Section Three

Client Intake — Existing

The user will learn how to update and edit existing household records in the OPUS database in

this section. These records include client, residence, income, employer, and household
summary. Using data-entry screens, all records updated and edited prepare the database to
assimilate required information to qualify a household for program assistance.

Client Search

Household View screen

Residence Search

Verifying Data on Views

Residence Edit
Add Client(s) to Existing Household

Client(s) Edit

Income Edit/Employer or Delete Income/Employer

Moves

Move Client(s) Household to Unknown

Move Client to Household

Move/Adding Existing Client(s) to Existing Household

Move Household to Existing Residence

Merge Household with Another Household

46
48
50
52
53
54
60
63
66
66
69
75
80
81

All SSNs throughout this manual have be covered for confidentiality purposes even though the

test database was used.
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Client Search
Search the OPUS database for existing client information before creating new records and to
prevent duplicate records.

Setup:

On the ‘Message of the Day’ Screen.

1. Click the ‘Search Client’ link on the ‘Left Nav Bar’ or from the ’Main Menu’ under ‘Client’.

2. For each client in the household, and with one search at a time, type a person’s first, last
name OR SSN/SYSID - without dashes (reference figure 3-1).

Note: The search results will display only 100 records results at random that match the criteria
you entered. It’s important to provide as much search criteria as possible, so that your results
will narrow down to a reasonable number returned records. Or the search results will indicate
‘No Results Found’.

3. Click the “Search’ Button. The search button becomes activated when information is typed
into any of the boxes.

HOME | Log Out

Agency: OHCS

I-Veatherizati(m Client | Program | Historical | Managermert | Reports | Help

“ersion 2.10.23T
Client

Search Client Search

View

i " o . R

ﬁ (Type "Apt, Unit" etc. with £)
ssn/sYsID | Address | =]

Residence

Wiew First Name IJ.—'l.f\"|ES City I

New

Edit Last Name IKIRK Zip I T Show Residence Info. only

Household [ Show Residences With Jabs anly

Wiew s

- When you Click in Search Results: -Search
:(a:'gih ‘;thdate Client's SSN/SYSZ = Househeold Screen -
poate Client's Name = Client Screen

Residence Address = Residence Screen

Move A maximum of 100 results will be returned. Advanced Search

Client to HH

HH to Residence

Merge HH

Figure 3-1: Client Search Screen

When the search is successful, the client's information will show in the ‘Search Results’ section
(reference figure 3-1). Repeat a search for each client in household. In the ‘Search Results’,
client's system ID, first name, last name, address, city and zip code will display.
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3 . v aJ . OPUS Agency: OHCS HOME | Log Out

11 [7{1”'“_71 I'(I”ﬂ” Client | Program | Historical | Managemert | Reports | Help

“ersion 2.10.23T
Client

Search Client Search New e
View - =
New
Edit Mew Client Information (Fields marked with * are required, wildcards will be removed)
Residence ) i WH .
View First Name |oAMES B DoB |03-03-1963 (mm-dd-yyyy)™
New
Edit Last Mame IKIRK * Create D |
R 38N/Sys= SJAMESD33063 _Search |
View
Mail/Ph Update " ; — - )
NCE Update OPUS will =earch the database to find this client before creating a new record.
Move Possible Matches
Client to HH [z5n = First Name Last Name coBe
HH to Residence pAMES KIRK 11-14-1992
Merge HH
HAMES TIEERCUS KIRK 05-25-1960
HAMES KIRK 01-18-1978
JCOHM CCE 02-02-1545
DAMES R KRUS 11-16-1978
SIAMESD33063 HAMES KIRK 03-30-1963
Add New Member |
The link has been left in for an example SYSID# which in not real.
Timeout:
15:00

Cata Classification: 3

with Internat Explorer 5.5 SPZ or higher

Figure 3-2: Client search with results

When a search is unsuccessful, a message ‘No Results Found’ will display under the ‘Search
Results’. Be sure to repeat a search for each client in the household before adding a client to a
household. Note: Searching by other fields on the search screen, such as first name or last name
can be attempted. Be sure to remove the SYSID/SSN when searching by first and last name.
This allows the system to find a person if they have a different ID number.

4. Kirk was found in the database. The blue and underlined links in the columns signify links to
other screens. After a link has been used, it turns to a dark pink color for a period of time
(reference figure 3-2).

The following linked columns take you to respective view screens:
= Click on SSN/SYSID to view ‘Household View’ screen.
= Click on the first or last name links to view the ‘Client View’ screen.
= Click on the address, unit or zip to view the ‘Residence View’ screen.
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The ‘Household View’ Screen "The Most Useful Screen""

It is recommended that following a client search, to view a client’s household View Screen by
clicking the client’s social security number or system ID number. From the Household View
screen, the user will be able to see if there are other client(s) associated with the household (HH).
If a user finds household members in a specific HH, the user won't have to search each client
individually, since the client was found within the HH and the user will know they have a record
in the database. Click Kirk’s SYSID to bring up the HH view.

- HOME | Log Out
P OP l Agency: OHCS

1117(“‘;“_71'1 :ﬂ' r“jﬁl Client | Program | Historical | Managernent | eports | Help

Wersion 2.10.23T
Client

Search Household View rive ¥ M
iew Sve
Mew Househeld - 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
R SSN/SYSID Mame Age Gen Educ Vet Disb Ethn Race NCB Income
Residence - JAMES KIRK 49 M DK DK N RF RF RF Y
View
Mew Il DR DAVID WILLIS MARCUS 23 M PHD N Y NH S Yoox
Edit . ) .
New Client I To remove a client: Choose from R column, scroll down to click button.
H hold
Mail/Eh Update Agency Number Type Status Cost Completion Date
NCE Update Address Income Summary
T U Address JAMES KIRK $3,000.00
H‘_)VE il 1701 FECERATICN WAY STE 10F DR DAVID WILLIS £1.200.00
% ENTERPRISE, OR 97828 MARCUS e
e P 1701 FEDERATION WAY STE 10F Household Summary
Merge HH ENTERFRISE, CR 57828
' ! Total Income $4,200.00
Phones % of Poverty 29%
T U Number Client Name 9% of OMI 5o
H (503) 595-8422 JAMES KIRE Total # of Persons 2
- CR CAVID WILLIS
C  (971) 000-1111 PETE HH Type | =l
Household Subsidized |

Malee any changes? __ Save Changes |

HH Comments

B
To Remove a Client (one at a time):
Select client under the R column abowve,
then Click this button
Remove Client(s) from Household
To Remove Household: Click this button
Move Ertire Household to Unknown | ;I
2000 characters left (spaces count)
Timeout:
19:35

Data Classification: 3

with Internet Explorer 5.5 SPZ or higher

Figure 3-3: HH view

The ‘Household View’ screen will appear (reference figure 3-3). On Kirk’s HH View screen, it
displays the following:

1. Kirk’s household includes other members.
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2. The Kirk’ address. If the address on the application is different from what is displayed on the
HH view screen, the address will need to be updated. To update the address and/or phone
number, click on ‘Residence View’ from the ‘Left Nav Bar’. The ‘Residence View’ will
appear (reference figure 3-4).

HOME | Log Out
OPUS s
Vlan a ment Leports elp

IVB | ﬂ! e ?'iZﬂﬁ On Client | Program | Historical |
Version 2.10.23T
Client . .
Search Residence View rive ¥ M
iew SULL
New Physical Address
Edit 1701 FEDERATICN WAY STE 10F
ENTERPRISE, CR 8978282
Residence

View

T Residence Info

Edit Status: Qown Type: Multi-Unit (Owver 4)
Frimary Energy Source: ELECTRIC County: WALLOWA
Household
View - -
Mail/Fh Update Edit Residence |
NCE Update
Jobs
Move Agency Number Type Status Cost Completion Date

Client te HH

HH to Residence New Job I

Merge HH

Figure 3-4: Residence View and Edit

3. The HH includes a third person who meets the definition of a HH member. If a new
application was to include a fourth person not yet in the system, the HH information would
require an update to add another person.

A review of the ‘Household View’ screen from the initial client search makes it easy and
quick to discover any information that would require to be updated. When updating
residence information, always search for the new address first. From a residence search, you
can determine how to proceed from one of the following scenarios:

= |f the residence address is found in the database without a household living in it, the
address can be used for the household. Use guidelines in topic Move Household to
Residence.

= |f the address is found in the database with a household in it and the HH is not active in a
program, then the “old HH” can be moved into “Unknown” and the new HH can use the
address. Use the guidelines in topic Move Household to Unknown, and Move
Household to Residence.

= IfaHH is in the system with an old address and the new residence does not exist, it can
be added then moved to the HH from the old residence to the new one, using steps in
topic Move Household to a new Residence. Remember to complete a “Residence
Search” before adding a new one.
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Residence Search

A residence may exist in the database but may be linked to an old household record. If a client is
located at an old address or linked to another household, go to Section 3 - Move Client (s) to
Unknown and follow the steps. This process moves clients from an old residence record in
order for you to use it for processing a new intake.

