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/  Part Four:
Quick
Reference

Add Expenditure, Client Counts and Wait List Report (page 63)

1.
2,

No v AW

o0

10.

11

Select the Submissions link on the Navigation bar.

Select the link of the fiscal year for which you are submitting your Expenditure,
Client Counts and Wait List Report.

Select the Fiscal Year Set Up link

Update your Excess Funds Carry over amount from the prior year if necessary.
Click the Save button. '

- Select the Prior Page link.

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

Select the Add an Expenditure, Client Counts and Wait List Report link.

Determine if you want to add a plan using a blank template (page 63) or copy data
from an existing report and select the appropriate link (page 67).

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) cxpenchturc and chcnt
count questions are included in these forms.

Click Save after entering data on each-Web form. -

Update Expenditure, Client Counts and Wait List Report (page 72)

1.
2.

Delete
1.
2.

Select the Submissions link on the Navigation bar.

Select the link of the fiscal year for which you are updating your Expendlture
Client Counts and Wait List Reports. .
Select the Expendlmre Client Counts and Wait List Reports link for the appropriate
period. '
Select the Update or View an Ex1stmg Expendl‘mre Client Counts and Wait List
Reports link.

Select the link for each Web form and complete all fields listed. Complete the
followmg forms: Entity, Scrv1ce/Actw1ty, Case Management Client Counts, Other

Services Client counts, and Wait List. SATTA (SB 223) expenditure and client

count questions are included in these forms.
Click Save after updating ecach Web form.

Expenditure, Client Counts and Wait List Repdrt (page 75)

Select the Submissions link on the Navigation bar.

Select the link of the fiscal year for which you are updating your Expenditure,
Client Counts and Wait List Report.

Select the Expendlture Client Counts and Wait List Report link for the appropriate
period.

Select the Delete an Existing Expenditure, Client Counts and Wait List Report link.
Click the Delete button next to the Expenditure, Client Counts or Wait List Report
you wish to delete.

Department of Alcohol and Drug Programs
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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 répcm and
updating the information), 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.

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 logging on, refer to page 2.

2. Click the Submissions link onthe 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 is an
example of the Fiscal Year Options page.

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

Fiscal Year 2002/2003

To begin, enter your rollover amount from the prior year using th

Fiscél Year Set-Up

Next;selectithe submissiontype.you would liketo complete:

County Plan

Expenditure, Clisnt Counts and Wait List Report - First Six Months (July 1 to December 313

Expenditure. Clignt-Counts and Wait- List Report - Annual {July 1 to June:30}

Financial Status Report

1

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

4. Chck either the First SIX Months (July 1 to December 31) link; or the Annual (Julv 1to
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.

Figure 4.2:
Select an
Activity Page.

Eipenditure. Client Counts-and Wait List Report for Fiscal Year 200572006, July 1.~ June 30, 2006
Select an Activity
- ADD an Expenditure, Client Counts and Wail Lrsl Repon

(allows a County to add an Expenditure, Client Counts and Wait List Rupurt
from 2 blank form 'or 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.

ices Agency/Behavioral Health Care Services
Add an Expendiwre, Client Counts and Wait List Reportfor Fiscal Year 200572006, July 1 June 30, 2006

Select an Activity

Create a new 2005/2006 Expenditure ; Client Counts:and: Wail ‘List Repori-using a Blank Form
(allows 2 County 1o add: a report:starling with:a blank form})

Creale a new.2005/2006 Expenditure. Client Counts and Wait List Report-by copying an Existing Report-or County Plan
(allows:a County. to add @ 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.

Expenditure, Client Counts and Wait List Report for Fiscal Year 2005/2006, July 1 -June 30, 2006
Status: Draft.  Created: [08/27/2003 - Last.Revised:

To updaté or view repoit dé‘ta,a«se'lect the data entry form frém the listhelow:
' Entity
Senvice/Activity

GaseManaqement Client: Counts
Othet Services Client Counts

Wait List

To update the status of the .repon, select'Update Status

Department of Alcohol and Drug Programs HL



SACPAHepomng 1nformatmn System

You may select from the following:

Entity
The Entity page allows you to enter the amount expended by entity type. For
instructions 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 instructions on how to complete Service/Activity
Information, refer to Expenditure - Service/Activity Information sectlon on

page 80.

Case Management Client Counts
The Case Management Client Counts page allows you to enter the number of
chents by case management type and demographlc 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
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 will allow you to click the next
page to create/update. You may update each page as often as you like.

