APDRS

THE APD RECEIPTING SOLUTION




APDRS

The APD Receipting Solution (APDRS) is a web-based interface developed to
replace the paper DHS 0029 General Receipt Book. Monies received by
AAA/APD field offices and by the Office of Financial Services (OFS) that need to
be receipted will be entered into this system. Payments received at the
centralized lockbox, through the online credit card payment website, by mail or
in person at a local field office, will be recorded into the receipting system by
local office staff or by the Office of Financial Services (OFS). Regardless of where
the payment originated, all monies receipted statewide in APDRS will be visible

to all system users.

This training is meant to help familiarize users with the basic functions of the
web-based interface.



Accessing the System

https://obiapps.dhs.sdc.pvt/APDRS/




)' DHS APD Receipting System

Oragon Depanment
\ of Human Services Home Receipis - Deposits»  Admin~ Hello, John Crippen!

APDRS

APD Receipting Solution

Add Receipts View Receipts Links

Enter new receipt. View receipts currently in the system. User Manual
m Administrative User Manual
Report Bugs



Roles in the System

Staff

Manager

OFS Receipting
Admin




“Staff” Role

When assigned the Staff role you can:

»Add new receipts and/or deposits

» Edit receipts and/or deposits that are in open or
unlocked status

» Print receipts



“Manager” Role

» Can perform all Branch-level functions available to
the Staff role.

» Authorize users in the Staff role to work with
receipts and/or deposits.

»Unlock receipts and deposits.
»Void receipts and deposits.



“Admin” Role

» Set up and grant Roles to all other users.

»To request an addition or deletion in APDRS,
send an email to:
APDRS.UserRequest@dhsoha.state.or.us



“OFS Receipting” Role

» Office of Financial Services staff in Central Office
are the only users who will have this role.




Finding Existing Records

DHS

Oregon Department
. of Human Services Receipts -

‘ New Receipt
List Receipis

Add Receipts View Receipts Links

Enter new receipt. View receipts cumrently in the system. User Manual
Add Administrative User Manual
Report Bugs




Finding Existing Records

DHS APD Receipting System

Oregon Department
\ of Human Services Hotr

Receipts

Receipt Branch Receipt Prime Case Case Name Receipt Code Check Amount Date Status Deposit
Number Number Number Created Status

0311 - OR CITY 15382 ABC1234D ABC123 CLOONEY, GEORGE D 308 - PACE / 321 $648.44  11/8/2017 Locked

SPD Elderplace

0314 - ESTACADA 15381 ABC1234D ABC123 FONDA, HENRY CEP - Client Pay- 349 $218.50 11/8/2017 Locked

SPD INFSFIMU

3411 - 15380 ABC1234D | ABC123 JOHN. ELTON 181 - EPD $100.00 11/8/2017 Exported Exported

HILLSBORO

1911 - 15379 ABC1234D . ABC123 PITT. BRAD 181 - EPD $100.00 11/8/2017 Exported Exported

WOODBURN AG ]

0311 - OR CITY 15378 ABC1234D ABC123 MOUSE, MICKEY 181 - EPD $100.00 11/8/2017 Exported Exported

SPD

3515 - MID MULT 15377 ABC1234D ABC123 WINFREY, OPRAH 181 - EPD $100.00 11/8/2017 Exported Exported

ADS

AT OR CITY THRATH ABC1234D ABC123 MIRREN, HELEN J 181 - FPD F100 00 11/8:2017F Fxnored Fwnorfed




Finding Existing Records

DHS

Oregon Department
\ of Human Services Home

Receipts 0313 epd

Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date Status Deposit
Number Number Code Number Created Status

0313 - MILWALUK 15370 ' ABC1234D ABC123 HOLT, LESTER 181 - EPD $100.00 11/8/2017 Exported Exported
SPD

0313 - MILWAUK 15338 | ABC1234D ABC123 GLOR, JEFFREY C 181 - EPD $100.00 11/8/2017 Exported Exported
SPD

- ) ' -

0313 - MILWAUK 15322 ABC1234D ABC123 WOODRUFF, JUDY 181 - EPD $100.00 11/8/2017 Exported Exported
SPD

