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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
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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.
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. 

9. Supervisor Functions

9.1 Overview
The Supervisor Functions option allows supervisors and those with supervisory clearance to perform management activities required to support KASES utility functions.  Those with supervisory clearance can add, update, or delete referral ranges from a caseworker’s workload; activate or inactivate MPI numbers; and delete MPI records which are not assigned to a case.  
This function is also utilized by workers classified as “SPECIAL WORKER” to create, update, or delete HELP messages.  Select option 07 on the Main Menu to access this function.
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Figure 9‑1: Main Menu - Supervisor Functions
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Upon entering the Supervisor Functions module you encounter the System Management Menu.  This menu offers several options for supervisor maintenance activities.
Any changes in workloads, IV-D cases, or help messages involving these functions must be completed by those with supervisory clearance.  Accounting and location supervisors have access to Option 01-Caseworker Referral Maintenance only.
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NOTE: Supervisor Options vary according to user roles; therefore the options shown in Figure 9-2 may differ slightly from what you see.
Figure 9‑2: System Management Menu I
9.1.1 Caseworker Referral Maintenance
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This option is used to begin the selection process for a worker’s caseload assignment.
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Select 01 and press <ENTER>.
Figure 9‑3: System Management Menu - Caseworker Referral Maintenance
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The first screen you encounter upon entering this module is the Caseworker Inquiry screen (ASESWA).

Enter either the worker’s ID number, location code, or IV-D county number and referral unit.

Figure 9‑4: Caseworker Inquiry

	Caseworker Inquiry

	Fields
	Definition

	Worker Number
	Worker’s ID number.  Mandatory field if the IV-D location or the IV-D county number and IV-D unit are not entered.

	IV-D Location
	Worker’s office location code if the worker ID number is not available.  Mandatory field if the worker number or the IV-D county and IV-D unit codes are not entered.
Valid IV-D office location codes (also refer to Table 11 in Chapter 4):
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	Last Name
	Caseworker’s last name.  Field is used in conjunction with the IV-D Location code.  Optional field.

	IV-D County
	Number of the county for which the worker is responsible.  Field is used in conjunction with the IV-D unit and is mandatory if the worker number or office location is not entered.  

	IV-D Unit
	Code that identifies the unit in which the worker is assigned within the office.  Mandatory field when the IV-D county number is entered.  

Valid unit codes are:

INIT 
=
Initiation
SPLS
=
Location

ESTA 
= 
Administrative Establishment

ESTJ 
=
Judicial Establishment

STAX 
= 
Intercept

ENFA 
=
Administrative Enforcement

ENFJ 
=
Judicial Enforcement

PAT 
=
Paternity

FCAR 
=
Foster Care

URES 
=
Interstate


Table 1: Caseworker Inquiry
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If the worker ID number is entered on the Caseworker Inquiry screen, the Inquire Caseworker screen (ASEWG) appears.  This screen displays data pertaining to a specific worker whose worker number was previously entered on the Caseworker Inquiry screen (ASESWA).  This screen displays the worker’s ID number, name, type location code, and caseload total.
The caseload total is suppressed when someone other than those with supervisory clearance and the selected worker accesses this screen.
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Figure 9‑5: Inquire Caseworker Data
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This option displays the Referral Display screen (ASESWE), which shows the referral units and ranges for the selected caseworker.
This screen displays the county for which the worker is responsible, the type of casework performed by the worker, the interstate status of the cases the worker and unit are referred, the starting range of the alphabet for the worker’s caseload, the ending range of the alphabet for the worker’s caseload, and whether the referral status is active or inactive.
Figure 9‑6: Referral Display
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NOTE:  Caseload totals are not always correct; please refer to the KASES Master Listing on RDS.
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The Create Caseworker Referral screen (ASESWF) is used to create caseworker referral records.  This screen is also used when updating referral records.

When used to update referral records, the screen displays as Update Caseworker Referral.  The fields in the Create Caseworker Referral screen have the same criteria as those used for updating referral records.  To update a referral record, move the cursor to the field that needs updating and enter your data (typing over the old data, if necessary).

Figure 9‑7: Create Caseworker Referral
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Note the following when creating and updating caseworker referral records:
· Active referral ranges cannot overlap county, unit, or alpha range.  For example, if a worker is responsible for “A” through “B” referral range and “B” is being reassigned to another worker, “B” must first be inactivated for the first worker.

· The complete alpha range must be assigned.  For example, Pa-Pe referral range must be indicated as PAAA-PEZZ so that all cases are included in the referral range.

	Create Caseworker Referral Screen

	Fields
	Definition

	County
	County for which the caseworker is responsible.  Mandatory field.

	Unit ID
	IV-D unit to which the caseworker is assigned.  Mandatory field when using the IV-D county number.  Valid unit codes are listed in Table 30.

	Interstate Status
	Code that dislpays the status of an interstate case, an in-state case, or a combination of an interstate and in-state case.  Mandatory field. 
Valid codes are:

A    =    ALL (Includes I, K and R)

B    =    RESPONDING AND INITIATING (INCLUDES I AND R)

I      =   INITIATING/OUTGOING

K     =  KENTUCKY

R    =   RESPONDING/INCOMING

	Referral Status
	Referral status that indicates whether the worker is eligible to receive cases.  Mandatory field.

