N-FOCUS Major Release
Economaic Assistance

August 13, 2017

A Major Release of the N-FOCUS system is being implemented August 13, 2017. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.

Note: This section will only appear when there are tips, enhancements or fixes specific
to Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD, ADC
Payment, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

ADC 30 Day Application Denial (New)

Policy has requested that any application for which an interview was scheduled to be held
within the 30 days following the application received date, but was not held, will be denied. A
batch program will generate the appropriate correspondence and an automatic narrative will be
created.

Child Care Sixpence (New)

Sixpence is a federal program that promotes early care and learning opportunities that help
parents guide the healthy development of their infants and toddlers.

Child Care Providers must complete training before they are eligible to participate. The
following trainings have been added to the Training for Organizations Training drop down
menu:

Orientation/Pre-Service
Recognition and Reporting Child Abuse and Neglect
First Aid/CPR Training
Other/Ongoing Training as Required by the Department
o If Other is selected, the worker will be required to enter narrative.
o When any of the other trainings are selected the worker will have the option
to narrate.

A Service Approval will be created with the Provider when the four trainings have been
completed. The four trainings will have a completion date as the Service Approval Begin Date.

With this release, the Sixpence will be added to the Home Detail window for the Child Care
Organization. The assigned worker will populate the Begin Date.

N-FOCUS - Home Details y = =
File Actions Detail Goto Help
I I I e ey
a1 = 2
UPDATE
Organization Name: CHILD CARE 4 U ID #: 31436165
Facility Type Slots Status Begin Date Reason
CHILD CARE CENTER 0 ACTIVE 01-02-2002 - Add
FAMILY CHILD CARE HOME | 0 ACTIVE 01-02-2002 E —
FAMILY CHILD CARE HOME 1l 0 ACTIVE 01-02-2002
FAMILY IN-HOME CARE 0 ACTIVE 01-02-2002 - —
4 m +
Number of Own Children E Pre-Service Completed Date
Family Composition |[NONE] j Placement List
Family's Ethnic Group |[NONE] j License/Approval
Family's Primary Language |ENGL|SH j Employment/Education
Family's Second Language |[NONE] j Inquiry/Motivation
Family's Religion |[NONE] j Adoption Exchange
Child Care License |d Number Training
Accreditation Begin Date End Date
QRIS STEP Rating  [> Begin Date [5-03-2016 End Date ‘
Sixpence Begin Date [05-012017  End Date |
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End Date Correction

If the Sixpense End Date is incorrectly entered, the date can be changed by selecting
Action>Correct Sixpence End Date.

5 - e ot ) S

File | Actions | Detail Gote Help

!I Add Facility Type 5
£

Remowve Facility Type

Update Facility Type Status

Change IV-E indicator

Correct Sixpence End Date ]

View Home Study »
Print Cut of Home Setting Assessment
Print Placerment History Report

The Correct Sixpense End Date pop up window will display. Enter the correct End Date and
click OK.

MN-FCOCUS - Correct Sixpence End Date - -

Sixpence End Date I

i Ok | Cancel

L ]
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Child Care Training (New)

Federal mandate now requires Child Care Providers to complete additional training. The
following new trainings have been added to the Training Organization Related Person(s)
window in the Training drop down field:

e Orientation/Pre-service
¢ Recognition and Reporting Child Abuse and Neglect
¢ First Aid/CPR Training
e Other/ongoing training as required by the Department
N-FOCUS - Training for Organization Related Person(s) l =1 8

File Detail Help

LI[=T i|[?] SlE

Organization Name CHILD CARE 4 U ID# 31436165 UPDATE
Related Person |TEST TRAINING j
Training Date Completed Hours Next |
OrientationfPre-service 06-01-2017 .00
Otherjongoing training as required by the Department 06-01-2017 .00 05-31-

p
Training | j 4
Date Completed OrientationfPre-service 4

p o . .
Recognition and Reporting Child Abuse and Neglect
First Aid/CPR. training

Otherfongoing training as required by the Department

Marrative

A Service Approval will be created with the Provider indicating these four trainings
completion date the same as the Service Approval Begin Date.

60 days prior to the due date for the trainings, the RD Worker will receive an Alert. The
Director/owner of the Child Care Agency/Provider will need to provide the RD worker with
verification that the trainings have been completed for all employees.

Child Care Authorization Closed (New)

With this release, when a Child Care case is closed a batch process will be run to
automatically close the associated Authorizations. This batch process will run on the same day
as the SNAP closure process.

Note: Child Care Authorizations do not require a 10 day notice and will be closed for the
same date as the program case is closed.
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EBT Card Issuance History Window & Electronic Benefit Card Issuance List (Change)

To alleviate some confusion on the EBT Card Issuance History window and the Electronic

Benefit Card Issuance List Window, the ‘Card Avail. Date’ has been changed to ‘Card Action
Date’.

Person Name SANDY SUE

ID Number 17754564

EBT Account 29021317

Issuance Type Card Action Card Issue Modified  Modified
Date Date By Date
| Replacement-NE System 07-27-2017 DSSZ926 07-27-2017

[E]N-FDEUS-E\ectronicEenefitCardLssuancelisl - | ] LI

file Actions View Goto Help

"ICR

UPDATE
— more= |
Disc EBT  lssuance Type  lssued Person | Card Action | Card lssued
ARP Last First Ml Account By  Number Date Date
—
N SUE SANDY 29021317 ReplacementNE WM 17754564 07-27-2017

EBT Card Issuance History Window (Change)

The EBT Issuance History window will no longer create a new row when an EBT card is

issued. With this release the Card Issue Date will be populated on the existing row, instead of
creating a new row.

M-FOCUS - EBT Card Issuance History

Person Name BRENT CARDEN

ID Number 70980902

EBT Account 63997290

Issuance Type Card Action Card Issue  Modified  Modified
Date Date By Date

Replacement-NE System 01-27-2017 05-01-2017  DSS5Z9100  05-01-2017

New-Pending 02-05-2016 02-05-2016  DSSZ906 10-04-2016
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EBT Card Issuance History Window (Change)

The EBT Issuance History Window has been out of order for some time now. With this
release the Card Action Date will be in the order.

Person Name JULIE LAVITORY

ID Number 63126597

EBT Account 92831221

Issuance Type

Card Action
Date

Card Issue
Date

Modified
By

Modified
Date

Replacement-NE System
Replacement-ME System
Destroyed

New-Pending

05-08-2017
05-02-2017
05-01-2017
05-01-2017

05-09-2017
05-03-2017

SYSTEM
SYSTEM
D55Z2926
DSS5Z926

05-08-2017
05-02-2017
05-01-2017
05-01-2017

Issued By | oK |

Electronic Benefit Card Issuance Window (Fix)

The Electronic Benefit Card Issuance Window was not allowing the user to double click on

the Program Case, to get to the Electronic Benefit Program Case Name Person Window. This has
been fixed with this release.

Electronic Benefit Card Issuance Window (Change)

All EBT accounts for an individual will be listed in the Electronic Benefit Card Issuance List
Window. A new column of ‘Disc ARP’ has been added to the window. If a client was previously
the Case Person name on a SNAP case and had an EBT account created, they will show up in in
the window as a Duplicate ARP. The Disc ARP column with a ‘Y’ indicates this ARP is

discontinued, and the ‘N’ is not a discontinued ARP, and is the current account the client should
have an EBT card for.

| N-FOCUS - Electronic Benefit Card lssuance List

-

File Actions View Goto Help
g oo
-t

i
HENL

|5 |

-

URDATE
more- [
Disc EBT Issuance Type  lssued Person  Card Action  Card Issued
ARP Last First Ml Account By  Number Date Date
N [TIMELY FIRST 08743550 Returned-R NE SM 99665813 09-01-2017 [
Y [TIMELY FRST 30943777 NewPending hB714886 06062017

Note: Additional EBT cards should not be requested for a discontinued ARP(Y).
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Cancel EBT Replacement Request (Change)

Currently users cannot cancel a replacement EBT card request once it has been made.
Changes have been made with this release to allow users to cancel the request, as long as it is
done the same day the request is made.

e There is a new action item under the Action menu called ‘Cancel EBT Replacement
Request’

M N-FOCUS - Detail Program Case = | X|

File QST View Goto Detail Help

Select Senvice

Reopen Programn Case =
S D e

Over the Courter EBT Card

A e o 2 W e (¥ 2 Y B A 1

e When a request for a replacement card is made, this NEW message will be received
in the EBT Replacement Card window.

