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MICSES Training Manually closing a CAR and IV-D case Job Aid

PA: MANUALLY CLOSING A CAR AND IV-D CASE JOB AID

Purpose

There are times when a Court Action Referral (CAR) and/or a 1V-D case can be closed by the
Prosecuting Attorney (PA) office instead of being sent back to the Support Specialist (SS).
This job aid provides detailed instructions on how to manually close a CAR and the associated
IV-D case in MICSES. In this example, a custodial party (CP) who is not receiving public
assistance failed to attend 2 interview appointments.

Process MiCSES Screens
Manually Closing a
CAR ¢ase Managemant Financial Management Reports Mahagemant Scheduling'worker Management  System Maintenance Exit Window
. S = . : - : - g e A
1. Navigate to the . , P PAO 1E 5 ~
LPRO - Lega/ I N x| 24 User: GOLDENS Date: 08062009 0518 AM Scrpen’:
Processor screen | [ & ™ quica N0 Caseto Couny
| Namo (Lost Sufflx, Fest Ml Role Aftorney
2. Type the CAR CP UTAH, NANCY LYNN Child UTAH, ALYSE 1= Chatd fo ]
number in the N e |
. O caufiedisrdi af CasaDiary |}
CAR No field.  Soioct Major Acivify e .
: i Seloct Activity Mathod  DEFLT ANEVWER - Newe Major Act ‘
3. Press the — Open Major Acthities — =
<ENTER> key. e escuption Boor Wocker User

0507029 INMALCAR : - SYSTEM

08/06/2009  DIBP IND INT QaO1003 a JANCRSND —

r Minor ACthary History
1 ORUE2C0T - QISP NTERV D&7I02008 1
L 0570772000 EVALNEWCAR = 080772008
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LPRO — Legal Processor screen
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Process MiCSES Screens
4' Close the Open Case Management Financial Managemant Regorts Management §ehaauhngforker Managamant System Mamtsnance  Ext Window
activity chain(s) :
by double

clicking in the
Status of Major
field.

The word OPEN will
change to CLOSED

5. Click the Update
icon

(Last Sumi Fiest Ratemmm

="

Majorm:t'mly ‘
Description / r

Start Date

Acion . Action
Taken Date

The LPRO screen will s
Ext pindow

look like this when all
activity chains are
closed.
*LW&WMWM; Py
CARNo' 199999 L., TourtCass
ST S!arwme ko Ry
;omm«mm“ l
unof Ac :
R StartDate Descumm - Due Date Taken Date wu"'ub" _ .
LPRO — Legal Processor screen
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Process MiCSES Screens

Qase Management Einancial Managemem Bepons Management gchegduling/wWorker Managemem System Mamtanance Ext \f{ndow

. aan Lt
i mﬁé. ..-:;1'. 255 -;A-. o

6. Navigate to the

clivity Diary TR LY ARV R
screen. — - —— ==
;‘N«ntmﬂ 234008 0 Docket D CAR Na, 29593 County 0i5 Oenesse |
7. Confirm all } Interstato  CowtCase e ' W .DCasu Status | O OPEN : ]
o 0 NCP  B7E91234  UTAH PHILLIP ACAM Primary Workes 10 JAVORSKD End Status i
activity chains ! cp | TAEASHTI T UTAH NANCY L 133455708 VO Case Type A FiA-CURRENTASSST RmasoncD |
are ata ! e T z ]

: functional Ares ALL Activty Groap ALL Status ALL from To
completed — | i

COMP status

[ owoszima e57. " Ecan . e tazaaoos cocsauns ‘cowp ' 82

AR | ORD&2008 EST | EICAR | SINTZ | DEI0NZ009 08082008 'COMP | WD
If an activity {S open, 1| 0a0wI009 ST [NCPLCC ~NCPaM | [0EU2009 (06022009 | COMP | 0
take appropriate steps 1080772008 | EST | EICAR | EVCAR 050772000 0810822008 COWP < SM
. ;|| 0572009 TEST | BICAR | RECAR 020772008 (03772009 cOMP. | IJT
to close it. ij| Ds72009 |EST (NCPLOC | NCPIM (07102008 [0804/2003 ' COMP | JA

