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1. INTRODUCTION

The Office of Child Support Enforcement (OCSE) Intergovernmental Reference Guide (IRG)
offers states, tribes, and other partners an effective and efficient way to view and retrieve child
support program and address information. The IRG consolidates data into a centralized,
automated repository, which is available via the Child Support Portal (Portal), formerly referred
to as the State Services Portal (SSP), or directly via the Internet.

Note: The web pages in the Portal version of the IRG will display the former
name until we update Portal applications to display Child Support Portal.

1.1 What Is the IRG?

The IRG offers profile and contact information for four different types of entities associated with
the child support program:

e States and territories

e Tribes

e International — The Hague Treaty countries and foreign reciprocating countries with
agreements with the United States to exchange child support information

e OCSE offices

Profile information: Contains program-specific law, policies, and procedures specific to each
state and tribe. Profile information includes, for example, state-level reciprocity agreements,
enforcement tools, and policies on age of majority, income withholding, paternity, and support
order establishment. State profiles also include The Hague Country Profile questions. There is
no profile information for international partners or OCSE offices.

Contact information: Contains address and other contact information for state and tribal child
support programs, international partners, and OCSE offices.

1.2 What Features Does the IRG Offer?

The IRG offers easy access to profile and contact information. It also has other tools that enable
you to work with that information. When you log into the IRG, it opens to the Profile tab for
your state or tribe. Figure 1-1 shows a Virginia user’s view.
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Figure 1-1: IRG Main Page

HOME OSP  EXCHANGE AGREEMENTS PROFILE QUERY DOWHNLOADS RESOURCES LOGOUT

] = State " International ' Tribe ' OCSE N .
{51 - Virginia ~| | GO
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ii“‘:‘ [+ i Contact

Pragram Category|————— Seloct All ———— ~| Updated On: 25 Apr 2014
Cenified On° 27 Aug 2015

Dewnload Profile |

A. General/Stare-Ar-A-Glance

A1, How many local IV-D offices are in your state
22 Local v-D Offices

with coop g )7 -

AZ. Does your state have statutes that define the attorney-client hi the state’s attorney and
the agency anly?

Yes

A2.1.If yes, what s the statutory citation?

Not Applicable
For Additional Information - No Link Provided

Chart 1-1 describes the tools available to work with IRG information, as well as additional
resources.

CHART 1-1: IRG MAIN PAGE DESCRIPTION
Element Description

Home Returns to the view displayed in Figure 1-1 if you were on another
page, such as the Profile Query

OSP Returns to the Welcome to OCSE Security page

Exchange Agreements | View the types of child support information states have agreed to
exchange with each other electronically via the Child Support
Enforcement Network (CSENet)

Profile Query Search for answers to a single profile question for one or more states
or tribes
Downloads Access all downloads in a single location.

e State Download — Download the answers to profile questions
from all states

e Tribal Download — Download the answers to profile questions
from all tribes

e Address Download — Download addresses filtered by criteria you
specify, such as date range or type of addresses: state, tribal, or
international

e Address Type — Download addresses filtered by address type —
enables users to create a list of contacts

Resources View links to a variety of information of interest to child support
personnel
LOGOUT Logout of the IRG
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CHART 1-1: IRG MAIN PAGE DESCRIPTION
Element Description

Search Tool Select the type of information you are seeking: state, international,
tribe, or OCSE

Profile tab e View state and tribal laws, policies, and procedures for child
support activities

e International countries do not have profiles on the IRG, but do
have The Hague Country Profiles on The Hague website
(click the Resources tab for a link to the website)

Contact tab View contact information for the entity type you chose in the Search
tool

1.3 How Do | Use the Search Tool?

The search tool, which appears in the header region of the profile and contacts pages, allows
quick access to state and tribal profile and contact information.

Note: The State and Tribal Download pages do not contain the search tool,
because they are intended for downloading only. The Profile Query only
contains the option to switch between states and tribes, because only they
have profiles.

Figure 1-2 illustrates the search tool with a state selected. Note the state icon on the right for
access to the state’s child support website.

Figure 1-2: IRG Search Tool in the Header Region — State Sample

HOME OS5F EXCHANGE AGREEMENTS PROFILE QUERY [WHLOADS RESOURCES LOGOUT

) * State | International " Tribe ' QCSE
|51 - Virgria 2 =0

Virginia A

Seate Child Support Website

Brefle

Contact

Chart 1-2 describes the features of the search tool.

CHART 1-2: IRG SEARCH TOOL DESCRIPTION
Element Description
State Gives access to state profiles and contacts
International Gives access to international contacts
Tribe Gives access to tribal profiles and contacts
OCSE Gives access to OCSE contacts
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CHART 1-2: IRG SEARCH TOOL DESCRIPTION
Element Description
—Select— e Select the name of a state, international country, tribe, or OCSE
office, depending on the entity you chose in the search tool
e The list will display —Select— before you make a selection
e Note: You must make a selection before clicking GO

GO Opens the information you requested

1.4 Why Does the IRG “Time Out”?

The purpose of a time out is to prevent unauthorized people from viewing IRG data intended for
child support personnel only. If you have not been active on an IRG page for 15 minutes, the
system times out, and you need to log in again to continue using the IRG as an authorized user.
A five-minute warning appears after 10 minutes of inactivity and a system message alerts you to
click Continue if you want to keep your session active.

1.5 What if My Account Is Locked?

For child support personnel with a user ID and password (those using the Internet), accounts lock
after three unsuccessful attempts to log in and the following message appears: ““Exceeded
number of invalid login attempts. Your account has been locked. Please wait 15 minutes before
attempting to access your account again.”

If you re-open your browser and attempt to access your account within the 15 minutes, the
following message appears: ““Account is locked. Wait 15 minutes before attempting to access
this account.”

The system unlocks your account automatically after 15 minutes.
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2. HOW DO | ACCESS THE IRG?
You access the IRG either via the Portal or via the Internet.

e |f authorized by your state, you access the IRG via the Portal (see section 2.1, “How Do |
Access the IRG from the Portal?”)

e All other users must access the IRG via the Internet (see section 2.2, “How Do | Access
the IRG from the Internet?”)

2.1 How Do | Access the IRG from the Portal?

This section describes accessing the IRG via the Portal. Because states have individual
processes for logging into the Portal, we do not include those steps here.

Figure 2-1 shows the Portal Welcome page.

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

' 1 .8, Deparitment of Health and Human Services
E FPLS State Services Portal

FPLS Portal ‘ Welcome to FPLS State Services Portal
Help Dask Avallabllity You are about to access a United States government computer netwaork that is intended
Mondsy = Friday: for authorized users only. You should have no expactation of privacy in your use of this
2:00 A.M, - 5:00 B.M. ET nebwaork. Use of this network constitues consent to monstoring, retrieval, and disclosure of

any information stored within the network for any purpose ncluding criminal prosecution.

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

Agree

To enter the Portal:

Click Agree. (The Portal Home page opens, showing a link in the navigation panel to the
IRG.)

Note: Depending on whether you are authorized to use other Portal
applications, the navigation panel may contain links to other applications as
well as to the IRG.

Figure 2-2 shows how to open the IRG.
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Figure 2-2: FPLS Portal Home Page

' p .85 Department of Health and Human Services
= FPLS State Services Portal

FPLS Portal

Welcome
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SRk R State Services Portal (55P) enables States and
e A, S e e authorized individuals to conduct child support

business and submit information to the Office

of Child Suppart Enforcement [OCSE).

