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10.000 FORMSGEN (CASEWORKER DOCUMENTS)
The FormsGen function provides area office caseworkers a means of retrieving data from the KASES Mainframe and sending that data to the desktop computer to perform a mail merge within Microsoft (MS) Word.  The FormsGen function is accessed using the KASES Mainframe application, which is accessed from the START button located at the bottom left of the desktop computer.  Complete the following steps to access the KASES Mainframe application.

· First, point the mouse and click the START button.

· Next, point the mouse and click PROGRAMS on the START menu.

· Then, point the mouse and click KASES on the first PROGRAMS menu.

· Finally, point the mouse and click KASES MAINFRAME on the next menu.

The KY-NET logon screen appears.  Log on to the KASES Mainframe in the usual manner to access the KASES Main Menu screen (ASEMM1).
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ASEMM1:  MAIN MENU – To access the FormsGen function, select 09-Document Generation Facility on screen ASEMM1 by typing 09 in the ENTER NUMBER OF SELECTION field and pressing ENTER.  The Document Generation Main Menu screen (ASEMD1) displays.  See the following page for instructions for completing screen ASEMD1. 
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ASEMD1:  DOCUMENT GENERATION MAIN MENU – Screen ASEMD1 displays a menu for various documents and forms for area caseworkers, contract officials, and SPLS staff. All users do not have access to all options shown on the above screen. 

Continue the FormsGen process by selecting the Caseworkers Documents option.  Type 01 in the ENTER NUMBER OF SELECTION field, the case number in the ENTER IV-D # field, and press ENTER.  The Caseworker Document screen (ASEMD2) displays.  See the following page for instructions for completing screen ASEMD2. 
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ASEMD2:  GENERATE CASEWORKER DOCUMENTS – Screen ASEMD2 displays documents contained in KASES available to area office caseworkers.  

To display the remaining documents on the list, enter the next item number in sequence in the ENTER NUMBER OF SELECTION field and press ENTER.  The system paths to the next page.  For example, the last item number on the above screen is 16.  Enter 17 in the NUMBER OF SELECTION field to view the documents listed on the next screen.

The processing options for screen ASEMD2 are shown on the following page.

PF3-PREV SCREEN – Press PF3 to return to the Document Generation Main Menu screen (ASEMD1).

ENTER-CONTINUE – Type the appropriate line number in the ENTER NUMBER OF SELECTION field and press ENTER.  The Document Generation screen (ASEDGB) displays.  See the following page for instructions for completing screen ASEDGB.
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ASEDGB:  DOCUMENT GENERATION CONFIRMATION – Screen ASEDGB shows the document title and identification code selected from the Generate Caseworker Documents screen (ASEMD2).  Data shown on the screen is filled in by the system.  Data can be entered and updated in the following fields by the caseworker.

The WORKER NUMBER field defaults to the identification number of the worker signed on to KASES.  This field can be updated to any valid worker identification number to allow caseworkers to generate documents on behalf of other caseworkers.

The SERVICE OF PROCESS field defaults to Y (YES) if the form requires service of process, or N (NO) if the form does not require service of process.

The TYPE OF SERVICE field will be blank if the form does not require service of process.  The TYPE OF SERVICE field can be updated with one of the following valid codes if the document requires service of process.

CM – CERTIFIED MAIL, RETURN RECEIPT REQUESTED

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

The NUMBER TO PRINT is used to indicate the number of copies of the document to be printed.  The NUMBER TO PRINT is used in conjunction with the MERGE TO PRINT option available on the MERGE button on screen ASEDG8.  When the MERGE TO PRINT is selected from the merge menu, the system prints copies of documents equal to the number entered in the NUMBER TO PRINT field.

The processing option for screen ASEDGB is shown below.

PF2-FORMSGEN – Press PF2 

NOTE:  The PF9-CONFIRM/PRINT option will be removed in the near future.  Do not use the PF9 option for the FormsGen process.
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ASEDG8:  Screen ASEDG8 holds 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 the following page for instructions for the MERGE button.
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The MERGE drop-down menu shows the following options:  MERGE TO SCREEN, MERGE TO PRINTER, EDIT MERGE DOCUMENT, NEW MERGE DOCUMENT, VIEW CODES LIST, and COPY FORM CODES TO MAINFRAME.  Caseworkers need only to be concerned with the MERGE TO SCREEN and MERGE TO PRINTER options at this time.  The MERGE TO SCREEN and MERGE TO PRINTER options perform the same merge process.  The difference is if the MERGE TO PRINTER is selected, the system prints the number of copies of the document indicated in the NUMBER TO PRINT field on the Document Generation Confirmation screen (ASEDGB).  