Valid codes are:

A     =     ACTIVE TO RECEIVE CASES

I      =     INACTIVE TO RECEIVE CASES

	Referral Lo-Range
	Alpha characters indicating the beginning portion of the alphabet for which the  worker is responsible.

Valid codes for low range are AAAA – ZZZZ.  Mandatory field.

	Referral Hi-Range
	Alpha characters indicating the ending portion of the alphabet for which a worker is responsible.

Valid codes for the referral high range are AAAA – ZZZZ.

Mandatory field.


Table 2: Create Caseworker Referral
<PF9>-CONFIRM – confirms the creation of the referral record.
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This screen displays the referral record selected for deletion.

Press <PF9> to confirm and accept the deletion.  The system deletes the referral record and returns to the Referral Display screen (ASESWE).
Figure 9‑8: Referral Display (DELETION)
9.1.2 Inactivate MPI
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This option is used when a participant has been inadvertently assigned two MPI numbers which are associated to a single case.
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This option allows someone with supervisory clearance to inactivate the incorrect MPI number and to activate the MPI number that should be used within the KASES system.

Select 02, enter the MPI number that is to be inactivated and press <ENTER>.
Figure 9‑9: System Management Menu - Inactivate MPI
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This screen is used to review data about the selected MPI record to be inactivated and to link the correct MPI number with the system data.  The MPI number is the key identifier for each participant in KASES and must be correct in order for the system to produce accurate and valuable data.
Figure 9‑10: Review Data for Inactivation

After reviewing the incorrect participant information and verifying that the MPI number is to be inactivated, do the following:
· Type the MPI number that is to be activated in the MPI # field under CORRECT PARTICIPANT INFORMATION.  The MPI # field is used to locate each record in the MPI segment.  Mandatory field.
· Press <ENTER> after typing the correct MPI number.  The system automatically populates participant information in the remaining fields.

· Press <PF9> to continue.  The system confirms the information and returns to the System Management Menu screen (ASEMSA) carrying the inactivated MPI number.

Next, the following steps must be completed in Case Management when inactivating an MPI number.
· After the incorrect MPI number has been inactivated, a message appears above the PF options at the bottom of the List Participant Cases screen (ASEC1C) for the inactivated participant.  The message also appears on the Update Participant Data screen (ASEC2A).  The message reads that the MPI number is no longer valid and provides the correct MPI number.  If the participant is linked to more than one case, all cases must be updated.

· When a participant is advertently assigned two MPI numbers and the social security number is assigned to the incorrect MPI record, the social security number must be deleted prior to adding the social security number to the participant with the correct MPI.  The system will not allow the social security number to be added if it is attached to another MPI number.

· Also, before the system allows a participant of anything other than a child, to be added to a case, the status of the participant’s incorrect MPI number must be changed to Inactive (I) or deleted from the case.  The Update Participant Type screen (ASEC8A) in Case Management is used to update the status of the participant.
· The correct MPI number must be added to the IV-D case after the incorrect MPI number has been inactivated.  To add the participant and the correct MPI number to the IV-D case and to activate the participant status, access the Update Case Participant screen (ASECIB) in the Case Management section and select the appropriate PF key to add participant such as NCP, CP, and CHILD.  Follow the steps outlined in Case Management for adding a participant.  Conclude the action by pressing the PF2-COMPLETE CASE KEY to prevent the case from remaining incomplete.

9.1.3 Activate MPI
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This option is used to activate an MPI number when the MPI number has been inactivated in error.
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Select 03, enter the MPI number that is to be activated and press <ENTER>.
Figure 9‑11: System Management Menu - Activate MPI
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The Review Data for Reactivation screen (ASESIC) displays the MPI record information that needs to be reactivated.
The supervisor, manager, or those with supervisory clearance can reactivate an MPI number that was erroneously inactivated from this screen.  Prior to reactivation, the supervisor/manager should review the MPI record information and verify that the data is correct.

Press <PF> to continue.  The system confirms the reactivation and returns to the System Management menu screen (ASEMSA).

Figure 9‑12: Review Data For Reactivation
After the MPI is reactivated, the caseworker or supervisor is responsible for updating any or all IV-D cases associated with the participant by changing the participant type from Inactive (I) to Active (A) for proper casework maintenance.  Updates are completed in the Case Management function.

9.1.4 Participant Deletion
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This option allows those with supervisory clearance to delete any MPI record residing within KASES that has yet to be tied to a case.  An example would be when a worker has created a participant record in Case Initiation before a complete case is created and discovers that the participant already exists in the system.

The system’s name and phonetic search capabilities should minimize the need to use this specific option; however, it is possible to create duplicate records despite these built-in safeguards.

Select option 04, enter the MPI number that is to be deleted and press <ENTER>.

Figure 9‑13: Participant Deletion
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This screen displays the MPI record selected for deletion.  Those with supervisory clearance should review the displayed data to verify that the correct record was selected for deletion.
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To proceed with the deletion process, press <PF10>.  The system will navigate back to the System Management Menu screen (ASEMSA) with the message “*** RECORD DELETED ***” displayed at the bottom of the screen.
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Figure 9‑14: Delete Participant

9.1.5 Help Facility Maintenance
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This function (05) is used by workers classified as “SPECIAL WORKER” and is maintained through the Central Office in Frankfort.  The special worker uses the function to browse through the list of all HELP messages in order to create new HELP messages and update or delete existing HELP messages.
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Update and delete options require that the selected HELP message record to be updated or deleted be displayed on the browse screen.  The create option only requires the user to press <PF6> to navigate to the create screen.

