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2 Introduction
2.1 Objectives
The Administrator application of the Kentucky Child Support Web Portal Project will assist Child Support Enforcement (CSE) staff in their mission to improve performance and to provide better customer service to custodial parents (CPs), non-custodial parents (NCPs), employers and the general public. As an added benefit, the Commonwealth of Kentucky will realize significant savings through:
· Increased caseworker productivity

· Improved location capability

· Increased visibility into program data
· Improved ability to communicate with members
· Improved ability to comply with Federal performance requirements
Ultimately these improvements will lead to the increased collection of child support, the reduction of arrears, increased success in the location of absent (missing) parents and the increased recoupment of public assistance provided to families due to lack of support by obligors.
2.2 Overview
This document will provide all the information related to Administrator (Admin XE "Admin" ) functionality. In the subsequent sections, each function performed by Admin will be explained to give the user a comprehensive understanding of the workspace.  Additionally, users will see how to use the Admin workspace to manage a caseload and provide customer service for the end user of the child support website.  
A. The searchable customer service functions are listed below for your reference. 
1. Getting Started
a. Login

b. Landing Page

2. Worklist XE "Worklist" 
a. Navigating to the Worklist XE "Worklist" 
b. Understanding the Worklist XE "Worklist" 
c. Application for Support Enforcement XE "Application for Support Enforcement" 
i. Overview of the APPL XE "APPL" 
ii. Editing APPL XE "APPL" 
iii. Accept to KASES

iv. Reject Worklist XE "Worklist" 
v. Forward Worklist XE "Worklist" 
vi. Custodial Parent Information

vii. Non-Custodial Parent Information

viii. Children’s Information

ix. Background Information

x. Support Order Information

xi. Medical Support Information

xii. Direct Deposit Information

d. Demographic Information Updates
e. Employment Updates

f. Upload Documents

g. Submitted Questions

h. Supervisor Functions XE "Supervisor Functions"  Worklist XE "Worklist" 
3. Reports XE "Reports" 
4. Acceptance of Payments from NCPs
5. Estimate Child Support Obligation XE "Estimate Support" 
6. Notifications
7. System Configuration XE "System Configuration" 
8. System Configuration XE "System Configuration" 
a. Caseworker Hierarchy

b. General System State Settings

c. County Information

d. Member Update Rules
9. Search and Exchange (search and retrieval of member data) XE "Search and Exchange" 
10. Co-Browsing XE "Co-Browsing" 
11. Batch Conversion to KASES is listed below for your reference.
a. Sending Data to KASES

b. Receiving Updated Responses from KASES

c. Automated Information Processing Messaging to Members
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3 Kentucky Child Support Web Portal

The Kentucky Child Support Web Portal is designed to provide Child Support Enforcement Personnel and Participants a toolbox to more quickly and efficiently communicate about child support services. The portal is divided up into three distinct functional areas: Customer Service Website (CSWS XE "CSWS" ), Information Search and Exchange XE "Search and Exchange"  Portal (ISEP XE "ISEP" ) and Business Intelligence (BI XE "BI" ). Understanding the divisions and their subsections is helpful in building an understanding of the administrator’s roles and responsibilities for web portal usage. First we will discuss the CSWS.
The CSWS XE "CSWS"  is composed of three main sections: 

1. General Website XE "General Thread"  - Public
2. Member Website – Participants who have a case in KASES and have registered for access to the CSWS.
3. Administrator (ADMIN) Website – Caseworkers, Supervisors, Regional and Central Office personnel.  This site also contains the Configurable Screens for the management of the CSWS
[image: image3.png]Kentucky Child Support
Web Portal Project

Customer Service Website Information] Business

(csws) Search | Intelligence
Exchange | (81)
Portal
General \Member]  Admin (1SEP)
Website | Website Website
°
» H
28e2| @
LR IR
s23%| 8
3855
R -
H
a
A -

Worker Workspace





Figure 3‑1  Diagram Kentucky Child Support Web Portal

General Citizens, or the Public, will only see the General Website while registered Members will see the Member portion of the portal, and staff at CSE will be able to see the assigned sections:  Member, Admin XE "Admin" , ISEP XE "ISEP" , and BI XE "BI" . Workers will be assigned roles and responsibilities by their supervisors and/or administrators. This is for security and work flow purposes.

We refer to the individuals who apply for services as applicants when they apply online for child support services. Once they have applied and a case is created in KASES, they are referred to as Participants.  When the Participant has registered for access to the Web Portal and successfully logs in, they are referred to as Members.

New participants may go through the process of applying for Child Support Services from the General Website XE "General Thread"  and their status will change from an applicant to a participant when a case is created in the KASES system. A participant in KASES must register on the website to receive access to the Member section of the web portal.  They do not see the Member Website functions until they have received their login credentials.  Login credentials, as an added security measure, are mailed to the user when they have successfully registered on the Member Website.
The General Website (see Figure 3-1) provides online tools to estimate support, apply for services, and obtain program information. The Member website provides the tools and resources to maintain and communicate information about child support after the case is established within KASES and the Participant has registered on the Member Website. It has the added security functions to allow a NCP to make payments and the CP to update how they receive their child support payments, including direct deposit information and debit card details. For security and privacy reasons, login information is established prior to a participant becoming a member. Once someone becomes a Member, information is displayed including payments, demographics, court dates, and communications. These resources provide the member with current information about their account.

The ADMIN Website XE "ADMIN thread"  of the CSWS XE "CSWS"  is composed of two administrative subsections
1. The Caseworker, Supervisor, Contracting Official, Central Office and Regional Office administrative area, and
2. The Configurable Screens section. 
The Caseworker, Supervisor, Central Office and Regional Office administrative area is the heart of the customer service section of the website. Workers will receive and process cases including storing, maintaining and retrieving documents, communicating with participants, updating changes to client records, estimating support, processing support, and communicating the status of cases. 
The Configurable Screens section is the area where user roles and responsibilities are defined and assigned, as well as administration of the website. Configurable screens are maintained by the System Coordination and Utilization Section (SCUS XE "SCUS" ) teams either State or County. This includes setting up and maintaining template information such as office locations, phone numbers, contacts, etc.
This User Manual will guide you through these and other processes. Understanding it as one section of the portal is the goal of this introduction.
ISEP XE "ISEP"  is a powerful search feature created to save workers time in searching for KASES participants.  It is accessible via the Portal Workspace ADMIN Website XE "ADMIN thread"  (see Figure 3-1). As a search feature it allows users to check databases from agencies across the state including 
1. Automated Vehicle Information System (AVIS)
2. Board of Nursing
3. Dept. of Insurance (DOI)
4. Dept. of Revenue (DOR)
5. Dept. of Transportation (DOT)
6. Enhanced Management Administrative Reporting System (eMARS)
7. Federal Case Registry (FCR)
8. Fish & Wildlife
9. Housing, Buildings and Construction (HBC)
10. Interstate Data Exchange Consortium (IDEC)
11. Justice Xchange (JX)
12. The Kentucky Automated Medical Eligibility System (KAMES)
13. Kentucky Dept. of Education (KDE)
14. Office of Worker’s Compensation (OWC)
15. Kentucky Real Estate Commission (KREC)
16. Kentucky Vital Events Tracking System (KVETS)
17. TWIST (Cabinet for Health and Family Services software system)
18. Unemployment Insurance (UI)
19. WAGE Records
Users can select the agencies databases to include in the search, enter the information themselves or import from KASES, and the results can be reviewed, saved, and/or deleted for further review on one consolidated screen.
Standard canned reports XE "reports"  will be available from the Workspace of the ADMIN thread XE "ADMIN thread"  as well as Ad Hoc Reports XE "Reports"  (see Figure 3-1). Ad Hoc reports will be created through worker input of simple queries and reports which can be pulled into an Access database and customized for independent purposes. Reports can be generated in a variety of formats including PDF, Excel, and Word.

Business Intelligence (BI) XE "BI"  is an independent module used to generate performance reports XE "reports" . It is accessible from a desktop icon instead of the CSE workspace.  It will allow specific workers the ability to generate reports such as the OCSE 157, OCSE 34a including trending of actual performance versus target performance. 
Overall, The Kentucky Child Support Web Portal is a tool that will give CSE personnel access to communication tools and information that will improve their ability to do their work.  The objective of these improvements is to increase the collection of child support, reduce the amount of arrears and increase the recoupment of public assistance provided to families due to lack of support by obligors.
4 Getting Started
4.1 KEUPS Login

· Open your web browser application.

· In the address field, enter the web portal address http://www.XXXXXXXX. for the Admin Workspace.

