[image: image12.png]|5(8] &) ||

ASEASC  300YGREG &CYK KASES

™ 2% @] izl v

06/21/05 13:14:30 UPDATE COURT SCHEDULE

COURT ID # 21037C001 HEARING WORKER # 300X003
COURT NAME Fayette County Circuit Court

AP NAME DOE  JOHN Iv-D# __0000

CL NAME CASETYPE NPA

COURT COURT AM/ ROOM PET. NOTICE CASE FILE
DATE HH MM PM NBR TYPE TYPE  DISP  NO.
06/21/2005 01 30 PM 102 PP PS BTHE

SERVICE OF SUMMONS DATE

JUDGE'S LAST NAME (LAST, FIRST MI) Wapner  John

LAST UPDATED 06/21/2005 09:17:38  BY WORKER # 300X003
COMMENTS

PF5-NOTES PROCESS PF9-CONFIRM PF15GENETIC TEST




KASES

Systems Guide

Cabinet for Health and Family Services Office of Information Technology
Kentucky Automated Support and Enforcement System (KASES)

Systems Guide

[image: image13.png]ASEAAE  300XGREG &CIY KASES

06/27/05 11:14:53 CREATE PARTICIPANT ADDRESS
PART NAVE SHITH SHEILA B MPL #000000 SN 000000
ADDR TYPE ___ NOTE: "MAIL"- MAILING ADDRESS(ONLY ONE MATLING ADDRESS CAN
BE _ENTERED),"OLD "- PRIOR ADDRESS,"RES "- RESIDENCE,
"OTHR"- OTHER, "IV-A"- PROVIDED BY AFDC, "LKA" LAST KNOWN
(STATE REQUIRED), "SERV" - SERVICE ADDRESS,
- PRIOR SERVICE ADDRESS, "JCA"- PROVIDED BY JCA,
PROVIDED BY CSENET, “IV-E'- PROVIDED BY TWIST,
"VNH" - VERIFIED BY NEW HIRE, "VSON" - STATE DIR.NEW HIRE
STREET 1
STREET 2
amy STATE _
1P CODE — FOREIGN IND N
PHONE # __ _ _ ALTERNATE PHONE __ __
VERIFIED DATE  _____ WHERE OBTAINED
ADDRESS NOTES N (Y/N) PREVIOUS ADDR TYPE
LAST UPDATED 06/27/2005 11:14:53 WORKER
PFS-NOTES PROCESS PF9-CONFIRM PFI6-REFER CASE

7:00.1 05/12




[image: image14.png]ASEARA  300XGREG &DEX KASES
06/27/05 10:19:52 SELECT PARTICIPANT ADDRESS
PART NAME CASPER WILLIAM MPT £ 000000 SN 000000

STREET ADDRESS (LINE 1) CITY ST ZIP FGIND TYPE VERIFIED DT

1713 FAIRVIEW AV. FRANKFORT KY 40601 VATL 08/11/1992
2 397 LANDINGS DRIVE FRANKFORT KY 40601 oL 05/20/1988

PAGE 01

ENTER LINE NUMBER TO SELECT PART. ADDRESS

ENTER-UPDATE. PF6-CREATE PFT-UP PF8-DOMN
PF10-DELETE PFI6-REFER CASE

2] 7:00.1





[image: image15.png]ASEAAE  300XGREG &DEX KASES
06/27/05 10:23:30 UPDATE PARTICIPANT ADDRESS
PART NAME CASPER WILLTAM MPI # 000000 SSN 000000

ADDR TYPE VAL NOTE: "MAIL"- MAILING ADDRESS(ONLY ONE MAILING ADDRESS CAN
BE ENTERED),"OLD "- PRIOR ADDRESS,'"RES "- RESIDENCE,
"OTHR"- OTHER, "IV-A"- PROVIDED BY AFDC, "LKA" LAST KNOWN
ADDRESS (STATE REQUIRED), "SERV" - SERVICE ADDRESS,
"SERO" - PRIOR SERVICE ADDRESS, "ICA"- PROVIDED BY JCA,
"CSNE"- PROVIDED BY CSENET, "IV-E"- PROVIDED BY TWIST,
"VNH" - VERIFIED BY NEW HIRE, "VSDN" - STATE DIR.NEW HIRE

STREET 1 713 FAIRVIEW AV.

STREET 2

Ty FRANKFORT. STATE KY

ZIP CODE 40601 ___ FOREIGN IND N

PHONE # 502 223 0000 ALTERNATE PHONE __ __

VERIFIED DATE  08/11/1992 WHERE OBTAINED ___

ADDRESS NOTES N (Y/N) PREVIOUS ADDR TYPE

LAST UPDATED ~ 06/23/1995 09:06:51 WORKER  GGILPIN

PFS-NOTES PROCESS PF9-CONFIRM PF16-REFER CASE
7:00.1





Version 1.7
August 27, 2008
Table of Contents

3Revision & Sign-off Sheet


4Preface


55.Case Management


5Overview


85.1.Worklist Maintenance


115.1.1 Creating a Worklist Item


135.1.2 Updating Worklist Items


145.1.3 Deleting Worklist Items


155.1.4 Deleting All Worklist Items


165.2 Court Scheduling


265.3 Address Maintenance


385.4 Case Event Maintenance


405.5 Update Case/Participant Data


555.6 Inquiry Options


565.7 Case Referral


585.8 Interstate Actions


645.9 Medical Insurance


685.10 Enforcement Remedies


695.10.1 Bonds


725.10.2 Liens


765.10.3 License Revocation


835.10.4 Bypass Enforcement Remedies


845.10.5 Update Kentucky Revenue Cabinet


895.11 Employment History


915.12 Reassign IV-A Case


935.13 Service of Process Maintenance


985.14 Obligation Calculations


995.15 Payment History Inquiry


1005.16 Case Status Maintenance




Revision & Sign-off Sheet TC "Revision & Sign-off Sheet" \f C \l "2" 
Change Record

	Date
	Author
	Version
	Change Reference

	02.08.06
	Greg Martin
	V1.2
	--Page 89 - criteria for KRC referrals:  the Recall Code has values of Blank, R, U, or E.  The manual had previously shown only Blank or R. 

	07.13.06
	Greg Martin
	V1.3
	--Removed all on-screen references to SS, MPI, and IV-D numbers and replaced with zero’s.

	02.19.08
	Barbara Manns
	V1.4
	-Section 5.4 Procedures, adding a Foreign Address to KASES

	07.23.08
	Barbara Manns
	V1.5
	-Replaced screen ASEC8C on page 6 & 45 due to a rename of the “Next Rev. Date” field to “DRA Review Date”. 
-Replaced ASEINB in section5.10 reflecting additional fields for create/update medical ins.

	08.18.08
	Barbara Manns
	V1.6
	-Page 40 added foreign country abbreviations to section 5.4.

	08.27.08
	Barbara Manns
	V1.7
	-Removed Generate Letters, option 03 from navigation.  This option is no longer available.  See chapter 10, Document Generation Facility.


Reviewers

	Name
	Version Approved
	Date

	*KASES Review Team/Committee
	Version 1.0
	12.07.05

	KASES Caseworkers, Supervisors, and Branch Managers
	Version 1.0
	12.07.05

	
	
	


* Barnett, Sandra  (CHFS CS Franklin); Boyer, Barbara  (CHFS CBS Henry); Cook, Sandra  (CHFS CS Franklin); Daniels, Juanita  (CHFS CBS Floyd); Fanning, Karen S  (CHFS DCBS Training Branch); Glass, Kimberly  (CHFS CBS McCracken); Gravett, Beth    (CHFS OIT FSSM); Johnson, Doris   (CHFS CBS Rowan); Johnson, JoAnn T  (CHFS CBS Fayette); Johnson, Trisha  (CHFS DCS Franklin); Jones, Sherryll   (CHFS CA Whitley); Lawson, Shannon  (CHFS CS Menifee); Martin, Greg    ( CHFS OIT HSAD ); Mcnees, Janice  (CHFS CBS Franklin); Miller, Caroline  (CHFS OT MSM); Mollett, Missy  (CHFS CBS Boyd); Peavler, Kristi  (CHFS DCBS Training Branch); Putty, Terri L  (CHFS CBS Christian); Smith, Patricia A  (CHFS CS Barren); Stewart, Joyce  (CHFS CS Franklin); Terry, Audrey J  (CHFS OIT ABDB); Tweddell, Deborah  (CHFS CBS Kenton); Vanderoort, Jacob  (CHFS CS Franklin); Wilson, Rhonda  (CHFS CBS Laurel); Woods, Elizabeth  (CHFS CBS McCracken)

Distribution

	Name
	Position

	KASES Caseworkers, Supervisors, Branch Managers
	

	
	

	
	

	
	


Document Properties

	Item
	Details

	Document Title
	KASES Systems Guide – PHASE II (Chapter 5)

	Author
	Barbara Manns

	Creation Date
	11.01.05

	Last Updated
	02.19.08


Preface TC "Preface" \f C \l "1" 
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, contracting official staff, TIER Technology and Department of Revenue (DOR).

KASES objectives are:

· Improving client service

· 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. 

5.  Case Management TC "5.Case Management" \f C \l "1" 
Overview TC "Overview" \f C \l "2" 
The Case Management function enables the caseworker to update and maintain KASES case records.  This function also allows the caseworker to correct newly initiated cases, which were entered incorrectly.
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The Case Management menu is accessible via the 03-Case Management option from the main menu ASEMM1.  
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Figure 5‑1: Main Menu Screen - Case Management

[image: image20.png]300XGREG  &CFB KASES
06/29/05 15:19:15 CREATE  ORDER
AP NANE CASPER WILLIAM MPT# 000000 IV-D¥ 000000
CL NAME SMITH SHETLA B WPIF 000000  WRKR# 410A902
PLAINTIFF/PETITIONER _ - __ JCA KeY
DEFENDANT/RESPONDENT —____ ~
FILE # 87--3848 ENTRY WORKER # 300XGREG REBUTTAL RSN
COURT DATE  06/05/1987 COWRT FIPS 21073___ 05 FIPS
ORDER TYPE  ORIG COURT NAME  FRANKLIN DISTRICT COURT.
START DATE  07/01/1987 NEXT CHARGE DT  11/01/1994
ENDING DATE 12/31/2099 PAY ORDER TYPE REGP CFC PAYEE N (Y/N)
NEXT REVIEW DATE THIRD PARTY AGENT

PRORATABLE INDC N (Y/N) PER/CHILD SHARE SPOUSAL SUPP IND N (Y/N/S)

CRIMINAL SENTENCE __ MONTHS __ DAYS POUNDAGE INDICATOR _ (Y/N)

TERMS 1, 3. ___ 4. ___ BILLING INDICATOR Y (Y/N)
COVERED CHILDREN -~ PAGE 0001

Y 0000001422 SMITH EDDIE 05/23/1987

LAST UPDATE 08/12/1992 14:19:05 WORKER 490A122  ORDER NOTES  POSTING INST N

PFS-NOTES PROCESS PE7-UP. PFB-DONN
PF9-REFER CASE | PFL1-POSTING INST' PF13-UPD CHILDREN
3

05/23





The Case Management Menu provides many options, allowing the caseworker complete management functions, which pertain to any KASES case.  The illustration to the left shows 18 options; however, the number of options available depends on the user’s level of permissions/clearance.
Figure 5‑2: Case Management Menu
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Important Points:
· In order to update a case in the database, the caseworker must complete “case specific” screens, e.g., Update Case Participant screen – (ASEC1B), Update Case screen – (ASEC8C), and Case Referral screen (ASECRA).
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Although the KASES system automatically assigns new case numbers, it is necessary to maintain the old child support case numbers for cross reference purposes.  Enter the old IV-D case number on the Update Case screen (ASEC8C) if manually converting a case from the old child support system to KASES.
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Figure 5‑3: Update Case Screen





· Caseworker notes are to be entered on the NOTES screen (ASEUNA) which you have seen throughout this document (usually <PF5>).  This screen displays different titles depending on the type of data record the caseworker is using.  The notes screen is used to record any significant information concerning the selected record that cannot otherwise be maintained in the database.  Some note types that can be entered include worklist, court scheduling, address, case event, participant, medical insurance, bonds, liens, and employment history.
· As usual, online help is available via the <F1>.  When selecting <F1>, help information for the screen in question is displayed.  Additional help information for a particular field can be viewed by typing a question mark (?) in the field and pressing the <ENTER> key.  KASES will then display a brief definition of the field and a list of valid codes if it is an edited field.

· For the user’s convenience, items are numbered in the instructions according to the cursor movement rather than by subject.  There are no corresponding numbers on the screens.  The cursor moves from left to right.
5.1.Worklist Maintenance TC "5.1.Worklist Maintenance" \f C \l "3" 
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Selecting 01 and pressing <ENTER> accesses the Worklist Maintenance module.
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The Worklist Maintenance module provides the caseworker with his/her caseload of IV-D referrals, self created tickler items, and messages from other workers.  Caseworkers may select the referral they wish to work from the worklist.  A referral will remain on the list until the action is completed and is manually deleted from the worklist or is referred to another responsible worker.

Figure 5‑4: Case Management Menu - Worklist Maintenance
The View Option 1, Worklist screen (ASEAWD) displays all Worklist items for the worker logged into the system.  The worklist shows which cases need to be worked, the priority of the work required, and date the action is due.  There are three View Options for Worklist data; <PF2> changes view options.
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Figure 5‑5: Worklist Screen (View Option)
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Figure 5‑6: View Option Screens
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5.1.1 Creating a Worklist Item TC "5.1.1 Creating a Worklist Item" \f C \l "4" 
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From the 1.) View Option, Worklist screen, press <PF>6 to create a Worklist item.  Next, the 2.) Create Worklist Item screen (ASEAWE) appears.  
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This screen allows the worker to create SELF worklist items or to send messages to other workers by using the MAIL worklist item type.  The procedures for creating a MAIL worklist are the same as those used for creating a SELF worklist item.  The only difference is a “MAIL” ITEM TYPE must be used for a MAIL message.  When a MAIL message to another worker is created, the KASES system displays a warning message for the receiving worker to look for “incoming messages on the worklist.”  This message appears on the Main Menu and all Sub-Menus.
Figure 5‑7: Create Worklist Item Screen
If a MAIL message pertaining to money is sent, a SELF worklist item with a three-day tickler can be completed.  Note:  some workers may prefer a hard copy calendar tickler.  If the receiving worker does not respond, that particular worker’s supervisor is contacted after three days for a resolution.

AP/CASE # - This required field accepts an IV-D or MPI number associated with the worklist item.  The last account number accessed carries over to this screen.
DUE DATE – Enter the date the worklist item or MAIL message is due.  The system defaults to the current date.  Mandatory field.

