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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 establishment and enforcement 

· Parent location 

· Accounting  

KASES is accessible to state child support staff, contracting official staff, TIER Technology and Department of Revenue (DOR).

KASES objectives are:

· Improving client service

· Reducing paperwork

· Maintaining an electronic events record of all actions taken in a IV-D and Non 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 and Non 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.
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Screen Names

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.

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. 

6. SPLS Functions

Overview

SPLS Functions allow caseworkers assigned to the State Parent Locator Section (SPLS) within the Division of Child Support Enforcement (DCSE) to pursue and record locate activity against a non-custodial parent (NCP).
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Figure 6‑1: Main Menu Screen - SPLS Functions
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Several functions within the SPLS Functions Menu are similar to those already covered in the Inquiry Functions Menu and Case Management Menu and can be referenced in those sections.  These recurring sections are Worklist Maintenance, Medical Insurance, Employment History Maintenance, Case Inquiry, CSENET Options, and Caseworker Table Inquiry.  Please refer to previous sections for a review of these functions if necessary.
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Note:  Options may appear in different menus based on specific user permissions/roles.  For example, Figure 6-2 illustrates the screen SPLS workers will see. 
Figure 6‑2: SPLS Functions Menu
A case must pass two tests before the system allows a case to be referred to SPLS.

1. A mailing address cannot exist in KASES for the NCP participant.

2. If more than one case exists in KASES for a NCP, only one of these cases can be assigned to the SPLS Referral Unit.

If any case passes these prerequisites upon referral to the SPLS, the system will assign all NCP cases to a LOCT process status.  The referral unit for the additional cases will remain in the system-suggested referral unit.
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CASES MUST NOT BE RETRIEVED FROM THE LOCATE PROCESS.   SPLS MUST CLOSE LOCATION CASES SO THAT STATE REPORTS CAN BE MAINTAINED.

If the SPLS worker is the responsible worker and child support staff obtains a good address for a noncustodial parent, child support staff takes the following actions.  

· Enter the noncustodial parent’s mail address into KASES through AP ADDRESS MAINTENANCE.  Enter the source of the address information on the Address Maintenance NOTES screen.
· Notify SPLS by sending a MAIL Message to the responsible SPLS worker explaining that location needs to be closed.  Include why the case no longer needs location action so that the SPLS worker can close location with the appropriate closed locate disposition code.  When creating a MAIL Message to SPLS staff, child support staff to SPLS staff, child support staff should change the CREATE EVENT Indicator to “Y” to create an event.  By creating an event from a MAIL Message, time is saved for SPLS staff as well as child support staff by not having to re-enter the information on EVENT HISTORY. 

After the SPLS worker enters a valid closed locate disposition code to close location, they will refer the case to the next responsible worker. 
When locate activity is either opened or closed, the system automatically creates an event on the SPLS event history for the non-custodial parent and the case that was referred to SPLS.  The system also creates a worklist item for each responsible caseworker reflecting the disposition of locate activity for each case in which the non-custodial parent is a participant.
To close locate activity for the NCP, the SPLS caseworker enters a close locate disposition code.  This disposition code will show whether locate was successful or unsuccessful and the source for locates.  If the disposition code indicates the case is unworkable, it is the responsibility of each caseworker to determine if the case should be set to an unworkable WORK/ENF STATUS code.  Other than this locate process, whenever a caseworker changes a case to an unworkable status, it is their responsibility to review other cases in which the NCP is associated and inform the responsible caseworkers of their actions.  The system will suggest that the process status and caseworker for the case originally sent to the SPLS be set to the previous caseworker and process status when locate activity close unsuccessfully.
Although SPLS functions are only available to the caseworkers assigned to SPLS, area office and contracting official caseworkers can review location information by accessing the following options on the Inquiry Functions Menu:
1. Participant Information

2. Case/Participant Event Inquiry

3. Participant Address Inquiry

4. AP Supplemental Inquiry

5. Employment Inquiry

6. Participant Alias Inquiry

6.1 Worklist Maintenance
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Selecting 01 and pressing <ENTER> accesses the Worklist Maintenance module.
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The Worklist Maintenance module provides the caseworker with his/her caseload of IV-D referrals, self created tickler items, and messages from other workers.  Caseworkers may select the referral they wish to work from the worklist.  A referral will remain on the list until the action is completed and is manually deleted from the worklist or is referred to another responsible worker.

