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1 Introduction

In 2010, the federal Office of Child Support Enforcement (OCSE) introduced the Federal
Parent Locator Service (FPLS) State Services Portal (SSP), a secure internet gateway that
provides access to FPLS data for state child support programs. It provides a new way for
states to access existing FPLS information and offers a quick and inexpensive way to take
advantage of new FPLS applications and programs. For a complete description of
applications available through the SSP, go to The FPLS State Services Portal at a Glance.

This guide contains instructions for using the Federal Case Registry (FCR) Misidentified
Participant application. OCSE developed the FCR Misidentified Participant application to
assist states with reporting an incorrect SSN for a participant that should not be used as a
final, verified SSN for FCR purposes. The application allows states to maintain a list of
participant IDs with incorrect SSNs for their state. The FCR will reference this table during
the SSN and name verification process to avoid assigning a misidentified SSN as a verified
SSN.
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http://www.acf.hhs.gov/programs/css/resource/state-services-portal-at-a-glance

1.1 How will FCR Misidentified Participant Assist
with Case Management?

Occasionally, the verified SSN located and reported by the FCR is incorrect. This occurs
when the participant submitted by the state has the same name, sex, and similar date of
birth of another person. The FCR Misidentified Participant application helps states to
report these incorrect SSNs to the FCR and ensure they are not associated with the
participant in the future. The application supplements the existing FCR “break the link”
process by providing states more flexibility in managing misidentified participant SSNs by
removing the need to store the information within the state system for submission with
each FCR transaction. It also provides the added ability to specify more than one incorrect
SSN for a single participant.

1.2 Where can | learn more?

FCR Interface Guidance Document

FCR Technical Assistance Guide

FCR Release Specifications and Technical Resources

1.3 Navigation

Follow these general tips for using the SSP:

e For easy access, save the SSP site to your web browser’s Favorites or as an icon on
your desktop.

e On the SSP, Frequently Asked Questions (FAQ) appear in the upper right hand
corner of each screen and may help answer your questions.

e [f you have questions not found in the FAQs, use the Contact Us link found at the
bottom of most SSP screens for information on inquiring about specific topics, or
contact your State Technical Support Liaison.

e Whenever the @ symbol appears beside a field, you may select it to see additional
information about that field.

e Click Home to return to the welcome screen to access another application.

e The Messages section appears on the SSP welcome screen and the welcome screen
of each application. Important general information for application users will be
displayed here.
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http://www.acf.hhs.gov/programs/css/resource/federal-case-registry-interface-guidance-document
http://www.acf.hhs.gov/programs/css/resource/federal-case-registry-technical-assistance-guide
http://www.acf.hhs.gov/programs/css/resource-library/search?topic%5b5315%5d=5315?topic%5b5315%5d=5315&type%5b3063%5d=3063
http://www.acf.hhs.gov/programs/css/resource/ocse-fpls-technical-support-contacts

1.4 Using This Guide

You will find these informational messages throughout SSP navigation guides. The
corresponding icons indicate whether the information is a note or warning.

Notes

@ Notes contain important information and additional hints to improve your results.

Warnings

N A/
;Zl< Warnings must be followed carefully to avoid undesirable results.
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2 Entering the State Services Portal

The Welcome to the FPLS State Services Portal page (Figure 2-1) is the first screen you will see

when you enter the SSP. It is important that you carefully read and understand the security and

confidentiality message displayed. Once you read and agree to the terms of the message, click
Agree to proceed.

Figure 2-1: Welcome to the FPLS State Services Portal

"‘- U.S. Department of Health and Human Services A

~4 FPLS State Services Portal .

FPLS Portal

Welcome to FPLS State Services Portal
Help Desk Availability

Menday - Friday: You are about to access a United States government computer network that is intended
8:00 AM. - 5:00 B.M. ET for authorized users only. You should have no expectation of privacy in your use of this
network. Use of this network constitues consent to monitoring, retrieval, and disclosure of
any information stored within the network for any purpose including criminal prosecution.