Note: Ifa client is “Active” in another program enrollment, possibly in another OPUS module
for services, the client cannot be moved from the HH without being exited from the ‘other’ open
enrollment. The OPUS user can search other modules he/she has access to or contact their
agency’s OPUS Administrator for assistance. If the agency does not have access to another
module and receives the message that the client cannot be moved due to another open
enrollment, contact OPUS Helpdesk opushelp@hcs.state.or.us.

Setup:
On the ‘Client Search’ screen.
1. Inthe address box, type a street number and street name (with spaces between as needed).

If you don't have a street number, use a "%" in front of the street name, such as % Stevens St.
2. If there is an apartment or unit number, use one of these formats: Apt #, Unit #, or Space #.
3. Type a city and zip code to narrow the results to this region of the state.

Note: At any time, searching for a client by address, the percent symbol (%) is considered a
‘wild card’. Enter the percent sign followed by the street name then click ‘Search’, the system
will search for any addresses close to matching what you entered (reference figure 3-5).

HOME | Log Out

Agency: OHCS

Client |  Program Man nert = | Help

Version 2.10.23T
Client

Search Client Search

(Type "Apt, Unit" etc. with #)

ssn/sysio | Add
Residence

View First Name I Cit
New
Edit Last Name | Zip

#=c [.FEDERATION

|ENTERPRISE

WEnce Info. only

Household [ Show Residences With Jobs anly

View .
- When you Click in Search Results: Search
m(a:'gih ‘;‘l;:d:te Client's SSN/SYSZ = Househcld Screen
P Client's Name = Client Screen

Residence Address = Residence Screen

Move A maximum of 100 results will be returned. Advanced Search

Client to HH

HH to Residence

Merge HH Search Results
[ssn = First Mame Last Name [Birth vear Address Unit City |

[Mo Results Found |

Figure 3-5: Client Search

= When a residence is found in the database, the address, city and zip code will be
displayed in the ‘Search Results’.
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= [f the residence is not in the result list, you’ll see ‘No Results Found’. You can begin
creating a new household and a new residence (reference figure 3-7). When household
members have not been found in the database, click the ‘New’ link under “Client” on the
Left Nav Bar. The goal is to find any records from the client’s application first, and find
out which household members already exist in the database before creating new records.

s.-,; .‘!J OPUS Agency: OHCS HOME | Log Qut

11 L’(EIh er I —ﬁ( n- on Cliemt | Program | Historical |  Managermmerd | Reports | Help

Version 2.10.23T
Client

Search Household View e ¥ M
iew SHVE
Hew Household - Click SSN/SYSID will open the Client View Screen. Howver over code for full version.
Edit HH Members Beold Red elements indicate poor data quality
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCB Income

Residence - JAMES KIRK 45 M DK DK N RF RF RF i
View
MNew New Client | To remove a client: Choose from R column, scroll down to click button.
Edit

Jobs
H_ousehold Agency Number Type Status Cost Completion Date
Wiew Address Income Summary

Mail/Ph Update

T JAMES KIRK $3,000.00

NCE Update
M 1701 FEDERATICN WAY STE 10 Household Summary
Mowve ENTERPRISE, OR 97828 Total Income £3,000.00
Client to HH P 1701 FEQERATICN WAY STE 10F = 5
HH to Residence ENTERPRISE, OR 97828 i oF ey 28%
Merae HH e — % of OMI 8%
T U Number Client Name etalladofRcsons !
HH Type | ==
Househeld Subsidized '

Make any changes? | Save Changes |

HH Comments

=
To Remove Household: Click this button
Maove Entire Housshald to Unknown
=
2000 characters |eft (spaces count)
Timeout:
15:45

Data Classification: 3

ith Irternst Explarer 5 2 aor higher

Figure 3-6: HH View with address

= |f the residence address is found in the system: the address, city and zip code will be
displayed in the results (reference figure 3-6). If this address isn’t correct, update the
residence information in the following order:
e Create a New Residence
¢ Move a Household to New Residence

To complete the ‘Move a Household to New Residence’, follow the steps in the ‘Moves’ section
titled ‘Move household to a New Residence’.
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On the Left Nav Bar, click the Residence ‘New’ link. The ‘Residence New’ screen will appear
(reference figure 3-8). Reference “Section Two; Client Intake, Residence New” for additional
information to create new residences.

T - HOME | Log Out
S N -
BER . 4

W H(’t.‘ﬁk’f‘!"{;‘ﬂ(h’} Client | Programn | Historical |  Management | Reports | Help
i ULFLER LSO

Version 2.10.23T
Client

Search Client Search
View
(Type "Apt, Unit" etc. with )
ssn/svsID | Address [1701 FEDERATION WAY = |STE 10F
First Mame I City IENTEHPHISE

Last Name I Zip I [T Show Residence Info. only

[T Show Residences With Jobs only

Household
View .
- When you Click in Search Results: -Search
:Ig_'lgih é":;:d:te Client's SSN/SYS# = Household Screen
P Client's Name = Client Screen
Residence Address = Residence Screen
Move A maximum of 100 results will be returned. Advanced Search
Client to HH
HH to Residence
Merge HH Search Results
[5sn = [First Name [Last Hame [Birth vear |2ddress unit  city ||

[Mo Results Found |

Figure 3-7: Client Search for residence

T OPUS — wrre

- e ‘i{)t”‘h{)f 4 (O Cliemt |  Program | Historical | Managermernt | Reports | Help

Wersion 2.10.23T
Client

scarch Residence New ciive
iew e
MNew Physical Address (Fieldz marked with * are required.)

Edit Ne. Direction  Street Name Type Direction  Unit #
Residence I : I = I . I = I =l I =l I

Wiew City 5T Zip +4 County
New = OR -

Edit | = | =l I

Househokld Residence Info

Wiew Residence Type Im 'I” Reszidence Status | ;l”
Mail/Ph Update . N

NCE Update Primary Energy Source I 'I

Move

Client te HH

HH to Residence

Merge HH

Figure 3-8: Residence New

Verifying Data on Views

In general, for all view screens, you should review to verify data entered. If information
requires to be updated or revised, the ‘Edit’ link or button is available to update or correct
information. Most "View Screens" are for viewing purposes, the one exception is the
‘Household View’ screen.
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Residence Edit

Setup:

On Client View’ screen.

1. Onthe ‘Left Nav Bar’, click the ‘Residence View’ link and the ‘Residence View’ screen will
appear next. On the Left Nav bar under ‘Residence’, click the ‘Edit’ link. The ‘Residence
Edit’ screen will open. Do not edit the physical address unless the building has physically
moved to a new location or the address is incorrect. If the household has moved create a new
residence. Edit the required information then click ‘Save’. If you do need to edit the
physical address you will need to select the ‘Edit Residence Address’ checkbox. Everything
else stays the same as detailed on the client’s application (reference figure 3-9A).

T T HOME | Loa Out
_ . '! A OP S Agency: OHCS
Client l l
Search :l By 1117{'“"'“_7.;‘1:(1;(“);1 Client |  Program | Historical | Managermert | Reports | Help
View e :
Hew Wersion 2.10.23T
Edit Client . .
Search Residence View e
iew ctive
Residence Mew Physical Address
View Edit 1701 FEDERATICN WAY STE 10F
New ENTERPRISE, OR 97828
Edit:
Residence Info
Household Status: Own Type: Multi-Unit (Over 4)
View Primary Energy Source: ELECTRIC County:  WALLOWA
s Household
Mail/Ph Update Virn -
Mail/Ph Update Edit Residence |
NCE Update
Move Jobs
Client to HH Move Agency Mumber Type Status Cost Completion Date
HH to Residence Client to HH
q HH tc Residence New Job |
Merge Hii Merge HH

Figure 3-9: inthe  Figure 3-9A: Residence View, Edit
Client View

OPUS po——

1..1,.:?{-“:,!1 E."'E.E:ﬂﬁ Onn Client |  Program | Histarical |  Managemert | Reports | Help

Wersion 2.10.23T

Client

Search Residence Edit ciive
View T
New
Edit Do not edit the address unless the building has physically moved to a new location or the

add e smai oo

- #"the household has mo¥Yagd create a new residence
Residence X X
Wiew ¥ Edit Residence Address.
E;? : P harked with * are required.)
i

No. Direction Street Name Type Direction Unit E 3
Household [7o1 [ =] [FEDERATION fway =] | = JsTE =] [ioF
View X X
Mail/Ph Update City ST Zip +4 County
NCE Update [ENTERPRISE-S7222 =] OR [57828-ENTERFRISE = | WALLOWA
EE Residence Info
Client to HH
HH to Residence Residence Type IMuhl-Unrt [Overd) _=|*  Residence Status |Own ==
Merge HH

Frimary Energy Source IELECTRIC ==

Save

Figure 3-9B: Residence Edit screen
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Add Client(s) to Existing Household

Adding clients to an existing household is easiest when at least one client and the residence have
been initially created.

Setup:

On the ‘Search Client’ screen, as mentioned in the previous topics, searching for a client who
needs to be added to an existing household prevents creating duplicate records. If a search
locates clients living in a different household, follow steps in topic Merge Household with
another Household (reference figure 3-28).