Please refer to Chapter 5 (Worklist Maintenance) for a review.

Figure 6‑3: SPLS Functions Menu - Worklist Maintenance

The figure below illustrates an example of a Worklist screen.  To view detailed information on a worklist item, enter its corresponding line number and press <ENTER>.
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Figure 6‑4: SPLS - Worklist Screen

6.2 Case Inquiry
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Selecting 02 and pressing <ENTER> accesses the Case Inquiry module.
This option displays all case information associated with a specific participant.
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Please refer to Chapter 4 (Case Information) for a review.

Figure 6‑5: SPLS Functions Menu - Case Inquiry
6.3 AP Address Maintenance
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Selecting 03 and pressing <ENTER> accesses the AP Address Maintenance module.
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Every participant address in the KASES system is stored in an address history file.  The AP Address Maintenance option contains this address history, making it a valuable source of information for locating a non-custodial parent.
Figure 6‑6: SPLS Functions Menu - AP Address Maintenance

The following information is necessary for the maintenance of the address file:

1. Only one MAIL address per participant is maintained in KASES.

2. If a new mailing address is added, the previous MAIL address automatically sets to OLD.  OLD addresses are maintained for possible future location efforts.

3. Address fields that are not required fields, such as apartment number and street 2, are to be changed through the “create” path.  If these fields are changed through the “update” path, the previous address is lost.

By updating the non-custodial parent’s address in the AP Address Maintenance function, not only can a new mailing address be entered, but the old mailing address is saved and stored the participant’s address history.
	ACCEPTABLE ADDRESS TYPES

	ADDRESS TYPE
	POINT OF ORIGIN

	CSNE
	Provided by CSENET Interface

	FIDM
	Provided by Financial Institute Data Match

	IVA
	Provided by IV-A Interface

	IVE
	Provided by TWIST Interface

	JCA
	Provided by JCA Interface

	LKA
	Last Known Address (State only available)

	MAIL
	Mailing Address

	OLD
	Prior or unverified address

	OTHR
	Other (address other than MAIL or RES part. can be located)

	RES
	Residence (address of participant if other than MAIL)

	SERV
	Service of process address (RES unknown or service of process is necessary at employer location)

	SERO
	Prior service address   VNH - provided by fed dir. Of new hire

	VSDN
	Provided by state directory of new hire


Table 1:  Acceptable Address Types
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You are probably already familiar with many of the screens that follow since you have encountered in them in other modules of the KASES system.  The following is an example workflow of screens that you may encounter when performing AP maintenance.
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Figure 6‑7: AP Address Maintenance Screens
6.4 AP Supplemental Update
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Selecting 04 and pressing <ENTER> accesses the AP Supplemental Update module.
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This function is used to view previously entered information to help identify and locate a non-custodial parent.  You may also use this function to enter information to supplement the information entered on the Create Participant Entry screen (ASEC2A).
Figure 6‑8: SPLS Functions Menu - AP Supplemental Update
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After working your way through the initial search screens, e.g., Inquiry Case Participant, List Participants screen (Name Search) and/or List Case Participants screens (illustrated throughout this document) you will eventually navigate to the AP Supplemental Information screen (ASEC8B).
This screen presents the opportunity to add supplemental information about the AP.  Some information may already be filled-in when you encounter this screen, but you may change/edit this information if necessary.
Figure 6‑9: AP Supplemental Information

	AP Supplemental Information (non-custodial parent)

	Field
	Definition

	Hair Color
	Valid codes are:  Optional field
BALD

BLACK

BLOND (Blonde)

BROWN

GRAY

RED

SP (Salt/Pepper)

WHITE

UNKN (Unknown)

	Eye Color
	Valid codes are:  Optional field
BLACK

BLUE

BROWN

GREEN

GRAY

HAZEL

UNKN (Unknown)

	Branch
	Branch of Armed Forces in which the non-custodial parent is serving or has served (if applicable).  Optional field

	Height
	Height (feet and inches).  Optional field

	Weight
	Weight

	Base
	Name of military base non-custodial parent is or was stationed.  Optional field

	ID Marks
	Distinguishing physical marks or features, e.g., birthmarks, tattoos or scars.  Optional field

	From
	Beginning date of military service (MM/DD/YYYY). Optional field   Note:  If only the year is known, enter 01 for both month and day respectively.  Include a note explaining the pseudo date.

