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Chapter 1: Getting Started

Once the Receipts Control Module has been installed, it can be accessed by going to:
Management Services ->Receipts

Management Services  Environmental Health Community and Public Health Services  Vital Statistics Maintenance About  Exit

Daily Work Sheets
Emergency Preparedness

Employee Appointment Books
Inventory

Invoices

Log History

Payables

Personnel

™
‘ - |

Receipt Reports  Browse/List/Export  Count/Graph  Maintenance Return
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Integrating other Modules into Receipts Module

In Receipts go to:

Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables ->Data Base

L -
Receipt Reports  Browse/List/Export  Count/Graph | Maintenance Return
Add/Delet y Bookkeeper

Export/Import Receipts 4

Field Mames County Fund Me.

General Profile Health Department Fund Mo.
Mail Log

Printer Setup Account Mo,

Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Divisions
Political Subdivisions

Programs

Sub Programs

Receipt Books

Fees

Mail Log 4
Adhoc Fields »

To create a better understanding of this process, the Food Protection module will be used to demonstrate.

Check to see if your module [Food Protection for example] is added in “Data Base.”

Notice the field names. The “Code” is pre-determined by HDIS system and creates the connection between the receipts
program fee codes and the data base found in a HDIS module.
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Data Base
[_| Add/Delete/Modify Data Base Update (3
Code Descript A Close
BIR BIRTH CERTIFICATES o
CAM CAMPS
E.:; RESIDENT DAY c:gss E—
A |DEAFRGERIIEICATE

/..--PR'F-_ FSO/RFE e Brind
FSC FOOD SERVICE COMMERCIAL™
FSE FOOD ESTABLISHMENT \
FSM FOOD SERVICE MOBILE ]

\FST FOOD SERVICE TEMPORARY /"
ESV FOOD SERVICE VENDING="
MM tHethbebi
MAR MARINA
MHP MANUFACTURED HOME PARKS
MOS MOSQUITO CONTROL
OPB OPEN BURNING
PLB RESIDENTIAL PLUMBING
PLC PLUMBING CONTRACTORS
PLO COMMERCIAL PLUMBING
POL POOLSISPASISPECIAL USE POOLS
PWH PRIVATE WATER HAULER
PWS PRIVATE WATER SYSTEMS-SAMPLE
P PRIVATE WATER SYSTEMS-WELL
SDO SEWAGE DISPOSAL-O/M
SDP SEWAGE DISPOSAL-PERMIT
SDS SEWAGE DISPOSAL-SITE EVAL
SEC SEWAGE DISPOSAL-COMMERCIAL
SED SEWAGE DISPOSAL-DESIGNER
SEE SEWAGE DISPOSAL-EVALUATOR
SEH SEWAGE DISPOSAL-HAULERS
SEI SEWAGE DISPOSAL-INSTALLERS
SEU SEWAGE DISPOSAL-DEVELOPMENT
SEV SEWAGE DISPOSAL-SERVICE PROV. v

| < >
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Receipt Books

Go to Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables -> Receipt Books

ks
Receipt Reports  Browse/List/Export Count/Graph = Maintenance  Return

! elete/Mo Bookkeeper
Export/Import Receipts 4
Field Mames County Fund Mo,
General Profile Health Department Fund Mo.
Mail Leg
Printer Setup Account Mo.
Reindex/Pack Receipt Data Files Sub Account No.
Void/Modify Receipt

Divisions

Political Subdivisions

Programs

Sub Programs

Fees

Data Base
Mail Log *
Adhoc Fields »
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Add the Receipt Books for the modules you want to use in Receipts.

[_| Add/Delete/Modify Receipt Books =
Receipt Book Mext Receipt Mumber A Close
DAILY CLINIC RECEIPTS 423082 |
ENVIROMMENTAL 148898 Add
GEMERAL HEALTH DISTRICT 200001
INSURANCE COMPANIES 300084 Delete

Print
W
< >

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

Go to Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables -> Fees

=5 Receipts - Health District Information Systermn
Receipt Reports  Browse/List/Export  Count/Graph  Maintenance  Return

Add/Delete/Modify Tables Bookkeeper
Export/Import Receipts b
Field Names County Fund Mo.
General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo.
Reindex/Pack Receipt Data Files Sub Account Mo,
Yoid/Modify Receipt
Divisions

Paolitical Subdivizsions

Programs
Sub Programs

Receipt Books
Fees

Data Base

Mail Log v
Adhoc Fields v

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
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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

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
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Notice the field names. Code, Data Base, and Receipt Book connect the Receipt module to other modules.

|

Code Description Total Amount State Amt. Division Program Sub Program Health Department Fund Mo, A