Search Household to Add Client(s) to:
1. Search for the household member that needs to be added to the HH. On the ‘Search Client’
screen, type in the client’s name or SSN/SYSID. Click ‘Search’ button.

HOME | Log Out
OP l Agency: OHCS

1"{"?'-?{?fhf?."f;?:ﬂﬁﬂﬂ Cliert |  Program | Historical | Managemert | Reports | Help

Version 2.10.23T
Client

Search Client Search

View

Nes . .

E;i;:v (Type "Apt, Unit" etc. with #)
sSN/SYSID | Address | =|

Residence

View First Name IJ.-'l.MES City I

Ny

Edit Last Name IKIRK Zip I [T Show Residence Info. only

Household [7 Show Residences With Jobs anly

View .

. When you Click in Search Results: Search
:I(a:'gih éIthdate Client's SSMN/SYS5# = Household Screen ——
pdate Client's Name = Client Screen

Besidence Address = Residence Screen

Mowve A maximum of 100 results will be returned. Advanced Search

Client to HH

HH to Residence

Merge HH

Figure 3-10: Client Search

2. Inthe results, click the client’s SSN number link to access ‘Household View’ screen
(reference figure 3-11).
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HOME | Log Out
OP I Agency: OHCS

‘1{)1‘.1 rh e FIA.H TI(JH Cliemt |  Program | Historical | . I Reports | Help

Wersion 2.10.23T

Client .
Search Client Search
Wiew
M . .
ﬁ (Type "Apt, Unit" etc. with £)
ssN/SYSID | Address | =]
Residence
WView First Name IJAMES City I
New
Edit Last Mame IKIRK Zip I [T Show Residence Info. anly
Household [T Show Residences With Jobs anly
View -
. When you Click in Search Results: -Search
:glgﬂ;'é)‘;ti’ate Client's S5N/SY5% = Household Screen
Client's Name = Client Screen
Besidence Address = Residence Screen
Move A maximum of 100 results will be returned. Advanced Search
Client to HH
HH toc Residence
Merge HH Search Results
SSH 2 First Mame Last Mame Eirth Year|Address Unit Citw
HAMES KIRK 1952 273 E LCGSDEM RE SILETZ
UAMES KIREC 15957 312 E 4TH ST THE DALLES
UAMES R KIRK 1965
HAMES MIRKLAND 1955 382 17TH ST SE |S)'-\LEI'\"|
UAMES KIREC 15968
! !J»'—\MES TIBERCUSIKIF{K 1560 431 CLIVE ST MW | |SALEI'\"|
KIRK 1578 1111 MAIN ST APT 205 KLAMATH FALLS
KIRKEATRICK|1S7E
KIRK 1563 1701 FECERATICH WAY|STE 1.EIF|ENTERPRISE
Timeout:
19:56

Data Classification: 3

Irternst

Figure 3-11: Client Search New with results

3. Under the ‘HH Members’ section, click the ‘New Client’ button (reference figure 3-12). The
‘Client Search New’ screen will appear next.
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HOME | Log Out
OP l Agency: OHCS

11{;“;?;}{;!-! M Client |  Program | Historical |

ersion 2.10.23T

Client .
Search Household View sciive ¥
lew T
Mew Household - Click SSN/SYSID will open the Client View Screen. Howver over code for full version.
Edit HH Members Bold Red elements indicate poor data quality
R SSM/SYSID MName Age Gen Educ Vet Disb Ethn Race MCBE Income
Residence - JAMES KIRK 45 M DK DK N RF RF RF Y
View
Mew DR DAVID WILLIS MARCUS 23 M FHC N id MH 5 il A
Edit ‘ = ) )
' To remove a client: Choose frem R column, scroll down to click button.
cig:"lsehuld Jobs
Mail/Ph Update Agency Number Type Status Cost Completion Date
HNCE Update Address Income Summary
3 JAMES KIRK $3,000.00
Move 1701 FEDERATICN WAY STE 10F DR DAVID WILLIS $1,200.00
ﬂi’“ﬂ EMTERPRISE, OR 97528 MARCUS reuE
i et P 1701 FEDERATION WAY STE 10F Household Summary
Iz T3 ENTERPRISE, OR 57828
i Total Income $4,200.00
Phones %% of Poverty 29%
T U Number Client Name % of QMI g9
H (503) 999-3422 JAMES KIREK Total # of Persans 2
LR DAVID WILLIS
C  (571) 000-1111 TARCUS HH Type | =]=
Household Subsidized |

Make any changes? __ Save Changes I

HH Comments

B
To Remove a Client (one at a time):
Select client under the R column above,
then Click this button
Remave Client(s) from Household I
To Remove Household: Click this button
Move Entire Househald to Unknown | [ |
2000 characters |left (=paces count)
Timeout:
5:30

Cata Classification: 3

Figure 3-12: HH view, New Client button
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H ‘_7{”‘]“_7.; I:'ﬂ‘h‘ﬂf! Client | Program | Historical |  Managemert | Reports | Help

'! [J'V OPUS Agency: OHCS HOME | Log Out

Wersion 2.10.23T
Client

Search Client Search New R
iew S
New Current Household Members
Edit SSN/SYSID Mame Gender Age
JAMES KIRK M 45
Residence DR DAVID WILLIS MARCUS M 23
View
E;‘: New Client Information (Fields marked with * are required, wildcards will be removed)
Household First Name [CAROLH DOE [02021366  L(mm-dd-yyyy)®
View
Mail/Ph Update o B Create D
E Last Name |I'v1. RCUS E |
ssw/syss | _Search |
Move
Client to HH
HH to Residence CPUS will zearch the databaze to find this client before creating a new record.
Merge HH
Possible Matches
SSHN = First Mame Last Mame CCE
CHERYL MARQUEZ 04-21-1964
CARLA PACLA MARQUEZ-MCONTERC 12-28-1991
‘ Add New Member i ’
Timeout:
1g:02

Data Classification: 3

h Internet Explorer 2 ar higher

Figure 3- 13 Add new HH member Search

On the Client Search New screen, under ‘Possible Matches’, clients will appear if the name and
or SSN/SYSID number is close to the search criteria entered. If the ‘Possible Matches” do not
match the client in question, click on the ‘Add New Member’ button. The ‘Client New’ screen
will appear. Fields marked with * require responses to be selected.

4. Type or select the following:

= Title, Salutation, as needed.

= Legal first name, middle name, last Name *.

= Date of Birth.

=SSN or choose SYSID instead.

=SSN Quality Code *
This is to describe if the SSN is full or ‘don’t know/don’t have’ or ‘refused’ for system
identification.

= Phone number is the same as the others in HH, should not have to re-enter.

=  Gender *
= Disabled *
= Veteran *
= Language
= Ethnicity *
= Education.

=  Homebound
= Mailing Address *
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In the example above (reference figure 3-13), the mailing address will be the same as the
others in the household. Address selections can be made from the drop-down menu
previously entered for other clients in household and skip the steps below.
= Street Number, Street Name, Street Direction such as: S, N, NE, NW, etc.
Street Type such as: Ave, Lane, etc.
Unit Type such as: Apt, Unit, Bldg, PO Box, etc., # - for and apt number or PO Box #
= Enter an apt number or PO Box number
= City or Zip Code
= Non-Cash Benefits the client currently receives.
= Click the ‘Save' Button to save the client information (reference figure 3-14, next page).

The ‘Chent New’ screen is on the next page alone to capture all the details.

i J OPUS Agency: OHCS HOME | Log Out

Ha’arhcu"m‘mn client | Programn | Historical |  Managernent | Reports | Help

Version 2.10.237
Client

Search Client New i
iew ctive
Hew Client Information (Fields marked with * are required.)
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Title I -
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New —
Edit Last Mame II"I RCUS Suffix | =
Household bos I 4-03-1366 J(mm dd-yyyy)®  SSN/Sys= I < Create ID
xl:ﬂph Update SSN Quality Code  [DONT KNOW OR DONT HAVE ==
NCB Update Phone
Move
Client to HH I— ) ) I—‘
BE o hesderee Primary Phone 503-555-1212 EXT Type | HOME =
Merge HH

Mailing Address *

(Choose an address from menu, OR enter a new one below)

|1?E1 FEDERATION WAYSTE 10F - ENTERPRISE OR, 57828 =]

No. Direction Street Name Type Direction  Unit 3

City ST Zip County

I = or | ey

Client Characteristics

Gender |FEI'v'I.—'lLE == Disabled IREFUSED =+

Veteran NO == Ethnicity |REFUSED ==

Language I | Education | =

Hnmehnundl B3| Transpnr‘tatinn?I =

Race (Check all that apply]*

[T African American ' Don't Know

[T American Indian/Alaska Native & Refused

[T Asian

[T native Hawaiian or Pacific Islander Oregon Tribes

[T white | ;I

Non-Cash Benefits {Check all that apply)™

[ SMAP [~ Cregon Health Flan [~ MEDICARE & None

- wic [~ VA Med Serv [~ TANF Child Care ' Don't Know

[~ TANF Trans [~ Other TANF [~ Public Rental Assist 7 Refused

[~ Cther Health Ins [~ Other Source [~ Temp Rental Assist

Does this client have any +

income? HNONE ﬂ -m
Timeout:

18:02

Data Classification: 3

ith Internet Explor

“Figure 3-14: HH Client New
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Click the ‘Save’ button.