· Enter your username and password.
· Clicks ENTER.
4.2 Landing Page

4.2.1 Welcome

From KEUPs Login page the Caseworkers will be directed to the Admin XE "Admin" /worker landing page.  The page will welcome the user by name and notify them of how many new Worklist XE "Worklist"  items they have. The user is provided a link directly to the Worklist.
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Figure 4‑1  Caseworker Landing Page
Menu items accessible from the landing page include:

· Worklist XE "Worklist" 
· Reports XE "Reports" 
· Process Payments XE "Process Payments"  (allows a worker to take a payment over the phone)
· Estimate Support XE "Estimate Support" 
· Notifications (outgoing messages or bulletins)
· System Configuration XE "System Configuration"  (specific worker/users only)
· Search and Exchange (ISEP) XE "Search and Exchange" 
· Cobrowsing (ability to view member page as inquiry only by MPI number) XE "Co-Browsing" 
5 Worklist XE "Worklist" 
The Worklist is both an organizational tool whereby work is assigned to Caseworkers and Supervisors for further processing, and a tracking tool that provides status updates. All the information submitted by the NCP/CP from the Website, is sent to the assigned Caseworker for review and processing via the Worklist. Worklist XE "Worklist"  items are classified by: type, name of person submitting, date of item origination (Age) and status. From the Worklist, workers have the ability to review, edit, accept, reject and forward information entered or updated by members using the website. 
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Figure 5‑1 Review Portal Worklist – Application for Support Enforcement
5.1 Navigating to the Worklist XE "Worklist" 
Steps
1. In addition to accessing the worklist from the Admin Landing Page, as mentioned above, the user can access from the menu bar at the top of the page.  From the Admin Workspace Landing Page, Select Worklist XE "Worklist"  from the menu bar at the top of the page (see Figure 4-1). (Your Worklist will display differently, this is only a sample Worklist.) 
2. The Worklist XE "Worklist"  Page appears.
5.1.1 Understanding the Worklist XE "Worklist" 
The Worklist XE "Worklist"  will change daily based on information added into the portal by the CP/NCP and status changes. It is organized by Type, Person Submitting XE "Person Submitting" , Age XE "Age" , and Status XE "Status" .
Types (1)
Worklist XE "Worklist"  items are displayed as four character codes. The following Types of Worklist items appear on the Worklist.
· APPL XE "APPL"  – Application for Support Enforcement XE "Application for Support Enforcement" 
· DEMO XE "DEMO"  – Update Demographics
· EMPU XE "EMPU"  – Employment Updates
· FORM XE "FORM"  – Upload documents
· MEDI XE "MEDI"  – Medical Insurance
· ORDR – New Court Order
· QUES XE "QUES"  – Submit Questions
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Figure 5‑2  Worklist Event Codes

Person Submitting (2) XE "Person Submitting" 
The Person Submitting XE "Person Submitting"  field is the name of the member who is submitting the Worklist XE "Worklist"  item. The name is listed last name, first name.
Age (3) XE "Age" 
The Age XE "Age"  field on the Worklist XE "Worklist"  is calculated from the date of origination of the Worklist item. 
For example in Figure 5-1, Olivia Benson submitted an Application for Support Enforcement XE "Application for Support Enforcement"  2 days ago, therefore the Age XE "Age"  is 2. 
The Age of a Worklist XE "Worklist"  item is significant as it effects the Status XE "Status"  of the task. Once an APPL XE "APPL"  Worklist item reaches an Age XE "Age"  of 16 it is automatically sent to the Supervisor for review and changes to a status of Escalated. All other worklist items will be escalated on the 31st day. The Age indicator will display in RED two days before the escalation (see Status below for a more detailed description of information).
Supervisors will receive an informational message when an item changes to Escalated because of its Age. It will contain the Worker ID, the Worklist XE "Worklist"  type and description, the current status, and the Age XE "Age"  of origination.
Status (4) XE "Status" 
Status XE "Status"  of Worklist XE "Worklist"  items change as progress is made in a particular case. The Status of an item can be:
· Approved - Indicates the item has been Approved and Accepted to KASES. The original PDF form with the information the NCP or CP entered must be sent to Document management system. 
· Escalated - The item has passed the standard age range for the item type and is sent to the Supervisor for review. The standard age range is 31 days except for the Application for Support Enforcement XE "Application for Support Enforcement"  APPL XE "APPL"  which is 16 days. Two days before an item changes to Escalated it displays red in color on the Worklist XE "Worklist" . After escalation it still remains on the Caseworkers Worklist.
· New  - The item has newly appeared on the Worklist XE "Worklist"  and has not been worked on yet.
· Rejected - The Caseworker has rejected the item submitted by the CP/NCP so it is sent back to the member for correction/revision.
· Working - The worker clicks on the Worklist XE "Worklist"  item and takes action on the case.
5.2 Application for Support Enforcement XE "Application for Support Enforcement" \t "See APPL"   XE "Application for Support Enforcement"  APPL XE "APPL" 
The Application for Support Enforcement XE "Application for Support Enforcement"  (APPL XE "APPL" ) is the application process that a citizen will take to apply for services with Child Support Enforcement.  The online application is a new process a citizen can take to apply and open a case in the KASES system as a Participant.  The APPL appears on the Worklist XE "Worklist"  until the new applicant ultimately gets accepted into the KASES system by a Caseworker. 
When an applicant appears as an APPL Worklist item, the applicant has completed and submitted the online application form, received an application ID XE "application ID"  number in an email, and is now awaiting creation of a case in KASES. Prior to sending this applicant’s information to KASES, the Caseworker must review the information supplied by the applicant in the online application and determine if the application has the required information and criteria to open a case.  
Once the Caseworker accepts the online application, this data is sent to KASES and a case is created in KASES. It is at that time that the applicant now has the status a Participant in KASES. The Participant will need to register on the Customer Service Website (CSWS) and will receive a PIN number XE "pin number"  in the mail. This PIN gives the user the ability to log into the web portal system as a CSWS Member.
The APPL XE "APPL"  sub menu screen includes the Applicant Name, Email Address, the status of the person applying, and the date of origination of the Worklist XE "Worklist"  item (see Figure 5-3 below). A worker has the ability to review, edit, accept, reject and forward information entered or updated by members using the website. Until the Caseworker accepts an applicant into the KASES system, the task will appear as an APPL type work item. After the applicant has a case in KASES and became a CSWS Member, any subsequent updates from the member will change into the specific task that needs to be completed on the Worklist.
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Figure 5‑3  APPL XE "APPL"  Item on the Worklist XE "Worklist" 
5.2.1 Overview of the APPL XE "APPL" 
The APPL XE "APPL"  provides the worker with the informational details entered on the website by the NCP/CP of the case. A worker has the ability to review, edit, accept, reject and forward information entered or updated by members using the website. When reviewing the APPL the worker can navigate to the following submenus:

· Custodial Parent Information

· Non-Custodial Parent Information

· Children’s Information

· Background Information

· Support Order Information

· Medical Support Information

· Direct Deposit Information

The process of approving an APPL XE "APPL"  can take many paths depending on the situation. A worker may view, edit, forward or reject the information on multiple occasions before the APPL is accepted.

5.2.2 Editing APPL XE "APPL" 
All information entered by the NCP/CP is assigned to the casworker for review via the Worklist. It is editable under the APPL XE "APPL" .
Steps

1. Select the APPL XE "APPL"  Worklist XE "Worklist"  item. Information regarding the unique case becomes viewable.
2. The APPL XE "APPL"  screen appears with the information corresponding to the application submitted by the CP/NCP. The following sub menus become visible and available for review and editing.

· Custodial parent Information

· Non-Custodial Parent Information

· Children’s Information

· Background Information

· Support Order Information

· Medical Support Information

· Direct Deposit Information
3. Open the Sub menu 

4. All the fields on the sub menu become available for editing
5. Edit the appropriate fields
6. Click Save – the changes have been saved, or Click Cancel and exit the sub menu.
After editing the APPL XE "APPL"  the worker can either Accept to KASES, Reject or Forward.

5.2.3 Accept to KASES
Steps

7. Select Accept to KASES - After any required editing and reviewing the application, the worker chooses to Accept the application and send it to KASES.
The process of Accepting the information to KASES results in a once a night update to the KASES database. This changes the status of the Worklist XE "Worklist"  item to Complete and removes it from the portal Worklist page. At this point in the process the system generates an automatic message informing the submitter that the application has been accepted.  The applicant is now a participant in KASES and will need to register with KEUPS to gain access and become a member on the CSWS.  Upon registering, a letter will be mailed to the participant advising the pin number they need to log into the web portal system as a member. They still are not considered to be a member until they have completed this step.
5.2.4 Reject Worklist XE "Worklist"  Item
 The worker has the ability to reject most Worklist XE "Worklist"  items including changes made by the CP/NCP. Submitted questions (QUES) Worklist items cannot be rejected and the worker must reply or forward the question.
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Figure 5‑4  Reject Worklist XE "Worklist"  Item

Steps
7. Select Reject - (After you click on Reject, the Reject Worklist XE "Worklist"  Item menu becomes visible)
8. Select one of the following Rejection Reasons from the drop down menu
· Incomplete

· Duplicate

· Inappropriate( for example, application is for collection of alimony only) 
9. Enter a Reason for Rejecting the application (this can be up to 250 characters)
10. Click Submit or Cancel
When a Worklist item is rejected, the submitter automatically receives an email incorporating the reason for rejection in the text. In this event no data is sent to KASES and the status of the Worklist XE "Worklist"  item is updated to Reject.

