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Subject:  Various Manual Sections Impacted by the Change to the Online Tracking Information System (OTIS)
Volume I

MS 0001, Family Support Manuals and Program Instructions, is revised to delete the reference to the WEP/COM calculator from the Calculator Workbook as the calculations will be completed by OTIS. The reference to the STEP User Guide is changed to the OTIS User Guide.
MS 0100, Returned Checks, is revised to change the reference from STEP to OTIS and to remove WIN from the list of type of checks.
MS 0140, Acronyms, is revised to add OTIS and remove STEP.

MS 0230, Limited English Proficiency (LEP), is revised to change the reference from STEP to OTIS.

MS 0260, Overview of EBT, is revised to add KWP transportation and WIN reimbursement payments to the list of benefits/payments accessed by the EBT card.

MS 0270, Required Explanations of EBT, is revised to add KWP transportation and WIN reimbursement payments to the list of benefits/payments accessed by the EBT card. In addition, it also states for KWP transportation and WIN payments, if there are two individuals in the K-TAP case who are receiving either payment, each individual will have an EBT account.  An example is added to demonstrate this.
In addition, the section is revised to change Food Benefits to SNAP.  It is further revised to give more specific instructions on what to explain to recipients concerning the usage of their SNAP benefits.  It is also revised to remove the wording food benefits as EBT cards cover more programs than SNAP.  It is also further revised for formatting.
MS 0715, Death Match, is revised to delete information concerning the match with STEP as these matches will no longer be completed with the advent of OTIS.
Volume IIA
MS 1050, Frequently Used Terms, is revised to change STEP to OTIS.

MS 4900, Spot Checks and Reports, is revised to change STEP to OTIS.  
Volume III
The following sections are revised to change STEP to OTIS:

- MS 2010, KWP Full Family Sanction; 
- MS 2015, Full Family Sanction at Reapplication;  

- MS 2122, Scheduling Appointments on KAMES;  

- MS 2324, KWP Exemption Criteria; and
- MS 3665, Unemployment Requirements. 
MS 3790, RAP Payment Procedures, is revised to change STEP to OTIS and remove the STEP entry instructions for payments.  In addition, the section is revised to state RAP eligibility is per adult member in the K-TAP case not per household.
MS 3850, WIN Eligibility, is revised to change STEP to OTIS, and state WIN reimbursement payments are accessed through an EBT account.

MS 3860, WIN Reimbursement Process, is revised to state WIN reimbursements are deposited to an Electronic Benefit Transfer (EBT) account for the WIN eligible individual.  If there are two WIN eligible individuals in the case, each individual has an EBT account and card.  The individual who has the K-TAP EBT account accesses the WIN from that EBT card.  The other individual has a separate EBT account and card.  To create an EBT card for the second individual, go to KAMES, the Case Change Menu, Option 6, EBT Card for Second Parent.  This must be done in order for the second individual to access the WIN payments.

The section is also revised to replace the STEP procedures with OTIS procedures, and state form WIN-1, Work Incentive (WIN) Report, is issued from OTIS. 
Volume IIIA

The Table of Contents is revised to delete MS 4130, Resource Directory, as it is no longer needed.  The title of MS 4120 is change to KWP Spot Checks on KAMES.  The titles are corrected for MS 5375, Car Repairs and Expenses, and MS 5388, Supportive Services Refunds and Adjustments.

MS 4005, KWP Participation Requirements, is revised to change STEP to OTIS and delete the component code “OTH” as it is no longer a valid code.  Component code “MHA” is added for mental health counseling.  It is further revised to clarify when a child is considered under 6 years old when determining the hours required for participation.  If the child’s birthday is the first day of the month, the child is 6 years old.  If the child’s birthday is after the first day of the month, the child is considered under 6 for that month.
MS 4100, KAMES Referral Process, is revised to change the reference from STEP to OTIS.

MS 4120, KWP Spot Checks on KAMES, is revised to delete the spot checks concerning contractors and component referral and placement as these will not be needed when OTIS is operational. 
MS 4130, Resource Directory, is now obsolete with the advent of OTIS.

MS 4210, Vocational Educational Training, is revised to change STEP to OTIS and state that OTIS will track the months of VOC to ensure the 12-month limit is not exceeded.
MS 4215, Short-Term Training, is revised to change the reference from STEP to OTIS and to state form KW-215, Short-Term Training Referral Form, is issued off OTIS if the expense will be paid off OTIS.  For short-term training expenses paid by the Big Sandy ADD, form KW-215 is issued through E-forms.
MS 4217, Coding Vocational Educational Training, is revised to change STEP to OTIS and state that OTIS will track the months of VOC to ensure the 12-month limit is not exceeded.

MS 4220, Job Readiness Assistance/Job Search, is revised to change STEP to OTIS.

MS 4230, Community Service, is revised to change STEP to OTIS and state the FLSA calculation is completed on OTIS prior to placing an individual in community service.

MS 4245, Calculating Hours of Participation for WEP/COM, is revised to change STEP to OTIS and state the FLSA calculation is completed on OTIS prior to placing an individual in a WEP/COM component.