OPUS

Weatherization

Agency: OHCS

Client |

Pragrarn

| Historical | Managernert | Reparts | Help

Version 2.10.23T

Client . .
search Client View
ew
L= Select Another Client iflHH |EEAEINETENIONE;
Edit Client Information
Name CARCLE MARCUS SSN/SYS ID# SSN DQC CK
Residence
Miew
New DOB 04-03-1966 Age 46
Edit
: Phone 503-9559-g422 Type HCME Edi‘tl Delete |
Sil::vsehold Phone I = Ext TvpeICELL == Mdl
Mail/Fh Update Mailing Address
Lt ies 1701 FEDERATION WAY STE 10F
ENTERFRISE, OR 97828 County WALLCWA
Move
Client to HH _ .
HH to Residence Client Characteristics
Merge HH Gender FEMALE Language UNKNOWN Education UNKNOWN
Veteran NGO Disability REFUSED Homebound UNKNOWN
Ethnicity REFUSED Race REFUSED Oregon Tribe
EditCient |  View Household |
Mon-Cash Benefits
M |SHNAP I |Cregon Health Flan M MECICARE M WIC
M VA Med Serv N [TANF Child Care M [TANF Trans M [Other TANF
M |Public Rental Assist M |Other Health Ins N |Other Source M [Temp Rental Assist
Jobs
Agency Number Type Status Cost Completion Date

Income,/Employer (Setting to No, No - Zerc Income, Don't Know or Refused will delete all income)

=] Save |

Does this client have any income? I NONE

Type Source/Emp Monthly Annual Verified Date Last 30 Days Exclude
Total 50.00 50.00
Timeout:
15:43

Data Classification: 3

HOME | logout
ks h Irkerm

Figure 3-15: HH member view s

rer

election

Double-check the information to ensure it is correct. On the ‘Client View’ screen, a user can
select another household member from the top right drop-down menu called ‘Select Another
Client in HH’. This is an easy way to get to another HH member ‘Client View’ screen if
information requires to be updated, (reference figure 3-15). The figure below shows in detail the
HH selection (reference figure 3-15A).

HOME | Log Out

Agency: OHCS

Client |  Prograrn | Historical |  Managermert | Reports | Help

Weatherization

“ersion 2.10.23T

Client . .

Search Client View

View

Hew Select Another Client if HH | JAMES KIRK =l Gol
Edit

Client Information

03|CAROLE MARCUS

N JAMES KIRK SSN/SYS ID# S1AM
Residence ame / DR DAWID WILLIS MARCUS
Wiew DOB 03-30-1963 Age 45
New
Edit Phone 503-599-8422 Type HCME Edi‘tl Delete |

Figure 3-15A: HH member view selection
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Client Edit

Setup:
On the “Client View’ screen, working with the dropdown box ‘Select Another Client in HH’.

7

HOME | Log Out
Agency: OHCS

OPUS

Weatherization

Client | Managernert |

Client
Search
Wiew

L

Client View

Select Ancther Client in HH

JAMES KIRK
Client Information J

Name JAMES KIRK SSN/SYS IDF

Residence

Wiew DOB 03-30-1963 Age 43

New

Edit Phone S503-999-3422 Type HOME Edi‘tl Diglete |

I - = Add

Household Phone Ext Type |CELL =l _I

Wiew Mailing Address

Mail/Ph Update

NCE Update 1701 FEDERATION WAY STE 10F
EMTERFRISE, OR 973282 County WALLCWA

Move

Client to HH Client Characteristics

HH tc Residence -

MeraslEH Gender MALE Language UNKMOWM Education UNKMOWMN
Veteran DON'T KNOW Disability NG Homebound UNKMOWN
Ethnicity REFUSED

Non-Cash Benefits

M [SMNAF M |Oregon Health Flan M MECICARE M [WIC

M VA Med Serv N [TANF Child Care M [TANF Trans I |Other TANF

M |Public Rental As=zist M |Other Health Ins M |Other Source I [Temp Rental Asz=ist
Jobs

Agency Number Type Status Cost Completion Date

Income/Employer (Setting to No, No - Zero Income, Don't Know or Refused will delete all income)

= Save |

Does this client have any income? IYES

Type Source/Emp Monthly Annual verified Date Last 30 Days Exclude
UMEMPLOYMEMNT STATE OF CREGCN £250.00 $3,000.00 07-03-2012 A M
New Income | Total $250.00 $3,000.00
Timeout:
17:56

Data Classification: 3

Figure 3- 16 Client view to edlt mformatlon

1. Once the correct name is selected, click the ‘Go’ button. The ‘Client View’ screen will
appear next. On the Left Nav Bar, click the ‘Client Edit’ link, or click the ‘Edit Client’
button under the ‘Client Information’ section (reference figure 3-16). The ‘Client Edit’
screen will appear next (reference figure 3-16A).
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HOME | Log Out
OP l S Agency: OHCS

1"1":‘3?{_1fhl‘i?."fﬁﬂﬁﬂi‘l Client | Program | Historical | Managermert | Reports | Help

Wersion 2.10.23T

Search Client Edit e ¥ M
iew SR
New Client Information (Ficlds marked with * are required.)
Edit
Title I -
Residence =
View First Mame IJAMES * Middle I
New
Edit Last Mame IKIHK Suffix I ;I
S—— Dos 07301582 Comm-dd-yyyy)™  SSW/Sysz “ Creatz D |
View . ™ o -
Mail/Fh Update SSN Quality Code |DONT KNOW OR DON'T HAVE =] =
NCE Update
Mailing Address *
glci:::tu HH (Choose an address from the list, add a new address, or edit the current mailing address below)
HH to Residence | Edit Cument Mailing Address =l
Merge HH
[ Homeless
MNo. Direction Street Name Type Direction Unit E 3
J1701 | =] |FEDERATION Jway = | =l [sTE =] [1oF
City 5T Zip County
|ENTERPRISE—5F222 =l CR |5?222-ENTERPRISE &3 +4| WALLOWA
Client Characteristics
Gender | MALE =|*  |Disabled N0 ==
Weteran |DONT KNOW [=] = |Ethnicit',o' |REFUSED ==
Language I =l Educaticn I =l
Homebound I =l Transportation? I =l
Race (Check all that apply)*
[T African American ' Don't Know
[ american Indian/Alaska Mative * mefused
[T asian
[T Native Hawaiian or Pacific Islander Oregon Tribes
™ white | =]

T~ T~ T~ —

Figure 3-16A: Client Edit screen

On the “Client Edit” screen, all fields will be in edit mode for information to be corrected or
changed. Certain drop-down boxes contain information that was entered for the other HH
members. If this information is correct, it can be chosen or the information can be manually
added (reference figure 3-16A).

If the phone number needs to be updated, dashes do not need to be typed in. As the tab
button is used to exit a cell, OPUS will automatically insert the dashes, (reference figure 3-
16A).

When the information has been verified and correct, click the ‘Save Changes’ button at the
bottom of the screen (reference figure 3-16B). The ‘Client View’ screen will appear with the
most current changes.

61 | WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients



HOME | Log Out
OP I Agency: OHCS
i i fMlan a T -4

Weatherization Client | Program

“ersion 2.10.23T

Search Client Edit e ¥ M
Wiew Active
New Client Information (Fields marked with * are required.)

it

Ti

Mon-Cash Benefits (Check all that apply)™*

[ SMNAP [v Cregon Health Flan [~ MEDICARE © None

- wic ™ VA Med Serv [~ TANF Child Care © Don't Know

[~ TANF Trans [~ Other TANF [ Public Rental Assist ' Refused

Ird Other Health Ins Il Other Source - Temp Rental Assist '

Cata Classification: 3

HOME | Logout

th Interne

Figure 3-16B: Client Edit ‘Save Changes’ -
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Income Edit/Employer or Delete Income/Employer

Setup:

1. Onthe ‘Client View’ screen, use "Select Another Client in HH" to select the required HH
member whose information requires to be updated. The ‘Client View’ screen will appear
next (reference figure 3-17).