N-FOCUS - Message

|0 MFO42F1C - An EBT Card will be requested

» Selecting OK will request a replacement EBT Card, and will return the user to the
previous screen.

» Selecting cancel will keep the user on EBT Replacement window, to make changes or to
cancel out of the window entirely.

o If a Request for a replacement EBT card was requested that day, and then cancelled
this NEW message will be received.

M X

MFO2221C - This action will stop the EBT Replacement Card that was requested
today.

Ok Cancel

» Cancel will return user to the previous screen, and the card will not be canceled.
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» OKwill cancel the EBT Card that was requested, the user will receive the confirmation
message below.

e  Workers will receive this NEW confirmation message when the requested EBT card
has been cancelled.

Message

MFO2221C - Requested EBT Card has been Cancelled.

e If a worker tries to cancel a Request for a replacement EBT card and either none was
requested at all, or requested that day, this message will be received.

MFO2221C - No EBET Card Request Today.

Ok

e  Workers will be allowed to request, cancel and request a card again in the same day,
if needed.

Messages

Workers will no longer receive this confirmation message when requesting a replacement
EBT card.

M-FOCUS - Confirm Sawe b I

pr—

MFO42F1C - By continuing, you will not be able to update or cancel the
. ¥ request. Do you wish to continue with this request?

Yes I Mo I

When a card is requested workers will receive this confirmation message instead.
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M-FOCUS - Message *x ||

MFO42F1C - &n EBT Card will be requested

(] I Cancel I

Note: Workers will be allowed to issue replacement EBT cards at any time
other than the five situations below. In the five (5) situations below
users will receive the following messages.

1. A newly pended case which does not have a card issue date listed for the EBT card.

(Pending the case automatically creates the request for an EBT card to be sent if the
client has not had one in the past for this SNAP Program Case).

M-FOCUS - Me=z=zage b I

MFO42F1C - Your request cannot be completed at this time as a Mew EBT Card
request is still pending.

O

2. A new SNAP case which was pended and activated on the same day and does not have a
card issue date listed for the EBT card.

M-FOCUS - Message > I

MFO42F1C - Your request cannot be completed at this time as a Mew EBT Card
request is still pending.

OK

3. Arequest for a Replacement EBT Card has already been made, but not yet issued.
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M-FOCUS - Message x I

MFO42F1C - There is currently a Replacermnent EBT Card request waiting to be
issued,

(8.4

4. The EBT card is in “Returned” status.

M-FOZUS - Message b I

MFO42F1C - Your request cannot be completed at this time as the current Card
request is in RETURMED status.

Ok

5. Areplacement or new card has already been requested and issued on the same day the
user is trying to issue another one.

MN-FOCUS - Message X
NFO42F1C - Your request cannot be completed at this time as a Card request has
already been completed today.

ok |

EBT SNAP Narrative (Change)

The Sub Heading EBT Card has been added back for use with SNAP Narrative. The question
‘If the client needed an EBT Card was one requested?’ will display for the worker to answer.
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Service Authorization — Employment First and Emergency Assistance (Change)

Service authorizations for services in Employment First and Emergency assistance programs
will now have the occurrence field default to one (1) occurrence for all services with the
exception of “Exempt Public Transportation” and “Trans Commercial”.

All others will prepopulate with only one (1) occurrence.

Units and Rates

Frequency |0t:-::urrt:n-::t: j Rate ($293.000

L uR

Begin Date |I]5—I]1—2I]1? End Date 05-08-2017 Adjust UfR

For OCCURRENCE frequency the total number of units authorized is

1.00 and remaining balance 1.00

Organizations without a Tax ID

Effective with the August 2017 release, an organization that does not have a tax
identification number can be paid for providing Out of Home Maintenance. The only service
that the legal division has allowed to be paid without a valid tax ID is service 4880 (Out of Home
Maintenance) for the CFS program.

Select the reason|s] for creating this organization

T Owns the Service Approval. EIN/SSN is required.

I Provides Out-of-Home placement. EINJSSN is required. |
@ Provides a Paid Service. Does not have an EINJSSN.
[ Supervisor Oplion Only.
T Provides services other than oul-of-home placement 1
[transportation. etc.). EINFSSN is recommended. i
[T Other uses [payee only. contacts, administrative roles, 1

professional relationships, etc.). EINJSSN is optional.

Internal System No. [po0s90018
Begin Date

()4 Cancel |

To accommodate this an Internal System Number will be used in place of the Tax ID for
these providers. Only RD Supervisors have the security to generate an Internal System
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Number. A new option has been added to the Organization Resolution dialog box. When a
supervisor checks the new option a system generated number will appear in the Internal System
No. field. The worker must add a begin date.

Edits have been added to prevent a worker from creating a Service Approval for Services
other than Out of Home Maintenance (4880) for the CFS program if the provider has an
Internal System Number as their Tax ID. They will get this error message.

N-FOCUS - Error

The selected program and service combination are not allowed for the Organization with Tax ID

Type of Internal System Number
0K

Also, an edit has been added to prevent a Tax ID type of EIN or SSN to have a Tax ID that
begins with three leading zeroes. There were several providers that had false Tax ID numbers
entered on N-FOCUS.

ACCESSNebraska Electronic Application

Application Management Counts (Change)

The Application Counts will display a detailed breakdown of submitted and working
Economic Assistance applications.

N-FOCUS - Application Counts

Application counts for Statewide Economic Assistance

Submitted 144 Warking 1
Expedited 62 Expedited 1
Regular B2 Regular @
Oldest 10/06/Z008 Oldest 0562016

Total Applications: 14%
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Electronic/Phone Application (Change)

Removed the AABD auto-selection for all programs except if SDP selected or RRP if anyone
is over the age of 65 and/or receives SSI.

When a client or Worker is completing an Electronic Application or Phone Application, if
they “Add a Sponsor” and/or “Add Parent” but do not select the sponsor and/or parent from the
drop down list, on the Household Members Section, the client or Worker will have the option to
either change the information so they may select the sponsor and/or parent, or they may remove
the sponsor and/or parent, which would remove the information from the application.

Is REFUGEE ONE a sponsored immigrant? (@ Yes () Mo

Please tell us about your sponsor.
|<:<: Add a Sponsor == V| Add & Sponsor

Does CHILD OME have a parent who does not live in the home? @) Yes () No

Tell us about the parent not living in the home.
=< Add Parent == LS4 %GR

Household Members Section

Program Selection List all people that live at your address. View Detailed Summary will let you view a summary of all household members'
1 information. Change will allow you to update a person's information. Remove will allow you te report that a person no longer lives
at this address. Help will give you more informaticn about the questions that are asked in this section. Verification may be required
] for the information in this section.

Applicant Date of Birth Req ing Assi: ?
REFUGEE ONE 01-01-1980 Yes IGhangE I
Household Member(s) Date of Birth Req ing Assi: ?
CHILD ONE 05-01-2015 Yes I Change I Remove
Are there other people in your household? () Yes @ No

You have added the following person(s) to this application as a parent out of the home and/or immigration sponsor. A relationship
and/or sponsorship has not been established with this person to a member of the household. You may return to the appropriate
household member and select this person for a relationship and/or spensorship or remove the person from your application

Submit Application
Out of Home Parents - No Assigned Relationship(s) Date of Birth
Dad Test 01-01-1975

Immigration Sp -No igned hi Date of Birth

Sue Sponsor 01-01-1985

Household Member Comments

View Detailed Summary
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Phone Application (Change)

Removed the statistical location question from the EA Phone Application Submission
Section.

Application Submission Section

If the programs you are applying for require an interview, the interview will be held over the telephone. If you would like to request an
Program Selection in-person inteniew, enter the reason you are making this request. TTDY senice is available by calling (402)471-7256.

What county does the applicant live in?
|<< select >> .

