M3 Section Seven

How To Setup A Local Program

Local Program Tree Structure — Creating the APC
Setting Up a Local Program

The Local Program tree structure is created with an ‘Agency’, ‘Program’, ‘County’, and ‘Grant’
developing the “APC”. After the ‘tree structure’ is created, then the manager can create a grant
and allocate the grant funds to the APC branches which include the ‘Parent-Level” agency and
the ‘County-Level” agencies (or sub-agencies).

Note: For all agencies and/or programs created; LIHEAP-OEAP ‘Energy’ programs can be
viewed by all agencies delivering LIHEAP-OEAP ‘Energy’ services.
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Creating a Local Program

A Local Program tree structure is created with 1-Agency, 2-Program, 3-County, and 4-Grant.
The tree structure includes the necessary components to be able to allocate funds from the

grant level to the agency level and to make funds available for client assistance. The structure
produces objects called an APC. After the tree structure is created, a manager can allocate grant
funds from a ‘Parent-Level” APC to a ‘Child-Level’ agency or sub-agencies to be used for local

program payments.

Local Program Tree Structure

O

Agency

Grant

Program

Note: A Grant must be created
before the APC can be completed.

g

County

OIOIC

APC

©)

Grant Allocations

@

APC Allocations

Scenario 1

Scenario 2

Parent Agency without Parent Agency

Sub-agencies

with Sub-agencies

The first step to “Creating a Local Program” is to create the ‘Agency’ branch of the tree.
Reference “Create an Agency.”
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Create an Agency

Agencies using OPUS will most likely have their agency initially built by OHCS. The agency
“Manager” role has the ability to edit and update agency information, i.e.; address and phone
numbers, as needed. If an agency needs to create another agency (sub-agency) it can be built by
the main agency (CAP) who receives the initial funding. When an agency creates a sub-agency
in OPUS, it is viewed by other Community Action Agencies (CAA) within the same module(s).

Before creating a new agency or sub-agency; standard operating procedure (SOP) is to conduct a
search for a specific ‘APC’. A search for an agency is done by using the ‘Main Menu’ >
‘Management’ > ‘Agency”’ (reference Figure 7-1).

Agency

®

Program APC

County

ORORONO

Grant

Agency: OHCS User: TESTUSER /(_or, '.ja~¢
Timeout: 19:56 o

Log Out 0}’@0% \

Housing and Communi

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

v version 3.0.4T
Message of the Day — -

Search Client

Change Password?
Program

Edit Your User WELCOME! To start OPUS - Click Search Client

Account User
System Issue? Contact us @ cpushelp@hcs.state.or| kit [53-5511, option #6.
Progrg Vendor OPUS Help
Qualifying Tables P
09-17-2013 - THIS IS OPUS TEST. 09-18-24 Go To » able E-mail: ocpushelp@hcs.state.or.us
TESTING ONLY. USE OPUS for Tr FTESSE COTaCr OpUs

Figure 7-1: Management - Agency Dropdown

Using the ‘Agency Search’ screen, enter the acronym of the agency or the agency name and click
the ‘Search’ button (reference Figure 7-1A).
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Search

Fraogram
Vendor
User
Kit

Agency
Mew
View
Edit

Agency: OHCS

Energy Assistance

User: TESTUSER
Timeout: 19:59

Log Out

Oreront§

Community Services

Housing an
Client * Program ¥ Fiscal * Management> Reports ¥ Help ~
wersion 3.0.4T
Agency Search
I Enter Search Parameters (results limited to 500 rows)
Agency Name:
bbreviation: [OHCS ]
Address:
Phone:
About Results:
Click Agency Mame to View Agency screen
If no results, you can create a  Add Agency |.
Search Results
Agency Name Abbrev | Address Phone
Wt 9 STNE A " ———— 725 SUMMER. ST NE STE B
CREGCM HOUSING AND CCMMUNITY SERVICES 3HCS SALEM, OR, 87301-2246 503-586-2000

Oregon Housing and Community Services ©

Data Classification: 1

Figure 7-1A: Agency Search with Results Screen

If the agency exists the Agency name will appear in ‘Search Results’.

Name under the link.

Click on the Agency

The ‘Agency View’ screen will appear (reference Figure 7-1B).

OPUS

Agency: OHCS

User: TESTUSER /&5!.
N
Timeout: 19:55 o

Oresonte

ofile
( EdilAgem:yl )

Energy Assistance Log Out sll
Housing and Communit Toes
Client ¥ Program ¥ Fiscal ¥ Management™ Reports ¥ Help ~
Search . Version 3.0.4T
Agency Agency View
APC = v
Program
vendor r Agency Info
Eiier Name: OREGON HOUSING AND COMMUNITY SERVICES
Tax Id: 5452323 Abbreviation: CHCS

ﬁgiﬂw Subgrantee: N Mail Code:

W
View Entity Type: -5-NA Vendor #:
Edit

[ Contact Info

Phone

Physical Address:

Mailing Address:

: (503) 886-2000

725 SUMMER ST NE STEB
ALEM, OR 57301-4246
725 SUMMER ST NE STEB

SALEM, OR 97301-4246

Fax: (503) 986-2020

Oregon Housing and Community Services @

Data Classification: 1

Figure 7-1B: Agency View Screen — Edit Agency.

To edit an agency’s information use the ‘Edit Agency’ button (reference Figure 7-1B).
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Search

Zgency Agency Search
APC = v
Fragram
Vendor [ Enter Search Parameters (results limited to 500 rows)
Eister Agency Name:
Abbreviation: [KDF

ﬁgf.ﬂw Address:

W —
View Phone:
=

About Results:

Click Agency Hame to View A -
If no results, you can createé Add Agency | )
|

Search Results

Agency Name | Abbrev | Addres== | Fhone

Mo matches

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-1C: Agency View Screen — Add Agency.

To create a new agency, use the ‘Add Agency’ button located above the “Search Results’ section
(reference Figure 7-1C).

If the ‘Program’ hasn’t been created yet, the next step is creating the program.

Create a Program
Once an agency has been created, the ‘Program’ tree is ready to be completed. From the ‘Main
Menu’, scroll the mouse over ‘Management’ and click ‘Program’ (reference Figure 7-2).

The 'Program Search' screen appears (referenced Figure 7-2A).
1) Search for the program name before creating a new program to ensure the program is not
duplicated.

2) Search for the code name before creating a new program to ensure the program is not
duplicated.

NOTE: Do these searches individually, DO NOT COMBINE THESE SEARCHES!!!
If either are in use, you will need to modify either your program name or code and search again.

As shown below, there was a search for the program ‘First Steps’, which ‘Search Results’
indicates ‘No Matches’.
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Figure 7-2: Management — Program Dropdown
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Timeout: 19:56 0 \ \
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Housing and Community Services
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Version 3.0.4T

Search .

