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Part Four:
Quick
Reference

Add Expenditure, Client Counts and Wait List Report (page 63)
1. Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year for which you are submitting your Expenditure,

Client Counts and Wait List Report.
3. Select the Fiscal Year Set Up link

4. Update your Excess Funds Carr over amount from the prior year if necessary.
5. Click the S'3ve button.

6. Select the Prior Page lÌ1ik.

7. Select the Expenditure, Client Counts and Wait List Report lin for the appropriate

period.
8. Select the Add an Expenditue, Client Counts and Wait List Report link.

9. Detel1nine if you want to add a plan using a blank template (page 63) or copy data

from an existÌ11g report and select the appropriate link (page 67).

10. Select the link for each Web fonn and complete all fields listed. Complete the

following forms: Entity, Service/ActivitY, Case Mahagement Client. Counts, Other
Services Client Counts, and Wait List. SATTA (SB 223) expenditure and client
count questions are included in these forms.

J 1 ; Click Save after entering data on each Web form.

Update Expenditure, Client Counts and Wait List Report (page 72)
1. Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year for which you are updating your Expenditure,

Client Counts and Wait List Reports.
3. Select the Expenditure, Client Counts and Wait List Reports link for the appropriate

period.
4. Select the Update or View an Existing Expenditure, Client Counts and Wait List

Reports link.
5. Select the link for each Web form and complete all fields listed. Complete the

following forms: Entity, Service/Activity, Case Management Client Counts, Other
'Services Client counts, and Wait List. SATTA (SB 223) expenditure and client
count questions are included in these fonns.

6. Click Save after updating each Web form.

Delete Expenditure, Client Counts and Wait List Report (page 75)
1. Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year for which you are updating your Expenditure,

Client Counts and Wait List Report.
3. Select the Expenditure, Client Counts and Wait List Report link for the appropriate

period.
4. Select the Delete an Existing Expenditure, Client Counts and Wait List Report link.

5. Click the Delete button next to the Expenditure, Client Counts or Wait List Report

you wish to delete.
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Part 4:
Expenditures,
Client Counts,
and Wait List

Getting Started

Creating a

County
Expenditure
Report

Using a Blank
Template

This section guides you through the process of entering actual Expenditures, Client Counts,

and Wait List Reports. The first sections of Part four are devoted to the technical aspects
of using the SRIS pages for data entry. These include the different methods for creating
the report (i.e. beginning with a blank template or beginning with an existing report and
updating the infonnation), viewing and updating information that has already been entered,
updating the status of the reports, deleting draft reports, and deleting line items on reports.
The final section of Part 4 is devoted to defining the types of data that should be entered in
each field. If you are not sure whether you have computed counts and expenditures
correctly, please contact your ADP analyst.

. ~it~)i:~rj:r~f'à' spe§!ric9Æiscai,ycar:

By using a blank template.

By making a copy of an existing Expenditure Report or County Plan and making updates
to it.

1. Log on to the SRIS. For help Jogging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the fiscal
year of the document you would like to create. Once you have selected the year, you will
be directed to a page displaying the options for the selected fiscal year. Figure 4.1 ls an
example of the Fiscal Year Options page.

Department of Alcohol and Drug Programs
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Figure 4.1:
Fiscal Year
Options Page.

Figure 4.2:
Select an
Activity Page.

Fiscal Year 200212003

To'.begin"enteryour rolloveramountfrom,the,prior year using the:FiscaI'Ve.ar.Set, Up, link below:

,fiscal Year Set Up

N èxt;sel e cuhesifhmissÎll n',type,yoiiWO:U I d '.1 i kè:,t.o comp letc:

County Plan

ExpenôilureClientCountsandWait List Report - First Six Months (July 1 to December.31)

Expenditure CiientCounts and Wart List Report - Annual (July 1 to Juned30)

Financial Status Report

3. Click the Expenditure, Client Counts and Wait List Report link for the appropriate
reporting period, Expenditure, Client Counts and Wait List Reports are due twice a year.

\

4. Click either the First Six'Months (July 1 to December 31) link, or the Annual (July 1 to
June 30) link.

5. Click the Add an Expenditure, Client Counts and Wait List Report link from the Select
an Activity 'page displayed. Figure 4,2 is an example of the Select an Activity page.

- ~~;;~:c:,-:~H.~~it!~;~-~~~ëêA~~ricYiBk ha\i~~ ;ij~~tt.6!fê séhrces,

Expenditure. Client Counts and Wait List Report for Fiscal Year 200512006, July 1 - June 30, 2006

Select an Activity

ADD an Expenditure Client Counts and Wad List Report

(allDws a County tD add an Expenditure, Client Counts and Wait List Report
from a blank form 01 copy an existing report or county plan)

Department of Alcohol and Drug Programs
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6. Click the Create a New Expenditure, Client Counts and Wait List Report from a Blank
Form link from the second Select an Activity page displayed, Figure 4.3 is an example of
the second Select an Activity page.

Figure 4.3:
Select an
Activity Page.

Hà:aliñ/èilnL:5:ecè;AgnqrfJ~hávO1:rHelll1h Gare Servces

Add an ExpendiUlre. Client Counts and Wait List Report for Fiscal Year 2005/2006, July 1 - June 30. 2006

Select an Activity

Create a new 200512006 Expenditure CHent Counts and Wait List Report using a Blank Form
(allows a County to add a report starting with a blank form)

Creaie a new.2005f2006 Expenditure Client Counts .nd Wart List Report by copying an Existing Report or CDunty Plan
(allows a County to add a report using data from an existing report or county plan)

7. Click the page you would like to create/update from the County Data Entry Selection
page displayed. Figure 4.4 is an example of the County Data Entry Selections page.

Figure 4.4:
County Data

Entry Selections
Page.

. ,. ~'~HH~i1iia~~~;Š~g~èiméb~n1í:'HêilrfuC~re;Seivces

Expenditure, Client Counts and Walt list Report for Fiscal Year 200512006, July 1 - June 30, 2006
Status: Draft Created: 0812712003 Last. Revis"d:

to "pdiÌte or view report data, select the data eiitry formfròrrthe iistbelow:

Entity

Service/Activity

Case Management Client Counfs

Other SerVices Client Counts

Wail list 

To update the status of the report, -select Update Status

Department of Alcohol and Drug Programs
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You may select from the following:

Service/Activity
The Service/Activity page allows you to enter the amount expended by
Service/Activity Type. For instructions on how to complete Service/Activity
Information, refer to Expenditure - Service/Activity Information section On
page 80.

Case Management Client Counts
The Case Management Client Counts page allows you to enter the number of
clients by case management type and demographic For instructions on how to
complete the Case Management Client Counts, refer to the Case Management and
Other Services Client Counts Infon11ation section on page 84.

Other Services Client Counts
The Other Services Client Counts page allows you to enter the number of clients by
other services type and demographic. For instrctions on how to complete the
Other Services Client Counts, refer to the Case Management and Other Services
Client Counts Information section on page 84.

Wait List
The Wait List page allows you to enter the number of clients that spent time on a
wait list for other services. . For instructions on how to completetbe Wait List page,
refer to the Other Services Waiting List Counts Information section on page 85.

8. Each page has a series of data entry fields. Complete the fields and click the SAVE
button to save your changes. When you have updated each page, click the Prior Page link
at the bottom of each page to return to the page list. This wili allow you to click the next
page t? create/update. You may update each page as often as you like.

Department of Alcohol and Drug Programs 3Ø~



Creating from
an Existing
County Plan or
Expenditure
Report

Creating a new Expenditure, Client Counts and Wait List Report from an existing County
Plan or Expenditure Report will allow you to use the existing Entities entered on the Entity
Information Page. No fiscal data will be copied.