These are the programs you have selected, or may qualify for, based on the information you entered:

Household Members

Supplemental Nutrition Assistance Program (SNAP) - formerly known as Food Stamps

If you want to add any additional programs before submitting this application go the Program Selection page. Adding a new program
may take you through some additional questions that hadn't previously been asked. Review the summary in each section to change the
answer to any question. If you would like to apply for an additional program after the application is submitted, you will need to complete
a new application.

‘You must review your application and the Rights and Responsibilities to continue.
Application Summary
Rights and Responsibilities

(] Yes, | have reviewed the Rights and Responsibilities

ACCESSNebraska Do I Qualify? (Change)

Age will now be calculated if the Calendar function is used to add birthdate. Other fixes
include correctly calculating third trimester for ADC.

Client Benefit Inquiry (Change)

AABD payments will be listed in CBI.

EA- Living Arrangement Section (Fix)

The questions regarding Living Arrangement and ‘If you live in a nursing home or other
facility’s what is the facility’s name?’ have not consistently appeared on the PDF of the
application if the applicant is applying for AABD, even if the question has been answered.

With this release, these questions will always appear. If the questions have no answer, they
will still appear on the PDF and it will indicate ‘Not Answered’.

Document Viewer Application (Fix)

Fixed the order of bookmarks when Immigration Sponsors and/or Non-Custodial Parent
information is added to the Electronic Application. Also fixed the duplication of Law
Violation/Program Disqualification bookmarks and added sublevels to be consistent with other
sections of the application.

Add a warning if a Worker exceeds recommended number of open Electronic Applications.
When the 3 application has been opened, the following warning will display:

(X}

Applications Limit

You have reached the recommended maximum number of open applications (3).
REMINDER: Always use the Exit button when closing an application. DO NOT use the red "X" in the upper
right corner of the web page. The application remains open but cannot be accessed.
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If a 4t application has been opened, the following warning will display and the user will
need to close all open applications and reopen the application.

%)

Applications Limit Exceeded

EE Your session has timed out.

The “Exit” button has moved to a separate row. A Worker can click “Exit” button without

receiving exit confirmation pop up boxes. A Worker will only receive Exit Confirmation pop up if
Interview notes were added but not saved.

NEBPSKA NFOCUS - Document Viewer Application

User ID: DSSZ906 | Application #: 1085826 m

Alerts

Alert 590 - ADC ELIG. PERIOD END (SNAP & CC) (New)

A new alert will be created when the ADC program case is closed by the auto-closure
program at the end of the ADC eligibility period. This program alert will be created for SNAP
and Child Care (all categories except for “without regard to income”) programs in the master
case. A separate alert will be created for each program if both exist in the master case. If Child
Care program is in the “without regard to income” category, no alert will be created.

THE ADC ELIGIBILITY PERIOD HAS ENDED AND THE ADC PROGRAM HAS BEEN CLOSED. RE-RUN
BUDGETING FOR THE FOLLOWING DEPENDENT PROGRAM: CHILD CARE

THE ADC ELIGIBILITY PERIOD HAS ENDED AND THE ADC PROGRAM HAS BEEN CLOSED. RE-RUN
BUDGETING FOR THE FOLLOWING DEPENDENT PROGRAM: SNAP

Alert 591 - RRP ELIG. ENDING (New)

This alert will be displayed to remind staff to change the immigration status of persons who
have immigration status of ‘RRP’ at the end of the ADC eligibility period. The alert will be
created when the ADC eligibility period closure program runs, which occurs on the same day as
major payroll, but will be run prior to the major payroll job.

RRP ELIGIBILITY PERIOD IS ENDING FOR BOB BROWN EFFECTIVE 08/31/2017. CHANGE THE
CITIZENSHIP CODE TO A PROGRAM APPROPRIATE CATEGORY.
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Alert 362 - Application Not Received (Change)

This alert will no longer be created for the ADC program case with the implementation of the
ADC eligibility period project. The new monthly Batch job will close cases ADC program cases
at the end of the eligibility period if an application has not been received and tied to the
program.

Correspondence

Notice Template for SNAP FPL (Change)

With this release, we have inserted a required field in the Reporting Category group box,
Simplified Reporting for SNAP Unit Size which will call corresponding high-dated MAXIMUM
GROSS INCOME STANDARD in the appropriate section of the style-sheet.

MN-FOCUS - Notice Ternplate - SNAP
Program
Case Name: ED WARD
St StatBeg Dt  Program Id

SNAP Programs: [LE =0 SN SR A i 41 s
DE 08-01-2014 727132

Effective Date: |04-01-2017 Begin |04-01-2017 End |09-30-2017

= BEGIN Eligibility Amount: |5201.00
" INCREASE Effective |05-01-2017 the amount will be |9255.I]Il .
" DECREASE
- STOP Eligibility Amount:  |50.00
© PENDING Reporting Category
& Simolified Reporti Household Size: ’_
# Simplified Reportin
" NOT ELIGIBLE mp porTng Max Amount: [$0.00
" DENIED, duplicate
application [T Expedited SNAP
oK Cancel Clear

For an Example see Next Page
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N-FOCUS - Motice Template - SNAP

Case Name: EDWARD
5t StatBeg Dt  Program Id

SNAP Programs: |[aE0 e g el U8 AR et i e
DE 08-01-2014 727132

Eftective Date! |pg-p1-2017 Begin (04-01-2017 End |09-30-2017

& BEGIN Eligibility Amount: [$201.00

™ INCREASE Effective W the amount will be IW .
¢ DECREASE

~ §TOP Eligibility Amount:  [sp.op

" PENDING

Household Size: |3_

* Simplified Reportin
- mp p g
NOT ELIGIBLE Max Amount. |52 184.00
" NO CHANGE " Transitional Benefit Reporting
" DENIED, duplicate
application [~ Expedited SNAP
[1].4 Cancel ‘ Clear ‘

Notice Text:

Your SNAP certification period is 04-01-2017 to 09-30-2017. Effective 04-01-2017, your SNAP benefits
will begin. The initial benefit amount is $201.00.
Effective 05-01-2017, your monthly benefit amount is $265.00.

SIMPLIFIED REPORTING CATEGORY

The benefit amount (s) listed above may be reduced if your household has a SNAP claim that
has not been paid in full.

Your household is assigned to the Simplified Reporting category. You must report to DHHS if
your household's income for the month goes above $2,184.00. Income includes gross earned
and unearned income before deductions, such as taxes.
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ADC Denial Notice Template (Change)

To generate a Notice of Action notice template for ADC ineligible due to failure to appear for
interview, enter the Effective Date, and choose NOT ELIGIBLE. Click OK.

Note: Manual reference is not necessary because the notice is hard-coded to include this
information.

M-FOCUS - Notice Template - ADC

Case Name: ABIGAIL A BIDDY

St Stat Beg Date Program Id

ADC Programs: LY 01-01-2017 36899726

Effective Date: Il]ﬂ-l]l-Zl]l?

© BEGIN Eligibility Amount: Isl].I]i]
C
INCREASE Effective I the amount will be [50.00 .

" DECREASE
 STOP

 PENDING Eligibility Amount: W
| & NOTELIGIBLE |

 NO CHANGE

° DENIED, duplicate
application

Manual Reference: |

[0].4 Cancel | Clear |

The Notice Template window will display.
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Note: A Reason for Action may be entered, but is not necessary.

B -FOCUS - Metice Template oll®] s
Fileg Defasls  Actions  Helg
B
Program Case Names . ADC |
|ABIGAIL A BIDDY - - ]
cc |
Send to SNAP |
Mame M| |
ABIGAIL A BIDDY ; ]
EMPLOYMENT FIRST |
LIHEAP |
SSBG |
Language
|ENGLISH |

Reason for Action(s]

Failure to appear for intersiew

(&

07132017 133620

Denial Notice Template Text

NOTICE OF ACTION

ADC PROGRAM
Effective 08-01-2017, it has been determined that you are not eligible for ADC.

Your application for ADC Cash Assistance has been denied effective 08-01-2017, as DHHS, due to
circumstances beyond their control, has been unable to determine your household's eligibility within 30
days of your application received date.

If you take the required action from Day 31 through Day 60 after your ADC application received date,
ADC eligibility is determined from the date sufficient information has been received. If DHHS does not
receive sufficient information to determine eligibility by Day 60 after your application received date, a
new ADC application must be submitted in order for your eligibility to be considered.

