N-FOCUS Major Release

Economaic Assistance
November 11, 2012

A Major Release of the N-FOCUS system is being implemented November 11, 2012. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.
Note: This section will only appear when there are tips, enhancements or fixes specific to
Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD/MED,
ADC/MED, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

Refunds (New)

New functionality is available on N-FOCUS to record refunds received from energy
providers for the LIHEAP program or from individuals returning grant payments.
There is a new icon on the main menu for refunds.

Financial
[==] [==] ] [==] [==]
CLAIM P REFUND [OLLECT ATF EET
) . - EBT Card
Claims Payments Refunds Collections Ability to Pay lssuAnCe

Refund payments are processed by staff in Financial Services/Payments Processing.
To create new refunds or search for existing refunds click on the Refund icon to open the
Search Refund window. To create a new refund click New on the Search Refund window
and enter the details from the payment being submitted. After the details have been
saved the refund can be applied to one or more benefit payments. Finance staff will
apply the refund to the appropriate client benefits. The user will finalize the refund after
applying the entire amount.

The Financial Services Payment Processing Group and certain other Central Office
Staff are the only ones who have the security to delete or update refund information.
Other users with certain security will be able to view refunds.

There are two types of refunds. An Organization refund is for LIHEAP energy
suppliers only. Person refunds are for an individual client benefit payments, such as
ADC or AABD grant payments.

LIHEAP Refunds

When an energy supplier returns a portion of the client’s energy payment a refund
will be created on N-FOCUS by staff in Financial Services. Alert #399 is a new alert
called LIHEAP Refund. This alert will be created when a refund is finalized. The alert
will detail the amount of the refund and the organization submitting the refund. The
worker should determine if the refund amount can be reissued to a new provider. To
reissue the refunded amount to a new provider the provider must be added in the
LIHEAP Accounts/Providers task in the expert system. The heating or cooling budget
must be recalculated. N-FOCUS will treat the refunded amount as if it had not been
issued and will create an underpayment for the refund amount.
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Grant Payment Refunds

A person refund has to be for the entire payment, a portion of a benefit payment
cannot be refunded. If a grant payment is made electronically, either by direct deposit
or to a state debit card, the recipient can submit a personal payment as a refund. A
CHARTS trigger will be sent to child support enforcement when an entire ADC payment
is included in a finalized refund. This will be treated by CHARTS the same as a payment

cancellation trigger.

Grant payments that have

been refunded cannot be reissued.

The expert system will treat it as
an issued benefit. No alerts are
created when a grant payment
refund is finalized.

A new Refund button has been
added to the Detail Payment
window. If a refund has been
applied to a payment the button
will be enabled. The detail
payment window can be accessed
from Payments icon on either the
Main Menu or the Detail Program
Case window.

N-FOCUS - Detail Payment

le  Actions

=

Detai Goto Help

E=l

- lox]|

B

UPDATE

aymen t

NFO Number 666850028
NIS Number

Pmt Method  DEBIT CARD

Issued Date  11-13-2012

Amount 218.00

Program LIHEAP

Type MAJOR/REGULAR

~Payee
JAMES TAYLOR
65427

LINCOLN NE 68502

[~ Status

Status Issued
Change Date 11-08-2012

Reason Issued

View Refunds from Main Menu (New)

To view a refund, follow these steps:

1. From the Main Menu, select the Refund icon.

The Search Refund
window displays.
2. Enter your search
criteria.
Note: Search by
one of these methods:
1. Type
a. Select
Organization
or Person
b. Select the
Black Arrow
to locate the
Org or
Person
c. Click Search

2. Document
a. Select Type

Rlsd To/Dup Sent Addr...
Authorized Budgets...
Claim ltems...

(e T L]
Submitted By
Iype
r Quganization Mame JAMES TAYLOR
= Perisn Humber G2E11072
Reeceised Dnte
Document Date Range =
Tups | = | ANDHOR - From
Humbes | N
Prev MNex
— (e | [ weal
Redund - AWDWOR -
D [— Status
O
" Search | Mew Clear Cancel | Help |

b. Enter the corresponding Number
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3. Refund ID Number and Status

a. Status = In Progress or Final
b. Click Search

Note: Received Date - Enter Date Range and From/To Dates to further filter
your search. If multiple records match your search criteria, the List
Refund Window will display. If only one record matches your search
criteria, the Detail Refund window will display in Inquiry status.

x|

File Actions Goto Help

=15 (871 M

- Submitted By

INQUIRY
€ Organization  Name JAMES TAYLOR @
& Person Number 62611072

~Refund §
e ” Amount D

Brogram |1 IHEAP j Type IChEEk’PEISDI‘Iﬂ' j Number [ 4
ID Nbr 91539606 Amount |715.00 Date 12022012
Status FINAL Received Date[11-15-2012 i) s <

Modified By DS52913 Modified On 2012-09-13-13.31.50 E

Save to Add Detail
- Refund Detail

Last Name First Name Person ID Refund Amt

TAYLOR 62611072

Add|Detail | View/Update Detail | Total Applied Refund Amt 218.00
3. To view further
information about the [ ied By INQUIRY
. . . Type PERSON Name JAMES TAYLOR
Refund, highlight a row in ”
the Refund Detail section Program LIHEAP Total Amount  218.00 Total Applied Refund Amt 216.00
. . Remaining Refund Amount  0.00
and CIICk the VleW/Update ~Master Case List of the Person
Detail button. Person Name JAMES TAYLOR Person Number 62611072
Master Case Name MC Number
JAMIES TAYTOR £ @

The Refund Budget Detail I
window will display. This Sapm]

Refund Budget

] 3 3 Budget  Budget Budget MC NFO
ls a Vlew Only Wlndow for Refund Amt Auth Amt Begin Dt End Dt Number Number
Workers 218.00 218.00 11-01-2012 03-31-2013 352 666850028

4. Click Close to return to
the Detail Refund
window.

Refund Amount Sub Total 218.00

Delete Detail Save and Close | I Close I
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View Refunds from Program Case (New)
To view a refund from the Program Case, follow these steps:

1. Navigate to the appropriate Program Case.
In this example we will look at a LIHEAP Refund.

o]

File Actions View Goto Detal Help

B B W
FREBDIEE R R RN PR E

UPDATE
Prog Informati Admini: ive Roles | Case Plan |
Program LIHEAP ID 37256611 Legal Action | Case Detail |
Status Active Status Begin Date 10-01-2012
Consultation Point I Plan, |
Master Case ID 352 Mode CHANGE MANAGEMENT
Program Berson

2. Click the Payment Icon. lolx|

File Actions View Help

@1 EEE M

If there are multiple

Payments, the List Payment
. . Master Case Number 352
Payment window will Claim Number

display. If there is only Frosram
one Payment, you will be
navigated directly to the

NFO Number Issued Date Status Status Date Program Amount NIS Number

666850028  11-13-2012 11-08-2012 LIHEAP
¢ 100 0o AEAR

Detail Payment window. 653350202  08-01-2012 Issued 07-26-2012  AABD/MED "679.00
. 650300202  07-02-2012 Issued 06-26-2012  AABD/MED 679.00
In this example, there are 646700193  05-31-2012 Issued 05-25-2012  AABD/MED 679.00
)
. 644700175  04-30-2012 Issued 04242012 AABD/MED 679.00
multlple payn']ents 643500176  04-02-2012 Issued 03-27-2012  AABD/MED 679.00
I d hi 542800173  02-29-2012 Issued 02242012 AABD/MED 679.00
541900158 01-31-2012 Issued 01262012 AABD/MED 579.00
assoclated to this Program 641500158  12-30-2011 Issued 12272011 AABD/MED 579.00
Case 634900154 11-30-2011 Issued 11-27-2011  AABD/MED 579.00
. 531000152 10-31-2011 Issued 10262011 AABD/MED 579.00
524300151  08-30-2011 Issued 09-27-2011  AABDMED 579.00
523200152 08-31-2011 Issued 08-26-2011  AABD/MED 579.00
. 520100151  08-01-2011 Issued 07-26-2011  AABDJMED 579.00
3. Double Click the row you 616200151  06-30-2011 Issued D6-27-2011  AABDJMED 679.00 =
wish to view. Total Amount  31,577.79
The Detail Payment Reference the Palicy Manual 10102012 08:53:05 |

window will display.
lolx

File Actions Detal Goto Help

4. Click the Refunds button.  [5}] ] [

The List Authorized UPDATE
Refund Budgets window e
will dlsplay NFO Number 666850028 Issucd Date 11132012 Pragram LIHEAP
NIS Number
PmtMethod  DEBIT CARD Amount 218.00 Type MAJOR/REGULAR
~Payee
JAMES TAYLOR
6542
LINCOLN NE 68502

. Status Rlsd To/Dup Sent Addr...
Status Issued
Authorized Budgets...
Change Date 11-08-2012
Reason Issued M
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5. Select the row you wish
to view.
6. Click the Refund icon.