Select option 05 and press <ENTER> to access this function.

Figure 9‑15: System Management Menu - Help Facility Maintenance
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The Help Maintenance List screen (ASEHLO) is used to browse through the list of HELP messages stored in the system database.  This screen displays up to 14 HELP messages per page detailing the Help Item Reference number, the Help Message Key, and the first line of the HELP message.  The page number is displayed in the upper right hand corner of the screen.  “MORE **” appears under the page number indicating if more HELP messages exist on subsequent pages.
Figure 9‑16: Help Maintenance List
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Press the <PF6> key to create a new HELP message record.  The Help Maintenance Create screen (ASEHA0) will display.

The cursor defaults to the CREATE HELP MESSAGE KEY field where the special worker enters a unique message key to initiate the establishment of the new message record.  If the message already exists as a record on the HELP Message Database, an error message will appear alerting you to this.

Figure 9‑17: Help Maintenance Create
After the help message key is entered, you can key up to 15 lines of 70 characters each for fields or screens requiring help descriptions or instructions.  Only one message record can be added per access of the ASEHA0 screen.  The user is required to initiate the create option from the browse screen to add subsequent HELP messages.

<PF9> confirms the addition of the new HELP message key, description or instruction.  The system navigates back to the Help Maintenance List screen with the following message displayed at the bottom of the screen ** TRANSACTION COMPLETED SUCCESSFULLY **.
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To complete an update, the HELP message record to be modified must be displayed on-screen; therefore from the Help Maintenance List screen (Figure 9-16) enter the item number of the Help Message you wish to update and press <PF9>.

The Help Maintenance Update screen (ASEHLO) will appear displaying the Help Message.

From here you can edit/revise the message any way you would like.  When finished press <PF9> to confirm your revision(s).

Figure 9‑18: Help Maintenance Update
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To delete a HELP message, type the appropriate line number in the ENTER SELECTED LINE # field (see Figure 9-16).  Press <PF10>; this displays the HELP message in question – the Help Database Maintenance Delete screen (ASEHXO).
After determining this is the HELP message you wish to delete, press <PF9> to confirm.  The system deletes the message from the database and navigates you back to the Help Maintenance List screen (ASEHLO) with the following message displayed at the bottom of the screen ** TRANSACTION COMPLETED SUCCESSFULLY **.

Figure 9‑19: Help Database Maintenance Delete
9.1.6 Caseworker Maintenance
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This option (06) allows supervisors or those with supervisory clearance to perform information updates on caseworkers
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Figure 9‑20: Caseworker Maintenance - System Management Menu
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Upon choosing the Caseworker Maintenance option above, you are navigated to the Caseworker Selection screen (ASESWJ).  This screen offers several search options when looking for a specific caseworker.  You may search by WORKER RACF ID, WORKER NUMBER, IV-D LOCATION, or LAST NAME.
Figure 9‑21: Caseworker Search/Selection Criteria
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Upon entering valid search criteria for a specific caseworker, KASES navigates you to the Create/Update Caseworker Table (ASESWC).
From here the supervisor or those with supervisory clearance can edit/update information specific to the caseworker.

Figure 9‑22: Create/Update Caseworker Table
	FIELD
	DEFINITION

	RACF ID
	THE WORKER SYSTEM SECURITY IDENTIFICATION.  THIS IS AN EIGHT (8)

POSITION FIELD ASSIGNED BY THE OAS SECURITY OFFICE.  THIS FIELD IS    

MANDATORY.                                                                                                        

	LAST NAME
	ENTER THE LAST NAME OF THE CASEWORKER.  THIS IS A SEVENTEEN (17) POSITION FIELD.  THIS FIELD IS MANDATORY.                        

	FIRST NAME
	ENTER THE FIRST NAME OF THE CASEWORKER.  THIS IS A FIFTEEN (15) POSITION FIELD. THIS FIELD IS MANDATORY.                      

	INITIAL
	ENTER THE MIDDLE INITIAL OF THE CASEWORKER.  THIS IS A ONE (1)

POSITION FIELD.  THIS FIELD IS OPTIONAL.                      

	LOCATION ID
	See Table 1 under Section 9.1.1

	WORKER TYPE
	SUPR = SUPERVISOR              

MGER = SYSTEM MANAGER          

CSWK = CASEWORKER              

POST = POSTING ACCOUNTANT      

ADJS = ADJUSTMENT ACCOUNTANT   

CLER = CLERICAL                

HELP = ON-LINE HELP MAINTENANCE

OASM = SECURITY MANAGER (OAS).

THIS FIELD IS MANDATORY.

	REFERRAL TYPE
	THIS FIELD IDENTIFIES THE TYPE OF CASE FUNCTIONS WHICH THE WORKER IS    

RESPONSIBLE.  THE VALID CODES FOR REFERRAL TYPE ARE:                    

A=ACCOUNTING

C=CENTRAL REGISTRY/URESA

F=FOSTER CARE

I=INTERCEPT

J=JUDICIAL

K=IV-A FIELD SERVICE WORKER

L=SPLS

N=FORMS GEN

O=TAKES CASE OUT OF 309 REVENUE

Q=INQUIRY ONLY

R=REGIONAL

T=TECHNICAL SUPPORT

X=DCSE MANAGER, INQUIRY

Z=DFS MANAGER, INQUIRY

THIS FIELD IS MANDATORY.