1. Log on.to the SRIS. For help logging on, refcr to page 2.

2. Click the Submissions link on. the left hand navigation bar, and then click the link
for the fiscal year of the document you would like to create. Once you have selected the
ycar, you wil be directed to a page displaying the options for the selected fiscal year.
Figure 4.5 is ail example of the Fiscal Year Options page.

Figure 4.5:
Fiscal Year
Options Page.

'~"'" .c:.:":C::';'y£i¡;lti~tÉ$~~~:~:i;¥i¥~;~;f1Îir~1 HJ~ltÌí~Dir~:Se~ices

Fiscal Year 20011003

To begin, enter your rollover iimouiitfrom the prior year using theF¡scal Year Set Up link below:

Fiscal Year Set Up

Neld, selecfthesubmission type.you wouidjiketQ complete:

County Plan

Expenditure CHent Counts and Wait List Report. Firs! SiX Months (July 1 to December31l

Expenditure Client Counts and Wait List Report. Annual.rJuly 1 to June 30)

Financial Status Report

3. Click either the First Six Months (July 1 to December 31) link, or the Annual (Julv J to
June 30) link. Expenditure, Client Counts and Wait List Reports are due twice a year.

4. Click the Add an Expcnditure, Client Counts and Wait List Report link from the Select
an Activity page displayed. Figure 4.6 is an example of the Select an Activity page.

Department of Alcohol and Drug Programs
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Figure 4.6:
Select an
Activity Page.

Figure 4.7:
Select an
Activity Page.

Expenditure, Client Counts and Wait List Report for Fiscal Yeai 2U512006, July 1 _ June 3D, 2006

Select an Activity

ADD an Expenditure Client Counts and Wait List Report
(allows a County to add an Expenditure, Client Counts and Wait List Repi:rt.

from a blank form 01 copy an existing report or county plan)

5. Click the Create a New Expenditure. Client Counts and Wait List Report by Copving an
Existing Report link from the second Select an Activity page displayed. Figure 4.7 is an

example of the second Select an Activity page.

;A¡~~~~~~J~W;: ,', . i "':;.;;:~:):t;~~~~;.~~d:.5ff!~fifUq~r~~~~~~~¡;rijffè1iûýiihil;H~~it'~re:StH~ces

Add an Expenditure, Client Counts and Wait List Report for Fiscal Year 2005!2006, July 1 - June 3D, 2006

Select aliActivity

Create a new 200512006 Expenditure. Client Courrs and Wait Us! Report using a Blank Form
(allows a County to add a report starting with a blank form)

Create a new 200512006 Expenditure Client Counts and Wait List RBport by copying an Existing Report or County Plan
(allows a County to add a report using data from an existing report or county plan)

6, Click on the document you would like to copy from the list of Plans and Reports
displayed. Figure 4.8 is an example of the Plans and Reports List page.

Department of Alcohol and Drug Programs 3tò 1
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Figure 4.8: Plans
and Reports

Page.

~!ìi;;êl;¡~~~7t;.,"3¡'r~:":E20'ë:"f",,:':¿~-:j'"it~';;:::f,ë,~~~W~;~';Š;Ni~"J~iii';.¡hi~täf;H~is1llÍi~i:'S'l'rvces.

Add an Expenditure, Client Count and Wait List Report for Fiscal Year 200512006, July 1 . June 3D, 2006 by
Copying aii Existing Report or County Plan

To add an Expenditure. Client Counts and Wait Ust Report for Fiscal Period July 1 - June 30, 2006 using dat2 from 2n
existing report or county plan, select the link of the Fiscal YearNersion you wish to copy.

No1e: ûnly Entity Types will be copied to the new report. Dollar amounts wìll not be carried over to the new report.

Expenditure, Client Counts and Wait List Report

Expenditure Wait List and Client Counts for Fiscal Period July 1 - December 31 2001

Expenditure Wait List and Client Counts for Fiscal Period July 1 - June 30 2002

Expenditure Wait Ust and Client Counts for Fiscal Period July 1 - December 31 2002

Expenditure Wait List and Client Counts for Fiscal Period July 1 - June 30 2003

Expenditure Wait List and Client Counts for Fiscal Period July 1 - December 31 2003

Expenditure Wait List and Client Counts for Fiscal Period July 1 - June 30 2004

Expenditure Wait Ust and Client Counts for Fiscal Period J.uly 1 - December 31 2004

Expenditure Wait List and Client Counts for Fiscal Period July j - December 31 2005

CounlyPlaiis

County Plan for Fiscal Year 2004f2005 (Version 2)

County Plan for Fiscal Year 2003f2004 (Revised 08f27 f2003)

County Plan for Fiscal Year 2003f2004 Nersion 14)

County Plan for Fiscal Year 2003f2004 Nersion 13)

7. Click the page you would like to create/update from the County Data Entry Selection
page displayed. You may select from the following:

Entity
The Entity page allows you to enter the amount expended by entity type. For
instrctions on how to complete Entity Information, refer to Expenditure - Entity
Information section on page 79.

Service/Activity
The Service/Activity page allows you to enter the amount expended by
Service/ Activity Type. For instrctions on how to complete Service/Activity
Information, refer to Expenditure - Service/Activity Information section on
page 80.

Department of Alcohol and Drug Programs
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Updating and
Viewing Existing
Expenditures,
Client Count
and Wait List
Report
Information

Case Management Client Counts
The Case Management Client Counts page allows you to enter the number of
clients by case management type and demographic. For instructions on how to
complete the Case Management Client Counts, refer to the Case Management and
Other Services Client Counts Information section on page 84.

Other Services Client Counts
The Other Services Client Counts page allows you to enter the number of clients by
other services type and demographic. For instructions on how to complete the
Other Services Client Counts, refer to the Case Management and Other Services
Client Counts Information section on page 84.

Wait List
The Wait List page allows you to enter the number of clients that spent time on a
wait list for other services. For instructions on how to complete the Wait List page,
refer to the Other Services Waiting List Counts Information section on page 85.

8. Each page has a series of data entry fields. Complete the fields and click the SAVE but-
ton. This will save your changes. When you have updated each page, click the Prior Page
link at the bottom of the page ,to retum.ío the page list. This wil allow you to click the
next page to create/update. You may update each of the pages as often as you like.

1. Log on to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the left hand navigation bar, and then click the link
for the fiscal year of the d9cument you would like to create. Once you have selected the
year, you wil be directed to a page displaying the options for the selected fiscal year.
Figure 4.9 is an example of the Fiscal Year Options page.

Department of Alcohol and Drug Programs
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Figure 4.9:
Fiscal Year
Options Page.

~;lî~;tf:grt~S;~~Aii'èii;:íieh~~o~1 'll~~ttìdlre5etVce

Fiscal Year 200212003

To begin, enter your rollover amoiiiilfrom the prior year using the Fiscal Year Set Up link below:

Fiscal Year Set Up

Next, select the submission typeyolJ woulrllike to complete:

County Plan

Expenditure Client Counts and Wait List Report - First Six Months (July 1 to December 31)

Expenditure Client Counts and Wait List Report - Annual (July 1 to June 30)

Financial Status Report

3. Click either the First Six Months (July J to December 3 I) link, or the Annual (Julv 1 to
June 30) link. Expenditure, Client Counts and Wait List Reports are due twice a year.

4. Click the Update or View an Existing Expenditure. Client Counts and Wait List Report
link from the Select an Activity page displayed. Figure 4.10 is an example of the Select an
Activity page.

Figure 4.10:
Select an
Activity Page.