For assistance, call the FPLS Portal Help Desk at 1-800-258-2736

Agree

Office of Child Support Enfercement - Last updated: 11/17/20039

FCR Misidentified Participant

June 1, 2014
Navigation Guide

Page 4



3 FCR Misidentified Participant

FCR Misidentified Participant allows you to add or remove an SSN from a table of known SSNs
that are not associated with a specific participant in your state. It also allows you to view the
current listing of SSNs that have been reported as misidentified and the specific participants
they should not be associated with. You may access the application by selecting FCR
Misidentified Participant from the FPLS Portal main menu (Figure 3-1).

Figure 3-1: Welcome to the FPLS State Services Portal

'4 U.S. Department of Health and Human Services i
o1
— FPLS State Services Portal .
FPLS Portal
Welcome
to

Debt Inquiry FPLS State Services Portal

DoD Entitlement

FCR Misidentified The Federal Parent Locator Service (FPLS)

Participant State Services Portal (SSP) enables States

Employer Search and authorized individuals to conduct child

Electronic Document support business and submit information to i

Exchange the Office of Child Support Enforcement A e,

aeTermination (OCSE)'

FCR Query

Federal Collection and

Enforcement

Locate Messages

Query Interstate Cases

for Kids

Help Desk Availability

Monday - Friday:

2:00 A.M. - 5:00 B.M. ET

Office of Child Suppert Enfercement
Contact Us  Training
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The FCR Misidentified Participant Welcome page gives you access to the FCR Misidentified
Participant application on the SSP. You have the option to select Member ID Search or Add
SSN. To search by a participant, select Member ID Search from the FCR Misidentified
Participant menu (Figure 3-2).

Figure 3-2: Welcome to FCR Misidentified Participant

U.S. Department of Health and Human Services ARSIV NG

FPLS State Services Portal

Print | FAQ | Close

Welcame
to
Member ID Search FCR Misidentified Participant
Add 55N

Help Dask Availabilit - ) iy N
=i HEsw AvsliEbliy The FCR Misidentified Participant application

Menday - Friday: allows the state to submit SSNs determined
2:00 A.M. - 5:00 B.M. ET to not be associated to their state's
participant.
Messages

Office of Child Suppert Enfercement
Contact Us
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3.1 Member ID Search

From the Member ID Search page (Figure 3-3) enter a participant’s Member ID or Misidentified
SSN and click GO. For information to be returned, the participant must already appear in your
state’s table of known misidentified participants. Alternatively, you may leave both fields blank
if you wish to see all participants with a misidentified SSN contained in the table for your state.

Figure 3-3: Member ID Search

U.S. Department of Health and Human Services

FPLS State Services Portal

Print | FAQ | Close

Member ID Search

Member ID must match what is on or will be submitted to the FCR.

Member ID Search Member ID Query
Add 55N

Member ID:

Misidentified SSN: -

Office of Child Suppert Enfercement
Contact Us
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The following table lists possible error messages and recommended actions to resolve the
errors.

Table 3-4: Member ID Search Error Messages

T

SSN must be 9 numbers, ‘0’ thru You must enter the SSN using all numbers, with no

‘9’ and no dashes dashes or spaces.
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3.1.1 Member ID Results

If the Member ID or Misidentified SSN you entered matches a participant in the current table of
known misidentified participants for your state, that participant’s information will be displayed
in the Member ID Results page (Figure 3-5). If you did not enter a Member ID or Misidentified
SSN on the Member ID search page, a complete listing of all participants included in your state’s
table of misidentified participants will be displayed.

Figure 3-5: Member ID Results

U.S. Department of Health and Human Services

FPLS State Services Portal

Print | FAQ | Close

Member ID Search

Member ID must match what is on or will be submitted to the FCR.