N v v - v
AlB ADULT IMMUNIZATIONS - BUCKEYE ~ ~ ~ || 0037-2001-14 > Add
AICS ADULT IMMUNIZATIONS - CS ~ ~ ~ | 0037-2001-04 v —
All ADULT IMMUNIZATIONS - INSURANCE > ~ ~ | 0037-2001-06 .
AIM ADULT IMMUNIZATIONS - MEDICAID ~ ~ ~ || 0037-2001-03 ~ Print
AIMO ADULT IMMUNIZATIONS - MOLINA ~ ~ ~ | 0037-2001-11 ¥
AP ADULT IMMUNIZATIONS - PP ~ ~ ~ | 0037-2001-01 v Sortby Code
AIPA ADULT IMMUNIZATIONS - PA ~ ~ ~ || 0037-2001-15 ~ Sort by Alpha
AlU ADULT IMMUNIZATIONS - UHC ~ ~ ~ | 0037-2001-13 ¥
BCMH BCMH ~ ~ ~ | 0037-2005-3A v
BCMHD |BCMH DENTIST > ~ ~ | 0107-2008-3B .
BCMHR.  |BCMH RDH ~ ~ ~ | 0107-2008-3C @
C&DD C&DD FEES 0.00 0.00 ~ ~ ~ || 0035-3001-01 ¥
C&DD1  |C&DD GROUNDWATER FEE 0.00 0.00 ~ ~ ~ || 0035-3002-01 v
C&DDR | SOLID WASTE PUBLIC RECORD ~ ~ ~ | 0035-3001-01 N
CAB CA - BUCKEYE ~ ~ ~ | 0037-2011-14 ¥
CACS CA-CS ~ ~ ~ | 0037-2011-04 v
CAl CA - INSURANCE ~ ~ ~ | 0037-2011-06 i
CAM CA - MED ~ ~ ~ || 0037-2011-03 @
CAMO CA - MOLINA ~ ~ ~ | 0037-2011-11 v
CAP CA-PP > ~ ~ | 0037-2011-01 .
CAPA CA-PA ~ ~ ~ | 0037-2011-15 i
CAl CA - UHC ~ ~ ~ 1 0037-2011-13 ¥
ciB CHIMM - 18 BUCKEYE ~ ~ ~ 1 0037-2002-14 v
cics CHIMM - 18 CARESOURCE ~ ~ ~ | 0037-2002-04 > v

I‘ > Copy & Paste*

In the module you have (such as Food Protection for an example) any Fee you have listed you have to re-enter into the
Receipts module with exact same Code. That Code is what connects the two modules.

Once a fee has been added to the table, you can begin entering additional fees for the receipt if needed.
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When adding in a Fee in the Receipts module, make sure you pick the correct Receipt Book and Data Base.

£ 1 Add/Delete/Modify Reccipt Fee Table (23]
IAccount No. SubAccount No.  Data Base Fee Code  Receipt Book Eff Date HD Regulation CPTCode  ICD Code A —
2003-14 v ~ v INSURANCE COMPA~ |/ /
3020-01 v ~||FRF |~|[C1L ENVIRONMENTAL |~ ||/ / Add
W 3020-02 v ~||FRF |~|[C18 ENVIRONMENTAL |~ |/ /
DA R p Delete
3020-03 v v||FRF |~ |C2L
s ENVIRONMENTAL orint
302004 b VI|FRF v GENERAL HEALTH DISTRICT I
3020-05 v v|[FRF |~ |C3L INSURANCE COMPANIES
— Sort by Code
3020-06 v v|[FRF [v]|C38 ENVIRONMENTAL |~ [/ /
3020-07 v ~|[FRF |~ |C4L ENVIRONMENTAL |~ ||/ / Sort by Alpha
3020-08 v ~||FRF |~|[C45 ENVIRONMENTAL |~ ||/ /
3020-4742 v ~ v ENVIRONMENTAL |~ ||/ /
2003-06 v ~ v INSURANCE COMPA~ |/ /
2003-03 v v v INSURANCE COMPA~ |/ /
2003-04 v v v INSURANCE COMPA~ |/ /
2003-11 v v v INSURANCE COMPA~ [/ /
3020-12 v ~||FRF |~ ENVIRONMENTAL |~ ||/ /
3020-13 v v |[FRF |~ ||FOT ENVIRONMENTAL |~ ||/ /

10
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Adding a Receipt

Click on the “Receipt” tab to add a receipt.

4 Receipts ER
Date Received by
12/06/2017 Print Close
Fee Code Fee Description Quantity Amount Check #/Cash
AIB ~| [ADULT IMMUNIZATIONS - BUCKEYE 0.00 * 1 0.00

Per. #/Lic#/1D# Company Name or Client - Last Name First Address/Comment

Add Fee Delete Fee
Code Description Quan. Amount  Chechd# Mame Address/Comment PergiLick/|D# Received of ~
v
I« >
Totals 0 0.00 Receipt # 300084

At the top fill in the Date, Received by, Fee Code, Fee Description, Quantity, Amount, Check #/Cash, Per. #/ Lic. #/ ID #,
Company Name or Client — Last Name First, and Address/Comment.

After filling in everything, click on “Add Fee.” This will add the Fee to the records.

You can see Totals at the bottom to show the Total number of receipts you added and the amount. Also, the Receipt
number is displayed at the bottom right.

Once finished you can either click “Print” or “Close.”