TR T HOME | Loa Out
r - .llr J‘ aﬁ_ OP l Agency: OHCS
O '

I\ ;: 1117{-13‘,'1()!»!:“!-“-”1 Cliemt |  Prograrn | Historical | Managerment | Reportz | Help

Version 2.10.23T

Client

Search Client View T
View
Dew & =clect Ancther Client in HH [JAMES KIRK - Go
Edit Client Information
MName JAMES KIRK SSN/SYS ID# SSN DQC Ok
Residence
e DOB 03-30-15963 Age 48
New
Edit Phone 503-999-8422 Type HOME Ed'rtl Delete |
Household Phone I * Ext Type |CELL =)= Mdl
Wiew Mailing Address
Mail/Ph Update _ . .
NCE Update 1701 FEDERATION WAY STE 10F
ENTERPRISE, OR 57828 County WALLOWA
Move
Client to HH Client Characteristics
%ﬁ'dm Gender MALE Language UNKNOWN Education UNKNOWN
Veteran DON'T KNOW Disability NO Homebound UNKMNOWMN
Ethnicity REFUSED Race REFUSED Oregon Tribe

EditClient |  View Household

Non-Cash Benefits

[ |SMAP 't |Oregeon Health Flan N |MECICARE M (WIC

M [VA Med Serv M [TANF Child Care I TAMF Trans M |[Cther TANF

I |Fublic Rental Assist Y |Other Health Ins N |Other Scurce I Temp Rental Assist
Jobs

Agency NMumber Type Status Cost Completion Date

Income/Employer (Setting to No, No - Zerc Income, Don't Know or Refused will delete all income)

Does this client have any income? IYES ;I ﬁl
Type Source/Emp Monthly Annual Verified Date Last 30 Days Exclude
STATE CF CREGCN $250.00 &§3,000.00 07-03-2012 A M
New Income Total 5250.00 S$3,000.00
Timeout:
19:58

Cata Classification: 3

1 Imtern

gure 3- I|ent View Etnceeployer

2. To edit income or an employer, click the link for the type of income on the ‘Client View’
screen. The ‘Income & Employer Edit’ screen will appear. Some cells require manual input
and some cells have drop-down boxes to choose information from. Make appropriate
changes or updates as needed. Click the ‘Save’ button (reference figure 3-18). The ‘Client
View’ screen will re-appear. Note: Fields marked with * are required for an income source
to be saved.
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HOME | Log Out
OP I Agency: OHCS

H ec ffh(’”’ ( !TI(’H Client | Program | Historical |  Managermert | Reports | Help

Version 2.10.23T

Client i .
Search Income/Employer Edit rive ¥
iew —
Mew Income (Fields marked with * are reguired for an income source to be saved.)
Edit Source/Employer Name  Type Amount
|STATE OF OREGON | UNEMPLOYMENT == z50
Residence . . .
Wiew Frequency Verified How Verified By Verified Date
g;‘? IMonthh.' == IUnempIUyment Docs [=]* IEJR * ID?—DS—ED‘IZ LBl mm-dd-yyyy)*
Income received in past 30 days? v
Household ) X X
View Don't Use This Recard When Creating Payments [
Mail/Fh Update Comments (MAX 2000 characters)
NCE Update -
Move
Client to HH =l
HH to Residence 2000 characters left (spaces count)
Merge HH
Employer Information
Phone I Ext I
Address
Address 1 I
Address 2 I
City, State Zip I
Ddae
Timecut:
19:31

Data Classification: 3

h Imternet E

Flgure 3-18: Income & Employer Edit screen

Click the ‘Save’ button when complete.

3. To delete an income, click on the ‘Delete’ button. A “Windows Internet Explorer”
confirmation will appear with the question “Are you sure you want to delete the selected
income?” If the income is to be deleted, click the ‘OK’ button. If the income is not to be
deleted, click ‘Cancel’ (reference figure 3-19, deleting income).
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HOME | Log Out
Agency: OHCS

1"1""’(-.’{?:‘.‘:{1é.’f‘f;ﬁfii’.TI.(:}',"I Client | Program | Historical |  Managernert | Reports | Help

Version 2.10.23T
Client

; .
search Income/Employer Edit rcive ¥
lew B
MNew Income (Ficlds marked with * are required for an income source to be saved.)
Edit Source/Employer Name Type Amount
|STATE OF OREGON | UNEMPLOYMENT == 250
Residence = = —
View Frequency Verified How Verified By Verified Date
gdei"t" [ Marhy == [Unemployment Docs =] [BR = [oroz2m2 Colimm-dd-yyyy)™
Income received in past 30 days? v
Household ) . .
View Don't Use This Record When Creating Payments [ |
Mail/Fh Update Comments (MAX 2000 characters)
NCE Update _I
N
x|
Move
Client to HH 9 =l
HH to Residence 2000 characters le| %@ ) Are you sure wou want to delete the selected income?
Merge HH
Employer Inforn ’ Cancel
Ehone I_ ——
Address
Address 1 I
Address 2 I
City, State Zip I
Timeout:
17:35

Data Classification: 3

h Intern e

Figure 3-19: Income & Employer delete

or higher

4. If anew income needs to be added, click the ‘New Income’ button. NoOte: Complete all
required information using the same steps used to edit client information. Click the ‘Save’
button when complete (reference figure 3-18).
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Moves

There are six different ways to process moves in OPUS:

ouakrwndE

Move Client(s)/Household to Unknown
Move Client (s) to Household

Move/Adding Client(s) to Existing Residence
Move Household to New Residence

Move Household to Existing Residence
Merge Household with another Household

The following examples demonstrate move scenarios.

Move Client(s)/Household to Unknown

Jean-Luc Picard submitted his application for assistance. Searching the database using the
client’s SSN, Jean-Luc Picard was not in the database. A search for the client’s current address:
1701 Federation Way, Enterprise, OR 97828 was completed and found the address in the

database with a different client identified as Lisa and Steven Adams.

Setup:

1. Onthe ‘Client Search’ screen, enter Paul Morgan’s address and click the ‘Search’ button.
The ‘Search Results’ indicates James Kirk, David Marcus and Carole Marcus affiliated with
the address. Click on James’s SSN to get to the ‘Household View’ screen (reference figure
3-20).

l'w.‘ i A“ . OPUS Agency: OHCS HOME | Log Out

H {7{“‘,'“_71 I"ﬂ‘n'ﬂ” client | Program | Historical | Management | Reports | Help

Client
Search
View
Hew
Edit

Residence
View

Hew

Edit

Household
View

Mail/FPh Update
NCE Update

Move

Client to HH

HH to Residence
Merge HH

Version 2.10.23T

Client Search
(Type "Apt, Unit" etc. with =)
sswevso | sddress [1701 FEDERATION WAY = [5TETF
First Name I— City IW
Last Name l— Zip l— [T Show Residence Info. only

[T Show Residences With Jobs only

When you Click in Search Results: Search
Client's SSN/SYSZ = Househeold Screen _I

Client's Name = Client Screen
Besidence Address = Residence Screen
A maximum of 100 results will be returned. Advanced Search

First Mame Last Mame |[Birth Year |&ddress Unit City
JAMES KIRK 1963 1701 FECERATICHN WAY |STE 10F EMTERPRISE

SIAMESO33063

SDAVIDO43085 lD-'ik'-.-'ID WILLIS MARCUS ||1S85 1701 FEDERATION WAY ||STE 10F [EMTERPRISE

SCARCLEDJD366’!CARCLE MARCUS  |1566 1701 FECERATICN WAY |STE 10F EMTERFRISE

1701 FEDERATICN WAY |STE 10F [ENTERFRISE

Timeout:
19:26

Data Classification: 3

1 Internet Explorer 5

Figure 3-20: Client Search by address _
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2. This HH needs to be moved from the existing address which is being occupied by James
Kirk. To move the family from the residence, click on ‘Move Entire Household to
Unknown’ (reference figure 3-21).

Agency: OHCS

OPUS

client |  Program

Weatherization

HOME | Log Out

| Histarical | Management | eports | Help

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCE Update

Move

Client to HH

HH toc Residence
Merge HH

Household View

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

HH Members

MN/SYSID Mame

JAMES KIRK
ARCLE MARCUS

New Cliert |

Jobs
Agency Number Type Status
Address
T U Address
I 1701 FEDERATICN WAY STE 10F
ENTERFPRISE, OR 57828
P 1701 FEDERATICN WAY STE 10F
ENTERFRISE, OR 575828
Phones
T U Number Client Name
H (503) 999-8422 JAMES KIRK
- CR CAVID WILLIS
C  (971) 000-1111 IEGIE

To Remove a Ellent (one at a time):
Sel Cli oabove,
en Click th|= button

Remove Client(s) from Household

o Remove Household: Click this button
Move Entire Household to Unknown

Version 2.10.23T

ciive %
Howver over code for full version.
Bold Red elements indicate poor data quality

Age Gen Educ Vet Disb Ethn Race MCB Income
45 M DK

DK N RF RF A s

46 F DK N RF RF RF M M
CR DAVID WILLIS MARCUS 23 M

FHD N ¥ MH s A A

Tao remove a client: Choose from R column, scroll down to click button.

Cost Completion Date

Income Summary

JAMES KIRK $3,000.00
D WILLS $1,200.00
Household Summary

Total Income £4,200.00
% of Poverty 23%
% of OMI 7%
Total £ of Persons 3
HH Type I =]
Household Subsidized |

Malce any changes? __ Save Changss |

HH Comments

-

2000 characters left (spaces count)

Timeout:
15:21

Cata Classification: 3

with Irternset

2 ar higher

Figure 3-21: HH view. Move Entire Household to Unknown.

The HH view screen stands alone to show where the ‘Move’ buttons are located.

3. To remove individual client(s) from HH select the clients corresponding radio button
(reference figure 3-21). and click on ‘Remove Client(s) from Household” button (reference

figure 3-21).
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4. The database will require the user to confirm they want to move the HH to unknown. Click
the ‘OK” button to complete the move to unknown. When the HH has been moved out of the
residence, the HH address will appear as ‘unknown’ (reference figure 3-22).