	Occupation
	Non-custodial parent’s occupation.  Optional field  

	To
	Ending date of military service (MM/DD/YYYY).  Optional field.

	Union
	Name of the organized union in which the non-custodial parent is a member (if applicable).  Optional field.

	Prison Name
	Name of the prison in which the non-custodial parent is/was incarcerated (if applicable).  Optional field.

	Vehicle 1 Year
	Enter the year of the make of vehicle 1 belonging to the non-custodial parent.

	Vehicle 2 Year
	Enter the year of the make of vehicle 2 belonging to the non-custodial parent.  Optional field.

	Prison Street
	Street address of the prison in which the non-custodial parent is/was incarcerated.  Optional field.

	Vehicle 1 Make
	Enter make of vehicle 1 (e.g., Ford, Chevrolet, Toyota, Nissan) belonging to the non-custodial parent.  Note: 6-character field, so if there are more than six characters in the model name, enter the first six and move on.  Optional field.

	Vehicle 2 Make
	Enter make of vehicle 2 belonging to the non-custodial parent.  
Same rules apply as vehicle make 1.  Optional field.

	Prison City
	Enter city name of prison location.  Optional field.

	Prison State
	Enter the State abbreviation in which the prison is located.  Optional field.

	Vehicle 1 Model
	Enter model of vehicle 1 (e.g., Explorer, Malibu, Camry, Maxima).  Note:  6-character field, so if there are more than six characters in the model name, enter the first six and move on.  Optional field.

	Vehicle 2 Model
	Enter the model of vehicle, same rules apply as vehicle model 1.  Optional field.

	Sentenced
	Incarceration date of non-custodial parent MM/DD/YYYY.  Optional field.

	Prison Zip
	Prison zip code where the non-custodial parent is/was incarcerated.  Optional field.

	Driver’s License Number
	Non-custodial parent’s driver’s license number.  Optional field.

	Released
	Release date of non-custodial parent from prison MM/DD/YYYY.  Optional field.


Table 2: AP Supplemental Information
Once you have completed the AP Supplemental Information screen, press <PF9>-CONFIRM to proceed to the AP’s Supplemental Parental Information screen (ASESPI).  This information is used to locate the parents of the non-custodial parent (if possible).
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.
Figure 6‑10: AP's Supplemental Parental Information

	AP’s Supplemental Parental Information (non-custodial parent’s father/mother)

	Field
	Definition

	Father’s Last Name
	Last name of the non-custodial parent’s father.  Optional field.

	Father’s First Name
	First name of the non-custodial parent’s father.  Optional field.

	Still Living
	Indicate if the non-custodial parent’s are still alive.  Valid codes are:  Optional field.

YES

NO

UNK (Unknown)

	Apt #
	Apartment number of non-custodial parent’s father.  Optional field.

	Street1
	Secondary address information such as a building or suite number (if available).  If not available, enter the number and name of the street to which mail is to be delivered.  If a street address is not available, a Post Office Box will suffice.  Optional field.

	Street2
	Number and name of the street to which mail is to be delivered if secondary address information was entered in the STREET1 field.  Optional field.

	City
	Name of city in which non-custodial parent’s father resides.  Note:  Do not abbreviate names of cities that include “Fort” or “Mount”.  Optional field.

	State
	Abbreviation of state or country in which the non-custodial parent’s father resides.  Optional field.

	Zip Code
	Zip code for regular address or for an overseas military address.  Zip codes are not entered for foreign country addresses.  Optional field.

	Phone
	Non-custodial parent’s father’s three-digit area code followed by the seven-digit number.  Optional field.

	Foreign IND
	Enter “Y” (Yes) for an address outside the territorial USA and/or its possession.  Defaults to “N” (No).  Optional field.

	Mother’s Last Name
	Last name of non-custodial parent’s mother.  Optional field.

	Mother’s First Name
	First name of non-custodial parent’s mother.  Optional field.

	Still Living
	Enter the appropriate code to indicate if the non-custodial parent’s mother is still alive.  Valid codes are:  Optional field.
YES

NO

UNK (Unknown)

	Mother’s Maiden Name
	Maiden name of non-custodial parent’s mother.  Enter LAST, FIRST, and MIDDLE INITIAL.  Optional field.

	Apt. #
	Apartment number of non-custodial parent’s mother.  Optional field.