11
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Chapter 2: Reports

Reports

L Receipts - Health District Information System
Receipt Reports  Browse/List/Export  Count/Graph  Maintenance  Return
by Account Mo, (detail)
by Account Mo. (summary)
by County Fund Ma. (detail)
by County Fund Mo. (summary)
by County Fund Me. by Health Dept. Fund (summary)
by Division (sumrnary)
by Fee Code (detail)
by Fee Code (summary)
by Health Dept. Fund (detail)
by Health Dept. Fund (summary)
by Health Dept. Fund (¥TD summary)
by Permit # / License® / ID # (Summary)
by Program (detail)
by Program (summary)
by Receipt Book (detail)
by Receipt Book (summary)
by Receipts (detail)
by Receipts (summary)
by Sub. Account Mo, (detail)
by Sub Account Mo. (summary)
by Sub Program (detail)
by Sub Program (summary)

|

Receipts Pay In Report
Credit Card (detail)
Credit Card (sumrmary]

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

12
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Qutput to:

(®) Preview

) Printer

From date
T OK
Close
To date :
Iy Filters

For each report that you run the menu above will appear. Enter in the “From date” and “To date” to create a range of
receipts for your report. You can apply “Filters” on the report by clicking the “Filters” button. Select the appropriate
“Output to:” option; such as “Preview” or “Print.” When finished click “OK.”

Report

By Account No. (detail)

By Account No. (summary)
By County Fund No. (detail)
By County Fund No. (summary)

By County Fund No. by Health

Dept. Fund (summary)

By Division (summary)

By Fee Code (detail)

By Fee Code (summary)

By Health Dept. Fund (detail)

By Health Dept. Fund (summary)

Description

Prints a list of all receipts grouped by the account numbers

Prints a summary of the totals for all account numbers
Prints a list of all receipts grouped by the county fund numbers
Prints a summary of the totals for all county fund numbers

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

fund numbers

Prints a summary of the totals for all divisions

Prints a list of all receipts grouped by the fee code

Prints a summary of the totals for all fee codes

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

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

13
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By Health Dept. Fund (YTD

Summary)

By Program (detail)

By Program (summary)

By Receipt Book (detail)

By Receipt Book (summary)
By Receipts (detail)

By Receipts (summary)

By Sub. Account No. (detail)
By Sub. Account No. (summary)
By Sub Program (detail)

By Sub Program (summary)
Receipts Pay In Report

By Account No. (detail)

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

Prints a list of all receipts grouped by the program

Prints a summary of the totals for all programs

Prints a list of all receipts grouped by receipt books

Prints a summary of the totals for all receipt books

Prints a list of all receipts by receipt #

Prints a summary list of all receipts

Prints a list of all receipts grouped by sub account number
Prints a summary of the totals for all sub account numbers
Prints a list of all receipts grouped by the sub program
Prints a summary of the totals for all sub programs

Prints a Pay In report

Prints a list of all receipts grouped by the account numbers

14
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Chapter 3: Maintenance — Add/Delete/Modify Tables

Maintenance

The maintenance menu contains setup tools that drive the Receipt module.

i -
Receipt Reports  Browse/List/Export  Count/Graph = Maintenance  Return

Add/Delete/Modify Tables Bookkeeper
Export/Import Receipts »
Field Names County Fund Mo.
General Profile Health Department Fund No.
Mail Log
Printer Setup Account Mo,
Reindex/Pack Receipt Data Files Sub Account Mo,
Veoid/Modify Receipt
Divisions

Political Subdivisions

Programs

Sub Programs

Receipt Books

Fees

Data Base

Mail Log 4
Adhoc Fields 3

This section is important because it helps integrate other modules into working with the Receipt module.

Chapter 1 Getting Started explains how to integrate another module — While this Chapter explains more in
depth the other features.

Receipt Books, Fees, and Data Base are discussed in Chapter 1

Modifying this section early will make entering receipts easier and connect the other modules you are using.

15
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Bookkeeper

Navigate to Maintenance -> Add/Delete/Modify Tables -> Bookkeeper

Receipt Reports Browse/List/Export Count/Graph = Maintenance Return

Bookkeeper

Export/Import Receipts

Field Mames County Fund No.

General Profile Health Department Fund Mo.
Mail Log

Printer Setup Account Mo.

Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Divisions
Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log »
Adhoc Fields 3

After clicking on “Bookkeeper” a window should pop up to enter a password. Enter the password.

Password

Cancel

16
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After entering the correct password another window should pop up.

| Rec O &
| Date Receipt# Name Comment I
| 01172017 148888 : MONKEY BOMNES TATTOO, LLC 3361 DAYTOM XENIA ROAD
01/17/2017 148889 VOID
01172017 148890 SWIFTY'S SWEETS & TREATS 86 W. WASHINGTOMN STREET
01172017 1458891 | KEN SHELTON 425 DARST RD
01/18/2017 148892 | KEN SHELTON 3305 INDIAN RIPPLE RD
12/01/2017 148893 ANDRE JOSEPH TEST KAYLE
12/01/2017 148894 : ALL ABOUT CHOCOLATE GRASSHOPPE 226 SOUTH NORTH STREET
12/01/2017 148895 | KAYKAY TEST TEST 123 KAYTEST ROAD
12/01/2017 148896 GABBY TREATS 12 GABBY WAY
_| [12/01/2017 148897 | GABBY TREATS 12 GABBY WAY
L 148898 | SHOPPER'S QUICKMART # 47 47 UPPER LOWER BLVD
L
I« >

This area shows all recorded receipts that have been entered.