RECEIVING WORKER # - enter the ID number of the worker to whom a MAIL message is being sent.  Leave the ID number of the worker logged-in, if creating a SELF, LREG, SPLS, or PUTA message.  Mandatory field.

ITEM TYPE – Enter the code (SELF, LREG, SPLS, or PUTA) to identify the type of worklist item.  Enter the MAIL code for a MAIL message.  Mandatory field.
PRIORITY – Enter the priority number of the action or message.  Priority is listed in the following order:
1=High, 2=Moderate, and 3=Low.  Priority numbers range from one (1) through nine (9).  Mandatory field.  System defaults to 3.
CREATE EVENT – The system defaults to “N” (No).  You must change to “Y” (Yes) if you want the system to automatically create an event that corresponds to the worklist item being created.  The event can only be completed in the create function.  It also must be completed before navigating to the NOTES screen.  Field is optional.
DESCRIPTION – Enter a description of the SELF worklist item or MAIL message.  The system automatically supplies the description for any worklist type other than SELF or MAIL.  Field is mandatory.

5.1.2 Updating Worklist Items TC "5.1.2 Updating Worklist Items" \f C \l "4" 
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This screen may look very familiar to you.  This is the same screen used to create a worklist item (with a different screen heading – Update Worklist Item (ASEAWE).  Follow the same instructions for creating a worklist when processing this screen.  After completing the update, press <F9> to continue.  View option screens ASEAWA, ASEAWC, or ASEAWD display, depending upon the view option selected from the Worklist Options screen.
Figure 5‑8: Update Worklist Item Screen
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The <PF9>UPDT WORKLIST option is also used to transfer an item or items to another worker’s worklist.  The worklist item is transferred by entering the ID number of the worker to whom the worklist item is being transferred.  For example a case requiring administrative establishment is assigned to a worker in Fayette County, the client lives in Fayette County, but the noncustodial parent lives in an area covered by the Franklin County area office.  The worklist item is sent to the Franklin County caseworker to be worked if it is deemed necessary.
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Figure 5‑9: Update Worklist Option
5.1.3 Deleting Worklist Items TC "5.1.3 Deleting Worklist Items" \f C \l "4" 
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To delete a worklist item, from the 1.) View Option, Worklist screen (enter the line number of the item you wish to delete and press <PF10> DELETE.  2.) The Delete Worklist Item screen (ASEAWF) will appear.
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The Delete Worklist Item screen is used to review the worklist item and either confirm the deletion or return to the View Option Worklist screen (if by chance the wrong worklist item was selected).
Press <PF9> - CONFIRM DLET to remove the item from the View Option Worklist screen.

Figure 5‑10: Delete Worklist Item Screen
5.1.4 Deleting All Worklist Items TC "5.1.4 Deleting All Worklist Items" \f C \l "4" 
To delete all Worklist items you must select View Option 3 (ASEAWA).  This option is only available via this screen.  Once all Worklist items for a specified MPI number or case account number are worked,   press the <PF5>-DEL ALL WRKL to delete all items.
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Figure 5‑11: View Option 3, Worklist Screen
After pressing <PF5>, you will receive a confirmation message:
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Press <PF5> again to confirm the deletion.
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07 - MEDICAL INSURANCE INQUIRY 19 - LICENSE REVOCATION INQUIRY
08 - EMPLOYMENT INQUIRY 20 - KENTUCKY REVENUE CABINET
09 - PARTICIPANT ALIAS INQUIRY 21 - FCR AUDIT INQUIRY

10 - CASE/PARTICIPANT EVENT INQUIRY

11 - BOND INQUIRY

12 - LIEN INQUIRY

ENTER # OF SELECTION __ ENTER IVD#/MPI# OR SSN#

PF4-SUB MENU PF1-HELP PF3-PREV SCREEN PF12-MAIN MENU
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Selecting 02 and pressing <ENTER> accesses the Court Scheduling module.
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Court Scheduling is utilized by contracting officials’ staff.  The Court Scheduling function allows staff to add a hearing to a calendar, view and print all cases scheduled each day, and then enter the final court disposition after the hearing is completed.  This function also allows staff to access the genetic test option used to create, update, and review genetic test data.

Figure 5‑12: Case Management Menu - Court Scheduling
Completion of court scheduling is vital for measuring compliance with federal regulations with regard to the timely disposition of IV-D cases.  The following procedures are completed to ensure the appropriate disposition of a case is accomplished:

1. Schedule the court date through the Court Scheduling option.

2. Generate the appropriate court document through the FormsGen process.

3. Finalize the court disposition code after the court order is established.  (The process for finalizing this action is through the <PF10>-DELETE function.

4. Enter the court order information into the system and refer the case through Option 06-Update Case/Participant Data.

The court number is required to view, create, or update a court schedule.  The court number is found in the Employer/Agency file under CORT.

Upon entering the Court Scheduling module you navigate to an Inquire Court Scheduling screen (ASEASA).  View Option 1 is the default screen, which will display all hearings for selected court by date, worker and type.  View Option 2 displays all hearings for selected court and worker by date, type.
Required search criteria include the Court ID number and Worker ID number.
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Figure 5‑13: Inquire Court Scheduling
	COURT #
	Court ID number.  This number consists of the FIPS Code for the county in which the court scheduling is being completed, the letter C or D to indicate circuit or district court, and the court division number.  NOTE:  Up to ten characters can be entered into the COURT # field; however, staff are encouraged to enter ALL available characters of the court number.  For example, enter court number 21037C001, not 21037C1. Mandatory field.

	WORKER #
	Enter the ID number for the responsible worker associated with the court hearing.  This is an eight character field and is mandatory for View Option 2.

	DUE DATE FROM
	Enter a start date range for the court hearings.  The system defaults to 01/01/1989 – you MUST use this date format (mm/dd/yyyy).  Mandatory field.

	DUE DATE TO
	Enter the end of the date range for the court hearings search.  The system defaults to the current date.  Use (mm/dd/yyyy) date format.


Table 1: Court Scheduling
Upon entering the required information for View Option 1 (screen ASEASA) you encounter the View Option 1, Court Scheduling screen (ASEASB).  This screen displays a list of all previously entered scheduled court hearings for the selected court within the specified date range.  A court hearing schedule is added <PF6>, updated <ENTER>, or deleted <PF10> through this screen.  A court schedule can also be printed <PF2> from this screen.
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Figure 5‑14: View Option 1, Court Scheduling
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<ENTER>-UPDATE – Type the line number selected for the update in the ENTER LINE NUMBER TO REVIEW HEARING field.  The Update Court Scheduling screen (ASEASC) displays.
Required fields: IV-D Number, Court ID Number, Court Date, Court Time, and Case Disposition.

[image: image1.png]


<PF9>-CONFIRM, updates system information.
<PF15>-GENETIC TEST - Creates, updates, or reviews genetic test data.
Figure 5‑15: Update Court Schedule
Upon entering the required information for View Option 2 (screen ASEASA) you encounter the View Option 2, Court Scheduling screen (ASEASF).  This screen displays a list of all previously entered court hearings scheduled for the selected court number and the assigned responsible worker within the specified due date range.
Processing options for View Option 1 and 2 are the same with the exception that View Option 1 offers a PF2-PRINT option and View Option 2 does not.
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Figure 5‑16: View Option 2, Court Scheduling
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The Create Court Schedule screen (ASEASC) is used to schedule a court hearing.  The require fields are the IV-D number, court ID number, court date, court time, and case disposition.
Recall that this screen displays as Update Court Schedule when a line number is selected to update a previously entered court schedule on screens ASEASB or ASEASF.
Figure 5‑17: Create Court Schedule
	COURT ID # 
	KASES forwards the Court ID number previously identified by the worker on the Inquire Court Scheduling screen (ASEASA).  The Court ID number may be changed to another valid Court ID number if desired.  Mandatory field.

	HEARING WORKER #
	KASES forwards the hearing worker number entered by the user on the Inquire Court Scheduling screen (ASEASA).  If a worker number was not entered, KASES defaults to the number of the worker who logged on to the system.  This filed can be updated to any valid number.  Mandatory field.

	COURT NAME
	KASES automatically enters the court name associated with the Court ID number.  This field is for display only and cannot be changed/updated from this screen.

	IV-D #
	The case number associated with the court hearing.  This field is mandatory when creating a court schedule.

	COURT DATE
	Hearing date (mm/dd/yyyy).  This field is mandatory when creating a court schedule.

NOTE:  The court date entered in this field determines the paternity start date on the Update Participant Data screen (ASEC2A).

	COURT HM/MM
	Time of the scheduled court hearing.  HH=hour, MM=minutes.  Example: 1:30 hearing time is entered as 1 or 01 in the HH field and 30 in the MM field.  Mandatory fields.

	AM/PM
	AM = morning, PM= afternoon/evening.  Mandatory field.

	ROOM NBR
	Courtroom number where the hearing will be held.  Optional field.

	PET TYPE
	Code for the type of petition to be heard.  Optional field.
Valid Codes:

CT – CONTEMPT

DV – DIVORCE 

FO – REGISTRATION OF FOREIGN SUPPORT ORDER

MC – MOTION TO CONSOLIDATE

MD – MODIFICATION BY DEFENDANT

MP – MODIFICATION BY PLAINTIFF

NS – NON SUPPORT

OT – OTHER 

PP – PATERNITY

SP – SUPPORT PROCEEDING

WG – WAGE ASSIGNMENT 



	NOTICE TYPE
	Code for the hearing notice type.  Optional field.
Valid Codes:

 CM – CERTIFIED MAIL

 FM – FIRST CLASS MAIL

 GW – GOVERNOR’S WARRANT

 LA –  LONG ARM

 OC –  OUT OF COUNTY SHERIFF

 PS –   PERSONAL SERVICE

 RM –  RESTRICTED MAIL, RETURN RECEIPT REQUESTED

	CASE DISPOSITION
	Initial case disposition code.  Note:  The case disposition code cannot be updated once it is entered and confirmed.
The case disposition code changes when a final disposition code is entered on the Delete Court Schedule screen (ASEASG).  Mandatory field.

Valid Codes:

   BTHE – HEARING TO COMPEL BLOOD TEST

   CARR – CRIMINAL ARRAIGNMENT

   CHRA – HEARING TO REVOKE AGREEMENT TO DEFER

   CHRC – HEARING  TO REVOKE CONDITIONAL DISCHARGE

   CHRP –  HEARING TO REVOKE PROBATION

   CTHE – SHOW-CAUSE/CONTEMPT HEARING

   DNHE – DEFAULT NON-SUPPORT HEARING

   DPHE – DEFAULT PATERNITY HEARING

   GDHE – GUARDIAN AD LITEM HEARING (APPOINT)

   ICHE – INTERVIEWING COMPLAINT HEARING

   MAMD – AMEND

   MARR – ARREARS JUDGEMENT

   MCNS – CRIMINAL NONSUPPORT

   MDEF – DEFAULT JUDGEMENT

   MDHE – MODIFICATION FOR DECREASE SUPPORT HEARING

   MDIS – DISMISS

   MIHE – MODIFICATION FOR INCREASE HEARING

   MINV – INTERVENE

   MMHE – MODIFICATION FOR MEDICAL SUPPORT HEARING

   MOSS – STAY SUPPORT

   MSED – SET ASIDE DEFAULT

   MSEO – SET ASIDE ORDER

   MSUM – SUMMARY JUDGEMENT

   MSUP – SUPPORT 

   MTER – TERM ORDER/WAGE ASSIGNMENT

   MTRL – TRIAL 

   MURS – INTERSTATE HEARING

   MWAGE – WAGE ASSIGNMENT

   MWAR – BENCH WARRANT

   NSHE – NON-SUPPORT HEARING

   OAHE – ORDER AND ARREST HEARING

   PTHE – PATERNITY HEARING

   PTRL – PATERNITY TRIAL

   TSHE – TEMPORARY SUPPORT HEARING

   WGHE – WAGE ASSIGNMENT HEARING

	FILE NUMBER
	Civil action number of the court hearing.  Optional field.

	SERVICE OF SUMMONS DATE
	Date summons was or is to be served.  Date format (mm/dd/yyyy).  Optional field.

	JUDGE’S NAME (LAST, FIRST MI)
	Presiding judge over the hearing.  Optional field.


Table 2: Create Court Schedule
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This screen displays the scheduled court hearings created on the Create Court Schedule screen (ASEASC).  The same data will appear, displayed by court date and time on View Option 2, Court Scheduling (ASEASF) when court scheduling is added to the system.

Figure 5‑18: View Option 1, Court Scheduling Example
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This screen is used to update an existing hearing, enter notes pertaining to the court schedule, or create or update genetic test data.
The instructions for updating a court schedule are the same as those for creating a court schedule.

Figure 5‑19: Update Court Schedule, Example
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Figure 5-20 illustrates an example of a court schedule that has been selected for deletion or for entering a final disposition code.
KASES automatically sets the cursor to the FINAL DISP (Final Disposition) field.
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NOTE:  Do not delete a court schedule until the order is generated from FORMSGEN, because the court order information is drawn from the court schedule.
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To delete a court hearing which may have been scheduled in error, enter the DELE (Delete Unwanted Schedule) code in the FINAL DISP field.
Figure 5‑20: Delete Court Schedule Screen
To delete a court schedule (not scheduled in error and for which the hearing has been finalized) enter a valid final disposition code in the FINAL DISP field.  The final disposition code reflects hearing result.
FINAL DISP CODES:  (mandatory)

	AFEL
	AMMENDED TO FELONY

	CCND
	ORDER WITH CONDITIONAL DISCHARGE

	CDFR
	AGREEMENT TO DEFER PROSECUTION

	CNTP
	CONTEMPT ORDER ENTERED

	CONT
	CASE CONTINUED

	CPRS
	ORDER WITH PROBATED SENTENCE

	CRCD
	ORDER REVOKING CONDITIONAL DISCHARGE

	CRDF
	ORDER REVOKING AGREEMENT TO DEFER

	CRPS
	ORDER REVOKING PROBATED SENTENCE

	CTRL
	CRIMINAL TRIAL/PRETRIAL SET

	DELE
	DELETE UNWANTED SCHEDULE

	DISP
	DISMISSED WITH PREJUDICE

	DPBT
	DISMISSED WITHOUT PREJUDICE, BLOOD TEST

	DPJD
	DISMISSED WITH PREJUDICE, JURY DETERMINATION

	DWOP
	DISMISSED WITHOUT PREJUDICE

	GARN
	GARNISHMENT

	GPPB
	GUILTY PLEA, PROBATED SENTENCE

	GUAR
	GUARDIAN AD LITEM APPOINTED

	HGNG
	HEARING/BENCH TRIAL, DEFENDANT NOT GUILTY

	HRGU
	HEARING/BENCH TRIAL, DEFENDANT FOUND GUILTY

	JAGR
	AGREED JUDGMENT

	JDEF
	JUDGEMENT, DEFAULT

	JOFS
	JUDGEMENT AND ORDER FOR SUPPORT

	JPAS
	JUDGEMENT OF PATERNITY AND SUPPORT

	JPLD
	JUDGEMENT ON PLEADINGS

	JPNS
	JUDGEMENT OF PATERNITY, NO SUPPORT

	JSUM
	SUMMARY JUDGEMENT

	JTRL
	JURY TRIAL

	JUDG
	JUDGEMENT

	MINO
	MEDICAL INSURANCE OBTAINED

	MODD
	MODIFICATION ORDER-DECREASE

	MODI
	MODIFICATION ORDER-INCREASE

	MODM
	MODIFICATION TO INCLUDE MEDICAL SUPPORT

	MODN
	MODIFICATION-NO CHANGE

	OCBT
	ORDER COMPELLING BLOOD TEST

	PASS
	GUILTY PLEA, PASS FOR SENTENCING

	RMND
	REMAND

	RSCH
	CASE RESCHEDULED

	USUB
	UNDER SUBMISSION

	WAGE
	WAGE ASSIGNMENT ENTERED

	WARR
	ORDER/WARRANT FOR ARREST ISSUED


Table 3: Final Disp Codes
DWOP RSN – Dismissed without prejudice reason code field.  Mandatory when the final disposition code DWOP entered.  Valid reason codes are shown below:
· AGRE – By agreement of the parties

· FPRO – Failure to prosecute (no action for one year)

· PLWD – Plaintiff withdraws the suit

DWOP REV DATE – Dismissed without prejudice review date.  Format is MM/DD/YYYY.  Mandatory field.