. 'Îiè~ttCar~;§~~'èèA9~nCýlÌiiti~~~~1 i¡jalth' Care Servces

Expenditure. .client Counts and Wait List Report for Fiscal Year 200512006, July 1 . December 31,2005

Select iinActivity

UPDATE or VIEW an Existing ExpenditureClient Counts and Waif List Report

DELETE an Existing Expenditure CHent Counts and Wait List Report

5. Click the page you would like to create/update from the Update or View aii Existing
Expenditure, Client Counts and Wait List Report page. You may select from the following:

Department of ,4lcohol and Drug Programs
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Entity
The Entity page allows you to enter the amount expended by entity type. For
instructions on bow to complete Entity Information, refer to Expenditure - Entity
Information section on page 79.

Service/Activity
The Service/Activity page allows you to enter the amount .expended by
Service/Activity Type. For instructions on how to complete Service/Activity
Information, refer to Expenditure - SerVice/Activity Information seCtion on
pàge 80,

Case Management Client Counts
The Case Management Client Counts page allows you to enter the number of
clients by case månagement type and demographic. For instrctions on how to
cpmpletc the Case Management Client Counts, refer to the Case Management and
Other Services Client Counts Infonnation section on pa.ge 84.

Other Services Client Counts
The Other Services Client Counts page allows you to enter the number of clients by
other services type and demographic. For instructions on bow to complete the
Other Services Client Counts, refer to the Case Management and Other Services
Client Counts Information section on page 84.

Wait List
The Wait List page allows you to enter the number of clients that spent time on a
wait list for other services. For instrctions on how to complete the Wait List page,
refer to the Other Services Waiting List Counts Information section on page 85.

6. Each page bas a series of data entry fields. Complete the fields and click the SAVE but-
ton. This will save your changes. When you have updated each page, click the Prior Page
link at the bottom of each page to return to the page Ijst. This wil allow you to click the
next page to create/update. You may update each of the pages as often as you like.

Updating
Expenditure,
Client Count
and Wait List
Report Status

DRAFT (which ADP users cannot view)

COUNTY SUBMITTED (changing the report to County Submitted will allow ADP
access to your report)

Department of Alcohol and Drug Programs 3/( .



1. Log on to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the
fiscal year of the document you would like to create. Once you have selected the year, you
will be directed tó a page displaying the options for the selected fiscal year. Figure 4.11 is
an example of the Fiscal Year Options page.

Figure 4.11:
Fiscal Year
Options Page.

. 'Lè',JHtl;iii~~"s;~¿;e~'¡g~~¡jiiri~;:T6ñji'Hi;aiìh' Cør:esé~ce

Fiscal Year 200212003

To begin, enter your rollover amount .from the prior year using the FiscalÝearSet Up link below:

Fiscal Year Set Up

Next, select the submissioiitype youwoulrl like to complete:

County Plan

Expenditure Client Counts and Wait List Report - First Six Months (July 1 to December 31)

Expenditúre Client: Counts and Wait List Report - Annúìil (July 1 to June 30)

Financial Status Report

3. Click either the First Six Months (Julv 1 to December 31) link, or the Annual (July 1 to
June 30) link. Expenditure, Client Counts and Wait List Reports are due twice a year. See
figure 4.12 for an example of the Expenditure, Client Counts and Wait List Report page.

Department of Alcohol and Drug Programs
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Figure 4.12:
Select an
Activity Page.

Figure 4.13:
Exp en diture,

Client Counts
and Wait List
Reports Page.

¡ÄÜì~~J~::døtirt... .....; "¿~¡.~~';"r;fE~~?~:~~~~W~~r§fS'~~~~~~n~~~b~ílì~ltí.~i:e'SerVices

Expenditure, Client Counts and Wait List Report for Fiscal Year 200512006. July 1 .. December 31. 2005

Select an Activity

UPDATE or VIEW an Existing Exp-enditure Client Couris and Wait List Report

DELETE an Existing Expenditme Client Counts and Wait List Report

4.Click the Update or View Existing Expenditure, Client Counts and Wait List Report link
from the Select an Activity page displayed. The Expenditure, Client Counts and List
Reports page will be displayed.

5. Click the Update Status link at the bottom of the Expenditure, Client Counts and List
Reports page. Figure 4.13 is an example of the Expenditure, Client Counts and Wait List
Reports page. The Update Status page will be displayed.

Expenditure, Client Counts ilnd Wait List Report for Fiscal Year 200512006, July 1 ~ June 3U, 2006

Status: Draft Created: 0812712003 Last Revised:

To i!pd.ài~ òrYi:ewtf\Jlort dataiselect the datiie~tijJôinrfr()ii:th.eIiSibelow:

Entity

Service/Activity

Case Management Client Counts

Other Services ClientCounts

W¡¡jj List

To update the Slatus ofthe rep.ort, select Update Status

The Update Status page displays the current and available status of the report.
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DRAFT (which ADP users cannot view)

COUNTY SUBMITTED (changing the report to County Submitted will allow ADP

I access to your report once received).

6. Click the SAVE button to change the status of your report.

Deleting
Expenditure,
Client Count
and Wait List
Report

An Expenditure, Client Count and Wait List Report with a Status of DRAFT can be
deleted. But Rcports with a status of COUNTY SUBMITTED and ADP RECEIVED
cannot be deleted.

1. Log onto the SRrS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the
fiscal year of the document you would like to create. Once you have selected the year, you
will be directed to a page displaying the options for the selected fiscal year. Figure 4.14 is
an example of the Fiscal Year Options page.

Figure 4.14:
Fiscal Year
.Options Page.

. . llèøltQ;re' 5';n#~:Age~i:lB~íl8Vi~rarHiiaìthCare Service

Fiscal Year 2002i2003

To begin, enter your rollover iimountfrom the prior year using the Fiscal Year Set Up link below:

Fiscal Year'Set Up

Next, select the submission type you wouldJike to r;oiiplete:

County Plan

Expenditure Client Counts and Wait list Report - First Six Months (July t to December 31)

Eiwenditure Client Counts and Wait List Report. Annual (July 1 to June 30)

Financial Status Report 

Department of Alcohol and Drug Programs
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3. Click either the First Six Months (July I to December 31) link, or the Annual (Julv 1 to
June 30) link. Expenditure, Client Counts and Wait List Reports are due twice a year. See
figure 4.15 for an example of the Expendjture, Client Counts and Wait List Report page.

Figure 4.15:
Select an
Activity Page.

ÌÂíìinlé~~~:~~p~W~:,\':.: ':::~'~:!~;I~0;~i:;¡tl~:;:;:'~~I:~~:~1ti~~§~~t~i?4Jl~i1~;~~~~t¡Jiéåii~':;c:re'S~ivcès

Expenditure, Client Counts and Wait List Report for Fiscal Year 200512006. July 1 . December 31,2005

Select an Activity

UPDATE or VIEW an Existing Expenditure Client Counts and Wait List Report

DELETE an Existing Expenditure Client Counts arid Wait List Report

4. Click the Delete an Existing Expenditure, Client Counts and Wait List Report link on the
Select an Activity page displayed. Figure 4.16 is an example of the Select an Activity page.

Figure 4.16:
Select an
Activity Page.

Expenditure, Ctjent Couiits and Wiiit List Rep1Ht for Fiscal Year 2011512006, July 1 - December 31, 2005

Select aii Activity

UPDATE or VIEW an Existing Expenditure Client Counts and Wait List Report

DELETE an,ExistinaExpenditure Client Counts and Wait List Report

5. Select the DELETE button next to the Expenditure, .client Counts and Wait List Report

you wish to dèlete. The'message, "Are you sure you wa,nt to delete the Plan?" will be dis-
played. Figure 4.17 is an example of the Expenditure, Client Counts and Wait List Report

Deletion page.

Department of Alcohol and Drug Programs 3/J-



Figure 4.17:
Expenditure,
Client Counts
and Wait List
Report Deletion
Page.