5.2.5 Forward Worklist XE "Worklist"  Item
Caseworkers can Forward Worklist XE "Worklist"  items to other Caseworkers and Supervisors.
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Figure 5‑5  Forward Worklist XE "Worklist"  Menu 
Steps

7. Click Forward- (After you click Forward, the Forward Worklist XE "Worklist"  Item menu becomes visible)
8. Select Destination County from the drop down menu
9. Enter Worker ID
10. Enter Reason – can be up to 250 characters
11. Click Submit or Cancel
If the worker clicked Submit, this Worklist XE "Worklist"  item will now appear in the forwarded workers Worklist. The Age XE "Age"  counter will continue from the original date submitted. If instead Cancel was chosen, the item is not saved and the system navigates back to the Worklist XE "APPL"  screen.
5.2.5.1 Custodial Parent Information

The Custodial Parent information screen provides the Caseworker with an editable screen for all the information regarding the Custodial Parent. To edit follow steps in 5.2.2.
5.2.5.2 Non-Custodial Parent Information

The Non-Custodial Parent information screen provides the Caseworker with an editable screen for all the information regarding the Non-Custodial Parent. To edit follow steps in 5.2.2.
5.2.5.3 Children’s Information

The Children’s Information screen is the location of the information specific to the Child or Children in question.  The user will click the arrow (   ) located to the left of the sections:

· Name
· Identification Information
· Birth Information
· Parent Information
· Paternity Information
· Child Support Eligibility
These sections contain the child’s full name, social security number, state where conceived, date of birth, place of birth, gender, race and emancipation information as well as the child’s legal status. To edit follow steps in 5.2.2.
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Figure 5‑6  Children's Information Submenu Expanded
5.2.5.4 Background Information

The Background Information screen provides the Caseworker with an editable screen for all the information regarding the Background Information. To edit follow steps in 5.2.2.
5.2.5.5 Support Order Information ORDR
The Support Order Information (ORDR) screen provides the caseworker the ability to edit the court order information entered by the CP/NCP. 
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Figure 5‑7  Add New Court Order

Steps
1. Select the ORDR Worklist XE "Worklist"  item
2. Select Edit to change the existing information, if needed, that was submitted by the CP/NCP

3. Edit the information and when finished click Resolved, Reject (see 5.2.4), or Forward (see 5.2.5).
4. If Resolved - Open KASES and enter or update the information into the KASES system.

The worker must manually update the Court Order information in KASES after the ORDR is resolved. If the ORDR is forwarded, the item will be removed from the workers Worklist XE "Worklist"  and added to the recipients Worklist with no change to the age counter. When an application is sent to KASES, the Court Order information IS NOT sent and the worker must manually add this information to KASES.
5.2.5.6 Medical Support Information XE "Medical Support Information" \t "See MEDI"  MEDI XE "MEDI" 
The Medical Information screen provides the Caseworker with an editable screen for all the information regarding Medical Support. 
Steps
1. Select the MEDI XE "MEDI"  Worklist XE "Worklist"  item
2. Select Edit to change the existing information, if needed, that was submitted by the CP/NCP
3. Edit the information and when finished click Resolved, Reject (see 4.2.4), or Forward (see 4.25)
4. If Resolved - Open KASES and enter or update the information into the KASES system.
The worker must manually update the medical information to KASES after the MEDI XE "MEDI"  is resolved. If the MEDI is forwarded, the item will be removed from the workers Worklist XE "Worklist"  and added to the recipients Worklist with no change to the age counter. When an application is sent to KASES, the Medical Information IS NOT sent and the worker must manually add this information to KASES.
5.2.5.7 Direct Deposit Information XE "Direct Deposit Information" \t "See DDEP"  DDEP XE "DDEP" 
The Direct Deposit Information Worklist XE "Worklist"  item will not appear in a Caseworkers Worklist. The DEPO XE "DDEP"  items will be directly forwarded to the appropriate accounting personnel.
5.3 Direct Deposit DEPO XE "DDEP" 
When an existing member updates the Direct Deposit information from the Member website, the update is sent from the members entry screen directly to the appropriate accounting personnel. A Worklist item is not created for Direct Deposit.

5.4 Updating Demographic Information DEMO
The Demographic (DEMO) Information screen allows the worker to view the member’s contact information, edit it, and/or accept or reject member submitted information.
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Figure 5‑8  DEMO Update
Steps

1. Select the DEMO Worklist XE "Worklist"  item.

2. If you wish to Edit - Select Edit and Edit the appropriate fields 
a. Click on the box next to the left of the item you wish to edit, or click on the box Select All Fields. Edit that field.

b. Repeat this step for each item you wish to edit.

3. or, Accept to KASES, REJECT, or FORWARD (see 5.2.3 or 5.2.4)

If the DEMO item is accepted to KASES, the data is sent to KASES in a nightly batch and the Worklist XE "Worklist"  item will update to COMPLETE. If the information is Rejected, the Worklist status changes to REJECT and the submitter will automatically receive an email with the reason embedded in the email. All demographic updates will only be sent once a day at the end of the day to the caseworker to avoid multiple updates coming to the caseworker.
Remember, Court Order, Medical Insurance and Employment updates cannot be sent directly to KASES and must be entered by the worker into the KASES system.

5.5 Employment Updates XE "Employment Updates" \t "See EMPU"  EMPU XE "EMPU" 
The Employment Updates (EMPU XE "EMPU" ) screen will allow Caseworkers the ability to view and edit the employment information on a CP/NCP.

Employment Updates, have the option to mark as RESOLVED (information not sent to KASES), REJECT and FORWARD.
Employment Updates cannot be sent to KASES and must be entered into the KASES system by the worker.

5.6 Upload Document XE "Upload Document" \t "See FORM"  FORM XE "FORM" 
The FORM XE "FORM"  Worklist XE "Worklist"  item allows Caseworkers the option of reviewing documents uploaded by either CP or NCP.  The worker can Save, Accept, Reject, or Forward the uploaded document.
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Figure 5‑9  Upload Document Screen
Steps

1. Select the FORM XE "FORM"  Worklist XE "Worklist"  item. (Highlighted in Blue)
2. Select Click Here to View Document to view the document added by CP/NCP.

3. Document Type is listed – categories include Driver’s License, Court Order, Medical Insurance, Direct Deposit Form, Emancipation Proof, NCP/CP Image and Other. If document type is incorrect select the correct type.
4. Select Category Type from the drop down menu, if the CP/NCP has entered OTHER, worker must enter a new category.
5. Select Sub-Category Type from the drop down menu.
6. Select Name of party submitting.
7. Select Cancel, Save, Accept, REJECT, or FORWARD (see 5.2.3 or 5.2.4).
The caseworker can review, reject, forward, and accept uploaded documents from the FORM XE "FORM"  Worklist XE "Worklist" . Selecting the correct categories will be important for the document management portion of the system.
5.7 Submitted Question XE "Submitted Question" \t "See QUES" 

 XE "Submitted Question"  QUES XE "QUES" 
Any member (CP/NCP) can submit questions through the website by selecting the Submitted Questions (QUES XE "QUES" ) sub menu. (When a member selects the “Submit Question” icon, they are directed to the FAQ page.  From that page they can select the “Submit Question” link if they have not resolved their question from the FAQ’s).  Caseworkers can reply to or forward member’s questions by selecting to the QUES Worklist XE "Worklist"  items. 
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5.7.1 Reply to Questions
Steps

1. Select the QUES XE "QUES"  Worklist item.
2. Type a response in the Reply box. The reply may be up to 250 characters.

3. Click Send or Cancel.
When the reply has been sent, the Worklist XE "Worklist"  item will change to Complete and an event is created in KASES with the Question and response. If Cancel is selected no change takes place and the system returns to the Caseworker Landing Page.
Please note, the response is saved as an event within KASES and is sent to the member who submitted the question.
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Figure 5‑11 Submitted Question Response
5.7.2 Forward Questions
Steps 
1. Select the QUES XE "QUES"  Worklist item.
2. Select the County and Worker Id to forward to.
3. Enter a brief description of why the Worklist item is being Forwarded.

4. Click Forward or Cancel.
When the item has been forwarded, it will be removed from the Worklist XE "Worklist"  of the original worker and added to the Worklist XE "Worklist"  of the recipient with no modification to the Age XE "Age"  counter. If Cancel is selected no change takes place and the system returns to the Caseworker Landing Page.
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Figure 5‑12 Forward Worklist
5.8 Supervisor Functions XE "Supervisor Functions"  Worklist XE "Worklist" 
The Supervisor Worklist XE "Worklist"  is accessible from the Supervisor’s KEUP’s login page. It contains both their own Worklist items as well as escalated items from the workers they supervise. Escalated items appear on the Supervisor’s page when they have passed the predetermined time limit within the system and/or they have been forwarded to the Supervisor for a particular reason. APPL XE "APPL" ’s are escalated after 16 days while all other Worklist Types are escalated after 31 days. 
The Supervisor can view all the cases in the county, the case load of an individual Caseworker, or they can view their own Worklist. 
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Figure 5‑13  Worklist XE "Worklist"  with Fly Out Menu
5.8.1 View All Cases in County

Steps

1. To view all the cases Select the fly out menu Worker
2. Click ALL
3. The Worklist XE "Worklist"  Menu Populates with all the cases in the County
5.8.2 View one Caseworkers Case load

Steps

1. To view one particular Caseworkers case load Select the fly out menu Worker
2. Click the ID number of that Caseworker

3. The Worklist XE "Worklist"  Menu Populates with the cases of that Caseworker
5.8.3 View Your Case load

Steps

1. To view your cases Select the fly out menu Worker
2. Click You
3. The Worklist XE "Worklist"  Menu Populates with your case load