If you are unsure if a receipt was properly entered you can go to Bookkeeper to double check.

17
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County Fund #

Navigate to Maintenance -> Add/Delete/Modify Tables -> County Fund No.

-
Receipt Reports Browse/List/Export Count/Graph Maintenance Return
te/Modify Tables Bookkeeper
Export/lmport Receipts
Field Names
General Profile Health Department Fund Ma.
Mail Log
Printer Setup Account Mo,
Reindex/Pack Receipt Data Files Sub Account No.
Void/Modify Receipt

County Fund Mo.

Divisions
Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log 4
Adhoc Fields 3

18
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Click “Add” to enter the County Fund # you would like to add.

£_| Add/Delete/Medify (3]
County Fund # Description ~ Close
0035 SOLID WASTE Add
0036 PRIVATE WATER SUPPLY
0037 FLU/OST/AIBCMH/CI/CD Delete
0037 CA/PRE-NATAL GRANT
0039 ENVIRONMENTAL Print
0061 SWIMMING POOL/BEACHES
0067 FOOD OPERATION
0069 RV. PARK CAMPS
0107 DENTAL
7503 REPRODUCTIVE HEALTH & WELLNESS
7507 IMMUNIZATIONS ACTION GRANT
7508 B
7510 SEWAGE PROGRAM
7512 PLUMBING

L
< >

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

19
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Health Department Fund No.

Navigate to Maintenance -> Add/Delete/Modify Tables -> Health Department Fund No.

s
Receipt Reports  Browse/List/Export  Count/Graph = Maintenance  Return

Add/Delete/Modify Tables Bookkeeper
Export/Import Receipts »
Field Mames County Fund No.

General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo.

Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Divisions
Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log r
Adhoc Fields 3

20
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[_| Add/Delete/Modify (=]
Health Dept. Fund No.  Description County Fund Mo. ~ Close
0035-3001-01 C&DD FEES 0035 v IS
0035-3001-02 SOLID/INFECTIOUS WASTE LICENSE 0035 ~ Delete
0035-3002-01 GROUMDWATER MOMNITORING C&DD 0035 ~
0035-301-4742 SOLID WASTE - PUBLIC RECORDS 0035 hd i
0036-3003-01 WATER - NEW PERMIT RESIDENTIAL 0036 v Sort by H.D.Fund No.
0036-3003-02 WATER - NEW PERMIT COMMERCIAL 0036 ~
0036-3003-03 VWATER - ALTERATION PERMIT 0036 v SEILBESEIRT
0036-3003-05 WATER - ODNR NEW PERMIT 0036 v Sort by County Fund No.
0036-3003-07 WATER - SEALING PERMIT 0036 ~
0036-3003-10 WATER - SAMPLE 0036 ~
0036-3003-17 WATER - HAULING VEHICLE 0036 e
0036-3003-18 WELL VARIANCE 0036 ~
0036-3003-19 WATER SYSTEM CONTRACTOR FEE 0036 ~
0036-3003-22 WATER - CERTIFICATION 0036 v
0036-30034742 WATER - PUBLIC RECORDS 0036 v
0037-2001-01 IMMUNIZATIONS ADULT - PP 0037 v
0037-2001-03 IMMUNIZAITOMNS ADULT - MED 0037 ~
0037-2001-04 IMMUNIZATIONS ADULT - CS 0037 ~
0037-2001-06 IMMUNIZATIONS ADULT - INS 0037 e
0037-2001-11 IMMUNIZATIONS ADULT - MOL 0037 ~
0037-2001-13 IMMUNIZATIONS ADULT - UHC 0037 ~
0037-2001-14 IMMUNIZAITONS ADULT - BUCKEYE 0037 v
0037-2001-15 IMMUNIZATIONS ADULT - PA 0037 v
0037-2002-01 CHILOHOOD IMM - 18-PP 0037 vilv
£ >

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

21
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Account No.

Navigate to Maintenance -> Add/Delete/Modify Tables -> Account No.

=ta
Receipt Reports  Browse/List/Export Count/Graph = Maintenance  Return
Add/ /Modify Bookkeeper
Export/Import Receipts
Field Mames County Fund Mo.
General Profile Health Department Fund Mo.