Rgency Program Search View

APC

Program

Vendaor [ Program Parameters

el Program Nafigs [BASIC TRAINING s LiEaP 2001
Code:

startDate [ THmmedoonw)

View End Date i mm-dd-yyyy)
G

Search Results

Click Program Code or Program Mame to view Program Edit Screen.
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e
Frogram I‘-Jame\\ | Code Start Date | End Date
No matches /

. —

Data Classification: 1
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Figure 7-2A: Program Search Screen by Program Name with “No Matches”.

ENERGY ASSISTANCE OPUS User Manual,
242 Section 7 M3: Local Program Tree Structure - Creating and APC
Data Classification: 2
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Version 3.0.4T

Search .

agency Program Search View

APC

Program

Vendor I Program Parameters
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Code: [BCT14

Program .
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Edit O
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Search Results

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

If results don't list program you're searching for, you can create 3 New Program
(ﬁ:-g-r_am I‘-lan_1e—\ | Code Start Date | End Cate

No matches
S
e S —

Data Classification: 1
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Figure 7-2B: Program Search Screen by Code with “No Matches”.
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Timeout: 17:13 0 £
Fnergy Assistance Log Out | rﬁxﬁ}{' \

Housing and Community Services

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

version 3.0.4T

S h .
Agency Program Search View
APC

Program

Veﬂd(jr [ Program Parameters

Eiﬁter Program Name: [BASIC TRAINING e.0. LIEAP 2001

Code:
broaram Start Date T&limm-dd-yyyy)
1ewW End Date E'(mm-dd-'.fw‘.f]

Edit
: Search

Search Results

Click Program Code or Program Name to view Program Edit Scress
If results don't list program you're searching for, you can creat >
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Data Classification: 1

Oregon Housing and Community Services ©

Figure 7-3: Program Search Screen - New Link and New Program button

Using the ‘Left Nav Bar’ under ‘Program’ click the ‘New’ link or the ‘New Program’ button
(reference Figure 7-3).
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The ‘Program New’ screen will appear (reference Figure 7-4A).

Enter or Select the following

Program Name

Program Code

Program Type (Set to ‘Local’ if you wish it to mirror LIHEAP contact OPUS Helpdesk)

Effective Program Start Date

Effective Program End Date

Shared (selection allows other agencies to edit the program)

Income Qualification Type (Decide if you want the local program to have the household

income qualified)

e Income Qualification Percent (What percentage or lower do you want for the household
to qualify)

e Income Qualification Year (pick what income year chart do you wish for qualification).
SSN Verify (leave unchecked)

e Age Verify (leave unchecked)

After all information has been enter or selected, click “Save” button.

OP S Agency: TEST User: TESTUSER 4‘6“
U Timeout: 19:55 0 [ty
Energy Assistance Log Out | r@@}‘t?\‘
Housing and Community Services
i i -

Client ¥ Program ¥ Fiscal ¥ Management™ Reports ¥ Help

Search Version 3.0.4T
Agency Program New
APC
Frogram
vendar [ Program
Eister Name: I
Code: * (e.g. LFOZ) Type: vl'
E;?A?ram Start Date: J(mm dd-yyyy)* End Date: E(mm-dd-',"y'yy: -
View Shared: [
Edit

r Income Qualification

Type: I j *

SSN Verify: [ (—> Age Verify: [

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-4A: Program New Screen.

The next screen that will appear is the ‘Program View’ screen. Verify that all program
information you entered is correct (reference Figure 7-4B)
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Program
Vendaor
User
Kit

Program
MNew
View
Edit

Agency: TEST

Client ¥ Program ¥ Fiscal ¥ Management >

Program View

r Program Info

User: TESTUSER
Timeout: 19:52

Log Out |

Reports ¥ Help ~

Version 3.0.4T

Mame: BEASIC TRAINING
Agency: TEST
Start Date: 10-01-2013

Code: BCT14

Shared? N

End Date: 05-30-2014

Type: LOCAL

r Income Qualifications

Income Qualification: No

55N Verify: N Age Verify: N

Edit Program |

Payment Variables

Type(click to edit] | Min | Max | Total Max | Total £ | LIHEAF | Tier
[ | crisis 1 |so0|s00 1 il 4
| Special 1 100 | 1000 S M 4
r Standard-Reg 50 |50 995955 1z M 4

Check All |[Delete ]| Add|

Oregon Housing and Community Services @

Data Classification: 1

Figure 7-4B: Program View Screen

Next set up the programs payments variables. This is the type of payments your program will
make. All programs must have at one payment variable to be able to make a payment.

To create payment variables complete the following:
1) Select ‘Add’ button under payment variables
2) Payment Variables New Screen

Select Payment Type

‘Use LIHEAP Calculation’ checkbox - leave unchecked

Select Tier 4 from dropdown for local programs

Enter payment minimum for each payment instance (if is fixed amount enter same

value for minimum and maximum)

Enter payment maximum for each payment instance (if is fixed amount enter same

value for minimum and maximum)

‘Payment Total Max’ for all payments of this type for one household; what is the

maximum total value of benefits that can be received.

‘Payment Total Count” how many of these payments can a household receive.

A)
B)
C)
D)
E)
F)

G)
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The following three figures (reference 6-5A through 6-5C) are examples of different payment
types

Agency: TEST User: TESTUSER

Timeout: 12:25

Log Out 0}’ LN

][ousing@gt‘mnmuni

OPUS

Energy Assistance

ervices

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

Search Version 3.0.4T

Payment Variables New

FProgram
Vendor
User

Kit Payment Type: I Crisis vl=-‘

Use Liheap Calculation?: -

r Payment Variables Info

Program T *
New Tier: E
View Payment Min: 1+
Edit _k
Payment Max: 500+
Payment Total Max: 500+

Payment Total Count: 1*

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-5A: One Time Payment

Agency: TEST User: TESTUSER

Timeout: 19:33

isgoi] re1on

I [ousing;l_njtommu

OPUS

Energy Assistance

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

S h . Version 3.0.4T
Agency Payment Variables New

APC

Frogram .

Vendaor [ Payment Variables Info

U
el Payment Type: [Standard-Reg | =|*

Use Liheap Calculation?: r
Program

Mew Tier: 43 :
View Payment Min: B0+
Edit .
Payment Max: 50+
Payment Total Max: | 53339+
Payment Total Count: 12#

Oregon Housing and Community Services @

Data Classification: 1

Figure 7-5B: Reoccurring Payment
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Timeout: 19:38 0 o
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Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help ~
ersion 3.0.4T

Si h .
Agancy Payment Variables New
APC

Frogram

Vendaor I Payment Variables Info

User A
Kit Payment Type: |5p9c|a| e
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Save |

Data Classification: 1
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Figure 7-5C: Total Maximum Payment
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Working with the ‘County’ branch of the APC is next.

