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Preface

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

· Paternity establishment 

· Child/medical support enforcement 

· Parent location 

· Accounting  

KASES is accessible to state child support staff and contracting officials including their staffs.

KASES objectives are:

· Improving client service

· Reducing paperwork

· Maintaining an electronic events record of all actions taken in a 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 cases
[image: image9.emf]
Note:  This guide endeavors to detail a comprehensive view of the KASES system; however, not all information covered may pertain to all users.
Screen Names
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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.

For “HOT KEYS”  a.k.a. “Fast Pathing Keys” please refer to Chapter 2 – Navigation, page 6 of 8.
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. 

8. Employer/Agency Maintenance

8.1 Overview

The Employer/Agency option is a file maintenance tool for employers, attorneys, insurance companies, IV-D and genetic testing companies, courts and other institutions.  Select option 06 on the Main Menu to access this function.
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Figure 8‑1: Main Menu - Employer/Agency Maintenance

File description types include:
Agency File – a listing of all IV-D agencies of record involved with IV-D activities.  The agency file includes collection agencies, local IV-D agencies and other state IV-D agencies.  Agencies are listed by state number code.

Attorney File – is a listing of all attorneys of record in IV-D cases.  All private attorneys associated with a participant should be listed in KASES.  The system assigns a number to the attorney of record when the record is created.  Attorney numbers are assigned consecutively.
Court File – is a listing of all circuit and district courts of record.  Courts are listed by county and court number.
Employer File – a listing of employers of record in Kentucky and other states.  All licensed employers with Kentucky Employers Identification Numbers (KEIN) and Federal Employers Identification Numbers (FEIN) need to be listed in the employer file.


[image: image1.png]


Note:  Out-of-state employer information is obtained through location efforts.  Employer information is entered into the system if the absent parent’s employer is out-of-state and the employer ID number is provided.

Insurance File – is a listing of all insurance companies licensed to do business in Kentucky.  These companies are listed by either company name or Employer Identification Number (EIN).

Licenses File – is a listing of all licenses issued in Kentucky and other states.

Lien File – is a listing of all liens in Kentucky and other states.
Test File – is a listing of all agencies of record involved with genetic testing.  The TEST file is listed by TEST agency name, city, state, and ID number.
The criteria for creating and maintaining employer, agency and attorney records are basically the same.  The instructions for creating and maintaining these records are found on the following pages.

[image: image13.wmf] 

 


Upon choosing this option, the first screen you encounter is the Maintain Employer/Agency File screen (ASEEMA).
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Refer to Chapter 4 for a complete review of this screen and its associated screens.
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If record type is AGCY, the Foreign IND must be entered as Y (yes) or N (no); it cannot be left blank.
Figure 8‑2: Maintain Employer/Agency File

Upon entering Employer/Agency data you are navigated to the Select Employer/Agency screen (ASEEMC).

To inquire about a specific employer or agency, enter the corresponding line number and press <ENTER>.

From this screen you may also:
 <PF6> - Create an employer/agency entry.*

<PF9> - Update.*

<PF10> - Delete.*

*YOU MUST HAVE PROPER AUTHORIZATION TO PERFORM THESE FUNCTIONS.
Figure 8‑3: Select Employer/Agency

IMPORTANT:  Before creating a new employer, you must first SEARCH for that employer to verify if it already exists in the KASES system; moreover, if a FEIN (Federal) or KEIN (Kentucky) employer ID number is available utilize these to facilitate a search as well.  It is imperative to avoid duplicate entries in the KASES system!
Remember to SEARCH FIRST, then ADD/CREATE if necessary!
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Figure 8‑4: PF9 and PF6

Selecting an employer or agency from the Select Employer/Agency screen navigates you to the Inquire Employer/Agency Data screen (ASEEMB).
This screen lists specific information about the employer/agency, including Employer/Agency number, Federal EIN number, Record Type, Foreign IND (indicator), Name, Address and Phone information, Contact Person and E-Mail Address.
Press <PF9> to return to the previous screen.

Figure 8‑5: Inquire Employer/Agency Data
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Note:  The INTERSTATE UNIT is the only group that can update addresses for other states and countries on the agency file, e.g., Atty/Cort/Emp/ Ins/Lic/Lien.  
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<PF9> - UPDATE (screen)





<PF6> - CREATE (screen)
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