OPUS  roewrowes

11(_).._.: I‘h e f‘!:ﬂ n'(],q Client | Program | Historical |

“ersion 2.10.23T

Client .
Search Household View rive ¥ M
lew -
Hew Household - Click 53N/5YSID will open the Client View Screen. Howver over code for full version.
Edit HH Members Bold Red elements indicate poor data quality
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCB Income
Residence - JAMES KIRK 45 M DK DK N RF RF il id
View
Mew [l AROLE MARCUS 46 F DK N RF RF RF N i
Edit r CR DAVID WILLIS MARCUS 23 M FHZ M ¥ MH 5 il id
Household New Cliert | To remove a client: Choose from R column, scroll down to click button.
View
Mail/Bh Update Jobs
NCE Update =
Agency Number Type Status Cost Completion Date
Address Income Summary
L T U Address JAMES KIRK $3,000.00
Client tc HH ‘ :
HH to Residence M 1701 FEDERATION WAY STE 10F DR DAVID WILLIS $1,200.00
Merge HH ENTERPRISE, OR 57828 MARCUS ! .
P 1701 FEC gy — = T
A1z Message from webpage il 54,200.00
Phones PS 2304
T U Number T Are wou sure you want ko Move Entire Household ko Unknown? 75,
a
H  (503) 959 3
C  (5971) 000 Ok ) Cancel | ==
e — r

Make any changes? __ Save Changes |

HH Comments

-
To Remowe a Client (one at a time):
Select client under the R column above,
then Click this button
Remove Clientig) from Household
To Remowve Household: Click this button
Move Entire Household to Unknown | =
2000 characters left (zpaces count)
Timeout:
19:21

Data Classification: 3

th Irternat 2 t higher

|
Figure 3-22: HH View. Move HH to unknown. Address shows ‘unknown’.
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Move Client to Household

1. To move a new client to a household, use ‘Client Search New. Enter the required client
information and click on ‘Search’ button (reference figure 3-23A). Click on the SSN# link for
the corresponding client (reference figure 3-23A).

HOME | Log Out
Agency: OHCS

‘1{;'-.11!1 € 4 nn Oon Client | Programm | Historical | Management | Reports | Help

Version 2.11.0T
Client

Search Client Search New e
iew Active
New

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

Residence First Name [ poe [EEEEEN  Comm-dd-yyyy)*

New

Edit Last Name |PICARD Create 10|

Household SSN/SysE ISJEAN-LH‘I‘I‘IZ
Wigw

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

Move Possible Matches

Client to HH SSMH = First Name Last Name DoB
HH to Residence SIEAML111111 EAN-LUC PICARD 11-11-1911
Merge HH

Add New Member |

Timeout:
18:03

Cata Classification: 3

g and Cormmun
d

Internet Ex

Figure 3-23A: Client Search New

69 | WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients



2. The ‘Client View’ Screen will appear. Click on the ‘Client to HH’ link on the left nav bar
under ‘Move’ (reference figure 3-23B).

HOME | Log Out
OP l Agency: OHCS
e L 2t Hel

Managemnent |

Weatherization Client | P

Wersion 2.11.0T
Client

search Client View pctive ¥

New Select Ansther Client in HH [JEAN-LUC PICARD =] Go|

Edit Client Information

MName JEAM-LUC PICARD SSN/SYS ID# SIEAML1I1I1111  SSN DQC DK
Residence
View DOB 11-11-1911 Age 100
New
Edit Phone S03-353-1212 Type HOME Ed'rtl Delete |
Ho hold Phone 503-5955-59555 Type CELL Edrtl Delete |
View - . i | |
Mail/eh Update Phone 800-555-9422 Type CELL Edit Delete
NCE Update

Phone | Ext | Type |CELL == A.ddl

Mailing Address

Move

Client ;o HH UNKMNOWN
Merge HH ENTERPRISE, OR 87328 County WALLOWA

Client Characteristics

Gender MALE Language OCTHER Education PS5, MASTERS DEGREE
Veteran YES Disability YES Homebound NO
Ethnicity NON-HISPANIC/MON-LATING Race White  Oregon Tribe

Edit Cient | View Housshold

Mon-Cash Benefits

M [SMAFP M |Oregon Health Flan M MECICARE M (WIC

W VA Med Serv N [TANF Child Care M TANF Trans M |Other TANF

M |Fublic Rental Assist M |Other Health Ins M |Other Source M Temp Rental Assist
Jobs

Agency Number Type Status Cost Completion Date

Income/Employer (Setting to No, No - Zero Income, Don't Know or Refused will delete all income)

Cioes this client have any income? |YES =] Save I
Type Source/Emp Monthly Annual Verified Date Last 30 Days Exclude

Mew Income I Total £0.00 50.00

Timeout:
15:54

Data Classificaticn: 3

| Logout

Figure 3-23B: Client View
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3. You should now be at the ‘Move Client’ Screen. Enter the Clients FROM information and
the TO household information and click the Search Button (reference figure 3-24A).

! 4_- "WE | I ]' HOME | Log Out
oo '4 J OP S Agency: OHCS

‘1 el ”‘h{)i 17 a I'“ 111 Cliemt |  Prograrn | Historical | Managerment | Reports | Help

Wersion 2.11.0T

Client .
Search Move Client active &
Wiew SEHvE
Hew To Move:
Edit Enter into =earch fields for client{z) to move to a different houszehold.
From the rezults below - Make zelections under the M column, on left and right sides,
then click button at end of page, to "Move Client(z) to Household”.
Residence
Wiew NOTE: Cne or more clients can be moved,
g&% but only ONE household can be selected to mowe client(s) into.
i

Client(s) FROM - Enter at least one TO Household - Enter at least one

Household
Wiew S5N1 ISJEANLllllll 55N ISJAMESDBBUEB
mgllli\ T.!h éljatdeate SSNZ First IJ)'—\MES
NS Lpdate
SSN3 I Last IKIRK
Client to HH First JEAN-LUC
HH tc Residence Last IPI CARD

Merge HH

Timeout:
18:50

Data Classificaticn: 3

th Irtermet E:

Figure 3-24A: Move Client
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4. Select the radio button corresponding to the client to be moved and then select the
corresponding radio button for the client household to be moved to. The click the ‘Move
Client(s) to Household’ button (reference figure 3-24B).

HOME | Log Out

Agency: OHCS

Client | Prograrm | Historical | Managemert | Reparts | Help

Wersion 2.11.0T
Client

Search Move Client "
N::;\r To Move:
Edit Enter intc zearch fields for client(z) to move to a different household.

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

Wiew NOTE: One or more clients can be moved,
E&Lff but only ONE household can be selected to move client{s) into.
i
Client(z) FROM - Enter at least cne TO Househeld - Enter at least one

Household
Visw SSNL S RIREEEER! ssn [S1AMES033083 |
Mail/Ph Update I— . -
NCE Update SSNZ First IJHMES
SSN3 I Last IKIR.K
Move . Iﬂ_—
Client to HH First JEAN-LUC
HH to Residence Last IPICARD
Merge HH

Select M column to move (select one or more) Select M column to move (select only one more)
M SSN First Last M SSN First Last
JEAMLI1I1111 JEAN-LUC FICARD @ SIAMESO33063  JAMES KIRK

Mowve Client(s) to Househaold I
(Household View Screen will appear next)

Timeout:
18:58

Data Classification: 3

th Internet Explorer 5

Figure 3-24B: Move Client

5. The database will require the user to confirm they want to move the selected client(s). Click
the ‘OK” button to complete the move (reference figure 3-24C.) The client(s) have been
moved to the new HH, the ‘Household View’ screen will appear reflecting the new household
configuration (reference figure 3-24D).
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Client
Search
View
Hew
Edit

Residence
View

Mew

Edit

Household
View

Mail/Eh Update
NCE Update

Move

Client to HH

HH to Residence
Merge HH

OPUS

Weatherization

Move Client

To Move:

Agency: OHCS

Client | | His

Prograr

Enter into =earch fields for client(z) to move to a different household.

From the rezults below - Make selections under the M column, on left and right sides,

then click butten 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

ssni  [SIEANLITIiiL |
sswz [
333

First [rEAN-U

Last

Select M column t
M 55N

ISJ)’-‘\MESDBBDGB

55N
First

el

First

¥ SIEANL111111 JEAN-LUC

PICARD & SIAMES033063  JAMES

Mowve Client(s) to Household |
(Household view Screen will appear next)

Version 2.11.0T

Active 4

TO Household - Enter at least cne

IJAMES
I Message from webpage EI

PICARL ? ) Are you sure you wank ko move the selected clienks?

Search I

ove (select only one more)

Last
KIRK

Timeout:

18:24

Cata Classification: 3

| Logout
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Agency: OHCS

Client | Program

Weatherization

HOME | Log Out

| His

Reports | Help

Client
Search
Wiew
Mew
Edit

Residence
View

New

Edit

Household
View

Mail/Ph Update
NCE Update

Move

Client to HH

HH tc Besidence
Merge HH

Household View

Household - Click SSN/SYSID will cpen the Client View Screen.

