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Quick Reference Guide: Invoice Client Detail
Fetching Clients from ACDHS Systems

This guide will review how to bring client information into an invoice when the client has been
documented in certain ACDHS systems. The goal of the Fetch Client option is to save time by
allowing users to import client information rather than entering it over again. Clients can also be
copied from previous invoices.

Fetching Clients

Fetch Clients From ACDHS Systems

Select Al ma FirstName LastName Legal Sex Date Of Birth SSN Source System
O
D 111111111 Susie sunshine Female 08/07/1987 000-00-0000 KIDS
0 222222222 Sally Sunset Female 0743171986 000-00-0000 KIDS
0 333323333 Sam Smith Male 11/28/1984 000-00-0000 KIDS
Show| 10 entries First Previous 1 2 3 4 5 Next Last

INCLUDE INCLUDE & CLOSE CLOSE

MPER Navigation

1. Log in to MPER: https://mper.county.allegheny.pa.us/MPER

a. Navigate to: _ 9 |Pr°gramFu"ded|
Progrm Furded

Program Funded
Provider ) - g

S
N
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Requirements

There are certain requirements that must be met before the Fetch utility can be used. All providers
must have a valid contract and contracted service documented in MPER. Providers operating in the
KIDS, HMIS, CIPS, or IRES systems must also have a valid service offering, and allocation
statement in MPER.

Clients can only be included in an invoice if their documentation date falls within that month. The
invoices, billed services, and programs
documented in the source system.

Incduded DHS

Office/ Programs

Clients will be available
to indude if this
documentation is

complete in the source

application:

Date used to determine
if the Client can be
induded in the Invoice

(if applicable) must also match the services/programs

Included Service(s) from | Induded Programs from

'OBH (MH), OBH (D&A),

Service Rendered Date for

Program selected in the

CIPS OBH (Eary Intervention), Service Claim Provider listed in the Claim . Service selected in the Claim .
the Claim Claim
and OID
The client can be induded
in any inveice month that
o ol " Provider/Program falls within the Client’s open
PEn program imvovemant | associated to the Client in program Service selected in the Program selected in the
HMIS OCS (HaH) and program assediation to . - i
; the open program involvement/association Program Invelvement Program Invelvemnent
the dient . R X
involvemant pericd (Pregram entry date
through program
involvement closure date)
IRES OBH (MH) - ires Service Claim Pruwder.-"ngmrn = Service Rendered Date | Service selected in the Claim ST hL Sdmd miE
the Claim Claim
KIDS CYF, JPO, and OCS In Home Service Logs or Provider who documentad Service Log Date Service selected in the Pl.glli::esizftﬁh:r;he
(Outreach & Prevention) PED Service Logs the Claim 9 Service Log X
applicablz)
Employment Training
Services
_ L Individual/Family
Synergy - CSBG CSBG Contact R Contact Date Supports|| Employment Nat Applicable
(DHSSSP) the Contact :
Assistance
Self-Sufficiency Services
Synergy - Family Family S & Cant Contact Provider whe documented Contact Dab - _Fa n;i::v S%Ilppflt ot Not Applicabl
Support Centers (FSC) amily Support Centers nta the Contact ol ate Service: C:::;Is;auppo ot Applicable
Independent and
Synergy - Independent - Provider who documented Transitional Living .
Living Independent Living Contact the Contact Contact Date Services/In ndence Mot Applicable
Training
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Program Funded - Contracts and Invoices

1. Program Funded - Contracts screen: Expand the desired contract by clicking on the chevron [ ? 1.

« B
Reports Back To Provider~

Program Funded

Institute, The 1ST Ave,, PITTSBURGH, PA 15217
ID: 3

JDE Number:

¥ Contract ID:111111 Contract Dates:

N
&)

Project #: Contract #:

2. Locate the desired service and cIick to open the Invoice Detail pop-up.

Note: Invoices can only be documented on services with approved budgets [ Approved 0 1.

¥ Contract ID: 111111 Contract Dates:

Project #: Contract #:
Ungrouped Allocations
Service DHs Office Program Type Start End Amount Available Actions Amount
Date Date NotTo Invoiced
Exceed
Health-Related and Home Health Services BUDGET m
1 Rehabllltatlcr.u‘Habl.htatlve Semces I CYF Not Applicable Initial 71/2010 6/30/2011 $25,000.00 Approved® Last SubmittaR. $5,800.00
Independent Living Skills Instruction a0z My
g ]
Adoption Services | | Adoptive Family . . BUDGET INVOICE
Recruitment CYF Not Applicable Initial 71/2010 6/30/2011 | $1,000,000.00 Approved® Last Submitted: $50,000.00
132017

show| 10 entries

Invoice Detail . NEW INVOICE . .
3. : Click to add a new invoice.

First  Previous 1 2 Next  Last

Invoice Detail

Service: Health-Related and Home Health

Program: Mot Applicable Amount Not To Exceed:  $25000.00
Services| | Rehabilitation/Habilitative
Allocation Dates: 07/01/2010 - 06/30/2011 Amount Invoiced: $5,800.00
Type: Initial Budget Remaining: $19,200.00

NEW INVOICE =%
CLOSE
‘t
)

¥ June 2011 Claim ID: 2126 Amount: $200.00 Status: Sent to Program Office Invoice #:

> June 2011 Claim ID: 1987 Amount: $2,200.00 Status: Sent to Fiscal Invoice #:

CLOSE

9/14/2017 MPER QUICK REFERENCE GUIDE: FETCHING CLIENTS FROM ACDHS SYSTEMS 3 OF 6



B Co, '