The Detail Refund window
will display.

7. Click the View/Update
Detail button.
The Refund Budget
Detail window will
display.

This window is a view
only window for
workers. The Financial
Services Payment
Processing Group and
certain other Central
Office Staff are the only
ones who have the
security to delete or
update refund
information.

N-FOCUS - List Authorired Refund Budgets E }

Fle Goto Meb

H

= S ]

Payment Tolals

MC Number
210.00

L1

Payment Ameunt $218.00

AuthAmt  Refund Amt Refund ID  Begin Date  Type

218.00 91539606  11-01

2012

Total Applied Refund Amownt  218.00

Fund
FEDERAL O

MAJORIRE GULAR

| P

N-FOCUS - Detail Refund

File Actions Goto Help

J = |

oms "=y o
=15 F [
- Submitted By
£ Organization  Mame JAMES TAYLOR Dﬁ U
& Person Number 62611072
 Refund §
el 4 Amount D
Program || IHEAP = IVpE |Check - Personal v Humber 554
ID Nbr 91539606 Amount |715.00 Date 12022012
Status  FINAL Received Date|11-15-2012 e EllEss =
Modified By DSSZ913 Modified On 2012-09-13-13.31.50 LI
Save to Add Detail |
- Refund Detail
Last Name First Name Person 1D Refund Amt

TAYLOR

Add| Detail

‘ViewjUpdate Detail

Total Applied Refund Amt 218.00

62611072

N-FOCUS - Refund Budget Detail

itted By

Type PERSON Name JAMES TAYLOR

INQUIRY

Program LIHEAP Total Amount 218.00
Remaining Refund Amount  0.00

Master Case List of the Person

Total Applied Refund Amt 218.00

Person Name JAMES TAYLOR Person Number 62611072

Master Case Name MC Number

JAMES TAYLOR 352

Select Payment
rRefund Budgets
Budget Budget Budget MC NFOQ
Refund Amt Auth Amt Begin Dt End Dt MNumber Mumber
218.00 218.00 11-01-2012  03-31-2013 352 666850028
Refund Amount Sub Total 218.00
Delete Detail Save and Close | Close I
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LIHEAP Explanation of Payment (New)

The LIHEAP EOP Options located under the Actions menu of ——
the Detail Organization window, is only available for use by Fie Detals Coto View Heb
specific Central Office Staff. This option will not be active for Feee e S
Identify Permanent ORG
other workers. 0| tiensty upiene R oo
Find|Petmanent ORG CErl+-F
This option will allow Central Office Staff to send an e R e
Electronic Explanation of Payment to the Organization. This SRS EUEIE
feature only applies to organizations receiving payments for the e e ot
Low Income Home Energy Assistance program. 5| pete Crgprizaton Gamps

Secure/Unsecure

Update Transportation Provider Type

Bl PINManagement

LIHEAP ECP Options I

Copy Organization Index Info F12

Copy Person Index Info Fil
R Print Organization Bar Code Ctrl+5hift+0
r ! Brint: Persan Bar Code Chrl#-Shift+F

EA — LIHEAP Refund #399 (New)

When an organization refund is finalized for the LIHEAP Program, the following alert will be
generated for each program case that has a budget associated to the refund.

Alert Text: - A refund in the amount of <Dollar> was received from <Org Name>. Update
the energy provider and recalculate the budget to reissue and refund the amount.

EA — Change Reported #355 (Change)
LIHEAP has been added to this alert.

Alert Text: - An electronic change report was completed for <change type> change. <Last
Name>, <First Name> is in <Program Case>. Take necessary action.

Change Education Level — EF Program (New)

1. Inthe EF Program Case, when updating the EF participant’s education level completed,
Associate Degree has been added as a choice to select from.

|| N-FOCUS - Detail Program Case = .
File [Actions | View Goto Detail Help

Select Service

E Reopen Program Case

Close Program Case

Z Issue Replacement Medicaid Card ]@ "®I WI +le%l PEYI i\xl EI Sﬁﬁlh_ély_{l

Process Spend Down

Process Premium Due UPDATE RefeI' tO the N_FOCUS
Pri Activate Program Case Administrative Roles ‘ | — Education Level
casevenmit | | | Completed window on

Update Program Case Mode
Pr Update Child Support Assignment ID 97463273 ‘
St Children Family Services v 1 Date 08-01-2012 ‘ th
e next page.
Ma Juvenile Court + IGNED p g
Employment First 3 \;hange Education Level CU"‘EMEHD Program Person

Change Program Person Role 60 Month TANF Tracking

Public Institution 3 Monthly Participation Tracking
La Women with Cancer 3 End Status Ree
Adult Protective Services 3 Care Atten
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- —

N-FOCUS - Education Level Completed

Completed L evel Of Education

BACHELOR DEGREE

BACHELOR DEGREE
ASSOCIATEDEGREE |
VOCATIONAL;TECHNICAL CERT/DIPLOMA

TWELFTH GRADE

1 ELEVENTH GRADE

L

] »

1

2. When updating monthly participation tracking for EF, a new pushbutton has been added
to the window titled “Education”. This button will only be enabled when the EF
component selected is related to education.

|B] M-FOCUS - Detail Program Case L= —"—
File [Actions | View Goto Detail Help
Select Service '
- = coana
| [y 2] ] 2
s Issue Replacement Medicaid Card .
| | e o 3 2 N 8 el [ i T
Process Premium Due UPDATE
Pri Activate Program Case Administrative Roles | Case Plan |
Update Program Case Mode
Pr Update Child Support Assignment ID 97463273 Legal Action | Case Detail |
St Children Family Services g e Consultation Point | IL Plan |
Ma Juvenile Court » IGNED
Employment First » Change Education Level Completed Program Person
Pri Change Program Person Role 60 Mopth TAR T
Public Institution
’V La Women with Cancer Participation History End Status Rez
Adult Protective Services [ U11402 HARIICIEAN

N-FOCUS - Employment First Monthly Participation Tracking

File Actions Help

[lff5]

Mk

EF Program Case Person JANA JACKALOBE

Participation Month Il]?.l'2[I12 -

EF Program Case Status Active

S —

Hours Participate

j Add

Education

Update
Delete

Holiday Hours Deemed Hours

EF Component Participation Hours for the Selected Month

Total Confirmed Hours of Participation 0.00

The EDUCATION pushbutton will only enable when you select an EF component that has an
educational component tied to it:

Page
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Education Directly Related to Employment
Jobs Skills Training Directly Related to Empl

Post-Secondary Education (4 yr college)
Satisfactory Attd. Secndry Schl or GED Course

Vocational Training

If you attempt to enter an EF component without an Educational component tied to it, the
“Education” pushbutton will not be enabled.