Deleting a

County
Expenàiture
Report Entity
Information
Line Item

Expenditure, Client Counts and Wait List Report for Fiscal Year 200512006, July 1 - December 31,2005

To delete the Expenditure. Client Counts and Wait List Report, click the Delete buton.

Allocated By ADP $0 County Rollover $0 Total Available Funds $0

_lB.'"
'U ?e~(lt~jt~L~~~~_ j~L;": n'

l

¡j
I

_~-:J

¡rotal $ Expenditure ¿
-fEntiWJ ;

Prior Pane

6. Click the OK button, and the selected Expenditure, Client Counts and Wait List Report,
including Expenditure Entity, Expenditure Service/Activity, Case Management Client
Counts, Other Services Client Counts and Wait List will be deleted.

1. Log on to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the
fiscal year of the document you would like to delete. Once you have selected the year, you
will be directed to a page displaying the options for the selected fiscal year.

3. Determine whether the entity you wish to delete is located in the first six months of the
fiscal year or not. Click the Expenditure, Client Counts and Wait List Repoii - First Six
Months (Julv 1 to December 3) ) link, or Expenditnre. Client Counts and Wait List RepOli -
Annual (July 1 to June 30) link. See figure 4.18

Department of Alcohol and Drug Programs
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Figure 4.18:
Fiscal Year
Options Page.

Fiscal Year 200212003

To begin, enter,your rollover amountJromthe prior year using:theFiscal Year.5eIUp'lIi'kbelow:

Fiscal Year Set Up

Next,.selec1:thesiibmissÎomtype.j'ou would.like. to i:omplete:

County Plan

Expènditùre Client Counts andWaít List Report - First Six Months (July 1 to December 31),

Expenditur"Clíent Counts and Wait List Report. Annual (July 1 to June 3D)

Financial Status Report

4. Click the Update or View an Existing Expenditure. Client Counts and Wait List Report
link from the data entry page displayed. Figure 4.1 9 is an example of the Data Entry
Selection page.

Figure 4.19:
Data Entry

Selection Page.

Expenditure. Oient Counts and Wait List Report for Fiscal Year 200512006, July 1 . December 31,2005

Selec1llll ;Activity

UPDATE or VIEW an Existino.Expeñditure;Client Counts andWait List Report

DElETE an Existing .Expehdìluie, Climj:Courits and Wail List Report

5. Click Entity and a County Expenditure Reports List wil be displayed. Figure 4.20 is an
example of a Expenditure, Client Counts and Wait List Reports List.
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Figure 4.20:
Expenditure,
Client Counts
and Wait List
Reports Page.

Detailed
Explanation of
Required
Expenditures,
Client Counts
and Wait List
Report Data

Expenditure, Client Counts and Wait List Report for Fiscal Year 200512006, July 1 - June 30, 2006
Status: Draft Created: 0812712003 Last Revised:

J

To update or view report data, select the data entry form from the list below:

Entity

Service/Activíty

Case Management Client Counts

Other Services Client Counts

Wait Ust

To update the status of the report, select Update Status

6. Click the radio button next to Entity Type you wish to delete.

f Click the SAVE button at the bottom of the Expenditure Report page; the page will be
re-displayed with the selected Entity Type deleted.

Expenditure - Entity Information

Enter the data according to the following steps:

1. Enter the name(s) of the entity/entities responsible for drug treatment \n the Entity Type
and Drug Treatment fields.

2. For each Drug Treatment entity listed, enter the following information:

a. The amount of SACPA expenditures for providing direct Drug Treatment
Services by entity in the Direct Services field.

b. The amount of SACPA expenditures for supporting Administrative (non-
direct Activities by entity in the Administrative Activities field).

Department of Alcohol and Drug Programs
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3. Enter the name(s) of the other county entity/entities that received SACPA funds for serv-
ices and activities in the Other Service field. Examples of Other Service entities include
the County Offce of Education, Social Services, Mental Health, Public Health, and the
local Workforce Investment Board. Do not enter Criminal Justice entities such as courts or
probation in this section. Enter them in the Criminal Justice fields, step 7.

Enter the followinginformationfor eachoftheOtherServiceentitieslisted:

a. The amount of SACPAexpendituresforDirectServicesin the Direct
Services field.

b..The amount of SACPA expenditures for the Administrative (non-direct
Activities in the Administrative Activities field).

4. Enter thename/typeofentity/entitiesithatTeceIvedSA.CP~Junds for services and activi-
ties in the Criminal Justice field. Examples ofCriminalJustice entities include the Court
and Probation Department.

Enter the

a. Enter the amount of SACPAexpenditures forDirectServices in the Direct
Services field.

b. Enterthe amount of SA CPA expenditures for Administrative (non-dïrect
Activities in the Administrative Activities. field).

5. Click theSAVEbutton..TheÇountyExp~nditUleReportEntity Infonnationpage will'
calculate the Totals and Percentages ofADPAllocation.

6. If the displayed information is incorrect, updates can be made tothe Entity Type and
Expenditurefields. Additional entities and expenditures can be entered.

7. Click the SAVE button after additions and updates . are made... The Expenditure Report
Entity Information page wil display the updated information. You can continue to make
adjustments as necessary.

Expenditure Service/Activity Information

Enter the following data to update the Service/Activity Information page:

Non - Residen Wil/Ou tp ati ent
Participants reside outside of the program facilities forthese services

Treatment/recovery - nomeds
A service designed to promote and maintain recovery from alcohol or drug
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problems. In addition to individual and group sessions, services may also include:
educational sessions, recovery planning, counseling or psychotherapy, health
screening, medical services, social and recreational activities, and infom1ation about
and referral to appropriate community services.

Treatment/recovery - Methadone, LAAM, or other meds prescribed
Outpatient programs and methadone maintenance programs are included in this
service category.

Day Program - intensive
This category includes:

(a) Services provided to drug abuse clients under Medi-Cal "Day Care Habilitative"
category.

(b) Other day programs in which services are provided throughout the day and
participation is according to a minimum attendance schedule (at least ten hours per
week). Participants return to their homes at night, and may also have regularly
assigned and supervised work functions.

(c) Intènsive outpatient programs in which participants receive services at least two
. or more hours per day, three or more days per week.

Detoxification - no meòs
A service designed to support and assist participants undergoing a period of planned
withdrawal from alcohol or drug dependence, and to explore plans for continued
service.

Detoxifcation - Methadone, LAAM, or other meds prescribed
A service designed to support and assist participants undergoing a period of planned
withdrawal from alcohol or drug dependence, and to explore plans for continued
service, which includes prescribed medications.

Residential
In all types of residential services, participants reside in the program facility on a
24-hour per day basis, receiving food and shelter as paft of the treatment/recovery
service.

Enter/Update the projected number of clients by Service Type:

Detoxifcation (hospital)
Services provided in a licensed hospital, in which participants are hospitalized
primarily for medical support during a period of planned withdrawal from alcohol
or drug dependence.

Detoxification (non-hospital) - no meds
Services provided in a licensed residential facility designed to support and assist tbe
participant during a period of planned withdrawal from alcohol or drug dependence.
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Medication is not administered.

Detoxification (non-hospital) - Methadone, LAAM, or other meds prescribed
Services provided in a licensed residential facility designed to support and assist the
participant during a period of planned withdrawal from alcohol or drug dependence.
Medication is administered.

Treatment/recoverv - no meds",

A service designed to promote and maintain recovery from alcohol or drug
problems. In addition to individual and group sessions, services may also include:
educational sessions, recovery planning, counseling or psychotherapy, health
screening, medical services, social and recreational activities and information about
and refeD"al to appropriate comiunity services.

