
Debt Inquiry Service 
for Insurers using the 

Child Support Services Portal 

 
 



What is the Debt Inquiry Service? 

• Centralized process for insurers (including agents or 
third-party administrators) to report claimants or 
beneficiaries eligible to receive upcoming lump-sum or 
other types of payments (insurance settlements, life 
insurance proceeds) 

• Information provided by insurers is compared to OCSE’s 
debtor file, which contains information about individuals 
who owe past-due support   

• State agencies receive matches and contact the insurers 
if payments should be withheld 
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How do I provide information about  
payments using Debt Inquiry Service? 

• Option 1 – Enter information about each claimant or 
beneficiary individually into a page on the web 
application 

• Option 2 – Upload a file containing information about 
multiple claimants or beneficiaries using a file upload on 
the web application 
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What will I see after I log into the  
Debt Inquiry Service application? 

 The taskbar lets you 
move to the CSSP 
Home page, print 
pages, view FAQs, and 
log out. 

 
 Links let you move 

among the Debt 
Inquiry Service pages. 
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Welcome Page 
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How do I use Option 1 – entering 
information for individuals? 

 Select “Debt Query.” 
 

 You will be directed to 
the Debt Query page 
where you can enter 
payment information.  
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Debt Query Page 



7 Amount is optional 

Debt Query Page 
Payee Information 

 Enter information 
about the claimant or 
beneficiary who is 
eligible for the 
payment. 

 You may enter a 
Reference Identifier 
that the state will 
return to you on its 
request to intercept the 
payment. 

 Use the drop-down 
menu to select the 
Payment Type. 

 The Expected Payout 
Date is the date you 
must receive notice 
from the state in order 
to withhold the 
payment .* 
 
 *Note:  In states that require notification prior to a 

payment, you must honor state laws concerning hold 
periods.   
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Debt Query Page 
Payor Information 

 Your information is 
pre-filled based on  
your profile form. 

 
 You may change any 

information on the 
page except FEIN 
and Organization 
Name.  
 

 Click Submit. 
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 This page confirms that 
you submitted  
information for the 
claimant or beneficiary. 

 It also tells you which 
state(s) submitted the 
debt and the state 
contact.  

 Debt Inquiry Service 
sends matches to states 
daily after  
6:00 pm ET. 

 You can also see contact 
information for the state. 

 If you have additional 
claimants or 
beneficiaries to enter, 
click New Debt Query. 
 

Debt Query – Confirmation 
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How do I use Option 2 – uploading a file? 

 Use this page to submit 
multiple claimants or 
beneficiaries. 

 You may upload one of 
three types of files: 
fixed-length, comma-
separated value (.csv), 
or an MS Excel 
spreadsheet. 

 To upload your file: 
 Click Browse to 

find your file, then 
 Click Upload 

 To upload an MS Excel 
spreadsheet, use this 
template. 
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Note: Not using the template may result in errors. 

     Fields are the same as on the Debt Query Page. 
 

     You must use the template located on the File Upload page. 
 

     Do not copy and paste information into the spreadsheet because it changes the format.  

Sample MS Excel Spreadsheet 



12 

File Upload Confirmation 

 After clicking Upload  
you receive a 
confirmation  
message. 
 

 You can now submit a 
new file, use Debt 
Query, or log out. 
 

 Files are processed 
hourly from 9:00 am to 
6:00 pm ET. 

  
 After processing, you 

can view your 
transaction history. 
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Transaction History 
Search and View Submissions 

 Search within a 60-day 
date range or by SSN. 

 
 View a summary of your 

transaction history.  
 

 If you need to review 
details you submitted for 
a claimant or beneficiary, 
click their underlined 
SSN (view transaction 
details on the next slide). 
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Transaction Details 

 View detailed information 
you submitted for the 
claimant or beneficiary. 

 
 If you did not enter 

information into a field, it 
will be blank. 

 
 You may print the page if 

you need a copy for your 
records. 

 
 
 

 



 
 Debt Inquiry Service is a simple and easy application that allows insurers to report 

upcoming lump-sum payouts and payments to states 
                            
 To register, complete the Debt Inquiry Service (DIS) Insurer Agreement and Profile Form 

 
 E-mail the Profile Form to insurancematch@acf.hhs.gov 
 
 See the Debt Inquiry Service - State Participation Status for participating states and 

territories 
 

 For additional information contact insurancematch@acf.hhs.gov   
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That’s it! 

http://www.acf.hhs.gov/sites/default/files/programs/css/dis_insurer_agreement_and_profile.pdf
mailto:insurancematch@acf.hhs.gov
http://www.acf.hhs.gov/programs/css/resource/debt-inquiry-service-state-participation-status
http://www.acf.hhs.gov/programs/css/resource/debt-inquiry-service-state-participation-status
http://www.acf.hhs.gov/programs/css/resource/debt-inquiry-service-state-participation-status
http://www.acf.hhs.gov/programs/css/resource/debt-inquiry-service-state-participation-status
mailto:insurancematch@acf.hhs.gov


Need Help? 
Questions? 
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E-mail: insurancematch@acf.hhs.gov 

mailto:insurancematch@acf.hhs.gov
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