N-FOCUS - Employment First Monthly Participation Tracking

File Actions Help

[l e

EF Program Case Person JANA JACKALOBE ADD
Participation Month (07f2012 ~ EF Program Case Status Active
Client Participation
EF Component |Emp|uymenl j Add l
Hours Participated Excused Absence Hours 4
Holiday Hours Deemed Hours

EF Component Participation Hours for the Selected Month

When you click the enabled “Education” push button, you will be taken to the Education
Sub-Category window

N-FOCUS - Employment First Monthly Participation Tracking -H
File Actions Help |
nnnnn
HENLI
ADD

EF Program Case Person JANA JACKALOBE

Participation Month |07}2012 ~ EF Program Case Status Active

Client Participation

EF Component ‘ans Skills Training Directly Related to Empl =]

Hours Participated Excused Absence Hours

qry\ E

A VOCATIONAL EDUCATION PROGRAM LEADING TO AN ASSOCIATE DEGREE
A VOCATIONAL EDUCATION PROGRAM NOT LEADING TO AN ASSOCIATE DEGRE -
ADULT BASIC EDUCATION 1
ENGLISH AS A SECOND LANGUAGE —
GENERAL EDUCATION DEVELOPMENT PROGRAM [GED) e

Select one of the following options:

e (NONE)*
e A VOCATIONAL EDUCATION PROGRAM LEADING TO AN ASSOCIATE DEGREE

e A VOCATIONAL EDUCATION PROGRAM NOT LEADING TO AN ASSOCIATE
DEGREE
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ADULT BASIC EDUCATION

ENGLISH AS A SECOND LANGUAGE

GENERAL EDUCATION DEVELOPMENT PROGRAM (GED)
POSTSECONDARY EDUCATION OTHER THAN A VOCATIONAL PROGRAM

*(The option of NONE has been included to allow for corrections.)

Once the sub category is selected, click OK to return to the Employment First Monthly
Participation Tracking window.

Update the hours for each category (Participated, Holiday, Excused, Deemed). Itis
important to remember to then click the “Add” push button (or Update if updates are being
made). If this is not done, the option to save will not be enabled and updates will not be saved if
you exit out of the window.

N-FOCUS - Employment First Monthly Participation Tracking

File Actions Help

W | [[zooes
=I5 i
EF Program Case Person JANA JACKALOBE ADD
Participation Month |07/2012 ~ EF Program Case Status Active
Client Participation
EF Component |Juhs Skills Training Directly Related to Empl j Add
Education
Hours Participated Excused Absence Hours 4
Holiday Hours Deemed Hours

EF Component Participation Hours for the Month

Total Confirmed Hours of Participation 0.00

ADC Program Earned Income Review and Tracking (New)

The ADC Program Earned Income Review form will be system generated based on the ADC
Review Due Date. N-FOCUS will calculate 6 months prior to the review due month, and the
form will be mailed out on the 26t of that month if the current ADC budget contains earned
income /self-employment income. The form will be generated to request income information
for the month that the form is mailed, plus the 2 months before the mailing month. The
completed form will then be due back by the 10t of the following
month. If the form is not marked as received by the 15t day of the S T
month, Alert 398 ADC Six Month Earned Income Review Due will R S

display on the 16t of the month. {1 spetinns i
Example: B rrcesspmaoo
P

N-FOCUS will generate and mail the ADC Program Earned ||, ~ "oioomosetes
Income Review forms on November 26, 2012 for ADC cases S Chikden Famiy Services

with earned income that have an ADC Eligibility Review due | * o« '
May 31, 2013. The forms will have a return due date of |
December 10, 2012. i

1A Adult Protective Services

Employment First

Publi Institutson

Women with Cancer

Disaster SNAP

| A0Cincome Tracking |

Page
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To create this form manually, follow these steps:

1. From the Detail Program Case window, select Action>ADC Income Tracking.
The ADC Income Tracking window displays.

2. Click the New Icon.
The Create Report Form Tracking pop-up window will display.

3. Enter the dates you for 5 N-FOCUS 4DC Income Tk — e g s
which you want income oo tepm— —
verification provided. [EELE] PE

4. Enter Due Date. ) Program Case ID 951959 Name WILLIE TANNER Master Case ID 57 0

5. Select the appropriate name | curent Report Period
from the Sent TO field. Report Period Due Rec'd Created date  Created by Updated date  Updated hy.

6. Click OK.

7. Select Print Now or Print B PO - o et e
Later as appropriate to the
situation. ' Report Period  [07-01-2012 w  [09-30-2012

8. Clle OK. Due Date 10-10-2012 B Updated by

Sent To [wALLIE TANNER = .
The ADC Program Earned
Income Review form will 0K Cancel |
print as selected. The ADC
Income Tracking window
will reflect that the form

was created and sent.

ADC Income Tracking Window (New)

The ADC Income Tracking window displays information regarding forms that have been
generated. The rows shown in the Current Report Period section will remain until a new form is
created. Once a new form is created, the information for the previous form will move to the
Tracking History section of the window.

When the ADC Program Earned Income Review Form is received, workers will use the
Add/Update Received Date button to enter the received date.

Add/Update or Delete Received Date (New)

If the incorrect received date was entered, or if tracking was marked as received in error, a
worker can make corrections by selecting the line with the recorded received date and selecting
the appropriate action button. (Add/Update Received Date or Delete Received Date)

Add/Update Received -
Date Action ”..“3‘;":3‘—"“"—“ Tracking P Y|
The Add/ Update Rgcelved =] SIE]
Date pop-up window displays. 2=
Enter the Received Date. Program Case D 951359 Nome  WILLIE TANNER Master Case 1D 57
Click OK. Current Feport Period

Sanacatasiad T e "W
I <5 03-30-2012 DESF935  09-30-2012 DESZ935
Delete Received Date

The Rec’d Date will be |

removed from the Selected I AddjUpdute Recelved Date m I Delete Recehed Date I
TOW. Tracking History
Fepart Period Due Aec'd Created date  Created by Updaied date Updated by
Page
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Tracking History Section (New)

Once a new ADC Program Earned Income Review tracking record is created for an
individual, the previous created tracking record is moved to the Tracking History section of the
window and can no longer be
edited. The newly created

tracking record will then remain - BEEGE] |

] N-FOCUS -ADE Income Tracking

in the Current Report Period . UPOATE
. Program Case I 9519569 MName WILLIE TANNER Master Case ID 57
section. Current Report Perind
Report Period Due Rec'd Created date  Crested by Updated date  Updated by

The previous tracking record [DB-D-2002 09302012 1102012 T-11-2012 DSS2935  10-11-20012 DEEL935

will move to the History section )
whether the received date has _ |

been entered or not. Once the ooy sty

fOI'mkhaS been moved to the Report Period Due fReca }  Crested dote Crested by Updated date. Updated by
Tracking History section, no C E
changes can be made to the
record.

EA — ADC Income Report Due #398 (New)

The new ADC Income Report Form will be sent to clients in the 5 month of eligibility
requesting updated earned income information. If the information is not received by the 10t of
the 6t month of eligibility, this alert will be generated to ensure current earned income is being
used for budgeting. The alert is created on the 15% of the month.

Alert Text: - An ADC Earned Income Report Form was due on <mm-dd-yyyy> and has not
been received.

ADC Six Month Earned Income Report Form (New)

ADC cases with earned/self-employment income should be reviewed every 6 months to
ensure the current earned income is being used for the budget. This correspondence will be
generated in the 5% month of eligibility and is due back by the 10t of the 6t month of eligibility.

When this report form is returned, a High Priority Alerts Exists Work Task will be created.

If the report form is not returned by the 10t of the 6t month of eligibility, Alert #398 ADC
Income Report Due will be generated.

Page
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599 CHIP Program (New)

The 599 CHIP Program [ N-FO00S ~ew Prog e — o
should be only added for a
pregnant woman who is not Mester Casc Pervon
eligible in her own right for ey i
Medicaid YOu Will haVe tO add Person Number BB527218 Birthdate  01-01-1985 Sex FEMALE
the pregnant woman to a MED
Program Case to allow N_FOCUS e Sclect the Programs the person is requesting
to determine if she is eligible for PRI
Medicaid in her own right. If the L T
pregnant woman is found eligible b o= et i
for a MED Program, there will be EMPLOYMENT FIRST
SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM
no need for the 599 CHIP FORMERWARD
Program. If the pregnant woman JUVENILE COURT

LOW INCOME HOME ENERGY ASSISTANCE PROGRAM
ALA 3 0

is not eligible for MED in her own N e
right, you can then add the 599
CHIP Program Case. The 599

CHIP Program covers the Unborn o | [oma e
only.
Note: The 599 CHIP Program will be available on NFOCUS for an application received no
earlier than August 1, 2012. 599 CHIP started July 19, 2012 and there is no retro

eligibility.
If the pregnancy was not ieily 5ol -5 - - -
added on the mother’s 599 CHIP cases should only be added for a Pregnant Woman who is not eligible in her own right for Medicaid.
Person Detail Demographics If the selected person is not pregnant OR is a parent or a sibling who will be in an ADC/MED program,
window when you select the do not continue adding this case.
599 Children’s Health If the selected person does not have a verified pregnancy , 589 CHIP should not be added.

