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1 Overview of Document Generation

This quick guide is designed to be a desk reference for financial workers who are responsible for
the financial processing of payments on the Model Tribal System (MTS). The contents are a
high-level overview of the more detailed instructions which can be found in the System
Administrator’s Manual and the Caseworker’s Manual.

Workers can create case documents on the MTS by selecting templates from the Document
Index. The MTS automatically adds the participant and case data to the templates. The
templates are maintained in the System Administration module. New templates can be created
and are automatically added to the Document Index. The MTS also has over a hundred pre-
defined templates that can be used or modified.

There are 4 main steps in creating a new document template.

As System Administrator:

Step 1 — Create a template

Step 2 — Modify the contents of a template
Step 3 — Preview and save the template

As a caseworker or financial worker:
Step 4 — Test the template by creating a document for a selected case
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Step 1 - Create a Template

Login as a System Administrator and select Document Options from the Administration menu to
open the Document Management screen.

CLICKON DOCUMENT

i OPTIONS FROM THE
MEENETIEEENEE| ADMINISTRATION MENU

1. Create a new template or search for an existing one.

Requires Default Data Case Worker: USERO1
e e . ENTERA DOCUMENT
——— NUMBER OR NAME TO
I SEARCH FOR AN EXISTING
RN —— DOCUMENT TEMPLATE

Functional Area: l

Search Panel

Export / Impert

Search Results

Document Number Template Name | Functional Area | Date Created [ Created By

CLICK ON [New
Template] TO CREATE
A DOCUMENT

TEMPLATE

2. Clicking [New Template] will open a template which has three separate panels for the
header, body and footer of the template. Clicking [Edit Template] will open the selected
existing template for editing.
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Step 2 — Modify the Contents of a Template
Open each of the three panels to select or enter the contents of the document.
1. TemplateHeader

In the TemplateHeader panel the user must enter a Document Name, select the Functional Area,
and enter a unique Document Number. You can optionally select checkboxes to add a seal,
address, and date at the top of the document. (Signature Required and OMB Form fields are for
future use). The document name and number cannot be modified once entered.

Requires Default Data Case Worker: USERO1

R CLICK ON THE

| TemplateHeader PANEL
l TemplateHeader _ TO OPEN TH E

b

Document Header DOCUMENT HEADER

Template ID : Include Seal :
Include Address :

Document Name :

Include Date :
Functional Area: l v

Signature Required :
Document Number : L
OMB Form :

ENTERA NAME, NUMBER, AND
FUNCTIONALAREA FOR THE DOCUMENT

| e || ot |
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2. TemplateBody

Adding Text and Variables

The TemplateBody panel contains the main contents of the document. Text can be entered and
formatted, and variables and free text boxes inserted. Variables pull data from the database
when the document is generated. Free text boxes prompt the user during document generation to
enter text to be inserted in the document. Free text boxes require a Text Key, which is the
prompt the user will receive when generating the document, and a maximum size.

gHniscation
Requires Default Data Case Worker: USERO1
Requires Default Data Current Date: 10/22/2013

| Templateheader CLICK ON THE TemplateBody

| TemplateBody

Document sody | PANELTO OPEN THE
DOCUMENT BODY

ADD VARIABLE DATA
AND OTHER FEATURES
TO THE TEMPLATE
USING THE CONTROLS
AT THEBOTTOM OF
THE PANEL

ENTEROR PASTE TEXT
= INTOTHE DOCUMENT
BODY

Times New Roman m TD B I I ‘!.l !_‘ :Ii |= I E '| Add Table | | Appointment Data | v J | AddressH v | |_Add Variable |

{ Add Free Text Ii Insert PageBreak ]

| TemplateFooter

Data variables will appear in the template with brackets, e.g. {NCP.SSN}. The data will be
pulled from the system when the document is generated.

Free text boxes will appear in the template with Free Text tags, e.g. [FREE
TEXT][KEY=employed-since-date/][[NUMCHARS=15/] [/FREE TEXT]

3. Adding Tables

The Add Table button opens a wizard to allow the insertion of tables. The MTS supports four
types of tables:

Table Type 1 is to be used only with data from the Children Data Group. Table 1 allows you to
enter a title at the top of multiple columns and a variable from the Children Data Group in each
column. When the table is generated, it will show variable data for all children on the case with
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a row for each child. (Do not mix Children data and other data — do not use Children data in
other tables.)

