Instructions for Completion of the FY 2013 MHA-FIS-040-A Actual Expenditure Report

As of July 1, 2013, the Departments of Mental Health and Alcohol & Drug Addiction Services were consolidated into the Department of Mental Health and Addiction Services (MHA). The SFY 2013 FIS-040-Actual expenditure reports maintain a separate reporting structure, format, and instructions. The following instructions pertain to the Department of Alcohol & Drug Addiction Services for SFY 2013. 

The Department’s Board-Level Reporting (BLR) program is online and available to input SFY 2013 data.  The deadline for submission of these reports is January 31, 2014.  

Report Submission

1. For the SFY 2013 reporting period, Board-Level data must be submitted via the Department’s web-based application at https://prod.ada.ohio.gov.  The SFY 2013 BLR   include the following reports: Expenditure Summary Report, Federal Funds Summary Report, State Funds Summary Report and Substance Abuse Entity Inventory & Contract Listing. 

2. See attachments for the BLR login process and instructions.

3. The BLR navigation has moved into a menu bar along a strip across the top of the screen.  Hovering over the ‘Expenditure Reporting’ menu item will display a sub-menu that lists each of the five report types (State Board Allocations, State Grants, Federal Board Allocations, Federal Grants, and Local Sources).  Select each report type in order to complete the selected report for your agency.

4. Your yearly report will be associated with one of four statuses:

a. Draft- Indicates a draft has been started for data in the selected fiscal year.  The data will remain editable until submitted to OhioMHAS for processing.

i. A draft is created when you first start to fill out your data for the current year.

b. Submitted- The data has been submitted to OhioMHAS and has been locked to prevent further edits by the board. This action can only be changed by OhioMHAS to initiate a revision.

c. In Revision- The data has been returned to the board for revision and is currently unlocked and editable by the board.

i. If OhioMHAS requires you to make a revision to your data, it will be unlocked and you will be sent a notification that your data has been unlocked and changed to a status of “In Revision”.  You can then login and make the necessary modifications and then return to the workflow status page to lock your data again.  The button will then say “Submit Revisions”.

d. Revised- The data has been revised by the board and sent back to OhioMHAS for review.

5. When you are finished filling in all five report categories and the Substance Abuse Entity Inventory, click on the “Workflow Status” menu item in the main menu.  A screen will display that shows available actions that you can take on the report.  Since the report starts in draft, you will see a button that says “Submit for Review”.  Clicking this button will lock your data, change the status to “Submitted” and send an email notification to OhioMHAS.  You may optionally leave a comment for the reviewer.  A workflow history is also displayed at the bottom of the workflow status page indicating the dates of the status changes along with any notes that were left by you for the OhioMHAS reviewer at the time.

Please contact Mei King, at 614-728-6171 or mei.king@mha.ohio.gov with any questions.
Board-Level Reporting

Authentication Procedure
Last Updated 1/8/14
1. Open Internet Explorer or Mozilla Firefox. 
2. Go to https://prod.ada.ohio.gov
3. You will be prompted for a username and password.  The page will look like Figure 1.  This will be the same username and password that you use if you currently have access to CPE, Online Grant Application, PIPAR or the State of Ohio Behavioral Health Directory.  If you do not yet have a username and password, proceed to step 4.  If you have lost your password, proceed to step 5.  Input your username and password and press the “Login” button.
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Figure 1 – Login Page
4. Instructions for new users:

a. From the login page (Figure 1, above) click if you currently do not have an account but would like to create one.
b. Open the document at the top of the page: Registrar Documentation: How to create a new account.  Follow the steps listed in that document.  Contact the OhioMHAS Help Desk if you have any questions.
5. Instructions for users who have forgotten their password

a. Click the link on the registration form (Figure 1, above) that says “Forgot your Password”

b. Enter your email address and press the “go” button. The email address must be the one you originally registered with on the website.
c. Select the secret question that you originally indicated when you registered.

d. Type the answer to that question in the box provided and press the button marked “Email Password”

e. A new password will be generated and sent to the email address you indicated in step 5b, above.

f. Proceed with step 1 above, entering the newly generated password.  You will be prompted to change your password once you have logged in.


BOARD-LEVEL REPORT

Expenditure Summary Report Instructions 
I.
PURPOSE OF THE FORM
This Board-Level Report provides a mechanism to report a summary of Boards expenditures for a State Fiscal Year (SFY). Data for each funding source, by contracted service type or Board administrative activity, are captured on this report.   

II.
HOW TO COMPLETE THE FORM
 
Fund Sources for Board Services (Column Headers on the Expenditure Summary Report):

Boards should confirm fund sources by referring to Department Notice of Awards and annual Board Allocations.
Board Levy: Indicate Board expenditures and revenue from Board levy funds, including Administration and Board Services to Agencies. This information allows the Department to report services funded accurately and comprehensively.  Additionally, the information provides a complete picture of services in a Board area.


Other: Identify and record any other Board expenditures/revenues not otherwise noted that flow from the Board to a contract agency.


Federal Funds Total: This field will automatically populate based on the information entered on the Federal Funds Summary Report.


State Funds Total: This field will automatically populate based on the information entered on the State Funds Summary Report.

BOARD-LEVEL REPORT

Federal Funds Summary Instructions
I.
PURPOSE OF THE FORM
A substantial part of the Department’s community subsidy funding is supported by funding from several federal agencies. To remain in compliance with these federal grants, the Department is required to submit annual plans and utilization reports. The federal funding provided is designated as Board Allocations and Grant-Funded programs. 

II.
HOW TO COMPLETE THE FORM
Fund Sources for Board Services (Column Headers on the Federal Funds Summary Report):

Boards should confirm fund sources by referring to Department Notice of Awards and annual Board Allocations.


OTHER ALLOCATIONS AND OTHER GRANTS

Boards should put fund sources in this category only if the fund source used is not on the report.

BOARD-LEVEL REPORT

State Funds Summary Instructions

I.
PURPOSE OF THE FORM
The purpose of this form is to summarize non-Medicaid expenditures of all state funds allocated to Boards from the Department.  Data for each funding source, by contracted service type or Board administrative activity are captured on this report. The state funding provided is designated as Board Allocations and Grant-Funded programs. .

II.
HOW TO COMPLETE THE FORM

Fund Sources for Board Services (Column Headers on the State Funds Summary Report):
Boards should confirm fund sources by referring to Department Notice of Awards and annual Board Allocations.

       OTHER ALLOCATIONS AND OTHER GRANTS
Boards should put fund sources in this category only if the fund source used is not on the report.
BOARD-LEVEL REPORT

CONTRACT LISTING/SUBSTANCE ABUSE ENTITY INVENTORY
Provider and Provider Site Fiscal Reporting

I.   PURPOSE OF THE FORM 
The purpose of this form is to provide the Department with a detailed listing by provider entity and substance abuse activity for those agencies receiving funding through the ADAMHS/ADAS Board. This report is combined with the Provider Contract Listing.

II.  HOW TO COMPLETE THE FORM
Click on Substance Abuse Entity Inventory on the menu bar.  Click the ‘Add Provider’ button.  Then select the appropriate provider from the drop down menu and fill in the dollar amounts for SAPT Block Grant for Prevention Services, SAPT Block Grant for Women’s Services, SAPT Other Services and State Funds and press save. 

List each of the providers the ADAMHS/ADAS Board had a contract with during SFY 2013 that received Department funding.  In each Board area you can choose Board Administration and Out-of-County if funds apply to those two areas.              
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