JUDICIAL DECISION DATE – Judicial decision date on an adjustment petition.  Format is MM/DD/YYYY.  Mandatory field if MODD, MODI, MODM, or MODN final disposition codes are entered in the FINAL DISP field.

The Display/Update Paternity Disposition screen (ASEASD) displays either the JPAS or JPNS code that was entered in the FINAL DISP field on the Delete Court Schedule screen (ASEASG).
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The system does not automatically update the DISP field on the Display/Update Paternity Disposition screen.  Staff manually changes the DISP code to one of the following paternity disposition codes:
ADJH – Adjudicated, Hearing

ADJT – Adjudicated, Trial

APAT – Administrative Paternity Established.

BCRT – Birth Certificate

DEFJ – Default Judgment

OTHR – Other

PCNT – Paternity contested

STPJ – Stipulated Judgment

UNKN – Unknown

VOL – Voluntary Acknowledgement

Figure 5‑21: Display/Update Paternity Disposition
5.3 Address Maintenance TC "5.3 Address Maintenance" \f C \l "3" 
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Selecting 04 and pressing <ENTER> accesses Address Maintenance module.

This function allows for routine address maintenance/changes/updates for noncustodial parents and clients.
Figure 5‑22: Case Management Menu - Address Maintenance
Upon selecting the Address Maintenance option, the system navigates you to the Inquire Case/Participant screen – refer to Figure 4-4, or you may enter an IV-D number and jump directly to the List Case Participants screen (ASEQ0B),  or a MPI number or SSN number and jump directly to the Select Participants screen (ASEAAA). 
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KASES will not allow you to change the street, city, or state. You must create an entirely new address.  
You may create, delete and refer cases from the Select Participant Address screen.
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Figure 5‑23:  Address Maintenance 1
[image: image89.png]ASEMAA 300XGREG &CAQ KASES
13:16:23 06/13/05 CASE MANAGEMENT MENU

PF4-SUB MENU PF1-HELP




Upon making a selection from either screen shown in Figure 5-37, you will be navigated to the Update Participant Address screen (ASEAAE).
This screen allows you to enter ADDR TYPE, STREET 1 and 2, CITY, STATE, ZIP CODE, FOREIGN IND, PHONE #, ALTERNATE PHONE, VERIFIED DATE and WHERE OBTAINED.

After completion, be sure to press <PF9>-CONFIRM to accept.

Figure 5‑24: Update Participant Address Screen
You can also add notes by choosing <PF5>-NOTES PROCESS or refer the case by pressing <PF16>-REFER CASE.  The Refer Case option allows you to defer the case to the SPLS unit in the event a MAIL address is not a serviceable address (for example).  
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Note:  When entering information in Address Maintenance screens, please do not use commas or periods!
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From Figure 5-37 (Select Participant Address).
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	Important Address Information – Quick Reference

	Overseas Military Mail

	Army Atlantic
	AA (Mail going to the Americas other than Canada)

	Army Europe
	AE (Mail going to Europe, Middle East, Africa, Canada

	Army Pacific
	AP (Mail going to the Pacific region).

	When inputting overseas military addresses into KASES:
	· APO is entered into the CITY field.
· The appropriate designation code (listed above) is entered in the STATE field.

· The APO/FPO Zip Code is entered in the ZIP CODE field.

EXAMPLES:

  SSGT STANLEY A SCOTT

  UNIT 908 BOX 111

  APO AP 96522-1215

  SEAMAN GARY B. JOHNSON

  B DIVISION

  USS SEA DEVIL (SSN-664)

  FPO AA 34093-2344

  SGT KEVIN DALEY

  PSC 1650 BOX 10

  APO AE 09777-0010


	US Postal and KASES Address Format

	Addresses are to be free of punctuation with the exception of the hyphen in the ZIP+four code.
	EXAMPLE:  40503-1234

	Street designators must be abbreviated and follow accepted postal regulations.  Some common examples are:
	Circle – CIR

Court – CT

Cove – CV

Drive – DR

Freeway – FWY

Grove – GRV

Heights – HTS

Highway – HWY

Hill – HL

Hills – HLS

Hollow – HOLW

Junction – JCT

Lake – LK

Landing – LNDG

Lane – LN

Mountain – MTN

Park – PARK

Parkway – PKY

Pike – PIKE
	Place – PL

Plaza – PLZ

Point – PT

Road – RD

Station – STA

Stravenue – STRA

Stream – STRM

Street – ST
Terrace – TER

Trace – TRCE

Trail – TRL

Trailer – TRLR

Tunnel – TUNL

Turnpike – TPKE

View – VW

Village – VLG

Ville – VL

Walk – WALK

Way – WAY



	US State Abbreviations

	Reference the standard US POSTAL TWO-LETTER abbreviation codes.
	Alabama – AL

Arizona – AZ

American Somoa – AS

Colorado – CO

Delaware – DE

Florida – FL

Guam – GU

Idaho – ID

Indiana – IN

Kansas – KS

Louisiana – LA

Maryland – MD 

Michigan – MI

Mississippi – MS

Montana – MT

Nevada – NV   

New Jersey – NJ

New York – NY 

Ohio – OH 

Oregon – OR 

Puerto Rico – PR 

South Carolina – SC 

Tennessee – TN 
Utah – UT 

Virginia – VA 

Washington – WA
Wisconsin – WI 


	Alaska – AK

Arkansas – AR

California – CA

Connecticut – CT

District of Columbia - DC

Georgia – GA

Hawaii – HI

Illinois – IL

Iowa – IA

Kentucky – KY

Maine – ME

Massachusetts – MA

Minnesota – MN

Missouri – MO

Nebraska – NE

New Hampshire – NH 

New Mexico – NM

North Carolina – NC 

Oklahoma – OK 
Pennsylvania – PA

Rhode Island – RI

South Dakota – SD 

Texas – TX 

Vermont – VT 

Virgin Islands – VI

West Virginia – WV

Wyoming – WY 

	Apartment Addresses

	DO NOT enter data in the APT # field.
	· APT # data must be placed at the end of the street name and number in the STREET1 field.
· If the name and number of the street is too long to include additional information in the STREET1 field, the apartment number is entered in the STREET1 field as secondary information and the street name and number is entered in the STREET2 field.

EXAMPLE:

   APT #

   STREET1  ARBOR APARTMENTS APT #45

   STREET2  1234 W STATE ST

   CITY          LEXINGTON  ST  KY  ZIP CODE  40500


	Adding A Foreign Address To KASES 

	When loading a foreign address, it is vital that the caseworker enter the address correctly into the KASES System so payments may be sent out correctly.  The caseworker must remember many foreign countries have provinces instead of states.  They must also have zip codes that contain letters and numbers.  The KASES System was not designed to accommodate these types of addresses.  If the caseworker needs to input an address outside of the U.S. and they are not 100% sure exactly how the address should be entered into the fields (especially the State code), the caseworker should contact their Area Child Support Office for assistance.  
If additional assistance is needed, the SPLS supervisor will be contacted.  SPLS routinely enters addresses into the KASES System and will be able to provide the caseworker with the correct state code for the country that is needed.
	· It is important to change the foreign indicator to “Y” so the KASES System recognizes the state code as a code outside the United States.
The following is an example of an address input correctly and an address input incorrectly (includes the created when it is input incorrectly) when the participant resides outside of the US:

Correct Address Format

STREET 1  199 SELLERSHORE RD/P O BOX 123
STREET 2  ELLERSHOUSE
CITY      NOVA SCOTIA             STATE    CA
ZIP CODE ____  ____    FOREIGN IND    Y
In the above example, 

“Street 2” is the community within Nova Scotia, Canada; 

“City” contains the province; 

“State” is the country code (CA = Canada); 

“Zip Code” is left blank;

“Foreign IND” is set to “Y” so KASES will know this address is outside of the US and a Zip Code is not a required field.

Incorrect Address Format
STREET 1  199 SELLERSHORE RD
STREET 2  P O BOX 123
CITY      DARTMOUTH      ST   NS
ZIP CODE  ____  ____    FOREIGN IND   Y
The address above, is input incorrectly.  Although the foreign indicator is changed to “Y” the “Street 2”, “City” and “State” fields are input incorrectly.  

This client lives in Nova Scotia, Canada.  When this client was issued a payment with this address format, the payment went to the “Republic of Surinam” in “Northern SOUTH AMERICA” instead of “Nova Scotia, Canada”. 



	Below is information from the Document Direct Report HRCS0011 (Daily Check Register) dated 11/30/2007 which show where the check was sent when KASES contained the incorrect address format.  (It was supposed to go to Canada but instead went to So America.)

Check IV-D       Payable To Name/Address       Case No.            Reference                Amount       Date

0011111111      Payee:  BEHER  LANA            0001111111   DSB0000111111111   556.30   11/30/2007
                                THIRD PARTY PAYEE:

                                199 SELLERSHORE RD.

                                PO BOX 123

                                ELLERSHOUSE    SURINAM                             

	Foreign Country ISO Abbreviations

	The foreign country abbreviation is entered in the state field.  For example:  Enter CA for Canada, CO for Columbia, DE for Germany, MX for Mexico etc. 

The foreign indicator must be set to “Y” anytime a foreign country  is added as the participants address. 

Many foreign countries have the ISO code abbreviation, that are the same 2 character  abbreviation as a US state.  Kentucky and Cayman Island both have a KY abbreviation as well as Germany and Delaware both have a DE abbreviation. The foreign indicator must be set to “Y” when entering an abbreviation for a foreign country to assist in identifying the address as foreign and not within the US.

If additional assistance is needed, the SPLS supervisor will be contacted.  SPLS routinely enters addresses into the KASES System and will be able to provide the caseworker with the correct state code for the country that is needed.

