FREE WO&HE W|thout a county
Amount $ | \CCAC-KRFW-SHE-KEEP ON ROCKIN IN THE FREE WORLD
Date: | MCCAC-KRFW-WAS-KEEP ON ROCKIN IN THE FREE WORLD

Choose ONE transfer type below:
®# Transfer Grant to APC

(O Transfer APC to Grant

Using the dropdown on the APC selection, click on the parent APC. Enter the amount to
transfer, the date will populate, and the transfer type. You would only select the ‘Transfer
APC to Grant’ option if the grant and APC were over allocated and you were removing
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funding out of both. You may also need this option if you have to move funding around
between the county APC’s of your service delivery territory.

Move Grant APC

APC - Agency/Program/County

To Authorize:
1. Select APC. Fields marked * are required.

. Enter deollar amount and date.

Shows how
much is
currently
available in
APC

2
3. Select one transfer option
4. Click Move button

Grant: KEEP ON ROCKIN IN THE FREE WORLD

Available: $15,000.00

\A APC: |MCCAC—KRFW—KEEP ON ROCKIN IN THE FREE WORLD V|*
pc Available: $0.00

Amount %
Date:

15000.00 <
02-12-2015 |.°

Choose ONE transfer type below:

®# Transfer Grant to APC

O#* Transfer ApC to Giint

0 The entire amount is being transferred into the
Parent APC so that it can then be distributed
among the counties for program delivery

Data Cla

After making entries, click on the *Move’ button. You will then be directed to the *‘APC
Allocation New’ screen.

APC Allocation View New

APC = Agency/Program/County

Name: MCCAC-KRFW-KEEP ON ROCKIN IN THE FREE WORLD

Grant Name Allocation

KEEP ON ROCKIN IM THE FREE %15,
WORLD

Allocations: $15,000.00

Available:

Allocated:

Spent:
View History

Sub APC(s)(Click Agency name to View APC Allocation)

Total Spent: $0.00

Version 3.1.6T

The $15,000 can be seen allocated into the
Parent APC. You can also tell how much is
available to transfer to the county APC's,
as well as how much has been spent.

Agency Allocations | Available | Alloc Date New Alloc
MCCAC-KRFW-HOO-KEEP ON ROCKIN INTHE | 44 o 0.00 [ THmmedd

o yYyy)
rFﬂF{hEhEﬁE'gIELFE'). SHE-KEEP ON ROCKIN IN THE $0.00 0.00 |:|J[mm dd

yYyy)
!r{EhEﬂE-gSLF[’;. WAS-KEEP ON ROCKIN IN THE | .0 o0 40.00 [ [Fmm-dd

W yYYY)

—

Data Classification: 2

transferring funds

The County APC Allocations and Available
Funds information is displayed to assist in
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On the *APC Allocation View New’ screen, money can be transferred from the Parent APC
to the Child APC’s.

APC Allocation View New

APC = Agency/Program/County

Name: MCCAC-KRFW-KEEP ON ROCKIN IN THE FREE WORLD

Grant Name

KEEP ON ROCKIN IN THE FREE

WORLD

Allocations: $15,000.00
Available: $15,000.00
Allocated: $0.00

Spent: $0.00

Sub APC(s)(Click Agency name to View APC Allocation)

Allocation
$15,000.00

Total Spent: $0.00

Version 3.1.6T

Agency Allocations | Available | Alloc Date New Alloc
MCCAC-KRFW-HOO-KEEP ON ROCKIN IN THE 02-12.2015 | “hmm-off- [[2000
FREE WORLD £0.00 $0.00 S

o yyyy) ave
!r{EhEﬂE-gsLFE SHE-KEEP ON ROCKIN IN THE $0.00 £0.00 I

YYyy)
M__»ﬂEKRF.. AS-KEEP ON ROCKIM IN THE $0.00 $0.00 |:|J[mm dd
FREE WORLD YWYy

The ‘Alloc Date’ will populate by clicking on the box (can be changed if needed), enter the
amount of the allocation in the box under the column *New Alloc’ and click on the ‘Save’
button to apply the allocation transfer.

The ‘APC Allocation View New'’ screen will reload with the saved information. Continue
transferring into the child APC’s as needed.

The total
allocation is
shown, what
is available to
transfer,
what has
been
allocated, and
what has
been spent
since
transferring
into the
Child/ County

]

—
|-

APC Allocation View New

APC = Agency/Program/County

Name: MCCAC-KRFW-KEEP ON ROCKIN IN THE FREE WORLD

Grant Name
KEEP ON ROCKIN IN THE FREE
WORLD
Allocations: $15,000.00
Available: $10,000.00
Allocated: $5,000.00
Spent: $0.00

Sub APC(s)(Click Agency name to View APC Allocdidon)

Version 3.1.6T

Allocation
$15,000.00

The Child APC now shows funding
allocated as well as funding
available in the APC

Total Spent: $0.00

Agency Allocations | Available | Alloc Date New Alloc A"ocatlng IntO
MCCAC-KRFW-HOO-KEEP ON ROCKIN IN THE [ Emmede- L1 other Chlld/
FREE WWORLD $5,000.00 | 35,000.00 L
County APC

MCCAC-KRFW-SHE-KEEP ON ROCKIN IN THE 02122015 | “mm-da- | 2000
FREE WORLD $0.00 £0-00

w Y¥yy) Save
MCCAC-KRFW-WAS-KEEP ON ROCKIN IN THE  [hmme-da- (I
FREE WORLD $0.00 $0.00 wn
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15. VENDORS

This section will cover how to create vendors in the OPUS system for tracking household
payments. If a household does not have vendors with their OPUS records, only direct
payments will be available when making a payment. Vendors need to be added to the system
and for the agencies to use and not at the time of client(s) data entry.

Using the top dashboard, under the *‘Management’ tab click on the *‘Vendor’ link. You will
then be directed to the ‘Vendor Search’ screen.

Logout| (//1

Housing a
Client ¥+ Program ¥ Fiscal ¥ Management~v Reports ¥ Help » i

: , ~ Agency
essage of the Day
APC
. ) Program
COME! To start OPUS - Click Search Client
User
2m Issue? Contact us @ opushelp@oregon.gov, { kit 511, option #6.

Pr&gral vendor ‘> OPUS Help

Quali%ying TaEIes »

22-2014 - The system was updated 10-03-2 P > hble E-mail: opushelp@or:
aTo

fersion 3.0.5 on 01/21/2014. for Trai - r

ase report ALL issues to the Helpdesk with dates and times so we 10-03-2013 - To expe

Client * Program v Fiscal ¥+ Management¥ Re

Vendor Search

Enter Search Parameters

Vendor Name: |

Vendor Type: hd
Agency: | COWCREEK Vv
Address: |
City:
Search
If no results, you can

You can search for active vendors by either the ‘Vendor Name,’ ‘Vendor Type,’ ‘Agency,’
‘Address,’ or ‘City.” After completing search criteria, click on the ‘Search’ button.