Member ID Search Member ID Query
Add S5N

Member ID:

Misidentified SSN: -

Member ID Results

000000G12345678 123-X¥X-6789 [James Riady Sturgecn Delete
QWERTYUS7634321 987-¥¥-4321 (William John Sturgeon Delete

Previous || Add || MNext

Office of Child Suppert Enfercement
Contact Us
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The Member ID Results page allows you to review information on previously entered
misidentified participants. The following data is displayed for each participant:

e Member ID — a unique identifier assigned by your state
e Misidentified SSN

e First Name

e Middle Name

e Last Name

If you wish to remove a Member ID from the table, click Delete next to the participant entry in
the Member ID Results and click OK when asked, “Do you want to Delete the Participant?”

To add a new participant to the table, click Add at the bottom of the Member ID Results page
to proceed to the Add Misidentified Participant Information page.

As an alternative, you may proceed directly to the Add Misidentified Participant Information
page by selecting Add SSN from the FCR Misidentified Participant menu.

@ If the results exceed one page, you will see Next and Previous buttons. The Next
button displays more results. The Previous button returns you to the previous page.
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3.2 Add SSN

To add a member ID with a misidentified SSN for your state, enter the following data in the Add
Misidentified Participant Information page (Figure 3-6) for the participant:

e Member ID — a unique identifier assigned by your state (leading zeroes required)
e Misidentified SSN — the SSN known to be incorrect for a participant

e Last Name

e First Name

e Middle Name — optional

Figure 3-6: Add Misidentified Participant Information

U.S. Department of Health and Human Services

FPLS State Services Portal

Print | FAQ | Close

Add Misidentified Participant Information

* Indicates reguired field

Member ID must match what is on or will be submitted to the FCR.

Member ID Search
Add SSN Participant Information

* Member ID:
= Misidentified SSN:
* Last Name:
= First Name:

Middle Name:

Save | Return /| Clear

Office of Child Suppert Enfercement
Contact Us

Once the required information has been entered, click Save to add the participant.
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The following table lists possible error messages and recommended actions to resolve the

errors.

Table 3-7: Add Misidentified Participant Information Error Messages

I

Member ID is required

SSN is required

SSN must be 9 numbers, ‘0’ thru

‘9’ and no dashes

Last Name is required

First Name is required

Last Name must be letters ‘A’

thru ‘2’ and not equal to spaces

First Name must be letters ‘A’

thru ‘2’ and not equal to spaces

Middle Name must be letters ‘A’

thru ‘2’ and not equal to spaces

You must enter the Member ID for the participant you

wish to add.

You must enter the SSN known to be incorrect for the

participant you wish to add.

You must enter the SSN using all numbers, with no

dashes or spaces.

You must enter the Last Name for the participant you

wish to add.

You must enter the First Name for the participant you

wish to add.

The participant’s last name must be entered using
alphabetic characters only. No spaces, numbers, or

special characters are allowed in this field.

The participant’s first name must be entered using
alphabetic characters only. No spaces, numbers, or

special characters are allowed in this field.

The participant’s middle name must be entered using
alphabetic characters only. No spaces, numbers, or

special characters are allowed in this field.
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You may receive the informational confirmation message “Member ID does not exist for your
state. Do you still want to add?” (Figure 3-8). Click OK to confirm your selection.

Figure 3-8: Add Misidentified Participant Confirmation

JavaScript *

Member ID does not exist for your state. Do you still want to

add?
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Upon completion, you will be returned to the Add Misidentified Participant information page
with a confirmation message displayed indicating “Participant successfully added” (Figure 3-9).

Figure 3-9: Add Misidentified Participant Information — Participant Successfully Added

"? U.S. Department of Health and Human Services - e
‘_\' ~  FPLS State Services Portal A

Print | FAQ | Close

Add Misidentified Participant Information

* Imdicates required field

Member ID must match what is on or will be submitted to the FCR.

Member ID Search

Add 55N Participant successfully added.

Participant Information

= Member 1D
= Misidentified S5N:
* Last Name:
= First Name:

Middle Name:

I Save || Return || Clear

Ciffice of Child Support Enfarcement
Contact Us

N A/

;Zl< Please note, the Member ID added must match what is currently on, or will be
submitted to the FCR in order to function successfully within the Misidentified
Participant table.
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