AR 2 ( C
i » DEPARTMENT OF HUMAN SERVICES _
ALLEGHENY COUNTY, PENNSYLVANIA MPER
& MASTER PROVIDER ENTERPRISE REPOSITORY

Sep.:
rvices

A7 Of;Hu“&

4. Completing the new invoice:

v Claim ID: Amount: Status: Invoice #:
Expense Year * ﬁ Expense Month * Q Provider Claim ID
-Select- -Select-
Budget ia Budget
Rernaining Current Remaining
Approved Before Current Month After Current Percentage
Object Of Bpense  Category Budget Expenditure Expenditures * Service * Program* Expenditure Spent
P W d | - v ice|w
ersunglarizfes and o connel $5,000.00 $1,600.00 ‘ $0.00 | Health-Related and Hor Not Appllcc $1,600.00 65.00 %
Indirect | - v ice|w
Administration noljf:t $1.500.00 $050.00 . $0.00 | Health-Related and Hon[™| | Not Applice[v| $950.00 A
Fixed Assets & Fixed | $0.00 Health-Related and Hor NotAppIica
Reprs/vaint Assets $10,000.00 $8,400.00 | 1 $8,400.00 16.00 %
- v ice|w
Other Other $8,500.00 58,250.00 | $0.00 | Health-Related and Hor NotAplec: $5,250.00 DA
> Memo

¥ (Client Detail

FETCH FROM ACDHS SYSTEMS D ) COPY FROM PREVIOUS REaETNI]

No Client Details added

MNEW

Number of Unique Clients Served

0

a. Expense Year: Select the expense year from the drop-down.
b. Expense Month: Select the expense month from the drop-down.

c. Current Month Expenditures: Enter the current month’s expenditures.

NOTE: Client Details cannot be entered until an
Expense Year and Expense Month have been
selected and the Current Month’s Expenditures
have been entered. Review the Service and
Program drop-downs for accuracy. If applicable,
enter the Provider Claim ID as well. /
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! : FETCH FROM ACDHS SYSTEMS . . .
d. v ClientDetail > —: Client Details can be imported from the

ACDHS System where the provider has documented the client’s information. Click on the
button to open the Fetch Clients From ACDHS Systems pop-up.

Fetch Clients From ACDHS Systems

mcl First Name Last Name Legal Sex Date Of Birth SSN Source System

M11111111 Susie Sunshine Female 08/07/1987 000-00-0000 KIDS

222222222 Sally Sunset Female 07/31/1986 000-00-0000 KIDS

333333333 Sam Smith Male 11/28/1984 000-00-0000 KIDS

Show 10 [v] entries @ First Previous 1 2 3 4 5 Next Last

INCLUDE INCLUDE & CLOSE CLOSE

i. Select clients to add to the invoice by checking the checkboxes ¥ to the left of each
desired client. To select all of the clients on the current page, check the Select All
checkbox above the grid.

ii. Navigate through all of the pages to locate and select all of the desired clients.
Important Notes:
1. The Select All checkbox will only select the clients on the current page, make
sure to click through each page to ensure that no clients are missed.

2. Itis strongly recommended that you cIick before moving on to the

next page. This will move the selected clients from this list into the invoice.

INCLUDE & CLOSE

Clicking will add the selected clients and close the pop-up.

CLOSE will close the pop-up WITHOUT adding the

Clicking
selected clients.

Tip: You can increase the number of clients per page using
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i i COPY FROM PREVIOUS . . . .
e. | v ClientDetall | > SRR . Cicnt Details can be copied from previous

invoices by entering the Claim ID of the desired invoice and clicking .
A pop-up will appear that asks for confirmation that the entered Claim ID is correct.

The entered claim ID 1111111 has the following details:
Expense Month-Year: JULY-2017
Number of Clients: 31
Are you sure you would like to copy?

Clicking will copy the Client Details. Clicking “ will cancel the action and the
Client Details will not be copied.

5. Once all of the desired clients have been Fetched or Copied, they will be visible in the Client Detail

grid.
¥ (Client Detail
FETCH FROM ACDHS SYSTEMS COPY FROM PREVIOUS I aETini[s]
Date Of Mcl Head Of
wMaiD FirstName LastName  LegalSex Birth SSN Clearance  Address Household Source System
7/ 7/ [

Number of Unique Clients Served

1

a. Editing: Click the Edit Icon [ ’ ] to the left of the grid to edit a client entry. Click the Edit
Icon [ f ] in the Address column to edit or add an address for the client.

b. Deleting: Click the Delete Icon [ ] ] to the right of the client in the grid to delete a client

from this invoice.
c. Adding another client: If there are additional clients that could not be Fetched or Copied,

click the m button to manually add the client to the invoice.

6. Once all of the clients have been Fetched, Copied, and/or Added, the rest of the Invoice can be
documented and submitted.

For more information...

For assistance, please contact the Allegheny County Service Desk at ServiceDesk@AlleghenyCounty.US or
call 412-350-HELP (4357). Select Option 2 for the DHS Service Desk.

To access iService, go to: https://servicedesk.alleghenycounty.us

This and other Job Aids can be found at: http://s3.amazonaws.com/dhs-application-support/index.htm or
http://dhsassist.dhs.allegheny.local for internal users.

9/14/2017 MPER QUICK REFERENCE GUIDE: FETCHING CLIENTS FROM ACDHS SYSTEMS 6 OF 6


mailto:ServiceDesk@AlleghenyCounty.US
https://servicedesk.alleghenycounty.us/
http://s3.amazonaws.com/dhs-application-support/index.htm
http://dhsassist.dhs.allegheny.local/


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