Mail Log

Printer Setup
Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Accoun

Divisions

Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log r
Adhoc Fields 3

22
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C | Add/Delete/Modify

Account Mo. Description "
M

2001-01 IMMUNIZATIONS ADULT - PP Add

2001-03 IMMUNIZATIONS ADULT - MEDICAID

2001-04 IMMUNIZATIONS ADULT - CS Delste

2001-06 IMMUNIZATIONS ADULT - INS

2001-11 IMMUNIZATIONS ADULT - MOLINA Print

2001-13 IMMUNIZATIONS ADULT - UHC

2001-14 IMMUNIZATIONS ADULT - BUCKEYE

2001-15 IMMUNIZATIONS ADULT - PA

2002-01 CH IMM -18 PP

2002-03 CH IMM -18 MED

2002-04 CH IMM -18 CS

2002-06 CH IMM -18 INS

2002-11 CH IMM -18 MOL

2002-13 CH IMM -18 UHC

2002-14 CH IMM -18 BUCKEYE

2002-15 CH IMM -18 PA

2003-01 FLU - PP

2003-03 FLU - MEDICAID

2003-04 FLU-CS

2003-06 FLU - INS

2003-11 FLU - MOL

2003-13 FLU - UHC

2003-14 FLU - BUCKEYE

2003-15 FLU - PA

2003-22 FLU - MEDICARE

2004-01 OVERSEAS TRAVEL IMMUNIZATION - PP

2004-03 OVERSEAS TRAVEL IMMUNIZATION - MED

2004-04 OVERSEAS TRAVEL IMMUNIZATION - CS

2004-06 OVERSEAS TRAVEL IMMUNIZATION - INS

2004-11 OVERSEAS TRAVEL IMMUNIZATION - MOL "

- S

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
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Sub Account No.

Navigate to Maintenance -> Add/Delete/Modify Tables -> Sub Account No.

=l
Receipt Reports Browse/List/Export  Count/Graph = Maintenance Return

Add/ e/Modify Tables Bookkeeper
Export/Import Receipts »
Field Mames County Fund Mo.
General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo,
Reindex/Pack Receipt Data Files Sub Accoun
Woid/Modify Receipt

Divisions
Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log 4
Adhoc Fields 3
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£ | Add/Delete/Modify Chart of Accounts Major/Sub Line

Sub Account Mo, Description Account No. f
’ - Add
Delete
Print
I < n
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

Navigate to Maintenance -> Add/Delete/Modify Tables -> Divisions

ke
Receipt Reports  Browse/List/Export  Count/Graph = Maintenance

Return

Jelete/Modify Tables ] Bookkeeper
Export/Import Receipts r
Field Marnes County Fund MNo.
General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo,
Reindex/Pack Receipt Data Files Sub Account No.
Void/Medify Receipt

Political Subdivisions

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log 2
Adhoc Fields »

26




l'lnls Receipts

Health Department Information System
Helping You...Help Others User Manual

| C | Add/Delete/Maodify Divisions @
Code Descript ~ Close
b Add
Delete
Print
[< B
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

Navigate to Maintenance -> Add/Delete/Modify Tables -> Political Subdivisions

ks
Receipt Reports  Browse/List/Export  Count/Graph | Maintenance  Return

Add/Delete/Modify Tables Bookkeeper

Export/Import Receipts 4

Field Mames County Fund Mo.

General Profile Health Department Fund No.
Mail Log

Printer Setup Account No.

Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Programs
Sub Programs

Receipt Books

Fees

Data Base

Mail Log »
Adhoc Fields 4
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r C | Add/Delete/Modify Political Subdivisions @
Code Descript ~ Clase
Add
Delete
Print
I< °n
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
Navigate to Maintenance -> Add/Delete/Modify Tables -> Programs
ke

Receipt Reports Browse/List/Export Count/Graph  Maintenance Return

Medify Tables Bookkeeper
Export/Import Receipts 4
Field Marnes County Fund Mo.
General Profile Health Department Fund Mao.
Mail Log
Printer Setup Account Mo.
Reindex/Pack Receipt Data Files Sub Account MNo.
Void/Modify Receipt

Divisions

Political Subdivisions

Sub Programs

Receipt Books

Fees

Data Base

Mail Log [
Adhoc Fields [
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£ | Add/Delete/Modify Programs

Close

Code Descript

Add

Delete

Print

<

Field/Button

Description

Code

Enter the code

Descript

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

31




“Dls Receipts

Health Department Information System
Helping You...Help Others User Manual

Sub Programs

Navigate to Maintenance -> Add/Delete/Modify Tables -> Sub Programs

e
Receipt Reports Browse/List/Export Count/Graph = Maintenance Return

[Medify Tables Bookkeeper

Export/Import Receipts »

Field Mames County Fund Mo.

General Profile Health Department Fund Mo.
Mail Log

Printer Setup Account No.

Reindex/Pack Receipt Data Files Sub Account Mo.
Void/Modify Receipt

Divisions
Political Subdivisions

Programs

Receipt Books

Fees

Data Base

Mail Log »
Adhoc Fields 4
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[ | Add/Delete/Modify Sub Programs

Sub Program No__ Description Program No_ A
l - Add
Delete
Print
l< n
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
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Mail Log — Divisions

Navigate to Maintenance -> Add/Delete/Modify Tables -> Mail Log -> Divisions

hrd -
Browse/List/Export  Count/Graph = Maintenance Return
Add/Delete/M ' Bookkeeper
Export/Import Receipts
Field Narnes County Fund Na.