Counties in the OPUS System
Since all counties have been initially created in the OPUS database, agencies don’t need to
complete this step. A County drop-down list is provided on all screens as you need to access

them.
@ Agency

Program APC

County

Grant

The next step is to create the Grant that the APC(s) will use for the program assistance funds.

Create a Grant
A grant (funding source) must be created in OPUS in order to draw down funds for a ‘Parent’
agency level or for the ‘Child’ agency level to complete client assistance payments.

@ Agency

Program APC

County

Grant

1. Using the ‘Main Menu’, scroll the mouse over ‘Fiscal’ down to ‘Search’, and in the menu,
click Grant (reference Figure 7-6A). The 'Grant Allocation Search’ screen will appear.
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Agency: TEST User: TESTUSER
Timeout: 10:33

eosal Oreeont&eds

Housing and Community Services

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

Search . Search M AR i Version 3.0.4T
2gency Program View -
APC ~ Authorize C Grant )
FProgram [ — =
Vengdor Program Info Batch 3
Eigter Name: BASIC TRAINI| Paid »le: 5CT1e Type: LOCAL
Agency: TEST Shared? N

Figure 7-6A: Fiscal — Search - Grant Dropdown

Note: Complete a search for the grant name prior to creating a new grant to ensure the grant is
not duplicated.

2. Enter the ‘Grant Name’ and click ‘Search’. Once it has been determined the grant does not
exist in the database (reference Figure 7-6B), click the ‘New Grant’ button or in the Left Nav
Bar, under ‘Grant’, click the “New” link. The “Grant New” screen will appear.

Agency: TEST User: TESTUSER "\&'
Timeout: 19:42 0 5 :
Log Qut | rﬁ;@){'(

Housing gnd Community Services

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

APC Allocation

. Wersion 3.0.4T
Search Grant Allocation Search
View/MNew
Summary
r Enter Search Parameters
Grant -
search Grant Name [QONOS e.q. LIEAP 2000
View Contract #
Start Date E(mm-dd-v'ﬁy)
End Date E(mm-dd-y-ﬂy)
LIEAP-OEA (PP)
Autharize
Batch APCG

Batch Payment About Results:
Batch Vendar

Botch s Click Grant Name to View G TCreen
atc ummary . i
Paid Agency If no results, you can creatdha  MNew Grant |.

Paid Summary

Search Results

Grant Name | Contractz | Agency | Startl End | Updated | Initials | Closed

Mo matches

Data Classification: 1

Oregon Housing and Community Services ©

Figure 7-6B: Grant Allocation Search Screen — New Grant.

3. Enter all the information. Fields with a red * Asterisk are required (reference Figure 7-6C).

Click the ‘Save’ button and the ‘Grant Allocation View’ screen will appear (reference Figure
7-6D).
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Housing and Community Services

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

APC Allocation Wersion 3.0.4T
Search Grant New

View/New
Summary
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Grant N . l—
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View Contract # I :
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Authorize

Batch APCG
Batch Payment
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Batch Summary
Paid Agency

Paid Summary

—
55

Save Chang

Data Classification: 1

Oregon Housing and Community Services ©

Figure 7-6C: Grant New Screen.

OPUS Agency: TEST User: TESTUSER
Timeout: 19:32 0 =
Energy Assistance Log Out | rﬁx@%{

Housing and Community Services

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

APC Allocation . . \ersion 3.0.47
Search Grant Allocation View
View/MNew
Summary
[ Grant Info

Grant Grant: QONOS A : TEST
Search rant: G gency:
View Contract # NA
E‘:'EI Start Date: 10-01-2013

o End Date: 03-30-2014 Closed? N
LIEAP-OEA (PP)
Authaorize Edit Grant
Eatch APCG
Batch Payment Total Grant Transferred Total Total Remaining
Batch Vendor
Batch Summary $0.00 $0.00 $0.00
Paid Agency Grant toffrom APC Transfer New Allocation
Paid Summary —_ 1

Allocations

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

Amount |Allucatiun Date | Insert Date | User

No Allocations

Grant APC Transfers

Amount | APC NAME Move Date | Insert Date | User

Mo Transfers

Data Classification: 2

Oregon Housing and Community Services ©

Figure 7-6D: Grant Allocation View Screen.
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Creating an APC
Notice: Before a grant can be used, the APC structure needs to be completed.

**Complete a search for any APC combination with the agency and/or program name created to
ensure the grant is not duplicated.

Agencies can or will have ‘Local Programs’. ‘Local Programs’ are programs not funded
through OHCS. A ‘Parent’ APC is required to be created first to be the starting point to draw
grant funds. Every Community Action Agency (CAA) is the ‘Parent’ agency. The subgrantee(s)
or known as sub-agency. Sub-agencies are the ‘Child’ agency or agencies. A ‘Parent’ agency
can have one sub-agency or multiple sub-agencies. Agencies can, within itself, be the only
agency who can be the ‘Parent’ and ‘Child’ with a county.

Note: Agencies who receive funding from OHCS will not build an APC. The APC will be
created by OHCS Staff.

To better understand a ‘Parent” APC versus a ‘Child’ agency, see the diagram below.

APC Tree Structure
Agency
= ©
@ Program APC
@ County
@ Grant

Building the Agency, Program, County (if
applicable) and the Grant together, the
APC is completed. Below, the screen shots
show how the structure is completed.
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Creating an APC, Parent and Child

1. Using the ‘Main Menu’, scroll the mouse over ‘Management’ and click the item ‘APC’
(reference Figure 7-7). The APC Search screen will appear (reference Figure 7-7A).

Agency: TEST

OPUS

FEnergy Assistance

Client ¥ Program ¥

Fiscal ~

Management ¥

User: TESTUSER
Timeout: 15:03

Reports ~

Oresnf&

Housing and Community Services

Log Out |

Help ~
Version 3.0.4T

APC Allocation . . A
Search Grant Allocation View
View/New ( APC )
Summary J—
Grant Info e

Grant
Search Grant: QUNOS Agency: TEST User
View Contract # NA -

di Kit
Elel-t Start Date: 10-01-2012

w
End Date: 03-30-2014 Closed? N Vendor

LIEhAP—_OEA (PP) Qualifying Tables »
Authorize Edit Grant
Batch APCG | Go To 14
Batch Paymeant | Total Grant | Transferred Total _rl'ﬂmining
i

Figure 7-7: Management - APC Dropdown

Agency: TEST User: TESTUSER ,&éé-:_
Timeout: 19:57 0 - 2
- :
Log Oull }’f;w}i .
Housing and Community 5
Client ¥ Program > Fiscal ¥ Management~ Reports ¥ Help «
search “Version 3.0.4T
Agency APC SeEltCh
APC
Program
vendar [ Enter Search Parameters
u
e Agency [TEST =
P 4
AD rogram |BCT14 j
‘m County vl
VTEw
Grant -
Edit —_— J
start Date [10-07-2013 Tl mm-dd-yyyy)
End Date [09-30-2074 Tlimm-dd-yyyy)

About Results:
Click Agency to View APC scroas
If no results, you can creat

Search Results

Agency | Program | County | Grantl Start Date | End Date

Mo matches >

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-7A: APC Search Screen - No Matches

If the ‘Search Results’ indicates ‘No Matches’, a new APC can be created (reference
Figure 7-7A).