Depariment of Alcohol and Drug Programs 3@ S_; :



Creating from
an Existing
County Plan or
Expenditure
Report

Figure 4.5:
Fiscal Year
Options Page.

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, 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 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 ycar
Figure 4.5 is an example of the Fiscal Year Options page.

Fiscal Year 2002/2003

To begin, enter your roliover amount from the prior year using the Fiscal Year SetUp link below:

Fisgal ¥ear:Set Up

Hext, select'the submission‘type:you-would fike'to compiete:

County Plan
Expenditure . Client Counts and:Wait: List Report = First Six Months (July-1 1o December 31)

Expenditure Client Counts-and Wait:List-Report = Annual:{July 1 1o dune 30)

Financial Status Report

.3, Click either the First Six Months (July 1 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.

4. Click the Add an Expenditure, Client Counts and Wait List Report link from the Select
an Activity page displayed. Figure 4.6 1s an example of the Select an Activity page.

Department of Alcohol and Drug Programs 30 b




" Figure 4.6:
Select-an

Activity Page.

Expenditure, Client Counts and Wait List Report for Fiscal Year 2005/2006; July 1 - June 30,2006

Select an Activity

ADD an Expenditure, Client Counts and Wait List Report
fallows a County 1o add an Expenditure, Client Cotints and Watt List Repoirl’
from a:blank form:or copy an. Pxnsimg repon or-county plan)

Figure 4.7:
Select an

Activity Pége.

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 dzsplayed Figure 4.7 is an
example of the second Select an Activity page.

- Welcome o C 3. ?i

Department of Alcoholand Drug Programs

Add an Expenditure, Client Counts and Wait List Reportfor Fiscal Year 20{15!2[1013’y July 1 June 30,2006
‘ Select an:Activity ‘

Create 2 new 200572006 Expenditire. Client Counts and Wait List Report using 'a Blank Fomn
(allows a:County to add 3 report staring with 3 blank:form)

Create a new 2005/2006 Expenditure. Client Counts and Wait List Repor by ropying an Existing Report or County- Plan
(allows a County 1o add a report-using data from an exisling 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 Alcoho! and Drug Programs 3@ 7 :



Figure 4.8: Plans
and Repaorts
Page.

Add an Expenditiure, Client Cournts and Wait List Report for Fiscal Year 2005/2006; July 1. June 30, 2006 by
Copying an Existing Report or County Plan

To add an-Expenditure, Client: Counts and Wait: List Repert for Fiscal:Penod July 1= June:30; 2008 using datz from an
existing:repont or county plan; select the link of the Figcal Year/Version you wish to copy.

Note: Cnly Entity. Types will be copied to the new.report: Dollar amounts will not-be carried over to the new report.

Expenditure, Client Counts and Wait List Reports

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

- Expenditure: Wait List and Client Counts for FiscalvPeriud July 1+ June 30 -2002

Expenditure /Wait List 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

Exbenditure‘ Wait List and Client Counts for Fiscal Period July 1 - December 312003

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

Expenditure Wait List and Client Counts for Fiscal Penod July 1 - December 312004

Expenditure, Wait List and Client Counts for Fiscal Perod duly 1 December 31,2005

County Plans

County Plan for Fiscal Year 20042005 (Version 2)

County:Planfor Fiscal Year 2003/2004 (Revised 08/272003)

County Plan for Fiscal Year 200372004 (Version 14)

County Plan-for Fiscal Yaar 200372004 (Version 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 -
instructions 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 instructions on how to complete Service/Aétivity
Information, refer to Expenditure - Service/Activity Information section on
page 80.

Department of Alcohol and Drug Programs 30@



Case Management Client Counts
The Case Management Client Counts page aHows 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 sectlon on ' page 84,

Wait List 4

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 return to the page list. This will 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.

Updating and
Viewing Existing 2. Click the Submissions link on the left hand navigation bar, and then click the link
Expenditures,  for the fiscal year of the document you would like to create. Once you have selected the

Client Count year, you will be directed to a page displaying the options for the selected fiscal year.
and Wait List  Figure 4.9 is an example of the Fiscal Year Options page.
Report
Information
Department of Alcohol and Drug Programs < 0 9
{



Figure 4.9:
Fiscal Year
Options Page.