Insurance Program, the
following message will

display. 0K Cancel

If you select the Cancel button
— you will be returned to the New
Programs wind()w to Select an 599 CHIP cases should only be added for a Pregnant Woman who is not eligible in her own
alternate program to add. rahtor Medieald

If the selected person is not pregnant OR is a parent or & sibling who will be in an ADC/MED
program. do not continue adding this case.

N-FOCUS - Pregnancy

If you select OK, you will first Select Cancel 1o return to the previous window
need to enter the application
request and received dates. Next Expected Delivery Date | 11-30-2012 Fetal Number  [1
the Pregnancy window (to the
right) will display. Enter the Verfication
Expected Delivery Date and Fetal Source[Unverified =
Number. You can also enter the Dete [os152mz
pregnancy verification source and

date at this time.
114 | Cancel |

Note: If the pregnancy has
not been verified when you attempt to budget the program, the PA Cases will display
a status of Invalid Participant(s).

Page
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599 CHIP Expert System Processing (New)

The 599 CHIP Program should
be only added for a pregnant
woman who is not eligible in her
own right for Medicaid. You will
have to add the pregnant woman
to a MED Program Case to allow
N-FOCUS to determine if she is
eligible for Medicaid in her own
right. If the pregnant woman is
found eligible for a MED Program,
there will be no need for the 599
CHIP Program. If the pregnant
woman is not eligible for MED in
her own right, you can add a 599
CHIP program if she is a resident
of Nebraska but failed eligibility
due to her alien status or is a

e Action: View Goto Help

Guardianship
Health Check
¥ Living Arrangen
* Medical Impairr
Medicare
Sanctions
‘Work Registroti
Financial L
Earned Income
Expenses
Other Income
Aesdirces
Sell Employmen
Unearned incon
Verifications
Collections
Case Maintenance
# - Eligibility
Summarics
Utilities

CWIS

or-o1-2mz

e ] 2 N ] [ T Y
=% Data Collection ] |[LasT NamE FIRST HAME [poe/ec  [ase [Wumeen ]
- JeblonCloancl [ imatson Status [Begin Date 115 Enti Date [ Alien Req Num
e CHizEnshipimm YLE OLIVE 011985 27 BASZTZ1B

o o Ineligible Alien

-]

Help |

Tasks |MNotices |

) Current |H|BtnryJ Summary RcadMnl

pregnant minor that is a resident of Nebraska and failed Medicaid/CHIP eligibility due to the
income of her financial responsible parent(s).

When the case is checked out to Expert System, when the pregnant woman’s citizenship is
an ineligible status, the red X will continue to show by the Citizenship/Immigration task due to
having an ineligible mother pending in a MED Program Case. Take the following steps to
remove the red X from the Citizenship/Immigration task:

For a single person MED Program

1. Open Case Actions
2. Close the MED Program

3. Use the Closure reason Ineligible Alien

For multiple person MED Program

1. Open Participant Actions
2. Close the Pregnant woman

3. Use the closure reason Ineligible Alien

The red X will be removed from the Citizenship/Immigration task.

599 CHIP Budgeting (New)

When running the Budget for 509 CHIP, if the pregnancy associated to this program has not
been verified on the mainframe Pregnancy window, the PA Cases will indicate Invalid

Participant(s).

o2 (2 B ] 2

~ Sanctic - |
Work F

| CASE CATEGORY

Benefit Month : [0342012 Budgeting Process This Month First ;J

[status

Eamed

Expent

Other I

‘ Resow

Self En

Uneam

Verificatio
Collecti

* [PC Lost Name | PC First Name | Progrom | Asst Cd | PC Number
= PACases Invalid Participant]s
OYLE OLIVE 48295325

] PC Status

Pendng _J

Page
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If you select the PA Cases line, the following message will display.

Invalid Particpantis) q-\ ’ »‘ ; . J
YOLI Will Ileed tO Check the Unable to run PA Budget Category.
case baCk il’l al’ld enter the 599 CHIP program cases can only be activated for verified pregnancies. The following are not verified
. . preg ies. Verify the preg or close the program case.
pregnancy Verlﬁcatlon UNBORN [due] OYLE 11-30-2012

information in order to
proceed with budgeting.
When this information is
entered, the Invalid
Participant(s) message will be
replaced with Budgets Ready
to Process.

OK

Benefit Summary Overview (New)

— segnove: o202
The 509 CHIP Program covers 2% B e
the Unborn and is limited to Resource Limit 000 | Fomeee —
prenatal and pregnancy related Yneamed ncome 808 || Wedtcal Dleregands 0.00
services Conne_Cted to tl:le healt}l. Of Met Unearned Ineome E Iluz‘::l:ﬁ;:lﬂ?:r:inlfnnr: 2!4?:33
the unbo_rn Chlld. TO view Who 1S Eamned Income: 0.00 | Share of Cost E
covered in the program, double T ]l oottt o
click the Unit Size row on the Mt Eamed incorms “oau| | Private Pay Days 0
Benefit Summary window.
Creation Date 0B-15-2012
Note: Inthe window shown, Resource Test: Excmpt
the Unit Size is 3. This
indicates the pregnant
woman is carrying
multiple children.
oK | Help
The 599 CHIP Non-Financial ;
. . . . 599 CHIF 599 CHI? Non Financial Caze Detad for 0%V2012 e ‘ -
C}Ia'sel.De.{)?ll WIndOV(V 3I}d1(i:?te[§ tgat [ FERSON {5) WHOSE ELIGIBILITY IS BEING DETERMINED IN THIS BUDGET UNWIT.
t e e lgl e person S ls t e n Orn' 1‘“;:2 UNBORN ::Lg e e f[:::g::.::.?tcr House i; R
There is also a statement that will
display the fetal number When the :GB:-EONGSF DETERMINED NOT ELIGIBLE IN THIS BUDGET UNIT.
number is greater than 1.
PERSON (5) WHOSE INCOME/RESQURCES AND NEEDS ARE INCLUDED IN THE BUDGET UNIT.
Hame Role FR Rsm 5t Status Ran
OYLE OLIVE FR Prac in MC AC

PERSON (5] WHOSE RESOURCES AND NEEDS ARE INCLUDED IN THE BUDCET UNIT.
Hone

FERSON (S} WHOSE WEEDS ARE INCLUDED IN THE BUDGET UNIT.
Hone

[caseworker Name: UNIVERSAL
Anthorized Date:
Antherized By:

* O¥LE, UNBORM (due 0B8-30-2012) has a fatal nusber of 2.

0K

ruge
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Running 599 CHIP Budget Two Months after the Due Date (New)

If you attempt to run the 509 CHIP budget two months after the verified due date, the PA
Cases line will display “Overdue Pregnancy Exists”.

}l!{ Actans  Veew (ote  Help
=1 LY = R TR A =
=] 2 MR I S i [N |
% 1 Data Collection Benefit Month : [10-2012 =l
+ Case Maintenance T
5 Eligibsility CASE CATEGORY ] STATUS
Configuration PC Last Home | PC First Name | Program | Asst Cd | PC Humbes | PC Status
Budgeting [= PACazes L overdue Pregnancy Exisln! -
®  Summaries O%LE OLIVE 95325 Aetive | |
) Lnilities
* CwWis
& LIHEAF

Note: If verification of an updated due date is received, a worker can update the pregnancy
due date in demographics. This will require the case to be in a “checked in” status. If
the newly provided due date verification indicates a date that is more than 1 month
later than the originally verified date, the worker should attempt to find out if this is
in fact the same pregnancy that was originally verified, or if a new pregnancy exists.