Using the Left Nav Bar, under ‘APC’, click the ‘New’ link or the “New APC” button located
in the ‘About Results’ sction. The ‘APC New’ screen will appear (reference Figure 7-7B).
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3. Complete all required information:
= Agency Name
= Program
= Grant
= Start Date
= End Date
OPUS Agency: TEST User: TESTUSER i
Timeout: 19:16 0 e o
Energy Assistance Log Out yﬁ;ga}{, \ S
Housing gnd Community Services
Client * Program ¥ Fiscal * Management~ Reports ¥ Help ~
Search Version 3.0.4T
Agency APC NBW
APC
P
vre?ﬁjr;P r APC = Agency/Program/County
u
Kieéer Agency Name: E{ST 'I' Leave Blank for Parent APC
Sub Agency to: ;ﬁ——
ﬁg&, County: vl
I\E;IC‘IE::M Program: [BCT14 - |+
i
Grant: |QONOS-TEST  x|*
Start Date: [[0-012013 L o(mm-dd-yyyy)*
End Date: 09302014 [ (mm-dd-yyyy)*

Oregon Housing and Community Services ©

Data Classification: 1

Figure 7-7B: APC New ‘Parent’ screen.

Click the ‘Save’ button. The APC View screen will appear (reference Figure 7-7C). Verify that

the information in the APC is correct. Figure 7-7C is the ‘Parent” APC.
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OP S Agency: TEST User: TESTUSER =y
U Timeout: 19:52 0 S \
Fnergy Assistance Log Out | rﬁ;@a% \ s
Housing and Community Services
Client ¥ Program ¥ Fiscal ¥ Management~ Reports ¥ Help ~
search R Version 3.0.4T
Agency APC View
APC
Program APC = Agency/Progriisss
it
Kit Start Date i End Date 09-30-2014
APC
Mew Sub APC to
View Sub APC's
Edit
Parent | | Program | | Grant =
Edit APC
Delete APC

Data Classification: 1

Figure 7-7C: “Parent” APC View screen.

To create a ‘Child” APC, follow the same steps as used for building a ‘Parent” APC listed above.
The ‘Child’ APC created after the ‘Parent’ APC, is in fact, the ‘Parent’ agency recreated but with
a designated county. Enter all appropriate information and click ‘Save’ (reference Figure 7-7D).

The APC View screen will appear (reference Figure 7-7E).

Agency: OHCS

OPUS

User: TESTUSER
Timeout: 15:49

Oreronse =)

Energy Assistance Log Out |
Housing and Communi
Client ¥ Program ¥ Fiscal ¥ Management~ Reports ¥ Help *
search “ersion 3.0.47
Agency APC NBW
APC
Program
vendor r APC = Agency/Program/County
gleéer Agency Name: [0HCS - ____________...-Sub Agency to'and 'County'is filled
APC Sub Agency to: [OHCS-LP14-LIHEAP 2014 =" = in to complete a “Child’ APC.
iamion <l
New County: | MARION JAd
\E‘ri;f\:M Program: || P14 - |+
Grant: || [HEAP 20714-0HCS j
Start Date: Wm(mm-dd-ww‘l'
End Date: [05302074  &/(mm-dd-yyvy)*
Save

QOregon Housing and Community Services @

Data Classification: 1

Figure 7-7D: APC New — ‘Child’ screen.
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OP l Agency: OHCS User: TESTUSER
Timeout: 19:48
Energy Assistance Log Out

Client ¥ Program ¥ Fiscal ¥ Management™ Reports ¥ Help ~

h .
Agency APC View

Version 3.0.4T

APC

Program APC = Agency/Program/Count

Vendar

User APC OHCS-LP14-MAR-LIHEAP 2014

Kit Start Date g End Date 05-30-2014

APC

MNew Sub APC to

View Sub APC's

Edit

[[chia | [ Presem | | chidLevel | | Gramt | Edit APC

Delete APC

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-7E: APC View —Child” APC screen.
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Verifying the APC Structure
Verifying an APC structure can be done by using the ‘APC Search’ screen.

1. On the ‘Main Menu’, scroll the mouse over ‘Management’ and click ‘APC’. The APC Search
screen will appear (reference Figure 7-8).

Agency: TEST User: TESTUSER
Timeout: 15:05
Log Out | AL
Housing an Lmnmuml\ Services
Client ¥ Program ¥ Fiscal ¥ Management™ Reports ¥ Help ~
APC Allocation . . A Version 3.0.4T
search Grant Allocation View
View/New APC )
Summan —
Y Grant Info -B.rm”
Grant
Search Grant: QONOS Agency: TEST User
View Contract # NA -
- Kit
EI?-E- Start Date: 10-01-2013
End Date: 09-30-2014 Closed? N Vendor
LIEhAP OEA (PP) Qualifying Tables »
Authorize Edit Grant
Batch 4PCG | GoTo 4
Batch Payment | Total Grant | Transferred Total _rITFtHTR'E'I'Iﬁining
i
Figure 7-8: Management - APC Search
Agency: OHCS User: TESTIUSER 18
g «%
Timeout: 19:39 8

Log Out 0}’5 WL\:

Housing an Lmnmuml'\ Services
Client ¥ Program ¥ Fiscal ¥ Management¥ Reports ¥ Help ¥

Version 3.0.4T

Search
Agency APC SeaI“Ch
APC
Frogram
Vendor [ Enter Search Parameters
u
ol Agency [MWVCAA -]

Program (P14 -
APC J
New County 'l
View Grant =
Edit — J

Start Date TElimm-dd-yyyy)
End Date E(mm-dd--,r,v-,v-,a)
Search |

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-8A: APC Search Screen

2. Using only the drop-down menus, select the ‘Agency’ and ‘Program’ (reference Figure 7-
8A). These options will display an APC or multiple APCs using the specifications chosen
(reference Figure 7-8B).
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Agency: OHCS User: TESTUSER

Timeout: 19:53

OPUS
Energy Assistance _Log Out|

Orevonsesds

Housing and Community Services

Client ¥ Program ¥ Fiscal ¥ Management™ Reports ¥ Help ~

Search “ersion 3.0.4T
Agency APC SeaI“Ch
APC
Frogram
vendor r Enter Search Parameters
]
o Agency [MWVCAA -