Fiscal Yenr 2002/2003

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

Fiscal Year Set Up

Next, select the submission type vou woulil like 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 - Annoal {(July-1 to dune 50}

Financial Status Report

3. Click either the First Six Months {July 1 to December 31) link; or the Annual (Julv 110
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 1s an example of the Select an
Activity page. '

Figure 4.10:

Select an : . e e Y p

Activity Page. ‘ ) i - . |
; : ACPAReporting Information System|

gency/Behavioral Health Care Services

Expenditure, Client Counts and Wait List Report for Fiscal Year 2005/2006, July.1 - December 31, 2005

Select an Activity

YURDATE or VIEW an Existing Experniditure: Client Counts end Wait:List Reparnt

DELETE an Existing Expenditure; Client Counts and Wait List Repon

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

Departrrient of Alcohol and Drug Programs 3[ O



Updating

Expenditure,
Client Count
and Wait List
Report Status

The Entity page allows you to enter the amount expended by entity type. For
nstructions 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 instructions on how to complete Service/Activity
Information, refer to Expendlture Serv;ce/Actmty 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 Information section on page 84.

Other Services Client Counts
The Other Services Client Counts page allows you to enter the number of chents by

other services type and demographic. For instructions on how to complete the
Other Services Client Counts, refer to the Case Managemcnt 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.

6. 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 each page to return to the page list. This will allow you to click the

next page to create/update. You may update each of the pages as often as you like.

DRAFT (Which ADP users cannot view) A

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

Department of Alcohol and Drug Programs 5//



Figure 4.11:
Fiscal Year
Options Page.

1. Logon td 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 t¢ a page displaying the options for the selected fiscal year. Figure 4.11 is
an cxample of the Fiscal Year Options page.

SACPA Reporting Information System|

Fiscal Year 2002/2003

«

To begiﬁ;'emer your-rollover amount from the prioryear using the Fiscal Year Set Up link below:

‘Fiscal Year Set Up

Next, selectthe submission-type youwould'like to compiete;

County Plan

Expenditure. Client Counts.and Wait List Repont - First-Six:Meonths (July 116 December 31}

Expenditure, Client: Counts and Wait List Report - Anniial (July 1 {o June an

Financial Status Report

3. Click either the First Six Months (July- 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




“Figure 4.12:
Select an
Activity Page,

Expenditure, Client Counts and Wait List Report for Fiscal Year 2005/‘2008; July 1 - December 31, 2005
' Select an Activity :

UPDATE or VIEW an Existing Expenditure Client Counts ‘and Waii List‘Repoft

DELETE an Existing Expenditure, Client Counts and-Wait List Repori

4.Click the Update or View Existing Expenditure. Client Counts and Wait List Report hnk
from the Select an Activity page displayed. The Expendlture Client Counts and List '

Reports page will be dlsplayed

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.

. Figure 4.13:
* Expenditure,
Client Counts
and Wait List
Reports Page.

Expenditure, Client Counts and Wait List Report for Fiscal Year 2005{2995 July 1 June 30, 2006
Status: Draft. Created: OB”’?/”OOS Last Revised: ‘

ort data; seiect the data giif) e list helow:

Entity

SenicelActivity-

Lase Management Client Counts’

Cither Senvices Client-Counts

Wait List

To update the status of the report, select Update Status

The Update Status page displays the current and available status of the report.

Department of Alcohol and Drug Programs 3 /5 R



Deleting

Expenditure,
Client Count
and Wait List
Report '

Figure 4.14:
Fiscal Year
Options Page.

DRAFT (which ADP users cannot view)

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

access to your report once received).

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

An Expenditure, Client Count and Wait List Report with a Status of DRAFT can be
deleted. But Reports with a status of COUNTY SUBMITTED and ADP RECEIVED

cannot be deleted.
1. Log oh.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 4.14 is
an example of the Fiscal Year Options page.

Fiscal Year 200272003

To begin, enter your rollover amountfrom the prior year using-the Fiscal Year Set Up link:befow:

Fiscal Year Set Up

Next, select the submission type youwould ike to complete:

County Plan

Expenditure. Client Counts and Wait Lis{ Report - First Six Months fJuly 1 to December 31)

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

Financial Status Report

Department of Alcoho! and Drug Programs 3 !



3 Click either the First Six Months (July 1 to December 31) link, or the Annual (July
June 30) link. Expenditure, Client Counts and Wait List Reports are due twice a year. See
ﬁgure 4. 15 for an example of the Expendjmre Client Counts and Wait List Report page.

Figure 4.15:
~ Select an
Activity Page. .

Welcmgte

Expenditure, Client Counts and Wail List Report for Ftscal Year 2005/2006, July 1 - December 31, 2005
. Select an Actwnty

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

DELETE an Existinq Expenditure: Client Counts and 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.