The *Vendor Search’ screen will expand to display results of search.
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Vendor Search

Enter Search Parameters

Vendor Name: |

Vendor Type: hd
Agency: | COWCREEK v

...
If no results, you l1 Add Vendor '
e —

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

Vendor Mame | Vendor Type |Tax 1d | Address | Phone

Mo matches

As the search results indicates no vendors in the system for the agency selected, click on the
‘Add Vendor’ button. You will then be directed to the *‘Vendor New’ screen. All fields with
* are required to be completed before the entry can be saved.

zap-0e O = @ © | & Vendor New AMERIGAS

AVISTA

CARSON OIL

CASCADE NATURAL GAS
CENTRAL LINCOLN PUD
ED STAUB & SONS

~ | *% search ~ - 3§ Share | More 3

EUGENE WATER & ELECTRIC BOA

FERRELL GAS

r—— ¢+ |FIRST CALL HEATING & GOOLING
—— SLEQETED IDAHO POWER

LARSEN OIL

Be sure to check the

. Client ¥ Program v

Vendor New

All fields marked =
vendor Info
Name Agency

[PACIFIC POWER - [COWCREEK V-

Heat Type™

[ Etectric [] Natural Gas [ Liquid Gas [ oil ] wood [ other
[ pellet [] Agency [ solar

are required.

LIL PANTRY GAS

MIDSTATE ELECTRIC COOPERATIVE
NORTHWEST NATURAL

OREGON TRAIL ELECTRIC COOPERAT
OTHER

PORTLAND GENERAL ELECTRIC
SPRINGFIELD UTILITY BOARD
SUBURBAN PROPANE

Common Vendor
Dropdown and look
for the vendor being
entered to see if itis
one of the common
vendors in the State.

L TYREE OIL
Crisis Info WEST OREGON ELECTRIC COOP If the vendor cannot
Phone Ext ax - -
888-221-7070 |*000-000-0000 L] [ Jooo-000-0000 be found in the ||St,
Contract Info
Phone Ext Fax use Other'
Effective Expires Fiscal ID
“mm-dd-yyyy)[09-302015 [Flmm-dd-yyyy)698547 |
Contact Person Email
[BILLING DEPARTMENT |
Physical Address
No. DirectionStreet Name Type DirectionUnit
[825 [NE ~| [MuLTNOMAH HBLVD v v | v |
City State Zip +4
[PORTLAND & 97232 ]
Mailing Address [Tsame as Physical Address
No. DirectionStreet Name Type DirectionUnit #
| [~ || v[  ~| [PoBOX V26000 |
City State Zip +4
[PORTLAND 97256

-
Data Class

After completing the required fields, click on the ‘Save’ button. You will then be directed to

the ‘Vendor View'’ screen where the information entered can be verified.
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Vendor View

Vendor(Info | Edit Vendor

Name: PACIFIC POWER
Agency Ownership: COWCREEK  Common Vendor: PACIFIC

POWER
Effective: 10-01-2014 Expires: 09-30-20153 Fiscal Id: 698547
Heat Types
Electric: ¥ 0il: N Pellet: I
MNatural Gas: N Wood: N Agency: N
Liquid Gass: M Other: N Solar: N
Contact Info
Crisis Phone: (888) 221-7070 Crisis Fax:
Contract Phone: (888) 221-7070 Contract Fax:

Physical Address: 825 NE MULTNOMAH BLVD
PORTLAND, OR 97232
Mailing Address: FO BOX 26000
PORTLAND, OR 97256-0001
Contact Persons: BILLING DEPARTMENT
E-Mail:

If any entered information needs to be corrected, click on the ‘Edit Vendor’ button. You will
then be directed to the ‘Edit Vendor’ screen where you can make the necessary corrections

as needed.
After vendors have been entered in the system for an agency, they will now appear in the
dropdown for selection when adding a vendor to the household for issuing a payment.

Client Vendor New

Vendor Information (Fields marked with * are required.)

Client: | ERIC PATRICK CLAPTON V|*
Name on Acct: |[ERIC PATRICK CLAPTON |* {may/may not be same as Client)
Account # |36953-000-265-80900 |
Vendor/Heat Type:

*®

AVISTA / Natural Gas
DOUGLAS ELECTRIC COOPERATIVE / Electric
PACIFIC POWER / Electric

Intake-Worker: [ | pate: [ [Ftmm-da-yyyy)

Comments

Verification

16. OPUS USERS’

As described in the Agency Administrator Agreement, the OPUS Administrator is responsible
for managing agency level user accounts. This section will cover how to set-up and end a
user’s access to the OPUS system.
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16-A New User SET-UP

***NOTE; REMEMBER BEFORE SETTING UP USERS’IN THE OPUS SYSTEM, THEY
ARE REQURIED TO READ AND SIGN THE "OPUS USER POLICY, RESPONSIBILITIES,
AND CODE OF ETHICS"***

From the top dashboard dropdowns, under the ‘Management’ tab, select on ‘User.’

Or

Housing

User: SNAEGELE
Timeout: 19:35

Agency: OHCS

Client * Program ¥ Fiscal ¥ Management v Reports * Help -
™~ Agency
Message of the Day
APC
) ) [
WELCOME! To start OPUS - Click Search Client
User
System Issue? Contact us @ cpushelp@oregon.gov, ] 511, option #6.
Progra| vendor OPUS Help
Qualifying Tables 4
01-22-2014 - The system was updated 10-03-2 Go T N hble E-mail: opushelp@o
o To
to Version 3.0.5 on 01/21/2014. for Train —

You will then be directed to the ‘User Search’ screen.

Lient ¥ rFrogram v riscar - Management ¥

User Search

Heports ¥  Helj

Search Parameters

toginName[ ]

First Name \

Leaving the boxes
checked, will only
search for current
users, and users in the
current module

\e.g. John

Last Name ‘ ‘e.g. Smith

E-mail ‘e.g. bob@yahoo.com
Agency V|
Show Active Users only | Search
w/ Rights to This Module

Using only the first and last name of the new user, complete a search to ensure they are not
already in the system. Uncheck the check boxes ‘Show Active Users only’ and
‘w/Rights to This Module’ before clicking on the ‘Search’ button.

User Search

Search Parameters

Login Name |

First Name |OSWALD |e.g. John
Last Name [RABBIT le.g. smith
E-mail |e.g. bob@yahoo.com
Agency V|

[ show Active Users

OPUS COMMON TASK GUIDE
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User Search

Search Parameters

Login Name |

First Name |OSWALD |e.g. John
Last Name |RABE5|T |e.g. Smith
E-mail |e.g. bob@yahoo.com
Agency V|

[ | Show Active Users only

"_J w/ Rights to This Module

About Results:

Click First Name to View Us ew 5
If no results, you can creats{a | Add User 3
V‘

Search Results

First Name | Last Name | Login Name | E-mail | Agency Name

No matches

With the ‘Search Results’ providing ‘No Matches,’ click on the ‘Add User’ button. You will
then be directed to the ‘User New'’ screen.

All fields marked with a * indicate a required field to be completed before saving.

