Residential Entitlements

An Overview

Clientsin residential settings often receive monies monthly from various
entitlements and other sources, giving the agency another resource for those clients,
aswell as receivables and payables to track. The residential entitlements menu
option at A-11 adds a crucia element in managing these client sources of income.
These sources can be tracked for receivables and receipts on the agency side, as well
asfor client allotments. A-11 provides the agency with atool for managing and
tracking these monies according to each individual client's monthly schedule and
maintaining cash receipts and the receivables schedule for each.

Additionally, A-11 provides asimulated individual banking account for clients to
track the expenditure of their allotments, as well as any other monies that they may
have. Thisis accomplished through recording client deposits and withdrawals.
Individual bank statements are also available per client.

It is aso possible to obtain screen displays or hard copy reports from the entitlement
and banking data based on selection criteria. Detail can be finely defined for a client,
date and specified view or arange of clients, dates and views.

IHA Hental Health - DeuelppWent Area  Optlon:Ail
Fezildentlal entltleMents

Data Entry: i
EE - Bnter-change entitlewent data
EC - Bnter-chand® Client charaCteristics
[F - Cash receipts
Rl - reuerze rach receipts
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EW - benefitz and A-R report
RR - receipt detail report
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TR - transfer WOnthly alloWance to client bank account
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The Menu at A-11 for residential entitlements.
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Entering and Changing Data

Initial Entitlement Set-up

Entitlement data is specified by source for the benefit year in menu option EE. There
are columns of detail for the amount due from that source and the amount allotted to
the client from that source. Additional detail isincluded on this screen which reflects
cash receipts from the various sources and receipt detail per month for the benefit
year.

Follow these steps to add or change client entitlement information in option A-11
EE.

Enter a client number at the 'Client:" prompt or press <hlp> to
enter the client's name. The entitlement detail screen will then be
presented.

Enter the benefit year if it is different from the current year or
accept the current year default by pressing <enter> at the'Year:'
prompt.

At the 'Source:' prompt, identify the source of the entitlement by
typing the corresponding code or pressing <hlp> to choose from a
help window from table SSISRC. This table will be defined per
agency in H-2.

Enter the designated client's residential program code at the
"Program:' prompt or press <hlp> for awindow of that client's
programs for selection. If the program is no longer an active
program for the designated client, it can only be chosen by
pressing <hlp> and selecting that program from the help window.

Accept the default or enter the numerical value for the month at the
'Starting Month:' prompt. The default will always be the current
month. The cursor will automatically go to the corresponding row
below.

In the corresponding row, type the total amount due from this
source for this month and press <enter>. Pressing <hlp> in this
position will also display a drop down window of the client's
previously defined sources, giving detail per source for a quick
view.

File A1-SSI.DFT defines a set of default values on a per program
basis for the SSI amount due and the client allotment. When a new
record is added, these values automatically fill to the designated
amounts in the appropriate columns, but can be changed if the
client total amount or allotment is different from the default.

Type the alotment amount due the client from the total due from
this source and press <enter>.

Press <enter> again to skip the received amount column and
follow the same steps for the following rows and corresponding
months to finish entitlement set-up for the current year.
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INA Hental Health - DeuelopWent Area  Dption:A11-EE
Fezldentlal entitlesents

Client: 3&51 Client. Test

‘mar:i008 Source:0S5  Procrag:Al Starting Wonth: 6
flug  Client Received Wuwher  [Date flate iet

‘%‘E‘P Total Amount Due from source for Month 6.

A
‘ﬂﬂ—V Amount Due Client from source for Month 6.
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Enter entitlements screen at A-11 EE.

Upon completion of the entitlement data entry for the current source for the current
year, the cursor returnsto the'Year:' prompt to continue with entitlement
information for this client. The user can either select another year or source to enter,
press <scn> to enter another client number or press <ext> to return to the A-11 sub-
menu.

A-11 EE isused for both creating the original record and to make changes later as
required. Cash receipts may be viewed or displayed for history detail to datein EE,
but not entered. To view the cash receipts for amonth, press <hlp> at the receipts
column within that month's row. However, these receipts are only recorded, as
described below, in option CR.
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The receipt detail per client in A-11 EE/SH for the data entered in CR.