Messages

Offizw of Child Swppen Enfercamant
Cantact Ug | ¥rass

To open the IRG:
Click Intergovernmental Reference Guide in the navigation panel.
2.2 How Do I Access the IRG from the Internet?
All users without access to the Portal enter the IRG via the Internet, by clicking:

https://ocsp.acf.hhs.gov/irg/welcome.html. This link opens the IRG Welcome page, shown in
Figure 2-3.

Figure 2-3: IRG Welcome Page

HOME EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGIN

Welcome to
Intergovernmental Reference Guide (IRG)

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers
connected fo this network, and (4) all devices and storage media attached to this network or to a computer on this network. This
information system is provided for U.S. Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalfies
By using this information system, you understand and consent to the following:
- You have no reasonable expeciation of privacy regarding any communications or data transiting or stored on this information
system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any
communication or data fransiting or stored on this information system.
- Any communication or data fransiting or stored on this information system may be disclosed or used for any lawful Government
purpose.

Public User Access
‘ ® state O International O Tribe O OCSE

|~~Ss\ecl ''''' vl ‘

Click LOGIN on the navigation bar. The Welcome to OCSE Security page opens, shown in
Figure 2-4.
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Figure 2-4: Welcome to OCSE Security

& 0SWELCOME

Welcome to OCSE Security

Office of Child Support Enforcement (OCSE) Security enables authorized individuals to access the OCSE
applications. Registration is required to use the system. Registered users may activate and access respective
OCSE applications.

REGISTRATION - If you are a new user, select the 'Register’ button below to create an account and request
access to OCSE applications.

LOG IN - Registered users should select the 'Log In' button below to activate their account or proceed to the
respective OCSE applications if the account is activated.

New User Registered User

2.2.1 HOW DO | REGISTER AS A NEW USER?
Registration involves two steps:

1. Register: Create your personal account. Within seven business days, you will receive an
activation code from the IRG Help Desk.

2. Activate your account: After receiving the code, log in again to activate your account
and begin using the IRG.

Important: You create and maintain your own user name and password.
Every 60 days, the system prompts you to change your password seven days
before it expires.

To register as a new user:

1. Click Register under New User on the Welcome to the OCSE Security page. (The
Registration Certification page opens, shown in Figure 2-5.)
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Figure 2-5: Registration Certification

& OSWELCOME

Registration Certification

You are

aus

penalties

Governmmeni-authorzed use only.

Unauthorized or improper use of this system may resull in disciplinary action, as well as civil and criminal

By using this Information System, you understand and consent 1o the following

system. This information system is provided for U.S

1 understand that | may be subject to penalties if | submit fraudulent information.

1 agree that | am responsibie for all aclions taken with my account

1 understand that OCSE may ban me from the use of these services If OCSE determines or suspects that
there has been misuse of the services

1 am aware that any person who knowingly and willingly makes any representation to falsely obtain
information from OCSE records and/or intends 1o deceive OCSE as lo the true identity of an individual could
be punished by a fine o Imprscnment, or bath

1 am authorized to do business on behall of my emplayer or client
1 understand OCSE will use this for T 5
1 ungderstand that OGSE will maintain and use the information | provide to verify my identity and my
reRauonship 1© an employer and | consent to the use of my information for this purpose

1 have no expeciation of privacy for any personal or unofMicial transaction conducted using this government

equipment. Al any tme, and for any lawiul G purpose, the g may monitor, intercept
and search and seize any communication or data transiting or stored on this Information system
Any ion or data g or slored on this information system may be disclosed or used for any

lawful Government purpose

By clicking the 'Accept’ button below you certify that you have read, understand. and agree to the terms of this

agresment.

[ Accept | [ qun |

Read the terms of the agreement and click Accept. (The User Registration page opens,
shown in Figure 2-6.)

Note: Clicking Quit ends the registration process and returns to the
Welcome to OCSE Security page.

Figure 2-6: User Registration

OS5 WELCOME

User Registration
= a meio

naicates raquirs
Personal Information

| —

* Email Address: |
B —
P —

User Affiliation

* Organizstion Type:

* Organization: [-Sslect- ~]

T —
B —

Security Information

‘UseriD: [ | (mequres s enarsciers. siphanumene ant)
Y E—
“Re-enter Passwors: [

Challenge Question Information

*Question 1 [ In what city did you mes=t your spouse/significant other? « |

N —

*Question 2: [ What is your favorite animal? ~]
B —

*Question 3. [What is your per's nams? ~]
sanswerz [ ]

* Question 4- | Who was your childhood best friend? ~ |
P

*Question 5 [ What is your favorite restaurant? ~]
T I

[ Meax ][ Clear | [ Cancel |

Chart 2-1 describes the elements on this page. Required fields show an asterisk.
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CHART 2-1: USER REGISTRATION DESCRIPTION

Element Description
*First Name Your first name
*Last Name Your last name

*E-mail Address

Your work e-mail address

*Phone Your phone number (no spaces, hyphens, or dots allowed)
Fax Your fax number (optional)
Phone Ext Your extension if applicable (optional)

*Qrganization Type

Select your organization type: State, Tribal, or International

*Qrganization

Your organization: Depending on your chosen affiliation, select from
a list of states, tribes, or countries

*User ID e User ID - Enter your user ID according to these requirements:
— 8 characters
— Letters and numbers only

*Password e Enter a password according to these requirements:

— Minimum of 8 characters
— Maximum of 15 characters
— At least one:
= Uppercase letter
= Lowercase letter
= Number
= Special character: @ #$% " + =

*Re-enter Password

Re-enter your password exactly for verification
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CHART 2-1: USER REGISTRATION DESCRIPTION

Element

Description

*Challenge Question
Information

Challenge questions contain answers that only you would know, so
they protect your account from unauthorized use by someone else

e Select a different question for each option and enter the answer

e Important! You will need the answers to these questions when
you activate your account, log in, or change your password in the
future

The questions include:

e In what city did you meet your spouse/significant other?
e What is your favorite animal?

e What is your pet’s name?

e Who was your childhood best friend?

e What is your favorite restaurant?

e Who is your favorite historical person?

e Where does your nearest sibling live?

e In what town was your first job?

e What was your prom date’s first name?

e What was the make/model of your first car?

Next

Opens the User Registration — Service page

Clear

Removes any information you entered

Cancel

Stops the registration and returns to the Welcome to OCSE Security
page

To complete the form:

1. Fill out each asterisked field.

Important! Make a note of your password and put it in a safe place. You
will need it when you activate your account, and every time you sign in.

2. Fill out the telephone extension, if it’s needed to reach you directly, and the fax, if

desired.

3. Select five different questions and fill in the answers.

Note: You’ll be able to print the form containing your answers when you
complete registration. For security reasons, the system does not print your

password.

4. Click Next. (The User Registration — Service page opens, shown in Figure 2-7.)
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2.2.2 WHAT IS AN ACCESS TYPE?

On the User Registration — Service page, Figure 2-7, you can select one of two access types:
One is for those who only want to be able to view all IRG information, and the other is for IRG
administrators who need to be able to make changes to their states’ IRG information.

Figure 2-7: User Registration — Service

User Registration - Service
* Incicahes requined feid

Select the service and the access type to complete the registration process

All access types will need to be approved prior to access being granted to the selected service.
® Intergovernmental Reference Guide {IRG)
“Access Type:

2 | want to only have view capabilites.

1 want te have edit and view capabilites.

| Next ||F’1~E'.':inu5|| Clear ||Cancd

Chart 2-2 describes the elements on this page.