User New

User Information

User Name and Password REQs

User Name: |[ORABBIT =
First Name: [OSWALD =
Last Name: |RABBIT &

Middle Name: |LUCKY |
Initials: |OLR *
Title: [ENERGY ASSISTANCE INT|
Email: |sarah.menlzer@cregon.qov ‘*
Phone: [503-986-2117 |* E
Agency: |OHCS V| Save

After completing the necessary fields, click on the ‘Save’ button to be directed to the ‘User
View' screen.
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User is in the OPUS
system; however,
they have not
received Roles and
Actions for the
database. Click on
Edit Roles to assign

Active indicates the user’s activity

. in the OPUS system:
User View - -
E= User has not logged into
User Details system
Agency: OREGON HOUSING AND COMMUNITY SERVICES Y= ACtive and Current User
Username: ORABBIT Active: E N= Not Active or Current
Name: OSWALD LUCKY RABBIT
Initials: OLR Email: sarah.mentzer@oregon.gov

Jitle:
Rolas

STANCE INTAKE

= .
Edit Roles ’

Last User Activity

Modules:

Login: This user has yet to log in to this account.
Account Edit: 03-04-2015 10:41 AM by SNAEGELE
Role Edit: This user has yet to receive a role.
Action Edit: This user has yet to receive an action.

Phone: 503-986-2117

Verify the information of the new user is correct. If any edits need to be made, click on the
‘Edit User’ button to be directed to the ‘Edit User’ screen to make corrections.

The new user has been set-up in the OPUS system with a Username, and the System has sent
them a temporary password. However, the user has not been assigned roles and actions for
their work in the system. Click on the ‘Edit Roles’ button to assigned the appropriate Roles
and Actions to the user; you will then be directed to the ‘User Role and Action Edit’ screen.

User Role and Action Edit

User Information

Name: OSWALD LUCKY RABBIT
Username: ORABBIT

User Roles

- ENERGY Admin

Actions

[l LiHEAP

AGENCY COORDINATOR | - ENERGY Agency Coordinator il Lineap

GENCY FISCAL | - ENERGY Agency Level Fiscal Role

Al
INTAKE CLIENT | - ENERGY Intake Client

[l L1HEAP
[ L1HEAP

INTAKE PAYMENT | - ENERGY Intake Payment

MANAGER | - ENERGY Manager Role

OREOREEE E &

- ENERGY View
OHCS ADMIN

- ENERGY OHCS Level Fiscal Role
- ENERGY Reports

- OHCS Admin

&

[l Linear
[l LiHEAP

[ LiHERP -

OPUS COMMON TASK GUIDE
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- APC - Search for APCs

- APC - View APC information

- Agency - Search for agencies

- Agency - View agency information
[l LiHEsP -
1 LiHEAP -
Wl LiHEAP -
Wl LiHEAP -
Wl L1HEAP -
[ LinEaP -
[ LinEap -
[l LiHEsP -
LIHEAP -
Wl LiHEAP -
Wl LiHEAP -
Wl L1HEAP -
[ LinEaP -
[l LiHEsP -
1 LiHEAP -

Client - Advanced Search for client or household
Client - Search for client, household or residence
Client - View client information

Edit Own Account

Energy Education View

HH - Wiew Household Information

No Income DQ Report

Notice of Action for LIEAPOEA Report

Payment - Search a LIHEAP Payment

Payment - View a LIHEAP Payment

Payment And Intake Report

Payment Receipt Report

Program - Search and View Program

Residence - View Residence infermation

User Manual

- Vendor - Search Vendor

- Vendor - View Vendor

Zero Income for LIHEAP Report
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When you click on the button or mark the box for *‘User Roles,’ the *‘Actions’ available under
the roles will expand under the *Actions’ column. The system automatically checks all boxes

when the role button is selected. Actions under roles can be unchecked if the user will not be
using those actions in their job duties.

For example, under the *‘Manager’ roles are the actions to enter and disable users’ in the
OPUS system. Not all users should be assigned this action except the OPUS System
Administrator.

After assigning the appropriate ‘User Roles’ and ‘Actions,’ click on the ‘Update’ button to
apply to user’s profile. The ‘User Role and Action Edit’ screen will re-load and you will not
be directed to another page.

16-B Previous User SET-UP

If the user to be set-up in OPUS has been in the system before, they do not need to be re-
entered into the database. They just need to be enabled.

From the top dashboard dropdowns, under the ‘Management’ tab, select on ‘User.’

Agency: OHCS User: SNAEGELE

Timeout: 19:35 0
4
r

Housing
Client * Program ¥ Fiscal ¥ Management ¥ Reports ¥ Help *

Agency

Message of the Day

APC

. Program
WELCOME! To start OPUS - Click Search Client

User

System Issue? Contact us @ opushelp@oregon.gov, { kit 511, option #6.

Progra| vendor OPUS Help

Qualifying Tables P
01-22-2014 - The system was updated 10-03-2 Go T N hble E-mail: opushelp@o

o To
to Version 3.0.5 on 01/21/2014. for Trai

-

You will then be directed to the ‘User Search’ screen. Using only the first and last name of
the new user, complete a search to ensure they are not already in the system. Uncheck the
check boxes ‘Show Active Users only’ and ‘w/Rights to This Module’ before clicking
on the ‘Search’ button.

User Search
Search Parameters
toginName| |
First Name [OSW |e.q. J0hn
Last Name [RAB |e.q. smith
E-mail |e.g. bob@yahoo.com

Agency V|
[[] show Active Users on {
ul

[1wy/ Rights to This Mod
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After completing a couple fields, click on the ‘Search’ tab. The system will show its results on
the same screen.

User Search

Search Parameters

Login Name I:I
First Name |OSW |e.g. John
Last Name [RAB le.g. smith
E-mail |e.g. bob@yahoo.com
Agency v

[] show Active Users only

[ w/ Rights to This Module

About Results:
Click First Name to View User View screen

If no results, you can create a | Add User |.

Search Results
W\Last Name | Login Name | E-mail Agency Name

OSWALD aﬁBB].T ORABBIT sarah.mentzer@oregon.gov | OHCS

As the previous user is in the system, click on the link under the ‘First Name’ column. You
will then be directed to the ‘User View’ screen where you can enable the user as well as look
for updates to be made.

User View — :
Agency the Active N indicates the user is
user was User Details not active or current in the
PreViOUSIy Agency: OREGON HOUSING AND COMMUNITY SERVICES SYStem
in the . Username: ORABBIT Active: N
SYStem with Name: OSWALD LUCKY RABBIT
Initials: OLR Email: sarah.mentzer@oregon.gov
Title: ENERGY ASSISTANCE INTAKE Phone: 503-986-2117
Roles:
Modules:

Last User Activity

Login: This user has yet to log in to this account.
Account Edit: 03-04-2015 02:46 PM by SNAEGELE
Role Edit: This user has yet to receive a role.

i jt: This user has yet to receive an actio
( Enable user < Edit User )

(1) (2)

One of two things may need to be done at this time;

1) If all the information listed on the ‘User View’ is correct, click on the *Enable User’
button.

A pop-up will appear to confirm that you want to enable the user.
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30| Message from webpage £
B
AL

I I Are you sure you want te enable this user for this module?
= @orega

Click on the *OK’ button. You will then be directed to the ‘User View’ screen. The
‘Active E’ indicates that the temporary password has been sent to the user enabling
them in the system.