The manual references which support this action are - 468 NAC 1-009.02B, 1-009.02B1, 1-009.02F,
2-010, and 3-001 which can be found online at: ACCESSNebraska.ne.gov

REASON FOR ACTION(S):
None
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Child Care Review Date Notice (Change)

With the August 2017 Major Release during the processing of the Child Care
Redetermination, the review dates will now be included on the Notice of Action.

Due to system issues a work around is needed if the review date is extended any time after
the month of approval.

Example: If a case is processed and approved in August and the review date is extended at
that time, no work around will be needed. If a case is processed in August and
the review date is not extended until September, a work around is needed.

The alignment of the Child Care review date is to only happen when a recertification/review
is being completed on other EA programs such as SNAP, ADC, or AABD. If at the time of a
SNAP, ADC, or AABD Recertification/Review it has been determined that the Child Care can be
extended past 12 months but not to exceed 18 months to align to another program a notice is
required. A manual notice must be created if the review date is extended after the month the
case is processed. All the data will need to be manually entered.

To create a Notice Template follow the below directions:

In the Detail Master Case click the Correspondence Icon

Select New

Highlight Notice Template and select OK

Select your Program Case Name from the drop down and Click on CC on the right
hand side

The Effective date will be the month you are currently in

Select Begin for the Child Care Notice Type.

The Child Care Eligibility/Authorization Period will be the review date timeframe
The Manual Reference to be used will be: 392 NAC 2-003.04

PR MO

©N o9

Note: Only include Fee amounts if the client is responsible for paying a Fee.
This issue will be correct with the December Major Release.

Supervisors or lead workers should send questions to
DHHS.EconomicAssistancePolicyQuestions@nebraska.gov

AABD Demand Letter (Fix)

Manual References have been corrected on the AABD Demand Letter.
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Document Imaging

New Sub Categories (Change)

New Sub Categories were added for use when indexing documents to certain categories.
Below is a list of the new sub categories with their corresponding main category:

Main Category: - Medical
Sub categories: - Dental and Vision

Main Category: - APS
Sub Categories: - Correspondence, Financial, Legal, Medical, and Photos.

ACCESSNebraska Submit Docs (Change)

Previously documents submitted online on ACCESSNebraska were routed to either Lincoln
or Omaha based on the users selection criteria. Now all documents submitted online via Submit
Docs, EA, MTLC, or Report Change will be routed to the Omaha server for indexing.

Corrections (Fix)

The QA Add and QA Show issue that we have had since July has been fixed. Users should
no longer receive the error message that prevents them from using this feature.

Update Index Information from search results has been fixed. Users can now update index

information to a new person or category in NFOCUS without having to change the date to enable
the update button.
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Expert System

ADC Eligibility Period

Policy requested to have an enforced eligibility period added to the ADC program that will
ensure that ADC program benefits are being closed timely when eligibility reviews are not
completed within program guidelines.

The ADC eligibility period will begin with the first month of ADC that is budgeted and
approved on an application. The ADC Eligibility Period will be viewable in the lower right hand
corner of the benefit summary. The dates will appear in the summary of any ADC budgets that
are run after the release, but will not appear in any budgets that were run prior to the release.

CALD, ChM L H Aecalculated

Hesounce Tolal n.oo Wil Slze 1
Mreeource Limit Annn,on
Eludgetany Need 306.00

Earned Incomr 0,000 | Praeaind Budgatary Noed 308,00
P Enmmed b Diaregard 0.oo Compared io
Child Care Désvegard 0,00 | ChildESpeussl Suppar n.on
Standard ol Need L565.00 Sancissed Amouni n.on
et Earncd Incsene 0n,0m Fecoupment dmaunt n.on
e il L56.00 P21 Aalrieifil n.oo

Campaaed In Cragepayment Amaynt oo
Payment Slandard 30E.00
Initinl gty Test: Exempt| | Authasl zed Amaunt 30600

Alfagation Qul Amaunt n.on

Diede romse pibon of Paymeat e ek Diaic or-Esemr
Earncd Incomr 0n,0m
BI Eamed b, Diaregand 0.00 Fedsmice Teat Pass
Child Care [Hpaegard 0,000 | Payment Elgibility Test Page
Besull n.on

Camgaded 1o SON
Payment Standard J06.00
Lowrr Amoest A06,00
Uneamed lLome 0.00
Allpratian In fmourd 0,00
Deemed Inosese 0.oo

——1 | Eligibility Perad:

Budgeiary Mocd 6. 01 B4-01-F00 T - 05-30-2017

o | e |

The ADC Eligibility Period dates will also be able to be viewed through the Review
Recertification Task (see “ADC Renewal / Reopen” heading below). There is not a Mainframe
reference for ADC Eligibility Periods.

Logic has also been added to ensure that any benefit month can only exist in one ADC
Eligibility Period. Additionally, only one active ADC Eligibility Period can exist at any one time.

ADC Review Due Date

The ability to manually update the ADC Review Due Date through the mainframe has been
removed with this release. The Review Due Date for ADC will be synchronized with the new
ADC Eligibility Period. Once an ADC Eligibility Period has been established through budgeting
and the case is checked in, NFOCUS will update the ADC Review Due Date to match the end of
the ADC Eligibility Period that was established in Expert System.
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Budgeting

New functionality has been added to ensure the correct begin date is assigned to ADC
Eligibility Periods. NFOCUS will now enforce running the earliest pending month first, like
SNAP currently does. “Process This Month First” will be displayed next to the Benefit Month
which should be processed first.

Lol x|
File Actions - Goto  Help
E= Eﬁﬂ?l@ﬂll[ﬂlll

i Data Collection
E- Case Mai
Case Actions
-~ Other Role Actions
Household Status
~  Participant Actions
Name/Payee/NH Re
- Prorate/Expedited

Benefit Month : |[IE 2017 Budgeting Process This Month First

[ PCLAST NAME [PC FIRST NAME [PROGRAM __ [PC STATUS [ PC NUMBER
Last Name | First Name [ DOB/EDD| Role [Role Ren | Asst/Cat | Status | Overide A

- JAMES BOBBY ADC Pendng 50339585ﬂ
~JAMES  BOBBY  04-1997 Particip... Pen...

If user attempts to run ADC budgeting for an alternate month, notification will be presented
that an earlier month should have budgeting run before the selected month may be budgeted.

I3 NFOCUS - Navigato P s .S
File Actions VWiew Goto Help
= = S
IE0= PP Bl [ M)
i Data Cnlledinn Benefit Month : I[IEI-Z[II? Budgeting LI
Case h
£ % Eligibility [ cASE caTEGORY [sTATUS
i Config EA [ PC Last Name [ PC First Name | Program [AsstCd_ | PC Numbe: PC Status
Config Med = GRANT Cases Program Case Pending in prior month -
¥ Budgeting i JAMES BOBBY ADC 80339586 Pendng
Collections

If an ADC case is still in Active status, but is at the end of the eligibility period, new NFOCUS
logic will stop budgeting with a new status: Eligibility Period Ended — New Application
Required.

File Actions Wiew Goto Help

[FEC P ZIE =Pl el il
#- 3 Data Collection Benefit Month : [07-2017 =
Case Mai
& Eligibility [ CASE CATEGORY [sTATUS
: Config EA [PC Last Name | PC First Name [Program | Asst Cd | PC Number PC Stalus

Config Med F GRANT Cases Ellglhllny Period Ended - New Application Required ﬁ
Budgeting | TRANSITION TOM 76048573 Active
Collections

NOTE: If ADC has reached the end of eligibility period (month 6), but may be eligible
for TMA-G for the next month (month 7), policy has indicated that a new
application will be required to look at ADC eligibility/ineligibility for the next
month before approving the TMA-G program. The Eligibility Period
Ended — New Application Required message will be presented in this
scenario.