0083003 [LOC | LOC  LOSNTL 050772009 0572009 COMP

' :J;ﬂ
K3}
 CASD - Case Activity Diary screen
8. Navigate to the 1‘*‘—"““ Sy A’;‘: DR M_ ;m S B DO i
LCSE screen. _ s Mnosinmae S sl ol s dindia el
9. Change the CAR | i e
Status to R — by 3] Y] _ ? ﬂ User; GOLDENJ Datec DA272008 0802 AM  Rugorc MTA  Scroen:
Rejected Referral m:!s\saas  CoutCaseMa|  [OP N:DCassMo [123455789 County .. . ey
. Hame {Last Suffee, First M Role. mwm S e MAS e L
or X — Prior c LR NANCYLOSL Pl owt URHASE T Ey o |
Action Existed. e ERPRLEAONS 7 067 T by e T
op | Confidentisl? __ Casa Diary
Information
10.Press the <TAB> xém T £ R eo— —
key. : [-cumn-n‘ﬁi‘"mu-r-. RTINS e e I
11.Click the Update | || . cArssus B8 Agencycomsloma? = WCPIsNOMw? ©  LogAmCode €
iCOﬂ Non Coop Reasumr A Answer Dt | Req Action [DF Ct Action Type |OF
12.Click OK on the
“Please review
workflow” e
prompt. —— r— e —
Data of Bith | Gender | Link Chid 1o Other CAR | R l
13.Click OK on the e
“Update LCSE Legal Case screen
Successful”
prompt.
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[ Process MiCSES Screens

]
The CAR iS now Closed Cass Management Fmancxamanagnmen( Repods Management SchsdulingMWVorker Managemant Systerm Masrtename Bt vindow

and the IV-D case

, remains in the EST Cw aim e ogiomRi— e o e ngiaeorn o Ao it Serslal
' functional area as seen | === o : - e
G ; Lot
' here on the CASE By e At ki P s 3 nbhoa
i NDCaseNJ 912438555 Docket Interstate | -

screen. If the IV-D case
should go to another
office, the local options
administrator (LOA) in
your office can send the
IV-D case to the
appropriate office via
the CRAS - Case
Reassignment screen.

If the IV-D case should
be closed, follow the i St , ‘
CASE — Case Member Details screen

NDCmTw« :g“’*«‘iuom\ssmmce | Assistence Iypo NONASSISTANCE Onmdbri " omosnoos
3 , S FAONE RESURET upate ke BB

Upiote BT | 08082008

R T

Updatu
fﬂMmH‘b'm WWorker

Hist |

Closing a IV_D Case Gase Management Flnancial Managemsnt Reports Managemant Scheduling¥orker Management System Maintenance Ext Window

)

- oate 0806:2009 0818 4M Regor: MTP Screen

1. Navigate to the
CASE screen.

2. Double-click in
the IV-D Case
Status field.

3. Select M- CASE
ELIGIBLE FOR
CLOSURE.

4. Tab to the Case
Status RC
(reason code)
field.

5. Select the
appropriate case : ~ bk e : L .0
closure reason CASE - Case Member Details screen
code. (For our
example N9 —-CP
UNCOOPERATI
VE IN NON-FIP
CASE was used)

macmy w25 ‘GENESEE T casmstory
' e vt mtmstue ]

Opensd DT | 080372008

{GASE ELIGIBLE FOR CLOSY am. Snm:a g
UNCOOPERATIVE NG mwmam

Prog Case pombey Child EST PV

L
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Process

MiCSES Screens

6. Click the
UPDATE icon.

The 60 day notice of
case closure will go out
automatically, if
appropriate, and the
case will close in
approximately 60 days.

7. Navigate to the
NOTE - Notes
Processor screen

8. Enter a case
note stating the
reason for case
closure.

Case Mana'gemer}t Einancial Mariagement Bepuhs Management SchedulingWarker Management System Mainianancs Exit Yindow

b - b i JNAY 2 FH - . 4 -
IS % B ? Bl user coLpeEnd Date: 090120090350 PM  Reglon: MTP  Screan
1 Motes For -
I\ Dockit No N-D Case Status || Prumary Worker I BERNDTL
VD Case Type 1 NON-ASSISTANCE Court Case Type Interstate IND
NCP 67861234 UTAM PHILLIP A 123456788 Lrlorcoment Status
| CP TBO45612 WUTAH NANCYL 123-45-6768 Rarasun
I
Description Show Ralsted Notes
Cinesen PA - CF i3 nol on assistance and has missad two schecuied Interviews, Closing IV-D case for non-cocperation. ! ;i
: _ _ -]}
L. 2 Date From Date To User Notes Only
| . i

"~ NOTE — Notes Processor screen

NOTE: If you get an error message stating the IV-D case can not be closed due to an open
CAR, go to the CLST — Case Search List screen and search for the child(ren) name(s) to
locate any additional CARs. Close the CARs following the steps in the Manually Closing a
CAR section above, and then close the IV-D case by following the steps above.
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