Version 2.11.0T

Active t &

Hower 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- JEAN-LUC FICARD 100 M MA Y u MH 5 Y i
[l JAMES KIRK 45 M DK DK N RF RF A ¥
I- CARCLE MARCUS 45 F DK M RF RF RF M M
[l DR DAVID WILLIS MARCUS 23 M PHZ N Y MH S A ¥

New Cliert | Tao remaove a client: Choose from R column, scrall down to click button.

Jobs

Agency Number Type Status Cost Completion Date

CCN TESTICES EOTH FPENDING $£3,850.00 07-23-2020

CCN TESTICES W OMLY COMFLETED £1,000.00 11-11-2012

Address Income Summary
T U Address JAMES KIRK $3,000.00
M ADDRESS UNKENCWN DR DAVID WILLIS 1,200.00

EMTERFRISE, OR 97828 MARCUS ! :
M UNKENOWN Household Summary
ENTERPRISE, OR. 57828 Total Income $4,200.00
P 1701 FEDERATICN WAY STE 10F - o
ENTERPRISE, OR 57828 i & RaVEraY 1e%
% of OMI 6%

Ehones Total £ of B 4
T U Number Client Name otal = of Fersans
C  (800) 555-9422 CARCLE MARCUS HH Type |2-Parent Ek
C  (800) 555-5422 JAMES KIRK Household Subsidized r
H (503) 999-8422 JAMES KIRE Mal h . Save Changes
C  (800) 555-9422 JEAN-LUC PICARD jake any changes? | Save Chenges |
C  (503) 599-955% JEAN-LUC PICARD HH Comments
H (503) 5355-1212 JEAM-LUC FICARD ;I

CR CAVID WILLIS
C  (800) 555-59422 Hicus
CR CAVID WILLIS
C  (971) 000-1111 MAECLUE
(=

To Remove a Client (one at a time): 2000 characters left (spaces count)

Select client under the R column above,

then Click this buttzn

Remove Client{s) from Househald |
To Remove Household: Click this button
Move Entire Household to Unknown
Timeout:
18:39

SPZ or higher

Figure 3-24D: Househod Vie - Move Completed

Dats Classification: 3
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Moving-Adding Existing Client(s) to Existing Residence

1. To move an existing client to an existing residence, locate the designated client who is being
moved (reference figure 3-25) and Click on SSN link open up ‘Household View’ (reference
figure 3-25A). Click on ‘HH to Residence’ link in the ‘Left Nav Bar’. The ‘Move
Household to Residence’ screen will appear (reference figure 3-25B).

HOME | Log Out
OP l Agency: OHCS

"‘1"'({-.’{]‘:‘.‘:{16’! 1tion client |  Program is Ma et Reports | Help

Wersion 2.10.23T

Client .

Search Client Search

View

% (Type "&pt, Unit" etc. with &)
ssw/sysio | Address | =]

Residence

View First Name IJEAN-LUC City I

New

Edit Last Name IPlCARD Zip I I Show Residence Info. only

Household [7 Show Residences With Jobs only

View Lo

- When you Click in Search Results: -Search
:Iggih ;thdate Client's SSN/SYSZ = Househcold Screen
pdate Client's Name = Client Screen

Residence Address = Residence Screen

Move A maximum of 100 results will be returned. Advanced Search

Client to HH

HH to Residence

Merge HH Search Results

SSN £ First Name Last Name Birth Year Address nit |[City

< SIEAML111111 > HEAMN-LUC FICARD 1911

Timeout:
19:58

Cata Classification: 3

i ed | S
Figure 3-25: Move existing client search

1 Internet Explorer 5.5 SP2 ar higher
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HOME | Log Out
OP I Agency: OHCS
: I y

We

Help

”‘h{)ri:'( {101 client |  Program | Historic:

Version 2.10.23T

Client .
search Household View sciive %
lew e
New Household - Click SSN/SYSID will cpen the Client View Screen. Hover owver code for full version.
Edit HH Members Bold Red elements indicate poor data quality
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCB Income
Residence m| JEAN-LUC PICARD 100 M MA ud ud MNH 5 Y ud
View
Hew New Client | To remove a client: Choose from R column, scroll down to click button.
Edit
Jobs
H_uusehold Agency Number Type Status Cost Completion Date
;Ie'llﬂPh - Address Household Summary
Mail/Ph Update
N(E'IJIB Ugdatea £ T U Address Total Income $0.00
M 1701 FECERATICN WAY STE 10F % of Poverty 0%
ENTERFRISE, CR S7328 % of OMI 0%
Client to HH Phones Total # of Persons 1
HH to Residence T U Number Client Name HH Type | ==
H (503) 555-1212 JEAN-LUC PICARD
Household Subsidized |

Malee any changes? _ Save Changes |

HH Comments

=
To Remove Household: Click this button
Mave Entire Household to Unknown
=
2000 characters left (spaces count)
Timeout:
14116

Cata Classification: 3

| h Ik igher

Figure 3-25A: Move existing client to existig residence
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HOME | Log Out
OP I Agency: OHCS

‘1’{;”- lfh e f‘f:(&' Thlh‘ Client | Prograrn | Historical |  Managernert | Reports | Help

Version 2.10.23T

Client .
Search Move Household to Residence e ¥
:Iei\,:" To Move Household

Edit Enter in =earch 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 Househeld to Residence”.

Residence
\N"'e"" MNOTE: Only ONE household can be mowve to ONE residence.
ew
Edit
FROM Househeld TO Residence
G_DUSEHOM sy | e.g. D00-00-0000 Address [L701 FEDERATION WA = ETE 0F
iew
Mail/Ph Update First IJEAN-LUC e.g. John City IENTERPRISE
NCE Update . .
Last IF’ICARD e.g0. Smith Zip |9?828|
Move
Client to HH
HH to Residence
Merge HH

Timeout:
18132

Data Classification: 3

1 Internet Explorer 5

Figure 3-25B: Move Household to Residence

2 or higher

Enter the ‘Client(s) FROM’ - SSN and/or name and enter ‘TO Residence’ information, click
‘Search’ (reference figure 3-25B).

2. The client(s) to be moved ‘FROM Household’ and the ‘TO Residence’ information will
appear. Check the appropriate box(es) to complete the move. Click on ‘Move Client(s) to
Household’ button (reference figure 3-26). Windows Internet Explorer comment will appear

asking for a confirmation of the move ‘Are you sure you want to move the selected
household?
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HOME | Log Out

Agency: OHCS

rogramn | Historical | Managernent

eports | Help

Weatherization Client |

Version 2.10.23T

Client

gearch Move Household to Residence rctive &
lew =
e To Move Household
Edit 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”.
Rﬁmeme
‘I\‘:'e"" MOTE: Only ONE household can be move to ONE residence.
EW
Edit
FROM Heousehold TO Residence
\':_0“5‘3"0” ssn | e.g. 000-00-0000 Address [1701 FEDERATION WA' = FTE 10F
iew
Mail/Ph Update First IJEAN-LUC e.g. John City IENTERPRISE
NCB Update . .
Last IPICARD =.g9. Smith Zip |9?823
ove
CthOHH Select OMLY one HH, under the M column. Select ONLY one Residence, under the M column.
HH to Residence - . .
Merge HH S5N First Last M Address £ City Zip
JEANLIL1111  JEAN-LUC  PICARD 701 FEDERATION fglf ENTERPRISE 97828

Move Household to Residence
(Houzehald Wiew Screen will appear next

Timeout:
18:22

Cata Classification: 3

h Irterm or higher

Figure 3-26: Move Household to Residence

3. Click ‘OK’ if the client(s) are correct to complete the move (reference figure 3-26A).

Message from webpage EI

\ ? ) Are wou sure wou wank ko move the selected househaldy

Ik | Cancel |

Figure 3-26A: Confirmation to move to HH to Residence

4. The ‘Household View’ screen will appear with the client moved (reference figure 3-26B).

78 | WEATHERIZATION OPUS User Manual, Section 3 — Existing Clients



Agency: OHCS

H.(:.U'I Client |  Progr

‘ersion 2.10.23T
Client

gearch Household View rcive ¥ 1
lew o
MNew 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
R SSN/SYSID Mame Age Gen Educ Vet Disb Ethn Race NCB Income
Residence - JEAN-LUC FICARD 00 M MA Y Y MH 5 Y A
View
Mew New Client | To remove a client: Choose from R column, scroll down to click button.
Edit
Jobs
H_ousehold Agency Number Type Status Cost Completion Date
View Address Household Summary
Mail/Ph Update dd |
NCE Update T U Address Total Income $0.00
I 1701 FEDERATICN WAY STE 10F % of Poverty 0%
. ENTERPRISE, OR 97823 % of OMI 0%
Client to HH P 1701 FEDERATICN WAY STE 10F Total  of P 1
HH to Residence ENTERPRISE, OR 37828 otal = of Fersans
buzoze HE Phones AR TS | single E
T U Number Client Name Household Subsidized r

H 503) 555-1212 JEAN-LUC PICARD
(562) Malee any changes? __ Save Changes |

HH Comments

=
To Remowe Household: Click this button
Move Ertire Household to Unknown
=
2000 characters left (spaces count)
Timeout:
16:23

Data Classification: 3

h Inte i gher

Figure 3-26B: Household view, clients merge
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Move Household to Existing Residence

In ‘Household View’, in the Left Nav Bar, #1, click ‘Mail/Ph Update’ link. Check and/or fill in
the appropriate information to be updated in ‘Household Mail and Phone Update’ screen then #2,
click ‘Update Mailing Changes’. “Windows Internet Explorer” will request confirmation ‘Are
you sure you want to Update Household information? Click #3, ‘OK’. The clients in the HH
will be updated at the same time with the same address (reference figure 3-27).