Program |[LP14 -
APC J
New County vl
View Grant -
Edit - J

Start Date TElimm-dd-yyyy)

End Date H(mm-dd-‘,ﬂij

About Results:

Click Agency to View APC screen Parent APC No County

If no results, you can create 2 New APC | Child APC shown

/

Search Results

Agency Prcgwf@m Start Date End Date

mMervcasTIHEAR 2014 LIHEAF 2014 | 05-01-2013 | 05-30-2014
I A | LIHEAF 2014 | MARICN | LIHEAP 2014 | 09-01-2013 | 09-30-2014
MWWCAA | LIHEAR 2014 | POLK LIHEAP 2014 | 08-01-2013 | 09-30-2014

Oregon Housing and Community Services ©

with County

Data Classification: 1

Figure 7-8B APC Search with Search Results Screen

The agency ‘MWVCAA’ and the Program ‘LP14” were selected for a se
Results’ section, the ‘Parent’ APC with no county, and two ‘Child” APC
“Child APCs” display a ‘County’.

arch. In the ‘Search
s are displayed. Note:

This process distinguishes the difference from a ‘Parent’ and ‘Child APC. Grant allocations are

ready for this program and issued to the ‘Child Level” APC(s).
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Grant Allocation

Grant Allocations to agencies are funds assigned to a ‘Parent APC” and then are allocated the
‘Child APC(s)’ or County level agencies.

1. From the ‘Main Menu’ to ‘Fiscal’ to ‘Search’, click on ‘Grant’ (reference Figure 7-9).. The
‘Grant Search' screen will appear Enter the ‘Grant” name and click ‘Search’ (reference
Figure 7-9A). The grant should appear in ‘Search Results’.

OP S Agency: OHCS User: TESTUSER
U Timeout: 11:10 0
Energy Assistance Log Out rﬁa}t

Housing ang Community 3

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

Search Search b A Version 3.0.4T
agency APC Search :

APC Authorize ( Grant )

Program

Ven%or Enter Search Parameters Batch »

Eiier Agency |MWWVCAA vl Paid 3

L Program || P14 j

Figure 7-9: Fiscal — Search - Grant Dropdown

Agency: OHCS User: TESTUSER
Timeout: 19:54

Log Out |

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

Housing and Lunmumm Services

APC Allocation . Version 3.0.47
Search Grant Allocation Search
View/New
summary

r Enter Search Parameters
Grant | -
cearch £ Grant Name JLIHEAP 2074 ) LIEAP 2000
View Contract # |
ng' Start Date Ttmm-dd-yyyy)

Wi e
End Date J(mm dd-yyyy)

LIEAP-OEA (PP)
Authorize Search |
Batch APCG
Batch Payment About Results:
Batch Vendor Click Grant Name to View Grant screen

Batch Summar |
Paid Agency ! If ne results, you can create a - New Grant

Paid Summary

Search Results

Grant Mame Contract# | Agency Start End Updated Initials | Closed
CREGCHN
: ;> . HOUSING AND i el el
( LIHEAF 201 MA COMMUNITY 10-01-2013 | 09-30-2014 | 09-16-2013 | BLH M
SERVICES
CREGCHN
- . HOUSING AND e e el
LIHEAF 2014 KTRIEE | NA COMMUNITY 10-01-2013 | 0S-30-2014 | 09-16-2013 | BLH M
SERVICES

Data Classification: 1

Oregon Housing and Community Services @

Figure 7-9A: Grant Allocation Search Screen with results

2. The ‘Grant Allocation Search’ screen will display with ‘Search Results’. There are times
when agencies can have more than one grant. The desired grant will need to be selected. To
view the appropriate grant, click on the ‘Grant’ link under ‘Search Results’ (reference
Figure 7-9A).
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The “Grant Allocation View’ screen will display. The view screen allows verification of the
designated amount of a grant allocated funds down to the associated APC agencies. The
‘Total Grant’, ‘Transferred Total’, ‘Total Remaining’ and dates are displayed (reference

Figure 7-9B).

APC Allocation
Search
View/New
Summary

Grant
Search
View
Edit
MNew

LIEAP-OEA (PP)
Autharize
Batch APCG
Batch Payment
Batch Vendor
Batch Summary
Paid Agency
Paid Summary

Client ¥

Agency: OHCS

Program ¥  Fiscal *

Grant Allocation View

[ Grant Info

User: TESTUSER
Timeout: 15:51

Log Out |

Management ¥ Reports ¥ Help ¥

Grant: LIHEAF 2014
Contract 2 NA
Start Date: 10-01-2013

Agency: OREGON HOUSING AND COMMUNITY SERVICES

End Date: 03-30-2014 Closed? N
Edit Grant |
Total Grant Transferred Total Total Remaining

| e S

$4,150,000.00

($4,150,000.00)

[
< Grant toffrom APC TransﬁD
—

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
$50,000.00 | CINA FP-LP14-MAL-LIHEAP 2014 09-16-2013 09-16-2013 BLH
£50,000.00 | KLCAS-LP14-KLA-LIHEAF 2014 09-16-2013 09-16-2013 ELH
£50,000.00 | CAPECC-LF14-MCR-LIHEAR 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | CAPECO-LF14-GIL-LIHEAF 2014 09-16-2013 09-16-2013 BLH
550,000.00 | CAPECO-LF14-UMA-LIHEAF 2014 09-156-2013 09-16-2013 BLH
$50,000.00 | CAPECC-LPL4-WHE-LIHEAP 2014 09-16-2013 09-16-2013 BLH
£50,000.00 | NIMPACT-LP14-LIHEAR 2014 09-16-2013 09-16-2013 BLH
£50,000.00 | NIMPACT-LP14-1EF-LIHEAP 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | NIMPACT-LP14-DES-LIHEAP 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | NIMPACT-LP14-CRO-LIHEAF 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | MCCAC-LP14-LIHEAP 2014 09-16-2013 09-16-2013 BLH
£50,000.00 | MCCAC-LP14-HOQ-LIHEAR 2014 08-16-2013 09-16-2013 BLH

Figure 7-9B: Grant Allocation View Screen

The button labeled ‘Grant to/from APC Transfer’ allows funds to be transferred down to
‘Parent’ and ‘Child” APC levels (Reference Figure 7-9B). In some cases, the ‘Grant to/from
APC Transfer’, allows transferring funds back up to the grant-level.

As funds are transferred down to the ‘Parent” and ‘Child” APC levels, the section labeled ‘Grant
APC Transfers’ will display a history of transfers as they occur.
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New Grant Allocation

The purpose of the ‘New Grant Allocation is to set-up grant funds to be distributed to sub-

agencies ‘Child APCs’.

