!'_ SSBG Disaster MH Funding

Process for Counties to Access
Available SSBG Disaster Funding



i SSBG Disaster MH Funding

= Counties that were declared a federal
disaster during the 2008 floods and
Tornados are now eligible for up to a
designated amount of SSBG Disaster
Funding to go toward the mental health
needs of citizens in their county
effected by the disasters.



i SSBG Disaster MH Funding

= A process was designed to allow County
CPC's to utilize the same system used
to submit SPP expenses.



i CoMIS

s Enter client information into CoMIS.
Set legal county to 100.

= This is the same setting that the client
needs to be extracted for State
Payment Program Reimbursement.

» You will want to keep track of who is
changed!!)

= Residence county is set to the county of
residence for the client
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i MHDSSPP Website

s Search for the client in the SSBG case list.

= If the client is not found, then add them to
get a new case number assigned for the
client. (Start by adding the last name)

= [0 get to this page, the user will click on the
“SSBG Client add/update” link in the left
navigation bar.
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i MHDSSPP Website

= Click submit to generate an SSBG
case humber for the client.

= All items with a red * must be
completed.
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i MHDSSPP Website

= The client list will
automatically be updated

= Cases are in order of the last
name.

= Any column heading can be
clicked on to resort the list
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i CoMIS

= In order to add the SSBG # into
CoMIS, go into CoMIS

= Hit "Control-S”
= Enter the SSBG client in the same
place that an SPP client is entered

in CoMIS, with the SSBG case
number.
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i MHDSSPP Website

= Once the person has been added,
they will display in the case search
list.

= Changes may be made after the
client is added.
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i CoMIS

= Enter payment information in
CoMIS.
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i CoMIS

= Run the SPP file submission extract.
This creates an excel spreadsheet.

= The extract will also pull SPP records at
the same time if there are expenditures
for SPP.
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i CoMIS

= ** Please Note:There may need to be editing
done to the file prior to submission to exclude
expenditures from SSBG that should not be

charged to that program.

= For example once you change the legal county to
100 all expenditures on that person will be
extracted from your CoMIS through this process.
You may need to delete legitimate county
expenditures that should not be paid by SSBG




i Non — CoMIS Counties

= Counties that do not use CoMIS, may
use the SPP template to create the file
to submit for SSBG.
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i MHDSSPP Website

= The file transfer page for SPP will
be changed to have a selection for

SPP only, SSBG only, or a
submission of both.
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i MHDSSPP Website

= The reporting month in the drop-
down list must match the payment
month of the excel file.
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i MHDSSPP Website

s Click browse.

= Select the excel spreadsheet to
load.
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i MHDSSPP Website

= Click the process button to validate the
spreadsheet and create a text file that will be
loaded to the DHS database.

= If there is data not correct in the file, it will be
displayed in the text box below.

= The user will need to correct any errors in the file
prior to it being accepted for processing. This is
the same process that is currently followed for
the State Payment Program.
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i MHDSSPP Website

= The final step in the collection
processing is to review the data
submitted.

= The reports will be viewed on the
SSBG submitted expenditures page.
There will be a tab for each report.
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i MHDSSPP Website

= The county details tab will show each
person submitted for payment.
Please make sure this is accurate
after your submittal.
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i MHDSSPP Website

= The county totals tab will show each
county, the number of people served,
the total submitted, their balance,
and the overall balance and a
comparison of what was submitted to
their budgeted amount.
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i MHDSSPP Website

= Other report samples such as people
served by age grouping will be
available for review as coding is
completed.
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