Expeunditure, Client Counts and Wait List Report for Fiscal Year 2005/2006, July 1 - December 31, 2005

Select an Activity

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

DELETE an:Existing E¥%penditure. Client Counts and Wait ListiRepoﬁ

5. Select the DELETE button next to the Expenditure, Client Counts and Wait List Report
you wish to delete. The ‘message, “Are you sure you want to delete the Plan?” will be dis-
played. Figure 4,17 1s an example of the Expenditure, Client Counts and Wait List Repon

Deletion page.

Department of Alcohol and Drug Programs S/Jv



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

Deleting a
County
Expenditure
Report Entity
Information
Line Item

‘Department of Alcoholand Drug Programs

Expenditure, Client Counts and Wait L ist Report for Fiscal Year 2005/2006, July 1. December 31, 2005

To delete the Expenditure, Client Counts and Wait List Report; click the Defete buttan.

Allocated By ADP $0. County Rollover $0  Tatal Available Funds $0

PriorPage

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 navigaﬁon 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 i1s located in the first six months of the
fiscal year or not. Click the Expenditure, Client Counts and Wait List Report - First Six
Months (Julv ] to December 31) link; or Expenditure. Client Counts and Wait List Report -
Annual (July 1 to June 30) link. See figure 4.18

Department of Alcohol and Drug Programs %l b




Figure 4.18:
Fiscal Year
Options Page.

Fiscal Year 200272003 -

To begin, enter.your rollover amountjfromdhe prior year llsingiihe'.F‘iscal"‘:r;';ear.'SeteUp fink:below:

Fiscal Year Set Up

Next;:’se!ect':theﬁ'}syﬂbkmission':,tYp'e‘;yog‘;wouldzlikejtq complete:

< "County Plan
Expenditiire; Clierit:Counts and Wail List Report - Firsl Six Months {July 1 1o December 31}

Efxoenditure‘,.miénf Co‘ﬂntgs‘ and Wait List Report - Annual {July 1 to June 30)

Fingneial Status Repor

4. Click the Update or View an Existing Expenditure. Client Counts and Wait List Report
link from the data entry page displayed. Fi igure 4:191s an example of the Data Entry
Selection page

Figure 4.19:
Data Entry
Selection Page.

Expenditure, Client Counts and Wait List Repont for Fiscal Year 2005/2006; July 1 - December 31, 2005

Select an‘Activity

UPDATE or VIEW an Existing Expenditure; Client Counts and:Wait List Repor

DELETE an Existing Expenditure, Client*Counts and Wail List Reporl’

5. Click Entity and a County Expendlrure Reports List will be displayed. Flgure 4. 20 15an
example of a Expenditure, Client Counts and Wait List Reports List.

Department of Alcohol and Drug Programs 3 / 7



Figure 4.20:
Expenditure,

Client Counts
and Wait List
Reports Page.

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

rting Information Systen
avioral Health Carre Services

Expenditure, Client Counts and Wait List Report for Fiscal Year 20052006, July 1.- June 30,2006
Status:. Draft. - Created: -08/27/2003 " Last Revised:

Te update orview report date, select the data entry form from'the list helow:
Entity

Semvice/Activity

Case Management Client Counts

Cther Services Client Counts

Wail List

To update the status of the report, select Update Status

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

7. 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 in 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 gerv-
ices and activities in the Other Service field. Examples of Other Service entities include
the County Office 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 following information for each of the Other Service entities listed: -

a. The amount of SACPA expenditures for Direct Services in the Direct
Services field.

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

4. Enter the name/type of entiry/eﬁtities that received SACPA funds for services and activi-
ties in the Criminal Justice field. Examples of Cr1mma1 Justice entities include the Court
and Probation:Department. '

Enter the following for each criminal Justice entities hsted:

a. Enter the amount of SACPA expendlmres for Dlrect Services in the Direct
Services field.

b. Enter the amount of SACPA expenditures for Administrative (non-direct
Activities in the Administrative Activities field).
5. Click the SAVE button. The Coun‘cy Expenditure Report Entity Informat}on page will

calculate the Totals and Percentages of ADP Allocatjon.

6. If the displayed information 1s incorrect, updates can be made to the Entity Type and
Expenditure fields. Additional entities and expenditures can be entered.

7. Click the SAVE button after additions and updates are made. The Expenditure Report
Entity Information page will 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-Residential/Qutpatient
Participants reside outside of the program facﬂmes for these services

Treatment/recovery - no meds
A service designed to promote and maintain’ recovery from a coho 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 information 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) Inténsive outpatient programs in which participants receive services at least two
~or more hours per day, three or more days per week

Detoxification - nic meds

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.