5.8.4 View an Individual Escalated Case
Steps

1. To view an escalated case Click on the red Worklist XE "Worklist"  Item

2. The Worklist XE "Worklist"  item appears
5.8.5 Print Worklist XE "Worklist" 
Steps

1. Select Print List from the Worklist XE "Worklist"  screen

2. The Worklist prints
5.8.6 Print Individual Record
Steps

1. Select Print List from the Individual Record Screen
2. The Individual Record Screen prints.

5.8.7 Ability to Sort Columns
Steps
1. Select the column to sort
2. Click on the arrow beside the column header to sort (See Figure 5-13 on prior page)
6 Reports XE "Reports" 
The web portal project provides report generation capabilities for transactions taking place within the web portal. Report periods can be customized to reflect specific time periods, worker, and types of transactions. Reports XE "Reports"  can be generated about the information captured through the web portal such as:

· Worklists 
· Submitted Questions

· KASES Auto Updates
· Notifications 
· Payment Processing

· System Usage

· Audits
· Errors
· Aging 
· Recurring Payment Schedules
· ISEP Audit Reports

· Obligation Estimator Report

These reports XE "reports"  are provided through the Reports XE "Reports"  Menu from the main menu bar see Figure 6-1. Individual Caseworkers can generate and view reports about their own Worklist XE "Worklist" . Supervisors can generate and view reports about their own caseload or about all the individual workers reporting to them.
[image: image18.emf]
Figure 6‑1  Report Main Screen
6.1 Navigating to Reports XE "Reports" 
Steps

1. From the Main Menu on the CSE Landing Page, Select Reports XE "Reports"  from the menu bar at the top of the page (see figure 6-1). 
2. The Reports XE "Reports"  Page appears.
6.2 Worklist XE "Worklist"  Report

The Worklist XE "Worklist"  Report provides individual Caseworkers or Supervisors with the opportunity to generate reports XE "reports"  with the historical information from the Worklists. The individual can view their own Worklist history while a Supervisor can also view a specific worker’s Worklist history, or the Worklists of all the workers reporting to them. The report can be customized to a specific time period (date range), Worklist Type, Worker ID, or County/State/Region. Reports XE "Reports"  can be viewed online, sorted in ascending or descending order, saved in a variety of formats and/or printed.
6.2.1 Generate a Worklist XE "Worklist"  Report
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Figure 6‑2  Reports XE "Reports"  Page
Steps

1. Select the Worklist XE "Worklist"  Report drop down menu item
2. Click on the radio button State of KY
3. Click on the radio button Select Region
4. Select Specific Region or All Regions

5. Click on the radio button Select County
6. Select Specific County or All Counties
7. Enter the Start Date of the time frame for the report 

8. Enter the End Date of the date range for the report
9. Select Yourself in the View Report For Field, 
or Select specific worker by Worker ID, 

or Select All Workers
10. Click on View Report 
11. The Report appears.

6.2.2 Understanding the Report Screen
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Figure 6‑3  Example of a Worklist XE "Worklist"  Report
The Report Screen has a variety of tools available to assist the worker in sorting, storing and viewing reports XE "reports" . Understanding their use and application is important to make using the Report tools easy especially when dealing with large amounts of data. The Status XE "Status"  bar above is divided into four functional sections and their functions are described below.
1. [image: image21.png]



The first section of the tool bar provides the information on the size of the report and your current location in the report. In this case there is only 1 page in the document, so it indicates that you are located on page 1 of 1. The Icons before and after the page number, provide the user with the ability to navigate back to the beginning of the document, back a page, forward a page, and forward to the last page. 
2. [image: image22.png]



The second section of the tool bar is the Zoom XE "Zoom"  function. It allows customization of viewing size. In this particular report the screen is being displayed at 100%. If the print is too little, the user may wish to select a larger percentage from the drop down menu. If the print is too big for comfortable viewing the user may choose a smaller number from the drop down menu. The arrow to the left of the viewing percentage gives you the ability to go back to the previous selection.
3. [image: image23.png]



The third section is a Find XE "Find"  function that provides the user the ability to search for text in the report. To find a word or phrase type in the text you are looking to find and the finder will jump through the document and highlight the next time that term occurs. Click Next to proceed to the next time the text occurs.
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The fourth section of the tool bar is composed of 3 different tasks for generating reports XE "reports" .


A. Icon A is a drop down menu that provides choices of output format XE "output format"  for the report. The report can be saved in a number of formats: XML file with report data, CSV (comma delimited), PDF file, MHTML (Web archive), Excel, Tiff file, or as a Word document.
Select the desired output format XE "output format" . The report is then generated in that format.
B. Icon B is a Refresh option.  This is used to refresh the report data.
C. Icon C is the printer. Click on the printer to print the report.

6.3 Submitted Questions Report

The Submitted Questions Report will provide information summarizing question history in regards to date submitted, county, worker ID, category, MPI #, Case #, Question, Reply, and date of reply. It will provide the ability to back track a particular conversational thread or all conversational threads.

6.3.1 Generate a Report of the Submitted Questions
Steps

1. Select Submitted Questions from the drop down Select a Report to view Menu, 
2. Proceed through 2 through 11 in section 5.1.1.
6.4 KASES Auto Update Report

The KASES Auto Update Report will contain all the data submitted by the CP/NCP such as demographic updates and direct deposit information. The report will contain the type of transaction, the date submitted, Worker ID, MPI # of the provider, MPI # of the person the information is for, and the date the data was sent to KASES.

6.4.1 Generate a KASES Auto Update Report

Steps

1. Select KASES Auto Update from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.5 Notification Report

The Notification Report is a summary of all bulletin Notifications. It will include the notification levels (i.e. State, County, Participant, and Case), State, County, Participant, Case, Date of message sent, message type (Informational XE "Informational"  or Acknowledgement), status, acknowledgement date, expiration date of notification, and the creator ID.
6.5.1 Generate a Notification Report

Steps

1. Select Notification Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.
6.6 Payment Processed Report

Payment Processed Report XE "Reports"  summarizes all the payments processed by a Caseworker. The report will contain the date the transaction took place, payment type, payment amount, payment for MPI #, and the Case # with MPI # by worker name.
6.6.1 Generate a Payment Processed Report

Steps

1. Select Payment Processed Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.7 Usage Reports XE "Reports" 
The Usage report summarizes the pages visited by page name, module (General, Member, and Admin XE "Admin" ); date accessed and total accessed count by date.

6.7.1 Generate a Usage Report

Steps

1. Select Usage Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.
6.8 Audit Report

An Audit Report will provide information about the Portal usage such as Pages accessed, when they were accessed and how many times they were accessed.

6.8.1 Generate an Audit Report

Steps

1. Select Audit Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.9 ISEP XE "ISEP"  Report

The ISEP XE "ISEP"  Report will provide information about the Portal usage including the date of the search, the sources included in the search, the data fields searched against, and the MPI number searched. 

6.9.1 Generate an ISEP XE "ISEP"  Report

Steps

1. Select ISEP XE "ISEP"  Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.10 Error Report

The Error Report is a report designed to identify all the errors created by KASES when processing the data sent from the portal. This report will identify the Worker by ID number, Error Message, the date created, an Identifier such as MPI/Case, and ID/APPL XE "APPL"  and the Record type that was sent to KASES.

6.10.1 Generate an Error Report

Steps

1. Select Error Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.11 Aging Login Report

An Aging Login Report is a report used to track the workers utilizing the Portal. It contains Worker Id’s and the last date the worker logged-in.

6.11.1 Generate an Aging Login Report

Steps

1. Select Aging Login Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.

6.12 Electronic Payment Schedule

An Electronic Payment Schedule report is used to monitor recurring payments which have been set up by the NCP via the Make Payment functionality available to the NCP.
6.12.1 Generate an Electronic Payment Schedule (Recurring Payment) Report
1. Select Electronic Payment Schedule Report from the drop down Select a Report to view Menu.
2. Proceed through 2 through 11 in section 5.1.1.
7 Process Payment

The Process Payment is the application that a worker can use to process an online payment for Noncustodial Parents.  This is accessed from the CSE Workspace Homepage.  

The online payment can be made using a Bank Account (checking or savings) or Credit Card (Master Card or Visa) provided by the NCP for their child support payments.  A payment can be made to all cases, if there are multiple cases, or a single case can be selected from a drop-down list.

Worker will select the Process payment link from the menu bar at the top of the workspace homepage.   
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Figure 7‑1 CSE Workspace - Process Payment
When the Process Payment is selected from the Workspace by a worker, they will be prompted to enter the NCP’s MPI number.  This is the same process as will be used for Cobrowsing. 
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Figure 7‑2:  Process Payment - Enter MPI #

Worker will enter the NCP’s MPI number into the field and select Continue. This will take the worker to the Make Payment Screen.

7.1 Process Payment
When the Make Payment Icon is selected the Make Payment screen is displayed. The payment method is set by default to Credit Card.
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Figure 7‑3  Member Make Payment

From this screen, the worker will ask the NCP questions to determine the following:

1. What case or cases is the payment for? 
Select a case to be processed:  Select All Cases or a specific case to which the payment will be applied.  The drop down list defaults to All Cases.

2. What amount is being paid?  Advise of the total amount due for the month.
Select a Payment amount:  The total amount due is displayed and the NCP will have the option to pay the full amount or enter another amount.  The worker will select the type by selecting the appropriate radio button.  The total amount due displayed is the current balance owed by the participant.  If Other Amount is selected, the worker will enter the amount in the box.  

3. Would NCP like to set up recurring payments, or make only a one-time payment?

Payment Process:  The NCP has the option to make a One-time payment or Schedule a Recurring Payment.  When the NCP selects a recurring payment, the worker must select:

1) Date to process payment: The payment date must be equal to or greater than the current date.  The worker must enter a date or the date will default to the current date.

