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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
[image: image5.png]|2 MAINFRAME - EXTRS

| ASEHIO  300XBETH &COK PAGE 00
06/28/05 13:56:51 ONLINE HELP FACILITY NO MORE
MESSAGE 1 OF 1 DISPLAYED

MESSAGE HBAETHGP
#%PARTICIPANT ETHNIC GROUP**

ENTER THE RACE CODE FOR THE PARTICIPANT ETHNIC GROUP. THE VALID CODES
FOR PARTICIPANT ETHNIC GROUP ARE:

AA = AMERICAN INDIAN/ALASKAN
AS = ASIAN
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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.

3. Case Initiation

Before performing any case creation and/or initiation, the first step in the process is to search for duplicate names.  It is extremely important not to enter duplicate names into the system.  
Case Initiation is used to add non-custodial parents, custodial parents, child(ren), or other participants to a IV-D case on KASES.  It is also possible to change or correct participant data from this selection.  Non-IVD cases can be added from this section as well.
Overview
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The Case Initiation option (01) allows you to create or update a case record within the KASES system.
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This section endeavors to detail how to create a new and/or update a case record.

To begin the Case Initiation process, type 01 and press <ENTER> from the KASES Main Menu screen (ASEMM1).
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Figure 3‑1: Case Initiation
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The Case Initiation Menu screen (ASEMCA) presents three options: 
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01=Initiate New Case

· 02=Update Case Part.Info. 

· 03= Initiate Non-IVD Case.

To make a selection, simply type the corresponding selection number and press <ENTER>.

Figure 3‑2: Case Initiation Menu
3.1 Initiate New Case (Creating Case Participants)

The Create Case Participants screen (ASEC1B) is where the process of adding a participant begins.
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· To add a custodial parent press <PF5>-ADD CLIENT.

· To add an Absent Parent press <PF6>-ADD AP (absent parent).

· To add a child press <PF13>-ADD CHILD.

· To add another participant press <PF14>-ADD OTH PART.
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Figure 3‑3: Create Case Participants Screen
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Upon choosing to add a client, AP, child or “other” participant you will encounter Figure 3-4 which illustrates a participant input screen (ASEC0A).  

Remember to <TAB> from field to field to enter participant information.

After entering participant data press the <ENTER> key.

Tip: “Other” participant used when adding a participant other than a custodial or noncustodial parent or child.
Figure 3‑4: Entering Participant Data
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KASES automatically searches the system for a duplicate name.  If it does not find one, it indicates “Name Not Found” and forces you to do a Phonetic Search (<PF6> key) for further verification (ASEC0D).  
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REMEMBER: It is imperative that duplicate names do not appear in the system.  Duplicate MPIs, SSNs, IV-A numbers etc., compromise the integrity of KASES data.
Figure 3‑5: Phonetic Search
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After KASES is satisfied there is no duplication, you may <PF6> to add/create the Participant.
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From the Create Participant Entry screen (ASEC2A) enter all available information about the participant.
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Figure 3‑6: Client Entry Screen

There are required/mandatory fields in KASES. This is vital information and must be provided before KASES will allow you to proceed.  Figure 3-6 illustrates how required fields are denoted (in RED and with an *) for a custodial and non-custodial parent screen.  This is standard throughout all KASES screens.  When you encounter a required field provide the information and proceed by pressing <ENTER>.  Below is a list of required and optional fields for the Participant screen illustrated in Figure 3-6.

	Participant Screen

	Field
	Definition

	Participant Name
	Required

	Maiden Name
	Optional

	SSN
	Optional

	Date Created
	System

	Date of Birth
	Optional

	Age
	System

	Sex
	Required

	Race
	Required

	Marital
	Optional

	City of Birth
	Optional

	Emancipation Age
	Optional

	Cnty of Birth
	Optional

	St
	Optional

	Emancipation Date
	Optional

	Family Violence
	Optional

	Date of Death
	Optional

	SSI Indicator
	Optional

	Earned Income
	Optional

	Lic status Ind
	Default N

	Unearned Income
	Optional

	Other Resources
	Optional

	Enter Y if this is a displaced person due to Hurricane Katrina?
	Required for displaced persons

	Enter FIPS code of state and cnty/parish from which displaced
	Required for displaced persons

