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Preface

The Kentucky Automated Support and Enforcement System (KASES) is the central and comprehensive information system for all child support operations in the Commonwealth of Kentucky, including:

· Paternity establishment 

· Child/medical support establishment and enforcement 

· Parent location 

· Accounting  

KASES is accessible to state child support staff, family support staff, contracting official staff, TIER Technology and Department of Revenue (DOR).
KASES objectives are:

· Improving services
· Reducing paperwork

· Maintaining an electronic events record of all actions taken in a IV-D and Non IV-D case

· Maintaining and/or tracking accurate accounting information and provide a mechanism to properly distribute collections 

· Providing standardized reporting methods for statistical information

· Avoiding duplication of IV-D and Non IV-D cases
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NOTE:  This guide endeavors to detail a comprehensive view of the KASES system; however, not all information covered may pertain to all users.
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Screen Names
Screenshots, screen names, and screen code names (in parentheses) have been included throughout this guide to facilitate a better understanding of the KASES Mainframe System; however, in daily use and interaction with other system users you may encounter other ways to identify KASES screens.   Some users may identify a KASES screen by its main menu number + submenu number.  For example, someone may identify a screen as “0509”, indicating 05-Accounting Functions/09-List Account History or “0407”, indicating 04-SPLS Functions/07-Close “locate” SPLS Activity etc.
While screen code names located in the upper left hand corner of each screen may never mean much to you in terms of identifying a screen, this code is useful if you ever need HELP DESK SUPPORT.  The HELP DESK support representative will ask you for the screen code to identify the screen in question. 

Nomenclature Idiosyncrasies
*AP = Absent Parent
*NCP = Non-custodial Parent
*Both designations refer to the same person; therefore there may be instances where you will see these terms used interchangeably.  Effort has been made to use consistent terminology throughout this guide, but there may be instances where you see both terms used.

2. Navigation

Overview

KASES is a mainframe application and is therefore keyboard and screen driven.  A Mainframe environment works with one screen at a time and movement is facilitated through specific key execution, not mouse clicks and drags (e.g., Windows applications).  Standard features such as the menu, cursor, default values, and on-line Help are built into KASES to help you review and enter data.  The menu screen provides access to various system functions and presents different processing paths, allowing users to navigate easily through the system.

In general, PF keys perform the same functionality and navigational functionality throughout the KASES application.  For example, the <PF7> key navigates you backwards (previous screen) throughout the application, while the <PF8> key navigates you forward throughout.  

The table below lists PF key functionality as well as other KEY functionality:

	KEY
	Major Function/Navigational Functionality

	<ENTER>
	Continues and/or accepts data.

	<TAB>
	Moves the cursor forward, field-to-field.

	<SHIFT>+<TAB>
	Moves the cursor backward, field-to-field.

	Right <CTRL>
	Moves the cursor line-to-line.

	<PF1>
	Accesses on-line screen help.

	<PF2>
	Completes a case or changes view option*.

	<PF3>
	Returns to the previous screen or signs off.

	<PF4>
	Accesses the nearest sub-menu.

	<PF5>
	Adds client/Notes Inquiry*.

	<PF6>
	Adds AP, creates, phonetic search*.

	<PF7>
	Backward.

	<PF8>
	Forward.

	<PF9>
	Change part of data or updates a work list*.

	<PF10>
	Removes part of data or deletes*.

	<PF11>
	Print CS-33*

	<PF12>
	Access the Main Menu.

	*<PF13>
	Adds a child.

	*<PF14>
	Adds other part.

	<?>
	Displays instruction/help for a specific field, including field definitions and valid code entries.

	Fast-Pathing Keys

	<PF21>
	Option to jump to another screen within that particular with no option to return back.

	<PF22>
	Option to jump to another screen within that particular case with the option to return back.

	<PF24>
	Navigates to the Application Selection screen


Table 2: Navigation
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* Remember - there are some slight variations in the way some <PF> actions work, many of which are screen dependent, but even in those instances the basic functionality is the same.  A legend of <PF> functions reside at the bottom of most KASES screens.

A cursor prompts you to enter information by moving to each entry field in sequence.  KASES inserts default values into selected fields, which reduces the amount of information you are required to enter.  

<PF21> and <PF22> offers a fast and convenient way to jump to a specific destination within KASES.  Upon pressing <PF21> or <PF22> from a KASES screen, the following “Fast Path Extended Mode” option appears at the bottom of the screen.  From this Fast Pathing option, enter the screen criteria in which you wish to navigate (see example below):  Note: <PF22> upon viewing the screen of choice, this key will return you back to your original screen.
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IMPORTANT:  Once the Fast Pathing criteria is entered press <PF9> to jump to the destination.


*NOTE:  <PF> keys above <PF12> are executed by simultaneously pressing SHIFT+<PF1, PF2, PF3>…etc.  For example, <PF13> = SHIFT+<PF1>, <PF14> = SHIFT+<PF2>, <PF15> = SHIFT+<PF3> and so on.


For advanced KASES users:
The following is required to change the order of the applications listed on the KYNET menu, enabling you to get most (if not all) applications you use regularly on the first page of the KYNET menu.  Some users like the freedom of having their common options on the first page, instead of constantly using <PF8> to move to the second page of options/selections.  Changes will not take effect until you logoff/logon.  Before beginning this process, list on paper the order you want your applications to appear.

 
· Go to the command line on the Application Selection Screen (bottom of KYNET menu screen)
· Type ADM and press <ENTER> (this navigates you to the MAINTAIN USER PARAMETERS screen)
· Type D (display) on the command line
· Tab once to Application line and type the application name (KASES, etc.) you want to change and press <ENTER>. (This displays current user parameters for the application)
· Tab to "Selection ID"
· Change the number for the order in which you want the specific application to appear.
· Tab to command line and type U and press <ENTER>.
· Press <ENTER> again to confirm.
· Changes take effect upon logging off and logging back on.
2.1 <PF1> Key (Help) Example








NOTE:  The help page on “Case Initiation Submenu”.  The Help page details exactly what the menu is all about.



Figure 2‑1: PF1 Help
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PF Key menu.








Indicates how many help pages are available.  If this is the only page available, then “No More” appears in the upper right hand corner.
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S1, S2, S3, and S4 denote submenu locations under the CASE MANAGEMENT main menu item; in this example the user wants to go to S1 =  09 - INTERSTATE ACTIONS and S2 = 04 - CSENET OPTIONS.








MM = Main Menu, the user wishes to jump to 03-CASE MANAGEMENT.
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