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1. ELECTRONIC DOCUMENT EXCHANGE (OCSE REF #4605)

1.1 Summary of Changes

We are enhancing the Federal Parent Locator Service (FPLS) Electronic Document Exchange
(EDE) application on the State Services Portal (SSP) to supply states with the county Federal
Information Processing Standards (FIPS) code information. In addition, EDE will also retrieve
case participants’ names and details associated with a case from the Federal Case Registry (FCR).

1.2 Background

States with county-based record storage systems will be able to identify requests for records
from their counties and respond more quickly. The EDE participating states requested the
ability to filter requests by county FIPS code in order to respond more efficiently. As a
convenience for states requesting documents, you can fill case details by selecting a
participant from a list obtained from the FCR or you can fill the details manually.

1.3 Description of Changes
This section describes the changes made to these processes:

e Solicited Process
— Request Documents page
— Select Document to Request page
— Query FCR page
— Respond to Requests page
— Document Information page
e Unsolicited Process
— Upload Unsolicited Documents page
— Select Documents to Provide page
— Download Unsolicited Documents page
e Batch Process
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1.3.1 REQUEST DOCUMENTS PAGE

Figure 1-1 shows that you, as a requesting state user, can supply your own state’s county FIPS
code with case details. The county names and associated FIPS codes are available to you via
a lookup function using the List Counties button. Additionally, an information icon (i) states
that you can either enter a county FIPS code or select a county FIPS code, using the List
Counties button.

Figure 1-1: Request Documents Page
»
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Reguest Documents
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Clicking the List Counties button on the Request Documents page retrieves the county names
and FIPS codes from the portal database and displays a page with a list. The portal database
periodically receives an extract of county FIPS codes and associated county names from the
Intergovernmental Reference Guide. Figure 1-2 shows a sample of the county FIPS codes
list.

Figure 1-2: County FIPS Codes Page
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1.3.2 SELECT DOCUMENTS TO REQUEST PAGE

As shown in Figure 1-3, EDE pre-populates the county FIPS code from the FCR on the Select
Documents to Request page, based on the responding state and case ID combination you enter
in your request. The FCR is also the source of a list of participants associated with the case.

For the county FIPS code, you have the options to:

e Leave the county FIPS code as retrieved from the FCR

e Change the code using the List Counties button on the Request Documents page, Figure
1-1, to select the correct county FIPS code from the list, shown in Figure 1-2

e Type a county FIPS code

When selecting documents, you can either:

e Select the participant names and associated details from the FCR participant list by
clicking the down arrow in the Participant Name box
e Enter your own participant information and associated details

Part 1: Electronic Document Exchange (OCSE Ref #4605)
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When the Select Documents to Request page opens, it contains a form for a single document
request. You can request up to 15 documents if desired by clicking Add More Documents.

Figure 1-3: Select Documents to Request Page
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1.3.3 QUERY FCR PAGE

Figure 1-4 shows that you, as a requesting state user, can view your own state’s cases, as well
as those from other states on the Query FCR page. Additionally, we added two new columns:
County FIPS Code and Verify Type, unverified (U) or verified (V) by SSA.

For your state’s cases, EDE displays unverified and verified participants. If a participant is
unverified, ‘U’ appears in the Verify Type column. You will only see verified participants for
other states’ cases.
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Figure 1-4: Query FCR Page
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1.3.4 RESPOND TO REQUESTS PAGE

Figure 1-5 shows that you, as a responding state user, can search the requests your state
received by your state’s county FIPS code, using the Responding County list. This page
contains the Responding County FIPS Code column displaying your state’s county FIPS
code. As before, you can view the requesting state information by clicking the responding
state’s case ID to view the case details page.

Changing the County FIPS Code
You can also change the county FIPS code the requesting state supplied:

1. Click the case ID link in the Responding State Case ID column as shown in Figure 1-5

2. Enter the correct county FIPS code on the Document Information page as shown in Figure
1-6

3. Click Update on the Document Information page to record the FIPS code change and
return to the Respond to Requests page

Assigning and Releasing Requests

You can assign or release all requests in a single step, as follows:

e Click Assign All to assign all displayed requests in ‘Unassigned’ status

e Click Release All to release all displayed requests in ‘Assigned’ or ‘Pending’ status

e If you are a superuser, for a single user, you can release all displayed requests in
‘Assigned’ or ‘Pending’ status

Part 1: Electronic Document Exchange (OCSE Ref #4605)
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Figure 1-5: Respond to Requests Page
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Figure 1-6: Document Information Page
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1.3.5 UPLOAD UNSOLICITED DOCUMENTS PAGE

Figure 1-7 shows that you, as a providing state user, can supply your own state’s county FIPS
code along with case details. You can either:

e Click List Counties on the Upload Unsolicited Documents page to open a list of your
state’s county names and associated FIPS codes for selection, shown in Figure 1-2
e Type the code

The information icon (i) informs you of these choices.

Part 1: Electronic Document Exchange (OCSE Ref #4605)
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Figure 1-7: Upload Unsolicited Documents Page
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1.3.6 SELECT DOCUMENTS TO PROVIDE PAGE

Figure 1-8 shows the page pre-populated from the FCR with the county FIPS code, based on
the other state and case ID combination you entered. (This will only occur when you have a
case ID to include for your upload.)

You have the options to:

e Leave the county FIPS code as retrieved from the FCR

e Change the code by clicking List Counties, which opens a list of the other state’s counties
and FIPS codes, shown in Figure 1-2, and selecting the correct county FIPS code

e Type the code
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Figure 1-8: Select Documents to Provide Page
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1.3.7 DOWNLOAD UNSOLICITED DOCUMENTS PAGE

Figure 1-9 shows that you, as a receiving state user, can search the requests received for your
state’s county FIPS code, using the Receiving County list. The Download Unsolicited
Documents page contains the Receiving State County FIPS Code column for viewing your
county FIPS codes. As before, you can view the providing state’s information by selecting
the providing state’s case ID to view the case details page.

Figure 1-9: Download Unsolicited Documents
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1.3.8 BATCH PROCESS

Request

You, as a requesting batch state user, can send a request file including the information for
your state and the responding state’s county FIPS code. If you are not able to supply the
county FIPS code for the responding state in the request, the EDE batch application will
retrieve and insert the county FIPS code from the FCR (if it exists) based on the responding
state and case ID before sending the file to the responding state.

Responding

You, as a responding batch state user, can change the county FIPS code supplied in the
request file received. You can change the county FIPS code with a new code, or by removing
the existing code when you send the responding batch metafile to OCSE.

Unsolicited

You, as a supplying batch state user, can send an unsolicited metafile including the
information for your state and other state’s county FIPS code. If you are not able to supply
the county FIPS code for the other state, the EDE batch application will retrieve and insert the
county FIPS code from the FCR (if it exists) based on the other state and case ID before
sending the file to the receiving state.

1.4 Impact on States
States do not need to change their systems to take advantage of this enhancement.
1.5 End User Support Contact Information

For questions about this application, contact your End User Support representative directly or
the Service Desk at 800-258-2736 or ocse.gr-portal@lmco.com.
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