	Abu Dhabi / Ajman – AE
	Admiralty Islands – PG

	Afganistan – AF
	Aitataki / Atiu (New Zealand) – NZ

	Aland Island – FI
	Albania – AL

	Alderney, Channel Islands – GB
	Algeria – DZ

	Alhucemas – ES
	Alofi Island – NC

	Andaman Islands – IN
	Andorra – AD

	Angola – AO
	Angilla – AI

	Annobon Island (Equatorial Guinea) – GQ
	Antigua & Barbuda – AG

	Argentina – AR
	Armenia – AM

	Aruba – AW
	Astypalaia – GR

	Australia – AU
	Austria – AT

	Azerbaijan – AZ
	Bahamas – BS

	Bahrain – BH
	Bangladesh – BD

	Barbados – BB
	Belarus – BY

	Belgium – BE
	Belize – BZ

	Benin – BJ
	Bermuda – BM

	Bhutan – BT
	Bolivia – BO

	Bosnia-Herzegovina – BA
	Botswana – BW

	Brazil – BR
	Brunei Darussalam – BN

	Bulgaria – BG
	Burkina Faso – BF

	Burundi – BI
	Cambodia – KH

	Cameroon – Cm
	Canada – CA

	Cape Verde – CV
	Cayman Islands – KY

	Central African Rep – CF
	Chad – TD

	Chile – CL
	China – CN

	Christmas Island (Australia) – CX
	Cocos Island (Australia) – CC

	Colombia – CO
	Comoros – KM

	Congo, Democratic Rep of the – CD
	Congo, Rep of the (Brazzaville) – CG

	Cook Islands (New Zealand) – CK
	Costa Rica – CR

	Cote D’Ivore (Ivory Coast) – CI
	Croatia – HR

	Cuba – CU
	Cyprus – CY

	Czech Republic – CZ
	Denmark – DK

	Djibouti – DJ
	Dominica – DM

	Dominican Republic - DO
	Ecuador – EC

	Egypt – EG
	Eire (Ireland) – EI

	El Salvador – SV
	Elobey Islands (Equatorial Guinea) – GQ

	Eritrea – ER
	Estonia – EE

	Ethiopia – ET
	Falkland Islands – FK

	Faroe Islands – FO
	Fiji – FJ

	Finland – FI
	France – FR

	French Guiana – GF
	French Oceania (French Polynesia) – TF

	French Polynesia – PF
	Gabon – GA

	Gambia – GM
	Georgia, Republic of – GE

	Germany – DE
	Ghana – GH

	Gibraltar – GI
	Great Britain & Northern Ireland – GB

	Greece – GR
	Greenland – GL

	Grenada – GD
	Guadeloupe – GP

	Guatemala – GT
	Guernsey – GG

	Guinea – GN
	Guinea-Bissau – GW

	Guyana – GY
	Haiti – HT

	Holland – NL
	Honduras – HN

	Hong Kong – HK
	Hungary – HU

	Iceland – IS
	India – IN

	Indonesia – ID
	Iran – IR

	Iraq – IQ
	Ireland (Eire) – IE

	Isle of Man (Great Britain) – IM
	Israel – IL

	Italy – IT
	Jamica – JM

	Japan – JP
	Jersey (Channel Islands) JE

	Jordan – JO
	Kazakhstan – KZ

	Kenya – KE
	Kiribati – KI

	Korea, Democratic People’s Rep of – KP
	Korea, Rep of (South Korea) – KR

	Kuwait – KW
	Kyrgyzstan – KG

	Laos – LA
	Latvia – LV

	Lebanon – LB
	Lesotho – LS

	Liberia – LR
	Libya – LY

	Liechtenstein – LI
	Lithuania – LT

	Luxembourg – LU
	Macao – MO

	Macedonia – MK
	Madagascar – MG

	Malawi – MW
	Malaya (Malaysia) – MY

	Maldives – MV
	Mali – ML

	Malta – MT
	Martinique – MQ

	Mauritania – MR
	Mauritius – MU

	Mayotte (France) – YT
	Mexico – MX

	Moldova – MD
	Monaco (France) – MC

	Mongolia – MN
	Monteserrat – MS

	Morocco – MA
	Mozambique – MZ

	Myanmar (Burma) – MM
	Namibia – NA

	Nauru – NR
	Nepal – NP

	Netherlands – NL
	Netherlands Antilles/Netherlnds Wst Indies-AN

	New Caledonia – NC
	New Zealand – NZ

	Nicaragua – NI
	Niger – Ne

	Nigeria – NG
	Niue (New Zealand) – NU

	Norfold Island (Australia) – NF
	Norway – NO

	Oman – OM
	Pakistan – PK

	Panama – Pa
	Papua New Guinea – PG

	Paraguay – PY
	Peru – PE

	Phillippines – PH
	Pitcairn Island – PN

	Poland – PL
	Portugal – PT

	Qatar – QA
	Reunion – RE

	Romania – RO
	Russia – RU

	Rwanda – RW
	St. Bartholomew (Guadeloupe) – BL

	St. Helena – SH
	St. Kitts – KN

	St. Lucia – LC
	St. Maarten (Netherlands Antilles) – SM

	St. Pierre & Miquelon – PM
	St. Vincent An The Grenadines – VC

	San Marino – SM
	Sao Tome & Principe – ST

	Saudi Arabia – SA
	Senegal – SN

	Serbia-Montenegro – RS
	Seychelles – SC

	Sierra Leone – SL
	Singapore – SG

	Slovak Republic (Slovakia) – SK
	Slovenia – SI

	Solomon Islands – SB
	Somali Democratic Republic – SO

	Somaliland (Somalia) – SO
	South Africa – ZA

	So. Georgia (Falkland Islands) – GS
	Spain – ES

	Sri Lanka – LK
	Sudan – SD

	Suriname – SR
	Swaziland – SZ

	Sweden – SE
	Switzerland – CH

	Syrian Arab Republic (Syria) – SY
	Taiwan – TW

	Tajikistan – TJ
	Tanzania – TZ

	Tchad (Chad) – TD
	Thailand – TH

	Timor (Indonesia) – TL
	Tobago (Trinidad & Tabago) – TT

	Togo – TG
	Tokelau (Union) Group (W.Samoa) – TK

	Tonga – TO
	Tunisia – TN

	Turkey – TR
	Turkmenistan – TM

	Turks & Caicos Islands – TC
	Tuvalu – TV

	Uganda – UG
	Umm Said (Qatar) – QA

	Ukraine – UA
	United Arab Emirates – AE

	United Kingdom (Great Britain) – GB
	Uruguay – UY

	Uzbekistan – UZ
	Vanuatu – VU

	Vatican City – VA
	Venezuela – VE

	Vietnam – VN
	Wales (Great Britain & Northern Ireland – GB

	Wallis & Funtuna Islands – WF
	Yemen – YE

	Zambia – ZM
	Zanibar (Tanzania) – TZ

	Zimbabwe – ZW
	


Table 4: KASES Quick Reference Address Guide
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Upon making a line number selection and pressing <ENTER> you are navigated to a Refer Case screen (ASECRA).
You can choose to accept the system suggested referral or to override the system by entering a different county location, referral unit, process status, or worker number.
Based on the type of future action needed, KASES automatically assigns the case to be transferred to the proper office and caseworker.

Information in the REFER TO and REFER FROM fields is defaulted by the system; however, these fields can be changed as well.
Figure 5‑25: Refer Case Screen
Instructions on completing the Refer Case screen:
1. MODIFICATION REQUIRED FOR OBLIGATION or MEDICAL INSURANCE:  If there is existing order in the case, the OBLIGATION and MEDICAL INSURANCE fields require an entry Y (YES) or N (NO).  A Y code indicates that modification action is appropriate.  If the case does not have an existing order, these fields will default to N and indicate modification action is not required.

--If Y is entered in both the OBLIGATION and MEDICAL INSURANCE fields, the system changes the process status to MODO (MODIFICATION OF OBLIGATION).

--If Y is entered in the OBLIGATION field and N in the MEDICAL INSURANCE field, the system changes the process status to MODO.

--If N is entered in the OBLIGATION field and Y in the MEDICAL INSURANCE field, the system changes the process status to MOMS (MODIFICATION OF MEDICAL INSURANCE).
--If N is entered in both fields, the process status will remain unchanged unless the caseworker overrides the suggested referral.

2. COUNTY LOCATION: KASES automatically displays the county code previously entered for this case.  This is the only place in the system where the county number can be changed to update the KASES database.  The system automatically updates the county type on the Create/Update Case screen (ASEC8C) when the county location is changed on the Refer Case screen.

3. PROCESS STATUS:  KASES automatically displays a “suggested referral” process status which is system calculated based on a combination of specific participant and case indicators.  For example the system will not suggest a paternity referral unless PCNT, the valid code for the paternity disposition field, is entered on the Create Participant screen (ASEC2A) for the child participant.  The system-calculated process status can be overridden.

	PROCESS STATUS FIELDS

	Code
	Definition

	CJCA
	NPA cases payable to JCA

	COLL
	Collection

	CONV
	Payee Conversion

	DELQ
	Delinquent

	ENFI
	Enforcement Action Initiated

	ESTA
	Administrative Establishment

	ESTJ
	Judicial Establishment

	INIT
	Intake/Initiation

	LOCT
	Location

	MODO
	Modification of Obligation

	MOMS
	Modification of Medical Support

	PAT
	Paternity Establishment

	SCR
	State Case Registry

	STAX
	Request for State Tax Intercept


Table 5: Process Status Fields 
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Note:  The system will not consider a PAT status when the non-custodial parent has a relationship of MOTH.  Instead, the system takes the following steps when determining the appropriate suggested process status.
A. The system checks for the locate flag or the LOCO case type.  If either are true, LOCT will be the suggested process status.  Otherwise, the next check is for a MAIL address.

B. The system checks for a MAIL address for the non-custodial parent.  If none exists, LOCT is the suggested process status.  Otherwise, the next check is for court order.

C. If paternity is in question and no order exists, the suggested process status is ESTA and ONLY if the noncustodial parent is the mother.

D. If an order exists on KASES, the suggested process status is based on the CURRENT process status.  For example, if the current process status is INIT, the suggested process status is CONV.  If the current process status is CONV, the suggested process status is CONV.

E. If none of the above are true, but a support order exists and the CURRENT process status is not DELQ, the suggested process status is COLL.

F. If the CURRENT process status is DELQ, the suggested process status is DELQ.

G. KASES will not suggest LOCT referral on PAT when NCP is the father.  Worker needs to override.
4. REFERRAL UNIT: KASES automatically displays a suggested worker unit to which the case is referred.  This is a mandatory field and valid codes are in the table below.
	REFERRAL UNIT

	Code
	Definition

	ALL
	GENERIC (ALL UNITS)

	ENFA
	ADMINISTRATIVE ENFORCEMENT

	ENFJ
	JUDICIAL ENFORCEMENT

	ESTA
	ADMINSTRATIVE ESTABLISHMENT

	ESTJ
	JUDICIAL ESTABLISHMENT

	FCAR
	FOSTER CARE

	INIT
	INITIATION

	PAT
	PATERNITY

	SPLS
	LOCATION

	STAX
	INTERCEPT

	URES
	URESA


Table 6: Referral Unit Codes
WORKER ID: KASES automatically displays the identification number of the worker to whom the case should be referred.  This is only a suggestion and can be overridden.  This is a mandatory field.
When the county, process status, and/or unit have been changed, erase the worker ID field and press <ENTER>.  The system retrieves the appropriate worker ID for the changes entered.
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TEST OVERRIDE bypasses warning messages and instructs KASES to accept the case referral “as is”.
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Note:  if the referral unit is changed and it does not match the suggested process status (judicial or administrative action), KASES highlights the following warning message at the bottom of the screen – UNIT/PROCESS STATUS MISMATCH – PF2/PF5 TO CONFIRM.

THIS SCREEN MUST BE CONFIRMED WITH THE PF2-COMPLETE CASE OPTION BEFORE THE REFERRAL IS COMPLETE.
For interstate cases the following actions are taken to complete the referral process:

1. Change the COUNTY LOCATION from 301 to the county number where the non-custodial parent resides.  
2. To refer the case to the responsible worker, change the REFERRAL UNIT from URES to the referral unit indicating what action is needed and erase the WORKER ID NUMBER.

3. Press <ENTER>.  The system displays the correct worker ID for the Referral Unit.

4. To change the Referral Unit back to URES, delete the Referral Unit entry and press <ENTER>.  The system enters URES in the Referral Unit field indicating this is a URESA case.

5. Press PF2 to complete the case.

5.4 Case Event Maintenance TC "5.4 Case Event Maintenance" \f C \l "3" 
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Selecting 05 and pressing <ENTER> accesses Case Event Maintenance module.
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The Case Event record is a history of events that have occurred in a case on KASES.  This function is the counterpart to the worklist function.  Although both the worklist and the event history use the same code types, the worklist is used to identify cases needing action; whereas the event history is used as a record of completed actions.
Upon completion of all case actions, caseworkers verify that case events have been entered into the system by accessing this option.
Figure 5‑26: Case Management Menu - Case Event Maintenance
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Upon selecting the Case Event Maintenance option, the system navigates you to the Inquire Case/Participant screen – refer to Figure 4-4, or you may enter an IV-D number and jump directly to the List Case Participants screen (ASEQ0B),  or a MPI number or SSN number and jump directly to the Select Participants screen (ASEAAA).

From the Case Event Maintenance option, one major difference on the List Case Participants screen (ASEQ0B) and List Participant Cases screen (ASEC1C) is the <PF9>-PASS IV-D # option.
<PF9>-PASS IV-D # allows you to view events associated with the IV-D case number.  The Event History Options screen (ASEAED) appears with the IV-D number displayed in the Account # field 
Refer to Chapter 4 for instructions on completing this screen.

Figure 5‑27: Event History Options Screen
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Selecting <PF10>-SEL ARCHIVE from the Events History Options screen simply “changes” the screen to an Archive Event History Options screen.

Press <ENTER>-CONTINUE to view archived events.  View Option 1 displays screen ASEARA and View Option 2 displays screen ASEARC (illustrated below).
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Figure 5‑28: View Options 1 and 2 - Archived Event Histories
Refer to Chapter 4 for a review of the <PF2>-CHG VIEW OPT function.
5.5 Update Case/Participant Data TC "5.5 Update Case/Participant Data" \f C \l "3" 
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Selecting 06 and pressing <ENTER> accesses Update Case/Participant Data module.
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This option is used to update participant and case information.  Participant information that can be updated includes, but is not limited to the following:  social security number, date of birth, and client AFDC data.  Case information that can be updated includes, but is not limited to the following: parental marital status, good cause data, and genetic testing.
Figure 5‑29: Case Management Menu - Update Case/Participant Data
Upon selecting the Address Maintenance option, the system navigates you to the Inquire Case/Participant screen – refer to Figure 4-4, or you may enter an IV-D number and jump directly to the Update Case Participants screen (ASEC1B),  or a MPI number or SSN number and jump directly to the List Participant Cases screen (ASEC1C). 
Selecting the <PF2>-COMPLETE CASE option from the Update Case Participants screen (ASEC1B) navigates you to the Update Case screen (ASEC8C).  This screen appears as either Create or Update Case, depending on whether the user is creating the case or returning to the screen after additional process actions have been completed.  This screen displays general information regarding the selected case.
All required fields display indicator codes defaulted by the system and data entered previously on other screens which are retrieved by the system and automatically inserted in the appropriate fields.
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Figure 5‑30: Update Case Information
Some fields in the Update Case Information screen above are fairly straight-forward (e.g., (Y)es or (N)o answers) and need no further explanation or have already been covered previously in this guide; however, below is a table which defines some of the more “obscure” fields.
	Update Case Participants Screen

	Field
	Definition

	Case Status
	Codes

	
	ARCV
	CASE MOVED TO ARCHIVE

	
	CLSD
	CLOSED

	
	INCO
	INCOMPLETE

	
	OPEN
	OPEN

	
	PNDA
	PENDING IV-D APPROVAL *System Generated

	
	PNDF
	PENDING FOSTER CARE (PENDING APPROVAL THROUGH TWIST INTERFACE) *System Generated

	
	PNDJ
	PENDING JCA INTERFACE CASE *System Generated

	AP Relationship To Prosecuting Witness
	Enter the code for the non-custodial parent’s relationship to the prosecuting witness in the judicial proceeding.  Optional Field.



	
	Codes

	
	AUNT
	AUNT

	
	BROT
	BROTHER

	
	CHLD
	CHILD

	
	COUS
	COUSIN

	
	DAUG
	DAUGHTER

	
	FINL
	FATHER-IN-LAW

	
	FRND
	FRIEND

	
	FTAC
	ACKNOWLEDGED FATHER

	
	FTAD
	ADOPTIVE FATHER

	
	FTHA
	ALLEGED/PUTATIVE FATHER

	
	FTHE
	EXCLUDED FATHER

	
	FTHL
	LEGAL FATHER

	
	GRAM
	GRANDMOTHER MATERNAL

	
	GRMP
	GRANDMOTHER PATERNAL

	
	GRFM
	GRANDFATHER MATERNAL

	
	GRFP
	GRANDFATHER PATERNAL

	
	GUAL
	GUARDIAN AD LITEM

	
	GUAR
	GUARDIAN

	
	MINL
	MOTHER-IN-LAW

	
	MOTH
	MOTHER

	
	MTAD
	ADOPTIVE MOTHER

	
	NEPH
	NEPHEW

	
	NIEC
	NIECE

	
	NONE
	NONE

	
	OTHR
	OTHER

	
	SIST
	SISTER

	
	SON
	SON

	
	SPOU
	SPOUSE

	
	STBR
	STEPBROTHER

	
	STCH
	STEPCHILD

	
	STPF
	STEPFATHER

	
	STPM
	STEPMOTHER

	
	STST
	STEPSISTER

	
	UNCL
	UNCLE

	
	UNKN
	UNKNOWN

	
	XSPO
	EXSPOUSE

	IV-D Status
	AFDC
	K-TAP CASE IS ACTIVE

	
	ARRN
	CURRENT SUPPORT INACTIVE; NON K-TAP or K-TAP ARREARS OWED

	
	ARRP
	CURRENT SUPPORT INACTIVE; K-TAP/FC ARREARS OWED

	
	FC
	FOSTER CARE

	
	LOCO
	OUT-OF-STATE LOCATE ONLY (SPLS)

	
	MA
	MEDICAL ONLY

	
	NFC
	NON-IV-E FOSTER CARE

	
	NIVD
	NON IV-D CASE (DO NOT USE)

	
	NPA
	NON K-TAP (DEFAULT TYPE WHEN ENTERING ON LINE)

	
	TCC
	TRANSITIONAL CHILD CARE

	

	DOES GOOD CAUSE EXIST?
	Y
	YES = GOOD CAUSE WAS REQUESTED AND DETERMINED TO EXIST

	
	N
	NO = GOOD CAUSE HAS NOT BEEN REQUESTED OR DETERMINED NOT TO EXIST

	
	P
	PENDING = GOOD CAUSE WAS REQUESTED BUT HAS YET TO BE DETERMINED

	

	PROCESS STATUS
	System generated based on a combination of specific participant and case indicators – this field cannot be updated on this screen.