2) Frequency:  The frequency defaults to Monthly.  The NCP will select the frequency and the worker must select, from the drop-down, one of the following:

· Weekly

· Bi-weekly

· Monthly

· Semi-monthly

· Quarterly

· Annually

If the worker does not make a selection, the frequency will default to monthly.

3) First Payment Date:  NCP will provide a date for the first payment. The date will automatically default to the current date. If a different date is provided, the worker must change the date. The date entered must equal or be greater than the current date.

4) Final Payment Date:  This is an optional field and the worker must ask the NCP if they want an end date for recurring payments.  If selected, the worker must enter a date of the final payment. Date must be greater than the current date.

7.2 Payment Method

Once all the required information is completed, the worker will select the Continue icon to advance to select the Payment Method for the payment.  The worker must ask the NCP what type of payment they are making; from a Bank account or with a Credit Card. Once the NCP states the type of payment the worker will select either, Credit Card, Checking Account or Savings Account.
7.2.1 Bank Account (Checking or Savings)

The NCP has the option to select a bank account, either Checking or Savings, from which to make the payment.  When the NCP selects either of the bank account options, Checking or Savings, and the worker selected the appropriate radio button, the Payment Method screen will provide fields for the entry of Bank information (see Figure 7‑3).
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Figure 7‑4:  Payment Method - Bank Account

For either type of bank account payment, the worker will need to enter the following information:

Bank Account Information

· Routing Number

· Re-Enter Routing Number (to confirm)

· Bank Account Number

· Re-Enter Bank Account Number

Account Holder Billing Information

· Account Holder Name

· Street Address

· Suite# / Unit #

· City

· State

· Zip Code

· Phone Number

At the bottom of the page, Please Verify Payment section is displayed.  The information for the payment is displayed including the 

· Case or Cases if the payment is being applied to multiple cases.  

· The amount of the payment, 

· Service fee charge, and 

· Total amount which will be withdrawn from the account 
The worker will need to confirm this information on the Please Verify Payment section with the NCP prior to Submitting the payment.
7.2.2 Payment Method – Credit Card (MasterCard or Visa)

The NCP has the option to make a payment with a credit card.  Visa and MasterCard are the types of cards which are accepted.   When the NCP selects Credit Card as a payment method on the Payment Method Screen and the worker selects the Credit Card radio button, the Enter Card Information fields are provided (see Figure 7‑4).
[image: image29.png]e
Please Enter Payment nformation
Selecta payment method
& Cousg st
© Savegshesnet
EntorCard nformation
ot

Please Verity Payment





Figure 7‑5:  Payment Method - Credit Card

For either type of credit card payment, the worker will need to enter the following information:

Card Type

· Select MasterCard or Visa from the drop-down

· Card Number

· CVV Number

· Expiration Date

Cardholder Billing Information

· Cardholder Name

· Street Address

· Suite# / Unit #

· City

· State

· Zip Code

· Phone Number

At the bottom of the page, Please Verify Payment section is displayed.  The information for the payment is displayed including the 

· Case or Cases if the payment is being applied to multiple cases.  

· The amount of the payment, 

· Service fee charge, and 

· Total amount which will be charged the credit card.
The worker will need to confirm this information on the Please Verify Payment section with the NCP prior to Submitting the payment.
7.2.3  Payment (Transaction) Confirmation 

When the worker has submitted the payment, the Transaction screen (See Figure 8-5) is displayed to provide confirmation of the payment.  
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Figure 7‑6:  Transaction Confirmation

When the payment has been processed, an email will be sent out to the NCP’s email address confirming this transaction. On this screen the following is displayed:

1) A list of each case, if applicable, to which the payment was applied.

2) Payment confirmation number

3) Payment  method (checking, savings, Visa or MasterCard) and the last 4 digits of the account number

4) Child Support Payment Amount is the amount credited towards the child support case(s). This is the Total Payment Amount less the fees charged.

5) Total Payment Amount reflects the amount charged including fees to the user’s bank account or credit card.

6) Cardholder Name

7) Payment Date

8) Print this Page – user can print a confirmation for their records.

9) Return to Profile Page to allow the user ease in returning to their profile from the confirmation page.

The worker will need to provide the NCP with the total amount and confirmation number displayed on this screen.
8 Estimate Support XE "Estimate Support" 
The Estimate Support XE "Estimate Support"  tool in the Admin XE "Admin"  module will provide the same functionality as CS 71 and CS 71.1. Caseworkers will be able to input income and deductions to calculate the estimated Child Support payments. New cases will estimate possible future support while existing cases will be able to calculate the percentage of change from the current support obligation. Remember that the Estimate Support Tool is only calculating an estimated amount. Final determination of support amount is made in court.

When estimating support for existing participants, the Caseworker is required to send the data to KASES after estimating support for future reference.  Case ID number will be entered at the beginning and will populate the existing child support amount field and the number of children for the case. These fields can be edited if required.
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Figure 8‑1  Estimate Child Support Opening Screen
8.1 Navigating to the Estimate Support XE "Estimate Support"  Screen

Steps

1. From the Main Menu on the CSE Landing Page, Select Estimate Support. XE "Estimate Support" 
2. The Estimate Support XE "Estimate Support"  Page appears.
8.2 Understanding the Estimate Support XE "Estimate Support"  Tool

The Estimate Support XE "Estimate Support"  Tool is a spreadsheet that is useful for understanding and communicating a client’s potential support amount. The screen reads from left to right in three main sections:
1. income,
2. maintenance and child support deductions, and 
3. child care costs and health insurance deductions.  
The Estimate Support XE "Estimate Support"  Tool process is composed of two pages. The first page captures the current CP and NCP information. The system is designed to be able to capture multiple income sources and multiple deductions and specify different frequencies. The second page is a display only and displays the estimated obligation and the Percentage of change if applicable.  

CS71 or CS71.1 Radio Buttons
The worker will have the option to select the Standard Guideline (CS71) or the Exceptions Guideline (CS71.1) to calculate the support obligation.  When the CS71.1 is selected, the amounts for the CP are grayed out and the worker is unable to enter values for the CP.
Add Additional XE "Add Additional" 
Some individuals will have more than one job and have multiple deductions that apply to the case. The Estimate Support XE "Estimate Support"  Tool allows entry of the multiple income sources or multiple deductions after the first one is completed. The user then clicks on the Add Additional XE "Add Additional"  Button which allow for a new amount to be entered and the new amount will populate the Amounts Added box in a list format. 
Amount Added XE "Amount Added" 
The Amounts Added box automatically populates with the information filled in the entry box. When additional amounts are added they appear in a list below the original amount.
Deductions XE "Deductions" 
The deductions sections include the standard categories of deductible types: deductions for maintenance payments, deductions for other child support, deductions for prior born children, deduction for child care expenses, and deduction for health insurance.
Frequency XE "Frequency" 
Frequencies are prefilled in a drop down menu list. The choices are: Daily, Quarterly, Annually, Monthly, Semi-Monthly, Bi-Weekly and Weekly. Monthly is the default choice.

Missing Fields XE "Missing Fields" 
Users will receive an error message when required fields are missing. These fields must be filled in to complete the Estimate Support XE "Estimate Support"  Tool. In the case of Exceptions XE "Exceptions" , Form 71.1 will be utilized.
Remove XE "Remove" 
Each of the sections will allow the worker to remove previous entries by selecting the item and clicking the Remove XE "Remove"  button. Worker must highlight the entry to delete prior to clicking on the Remove button.  If the worker does not highlight the selection prior to clicking the Remove button, the first line item will be deleted.

8.3 Estimating Support XE "Estimating Support" 
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Figure 8‑2  Child Support Estimator Screen
8.3.1 Estimate Support XE "Estimate Support"  CP
Steps
1. On the Child Support Obligation Estimator Page, Enter the CP’s and NCP’s gross income in dollars and cents. This example shows an income of $100.
2. Select the Frequency Period from the drop down menu – Example shown is Monthly
3. This Amount is displayed in the Amounts Added Menu box.
4. If the parents have additional sources of income, Select Add Additional XE "Add Additional"  for each source, and repeat steps 1 and 2. 

5. Enter maintenance payment.

6. Choose the frequency of the payment from the drop down menu.

7. The maintenance amount appears in the Amounts Added Menu box under Maintenance Amount.

8. Enter Deduction for other child support amount.

9. Enter the frequency of the payment from the drop down menu.

10. The deduction for other child support amount appears in the Amounts Added Menu box under Child Support Deductions XE "Deductions" .

11. Select Add Additional XE "Add Additional"  if there are any additional sources of deductions under this category and repeat steps 5-6 and/or 8-9.

12. Select Remove XE "Remove"  if there are any deductions that are entered incorrectly or if the information changed.

13. Enter dollar amount of child care costs.
14. Select the Frequency of Payment from the drop down menu.
15. The amount is displayed under the Child Care Costs in the Amounts Added menu box.

16. Enter the dollar amount paid for the child’s health insurance if this parent pays that premium.

17. Choose the frequency of the payment from the drop down menu

18. The Insurance Premium amount appears under the Insurance premium heading in the Amounts Added box.

19. Select Add Additional XE "Add Additional"  if there are any additional sources of deductions under this category and repeat steps 13-14 and/or 16-17.