General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo,
Reindex/Pack Receipt Data Files Sub Account No.

Void/Modify Receipt

Receipt Reports

Divisions

Political Subdivisions

Programs

Sub Programs

Receipt Books
Fees
Data Base
s

Adhoc Fields Employees
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C | Add/Delete/Modify Divisions

Close

Code Descript

Add

Delete

Print

I«

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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Mail Log — Employees

Navigate to Maintenance -> Add/Delete/Modify Tables -> Mail Log -> Employees

ks -

Browse/List/Export  Count/Graph = Maintenance Return

Receipt Reports

0 Bookkeeper
Export/lmport Receipts
Field Mames County Fund Mo,
General Profile Health Department Fund Mo.
Mail Log
Printer Setup Account Mo.
Reindex/Pack Receipt Data Files Sub Account No.
Veid/Modify Receipt

Divisions

Political Subdivisions

Programs

Sub Programs

Receipt Books
Fees
Data Base

Adhoc Fields

36




l'lnls Receipts

Health Department Information System
Helping You...Help Others User Manual

[ | Add/Delete/Modify Employee Table =3

Code MName ~

L

AMB ANGELA BERRY Add

ADT APRYL TAYLOR

BSB BAILEY BRITTON Delete

MBL BETH LACKEY

MEV BETH VAWTER Print

BLL BRAMDOMN LOWRY

BPRJ BRETT JOMNES

cJD CARLADEBROSSE

DAL DEBBIE LEOPOLD

DDs DOMALD SHONTZ

HIMW HAMMAH M. WINDLE

JRS J. RICHARD SCHAIRBAUM

JAG JACQUELINE A. GRUZA

JGG JANICE GRAY

JRR JARED RECMOMD

Js JEMMNY SAGERS

JRD JOMN DEAK

KW KRISTY WILLIAMS

MRI MARK ISAACSON

A MARK MCDOMMELL

MCF MATTHEW FUMNK

MRS MINDY SAUNDERS

MR MNAMCY VOGE

MJ MNATALIE JOMNES

PAM PAT MCGILLY

SEJ SARAH JENSEN

SDA SHADRICK ADAMS

= SHALUMA VAN WINKLE

TAM TERESA MYERS

TAC TOMI A CARMICHAEL

TAA TOMIALIG

L
I< >

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
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Export/Import Receipts

Navigate to Maintenance -> Export/Import Receipts

The Export/Import function enables you to take your receipts data out of the office on your laptop.

[
LE Receipts - Health District Information System
Receipt Reports Browse/List/Export  Count/Graph = Maintenance Return

Add/Delete/Modify Tables
Export/Import Receipts Export Receipts

Field Mames Import Receipts
General Profile

Mail Log

Printer Setup

Reindex/Pack Receipt Data Files

VYoid/Medify Receipt

LI Export Receipts E

This routine will export data from the receipt file.
The file is in the directory C:\HDIS\EXPORT

From date To date

[12/08/2017 120612017

Export Data Close

C_I Impaort Receipts @

This routine will import data into the receipt file.
The file is in the directory \HDIS\IMPORT

Data drive & directory
C:HDISUMPORT | Browse

Impart Data Close
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Field Names

Navigate to Maintenance -> Field Names

st Receipts - Health District Information System
Receipt Reports  Browse/List/Export  Count/Graph = Maintenance Return

Add/Delete/Modify Tables 4
Export/lmport Receipts r
General Profile
Mail Log
Printer Setup
Reindex/Pack Receipt Data Files
Yoid/Medify Receipt

Field names are available for programmers or for Browse/List/Export functions.
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Receipts
User Manual

C | Data Base Field Marnes for Receipts @
Field Mame Data Base Field Name ~ Close
DIVISION REC.FEES_DIV
EFFECTIVE DATE REC.FEES_EFF Print
FEE CODE REC.FEES_CODE
FEE DESCRIPTION REC.FEES_DESC
FUND CODE REC.FUND_CODE
FUMND DESCRIPTION REC.FUND_DESC
FUMND NUMBER REC.FUND_MNO
HD REGULATION REC.FEES_REG
ICD9 CODE REC.ICD2
LICENSE# REC.LICENSE

MAJOR LINE CODE

REC.CHART _MAJ

MAJORISUB LIME DESC

REC.CHART_DESC

MODULE REC.MODLULE
MODULE FEE CODE REC.FEECC
MAME REC.MAME
POLITICAL SUB CODE REC.PS
POLITICAL SUB NAME REC.PS_CITY
PROGRAM REC.FEES_PRGM
QUANTITY REC.QUANTITY
RECEIPT BOOK REC RCPT_BOOK
RECEIPT# REC.MO
RECEIVED BY REC.RCVD_BY
RECEIVED OF REC.RCVD_OF

STATE AMOUNT

REC.FEES_STATE

SUB LINE CODE

REC.CHART_SUB

SUB PROGRAM

REC.FEES_SP

VETERAM

REC.FEES_VET
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General Profile