	

	GOOD CAUSE REASON
	Mandatory when a good cause exists

	
	CADC
	CLOSED; ADOPTION PENDING

	
	CADP
	CLOSED, LEGAL PROCEEDINGS FOR ADOPTION PENDING

	
	CEHC
	CLOSED; EMOTIONAL HARM TO CHILD

	
	CEHR
	CLOSED; EMOTIONAL HARM TO SPECIFIED RELATIVE

	
	CFRA
	CLOSED; FORCIBLE RAPE

	
	CICT
	CLOSED; INCEST

	
	CPHC
	CLOSED; PHYISCAL HARM TO CHILD

	
	CPHR
	CLOSED; PHYSICAL HARM TO SPECIFIED RELATIVE

	

	WORK/ENF
	Enter a code indicating a case is workable, unworkable, or enforcement attempt has failed.

	
	FADC
	ENCORCEMENT FAILURE; NCP RECEIVING K-TAP (180-DAY TICKLER)

	
	FINC
	ENFORCEMENT FAILURE; NCP INCARCERATED (180-DAY TICKLER)

	
	FINS
	ENFORCEMENT FAILURE; NCP INSTITUTIONALIZED (180-DAY TICKLER)

	
	FLOC
	ENFORCEMENT FAILURE;  NCP CANNOT BE LOCATED (180-DAY TICKLER)

	
	FNEM
	ENFORCEMENT FAILURE; NCP UNEMPLOYED (90-DAY TICKLER)

	
	FOTH
	ENFORCEMENT FAILURE; OTHER (180-DAY TICKLER)

	
	UADD
	UNWORKABLE; UNABLE TO LOCATE NCP (180-DAY TICKLER)

	
	UINC
	UNWORKABLE; NCP INCARCERATED

	
	UINS
	UNWORKABLE; NCP INSTITUTIONALIZED

	
	UNRE
	UNWORKABLE; KENTUCKY HAS NO JURIDICTION

	
	UPGC
	UNWORKABLE; PENDING GOOD CAUSE

	
	UUNK
	UNWORKABLE; NCP IS UNKNOWN (180-DAY TICKLER)

	
	WORK
	WORKABLE

	

	DETERMINATION DATE
	Enter the date good cause was determined.  KASES automatically enters a date when the good cause reason code y (yes) is entered and the field is blank.  Use the standard date format mm/dd/yyyy.

	

	WORK/ENF REVIEW DATE
	KASES defaults to a review date 90-180 days in the future when one of the enforcement failure codes is entered in the WORK/ENF status field.
KASES does not default to a review date when the WORK (WORKABLE) code is entered.  The system deletes the date if a date exists in this field when WORK is entered.  The field can be updated if the worker reviews the case prior to the system default date.

If a worker changes the enforcement failure code and does not change the date field, the system automatically inputs the date based on the default date.  If the worker changes both the WORK/ENF and WORK/ENF REVIEW DATE fields, the date will be left as the worker originally entered it.  If the worker changes the code and removes the date, the system will recalculate the date based on the enforcement failure code entered into that field.

     NOTE: A worklist item that includes the enforcement failure code in the

     description is generated on the enforcement review date to remind the

     responsible worker that enforcement action is necessary.  The worker 

     determines if additional enforcement is necessary.



	

	PARENTAL MARITAL STATUS
	Marital status of the parents at the child’s birth.

	
	M
	MARRIED WHEN CHILD BORN

	
	N
	NOT MARRIED WHEN CHILD BORN

	
	S
	SEPARATED 10 MONTHS PRIOR TO CHILD’S BIRTH

	

	CLOSED
	This field is for display only and is maintained on the Case Status Maintenance screen (ASECIN).  When data is entered in the CLOSED field on screen ASECIN, the system displays the code in the CLOSED field on screen ASEC8C.  Valid CLOSED reason codes are:

	
	CDIE
	NONCUSTODIAL PARENT DECEASED

	
	CDIS
	IV-D SERVICES DISCONTINUED; NO ARREARAGE OWED TO CHR

	
	CDUP
	CASE CLOSED; DUPLICATE CASE

	
	CEMC
	CHILD EMANCIPATED

	
	CFCE
	FC EPISODE ENDED (RECEIVED THROUGH KASES/TWIST INTERFACE)

	
	CFIS
	CLOSED FAILURE INITIATING STATE

	
	CGCA
	GOOD CAUSE EXISTS (DETERMINED BY IV-A)

	
	CGCD
	GOOD CAUSE EXISTS (DETERMINED BY IV-D)

	
	CINC
	NON-CUSTODIAL PARENT INCARCERATED

	
	CINF
	LACK OF NON-CUSTODIAL PARENT INFORMATION

	
	CINS
	NON-CUSTODIAL PARENT INSTTITUTIONALIZED

	
	CLOC
	LOCATION ONLY SERVICE PROVIDED AND LOCATION COMPLETED

	
	CMED
	NCP MEDICALLY VERIFIED PERMANENT DISABILITY

	
	CNOA
	SUPPORT ORDER NO LONGER EXISTS, ARREARAGE UNDER $500 OR UNENFORCEABLE BY STATE LAW

	
	CNON
	CUSTODIAL PARENT NOT COOPERATIVE

	
	CNRE
	NON-CUSTODIAL PARENT IN NON-RECIPROCAL COUNTRY

	
	COTH
	CLOSED – OTHER REASON

	
	CPAT
	PATERNITY NOT ESTABLISHED-NCP DETERMINED NOT THE FATHER

	
	CPRT
	NCP PARENTAL RIGHTS TERMINATED

	
	CREQ
	NPA CUSTODIAL PARENT REQUESTS DISCONTINUANCE; NO ARREARAGE OWED CHR

	
	CULO
	LOCATE PUTATIVE FATHER CASE – UNABLE TO LOCATE NCP OR CP

	
	CUNC
	CONTACT WITH CUSTODIAL PARENT LOST

	
	CUNE
	NO ORDER; AGE OF MAJORITY

	
	CUNK
	NON-CUSTODIAL PARENT UNKNOWN

	

	3RD PARTY MED INS STATUS
	Enter the appropriate status indicator that shows whether the non-custodial parent is required to provide health insurance for the child or custodial parent.  Mandatory field if the IV-D status is AFDC, FC, or MA.  Valid codes are:

	
	NONE
	NO INSURANCE; ACTION REQUIRED

	
	NREQ
	NOT REQUIRED

	
	ORD
	ORDERED

	
	ORV
	ORDERED AND VERIFIED

	
	PND
	ACTION PENDING

	
	UNKN
	UNKNOWN

	
	VER
	VERIFIED (NO LONGER A VALID CODE)

	
	VOL
	VOLUNTARY


	

	INTERSTATE
	Enter the interstate status codes that shows whether the case is an interstate (R) or (I), or an intrastate (instate) (K) case.  The system defaults to K.  Mandatory field.  Valid codes are:

	
	I
	INITIATING-CUSTODIAL PARENT IN STATE (OUTGOING REQUESTS)

	
	R
	RESPONDING-CUSTODIAL PARENT OUT OF STATE (INCOMING REQUESTS)

	
	K
	Generally indicates both parents in-state; however, neither necessarily required to be in-state.  Dependent upon if an out-of-state request has been made.

	

	OTHER STATE IV-D #
	Enter the other state IV-D case number, if applicable.  Mandatory field for an interstate case with an R status code.  It should also be entered for incoming CSENet transactions when the other state IV-D number is included in the transactions.

	

	WORKER
	The responsible worker’s ID number is display only and cannot be updated from this screen.

	

	3rd PARTY COLL AGENT #
	Display only and cannot be undated from this screen.  This ID # represents the agency, other than The CHFS or its designee, authorized to receive collections.

	

	ORIG ACT
	This field is for informational purposes and refers to the process status of the case at the time the original court action was taken.  Information entered in this field assists in determining future court actions.  Valid codes:

	
	PAT
	PATERNITY

	
	EST
	ESTABLISHMENT

	
	ENF
	ENFORCEMENT

	
	MOD
	MODIFICATION

	

	CFC PAYEE
	This field indicates whether the support order is payable to CHFS.  Mandatory field.  Valid codes are Y(es) or N(o).

	

	CS42
	No longer valid.

	

	BYPASS ACC
	Display only and cannot be changed from this screen.  Valid codes are Y(es) or N(o).  Defaults to N(o).

	

	PREV IV-D
	Display only.  KASES enters the case’s previous IV-D case type, if applicable.

	

	PREV #
	Enter the number previously assigned to the IV-D case before if converted to KASES.

	

	JCA KEY
	Display only.  Jefferson County Attorney or Jefferson County Area Office workers are authorized to enter the ID number n the JCA Case/Participant Keys screen (ASEJCA).  The JCA KEY field displays a non-custodial parent’s key number if the case is set up through the Jefferson County Attorney’s office.  The JCA KEY is the ID number for the internal key on Jefferson County Attorney’s office system.


	

	ARREARS BEGIN DATE
	Starting date for arrears.  NOTE:  This is for display only and cannot be updated from this screen! 


	

	INTERSTATE FIPS
	Display only and cannot be updated from this screen.  The FIPS number is entered via the Create Order Extension screen (ASEFOG) when the extension is created or updated.


	

	DOC
	Enter the FIPS code for the out-of state IV-D agency that is to receive all documents associated with the case.  The DOC FIPS Code is found in the EMPLOYER/AGENCY file in KASES.  Mandatory field for interstate cases with R and I status codes.

	

	APPL REQUESTED
	Enter the date the NPA (Nonpublic Assistance) application was requested or a closed IV-D case is reopened as an NPA or an ARRN (Arrearage Only) case.  Standard date format – MM/DD/YYYY.  Post dating is not accepted.  Required field for NPA and ARRN case types.

	

	APPL SENT
	Enter the date the requested NPA application was sent to the applicant or the date the closed IV-D case is reopened as an NPA or ARRN case.  Standard date format – MM/DD/YYYY.  Required field for NPA and ARRN case types.

	

	APPL RECEIVED
	Enter the date the completed application was received from the applicant.  Standard date format: MM/DD/YYYY.  Required field for NPA and ARRN case types.


Table 7: Update Case Codes
Pressing the <PF2>-CASE SUPLMNT from the Update Case screen (ASEC8C) navigates you to the Supplemental Marital Data screen (ASEC8F).  This screen provides information regarding the child’s parents’ marriage, separation, and divorce; date the non-custodial parent left home, spouse’s name (if non-custodial parent has remarried and the ID numbers for the non-custodial parent and custodial parent’s attorneys.  The fields are straightforward and follow the same functionality as most other screens discussed thus far in this guide.
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Figure 5‑31: Supplemental Marital Data Screen
Pressing <PF6>- ADD ORDER from the Update Case screen (ASEC8C) navigates you to the Create Order screen (ASEFOD).  This screen adds an order to the system through the Case Management function if the existing case has no support order information.
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Figure 5‑32: Create Order Screen
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Upon entering the needed information on the Create Order screen, pressing <PF6>-ORDER EXTENT navigates you to the Update/Inquire Extension screen (ASEFOE).
This screen displays a list of extensions associated with a specific order and is used to select an existing extension for review or update, or to add a new extension to KASES.

Figure 5‑33: Update/Inquire Extension Screen
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Selecting a line number from the Update/Inquiry Extension screen navigates you to the Update Order Extension screen (ASEFOG).
This screen is utilized to create an order extension.  Data on this screen originates from previously entered information on the Create Order Extension screen.

Figure 5‑34: Update Order Extension Screen
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Pressing <PF2>-RETRO WRK SCR (from the Update Order Extension screen) navigates you to the Retro-Order Work screen (ASEFOI).  The Retro-Order Work screen (ASEFOI) displays a comparison of the prior period charges for an existing order and the current period charges for the new order.

This screen displays an Existing Order and New Order column, illustrating a comparison between old and new charges.
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Note: Utilizing this screen is not appropriate for all instances.  For example, there are no time restrictions for the calculations.  Consequently, there is nothing to prohibit the entry of an order with an effective date older than the KASES system itself.
Figure 5‑35: Retro-Order Work Screen
The case must have been on KASES for the entire period being calculated by the Retro-Order Work screen.  Also, all payments made under the order must have been posted to KASES.  Otherwise the current arrearage figure will not reflect all of the obligations and payments for the order.  If all payments have been posted to KASES, calculating the difference in obligations for the old and new orders will provide the correct arrearage adjustment amount.

The <PF9>-CONTINUE key returns you to the Create Order Extension screen (ASEFOG).
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Pressing <PF11>-POSTING INST from the Create Order screen (left) navigates you to the Create Payment Instructions screen (ASEUNC).

This screen displays the payor’s name, MPI number, social security number, and the note reference number.  The note reference number reflects the participant MPI number and is carried over from screen ASEFOD.
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Space is provided to enter or update instructions to the posting clerk on how payments are to be applied if they differ from the normal allocation and distribution process dictated by the system.

If instructions were entered previously, this screen displays as Update Payment Instructions, with all previously entered instructions appearing.

<PF>-CONTINUE navigates you to the Create Order Screen (ASEFOD) or Update Order Screen (ASEFOJ), depending upon which path was taken, create or update.

Figure 5‑36: Create Payment Instructions
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Pressing <PF13>-UPD CHILDREN from the Create Order screen (left) navigates you to the Add/Update Children screen (ASEFOM).
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This screen is utilized to add child participants covered by the support order.  The participants covered by the support order can be inactive members of an IV-D case, participants in another case, or those who are not in the Master Participant Index on KASES.  This screen is also used to delete children who are not covered by an order, or who were entered in the covered children segment in error.

<PF9>-CONFIRM navigates back to the Create Order screen (above).