Entering/Changing Client Entitlement Characteristics

Upon registration into a program, certain entitlement sources and/or sources of
income are identified for each client. These sources can be viewed and changed in
menu option A-11 EC. The following steps are followed to make changesin this
data.
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Enter a client number at the 'Client:" prompt or press <hlp> to
enter the client's name. The specified client's sources of income
datawill be presented as defined during intake. These sources are
from table FINSUM, which is defined per agency in H-2.

To add a source, use the up and down arrows or <bck> and <fwd>
keys to highlight the appropriate selection. Type <s> and press
<enter> to add that selection. That source will now be marked by a
"+" to identify it as a current and/or valid source of income.
Another selection may be added by repeating the sel ection process.
Pressing <enter > again will return the user to the ' Sour ces of
income:' field.

To remove a source that is no longer valid, use the up and down
arrows or <bck> and <fwd> keysto highlight a source that is
marked by a"+". Type <s> and press <enter>. The "+" will
disappear, signifying that it is no longer avalid or current source of
income for that client.

The selected sources of income will be listed by their
corresponding codes in the adjacent identified field.

INA Hental Health - DeuelopWent Area  Dption:A11-EC
Fezldentlal entitlesents
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pension’

Disakility Insurance
Social Security

Public Rssistance
FaKily-Felative Supports
Other Assets-Trust Fund

+
l—:l:r_nH::L—lIr"l:lﬂm:n-ln

Designates G20
selection for 611

S5ED
source.

ype 5 tp select W-p Biit

<return: to esit. <bck*.<fwd* to position. 7 to =earch:
1 Wen ext  hck fud

The Client Characteristics screen for entitlements at A-11 EC.

Recording Cash Receipts

When the entitlement source makes a payment for the designated client to the
agency, these payments are recorded and tracked in menu option A-11 CR. These
monies are entered by month in batch style using the following steps.

Type the benefit month and press <enter> or accept the current
month default by pressing <enter>. The receiptslog screen will
then be presented.

Type the client number and press <enter> or press <hlp> to type
the client's name.

Type the code for the source of the cash receipt and press <enter >
or press <hlp> to select from the sources of income per client.

The amount due from the source and the amount allotted for the
client for that source will be automatically filled from the
definition of that source in EE.
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The amount received will also automatically fill with the expected
amount from the definition for the specified source in EE. Accept
the defaulted value or type and <enter> the amount received from

this source if that amount is different.

Type the code for the corresponding type of payment and press

<enter> or press <hlp> for awindow from which to select. The

codes are defined per agency in table SSIDEP in H-2.
Type Yesor No to identify if the receipt is a direct deposit.

Type and <enter > the date on the check.

Type the date the check was received and press <enter > or accept

the current day default by pressing <enter>.

Type and <enter> up to aten character reference for this receipt.
This reference could be a check number, check comment or some

other detail that the agency would like to record.

Another receipt can then be entered for the same or a different

client for the designated month.

When the user compl etes adding cash receipts and/or presses
<men> to return to the Main Menu, the system automatically
updates the cash journal and posts to the general ledger.

INA Hental Health - DeuelopWent Area  Option:Ali-CR
Fezldentlal entitlesents

Honth B5-1008
551 [lient  HHount [ate ate
agal 55I 11HH. 378, dgH.HH AD] W H5HS51008 H51110998 H3453

2551 551 1iBB.BR 375.BR SHALAA AD] W BSAG1O08 AS111008 H347R
3651 551  11HA.AE 375.00 w SH.RA

Client SourceAmount Client Amount TypeDirect Date Date Chk Ref
From Src Amt Recvd of Chk Recvd

Receivable comment reflecting current status for
source on month's activity for the designated client
at amount received column/cursor position.

Paynent of 1A5H.08 has already heen receiuved

B Wen Bxt bCk fWd num reg

The cash receipts screen in A-1 CR.

This data can now be viewed with receipt detail in A-11 EE or SH by pressing

<hlp> at the "Number of Receipts’ column.
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Type <return* When done

INA Hental Health - DeuelopWent Area  Dption:Ali-SH
Fezldentlal entitlesents

Hete1it detail for 31098
FEL o 3-15-08 H3-1B-08 5HH. ]

K3H10
RD] W H3-18-08 H3-32-08  335.00 W3A2AA
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The source detail per client for the chosen month in A-11 EE/SH.

Reversing Cash Receipts

Cash receipts can be reversed using option RV. This option is helpful in the event
that receipts get double posted or posted to the wrong client number.