	TERMINAL ID
	ENTER THE TERMINAL ID THE WORKER NORMALLY USES.  KASES WORKERS ARE  

NOT RESTRICTED TO THIS TERMINAL.  THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.                                            

	PRINTER ID
	ENTER THE PRIMARY PRINTER ID TO WHICH WORKER OUTPUT WILL BE ROUTED FOR DOCUMENT GENERATION.  THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.                                                 

	ALTERNATE PRINTER ID
	ENTER THE ALTERNATE PRINTER ID TO WHICH WORKER OUTPUT WILL BE ROUTED 

FOR DOCUMENT GENERATION.  THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.                                                  



	STREET 1
	ENTER THE FIRST LINE OF THE WORKER'S ADDRESS.  THIS IS A THIRTY-ONE 

(31) POSITION FIELD.  THIS FIELD IS MANDATORY.                      

	STREET 2
	ENTER THE SECOND LINE OF THE WORKER'S ADDRESS.  THIS IS A THIRTY-ONE

(31) POSITION FIELD.  THIS FIELD IS OPTIONAL.                       

	CITY
	ENTER THE CITY WHERE THE CASEWORKER RECEIVES MAIL.  THIS IS A SIXTEE

(16) POSITION FIELD.  THIS FIELD IS MANDATORY.                      

	STATE
	ENTER "KY" FOR KENTUCKY IN THIS FIELD.  THIS IS A TWO (2) POSITION FIELD.  THIS FIELD IS MANDATORY.                                  

	ZIP CODE
	ENTER THE FIRST 5 POSITIONS OF THE ZIP CODE OF THE CASEWORKER'S ADDRESS.  THIS IS A FIVE (5) POSITION FIELD.  THIS FIELD IS MANDATORY.

	PHONE #
	CASEWORKER’S OFFICE PHONE NUMBER.  OPTIONAL FIELD.


Table 3: Create Caseworker Table                                                                

Press <PF9>-CONFIRM to accept new information and/or updates.
9.1.7 Caseload Reassignment/Referral
[image: image54.png]


The Caseload Reassignment/Referral option (07) allows a supervisor or a designated person or persons with supervisory clearance in central office, to off-load, rearrange, and/or reorganize caseworker caseloads.
[image: image55.png]



Figure 9‑23: Caseload Reassignment/Referral - System Management Menu
To begin this process, the field worker submits a KASES CASELOAD REASSIGNMENT TRANSFER REQUEST to central office staff, see example below (copy included at the end of this chapter):
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1.) Enter the caseworker number from which you are referring/shifting cases. 
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2.) Enter the caseworker number of the caseworker to RECEIVE cases.
3.) Enter the county number for which the caseworker is responsible.

[image: image66.emf] 

 

4.) Enter the Worker Unit ID.
5.) Enter the Interstate Status Code.

6.) Enter the LOW referral range and HIGH referral range.
Figure 9‑24: Caseload Reassignment
	FIELD
	DEFINITION

	RECEIVING WORKER
	CASEWORKER'S IDENTIFICATION NUMBER.  THIS IS AN EIGHT (8) POSITION FIELD, ALPHA/NUMERIC.  THIS FIELD IS MANDATORY.            

	COUNTY LOCATION
	NUMBER OF THE COUNTY FOR WHICH THE WORKER IS RESPONSIBLE

(001 - 120).  THIS IS A THREE (3) POSITION FIELD.  THIS FIELD IS MANDATORY.                                                        

	REFERRAL UNIT
	IV-D UNIT TO WHICH THE CASEWORKER IS ASSIGNED.    

ALL - GENERIC - WORKER RECEIVES ALL THE FOLLOWING:          

 ENFA - ADMINISTRATIVE ENFORCEMENT                           

 ENFJ - JUDICIAL ENFORCEMENT                                 

 ESTA - ADMINISTRATIVE ESTABLISHMENT                         

 ESTJ - JUDICIAL ESTABLISHMENT                               

 FCAR - FOSTER CARE                                          

 INIT - INITIATION                                           

 PAT  - PATERNITY                                            

 SPLS - LOCATION                                             

 STAX - TAX INTERCEPT                                        

 URES - INTERSTATE                                           

THE IV-D UNIT IS A FOUR (4) POSITION FIELD AND IS MANDATORY.

	INTERSTATE CODE
	ENTER THE CODE THAT SHOWS THE STATUS OF AN INTERSTATE CASE AN INSTATE 

CASE OR A COMBINATION OF AN INTERSTATE AND INSTATE CASE.  THIS IS A   

ONE (1) POSITION FIELD.  THIS FIELD IS MANDATORY. 