<PF10>-DELETE, removes selected entries.
Figure 5‑37: Add/Update Children
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<PF5>-NOTES PROCESS navigates you to the Create Covered Children Notes screen (ASEUNA).  This works the same as all Notes screens throughout the system.
Things to remember when entering notes:

· Begin notes with the current date

· Enter notes immediately after the current date; do not skip to the next line

· End notes with the worker name and ID number

<PF9>-CONFIRM takes you back to the Create Order screen.

Figure 5‑38: Create Covered Children Notes
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<PF10>-REFER SUPLMT navigates you to the AFDC/FC Case Referral screen (ASEC8E).
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Data displayed on this screen is for informational purposes only and data entry is not permitted from this screen.  Information regarding court actions pertaining to KTAP or FC cases is supplied by the custodial parent, entered by an IV-A or IV-E worker, then updated on KASES through the KASES/KAMES interface or KASES/TWIST interface, depending on whether the case is a KTAP or FC case.

KASES updates this screen for KTAP and FC cases in order to pass data back to KAMES and TWIST.
Figure 5‑39: AFDC/FC Case Referral
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You can navigate to the Select Extension screen (ASEFOF) by pressing <PF6>-ADD EXTENSION from the Update/Inquire Extension screen (Figure 5-47).
This screen displays a list of all regular type extensions that can be created within the KASES system.

*All extensions listed can be created on this screen with the exception of the VLEX (VOLUNTARY EXCESS) option.  VLEX must be created by Supervisors and Managers.  Supervisors and Managers also have permissions to close and reopen VLEX extensions.  Also, all interest accounts must be created by accounting.
Figure 5‑40: Select Extension
5.6 Inquiry Options TC "5.6 Inquiry Options" \f C \l "3" 
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Selecting 07 and pressing <ENTER> accesses Inquiry Options module.

Refer to Chapter 4 for a review of the options available through this module.
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Figure 5‑41: Case Management Menu - Inquiry Options
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Figure 5‑42: Inquiry Functions Menu
5.7 Case Referral TC "5.7 Case Referral" \f C \l "3" 
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Selecting 08 and pressing <ENTER> accesses Case Referral module.

As already discussed in this guide, all cases within KASES must be assigned to a caseworker.
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KASES automatically suggests the appropriate county location, process status, referral unit, and worker ID number referral information based on existing case data located in the KASES database.

Figure 5‑43: Case Management Menu- Case Referral
For example, the Paternity (PAT) process status is suggested by the system if the paternity (PCNT) disposition code is entered for the child participant on the Create Participant Entry Screen (ASEC2A).  The system suggests the judicial establishment (ESTJ) process status if there is no order and extension, no current employment record in KASES, and the custodial parent lives out of state.  The system suggests the conversion (CONV) process status if the order and extension are created and the current process status is Initiation (INIT).  If not in agreement with the system’s suggested referral, caseworkers can override the system after appropriate changes have been made.
If performing a name search only (no IV-D or MPI number), the Inquire/Case Participant screen (ASEQ0A) appears allowing you to enter various search criteria (See Chapter 4 - Figure 4-4).
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Entering an IV-D number navigates you to the Refer Case Screen (ASECRA).
Figure 5‑44: Refer Case
5.8 Interstate Actions TC "5.8 Interstate Actions" \f C \l "3" 
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Selecting 09 and pressing <ENTER> accesses Interstate Actions module.

If you have appropriate clearance, this function allows you to record and track actions associated with interstate cases and to exchange complete case information with other states through the CSENET Case Information (CSI) transactions.
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Figure 5‑45: Case Management Menu - Interstate Actions
If performing a name search only (no IV-D or MPI number), the Inquire/Case Participant screen (ASEQ0A) appears allowing you to enter various search criteria (See Chapter 4 - Figure 4-4).

Entering an MPI number navigates you to the List Participants Cases screen (ASEC1C), where you will enter a line number and proceed to the Interstate Functions Menu screen (ASEMUA).  Entering an IV-D number navigates you directly to the Interstate Functions Menu.
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This menu displays two options:

03-Interstate Document Generation

04-CSENET Options

These options allow you to create, track, and record actions associated with interstate cases.

Interstate cases are classified as initiating-outgoing requests and responding-incoming requests.  Kentucky initiates action for initiating-outgoing requests.  In these cases, the custodial parent and child reside in Kentucky and the non-custodial parent resides in another state.  The other state initiates action for responding-incoming requests.  In these cases the non-custodial parent resides in Kentucky and the custodial parent and child reside in the other state.
Figure 5‑46: Interstate Functions Menu
Valid interstate status codes are:
I = INITIATING-OUTGOING

R = RESPONDING-INCOMING

K = INSTATE

A message appears at the bottom of the screen if access is attempted for a case with an inappropriate Interstate Status code.  For example:  access is denied to Option 01-Interstate Initiating-Outgoing for cases with Interstate Status code R, or to Option 02-Interstate Responding-Incoming for cases with Interstate Status code I.  Access is denied to Option 04-CSENET Options if the case entered in the ENTER IV-D # field is not in the appropriate interstate status code.  Access is denied to all options on screen ASEMUA for cases with Interstate Status code K.  If access is denied to any of the options on the Interstate Functions menu, workers are to check the case Interstate Status code and update to the appropriate code, if necessary.

Interstate Document Generation Example:  1.) Type 03/Press <ENTER>, 2.) Generate UIFSA Documents screen appears.  Select type of document you need.  Note:  KASES will prompt you at the bottom of the screen if any discrepancy exists that would prohibit you from selecting/generating the document you need.
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This example shows the Locate Data Sheet (selected in step 2 above “02 – CS-137 LOCATE DATA SHEET”).

Press <PF2>-FORMS GEN
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Upon selecting <PF2> you navigate to the Select Participant Address screen.  Select the address you need.  Addresses are sorted according to TYPE.  Warning:  You may have an old address listed – pay careful attention to the TYPE.

[image: image145.png]



Upon selecting the address you need, the Select Employment History screen will appear.  From this screen select the Employer you desire.
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Next, the “FormsGen” screen appears.  From the TOOLBAR, click on MERGE and select Merge to Printer.


The form displays on your computer screen.  To print a hardcopy of the form choose FILE>PRINT.

Figure 5‑47: Interstate Document Generation
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Note: Be aware that selecting any of the various UIFSA documents can lead to many different paths and screens
CSENET Options Example:  1.) Type 04/Press <ENTER>, 2.) CSENET FUNCTIONS – REQUEST/RESP screen appears.  Make a selection.  Note:  KASES will prompt you at the bottom of the screen if any discrepancy exists that would prohibit you from selecting/generating the document you need.


Figure 5‑48: CSENET Options






Figure 5‑49: CSENET Option Menu

5.9 Medical Insurance TC "5.9 Medical Insurance" \f C \l "3" 

Selecting 10 and pressing <ENTER> accesses the Medical Insurance module.
Use this option to select information to review, create, update or delete medical insurance records.
Medical insurance records are added under Case Management, via 10-Medical Insurance.   This option is available in the event medical insurance records were not available at the time of case initiation.  

Figure 5‑50: Case Management Menu - Medical Insurance

Upon selecting the Medical Insurance option (without entering an MPI or IV-D number), the system navigates you to the Inquire Case/Participant screen – refer to Chapter 4 - Figure 4-4.
The Select Medical Insurance Record screen (ASEINA) lists all participants associated with a specific case.  Enter the participant number and press <ENTER> to view the participant’s medical insurance record.

Figure 5‑51: Select Medical Insurance Record
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Figure 5‑52: Create Medical Insurance/Support

If it is necessary to create a medical insurance record, choose the <PF6> CREATE key from the Select Medical Insurance Record screen (ASEINA, shown if Figure 5-65).

<PF6> navigates you to the Create Medical Insurance/Support screen (ASEINB, enabling you to create a medical insurance record for coverage carried by the non-custodial parent.
The following fields require valid entries in order to add an insurance segment via on-line updates:

· Policy Number -This field can not be ‘Unknown” or “Self” or less than 3 characters and the first 3 characters can not equal spaces; must be alpha/numeric
· Policy Holder Name – This field can not be “Unknown or “Self”

· Insurance Company Name and Address on Agency File

· Policy Effective Date – Start Date

Confirmation of update/create for the insurance segment is not permitted unless ASEINE (Covered Participant has been completed identifying at least 1 child participant.  Upon completion of the ASEINB screen, KASES navigation takes the worker to ASEINE (see Figure 5-67) for the completion of adding a covered participant prior to PF9 to confirm the update on ASEINB. 

PF2 – COVERED PARTS




Allows you to add covered participants by                  



choosing <PF6> - ADD PART.
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Figure 5‑53: Covered Participants/Adding Participants


Selecting an employer and pressing <ENTER> navigates you to the Update Medical Insurance/Support screen (ASEINB).
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5.10 Enforcement Remedies TC "5.10 Enforcement Remedies" \f C \l "3" 

Selecting 11 and pressing <ENTER> accesses the Enforcement Remedies module.
This function is used as an enforcement tool to collect past due child support.  Enforcement remedies (or processes) include Bonds, Liens, and License Revocation.
Also included is the option to enter the appropriate code to indicate whether specific remedies are to be bypassed, for example Bypass Enforcement Remedies and Department of Revenue (Finance Cabinet) options.
Figure 5‑54: Case Management Menu - Enforcement Remedies
Upon selecting the Enforcement Remedies option (without entering an MPI or IV-D number), the system navigates you to the Inquire Case/Participant screen – refer to Chapter 4 - Figure 4-4.


Entering an MPI number navigates you directly to the List Participant Cases screen, while an IV-D number navigates you to the Enforcement Functions Menu (ASEMEF) screen.
Figure 5‑55: Enforcement Functions Menu

When the CHFS attempts to collect past due child support, a non-custodial parent (NCP) may post a bond in order to keep his/her assets from being taken, avoid the denial or suspension of a license or certificate, eliminate his or her name from the delinquent listing sent to the Office of the Attorney General for publication on the Internet, or avoid referral to the Kentucky Revenue Cabinet’s Division of Collections.
A lien is a claim on a real or personal property for the satisfaction of a debt or duty.
A license or certificate can be revoked or suspended when a NCP owes an arrearage that equals or exceeds the amount owed for six (6) months if a NCP fails, after receiving appropriate notice, to comply with a subpoena or warrant relating to a paternity or child support proceeding.

The Bypass Enforcement Remedies enables staff to update the bypass indicator codes to indicate whether referral to the Office of Attorney General, Kentucky Revenue Cabinet (KRC), or the automatic wage withholding process are to be bypassed when a case has been identified for enforcement action.
The KRC and CHFS are working together to identify delinquent non-custodial parents and complete a collection process using KRC as a tool.  Child support cases meeting certain criteria are referred to KRC for collection.  The KRC option on KASES is used to accommodate the interface between CHFS and KRC.

5.10.1 Bonds TC "5.10.1 Bonds" \f C \l "4" 
Selecting 01-Bonds from the Enforcement Functions Menu navigates you to the Select Bond Record screen (ASEBNA).  This screen is used to create (<PF6>) a record in KASES for a bond posted by the non-custodial parent.  This screen is also used to update existing information (<ENTER>) or to delete (<PF10>) a record entered in error.

Figure 5‑56: Select Bond Record

<PF6>-CREATE from the Select Bond Record screen navigates you to the Create Bond Record screen (ASEBNB).
Use this screen to create a bond in KASES when a valid bond is received from a NCP, or to update a previously created bond record.

Keep in mind when creating a bond record that all fields are mandatory except for the Date Cash field.
Figure 5‑57: Create Bond Record
	Field
	Definition

	Bond ID #
	Bond identification number.  Mandatory field.

	IV-D #
	IV-D case number.  Mandatory field.

	Client Cnty
	County ID code.  Mandatory field.

	Posting Date
	Date the bond was issued.  Standard date format MM/DD/YYYY.  Mandatory field.

	End Date
	Bond “expiration date” (no more than five years).  Standard date format MM/DD/YYYY.  Mandatory field.

	Bond Amount
	Cash amount of bond.  Data entered in a decimal format, for example 500.00.  DO NOT USE the $ sign.  Mandatory field.

	Date Cashed
	Leave blank when creating a bond record.

	Issuing Agent ID
	Agent ID, usually the agent’s social security number.  Mandatory field.


Table 8: Create Bond Record Definitions


<PF10>-DELETE navigates you to a Delete Bonds screen (ASEBNC).
To complete the deletion process, press the <PF9>-CONFIRM key.

Figure 5‑58: Delete Bonds

<PF5>-NOTES produces a Create Bond Notes screen (ASEUNA)
Figure 5‑59: Create Bond Notes
5.10.2 Liens TC "5.10.2 Liens" \f C \l "4" 
Selecting 02-Liens from the Enforcement Functions Menu navigates you to the Select Lien Record screen (ASELNA).  This screen is used to create (<PF6>) a record in KASES for a lien filed by the non-custodial parent.  This screen is also used to update information (<ENTER>) on a previously created lien record or to delete a lien record entered in error.

Figure 5‑60: Select Lien Record

This screen is used to create a lien record.  Note:  this screen displays as “Update Lien Record” in the update mode.
PROP COUNTY and IV-D # are mandatory fields.
Figure 5‑61: Create Lien Record
Note: A lien segment must exist before the user creates a Notice of Lien (Form CS-85) or Intrastate Notice of Lien (Form (CS-92).  Whenever the data is needed for the documents, it can be gleaned from information that has been placed on the KASES lien record segment.  With this in mind, enter as much information as possible when creating a lien record, or update the lien record before the documents are generated.
	Create Lien Record Screen

	Field
	Definition

	Prop County
	County code where the real or personal property is physically located.  Mandatory field.
*Once a lien is confirmed and a lien number assigned, this field is protected from further updates.

	Year Estb
	Display only.  The system automatically populates the year the lien is established.

	Book #
	Number of the lien registry book where the lien is recorded in the County Clerk’s office.  Optional field.

	Page #
	Page number in the lien registry book where the lien is recorded.  Optional field.
*Workers must obtain the Book # and Page # information from the county clerk when the lien is filed.  If the information is not available when the lien record is created, the lein record is updated with the book and page numbers data as it becomes available.

	Court Clerk #
	Number assigned to the court where the lien was filed.  Mandatory field.
*If the County Clerk number is not entered in this field or an invalid number is entered, and <PF9> is selected to confirm the lien record, the system navigates to the Inquire Employer/Agency File screen (ASEEMA) so that the appropriate record can be selected.  Once the record is selected, the system navigates to the screen ASELNB and enters the selected court number in the Court Clerk # field.

	Filing Date
	Date the lien was filed in the County Clerk’s office.

	Lien Amount
	For example, the amount of past-due support obligation owed when the lien is prepared.  Enter the dollar and cent format, for example 500.00 and do not use the $ sign.  Optional field.

	Lien Fee
	There are different fees for filing a lien on real property and personal property.  You should verify with the county clerk before filing a lien so the correct lien fee is used.  Enter the amount in dollar and cents format.  Optional field.

