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The Division of Family Support is responsible for developing, writing and publishing operations manuals, forms, and memorandums for eligibility programs administered by the Department for Community Based Services.  Information and procedures in the manuals conform to federal and state laws and regulations and must be applied in a like manner in all counties.
A.
The following manuals, manual cover letters, and forms are located online and available to staff at https://chfsnet.ky.gov/dcbs/dfs/Pages/resources.aspx.

1.
Operation Manual that includes volumes devoted to:


a.
General administration of all programs and claims;



b.
Supplemental Nutrition Assistance Program (SNAP);



c.
SNAP work provisions;



d.
Cash assistance programs (K-TAP, Kinship Care, FAD, WIN);



e.
Kentucky Works; 


f.
Family Medicaid programs; 


g.
Adult Medicaid programs and State Supplementation; and


h.
Clarifications;

2.
Forms Manual that includes forms and procedural instructions and:


a.
Forms Workbook tool to pre-populate selected fields on some forms; 


b. 
Calculator workbook containing tables for all programs, and tools to assist in the:




1)
Completion of form FS-103 for SNAP purposes;




[2)
Calculation of self-employment to be considered for KWP participation; and 




3)
Determination of the KAMES codes for denial/discontinuance, disqualification and member status.]

3.
Computer Manual instructions for KCD (Kentucky Claims Debt Management System);


4.
Transmittal letters that accompany new or revised manual material and summarize changes in:


a.
The Operation Manual;



b.
Forms and procedural instructions; and



c.
The Computer Manual;

5.
Family Support Memorandums (FSM); 


6.
Tip Sheets; and


7.
User Guides
a.
Bendex User Guide
b.
Best Practices Handbook

 HYPERLINK "https://chfsnet.ky.gov/dcbs/dfs/Documents/ECF%20User%20Guide.docx" \o "" \t "_blank"  
c.
ECF User Guide 

d.
e-Forms User Guide

 HYPERLINK "https://chfsnet.ky.gov/dcbs/dfs/Documents/ETP%20EX-EZ%20%20System%20Guide.doc" \o "" \t "_blank"  
e.
ETP EX-EZ System Guide 

f.
FAD User Guide

 HYPERLINK "https://chfsnet.ky.gov/dcbs/dfs/Pages/KEUPSUserGuide.aspx" \o "" \t "_blank"  
g.
KAMES User Guide
h.
KEUPS User Guide 

i.
RDS System Guide

 HYPERLINK "https://chfsnet.ky.gov/dcbs/dfs/Documents/SDX%20User%20Guide.doc" \o "" \t "_blank"  
j.
SDX User Guide 

[k.
OTIS User Guide

 HYPERLINK "https://chfsnet.ky.gov/dcbs/dfs/Pages/Web117CaseReviewGuide.aspx" \o "" \t "_blank"  ]
l.
Web 117 Case Review System Guide

B.
The general public can access the Operation Manual at http://manuals.chfs.ky.gov/dcbs_manuals/DFS/index_dfs.asp.  Other material is not accessible at this site.  The local office makes material available for review at the request of a client or any interested party.  To avoid copying an entire volume of information for manuals appearing in PDF format, use the file function for printing and enter the desired range of pages. 

C.
Field staff is alerted on KAMES when new or revised material is added to the intranet site.  Review all newly issued or revised material.  Staff can locally print information.