CHART 2-2: USER REGISTRATION — SERVICE ELEMENT DESCRIPTIONS

Element Description
Service “Intergovernmental Reference Guide (IRG)” (pre-filled)
Access Type: For Child Support Personnel
| want to only have view |e  View all state and tribal profile and contact information, including
capabilities direct telephone numbers, for all address types
Access Type: For IRG Administrators
I want to only have edit |« Add, change, and delete profile and contact information, and
and view capabilities certify that the profile and contact information is up-to-date every
30 days

e Administrators who do not certify the data in 30 days receive
daily e-mails until they certify their state’s or tribe’s data is

correct
Next Continues the registration process and opens the User Registration —
Verification page
Previous Returns to the User Registration page
Clear Removes any information you entered
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CHART 2-2. USER REGISTRATION — SERVICE ELEMENT DESCRIPTIONS
Element Description
Cancel Stops the registration process and returns to the Welcome to OCSE
Security page

To select an access type:

1. Click the access type you want, using the descriptions listed above as a guide.
2. Click Next to continue the registration process. (The User Registration — Verification
page opens, shown in Figure 2-8.)

The User Registration — Verification page displays your personal, security, and required access
information, but not your password.

Figure 2-8: User Registration — Verification

User Registration - Verification

Parsanal infarmation

Firsd fame: Angeia Last ame: Sims
Emad AgOness esaert @ester com
Prone: TO336T 1650 Fhone Exi
Fax

Security Infermation

UseriDx Angeiat?

Suestion 1 in what ity dhd you meet your spousefsignificant olher?
Angwer 1. Brd

Cuestion 2 What i your favorfie anemal?
Answer 2 Woodege

Cosshion 3 VWhast & your pel's name?

VT WS YOUT ST Dt I
rd Angeia
Cuestion 5 \What B yOUr KIvOIee restaurant?
Answer 5 New York

Requested Access

Imerpavernmental Reference Guide - Maryiand - Adesen

Swbirt Peerncus Concel Part

To continue the registration:

1. Click Print to create a hard copy of your information.

Important! Put the printout in a safe place. You’ll need this information in
the future, in particular your user ID and answers to all challenge questions.

2. Click Submit to continue. (The Registration Confirmation page opens, shown in
Figure 2-9.)

The Registration Confirmation page certifies that your registration meets the criteria for
establishing a user name and password.

Part 2: How Do | Access the IRG? 2-8 October 16, 2015



OCSE Federal Parent Locator Service State and Tribal Child Support Users’ Guide
Intergovernmental Reference Guide Version 3.0

Figure 2-9: Registration Confirmation

& 0SWELCOME

Registration Confirmation

User Account Registration

Angela James, your registration request was submitted successfully

You will receive an activation code via e-mail within 7 business days. If you do not receive an activation code in 7
business days, you may contact the Help Desk at 1-410-277-3312

You will need your User ID, password, activation code and responses to the challenge questions to activate your
account

The system will ask you to change your password every 60 days

Welcome

To complete registration:

1. Click Welcome. (The Welcome to OCSE Security page opens.)
2. Close your browser page to exit.

2.2.3 WHAT DOES THE ACTIVATION PROCESS INVOLVE?

All users registering to use the IRG from the Internet need approval to access the IRG by a
designated IRG validator. For child support personnel, this means the IRG administrator in your
state or tribe designated to approve access requests. That person must review your name and
requested access type, and notify the IRG Help Desk of approval or denial.

These are the steps in the validation process:

1. After you receive the Registration Confirmation from the system, it sends an automatic
notice of your request to the IRG Help Desk.

2. The Help Desk sends a request for validation to the designated IRG administrator in your
state or tribe.

3. Once the Help Desk receives your administrator’s approval to grant access, the Help
Desk sends you a validation code for activating your account.

4. You log into the IRG again, and then begin the activation process. (You only need to
activate your account once.)

2.2.4 HOW LONG DOES IT TAKE TO GET AN ACTIVATION CODE?

You should receive an activation code via e-mail within seven business days after completing
registration. If you do not receive the code in this timeframe, contact the IRG Help Desk at
410-277-9312 or e-mail at irg.helpdesk@ssa.gov.
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2.25 HOW DO | ACTIVATE MY ACCOUNT?

To activate, you need the following information:

User ID

Password

Activation code

User Registration — Verification page you printed containing:

E-mail address
Responses to the challenge questions

To activate your account:

1. Click https://ocsp.acf.hhs.gov/irg/welcome.html to open the IRG. (The IRG Welcome
page opens, shown in Figure 2-10.)

Figure 2-10: IRG Welcome Page

HOME EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGIN

Welcome to
Intergovernmental Reference Guide (IRG)

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3} all computers
connected to this network, and (4) all devices and storage media attached to this network or to a computer on this network. This
information system is provided for U.S. Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.
By using this information system, you understand and consent to the following:
- You have no reasonable expectation of privacy regarding any communications or data fransiting or stored on this information
system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any
communication or data transiting or stored on this information system.
= Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government
purpose.

Public User Access

‘ @® State C International O Tribe () OCSE

[—Select— v] ‘

2. Click LOGIN on the navigation bar. (The Welcome to OCSE Security page opens,
shown in Figure 2-11.)

Figure 2-11: Welcome to OCSE Security

&2 OS WELCOME

Welcome to OCSE Security

Office of Child Support Enforcement {OCSE) Security enables authorized individuals to access the OCSE
applications. Registration is required to use the system. Regisiered users may activate and access respective
OCSE applications.

REGISTRATION - IT you are a new user, select the 'Register bution below to create an account and request
access to OCSE applications.

LOG IN - Registered users should select the "Log In' button below to activate their account or proceed to the
respective OCSE applications if the account is activated.

New User Registered User
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3. Click Log In under Registered User. (The Login Certification page opens, shown in

Figure 2-12.)

Figure 2-12: Login Certification

Login Certification

You are aus. C system. This information system |s provided for U S
Government-authorized use only

Unauthorized or impraper use of this system may result in disciplinary action. as well as eivil and eriminal
penaities.

By using this Information system, you understand and consent to the following

- | understand that | may be subject to penalties If | submit fraudulent information

- 1 agree that | am responsible for all aclions taken with my account

« 1 understand that OCSE may ban me from the use of these services It OCSE delermines o Suspects that
there Nas been MISuse of the services

= 1am aware that any persen who knowingly and willingly makes any representation 1o falsely obtain
information from OCSE records and/or intends to deceive OCSE as (o the true identity of an individual could
be punished by a fine or IMPrHsoNMent. or botn

- 1 am authorized 1o 9o business on behall of my employer or client

= 1 understand OCSE will use this Tor I W fic

- 1 understand that SCSE will maintain and use the iInformation | provide to verify my kdentity and my
relationship to an employer and | consent to the use of My INformation for this purpose

= 1 have no expectation of privacy for any personal or transaction conducted using this government
equipment. AL any lime, and for any lawlul Government purpose, 1he government may monior, intercept,
and search and seire any comi or aata tr or stored on this information system

- Any tion or data or stored on this Information system may be disclosed or used for any
lawful Government purpose

By checking "l Accept” you certify that you have read, understood and agree to the terms of this agreement.

11 Aaccept .
User 1o: | | oot User oo

Enter | [ Cilear | [ Cancel |

4. Read the terms of the agreement, and check the I Accept box.

5. Type your user ID, and then click Enter. (The User Activation page opens, shown in

Figure 2-13.)

=

Figure 2-13: User Activation

0SS WELCOME

User Activation

* Indicates required fisid

User ID: |tribal12

~Activation Code: | |

*Password: l:l Forgot/'Changs Password?