	Street1
	Secondary address information such as a building or suite number (if available).  If not available, enter the number and name of the street to which mail is to be delivered.  If a street address is not available, a Post Office Box will suffice.  Optional field.

	Street2
	Number and name of the street to which mail is to be delivered if secondary address information was entered in the STREET1 field.  Optional field.

	City
	Name of the city in which the non-custodial parent’s mother resides.  Note:  Do not abbreviate names of cities that include “Fort” or “Mount”.  Optional field.

	State
	Abbreviation of state or country in which the non-custodial parent’s mother resides.  Optional field.

	Zip Code
	Zip code for regular address or for an overseas military address.  Zip codes are not entered for foreign country addresses.  Optional field.

	Phone
	Non-custodial parent’s mother’s three-digit area code followed by the seven-digit number.  Optional field.

	Foreign IND
	Enter “Y” (Yes) for an address outside the territorial USA and/or its possession.  Defaults to “N” (No).  Optional field.

	Notes
	This field indicates whether notes are attached to this screen.  The system defaults to “N” (No), but automatically changes to “Y” (Yes) once notes are attached to this screen.


Table 3:  AP's Supplemental Parental Information
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<PF5>-NOTES PROCESS displays the Create AP Supplemental Parental Notes screen.
Figure 6‑11: Create AP Supplemental Parental Notes

6.5 SPLS Event Maintenance

Selecting 05 and pressing <ENTER> accesses the SPLS Event Maintenance module.
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A history of events pertaining to the participant is stored in KASES in the event record file.  This history includes location efforts performed in the case, including documents sent out in search of the non-custodial parent and closed locate codes.  The SPLS Event Maintenance function enables you to review or enter such events into the system.
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Events are manually created to maintain a complete account of case processing and to record actions that were not automatically generated by the system.  Any action that affects case processing or provides the Division of Child Support (DCSE) with specific information should be recorded in the event file.
Figure 6‑12: SPLS Functions Menu - SPLS Event Maintenance
Refer to Section 4.10 Case/Participant Event Inquiry for a review of screens associated with this function:  Event History Options (View Option 1) [ASEAED] and Event History Options (View Option 2) {ASEAEA].
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Eventually you will navigate to the Update Event Record screen (ASEAEB).  This screen is used to access the NOTES <PF5> screen in order to create notes or to add information to a previously entered note.
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Press <PF9>-CONTINUE to confirm the note and return to the Update Event Record screen.
Figure 6‑13: Update Event Record and Notes
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<PF6>-CREATE from either View Option, Event History screen produces the Create Event Record screen (which is also labeled ASEAEB like the Update Even Record screen illustrated above).  This screen differs in that you can actually create a new event record from this screen.
Figure 6‑14: Create Event Record
	Create Event Record

	Field
	Definition

	Event Type
	Identifies the type of event record being created.  System defaults to SELF.    Mandatory field.  Valid codes are:

FPLS - Utilized by SPLS when requesting information from the Federal Parent Locator Service (FPLS)
LREG - Location completed by regional worker when NCP is NOT in location.
MAIL - Message sent to and received by other workers
PUTA - Putative father established
SELF -  Message sent to self or describes actions taken

	Receiving Worker
	A worklist item can be created from the SELF event and sent to another caseworker.  Enter the valid worker ID number of the caseworker to whom the event is being sent.  The system defaults to the worker ID number of the caseworker creating the event.  Mandatory field.

	Event Class
	Output only and is provided by the system.  This is based on the event type and cannot be changed.

	Create Worklist
	System defaults to “N” (No); however, the CREATE WORKLIST indicator can be changed to “Y” (Yes) if the user wants the system to create a worklist item that corresponds to the event.  
The worklist item can only be completed in the CREATE function.  It must also be completed before navigating to the notes process screen.  Optional field.

	Event Description
	Brief description for the MAIL or SELF event.  The system provides the description for the FPLS, LREG, and PUTA events.  Mandatory field.

	Date Effective
	System defaults to current date.  The date can be changed.  The system will accept a backdated effective date; however, a post-dated entry is not accepted.  Standard KASES date format MM/DD/YYYY.  Mandatory field.