20. Select Remove XE "Remove"  if there are any deductions that are entered incorrectly or if the information changed.

21. Select  XE "Estimate Support" Estimate Child Support Obligation to proceed with the Estimating Support XE "Estimating Support"  Process.
8.3.2 Child Support Estimator

The Results Page provides an estimate of the Child Support amounts that the Non-Custodial Parent will pay to the Custodial Parent and indicates the amounts that can be paid at various frequencies (i.e., Monthly, Semi-Monthly, Bi-Weekly and Weekly).  The percentage of change, if applicable, is also displayed.  The Caseworker will have the option to print a worksheet for the inquiring parent, which will be populated with the IV-D#, NCP’s Name, Court # and County. After the results are calculated the Caseworker must send the information to KASES.
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Figure 8‑3  Results Page Support Estimator
8.3.2.1 Print Worksheet for Client

Steps

1. Select Print Worksheet
2. Enter the Last Name, First Name and Middle Initial of the inquiring parent
3. Choose the printer
4. Select Print – see sample Figure 8-4
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Figure 8‑4  Sample Printed Worksheet
8.3.2.2 To Send Data to KASES XE "Send Data to KASES" 
1. Select Send Data to KASES XE "Send Data to KASES"  – this sends the information to KASES in a nightly batch process. 
9 Notifications
Notifications XE "Notifications"  are a quick and easy way to communicate to members regarding court dates appointments and paternity testing. This Notification feature allows the Caseworkers, Supervisors and other State workers the ability to send a notification to one particular Participant, a Case, all NCPs/CPs in County, all NCPs/CPs in State, one or more selected counties or all counties in the State. 
There are two types of Notifications. They can be either Informational XE "Informational"  or an Acknowledgement. XE "Acknowledgement."  An Acknowledgement Notification requires a response from the recipient if the notification is created at a member level. The Informational Notification does not. The benefit of Acknowledgement Notifications is that they require the member to acknowledge receipt of the information by clicking that they received the notification, which in turn generates an electronic signature.   This feature has the ability to save the state money by reducing mailing costs.
Notifications can be created by Caseworkers who have access to enter a new notification.  Determination of which roles will have access to create Notifications is made at the state office based upon the security roles within KASES.
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Figure 9‑1  Create New Notification Screen
9.1 Navigating to the Notifications Page

Steps

1. From the Main Menu select Notifications, see Figure 9-1.
2. The Notifications Page appears.
9.2 Create an Informational XE "Informational"  Acknowledgement

STEPS

1. Select Create New Notification. There are two types of Notifications. They can be either Informational XE "Informational"  or an Acknowledgement. XE "Acknowledgement."  An Acknowledgement Notification requires a response from the recipient. The Informational Notification does not.
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Figure 9‑2  Create New Notification Screen

2. Click on the Informational XE "Informational"  radio button
3. Create a Short Message Description –This is similar to the Subject line in an email. The short description can be up to 30 characters long.

4. Type the message in the Notification Box. Messages can be up to 250 characters long.

5. Choose a Start Date from for the Notification to appear in the Members web viewer from the drop down menu.
6. Choose an End Date for the Notification to disappear from the Members web viewer from the drop down menus. The end date must be later than, or the same as the start date. If it is the same date the message will only be visible that day.

7. Select who you would like to receive the Informational XE "Informational"  Notification: A Case, A Participant/Member, and/or One or More Counties. See menu Figure 9-3.
8. A Participant – Enter First Name and Last Name
1. Choose Cases for this Participant
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Figure 9‑3  Send Notification to Participant
9. A Case – Enter Case Number and select either or both

1. CP
2. NCP
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Figure 9‑4  Send Notification to Case

10. A County 
1. Select One or More Counties
a) Entire State
b) Only specific counties – select the Counties you wish to receive the notification.  The message will be displayed on the County Locate Office page.  If all counties are selected, the message will appear as a bulletin on the CSWS homepage.
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Figure 9‑5  Send Notification to One or More Counties

9.3 Create an Acknowledgement Notification
Steps

1. Select Create New Notification. There are two types of Notifications. They can be either Informational XE "Informational"  or an Acknowledgement. XE "Acknowledgement."  An Acknowledgement Notification requires a response from the recipient. The Informational Notification does not.
2. Click on the Acknowledgement Notification Radio Button.
3. Create a Short Message Description –This is similar to the Subject line in an email. The short description can be up to 30 characters long.
4. Type the message in the Notification Box. Messages can be up to 250 characters long.
5. Choose a Start Date from for the Notification to appear in the Members web viewer from the drop down menu.
6. The Acknowledgement Notification, created at a member level, will remain on the member’s page until they acknowledge the notification.
7. Member Acknowledgement will create an event in KASES at the MPI level if the worker chooses the event option.

8. Member Acknowledgement will create an event in KASES at the Case level if the worker chooses the event option.

9. Select who you would like to receive the Acknowledgement Notification
i. an MPI or, 

ii. a Case Number, or 

iii. an MPI and can elect to send a Worklist XE "Worklist"  or Event or Both, or

iv. a Case Number and can elect to send a Worklist XE "Worklist" , or Event, or Both.
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Figure 9‑6  Acknowledgement Notification
10. Select Create Notification to send the Notification, or Cancel to exit Notifications without saving.
9.4 Edit a Notification 
1. Select the existing Notification you wish to modify.
2. In the Edit Notification screen you may either extend the date of the Notification by Entering in a new Start Date and End Date, Deactivate or Re-Activate the notification at this moment.
3. Select Save to save this change, or Cancel to exit from editing this Notification with no changes being made.
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9.5 Find a Participant or Caseworker
User may search for a Participant or Caseworker by using the “FIND” button which is located on the Notifications Creation or Edit screen.  
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Figure 9‑8  Find a Participant 
1. Enter the name the following, according to who the notification is going to be displayed:
a. Participant – enter Name (or partial name)
2. Select FIND to begin the search. A new window will open displaying the search box.
3. The search may be modified from this screen by updating the information and clicking the FIND button.
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Figure 9‑9  Search Screen
4. Select your choice by clicking on the selection and it will be highlighted.

9.6 Send a Worklist Item and/or Event to KASES
User may select to send a Worklist Item, Event or both to KASES when a Notification is created on the website. The Worklist item will send to the worker which is selected by the creator of the Notification. The caseworker information must be entered if creation of KASES Worklist and/or KASES event is selected.
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Figure 9‑10  Create Worklist/Event Screen
10 system Configuration XE "System Configuration" 
System Configuration XE "System Configuration"  is the place in the portal that security access is created, assigned, revised, removed, and tracked by SCUS XE "SCUS" ’s. Roles are organized to administer rights to employees depending on their responsibilities and functions within the organization. A hierarchy exists to assign access and to allow information visibility similar to the security foundation in the KEUPS system. Viewing member or case data is based upon a worker’s authority as it is in the KASES system. Viewing aggregated data is defined and maintained by CSE.

10.1 Navigating to the System Configuration XE "System Configuration"  Page

Steps
1. From the Main Menu on the CSE Landing Page, Select System Configuration. XE "System Configuration" 
2. The System Configuration XE "System Configuration"  Page appears.
10.2 Caseworker Hierarchy XE "Caseworker Hierarchy" 
Caseworkers are assigned roles and responsibilities by their administrator. When a Worklist XE "Worklist"  item passes its acceptable time limit to be worked, the case is escalated to a Supervisor. The Caseworker Hierarchy XE "Caseworker Hierarchy"  Screen is where the assignment of Supervisor to Caseworker is made.
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Figure 10‑1  Caseworker Hierarchy
 XE "Caseworker Hierarchy" 
10.2.1 Navigating to the Caseworker Hierarchy XE "Caseworker Hierarchy" 
Steps

1. From the Main Menu on the CSE Landing Page, Select System Configuration XE "System Configuration" 
2. The System Configuration XE "System Configuration"  Page appears. Select Caseworker Hierarchy XE "Caseworker Hierarchy"  from the menu bar on the left hand side of the page
3. The Caseworker Hierarchy XE "Caseworker Hierarchy"  Page appears
10.2.2 Understanding Caseworker Hierarchy XE "Caseworker Hierarchy" 
The Caseworker Hierarchy XE "Caseworker Hierarchy"  is the place where an escalating supervisor is assigned to a worker.

Find XE "Find"  Reporting Worker ID (1) The first step in assigning rights is to select the Worker for whom you are assigning the rights. This is where you select that worker. Their name appears on the right side as Worker Name.

Escalating Worker ID (2) This is the person that the particular workers unresolved Worklist XE "Worklist"  items will be escalated to. The drop down list is prepopulated with the Supervisors who have this status. Their name appears on the right next to Escalating Worker Name.

County Some supervisory positions cover multiple counties and some only pertain to a single county. The County drop down menu is the place where this designation takes place. Each Caseworker is assigned to a county or counties.

Select Reporting Caseworkers All non-reporting Caseworkers are listed in this window. After a Reporting Worker is entered in (1) it will appear in this field with their name and county. 