* Email Address:

*In what city did you meet your
spousefsignificant other?

*What is your pet's name?

“Who was your childhood best friend?

2 |
= |
=wWhat is your favorite restaurant?: | |
o |
il |

=In what town was your first job?

| Activate | | Clear | | Cancel |

You must complete all fields, as indicated by an asterisk.

1. Enter data in all following fields:
User ID (pre-filled)
Activation Code

Password
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— E-mail Address
— Challenge questions responses

2. Click Activate to receive a confirmation screen that you successfully registered to access

2.3

the IRG. Return to the Welcome to OCSE Security page to log in.

Note: Click Clear to remove all entries or Cancel to stop the activation and
return to the Welcome to the OCSE Security page

How Do | Get a New Password?

You must change your password every 60 days. The system automatically reminds you via e-
mail when your current password will expire in seven days. It contains a link to start the
password change process.

If your password expires, use this process to create a new password.

Password Policy

Your new password must conform to the following requirements:

Minimum of 8 characters

Maximum of 15 characters

At least one:

— Uppercase letter

— Lowercase letter

—  Number

— Special character: @ # $ % ™ + =

Must be different from your previous six passwords

To change your password:

1. Click https://ocsp.acf.hhs.gov/irg/welcome.html to open the IRG. (The IRG Welcome

page opens, shown in Figure 2-14.)
Figure 2-14: IRG Welcome Page

HOME EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGIN

Welcome to
Intergovernmental Reference Guide (IRG)

You are accessing a U.S. Government information system, which includes (1) this computer. (2) this computer network. (3) all computers
connected to this network, and (4) all devices and storage media attached fo this network or to a computer on this network. This
information system is provided for U.S. Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penafties
By using this information system. you understand and consent fo the following:
- You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information
system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and seize any
communication or data transiting or stored on this information system
+ Any communication or data transiting or stored on this information sysiem may be disclosed or used for any lawful Government
purpose.

Public User Access

® state O International O Tribe O OCSE

[—Select— v|
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2. Click LOGIN on the navigation bar. (The Welcome to OCSE Security page opens,
shown in Figure 2-15.)

Figure 2-15: Welcome to OCSE Security

& 0SWELCOME

Welcome to OCSE Security

Office of Child Support Enforcement (OCSE) Security enables authorized individuals to access the OCSE
applications. Registration is required to use the system. Registered users may activate and access respective
QCSE applications.

REGISTRATION - If you are a new user, select the 'Register button below to create an account and request
access to OCSE applications.

LOG IN - Registered users should select the 'Log In' button below to activate their account or proceed to the
respective OCSE applications if the account is activated.

New User Registered User

3. Click Log In under Registered User. (The Login Certification page opens, shown in
Figure 2-16.)

Figure 2-16: Login Certification

& 0SWELCOME

Login Certification

You are accessing a U.S. Government information system. This information system is provided for U.S
Government-autherized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal
penalties

By using this information system, you undersiand and consent to the following:

= lunderstand that | may be subject to penalties if | submit fraudulent information_

« lagree that | am responsible for all actions taken with my account.

« | understand that OCSE may ban me from the use of these services if OCSE determines or suspects that
there has been misuse of the services.

I am aware that any person who knowingly and willingly makes any representation to falsely obtain
information from OCSE records and/or intends to deceive OCSE as to the true identity of an individual could
be punished by a fine or imprisonment, or both.

1 am authorized to do business on behalf of my employer or client.

1 understand OCSE will use this information for employment verification purposes.

| understand that OCSE will maintain and use the information | provide to verify my identity and my
relationship to an employer and | consent to the use of my information for this purpose.

I have no expectation of privacy for any personal or unofficial transaction conducted using this government
equipment. At any time, and for any lawful Government purpose, the government may monitor, intercept.
and search and seize any communication or data transiting or stored on this information system.

Any communication or data transiting or stored on this information sysiem may be disclosed or used for any
lawful Government purpose.

By checking "I Accept" you certify that you have read, understood and agree to the terms of this agreement.

[ 1 Accept

User ID: I:l Forgot User ID?

‘ Enter H Clear H Cancel |

4. Read the terms of the agreement, and check the I Accept check box.
5. Enter your user ID.
6. Click Enter. (The Login page opens, shown in Figure 2-17, displaying your user 1D.)
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Figure 2-17: Login

& 0SWELCOME
Login
* Indicates required fisld

User ID: |AKasey12

* Password: I:l Forgot/Change Password?

*In what city did you meet your spouse/significant other? |

‘ Login | ‘ Clear | | Cancel|

7. Type your password and the answer to the challenge question, and then click Login.
(The IRG main page opens.)

If your password has expired

You will see following page with a prompt to create a new password.
Figure 2-18: Login — After Password Expiration

Lagin

Liaid IO
Padderiid

I 15 T [T Rl

(] (oo | [

2.3.1 WHAT IF | FORGOT MY PASSWORD?
On the Login page:

1. Click Forgot/Change Password (The Forgot/Change Password page opens, shown in
Figure 2-19.)
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Figure 2-19: Forgot/Change Password

& OSWELCOME

Forgot/Change Password

* Indicates required field

User ID: | AKasey12

*Emall Address: | |

*In what city did you meet your
spouse/significant other?: |

*What is your favorite animal?: |

*Whao was your childhood best friend?: |

|
|
“What is your pet's name?; | |
|
|

*What is your favorite restaurant?: |

| Submit H Clear || Cancel |

2. Type your e-mail address.
3. Type your responses to the security questions
4. Click Submit (The Update Password page opens, shown in Figure 2-20.)

Figure 2-20: Update Password

& O0SWELCOME

Update Password

* Indicates required fisld

Enter and confirm your new password

*Password: I:l Password Policy
-ReenterPasswor: ||

| Submit || Clear H Cancel

5. Type your new password, and then re-enter it.
6. Click Submit. (You receive a confirmation page that your password change is
successful.)

2.3.2 WHAT IF | FORGOT MY USER ID?
If you forgot your user 1D, you can retrieve it.

1. Log into the IRG. (The IRG Welcome page opens. See Figure 2-3.)

2. Click LOGIN. (The Welcome to OCSE Security page opens. See Figure 2-4.)

3. Click Log In under Registered User. (The Login Certification page, shown in Figure
2-21, opens.)
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Figure 2-21: Login Certification

Login Certification

You are accessing a US. Government information system. This information systemn is provided for ULS.
Government-authorized use onky

Unauthorized or improper use of this system may resull in disciplinary action, as well as civil and criminal
penalties
By using this System. you ang consent (o the Toliowing

= | ungerstand that | may be subject to If | submit

= lagree that | am responsible for all actions taken with my account

= | unagerstand that OCSE may ban me from the use of these services if OCSE delermines or suspects that
there has been misuse of the services,

= | am aware Lthatl any person who knowingly and willingly makes any representation 1o falsely oblain
Information from OCSE records and/or infends to deceive OCSE as to the true identity of an individual could
be p by a fine or imgps . or both

+ lam authorized to do business on behalf of my employer or client

« | understand OCSE will use this information for employment verification purposes.

= lunderstand that OCSE will maintain and use the information | provide to verify my identity and my
refationship to an employer and | consent to the use of my information for this purpose.
- | have no expectation of privacy for any or using this ¢

equipment. Al any time, and for any lawlul Government purpose, the govemment may monior, intercept,
and search and seize any or data g or stored on this information system

= Any communication or data transiting or stored on 1his Information system may be disclosed of used for any
lawful Government purpose.