When you run budgeting, a new ‘Eligibility Period’ window will appear in the ADC budgeting
flow. This window will only be presented when running the first “regular” type budget for the
first month of an eligibility period. When this window is presented, the Eligibility Begin and
End Dates will be pre-populated. The Begin Date will not be editable, and will be populated
with the month being budgeted. The End Date will be initially populated with the end of the 6t
month from the begin date (or 8t month if ADC participant has immigration status of RRP).
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eigivityPeod | x|

| BProgram Case:

. |JAMES, BOBBY ADC 80339586

| Eligibility Begin Date: II]B—I]1—2I]1 7
l Eligibility End Date: II]1—31—2I]1 i}

0K | Cancel Help

The End Date will be able to be edited to align with other program reviews or to account for
remaining RRP benefits available, but cannot be changed to a date that is later than what is
originally populated by the system. If an edit is needed, it must be made during the first
running of a “REGULAR” budget in the first month. That is the only time that the
Eligibility Period window is presented. Once a budget has been run and approved, the Eligibility
Period is locked in.

NOTE: If other program review due dates need to be reviewed, or if RRP
months need to be reviewed, you will want to cancel from budgeting,
review your information and then return to budgeting with that
information so that the correct end date can be entered.
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ADC Renewal / Reopen

When eligibility period has ended, or is nearing its end, workers will need to “renew” the
ADC eligibility period with a new application. This will require a new Pending status for the
program. This will be able to be done through the “Review/Recertification” task in Expert
System. The ADC program will appear on that list as being able to be renewed only when the
calendar date is within 60 days of the eligibility period end, until 1 month after the eligibility
period has ended and the ADC program has been closed. If a full month has passed, ADC will
not be able to be renewed and the ADC program would have to be reopened through Case

Maintenance task.

L3 MFOCUS - Navigator

=o)X

+ i Data Collection

Cang Mainiznance
Cane Actions
Other Flole Artisay
Hougchald Status
Participant futisay
Hamefayee/™MH Fe
Prorate[Expedited
Arvicsficcersicali
Cerification Pedlad

Eligibiliry
Canlig EA
Caniig Med
Budgeting

Calicctions

LIHEAF

Summarics

Lhilities

WS

PL: Lasi Hames PL Bt Mame | Program | Winede | Husmboes

BN Bop ADC A g 46628419 -

A new tab for ‘Eligibility
Period’ has been added to
the Review/Recertification

Tasis INﬂHI]

task.
=
ﬁ M
Current [Fie Elig Perind

When the new tab is selected, it will behave similar to the recertification window for the
SNAP program. The tab will display the program and dates of any eligibility periods that have

existed for the program.
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L1 NFOCUS - Navigator BOB BROWN — [= | X |

File Actions Wiew Goto Help

] 0 ) e e e e Y

- § Data Collection [PC Last Name [PC First Name [Program  [PC Number [ Mode

= Case Maintenance | Elig Prd Begin \ Elig Prd End
Case Actions - BROWN BOB ADC 46628419 Assign 4]
Other Role Actions - 03-01-2017 08-31-2017 |
Household Status

Participant Actions
Name/PayeefNH Re
Prorate/Expedited
Rewview{Rece rtificati
Cerlification Period
- Eligibility
Config EA
Config Med
Budgeting
Collections
LIHEAP
Summaries
Utilities
CWIS

BB By

-

4 I | » Henew Help

Tasks |Natices | Current | Recertification Elig Period | Review |

When an eligibility period is selected from the list, if the program is in the parameters to be
eligible for a renewal (60 days prior to end date through 1 calendar month after end date), the
‘Renew’ button will enable.

=lolx

FES PR &
£ i Dala Callectian |H.'.I.|II- |P'CI:III- |Hn.— L Rambsn Madda

Cade Mainlensnee g Prd Bagan [i‘hHEd

Case Acfigns AR [ ADC AGEFEAID  Auel -
Dribved Hole Sitions 1

MouseBald Steses |
Participant &ctione
Name {aygrc i e
ProtaicfE xpedited
Revicwiite
Cemiication Periad

Elgibiilitg
Conlig L&

Canlig Med
Fludgrting

3 NFOCLS = Navigaiod

Coalleclieai.
LIHEAP
Hamimanked
LHilities
(=

i | I ® Flenew H'*
Tasks |Motices | Cuerent| Feceriiention  Elig Perisd | leview |

If the program is not eligible for renewal due to the eligibility period having been closed for
more than a month, the following message will display and direct the user as to the action to be
take.

Page

28



L3 NFOCUS - Navigator

File Actions Wiew Goto Help
—d F.
=[] [
i Data Collection | PC Last Name | PC First Name | Program | PC Number | Mode
Case Maintenance | Elig Prd Begin | Elig Prd End
Case Actions = BROWN BOB ADC 46628419 Assign -
Other Role Actions % 03-01-2017 08-31-2017 —
Household Status |
Participant Actions
Name/P: "
Prorate/l L x|
Review]
Certifica
@ Eligibility The eligibility period for the selected program ended 08-31-2017. As the
""" Collections  Program Case has been closed for at least one benefit month (beginning
E-  LIHEAP . 09-01-2017) the program cannot be Renewed. Go to Case Actions to
_||®- Summaries  po,hen the program case.
M- Utilities
H- CWIS
| OK |
1
i
p I | , Henew, | Help |
Tasks |Noticgs| Currentl Recertification Elig Period |Review|

If the program is not eligible for renewal due to the date being more than 60 days prior to
the eligibility period end date, the following message will display.

L2 NFOCUS - Navigator

=D

File Actions Wiew Goto Help
EE= I EpERE A T
i Data Collection | PC Last Hame | PC First Name | Program

B Case Maintenance
Case Actions
Other Role Actions
Household Status

Participant Actions

Prorate/Expedited

Name/Payee/NH Re

| PC Number

| Mode

| Elig Prd Begin

| Elig Prd End

-02-01-2018
- 09-01-2017
- 06-01-2017

Revi ew..lRe Sl _
Message!
Certification Perii g

05-31-2018
01-31-2018
08-31-2017

x|

Must be within 60 days of the eligibility period end date

oK |

SMITH MIKE ADC 59306525 Assign -
j 06-01-2018 11-30-2018 Il

- ¥ Eligibility

------ Collections

@  LIHEAP

#-  Summaries

B Utilities

#-  CWIS

4| | »
Tasks |Nutices|

Renew.

Help

Current | Recertification  Elig Period IReviewI
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NOTE Ifyou feel that you should be doing a renewal (application is
within 60 days prior to or 1 month after the end of an eligibility
period) and the “Renew” button does not enable, go to Case
Actions and select Reopen.

NOTE Ifyou are trying to reopen an ADC program case and the system is
not allowing you to enter your original application date, check to
see if there is an AABD eligible individual that is not in an AABD
program case. Use the phantom AABD work around and open an
AABD program case, run the grant budgets, then close the AABD
program case before checking in the master case, making sure to
review the notice(s) that are created.

The application/application date which was used to establish the ADC Eligibility Period is an
important factor. If you are trying to reopen/repend an ADC program, new system logic will
check to determine if the application date you have entered is valid for the benefit month you
are working and/or if an alternate application date should be used to align with an established
Eligibility Period.

Multiple new messages have been added to the logic to assist in ensuring that the correct
application date is being used for ADC benefit months. The messages provide the user with
direction regarding how to proceed. Below are examples of some of them.:

1). If an ADC or TMA-G program has not been closed for a full month (and there is an
existing ADC Eligibility Period), and user is attempting to reopen the ADC program for
one of the benefit months within an existing Eligibility Period, if an invalid application
date is entered, system will direct user to enter the application date that was used to
establish that period

x|

| Forthe benefit month selected, use the application date of 01-01-2018
. that was used to establish the eligibility period of 01-01-2018 -
! 06-30-2018.

e |

2). If attempting to reopen ADC program case using the application date that was
used to establish the ADC Eligibility Period and there was no ADC or ADC/TMA-G for a
full benefit month, system logic will present the following message and will require a new
application:
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| Confirm

ADC Case has been closed for one benefit month. New apphication
required

|
o« |||

|-
e —— - —— —

3). If an application date that is more than 60 days prior to the benefit month being
pended is entered, the following message will be presented:

-,

. .
hMessage! @

The entered Application Received Date must be within 60 days of the requested
benefit rmonth (10/01/2016 is 150 days before 2/28/2017)

Conversion

A conversion program will run on 8/13/2017 which will result in the assignment of an ADC
eligibility period being set on all active ADC program cases that will end with the same day as
the program review due date that is set for the ADC program. The begin date of the new
eligibility period will then be set to 6 months prior to the established end date. Notices will be
created and sent to households notifying of the new eligibility period. These notices will not be
stored or viewable on the correspondence list when created (similar to what occurs with
correspondence regarding PIN numbers). A copy of these notices, however, will be scanned into
document imaging for the case and can be viewed and printed from there, if necessary. As these
notices will not be stored in case correspondence list, they will not be viewable through CBI.