THE VALID CODES ARE:

       A = ALL (INCLUDES I, K AND R)                                   

       B = RESPONDING AND INITIATING (INCLUDES I AND R)                

       I = INITIATING/OUTGOING                                         

       K = KENTUCKY                                                    

       R = RESPONDING/INCOMING                                         

	REFERRAL RANGES
	              REFERRAL RANGE LOW                             

THIS FIELD INDICATES THE BEGINNING PORTION OF THE ALPHABET FOR WHICH A WORKER IS RESPONSIBLE.  THE VALID CODES FOR REFERRAL LOW RANGE ARE:    

--AAAA-ZZZZ

THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.  THE COMPLETE ALPHA RANGE MUST BE ASSIGNED.  FOR EXAMPLE, PA-PE        

REFERRAL RANGE MUST BE INDICATED AS PAAA-PEAA SO THAT ALL CASES ARE INCLUDED IN THE REFERRAL RANGE.

              REFERRAL RANGE HIGH                       

 THIS FIELD INDICATES THE ENDING PORTION OF THE ALPHABET WHICH A WORKER 

 IS RESPONSIBLE.  THE VALID CODES FOR REFERRAL HIGH RANGE ARE:

--AAAA-ZZZZ.  THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.    

THE COMPLETE ALPHA RANGE MUST BE ASSIGNED.  FOR EXAMPLE, PA-PE      

REFERRAL RANGE MUST BE INCLUDED AS PAAA-PEZZ SO THAT ALL CASES ARE     

INCLUDED IN THE REFERRAL RANGE.                               


Table 4: Caseload Reassignment/Referral
PF KEYS
PF2-Update (the caseload)

PF6-Create (the caseload)

PF9-Inquiry (investigate the caseload)

PF10-Delete (delete caseload)
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9.1.8 Event Class Maintenance
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The Event Class Maintenance option (08) is used only by the Office of Information Technology (OIT) and is used to create new events and worklists for KASES or to update the existing ones
[image: image69.png]ASEMSA  GREG M
12/27/05 13:59:17

&ADT
SYSTEM MAN,

01 - CASEWORKER REFERRAL MAINTENANCE
02 - INACTIVATE MPI

03 - ACTIVATE MPI

04 - PARTICIPANT DELETION

05 - HELP FACILITY MAINTENANCE

06 - CASEWORKER MAINTENANCE

07 - CASELOAD REASSIGNMENT /REFERRAL
08 - EVENT CLASS MAINTENANCE

09 - JCA CASE/PARTICIPANT KEYS

10 - UPDATE DEFRA/GRANT

11 - BULLETIN BOARD MAINTENANCE

12 - SYSTEM MAINTENANCE MENU

ENTER # OF SELECTION __  ENTER MPI#

PF1-HELP

IAGEMENT MENU

13 - CASEWORKER SYSTEM MAINTENANCE
14 - LOCATE SYSTEM MAINTENANCE
15 - TRIGGER DATABASE MAINTENANCE

OR SSN#

(FOR OPTION 9 ENTER IV-D #)

PF3-PREV SCREEN

PF12-MAIN MENU

7:00.1

114.24.14] (0

19/25

UM




[image: image70.png]GREG M
08:44:15 12/28/05
AP NAME  LEE
CL NAME  LEE

PF4-UNAVAILABLE
PF12-UNAVAILABLE

&ANB

PF7-UP

KASES [

LIST CASE PARTICIPANTS MORE **
HARVEY MPI # 000000 1Iv-D # 000000
MARY MPI # 000000 WRKR # DIANA H

ENTER-SELECT PART





Figure 9‑25: Event Class Maintenance - System Management Menu
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Figure 9‑26: Event Class Maintenance Screen
9.1.9 JCA Case Participant Keys
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To select JCA Case Participant Keys, enter option 09.
[image: image73.wmf] 

 


Figure 9‑27: JCA Case/Participant Keys - System Management Menu
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Upon entering an MPI, IV-D, or SSN number on the Inquire Case/Participant screen (not shown) you encounter the List Case Participants (Name Search) screen (ASEC0D)

Select the participant (line number) you wish to inquire on press <ENTER>
Figure 9‑28: List Case Participants (Name Search)


Upon making a selection from the previous screen you encounter the List Participant Cases screen (ASEC1C).
Again, from here select the participant line number you wish to inquire about.

Figure 9‑29: List Participant Cases Screen
Upon making a selection from the previous screen, you encounter the JCA CASE/PARTICIPANT KEYS screen (ASEJCA).  The JCA Case/Participant Keys screen (ASEJCA) is for interface communication between the Jefferson County Attorney’s Office system and KASES.  The data contained on this screen must match the data on the JCA system for interface communication.  The information contained on this screen has no effect on payment allocation or distribution nor does it effect the administrative actions for the case or its participants.  

 

Jefferson County Attorney or Jefferson County Area Office workers are the only authorized users to enter the appropriate information in the JCA Case/Participant Keys screen (ASEJCA).  

 

Any questions or concerns surrounding the data on this screen should be directed to the KASES/JCAO Task Team @ 502/574-8399.  
 