User View

User Details

Agency: OREGON HOUSING AND COMMUNITY SERVICES
Username: ORABBIT Active: E
Name: OSWALD LUCKY RABBIT

Initials: OLR Email: sarah.mentzer@oregon.gov

Title: ISTANCE INTAKE Phone: 503-986-2117
Roleg: | Edit Roles )
Modules:

Last User Activity

Login: This user has yet to log in to this account.
Account Edit: 03-04-2015 03:02 PM by SNAEGELE
Role Edit: This user has yet to receive a role.

Action Edit: This user has yet to receive an action.

Next you will need to assign the Roles and Actions to the user as indicated in the New
User Set-Up section.

2) IF the User is already in the system, however, they have changed agencies or other

information is incorrect, click on the ‘Edit User’ button. You will then be directed to
the ‘User Edit’ screen.
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User Edit

Fields marked with * are required.

User Name: ORABBIT

First Name: [OSWALD |

Last Name: [RABBIT |=
Middle Name: [LUCKY |

Initials: *
Title: [ENERGY ASSISTANCE INT|
E-mail: |Sarah.memzer@oreqon.gov ®

Phone: |503-986-2117 |* Ext

Agen
Reset PassWord?: Save Changes

Make the necessary corrections of the User (Title, current/new E-mail, Phone, and

Agency). Mark the Check Box ‘Reset Password’ and click on the ‘Save Changes’
button.

You will then be directed to the ‘User View’ screen to verify the changes.

User View

User Details

Agency: OREGON HOUSING AND COMMUNITY SERVICES
Username: ORABBIT Active: E
Name: OSWALD LUCKY RABBIT

Initials: OLR Email: sarah.mentzer@oregon.gov
Title: E Sl SISTANCE INTAKE Phone: 503-986-2117
Rroles(| Edit Roles |)

Modules:

Last User Activity

Login: This user has yet to log in to this account.
Account Edit: 03-04-2015 03:25 PM by SNAEGELE
Role Edit: This user has yet to receive a role.
Action Edit: This user has yet to receive an action.

The *Active E’ indicates that the temporary password has been sent to the user
enabling them in the system.

Next you will need to assign the Roles and Actions to the user as indicated in the New
User Set-Up section.

16-C Disable Users

Besides setting-up new OPUS Users, Agency Level OPUS Administrators need to also be able
to disable users should they leave the agency, or violate the agreements in regards to the
system.

From the top dashboard dropdowns, under the ‘Management’ tab, select on ‘User.’
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Agency: OHCS User: SNAEGELE

Timeout: 19:35
Or

Housing
Client ¥ Program ¥ Fiscal ¥ Management¥ Reporis ¥ Help ¥

~ Agency
Message of the Day
APC
. ) Progr;
WELCOME! To start OPUS - Click Search Client
User
e S
System Issue? Contact us @ opushelp@oregon.gov, { kit 511, option #6.
Progra| vendor OPUS Help
Qualifying Tables P
01-22-2014 - The system was updated 10-03-2 GoT N ble E-mail: opushelp@o
oTo
to Version 3.0.5 on 01/21/2014. for Train.— -

You will then be directed to the ‘User Search’ screen.

User Search

Search Parameters

Login Name |

First Name [0S le.g. J0hn
Last Name [RA le.g. smith
E-mail | |e.g. bob@yahoo.com
Agency | A |

Show Active Users only | Search
w/ Rights to This ModulEN——"

After entering fields to complete the search, click on the ‘Search’ button. Note; since I am
not searching for a possibility of a user being in the system, I left the check boxes marked
since I know the user is in the database. The results of the search will be displayed.

User Search

Search Parameters

toginName[ |

First Name |OS |e.g. John
Last Name |RA |e.g. Smith
E-mail |e.g. bob@yahoo.com

Agency hd
Show Active Users only
w/ Rights to This Module

About Results:
Click First Name to View User View screen

If no results, you can create a | Add User |.

Search Results

First Name | Last Name LDg\n Name | E-mail Agency Name
DSWALD\’ RABBIT ORABBIT sarah.mentzer@oregon.gov | OHCS
[

Click on the user link under the ‘First Name’ column. You will then be directed to the ‘User
View'’ screen.
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User View

User Details

Agency: OREGON HOUSING AND COMMUNITY SERVICES

Username: ORABBIT Active: Y
Name: OSWALD LUCKY RABBIT
Initials: OLR Email: sarah.mentzer@oregon.gov
Title: ENERGY ASSISTANCE INTAKE Phone: 503-986-2117

Roles: MANAGER , VIEW , INTAKE PAYMENT , AGENCY FISCAL , AGENCY COORDINATOR , ADMIN , INTAKE CLIENT ,

REPORT | Edit Roles

Modules: ENERGY

Last User Activity

Login: 03-04-2015 03:35 PM by ORABBIT
Account Edit: 03-04-2015 03:35 PM by ORABBIT
Role Edit: This user has yet to receive a role.

lon Edit: This user has yet to receive an action.

Click on the ‘Disable User’ button to make the user inactive in the system. If the user has
access to more than one module, you may see a ‘Disable User/All Modules’ button to
disable from all modules.

A pop-up will appear to confirm that you want to disable the user from the module.

EGOl Message from webpage =
ABBI
WAL | I Are you sure you want to disable this user for this module?
1 b 4 @orego
RG
e —
C o D e | |poron
]
5
=RGY

Click on *OK.” You will then be directed to the ‘User View’ screen where you can verify that
the user has been disabled. The ‘Active: N’ indicates that the user is no longer an active
OPUS user.

User View

User Details

Agency: OREGON HOUSING AND COMMUNITY SERVICES

Username: ORABBIT Active: N
Name: OSWALD LUCKY RABBIT
Initials: OLR Email: sarah.mentzer@oregon.gov
Title: ENERGY ASSISTANCE INTAKE Phone: 503-986-2117
Roles:
Modules:

Last User Activity

Login: This user has yet to log in to this account.
Account Edit: 03-04-2015 03:41 PM by SNAEGELE
Role Edit: This user has yet to receive a role.
Action Edit: This user has yet to receive an action.

D:
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17. REPORTS

There are various reports in the OPUS Energy Assistance Module that can assist with the
program and delivery.

Using the top dashboard, under the ‘Reports’ tab, click on the ‘LIEAP-OEA’ link.
Log Out L/

Hous
Client - Program ¥ Fiscal ¥« Management ¥ eports ¥ He
~ | LIEAP-OEA
sssage of the Day

OME! To start OPUS - Click Search Client

You will then be directed to the ‘Business Reports’ screen. There are multiple reports in
two sections; Business Reports and Mailing Reports. To get between the business and
mailing reports, use the left navigation sidebar.

UL U Ti
Client ¥ Program ¥ Fiscal ¥ Management~ Rej

Business Business Reports

Note: Click the blue diamonds . to view report definitions.

The Report links take you to the individual report webpages.