On the ‘Grant Allocation View’ screen, under the ‘Allocations’ section the funding amount is
displayed. The ‘Allocations’ section will display a list of current and future allocations given to,

or subtracted from, a grant.

1. Onthe ‘Grant View’ screen, click the button ‘New Allocation’ (reference Figure 7-10).

OEUS

APC Allocation
Search

View /New
Summary

Grant
Search
View
Edit
New

LIEAP-OEA (PP)
Authaorize
Batch APC
Batch Payment
Batch Vendor
Batch Summary
Paid Agency
Paid Summary

Agency: OHCS

Client ¥ Program ¥ Fiscal

Grant Allocation View

¥ Management ¥

Reports ™

User: TESTUSER
Timeout: 15:51

Log Out

Help ~

[ Grant Info

Grant: LTHEAF 2014
Contract # NA

Start Date: 10-01-2013

Agency: CREGCOMN HOUSING AND COMMUNITY SERVICES

End Date: 09-30-2014 Closed? N
Edit Grant
Total Grant Transferred Total Total Remaining
$0.00 $4,150,000.00 $4.150.000.00)

Grant toffrom APC Transfer MNew Allocation

Allocations

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

Amount Allocation Date Insert Date User

No Allocations

Grant APC Transfers

Amount APC NAME Move Date Insert Date User
$350,000.00 | CINA FP-LP14-MAL-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$30,000.00 | KLCAS-LP14-KLA-LIHEAP 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | CAPECO-LP14-MCR-LIHEAP 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | CAFECO-LF14-GIL-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$50,000.00 | CAPECO-LP14-UMA-LIHEAP 2014 08-16-2013 09-16-2013 BLH
$50,000.00 | CAPECO-LPLA-WHE-LIHEAP 2014 05-16-2013 09-16-2013 ELH
$30,000.00 | NIMPACT-LP14-LIHEAF 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | NIMPACT-LP14-JEF-LIHEAP 2014 08-16-2013 09-16-2013 BLH
$50,000.00 | NIMPACT-LP14-DES-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$30,000.00 | NIMPACT-LP14-CRO-LIHEAR 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | MCCAC-LP14-LIHEAP 2014 05-16-2013 09-16-2013 BLH
$50,000.00 | MCCAC-LF14-HOO-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$50,000.00 | MCCAC-LP14-SHE-LIHEAP 2014 08-16-2013 09-16-2013 BLH
$350,000.00 | MCCAC-LFL14-WAS-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$30,000.00 | CSC-LP14-LIHEAP 2014 09-16-2013 09-16-2013 BLH
£50,000.00 | CSC-LP14-LIN-LIHEAP 2014 09-16-2013 09-16-2013 BLH
$50,000.00 | CSC-LF14-LNC-LIHEAF 2014 05-16-2013 05-16-2013 ELH
$50,000.00 ) CSC-LP14-BEN-LIHEAP 2014 08-16-2013 08-16-2013 ELH

Oreeon

Housing and C

Version 3.0.4T

Figure 7-10: Grant Allocation View Screen - ‘New Allocation’.
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2. The ‘Grant Allocation New’ screen will appear (reference Figure 7-10A). The ‘New Grant
Allocation New’ screen allows funds to be added (+) or subtracted (-) from a grant and the

allocation date. When complete, click ‘Save Allocation’.

OPUS

Energy Assistance

APC Allocation
Search
View/New
summary

Grant
Search
View
Edit
MNew

LIEAP-OEA (PP)
Authaorize

Batch APCG
Batch Payment
Batch vendor
Batch Summary
Paid Agency

Paid Summary

Agency: OHCS User: TESTUSER

Timeout: 19:39

Log Out |

Help *

Oreront

Housing and Community Services

Client * Program ¥ Fiscal ¥

Grant Allocation New

Management ¥  Reports ¥

Wersion 3.0.4T

Fields marked with an * are required.

Grant: LIHEAF 2014
Amount (Select + or -): 4 _[F555 55

Date: [11-12-2013 T mm-ddeyyyy)*
Save Allocation |

Data Classification: 2

Oregon Housing and Community Services @

Figure 7-10A: Grant Allocation New Screen.

The ‘Grant Allocation View’ screen will appear (reference Figure 7-10B). Confirmation of the

allocation will be displayed under ‘Allocations’ section.

Note: the initials of the user completing the allocation adjustment will appear with the new entry

(reference Figure 7-10B).

APC Allocation
Search
View/MNew
Summary

Grant
Search
View
Edit
New

LIEAP-OEA (PP)
Autharize

Batch APCG
Batch Payment
Batch Vendaor
Batch Summary
Paid agency

Paid Summary

Agency: OHCS User: TESTUSER

Timeout: 19:49
Log Oull

Help ~

Oregom§

Housing and Community Services

Client * Program ¥ Fiscal ~

Grant Allocation View

Management ™ Reports *

Version 3.0.4T

[ Grant Info
Grant: LTHEAF 2014
Contract # N&
Start Date: 10-01-2013

Agency: OREGOMN HOUSING AND COMMUNITY SERVICES

End Date: 0%-30-2014 Closed? N
Edit Grant
Total Grant Transferred Total Total Remaining
$5,555.55 $4,150,000.00 (54,144,444,45)

Grant toffrom APC Transfer MNew Allocation

Allocations

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

Amount Allocation Date Insert Date User

S3P11-12-2013 11-12-2013 THU

Figure 7-10B: Grant Allocation View Screen
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The ‘Amount’ is a “link” indicated in blue and underlined (reference Figure 7-10B).

If the amount needs to be edited, click the actual dollar amount and the ‘Grant Allocation Edit’
screen will appear (reference Figure 7-10C). The funding can be edited to be added (+) or
subtracted (-) from a grant and the allocation date can be edited. When complete, click ‘Save

Changes’.

APC Allocation

Grant Allocation Edit

OP l Agency: OHCS User: TESTUSER
Timeout: 18:58

Energy Assistance Log Out

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

Oreeonfey

Housing ang Community Services

Version 3.0.4T

Search

View/New

Summary
Fields marked with an * are required.

ggg&th Grant: LIHEAP 2014

View Amount (Select + or -): IEDDD_DD SN O e

Egl.ltﬁ. Allocation Date: |'|'|"|2'2013 E(mm-dd-ywv) =
Save Changes |

LIEAP-OEA (PP)

Autharize
Batch 4PCG
Batch Payment
Batch Vendar
Batch Summary
Paid Agency
Paid Summary

Oregon Housing and Community Services ©

Data Classification: 2

Figure 7-10C: Grant Allocation Edit Screen.

If the grant information needs to be edited complete the following steps.