0313 - MILWALK 15080 | ABC1234D ABC123 DUCK, DONALD 181 - EPD 2293 $100.00 11712017 Exported Exported
SPD Py

0313 - MILWALK 15063 1 ABC1234D ABC123 SKYWALKER, LUKE 181 - EPD 254 $100.00 1172017 Exported Exported
SPD

0313 - MILWAUK 15023 ' ABC1234D ABC123 ROGERS, MR. FRED 181 - EPD 148 %50.00 1172017 Exported Exported
SPD e

0313 - MILWALK 15007 / ABC1234D ABC123 BIRD, BIG 181 - EPD 2388 $100.00 1172017 Exported Exported




Adding a New Receipt

DHS

Oregon Departrmalig
v of Human Services F'.-':?(.‘-Eipt‘:é -

MNew Receipt
List Receipts

Add Receipts View Receipts Links

Enter new receipt. View receipts currently in the system. User Manual
Add Administrative User Manual
Report Bugs




Adding a New Receipt

Create
Receipt Branch
0313 - MILWAUK SPD
Prime Case Number Receipt Code
ABC1234D ABC123 [v] 308 - PACE / Elderplace [v]
Case Name Program Load Code Case Branch
ROGERS, MR FRED Al DR 0311 - OR CITY SPD
Delivery Method Payment Type Check Number
Mail Check [v] 0000005002
Amount
293.77
Received From Provider?
MARY ROGERS L
Description




Adding a New Recei

Create

Receipt Branch

0313 - MILWAUK SPD [v]
Prime

ABC1234D

Case Name

ROGERS, MR FRED
Delivery Method

Mail [v]
Amount

293.77

Received From

MARY ROGERS

Description

Case Number

ABC123

Progr:
Al

Payment Type
Check

Provider?
[

Receipt Code
308 - PACE / Elderplace [v]

Load Code Case Branch

DR 0311 - OR CITY SPD

Check Number

DO00D05002




Adding a New Receipt

Received From

BROKAW, TOM

Provider Number

Provider Name
Street Address
Street Address 2
City

State

Cregon

Zip Code

Description




Adding a New Receipt

Create

Receipt Branch

0313 - MILWAUK SPD [v]
Prime Case Number Receipt Code

ABC1234D | ABC123 [v] 308 - PACE / Elderplace v
Case Name Program Load Code Case Branch
ROGERS, MR FRED Al DR 0311 - OR CITY SPD
Delivery Method Payment Type Check Number

Mail [v] Check [v 0000005002
Amount

293.77
Received From Provider?

MARY ROGERS O
Description




Adding a New Receipt

Receipt Number 8898

0313 - MILWAUK SPD

Receipt Number
8898

Receipt Code
308 - PACE / Elderplace

Program
Al

Delivery Method
Mail

Amount
$293.77

Received From
MARY ROGERS

Description

Edit Print & Lock Receipt RsEHSGRES:

Receipt Branch
0313 - MILWAUK SPD
Prime
ABC1234D
Load Code

DR

Payment Type
Check

Special Amount

1

Date Created

11/8/2017 03:43 PM

Case Number
ABC123

Case Branch

0311 - OR CITY SPD

Check Number
0000005002

Maintenance

]

Created By
John Crippen

Case Name

ROGERS, MR FRED

MNon-Sufficient Funds

[ ]




Confirm

AT U 5Ure you want to print this receipt? The receipt will be locked and no longer available for editing.