If there is every a question about what reports provide what data, click on the Blue Diamond o
next to the report. The definition of the report will be providing in a new browser tab.

Only reports that are highlighted as a link will be able to be run. If the link is not visible, the
correct roles and actions have not been granted to provide the report by the user.

17-A Business Reports

1. Authorization # by Agency: this report prints out detail data about the applicants for
the selected agency and program

2. Client Characteristics: this report calculates unduplicated counts for clients and
household for specific characteristics

3. Global Client Characteristics: this report calculates unduplicated counts for clients
and households for specific characteristics

4. Duplicate Utility Number: this report shows utility numbers used by multiple
individuals, or utility numbers with more than one standard payment or more than one
type of non-standard payment across APC’s

5. Energy Type: this report summarizes energy assistance payments grouped by primary
heart types. It counts the total households and clients for each heat type for the
selected time period and program

6. Program Comparison: this report summarizes energy assistance payments grouped
by program. It counts the total households, clients, and individual service codes for
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each program for the two selected programs. This report compares these statistics
between the two selected programs. The first set of data is from program one where
the households did not received two services. The second set of data is for the second
program selected where the households did not receive program one services. The
third set of data is the combination of households that received services from both the
first and second programs selected

7. Payment Summary: this report summarizes energy assistance payments grouped by
APCG, status type, payment status, and payment type

8. Percent of Poverty: this report calculates unduplicated counts for clients and
households within specific poverty level percentages

9. Account Status: this report calculates the number of individual vendor payments in
each account status category where the payment detail has a payment status of
Authorized or better

10.Transaction by Month & Batch: this report calculates payment totals for each batch
within each month as specified by the date range

11.Vendor Payment Summary: this report summarizes energy assistance payments
grouped by agency and vendor; it also produces totals for each agency

12.Vendor Pledge Sheet: this report lists payments in either Pending or Local Auth
status for a Vendor. It is used to print and sent to a vendor as proof a client has a
payment in the system; this is not a guarantee the client will receive payments as
described in the text on each page of the report

13.APC Allocation Summary: this report shows APC allocations, committed, available,
percent expended, and payments by payment status for the selected APC

14.Energy Program Monitoring: this report provides payment information for the
purpose of reviewing data qualify for a given APC and date range

15. Duplicate Addresses: this report shows all related data for housing projects. Its
purpose is to be exported to CVS so the pdf that comes up doesn't show full data fields
but when exported to CVS and opened in Excel all the data is there. Population units
may add up to more than total affordable units because units can be designated for
more than one population type

16.No Income DQ: this report shows the energy payments where the income reported
question is entered as Don’t Know or Refused or Yes with No Income Records
associated with the program enrollment

17.User Login Off-Times: this report shows agency, user name, and login times between
6 p.m. — 4 a... over the last 90 days.

18.Agency Vendors: this report shows agency, vendor, program, and vendor agency for
open programs
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19.System Generated Identifiers by Intake Worker: this report shows the proportion

of system generated Identifiers by intake worker

20.45 Day Detail: this report shows payment dates and the time differences (in days)

between dates for use in tracking the time from intake to payment

21.Residence Change: this report shows residence records that are associated with

energy payments or WX jobs where the residence address information was modified

22.LIHEAP Household: this report shows the unduplicated count of households that

receive heating and weatherization assistance over the reported period. Heating
Assistance = any payment not Crisis or Furnace or Health & Safety; Year Around Crisis
= any payment type of Crisis, Furnace, Combo, or Health & Safety; Crisis Bill Payment
Assistance = any payment type of Crisis or Combo; Furnace/Equip Repair = any
payment type of Furnace or Health & Safety; Total WX = any WX job marked
‘Completed’ AND has a Job Cost Record AND is not a Residence Only Job; Any LIHEAP
Type = any Energy and WX payment

23.Program Snapshot: this report shows all related data for the State Yearly Program

Snapshot Report

24.User Module Access: this report shows roles and actions assigned to user for a

selected agency and module

25.Homebound Transportation: the Homebound Transportation Report provides a list

of all clients that have been identified as being homebound, based upon the
homebound_id field being checked for the client

26.Agency Performance Measure: the Agency Performance Measure Report provides a

summarized list of all clients by program, payment year, payment month, and zip code

17-B Mailing Reports

1.

3.

Senior, Disabled Mailing List / Labels: this report prints out a list of applicants that
match any of the following four combinations of characteristics for the selected agency
and program: Seniors only, Disabled only, Seniors and Disabled (this pulls all clients
who are designated as both senior and as being disabled), and Seniors or Disabled (this
pulls anyone who is either a senior or disabled; this differs from #1 and #2 in that they
report on only one characteristic, this can be either or both

WX Referral List / Labels: this report prints out detail data about the applicants that
received weatherization referrals for the selected agency and program; the data is
grouped by Senior, Seniors with Disabilities, Disabled, Children Under 6, and Other
categories

Vendor Labels: this report displays labels for Energy applicants who had a client in the
household with a selected vendor and for a selected APC tree and intake date range;
the client need not have received assistance for this vendor in the past
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4. Energy Type Labels: this report displays labels for Energy applicants who had a
residence with a selected heat type and for a selected APC tree intake date range; the
client need not have received assistance for this heat type in the past

5. ZIP Code Labels: this report displays labels for Energy applicants who had a residence
with an address within a selected Zip Code and for a selected APC tree and intake date
range

6. Race Labels: this report displays labels for Energy applicants whose household
contains a member of a selected race and for a selected APC tree and intake date range

7. Homebound Labels: this report displays labels for Energy applicants who had a
household member designated as homebound and for a selected APC tree and intake
date range

8. Age Range Labels: this report displays labels for Energy applicants who had a client
in the household within a selected age range and for a selected APC tree and intake
date range

**x*Note; if a specific data request cannot be found by an already OPUS created
report, contact the OPUS HelpDesk to see if data need request can be pulled by the
OPUS HelpDesk Team***

18 RESOURCES

18-A OPUS Forms
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18-A.1 OHCS OPUS Data Collection System OPUS System
Administrator Agreement
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OHCS OPUS Data Collection System
OPUS System Administrator Agreement

Subgrantee Agency Name:

Subgrantee Agency Name

In order to meet the requirements of various Federal and State agencies; Oregon Housing and
Community Services (OHCS) OPUS data collection system is a collaborative, statewide effort
assisting agencies to document client-level needs and characteristics through a coordinated
system that compiles common information at the agency, community, and state level. OPUS is
a software tool that can assist agencies in focusing services and locating alternative resources
to help low-income individuals.

e “OPUS HelpDesk”- OHCS staff providing information and support for OPUS
database end users’
e “End User” — individuals who utilize and are granted access to the OPUS system

OPUS LIMITATION OF LIABILITY

The Subgrantee Agency agrees that under no circumstances shall OHCS be liable for any direct,
indirect, punitive, incidental, special, or consequential damages that result from the use of, or
inability to use the OPUS site. This limitation applies whether the alleged liability is based on
contract, tort, negligence, strict liability or any other basis, even if OHCS has been informed of
the possibility of such damage.