Type the benefit month and press <enter> or accept the current
month default by pressing <enter>. The receiptslog screen will
then be presented as described above.

Type the client number and press <enter> or press <hlp> to type
the client's name.

Type the code for the source of the cash receipt and press <enter >
or press <hlp> to select from the sources of income per client.

The monthly amount due the client from that source and the total
amount recorded as received from the source will fill in the
corresponding columns.

Answer 'Remove thisreceipt of <xxxx.xx>?" with Y esto remove
the cash receipt or No to retain it.

Another receipt reversal can then be entered for the same or a
different client for the designated month.

When the user compl etes reversing cash receipts and/or returns to
the Main Menu by pressing <men>, the system automatically
updates the cash journal and posts to the general ledger.

Since RV removes the total cash received from the source for the
month, another cash receipt entry will need to be made for the
correct amount from the source for the designated month in CR.
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INA Hental Health - DeuelopWent Area  Option:Ali-g0
Fezldentlal entitlesents
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The confirmation prompt for reversing cash receipts.

Thisreversal data can now be viewed with receipt detail in A-11 EE or SH by
pressing <hlp> at the "Number of Receipts' column.
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5 116680 Original cash receipt.

F.- HEE EE Erroneous cash receipt.

P |

10 ugg:gg Cash receipt reversal.

ﬂ HHH:HH Corrected cash receipt re-entry.
Type <return when donem
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The receipt detail per source for client with areversal in A-11 EE/SH.

Displays and Reports

These entitlements can be tracked within a variety of views by the system.

Information Look-up

A-11 SH provides alook-up display of the entitlement information by client from
EE. Thisdisplay is by calendar year for the designated client and will show all
sources or a specified source. This screen isidentical to the screen at option EE.

Benefits and Accounts Receivable Report

A benefits and accounts receivable report can be run in option A-11 BA for
designated selection criteria using the following steps.
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Select a specific residential program or al residential programs.
Specify an entitlement source or al sources.

Determine a month or range of monthsto view.

Select receivables that are Due, Received or Both.

Answer 'Ready to generate the report? prompt with Yesif no
changes in the selection criteria are desired. Answer No to the
prompt to change the selection criteria.

IHA Hental Health - DeuelopWent Area  Optlon:Ail-EBA
Fezildentlal entltleMents

tarting Wonth:#11998 Ending:#41008

roora:An Wtlantic Auenue
ource:a
sported aWounts are due. received. or both? (D.R.E1E

Hen mext bck reg

ready to oenerate the report? [Y.d)m
1

The selection screen at A-11 BA.

The report format will reflect the selection criteria as follows.
Each Report
Column1 Client Number.
Column 2 Client Name.
Column 3 Client residentia program code.
Column 4 Admission Date.
Column5 Month.
Receivables and Receipts Report

Column 6 DSS Revenue split into headings Amount Due and
Amount Received.

Column 7  SSD Revenue split into headings Amount Due and
Amount Received.

Column 8 SSI Revenue split into headings Amount Due and
Amount Received.

Column 9 Miscellaneous Revenue split into headings Amount Due
and Amount Received.

Column 10 Totals split into headings Amount Due, Amount Received
and A/R.

Receipts (only) Report

Column 6 DSS Revenue Received.
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Column 7 SSD Revenue Received.
Column 8 SS| Revenue Received.

Columns 9-12 Other identified and/or designated sources of
client entitlement revenue Received.

Column 13 Miscellaneous Received.

Column 14 Totals split into headings Amount Due, Amount Received
and A/R.

Receivables (only) Report
Column 6 DSS Revenue Amount Due.
Column 7  SSD Revenue Amount Due.
Column 8 SSI Revenue Amount Due.

Columns 9-12 Other identified and/or designated sources of
client entitlement revenue Due.

Column 13 Miscellaneous Amount Due.

Column 14 Totals column split into headings Amount Due, Amount
Received and A/R.

Note: Amount Due and Amount Received are directly from A-11 EE and CR
screens respectively. A/R under the Totals column is the adjusted receivable by
client across all recorded sources.

Receipt Detail Report

A receipt detail report of al CR cash receipts activity can berunin A-11 RR for
designated selection criteria using the following steps.

Select a specific residential program by program code or all
residential programs.

Specify an entitlement source or al sources.
Determine a month or arange of months to view.

Designate a specific client by client number, arange of specific
clients by client numbers or all clients by accepting the defaults
first and last.