Click on the ‘Edit Grant’ button or use the Left Nav Bar, under ‘Grant’ and click on ‘Edit’
(reference Figure 7-11). The grant name, contract number, start and end date, and agency can be

edited.
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OPUS

APC Allocation
Search
View/New
Summary

Grant
Search
View
Edit
MNew

LIEAP-OEA (PP)
Authorize

Batch APCG
Batch Payment
Batch Vendar
Batch Summary
Paid Agency

Paid Summary

Energy Assistance

Agency: OHCS User: TESTUSER

Timeout: 19:57

Oreroncsds

Log Out | . i
Housing and Community Services
Client ¥ Program ¥ Fiscal ¥ Management~ Reports ¥ Help ~
. Version 3.0.4T
Grant Edit
Grant Information (Fields marked with © are required.)
Name: |LIHEAP 2074 -
Contract £ [NA -
Start Date |10-01-2013 E(mm-dd-wv-,f)'
End Date |19-30-2014 H(mm-dd-ww)' Closed? [
Agency |OHCS VI'
Save Changes

Data Classification: 1

QOregon Housing and Community Services @

Figure 7-11: Grant Edit Screen.

Click ‘Save Changes’, the ‘Grant Allocation View’ screen will appear (reference Figure 7-11A,

next page).

Note: Funding amounts cannot be edited in this field.

APC Allocation
Search
View/New
summary

Grant
Search
View
Edit
MNew

LIEAP-OEA (PP)
Authorize

Batch APCG
Batch Payment
Batch vendor
Batch Summary
Paid Agency

Paid Summary

Agency: OHCS User: TESTUSER

Timeout: 19:56 0 =
togout| /7CLON
Housing and Community Services

Help «

Client ¥ Program ¥ Fiscal ~

Grant Allocation View

Management Reports *

Version 3.0.4T

[ Grant Info

Grant: LIHEAP 2014
Contract # NA

Start Date: 10-01-2013

End Date: 05-30-2014

Agency: OREGON HOUSING AND COMMUNITY SERVICES

Closed?

Total Grant

Transferred Total Total Remaining

$5,000.00
Grant toffrom APC Transfer

$4,150,000.00 ($4,145,000.00)

New Allocation

Allocations

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

Amount Allocation Date Insert Date User

11-12-2013

$5,000.00 11-12-2013 THNU

| Grant APC Transfers

Figure 7-11A: Grant Allocation View Screen.
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Move Grant/APC

To allocate grant funds down to the ‘Parent” APC level (no county), so specific amounts can be
drawn down to the ‘Child> APC(s) level for program assistance payments, funds must be moved.

Using the ‘Grant Allocation View’, click on ‘Grant to/from APC Transfer’ button (reference

Figure 7-12A).

Agency: CHCS User: TESTUSER
Timeout: 14:392 0 :_
LogOull }/‘C;E-O}{ N
Housing and Community Services
Client * Program ¥ Fiscal ¥ Management~¥ Reports ¥ Help ¥
APC Allocation . . Version 3.0.4T
Search Grant Allocation View
View/MNew
Summary
r Grant Info
Grant . N . . = 5 SERVICES
Search Grant: LIHEAF 2014 Agency: CREGCN HCOUSING AND COMMUNITY SERVICES
View Contract # NA
Eg_'f_ Start Date: 10-01-2013
v End Date: 05-30-2014 Closed? N
LIEAP-OEA (PP)
Authorize ‘Edii Grani'
Batch APCG - -
Batch Payment Total Grant Transferred Total Total Remaining
Batch Vendor
Batch Summary ’,-——-_—Emﬂ“--\ $4,150,000.00 ($4,145,000.00)
Paid Agency N
paid ngmgrv @ﬁom APC T@ MNew Allocation
Allocations
To Edit: Click Amount row to edit. The Grant Allocation Edit screen will appear next.
Amount Allocation Date Insert Date User
$5,000.00 | 11-12-2013 11-12-2013 THU
| Grant APC Transfers |
[ T T T T ]
Figure 7-12A: Grant Allocation View Screen — Grant to/from APC Transfer screen.
3 ’ : 3 ]
To allocate to the ‘Parent” APC, click the button labeled ‘Grant to/from APC Transfer’.

The ‘Move Grant APC’ screen will appear. In the ‘Move Grant/APC’ section, enter the

following:
= Select the appropriate APC, using the drop-down menu
= Enter the funding amount that will be moved
= Enter the date

Select the appropriate ‘Transfer Type’

Click on ‘Move’ button to complete the transfer (reference Figure 7-12B).
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Agency: OHCS User: TESTUSER
Timeout: 19:22

7
Log Out | 0}’ Cron e 5

Housing and Community Services
Client * Program ¥ Fiscal ¥ Management ¥ Reports ¥ Help ¥

APC All ti
Search " Move Grant APC

Version 3.0.4T

View/New
Summary
r APC - Agency/Program/County
Grant . .
Search To Authorize:
View 1. Select APC. Fields marked * are required.
Edit Enter dollar amount and date.
New

2.

3. Select one transfer option
LIEAP-OEA (PP) 4. Click Move butten
Authorize

Batch APCG Grant: LIHEAP ilable: s4.145.000.00

Batch Payment APC: [ CINALPT4-LIHEAP 2014 o =
Batch Vendaor -

Batch Summary Apc Available: 550,000°00
F‘a!d Agency Amount § [1000.00
Paid Summary Date: |11-12-2013 H(mm-dd-',a',a';',aj'

oose ONE transfer type below:
&+ ) Transfer Grant to £PC

% Transfer APC to Gra qm'

Data Classification: 2

Oregon Housing and Community Services ©

Figure 7-12B: Move Grant APC Screen - Grant to/from APC Transfer,

The ‘Grant Allocation View New’ screen will appear . Transfers should be reviewed and
verified and can be done using the APC Allocation View screen.

Agency: OHCS User: TESTUSER
Timeout: 12:25

Log Out | 0?’&:@% '

Housing and Community Se
Client * Program ¥ Fiscal ¥ Management¥ Reports ¥ Help *

APC Allocati . .
search - APC Allocation View New .
Stmmary’ e P AP

 APC = Agency/Program/Coun

Grant %
Search Name: cina-Lp14-LIHEAR 2014 View Parent APC |

Version 3.0.4T

I\Efi;i\:"" Grant Name Allocation
i .
New LIHEAP 2014 +———— Grant Name $50,000.00

Allocations: $50,000.00
LIEAP-OEA (PP) . .
Autharize Available: $30,000.00

Batch APCG Allocated: $0.00
Batch Payment
Batch Vendor

Batch Summary ( View History |
Paid Agency

Paid Summary

.00 Total Spent: 50.00

[ Sub APC(s)(Click Agency name to View APC Allocation)

