Employer Servmes
Application Presen O s




What is the Employer Services
App?

— One central location for employers to notify states
about:

e upcoming lump sum payments

* employee terminations or to respond to an income
withholding order (IWQO) for someone who has
never worked for you

— Nearly all states receive information provided
by employers



What is Lump Sum Reporting on
the Employer Services App?

— Employers provide information about individuals who
are eligible to receive a lump sum payment

— OCSE compares that information to individuals who
owe child support

— OCSE sends matches to child support agencies
responsible for collecting support

— Child support agencies contact employers or income
withholders to let them know whether to withhold from
the lump sum payment

» Child support agencies may not contact the employer when
opting not to attach the lump sum payment

Note: If the information the employer provides does not result in a
match, OCSE does not send data to child support agencies.



Welcome to Child Support Portal
Homepage

U.5. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Welcome
to
Employer Services

m |naf| n or lump sum payout
naflun that will be sent to the state child

ort agency.

Messages

Washington joined Employer Services! Check the Participation section of the FAQs to see

all 46 participating states.
Reminder to Employers - Employer Services sends termination information guickly and
securely to states.




Portal Home — Taskbar

U. 5. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Taskbar

* Print any screen
Termination Entry * Access FAQ (Frequently Ask Questions)
feporting H=teny « Logout from any screen

Messages

Washington joined Employe
all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.




Portal Home — Messages

U. 5. Department of Health and Human Services

FPLS Child Support Services Portal

CSSP Home

Employer Services
Welcome

to
Employer Services

Print | FAQ | Logout

File Upload

File Errors

Lump Sum Entry

Termination Entry Employer Services enables authorized users to

Reporting History enter min r lump sum payout
information that will be sent to the state child
support agency.

Messages

Messages Washington joined Employe

. . . all 46 participating states.
Provides current information

R Lists states that are NOT E.::Ji:e?:r;;nsfart'neil-n-,-'ers - Employer Services sends termination information quickly and
participating in Lump Sum
Reporting and eTerm




Portal Home — Employer
Services

U. 5. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Welcome
to

File Upload .
S Employer Services

File Errors
Lump Sum Entry
Termination Entry

Reporting History

Employer Services links allow you to choose what you want to
do!

File Upload — report multiple employees

File Errors — review file errors from file upload

Lump Sum Entry — report lump sum information for one employee
Termination Entry — report termination information for one employee
Reporting History — review reporting history for last 60 business days




Lump Sum Entry

 How to report lump sum information for one employee
(by the “onesie”) to multiple states



Lump Sum Entry

U. 8. Department of Health and Human Services

FPLS Child Support Services Portal

CSSP Home Print | FAQ | Logout

Welcome
to
Employer Services

Click Lump Sum Entry

will be sent to the state child

Messages
Washington joined Employer Services! Check the Participation section of the FAQs to see
all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.




Lump Sum Entry — Online screen
(1/2)

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Employer Services

File Upload

File Errors

Lump Sum Entry

Termination Entry

Reporting History

~

Expected Payout Date — must be at
least five days in the future

Enter information into each field

Note: Some states have laws that
require employers to hold lump sum

payments for a specific duration.
See /

Print | FAQ | Logout

#*%* This search should not be used for employment decisions ***

Lump Sum Entry
Indicates required field * Must complete Required fields

Payee Information

Hover over the
* SSN: @ formore

intformation
* First Name:

* Last Name:
Reference Identifier:
* Payout Type: | -Select-

* Expected Payout Date:

Amount: &

Case Information
If you choose to direct your Lump Sum notification to a specific state, enter Case Information
below.

Case State: | -Select-

Case Identifier:

Order Identifier: Screen continues (1/2)



https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP
https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP

Lump Sum Entry — Online screen
(2/2)

Payor Information

* FEIN: [987
* Organization Name: Testing Company Unlimited

* Contact Name: |Mike Testington [l
FEIN field is pre-filled Address Line 1t [123 Easy Street

Address Line 2:
Payor Information is pre-filled from City Name: Townsville
the Employer Profile & Agreement;
however, the contact information

Note: Must follow
applicable state laws.

