MICSES Training

£

*/CSgQ

CP in Non-Cooperative and on Assistance Job Aid

PA: CP IS NON-COOPERATIVE AND ON ASSISTANCE JOB AID

Purpose: This job aid provides detailed instructions on how to work a CAR when the custodial

party (CP) is non-cooperative and is on assistance.

Process

MiCSES Screens

Marking the IV-D case
as Non-Cooperative

In this example, the CP

Case Management Financial Management Reports Management GchedulingWorker Managemaent Systern Maintenance Exit Vyindow

has not attended two
interview appointments
and will be marked as
non-cooperative.
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1. Navigate to the

Seloct Acthty Mothod DEFLTANSWER 7],

LPRO - Lega/ i o Major Acthuty Workerlser
Processor e Description Major
screen.

Minor Actiaity ' Acticn
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2. Type in the CAR Dsr.ntm Dm
number in the SRR tanerond

CAR No field.

3. Press the

" ching { :Code_[Descripton
CLRKTOFILE

S Y pg ECaR__
_ Confdential? L6 oen COMPLAN .

<ENTER> key.
4. Double-click in

the Reason

Code field.
5. Select NC - R T cacate [

NON-COOP. T
6. Click OK. \ WMé
7. Click the Update wmwwwmzﬁﬁ%?f . e
icon- POPWWM& ’ l‘xorm:' ]

An alert is sent to the

Support Specialist (SS)

Minor Actnaty
Description

to follow up with the CP.
They will send a contact

letter to the CP asking

them to contact the SS.
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LPRO - Legal Processor screen
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MiCSES Training CP in Non-Cooperative and on Assistance Job Aid

Process MiCSES Screens
M|CSES aUtomatica”y !Qass Management Financlal Management Beports Management SehedulingMorker Management  SystemMaintenance Exit Window
i

navigates to the NOTE F

- Notes Processor QNI 0 PIRE e aoige)
screen. The note “CP = ovrm —
found to be ZIL‘N_D.:;&IJ 123456789 CAR Case Status R R VR S
uncooperative — | R Ty : -

Support Specialist WCP ETES1234  UTAH. PHILLE ADAM

notiﬁed" iS added by .I CP 78945612 UTAH. NANCY LYNN

MIiCSES. If you have | [[Descripton

more information to
share with the SS, add
another note with the

|

details. i
8. Click the Clear J
|

8|

4

Date: 08032009 0R1IAM  Roglo: MTP  Screen,

B4 Hl

2 Dato From Date To Usar Notes Ondy

—

icon one time.

9. Enter a note
detailing the
circumstances of
the non-
cooperation.

Notice the CAR status
has moved to Q — Non-
cooperation.

10.Set a reminder to
check the case in
60 days.
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CP in Non-Cooperative and on Assistance Job Aid

Process

MIiCSES Screens

Close the CAR

After 60 days, evaluate
the CAR for an agency
complaint. If no agency

complaint can be filed,

close the CAR using the
DH - CL CAR/NCOOP.

11.Navigate to the
LPRO screen.

12.Enter the CAR
number in the
CAR No field.

13.Press the
<ENTER> key.

14. Double-click in
the Reason
Code field.

15.Select DH - CL
CAR/NCOOP.

16.Click OK.

17.Click the
UPDATE icon

\ T woes Frd%
Name Last SuTi, st M)~ Role Atiormay
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Acton Action
Due Dalp ; Taken Date

Minor acmmy )
Description

Actvity
Start Date
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CP in Non-Cooperative and on Assistance Job Aid

Process

MiCSES Screens

MICSES automatically
navigates to the NOTE
screen. The note
“‘CLOSE CAR, CP
NONCOOP > 60 days”
is added by MiCSES.
Notice the CAR status
has moved to R -
Rejected Referral.
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Case Mana;emem Etnanaaik&anagament Beports Management schedulmg:WorkerManagemam System Maintenancs Em window

Date: BU.022009 00:06 AM n-m MIC  Scieen. :

P —

M.DCasal0 123456789 CAR Case Statug R
ncp 67281234 UTAH, PHILLIP ADAM
cP TES45612 UTAH, NANCY LYNN

Description

FLOSE CAR CP NONCOOP > 60 DAYS

% paefrom . - DaaTe " User Notes Only

L | Dater Typer D Description Entered By
08032009 0308  CAR 68508 CLOSE CARCP NONCOOP > 80DAYS - sveTEM B
08/032000 0808 CAR 825506 [CAR Staws changud fom QW R, SYSTEM
0320000808 CAR 818506 ~ P found 10 be nan-cooperaime - Bupport specialist rolifed SYETEM
03020090808 CAR 625508 _Mtnpanlon rsason :hmmd' (1] | SYSTEM
08M32009 0805 CAR

620506  (CAR Status changed fomAlo O SYSTEM

NOTE — Notes Processor Scréeh )

18.Confirm all
activities are
closed on the
LPRO screen.
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r*\jg {28 User: GOLDENS Dote: 08:27/2008 08:02 AM Scieen:

’-csmu j99299  cCoutCaseMo|  [0F |vDCaseMo (123456785  County ¥
P Lawt Sl st MO, Ao lﬂr_mnw T
CP JUTAH, NANCY LYNN Child |UTAH, ALYSE k4 __Chidinfo
nep |UTAH, PHILLIF ADAM _..__..;. o Judgerame [

op | FiE Confidentiar? |~ _ CaseDiary |
Seloct Major Acthaty . T
: [ Sotect ActMityMethod DEFLTANEWER =) New Major Act |
- Open Major Activities

Bagw Acivity
Description

Start Date

Actaty Mo Acthaty Action Action
Description [ue Date Taken Date

Start Dater
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LPRO - Legal Processor screen
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CP in Non-Cooperative and on Assistance Job Aid

Process

MiCSES Screens 7

19.Confirm all
activities are at
COMP
(complete) status
on the CASD -
Case Diary
screen.

The CAR and all PA
activities are closed.

;Qasa Managemeant Financial Management Kepcds Managemsnt gcnedulingMiorker Management  Systermn Maintenance Ewt Window

cp’ 78345612 UTAH NANCY EYNN™ 7
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CASD Case Act|V|ty Dlary screen

SRR e S Savgente
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