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Introduction

This program is designed to assist you in organizing a systematic approach to entering
your receipts and provides accurate up-to-date records within your county.

Please review the manual carefully to obtain the maximum benefits. Little or no prior
computer experience is necessary to operate this pr ~ ogram.

About This Manual

The Receipts Module is simple to use. The maximum benefit with the
least time spent will be obtained if you start att  he first page of this
manual and follow the directions exactly as you ent er the first record
In your computer.

Square boxes in this manual surround the key that you are to press on your keyboard.

As an example, when you read , press the enter key on your keyboard.
p y ENTER p yony y

The word
TYPE s followed by bracketed [ ] instructions of what to type into a field.

Note: For Technical Support, email: helpdesk@hdis.org



Navigation

Whenever you see one iz click the left side of your mouse once.

Whenever you see two @i click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | to move to next field
[ Shift ][ Tab ] or Up I to go back one field

Alt + E] places you in the receipt screen.

Editing Keys

] deletes one character left of cursor

deletes one character

inserting & overwriting modes

When you see a pull-down field, click the arrow to the right to view all your choices.

[ Backspace

CLEVELAND

Starting HDIS
MICROSOFT Windows Users

Start
Programs

Health District Info Systems

HDIS



Health District Information System Menu Bar

* Health District Information System
Management Services  Envitonmental Health - Community and Public Health Servicss  Vital Statistics  Maintenance  About  Exit

HDIS (Health District Information System)
has several different modules designed to
assist your health district in its day-to-day
operations. The Receipts Module is a
great addition to these modules and helps
simplify your accounting needs.

@
(JZ‘E Select Management Services
@

(JZ‘E Select Receipts

% Health District Information System
Environmental Health  Community and Public Health Services  Wital Statistics  Maintenance  About  Exit

Management Services
Employee Appainkment Books
ITnventory
Payables
Persannel

Beceipts

Qw
Wz‘ﬁi Receipts

%, Receipts - Health District Information System
CEEAE Reports  BrowsefListiExport  CounkjGraph  Maintenance  Return

.._'f ._"“Wr_“ ““““““ it




Receipts

% Receipts !E'
Date Received by
03112008 | Print | Close |
Fee Code Fee Description Cluantity Amount Check #/Cash
|00026 j ‘PLUMBING REGISTRATION | | 1 \ 90.00 \
Per #/Lic#/ID# Name AddressiComment
124 [HEINZ PLUMBING INC | 13984 FORD ROAD
Add Feg Delete Fee
Code |Description Guan.pamount |[Checks Mame AddressiComment PerLic#l D
4 3
Totals | 0| 0.00 Receipt # 12218

Once the Receipt window is opened, enter your initials and choose the fee code for the
receipt (the Fee Description field will automatically be filled out). Enter the quantity for
the receipt and the check number or “CASH” for payment. If applicable, enter the
permit/license/ID . Entering the correct number will automatically fill out the name and
address. Once all of the fields are filled out correctly, click the “Add Fee ” button to add
the fee to the receipt.

** The Receipts program can be accessed by any of the HDIS modules by pressing
ALT-R All applicable information from the record that you have open will be transferred
to the receipt fields.

The Receipts module can also be accessed under the Maintenance Menu for all HDIS
modules.



7

/wu Add Fee

&& Receipts IS\H
Date Received by
031172008 | pint | Clase |
Fee Code Fee Description Cluantity Amount Check #Cash
|00026 j ‘PLUMBING REGISTRATION |] 1 \ 90.00 \
Fer.#/Lic#/ D& Name AddressiComment
|124 |HEINZ PLUMBING INC |13984 FORD ROAD
Delete Fee
Code |Description Quarn.fAmount |Checks Mame Address/Comment Fer#Lic#lD#
00026 |PLUMBING REGISTRATION 1| @0.00 HEINZ PLUMBING INC 13984 FORDROAD (124
a4 3
Totals | Al Bi0.00 Receipt # 12218

Once a fee has been added to the table, you can begin entering additional fees for the

receipt if needed.



Print Button

...................... | OK
“iRecelpt | @ Blank " Two Part
- Cloze
7 Pay ln by Receipt Book
" Payin by Fund
Cutput to:

¥ Print

" Preview
Print Options
Field/Button Description
Receipt — Blank Assumes you have blank paper loaded in your printer
Receipt — Two Part Assumes you are using 2 part paper in a matrix printer
Pay in by Receipt Book Prints a Pay In report by Receipt book
Pay in by Fund Prints a Pay In report by Fund number
Print Prints the report
Preview Previews the report




Reports

The reports menu contains a list of reports that you are able to obtain from the program.

= Receipts Report Options - by Account No. [detail)

Cutput to: Fram date
- I e
& Preview
Cloze
" Printer To date
I, Filters

For each report, an option box will appear similar to the one shown above. It allows you
to enter dates for your reports as well as use of filters.



Receipt Reports

Reports

Description

By Account No. (detail)

Prints a list of all receipts grouped by the account numbers

By Account No. (summary)

Prints a summary of the totals for all account numbers

By County Fund No. (detail)

Prints a list of all receipts grouped by the county fund
numbers

By County Fund No.
(summary)

Prints a summary of the totals for all county fund numbers

By County Fund No. by
Health Dept. Fund
(summary)

Prints a list of receipts grouped by county fund number with
health dept. fund numbers

By Division (summary)

Prints a summary of the totals for all divisions

By Fee Code (detail)

Prints a list of all receipts grouped by the fee code

By Fee Code (summary)

Prints a summary of the totals for all fee codes

By Health Dept. Fund (detail)

Prints a list of all receipts grouped by the health dept. fund no.