Receipt Number Receipt Branch Date Crez

DHS APD Receipting System &

6898 0313 - MILWAUK SPD 11612017
Oregon Department Generdl | Options
) _ \ of Human Services Home : Adir Hello, Johin
Recipt Code Prime Case Nu et Fiter
308 - PACE / Elderplace ABC1234D ABC123 B MLIWKR-NSLPLL on wpdhsmpsiSS2dhsscicprt 8 MLWKC-NSL-PL
@ MLWKZ-NS1-IP12 on wpdhsmpsr352 @ MLWK2-NSL-IPL
Program Load Code Case Bran Recei t EEAMLWK2-NS1-PL2 on wpdhsmpsi352.dhs.sdepvt 9 ORC01-002 onw
M DR 0311-0R P . — :
1 Status: R int to
Delivery Method Payment Type Check Nu - Mﬁﬂm - Clfintof
Receipt Number Receipt Branch ' )
Mail Check 00000050C 4 P Comment:  RICOH Aficio MP 2553 Qutside APS Area
6898 0313 - MILWAUK SPD
Amount Special Amount Maintenar Page Flnge
§29377 0 0 Receipt Code Prime @A Mumber of copies: 1 5
' 308 - PACE / Elderplace ABC1234D Selecion Curert Page I
Recaived From () Pages: 1 Calate
Program Load Code Enter sither a single page number or a singls im g@ jy
MARY ROGERS page range. For example, 512
Al DR
Description
Delivery Method Payment Type 5
Mail Check
Cancel
Amount Special Amount Maintenance

$293.77 l l




Creating a New Deposit

) Oregon Department
\ of Human Services Deposits -

New Deposit
List Deposits

Add Receipts View Receipts Links

Enter new receipt. View receipts currently in the system. User Manual

m Administrative User Manual
Report Bugs

H100% v




Creating a New Deposit

ystem

Oregon Department
\ of Human Services f S Jeposits Admin -

Create
Deposit

Receipt Branch

Deposit Number 12345 /

Deposit number should exactly match deposit slip.

Date Deposited




APD Receipting System

)NDHS

Oregon Department
. of Human Services

Home < ipis ~ D¢

> Graham-Floryl

Deposit Number 87929 - Open
Receipt Branch: 3518 - E MULT ADS
Deposit Total: $50.00

S Back to |ist

Remowve All

Receipts for this Deposit

Created By: Mariz Rivera
Date Created: 1/4/2018 09:13 AM

Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date

Number Number Code Number Created
3518 - E MULT 22061 ABC1234D ABC123 CLOONEY, 181 - EPD 1007 £50.00 1/3/2018
2B GEORGE D

Page 1 of 1 Page Size
Open Receipts Add All m

ReceiptBranch Receipt Prime Case Case Name Receipt Code Check Amount Date

Number Number Number Created
3518 - E MULT 21996 CEP - Client P 5037 $150.00 1/2/2018 o
e ABC1234D ABC123 BROKAW, TOM eI

View Receipt
“«
3518 - E MULT 18516 308 - PACE / 1854541 $592.55 12/11/2017
ABD1234D ABC123 MOUSE, MICKEY

ADS

Elderplace

<

iew Receipt




C t ' N D ' t
T Created Dixie Kraft
Deposit Number 88008 - Open Hp e kil
Date Created: 1/12/2018 08:25 AM
Receipt Branch: 0311 - OR CITY SPD
Deposit Total: $0.00
e L
Receipts for this Deposit  remove View Receipt- payment view
Receipt Number 23254 - Locked
Receipt Branch Receipt Number Prime Case Number Case Name Receipt Code Check Number Amount Date Created 0311 - OR CITY SPD
: Receipt Number Receipt Branch Date Created Created By
B Batt Page Size[10_v| 73254 0311 - OR CITY SPD V12018 O7:37 AM Dixie Kraft
Receipt Code Prima Case Number Case Name
- 181 -EPD
Open Receipts  Adda ABC1234D ABC123 DUCK,DONALD
Pregram
D4 ET 0311 - OR CITY SPD
ReceiptBranch Receipt Prime Case Case Name Receipt Check Amount Date
Number Number Code Number Created Delivery Method Payment Type Check Number Non-Sufficient Funds
Mail Check 0246
0311 -OR CITY 23254 181 - EPD 0246 10000 1/11/2018
= ABC1234D  ABC123  DUCK, DONALD 5 | Add | P R P
View Receipt JLd
Recsived Fram
Donald Duck
Page 1 of 1 Page Sizem Description
i s Lo Lo
Add Nate
Add Note