Figure 9‑30: JCA Case/Participant Keys Screen

	FIELD
	DEFINITION

	JCA INTERNAL KEY
	The non-custodial parent’s internal identification key number on the JCA system

	JCA COURT CASE NUM
	The active docket number on the JCA system

	INTERFACE FLAG
	Y (Yes) N (No)

	RESEND
	Defaults to N (No), Y (Yes) for manually sending internal identification key numbers without updating information contained on the screen

	CURRENT JCA KEY
	Internal identification key numbers assigned on the JCA system for the participant


Table 5: JCA Participant Keys
PF9-CONFIRM UPDT = Creates the trigger to send information to JCA system
PF10-DELETE = Creates the trigger to send information to JCA system

9.1.10 Update DEFRA/Grant

The Update DEFRA/Grant option (10) is no longer used.
This option was created several years ago when Child Support was issuing DEFRA payments.  DEFRA payments are no longer issued.  
REMEMBER:  This option is no longer available, but in some instances the menu item may still appear on your System Management Menu list.
Figure 9‑31: Update DEFRA/Grant - System Management Menu
9.1.11 Bulletin Board Maintenance

The Bulletin Board Maintenance option (11) allows a supervisor, administrator or those with supervisory clearance to create, edit/update bulletin board announcements.

Figure 9‑32: Bulletin Board Maintenance - System Management Menu
Upon entering Bulletin Board Maintenance you will encounter the Bulletin Board Announcements screen (ASEBBA).
From this screen you may:

PF2 – to print an announcement

PF6 – to create a new announcement

PF9 – to update an announcement

PF10 – delete an announcement *RESTRICTED permission
PF11 – assign users who are to see a specific announcement

PF13 – inquire as to whom has access to the announcement

To view (inquire) an announcement, select its corresponding line number and press <ENTER>.

Figure 9‑33: Bulletin Board Announcements





Note: Bulletin priority is ranked from numbers 1 through 9.  Priority is determined by the person creating the bulletin.  KASES defaults to Priority 9.  
Bulletins with priority 9 must be accessed and read before the user leaves the Bulletin Board screen when the user signs on to

KASES.



This screen displays all users who have been assigned to a specific bulletin.
To assign a bulletin to specific users, enter the line number of the bulletin from the initial Bulletin Board Announcements screen (Figure 9-27), then press PF11 and assign user(s).  To display the list of caseworkers assigned to that bulletin, enter the line number of the bulletin (Figure 9-27) and press PF13.



Figure 9‑34: PF KEY Functions
9.1.12 System Maintenance Menu

The System Maintenance option (12) allows the supervisor, administrator or those with supervisory clearance to make changes and adjustments to system information.

Figure 9‑35: System Maintenance Menu - System Management Menu
Upon choosing the System Maintenance option, you encounter the System Maintenance Menu (ASEMSB).

This menu offers six (6) maintenance options:

1. Case Updates

2. Participant Updates

3. Worker Updates

4. Update Zero Database Records

5. Update Journal Entries

6. Update Account Balances

To go directly to a case, enter the specific IVD/MPI number or Social Security number along with the maintenance option you wish to perform on that case.  
Figure 9‑36: System Maintenance Menu
9.1.12.1 Case Updates

From 01 – Case Updates:  Upon entering a specific IVD/MPI or Social Security number you encounter the List Participant Cases screen (ASEC1C).
Select a line number and press <ENTER> to navigate to the next screen.

Figure 9‑37: Case Updates - List Participant Cases

Next, the System Maintenance – Case Updates screen (ASESMA) appears.

From here, you may change/update several types of information about the specific case in question.

See the table on the next page for a description of each field.

Figure 9‑38: System Maintenance - Case Updates
	FIELD
	DEFINITION

	SUBACCT TYPE
	VALID CODES FOR SUBACCOUNT TYPE ARE:

CURSUP = CURRENT SUPPORT

AFDCA  = AFDC ARREARS

FCAREA = FOSTER CARE ARREARS

CUSTA1 = CUSTODIAL ARREARS

APFEES = AP FEES

OSTATA = OTHER STATE ARREARS

MEDSUP = MEDICAL SUPPORT

VLTRY  = VOLUNTARY

CUSTA2 = SECOND CUSTODIAL ARREARS

SUBA1  = SPARE SUBACCOUNT

	PAYEE ACCOUNT #
	THE ACCOUNT NUMBER OF THE PARTICIPANT OR AGENCY TO WHOM PAYMENT

ARE DUE.

	PERIOD AMT DUE
	AMOUNT ALLOCATED FOR A SPECIFIC PERIOD.

	PAID TO DATE
	THE AMOUNT ALLOCATED TO THE SUBACCOUNT TO DATE.

	FREQ AMT DUE
	PERIODIC AMOUNT DUE AS ESTABLISHED IN THE ORDER OF SUPPORT.

	FREQUENCY AMT
	THE MONETARY AMOUNT WHICH WAS ORDERED TO BE PAID.

	DEBIT TO DATE
	THE AMOUNT THE ACCOUNT HAS BEEN DEBITED TO DATE.

	DEBIT FOR MONTH
	THE AMOUNT THE ACCOUNT HAS BEEN DEBITED FOR THE MONTH.

	CREDIT TO DATE
	THE AMOUNT OF COLLECTIONS CREDITED TO THE ACCOUNT TO DATE.

	CREDIT FOR MONTH
	THE AMOUNT OF COLLECTIONS CREDITED TO THE ACCOUNT FOR THE MONTH.

	CURRENT BALANCE
	CURRENT SUBACCOUNT BALANCE.

	

	PART MPI
	THE INTERNAL KEY USED TO LOCATE A PARTICIPANT RECORD IN THE

MASTER PARTICIPANT INDEX (MPI).