Navigate to Maintenance -> General Profile

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

ata Receipts - Health District Information System

Receipt

5‘. General Profile

Demaographics

Reports

General Management

Browse/List/Export  Count/Graph | Maintenance

Return
Add/Delete/Modify Tables 3
Export/Import Receipts 2

Field Mames

Mail Leg

Printer Setup

Reindex/Pack Receipt Data Files
VYoid/Medify Receipt

Environmental Community & Public Health Services Vital

% Health Depariment | BGI HD

% City  Middieburg Heights

Division |

% State

* Address1 |7550 Lucerne Drive

* Zip | 44130

Address2 |

« Count

% Phone #s | 1-440-891-0100

| % FAX# | 1-440-891-0458

Commissioner | Doc Darrell

Client/Server Location | MAHDIS\DATA

Email | ADFASD

Make Checks Payable to: | ADSF

ViewArchives []2017 [J2016
2007 [2006

2015
[J2005

O2014 2013 2012 Q2011 Oz2010 2009 []z2008
[J2o04 [J2003 [J2002  [J2001 [J2000 []1999 []1998
+%- Required Fields Cancel | | Close
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Mail Log

Navigate to Maintenance -> Mail Log

L Receipts - Health District Information System

Receipt Reports Browse/List/Export  Count/Graph = Maintenance Return
Add/Delete/Modify Tables 3
Export/lmport Receipts k

Field Mames

General Profile

Printer Setup

Reindex/Pack Receipt Data Files
Yoid/Medify Receipt

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

Can use if you have a desktop email client.

[& Inventory -
Find I Mail Log
j * Date Received " Name " Check# ‘\
Enter Information and press enter.
I Add Close
Date Received [Name Amount Check # =
» 02/13/2007
02/13/2007
02/13/2007
02/13/2007 DD 4.00(DD
02/13/2007 (@1 3.00|CC
02/13/2007 BB 2.00|B
02/13/2007 AA 1.00|AA
02/13/2007 & 300|C
02/13/2007 B 200|B Il
02/13/2007 A 10000(A
02/13/2007 D 50.00(D =
L | o
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Print Setup

Navigate to Maintenance -> Printer Setup

st Receipts - Health District Information Systern
Receipt Reports Browse/List/Export  Count/Graph  Maintenance  Return

Add/Delete/Modify Tables ’
Export/lmport Receipts r

Field Mames
General Profile
Mail Log

Printer Setup

Reindex/Pack Receipt Data Files

Void/Meodify Receipt
Page Setup >
Paper
Size: | Letter w |
Source: | Printer auto select - |
Crientation Margins (inches)
(®) Porirait Left: 1 Right: |1
() Landscape Top: 1 Eottor: |1
[ ok | cancel

The print setup allows you to choose from which printer you want to print. Pick the printer in the name dropdown and
click “OK”.
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Reindex/Pack Receipt Data Files

Navigate to Maintenance -> Reindex/Pack Receipt Data Files

Lt Receipts - Health District Information System
Receipt Reports  Browse/List/Export  Count/Graph  Maintenance  Return

Add/Delete/Modify Tables »
Export/lmport Receipts L

Field Mames

General Profile

Mail Log

Printer Setup

Reindex/Pack Receipt Data Files
Void/Medify Receipt

B Maintenace - Reindex/Pack Receipt Data Files | =2

This procedure will rebuild indexes |
If you have the Network Version,
please have all users exit HDIS!

Continue | Close

This function is only needed should your data be corrupted due to a power failure. Please contact BGI if you have any
questions or concerns.
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Void/Modify Receipt

Navigate to Maintenance -> Void/Modify Receipt

XL Receipts - Health District Information System
Receipt Reports  Browse/List/Export  Count/Graph = Maintenance  Return

Add/Delete/Modify Tables 3
Export/lmport Receipts k

Field Mames
General Profile
Mail Log
Printer Setup
Reindex/Pack Receipt Data Files
Void/Medify Receipt

You use this utility to void a receipt or make a minor correction to the information linked to the receipt. Enter your
password.

Choose the receipt book.
Enter the receipt number and click the find button.

If there are multiple charges you will need to void each charge independently [Even if there is only 1 receipt].

2 Void/Medify Receipts @
Date: Receipt Book Receipt#

12082017 9 | |

A8 Enter your password @

Password

Previous [ et WVoid* Modify
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= Yoid/Modify Receipts X
Date: Receipt Book Receipt #
[04/102002  |[FOOD SERVICE - | 32866 ([ Fnd ||
Fee Code Fee Descrniption Quantity Amount Check #/Cash
[01084 ICOMM RISK Ill- SMALL LICENSE | 1 | 23900 |1250
Per. #/Lic#/ID# Name Address/iComment
l534 IJLC PROPERTIES DBA THE PATIO |3286 NORTH RIDGE ROAD
Received by Health Department Fund # Heaith Department Fund # Description
IBF |o 10-73-210 |LICENSES - FOOD SERVICE/NEND
Account # Code Sub Account# Code Sub Account # Description
|0009 |000901 |LICENSE FOOD SERVICE/ALOCAL
Previous Next Void* Modify Close
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
Previous Show previous record
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Chapter 4: Browse/List/Export

Inside the Receipts module navigate to the “Browse/List/Export.”