By checking "1 Accept” you certify that you have read, understood and agree 1o the terms of this agreement.

[ 1 Accept

user 1D | |  Ecmot User 02

[ Enter ] [ Civar | [ Goncol |

Figure 2-22: Forgot User ID

% osweLcouE

Forgot Usar 1D
R

“Email Address

*Ra-anter Email Address

5. Enter the e-mail address you used to register, and then re-enter it.
6. Click Submit to continue to the Credential Management page, shown in Figure 2-23.

4. Click Forgot User ID to the right of the User ID text box. (The Forgot User ID page
opens, shown in Figure 2-22.)
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Figure 2-23: Credential Management
Credential Management

User ID

Your userld has been sent to your email account
You may proceed to the OCSE Security welcome page by clicking the Welcome button

Welcome

7. The system sends your user 1D to your e-mail account.
8. Click Welcome to return to the Welcome to OCSE Security page to log in.
9. Retrieve your user ID from your e-mail and log in.
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3. HOW DO | GET PROFILE INFORMATION?

The Profile tab offers access to state and tribal profile information. The profiles contain child
support enforcement policies, procedures, and links to statutory information, where applicable,
that underlie states’ and tribes’ child support programs. Profiles contain state and tribal
responses to questions in the following program categories:

General State- or Tribe-At-A-Glance
UISFA

Reciprocity (states only)

Age of majority

Statutes of limitations

Support details

Income withholding

Paternity

Support order establishment
Support enforcement

Modification and review/adjustment
Lump sum payments

Insurance match (states only)

Note: States’ profiles also contain their responses to The Hague Country
Profile questions, which are marked with double asterisks at the end of each
question. In the Profile query, you can use The Hague Country Profile
Questions tab to search for states’ responses to only those questions. (See
section 3.2, “Can | Search for the Answer to a Single Question?” for more
information.)

3.1 How Can | View All Profile Information for a State or Tribe?

When you first search for a state or tribe, its page opens with the Profile tab displayed. Figure
3-1 shows an example of a tribe’s entries in the general program category.

Figure 3-1: Profile — Tribal Sample

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT

{sState International '® Tribe ) OCSE
‘SDZ- Central Council Tlingit And Haida Indian Tribes Of Alaska Vl

Central Council Tlingit And Haida Indian Tribes Of Alaska

- Contact

Program Categnry:| SelectAll V| Updated On: 01 Sep 2015

Certified On: 01 Sep 2015
Download Profile
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To view a full profile:

1. Click State or Tribe in the IRG search tool. (This filters the —Select- list below the tool
for either state or tribal names.)

2. Select a state or tribe from the —Select— list.
3. Click GO. (This starts a search for the state or tribe and opens its Profile tab.)

3.1.1 CAN I QUICKLY FIND ONE SECTION OF THE PROFILE?

You can quickly find a specific program category, like Age of Majority, for a single state or tribe
on the Program Category list at the top of the profile.

To view a section of a profile:
Click the Program Category you want to view on the Program Category list.

3.1.2 CAN | DOWNLOAD A SINGLE PROFILE?

You can download a state or tribal profile directly from the profile page by clicking the
Download Profile beneath the Updated On and Certified On dates in the upper right corner (see
Figure 1-1).

3.1.3 CAN | DOWNLOAD ALL STATE OR TRIBAL PROFILES?

You can download profile information for all states or tribes using the Downloads tab on the
navigation bar. Clicking State Download or Tribal Download opens the download page,
shown in Figure 3-2. (For information on downloading addresses, see section 5, “How Do |
Download Addresses from the IRG?”)

Figure 3-2: State or Tribal Download Page — Tribal Sample

Tribal Download

Alabama-Coushatta Tribe of Texas

AT, How many lecal V-0 efces are in your Tribe agencies win
one

AZ WIth what types of agentis 60 you Nave cooperative agreements?
Slate of Texas

A3 Does your Tribe have stafutes ihat set forth the attomey-client relationship between the Tribal attomey and the apency oniy?
Yes

A3 1 yes, what i the statidory citation?
Title Vil Section 113

B1. Does your Tribe recognize the Uniform inter State Family ACt (IFSA)?
Yes

0. What is e age of majonty in your Tribe?
18 years of age

02 What &= the statutory ctation tor the age of majonty?
Tiie Vil Section 402

D2 1 I nol addressed in the order, &l whal age ks child suppon automatic ally lerminated as a mabler of Tribal lw? Qualify, if necessary

18 years of age |f a child is regularty enrolied and attending high school or an atemative high school program as 3 full time stugent, the child
shall be endtied 1o SUpport by the parents until the Chid graduates. from high SChool, & emandipated, o reaches the age of 20 years, which
NGr QeCyrs gt
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To download all state or tribal profiles:

1.

U~ wmN

3.2

Click State Download or Tribal Download. (The contents of all profiles appear in the
browser window.)

Select File > Save As from the browser menu. (The Save As dialog box opens.)
Navigate to the location desired for storing the file.

Type a file name. (The default name is IRG - Profile Download.)

Select Text File (*.txt) from the Save As type list. (This produces a text-only file.)
Click OK.

Can | Search for the Answer to a Single Question?

You can search for the answer to a single question from one or more states or tribes, using the
Profile Query tab on the navigation bar. You can also search separately for states” answers to
The Hague Country Profile questions. After you click the tab, the Profile Query page, shown in
Figure 3-3, appears.

Figure 3-3: Profile Query — State Sample

HOME  OS5PF  EXCHANGE AGREEMENTS  PROFILE QUERY [DOAWHLOADS RECSOURCES  LOGOUT

Profile Query

State Quesiions Tribal Queslions Hague Couniry Profile Queslions

|__Select State | am states selected by default)

Frogram Calegory. -Select- -

To perform a profile query:

1.
2.

3.

Click Profile Query on the navigation bar.

Click State Questions, Tribal Questions, or Hague Country Profile Questions. (The
Select State button changes to Select Tribe when you click Tribal Questions.)

Click Select State (or Select Tribe) to select states or tribes to search. (The Profile
Query States [or Tribes] list opens, as shown in Figure 3-4.)

Note: To choose states for Hague Country Profile questions, click Select
State.
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Figure 3-4: Profile Query — Select States or Tribes — State Sample

M Arizona M Mevada A
Arkansas Mew Hampshire |
1 California 1 Mew Jersey
1 Colorado M Mew Mexico l
&1 Commonweslth of the Morthern Mariana Islands B Mew Yerk
M1 Connecticut 1 Morth Carolina
Delaware Morth Dakota
1 District of Columbia ¥ Ohio
M1 Florida M Cklahama
W Georgia W Oregon
&1 Guam 1 Pennsylvania
Hawsii Puerto Rico
1 Idaho 1 Rhode Island
1 linois M1 South Carolina
¥ Indiana &1 South Dakota
M lowa ] Tennesses
Kansas Texas
1 Kentucky W Utah
M Louisiana M ermont
1 Maine 1 irgin 1slands
1 Maryland b irginia
Massachusetts Washington
1 Michigan 1 West \irginia
M Minnesota 1 \Wisconsin
W Mississippi [ Wyoming
v
[[Glear ][ OK ][ Conesl |

Note: The image does not show all states in order to illustrate the Clear,
OK, and Cancel buttons.

To eliminate states or tribes from the query:

1. If you want to eliminate only a few states or tribes from the query:
Click the check box beside the name to deselect states or tribes individually.