Table 4: Create Event Record
6.6 Generate SPLS Documents
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Selecting 06 and pressing <ENTER> accesses the Generate SPLS Documents module.
[image: image52.png]Options MERGE _Help

ASEKCI GREG M &AZG
10/12/05 09:13:13
AP NAME MARTIN ROY

CL NAME KY FOSTER CARE SYS ACCT
INCOMING

TRANSACTION TYPE:
SENT FROM
TRANSACTION REASON CODE:

CASE DATABLOCK

535535533

CASE TYPE
CASE STATUS.
CONTACT WORKER LAST NAME:
CONTACT WORKER FIRST NAME
CONTACT WORKER ADDRESS LINE 1
CONTACT WORKER ADDRESS LINE 2
CONTACT WORKER ADDRESS CITY:

PRESS ENTER FOR MORE
PF3-PREV SCREEN PF7-UP

KASES
INQUIRE CSENET DATA

IV-D# 000000
WRKR# SHECILA

MPI# 000000
MPI# 000000

TRANSACTION

LO1P

OH

LSALL

(NCP LOCATE SUCCESSFUL)

ccccss

NPA

CLSD

OHIO INTERSTATE CENTR
AL REGISTRY

30E.BROAD ST,
31STFLOOR
COLUMBUS

PF8-DOWN ENTER-CONTINUE

@0




This function produces documents for location purposes.  KASES supplies information for the document from the data base, automatically prints the selected document, and updates the event file when the document is printed.  KASES also creates a worklist and tickler associated with the case action being taken, if appropriate.
Figure 6‑15: SPLS Functions Menu - Generate SPLS Documents
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Upon entering your search criteria and selecting the participant, you will eventually navigate to the Generate SPLS Documents screen (ASEMD8).
This screen lists documents you may use for location purposes.  The MPI number is carried over if entered previously.

Figure 6‑16: Generate SPLS Documents
To generate a document, enter the appropriate line number and press <ENTER>.  The Document Generation Confirmation screen (ASEDGB) displays all documents except 06-DCSE Transmittal (Form CS-15).  If the CS-15 is selected, the DCSE Transmittal screen (ASEDGG) displays.
Example document generation:  (Note: depending on the form you are printing, screen steps may vary.  Not every Form follow the exact steps below).
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The Document Generation Confirmation screen (#2 above) confirms and prints the Employer Location Request (CS-46A) document selected from the Generate SPLS Documents screen (ASEMD8).  All information is populated by the system except for TYPE OF SERVICE.
The CS-46A helps you verify an employer or at the very least obtain leads that make it possible to locate a non-custodial parent.  The CS-46A is sent to the non-custodial parent’s employer(s) and/or branch of uniformed service.
Pressing <PF2>-FORMS GEN navigates you to the Inquire Employer/Agency Field screen (ASEEMA), #3 below.  After completing step 3 you navigate to the Select Employer/Agency screen, #4.  Select an employer from the list.
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Press <PF9>-CONTINUE to navigate to the Document Generation Confirmation screen (ASEDGB) #6.
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From the TOOLBAR click on the MERGE option and choose either “Merge to screen” or “Merge to printer”.  Screen #8 illustrates an example of the hardcopy print-out.
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6.7 Close SPLS Activity
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Selecting 07 and pressing <ENTER> accesses the Close SPLS (State Parent Locator Service) Activity module.

[image: image70.wmf] 

 

This function records the results when all location activity has been completed for a non-custodial parent who has been referred to SPLS.
Figure 6‑17: SPLS Functions Menu - Close SPLS Activity
[image: image71.png]




To begin the close locate process, enter the NCP’s IVD#/MPI# and press <ENTER>.

Figure 6‑18: SPLS Close Locate IVD/MPI


From the Close Locate Activity screen (ASEAP1) fill-in the Case Disposition code and press <PF9> to continue.

Available disposition codes are listed below.

Figure 6‑19: Close Locate Activity
	DISPOSTION CODES

	LADC = LOCATED BY AFDC                                          LNHL = LOCATED BY NEWHIRE LISTING     
	LAP  = LOCATED BY AP             