Answer 'Ready to generate the report? prompt with Yesif no
changes in the selection criteria are desired. Answer No to the
prompt to change the selection criteria.
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INA Hental Health - DeuelopWent Area  Dption:A11-RR
Fezldentlal entitlesents

Designate residentia program.

| dentify entitlement source
Progran:AR Atlantic Auenue or accept all sources.
SOUrce:all

Btarting Wonth:H1i008 Endino:h5i008 @——p i
Starting client:first Endine client:last Deﬂgnat_e_adate range
or a specific month.

| dentify arange of
clients by number or a
specific client.

Ready to generate the report? (Y.d]
1 Wen et hck reqg

The selection screen for the Receipt Detail Report in A-11 RR.

The report includes the following data for all records meeting the selection criteria.
Report Layout
Column1 Client Number.
Column 2 Client Name.
Column 3 Month.
Column 4  Entitlement Source.
Column5 Type of payment from table SSIDEP.
Column 6 Direct Deposit.
Column 7 Date of Check.
Column 8 Date Check Received.
Column 9 Amount Received.
Column 10 Reference Comment.

Totals Totals by client for an individual client selected, arange
of clients or al clients.

Totals Totals by program for an individual program or all
programs.

Report Totals Grand Total.

Client Bank Account

Client Banking Transactions

Client banking transactions, withdrawals and/or deposits, are recorded and tracked in
menu option A-11 EB. These transactions are entered in batch style using the
following steps.

Type and <enter> aclient number or press<hlp> to enter a client
name.
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Accept the default of the current date or type and <enter > the

desired date.

Designate transaction type: Deposit, Withdrawal, reverse deposit

(RD) or reverse withdrawal (RW).
Type free form comment regarding transaction.

Begin next transaction for this or another client.

2551 A5A119098
2551 A5A11998
2551 A5A31908
2651 A5A41908
2651 ASAG1908

a5l Eﬁgiiggﬂ EEEE.EE Check froW erandiother for birthday.

Client Date Trans Amount Comment —freeform
# Type

INA Hental Health - DeuelopWent Area  Option:A11-EE
Fezldentlal entitlesents

L—J

[ 206H.HA Wrong check aMount. ]
2000 Check from erandsother for birthday.
10088 Trip to Burger Kine for Lunch.
1500 Trip to Woules With SOC Group. |
3.00 Left over froW wouie trip and didn-t

L= =% ——2.'}

i Hen Bxt h1p  nuW reg

The client banking transaction log in A-11 EB.

Client Bank Account Look-up

The client bank account can be selected for viewing in menu option A-11 SB. This
option lists banking transactions per client in reverse date order from most recent to

first. Therefore, the latest transaction will always be at the top line in the screen,

reflecting the most recent balance.

Type and <enter> aclient number or press<hlp> to enter a client

name.

Type and <enter> the last transaction date to view or accept the

current day as the default by pressing <enter>.
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INA Hental Health - DeuelopWent Area  Option:A11-5E
Fezldentlal entitlesents

[lient 3651 - Test Client
Transactionz through A5-85-08

!5-'!‘1-’95 H 15.!! 1!!5.!! Trip to Wouiles With SOC Group. T

H5-83-08 M 16,60 201888 Trip to Burger King for Lunch.
H5-H1-88 D 1HH.BE  3H20.AH HonthlY FroW parents

H5-81-08 [ 375,60 1924 A8 551 deposit. i
B5-81-08 [ 0. 1545.808 Check froW crandwother for birthday.
B5-A1-08 RO 2AGA.BH  1535.88 Hrone check anount. .
H5-81-08 D  3AOA.BH 353580 Check froW crandiother for birthday.
H4-H1-88 D 1B8.88  1525.80 Honthly froW parents

W3-15-08 D 375,00 1435.08 55T deposit.

W3-01-08 D 1HH.B8  1ASH.BH Honthly from parents

H3-15-08 D 375,60 054 .8 551 depozit.

H3-15-08 [ 375,68 575.00 551 deppsit.

Aa-8i-08 O 1R800 200,08 Honthly frow parents

Tepe <return: for Wore transactioncm
1 Hen eit

Date Type Amount Balance Comment from transaction. <+

The view of a client's banking transactionsin A-11 SB.

Print Client Banking Ledger

A ledger can be printed out for each client to show the activity for each personal
account up to a designated date in menu option A-11 PB.