State: | Maryland

ZIP: 12345

may be updated for each payout . See

* Phone: 5558675309

(Mo Hyphans)

* Faw: |5558675309

[ Mo Hyphens)
! IMike@testing.com

Email v
**1In states that require notification prior to making a lump sum payment to a debtor, applicable
state law must be followed concerning hold periods.

| Submit | [ Clear |

Click Submit
Screen ends
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https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP
https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP

Lump Sum Entry Confirmation

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Employer Services Lump Sum Entry Confirmation

I ayvo tran ion has submitted fo 2
File Upload Payout tran on has been submitted for 12
File Errors

Lump Sum Entry

Termination Entry

Message displays
confirming submission

New Lump Sum

Office of Child 5 ce
Contact Us | Pri y Statement

12



Lump Sum Entry — What’s Next?
°

‘

hat happens now?

o If the employee information submitted matches to an
individual who owes child support, OCSE notifies the child
support agency responsible for collecting the support

» Child support agencies may contact you by phone, fax, or
e-mail (your preference) if they plan to attach the lump sum
payment

* Response time varies from state to state. If there is no
response by the Payout Date (and no state law requiring
you to hold the payment), then you may release the
payment to the employee




File Upload

e How to report multiple employees to multiple states
by uploading a spreadsheet

14



File Upload

U.5. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

File Upload File Upload

File ors . .. . .

Do « Upload a file containing information about employees for lump sums
ump Sum Entry i i

Termination Entry Emp or terminations

Reporting History enter o — = e
information that will be sent to the state child
support agency.

Messages

Washington joined Employer Services! Check the Participation section of the FAQs to see
all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.
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File Upload — Steps 1 & 2

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

File Upload

File Selection

Step 1. Select file Reporting —L * Reporting Type:[ Select 7|

Type for upload: *File cohrismic R s
 Lump Sum Lump Sum |y, P oS, s

e Termination

Termination

Step 2: Select Sample Lump
Sum or Sample Termination
button to open Excel template

___Sample Lump Sum __ Sample Termination




Templates

1
2
3
4
5
6
7
8

File Upload — Step 3 - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

Jx

B C D E
ORGANIZATION NAME CONTACT NAME ADDRESS LINE 1 ADDRESS LINE 2

L Sample_Termination (2).xls [Compatibility Mode] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

S

B C D E F G
State Code Action Code JEIN Text Employee Last Name Employee First Name Employee Middle Name Employee Name Suffix

G

H

STATE ZIP/POSTAL CODE ~ PHONE

H
Employee SSN

Case ldentifier

]
Order ldentifier

Step 3: These templates are pre-formatted in Excel. Complete employees’ information on the

spreadsheet and save on your computer.

NOTE:

« The BLUE highlighted fields or text indicate required fields. Some fields have tool tips which

describes the formatting for the particular field.
 Employer should use the formatted template to avoid file errors.




File Upload — Steps 4 & 5

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Employer Services File Upload
* Indicates required fisld
ile Uploa
File Upload File Selection
File Errors
Lump Sum Entry .
Termination E * Reporting Type:| -Select- v
Reporting History
* File:| Choose File | Mo file

Step 5:
e Click Upload

Step 4:
* Click Choose File to select
the file on your computer

|  Sample Lump Sum || Sample Termination |

18



File Upload — Message

.5, Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Employer Services | File Upload

ile Uplos . . . . =
File Upload ed. You will receive an email to let you know whether ar not your file

File Errors

Lurmp Surm Entry . .
— File Selection
Termination Entry

Repoarting History
" Repaorting Type:| -5

* File

Message

e “Your file has been uploaded. You will
receive an e-mail to let you know whether or
not your file processed successfully”
displays.
An e-mail notifies you if your file was uploaded
successfully or not. If not, see File Errors.

Sample Termination |




File Upload — What is Next?
@

What happens now?

e For Lump Sum Reporting:
 Child support agencies receive notification when information you
submitted matches to an individual who owes child support

» Child support agencies contact you by phone, fax, or e-mail (your

preference) if they plan to attach the lump sum payment

e For Termination Reporting:

« OCSE notifies the child support agency you provided
on your file about the employee termination or that the
individual identified on a new IWO does not work for
your company



File Errors

 How to review file errors from uploading a
spreadsheet

21



File Error — Sample E-mail

Testing Organization Unlimited,

Tour Debt Inquiry Service file named Testingli3 04 08 _2014.xlsx did not process
successiully. lhe £ error log i1s avallable on the Flle Errors page. Flease
review the file error log to correct and resubmit this file., Additionally, some tipa
have been added to the sampleXLS.xls available on the File Upload page.