Prior to the 8/13/17 release, TANF policy is reviewing all active ADC program cases that
have review due dates of 7/31/2017 or earlier to either close the cases or update the review due
date to at least 8/31/2017. If after the release, an ADC review due date is set to prior to
8/31/2017, the conversion program will assign an eligibility period with an end date of
7/31/2017 or earlier. If this occurs, a user will not be able to run ADC budgeting (regular or
recalculated) for a benefit month 8/2017 or later without a new application. If the ADC program
had budgets which were run for months after the review due date, policy should be contacted
regarding potential overpayments.

Recalculated budgets for benefit months prior to the end of the eligibility period will be able
to be run. If the benefit month being recalculated is within an established eligibility period, the
benefit summary for the recalculated budget will now display the eligibility period dates. If the
recalculated benefit month was not within an established eligibility period, the eligibility period
dates will not show in the recalculated benefit summary.

ADC Auto-Closure:

A new Auto Closure program has been created for the ADC program. Each month, this
closure program will run on the same date that the major payroll job is run. The closure job will
run prior to the major payroll job in order to ensure that cases that are at the end of the
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eligibility period are closed and are not issued payments for months outside of the eligibility
period.

The closure job will begin running in August, 2017. On 8/28/2017, any active ADC program
case which had a program review due date, thus now having an eligibility period end date of
8/31/2017 will be closed effective 9/1/2017 by the new batch program unless the program has
had a new valid application received, pended and tied to it for 9/2017 (If a new application has
been received, pended and tied for the ADC program, the closure program will not close the
ADC program case).

If there are associated EF program cases, those cases will also be closed (If the associated EF
program is in Sanction status, it will not be closed). If there are service authorizations within
the EF program case, those service authorizations will be closed at end of the month. If service
authorizations exist which do not begin until the following month, those authorizations will be
deleted.

Notice Related Items:

The Auto Closure program will not create a notice for ADC programs that it closes as when
the 8/13/2017 conversion program runs to assign the initial eligibility periods, notices will be
sent to the ADC eligible households explaining that they will need to reapply and be determined
eligible for benefits after the eligibility period ends.

Moving forward, when new eligibility periods are established, the initial
eligibility notices will inform ADC eligible households of their need to complete
eligibility reviews to receive any benefits after their eligibility period expires. The
initial eligibility notices will indicate that “ADC benefits will end effective...” with
the effective date being populated with the ADC Eligibility Period End Date. The
policy approved reason that will display for the benefits ending will be “Review not
completed”.

LIHEAP Budgets (Change)

Starting with new regulations dated 10/1/2015, Self-employment tax return income/loss
must be counted in LIHEAP budgets (regular and recalculated) exactly the same as SNAP
budgeting calculates Self Employment Tax Return income. This is regardless of whether the
worker selects "Project Income" or "SNAP Income" as the method in which to calculate the
LIHEAP budget. This applies to all LIHEAP budget types (Heating, Cooling, Repair, Crisis,
Supplemental and Deposit).
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LIHEAP Medical Impairment, Cooling-Lifetime, Cooling-Temporary (Change)

With this release there are changes to Medical Impairment for LIHEAP. There is now
LIHEAP Cooling-Lifetime and LIHEAP Cooling-Temporary.

Note: LIHEAP Cooling-Temporary is end dated by the worker.

The new options are selected on the Add Medical Impairment screen in the Medical
Impairment list box.

LIHEAP Cooling-Lifetime

Add Medical Impairment =
Person: Medical Impairment: Fund Code:

WARD ED 06-20-1980 || ADC Incapacity € Federal/State Match

WARD LEE 06-20-1980 || Emer MED/Labor and Delivery ¢ State Funds Only

ESTER POLLY 06-20-1981 ) .
ORAH DEB 06-20-2012 |[LIHEAP Cooling - Lifetime Impairment Review Date:
ADDON CLIFFORD 06-20-2014 AP Cooling - Temporary [

SDP Medical Consultant-Blind

SDP Medical Consultant Disabled | 29I Date:

R d Reti Disabled

SRT Blind End Date:

SRT Disabled

SRT Emergency Medical for Aliens

SSA-SSI Blind Verification Source:

SSA-SSI Disabled

Vetrans Admin-Aid and Attendance [U""‘"med L]

Veterans Administration-Disabled

Next K Cancel Help
LIHEAP Cooling-Temporary
Add Medical Irmpairment ez
Person: Medical Impairment: Fund Code:
WARD ED 06-20-1980 || ADC Incapacity € FederalfState Match
WARD LEE 06-20-1980 || Emer MED{Labor and Delivery € State Funds Only
ESTER POLLY 06-20-1981 || Government RetirementfDis ability

ORAH DEB 06-20-2012 Impairment Review Date:

ADDON CLIFFORD  06-20-2014

= P
[LIHEAP Cooling - Tempora [

Medical Consultant-Blind -
SDP Medical Consultant-Disabled | Dcom Date:

Railroad Retirement Disabled

SAT Blind End Date:

SAT Disabled

SAT Emergency Medical for Aliens 09-30-2017

SSA-SS1 Blind TVenhication Source:

S5A-551 Disabled

Vetrans Admin-Aid and Attendance IUnveriIIed j

Veterans Administration-Disabled

Next 1K Cancel Help

View of the Current tab
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i MCUiL-al ninpanmmcin I 1 unu I Uoyn wvawe I LI wvaww
= EAP LILY 06-1958 59 55116055
LIHEAP Cooling - Lifetime 10-01-2017
View of the History tab
| | | =% |
= EAP LILY 06-1958 59 55116055
~ LIHEAP Cooling - Tempo... 07-16-2017  08-06-2017
LIHEAP Cooling - Tempo... 06-05-2017  07-15-2017
" LIHEAP Cooling - Lifetime 04-02-2017 06-04-2017
- LIHEAP Cooling - Lifetime 03-29-2017 04-01-2017
LIHEAP Cooling - Tempo... 01-20-2017 03-28-2017
-~ LIHEAP Cooling - Tempo... 01-01-2017  01-19-2017
View of the Summary tab
C- EAP LILY 06-1958 59 55116055
LIHEAP Cooling - Life... 10-01-2017
LIHEAP Cooling - Te... 07-16-2017 08-06-2017
LIHEAP Cooling - Te... 06-05-2017 07-15-2017
LIHEAP Cooling - Life... 04-02-2017 06-04-2017
LIHEAP Cooling - Life... 03-29-2017 04-01-2017
LIHEAP Cooling - Te... 01-20-2017 03-28-2017
LIHEAP Cooling - Te... 01-01-2017 01-19-2017

IPV (LIHEAP) Overpayment Types Prevent Budgeting LIHEAP Other Assistance

The following have been added to the list of overpayment types which will prevent running
of LIHEAP “Other Assistance” budget types if one has been imposed on someone in the LIHEAP
program:

o IPV #1 (LIHEAP)
o IPV #2 (LIHEAP)
o IPV #3 (LIHEAP)

The following message will be presented if one of these overpayment/sanction types is in
place when budgeting is trying to be run.

foa-— - o

LIHEAP Overpayment or IPV Impa

. e ) LIHEAP Budgeting is not allowed due to overpayment or IPV.
"= Please communicate with LIHEAP Palicy Staff,

X |




LIHEAP Policy Staff personnel will have the ability to run these budgets if it is determined
appropriate. Staff with security clearance to budget through one of these overpayment types will
be presented with the confirmation message below if an overpayment exists to ensure that the
case has been reviewed entirely before budgeting is authorized.

SNAP 2nd Month Denied-Prior Month Pending (Change)

X

) Current LIHEAP overpayments exist. Do you wish to continue?

