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Quick Reference Guide — Case Setup

1 Overview of Case Setup

This quick guide is designed to be a desk reference for caseworkers who are responsible for the
entry of cases into the Model Tribal System (MTS). The contents are a high-level overview of
the more detailed instructions found in the MTS Caseworker’s Guide.

In general, the case setup process involves creating the participants on a case and then building
the case itself. There are two main types of cases: Child Support (or IV-D cases) and Temporary
Assistance for Needy Families (TANF) cases. We will cover the creation of each separately.

2 Creating IV-D Cases

There are 2 main steps in creating a new IV-D case.

Step 1 — Create participants on the case
Step 2 — Create IV-D Case

Step 1 — Create Participants on the Case

Prior to creating your participants on the MTS you must first search for each one using the
“Participant Search”.

1. Login as a Caseworker and select Participant Search from the Case Management menu.

L) - L)
Case L E Is Locate 0
Participant Search ¢
Case Setup PAR o
Case Summary AR N R

Participant Demographics
T ————
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2. Enter the first and last name of the participant you are going to add.
3. Click [Search] to conduct a search for the participant.

Participant Search

First Name Middle Name
Last Name Date of Birth o |
Socia Security Number Soundex Search | |
Participant ID

ENTERTHE FIRST AND

LAST NAME OF THE —
Participant Search Results PART|C|PANT AND CUCK

Participant ID First Na [Search] Suffix Date of Birth  SSN

Cancel

4. After the search, the [Create] button will be enabled. If your participant is already on the
system, click [Select] to check his or her information. If your participant is not on the
system, click [Create].
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5. To create the participant, you must enter at least the First Name, Last Name, Date of Birth,
and Sex of the participant. Fill in as much information as you have available.

6. Click the [Update] button at the bottom of the screen to save the data.

\) MTS App Install Trial01 Feb-07-2012

e — T —

Date of Birth = 0%/20/1578 E Date of Death

7. Click on each tab to fill out the information according to your tribal procedure and the
information available.
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8. For tabs that support multiple entries, select [Create] to open the data fields. To save the
data, click the [Update] button at the bottom of the tab.

\J MTS App Install Trial01 Feb-07-2012

Fstheme & Vanesss | Mddlebame Last Name « Rowe
s | »|E3 S Veried L Verified Date
Dsteof Bth & 03/20/1578 Date of Desth a Place of Death
ehone = Race | v Emsil | = o
hq’m - Dependents 0
Employed | [yt Hesith Insurance ||
Trbe tame | v|  Evoimexm

Aliases Appearance Parents Marital Birth School Military License Incarceration Representation Grant

s SELECT [CREATE] TO OPEN THE
| At Type | st Name | Micdia Nama FILLABLE FIELDS

First Name  Rosey Micdie Name LastName  Clarkston Suffix.

MiasType | |
I ] .
W USE DROP-DOWN LISTS TO FILL IN FIELDS [l i

Nickname
" —
i

Tribal Name
s - __partil _k Demographics 2 __Update |__Cancel _

|| — e

CLICK THE WHITE [UPDATE] BUTTON TO SAVE DATA l

9. Some tabs have simple fillable fields that are already open. Fill in the needed information.
10. Select [Update] on the bottom of the screen to save data.
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MTS App Install Trial01 Feb-07-2012

ENTER THE AVAILABLE INFORMATION

11. When you are finished with the first set of tabs, select [Participant Demographics 2] to
open the remaining tabs.

) MTS181 EFT System Conversion

CLICK ON TABS TO COMPLETE NEED INFORMATION

CLICK [Return] TO GO BACK TO THE FIRST ENTRY SCREEN

=y

12. Select each tab to complete needed information.

Version 1.7 04/07/2014



Quick Reference Guide — Case Setup

13. Click [Return] to go back to Participant Demographics 1.

14. Repeat steps 1-13 for each individual on the case. Each case must have at least one active
noncustodial parent (NCP), one active custodial parent (CP), and one child.

Step 2 — Create the IV-D Case
1. Login as a Caseworker or Financial Worker.
2. Select Case Setup from the Case Management menu to open the Case Intake Wizard.

o MTS181 EFT System Conversion

ENET—— CLICK CASE SETUP
Participant Demographics TO BEG'N

| Participant Demographi

3. Click the Tribal Case No button for foreign cases. Foreign cases will require some additional
information from the foreign jurisdiction. If the case is a foreign case, click the Foreign
Forward checkbox to send all payments to the foreign agency for distribution.

4. Use drop-down menus to fill in the required information.
5. Click [Next] to save and move to Add Participants screen

Q MTS181 EFT System Conversion

Requires Default Data  Current Date: 11/20/2013

Case Type Assessment Screen 1 of 2

Foreign Case? ) No.
L) Yes

Cose Type w| Iv-D - USE DROP-DOWN
Case Status »| Open > _

Forean ursdicton Agency Name . MENUSTO FILL IN
wgnasen NEEDED INFORMATION

Foreign Jurisdiction Docket 1D
Foreign Forvard ||
o) Foreign Case
| Quick Locate

_J Information Request

CHECK BOX OPTIONS
WILL CHANGE AS YOU

MAKE SELECTIONS CLICK [Next] TO SAVE

AND MOVE ON
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6. Click [Add] to bring up the Search menu to find participants to be added to the case.