Detoxification - 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 part of the treatment/recovery
service.

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

Detoxification (hospital)

Services provided in a licensed hospital, in which pammpants 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 the
participant during a period of planned withdrawal from alcohol or drug dependence.
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Medication 1s not administered.

A Detoxification (non-hospital) - Methadone, LAAM or other meds prescribed

.Other

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. : :

Treafment/recovery -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 referral to appropriate community services.

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

Service
Enter Planned Expenditures and Client for the following services:

Literacy Training

Literacy training is instruction and mformanon 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 (z 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 cxpended from your county’s SACPA funds. Do not include costs paid by

“other (i.e. non-SACPA) programs.

Vocational Training

Vocational training is instruction presented n a group setting to increase
opportunities 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-SACPA) programs.

Other Client Services :

Other Client Services are services the county plans to fund in order to serve
SACPA clients, excluding vocational fraining, family counseling, and literacy
training. 1f you are not sure whether “Other Service” expenditure is allowable

Department of Alcohol and Drug Programs 32/



under SACPA rules, please contact your ADP analyst. Only enter the amount
expended from your county’s SACPA funds Do not include cosis paid by other
(i.e. non-SACPA) programs.

Case Management Activities
Enter Planned Expenditures for:

Referral/Assessment

Referral- The probationer or parolee is sent from the criminal justice (court,
probation department, or parole anthority) to the entity that evaluates the defendant
in terms of what services will be needed to achieve and maintain sobriety, and
successfully complete the SACPA program.

Assessment- A collection of detailed information concerning the chent s substance
abuse and treatment history, current condition; emotional-and physical health

family status, social roles, victimization, education, criminal history, and other key
arcas. Treatment assessment is conducted using protocols-proven valid and
reliable, and should not be confused with classification of an offender’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 momtormg the status and procress of SACPA clients.

Clients appear in court to report on their progress.

Supervision
Includes activities by probatlon/parole officers 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.

SATTA (SB 223)

Enter Planned Expenditure for:
Drug Testing for SACPA Clients
OtherPurposes
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Case
Management
and Other
Service Client
Counts

6. Click the SAVE button at the bottom of the page to calculate and display the County
Plan Service/Activity Information page with Totals and Percentages of Allocation.

7. Enter additional updates and click the SAVE button if the information displayed is
incorrect. You can repeat the process to update the page until your data is correct. Once
you are satisfied with the data, click the Prior Page link at the bottom of the page to return

to'the County Plan data entry selection page.

Enter the data according to the following steps.

1. Enter the Total Clients that received Case Management or Other Services in the appro-
priate field. This should include only those clients who entered case management during
the current reporting period. Do not include clients who were entered. in the previous
reporting period.

2. Enter the number of males and females that received Case Management-or Other

Services in the appropriate field. The total number of clients in each service column can-
not exceed the Total Clients entered on the first line of that service column.

3. Enter the number of clients with Children Under 18 and without Children Under

18 who received Case Management or Other Services in the appropriate column.

The total number of clients in each service column cannot exceed the Total Clients entered
on the first line of that service column.

4. Enter the number of clients who fall within the age ranges at admission 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. ~

5. Enter the number of clients who fall within the Race categories 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.

6. Enter the number of clients who fall within the Ethnicity categories 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.

7. Enter the number of clients who fall within the Referral Sources 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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Other Services
Waiting List
Counts
Information

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.

10. Enter the totai number of clients receiving drug testing funded by SATTA. If a number
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.

11. 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 receiving the drug
tests.

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

13. Enter additional updates and click the SAVE button if the information displayed is
incorrect. You can repeat the process to update the page until your data is correct.

Enter the data according to the following steps:

1. Waiting List Cotnts:
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 column; Literacy
- Training, Family Counseling, Vocational Training, or Other Client Services.

3. Of total SACPA apphcants how many were:
Enter the number of clients ' who were SACPA Parole Referrals and SACPA

Court/Probation 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 pagé will
re-display and save the entered counts.

5. Enter additional updates and click the SAVE button if the information displayed 1s
incorrect. You can repeat the process until your data 1s correct.
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' Part Five:
Quick
References

Add Financial Status Report (page 87)

1.
2.

10.

Select the Submissions link on the Navigation bar.

Select the link of the fiscal year for which you are submlttmg your F inancial
Status Report

Select the Financial Status Report link.

Select the Add a Financial Status Report link.

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

Select the Financial Status Report link.