If a new pregnancy is determined, the previously pended 599 CHIP program will
need to be closed and a new 599 CHIP program will need to be added. If the worker
is unable to determine if the case would require a new 599 CHIP program, a policy
question should be submitted.

599 CHIP Notices

The following Notice information will be created for the previous scenario:

e MED Denial Notice for the ineligible pregnant woman
e 599 CHIP Approval Notice for the Unborn

v Navianto e
9 NFOCUS-Navigator ~ OLVEOYLE 30

File Actions View Goto Help
R0 2™ IE] Bl [0 b
=  Notices of Acion | || Program | Action Description 1
Notice 1 [ Individuals) [status  [Reasonts)
MED  Denicd 08-01-2012 -
OLIVE OYLE Ineligible Ineligible Alien L4
599 CHIP Approval 8-2012
UNBORN OYLE Eligible
Page
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599 CHIP Auto Close (New)

An Auto Close function will close the 599 CHIP Program Case for the month after the
verified due date. The Auto Close function will run on the last day of the calendar month for the
following month. If the birth is overdue, the Program Case will need to be reopened. This is
done through the same process used to reopen any other program through Case Actions. N-
FOCUS will allow a 599 CHIP program case to be reopened for only 1 calendar month beyond
the verified due date for the pregnancy.

If a date of birth has been recorded for the unborn, the 599 CHIP program case will not be
able to be reopened for months after the birth month as the child is now born and not eligible
for 509 CHIP.

Note: No notice of Closing will be created through the auto close process because the client
was notified of the closing date in their initial eligibility notice.

Pregnant Teen over Income for Children’s Med (Change)

The 599 CHIP Program —
Bhoget Authoraation senere o O
cannot be the first program case

New Budgets:

pended. When the pregnant teen Pgm Case \ Program Case Name \ Program Case Number
|_Assycat [ Type |_Eligible [ Amount | UPJOP_| Ovrd.

is liVing at home With her MEDICAID JOHNSON JILLIAN 98038273

*r  SAM Regular Fail 0.00

parents, the pregnant teen’s . W Rogular Fal 0.0 |
eligibility must first be looked at L Regular Pacs 000
through the Children’s Medical ‘
categories (SAM, PW, KC). If the
pregnant teen can be found
eligible under any of these

. . Pgm Case | Program Case Name [ Pragram Case Number
categorles, without a Share of AsstiCat | Begin Date End Date | Type [Eig [ Amount|Issd | urioP [ ovrd.
Cost (SOC) or premium due, the
599 CHIP should not be
considered. If the pregnant teen
is not eligible under any of these
categories, she may be eligible for ‘
the 599 CHIP Program. Cancel | Help_|

Previously Authorized Budgets: | ‘ |

If the pregnant teen is found
tO be eligible in one Of the Spendown - Benefit Mon_th'. B8-2012 —~ -
CategOI'ieS With a SOC double Select a status that is appropriate for all of the Participant[s] listed below. The status may only be

)

sett Active if the participant receives Personal Care Aide, Home Health, Medicaid Waiver
click the Close Share of Costs services, or PACE Managed Care services and the Adjusted Share of Cost amount is less than
.. . the monthly medical need.

Participants button in the budget Participantsl: A
authorization window. This will TOTREOR T ETET Moo

take the MN budget to a failed Spend Down

read only status.

x4

You will then pend the 599
CHIP Program because the 599
CHIP can only have unborn as
the participant. Selecting the 599
CHIP program in Case Actions
will allow the worker to select
only the Unborn as the

Recalculated Budget - Participant(s] Remain Active

I Close Share of Cost Participants I Cancel Help

Page
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participant and will assign the Program Case Name to the pregnant mother.

(On the following page is the C1 screen which relates to the Medicaid Card for Unborn Berry

which is shown on the following page)

**RECTPTENT ELIGIBILITY*% TERMINAL AUDIT 2012

INQUIRY

RECIPIENT NUMBER
078364701 02
SEX 0O RACE

REA OPEN 100

DATE OF BIRTH

FREEZE CD O

RECIPIENT NAME

BERRY PREBORN

ICE DATES » % *

DIAG INTERVIEW

F

r 1ENT
;

;

L

IMHP D INTER

IJFMAMIJIAS

HIC NUMBER

DEPRESS:

* MONEY/NO MONEY CODES =

IIIIVIVIIIIVIIIVIIIIII
II‘III II||II REA CLS Pf
0000000

ENTER-PROCESS

( F/C MED §S
0 00 0 0
X-MEDREF

0OND

SET ¢
sPI MDCR
000 90 K [o]

RSTRCTD TH MDCR D

166/ 000013F

LIVNG ARRGMNT 01

THER LEAVE DAY

PAR IIl NIII

INDIV $0C
000 00

00¢

COMPREHENSTVE ASSES

CATEGORLCAL PRI

1vD

CNTY

5 /03180/P075/WCE

SEC MO
0000

OF RES 00

) PREV 000

EXCESS TNCOME

AMOUNT DF

IIIHIIIIIIIIIIIIII Il(l-ll IIII[III PFE

NME  SR(

PAGE 001

ECC | AD MHP

The recipient Name for an unborn will appear on C1 with name ‘preborn
Very limited information will be displayed through the MMIS interface for an unborn

recipient under the 599 CHIP program

No information will be displayed for the unborn/preborn recipient regarding;:

e Date of Birth
e Sex/Gender
e Race

o SS#

No Unborn participant will be mandatory for enrollment in Managed Care.

MMIS History Window (Change)

Once the child is born and
given a name on N-FOCUS, you
will activate the child in another
MED case. You will then be able to
view the CHIP ID number from the
Person Detail window by clicking
the MMIS History button.

The Begin Date is associated to
the MMIS ID number and not the
CHIP ID number.

N-FOCUS - Person Detail

b

— | T

File Actions Detail Goto Help

LIl

B
5
m

[T T T

=
2

Birth Date  |10-01-2012
Deceased Date

Person Number 50471925

Page

" Male

" Unknown

N-FOCUS - MMIS History
Person
ID 50471925
Per: Name NOC DO
B "
MMIS History
Mi MMIS ID CHIP ID Begin Date Updated By
00237029102 00237029103 10-01-2012 NFO3DUOB
—— ——
L
T
& Female Erogram Cases... State Ward Details

CHARTS Referral NCP...
School Attendance...
Tribal...

PIN Management ‘

i

Name History.

SSN History...

I MMIS History...
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Medicaid Card for Unborn (New)

Below is an example of the MED card that will be issued for the Unborn covered under the
599 CHIP Program. Notice the Unborn is the only person listed on this card and coverage is
limited to prenatal and pregnancy related services connected to the health of the unborn child.
Once the child is born, a new Medicaid Number will be assigned to the baby and a new card will
be issued to the household with the newborn’s name included.

N E B P A SK[A ISSUE DATE THIS CARD DOES NOT GUARANTEE ELIGIBILITY
SO ke FOR GLIENT:
RxBIN 013766 12/26/2012 - . .
RxPCH POG3013766 This is your permanent Medicaid ID card. Keep this card. To verify
RXGRP HEBMEDICAID 1D NUMBER/DATE OF BIRTH your current eligibility for Medicaid, call foll-free at 800-383-4278 {in
Lincoln 323-7455). If you are enrolled In Managed Care, you can verify
07836470102 your information by calling 888-255-2605 {in Linceln, 471-7715).
FOR PROVIDER:

Eligibility must be verified. To verfy eligibility and obtain Information
regarcing daims submission, call NMES at 800-642-5092 (in Lincain,

471-9580); log-on to www dhhsne govitmed/intemetaccess hitm or call
the Medicaid Inquiry Line at 877-255-3082 (in Lincoln, 471-9128).