Treatment/recovery - Methadone, LAAM, or other meds prescribed
Outpatient programs and methadone maintenance programs are included in this
service category.

Other Service

Enter Planned Expenditures and Client for the following services:

Literacy Training
Literacy training is instrction and information presented in an individual or group
setting to increase literacy skills - reading and reading comprehension as described
in section 9505 (12), Title 9, CCR. Only enter the amount expended from your
county's SACPA funds. Do not include costs paid by other (i.e. non-SACPA)
programs.

Family Counseling

Family Counseling is counseling with individuals, couples, or groups which
examines interpersonal and family relationships, and is provided by an individual
licensed in accordance with section 4980 through 4981 of the Business and
Professions Code, as described in section 9505 (10), Title 9, CCR. Only enter the
amount cxpcnded from your county's SACPA funds. Do not include costs paid by
other (i.e. non-SA CPA) programs.

Vocational Training
Vocational training is instruction presented in a group setting to increase
opportnities for gainful employment as described in section 9505 (17), Title 9,
CCR. Only enter the amount expended from your county's SACPA funds. Do not
include costs paid by other (i.e. non-SA CPA) programs.

Other Client Services
Other Client Services are services the county plans to fund in order to serve
SACPA clients, excluding vocational training, family counseling, and literacy
training. If you are not sure whether "Other Service" expenditure is allowable
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under SACPA rules, please contact your ADP analyst. Only enter the amount
expended from your county's SACPA funds. Do not include costs paid by other

(i.e. non-SA CPA) programs.

4. Case Management Activities

Enter Planned Ex.penditures for:

Referral/Assessment
Referral- The probationer or parolee is sent from the criminal justice (court,

probation department, or parole authority) to the entity that evaluates the defendant
in terms of what services wil be needed to achieve and maintain sobriety, and
successfully complete the SACPA program.
Assessment- A collection of detailed information concerning the client's substance
abuse and treatment history, current condition, emotional and physical health,
family status, social roles, victimization, education, criminal history, and other key
areas. Treatment assessment is conducted using protocols proven valid and

reliable, and shouid not be confused with classification of an offenàer's security
risk.

Placement
Includes activities related to identifying the appropriate drug treatment provider and'
providers of other needed services, and routing the client to those services. Clients
are considered placed when they are admitted into a treatment program

Court Monitoring

Includes activities related to monitoring the status and progress of SACPA clients.
Clients appear in court to report on their progress.

Supervision
Includes activities by probation/parole offcers to ensure a SACPA client's
participation in and compliance with the drug treatment and other services to which
they were referred.

Miscellaneous.
Specify Miscellaneous. If you enter Planned Expenditures for miscellaneous case
management activities, provide a brief description of the services.

5. SATTA (SB 223)
Enter Planned Expenditure for:

Drug Testing for SACPA Clients
Other Purposes
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6. Click the .SAVEbuttonat the bottomofthe pageto calculate and display . the County
Plan .Service/Activity Information page with Totals and Percentages ofAIlocation.

7. Enter additional updates and click the SAVK buttonifthe information displayed is

incorrect. You can.repeat the process to updatethepageuntilyourdata is correct. Once
you are satisfied with the data, clickthePriorPagelink atthebottom ûfthe page to return
to the County . Plan. data entry selection page.

Case
Management
and Other
Service Client
Counts

Enter the data according to the folIowingsteps.

1. Enter the TotaFClientsthatreceivedCaseManàgementorOther Services in the appro-
priate field. This should include only those clients who entered case management during
the current reporting period. Donat include clients who were entered in the previous
reportingperiod.

2. Enter the number of males and femalesthatreceivedCaseManagcinentor Other
Services in the . appropriate field.. ThetotaFnumberofclientsin each service column can-
not exceed the Total Clients entered on . the. first line of that service. column.

3. . Enter thenumberof clients'withChildrenUnder18andwi thoutChildren Under
18 who received. Case Management or OtherServices in the appropriate column.
The total number of clients in each service column cannotexceed the Total Clients entered
on the first line of that service column.

4. Enter the nurbcrof clients who faIl withintheagerangesatadmissionthat received
Case Management or Other Services in the appropriate field. The total number of clients
in each service colunm cannotexceed the Total Clients entered on the first Iineofthat
service column.

5. Enter the number of clients Who JaUwithintheRa,ce categories who received Case

Management or Other Services intheappropriatefield.Thetotal number of clients in each

service column cannot exceed the Total Clients entered .onthe first line ofthat service
column.

6. Enter tlienumberofclientswhoJal1withinthe Ethnicity categories that received Case
Management or Other Services intheappropriate field..The total number of clients in each
service column cannot exceed the Total Clients entered on the first line of that service c
column.

7. Enter the number of clients who fall within the ReferraFSources who received Case
Management or Other Services in the appropriate field. The total number of
clients in each service column cannot exceed the Total Clients entered on the first
line of that service column.
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8. Enter the number of clients who fall within Living Arrangement that received
Case Management or Other Services in the appropriate field. The total number of clients
in each service column cannot exceed the Total Clients entered on the first line of that
service column.

9. Enter the number of clients who are, and who are not pregnant who received Case
Management or Other Services in the appropriate field. The total number of clients in
each service column cannot exceed the Total Clients entered on the first line of that service
column. Also, the total number of clients in each serVice column cannot exceed the number
of Female clients for that service column.

J O. Enter the total number of clients receiving drug testing funded by SATTA. If a numb'er
is entered in the client count field for testing, the total number of drug tests performed
must be equal to or greater than the total number of clients.

J 1. Enter the total number of drug tests funded by SATTA. The number of drug tests
performed must be greater than or equal to the total number of clients recei ving the drug
tests.

12. Click the SAVE button. The page will re-display and save the entered counts.

J 3. Enter additional updates and click the SAVE button if the information displaycd is
incorrect. You can repeat the pro~ess to update the page until your data is COlTect.

Other Services

Waiting List
Counts
Information

Enter the data according to the following steps:

1. Waiting List Counts:
Enter the number of clients for each group into the appropriate column; Literacy
Training, Family Counseling, Vocational Training, or Other Client Services.

2. Days that SACPA applicants served spent on waiting list:
Enter the number of clients for each group into the appropriate colunm; Literacy
Training, Family Counseling, Vocational Training, or Other Client Services.

3. Of total SACPA applicants, how many were:
Enter the number of clients who were SACPA Parole Referrals and SACPA
CourtProbation Referrals into the appropriate column; Literacy Training, Family
Counseling, Vocational Training, or Other Client Services.

4. Click the SAVE button. The Other Services Waiting List Counts Report page will
re-displayand save the entered counts.

5. Enter additional updates and click the SAVE button.if the information displayed is
incorrect. You can repeat the process until your data is correct.
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Part Five:

Quick
References

Add Financial Status Report (page 87)
1. Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year fòr which you are submitting your Financial

Status Report.
3. Select the FinanCial Status Report link.

4. Select the Add a Financial Status Report link.

5. Determine if you want to adda report using a blank template (page 87) or copy
data from an existing report and select the appropriate link (page 91).

6. Select the Financial Status Report lin.

7. Enter Excess Funds Carried Over from the Prior Fiscal Year.

8. Enter Outlays (Expenditures) for Drug Treatment, Additional Services; and Other
Services for the fiscal year.

9. Entcr Income from Other Income, Client Fees, Providers for Audit Exceptions, and

County/Local Agencies for the fiscal year.
10. Click Save.

Update Financial Status Report (page 98)

1, Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year for which you are updating your county plan.
3. Select the Financial Status Report link

4. Select the Update or View a Financial Status Report link.

5. Select the link of the report you wish to update (the report status acts as a link to

the report).
6. Select the Financial Status Report link.