MS 4250, Employment, is revised to change STEP to OTIS.

MS 4270, Work Experience Program (WEP), is revised to change STEP to OTIS and state the FLSA calculation is completed on OTIS prior to placing an individual in a work experience program.

MS 4300, Accident Insurance for Work Experience and Community Service Placements, is revised to change STEP to OTIS.
MS 4350, Non-Core and Allowed Activities, is revised to change STEP to OTIS and to change OTH to MHA as the component code for mental health counseling.  Life skills is deleted as a stand-alone activity.

MS 4355, Domestic Violence Counseling, is revised to change STEP to OTIS and to allow for verification other than form PA-33, Verification of Kentucky Works Participation, to be used for participation.
MS 4365, Substance Abuse Treatment, is revised to change STEP to OTIS and to allow for verification other than form PA-33 to be used for participation.

MS 4370, Mental Health Counseling, is revised to change STEP to OTIS and to allow for verification other than form PA-33 to be used for participation.

MS 4373, Targeted Assessment Program (TAP), is revised to change STEP to OTIS and to allow for verification other than form PA-33 to be used for participation.

MS 4375, Vocational Rehabilitation, is revised to change STEP to OTIS.
MS 4380, Adult Education, is revised to remove the reference to STEP.

MS 4410, Staff Roles and Responsibilities, is revised to change STEP to OTIS.
MS 4515, Addressing Barriers to KWP Participation, is revised to change STEP to OTIS.

MS 4520, K-TAP Transitional Assistance Agreement, is revised to state the signed agreement is scanned into the category KWP of the electronic K-TAP case file.

MS 4600, Options for KWP Activities, is revised to change STEP to OTIS.

MS 4650, Monitoring and Tracking Participation, is revised to change STEP to OTIS. In addition, there are changes to the list of reports that will be available on OTIS.  These reports will no longer be accessed by RDS/DocumentDirect.
MS 4652, KWP Participation Monitoring and Tracking Process, is revised to change procedures for monitoring and tracking participation on OTIS.  All forms PA-33 are issued from OTIS, either by the worker or automatically by OTIS.  The PA-33 list, accessed on OTIS, replaces the HRJAS3R6, System Generated PA-33/WIN1 listing.  If form PA-33 is not returned or returned incomplete, form KW-204 is issued from OTIS.  
MS 4660, Excused Absences/Approved Holidays, is revised to change STEP to OTIS and to remove the charts for entering holiday or excused absence hours on the tracking screen as actual hours are entered on OTIS. 

MS 4700, Conciliation Process, is revised to change STEP to OTIS and to state form KW-204 is issued from OTIS.
MS 4720, Sanction Exceptions and Good Cause, is revised to remove STEP references and add OTIS information.

MS 4750, Applying the KWP Sanction, is revised to remove STEP and add OTIS information on applying a sanction. 

MS 4770, Curing the KWP Sanction in Active K-TAP Cases, is revised remove STEP references and add OTIS information concerning curing a sanction.

MS 4780, Curing the KWP Sanction at Reapplication, is revised to change STEP to OTIS.

MS 4790, Resolving Erroneous Sanctions, is revised to change STEP to OTIS.

MS 4800, Unemployed Parent (UP) Participation, is revised to change STEP to OTIS.

MS 5200, Introduction to Supportive Services, is revised to change STEP to OTIS.

MS 5300, Transportation Authorization and Issuance Procedures, is revised to remove STEP and provide information on OTIS.  In order to issue a transportation payment on OTIS, form PA-33 must be issued off OTIS.  Transportation payments are deposited to the K-TAP EBT account.  If there are two individuals in the case participating in KWP activities and requesting transportation, each individual has an EBT account and card.  The individual who has the K-TAP EBT account accesses the transportation payments with that EBT card.  The other individual has a separate EBT account and card.  
MS 5350, Overview of Supportive Services, is revised to change STEP to OTIS.  The major change is form PA-32, Authorization for Supportive Services Payment, is issued, tracked and paid on OTIS.  OTIS automatically determines the available balance before issuing form PA-32. 
MS 5355, Supportive Services Items Subject to $400 Limit, is revised to remove the payment type codes as they are not used in OTIS.

MS 5365, Fee Payments, is revised to change STEP to OTIS AND TO ELIMINATE THE $200 payment limit.
MS 5370, Summer School Tuition Payments, is revised to state form KW-32SS, Authorization for Summer School Payments, is issued from OTIS, and OTIS automatically monitors the amount of obligated payments as to not exceed the total funds available for the summer school session. 

MS 5375, Car Repairs and Expenses, is revised to change STEP to OTIS and to state OTIS monitors the obligated and paid forms PA-32 to determine the available balance.

MS 5380, Remedial Health Goods/Services, is revised to change STEP to OTIS.

MS 5385, Authorization and Issuance, is revised to remove STEP and add OTIS information that OTIS determines the available balance before issuing form PA-32.  Also form PA-32 is issued and payments made on OTIS.
MS 5388, Supportive Services Refunds and Adjustments, is revised to change STEP to OTIS.