	CRA ACCTSTAT
	Optional

	SP CMNTS
	Optional

	EFT
	Optional

	INS IND
	Optional

	Address Street 1
	Required

	Address Street 2
	Optional

	City
	Required

	State
	Required

	Zip Code
	Required

	Phone
	Optional

	Foreign IND
	Default N

	Alternate Phone
	Optional

	Date ADDR Verified
	Required if an address is listed on-screen

	Where Obtained
	Required


Table 1: Fields – Client Screen
Entering information in the wrong format prompts KASES to highlight those errors in RED and will not allow you to proceed until corrected (see below).  In this example, the Date of Birth (DOB) is entered in the wrong format.  The correct DOB format is MM/DD/YYYY (not MM/DD/YY).  The same applies to Race.  KASES does not except “W” (e.g., white), but is expecting “CA” (e.g., Caucasian).
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Figure 3‑7: Error Screen for Custodial and Absent Parent
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Figure 3‑8: Required Fields for Custodial Parent
Create Participant screen for an Absent Parent (AP).  
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Figure 3‑9: Absent Parent

	AP Screen

	Field
	Definition

	Participant Name
	Required

	Maiden Name
	Optional

	SSN
	Optional

	Date Created
	System

	Date of Birth
	Optional

	Age
	System

	Sex
	Required

	Race
	Required

	Marital
	Optional

	City of Birth
	Optional

	Emancipation Age
	Optional

	Cnty of Birth
	Optional

	St
	Optional

	Emancipation Date
	Optional

	Family Violence
	Optional

	Date of Death
	Optional

	SSI Indicator
	Optional

	Earned Income
	Optional

	Lic status ind
	Default N

	Unearned Income
	Optional

	Other Resources
	Optional

	Enter Y if this is a displaced person due to Hurricane Katrina?
	Required for displaced persons

	Enter FIPS code of state and cnty/parish from which displaced
	Required for displaced persons

	CRA ACCTSTAT
	Optional

	SP CMNTS
	Optional

	EFT
	Optional

	INS IND
	Optional

	Address Street 1
	Optional/Required with Entry in City or ZIP

	Address Street 2
	Optional

	City
	Optional/Required with Entry in Street 1 or ZIP

	State
	Optional/Required with Entry in Street 1, City or ZIP

	Zip Code
	Optional/Required with Entry in Street 1 or City

	Phone
	

	Foreign IND
	Requires change to Y when State code is country code e.g., GE Germany

	Alternate Phone
	Optional

	Date ADDR Verified
	Required if an address is listed on-screen

	Where Obtained
	Required with entry in Street1, Street2, City, State or ZIP


Table 2: Fields – Absent Parent (AP) Screen
Figure 3-10 illustrates required fields for a Child Participant Entry. 
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Figure 3‑10: Required Fields for Child Participant Entry

	Child Participant Screen

	Field
	Definition

	Name
	Required

	SSN
	Optional

	Date Created
	System

	Date of Birth
	Optional

	Age
	System

	Sex
	Required

	Race
	Required

	Emancipation Age
	Optional

	City of Birth
	Optional

	Emancipation Date
	Optional

	CNTY of Birth
	Optional

	ST 
	Optional

	Date of Death
	Optional

	Legal Status
	Required*

	Legal Status Verified Date
	Optional*

	Pat Disp
	Required with W or P entry in Legal Status*

	Pat Start Date
	Optional

	Pat EST/END Date
	Required with ADJH, ADJT, APAT, BCRT, DEFJ, VOL, STPJ or OTHR in Pat Disp*

	Is Father's Name on the Birth Cert
	Optional

	Copy of Birth Certificate being sent
	Optional

	Date Conceived
	Optional

	CNTY Conceived
	Optional

	ST Conceived
	Optional for KASES entry\Required for KAMES entry

	Family Violence
	Optional

	SSI Indicator
	Optional

	Has Child Ever Been Married or Emancipated
	Required

	Genetic Test Indicator
	Default N

	Enter Y if this is a displaced person due to Hurricane Katrina?
	Required for displaced persons

	Enter FIPS code of state and cnty/parish from which displaced
	Required for displaced persons


Table 3: Fields – Child 
* The REQUIRED Legal Status field is the most important data element for measuring paternity data, because it determines whether or not a child was born out-of-wedlock.  If the Legal Status is W or P, the child is counted as born out-of-wedlock on the federal report.  If L or U, the child is not counted as born out-of-wedlock.  If the child data is incorrect on the born out-of-wedlock count, it is usually incorrect on the paternity establishment count too.  
Paternity data must be correct to pass a federal data reliability audit;  if incorrect and the data fails the federal audit, the Child Support Program loses program funding.  The Legal Status indicator is determined by answering one question, “Was the mother of the child married to the father of the child when the child was born?  
· If the answer is yes, the Legal Status is L.  