Enter Excess Funds Carried Over from the Prior Fiscal Year

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

Enter Income from Other Income, Client Fees, Providers for Audn Exccptlons and
County/Local Agencies for the fiscal year. ‘
Click Save. : )

Update Financial Status Report (page 98)

A T

9 = o

Select the Submissions link on the Navigation bar. ,

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

Select the Update or View a Financial Status Report link.

Select the link of the report you wish to updaie (the report status acts as a link to
the report). —

Select the Financial Status Report lmk

Update fields as necessary.

Click Save,

Delete Financial Status Report (page 104)

1
2
3.
4
5

Select the Submissions link on the Navigation bar.

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

Select the Delete an Existing Financial Status Report link.

Click the Delete button next to thé 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

By using a blank template.

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

Figure 5.1:
Fiscal Year
Options Page.

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 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.
Figure 5.1 is an example of the Fiscal Year Options page.

Y o

Fiscal Year 2002/2003

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

Fiscal Year Set Up

Next, selectthe submission type you would like to complete:

County Plan

Expendiiure, Clisnt Counts and Wait List Reporl - First Six Months {July 1 fo December 31)

Expenditure, Client Counts and Wait List Repert - Annual (July 1 to June 30}

Financial Statys Report
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— | 4. Click the Add a Financial Status ’RC‘QOVYI link on the Select an Activity page, and a
‘ second Select an Activity page w1 | be displ ayed See figure 5.2 foran example of the:
Select an Actmty page.

Figure 5.2:
Select an
Activity Page.

Financial Status Reportfor Fiscal Year 200272003
Select an Activity

ADD a Financial Status -Report
(allows a County to add a Financial Status Repon from'a:blank form or copy an existing repor)’

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.

Add a Financial Status Report for Fiscal Year 2002/2003

Select an Activity

Create ‘3 new Financial Status Report: using a Blank-Form
. {allows a County to add'a report starting with a blank form)

" Lreate s new Financial Status Report by copying an Existing Financial Status Report
{allows 2 County 1o add a repsri-using data from an existing report)

6. Click the Financial Status Report link on the Fiﬁancial 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 200272003
Status: Draft = Created: 08272003 - Last Revised:
Level 1 Approver: /A Level 2 Approver. N/A
To update orview report data, select the Financial Status Report link below.

Einancial Status Report

To update the status of the repornt;select Updats Status

. Toset.Level 1.0r Level 2 Approval for the repor, select Approve Financial Status Repod
(The Financial Status Report-must have both a*Level-1-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 Financial Status Report Form page. See figure 5.5 for an example of the
Einancial Status Report Form page.
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Financial Status Report for Fiscal Year 2002/2003

igure 5.5:
F%gu € _5 5 Status: Draft - Created:. 08/27/2003  Last Revised:
Financial Status | Level 1 Approver: NA - Level 2 Approver. A/A
RepO!‘t FOI'HI To.update the‘Finanﬁia! Status Report; enter Accrual Amount information and click the Save button.
Page. :

Lead Agency Infermation

Transactions

{Save]  [Reset]  (Cancal) -
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@

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

Financial Status

Report 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 to a page displaying the options for the selected fiscal year.

3. Click the Financial Status Report link. A Select an Activity p'age will be displayed. See
figure 5.6 for an example of the page with the Financial Status Report link. -

Figure 5.6:
~ Fiscal Year
Options Page.

Fiscal Year 2002/2003

To begin; enter your roflover amount fromthe prior year usingthe Fiscal Year Set Up link-below:

Fiscal Year Set-Up

Next; select'the submission fype yoitwoulld like'to complete:

County Plan

Expenditure, Clienl Counts and Wait List-Report - First Six Months {July 1 to Decemnber 31}

Expenditure, Client Counts and Wail List Report - Annual (July 1 to dune 30

Financial Status Report

4. Click the Add a Financial Status Report link on the Select an Activity page, and a sec-
ond Select an Activity page will 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.

Financial Status Report for Fiscal Year 2002/2003
~ Select an Activity

ADD a Financial Status Repor
{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 Copving 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 Creatc a New Financial Status Report by

Convmg an Fmstmg Financial Status Report link.

Figure 5.8:
Second Select an
‘Activity Page.

Add a Financial Status Report for Fiscal Year 2002/2003
Select an Activity

Create 2 new Financial Status Report using a Blank Form
(allows 2 County to add a repont starting with a blank farm)

Create 3 new Financial Status Repon by copying en Existing Financial Status Report
) (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 front the Financial
Status Report page dlsplayed 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.