This card is non-transferable and is for identification only and is not a
guarantee of benefits or eligibility. Any fraudulent or unauthorized use of
this card is strictly prohibited and punishable by law.

** Coverage is limited to prenatal and pregnancy-related services
connected to the health of the unbom child.

NEBRASKADEPART MENT OF HEALTH AND HUMAN SERVICES 10f1

Service Authorization Units and Rates (Change)

The Maximum Units Exceeded pop-up will display when you have entered units that exceed
the maximum allowed for the timeframe indicated. The pop-up will display once the Add U/R

or Adjust U/R button is E——
|

SeleCted- . File Actions Goko  Help

When creating or @ e

updating a Service

B . . | S.Auth Dates UPDATE
Authorlzatlon, an audit 01-01-2012 12-31-2012 .
| Service Auth ID# 65996471

history will capture the User 01-01-2011 12-31-20m
ID and action date when a L Focus-rormum untsbceeied
user answers yes to the
Maximum Unites Exceeded | — You have entered units that exceed the maximum allowed - e.g.

Th k . | Freq. B more than one day per day, twenty-four hours per day, one week
message. € worker 1S T perweek ete, .
expected to narrate the 1 Document the reason for the unit override in the case narrative.

. Do you want to override this edit?

reason for exceeding the
system calculated
maximum number of units N |
allowed for the Unit/Rate L
time period. This [ punits and Rates
information, including the Frequency |Day - Rate [$25.000 pddUR_|
associated narrative, is
necessary to satisfy auditor Begin Date fo1-01-2012 End Date 12312012 _ AdiustUR |
requests when the For DAILY frequency the total number of units authorized is RemovelUfE |
maximum units are | [400.00  and remaining balance 400.00
exceeded on a service !
authorization.

Click Yes to override and authorize the units. The Max Unit Override message will display on
the Units and Rates window.

Return to the Program Case to narrate the reason for going over the Maximum Units.
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Maximum Unit Override History Window (New)

The Maximum Unit Override History window is available to assist with audits. This new

window can be accessed .

from the Units and Rates T T

indow by following th
:Ser;) S<:)w y Tollowing these @

S.Auth Dates UPDATE
* iﬂf}ftggfesr.ow Service Auth ID# 65996471
Max Unit Owverride
and the Unit
and Rate Row
. m Frequency Begin Date End Date
The Max Unit DY  01-01-20 A% 01-01-2012 12-31-2012
Override
message will System _
dlsplay under E-lé:aliiur:'i::nd g\l:ieimde Create Create Create
the Service Units Number  Userid Date Time
Auth ID # 366.00 400,00 DSGZ052  10-22-2012  10-13-50
° Select GOtO> —Units and Rates —
Override Audit Frequency |Day
History :
Begin Date |01-0
The Maximum For DAILY
Unit Override [400.00  and1
History window - 0K |
will display

Note: This change begins with the November 11, 2012 release. It is possible that there
could be a Max Unit Override (in red) displayed without an Override History.

SSA-LIS Applications Tied (Change)

SSA-LIS Applications can now be tied as a Review.

Case Check out Fails (Change)

When a Master Case Check

5 p :
Out falls because one Of the The following people are missing required information for case checkout
people in the Master Case iS The case can not be checked out until the information is entered.
missing information or one Of the ARPID Last Name First Name Missing Info

Program Cases has not been
Assigned, an error message will
display indicating the actions that
will need to be taken before the
case can be checked out.

The following program cases are not assigned.

Program Assistance Case Name Program 1D
CFS SAFETY ASMNT LANE LACEY 80577143
Ok

Page
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Review/Recertification Tracking (New)

Cases in Pending status may now be viewed in -
Revi /R tificati Tracki N-FOCUS - Detail Master Case
eview/necertiricauon lracking. == Goto Detal Help
Add Person to Master Case

Add Program Case

_ Ma Close Case Person
Reopen Case Person
Change Master Case Name
Household Status

Family Relationships
CHARTS Referral

Tie Program to Application

Update Program Case Mode

Interview Tracking

IRF Tracking
ReviewRecert Tracking

Capy Person Index Info F11
Prink [Master, Case Bar Code  CerlH-SHiFEHM
Print Fersan Bar Gode L o i o

Check-out Case

Verification Request - (Change)

e Verification Requests can now be created on ADC Payment only cases before the case is
configured.

e ‘Hospital Discharge Summary’ is now an option on the Verification Request list in the
‘Other’ category.

e ‘Paternity - Child Support Referral Form (EA-15) has been removed from the
Verification Request list.

Person Birth Date Person Number
SOPHIA GELATO 04-30-1960 43441281 .
CHILLY GELATO 08-04-1997 74506373 3::53;;’;‘;;’ fequiring
CHERRY GELATO 08-04-2001 62936743

Category

[<aL> |

Select Verification[s]

[ ] SIGN AND RETURN FORM IM 17-INTERIM ASSISTANCE REIMBURSEMENT AUTHORIZATIO « |
SIGN AND RETURN FORM IM 1-AGREEMENT TO SELL REAL PROPERTY AND REPAY ASSI

[ 1 SIGN AND RETURN FORM ASD 46 - AUTHORIZATION FOR RELEASE OF INFORMATION

[ 1 SIGN AND RETURN FORM IM 60-MEDICAL ASSISTANCE NOTICE OF REQMT TO COOPERA1

COMPLETE, SIGN AND RETURN FORM FSP 43-RELEASE OF INFORMATION FOR WORKFAI

OTHFR

1 HOSPITAL DISCHARGE SUMMARY I AIj
>

< |

Service Dates Claim Edit for Child Care Program (Change)

The claim item edit, “Service Dates are not within the same month” will now apply to the
Child Care Program. This means that the provider may not bill across months when submitting
paper billing documents or using the web portal to submit claims. The weekly preprint billing
process will be changed to add another daily or hourly line (as applicable) when a week crosses
months. The provider can then bill the first part of the week on one line and the second part of
the week that is a new month on the second line.
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Medicaid and Long Term Care Programs Timely Filing (Change)

N-FOCUS will begin enforcing Medicaid timely filing requirements. The requirements are
being changed effective 1/1/2013 from one year to 6 months. Providers may not file claims for
service dates older than 6 months unless they meet certain exceptions. A claim entered into
N-FOCUS that does not meet timely filing requirements will reject. This applies to AD Waiver,
DD Waivers, Personal Assistance Services and Social Services for the Aged and Disabled
programs.

Search Person List - More+ (Fix)

The More+ button on the Person List window was not displaying the complete list of records
found. This has been fixed.

O’ Neill Conversion (Fix)

Currently the spelling of the town O’ Neill is shown in various ways on N-FOCUS. On
October 17, a conversion program was run to change all of the instances to the correct spelling of
O’ Neill. Please note that there is a space between the ‘ and the N.

Alerts

EA — ADC Income Report Due #398 (New)

The new ADC Income Report Form will be sent to clients in the 5% month of eligibility
requesting updated earned income information. If the information is not received by the 10t of
the 6t month of eligibility, this alert will be generated to ensure current earned income is being
used for budgeting. The alert is created on the 15% of the month.

Alert Text: - An ADC Earned Income Report Form was due on <mm-dd-yyyy> and has not
been received.

EA — LIHEAP Refund #399 (New)

When an organization refund is finalized for the LIHEAP Program, the following alert will be
generated for each program case that has a budget associated to the refund.

Alert Text: - A refund in the amount of <Dollar> was received from <Org Name>. Update
the energy provider and recalculate the budget to reissue and refund the amount.

EA — Change Reported #355 (Change)

LIHEAP has been added to this alert.

Alert Text: - An electronic change report was completed for <change type> change. <Last
Name>, <First Name> is in <Program Case>. Take necessary action.
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Work Tasks

Processing Daily and Processing Ready Work Tasks Merged (Change)

The Functions of ‘Processing Daily’ and ‘Processing —Ready’ are now merged into
‘Processing’. The Processing Daily and Processing Ready Work Tasks will also be merged with
this release. In addition, the Work Task “Case Ready for Final Processing” will not be able to be
created by Processers.

The Processing Initial function and Work Tasks will remain separate.