LKOM = LOCATED BY KOMS               

	LAVI = LOCATED BY AVIS           

LOTH = LOCATED BY OTHER MEANS         
	LCLI = LOCATED BY CLIENT        

LOTS = LOCATED BY OTHER STATE         

	LCRB = LOCATED BY CREDIT BUREAU  

LPO  = LOCATED BY POST OFFICE         
	LCT  = LOCATED BY STATE  PERSONNE

LREG = LOCATED BY REGIONAL WORKER       

	LPOS = OTHER STATE LOCATION POSITIVE

LSDX = LOCATED BY SSI                   
	LDRI = LOCATED BY DRIVER'S LIC


LTEL = LOCATED BY TELEPHONE INQUIRY          

	LEMP = LOCATED BY EMPLOYER


LUI  = LOCATED BY UI                         
	LEPL = LOCATED BY EPLN    



LWRC = LOCATED BY WORKMAN'S COMP            

	LFDM = LOCATED BY FIDM     


LWWW = LOCATED BY INTERNET            
	LFPL = LOCATED BY FPLS           

ULOC = UNABLE TO LOCATE                         

	LKAM = LOCATED BY KAMES



LKAS = LOCATED BY KASES      
	


    Table 5: Close Locate - Disposition Codes
Once you have entered a valid disposition code and pressed <PF9> the Refer Case screen (ASECRA) appears.


This screen provides a brief case summary as well as specific referral information which is displayed at the bottom of the screen.

Note the Refer To and Refer From columns show the county, processing status, referral unit and worker ID.  KASES generates information from data entered previously, e.g., the Case Referral module under Case Management and populates the fields accordingly.
Also note the “AP Mailing Address Present” is set to ‘Y’.

Press <PF2> to complete the “case locate referral.”
Figure 6‑20: SPLS Refer Case

NOTE: The field – “Is modification required for: OBLIGATION -  MEDICAL INSURANCE – “

--These fields are blank when attempting to take the final step to refer a case. 

--A “ N “ is required for both fields in order for the caseworker to continue.

6.8 Employment History Maintenance

Selecting 08 and pressing <ENTER> accesses the Employment History Maintenance module.

Please refer to Chapter 4 - Section 4.8 Employment Inquiry for a review of this function.
Figure 6‑21: SPLS Functions Menu - Employment History Maintenance
6.9 MPI Data Update

Selecting 09 and pressing <ENTER> accesses the MPI Data Update module.

This function allows you to update client, child and non-custodial parent information.


Figure 6‑22: SPLS Functions Menu - MPI Data Update

Upon navigating through your search criteria screens, e.g., Inquire Case/Participant and/or List Case Participants screens an Update Participant Data screen (ASEC2A) will appear.  This screen will already be populated with previously entered information about the client, child, or non-custodial parent; however, this screen allows you to update necessary information.  Using the specified PF keys below, you may also add/delete medical insurance, employment, alias name, and notes information (see following pages).
Figure 6‑23: Update Participant Data


[image: image1.png]


Note:  Many of the following screens have subsequent screens which are accessible via <PF> keys embedded within their own screens.  Be aware that not all possible screens are illustrated.


From this screen you can:

· Add Alias Name

· Add Primary Name

· Delete Alias Name

· Update Primary Name



From this screen you can add notes.



From this screen you can:

· Add Employment

· Delete Employment

· Update Employment



From this screen you can:

· Create Medical Insurance Information

· Delete Medical Insurance Information

· Update Medical Insurance Information
6.10 Medical Insurance

Selecting 10 and pressing <ENTER> accesses the Medical Insurance module.

This function allows you to select medical information for review, create medical insurance entries, and to update or delete medical insurance information.
Refer to Chapter 4 - Section 4.7 and Chapter 5 - Section 5.10 for a review of the associated screens for this function.

Figure 6‑24: SPLS Functions Menu - Medical Insurance

6.11 CSENET Options
Selecting 11 and pressing <ENTER> accesses the CSENET Options module.

This option allows you to facilitate out-of-state searches (interstate searches) on non-custodial parents.

CSENET is part of a nationwide reciprocal network designed to interact with other state “SPLS” units to track and hopefully find non-custodial parents.

CSENET options are also discussed in Section 5.9 Interstate Actions.

Interstate cases are classified as initiating-outgoing requests and responding-incoming requests.  For example, Kentucky initiates action for initiating-outgoing requests.  In these cases, the custodial parent and child reside in Kentucky and the non-custodial parent resides in another state.  The other state initiates action for responding-incoming requests.  In these cases the, the non-custodial parent resides in Kentucky and the custodial parent and child reside in the other state.

Figure 6‑25: SPLS Functions Menu - CSENET Options

The CSENET Options Menu screen (ASEMUD) appears upon entering an IVD#/MPI#.