IHA Hental Health - Deuelopwent Area  Optlon:Ail-PE
Fezildentlal entltleMents

[lient: 3651 Date of last entry:&iii!!ﬂ

B Wen Bxt  bck fwd def req

The selection screen for client banking ledgersin A-11 PB.

This report resembles the ledger display in A-11 SB. The report format will reflect
the following information for the client and transaction date selected.

Report Layout

Column 1 Date of thefirst transaction selected. These will be listed
from most recent selected to the first transaction for the client
specified.

Column 2  Transaction type: Deposit, Withdrawal, reverse deposit
(RD) or reverse withdrawal (RW).

Column 3 Amount of that transaction.
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Column 4 Baance or monies available after transaction.

Column 5 Freeform comment from transaction.

Transferring Monthly Allowances to Client Accounts

The client allotment from all sources may be transferred from the agency ledger to
each client'sindividual bank account in option A-11 TR. Thistransfer of monies
may be done for a selected client or all clients by benefit month.

Type and <enter> a benefit month. If the benefit year is different
than the current year, the year must aso be identified.

The default all may be accepted by pressing <enter >to transfer
monies for al clients for the designated month. To transfer funds
for a specific client, type and <enter > the designated client number
or press <hlp> to type the name.

The system will alert the user how many transfers were completed
if al is selected or the amount that was transferred to the client's
account for a specifically selected client.

Upon exiting the A-11 menu, the system will update the agency
cash journal and post transactions to the general ledger.

INA Hental Health - DeuelopWent Area  Dption:Ali-TR
Fezldentlal entitlesents

Honth: H51808
[lient:edl : N
Designate specific benefit month/year.

All clients or a specific client can be designated.

i Wen Bxt hlp bck fWd def nuw reg

The selection screen for A-11 TR for transferring client allowances.

These transfers will be displayed in the receipt detail for the benefit month asa
disbursement from the source payment in the EE option as described previoudly.
This transfer will also be viewable and/or accessible within the client bank account
in options SB and PB respectively, listing an automatic transfer of the allotment by
the benefit month.
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IHA Hental Health - Deuelopent Area  Option:A11-EE
Fezldentlal entitlesents

[lient: 2&51 Client. Test

Receipt detail for 3-1998
ear:1998 Source:
fiue FEL H H3-H3-88 H5-13-08 11
i B 0I5 W B5-13-08 B5-13.08 -375.0H [0ption:TR
2 1168 68 Regular cash receipt from
3 u8a.m source for monthly d
1 11e6.0 : y due per
5 110868 client asrecorded in
: HEEEE option CR.
g Hgggg Disbursement of client
18 1188 A8 allowance from source to bank
ﬂ HEE gg account through option TR.

Type <return* When donem
1 Hen eit

The receipt detail screen in A-11 EE reflecting an automatic transfer of funds to the client in
the amount designated at the monthly allotment from the source.

INA Hental Health - DeuelopWent Area  Option:A11-5E
Fezldentlal entitlesents

Client 3651 - Test Client
Transactions throuch AS5-22-08

5-33-08 W 15. A698.HH Houies With residents froW Hastings
H5-30-08 H 5.08 371380 Pizza lunch With COH oroup.

H5-10-98 H 3.0 371080 Treats for snack tiwe.

H5-17-08 [ 708 2728 .89 Returned unused purtlun of oift Honey.
B5-17-08 H 25.60 2713.80 Shopping for WoW-'s birthday gift.
B5-15-08 [ 5.08 273880 Hon Scratch and Win Lotto.

H5-15-08 H 10,88 373380 Dipner out with yisitor,

H5-15-08 M 15.00 374300 Trip to Houies with wiziting brother.
H5-14-008 M 45,00 275800 Personal necessity shopping With CH.
H5-14-008 H 16,60 383 .80 Burger King lunch With SOC oroup and
H5-13-88 D 1A0.B8  3B13.H0 HonthlY FroW parents.

H5-13-08 M 5.08 371380 ICe Cread run With residents.
B5-13-08 [ 375,08 2710.80 55I allotWent transfer for A3-1008

Tvpe <return> for Wore transactions
1 Hen eit

Automatic transfer deposit of designated
alotment for client for benefit month/year.

The client bank account in A-11 SB showing the automatic transfer of funds for the benefit
month.
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