Caseworkers Reporting to First name___  _Last name____ This list shows the workers that are assigned to the specific supervisor.
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10.2.3 Assign a Escalating Supervisor to a Caseworker
Steps

1. Fill in the Worker ID number for the person you wish to assign a supervisor. 
2. Select the Escalating Worker ID to which they will report from the drop down menu or enter the ID number and the list will be filtered to that number.
3. Select the County or Counties to which they will be assigned.
4. Select the Worker ID entered in (1).
5. Click the Forward Arrow to assign this worker to the supervisor.
6. Their Worker ID, Name and County now appear on the list reporting to the supervisor.
7. Click Save or Cancel.
10.2.4 Remove a Caseworker from an Escalating Supervisor

1. Enter Worker ID number.
2. Select the Current Supervisor Escalating Worker ID number.
3. Choose the assigned County or Counties.
4. Select the Worker ID (Caseworker) being changed - from the right hand menu.
5. Click on the Backward Arrow and the worker will be removed from the Supervisor’s case list.
6. Click Save or Cancel, or repeat steps 2-6 in 9.3.1 to assign a new supervisor.
10.3 General System State Settings XE "General System State Settings" 
General State Level Configurable Values is the section of the website that is customizable for the state when it comes to system settings and roles. Access to this function is role based. Configurable value menu items are updated from this portion of the website such as: 

· days to store profile elements, 
· days to store uncompleted applications,
· days to store portal Worklist XE "Worklist"  item,
· Worklist XE "Worklist"  item escalation days,
· image size of document,
· minimum wage,
· workers to review direct deposit,
· copy of new court order,
· Child Support Estimator Guideline Table.
Changes made on this screen will take effect immediately.
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Figure 10‑2  General System Settings
10.3.1 Configure Message Types

At the state level
Data Retention and Verification

Other State Settings

Copy of Court Order

Save or Cancel
10.4 County Information XE "County Information" 
The County Information XE "County Information"  tab is the location where information may be modified as to the particular offices and their contact information. CSE office locations will be designated with physical address, mailing address, office hours, phone hours, website address and name of the contracting official.  The information on the LOCATE OFFICE pages will come from these pages. This information will be supplied and maintained as a role based function.
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Figure 10‑3  County Information
10.4.1 Navigating to the County Information XE "County Information"  Page

Steps

1. From the Main Menu on the CSE Landing Page, Select System Configuration. XE "System Configuration" 
2. The System Configuration XE "System Configuration"  Page appears. Select the County Information XE "County Information"  tab on the left hand side of the page.
3. The County Information XE "County Information"  Page appears.
10.4.2 Understanding the County Information XE "County Information"  Page
The County Information XE "County Information"  page will display the default county settings and is modifiable by the worker assigned the functions of updating these pages. The information provided here will be reflected on the LOCATE OFFICE page.

Browse When the case worker clicks on this button, should able to browse for the required image file.

Upload: when the case worker clicks on this button, should upload the selected file to the destination.

Save: when the case worker clicks on this button, should save the modified information to the system.

10.4.3 Updating the County Information XE "County Information"  Page

Steps

1. Select the particular county from the drop down menu
2. Check box if wish to have email address available to the public or leave unchecked if you do not wish to publish the email address
3. Enter County email address
4. Enter Street Address for Office
5. Enter Street Address 2 for Office – or leave blank if n/a
6. Enter City
7. Enter Zip code
8. Enter Office Hours Monday – Sunday in HH:MM select AM or PM to HH:MM select AM or PM
9. Enter Phone Support Hours Monday – Sunday in HH:MM select AM or PM to HH:MM select AM or PM
10. Enter Contact Phone Number
11. Enter Fax Number
12. Enter County Website Address
13. Enter Contracting Officials Name
14. Click on Browse – to browse for photo
15. Select the image file in menu bar
16. Click Upload – menu box by County Office Photo box populates with the image file name and location
17. Click Save
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Figure 10‑4 Example of the Find an Office Screen After it is Set Up
11 Search and Exchange ISEP XE "Search and Exchange" 
The Information Search and Exchange Portal (ISEP) application will improve the ability of Child Support Enforcement (CSE) staff to locate NCP’s and obtain more detailed information about them through CSE partner agencies.  Using ISEP workers can access information from partner agencies data sources in one search query and consolidate the results onto one screen for easy review and comparison. Information obtained through ISEP can be pushed to the child support case management system, KASES, in real-time, store the information in an eFile, and workers can take action on information sent to KASES such as generating notices of non-compliance, modifying orders and gathering information for new cases.
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Figure 11‑1 Search and Exchange Screen

11.1 Navigating to Search and Exchange ISEP

From the CSWS

Steps

1. From the Main Menu on the CSE Landing Page see Figure 11-1, Select Search and Exchange XE "System Configuration" 
2. The Search and Exchange Page appears see Figure 11-2
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Figure 11‑2  ISEP Search and Exchange Page
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Figure 11‑3 KASES Screen with Attachmate Toolbar ISEP Icon
From KASES – Attachmate Toolbar
Steps

1. Log into KASES
2. Open the member screen with the MPI # visible.
3. Click on the ISEP Attachmate Icon see Figure 11-3.
4. The Search and Exchange Page appears with the MPI# of the member filled in from KASES see Figure 11-4.

11.2 Understanding ISEP Search Fields
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Figure 11‑5  ISEP Search Fields

KASES Import To include information from KASES a user either starts with KASES using the ISEP Icon to pre-populate the MPI or SSN number, or starts on the ISEP landing page and asks KASES for a MPI or SSN number. A KASES Import with a valid MPI# is required for ISEP to send data to KASES at the end of the process.

MPI Radio Button Must select this button to populate the KASES Import field with the Member Participant Number.

SSN Radio Button Must select this button to populate the KASES Import field with the Social Security Number.

Populate  This button triggers the KASES Import.

Enable Phonetic Search Check this box to enable the phonetic search capabilities. It applies to last name only and a last name is mandatory when employing this method.

Social Security Number  The SSN field must not have any dashes in it, and it must meet validation requirements. A last name and/or a SSN is mandatory for all ISEP searches.
First Name  This is not a mandatory field.

Middle Name  This is not a mandatory field.

Last Name  Last name or a SSN are required to generate a search. The name can only contain Alpha characters. The Last name field is the field that will be used for a phonetic search.

Date of Birth  Date of Birth is only mandatory for a KAMES search; with the other systems it is not mandatory. The calendar icon can be used to populate this field. It cannot be date in the future.

+/-2 Years  This field applies to the date of birth search field. Clicking on this allows the search to look at records 2 years prior or 2 years after the date of birth that is entered. For instance if you think John Smith was born around 1990 clicking this button allows the search to retrieve John Smith records between 1988 and 1992.

Country  This is not a mandatory field. US is the default choice but other countries are available from the drop down menu.

State  This is not a mandatory field. It is not available if a country other than the US is chosen.  

City  This is not a mandatory search field. 
County  This is not a mandatory search field. This will be a drop down menu with choices if Kentucky is chosen as the state.

Must Match?   The default for this search field is the SSN. It is helpful if a KASES Import is used to populate and the user wants to search on only certain search criteria and doesn’t want to delete populated criteria. (SSN or Last Name is mandatory. 

11.3 Conducting a Search in ISEP

ISEP can search up to 19 data sources at one time. Workers can initialize a search either by Social Security Number or MPI Number.
11.3.1 KASES Import
Import from KASES is the process of entering a participants MPI # or SSN to access key data elements to be used to start the search of other data sources in ISEP.
Steps

1. Select MPI# or Social Security Number radio button.
2. Enter MPI# or Social Security Number in the KASES Import field. (If the user accessed ISEP with the Attachmate Toolbar Icon the KASES Import field is already filled in.)
3. Click the Populate button. The search criteria fields will be populated with data from KASES from a valid MPI# or a valid SSN.
11.3.2 Manually Enter Search Criteria

A user may choose to enter the search criteria fields manually or change the data that was populated from the KASES Import function. This will allow the user to better tailor the search for their specific needs. Data must be entered into at least one mandatory field: SSN, Last Name. See the list of available fields and data entry rules in Understanding ISEP Search Fields in Section 11.2.

Remember if a user does not conduct a KASES import with a valid MPI#, ISEP will not send data back to KASES to update.

11.3.3 Conducting a Search (quick step guide)

Step

1. At KASES Import Field Select MPI or SSN Radio Button
2. Enter the SSN or MPI#  in KASES Import field
3. Click the Populate Button 
Data from KASES will populate the search criteria fields.

4. Select Must Match? Check boxes next to search criteria fields.
5. Edit any of the Search Criteria fields to fit your search. If you have not imported from KASES you can still enter the date manually and search the other data sources. (If you do not start with a KASES Import, the data will not be able to be sent to KASES or eFile as the data will not be linked to an MPI#.)
6. Either Select 
a. Search all the available systems,
b. or Data Sources you wish to search by clicking the check boxes in the systems to search table.
7. Click Search
All selected data sources status will change depending on their status to Searching, Ready (X) or Failed.

8. Click the X New Matches Found. Click to Update Results button to add new data source result to search results tab.
11.3.3.1 Inactive MPI

If a user enters an MPI# that is no longer active, but is connected to a newMPI for the member, ISEP will  alert the worker to choose the correct MPI or Cancel the KASES Import.

Steps

1. Select MPI# Radio Button.
2. Enter the MPI # in the KASES import field.
3. Click the Populate button. ISEP returns the Inactive MPI pop up window.
4. Select the Select This MPI button.
5. Select Cancel. The ISEP search page is displayed with no fields populated from KASES.
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Figure 11‑8  Inactive MPI pop up window
11.3.4 Enter ISEP Search Criteria Manually

The user can populate the search criteria fields by using the KASES Import function, choose to add or delete information from KASES after a KASES Import, and choose which data ISEP must match to receive a result match, as well as enter data manually without conducting a KASES Import action.  