	PART STATUS
	THE PARTICIPANT KASES CASE STATUS IS A 1 POSITION FIELD INDICATING

WHETHER THE CASE IS AN ACTIVE CASE OR AN INACTIVE CASE.

THE VALID CODES ARE:

A = ACTIVE CASE

I = INACTIVE CASE.

	RELATIONSHIP
	PARTICIPANT RELATIONSHIP IS THE RELATIONSHIP OF THE PARTICIPANT

WITHIN THE CASE.

THE VALID CODES FOR PARTICIPANT RELATIONSHIP ARE:

CHLD = CHILD                SIST = SISTER

MOTH = MOTHER           UNCL = UNCLE

FATH = FATHER             UNKN = UNKNOWN

OTHR = OTHER              COUS = COUSIN

GUAR = GUARDIAN         NEPH = NEPHEW

AUNT = AUNT                 NIEC = NIECE

BROT = BROTHER

GRMO = GRANDMOTHER

GRFA = GRANDFATHER

	PART TYPE
	PARTICIPANT TYPE

	

	DELETE CASE
	Y or N

	AFDC/MA/FC/CASE NUMBER
	

	DELETE/REMOVE
	Y or N

	CASE STATUS
	CASE STATUS IDENTIFIES THE STATUS OF THE IV-D CASE.  

THE VALID CASE

STATUS CODES ARE:

CLSD - CLOSED

OPEN - OPEN

INCO - INCOMPLETE

ARCV - CASE HAS BEEN CLOSED FOR 1095 DAYS AND MOVED TO ARCHIVE

PEND - PENDING; AFDC APPLICATION TAKEN/GRANT NOT APPROVED

PNDA - PENDING APPROVAL; ACTIVE PENDING AFDC CASE. REQUIRES

REVIEW BY IV-D FOR DUPLICATION, ETC.

PNDF - PENDING APPROVAL; FOSTER CARE CASE REQUIRES REVIEW BY

IV-D FOR DUPLICATION, ETC.

PNDC - PENDING APPROVAL; CSENET CASE CREATED BY INTERFACE,

REQUIRING REVIEW BY CENTRAL REGISTRY SECTION.

THIS IS A FOUR (4) POSITION FIELD.  THIS FIELD IS MANDATORY.

	STATUS EFF DATE
	CASE STATUS EFFECTIVE DATE

	CLOSE STATUS
	CASE CLOSURE REASON CODES

CDIE = NCP DECEASED        

CNOA = NO ORDER

CDIS = NPA SERVICES DISCONTINUED   

CNON = CLIENT NOT COOPERATIVE NO ARREARAGES OWED           

CNRE = NCP IN NONRECIP. COUNTRY

CDUP = CASE CLOSED-DUPLICATE CASE   

COTH = CLOSED OTHER

CEMC = CHILD EMANCIPATED            

CPAT = NCP NOT BIOLOGICAL FATHER

CFCE = FC EPISODE ENDED (TWIST)     

CPRT = NCP RIGHTS ENDED

CGCA = GOOD CAUSE EXISTS (BY IV-A)  

CREQ = CP REQUEST IV-D SERVICES

CGCD = GOOD CAUSE EXISTS (BY IV-D)         DISC. - NO ARREARS OWED

CINC = NCP INCARCERATED             

CULO = UNABLE TO LOCATE NCP

CINF = LACK OF INFO ON NCP          

CUNC = LOST CONTACT WITH CLIENT

CINS = NCP INSTITUTIONALIZED        

CUNE = NO ORDER, AGE OF MINORITY

CLOC = SUCCESSFUL LOCATE (NON-IV-D  

CUNK = NCP UNKNOWN

USED BY SPLS ONLY)      

CFIS = FAILURE INITIATING STATE-CSENET

CMED = NCP MEDICALLY VERIFIED PERMANENT DISABLITIY

	CLOSE EFF DATE
	CLOSE DATE

	CASE TYPE
	

	AP SYSID NUMBER
	SYSTEM ID NUMBER

	IV-A/IV-E
	IV-A OR IV-E NUMBER

	ACCT BALANCE
	ACCOUNT BALANCE


Table 6: System Maintenance - Case Updates
9.1.12.2 Participant Updates 

From 02 – Participant Updates: Upon entering a specific IVD/MPI or Social Security number you encounter the List Case Participants screen (ASEQOB).

Select a line number and press <ENTER> to navigate to the next screen.

Figure 9‑39: List Case Participants

Upon making a selection from the List Case Participants screen (shown above), you encounter the System Maintenance – Participant Updates screen (ASESMB).
Here you have the choice to delete or keep the MPI (Y or N) or deleting the MPI from the IV-D case.

When finished, press <PF9> to confirm.

Figure 9‑40: System Maintenance - Participant Updates

9.1.12.3 Worker Updates 


From 03 – Worker Updates: Upon entering a specific IVD/MPI or Social Security number you encounter the System Maintenance – Worker Updates screen (ASESMC).

Figure 9‑41: System Maintenance - Worker Updates

Entering a valid worker number and pressing <ENTER> will automatically fill-in the worker name field.  Next, you have the choice to delete the worker Y or N.
9.1.12.4 Update Zero Database Records


From 04 – Update Zero Database Records: Upon entering a specific IVD/MPI or Social Security number you encounter the System Maintenance – Update Zero Records screen (ASESMD).
Figure 9‑42: System Maintenance - Update Zero Records
This screen allows you to edit/update Account Database Zero Record, General Journal Database Zero Record, and Employer/Insurance Database Zero Records.
When finished, be sure to press <PF9> to confirm your changes.