· If the mother was married, but not to the father, the Legal Status is P.

· If the answer is no, the Legal Status is W.

· If the answer is unknown, for example a foster care child, an adopted child, or a child with a non-parental relative, the Legal Status is U.

If the parents were not married to each other when the child was born, the legal status will be a P or a W, even if the only case on the system has the mother as the NCP, or the parents later marry and divorce and the child is listed as a child of the marriage.  When the parents later marry and divorce and the child is listed as a child of the marriage, the paternity disposition is entered as ADJH and the divorce date is entered as the paternity end date.   

The Legal Status Verified Date is not a required field.  The worker must enter a legal status verified date when he or she determines the correct legal status.  The hardcopy file and the KASES notes must support the Legal Status indicator entered on this screen and if conflicting information is in the hardcopy file or on KASES, the worker must resolve the discrepancy and document how the Legal Status was determined to be correct.  When the Legal Status is determined to be correct, the Legal Status Verified Date is entered.  It can be appropriate to have a U Legal Status indicator with a Legal Status Verified Date.

Figure 3-11 illustrates required fields for adding other participant.
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Figure 3‑11: Add Other Participant

	Other Participant Screen

	Field
	Definition

	Participant Name
	Required

	Maiden Name
	Optional

	SSN
	Optional

	Date Created
	System

	Date of Birth
	Optional

	Age
	System

	Sex
	Required

	Race
	Required

	Marital
	Optional

	City of Birth
	Optional

	Emancipation Age
	Optional

	Cnty of Birth
	Optional

	St
	Optional

	Emancipation Date
	Optional

	Family Violence
	Optional

	Date of Death
	Optional

	SSI Indicator
	Optional

	Earned Income
	Optional

	Lic status ind
	Default N

	Unearned Income
	Optional

	Other Resources
	Optional

	Enter Y if this is a displaced person due to Hurricane Katrina?
	Required for displaced persons

	Enter FIPS code of state and cnty/parish from which displaced
	Required for displaced persons

	CRA ACCTSTAT
	Optional

	SP CMNTS
	Optional

	EFT
	Optional

	INS IND
	Optional

	Address Street 1
	Optional/Required with Entry in City or ZIP

	Address Street 2
	Optional

	City
	Optional/Required with Entry in Street 1 or ZIP

	State
	Optional/Required with Entry in Street 1, City or ZIP

	Zip Code
	Optional/Required with Entry in Street 1 or City

	Phone
	

	Foreign IND
	Requires change to Y when State code is country code e.g., GE Germany

	Alternate Phone
	Optional

	Date ADDR Verified
	Required if an address is listed on-screen

	Where Obtained
	Required with entry in Street1, Street2, City, State or ZIP


Table 4: Other Participant

After required fields are complete you can add an Alias Name, Notes, ENT/UPD Participant, Employment and Medical Insurance information.  The screenshots below illustrate the screens and their corresponding <PF> Keys.  Screens have their own sub-PF key options, e.g., PF-9, PF-10, and PF-11 which complete the process of adding data/information. 
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Figure 3‑12: Additional Screens

1.)  <P5>-ADD ALIAS allows you to enter information about a client who is otherwise known as or called  by a different name.
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Common alias examples include the change from maiden name to married name, or simply someone who may be known as “James” and “Jimmy”.

Whatever the case, it is vital to enter Alias information correctly so client/ncp can be appropriately designated within the KASES system.  As stated very early in this guide, it is imperative that duplicate entries be avoided and correctly identifying and entering Alias’ will contribute to this effort.

[image: image76.wmf] 

 

[image: image77.png]



2.)  Pressing <PF2>-ALIAS NAME navigates you to the Create/Update/Participant/Alias screen (ASENCC).
Note client name(s) are listed and near the bottom of the screen you see fields for “New Name (Last, First MI QL)”.  2a.)  Enter the alias name on these lines.

2b.)  After entering the alias name, press <PF5>-ADD ALIAS
3.)  Upon pressing <PF5> the Create/Update/Participant/Alias Name reappears, only this time the alias name now appears in the list.
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<PF9>-ENT/UPD PART. Updates client type information.  Note the Update Participant Type screen (ASEC8A) below.  It lists pertinent data such as Absent Parent and/or Client Name information (if any) as well as MPI, IV-D, and Worker numbers.  Client name and mailing address is also listed on this screen; however, these fields are not editable from this screen.
The only editable areas are located under the Participant Identification section – Participant Type and Relation To Case.