Relation to Case | Relation to Child(ren) | Sex Status I Paternity At Issue

CLICK [ADD] FOR
SEARCH MENU

7. Search for your participant.
8. Highlight your participant and click [Select] to add the participant to the case.

ENTER IN PARTICIPANT NAME
AND CLICK [Search]

SELECT PARTICIPANT NAME
AND CLICK [Select]
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9. On the Case Intake Wizard screen click [Add] to repeat steps 6-8 and add remaining
participants.

’ MTS181 EFT System Conversion

Part 1D Participant Name ssM Dateof Birth | Relation to Case Relation to Child(ren} Sex Status Paternity At Issue

w3 Lucas Clarkston S41200 Male
292 Tom Clarkston 05(23/1580 Hale

CLICK [Add] TO REPEAT

PROCESS WITH ADDITIONAL
PARTICIPANTS

10. Use the drop-down boxes to enter the Relation to Case, Relation to Child(ren), and Status
columns for each participant. Each case must have one active NCP, CP and Child in order to
be created.

MTS181 EFT System Conversion

L !

Part 1D Participant Name Date of Birth  Relation to Case Relation to Child{ren} Sex

E=E) Lucas Clarkston 04182013 Chila
E-73 Tom Clarkston 05/23/1980 @

CLICK [Finish] TO SAVE AND
CREATE THE CASE

Cllant Version: 1.0,14 Server Version: 1.0.14 DB Version: 72.77.77

11. Click [Finish] to create the case.
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12. Click [OK] to accept the newly created case.

CLICK [OK] TO ACCEPT THE
CASE

3 Creating TANF (I'V-A) Cases

The process for creating a IV-A case is very similar to that for a IV-D case. However, the CP on

the case must have a TANF grant entered in order to successfully create a I\V-A case.
Step 1 — Create a TANF grantee
Step 2 — Create a TANF case

Step 1- Create a TANF Grantee

1. Follow steps in the 1VV-D section to create the individual participant.
2. Select Participant Search from the Case Management menu.

Case Setup Son AR

Case Summary

Participant Demographics

3. Search for the participant who is receiving the TANF grant.
4. Highlight your participant and click [Select].

Version 1.7 04/07/2014
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. x
AN |
Participant Search |
|

l.d.l.u D.ﬁul!ilt [ |

ENTER IN PARTICIPANT NAME
AND CLICK [Search] =) | cBemrch ] [ scraate | | Clnar, |

SELECT PARTICIPANT NAME
AND CLICK [Select]

5. Click on the Grant tab to add the grant to the individual. Grants cannot be added to the case
— they must be associated with a specific individual.

6. Click [Create] to open the TANF Grant Detail screen.

Q MTS App Install Trial01 Feb-07-2012

ss I = SSN Verified ||
oo v L) osesoen
Prene | =
Trie tame |

Aliases Appearance Parents Marital Birth School Military License Incarceration Representation Grant

TANF Grant Data
Status Effective Date End Date Case Num|
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7. Enter in all required TANF Grant Detail screen..
8. Click [Update] to save.

ENTER THE AVAILABLE INFORMATION
CLICK [Update] TO SAVE

9. Click [OK] to accept grant information.

CLICK [OK] TO ACCEPT THE
TANF RECORD

TANF Record successfully added

Version 1.7 04/07/2014
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Step 2 - Create a TANF Case
1. Follow the steps in the I1VV-D section to create the case using the Case Wizard screens.

2. Use the drop-down boxes to change the relationships columns for each participant. The
TANF grantee should be the CP.

3. Click [Finish] to create the case.

Q MTS181 EFT System Conversion

‘Add Participants

Referring Agency Name  Tribal IVA Agency
Case #  TANF Case ID

USE DROP-DOWN MENUS TO CHANGE EACH COLUMN FOR EACH PARTICIPANT

= s £ 3 .
Part ID  Participant Name SSN Date of Birth Relation to Case Relation to Child(ren) Sex Status

= W~
Paternity At Issue
|v
293 Lucas Clarkston 04/18/2013 Child ] Hale Yes

292 Tom Clarkston 05/23/1980 (= Mother Male
Minor Mother
Biological Mother
Father

CLICK [Finish] TO SAVE AND

CREATE THE CASE

ACF Office of Child Support Enforcement Client Version: 2.0.14 Server Version: 2.0.14 DB Version: 72.72.77

4. The TANF grant popup will display information about the TANF grant.
5. Click [No] to indicate you do not want to make changes to the TANF grant information.

SSM Date of Barth Relatson to Case Relation to Chidd(ren)

TANF Grant Hather

Celeste Clarkston has a current grant with the
following information:
Agency: Tribal IVA Agency

Effective Date: 06/09/2013
End Date:
Update grant for participant Celeste Clarkston?

I

CLICK [No] TO INDICATE YOU
DO NOT WISH TO MAKE
CHANGES TO THE TANF GRANT
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6. You will then receive a confirmation popup.
7. Click [OK] to accept the case.

CLICK [OK] TO ACCEPT THE
oo CASE

IV-A Case # 115 Successfully Created

Version 1.7 04/07/2014
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