Preparing for 2021 in SSIS Admin

Slide 1: It’s time, once again, to start thinking about entering yearly settings in SSIS Admin. Workers cannot enter new Service Arrangements, make Payments, or copy the COA Maximums without entering yearly settings for 2021.

Slide 2: There are several areas that should be reviewed annually in SSIS Admin setup. Some of the things we’ll review are: Yearly Settings, Agreement Language, Security Functions, Service Arrangements, Accrual Codes, Subservices and more.

Slide 3: Yearly Settings is found under County Preferences in Admin.

Slide 4: Create a New Yearly Setting
Using the Action menu, select “New Yearly Settings”. On this screen enter the year for the yearly setting, the GL close date, the tolerance setting, and the COA maximum options.

Slide 5: Yearly Settings to Review 
· GL Close Date
· Enter the 2021 GL Close Date – once a 2021Service Arrangement is saved, this is the only field on Yearly Settings that remains editable
· Unit and amount tolerance
· Review your Unit and Amount tolerance settings, change if necessary, either up or down 
· Significant birthday rate change
· Remember the significant birthday rate change is set by DHS in SSIS for every agency as the first day of the month and not editable
· Encumber service arrangements
· Review this field to see if changes are needed based on any policy changes at your agency.  Encumbering is used when a county decides to apply funds to Chart of Account Maximums as Service Arrangements are created
· Require COA Maximums
· Review and make any changes necessary if your agency uses COA Maximums.  COA Maximums are a global setting affecting all Charts of Account Codes for the year
· Exceed COA Maximums
Review and make any changes necessary if your agency uses COA Maximums. If your county uses Exceed COA Maximums, a service arrangement or payment that exceeds the COA maximum, causes an alert or warning to display when exceeding that maximum. 

Slide 6: Agreement Language Tab:
· Review the default Agreement Language, to ensure it meets the needs of your agency 
· Agreement language – create Agency defined language for Service Arrangements, if default language does not cover your agency’s needs
· You can add new Agreement language at any time during the year

Slide 7: Title IV-E Tab
· Review current Title IV-E Agreements entered and verify that they are still effective
· Review Umbrella dates to ensure they are correct
· Add any new agreements
· It is not necessary to enter these in yearly

Slide 8: Review located under SSIS Administration/Tools:
Typically these settings don’t change year to year, but it is always a good idea to review them on an annual basis and while making other changes in Admin. 
· Payment Accrual Codes
· Are there accrual codes in SSIS that are no longer active in your accounting system?  Add an end date in SSIS
· Are there accrual codes in your County Accounting System that are not in SSIS?  Add new Payment Accrual Code Programs and Services
· Agency sub-services – review for changes, additions or end dates for existing sub-services
· Special Cost Codes
· Agency defined – review to see if there are any changes that need to be made
· Special Studies
· Review Special Studies 
· Local Agency created
· End date needed?
· Change study level?
· Staff, workgroups and clients associated correctly?
· Or add any new Special Studies to help track truancy clients, special populations, and so on

Slide 9: Additional settings to check in SSIS Administration:
	In SSIS Administration, click on Tools on the toolbar, and County Preferences in the dropdown to reach the General tab. Here you can review and make changes to:
· County/Tribal Director
· Main Office location
· Time reporting period
· Scheduled monthly purge date
· Program area retention periods
· Destruction list settings
· Individual workgroup retention settings
· Purge Log
· Make sure dates match hard file destruction
· Make sure dates match other electronic system destruction

Slide 10: Review Security Functions
SSIS recommends periodically reviewing security functions for needed additions or changes to ensure system integrity, making sure the correct functions are available for users.  
Questions to ask: Can a worker do the job they need to do in SSIS with their currently assigned Security Functions? Do they have more security functions than they actually need? 
· For Example: Are there any possible HIPPA violations due to the access that workers have according to their security functions?

There are a few reports that will assist you as you review security functions.  These reports are available from Tools>General Reports>Security Reports in Admin as well as in Worker. These are point in time reports which reflect information from the date they are printed.  

For more information on the Security Reports, please refer to presentation from 05/13/2015 Fiscal Mentor Meeting titled SSIS Administration Roles and Functions.

Slide 11:  Review User Profiles
SSIS also recommends that you review the user profiles of your staff including their assigned roles. Staff may have moved to a different unit or position in your agency and that may require changes on their user profile, such as the units they are assigned to and what they can access or view in SSIS. 

Individual demographics should be reviewed annually. Questions to ask: Should current roles be updated? 
· For example: identify any staff that has left your agency and set their Role to <NONE> in their user profile to remove them from the drop-downs in SSIS. 

Slide 12: “Big Picture” User Setup
	This is a picture of a report that is used for checking staff associations in SSIS.  It is the Staff Detail Report found in the Security folder in General Reports.

Slide 13:  “Big Picture” Questions to ask
· All staff entered?
· All staff no longer employed have temp role of “NONE”?
· All site locations entered and correct?
· All units listed with the correct site location?
· All departments correct? Check the user setup associations
· All units correctly associated with departments?
· All staff correctly associated with units?
· All supervisors correctly associated with units?
· All roles with appropriate assigned functions?
· Appropriate staff assigned to roles?
· External placement case managers updated?

Slide 14: Review and Setup 2021 Service Arrangements
This is also the time to set up your Service Arrangements. There are a reports in SSIS you can use to identify service arrangements that need to carry forward into 2021.  

For services 180, 181 and 188 there are some differences based on the placement classification.

Slide 15: Legacy placements, Service Arrangements with a DOC assessment: 
· Rate exists for all of 2021 for Legacy placements
· [bookmark: _GoBack]Service Arrangements for 2021 can be created for the entire year if needed, however rates typically change beginning July 1st of the fiscal year, so plan accordingly.  The next slide explains that in more detail.  

Slide 16: Northstar placements, Service Arrangements with a MAPCY assessment: 
· Current Northstar rates are effective through 6/30/2021
· Any 2021 Service Arrangements for Northstar placements can only be created through 6/30/2021
· Keep in mind that a MAPCY is required within 30 days of placement and a new MAPCY completed after 6 months, which will also affect the dates of your service arrangements.
· A new Northstar rate effective 7/1/2021. 
· This new rate is effective 7/1/2020 – 6/30/2021
· Create Service Arrangements for 7/1/2021 and beyond

Slide 17: Questions
Once you’ve reviewed and made any and all necessary changes in Admin, it’s a good idea to go back through and review those changes, or have someone else go through and review the changes you have made. Does anyone have any questions?