Agency Allocations | Available | Alloc Date New Alloc

| CINA FE-LLa-HAR-LIHEAR 2014 | $0.00 sso00000 || Ctmm-dd-yyyy) ||
CINA FP-LP14-MAL-LTHEAP 2014 | $0.00 ss0,00000 | Ctmme-dd-yyvy) ||
CINA-LP14-HAR-LIHEAP 2012 | $0.00 sso,00000 | Clmmeddyvyyy) |
CINA-LP14-MAL-LIHEAP 2014 | $0.00 sso00000 | Ctmm-dd-vyvy) ||
HCSC-LP14-HAR-LIHEAF 2014 | $0.00 sso,000.00 ([ oltmmedd-yyyy) ||

Child APC =]

Data Classification: 2

Oregon Housing and Community Services @

Figure 7-12C: APC Allocation View New ‘Child” Screen.
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On the ‘APC Allocation View New’ screen, above the “Grant Name” the ‘Parent” APC is
displayed showing the allocation that was just completed. If the initial APC family was built
correctly, the following information: the Parent APC listed at top: CINA-LP14-LIHEAP 2014
(no county), and it’s associated ‘Child(s)” APC: CINA-LP14-MAL-LIHEAP 2014 and APC:
HCSC-LP14-HAR-LIHEAP 2014 are listed. To complete an APC moves, enter the ‘Allocation
Date’, the ‘New Allocation Amount’, and click the ‘S’ (Save) button.

Click on ‘View History’ and the ‘APC Allocation History View’ screen will appear. The history
view screen is used for historical purposes (reference Figure 7-13).

Agency: OHCS User: TESTUSER
Timeout: 19:58
Log Out
Client ¥ Program ¥ Fiscal ¥ Management~™ Reports ¥ Help ~

APC Allocation . . . Version 3.0.4T
Search APC Allocation History View
View/MNew
Summary APC: Agency/Program/County
Grant Name: CINA-LP14-LIHEAP 2014
Search Allocation History
View Amount Alloc. Date | APC User Initials | Insert Date/TIME
Edit
New $9,955.95 11-12-2013 | HCSC-LP14-HAR-LIHEAF 2014 THU 11-12-2013 04:00 PM
LIEAP-OEA (PP) $10,000.00 | 11-12-2013 | CINA-LF14-MAL-LIHEAF 2014 THU 11-12-2013 03:59 PM

Authaorize
Batch APCG
Batch Payment
Batch Vendor
Batch Summary
Paid Agency
Paid Summary

Data Classification: 2

Oregon Housing and Community Services @

Figure 7-13: APC Allocation History View Screen

Click on ‘View Parent APC’ and the ‘APC Allocation View New’ screen will appear. Select the
appropriate ‘Parent APC’ by clicking on the Sub APC Agency link (reference Figure 7-14).
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Agency: OHCS User: TESTUSER A&'r}%
Timeout: 19:54 0 sy
-
Log Out Y@OH«I
Housing w Community §
Client ¥ Program ¥ Fiscal ¥ Management~ Reports ¥ Help ¥
APC Allocation . . Version 3.0.4T
Search APC Allocation View New
View/New
summary
r APC = Agency/Program/ County
Grant Name: A 1 n A
Search t CINA-LP14-LIHEAR 20§2  View Parent APC .
View Grant Name ation
Edit R
MNew LIHEAP 2014 $50,000.00
Allocations: $50,000.00
LIEAP-OEA (PP) . )
Authorize Available: 550,000.00
Batch APCG Allocated: $0.00
Batch Payment
! 5 t: $0.00 Total S| t: $0.00
Batch vendor pen otal spen
Batch Summary View History |
Paid Agency
Paid Summary
I Sub APC(s)({Click Agency name to View APC Allocation)

Agency Allocations | Available | Alloc Date New Alloc

CIMA FP-LP14-HAR-LIHEAR 2014 | £0.00 $50,000.00 I E(mm-dd-',/v',f',/:l

CIMA FP-LP14-MAL-LIHEAR 2014 | £0.00 $50,000.00 I E(mm-dd-yvygﬂ)

CINA-LF14-HAR-LIHEAF 2014 $0.00 $50,000.00 I H(an-dd-',w',d',fj

CINA-LP14-MAL-LIHEAF 2014 $0.00 $50,000.00 I H(mm-dd-',fv-,w,aj

HCSC-LP14-HAR-LIHEAR 2014 $0.00 $50,000.00 I H(mm-dd-',f'w,t',f)

Data Classification: 2
Oregon Housing and Community Services @

Figure 7-14: APC Allocation View New Screen — View History

The ‘APC Allocation View New’ screen will appear. In the upper portion of the screen is the
information on the ‘Parent APC. This view screen is used for historical purposes (reference

Figure 7-15).
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OPTS.

APC Allocation
Search

View /New
Summary

Grant
Search
View
Edit
New

LIEAP-OEA (PP)
Authorize

Batch APCG
Batch Payment
Batch Vendor
Batch Summary
Paid Agency

Paid Summary

Agency: OHCS

User: TESTUSER

Timeout: 15:14

Log Out |

Oresonse

Housing and Communi
Client * Program ¥ Fiscal ¥ Management ¥ Reports ¥ Help ¥
. . WVersion 3.0.4T
APC Allocation View New
 APC = Agency/Program/ County
Name: ew Parent APC
LIHEAP 2014
Allocations: $30,000.00
Available: $30,000.01
Allocated: $13,535.95
Spent: £0.00 Total Spent: £0.00
Viwiistoy |
r Sub APC(s)(Click Agency name to View APC Allocation)
Agency Allocations | Available | Alloc Date New Alloc
CINA FP-LP14-HAR-LIHEAP 2014 | $0.00 $50,000.00 | T8 rmm-dd-vyyy) |
CINA FP-LP14-MAL-LIHEAR 2014 | s0.00 $50,000.00 | | Tltmm-dd-yyvy) ||
CIMNA-LP14-HAR-LIHEAF 2014 $0.00 $50,000.00 I E(mm-dd-',f‘,fv'f:l I
CINA-LF14-MAL-LIHEAF 2014 $10,000.00 $60,000.00 I H(mm-dd-',f‘,w',ﬂj I
HCSC-LP14-HAR-LIHEAR 2014 $5,955.55 £55,555.55 I H(mm-dd-'g"g"v"g’:l I

Data Classification: 2

Oregon Housing and Community Services €

Figure 7-15:

APC Allocation View New Screen — View Parent APC

Program Funds Available for Payment Assistance

Once the Grant and APC tree structure is completed and grant funds allocated down to the
Child APC level, the funds will be able to be used on the ‘OPUS New Payment’ screen for client
payment assistance.

After an intake worker has processed a household through the OPUS system, the intake worker
will be able to select the Child-APC from a drop down menu on the ‘New Payment’ screen.
Reference Section 2; Client Intake New.

Steps have been completed for creating a Local Program.
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