OPUS INDEMNIFICATION

Subject to applicable law, Subgrantee Agency agrees, and shall require its Subrecipients to
agree, to defend, indemnify (consistent with ORS Chapter 180), and hold harmless OHCS and
its employees, contractors, officers, and directors from all liabilities, claims, and expenses,
including attorney fees that arise from use or misuse of this site. OHCS reserves the right, at
its own expense, to assume the exclusive defense and control of any matter otherwise subject
to indemnification by Subgrantee Agency, in which event Subgrantee Agency will cooperate
with OHCS in asserting any available defenses.

The Subgrantee Agency OPUS System Administrator is the primary OPUS contact at the agency
level. This individual will be responsible for:
e Providing a single point of contact between the Subgrantee Agency’s end users and the
OPUS HelpDesk at OHCS
e Work with Subgrantee Agency internal IT staff to ensure that Internet and Network
connections are stable and secure
o Work with the Subgrantee Agency Program Managers and Staff to ensure that all end
users receive appropriate OPUS application training before prior access and use to the
system
e Ensure that the OPUS User Policy, Responsibility, & Code of Ethics form is signed by all
Subgrantee Agency end users before they access the OPUS database, and that the form
is reviewed, updated, and signed annually
e Ensure updated and approved OPUS Privacy Posting is properly displayed and visible for
consumers of services to view
e Assist in monitoring compliance with standards of client confidentiality, ethical data
collection, accurate data entry and data retrieval, and the consumer complaint process
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e Assist in managing the Subgrantee Agency end users’ accounts including immediate
termination of access to OPUS for terminated Subgrantee Agency end users’

Each Subgrantee Agency participating in OPUS will designate an OPUS System Administrator to
fulfill the duties described above.

Print Subgrantee Agency OPUS System Administrator Name Subgrantee Agency OPUS System Administrator Signature Date

The following individuals are identified as Program Managers for specific modules contained in
the system:

Energy

Print Name, Program Manager Program Manager Signature Date
Module 9 9 9 ger Sig

Weatherization

Module Print Name, Program Manager Program Manager Signature Date
MOdUle Print Name, Program Manager Program Manager Signature Date
Fiscal .

Module Print Name, Program Manager Program Manager Signature Date
Print Name, Executive Director Executive Director Signature Date

By signing this document, it is acknowledged the Subgrantee Agency is bound by and will
comply with all requirements, terms, and conditions contained in the OPUS System
Administrator Agreement; MGA in regards to OPUS; OPUS User Policy, Responsibilities, & Code
of Ethics; OPUS Privacy Posting, and the OPUS Privacy Notice to Recipients of Services.

Sarah Renee Mentzer

OHCS OPUS HelpDesk OHCS OPUS HelpDesk Signature Date
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18-A.2 OPUS User Policy, Responsibilities, & Code of Ethics
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Print Name:

Subgrantee Agency:

OPUS USER POLICY, RESPONSIBILTIES, & CODE OF ETHICS
OHCS OPUS Data Collection System

USER POLICY

In order to meet the requirements of various Federal and State agencies, Oregon Housing and
Community Services OPUS data collection system is a collaborative, statewide effort assisting agencies to
document client-level needs and characteristics through a coordinated system that compiles common
information at the agency, community, and state level.

OPUS is a software tool that can also assist agencies in focusing services and locating alternative
resources to help low-income individuals. Subgrantee Agency staff may use the information in the system
to target services to their client’s and community’s needs.

OPUS is an entirely web-based system hosted on a central statewide server coordinated by Oregon
Housing and Community Services Department. The system is accessed via the Internet by providers
offering various supportive services to low-income Oregonians’.

Participating agencies will have rights to the data pertaining to their agencies and the data they directly
enter into OPUS.

All OPUS End Users must read, understand, and sign the OPUS User Policy, Responsibilities, & Code
of Ethics form prior to accessing the database.

All OPUS End Users must be trained prior to using the system.
All OPUS End Users must read and understand their Agency’s Privacy Notice.

All OPUS End Users must read and understand the OHCS OPUS Data Collection System Privacy Notice to
Recipients of Services.

Informed client consent is required before any basic identifying client information is searched,
accessed, or entered into OPUS.

DATA ENTRY
Accurate and timely data entry is necessary for the development of compiled reports of services;
including but not limited to services needed, services provided, referrals, client goals, and outcomes.

RESTRICTED INFORMATION

Information including progress notes, case management notes, and information about the diagnosis,
treatment or referrals related to medical issues, a mental health disorder, drug and alcohol issues,
HIV/AIDS, child abuse, and domestic violence must NOT be entered in any open notes sections in the
OPUS system. In addition, this information must NOT be shared with other participating agencies
through OPUS.

USER RESPONSIBILITIES

Your User ID and Password gives you access and authority to use the OPUS system and creates an audit
trail. Failure to uphold the confidentiality standards set forth below is grounds for immediate termination
of User privileges and you could be subject to further penalties.
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Print Name:

Subgrantee Agency:

I have read and understand my Agency’s Privacy Notice.

My User ID and Passwords must be kept secure and are not to be shared with anyone,
including other staff members. I must take all reasonable means to keep my password
physically and electronically secure. This includes not having a written copy of my User
ID and Password in a non-locked location. In addition, I will not save my User ID and
Password with Internet Explorer or other browsers/software.

I understand that my access to OPUS is limited to my designated work site and work
schedule unless I am given expressed written consent by the Agency Administrator or
other appropriate Subgrantee Agency staff to access the system from other specified
locations and times.

I understand that the only individuals who may view information in OPUS are authorized
users who have received appropriate confidentiality training. OPUS End Users must
respect that privacy and hold in confidence all information obtained in the course of their
use of the system.

I may only view, obtain, disclose, or use information from OPUS that is necessary to
perform my job duties and responsibilities.

As an OPUS User, I will look to the OPUS Home Page for messages and updates related
to the OPUS system.

Client information should be accessed only in order to retrieve, update, or report data
relevant to a client requesting services from the agency.

I understand that I must log-off the OPUS system before leaving the work area.
I understand that a PC that has OPUS open and running must never be left unattended.

A PC that will be using the OPUS system must not be placed so that unauthorized
persons may see the information on the monitor.

I understand that failure to log-off OPUS appropriately will result in a breach in client
confidentiality and system security.

Hard copies and downloads of information from OPUS must be kept secure to ensure
that only authorized staff has access.

When hard copies and downloads of OPUS client information are no longer needed, they
must be properly destroyed as described in my agency’s policies.

If I notice or suspect a security breach, I must immediately notify my Agency’s OPUS
Administrator, my Program Coordinator/Manager, my Agency'’s Executive Director, and
the OPUS HelpDesk.
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Print Name:

Subgrantee Agency:

USER CODE OF ETHICS

A. OPUS End Users must treat other participating agencies with respect, fairness, and good faith.

B. Each OPUS User must maintain high standards of professional conduct in his/her capacity as an
OPUS User.

C. All OPUS End Users’ must endorse and maintain the client’s rights related to privacy and
confidentiality and must adhere to the OHCS OPUS Policy Notice to Recipients of Services.