7. Update fields as necessary.

8. Click Save.

Delete Financial Status Report (page 104)

1. Select the Submissions link on the Navigation bar.

2. Select the link of the fiscal year for which you are updating your county plan.

3. Select the Financial Status Report link.

4. Select the Delete an Existing Finan,cial Status Report link.

5. Click the Delete button next to thè Financial Status Report you wish to delete.
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Part Five:

Financial
Status Report

Creating a New
Financial Status
Report

Using a Blank
Template

Figure 5.1:
Fiscal Year
Options Page.

. tKer~r~r~n!tì ~waýs: t?Ci:~~t~j~1~;

By using a blank template.

":f¡~~t~~ár:C:i.

By making a copy of an existing Financial Status Report from another fiscal year and
updating it.

1. Log on to the SRIS. For help logging 011, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the fiscal
year of the document you would like to create. Once you have selected the year, you will
be directed to a page displaying the options for the selected fiscal year.

3. Click the Financial Status Report link. A Selcct an Activity page will bc displayed.
Figure 5.1 is an cxample of the Fiscal Ycar Options page.

iH~Ílithtøf~'5;¡iVe~s~A~'eTibjêh~~r~ì Heålth~ré serv~es

Fiscal Year 2002i2003

To begin, enter your rollover amount from the prior year using the Fiscal Year Set Up link below:

Fiscal Year Set Up

Next, select the submission type you would like to complete:

GauntI' Plan

Exoenditure eli..n! Counts and Wait List Report - First Six Months (July 'J to December 31)

Expenditure. Client Counts and Wait i ist Report. Annual (July 1 to June 30)

Financial Status Report
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4. Click the Add a Financial Status Report link on the Select an Activity page, and a
second Select an Activity page will be displayed. See figure 5.2 for an example of the
Select an Activity page.

Figure 5.2:
Select an
Activity Page.

Financial Status Report for Fiscal Year 200212003

Select an Activity

ADD a Financial Status Report
(allows a County to add a Financial Status Report from a blank form or copy an existing report)

5. Click the Create a new Financial Status Report Using a Blank Form link displayed on
the second Select an Activity page displayed. Figure 5.3 is an example of the Second
Select an Activity page with the Create a new Financial Status Report Using a Blank Form
link.

Figure 5.3:
Second Select an
Activity Page.

:Aiime.a~'.Qlimtj . "~ !;.?~~:: ":, \',"

.:j;' :,:::~" ,'. 'd:~¥è!i!î~!~;~~~'~~~~;:&~~~(j~åi;Jleá1t~:t'Bre Seri~

Add a Financial Status Report for Fiscal Year 2002/2003

Select an Activity

Create a new Financial Status Report using a Blank Form
(allows a County to add a report starting with a blank form)

Create 'anew Financial Status -Report bv copying an Existing Financial Status Report
, (allows a County to add a report using data from an existing report)

6. Click the Financial Status Report link on the Financial Status Report page displayed.
Figure 5.4 is an example of the Financial Status Report Form page, which offers the
options: update the Financial Status Report Form, update the status or add approvals to the
report.
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Figure 5.4:
Financial Status

Report
Page.

Financial Status Report for Fiscal Year 2002!203
Status: Dra Created: O1Y27/2003 Last Revised:

Level 1 Approver: NlA Level 2 Approver: NlA

To update orview report data,,.elect the Financial Status Report link below.

Financial Status Report

To update the status òf the report, select Update Status

To set Level 1 or Level i Approval for the report, select Approve Financiill Stiltus Report
(fhe Financial Status Report must have both a'Level1 and Level 2 approval to be considered complete by ADP.)

7. Enter the data in the fields to create the Financial Status Report, and click the SAVE
button at the bottom of Fiscal Status Report data entry page. See figure 5.5.

8. Click the Prior Page link at the bottom of the Financial Status Report data entry page to
return to the Fina~cial Status Report Form page. See figure 5.5 for an example of the
Financial Status Report Form page.
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Figure 5.5:
Financial Status
Report Form
Page.

Financial Status Report for Fisal Year 200212003

Status Draft Created: 0812712003 Last Revised:

Level 1 Approver: NJA Level 2 Approver: NlA

To .update the 'Financial St;itus Report, enler Accrual Amount information and click the Save button.

Isavej ¡Resetl I CancelJ
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Using an

Existing
Financial Status
Report

Figure 5.6:
Fiscal Year
Options Page.

Create a new Financial Status Report by using an existing Financial Status Report as a
template and updating the data.

1. Log on to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the fiscal
year of the document you would like to create. Once you have selected the year, you wil
be directed to a page displaying the, options for the selected fiscal year.

3. Click the Financial Status Report link. A Select an Activity page will be displayed. See
figure 5.6 for an example of the page with the Financia i Status Report link.

Fiscal Year 200212003

To begin, enter your rollover amount from the prior year using the FiscalVear Set Up link below:

Fiscal Year Set Up

Next, seiecnhe submissioii.typ-e yotl woiJl~like'to complete:

County Plan

Expenditure Cilent Counts and Wait List Report. First Six Months (July 1 to December 31 ì

Expenditure Client Counts and Wait List Report - Annual (July 1 to June 30)

Financial StatUE Report

4. Click the Add a Financial Status Repoli link on the Select an Activity page, and a sec-
ond Select an Activity page wil be displayed. See figure 5.7 for an example of the Select
an Activity page.
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Figure 5.7:
Select an
Activity Page.

Figure 5.8:
Second Select an
Activity Page.

Financial Status Report for Fiscal Year 200212003

Select an Activity

ADD a Financ'ial Status Repan
(allows a County to add a Financial Status Report from a blank form or copy an existing report)

5. Click the Create a New Financial Status Report by CopvinB an Existing Financial Status
Report link displayed on the second Select an Activity page displayed. Figure 5.8 is an
example of the Select an Activity page with the Create a New Financial Status Report by
Copying an Existing Financial Status Report link.

.'é~~~~re?~fi~~~t:é~~~j;fièältiÇ~re:Sènnces

Add a Financial Status Repon fnr Fiscal Yeiir 2002!103

Seh!ct lIn'Activity

Create a new Financial Status Report using a Blank Form
(allows a County to add a repon starting with a blank form)

Create a new Financial Status Repan by copying an Existing Financial Status Repórt

(allows a County to add a report using data from an existing report)

6. Click the link of the Financial Status Report you wish to copy from the Financial
Status Report page displayed. Figure 5.9 is an example of the Financial Status Report List
page.
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Figure 5.9:
Financial Status
Report List
Page.

Viewing or

Updating an
Existing
Financial Status
Report

Add a Financial Status Report for Fiscal Year 200212003

- 0'," ij,åå:tt;ii.Gå'ré: :si§p#r~'~;;Ag'~~tym':e'fi~~i#;'å(tl.èåith .,Cg"cfi ::S'erýices

To add a Financial Status Report for Fiscal Year using data from an existing report,
select the link of the Financial Status Report you wish to copy.

January 1 . March 31 2001 (No Appeal)

January 1 . March 31 2001 (Final)

January 1 . June 30 2001 (Draft

200112002 (Draft)

200212003 (Draft)

200312004 (Draft)

200412005 (Draft)

20051200 (Draft)

7. Click the Financial Status Report link. A Financial Status Report page will be displayed.

8. Enter the data in the fields to create the Financial Status Report, and click thc SAVE
button at the bottom of Fiscal Status Report data entry page.

9. Click the Prior Page link at the bottom of the Financial Status Report data entry page to
rcturn to the Financial Status Report Form page.

1. Log òn to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the fiscal
year of the document you would like to create. Once you have selected the year, you will
be directed to a page displaying the options for the selected fiscal year. Figure 5.10 is the
Fiscal Year Options page.
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Figure 5.10:
Fiscal Year
Options Page.