9.1.12.5 Update Journal Entries

From 05 – Update Journal Entries: Upon entering a specific IVD/MPI or Social Security number you encounter the Inquire Event/Transaction screen (ASEFEA).
Figure 9‑43: Inquire Event/Transaction
	FIELD
	DEFINITION

	ADJUSTMENT NUMBER
	ENTER THE NUMBER ASSIGNED BY THE SYSTEM FOR THE ADJUSTMENT EVENT YOU

WISH TO REVIEW.  THIS IS A THIRTEEN (13) POSITION FIELD.

	DISBURSEMENT NUMBER
	ENTER THE NUMBER ASSIGNED BY THE SYSTEM FOR THE DISBURSEMENT EVENT YOU WISH TO REVIEW.  THIS IS A THIRTEEN (13) POSITION FIELD.

	RECEIPT BATCH NUMBER
	ENTER THE RECEIPT BATCH NUMBER FOR THE COLLECTION.  THE ITEM NUMBER I

REQUIRED IN THE NEXT FIELD WHEN INQUIRING INTO A RECEIPT EVENT.

THIS IS A TEN (10) POSITION FIELD.

	RECEIPT ITEM NUMBER
	ENTER THE RECEIPT ITEM NUMBER THAT CORRESPONDS TO THE COLLECTION IN

THE BATCH YOU ARE REVIEWING.  THIS IS A THREE (3) POSITION FIELD.  

THIS FIELD IS MANDATORY IF THE RECEIPT BATCH NUMBER IS ENTERED.    


Table 7: Inquire Event/Transaction
9.1.12.6 Update Account Balances

From 06 – Update Account Balances: Upon entering a specific IVD/MPI or Social Security number you encounter the System Maintenance – Update Account Balances screen (ASESMF).

Figure 9‑44: System Maintenance - Update Account Balances
	FIELD
	DEFINITION

	MPI# / IVD#
	THE MPI or IVD NUMBER BEING ACCESSED.

	TYPE
	

	ACCOUNT BALANCE
	ACCOUNT BALANCE

	PAID TO DATE
	THE AMOUNT ALLOCATED TO THE SUBACCOUNT TO DATE.

	DEBIT TO DATE
	THE AMOUNT THE ACCOUNT HAS BEEN DEBITED TO DATE.

	DEBIT FOR MONTH
	THE AMOUNT THE ACCOUNT HAS BEEN DEBITED FOR THE MONTH.

	CREDIT TO DATE
	THE AMOUNT OF COLLECTIONS CREDITED TO THE ACCOUNT TO DATE.

	CREDIT FOR MONTH
	THE AMOUNT OF COLLECTIONS CREDITED TO THE ACCOUNT FOR THE MONTH.

	

	MID ALLOCATIONS
	MIDPOINT DISBURSEMENTS

	1ST ROUND
	

	2nd ROUND
	

	3rd ROUND
	


Table 8: System Maintenance - Update Account Balances
9.1.13 Caseworker System Maintenance

The Caseworker System Maintenance option (13) allows the supervisory, administrator or those with supervisory clearance to recall a case from 309.

It allows a supervisor/administrator to change from “county 309” back to the county where the case originated.  This is used when a contracting official’s office wants to work the case yet it is out to Revenue (309) and they need to reset it to their county number. 

Figure 9‑45: Caseworker System Maintenance - System Management Menu


Figure 9‑46: System Maintenance - Caseworker Maintenance

9.1.14 Locate System Maintenance
To select Locate System Maintenance, enter option 14.  Only a small number of people are authorized to access this option.
In rare instances, a case may become locked in LOCT status and a worker is unable to change the status of the case.  When trying to change the status of the case, the worker will receive an error message stating the status cannot be changed because the NCP is in LOCT.
A request is then forwarded to someone who has LOCATE SYSTEM MAINTENANCE permissions (14).  This person can then “unlock” the case and the worker may continue.

Figure 9‑47: Locate System Maintenance - System Management Menu

Upon entering an MPI, IV-D, or SSN number on the Inquire Case/Participant screen (not shown) the List Case Participants screen (ASEQ0B) appears.
Select the participant (line number) you wish “unlock” and <ENTER>.

Figure 9‑48: List Case Participants

The next screen encountered is the Locate System Maintenance screen (ASESMH).

Enter Y(Yes) or N(No) to answer the “MPI OUT OF LOCATE” question (“unlock”).

Press <PF9> to confirm and complete.

Figure 9‑49: Locate System Maintenance
9.1.15 Trigger Database Maintenance

To select Trigger Database Maintenance, enter option 15.


Figure 9‑50: Trigger Database Maintenance - System Management Menu

Upon selecting Trigger Database Maintenance you encounter the Trigger Selection Process screen (ASETR1).
From this screen, enter the TYPE, then <TAB> down to the Optional Search Criteria section and enter CASE NUMBER and DATE FROM and DATE TO.

Press <ENTER> to continue.

Figure 9‑51: Trigger Selection Process
FROM _______________________                DATE _____________________
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