D. The OPUS User has primary responsibility for his/her client(s).

E. All OPUS User’s agree not to send any sensitive and confidential information in regards to a client
through email (example; do not disclose full social security numbers) as email is not secure and
jeopardizes and puts the client’s confidential rights at risk. OPUS End Users agree to only provide
basic identifying information when using systems that could risk client confidentiality.

F. OPUS End Users must not misrepresent the client in the Oregon OPUS system by entering
knowingly inaccurate information (example; User will not purposefully enter inaccurate
information on a new record or on updated record information).

G. Discriminatory or judgmental comments based on race, color, religion, national origin, ancestry,
handicap, age, sex, and sexual orientation are not permitted in the Oregon OPUS System.

H. The User will not use the Oregon OPUS System with intent to defraud the federal, state, local
government, an individual entity, or to conduct any illegal activity.

I. OPUS End Users understand that use of information entered into the database are subject,
bound, and applicable to federal and state laws as required by the law.

By signing this agreement, I understand and agree to comply with all the statements listed
in the OHCS OPUS USER POLICY, RESPONSIBILITIES, & CODE OF ETHICS.

OPUS User Name & Signature Date
OPUS Subgrantee Agency/System Administrator Name & Signature Date
Agency Executive Director Name & Signature Date
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OHCS OPUS Privacy Posting Notice

\V2

THIS NOTICE INFORMS YOU HOW YOUR INFORMATION MAY BE
USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS
INFORMATION

PLEASE READ CAREFULLY

Effective Date: (Date)

Duty to Protect Your Personal Information

(Agency Name) collects information about who uses and
accesses our services. When we meet with you, we will ask you for information about your household
and situation then we will enter it into a software system called OPUS. OPUS is used by other partnering
agencies throughout the state that provide services to low-income individuals and households. We are
required to protect the privacy of your identifying information and to provide you a copy, upon request,
of the OHCS OPUS Privacy Notice to Recipients of Services that explains in greater detail how, when, and
why we may use or disclose any information you may give us.

We are also required to follow the privacy practices described in this Notice; Oregon Housing and
Community Services (OHCS) reserves the right to change our privacy practices and the terms
of this notice at any time. You may request a copy of the new notice from any OPUS Agency.

How We May Use and Disclose Your Information

OPUS partner agencies will use disclosed information as appropriate to process and administer requests
for a variety of self-sufficiency assistance programs. OPUS partner agencies may share /imited
information about the people they serve with other OPUS partners working to provide and advocate for
services. This information is used to improve and coordinate services to your household and reduce the
number of forms you will need to complete at participating agencies.

We use and disclose collective information for a variety of reports. We have limited rights to include
some of your information for reports on poverty and low-income households and services needed by

those populations. Please review the OHCS OPUS Privacy Notice to Recipients of Services for more
details.

Rights Regarding Your Information

e You have the right to have corrections and additions made to your record
e You have the right to request a copy of the OHCS OPUS Privacy Notice to Recipients of Services
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Anuncio sobre el Aviso de Privacidad de OHCS OPUS

®

ESTE AVISO LE INFORMA COMO SU INFORMACION PUEDE SER
USADA Y DEVELADA Y COMO USTED PUEDE TENER ACCESO A
ESTA INFORMACION

POR FAVOR LEA CUIDADOSAMENTE

Fecha de vigencia:

Obligacion a Proteger Su Informacion Personal

(Agency Name) compila informacién de los
que usan y obtienen acceso a nuestros servicios. Durante nuestra junta con usted, le pediremos datos
sobre su hogar y su situacion que seran capturados en un programa de computacion llamado OPUS.
OPUS es usado por otras agencias aliadas en el estado que proveen servicios a personas y hogares de
bajos recursos. Estamos obligados a proteger la privacidad de su informacion de identificacion y a
proveerle una copia, si lo pide, del Aviso de Privacidad de OHCS OPUS para los Beneficiarios que explica
en detalle como, cuando, y porque podemos usar su informacién o develar cualquier informaciéon que
usted nos provea.

Estamos también obligados a seguir las practicas de privacidad descritas en este Aviso; la Agencia de
Vivienda y Servicios a la Comunidad (OHCS) se reserva el derecho de cambiar nuestras
practicas de privacidad y los términos de este aviso en cualquier momento. Usted puede pedir
una copia del nuevo aviso a cualquier agencia en OPUS.

Como Podemos Usar y Develar Su Informacion

Las agencias aliadas en OPUS pueden develar su informacion segln sea apropiado para el procesamiento
y administracion de solicitudes a una variedad de programas de asistencia para la autosuficiencia. Las
agencias aliadas en OPUS pueden compartir informacion /imitada sobre sus beneficiarios con otros aliados
en OPUS que trabajan para proveer y abogar por servicios. Esta informacion es usada para mejorar y
coordinar servicios para su hogar y reducir el nimero de formularios que usted necesita completar con
las agencias participantes.

Nosotros usamos y develamos informacion colectiva para una variedad de reportes. Tenemos derechos
limitados para incluir parte de su informacion en reportes sobre pobreza y hogares de bajos recursos y
los servicios que esta poblacion ocupa. Para mas detalles, por favor revise el Aviso de Privacidad de
OHCS OPUS para los Beneficiarios.

Sus Derechos sobre su Informacion
e Usted tiene el derecho de que se hagan correcciones y afiadiduras a su historial

e Usted tiene el derecho a pedir una copia del Aviso de Privacidad de OHCS OPUS para los
Beneficiarios
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Oregon Housing and Community
Services (OHCS)
OPUS Data Collection System

Privacy Notice to Recipients
of Services

THIS NOTICE DESCRIBES HOW PERSONAL INFORMATION ABOUT YOU
MAY BE USED AND DISCLOSED AND DESCRIBES HOW YOU CAN GET
ACCESS TO THIS INFORMATION. PLEASE REVIEW IT CAREFULLY.
THE PRIVACY OF YOUR PERSONAL INFORMATION IS
IMPORTANT TO US.
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OHCS OPUS Data Collection System
Privacy Notice

OPUS was developed to meet the data collection requirements of the United States Department of Health
and Human Services (HHS). Congress passed these requirements in order to get a more accurate count
of low-income individuals and to identify the need for and use of different services by those individuals
and their households.

In working with the State of Oregon to meet the goals set by Congress, agencies will be collecting
statistical information on individuals that receive services and reporting that information into OPUS, a
central data collection system.

The information you provide us will be used to process and administer your application for assistance.
Many other agencies in the state also use OPUS. The information you provide may be shared with other
state and federal government agencies as well as other agencies that use OPUS.

The information we collect and may share includes: basic identifying demographic data (e.g., name,
address, birth date, phone number, ethnic origin, family status, and income data), the nature of your
situation, and the services and referrals you receive from the agency.

Sharing information with OPUS and other agencies helps us to better understand the number of
individuals who need and receive services from more than one agency. This may help us to better meet
your needs and the needs of others in our community by allowing us to develop new and more efficient
programs. Sharing information through OPUS can also help make referrals more easily and require less
paperwork for you.

