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1 MTS Screen Components

Main Menu

Support Orders
Order Date [ Type | Docket Number
03/24/2014 Child Support Order DNS6781 Fi

Support Orders

Order Date i Type |
03/24/2014 Child Support Order DN56781 Fi
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2 Overview of Orders and Obligations

This quick guide is designed to be a desk reference for caseworkers who are responsible for
creating orders and obligations on the Model Tribal System (MTS). The contents are a high-
level overview of the more detailed instructions found in the MTS Caseworker’s Manual.

This document will focus on the 4 main steps in creating and working with orders and
obligations:

Step 1 — Creating a New Order — Entering a court order on the system
Step 2 — Creating Obligations — Add financial obligations to the court order

Step 3 — Entering Guideline Calculations — Add guideline calculation information to the order
Step 4 — Updating an Order — Copy and modify an existing order

Step 1 — Creating a New Order

1. Select Order Entry from the Orders drop-down menu to open the Order Establishment screen.

STl

Order Entry

on: No THE ORDERS MENU

2. Using the popup, enter the Case ID and click [Search] to find the case.

”-L-- L ._'

ENTER CASE ID CLICK [Search] TO
FOR THE CASE FIND THE CASE

3. When the search completes, highlight your case and click [Select] to pull up the case.
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4. In the Support Orders task panel, click [Create Order] to open the Create/Manage Support
Order task panel to enter a new order. A case may have only one active order at a time.

) MTS181 EFT System Conversion

CLICK [Create Order]
TOENTERA NEW
ORDER

5. In the Create/Manage Support Order task panel, enter the required order information
(indicated with the red *) and click [Update]. Updating will return you to the Order
Establishment screen.

« ) MTS181 EFT System Conversion

(emm— | (N REQUIRED
FIELDS

CLICK [Update]
TOSAVE
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Step 2 — Creating Obligations

1. From the Order Establishment screen, to add an obligation, click [View Obligations] to open
the Order Obligations task panel.

) MTS181 EFT System Conversion

W

| CLICK [View Obligations]
TO OPEN THE ORDER
OBLIGATIONS SCREEN

2. Inthe Order Obligations task panel, click [Create] to open the Create/Manage Obligations
task panel.

8 {j’ MTS181 EFT System Conversion

CLICK [Create] TO OPEN
THE CREATE/MANAGE
OBLIGATIONS SCREEN
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3. Inthe Create/Manage Obligations task panel, enter the details of the obligation and click
[Update]. The number and type of required fields will change with each Debt Type.

) MTS181 EFT System Conversion

FILLIN REQUIRED DATA

CLICK [Update] TO SAVE

4. This will return you to the Order Establishment screen with a confirmation message about the
obligation. Click [OK] to save.

J MTS181 EFT System Conversion

e Gty
Datrt Cotegery Dot Tywe Pares Froguancy Ufuctivs Datn Mast Chrg. Date i Date  Momthiy Amd.  Balance Totel balamcn  fyvinm Conersad
£had Sugpant ot Suoon Tral Wk Agancy oty WWR 2ANS NI 13000 108 " o
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5. In the Order Obligation task panel, click [Create] to go to the Create/Manage Obligations
task panel to create another obligation. Click [Cancel] to return to the Order Establishment
screen/Support Orders task panel.

\-) MTS181 EFT System Conversion

Effoctie Datn  Moxt Chrg, Date  End Datn | Honthiy Amt  Balancn Total Balance | System Generatad
17182013 121872013 0118208 | $50.00 250.00 L] Mo

CLICK [Create] TO ADD
ANOTHER OBLIGATION

CLICK [Cancel] TO RETURN
TO THE ORDER SCREEN

Traimes Guest 1

Step 3 — Entering Guideline Calculations

1. To enter details of guideline calculations performed prior to issuing an order, from the Order
Establishment screen/Support Orders task panel, click [View Order] to open the
Create/Manage Support Order task panel. Entering guideline calculations is for a historical
record only and does not affect the amount of any obligations.

J MTS181 EFT System Conversion

CLICK [View Order] TO
OPENTHE
CREATE/MANAGE
SUPPORT ORDER SCREEN
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2. From the Create/Manage Support Order task panel, click on [Guideline Details] button to
open the Guideline Details popup.