The four options are:

01 – CSENET Functions – Request/Resp.

02 – CSENET Inquiry

03 – CSENET Update Info

04 – CSENET Exchange Table Maint.

Figure 6‑26: CSENET Options Menu
6.11.1 CSENET Functions – Request/Resp

This CSENET option allows you to generate an interstate request or response.  Select 01, enter the IVD#/MPI# and press <ENTER>.



Figure 6‑27: CSENET Options Menu - CSENET Functions - Request/Resp
Commence your CSENET request/response via the Generate Interstate Request/Response screen (ASEKCJ).















Figure 6‑28: Generate Interstate Request/Response
6.11.2 CSENET Inquiry

Before downloading data to the KASES system, you have the option to view what information has been received.  This CSENET option allows you to execute an inquiry of CSENET requested information.  Select 02, enter the IVD#/MPI# and press <ENTER>.


Figure 6‑29: CSENET Options Menu - CSENET Inquiry
The CSENET Inquiry screen (ASEKCN) displays data provided by the reciprocating State (this example shows data from Ohio – OH).
Note that the screen shows when the request was generated and when a response was received (TRANS DATE).

The asterisk (*) next to the transaction type indicates this data has yet to be processed.

Choose a line number and press <ENTER> to proceed to the next screen.
Figure 6‑30: CSENET Inquiry List

The Inquire CSENET Data screen (ASEKCI) shows the case worker data, e.g., in this illustration – Ohio.
This screen also displays the Locate Transaction Code that Ohio used to send to Kentucky.  “LSALL” indicates a good address.

Figure 6‑31Inquire CSENET Data


Figure 6‑32: Inquire CSENET Data Screens 2 and 3
6.11.3 CSENET Update Info

Download data to KASES through the CSENET Update Info option.  Select 03, enter the IVD#/MPI# and press <ENTER>.


Figure 6‑33: CSENET Options Menu - CSENET Update Info.



Figure 6‑34: CSENET Update Screens – Pages 2 and 3
All “data” datum fields can be loaded into KASES by pressing <PF11> or if you wish, individual fields can be loaded by entering a “Y” in the appropriate slots.
Figure 6‑35: Update CSENET AP Data - 1



Figure 6‑36: Update CSENET AP Data – Screens 2 and 3


Figure 6‑37: Update CSENET Last Update Screen
Upon review of the CSENET Inquiry screen, note the asterisk (*) would now be absent because data from this provider has been processed.

6.11.4 CSENET Exchange Table Maintenance

This CSENET option allows you to generate a view of reciprocating states and the types of information they exchange.  Select 04 and enter the IVD#/MPI# and press <ENTER>.

Figure 6‑38: CSENET Options Menu - CSENET Exchange Table Maintenance





Figure 6‑39:  CSENET Transaction Exchange Flow
6.12 Case Worker Table Inquiry


Selecting 12 and pressing <ENTER> accesses the Case Worker Table Inquiry module.
This option is used to view worker name, worker ID number, worker type, location ID number, and caseload total

Figure 6‑40: SPLS Functions Menu - Case Worker Table Inquiry
Upon choosing option 04, the Caseworker Inquiry screen appears (ASESWA).

This screen allows you to enter various search criteria to display the caseworker table.

To begin the inquiry process, enter either the worker number, the worker’s location code, or the IV-D county number and referral unit.

Worker Number – is the worker’s ID number.  This is an alpha and numeric number with an eight-character maximum.  This is a required field if the IV-D location or IV-D county number and IV-D unit are not entered.

Figure 6‑41: Search Criteria Screen
IV-D location – is the worker’s office location code.  Enter this code if the worker ID is not available.  This is a required field IF the worker number or the IV-D county number is not entered.

Valid IV-D state office location codes are as follows.  (The location code for contracting officials is the three-digit county code that they serve.  This also applies to Family Support offices.)
	Location
	Code
	Location
	Code
	Location
	Code

	Central Office
	300
	Christian
	430
	Leslie
	540

	URESA
	301
	Clay
	440
	McCracken
	550

	SPLS
	302
	*Daviess
	450
	*Marshall
	560

	*Foster Care
	303
	Fayette
	460
	Ohio
	570

	Non IV-D
	304
	Fleming
	470
	Pulaski
	580

	Collection
	305
	Floyd
	480
	
	

	Credit Bureau
	306
	Franklin
	490
	
	

	State Case Registry
	308
	Hardin
	500
	
	

	Barren
	390
	Harlan*
	510
	
	

	Boyd
	400
	Jefferson
	520
	
	

	Boyle
	410
	Shelby
	525
	
	

	Casey
	420
	Kenton (Northern KY)
	530
	
	

	*No longer active


Table 6: IV-D Office Locations

Last Name – You have the option of entering the worker’s last name combined with the location code.