OR

2. If you want to eliminate a number of states or tribes from the query:
Scroll to the bottom of the page, and then click Clear to deselect all. Then click the
check box beside the states or tribes you want to query.

THEN

3. Click OK to close the States or Tribes page. (The IRG includes all checked states or
tribes in the query.)

3.2.1 HOW DO | SELECT A QUESTION FOR THE QUERY?

This Profile Query allows you to select a Program Category and a profile question. The query
searches for answers to one question at a time.

To continue the query:

1. Click the Program Category list. (The Profile Query Program Category list opens,
shown in Figure 3-5.)
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Figure 3-5: Profile Query — Program Category List — State Sample

HOME EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGIN

Profile Query

State Questions Tribal Guestions Hague Country Profile Questions

[ SelectState | (AN States are selected by default)

Program Category. --Select One-- b
—Selact One—

A General/State-AtA-Glance

B UIFSA

C. Reciprocity

D. Age of Majonty

E. Stahse of Limitabions:

F. Suppon Details

G Income Withholding

H. Patemity

|. Support Order Establishment

J. Suppon Enforcemeant

K Modification and ReviewfAdustmant
L Lump Sum Payments

M. Insurance Match

Note: The Tribal Program Category list does not contain Insurance Match.

2. Select a category.

After selecting the Program Category, the page refreshes to display all questions associated with
the selected Program Category, as illustrated in Figure 3-6.

Figure 3-6: Profile Query — Profile Questions — State Sample

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT
Profile Query
State Guestions Tribal Questions Hague Country Profile Questions

(Al States are selected by default)
Program Category: | A, General/State-At-A-Glance ¢

Profile Questions

® A1, How many local V-D offices are in your state (excluding agencies with cooperative agresments)?
A2, Dioes your state have statutes that define the attorney-client relationship between the state’s attorney and the agency
only?

O A2 1. If yes, what is the statutory citation?

O A2.2. Did your state have the state; s bar counsel issue an opinion setting the attorney-client relationship?
O A2 3. If yes, please explain.

O Appscan was here?

O Was appscan here?

O A1, What is your state’s program administrationfoperation type (state administeredistate operated, state administered/County
operated, or a combination)?

3. Select the desired Profile Question.

4. Click Submit (The Profile Query — Profile Query Response page, shown in
Figure 3-7, opens.)
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3.2.2 WHAT RESULTS DO | GET FROM A PROFILE QUERY?

The Profile Query Response page displays the selected states or tribes, selected question, and
state or tribal response (in alphabetical order if you chose more than one state or tribe).

Figure 3-7: Profile Query — Profile Query Response — State Sample

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT

Profile Query

State Questions Tribal Questions Hague Country Profile Questions

Select State | (All States are selected by default)
Program Category: [A General'State-At-A-Glance ~|

Profile Query Response

A1. How many lecal IV-D offices are in your state (excluding agencies with cooperative agreements)?

Florida

Florida Attorney General; Miami-Dade County State Attorney's Office; County Sheriffs; Clerks of Court;
Departments of Children and Families (public assistance), Financial Services, Business and Professional
Regulation, Corrections, Health (Office of Vital Statistics and Medical Assurance), Highway Safety and Motor
“ehicles, Law Enforcement, and Lottery; Federal District Courts; ufility companies; Agency for Waorkforce
Innovation and Workforce Development Boards,; Ounce of Prevention Fund of Florida/Florida's Commission on
Responsible Fatherhood.

_Maryland

i:'rosecuinrs. Sheriffs and Clerks of Court. Test

Morth
Carolina

Administrative Office of the Courts, several local sheriffs departments and attorneys

Pennsylvania

Texas

There are 67 County Courls of Commen Pleas, Domestic Relations Sections, which are under cooperative

agreement with the Pennsylvania Department of Public Welfare to provide Title IV-D services.

Cooperative agreements reached with limited number of county offices; these agreements do not affect
incoming interstate cases.

Retumn to Questions | | Print PDF

3.2.3 CAN | SAVE OR PRINT THE PROFILE QUERY RESPONSES?

You can either save or print a copy of the responses from the PDF file.

To save or print the responses:

1. Click Print PDF. (A PDF file of the responses opens, Figure 3-8.)
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Figure 3-8: Profile Query Response — PDF

Bou o[ e@ = [EElL
—~

Profile Query Response

A1. How many local IV-D offices are in your state (excluding agencies with cooperative agreements)?

Florida Florida Attormey General; Miami-Dade County State Attorney's Office; County Sheriffs; Clerks
of Court; Depariments of Children and Families (public assistance), Financial Services,
Business and Professional Regulation, Corrections, Health (Office of Vital Statistics and
Medical Assurance), Highway Safety and Moter Vehicles, Law Enforcement, and Lottery;
Federal District Courts; utility companies; Agency for Workforce Innovation and Workforce
Development Boards, Qunce of Prevention Fund of Florida/Florida's Commission on
Responsible Fatherhood.

Maryland Prosecutors, Sheriffs and Clerks of Court. Test

North Carolina Adminisirative Office of the Courts, several local sheriff's departments and attomeys

Pennsylvania There are 67 County Courts of Common Pleas, Domestic Relations Sections, which are under
cooperative agreement with the Pennsyivania Department of Public Welfare to provide Title IV-
D services,

Texas Cooperative agreements reached with limited number of county offices: these agreements do

not affect incoming interstate cases.

2. Click either the Save or Print icon in the upper left corner of the PDF. (The PDF saves
or prints.)

Close the PDF to return to the Profile Query Response page.

4. Click Return to Questions to create another query.

w
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4. HOW DO | GET ADDRESS INFORMATION?

The address pages all work in a similar manner, whether you select State, International, Tribe, or
OCSE in the IRG search tool.

4.1 How Do | Find the Address | Want?

The Contact tab opens to display a list of the state’s or tribe’s contacts. The example in Figure
4-1 shows a state version of the Contact tab.

Figure 4-1: Contact Tab — State Sample

HUME OSI' EALMAMLE ACHMEEMENIS |WOHLEOUEHY DUWMLOALS MESCUICES  LOGOUL

* Staie | immmatons || Tebe | DCSE
=1 - Virginia ~ =g

Virginia il

o

This view contains basic information including:

First and last name
Address type
Department

Phone number
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4.1.1 CANINARROW MY RESULTS?

The criteria you can select depend on the category of contact information you identified in the
search tool: State, International, Tribe, or OCSE. Chart 4-1 shows the criteria available for each
of the four address categories.

Note: When you select the Address Type list for a state, the address types
listed are those the state’s administrator has chosen from the more than 30
state address types supported by the IRG system. Therefore, the address type
lists will vary from one state to another. Tribes have two address types.

