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Genetic Test Exclusion Job Aid

OCS: GENETIC TEST EXCLUSION JOB AID

Purpose

This job aid provides detailed instructions on how to work a REV CAR ALRT when the putative
father (PF) is excluded via genetic testing. In this example, the PF has completed genetic
testing and is not the biological father.

Process

MiCSES Screens

Review CLST
Screen to Review
CAR status -

1. Navigate to
the CLST
screen.

2. Type inthe
IV-D number
in the IV-D

Case ID field.

3. Press the
! <ENTER>
key.

4. Select the
“Establishme
nt
Information”
Tab.

5. Confirm that
the status of
CAR is O
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CLST - Verify CAR status is “O”
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Process

MiCSES Screens

Navigate to NOTE
screen

6. Confirm that
the CAR
notes are the
notes
showing.

7. Verify notes
show that a
Genetic Test
Exclusion
was
performed by
Prosecuting
Attorneys
Office.

B Michigan Uhild Support Enforcement System (MICSES) - l@_‘.

Case Management Financial Management Reporls Management SchedulingMorker Management System Maintenance Exit window

Navigate to the
CPRO screen of IV-
D case.

8. Verify that the
Review CAR
status is
selected in
“Minor Activity
Description”.

9. Double Click
on Reason
code.

Casa Management Financial Management Reporis Management SchedulingfWorker Management System Maintenance Exit Window
! _ CPRO . CASE PROCESSOR
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Action
Due Date

Mumnor Actaaty
Description

frason
Code

Action
Taken Date

Start Dale
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Genetic Test Exclusion Job Aid

MICSES Training
Process MiCSES Screens
10. Select B2 Michigan Child w1 Enforcement System [MiCSLS)
“Reviewed” Case Mansgement Financial Management Repors Management SchedulingWorker Management System Maintenance Exit  ‘Wind
from the pop CPRD . CASE PROCESSOR
X ) | 1| user: poLTON®
up Window. -

11. Click Update

12. All activities
should be
closed for this
IV-D case in
the CPRO
screen.

Navigate to NOTE
screen (IV-D)

13. Place Note in
IV-D notes
that the NCP
was Excluded
by Genetic
Testing.

14. Click Update.

Case Management Einancial Management Repotts Management Scheduling/Morker Management Sysiem Maintenance Exit Window

NOTE . NOTES PROCESSOR
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MICSES Training Genetic Test Exclusion Job Aid
Process MiCSES Screens
assistance for CP - - =
and Child(ren) O ,
15. Using : e e
Business [Bogin Oate |End Do |y || [
Obiects: E [7/12008  |12/31/9303 ikt AailtaASS FMSememmpm——— St
Jects: £ |7r1/2008  [12/31/0990 e | W
Confirm that cDC £ [712008 49573179950 eeuuweue| waies
CP/ChiId(ren) coe i 71112009 1203179999 | adeidiaiebend
Ay FAP HE  [7/12008 |12/31/9999 emumeeitttanny
Gl r_ecelvmg £4P E [7/12009 |12/31/9930 e
Public FAP E 7712008 |12/31/9929 | MSsmu—
Assistance £ap E 772008 |12/3170290 | nusmmeeem—m——nt
oaid-Family M8 - LIF B |E 71172099 123179999 w
16. If : bk - LUF £ |mve00e 12319998 W
CP/Child(ren)
are not
receiving
Public

assistance:
Work on case
is complete
for SS.

17. If
CP/Child(ren)
are receiving
Public
Assistance:
SS should
continue with
following

steps. (ssrp
2006-019)
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Process MiCSES Screens
Navigate to the B Michigan Child Support Enforcement System (MICSES) t — &
Case Management Financial Management Reports Management Scheduling®orker Management System Maintenance Ex indow
CMAD screen. | CMAD . CASE MEMEER ADDITION . N
18. Select Lo | Dste: 100120000447PM  Reglow: PRO Screen|

“Create New
Case” on the
top Right
hand cormner
of Screen.

19. Enter County

in which the
CP/Child
Reside in.

20. Enter

CP/Child(ren)
Identifying
information
into the
screen.
Updating
after each
member has
been located
and selected.

21. Press

“Create UNK”
button to add
Unknown

NCP to case.

22. Select

“Create
CASE".
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Process MICSES Screens

System should B wichigan Uhild Support Entorcement System (MICSES)
have moved you to
the CASE screen.

23. Update “Func o County . f-nuﬁ:}“ &— ng-m

RFRL Source | | Mocssime ! mw-nmmm o w-g-w qo0mns
CasoStatusRC| | 5= PRWorkes ID MMW

screen to g.'......-.nr—"——- Med 45 Ony | V-0 Appiicars

match R

CP/Chlld(ren)' R o Cote s G MOE I 5~ N

S pUb“C S Member Name i L ; : Slatus Pl Type mn‘ Worker

assistance ~ : :

Type.

24. Click Update

Navigate to the B michigan Child Support Enforcement System (MiCSES)
MHIS screen for Case Managemant Financial Management Reports hﬁanagement SchedulingMoarker Management System Maintenance Exi  Window
the New IV-D case. ! : :

25. Update/Verify  bunt o] —
correct MHIS e
records for
Child(ren)
and the CP.
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