Employer Services - hael Liebert:
Telephone: 3
E-mail: Michae

Sample e-mail
* You will receive an e-mail about file errors

22



File Error

File Upload

File Errors

Lump Sum Entry
Termination Entry
Reporting History

U.5. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Welcome

File Error
* Review file errors for files that did not process
successfully

support agency.

Messages
Washington joined Employer Services! Check the Participation section of the FAQs to see
all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.

23



File Error — Search Criteria

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Employer Services File Errors
* Indicates required field

File Upload Search Criteria

File Errors

Lump Sum Entry * Reporting Type: |-Select-

* From Date: [02/26/2014 | 9]

Termination Entry

Reporting History

/ (mm/dd/yyyy)
“To Date: 03052014 || |60 |

(mm/dd/yyyy]

Search Criteria
» Select Reporting Type
e Select From Date and To Date J

+ Click GO

Office of Child Support Enforcement
Contact Us | Privacy Statement




File Error — Download

.5, Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout
Employer Services | Fjle Errors

File U

File En

Lump Sum Entry

Termina Entry

R g H " Reporting T

* From

Click Download

Error Leg File Name

6.ET.02052014143004.xls.EF Dotinlead
E 4 EF | Download
ET.0305 . Download
ET.03 01414 . Download
Download

Download

Download

Download

Download

| Download




File Error — Error Log

Error log for input file 123456789.DI1.03032014110008.x1ls processed on Mon

Mar ©3 11:00:88 EST 2014

2 FAILED SSN is invalid

3 FAILED FEIN is missing,Organization Name is missing

4 FAILED Expected Payout date must be at least 5 days later from today.

* Error log displays which line(s) in the spreadsheet has errors and

identifies the error
» Fix the original spreadsheet and re-upload for file validation process
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Termination Entry

 How to report termination information for a single
employee

27



Termination Entry

File Upload

Lump Sum Entry
Termination Entry
Reporting History

U. 8. Department of Health and Human Services

FPLS Child Support Services Portal

CSSP Home Print | FAQ | Logout

Welcome
to
Employer Services

Messages

Washington joined Employer Services! Check the Participation section of the FAQ
all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.
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Termination Entry — Online
screen (1/2)

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

g
Pl
Termination Entry * Required fields
* Indicates reqg field

Print | FAQ | Logout

File Upload Employment Termination or Income Status
File Errors

Lump Sum Entry

Select Yes if you received an IWO and the NCP does not work for you. Select No to report a
Termination Entry termination of an employee.

Reporting History . . .

Are you responding to an Income Withholding Order?

No @ Note: You can use this to report
Yes terminated employees and to report
that you received an IWO for a person

ployer Information who never worked for you

Enter information into each field ' -
. . . FEIN: |987654321
* FEIN field is pre-filled (No Hyshens)

oncustodial Parent/Employee Information

© SSN:
(No Hyphens)

" Last Name:
“ First Name:

Middle Name:

Suffix: Screen continues (1/2)

29



Termination Entry — Online

screen (2/2)

Enter information into each field
State and Case ldentifier are
required fields for reporting
terminations

Case Information

" State:
* Case Identifier:

Order Identifier:

Termination Information

Termination Date:

Final Payment Date:

Final Payment Amount:

Last Known Address

Address Line 1:
Address Line 2:

City Name:

State: | -Select-

ZIP:

Phone Number:

New Employer Information

Employer Name:
Address Line 1:

Address Line 2:

-Select-

Screen ends (2/2)
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Termination Entry — Confirmation

U.S. Department of Health and Human Services

FPLS Chlld Support SerVICES POI’tal Message displays

confirming submission

Employer Services | Termination Entry

" Indicates required field

File Upload " . y " . — A
E Termination information has been submitted for 123-XX-6789,
File Errors

Lump Sum Entry Employment Termination or Income Status

Termination Entry
Select Yes if you received an IWO and the NCP does not work for you. Select No to report a
termination of an employee.

Reporting History

Are you responding to an Income Withholding Order?