Maintaining the privacy and safety of those using services is very important to us. Information gathered
about you is personal and private. The State of Oregon and agencies collect information only when
appropriate to provide services, ensure compliance with program requirements, manage our organization,
or as required by law. Within the limits of the law, your record of services will only be shared through
OPUS with funding agencies including Oregon Housing and Community Services who administers the
OPUS database.

CONFIDENTIALITY RIGHTS

This agency has an approved confidentiality policy. Records about medical conditions, substance abuse,
physical and mental health, HIV/AIDS, child abuse, and domestic violence will not be collected, entered,
or shared through OPUS.

This agency may use or disclose personal information from OPUS for the following purposes:

e To assist in determining and verifying eligibility for services;

e To conduct quality assessment and improvement activities such as reducing and preventing
program fraud;

e To provide or coordinate services to an individual/household;
For functions related to payment or reimbursement for services;
To carry out administrative functions including but not limited to legal, audit, personnel, planning,
oversight, and management functions;

e Databases used for research, where all personally identifying information has been removed
Contractual research where privacy conditions are met; and

e Where a disclosure is required by law and the disclosure complies with and is limited to the
requirements of the law. Instances where this might occur are during a medical emergency, to
report a crime against staff of the agency, or to avert a serious threat to health or safety.
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YOUR INFORMATION RIGHTS
As a client receiving services at this agency, you have the following rights:

Access to your record. You have the right to request a copy of your personal record and
information at any time to ensure its accuracy.

Correction of your record. You have the right to request to have your record corrected so
that information is up-to-date and accurate to ensure fairness in its use.

Grievance. You have the right to be heard if you feel that your confidentiality rights have been
violated, if you have been denied access to your personal records, or you have been put at
personal risk or harm.

Privacy Notice to Recipients of Services. You have a right to request a copy of this notice
at any time.

HOW YOUR INFORMATION WILL BE KEPT SECURE

Protecting the safety and privacy of individuals receiving services and the confidentiality of their
records is of the highest importance. Through training, policies and procedures, and software,
several things have been done to make sure your information is kept safe and secure:

e OPUS uses multiple security protections to prevent unauthorized access;

e Only trained and authorized individuals may enter or view your personal information;

e Your personal identifying information will not be contained in OPUS reports that are issued
to local, state, federal, or national agencies;

¢ Employees and volunteers receive training in privacy protection and agree to follow strict
confidentiality standards before using the system;

e The server/database/software is designed to only allow authorized individuals access to the
information;

e The server/database/software only sends encrypted data; using an Internet technology
intended to keep information private while it is transported back and forth across data
networks. In addition, identifying data stored on the server is also encrypted or coded so
that it cannot be recognized;

e The server/database/software is protected by a firewall a computer security technique
designed to keep hackers/viruses/etc. away from the server;

¢ The main database will be kept physically secure, meaning that it is designed so that only
authorized personnel may have access to the server/database; and

e Database administrators support the daily operations of the database. Administration of the
database is governed by agreements that limit the use of personal information to providing
administrative support and generating reports using available information. These
agreements further insure the confidentiality of your personal information.

WHAT IS INFORMED CONSENT
Confidential information about you and the confidential services provided to you cannot be given
to anyone other than permitted by law without you giving informed consent. In order to be able
to give informed consent:
o KNOWLEDGE; You should be told about the benefits, risks, and available alternatives
to sharing your information.
e UNDERSTANDING; You should be able to understand this information including the
potential risks, benefits, options, and consequences.
e VOLUNTARY; You should not be forced or pressured into a decision; the choice you
make should be your decision.

BENEFITS OF OPUS AND AGENCY INFORMATION SHARING

Information you provide us can play an important role in our ability and the ability of other
agencies to continue to provide the services that you and others in our community are
requesting.
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Allowing us to share your basic identifying demographic information results in a more accurate
count of individuals and the services they use. A more accurate count is important because it
can help us and other agencies:

e Conduct quality assessment and improvement activities such as reducing and preventing

fraudulent use of program funds;

e Ensure program compliance with policies and procedures;
Accurately demonstrate the need for services and the specific types of assistance needed
in the community;
Obtain more money and other resources to provide services;
Plan and improve the delivery of quality services to your family and you;
Assist the agency to improve its work with families and individuals who are in need;
Maintain required statistics for state and federal funders;
Promote coordination of services to better serve your household needs;
Make referrals easier by reducing paperwork;
Advocate for our community needs; and
Avoiding as much as possible duplicating information to get assistance from other
agencies.

RISKS IN SHARING INFORMATION
While the OPUS system has multiple security layers in place and was designed to promote better
services for those who are in need, there are risks you should consider before accepting services:

e Could there be physical harm or other negative consequences to your family or yourself if
someone within an OPUS participating agency knew that they could find you from the
information shared with other participating OPUS agencies?

e Could there be physical harm or other negative consequences to your family or yourself if
someone within an OPUS participating agency found out you sought help; particularly if
your children or you have experienced domestic violence, sexual assault, stalking, or
child abuse?

e Are there others who may work or volunteer at other OPUS participating agencies who
you may not want to have access to your information or to know you are seeking
services?

OUR LEGAL DUTY

The State of Oregon and receiving agencies are required by applicable federal and state law to
maintain the privacy of your personal information within the limits of the law. We are also
required to give you this notice about privacy practices, legal duties, and your rights concerning
your private personal information. We must follow the privacy practices that are described in this
notice while it is in effect. This notice takes effect immediately, and will remain in effect until we
replace it.

Oregon Housing and Community Services reserve the right to change the privacy practices and
the terms of this notice at any time provided such changes are permitted by applicable law. The
agency reserves the right to make changes to privacy practices and the new terms of the notice.
These changes affect all personal information that is maintained including personal information
created or received prior to the changes.

The agency may deny you the right to inspect or copy your personal information for the following
reasons: (1) information is compiled in reasonable anticipation of litigation or comparable
proceedings; (2) information about another individual other than the agency staff would be
disclosed; (3) information was obtained under a promise of confidentiality and disclosure would
reveal the source of the information; (4) information, disclosure would be reasonably likely to
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endanger the life or physical safety of any individual; or (5) this disclosure of information is
otherwise limited by law.

The agency reserves the right to reject repeated or harassing requests for access or corrections.
However, if the agency denies your request for access or correction, you will be provided written
documentation regarding your request and the reason for denial. A copy of that documentation
will also be included in your client record.

You have the right to request a copy of this notice at any time. You also have a right to request
a copy of your personal information at any time to ensure its accuracy. For more information
about our privacy practices or for additional copies of this notice; as well as to request a copy of
your personal information, please feel free to make a request to any staff here at the agency.

In addition, you may also inquire with Oregon Housing and Community Services on how you may
request a copy of the OPUS Data Collection System Privacy Notice as well as how to obtain a
copy of your personal information record.

PRIVACY NOTICE ADMENDMENTS: The policies covered under this Privacy Notice may be
amended over time and those amendments may affect information obtained by the agency
before the date of the change. All amendments to the Privacy Notice must be consistent with the
requirements of the Federal Standards that protect the privacy of the consumers and guide OPUS
implementation and operations.
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