© 2018 - State of Oregon




NDHS

Cregon Department
. of Human Services He

APD Receipting System

ipts ~

Deposit Number 87929 -
Receipt Branch: 3518 - E MULT ADS
Deposit Total: $50.00

Open

Created By: Mariz Rivera
Date Created: 1/4/2018 09:13 AM

W Back to List
Receipts for this Deposit _Jkemove an
Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date
Number Number Code Number Created
3518 - E MULT 22061 . e 181 - EPD 1007 $50.00 1/3/2018 . e
ADS ABC1234D ABC123 Duck,
Donald View Receipt
Page 1 of 1 Page Size
Open Receipts J adaan
ReceiptBranch Receipt Prime Case Case Name Receipt Code Check Amount Date
Number Number MNumber Created
3518 - E MULT 21996 ABC1234D ABC123 WINFREY, OPRAH CEP - Client Pay- 5037 $150.00  1/2/2018 m /
ADS IN/SFMU
View Receipt
3518 - E MULT 18516 ABC1234D ABC123 JOHN, ELTON 308 - PACE / 1884541 $592.55 12/11/2017 m /

ADS

Elderplace

View Receipt




Creating a New Deposit

Created By: Dixie Kraft

Deposit Number 88008 - Open
Date Created: 1/12/2018 08:25 AM
Receipt Branch: 0311 - OR CITY SPD

Deposit Total: $100.00

- L

Receipts for this Deposit  Remove Al

Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date

Number Number Code Number Created
0311 -OR CITY 23254 81-EPD 0248 $100.00 1/11/2018 o
e ABC1234D  ABC123 WINFREY,
OPRAH View Receipt
Page 1 of 1 Page Sizem

Open Receipts  adaan

ReceiptBranch Receipt Number Prime Case Number Case Name Receipt Code Check Number Amount Date Created

Page 0 of 0 Page Sizem

Add Note

© 2018 - State of Oregon




Creating a New Deposit

DeposfjNumber 88008 - Open Created By: Dixie Kraft

Date Created: 1/12/2018 05:25 AM
Receipt Brai 311 - OR CITY SPD
Deposit Total’ 0.00

- L

Receipts for this Deposit  Remove Al
Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date
Number Number Code Number Created
0311-OR CITY 23254 181-EPD 0246 $100.00 1/1122018 .
SPD ABC1234D  ABC123  WINFREY,
Page 1 of 1 Page Size
Open Receipts  Addai
ReceiptBranch Receipt Number Prime Case Number Case Name Receipt Code Check Number Amount Date Created
Page 0 of 0 Page Size
Add Note

© 2018 - State of Oregon




Creating a New Deposit

)' DHS APD Receipting System

Oregon Department
of Human Services Home Receipts - Deposits+  Admin-- Hello, Dixie Kraft

Are you sure you want to lock this Deposit?

Deposit Number 88008
Receipt Branch 0311 - OR CITY SPD

| Cancel

© 2018 - State of Oregon



Creating a New Deposit

). DHS APD Receipting System

Oregon Department
of Human Services

Deposit Number 88008 - Locked 4/ Created By. Dixie Kraft

Date Created: 1/12/2018 08:25 AM

Receipt Branch: 0311 - OR CITY SFPD
Deposit Total: $100.00

Receipts for this Deposit
Receipt Branch Receipt Number Prime Case Number Case Name Receipt Code Check Number Amount Date Created
D311-ORCITY SPD 23254 ABC1234D  ABC123 WINFREY, OPRAH 181 - EPD 0246 $100.00 1/11/2018
Page 1 of 1 Page Sizem
Add Note

© 2018 - State of Oregon




Creating a New Deposit

Deposits =

New Deposit

List Deposits

Add Receipts View Receipts Links

Enter new receipt. View receipts currently in the system. User Manual
Add Administrative User Manual
Report Bugs

© 2018 - State of Oregon




Creating a New Deposit

Deposits
Deposit Number Receipt Branch Date Created Status Total
011118-SFMU-LB 1/12/2018 11:30 AM Exported $32 68773
011018-SFMU-LB 1/12/2018 11:21 AM Exported $22,102.57
011118-EPD-LB 1/12/2018 11:06 AM Exported $12,600.00
87218 0313 - MILWAUK SPD 1/12/2018 10:07 AM Locked $3,708.96
01108M 1/12/2018 10:02 AM Exported $15.00
88008 0311 - OR CITY SPD 1/12/2018 08:25 AM Unlocked $0.00
0105-0108-SFMU-NIC 1/12/2018 07:26 AM Exported $5,516.35
0110-PACE-NIC 1/12/2018 07:11 AM Exported $1,620.26
0109-PACE-NIC 1/12/2018 07:06 AM Exported $2,889.76
0110-EPD-NIC 1/12/2018 O07:04 AM Exported $3,400.00