Note: among the valid codes listed below, keep in mind these must be valid combinations, for example if the client field is designated as a child (CHLD), then common sense dictates relation to case could not possibly be paternal grandfather (GRFP).

	VALID CODES FOR PARTICIPANT TYPE*

	Field
	Definition

	AP
	Absent Parent

	CHLD
	Child

	CLI
	Client

	GUAL
	Guardian AD Litem

	NEXT
	Next Friend

	OTHR
	OTHER

	*Mandatory field


Table 5: Valid Participant Type Codes

	VALID CODES FOR RELATION TO CASE

	Field
	Definition

	FTAC
	Acknowledged Father

	FTHL
	Legal Father

	SPOU
	Spouse

	FTAD
	Adoptive Father

	GRFM
	Maternal Grandfather

	MINL
	Mother in law

	SIST
	Sister

	MTAD
	Adoptive Mother

	MOTH
	Mother

	UNCL
	Uncle

	NEPH
	Nephew

	UNKN
	Unknown

	BROT
	Brother

	NIEC
	Niece

	STST
	Stepsister

	OTHR
	Charged Guardian/Other

	NONE
	None

	XSPO
	Ex-spouse

	DAUG
	Daughter

	STPM
	Stepmother

	CHLD
	Child

	FTHE
	Excluded AP

	GRFP
	Paternal Grandfather

	FINL
	Father in law

	STBR
	Stepbrother

	COUS
	Cousin

	FRND
	Friend

	STCH
	Stepchild

	GRFA
	Grandfather

	GRMM
	Maternal Grandmother

	STPF
	Stepfather

	GRMO
	Grandmother

	GRMP
	Paternal Grandmother

	SON
	Son

	GUAL
	Guardian AD Litem

	GUAR
	Guardian

	FTHA
	Alleged/Putative Father

	*Mandatory field


      Table 6: Valid Codes for Relation To Case

1.) IV-D number search example:




Upon entering a IV-D number and pressing <ENTER> you are navigated to an Update Case Participants screen (ASEC1B), which lists all participants associated with the IV-D number.
From this screen you can utilize the <PF> keys located at the bottom of the screen to update the case (see next page).


2.) MPI number search example:



Upon entering an MPI number and pressing <ENTER> you are navigated to a List Participant Cases screen (ASEC1C), which lists all cases associated with the MPI number.
From this screen you can enter the case line number + <ENTER> to navigate to the Update Case Participants screen (ASEC1B above).

Figure 3‑13: IV-D and MPI Number Searches
The following pages attempt to illustrate important PF keys and their functionality for this section of the KASES system.  Many PF key functions build upon each other from screen to screen.







PF2- Complete Case navigates you to the Update Case screen (ASEC8C).  This screen lists pertinent data such as Absent Parent and/or Client Name information (if any) as well as MPI, IV-D, and Worker numbers.  

	Update Case Screen (Required Fields)

	Field
	Definition

	IV-D
	IV-D Status field.  KASES enters the IV-D Status assigned by the IV-D agency.                                                                         

Valid codes are:
AFDC = AFDC CASE IS ACTIVE                                            

ARRN = CURRENT SUPPORT INACTIVE; NPA/NFC  ARREARS OWED                

ARRP = CURRENT SUPPORT INACTIVE; AFDC/FC ARREARS ONLY OWED            

FC   = FOSTER CARE IS ACTIVE                                          

LOCO = OUT-OF-STATE LOCATE ONLY (SPLS)                                

MA   = MEDICAL ASSISTANCE ONLY                                        

NFC  = NON-IV-E FOSTER CARE                                           

NIVD = NON-IV-D                                                       

NPA  = NON-AFDC                                                       

TCC  = TRANSITIONAL CHILD CARE

	WORK/ENF
	Work/Enforcement Status field.