Correspondence

ADC Six Month Earned Income Report Form (New)

ADC cases with earned/self-employment income should be reviewed every 6 months to
ensure the current earned income is being used for the budget. This correspondence will be
generated in the 5% month of eligibility and is due back by the 10t of the 6t month of eligibility.

When this report form is returned, a High Priority Alerts Exists Work Task will be created.

If the report form is not returned by the 10t of the 6t month of eligibility, Alert #398 ADC
Income Report Due will be generated.

Refer to ADC Program Earned Income Review and Tracking for additional
information regarding this correspondence.

Document Imaging

Received Date and Scan Date (DEFINITION REVIEW)

Received Date — This is the date mail was received. The received date was
previously stamped on every page as the mail was opened. With the implementation of
Document Imaging, the received date is no longer stamped on every page. The received
date is now “burned on” to the image in the upper left hand corner of the page as it is
scanned.

NOTE: The “burned on” date only applies to documents scanned via the high speed
scanners or via ADD Image functionality in N-FOCUS. Documents scanned on the
smaller Canon scanners will not have the “burned on” received date. This mail should
continue to be date stamped.

Scan Date — This is the actual date the document was saved in Document Imaging
or saved via the ADD Image functionality in N-FOCUS. NOTE: This is not the same
as the Received Date. If a document was received on 10/1/2012 and indexed and saved
on 10/1/2012 the dates will be the same. If the document was received on 10/1/2012
and indexed and saved on 10/3/2012 the dates will not be the same. The Scan Date will
always reflect the date in which the document was saved in Document Imaging.
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Last Modified Date — This is the last date the index information on the document was
updated. This is the date used in the Date Range fields on the Search Image window.

File Actions View Help
Filter:
Type |

Value |

| Additional Details:

Name Index Type

HOMER SIMPSON ' Person

Index ID SSN
45173751 | XXX-XX-5578 | 05-0

10-16-2012

10-16-2012

-

38 10-03-2012

25 10-03-2012 | 10-03-2012

Naene

HOMER SIMPSON | Application

126 10-01-2012  10-30-2012 .WER SIMPSON Correspondence

1 10-23-2012 | 10-23-2012 |HOMER SIMPSON | Correspondence
‘ 10-03-2012 HOMER SIMPSON | Correspondence
28 10-01-2012 | 10-01-2012 |HOMER SIMPSON ‘Correspon(}ence

HOMER SIMPSON Expense

Category o

22 09-27-2012 |10-01-2012 |HOMER SIMPSON |Application
Child Care and i
27 10-01-2012 10-01-2012 |HOMER SIMPSON | Social Services Recelved
Block Grant
Date

10/01/2012

<7/

Search Image Window (Change)

Search Date (Reminder)

Refer to the definitions above. The date used in the Date Range field is the Last Modified
Date. This date is used to allow the worker to view the most current indexing information on the

document. Received

Apply Search Dates for Perm ID’s (New)
The Apply Date Range to Perm IDs option has been added to the Search Image window.

When the Category Select All is
selected, the Apply Search Dates for
Perm ID’s option is automatically
checked. The search results will
include scanned images for all
categories during the specified date
range only. You will not see
Permanent ID information from the
beginning of the scanning project.

If the Apply Date Range to Perm
ID’s is deselected, the Search results
will include scanned images for all
categories except Perm IDs during
the specified date range.

When the Category Permanent
ID is selected the Apply Date Range

H-FOCUS - Search Tmage

Jo e

Master Case

[ Number 2 Name  ANNIE M INTERFACE

s, Cond
’V @ SelectAll  Deselect All [~ Remove Out of HH Persons

ID Last
E 39303043 INTERFACE

First
ANNIE

98468220 INTERFACE TRISHA JANE

MI Ext Birth Date

12-12-1956
05-01-1999

™ Remove Discontinued Persons

Sex SSN Disc HH Status

F 3333 N __InHH
F 1234 N _InHH

~Category ~Options
Selection Condition QPAEE(EQES:D CHECK. Date Range |6 Months 2
& Select Al g::tg gﬁl;:{]gg_l? SO0CIAL SERVICES BLOCK GRAN From Im
w [
" Permanent ID Egggﬁ;?" M M
PRI [¥ Apply Date Range to Perm IDs

Search |

Clear Cancel

Help |
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to Perm ID’s is not selected. The search result will return all of the documents scanned as
Permanent ID documents since the scan documents project began.

If you wish to only view the Permanent ID documents for a specific date range, select the
Apply Date Range to Perm ID’s option and set the date range as appropriate. Search results will
then return only Permanent ID documents scanned during the specified time period.

o]
Master Case
[ Number 2 Name ANNIE M INTERFACE |
- Persons
st (Frere i
’7 @ Select All " Deselect All " Remove Out of HH Persons [ Remove Discontinued Persons

D Last First MI Ext Birth Date Sex SSN Disc HH Status
39303043 INTERFACE ANNIE 12-12-1956 F 3333 N InHH

98468220 INTERFACE TRISHA JANE 05-01-1999 F 1234 N _InHH

~Category Options
EXPENSE =] l—L[
Selection Condition| | HEARING Date Range
 Select All HOME STUDY li
= 1D CITIZENSHIP AND RELATIONSHIP (P
C Deselect All 1D LEGAL - Ii
1D OTHER
& Pormanetio IPY AND DISQUALIFICATION
- INCOME Prev | | Mext
<MEDICAL _’l;l [ Apply Date Range to Perm IDs

Search I Clear | Cancel | Help |

Imaging Error (Change)

If you receive the following error while adding images via the Add Image window the second
message will appear each time you open N-FOCUS. The error used to display for 5 consecutive
days each time you opened N-FOCUS. If you do not contact Production Support, you run the
risk of losing the document you were trying to save. This error will now only appear for 2 days
(48 hours). After this time the files associated with the Save attempt will be deleted.

WasIer Lase Expernt meraces AR o
Mang
(7% SvRvy = 3 N-FOCUS - Imaging Error
N-FOCUS - Imaging Error o i
An error occurred updating FileDirector - Please contact N-FOCUS Production Support. =

|
|
i l‘ Previously imaged documents did not save successfully, [ @
Please contact N-FOCUS Production Support |

Claims Payments Colectons Abdty to Pay EBT Card s

Saving Images via the Add Image Window (Reminder)

When adding images via the Add Image function allow sufficient time for the save process to
be completed before viewing the saved image. The save functionality works behind the scenes,
you do not receive a message stating the document has saved. Please do not immediately look
up the document in N-FOCUS and expect to see it. We are finding numerous duplicates because
users are not allowing sufficient time for the save to complete before viewing, then adding the
document again because it wasn’t found. Wait for a few minutes then search for it in N-FOCUS.
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Remove Index Info (Reminder)

REMOVE INDEX INFO action: When users select the Remove Index Info action the
document will no longer be available for viewing in N-FOCUS. If a document is found to be
indexed in error the user should correct the indexing. The Remove Index Info action was
intended to only be used if no valid person can be identified to index the document to. This
action should rarely be used. If using this action, be aware the document will no longer be
available in N-FOCUS until the document has been reindexed. Reindexing can be done the next
day or up to 30 days later.

Add Image Window (Change)

The following changes have been made to the Add Image window:

1. Received Date: Defaults to current day. Staff should be setting the received date as the
date on the email or other attachment they are adding. This would be the same date as
was date stamped on the mail prior to Document Imaging.
¢ On weekends and holidays, the Received Date

will default to the next business day.

e Ifyou select a day that is not a business day a
message will display telling the user to select a e K Bkt e i skt
business day.

o The ‘next business day’ is the first day
after the current day that is neither a
Saturday, Sunday or holiday.

2. Unknown has been removed as a Category.

a. Previously Unknown was the default value when opening the Add Image
Window; now the default will be a blank field.

3. The Save button will not enable until all Index Info, including a Category, has been
selected.

4. The QA Add button (for workers with WinClient/FileDirector on their workstation) will
not enable until all Index Info, including a Category, has been selected.

