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Linking a Child from one Car to another CAR Job Aid

LINKING A CHILD FROM ONE CAR TO ANOTHER CAR JOB AID

Purpose

The purpose of this job aid is to assist a PA worker with linking a child on one Court Action
Referral (CAR) to another CAR on the LCSE — Legal Case screen. To be linked to another
CAR, both CARs must be associated to the same V-D case and only members with the role
of a child can be linked. This process eliminates the need to reject two CARs back to the
Support Specialist to create a new CAR with both children. Once the link is complete, the first
CAR will close and both children will be on the same CAR.

Process

MiCSES Screens

Viewing the Multiple
CARs associated to
the same IV-D case

1. Navigate to the
CLST-Case
Member Search
List screen.

2. Search for the
IV-D case
associated to the
CARs to be
linked.

3. Click the
Establishment
Information tab.

In this example we
have CAR 628413
and CAR 628412
associated to IV-D
case 912439556.
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Process

MiCSES Screens T
—

4. Navigate to the
LCSE - Legal
Case screen.

5. Open the CAR
that displays the
child that should
be removed.

Once the link is
complete, this CAR
will be closed.
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LCSE - Legal Case screen

6. Click on the child
record in the
Legal Case Role
Information
section of the
screen.

This will enable the
Link Child
command button.
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Process

MiCSES Screens

7. Click the Link
Child command
button.

The Child Detail
pop-up will display
the child’s date of
birth and gender.

8. Click the drop-
down arrow in
the Link Child to
Other CAR field
to display all
CARs associated
to this IV-D case.
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9. Select the CAR
the child is to be
linked to
(destination
CAR) in the Link
Child to Other
CAR field.

10.Click the Update
icon.
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MiCSES Screens
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11.The message,
“‘Are you sure
you want to link
this child to other
CAR?” displays.
Click OK.
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LCSE Legal Case screen

12.Click OK on the
“‘Update
Successful”
message.
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Process

Notice the child is
removed from the CAR
and the CAR status has
moved to 6 — Child Link
to Different CAR.

Congratulations! You
have just linked a child
from one CAR to
another.

MiCSES Screens
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On the LCSE screen,
both children display on
the destination CAR.
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