	Date Rlsd
	Date the lien is to be released.  The information in this field is used in conjunction with the liquidation amount.  Use standard date format MM/DD/YYYY.  Optional field.
* A lien filed in Kentucky is released upon receipt of full payment of the arrearage.  For interstate cases, the laws and procedures of the state where the lien is filed control the release of the lien.

	Liqdn Amt
	Arrearage payment received against the lien.  The information in this field is used in conjunction with the lien release date.  Enter dollar and cent format – do not use the $ sign.  Optional field.

	Property Description
	Description of the specific property on which a lien is being filed.  Use the legal description of a real property.  The legal description of the real property should be recorded on the deed.  Enter specific identifying information available for personal property, if known.  For example, include the make, model, year, registration numbers (if known), when providing information for a vehicle as personal property.

	IV-D #
	IV-D case number associated with the lien record.  Mandatory field.

	Accrued Period From: To:
	Time period for which arrearage accrued.  Entry is required for both FROM and TO fields.  Standard date format MM/DD/YYYY.  Optional fields.

	Othr Owner
	Valid indicator code if someone in addition to the non-custodial parent has part ownership of the property.  The system defaults to N(no).  Mandatory field.

	Prop Insured
	Valid code to indicate whether the lien property is insured.  The system defaults to N(no).  Mandatory field.


Table 9: Create Lien Fields

This screen is used to update an existing lien record in KASES.
Follow the same instructions for creating a lien (see above) when updating a lien.
Figure 5‑62: Update Lien Record

<PF10>-DELETE from the Select Lien Record screen navigates you to the Delete Liens screen (ASELNC).  This screen displays the record for deletion.
*If it is determined the lien should not be deleted, simply press the <PF4> or <PF12> keys to return to the Case Management Menu or Main Menu screens.
Figure 5‑63: Delete Liens
5.10.3 License Revocation TC "5.10.3 License Revocation" \f C \l "4" 
Selecting 03-License Revocation from the Enforcement Functions Menu (Figure 5-69) navigates you to the Select License Revocation Record screen (ASELRA) IF there is a license revocation record attached to the participant.  If no license revocation record exists for the participant, KASES navigates to the Inquire Employer/Agency File screen (ASEEMA), see Chapter 4.  From here, the appropriate license or certificate can be selected from the file.
This screen lists any license or certificate that has been identified for suspension or reinstatement.
Figure 5‑64: Select License Revocation Record

The Select Employer/Agency screen (ASEEMC) appears upon completing the Employer/Agency File screen (ASEEMA).
This screen displays a list of employers or agencies from which you would select for license revocation.

Figure 5‑65: Select Employer/Agency

Upon making a selection from the Select Employer/Agency screen (ASEEMC), KASES navigates you to the Inquire Employer/Agency Data screen (ASEEMD).
You will need to review the data on this screen carefully to verify the appropriate agency has been selected.  If not, <PF3> will back you out to the previous screen and you can reselect.
Press <PF9>-CONTINUE to proceed to the Create License Revocation Record (ASELRR).
Figure 5‑66: Inquire Employer/Agency Data

This screen is used to create a record when a request is made to identify, suspend or revoke a license or certificate.  This screen is also used to update a revocation record when a request is made to reinstate a license or certificate.  This screen displays as Update License Revocation Records when in the update mode.
Figure 5‑67: Create License Revocation Record

	Create License Revocation Record Screen

	Field
	Definition

	License Type
	Number code that corresponds with the license type to be identified for suspension, revoked, or suspended.  Mandatory field.  Codes are:

 

	
	01-DRIVERS

03-LEGAL

05-LIQUOR

07-PHARMACY

09-NURSING

11-TEACHER

13-ARCHITECT

15-XRAY/LAB TECHNICIAN

17-VETERINARY

	02-MEDICAL

04-CPA

06-FIREARMS

08-REALTOR

10-AUCTIONEER

12-GAMING

14-CHIROPRACTOR

16-RACING

18-COSMETOLOGY

	License Number
	License or certificate number the agency is asked to identify, deny, suspend, or reinstate.  Mandatory field.  Standard date format – MM/DD/YYYY.

	License Effective Date
	Effective date of license or certificate.  Optional field.  Standard date format – MM/DD/YYYY.

	Expiration Date
	Expiration date of license or certificate.  Optional field.  Standard date format – MM/DD/YYYY.

	Revocation Status
	Code indicating whether the license or certificate is to be identified for suspension, suspended, or reinstated.  Codes are:

I – IDENTIFIED

R – REINSTATED

S – SUSPENDED 

	Revocation Date
	Suspension date of license or certificate.  Standard date format – MM/DD/YYYY.

	Reinstatement Reason
	Reason code indicating why the license or certificate is to be reinstated.  A code can only be entered in this field if the REVOCATION STATUS field holds an “R” status code.  Valid codes are:
A – AGREEMENT

C – COLLECTIONS

N – NO ACTION

U – APPEAL UPHELD

W – WARRANT/SUBPOENA COMPLIANCE

	Reinstatement Date
	Date the license or certificate is to be reinstated.  Standard date format – MM/DD/YYYY.


Table 10: License/Certificate Codes
A Notice of Intent to Request Denial or Suspension (Form CS-44) is used to identify a NCP of the CHFS intent to request the denial or suspension of a license or certificate held by the NCP.  This screen is used to confirm, print, and generate the CS-44.
The CS-44 notifies the NCP that the CHFS intends to request denial or suspension because the NCP either owes an arrearage which equals or exceeds the amount of support owed for six months; or failed after receiving appropriate notice to comply with a subpoena or warrant relating to a paternity or child support proceeding.

Figure 5‑68: Document Generation Confirmation
The CS-44 also informs the NCP that CHFS will notify the appropriate agency to deny or suspend his or her license or certificate unless the NCP contests the notice by requesting a dispute hearing, pays the arrearage stated on the CS-44 plus any additional unpaid support which may have accrued after the date listed, posts a bond for the arrearage amount, enters into a payment agreement with CHFS to eliminate the arrearage, or complies with the subpoena or warrant.
	Document Generation Confirmation Screen

	Field
	Definition

	License(s)/Certificate(s)
	KASES retrieves the selected license or certificate type of from the Create License Revocation Record screen (ASELRR) and enters it in the License(s)/Certificate(s) field; however, in order for “license” or “certificate” to print on CS-44, you must type “license” or “certificate” on the line following the type KASES enters in the License(s)/Certificate(s) field.  For example, if the system enters Pharmacy in the License(s)/Certificate(s) field, the worker types “license” after the word “Pharmacy”.

	(N) Arrearage Amount $
	Change the indicator to Y and enter the amount of arrearage if the CS-44 is to be generated because the NCP owes an arrearage which equals or exceeds the amount of support owed for six months.  Financial data must be entered in decimal format, for example 500.00.  Mandatory field.

	Arrearage Accrual Period From To
	Enter the time period in which arrearage accrued.  Both “To” and “From” fields are required.  The date in the “From” field must not be prior to 01/01/1994 when requesting denial or suspension of a driver’s license.  Standard date format:  MM/DD/YYYY.  Mandatory fields.

	(N) Failure to Comply
	Change the indicator to Y if the NCP has failed to comply with a subpoena or warrant relating to a paternity or child support proceeding.  The system defaults to N.  Mandatory field if the NCP fails to comply with a subpoena or warrant.


Table 11: Document Generation Confirmation
This screen contains data elements retrieved from KASES to be merged to MS Word to form the document.

Click the MERGE button at the top of the screen to continue the merge process.  A drop-down menu appears (see below).


Figure 5‑69: ASEDG8 Screen


Select either Merge to screen or Merge to printer.  The difference being, Merge to printer will print the number of copies of the document indicated in the NUMBER TO PRINT field on the Document Generation Confirmation screen (ASEDGB).


This Delete License Revocation Record screen (ASELRA) displays a record selected for deletion.

Figure 5‑70: Delete License Revocation Record
5.10.4 Bypass Enforcement Remedies TC "5.10.4 Bypass Enforcement Remedies" \f C \l "4" 
Selecting 04-Bypass Enforcement Remedies from the Enforcement Functions Menu navigates you to the BYPASS Enforcement Remedy Status screen (ASEOAG).
This screen is used to update the bypass indicator codes to specify whether any of the enforcement remedies listed on the screen is to be bypassed.
Figure 5‑71: Bypass Enforcement Remedy Status
All indicator fields default to N(o).  Enter a Y(es) in the appropriate bypass field to indicate the enforcement remedy is to be bypassed.  You may change the indicator code back to N(o) if necessary.
BYPASS THE REFERRAL TO THE OFFICE OF THE ATTORNEY GENERAL? – Enter the Y code to indicate the NCP’s name is to be omitted from the delinquent listing.  This is a mandatory field.
Associated form is FORM CS-175 “Notice of Intent to Place Noncustodial Parent’s name on Delinquent Listing”.

BYPASS THE REFERRAL TO THE REVENUE CABINET? – Delinquent child support cases that meet set criteria are referred to the KRC for collection action.  This “bypass” question is used to manually prevent a case that meets collection criteria from being referred to the KRC.

Associated form is FORM CS-178 “Warning Letter to Collect Past Due Support”.

BYPASS THE AUTOMATIC WAGE WITHHOLDING PROCESS? – Utilized to manually prevent the system from completing an automatic wage withholding for a case that meets automatic wage withholding criteria.

Associated form is FORM CS-89 “Order, Notice to Withhold Income for Child Support”.
<PF5>-Notes Process navigates you to a notes screen.
<PF9>-Confirms your entries.

5.10.5 Update Kentucky Revenue Cabinet TC "5.10.5 Update Kentucky Revenue Cabinet" \f C \l "4" 
Selecting 05-Kentucky Revenue Cabinet from the Enforcement Functions Menu navigates you to several different screens depending upon your search criteria.

From the main menu 


Entering an MPI number navigates you to a List Participant Cases screen, where you may select from a list of participants.


Entering a IV-D number navigates you to a List Case Participants screen.


Simply making the 05 selection and pressing <ENTER> navigates you to an Inquire Case/Participant screen.
Figure 5‑72: KRC
Any of these screens allow you to narrow your search and proceed to Update Kentucky Revenue Cabinet screen (see next page).
The Update Kentucky Revenue Cabinet screen (ASEKRC) is used by CHFS and KRC staff to request return of control of a case or account.  They do this by entering the appropriate code into the RECALL CODE ACTION field to request return control of a case or account.

Except for the Recall Code Action field, all other fields are for display only.  The system automatically populates data in these fields, which is received from the interface between KASES and KRC

Figure 5‑73: Update Kentucky Revenue Cabinet
	Update Kentucky Revenue Cabinet Screen

	Code
	Definition

	RECALL CODE ACTION
	Enter the code that requests return of control of a case or account either from KRC to CHFS or vice-versa.  Valid codes are:

A  -  Administration Action Being Taken

B  -  Bankruptcy*
C  -  Case Closed-Other (in response to KRC charge-off, or any other reason except those related to recall action codes equal to E or U).

D  -  Dispute of Fact (such as change of custody, source of payments, parental rights terminated, etc.)

E  -  Case Closed-Error (In response to error notification by KRC with recall code X)

J  -  Judicial Action Being Taken

L -  Returned Mail*
O -  Other

P  -  Participant change (such as NCP, CP, Child, or Guardianship etc., death)

R  -  Resume collection-recall rescinded, control returned to KRC*

S  -  Case closed-SOL has expired (15 years after youngest child turned 18)

U  -  Case closed-up to date (arrearage/interest paid in full and current liability being paid timely or paid in full)

X  - Request from KRC to CHFS for resolution of discrepancy between KRC and CHFS data*

*Recall Action Codes used by KASES and KRC staff.

Recall Action Code Used by KRC Staff:

1 -  Charge Off (deceased)

2 -  Charge Off (incarcerated)

3 -  Charge Off (liability under tolerance)

4 -  Charge Off (no assets)

5 -  Charge Off (Statute of Limitations Expired)

6 -  Charge Off (Unable to locate)

7 -  Charge Off (Other)



	RECALL CODE LIABILITY LEVEL
	Indicates whether the recall applies to all liabilities for all NCP’s cases or only to a specific IV-D case.  KASES defaults to the appropriate code, depending on whether the screen is accessed using the MPI or IV-D number.  Valid codes are:
M  - Recall code applies to all liabilities for the participant MPI number

4  -  Recall applies to all liabilities for the IV-D case

	RECALL CODE EFFECTIVE DATE
	Defaults to blank.  The system automatically populates the effective recall date when a Recall Action Code is entered in the RECALL CODE ACTION field.  Standard date format is used MM/DD/YYYY.

	BANKRUPTCY #
	The KRC system enters the bankruptcy ID number set by the court in this field.

	BANKRUPTCY ACTION TYPE
	The KRC system enters the code indicating the most recent action taken on the bankruptcy.  Valid bankruptcy action types are:
C  -  CLOSED

D  -  DISMISSED

N  -  NEW

R  -   DISCHARGED

V  -  CONVERTED (from one type of bankruptcy to another, e.g., from Chapter 11 to Chapter 7).

X  -  DELETED

	BANKRUPTCY DATE
	Defaults to a blank.  The field requires a date when BANKRUPTCY ACTION TYPE is N (New).  KRC enters the bankruptcy filing date.

	DATE CS-178 SENT
	KASES automatically enters the date the Warning Letter to Collect Past-Due Support (Form CS-178) is sent to the non-custodial parent.  The CS-178 provides NCPs the opportunity to answer the CS-178 regarding past-due support owed before the KRC takes collection action.  It is batch generated quarterly by KASES and sent via first-class mail to delinquent non-custodial parents.

	DATE CASE SENT TO KRC
	KASES enters the date the case is referred to the KRC for collection.


Table 12:  Update KRC Codes

Criteria used to determine if a case is eligible for KRC collection:

· Case status is OPEN

· Case type is not NIVD or LOCO

· County/Location of case is not 056 or 309 and the court order FIPS is not 21111.

· Total of all OPEN arrearage subaccount balance is greater than $1,000.00.

· No payment has been allocated to the case within last three (3) months, excluding payment types FTAX, AFTX, NFTX, STTX, AND SNTX.

· NCP has MAIL address type

· Recall code is Blank, “R”, “U”, or “E” (Resume collection – Recall rescinded and control returned to KRC)

· The unworkable reason is not UADD, UNRE, UPGC, UUNK, FINC, FINS OR FLOC.

· The unworkable reason is not UINS, UINC and the unworkable reason effective date is greater than two (2) years old.

· The closed reason is not CDIE, CDIS, CDUP, CGCA, CGCD, CINF, CNRE, CREQ.

· The closed reason is not CINS or CINC and the closed reason effective date is greater than two (2) years old.