.} MTS181 EFT System Conversion

CLICK [Guideline Details]

TO OPEN THE GUIDELINE
DETAILS POPUP

) MTS181 EFT System Conversion
Guideline Details

-
=" =  ENTERREQUIRED

GUIDELINEINFORMATION |

CLICK [Update] TO SAVE
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Step 4 — Updating an Order

If an order has been modified or entered incorrectly, it can only be changed through the Order
Copy process. You must close the existing order and open a new one through the Order Copy
process. The start and end dates of the orders cannot overlap, but existing obligations can
continue with the new order.

1. Select Order Entry from the Orders drop-down menu to open the Order Establishment
screen.

“EEKIZENI  €—— CLICK ORDER ENTRY FROM

= THE ORDERS MENU

2. Using the popup, enter the Case ID and click [Search] to find the case.
When the search completes, highlight your case and click [Select] to pull up the case.

4. Highlight the order in the Support Orders task panel, then click [Create Order] to create a
duplicate order.

\) MTS181 EFT System Conversion

HIGHLIGHT THE ORDER
YOU WISH TO COPY

CLICK [Create Order] TO

CREATETHE ORDER COPY
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5. Check the boxes that correspond to the orders you wish to modify.
Q MTS181 EFT System Conversion

n ocate

Case Case Function: Patemity Establishment CP PartID: 42 CP Name: Lindsey o 22 Case Worker: USER0S
Status: Open  Family e: No  Address 1: No NCP Part ID: 43 NCP Name: Gary Findle Rivera IIT Current Date: 11/15/2013

Order Copy

Ododertnavates FILL IN REQUIRED

New Order Effective Date

A n INFORMATION

Select Debt Category Debt Type Frequency Effective Date Next Chrg. Date End Date Monthly Amt.  Balance Total Balance = System Genera |

11/01/2013 11/01/2013

\ CHECKTHE BOXES FOR THE

ORDERSYOU WISHTO
MODIFY

CLICK [Continue] TO ENTER
NEW INFORMATION

Cantinue Cancel

ACF Office of Child Support Enforcament Client Version: 2.0.9 Server Version: 2.0.9 DB Version: 72.77.77 Trainee Guest 1

6. Enter the new information as needed. This screen requires you to close the old order and
enter a new one. The dates of the old and new orders cannot overlap.

e The Old Order End Date must be after the Effective Date of the old order
e The Effective Date of the new order must be after the Old Order End Date

e The Effective Date of existing obligations is not affected by the change in the Effective Date
of the order

e Only obligations that have ‘Select’ checked can be modified. All other obligations remain
unchanged.

7. Click [Continue] to save the information.
8. Enter in the new updated order information.
9. Click [Update] to save the order information.

Version 1.5 04/08/2014 10
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MTS181 EFT System Conversion

FILL IN UPDATED
INFORMATION

CLICK [Update] TO SAVE DATA

Cliant Version: 2.0.9 Server Version: 2.0.9 DB Version: 77.72.77

CLICK [View Obligations] TO
OPEN THE CREATE/MANAGE
SUPPORT OBLIGATIONS
SCREEN

11. Click [View Obligations] to open the Order Establishment screen/Order Obligations task
panel.

Version 1.5 04/08/2014 11
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12. Highlight an obligation in the Order Obligations task panel and click [View] to open the
Create/Manage Obligations task panel.

\) MTS181 EFT System Conversion

HIGHLIGHT THE
OBLIGATION YOU NEED
TO CHANGE

CLICK [View] TO OPEN
THE CREATE/MANAGE
OBLIGATION SCREEN

Cllant Version: 2.0.12 Server Version: 2.0.13 DB Version: 77.77.77

13. Enter the new obligation information in the Create/Manage Obligations task panel. You can
only modify this information if the obligation was selected during the Order Copy process.
Debt Type and Obligation Type cannot be changed. The Effective Date of the obligation
can be before the Effective date of the order.

Q MTS181 EFT System Conversion

EDIT NEEDED
H-n.n'.lilu s/t o : INFORMATION
ez Chwy, Dote ' 21/24,7013 " - "

CLICK [Update] TO SAVE
INFORMATION

Version 1.5 04/08/2014 12
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14. Click [Update] to save the information.