.;J* OPUS  menorons

11?7{111‘,'1{71 I"ﬁ‘f.t‘{'-'ii' Client | Prograrn | Historical | Managernert | R

“ersion 2.10.23T
Client

gearch Household Mail and Phone Update rive ¥ M
iew e
New
Edit Update Mailing Address for Household (Choose an address from menu, CR enter a new one below) *
Resid =
V;s“: ence No. Direction Street Name Type Direction  Unit #
New o | = |FEDERATION Jway =] =] BEE |
Edit
! City ST Zip County
Household [ENTERPRISE.3ZE22 -l Or |97328-ENTERPRISE =l 2] WALLOWA

View
#1Ma|IfPh Update

NCE Update

< Update Mailing Address | #2 >

Modify Phones for Household (2dd HH will add the phone to all clients in the household. Delete HH will

Move delete all phone for all clients in the household.)
Client to HH DEAN-LUC PICARD
HH to Residence =
Meras HH Phone: [503-555-1212 Type: HOME Edit| Delets |
Phone: = [ext: | ype: JCELL 1<~ [Add| AddHH | _Delete i |
%]

\ ? ) Are you sure you want ko update Mailing address For the entire Househald?

Canicel | Timeout:
15:25

Data Classification: 3

th Internet Explorer 2 or higher

|
Figure 3-27: Merge HH to Residence
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Merge Household with Another Household

1. In ‘Household View’ locate the household you want to merge with another household. On
the Left Nav Bar, click ‘Merge HH’ link (reference figure 3-28).

F _& 7l OPUS J——— e

e i 1,117{?3‘[“:71'1:(! TI-{'-'H Client |  Program | Historical | Management |  Reports | Help

Wersion 2.10.23T

Client .
Search Household View ncive ¥ 1
iew o ——
Mew 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
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCE Income
Residence - JEAN-LUC FICARD 100 M MA Y Y MH 5 s Y
View
Mew New Client I To remove a client: Choose from R column, scroll down to click button.
Edit
Jobs
H_ousehold Agency Number Type Status Cost Completion Date
Wiew Address Household Summary
Mail/Ph Update dd |
MNCB Update T U Address Total Income 0.00
il 1701 FECERATICN WAY STE 10F % of Poverty 0%

ENTERPRISE, OR 97828

Move % of OMI 0o%

Client to HH P 1701 FEDERATICN WAY STE 10F =

HH to Residence ENTERPRISE, OR 97828 koo hdoriResuns t

Merge HH s HH Type I ==
T U Number Client Name Household Subsidized |

H (503) 555-1212 JEAN-LUC PICARD
Malce any changes? _ Save Changes |

HH Comments

-
To Remove Household: Click this button
Move Ertire Household to Unknown
[
2000 characters left (spaces count)
Timeout:
15:57

Data Classification: 3

th Internat E

' Figure 3-28: HH Vlew after merge.

2. #1, fill in the ‘Move FROM’ ‘Merge TO’ then: #2, click “Search’. Check the appropriate
circle(s) to be updated, #3, click ‘Merge Households’. “Windows Internet Explorer” will
request confirmation ‘Are you sure you want to Update Household information? #4, click
‘OK’. The clients in the from HH will be updated at the same time.
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OPUS J———

11,{).._ ”‘h er I.,“ n'{ 14 Cliemnt | Program | Histerical |  Managermert | Reports | Help

Message from webpage LI

Client

=] h
e M erge Househo lds \?) fire you sure you wartk to merge the selected households?
Mew To Merge:

Edit Enter into fields to search Households to merge.
From search Results, choose HHz on left and righ ' Fem— |
then click button, at end of page, "Move Client{s

Residence

View
e Enter HH to Mowve FROM

Edit SSN I

First JAMES
Household >

View Last IKIRK AND

Mail/Ph Update

First IJ EAN-LUC
Last IPIC‘ARD

NCE Update #1
"

Hq-ve
Client te HH FROM (select only one) TO (=elect only one)
HH to Residence , =
Merge HH M 55N First Last M 55N First Last

o JAMES KIRK % SIEANL1111it  JEAN-LUC FICARD

& JAMES KIRK

¥ SIAMES033083 JAMES KIRK

& JAMES KIRK

H#3 Merge Househaolds

(Household view Screen will appear next

Timeout:
15:26

Data Classification: 3

HOME | Logout

th Irternet Explorer 5

Figure 3- 28A HH View processing merge.

3. The Household View screen appears. The merge is completed (reference figure 3-28B).
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“ L’(Eﬂl[’i‘ I'ﬁ‘n’ﬂil’ client |  Prograrn | Historical | Managernent | Reports | Help

re A’*- OPUS A HOME| Lo 00t

Version 2.10.23T

Client .
Search Household View e ¥ 1
isw SHvE
New 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
R SSN/SYSID Name Age Gen Educ Vet Disb Ethn Race NCBE Income
Residence [l JEAN-LUC FICARD 100 M MA Y Y MH 5 Y Y
Wiew
New I JAMES KIRK 49 M DK DK N RF RF Y Y
Edit i CAROLE MARCUS 46 F DK N RF RF RF N N
Household i DR DAVID WILLIS MARCUS 23 M PHD N Y  NH 5 Yoo
Wi " . .
MI;‘IN{Ph Update Mew Cliert I To remove a client: Choose from R column, scroll down to click button.
NCE Update
Jobs
Move Agency Number Type Status Cost Completion Date
Client te HH Address Income Summary
W T U Address JAMES KIRK $3,000.00
el M ADDRESS UNKNOWN DR DAVID WILLIS 1. 200.00
ENTERFRISE, OR S7828 MARCUS ! )
M 1701 FEDERATICN WAY STE 10F Household Summary
ENTERPRISE, OR 97828 Total Income £4,200.00
P 1701 FEDERATION WAY STE 10F = o
ENTERFRISE, OR 57828 £ lF ey 15%
% of OMI 6%
Phones Total £ of P 4
E
T U Number Client Name ol = ot Fersons
H  (503) 999-8422 JAMES KIRK HH Type | =l
H (303) 555-1212 JEAN-LUC FICARD Househeld Subsidized (|

C  (971) 000-1111

C WILLIS
' - Male any changes? _ Save Changes I

HH Comments

=]
To Remove a Client (one at a time):
Select client under the R column above,
then Click this button
Remove Client{s) from Household
=
To Remove Household: Click this button 2000 characters left (spaces count]
Move Entire Household to Unknown
Timeout:
17:30

Cata Classification: 3

ogout

Figure 3-28B: HH merge cmpleted

4. Update mailing address for Household (reference figure 3-29).

In ‘Household View’, in the Left Nav Bar, #1, click ‘Mail/Ph Update’ link. Selected the
appropriate mailing address from the dropdown #2, then #3, click ‘Update Mailing Changes’.
“Windows Internet Explorer” will request confirmation ‘Are you sure you want to Update
Household information? Click #4, ‘OK’. The clients in the HH will be updated at the same time
with the same address (reference figure 3-29).
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HOME | Log Qut
OP I Agency: OHCS

11‘{)“; IIII e !‘I:’,E:’ I—E(”I Client |  Programm | Historical |  Managernent | FReports | Help

“ersion 2.10.23T

Client

Search Household Mail and Phone Update e ¥

Wiew
lew
Edit ili mg menu, OR enter a new one below) *

Residence
Wiew

New

Edit

Direction Unit #
Al = =l

County

=] +a

Household
Wiew

#Llyail'eh Update

NCE Update

ek =lag Fdd HH will add the phone to all clients in the household. Delete HH will
delete all phone tor all clients in the household.)

Move
Client to HH IAMES KIRK
HH toc Residence
Meras HH Fhone: |503-995-8422 Type: [HOME Edi| Delete |
Phone: #* |Ext: I |Ty|:}e: CELL _=|* | Add| Add HHI Delete HH

DR DAVID WILLIS MARCUS
hone: |~3?1-unn-1111 |'rype: |CELL Delete |

Phone: I # |Ext: I |T\,r|:}e: CELL == Iﬁ Add HHI Delete HH I

CAROLE MARCUS

Phone: | = Jext: Type: JCELL <]~ |Add| AddHH | Delete HH |
JEAN-LUC PICARD

Phone: [503-555-1212 |Ty|:re: HOME |_ Delete |

Phone: #* |Ext: I |Ty|:}e: CELL == I_ Add HH I Delete HH

11:51
N ? ) Are you sure you wank to update Mailing address for the entire Househald?

Figure 3-29: Update Household Mailing

Data Classification: 3
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