This field indicates whether the case is workable, unworkable, or an enforcement attempt failed.  Valid codes are:                                                                     

FADC - ENF FAILURE, NCP RECEIVES AFDC - 180 DAY TICKLER              

FINC - ENF FAILURE, NCP INCARCERATED - 180 DAY TICKLER               

FINS - ENF FAILURE, NCP INSTITUTIONALIZED - 180 DAY TICKLER          

FLOC - ENF FAILURE, NCP CANNOT BE LOCATED - 180 DAY TICKLER          

FNEM - ENF FAILURE, NCP UNEMPLOYED - 90 DAY TICKLER                  

FOTH - ENF FAILURE, OTHER - 180 DAY TICKLER                          

UADD - UNWORKABLE,  UNABLE TO LOCATE NCP - 180 DAY TICKLER           

UINC - UNWORKABLE,  NCP INCARCERATED - 180 DAY TICKLER               

UINS - UNWORKABLE,  NCP INSTITUTIONALIZED - 180 DAY TICKLER          

UNRE - UNWORKABLE,  KY HAS NO JURISDICTION                           

UPGC - UNWORKABLE,  PENDING GOOD CAUSE                               

UUNK - UNWORKABLE,  NCP UNKNOWN                  WORK - WORKABLE     

	Interstate
	Interstate code indicating whether the case is an Interstate case.  Valid codes are:                                                                                                                                         *I = INITIATING-OUTGOING (AP OUT OF STATE, CLIENT IN KY)            

 *R = RESPONDING-INCOMING (AP IN KY, CLIENT OUT-OF-STATE)            

 *K = KENTUCKY CASE (CLIENT LIVES IN KY OR RECEIVES CONTINUATION OF SERVICES WHILE
LIVING IN ANOTHER STATE.  
AP MAY OR MAY NOT LIVE IN KY BUT KY HAS NOT MADE AN INTERSTATE REQUEST FOR ASSISTANCE.                                                                                                            

	CFC
	CFC Payee Indicator.  This field requires a “Y” (YES) or “N” (NO) response. Note:  CFC – Cabinet for Families and Children before being merged with the Cabinet for Health and Family Services (CHFS), thus the CFC designation here.               

A "Y" Indicator Is Entered if a support exists and the “cabinet” (CHFS) is payee of the order.                  
An "N" indicator is entered for one of the following reasons.       
    - an order does not exist for the case                           
    - an order exists but the payee is someone other than the “cabinet” (CHFS)        
    - the case is closed                                             


Table 7: Update Case Screen (Required Fields)




























Remember, online help is available by entering a “?” in the field in question and pressing <ENTER>.  You will then see an Online Help Facility screen detailing the area you want to know about.






Figure 0‑14: Help Screens

	Race
	AA
	American Indian/Alaskan
	

	
	AS
	Asian
	

	
	BL
	Black
	

	
	CA
	Caucasian
	

	
	HP
	Hispanic
	

	
	OR
	Oriental
	

	
	OT
	Other
	

	
	UN
	Unknown
	

	
	
	
	

	Sex
	M
	Male
	

	
	F
	Female
	

	
	U
	Unknown
	

	
	
	
	

	Marital Status
	M
	Married
	

	
	N
	Never Married
	

	
	S
	Separated
	

	
	D
	Divorced
	

	
	W
	Widowed
	

	
	
	
	

	Family Violence
	Y
	Yes
	

	
	N
	No
	

	
	P
	Perpetrator
	

	
	V
	Victim
	

	
	
	
	

	Where Obtained
	VADC = KAMES/FS
	VDSS = DIV.SO.SER
	VSTX = STATE TAX

	(address)
	VAP  = NCP/AP
	VEMP = EMPLOYER
	VTEL = TELEPHONE BOOK

	
	VAPB = BLOODTEST
	VEPL = EPLN
	VUI  = UI

	
	VAPR = AP RELATIVE
	VIRS = IRS
	VWGR = WAGE RECORDS

	
	VAPS = AP CONF.DOCK.
	VLOC = LOCAL SOURCE
	VWRC = WORKERS COMP

	
	VAVI = AVIS
	VMIL = MILITARY
	VAOC = AOC-151 WAGE ORDER

	
	VBRT = BANKRUPTCY CRT
	VORI = ORION
	VNOT = NOT VERIFIED(JCAO)

	
	VCLI = CLIENT/CP
	VOTH = OTHER RESOURCES
	VKRC = KRC

	Where Obtained (con’td)
	VCRB = CREDIT BUREAU
	VOTS = OTHER STATE____*
	VFDM = FIN. INST. DATA M

	
	VCRL = CP RELATIVE
	VPAT = CP ATTORNEY____*
	VNH  = FED. DIR. NEW HIRE

	
	VCSN = CSNET
	VPAY = PAYMENT________*
	VSDN = STATE DIR NEW HIRE

	
	VDAT = AP ATTORNEY
	VPO  = POST OFFICE
	

	
	VDET = DETECTIVE
	VRCK = RETURNED CHECK
	

	
	VDRI = DRIVER LIC.
	VSDX = SSI____________*
	

	
	
	
	

	
	* System Generated
	
	


Table 8: Common Abbreviations

3.1.1 Adding Aid to Families with Dependent Children (AFDC) Data

The following steps illustrate how to add AFDC data for the custodial parent, including the addition of grants etc.