CHART 4-1: SEARCH CRITERIA FOR ADDRESSES

Address Category Criteria Available
State — Type e State — Allows selection of statewide address types
e County — Allows selection of counties, displaying the county codes
e Region — Allows selection of state regions, if the state has regions
(The region list is blank if the state does not have regions)
State — Address Types |These are commonly-used address types for states among over 30
available in the IRG for states:
e Central Registry Contact
e Central Registry Contact
e Continuing Exclusive Jurisdiction Contact
e Copy of Order Contact
e Customer Service Contact
e Domestic Violence Contact
e Genetic Testing and Interstate Teleconferencing Contact
e Intergovernmental Reference Guide Contact
e Interstate Policy Contact
e New Hire Reporting Contact
e PRWORA-Administrative Policies, Procedures Contact
e Paternity Acknowledgement Copies Contact
e Paternity Acknowledgement Forms Contact
e Service of Process Contact
e State Disbursement Unit
e State I\VV-D Director
e State Long Arm Statute and Process Contact
e State Parent Locator Service
e State Paternity Acknowledgement Hospital Contact
e Tax Offset Coordinator
Details:
e Last name, city, ZIP Code
International Province, if the country has provinces (like Canada)
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CHART 4-1: SEARCH CRITERIA FOR ADDRESSES
Address Category Criteria Available

Tribal Address Types |These are search criteria for tribes:
e Tribal Office 1

e Tribal Office 2

Details:

e Region, Last name

OCSE Address Types |Complete list of address types:

e Central

e Access and Visitation

CSENet

Data Transmission

Division of State and Tribal Systems
Employer Services
Intergovernmental Reference Guide
Interstate Case Reconciliation
National Directory of New Hires
Passport Denial

Tax Offset

OCSE Regions

e |V - Atlanta

| — Boston

V - Chicago

VI - Dallas

VIII - Denver

VIl — Kansas City

Il — New York

111 — Philadelphia

IX — San Francisco

X — Seattle

To search for a contact:

1. Select your criteria.
2. Click Search.

4.2 What Results Do | Get from a Search?

When the entity you selected has numerous contacts, you can use the Address Type or detail
criteria at the top of the tab to quickly find the person you are looking for. Figure 4-2 shows
results filtered by the Central Registry Contact address type. You could have filtered by details
like city, ZIP code, or last name, as well.

Part 4: How Do | Get Address Information? 4-3 October 16, 2015



OCSE Federal Parent Locator Service
Intergovernmental Reference Guide

State and Tribal Child Support Users’ Guide

Version 3.0

Figure 4-2: Contact Search Results —Filtered by Address Type

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT

® State ) Tribe (JOCSE
51 - Virginia | [co]
Virginia v

State Child Support Website

Profile ﬁﬁi

Q State Address Type]|Central Registry Contact v
Type: O County City[Select_ | Zip Code[Select- v Last Name-Select- v|
O Region
® Jane Doe Central Registry Contact DCSE 8045551096

4.3 How Do | Get Contact Details?

The information displayed on the Contact tab may be all you need. But, if you need more

details, you can view the Contact Information page, shown in Figure 4-3.

Figure 4-3: Contact Information — Details

HOME  O5F  EXCHANGE AGREEMENT S

PROFILE QUERY  DOWHLOADS

RESCHRICE 5

LOGOUT

Location Code - Cou 124 - Canada
L

First ame

Titlg: Adminisiraior
Andrais Ling 1 PO B 1770
AgnEE Ling 2
City. Yelgwinife, NT
Zip Code: X1A2P3
Direct Phone: BETSE0G3TE -
Publc Phone: -
Emad Adcress: mep@povnica

Canada

Contact Infarmation
Prowncellurisdiclion: 008 - Nordhwes| Tenfiones

LastiNama:

Cpartmant Mame: NWT Mainbsnancs Enforcement Program

Faxi,
FaxZ

OC SE Webssite - Canada

Back o Search

Address Types

¥ COMmEIpondence Addnss

URL: nEpofwww jusSce o Al caimep!
Commants

Uodfied OLM52013 Catded O42i30na

LR | | M0 ]

To open the Contact Information page:

1. Click the button to the left of the address you want on the Contact tab.
2. Click View.
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4.4 How Can | Page Through Contact Details?

You can quickly navigate back and forth through contact details pages without returning to the
main list on the Contact tab, using the Previous and Next buttons at the bottom of the Contact
Information page.

Figure 4-4: Navigating with Previous and Next Buttons

HOME OS5P EXCHANGE AGREEMENTS PROFILEGQUERY DOWNLOADS RESOURCES LOGOUT

i State () ional (i Tribe () OGSE
[51 - Virginia v [Go]
Virginia v
State Child Support Website
Profile Contact General Admin

Contact Information Address Types
First Name: Jane Lazt Name: Doe +  Central Registry Contact
Ceparment Name: DCSE
Title: Manager

Address Line 1: 301 East Main S5t
Address Line 2: WyteStone Bldg - 12th Floor

City: Richmand State : VA
Zip Code: 23210-2001
Direct Phone: B045560106 - Faxl: 3045550197
Public Phone: - Faxd:
Email Address: jane.doe@dss.virginia.gov
URL:
Comments: The telephone numbers are ‘agency only’
Modified: DB/302015 Certified: 09/302015

[ Previous | [ MNem
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5. HOW DO | DOWNLOAD ADDRESSES FROM THE IRG?
You can download the following types of addresses from the IRG:

e State, including state region addresses, where applicable and addresses for specific state and
county address types

e International

e Tribal

e Regional and central OCSE

For some downloads, you can specify a date range. For address type downloads, you can
customize the information you receive by selecting fields that you want to include in the
download.

5.1 What Is the IRG Download Record Layout?

The record layout describes the structure of IRG address data. To view or download the layout,
go to the IRG Download Record Layout on the OCSE website.

5.2 What Information Does the Address Download Page Offer?

The IRG Address Download page, shown in Figure 5-1, allows you to download addresses for
international countries, states, and tribes. You can access the page from the Downloads tab on
the navigation bar or from a link in the page footer at the bottom of all IRG pages.

To open the Address Download page:

Click Address Download on the Download tab.
Figure 5-1: Address Download Page

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT

Address Download
All International Records All Records ) All Tribal Records
_ International Records? Mo ®ves O _
Tribal Records? Mo ® yes O Submmit
Submit
International Records _ State Records Tribal Records >
Start Date:|10/0872014 E —All States— o Start Date:| 10/0872014 i
End Dat; :Ho.foa.-zms = = End Date: [10/082015 | =
i L2l Start Date{ 10082014 | [ e Lo
End Date: 10082015 | [ Submit
Submit
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Chart 5-1 describes the features of this page.

CHART 5-1:

IRG ADDRESS DOWNLOAD PAGE DESCRIPTION

Page Element

Description

All International

Retrieve all international addresses

Records
Submit Initiates a download of all international records
All Records Retrieve all addresses, including state, tribal, and international

International Records?

Exclude (No) or include (Yes) international addresses with state
addresses when submitting a request to download all records

Tribal Records?

Exclude (No) or include (Yes) tribal addresses with state addresses
when submitting a request to download all records

Submit

Initiate a download of state addresses with or without international
or tribal addresses

All Tribal Records

Retrieve all tribal addresses

Submit

Initiate a download of all tribal addresses

International Records
Start Date:

Specify a date range for the international address download

End Date:

Submit Initiate a download of international records for a specified period
State Records Select a single state or all states

— All States —

State Records Specify a date range for the state address download

Start Date:

End Date:

Submit Initiate a download of all state records, or records for the states you

selected, for a specified period

Tribal Records
Start Date:
End Date:

Specify a date range for the tribal address download

Submit

Initiate a download of tribal records for a specified period
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To download address records:

1. Select the type of download you want, including a date range, if applicable.

2. Click Submit. (A message appears asking if you want to save the file.)

3. Click Save. (The Windows Save As dialog box opens.)

4. Give the file a name, if desired, and then select a location.

5. Click Save.
Note: If no address records exist for the download criteria selected, the
message “Data not found” appears.

5.3 How Does Address Type Download Differ from Address

Download?

The Address Type Download page, shown in Figure 5-2, lets you customize the information
downloaded, by choosing the address fields you want to download. This lets you eliminate

address elements you don’t need. Further, you can select a state address type and download
contact information from that address type from all states or several states of your choosing.

