Adding a Client to the OPUS Database

Lane County has almost 70,000 residents in the database already, so your client has a good chance
of already being in the OPUS system.

Open the Client Search Screen.

Agency: LCHHS HOME

Client | Program | ©ase Momt | Fiscal | Management |

Version|
Search Client

Message of the Day

WELCOME! To start OPUS - Click Search Client

Change Password?

Edit Your Uzer System Issue? Contact us @ opushelp@hcs.state.or.us, or by phone 1-800-453-5511, option
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You can get to the Client Search function any of the above 3 ways.
Tip: All the top navigation menu options such as #3 require that you hover over | aEie s

the word <client> then drag your mouse down to the option(s) in the box.

3 Search for your client using 3 methods.

Client Search
To search, at least one field needs to be entered. (Type "Apt, Unit" etc. with )
SSN/SYSID | Address | |
First Name I City I
Last Name I Zip I— [T Show Residence Info. only
Search I

1. Search for the client using just the Social Security Number. Do not enter dashes in the
number. SswN/SYSID [555121212

2. Search for the client using the first few letters of the SSN/SYSID |
first and last name. (ex: Deputy Dog) First Name |DEP
Make sure that you remove the SSN for this search.

Last Name IDDG

3. Search for other spellings in the same manner.

; SSN/SYSID |
Another agency may have entered a nickname _
or misspelled a name. If the client has two First Name [DEP
last names, try each one in a search. Last Name [DAWG

3 Any of these searches may result in search results. Check the results each time.

When you Click in Search Results:
Client's S5N/SYS5# = Household Screen
Client's Name = Client Screen

Residence Address = Residence Screen

A maximum of 100 results will be returned.
Search Results

S5N & First Name Last Name Birth Year City
SCEPUTY010650 CEFPUTY ooG 1950 EUGEME




O3 If your client is not among the Search Results then you will add a new client T
to the database using the New link on the left navigation panel. Search
Wiew
. Mew
Client Search New active | Eit
New Client Information (Fields marked with * are required, wildcards will be removed)
First Name I * ooB I =MMDDYYYY
Last Mame | * Create ID I
OPUS will =earch the database to find this client before creating a new record.

Complete all the fields.
= First Name
= Last Name
= Date of Birth
= SSN- if you have documentation of the social security number. If you do not have it
then click the button. You can always update the record later with the
SSN.

a. You do need to ask for the SSN. If the client doesn’t have one or doesn’t
have the SSN card or a document with the SSN, then use the
button.

b. You can update the record later with the SSN when the client brings in the
documentation.

The System will do one more search for your client with this information. If you client is in
the search results then click on the client’s ID. If not, click the | Add New Member | button.

O The Client New screen collects much of the
data you collected on the HH Intake form.
Enter all the data you collected on the
HH Intake form into the on-line form

and click the button.

a. Mailing Address Tip: If your client
is homeless and has no mailing
address, click the Homeless
checkbox and select the zipcode
where your client usually spends
the night.

b. Client Services/Benefits Tip: If you do not check a box then you are giving a “No”
answer. Be sure you have asked the client all these questions.

O After you click save you are directed to the Client View screen. Complete the client income using
the Adding or Changing Income instruction sheet.

O After you complete the income, click on the |View Household | button. To add additional members to
the household, click on the button under the HH Members section in the Household
View.