Child Name DOB SSN

Abigail Marie Hale May 02, 2008 111-XX-2222
Fred Steven De San Lazaro  February 06, 2012 987-XX-8543
Walter J Landry January 06, 2009 798-XX-0998

Table Type 2 is a simple two-column table with labels in the left column and variable data in the
right column.

Name Cindy Elizabeth Hale

Address 104 Jones St, Mccullough, AL, 20882
DOB January 01, 1990

SSN 549-XX-3456

Enrollment Number 54

Table Type 3 is intended to be used for court headers. It has two columns with multiple rows.
Labels or data variables can go in any row or column.

Zuni Tribe NM
TRIBAL CHILD SUPPORT AGENCY

Co-Petitioner. AFFIDAVIT-CONTEMPT
Cindy Elizabeth Hale

Co-Petitioner. Zuni Tribe NM
CASE NO: DN9863296532

and

Jerry Howard Jones Sr.

Respondent

Table Type 4 is a four-column table with labels in the first and third columns and variable data in
the second and fourth columns.

CP Name Cindy Elizabeth Hale | CP SSN 549-XX-3456
NCP Name Jerry Howard Jones Sr. | NCP SSN 345-XX-7658
NCP Occupation Claims Adjuster NCP Income 1200.00
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Tables will appear in the template with Table tags, e.g.
[TABLE][TABLENUMCOLS=2/][TABLEJUSTIFY=Right/][BORDERSIZE=1/]
[TYPE=1/][TABLECOLUMN=[NAME=Name][VALUE={Children.Name} FontName=Times
New Roman FontSize=12 ]/][TABLECOLUMN=[NAME=Date of
Birth][VALUE={Children.Birth_Date} FontName=Times New Roman FontSize=12
JN[/TABLE]

4. TemplateFooter
The TemplateFooter panel allows the user to select items to be printed at the bottom of the

document — page number, document name, document version, and worker name. (Bar Code
does not work yet.)

Requires Default Data Current Date: 10/23/2013

| TemplateHeader
| TemplateBody

e CLICK ON THE TemplateFooter PANEL ;
I Document Footer TO OPEN THE DOCUMENT FOOTER

Include Page Number :

Include Document Name :

Include Version Number :

OO0OC

Indude Worker ID:

Seect Bar Code Data: SELECT FEATURES FOR THE DOCUMENT
FOOTER

Step 3 - Preview and Save Template

1. After header, body, and footer information have been entered, preview the template by
clicking the [Preview] button. The preview will show the PDF format of the generated
document.

2. Make any necessary changes and then click [Save] to save the template.
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Requires Default Data ~ Case Worker: USEROL

I*'"' I
| TemplateBody
Document Body

{4, Pursuant 1o the last order for this matter, the Respondent was ordered to pay ${Debt Monthly_Child_Support} per month for [FREE TEXT][KEY=Child Support / Kinship Care/J[NUMCHARS~15/] [FREE TEXT).
| 5. Pursuant to the last order for this matter, the Respondent was ordered to pay ${Debt. Manthly Arrears) toward arrears to the [FREE TEXT][KEY=CP or Junsdiction name/|[NUMCHARS=40/] [/FREE TEXT].
6. Based on the records of {CSE_Agency Name} the Respondent has failed or refused to make weekly payments as ordered. Since [FREE TEXT][KEY=payments since date/][NUMCHARS=20/] [/FREE TEXT]the total suppart payments
include[FREE TEXT][KEY~describe-payments/|[NUMCHARS =40/] [[FREE TEXT].
| 7. Upan infi 1on and belief the dent is unemployed and has been since [FREE TEXT][KEY~employed-since-date/|[NUMCHARS=15/] [/FREE TEXTJand has failed or refused to make reasonable efforts to obtain employment.
|8, {CSE_Agency Name) has sent the Respondent letters to contact the Agency, but he Respondent has failed to respand. Copies of the contact letters arc attached as Exhibit 1.
9. The conduct and actions of the Respandent are detrimental to the authority of the Court.
10. The actions of the Respondent are a will ful disobedience of the lawful order of the Court.