Yes | Mo

If a worker needs to deny a SNAP case, and the case is Pending in a previous month to the
month chosen for Denial, the worker will be directed to Deny the previous month.

Below are the series of windows that will display:

M NFOCUS - Navigator

File Actions

View Goto Help

MNOBODY PARTICULAR

1308

== =]

PIEIE P

[ [ (-

<

B

=HIS B2
™ Data Collection Benefit Month : |l]772l]17 Config EAfBudgeting
= Case Mai

=l

Case Actions

[ PCLAST NAME

| PC FIRST NAME

| PROGRAM | ASST | PC STATUS|MODE | PC NUMBER

Other Role Actions

‘ Last Name

| First Mame | DOB/EDD] Role

| Status ‘ Status Reason | HH Status

Household Status
Participant Actions
Name/Payee/NH Rep)
Prorate/Expedited
Review/Recertificatio
Certification Period
Eligibility

Collections

LIHEAP

Summaries

Utilities

CWIS

- PARTICULAR  NOBODY

SNAP

Pendng

Assi... 39104233 «

d

. »

Tasks |NuticesJ

Current

Add Update

Close

Help |

Close Program Case

07-01-2017

14:26:03
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Closze Case Actions | 3 |
Program Case:
PARTICU... NOBODY SNAP 39104232 | -
Change All case Participant( s)
Household Status to' Qut'?
Closure Reason: " Yes * No
|Client Request j
o -
Delay Reason:
|Agency Delay j
| OK Cancel | Help |
Must close/deny 'Pending’ SMAP case in initial 'Pending’ month [ 22 |

The SMAP case is pending in a menth previous to the benefit month selected.
You must close/deny the case for the initial 'Pending’ month.,

OK |

Income Exceeds Standards Case Action Closing Reason (Change)

The status reason ‘Income Exceeds Standards’ has been removed from the Case Action Close
Program Case drop down menu.

Closure Reason Income Exceeds Standards (Change)

Effective with the 8/13/17 Major Release, Income Exceeds Standards will no longer be
available as a reason for case closure in Expert System Case Maintenance>Case Actions>Close
flow. Workers must run a budget to close or deny a program case for income exceeds standards.
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Budgeting a Pending Child Care Case (Change)

When budgeting Child Care, workers will now see a message “Program Case Pending in
Prior Month” if they choose an incorrect month to process first. This will appear on
initial/pending child care cases. If they try to process a different month, before processing the
first month in the eligibility period they will receive an additional message.

S —
oot Fevere e L - -«
File Actions View Goto Help
= w K [—3 =k —
== v |00 211N 2 A T
E-§ Data Collection Benefit Month : IIJB-ZIJIT Budgeting j
@ & Mon Fi i
®-  Financial | CASE CATEGORY |sTaTUS
- Verifications [ PC Last Name [PC First Name | Program  [Asst Cd | PC Number | PC Status
- MED APTC Informatio | [= CC Cases Program Case Pending in prior month -
- Case Maintenance COSTNER KEVIN LT,\. J'Iilch Pendng I
B ® Eligibility
Config EA
Config Med
* Budgeting
Collections
® LIHEAP
& Summaries
= Utilities
& CWIS
T = R Process All EA Process Selected | [Help ] I
Tasks ]Nnﬂcas| System I
qus Month F'ending] 08132017 | %21:35
See additional screen print on next page.
M NFOCUS - Navigator KEVIN COSTNER 51912240 l=lE] = |
File Actions View Goto Help
= =E e =B =y <]
= Cl=) 2 e lEE =T T
- i Data Collection Benefit Month : |ll!l—2[l13r Budgeting j
. @& NonFi
| @ Financial CASE CATEGORY [sTaTus
| Verifications PC Last Name | PC First Name | Program Asst Cd | PC Number
MED APTC Informatio |5 [Nl Program Case Pending in prior month
Case Maintenance COSTNER KEVIN cC 78129075 Pendng
=-*_Eligibili

Pending program case

Unable to run CC Budget
last month.

at least one of the program cases is pending both this month and

gets for pending prog cases starting in their earliest ding month.

P

Adding the Eligibility Date to Child Care (Change)

Child Care will now have a set eligibility period. When a worker processes child care they will
be presented with an eligibility date box. The begin date is based on the date the application was
received. The end date is adjustable, however, it cannot be set to less than 12 months. This box
will be presented at every Child Care budget. Once the end date has been entered it will

populate on every Child Care budget in that eligibility period. However, it can be extended up to
18 months if needed.
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Note:

Workers will no longer be able to adjust the Review Dates on the Mainframe or in
Expert under update review date. Only during budgeting can the Eligibility End

date be extended.

6 a
4 NFOCUS - Navigator KEVIN COSTNER smzzao- =
File Actions View Goto Help

=3 ]FI|E
£ i Data Collection Benefit Month : [08-2017 Budgeting Process This Month First |
# & NonFi |
Financial | CASE CATEGORY |s1aTUS |
Verifications IPcLul Name IPtF‘nl Name IPlogra- IAuttd IPCI!u-bﬂ IPC Status
MED APTC Informatio | [= CC Cases Budgets in process -
Case Maintenance COSTNER KEVIN cc 78129075 Pendng
= % Eligibility
Config EA ibility Period
Config Me; £
* Budgellng Program Case:
Collections
LIHEAP [cosmsﬂ. KEVIN cc 78129075 |
B S ies
m';“ Eligibility Begin Date: [os-01-2017
B
Eligibility End Date: [07-31-2018
ok | cancel | Help |
Enter date (MM-DD-Y'Y)
|
. . - Process AlIEA | Process Selected | Help |
Tasks |Notices | System |
Running CC Budgeting (08132017  [9:28:39 '

Pending a Review Child Care Application (Change)

When pending a Child Care application, workers will have a new tab in the

" NFOECUS - Mavigator

Review/Recertification Tab. Child Care will utilize the Elig Period tab.

omcomen s =m0
]

If the case is within 60 days to the end of the Child Care eligibility, the RENEW button will
enable and workers will be directed to a new window that will allow them to enter the review
app received date. (See window on next page)

Page

Fle Acbons View Goto  Help
FEE 2Rzl
# § Data Colloction |PLLastHome [P Fist Mome [ Pogas | PC Husbes | Mods
B Case Mainienance Elip Prd Bogin | il Pred End
Case Acians = COSTHER _ KEVIN tc TEIZA076  Process -
Ofhor Rale Actiens 08-01-200 7 07-31-2018 m
Household Status
Participant Aeiians
Hame/Payee/MH Rep
|
ReviewHece iflcatio
Won Poaod
W Eligibibity
Collections
o LIHEAP
" Bummaries
B Usilities
m CWIS
od|
- — . Henew Help
Tasks |Metices | Curment| Recertifiestidn_Eiig Pesind |[Fleview |
Furwms; Arma Floootis: s [EENEE
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4 NFOCUS - Navigator

KEVIN COSTNER 519_

File Actions View Goto Help

= |k

2

@

2888

% & Data Collection
Case Maintenance

Case Actions
Other Role Actions

h

Program Case:

]PCF'nuI-o ]Ptow—
| Etig Prd End

| PC Last Name | PC Number | Mode

| Elig Prd Begin

| Last Name

I First Name

| COSTNER

| Pgm Ca... | Pgm Cas... | Elig Begi... | Elig End Dt
cc 78129075  08-01-2017 07-31-2018

KEVIN

Current Case Participants:

COSTNER
COSTNER

09-01-1998
01-01-2016

JUNIOR
BABY

App Rec'd Date:

e

Cancel

Enter date MM-DD-YYYY)

Pending a Review Child Care Application (Change)

If the child care case is more than 60 days to end of the eligibility date, the workers will
receive a message indicating that case is more than 60 days from the end date.

r@NFOCUS-Nwigm

KEVUINCOSTNER sioi2240 SIS

File Actions View Goto Help
Fe——

ERS

PR IE gl ([ J

=}

@

5888

& § Data Collection
Case Maintenance

Eligibility
Collections
LIHEAP
Summaries
Utilities
CWIS

L) F——

Case Actions

Other Role Actions
Household Status
Participant Actions
Name/Payee/NH Rep
Prorate/Expedited
Review/Recertificatio
Certification Period

[PCLastName [ PC First Name | Program
| Elig Prd Begin | Elig Prd End

| PC Number [ Mode |
|

-

Tasks | Notices |

Current | Recertification Elig Period Revlewl

(

Runing Revien/Recetticaton

= COSTNER KEVIN CC 78129075 Process —I
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Special Needs and Medical Impairment (Change)

All children that are eligible for a Special Needs Authorization or an In-Home Special Needs
authorizations will be required to have a Medical Impairment added in Expert. Without an
existing Medical Impairment the special needs authorizations will be prevented from being
created.