When the MERGE TO SCREEN or MERGE TO PRINTER option is selected, the system opens a document called DUMMY.DOC to begin the merge process.  See the following page for instructions for the DUMMY.DOC screen.
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The DUMMY.DOC document is opened on Word to begin the merge process.  After the DUMMY.DOC
displays, the system brings up the selected caseworker document.  After the selected document is reviewed, edited, or printed, the caseworker closes the document but not the DUMMY.DOC on Word.  The next time a document is merged, the system checks to see if the DUMMY.DOC is open.  If it is open, the document is merged in the current DUMMY.DOC instance.  This saves time because Word does not have to be opened each time a document is merged.  The DUMMY.DOC document is closed when KASES is closed.

When the DUMMY.DOC displays a second time, caseworkers are asked to minimize the document by either clicking on the minimizer button [-] located at the top right hand corner of the screen, or clicking on the KASES MAINFRAME button found at the bottom of the screen.  KASES pages back to the Generate Caseworker Documents screen (ASEMD2).

Some documents selected from the Generate Caseworker Documents screen (ASEMD2) require caseworkers to select supplemental data to be pulled from the KASES database and included in the document.  If the document requires supplemental data, pop-up screens display before the selected document.  Caseworkers then select specific participants, employment records, support order data, and so on, from the pop-up screens to be included in the documents.  For example, if support order data is to be included in the document, and more than one order is listed in the support order record, the Select Support Order screen (ASEFOA) displays so that the appropriate order is selected for the document.  Or if the selected document is to be sent to a specific participant, the List Case Participants screen (ASEQOB) displays for selection.

Some documents also require the caseworker to add additional dialog to the document that cannot be pulled from the KASES database.  If a document requires additional data, a pop-up box displays before the selected document. For example, if Option 01, CS-32 PAYEE NOTIF. OF COMPLETED ACTIONS is selected on the Generate Caseworker Document screen (ASEMD2), dialog boxes display after the DUMMY.DOC and before the CS-32 appears. 

The caseworker is prompted to enter specific data in the dialog box. When the selected document displays, the additional data entered in the dialog box is included in the document. 

See the following page for an example of a dialog box.
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When the dialog box displays, caseworkers are prompted to enter specific information and press OK.  The system displays additional dialog boxes if necessary.  

In the above example, the CS-32 requires the caseworker to type the beginning date of the order.  All data is to be entered with the CAPS LOCK activated.  The caseworker enters the beginning order date, presses OK, and the system brings up the next box.  The CS-32 also requires the ordered past due amount and the frequency for past due amount.  After the worker presses OK for the beginning order date, the ENTER ORDER PAST DUE AMOUNT and ENTER FREQUENCY FOR PAST DUE dialog boxes display respectively. The caseworker fills in the data accordingly.  The data typed in the dialog boxes will display on the selected document.

NOTE:  Do not use the dollar sign when entering frequency amount in dialog box.
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The document displays for editing, saving, and/or printing when the MERGE TO SCREEN option is selected on screen ASEDG8.  

Caseworkers are to correct any data entered in the dialog box incorrectly when the document displays for editing.  For example, if 500.00 for past due amount was entered in the dialog box and the correct amount is 1500.00, change the amount from 500.00 to 1500.00 in the PAST-DUE SUPPORT field on the document.

Caseworkers can add other attributes to the selected text within the document.  For example, to add the bold, italic, or underline attributes, users left click the mouse button at the beginning of the text to be emphasized, hold down the mouse button and drag to the end of the selection, then click on the BOLD (B), ITALIC (I), or UNDERLINE (U) button on the Formatting toolbar.  The selected text is highlighted.  Users click the mouse in an area outside the text to de-select text.  Users click more than one attribute to select a combination of attributes.  In other words, the text can be in bold, italic, and underline attributes at the same time.  Users click button(s) again to turn off attribute(s).

Caseworkers are asked to turn on the INSERT key when entering an X on a line in a document.  For example, if the purpose of sending the CS-32 is to indicate to the custodial parent action has been completed to collect past due support, press the INSERT key on the keyboard, place the cursor on the COLLECT PAST-DUE SUPPORT line, and type an X on the line. If the INSERT key is not activated, the text will shift to the right of the page and render it out of alignment.  Remember to turn off the INSERT key by pressing INSERT again after entering the X.

Caseworkers can print the document or save the document in their personal folder under a different name.

To print one copy of the document, press the printer icon at the top of the screen.  To print two or more copies, follow the previous instructions under NUMBER TO PRINT on page 7 and on page 9.   Users can also print additional copies of the document by selecting the FILE button from the menu bar at the top of the screen, clicking PRINT on the drop-down menu, then entering the number of copies in the NUMBER OF COPIES field, and pressing OK.

To close the document, click on the FILE button at the top of the screen and click close.  Click on YES or NO in the box that asks whether the document is to be saved.

The system automatically sets up an event and tickler date in the case history event file when a document is generated.
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