3}

{CSE_Agency.Name} requests that an order be entered finding the Respondent in contempt of Court in addition to the following:

A An order finding the Respondent in contempt of Court and that he/she be fined no more than $250.00 per day for cach day he/she remains in contenpt.

B. An order requiring the Respondent to register with an employment office, seek work, and report to {CSE_Agency. Acronym} weekly.
| C. An order requiring the Respondent to report his/her gross income monthly to {CSE_Agency.Name}.

D. An order intercepting all tax refunds, lottery or gambling winnings, per capita payments, installment payments from any source, and any other monics duc in the future until such time as arrears are paid in full.
|E. An order requiring the Respondent to provide goods or perform services of value to the Petitioner, {CSE_Agency Name} , or the Tribe until such time that he/she obtains empl

F. Reimbursement to {CSE_Agency Name} for the cost of bringing this action.
CLICK [Save] TO SAVE THE
Dated this {Date Day} of {Date Month}, {Date. Year}

| Gi. Any other actions the Court deems necessary and effective to ensure the Respondents compliance in the future.
— TEMPLATE

Ww?b el |u| W (Elz[z]5 '| AddTable | | Appointment_Data | v | | AddressH |+ || Addvariable |
[ Add Free Text H Insert PageBreak J
| TemplateFooter Dravie ) PR
DO

Step 4 — Test the Document

1. Login as a caseworker or financial worker to test the generation of the document using actual
case and participant data.

2. Click on the Document Index to search for your document.

3. Inthe Document Search panel, find and select your document and click [Print Selected
Document].
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nt CPPartID:1  CP Name: Cindy Elizabeth Hale Num. of Children: 3 Case Worker: USERDL

NCP Part 1D: 2 NCP Name: Jerry Howard Jones Sr. Current Date: 10/23/2013

ENTER TEMPLATE NAME OR NUMBERAND

CLICK [Search] TO FIND A DOCUMENT

Document Number
473
104
508
184
494
516
539
252
529
453
452
42
343

519

Document Name Template Last Modified

Affidavit of Contempt Enforcement 08/24/2012 L]
Affidavit of Direct PAYOEQt ... Financia 08/24/2012 !
Affidavit of Mailing Ordar Establishmant O/ 24720 dl
Affidavit of Service of Process

S — SELECT A DOCUMENT AND
Appaintment Letter - Genetic Test

Appaintment Letter - Genetic Test Results .

A CLICK [Print Selected

Appaintment Letter - Modification

Appointment Letter - Order Establishment D oc u m e nt ]

Appointment Letter - Paternity - OP
Bench Warrant

Billing Notics Financial

Case Closure Notice - Denied

!_

4. The MTS will prompt you to select a case, participant, appointment, and/or whatever other
data is necessary to complete your document.
5. Select PDF or RTF (editable) as your output format. Select data for all dropdowns and click

[Next].

Sclect Participant | Jorry Howard Jonas S - NCP

SELECT CASE AND

PARTICIPANT DATA

Seloct Children | o] Abigad Marie Ml

] Fred Steven De San Lazare

|| Walter 3 Landry

Select NCF Empltyer | MCP O & M Phywaad Tne

SELECT OUTPUT FORMAT AND

CLICK [Next]
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Sk

Enter all required free text.
7. Click on one of the printing options.

e [Local Print] will open a PDF or RTF popup for you to print on your local printer. The PDF
version will become part of the case history.

e [Preview] will open a PDF or RTF popup for you to view and then print on your local
printer. The PDF version will not become part of the case history.

e [System Print] will direct the PDF or RTF output to your system printer. The PDF version
will become part of the case history.

The RTF versions are editable, but the edits will not be part of case history.

_4— ENTERFREE TEXT AND

A PRINT OPTION
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8. The output popup will look different depending on your browser.

o Firefox looks like this:

zl
You have chosen to open
1 -67_Affidavitof DirectPayment 1924270634528119341 pdf

which is: Adobe Acrobat Document
from: https://raining 178sr tibalcse com

What should Firefox do with this file?

€ Qoenvith [ Adobe Acrobat (defaul) =l
& Sove ie

[~ Do this automaticaly for files like this from now on.

0K | Cancel

e Chrome looks like this:

IEI_] -grv-JBossProduction-g.._.ritf | 7
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