This page enables you to download the following types of addresses:

International Records

Tribal Records

Regional OCSE Records

Central OCSE Records

State Region Records(for states that have regions)
State addresses by State Address Type

State addresses by County Address Type

Figure 5-2: Address Type Download Page

HOME OSP EXCHANGE AGREEMENTS PROFILE QUERY DOWNLOADS RESOURCES LOGOUT

Address Type Download

International Records
Tribal Records
Regional OCSE Records
Central OCSE Records

State : [-All States— ~|| State Region Records
Available Address Types
State Address Type
———————————5elect State Address Type—— V‘
County Address Type
| ----------------------- Select County Address Type-——————— V‘
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Chart 5-2 describes the features of this window.

CHART 5-2: ADDRESS TYPE DOWNLOAD PAGE DESCRIPTION

Page Element

Description

International Records

Initiates a download of all international addresses

Tribal Records

Initiates a download all tribal addresses

Regional OCSE Records

Initiates a download of regional OCSE addresses

Central OCSE Records

Initiates a download of central OCSE addresses

State
—All States—

e Select —All States— or a single state to download state or county
addresses by address type

e You must select either a state or a county address type to
complete this download

State Region Records

e [Initiates a download of the region addresses of the state selected
in the State list
e Note: Not all states have regions

State Address Type
—Select State Address
Type-

Identifies addresses associated with the selected state address type

e When you select a single state in the state list, the download
retrieves an address for that state only

e When you select —All States—, the download retrieves the
selected address for all states

State Address Type
Download

Choose an address type from the —Select State Address Type— list

e Retrieves addresses for a single state or all states, depending on
your selection in the State list

e Initiates a download of the selected states and address types

e This button becomes enabled when you choose a State Address
Type

County Address Type
—Select County Address
Type—

Identifies addresses associated with the selected county address type

e When you select a single state in the State list, the download
retrieves a county address for that state

e When you select —All States—, the download retrieves county
addresses for all states

County Address Type
Download

¢ Initiates a download of the county address type you selected

e This button becomes enabled when you choose a County
Address Type
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CHART 5-2: ADDRESS TYPE DOWNLOAD PAGE DESCRIPTION
Page Element Description
Select Address Fields e Opens the Address Fields for Download window in which you
can choose address elements you want to download
e By default, all address elements are selected

e If you’re downloading more than one set of addresses, you must
reset your choices for each download

To open the Address Type Download page:

On the Downloads tab on the navigation bar, click Address Type Download. (The Address
Type Download page opens.)

Note: A link to this page also appears at the bottom of all IRG pages in the
page footer.

5.3.1 HOW DO | ELIMINATE ADDRESS FIELDS | DON'T NEED?

Before you begin to download addresses, decide whether you want to choose a subset of address
fields before downloading. This is useful if you only need key address elements, rather than all
fields available.

Note: You will need to reselect address fields for each download you
perform.

The Address Fields for Download dialog box, shown in Figure 5-3, allows you to select address
fields to exclude from the download. If you only want a selected number of fields, you can clear
all selections, and then click the ones you want to include.
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Figure 5-3: IRG Address Fields for Download Dialog Box

H cmy

Fax 2

Field Name

[“] ADDRESS TYPE1
[“] LocaTion cone
DEP&RTMENT
FIRST NAME
STREET 1

STATE ABBREVIATION
COUNTRY

PHONE 1

EXTEMSION 1
INTERNATIONAL PHONE 1

RECORD DATE
CERTIFIED DATE

Address Fields for Download

Instructions: Check box for elements to display.
Note: The default iz all boxes checked.
ADDRESS TYPE 2
COUNTY/PROVINCE LOCATION CODE
TITLE

LAST NAME

STREET 2

COUNTY NAME

PROVINCE

ZIP

PHOMNE 2

EXTENSION 2

FAX 1

EMAIL

ACTION TYPE

Chart 5-3 describes the features of this dialog box.

CHART 5-3: IRG ADDRESS FIELDS FOR DOWNLOAD DIALOG BOX

DESCRIPTION
Page Element Description
Field Name Lists the fields contained in the download with check boxes that
allow you to select or deselect elements you don’t need
Clear Deselects all selected fields
OK Confirms address elements you selected for the current download
Cancel Cancels changes and closes the dialog box

To eliminate address elements from the download:

1. Click Select Address Fields to choose address fields to include, if desired. (The Address
Fields for Download dialog box opens.)

N

Make your choices, and then click OK.

3. Click the check boxes to deselect unnecessary address elements, or click Clear, and then

click only the elements you want.

Click OK.

SRR

Proceed to downloading the desired information.

Note: You must make these selections for each download. After the

download, this page defaults to all elements selected.
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5.4

How Do | Download the Addresses?

To download international, tribal, regional OCSE, or central OCSE addresses:

1.

2.
3.

Click Select Address Fields to choose address fields to include, if desired. (The Address
Fields for Download dialog box opens.)

Make your choices, and then click OK.

Click the button labeled with the addresses you want. (A message appears asking
whether you want to save the file.)

4. Click Save. (The Windows Save As dialog box appears.)
5.
6. Click Save.

Type a file name, if desired, and then select a location.

To download state region addresses:

1.

w

S

Click Select Address Fields to choose address fields to include, if desired. (The Address
Fields for Download dialog box opens.)

Make your choices, and then click OK.

Select the state whose regional addresses you want. (Not all states have regions.)

Click State Region Records. (A message appears asking whether you want to save the
file if state region address records are available. If not, a message appears stating “Data
is not found.”)

If the state has region addresses, click Save. (The Windows Save As dialog box
appears.)

Type a file name, if desired, and then select a location.

Click Save.

To download state or county addresses by address type:

1.

wn

~No

Click Select Address Fields to choose address fields to include, if desired. (The Address
Fields for Download dialog box opens.)

Make your choices, and then click OK.

Select All States or a single state from the —All States— list.

Select either a state or a county address type. (Depending on your selection, either the
State Address Type or the County Address Type button becomes enabled.)

Click State Address Type or County Address Type. (A message appears asking
whether you want to save the document.)

Click Save. (The Windows Save As dialog box appears.)

Type a file name, if desired, and then select a location.

Click Save.
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A. SUMMARY OF CHANGES

Chart A-1 lists the changes to this document.

Note: The locations are hyperlinks; when you click them, you will go
directly to that section. To return to this page, type ALT + left arrow on

your keyboard.

CHART A-1: SUMMARY OF CHANGES

Location

Change

All screen prints containing the Navigation bar

Replaced to show the new Downloads tab

Section 1, “Introduction”

Changed the reference to the State Services
Portal (SSP) to a new name, Child Support
Portal (Portal)

Section 1.2, “IRG Main Page Description”

e Described the function of clicking OSP to
return to the Welcome to OCSE Security
page

e Listed the types of downloads available
from the new Downloads tab

Section 3, “How Do | Get Profile Information?

Added information about The Hague country
profile questions

Section 3.2, “Can | Search for the Answer to a
Single Question?”

Added information about searching for The
Hague country profile questions

Section 3.1.2, “Can | Download a Single
Profile?”

Added information about downloading a
single profile from the Profile tab

Section 3.2.3, “Can | Save or Print the Profile
Query Responses?”

Added information about saving and printing
responses from a PDF file

Section 4.4, “How Can | Page Through Contact
Details?”

Described the new Previous and Next buttons
for navigating through the Contact
Information details pages without having to
return to the contact list

Section 5, “How Do | Download Addresses from
the IRG?”

Added a new section consolidating
information on performing all downloads of
IRG address data
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