Page 1 of 121




APD Receipting System

Home  Receiptsv  Depositsv  Admin~

Deposits 86642
Deposit Number Receipt Branch Date Created
CREDIT ACCOUNT OF . Lﬁ L, ~| N ~ A Y :QJ
o [ S L RS SIS LR SIS I
: S NIEN R N N (N NE WA R
Loz 578|111 SRR MR YRy ¥ Y eRE
: ~N VY oy Q“N W ~ ~ MR -
R Ie/7 ™
- g /’{i 3 A (- g Y
[2i7 {27 . ngu@g@fmb‘gm“%%g%ﬁ@ N
10008 FPENINN ; g N S | Ny St
ACCOUNT NUMBER E §§ ‘\fi ~ \ % A\ 3‘& \Q Q \g\ h A B \ o T -\5 -'5
W |pde *Q- 0
AN - ¢ 2
CLIENT TRUST ACCOUNT |3 |5 [E23| <| o] | | 0] of ~| o| o 2| o & of 2| 2| © ,7
Eaa e 86642 CHECKS DEPGSITED
Ehank, G5
i* i000BBEEL 2r* 1X5LL2L003 01 LS53IB0O03 3L LEON




Creating a New Deposit

)(DHS

Oregon Department
\ of Human Services

Deposit Number 87929 - Open
Receipt Branch: 3518 - E MULT ADS
Deposit Total: $50.00

Mark Exported m Back to List

APD Receipting System

Created By: Mariz Rivera
Date Created: 1/4/2018 09:13 AM

eceipts for this Deposit  Remove Al
Receipt Branch Receipt Prime Case Case Name Receipt Check Amount Date
Number Number Code Number Created
igsa_ E MULT 22061 ABC1234D ABC123 WINFREY, 181-EPD 1007 $50.00  1/3/2018
Page 1 of 1 Page Size [10 |

Open Receipts  adaan

® 10 -




Creating a New Deposit

Deposit Number 88003 - Locked R R
Date Created: 1/3/2018 03:26 PM
Receipt Branch: 0311 - OR CITY SPD

Deposit Total: $2,415.75

Mark Exported Back to List

Receipts for this Deposit
Receipt Branch  Receipt Prime Case Case Name Receipt Code Check Amount Date
Number Number Number Created

0311-ORCITY 22052 526 - AFH Licensing 4142 $100.00 1/3/2018 View Receipt
SPD

0311 -OR CITY 22051 ABC1234D ABC123 TULL, JETHRO 308 - PACE/ 20137 $512.90 1/3/2018 View Receipl
SPD M Elderplace

0311-ORCITY 22030 ABC1234D ABC123 PRESLEY, ELVIS . CEP-Client Pay- 1001063600  $639.91 1/3/2018 View Receipt
SPD = In/'SFMU




Adding a New Receipt

Available Receipt Code Descriptions

121 Reimbursement of Past Assistance, Client Over Resources, LTC (Long Term Care) Insurance, these are the main ones. These
are repayment of medical services. Same receipt requirements as 113.

172 ICP Tax Refunds / Returns of Overpayments/ Independent Choices Program

181 EPD Employed Persons with Disabilities Participant Fee

308 Elderplace/PAC. These are monthly pay-ins by consumers receiving PACE services.

317 Trust and Agency. Benefits (monies) received on the client’s behalf, usually from Social Security, Pensions and Royalties.
526 Adult Foster Home Licensing Fees.

CEP Monthly pay-in for In-Home Services/Payments must be entered in SFMU.

PAY In-home pay-in for the first month of services (prior to record created in SFMU).

113 Repayment of Past Assistance for Deceased Clients. Use this code for monies from the client’s accounts, sale of home, etc.

216 Repayment of Trust and Agency monies.