Figure 5.11:
Select an
Activity Page.

i=¡sciÜ Year 200212003

To begin, enter your rollover amount from the prior year using the¡:jscal Year SetUp Iìnk,below:

Fiscal Year Set Up

Next,selecUhe submission:ype.ypl. would like to complete:

County Plan

Expenditure CHent Counts and WaH List Report - First Six Months (July 1 to December31l

Expenditure Client Counts and Wait List Report - Annual(July 1 to June 30l

Financial Status Report

3. Click the Financial Status Report link. A Select an Activity page wil be displayed.

4. Click the Update or Viéw an Existing Financial Status Report link on the Select an
Activity page, and.a second Seleèt an Activity page wil be displayed. . See figure 5.11 for
an example of the Select an Activity page.

:fu¡;fnèijâ:cGWi~ ,~d,s: '¡' :~,,'~H~~1f:'tf;;!Sr~~:~~~~'é~j;briifi~Øth:Cir.lèienht:es'-, ~_." -, C.

Financial Status Report for Fiscal Year 2002/2003

Select an Activity

UPDATE orView an Existing Financial SHitus Report

DELETEaiiEliisting Financial Stálus'Report

PriorPage

5. Click the status link for the Financial Status Report you would like to view or l.pdate.
See figure 5.12
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Figure 5.12:
Financial Status
Report Page.

Financial Status Report for Fiscal Year 200212003

To view/update a Financial Status Report, select the link of the Financial Status Report you would like to view/update.

Note: A Financial Status Report With a Status of 'Post Audit', Under Appear or 'No Appeal' may not be updated without a
status change by the AOP Liaison.

1J1!Dmmml_umdM!1JIj.JluBriJ2~:"" 1L_-, . ...'
Prior Page

6. Click the Financial Status Report link on the Financial Status Report page displayed.
Figure 5.13 is an example of the Financial Status Report page.

Figure 5.13:
Financial Status

Report Page.

Financial Status Repo.rt for Fiscal Year 200212003
Status: Draft Created: 08'2712003 Last Revised:

Levell Approver: N/A Level 2 Approver: N/A

To update (if view report data, select the FinanCÎal Stiitus.Reportlilikbelòw,

Fimllcial Status Report

To update the status of the report, select Update Status

To set Level 1 or Level2ApprovaiJorthe report, select Approve Financial Status Report

(The Firiancial Status Report must have both a Levell and Level 
2 approval tc' be considered complete by ADP.)

7. Enter the data in the fields to update the Financial Status Report, and click the SAVE
button at the bottom of Fiscal Status Report Data Entry page. Figure 5.14 is an example of

the Financial Status Report Data Entry page.

Department of Alcohol and Drug Programs
3/3f



Figure 5.14:
Financial Status
Report Data
Entry Page.

Financ:al Status Report for Fiscal Year 20212003
Status: Draf! Created: 0812712003 Last Revised:

Levell Approver: NlA Level 2 Approver: NlA

To update the Financial Status Report, enter Accrual Amount information and click the S-¡e button.

. ¡ saye! I Reset) I Canceil

8. Click the Prior Page link at the bottom of the Financial Status Report data entr page to
return to the Financial Status Report Form page.

9. Click either the Update Status or Approve the Report link. You may update as
often as necessary. See figure 5.15.
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Figure 5.15:
Financial Status
Report Page.

Financial Status Report for Fiscal Year 200mo03
. Status: Drotl Created: 0812712003 Last Revised:

Level 1 .A.pprover: NlA Level 2 Approver: NIA

To update orview report data, select the Financial Status Report link below.

Financial Status Report

To update.the status.(jfthe report, select Update Status

To set Level 1 or Level 2 Approval for the report, select Approve Financial Status Report

(The Financial Status Report must have both a Level 
1 and Level 2 approval to be considered complete by ADP)

Financial Status Each Financial Status Report will be assigned a status. You will change the status of the
Report Status Financial Status Report accordingly, as you progress through the development and

approval phases.

Draft- The system automatically assigns this status to a report when it is first created.

Final- County users will mark a report with FINAL status when the plan is ready for
approval by the appropriate county contact with Levelland/or Level 2 rights. Plans in
FINAL status cannot be modified, except for status changes.

Post Audit- ADP will assign the "POST AUDIT' status to a report that has been
reviewed and approved. Changing a report to POST AUDIT will automatically create a
copy of the report with a status of FINAL. (Both the Level 1 approval and Level 2
approval must be present to move a report from a status of FINAL to POST AUDIT.)

Under Appeal- ADP will assign ths status to a report to mark a 'plan that is under
appeaL.

No Appeal- ADP will assign the status of "NO APPEAL" to a report to mark a plan that
has no appeaL.
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Updating
Financial Status
Reports

1. Log on to the SRIS. For help logging on refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the fiscal
year of the document you would like to create. Once you have selected the year, you wil
be directed toa page displaying the options for the selected fiscal year. Figure 5.16 is an
example of the Fiscal Year Options page.

Figure 5.16:
Fiscal Year
Options Page.

i:iscal Year 2002/20U3

To begin, enter your rollovr amoiinffiom;the prior year using the Fiscal Year;Set~Up ijnk;below:

fiscal Year Set Up

Next,sele.c thesiibmissiol1type.yó,I .v.oiíldliketocomplele:

County Plan

Expenditure ;ClientCounl.s:and WaH List Report - First Six Months (July f:tlJDi;cember31)

Expenditure, ClientCountsand Wait LiSLReport - .:Annual (July 1tOJUne 30)

Financial Status Report

3. Click the Financial Status Report link. A Select an Activity page wil be displayed.

4. Click the link on the Select an Activity page, and a FinancìalStatus Report page will
display the reports. See figure 5.17 for an example of the Financial Status Report page.
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Figure 5.17:
Select an
Activity Page.

Financial Status Report for Fiscal Year 200212003

Select an Activity

UPDATE or View an Existing Financial Status Report

DELETE an Existing Financial Status Report

Prior Page

5. Click the link of the Financial Status Report you wish to update on the Financial Status
Report page displayed. Figure 5. i 8 is an example of this page.

.'H;~¡tií~Llf:e.S~Pl~Ag~~¡;tl~;ri'fl;aiit c.re ServceS

Figure 5.18:
Financial Status
Report Page.

Financial Status Report for Fiscal Vear 200212003

To view/update a Financial Status Report, select the link of the Financial Status Report you 'would like to view/update

Note: A Financial Status Report wilh a Status of 'Post Audit', ünderAppear or 'No Appear may not be updated without a
status change by the ADP Liaison.

,nliMØ1fDLmmNaaUlJ!Jo4daDMsl.ll¡
L. '.~:":l08rimOO31L~r1Ìiit. y j

Prmr.Page

6 . Click the Update Status link on the Financial Status RepOli Status page displayed.
Figure 5.19 is an example of the Financial Status Report page.
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Figure 5.19:
Financial Status
Report Page.

Figure 5.20:
Financial Status
Report Update
Status Page.

. .Jè,rrs~~~iAg~l1~~ii~~'~fHeiiît~,rÖàtlts~iV~

Financial Status Report ior Fiscal Year 200212003

Status: Drafl Created: 0812712003 Last Revised:

Level 1 Approver: NlA Level 2 Approver: NlA

To update or view report .data, select the Financial Status Repo'rt'firìk:below.

Financial Status Report

Tó\upiÍatèdíeslàlus .df.the.report; select Update Status 

To set Leveli or Level 2 Approval for the report, select Approve Financial Status Report .
(rhe Financial Status Report must have' both a Level 1 and Level 2 approval to be considered complete by ADP.)