No @

Employer Information

Click Repeat Employee Information to report \uRepeat Emplovee Information

employee information for multiple orders for one
employee




Reporting History

« How to review lump sum reporting and termination
reporting history for 60 business days

32



Reporting History

U. 8. Department of Health and Human Services

FPLS Child Support Services Portal

CSSP Home Print | FAQ | Logout

Welcome
to

File Upload .
e Employer Services

Lump Sum Entry

Termination Entry VEF SArviCces BN E

Click Reporting History

Reporting History

Messages

Washington joined Employer Services! Check the Participation section of the FAQ

all 46 participating states.

Reminder to Employers - Employer Services sends termination information guickly and
securely to states.




Reporting History — Search
Criteria

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Print | FAQ | Logout

Employer Services | peporting History
¥ Indicates required field

File Upload

File Errors

Search Criteria

Lump Sum Entry

“ Reporting Type: | -Select-
“ From Date: |02/26/2014
(mm/dd/yyyy)

“ To Date: |03/05/2014 |9

(mm/dd/yyyy)

SSN: GO |

(Mo Hyphens)

Termination Entry

Reporting History

* Enter Search Criteria \]
 Click GO

Remember to use a 60-day time
period

Office of Child Suppert Enforcement
Contact Us | Privacy Statement




Reporting History — Search
Results

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Employer Services

File Upload

File Errors

Lump Sum Entry
Termination Entry
Reporting History

Review Search Results
Submitted Date
NCP/Employee Name
SSN
Entry Type

Online = online form

e Batch = File Upload

Home

Print | FAQ | Logout

Reporting History
* Indicates required field
Date range may be modified due to available input file history.

Search Criteria

Click SSN to view the
Lump Sum Reporting or
Termination Details

* Reporting Type:

* From Date:
* To Date:

SSN:

Search Results

Submitted Date & v NCP/Employee Name & v
03 : - Sherri Grigsby
Mary Grace
Leonn Freeman
Robert Duval
James Camry
Ralph Smith
Mary Grace
Leonn Freeman
Robert Duval
James Camry

03/01/2014

Previous | |
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Reporting History — Detalils

U.S. Department of Health and Human Services

FPLS Child Support Services Portal

Employer Services | Termination Details

Print | FAQ | Logout

Employment Termination or Income Status

File Upload

File Errors

Lump Sum Entry

Termination Entry

Reporting History
Employer Information

FEIN:

Employee has never worked for this employer nor received periodic income.

98-7654321

Noncustodial Parent/Employee Information Te rm I n atl on or L um p S um E ntry Detal IS

SSN:

Last Name:
First Name:
Middle Name:
Suffix:

Case Information

Case Type:

State:

County Code:

Case Identifier:
Order Identifier:

e Read only view of information submitted

XXX-XX-6789 by employer
Grigsby

Sherri

ETRM

AL

123
1234567
34345567
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How do | enroll for the application?

— Employer Services Agreement and Profile

» (complete and return to employerserviceswebapp@acf.hhs.gov)

— Multiple FEIN spreadsheet

» (complete and return to employerserviceswebapp@acf.hhs.gov)

Other helpful links:

— Lump Sum Matrix: State-specific information and contacts

— Lump Sum and eTerm Participating states

— e-IWO allows employers to receive the OMB-approved, standard Income
Withholding for Support order (IWO) and report terminations

electronically. For more information please contact Bill Stuart

— OCSE Employer website

37


http://www.acf.hhs.gov/sites/default/files/programs/css/es_agreement_and_profile_form.pdf
http://www.acf.hhs.gov/sites/default/files/programs/css/es_agreement_and_profile_form.pdf
mailto:employerserviceswebapp@acf.hhs.gov
http://www.acf.hhs.gov/programs/css/resource/multiple-fein-spreadsheet
mailto:employerserviceswebapp@acf.hhs.gov
https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP
https://ocsp.acf.hhs.gov/irg/irgpdf.pdf?geoType=OGP&groupCode=EMP&addrType=SLS&addrClassType=EMP
http://www.acf.hhs.gov/programs/css/resource/states-using-lump-sum-reporting-and-eterm
http://www.acf.hhs.gov/programs/css/employers/e-iwo
mailto:William.Stuart@ACF.hhs.gov
http://www.acf.hhs.gov/programs/css/employers
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