IV-D County – Enter the county number for which the caseworker is responsible.  The IV-D unit must be entered if the IV-D county code is entered.  This field is utilized in combination with the IV-D unit and is required if the worker number or IV-D location is not entered.

IV-D Unit – This code identifies the IV-D unit for which the worker is responsible.  This is a required field if the IV-D county number is entered.

Valid IV-D unit codes are as follows:

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

Figure 6-42 illustrates a Caseworker Display screen (ASESWB).  This example illustrates a display based on Location ID.

Last and first name, worker number, worker location, Ref Type, and worker type are listed.

Figure 6‑42: Caseworker Display


To view individual caseworker data, enter the corresponding line number and press <ENTER>.

This screen (ASESWG) displays caseworker name, worker number, worker type, location ID, and caseload total.

You may view referral units associated with a caseworker by pressing <PF5>



Figure 6‑43: Caseworker Data Screen

The Referral Display screen (ASESWE) lists referral units and ranges for the selected caseworker.  Referral units and ranges determine where and to whom a case goes.  

Figure 6‑44: Referral Display
















































































































































































































�













































































































































































� EMBED PBrush  ���






































































































































� EMBED PBrush  ���


























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































� EMBED PBrush  ���











�





�





�





�





�





1.) Entering the module without providing an MPI or IV-D number navigates you to the Inquire Case/Participant screen.  You can enter various search criteria on this screen.
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2.) Entering a name search yields the List Participants (Name Search) screen.











3





3.) Upon choosing a name in the previous screen (step 2), you encounter the Select Participant Address screen – NOTE:  the two different addresses, identified under TYPE as MAIL and OLD as previously discussed in the section introduction.








From this screen, you can UPDATE, CREATE, DELETE, or REFER CASE using the appropriate <PF> keys listed.  (See next page for details).
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4.) Upon choosing a line item from the previous screen you encounter the Update Participant Address screen.  You can update participant address information here.  ADDR TYPE denotes the origin of the address.  To accept, use the <PF9>-CONFIRM key.  <PF16>-REFER CASE to refer the case and <PF5>-NOTES PROCESS to add any notes.
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Choosing <PF6>-CREATE from the screen shown in Step 3 displays a blank Create Participant Address screen (shown below).











Choosing <PF16>-REFER CASE from the screen shown in Step 3 displays a List Participant Cases screen.  Select an AP and press <ENTER>.
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Next, the Refer Case screen displays.  Here you can REFER TO “County Location”, “Process Status”, “Referral Unit”, and/or “Worker ID”.
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PF2-ALIAS NAME
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PF5-NOTES PROCESS
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PF10-EMPLOYMENT PROCESS





PF11-ADD MED INS





�





�











































































































�





� EMBED Visio.Drawing.11  ���





�





�





�





�





�








�





Residential fields to select to load
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Employer fields to select to load
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End of update confirmation screen





Example of Ohio caseworker data





The asterisk (*) means data from this provider has yet to be processed.
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Page 3 displays more caseworker and AP (non-custodial parent) data.











Page 2 displays more caseworker and AP (non-custodial parent) data.
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Agreements listed.  Valid code legend at the bottom.





Enter a State Abbreviation
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Press <PF9> to confirm and submit your request/response.





ADDITIONAL INFO. (optional)


Allows the caseworker to enter up to five (5) lines of additional data.  Important data here could assist the receiving worker in another state.








FUNCTIONS and ACTIONS – enter function or action number on the appropriate line.





The out-of-state case number is required for outgoing actions to the


other state.  Quick locate requests do not require out-of-


state case numbers and should be left blank if unknown.





The FIPS code for the IV-D agency handling the CSENET transaction and should be left blank when generating a request.





OTHER STATE ABRV -  Enter the abbreviation of the state the CSENET transaction is to be


sent.  Note:  “quick locate” searches can accommodate up to three state abbreviations.
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