15. View information in the Obligation Update popup and click [Yes] if the information is
correct.

The selected obligation will be updated as follows:

Obligation: Child Support Current
Support

Ordered Amount: 200.00

Payment Frequency: Bi-Weekly

Effective Date: 10/28/2013

Next Chrg. Date: 12/27/2013

Charge Date: 12/27/2013
End Date:

Direct Payment: No
In-Kind: No

Bypass Age of Maj: No

mr e CLICK [Yes] IF
INFORMATION IS
CORRECT

o ]
Client Version: 2.0.9 Server Version: 2.0.9 DB Version: 77.72.77 Traines

16. Go to Account Summary screen to observe the new debts created.

S
Account Setup | ACCOUNT
Adjustments _ | SUMMA RY

Batch Creation
Post Collections
Deposit Processing

MPayee

' Order Obligations

| Debt Category | Debt Type

Version 1.5 04/08/2014
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3 Arrears Debt Types

MTS will automatically create arrears from existing current support debt types when they
become delinquent. If your tribe wishes to follow the MTS convention when manually creating
arrears debts, use the following tables.

e For current child support

Assistance | Current Child Support New Arrears
Case Type Type Payee New Arrears Type Payee
Currently . Tribal TANF Tribal TANF
IV-A Assisted Tribal TANF Agency Arrears Agency
IV-A Currently Foreign State CSE Foreign State Foreign State
Assisted Agency TANF Arrears* CSE Agency
IV-A Currently Foreign Tribe CSE Foreign Tribe Foreign Tribe
Assisted Agency TANF Arrears* CSE Agency
Anything other than the
Tribal TANF Agency or . Same as Current
IV-A g:;;r:(ljy a Foreign State or X:‘rtgr-srANF Child Support
Foreign Tribal CSE
Agency
Anything other than Same as Current
IV-D Z(S);T;teerg State IV-D Foreign gﬁeNa?;'TANF Child Support
State or Foreign Tribe (Typically CP)
Anything other than i Same as Current
IV-D Zg;’ge d State IV-D Foreign grpre':cr); TANF Child Support
State or Foreign Tribe (Typically CP)
Foster Care —
Agency, Same as Current
Foster Care — 2:;’;;8 d Any 'Iz\(r)rsetaerrsCare Child Support
Personal, (Typically CP)
or IV-E
L Same as Current
Kinship Care Nev.er Any Kinship Care Child Support
Assisted Arrears )
(Typically CP)

Version 1.5
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e For current Medical or Spousal Support debts

: Current
Case Type Ass;)s/:)a;nce Ca?(aeg;ry Support NeWTCFr)reears New Arrears Payee
Payee Type
. Never Assisted . . Foreign State CSE
Anything or Formerly Medical Foreign State Foreign State Agency
but IV-A . Support Arrears
Assisted
. Never Assisted . . . Foreign Tribe CSE
ﬁgﬁ\r}ﬂ? or Formerly I\S/Iuedui)a:lt Foreign Tribe i?rreeﬁg Tribe Agency
Assisted PP
. Never Assisted , Same as Current
ﬁgﬁ\r}'%’ or Formerly '\Sﬂjd'%a:lt Anything Else Xze';?;'TANF Medical Support
Assisted PP (Typically CP)
. Never Assisted . Foreign State CSE
Anything or Formerly Spousal Foreign State Foreign State Agency
but IV-A . Support Arrears
Assisted
. Never Assisted . , Foreign Tribe CSE
Anything or Formerly Spousal Foreign Tribe Foreign Tribe Agency
but IV-A . Support Arrears
Assisted
. Never Assisted Same as Current
ﬁgﬁ\r}ﬂ? or Formerly gﬁou(s)?tl Anything Else EﬁeNa?:'TANF Spousal Support
Assisted PP (Typically CP)
Currently Medical . Foreign State Foreign State CSE
IV-A Assisted Support Foreign State | Arears Agency
Currently Medical : : Foreign Tribe Foreign Tribe CSE
IV-A Assisted Support Foreign Tribe | rears Agency
. Same as Current
IV-A Currently Medical Anything Else CP Non-TANF Medical Support
Assisted Support Arrears (Typically CP)
Currently Spousal , Foreign State Foreign State CSE
IV-A Assisted Support Foreign State | Arears Agency
: Currently Spousal : : Foreign Tribe Foreign Tribe CSE
IV-A Assisted Support Foreign Tribe Arrears Agency
Same as Current
IV-A Currently Spousal Anything Else CP Non-TANF Spousal Support
Assisted Support Arrears (Typically CP)
Version 1.5 04/08/2014 15
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