This section allows the exportation of data, also allowing the user to use Filters.

** Receipts - Browse/List/Export @
QOutput to: OK
@ Screen
() Printer Close
(") DBF file
Filters
(") SDF file
() Delimited file Font
C\HDIS\EXPORT\RECEIPTS Browse

Output data:

(@) All Fields
() Selected fields only

Sort by: {3 Max)

~ ADHOC report 1 A~
ADHOC report 2

< ADHOC report 3
Amount
CPT code

> Certified
Check #
Comment
Date
Divizion
Effective date
Fee code
Fee description
Fund code
Fund description
Fund number
HD regulation

[ Y M
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Sort by

Sorting by Field Names (3 Max) is an option. Click on the Field Name you want to sort by and press the “<” symbol to
move the Field Name to the empty box. If you want to remove a Field Name, click the Field Name and press the “>”
symbol.

Sort by: (3 Max)

L] ADHOC report 1 ~
ADHOC report 2

< ADHOC report 3
Amount
CPT code

> Certified
Check #
Comment
Date
Division
Effective date
Fee code
Fee description
Fund code
Fund description
Fund number
HD regulation

[ T S
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Filters

From the “Browse/List/Export,” click on the “Filters” button. This section allows you to set filters based on the “Output
Field.”

]

. E3 |
Output Field Data Data ~

v
|

| ClearFiter | OpenFilter | SaveFiter [ Close |

<

** Note ** If you are attempting to create a filter to search for only blank data use: “(Blank).”

“(Blank)” is appropriate when you are searching for an unspecified name, date, or Boolean (True/False —
Yes/No).

** Note ** If you want to search for a string with some spacing after the characters use: “AB(B)”.
Example for characters with a space:
Desired Search Result: “Monkey Inc.”

Appropriate Search: “Monkey(B)”
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Chapter 5: Count/Graph

Inside the Receipts module navigate to the “Count/Graph.”

This section allows you to create a Count, Pie graph, or bar graph of the data. There is a Report Title, Legend Title, List

of Field Names, and Footer.

Under the “Output:” there is an option to show the top ten or all results.

There is a “Filters” button which is identical to the “Filters” in the “Browse/List/Export.” section. [See Page 25 for a

recap on “Filters”]

There is a “Sort by” section where you can organize your results from High to low, Low to high, and by data.

[

‘21 Receipts - Count/Graph

Report Title
|ADHOC report 1

Legend Title

ADHOC report 1
ADHOC report 2
ADHOC report 3
Amount

CPT code
Certified
Check #
Comment

Date

Division
Effective date
Fee code

Fee description
Fund code

Fund description
Fund number
HD regulation
ICD3 code
License#

Major line code
Major’Sub line desc
Module

Module fee code
Mame

Mnlitimal caib e

Footer

Output to:
(® Screen
() DBF file

Output:
Jtop ten

Type

(® count

(") pie graph
(") bar graph

Level 1 Group

Lewvel 2 Group

50

Filters Close

() Print

() SDF file () Delimited file

®all

() Totals
(") pie graph (full page)
(") bar graph (full page)

ADHOC report 1
ADHOC report 2
ADHOC report 3
Amount

ADHOC report 1
ADHOC report 2
ADHOC report 3
Amount

=

Clear

Clear
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Count

Here is an example of what the “Count” type would look like.
There are percentages and Totals on the side and bottom of the page.

If you choose to add filters, those will also be shown at the bottom of the page.

2 Report Designer - count.frx - Page 1

Amount - Count/Percentage S TR [ < |
- B » M [0z V] B | &

Number Percent Amount

8446 11 % |20

5624 7% |50

4304 6% | 100

3953 504 | 40

3612 5% | 200

2873 49 |25

2512 39 |30

1824 2 % | 6O

1632 2% [ 150

1627 29 [10

1467 2 9% [499

1412 29

1356 20| 37

1231 2% |65

1032 19 |15

1019 19 |35

999 1% [ 579
1% |0

o -] ®

Click on the door icon next to the percent to return to the menu:

Print Preview H

@ | > 1 [ ] | &
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Pie graph

Here is an example of what the “Pie Graph” type would look like.

Depending on the data chosen, the percentages are altered to reflect it.

There is a legend displaying the data chosen and the color representation.

Amount

Print Preview B

lm | [ ¥ &

[ ] w

Click on the door icon next to the percent to return to the menu:

Print Preview x|

4w ] &
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Bar Graph

Here is an example of what the “Bar Graph” type would look like.

Depending on the data chosen, there will be a specific color to represent the data’s bar.

Amount

45000 T'
40000 W Print Preview a
35000 O o 8
30000 040
25000 W 200
20000 m25
15000 =30
10000 060

5000 A m 150

0 B OTHER

e -] ®

Click on the door icon next to the percent to return to the menu:

Print Preview H

@ | > 1 [ ] | &

53