By Health Dept. Fund
(summary)

Prints a summary of the totals for health dept. fund no.

By Health Dept. Fund (YTD
Summary)

Prints a summary for the year to date totals by health dept.
fund no.

By Program (detail)

Prints a list of all receipts grouped by the program

By Program (summary)

Prints a summary of the totals for all programs

By Receipt Book (detail)

Prints a list of all receipts grouped by receipt books

By Receipt Book (summary)

Prints a summary of the totals for all receipt books

By Receipts (detail)

Prints a list of all receipts by receipt #

By Receipts (summary)

Prints a summary list of all receipts

By Sub. Account No. (detail)

Prints a list of all receipts grouped by sub account number

By Sub. Account No.
(summary)

Prints a summary of the totals for all sub account numbers

By Sub Program (detail)

Prints a list of all receipts grouped by the sub program

By Sub Program (summary)

Prints a summary of the totals for all sub programs

Receipts Pay In Report

Prints a Pay In report

Credit Card (detail)

Prints a Credit Card Report (detail)

Credit Card (summary)

Prints a Credit Card Report (summary)




Maintenance - Add/Delete/Modify Tables

Maintenance

The maintenance menu contains a list of tables that you can modify.



County Fund No.

Field/Button Description

County Fund # Enter the county fund #
Description Enter the description for the fund #
Close Button Closes the table

Add Button Adds a row to the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

10



Health Department Fund No.

Field/Button

Description

Health Dept. Fund No.

Enter the health dept. fund No. (can be same as county
fund number)

Description

Enter the description for the fund No.

County Fund No.

Choose the county fund No.

Close Button

Closes the table

Add Button

Adds a row to the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

11



Account No.

Field/Button Description

Account No. Enter the account number

Description Enter the description for the account No.
Close Button Closes the table

Add Button Adds a row to the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

12



Sub Account No.

Field/Button Description

Sub Account No. Enter the sub account No.

Description Enter the description for the sub account No.
Account No. Sub Account is a subset of an Account number
Close Button Closes the table

Add Button Adds a row to the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Divisions

Field/Button Description

Code Enter the division code
Descript Enter the division description
Close Button Closes the table

Add Button Adds an employee to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Political Subdivisions

Field/Button Description

Code Enter the code

Name Enter the political subdivision name
Close Button Closes the table

Add Button Adds a name to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Programs

Field/Button Description

Code Enter the code

Name Enter the program name
Close Button Closes the table

Add Button Adds a name to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Sub Programs

Field/Button Description

Sub Program No. Enter the sub program number

Description Enter the sub program description

Program No. Enter the program No. from which the sub program is linked
to

Close Button Closes the table

Add Button Adds a code to the table

Delete Button Deletes a highlighted entry

Print Prints the list

17



Receipt Books

Field/Button

[

Description

Receipt Book

Enter the book name

Next Receipt Number

Identifies the next receipt number in the particular book.
This number will be automatically updated by HDIS.

Close Button

Closes the table

Add Button

Adds a race to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Fees

Field/Button Description

Code Enter the fee code (must match the fee codes in the
other HDIS modules)

Description Enter the fee description

Amount Enter the amount

State Amt. Enter the state amount

Division Choose the division for the fee

Program Choose the program for the fee

Sub Program

Choose the sub program for the fee

Health Dept. Fund No.

Choose the health dept. fund no. for the fee

Account No. Choose the account no. for the fee

Sub. Account No. Choose the sub account no. for the fee

Data Base Choose the data base for the fee

Fee Code Enter the fee code from the module Fee table
Receipt Book Choose the receipt book for the fee

Eff. Date Enter the effective date

HD Regulation Health Department Regulation #

CPT Code Enter the CPT code

ICD9 Code Enter the ICD9 code

19



Close Button Closes the table
Add Button Adds a status to the list
Delete Button Deletes a highlighted entry
Print Button Prints the list
Sort By Code Click to sort the table by code
Sort By Alpha Click to sort the table in alphabetical order
Copy & Paste Right click to copy and past a line
Data Base

These codes are pre-determined by the HDIS system and create the connection
between the receipts program fee codes and the data base found in a HDIS module.



Divisions

Field/Button Description

Code Enter the division code

Descript Enter the description of the division
Close Button Closes the table

Add Button Adds a division to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Employee

Field/Button Description

Code Enter the employee’s code
Name Enter the employee’s name
Close Button Closes the table

Add Button Adds an employee to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

22



Export/Import Receipts

The Export/Import function enables you to take your receipts data out of the office on
your laptop. If you use a laptop and are interested in this function, please contact CHC
Software for directions at helpdesk@hdis.org
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Field Names

Field names are available for programmers or for Browse/List/Export functions.
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General Profile

The General Profile enables you to enter the basic information for your health
department.
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Mail Log

The Mail log is used to register mail that is opened and then distributed to the proper
departments.
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Printer Setup

The print setup allows you to choose from what printer you would like to print. Select
the printer in the name dropdown and click “OK”.

Reindex/Pack Communicable Disease Data Files

This function is only needed should your data be corrupt due to a power failure. Please
contact CHC Software if you have any questions or concerns.

27



Void/Modify Receipt

You this utility to void a receipt or make a minor correction to the information linked to
the receipt. Enter your password.
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Choose the receipt book.
Enter the receipt number and click the find button.
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Field/Button Description

Previous Show previous record

Next Show next record

Void* Right click to void a receipt
Modify Click to modify a particular field
Close Close the window

30
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