Add a Financial Status Report for Fiscal Year 2002/2003

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 (Mo Appeal)

January 1-March 31,2001 (Final)

January 1= June 30, 2001 {Draft)
200172002 {Draft)
200272003 (Draft)
200372004 (Draft)

200472005 (Draft)
200572006 [Diaft

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 the 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

IR LW 2 SEF S LY -0 %)

return to the Financial Status Report Form page.

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

Viewing or
Updating an ~
Existing 2. Click the Submissions link on the navigation bar, and then click the link for the fiscal

year of the document yon-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.

Financial Status
Report
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Figure 5.10:
Fiscal Year
Options Page.

Fiscat Year 2002/2003

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

Fiscal Year Set Up-

Next, seiectthe submission:ty 1 would like to cdmplete:

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 1to June 30)

Financial'Status Report

Figure 5.11:
Select an
Activity Page.

3. Click the Financial Status Report link. A Select an Activify page will be displayed.

4. Click the Update or Viéw an Existing Financial Status Report link on the Select an

Activity page, and a second Select an Activity page will be displayed. See figure 5.11 for
an example of the Select an Activity page.

Finangial Status Report for Fiscal Year 2002/2003
:  Selectan Activity

UPDATE or'View an Existing Financial Siatus Report

DELETE -an Existing Financial Status Report

Prior Page

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

=alth Care Services

Financial Status Reportfor Fiscal Year 20022003

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

Note: A Financial Status Repott with a Status of ‘Post Audit’, Under Appealor No Appeal'may ntt'be updated withoit
statiis ‘change by the' ADP:Liaison.

PriorPage

6 Click the Financial Status Report lirik 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 Report for Fiscal Year 2002/2003
Status: Draft - Created: 08/27/2003  Last Revised:
Level 1 Approver: AJA  Level 2 Approver: N/A

To uptiate or view teport data, select the Financial Status Report link!

Financial Status Repod

To update the status of the report, select Update Status

To set Level 1 or Level 2 Approval-for thie report, select Approve Financial Statys Report
(The Financial Status-Repaort must have both 2:Level 1-and Level 2 ‘approval to 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.
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o . Financial Status Repont for Fiscal Year 2002/2003
Figure 5.14: Stelus: Draff  Created: 08/27/2003 Lasi Revised:
Financial Status - [Lavel 3 Approver: A/A - Level 2 Approver. W/A

Report Data To update the Financial Status Report, enter Accrual Amount information and click the Save button,
Entry Page. - . ‘ f , .

Lead Agenqy lnfotmatmn

[Savaj [Reset} ~ [Cancel]

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

9. Click either the Update Status or Approve the chm 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 Status

| Departmerit of Alcoholand Drug Programs

Financial Status Report for Fiscal Year 2002/2003
“Status: Draft - Created: 08/27/2003 - Last Revisad:
Level 1 Approver. WA Level 2 Approver: N/A

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

Financial Status Repar

To tipdate the status of the repon, select Update Status

To set Level T-or Level2 Approval for the report. select Approve Financial Status Report
(The Financial Status Report'must have beth @ Level 1-and Level 2 approval te be considered complete by ADF )

Each Financial Status Report will be assigned a status. You will change the status of the
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 Level 1 and/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 this 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. o
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Updating 1. Log on to the'SRIS. For help logging on Vrkefer\ to page 2.

Financial Status

Reports 2. Click the Submigsions 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 sclected the year, you will
be directed to a 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.

Fiscal Year 200272003

To begin, enter your rollover amount from-the prior year using the Fiscal YearSetUp'ii

“‘Fiscal Year Set'Up

Hext; select the submisSion:typeyouwould-like to complete:

County Plan

Expendiiure . Client Counts and Wait Lisi Report - First-Six Months (July 145 December 31)

Expenditure, Client"Counts and Wait:List-Report - Annual Guly 115 June 30)

Financial Status Report

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

4. Click the link on the Select an Activity page, and a Financial Status 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.

SACPA Reporting information System
Jiieh ere Servica
Financial Status Repsort for Fiscal Year 2002/2003
Seled an Activfty

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 5.18 is an example of this page.

Figure 5,18:
Financial Status
Report Page.

Financial Status Repori for Fiscal Year 2002/2003

To view/update a Financial Status Report; select the link-of the Financial Status Report you ‘would fike to view/update,

Note: A Financial Status Repor with a Status of Post Audr’, Under Appeal or ‘No Appeal may not be updated without 2
status change by the ADP Liaison.

st?visf; Created :.e.veiv! 1 ;"Apra véii'éhnplg
[ jeermoosioeny L.
ProrPags

6 . Click the Update Status link on the Financial Status Report 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.