Workers will go to the Add Medical Impairment window, select the child that has qualified
for Special Needs and add a begin date and verification.

Person: Medical Impairment: Fund Code:
COSTNER  KEVIN 01-18-1956 || ADC Incapacity € FederalfState Match
COSTNER  JUNIOR 01-01-2010 || Emer MED/Labor and Delivery € State Funds Only

Government RetiremenyDisability . ; i
LIHEAP Cooling - Temporary Impairment Review Date:
SDP Medical Consultant-Blind

SDP Medical C I Disabled .

Railroad Retirement Disabled Begin Date:

01-01-2016

SAT Blind End Date:

SRT Disabled

SRT Emergency Medical for Aliens

SSA-SSI Blind Verification Source:

SSA-SSI Disabled - -

Vetrans Admin-Aid and Attend I“ dical Prof I Records L]

Veterans Administration-Disabled
LIHEAP Cooling - Lifetime

Next I OK I Cancel I Help |

At the time the worker selects the service Special Needs or In-Home Special needs, if there is
not an existing Medical Impairment in Expert, the worker will receive the following message:

One or more selected persons requires a medical impairment.

If there is a medical impairment in expert, the worker will be able to select the Special
Needs/In-Home Special Needs authorization. However, if the worker selects dates that do not
align with the medical impairment in expert, the worker will receive the following message
AFTER they fill in all the information up to the units and rates tab.

One or more selected persons requires a medical impairment.

Example: Medical Impairment dates in Expert are 09/01/2017 no end date. The worker
tries to create a special needs authorization with dates 08/31/2017 to
06/01/2018, they will receive the message and the authorization will back out:

e One or more selected persons requires a medical impairment.

e If the Medical impairment dates in Expert are 09/01/2017 to
10/31/2017. The worker tries to create a special needs auth with dates
10/01/2017 to 09/30/2018. They will receive the message and the
authorization will back out:

¢ One or more selected persons requires a medical impairment because
the End Date is after the Expert dates have ended.
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N-FOCUS - Service Authorization Detail
File Actions Detall Goto  Help

=11/

-]

ADD

Program cC MC & 476 Service Auth ID#:
Service # and Name
( 3223 CHILD CARE SPECIAL NEED

| |—Agency Office ID—|

Therap Swvc Auth 1D

Beqin II]B-31-2I]1 7
End II]B—I]'I—ZI]'IB |

N-FOCUS - Error x I
Payment To: |Provider vl
1 MFO2341C - One or more selected persons requires medical
—Dates &7 impairment. EI

oK |

—Organization

Provider PAPA BEAR CC

Id 36906085

Provider is Relative

W Customer Obligation " Yes

[~ Override Autopay & No

Owner  PAPA BEAR CC

Authorization Detail

@ Description...
Units and Rates...

Select Units and Rates for the Authorization 07-19-2017 10:11:35
After selecting OK, the worker will be taken to the following screen.
[ N ion List e

File Actions View Goto Help

0T =5 7 R R

(i

First Service Auth Begin

CC SPECIAL NEED

Page

Auth End

Authorized Provider

CAESAR INFANT CARE 04-01-2017 05-31-2017 KID3 R NOT GOATS
SUSIE SCHOOL AGE CARE 04-01-2017 05-31-2017 KID3 R NOT GOATS
SARAH REIMBURSEMENT 03-28-2017 03-28-2017
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Medical Impairment (Change)

Special Needs Child can only be created for children under the age of 21. Any child with a
Special needs Child impairment that turns 21 will either be changed to FR, if there are other
children in the budget.

CC Low Inc Family Non Financial Case Detail for 12/2017 X I
Name DOB Role Adnlt/Child Status -
GEANDLY OTIS 02-01-15%80 Fin Resp Adult AC
GEANDLY OLIVE 11-01-185%6 Fin Resp RAdult LC
GEANDLEY MAYM 01-01-2012 Particip Child AC

Caseworker Name: LILY ROSE
Anthorized Date:
Anthorized By:

Or the worker will receive the following message indicating there are no eligible children.

Mecage . i

There are nao Eligible Childran in the Child Care Case® BES50006. Systern
will CAMCEL out of Budgeting.
Please CLOSE the case in Case Actions.

[ ]

Authorization Closing for Special Needs Medical Impairment (Change)

When a worker end dates a Special Needs Child Medical Impairment, that night the Child
Care authorization will have an end date matching the end date of the Special Needs Child
Medical Impairment.

Example: The medical impairment is closed on 12/15/2017 for 12/20/2017. The
authorization will show an end date 12/20/2017

Employment First and Phantom Budget (Fix)

EF will remain open when ADC is closed for increased earnings and there is a phantom
budget.
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N-FOCUS Tips

CHARTS Referral-Family Relationships

When creating a CHARTS Referral, if you get the message ‘All family relationships for
persons in this referral must be established before a referral can be sent.” Select the Family
Relationship icon to create the family relationships that are missing in order to proceed.

N-FOCUS - CHARTS Referral Detail

- —
|F:Ic Actions Goto Help

LJ[2][] i ) 7] HIE
UPDATE
Persons Known to Master Case
Last First MI Ext SSN Sex Birth Date
WIECH CHELSEA L 507351461 F 10-19-1995 -
HAM JAEDON C 507536135 M 05-04-2008
SHLEE DAKOTA S 420790352 F 09-21-2015 =
L 508834873 F
OUNeTEEs N-FOCUS - CHARTS Referral =
[ . - Add
™ UnkaowinNCE ) I In-Custodial ﬁ
NFO3EVIC - All family relationships for persons in this referral must be Party
I ‘Dependent isin a1 established before a referral can be sent.
CHARTS Referral List
Role Sex Bi
oK
Non-custodial Party —‘ i M 110
Custodial Party \—“W BrLon L W F 014

I~ Good Cause Claimed
Supplemental Documentation
T Yes &~ No

Child Care Referrals to CHARTS

Hemove Person from List I

CHARTS Referral Comments/Narrative |

Referral Requirement

to CHARTS

Note:

Child Care type referrals should be followed up with a Public Assistance Type referral

Child Care referrals do not build CSE cases in CHARTS. Mom only gets a letter
telling her she needs to apply for Child Support because she is receiving Child Care.

Why only the letter? Child Care referrals are a State Requirement, not a Federal
requirement to cooperate with Child Support. Completely different process and

system.
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N-FOCUS Access Schedule

Sunday:
12:00 AM to 4:00 AM: Limited access
4:00 AM to 12:00 AM: Normal access

Monday:
12:00 AM to 10:00 PM: Normal access
10:00 PM to 12:00 AM: Limited access

Tuesday through Saturday:

12:00 AM to 4:00 AM: Limited access
4:00 AM to 10:00 PM: Normal access
10:00 PM to 12:00 AM: Limited access

For a Major Release, there is limited access from 10 PM to 11 PM the Saturday before, and
then no access from 11 PM until verification of the release is completed on Sunday.

The following functions are not available during limited access times:

SNAP Expedited Worksheet
Expert System

State Ward Trust Accounts
Child Review Selection
Refunds

Ability to Pay

EBT Card Issuance

Note: If working during a period of limited access, be aware certain actions/icons/push
buttons may be disabled. When normal access resumes, these functions will once
again be enabled.

Note: If you attempt to work in N-FOCUS after 10 PM, please be aware that Batch
processes are running. This processing locks up certain functions in N-FOCUS. You
may receive errors and/or lose data. Also, the DHHS Help Desk and N-FOCUS
Production Support staff are not available for assistance.
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