7. Click the radio button to update the Financial Status Report, and click the SAVE button
at the bottom of the page. See figure 5.20 for an example of the Financial Status Report
Update Status page.

.~~f¥tl:~g:~nÇ¡~b~¡;im~êijffFci~:Ši¥ci

Financial Status Report for Fiscal Vear ZOOZIZ003

Status: Draft Created: 08127/2003 Last Revised: .08/2712Ò03

Leveli Approver: N1A Level 2 Approver: NlA

To updatelhe shiüisof1he Financial Status Report, select statusand.cJièkil1è.Save:butîon

Current Status: Draft
Change Plan status to:

cl Final

(Savej ¡ CanceiA

Prior Page
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Adding
Financial Status
Report
Approvals

Counties must attain two approvals on the Financial Status Report before ADP audits their
Financial Status Reports. Approvals can only be added to a plan with a FINAL status, and
can be added in any order.

1. Log on to SRlS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the
fiscal year of the .document you would like to create. Once you have selected the year, you
will be directed to a page displaying the options for the selected fiscal year. Figure 5.21 is
an example of the Fiscal Year Options page.

Figure 5.21:
Fiscal Year
Options Page.

". r, o~-,t'"~';"::', ::". 'oj - "'7' 1";;','1' ,-¿: i,~ _:_o;",,-'-,~- ':0- - :'- .;:'-. ' ,"", ,., ""-~;'~-;'-:"'1,~:--_,'r" '. - : - '" "":_ ,'. '. _ ''''' "
Car~Servlces iAgem:wJBèîiáVCinilHealt Car~Servce5

Fiscal Year 200212003

To begin, enter your rollover amount from the prior year using .the Fiscal Year Set Up liiik below:

Fìscal Year Set Up

Next,sèlèctthe submission type you would like to complete:

County Plan

Expenditure Client Counts and Wail List Report . First Six Months (July 1 to December 31)

Expenditure Client COUl1ts and Wail list Report - Annual'fJuly 1 to June 30)

Financial Status Report

3. Click the Financial Status Report linle A Select an Activity page will be displayed.

4. Click the Update or View an Existing: Financial Status RepOli link on the Select aD
Activity page, and a Financial Status Report pagewil display the reports. See figure 5.22
for an example of the Financial Status Report page.

Department of Alcohol and Drug Programs

310



Figure 5.22:
Select an
Activity Page.

.YCìtK?s~ooGii~;~ncØet~~ôn1íØeii'tÌi(T+e :ŠeiVce~;

Financial Status Report for Fiscal Year 2002i2003

Select an Activity

UPDA.TE or View an Existing Financial Status Report

DELETE an Existing Financial Status Report

Pnar Page

5. Click the link of the Financial Status Report you wish to update on the. Financial Status
Report page displayed. Figure 5.23 is an example of this page.

Figure 5.23:
Financial Status
Report Page.

Financial Status Report for Fiscal Year 2002/2003

To view/update a Financial Status Report. select the link of the Financial Status Report you would like to view/update

Note: A Financial Status Report with a Status of 'Post Audit', Under Appeal' or 'No Appeà!' may not be updated without 
a

status change by the ADP Liaison.

Pnar Page

6. Click the Approve Financial Stahis Report link on the Financial Status Report page
displayed. Figure 5.24 is an example of the Approve Financial Status Report link.
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Figure 5.24:
Financial Status
Report Page.

Finanèial Status
Report
Information

tAliir;~ä~;i!~û~,'::~:~~:-t:~~1::?~~;f:;:-t~i::'7~~~:~~:~~~0t:~:::;:,'~:-:~~~2fiähP~-:~~~sìi~~-~'~A!fe~;yte:~~~~!~ifä~_lt~:¿~re:Seri~,ce.

Financial Status Report for Fiscal Year 200212003

Status: Draft Created: 0812712003 Last Revised:

Leveli Approver: NJA Level 2 Approver: NlA

To update or view report data, select the Financial Status Report link below.

Fin;¡ncial Status Report

To update the status of the report, select Update Status

To set Level 1 or Level 2 Approval for the report, select Approve Financial Status Reoort

(fhe Financial Status Report must have both a Leveli and Level 
2 approval to be considered complete by ADP.)

7. Click the appropriate approval button on the bottom of the Approve Financial Status
Report page.

Enter the following information to complete the Financial Status Report Information:

1. EnterfUpdate the Approved Excess Funds Carried Over From Prior Fiscal Year.
This field should include the total prior year excess funds carried over for use in this fiscal
year.

2. Enter the total Expenditures for Drug Treatment Services (net of client fees for
treatment services, whether assessed by trial judge or the treatment program).

3. Enter the total Expenditures for Additional Services. For example, Family Counseling,
Vocational Training, and Literacy Training; supplemental to treatment pursuant to the 

Act.

4. Enter the total Expenditures for Other Services pursuant to the Act. For example,
probation, court monitoring, and miscellaneous services.

Department of Alcohol and Drug Programs
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5. Enter Other Income (Interest, Sale of Equipment, etc.).

6. Enter Client Fees Assessed by Trial Judges and Received by the County as described in
9 CCR 9532(a).

7. Enter the Client Fees Assessed by Trial Judges and Collected by Treatment Programs.
Do not enter client fees offset by treatment programs against treatment costs (excluding
drug testing) prior to reimbursement, in àccordance with 9 CCR 9532 (b) and H&S Code
11991.5.

8. Enter the Client Fees Assessed and Collected by the County for County Operated
Treatment Programs.

9. Enter the Funds Received from Client Fees Assessed and Collected by Treatmcnt
Programs for the Cost of Treatment.

10. Enter the Funds Received from Providers for Audit Exceptions of audit findings
identificd by the state, which necessitated the recovery. This does not include amounts
recovered through offset of payment to serVice providers. .

11. Enter the Funds Received from County/Local Agencies for the purpose of the Act.

12. Enter any Comments/Remarks necessary.

13. Click the SAVE button. The Financial Status Report page is redisplayed with
recalculated totals.

14. Continue to enter/update information as necessary, and click the SAVE button when
you are satisfied with the data.

Deletin.g
Financial Status

Report
Information

1. Log on to the SRIS. For help logging on, refer to page 2.

2. Click the Submissions link on the navigation bar, and then click the link for the
. fiscal ycar of thc document you would like to create. Once you have selected the year, you
will be directed to a page displaying the options for the selected fiscal year. Figure 5.25 is
an example of the Fiscal Year Options page.
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Figure 5.25:
Fiscal Year
Options Page.

Hê~it:cà¡'~:$-!lnices¡¡~îiii~i!êl~ãnirHéait Cire SeNìces

Fiscal Year 2002/2003

To begin, enter your rollover amount from the prior year usiiigthe Fiscal'Year Set Up link below:

Fiscal Year Set Up

Next, select the submission type you would like to complete:

County Plan

Expenditure Client Counts and Wait List ReDort - First Six Months (July 1 to December 31)

Expenditure Client Counts and Wait List Report. Annual (July 1 te June 30\

Financial Status Report

3. Click the Financial Status Report link. A Select an Activity page wil be displayed.

4. Click the Delete anExisting Financial Status Report link on the Select an Activity page,
and a Financial Status Report page will display the reports. See figure 5.26 for an example
of the Financial Status Report page.

Figure 5.26:
Select an
Activity Page.

.Heâff&reStiM~A9en~eluNioral Healt. CariiSeÌvee

Financial Status Report for Fiscal Year 2002(2003

Select an Activity

UPDATE or View an Existing FinancialStatus Report

DELETEan Existing Financial Stàtus Report

Prior Page

5. Click the DELETE button next to the Financial Status Report you wish to delete. The
message, "Are you sure you want to delete this Financial Status Report?" is displayed.
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