DepartmentofAlcohol and DrugPrograms SACPA Reporting Information ‘Systen';?

Financial Status Reportfor Fiscal Year 2002/2003
Status: Draft - Created: 08/27/2003... Last Revised:
Level 1-Approver: “AVA. - - Level 2 Approver. N/A
To update or view report.data, select the Financial Status Report

: Financisl Status Repor

ie-status of the 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 1o 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.

Figure 5.20:

Financial Status
Report Update g « 9 7 o s
Status Page. DepartmentofAlcohol and Drug Programs SACPA Reporting Information System)

Financial Status Report for Fiscal. Year 200272003 i
Status: Draft . Created: 0B/27/2003. - Last Revised: 0872720003
Level 3 Approver: /A - Level 2 Approver: N/A

To update‘the statusiefthe Financial Status:Repon, select: ,t;féiu,sf’ami‘x’:;ﬁ'c;'l(":’iﬁé;’Sas’ué{';buﬂ,ori_r

Current S?aius:' Daaft
Change Plan status to:.
@® Final

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

1. Log on to 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 5.21 is
an example of the Fiscal Year Options page.

Figure 5.21:
Fiscal Year
Options Page.

Fiscal Year 2002/2003

To begin, enteryour roliover amount from the prior year using the Fiscal Year Set Up link below:

FiséalYear Set'Up

Nextselect the submission type vouwwould'like to comiplete:

County-Plan

‘Expenditure, Client Counts and Wait List Report - First Six Months (July 1 to December31)

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

Einancial Status Repott

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

4. Click the Update or View an Existing Financial Status Report link on the Select an
Activity page, and a Financial Status Report page will display the reports. See figure 5.22

for an-example of the Financial Status Report page.
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Figurey 5.22:
Select an ,
Activity Page.

Financial Status Report for Fiscal Year 2002/2003

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 5.23 is an example of this page.

Figure 5.23:
- Financial Status
Report Page.

;De#éﬂméntﬁf Alcohol ant Drug Programs

Financial Stalus Reporl for Fiscal Year 2002/2003

To view/update a Financial Status Reporl. select the link of the Financial Status Repart you would liks to view/update.

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

status change by the ADP Liaison:

Prior Fage

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

Department of Alcohol and Drug Programs 3 {/



SACPA Reporting information System

iforni

Figure 5.24:
Financial Status
Report Page.

Financial Status Reportfor Fiscal Year 2002/2003
Status: Drafi. - Created: '08/27/2003  Last Revised:
Level 4. Approver:  N/A, -~ Level 2 Approver. “A/A

To update or view report data, select the Financial Status Reportlink below,

Financial - Status Repod

To update the status of the report, seiect Update Status

To set Level 1 orLevel 2 Approval for the report, select Approve Financial Status Report
(The Financtal Statiis Report must have'bothia Level 1 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. . ~

Finanéial Status  Enter the following information to 'cdmplete the Financial Status Rep.oxf Information:

Report

Information 1. Enter/Update 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 g‘% L




SACPAReporting information Syste

Deleting
Financial Status
Report
Information

5. Enter Other Income (Interest, Sale of Equipment ete.):

6. Enter Client Fees Assessed by Trial Judges and Recewed 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 accordance 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 Reccived from Client Fees Asscssed and Collccted by Trcatmcnt
Programs for the Cost of Treatment.

10. Enter the Funds Received from Providers for Audit Exceptions of audit findings

identified by the state, which necessitated the recovery. This does not include amounts

recovered through offset of payment to service providers.
11. Entcr the Funds Received from County/Local Agencics for the purpose of the Act.
12. Enter'any Comments/Remarks necessary.

13. Click the SAVE button. The Fmancxal 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.

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 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.

Fiscal Year 2002/2003

To -begin, enter your rollover amount from the prior year using the Fiscal Year Set Up fink befow:

Fiscal Year Set-Up

Next; select'the submission type you would like to compleéte:

County Plan

Expenditure Client Counts and Wait List:Report - First: Six: Months {Juiy 1 1o December 31)

Expenditure - Client- Counts: and-Wait List Report - Annual-{July:1 o June 30)

Financial Status: Repor

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

4. Click the Delete antExistiné 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.

Financial Status Report for Fiscal Year 2002/2003
Select an Activity

UPDATE or View gn Existing Financial-Status Report

DELETE an Existing Financial Status Report

Brigr 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?” 1s displayed.
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