· Interstate type is not “I”

· KRC bypass indicator is N

· The responsible worker # does not begin with 304

Cross reference case criteria:
· Case Status is OPEN

· Case type is not NIVD or LOCO

· County/Location  of case is not 056 or 309

· There is an OPEN or CLSD subaccount (any subaccount type) with a balance greater than or equal to $0

· No payment has been allocated to the case within the last 6 months, excluding payment types of FTAX, AFTX, NFTX, STTX, AND SNTX.

· NCP has a MAIL address type

· Recall code is blank or R

· The unworkable reason is not UADD, UNRE, UPGC, UUNK, FINC, FINS OR FLOC.

· The unworkable reason is not UINS, UINC and the unworkable reason effective date is greater than two (2) years old.

· The closed reason is not CDIE, CDIS, CDUP, CGCA, CGCD, CINF, CNRE, CREQ.

· The closed reason is not CINS or CINC and the closed reason effective date is greater than two (2) years old.

· Interstate type is not “I”

· KRC bypass indicator is N

· The responsible worker # does not begin with 304.


Pressing <ENTER> navigates you to the Display Case Information screen (ASEC6A) for case review.
As discussed earlier in this guide, this screen summarizes information associated with a selected case.
Figure 5‑74: Display Case Information
5.11 Employment History TC "5.11 Employment History" \f C \l "3" 

Selecting 13 and pressing <ENTER> accesses the Employment History module. 

This option lists participant employment history.

Please reference Chapter 4  (Employment Inquiry section) for a review; however, there are some important differences, see below.
Figure 5‑75: Case Management Menu - Employment History

As you navigate through the Employment History screen, you will encounter the Select Employment History screen (ASEEHA).  This screen looks very similar to the one shown in Chapter 4, however, this time the Select Employment screen offers the option of adding employment <PF6> or deleting employment <PF10>.

Figure 5‑76: Select Employment History
Another significant difference between the Employment History module and the Employment Inquiry module (Chapter 4) lies within the Update Employment Data screen (ASEEHB).  The Update Employment Data screen permits you to edit employment information such as Start Work Date, End Work Date, Work Status etc. (see below), whereas the Inquire Employment Detail screen shown in Chapter 4 is read-only.


Figure 5‑77: Update Employment Data
5.12 Reassign IV-A Case TC "5.12 Reassign IV-A Case" \f C \l "3" 

Selecting 14 and pressing <ENTER> accesses Reassign IV-A Case module. 

This function is to be used when a client has duplicate MPIs.  One way to note when a client has a duplicate MPI number is that there will be no social security number for the client, but they will have an IV-A number attached to the case.
Figure 5‑78: Case Management Menu - Reassign IV-A Case

The source client is the active client in the case at the present time.  The IV-A number is reassigned from this client and the target client becomes the client to whom the IV-A number is to be reassigned.
Figure 5‑79: Display Client AFDC Cases

Press <PF9> to confirm.
Figure 5‑80: AFDC Case Reassignment

<PF6>-TARGET CLIENT

Figure 5‑81: Inquire Case Initiation Participants
5.13 Service of Process Maintenance TC "5.13 Service of Process Maintenance" \f C \l "3" 
Selecting 15 and pressing <ENTER> accesses the Service of Process Maintenance module. 

Please reference Chapter 4 Service of Process Inquiry for a review; however, there are some important differences.  The Service of Process Maintenance module allows you to edit and create data, whereas the Service of Process Inquiry displayed data for review only.

Figure 5‑82: Case Management Menu - Service of Process Maintenance
VIEW OPTION 1

The Inquire Service of Process screen (ASESP1) offers the option to create data via <PF6>-CREATE.
Figure 5‑83: Inquire Service of Process



1.) Upon choosing the <PF6> to create data, the Inquire Case/Participant screen appears.  Enter participant search criteria.  

2.)  Select the participant from the names listed.  You may do a <PF>-PHONETIC SRCH to narrow the list.

3.) Enter the participant case number you need <ENTER>.

Next, complete the Service of Process Data Maintenance screen (ASESP5).  Note:  The fields "form code" and description" are input by the system if the form is created through document generation.  
The DATE SVC ATTEMPTED field is mandatory.  Use the standard KASES date format (MM/DD/YYYY).  This field may also be populated via the document generation function.
Figure 5‑84: Service of Process Data Maintenance Steps
TYPE:

This mandatory field is utilized for the type of service being used for the form.  The valid codes for are:

CM = CERTIFIED MAIL, RETURN RECEIPT REQUESTED

FM = FIRST CLASS MAIL

GW = GOVENORS WARRANT

LA = LONG ARM

OC = OUT OF COUNTY SHERIFF

PS = PERSONAL SERVICE

RM = RESTRICTED MAIL, RETURN RECEIPT REQUESTED

WHO ATTEMPTED:                              

This mandatory field is tied to document generation and the create worker is entered in the type field if the type of service is "FM","CM" or "RM".  Note:  if "PS" is input as type of service, this field defaults to "Sheriff".

For contracting officials, this field defaults to "sheriff" for "PS" or "GW" type of service. If "PS" or "GW" is changed to "FM","CM" or "RM" this field defaults to the worker number. If the type is changed

to "LA", this field defaults to "SECSTATE."  If the type is changed to "OC" this field defaults to "OSHERIFF."

RESULT CODE:

If the screen is accessed from the menu option, this field defaults to the initiating worker number.  This field is optional. 

S-SUCCESSFUL    U-UNSUCCESSFUL   N-SERVICE NO LONGER NECESSARY


[image: image11.png]


Note: when the result field is left blank and another attempt is entered, the result for the first attempt automatically defaults to "U".  If a next service date is entered on the first attempt, the Result

field automatically defaults to "U" if previously left blank.  If the result is "N" or "S", the closed date is automatically set to the current date if a date is not input.  Once a Closed date has been entered, either automatically or manually, the Service of Process record can no longer be updated.
NEXT SVC DATE:

Enter the date of the next service of process will be attempted in the event the first contact was unsuccessful.  This field accepts future dates but will not accept past dates.  The only time the "Next Svc

Date" can be input with a past date is on initial entry of that Service attempt.  Standard date format (MM/DD/YYYY).  This field is optional.

VIEW OPTION 2

VIEW OPTION 3

5.14 Obligation Calculations TC "5.14 Obligation Calculations" \f C \l "3" 

Selecting 16 and pressing <ENTER> accesses the Obligation Calculations module. 

This function is utilized by administrative and judicial workers to calculate a noncustodial parent’s monthly child support using the CS-71 and the Child Support Guideline.
The function is also used, when appropriate, to review the obligation amount for possible modification, although this is usually reserved for Obligation Calculations discussed in Chapter 4.
Please reference Chapter 4 Obligation Calculations for a full review.

Figure 5‑85: Case Management Menu - Obligation Calculations
5.15 Payment History Inquiry TC "5.15 Payment History Inquiry" \f C \l "3" 
Selecting 17 and pressing <ENTER> accesses the Payment History Inquiry module. 
This function is utilized to view the payments posted to a case and adjustments associated with a transaction.
Please reference Chapter 4 Payment History Inquiry for a full review.


Figure 5‑86: Case Management Menu - Payment History Inquiry
5.16 Case Status Maintenance TC "5.16 Case Status Maintenance" \f C \l "3" 

Selecting 18 and pressing <ENTER> accesses the Case Status Maintenance module.
This option allows you to update the case status, enter the closed reason code and effective date, update the bypass automatic case closure, bypass archiving, and CFS Level III indicators.

Figure 5‑87: Case Management Menu - Case Status Maintenance

Entering the Case Status Maintenance module without entering an IV-D or MPI number displays the Inquire Case/Participant screen.
You have seen this screen several times throughout this document but it is presented here for review.  Simply enter your search criteria from here, most commonly the last name.

Figure 5‑88: Inquire Case/Participant

Upon entering a name from the Inquiry screen, you are navigated to the List Participants (Name Search) screen.

To verify and/or narrow your search, you may choose the <PF6>PHONETIC SRCH option; however, if you are comfortable with your search, simply enter the line number of the participant you wish to pursue.

Figure 5‑89: Name Search

Upon choosing the participant number, a List Participant Cases screen displays.

Enter the line number you wish to pursue.

Figure 5‑90: List Participant Cases
The CATEGORY OF SERVICE field is a protected field.  It is used for Federal reports.  KASES automatically populates this field based on the case type.
The CASE TYPE, PREV IV-D type, and AFDC/MA/FC CASE # fields are display only and support the CATEGORY OF SERVICE field.  The KAMES ap-sys-id and sys-id numbers are also display only.  The ap-sys-id and sys-id numbers are KAMES and TWIST internal identification numbers similar to KASES MPI number.

Figure 5‑91: Case Status Maintenance
	Case Status Maintenance Screen

	Category
	Code
	Definition

	CASE STATUS (mandatory field)
	ARCV
	Case closed for 1095 days and moved to archive

	
	CLSD
	Closed

	
	OPEN
	Open

	
	INCO
	Incomplete

	
	PNDA
	Pending approval, active pending AFDC case requires review by IV-D for duplication, etc.

	
	PNDF
	Pending foster care, pending approval through TWIST interface.

	
	PNDJ
	Pending JCA interface case, requires review by IV-D for duplication, etc.

	CLOSED STATUS
	CDIE
	NCP deceased.

	
	CDIS
	NPA services discontinued, no arrearages owed.

	
	CDUP
	Case closed-duplicate case.

	
	CEMC
	Child emancipated.

	
	CFCE
	FC episode ended (TWIST)

	
	CFIS
	Failure of initiating state to take action.

	
	CGCA
	Good cause exists (by IV-A)

	
	CGCD
	Good cause exists (by IV-D)

	
	CINC
	NCP incarcerated

	
	CINF
	Lack of information on NCP

	
	CINS
	NCP institutionalized

	
	CLOC
	Location only service provided and location completed.

	
	CMED
	NCP medically verified permanent disability.

	
	CNOA
	Support order no longer exists, arrearage under $500 or unenforceable by state law.

	
	CNON
	Client not cooperative.

	
	CNRE
	NCP in non-reciprocal country.

	
	COTH
	Closed-other reason.

	
	CPAT
	Paternity not established, NCP determined not the father.

	
	CREQ
	CP requests IV-D services discontinuance, no arrears owed CFC.

	
	CULO
	Locate service for a putative father, unable to locate NCP

	
	CUNE
	No order, age of majority.

	
	CUNK
	NCP unknown.

	CLOSED EFF. DATE
	Date the “closed reason code” was entered.
	Standard date format MM/DD/YYYY.

	BYPASS ACC
	System defaults to N(o) indicating the case will not be bypassed for auto case closure should it meet the auto case closure criteria.  A Y(es) is entered to indicate the system is to bypass automatic case closure should it meet auto case closure criteria.
	Valid indicator codes are:
Y – YES (automatic case closure does not occur).

N – NO (the system defaults to N when N is entered or the field is left blank, automatic case closure occurs if the case meets case closure criteria)

	BYPASS ARCHIVING
	System defaults to N to indicate the case will not be bypassed if it meets case archiving criteria.

A Y is entered in the field to indicate the system is to bypass automatic case archiving.  
	Valid indicator codes are:
Y – YES (when Y is entered, automatic case archiving does not occur).

N – NO (the system defaults to N.  When N is entered or the field is blank, automatic case archiving occurs if the case meets case archiving criteria).

	CFS LVL 3
	System defaults to N.  Staff changes the N to Y if the family is engaged in Comprehensive Family Services (CFS).
	Valid indicator codes are:
Y – Yes (family is engaged in CFS)

N – No (family is not engaged in CFS)

	CFS LVL 3 EFF DATE
	The effective date must be entered if a Y is entered.  Effective date cannot be prior to 10/01/2000.
	Standard date format MM/DD/YYYY.


Table 13: Case Status Maintenance

<PF9>-CONFIRM – accepts changes made to the Case Status Maintenance screen (ASECIN).

The system returns to the Case Management Menu screen (ASEMAA), with the exception of when a duplicate case is closed with a CDUP reason code and a KAMES ap-sys-id or TWIST sys-id number is attached to the client’s case history segment.



PF6-DUPL REASSIGN – This screen is utilized to assign the KAMES ap-sys-id or TWIST sys-id number attached to the client’s case history segment on KASES original case and delete the number from the duplicate case.
If an ap-sys-id or sys-id number already existed on the original case, that number is discarded and the new ap-sys-id number is attached.  The number is deleted from the new case so that further processing from the interface will occur on the original case, no on the duplicate case.

Figure 5‑92: Confirm and Duplicate Reassign
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Similar to the Update Participant Address screen (Figure 5-37) shown above, with the exception that all editable fields are blank.





PF16-REFER CASE





PF6-CREATE





�





�





�




















�











�





�





Referring a case is a two-step process.  From the List Participant screen above, select the line number you wish to refer and press <ENTER>.  In order to refer a case to SPLS, the current mail address must be changed to OLD.





<PF5>-TEST OVERRIDE
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Generated from the <PF2>-COMPLETE CASE opton.
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View Option 1 (ASEAWB)





View Option 2 (ASEAWC)





View Option 3 (ASEAWA)





This screen is used to select options 1, 2, or 3.  View Option 1 lists the oldest items first.  Items with the same due date are listed by priority.  Option 1 is the default option.





View Option 2 lists the highest priority items by type first.  Items with the same priority are listed oldest first.





View Option 3 requires an MPI number or an IV-D account number and lists only the items pertaining to that individual or to that case.  Oldest items are listed first.





�





The WORKER ID number of the worker logged in should fill this field.  To view the worklist of another worker, enter the appropriate worker ID number.  Caseworkers have read-only access to another person’s worklist.  Managers can gain full access rights to a caseworker’s worklist, enabling them to make entries, deletions, and perform any other necessary functions.





The Worker ID number field is a required field.








View Option 3 requires an IV-D/MPI number to be entered in the ACCOUNT # field.








DUE DATE FROM – Start of date range for worklist search.  The system defaults to one year prior to the current date, for example if today’s date is 06/13/2005, the DUE DATE FROM defaults to 06/13/2004.





Optional field.








DUE DATE TO – End of date range for worklist search.  The system defaults to the current date.





Optional field.








PRIORITY FROM – Enter the priority start range you wish to view.





PRIORITY TO – Enter the priority end range you wish to view.





For example:  View PRIORITY 4 to PRIORITY 8, only worklist items with priorities 4 thorough 8 will appear.





Required fields and system defaults to 0 (zero).





ITEM TYPE – the code used to identify the type of worklist item.








Options listing
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�Important:  Take care to enter the correct ENTRY WORKER ID number when transferring an item to another worker.  Entering an incorrect ID number will delay action.
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PF5-NOTES PROCESS
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PF6-SELECT EMPLR
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Selecting <PF10>-SELECT INS CO navigates you to the Inquire Employer/Agency File screen (ASEEMA). 
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