3.2 Update Case and Part. Info

This option allows you to update case and participant information on existing cases.  Type 02 and press <ENTER> to access this option.



Figure 3‑15: Case Initiation Menu


Selecting option 02 navigates you to an Inquire Case/Participant screen (ASEQ0A).  Complete as much information as possible in an effort to search for the correct participant.  Once you are finished entering all known information, press <ENTER>.  
Refer to the previous section for subsequent screens that you may encounter during the update process.
.
Figure 3‑16: Inquire Case/Participant Screen

3.3 Initiate Non-IVD Case

In summary, non-IV-D cases are those instances where the custodial parent has not asked for help or assistance from the state in collecting child support.  However, law dictates that the state act as a collection agency for all wage withholding orders entered on or after 1/1/94 and have income withholding in place;  these cases are entered into the system as “non-IV-D cases”.

To initiate a “Non-IVD” case, select option 03 and press <ENTER>.



Figure 3‑17: Case Initiation Menu


From the Create Case Participants screen (ASEC1B) use the appropriate PF keys at the bottom to add a client, add a child etc.

This module works like option 01-Inititate New Case and follows the same path using the same screens.  


Refer to the previous pages in reference to the PF functionality.

Figure 3‑18: Non-IVD - Creating Case Participants
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Upon completion of this screen enter PF9-Confirm





(Note:  You may need to press PF9 twice to confirm)
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PF2 – Add Alias (ASENCC)
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PF11 – Add Medical Insurance (ASEINA)
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PF10 – Add Employment (ASEEHA)





PF9 – Ent./UPD Part. (ASEC8A)








PF5 – Notes Process (ASEUNA)
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PF Key menu.





PF Key menu.





� EMBED PBrush  ���








� EMBED PBrush  ���








The following are some common help screens
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PF6 - Create
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PF6 – Add Employment
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PF6 Create
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� EMBED PBrush  ���





� EMBED PBrush  ���
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Required/Mandatory fields





PF6 Add Grant
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3
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PF9 to enter or update participant information





PF2 AFDC Data
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2
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PF11-CS33/KA225
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PF15 – Genetic Test (ASEPT2 screen)








PF6-Order Extent (Order Extension) (re: Update Case Participants screen)
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PF6-Add Extension 
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Example of Creating an Order Extension (screen look may vary depending upon selection)
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PF-6 Sel Int Extn
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PF9-Refer Case (re: Update Case Participants screen)


  





�





PF10- Remove Part (Remove Participant) (re: Update Case Participants screen)








Enter line number and press <PF10> to remove a participant name.





�





PF13- Add Child 


PF14- Add Oth Part (Other Participant) both use the same screen to add names
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PF5-Notes Process (re: Update Case screen)





PF6-Add Order (re: Update Case screen)





PF5-Add Client and PF6-Add AP (re: Update Case Participants screen)





�





�





PF9-Chg Part Data (Change Participant Data) (re: Update Case Participants screen)





�





PF2-Alias Name (re: Update Participant Data screen)





Enter Alias name(s) on the New Name line, then press <PF5>-Add Alias to complete the process of adding an Alias Name.





Adding a Primary Name works the same way as adding an Alias name.  Simply type the new primary name on the New Name line and press <PF6>-Add Primary to complete the process of adding a new Primary Name. 





<PF10>-Delete Alias by entering the line number and pressing <PF10>. 





Update the Primary Name by entering the new name on the New Name line and pressing <PF11>-UPDT Primary.  
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PF5 - Select Absent Parent Attorney (re: Supplemental Marital Data screen)





PF6 - Select Client Attorney (re: Supplemental Marital Data screen)
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2bc





2ac





2a
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� EMBED PBrush  ���
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About this screen:  see more detail on page 31.





Required/Mandatory fields
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Required information.
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PF2- Complete Case (re: Update Case Participants screen)
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PF2- Case Supplement (re: Update Case screen)
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