If a user does not conduct a KASES import with a valid MPI#, ISEP will not send data back to KASES to update.

11.3.5 Select Systems to Search

In the Select Systems to Search area/table you will be able to view when the data source was either last updated via batch process or if the data received is coming real time from the data source.  Select all data sources with one check box or select one or more data sources manually from the table.
Once the user has selected the data they want to search with, they will need to select what systems they wish to search.  
The systems which are available for search are:

1. Automated Vehicle Information System (AVIS)
2. Board of Nursing
3. Dept. of Insurance (DOI)
4. Dept. of Revenue (DOR)
5. Dept. of Transportation (DOT)
6. Enhanced Management Administrative Reporting System (eMARS)
7. Federal Case Registry (FCR)
8. Fish & Wildlife
9. Housing, Buildings and Construction (HBC)
10. Interstate Data Exchange Consortium (IDEC)
11. Justice Xchange (JX)
12. The Kentucky Automated Medical Eligibility System (KAMES)
13. Kentucky Dept. of Education (KDE)
14. Office of Worker’s Compensation (OWC)
15. Kentucky Real Estate Commission (KREC)
16. Kentucky Vital Events Tracking System (KVETS)
17. TWIST (Cabinet for Health and Family Services software system)
18. Unemployment Insurance (UI)
19. WAGE Records
Once a participant is identified and KASES search and import is complete OR once a user bypasses KASES import, ISEP will continue searching against external data sources. These data sources all potentially contain information about Child Support participants.

ISEP will receive information from data sources at different intervals based on whether the data source is using a batch program or web service to send data. To view the date that data was last received from a data source, the user will click View Data Refresh Date. This will display the list of all data sources and the last date data was received from that source. 
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Figure 11‑9  View Data Refresh Date Results

11.4 Reviewing ISEP Search Results

The ISEP Search Results are the way the user can review what data is available from the other systems based on the users search criteria.  The major functions available to the user to help review the data are:

· Sorting Data by column
· Filtering data
· Match Data Fraction (working with the Must Match check boxes)
· The Quick View
· The Intermediate View
· The Compare View
· The Detailed or Full Data Source View
The ISEP search results portion is designed for the user to easily see the data returned in short one line items that can be expanded to show more detail.  Then be able to select 2 – 4 results to conduct a side by side comparison.  And finally when the user is looking to see the full detail they can see all the data elements returned for that particular search result.  These are broken down by Tabs to allow the user to easily navigate from view to view without losing data or having to navigate back and forth between windows.

The Tabs and functionality are:

· Search Results Tab
· Provides the Quick View which contains
· Data Source
· Person Name – Last Name, First Name
· SSN
· Date of Birth
· City
· State
· Match Data – How many of the search criteria match
· Confidence Ratio – How frequently has this data source been searched on and then used to update cases
· Provides the Intermediate View which add a line of data to the quick view that contains:
· Employer Name
· Date of Death
· Address – Street Number, City, State, Zip
· County
· Select check boxes to Compare results
· Click Column Headers to Sort
· Right Click Column header to select filter option
· Compare Tab
· Allows for Side-by-Side comparison of 8 data elements
· Source Name
· Match Data
· Confidence Ratio
· Name - FirstName, LastName
· SSN
· Date of Birth
· Employer Name
· Address – Street Number/Name, City, State, Zip
· The ability to remove from comparison list
· Detail Tab
· Review all Data sent to ISEP from Data Source
· Select data to be sent to update KASES
· Select the search result to be sent to eFile.
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Figure 11‑10  Search Results Tab Quick View

11.4.1 Working with Search Results

Steps

	After iSis conducted, update results as needed using the X (number of Rests) New Results Found.  Click to Continue button.

	1. Select up to 4 search results to compare by selecting the Compare Check Box column heading for that data source.
Compare Tab will become available.  Upon clicking the fourth selection the user will be taken directly to the Compare Tab.

	2. If not directed there select the Compare Tab by clicking it.

	3. Review the side by side Compare Data (see Figure  11-10)
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Figure 11‑11  Compare Results View



	4. Click the Search Results Tab.

	5. Select Details link for a select search result.
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Figure 11‑12  Intermediate View
The Intermediate View will be displayed (see Figure 11-11).



	6. Click the More Details in the Intermediate View
The system will display all details it has for that result (see Figure 11-12). The Tab will be named after the data source associated with the record, i.e. eMARS, Board of Nursing, etc.
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Figure 11‑13  Detailed View

	7. Review the data elements received from the data source.
Note: If the data source does not have data for the particular field, the field will be blank.

	8. The user will be able to select data to be sent to KASES from this window by selecting the check box next to the particular data element.
See Data Source Matrix to view which data elements are eligible to send to KASES and what format is required.
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Figure 11‑14 Search Results Detail Tab

11.5 Exporting Data
The ISEP Application will allow the user to review the data results from the various data sources and Export that data from ISEP to the KASES System.  It is important to reiterate that the user must first import the MPI number from KASES in the KASES Import process.  

ISEP is designed to send the data to KASES in the correct format to reduce the possibility of KASES rejecting the data due to improper formatting.  
For exporting data to KASES and the eFile system there are two tabs utilized to assist the user:

· The Detail Tab:
· The user will select the individual data elements to send to KASES
· All Data will be shown in the format it was received from data source
· ISEP will not allow a user to select data that is ineligible for export
· Not eligible
· Invalid data i.e. – future date of birth
· The Queue Tab:
· Holds data elements selected from the Detail Tab(s)
· Allows for review of Data and removal from queue
· Allows user to choose what data type the data is, i.e. address could be residential, mailing or potential
· All data is shown in the KASES format, so if KASES requires no more than 15 characters and the data comes over with 20 characters, ISEP will truncate the data to fit into the KASES field
11.5.1 Sending Data

Steps

1. At the Detail Tab Select data elements to be sent to KASES
· Select ALL Check Box
· Select One individual
· Select more than one
When one or all check boxes have been selected the eFile Check box will be selected. If you wish to only send the result to the eFile select the eFile check box manually. Only all or none can be sent to eFile; individual results cannot be sent to eFile.
2. Click the Send to Queue button.
The Queue (x) tab will appear.

3. If the user has more items from the search to select they can return to the search results tab and choose more data elements to send to KASES or proceed from the queue tab.
4. Confirm Data and data type being sent to KASES.
5. Remove and data that you don’t want to send to KASES by de-selecting the check box.
6. Review Data Sources being sent to eFile.
7. Click Send Data Button.
The progress wheel will continue until the data has been sent and the user receives the Data Sent Successfully message.
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Figure 11‑15: Data successfully added to Queue
11.5.2 Error WhenSending Data from ISEP to KASES

If the Worker selects to send data to KASES and the information is not successfully accepted into KASES, an error message is displayed.  A message similar to the one displayed in Figure 11-15 will be displayed
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Figure 11‑16: Error message sending results to KASES


12 Co-Browsing XE "Co-Browsing" 
Caseworkers can assist members with web portal issues by using the Co-Browsing XE "Co-Browsing"  Option. In the Co-Browsing mode, Caseworkers are able to view Member’s website account page which will allow the Caseworker to assist the Member in understanding what they are seeing on the screen. 
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Figure 12‑1  Co-Browsing XE "Co-Browsing"  Screen

12.1 Navigating to Co-Browsing XE "Co-Browsing" 
Steps

1. From the Main Menu on the CSE Landing Page, Select Co-Browsing. XE "Co-Browsing" 
2. The Co-Browsing XE "Co-Browsing"  Page appears.
12.2 Co-Browsing XE "Co-Browsing" 
Steps

1. Enter the MPI number of the member you wish to view.
2. Click Continue button to see member’s landing page.
3. A new browser window appears with the member’s landing page. 
4. Click Cancel when finished and Co-Browsing XE "Co-Browsing"  session closes.
12.3 Understanding Co-Browsing XE "Co-Browsing" 
Members may call in and ask questions about problems they are having on the website. As a worker you can help them by using the Co-Browsing XE "Co-Browsing"  tool. 
After selecting the Co-Browsing option and entering the MPI Number, the worker will be taken to the Member Landing Page where he/she can see the screen being viewed by the member, but will not be able to observe any information being entered by the member.  Worker cannot make any changes on the person’s website as Co-Browsing is “view only” for the worker. 

Remember: Caseworkers must ask the Member if they consent to the Caseworker viewing their Member Account Webpage. Be sure to ask for their consent before they provide you their MPI number and you launch their Member page. 
Index________________________________________________________________
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Figure � STYLEREF 1 \s �5��� SEQ Figure \* ARABIC \s 1 �10�  Submitted Question Worklist











Tip


To Manage Your Worklist


Click on the fly out menu and sort items by ascending or descending.


This will allow you to view the oldest or newest items first.
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Figure � STYLEREF 1 \s �9��� SEQ Figure \* ARABIC \s 1 �7�  Edit Notification











Figure � STYLEREF 1 \s �11��� SEQ Figure \* ARABIC \s 1 �4�  ISEP Screen with MPI #





Figure � STYLEREF 1 \s �11��� SEQ Figure \* ARABIC \s 1 �6� Search Using SSN Import from KASES





Figure � STYLEREF 1 \s �11��� SEQ Figure \* ARABIC \s 1 �7� Search Using SSN Import from KASES





TIP


Remember SSN and/or Last Name is mandatory to conduct a search. 
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