5. The Category will be cleared each time Save is selected.

N-FOCUS - Imaging Error !

0K

WinClient/FileDirector (Change)

1. The Unknown category has been removed. When copying index info from N-FOCUS to
WinClient/FileDirector, the Category will be blank (previously it defaulted to Unknown).

2. The Category in WinClient/FileDirector is now a mandatory field prior to check-in.

3. Documents currently indexed to the Unknown category will no longer display in N-FOCUS
until they have been reindexed by staff with access to the WinClient/FileDirector.

Index Category Spreadsheet (Change)

Unknown has been removed as a Category. Windows affected by the removal of the
Unknown Category include Print Bar Code, Search Image, Index Image and Add Image
windows.
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Electronic Application

Spanish E-App Now Available (Change)

The Spanish version of the new Electronic Application is now available through

ACCESSNebraska. e — PO WP— —Y

N-FOCUS - Select a Language

If an application is submitted in Spanish
they will see this dialog box when they try to |
view the PDF. This means that you can view the ENGLISH _.J
application’s questions in either English or
Spanish. The answers to any of the questions
will still be in whatever language the client
answered. 0K

Cancel |

&

PDF Display (Change)

People who have left the household are now listed on the PDF. When a client has people
prefilled onto the application (based on what role they have in the assistance case) we make
clients tell us who is living with the applicant. If the client tells us that a person is no longer in
the household we tell them to enter a date that they left. On the PDF we have a section below
the current household composition that lists all of the people that left the household.

» Official Nebraska Government Website

iz \ Application

10024/2012 You have logged in as: NFOSTGCAHalagarda Logout | Help ‘

Select Household Members

These people are currently part of your assistance case. Please select the person(s) that are still Inang with you
You can add other people [ater in the apphcation

In household? If No, date Left
HANNA HALAGARDA @ Yes No

HANK HALAGARDA Yes @& No 11:01-2014 3

Example: mm-dd-yyyy

EXIT CONTINUE

DHHS ACCESSNebeaska Customer Service Center is avadatée 500 AM 1o 500 PM Monday Peu Friday
Cal (300)383 4278 o« (0&3‘2‘}74” # caling from Lincoin
tUs

Household Members
[FIRST MIDDLE  LAST EXT  GENDER SSN BIRTH DATE AGE
HALSEY* HALAGARDA* Female* KXK-XX-T526" 01-19-1989* 23
HANNA* HALAGARDA* Female* KXHK-XX-6075* 03-10-2009* 3
These people are no longer household members . _ _
FIRST MIDDLE LAST EXT GENDER SSN BIRTH DATE DATE LEFT
HOUSEHOLD
HANK* HALAGARDA* 04-18-2008*  11-01-2012
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Email Address (Change)

With the new E-App we are capturing email address. Make sure that when an email address
is entered on the application, we enter the information in N-FOCUS. We are in the process of
moving to electronic correspondence for customers and capturing this information early will
help facilitate the transition.

Change Reporting (Change)

The Utility Bills category has been updated to capture the information that is entered in
NFOCUS.

LIHEAP or 599 CHIP only cases can now submit change reports.

Expert System

SNAP Case Passes Income but Not Eligible for Payment (Change)

With the SNAP Expanded Resource program rules, there is no minimum payment ($16.00
at present) for one and two person households. When looking at the Benefit Summary screens,
for this type of case, the Net Income Test will say Pass but the Allotment Amount will be $0.00.
these cases actually fail as the household is eligible for zero benefits.

et Summary Gegn Ustes J-0005
PAULSON, PETE SKRAP Regular
Centification Perlod: Unit Size 2
01012013 - 122312013
Simplificd Reporting Medical Deduction 190,00
Expanded Resource Pgm Child Care Subsidy Pgm Fee 0.00
Resource Total 360000  Dependent Care Deduction 0.00
Resource Limit 2500000  Child Suppert Deduction 0.00
Resource Test: Pass
Housing Costs 25000 |
Usility Costs 419.00
Public Assistance Grant 0.00  Total Shelter Costs 669.00
Unearned Income 160000  Shelter Deduction 38.50
Eamed Income 0.00
Self Employment Income 0.00 | Net Adjusted Income 122250
Farm Loss 0.00  Netlncome Limit 1261.00
Net Income Test: Pass
Total Gross Income 1600.00
Gross Income Limit 1640.00
Gross Income Test: Exempt |
*Elderly/Disabled Allotment Amount 0.00 ‘
Eamed Income Deduction Nlotment Reduction Amount 0.00
Standard Deduction Recoupment Amount 0.00
Offset Amount 0.00
Net Income Belore Expense Overpayment Amount 0.00
Deductions 145100 Authorized Amount 0.00
Creation Date 01:28:2013
oK Help |

7

Double-click the Allotment Amount row on the Benefit summary to see the Allotment
Message “One and Two person households eligible under the Expanded Resource Program are
not eligible for the minimum payment in non-prorated months. The allotment calculation
results in a zero allotment”.
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SNAP Benefit Summary (Change)

The Independent Living and

1 1 1 FEw 7556380 HA
Former Ward income, which is T

counted in the total Public N
Assistance Grant, can now be seen
from the Benefit Summary by
double clicking on the Public
Assistance Grant line.

Benefit Summary Screens can
be viewed in both Expert System
and from the Detail Master Case
Window>Eligibility Summary
toolbar icon.

L
PA Grant

SNAP Public Assistance Grant Detail for 01/2013

HASSLER, HARVEY

Total PA Grant Amount :

98178492 HASSLER, HARVEY
Total:

SNAP Overpayment (Change)

The Type of Overpayment will now indicate SNAP instead of FSP on the Overpayment

window.
Overpayment 9-2012

for SNAP?

Responsible Person:

CALIFOR... PINNOC... 01-01-1990

This is an overpayment budget. Do you want to continue and create an $200.00 overpayment

x|

@« Yes " No

Type of Overpayment:

Administrative (SNAP)
Household Error ([SNAP)
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View Multiple Benefit Summary Windows Simultaneously (New)

You can now view multiple Benefit Summary windows in order to compare budgets. To view

multiple Benefit Summary windows, follow these steps:

1. From the Budget Authorization window, double click the Budget Row listed in the
New Budgets section.
The Benefit Summary for that row will display.
e Berett oren 20010 i =
P 1 Type T wawn | P00 | Owt.
I . Pogde Paas T T e _mmEw
SANCE, A Ao Regeber
$ Teserce Totat 800 | UnhSice 2
Resomwce Limn o0
| Zasod baome 0050 | Precied Dodgetury e
Fasnnd ncome Dinregand LN} Compared
| I N4 Care Dburegaed ™ [T
Freviswily AvBuadsed Dudgets: —‘ " Sandend of Neod 210 A Lt & Anant a“me
] : . Wet Lared income EE T P IT———— [
Pigm Cone | Program Cave Nume | Program Case Number | Oyel et [
_MaaCat | Uegia s | Ld Date | Type Teng | A-‘Jﬂlv Peoatt THIN | Overpayment Ameut o
LA ANDS Mt 24838105 Compered ta
WEATING a2 O Fegular Poss “aee N Paysen Staadond TN | Avihadired Amawet e
| ADCALD SANDS Phevia %% Liwer Amaset 7100 | ASecation Ost Amesnt 000
] e eguian [ MmN Croatios Dete 122
| e SANCS e 25038000 Usearnid oowane et
N 182003 Tlegalar Poss e N Aoc ation ba Aeeaumt 000 | Fessarce Tost Poss
Deemed dncome 000 wcome fest L
Necgetary Mecd mm
< Bewei Sewmery | oSy
]_7;.;.‘. Y o | v |
’L Prewg bt Ao stim
2. To view previously authorized budgets, double click the appropriate row.
The Benefit Summary for that row will display.
[P Besere Moy 22001 "r | om— —_— =
New Dadgets T Soge Do 22013
[PymCose | Pragram Cone Name [ Pvegeem Coa bumer [ [amon, e Fr ) Torgeior
ok S 10w it e Amanst | (OROP | Owrd. Pl bce Totad 080 | Lt Sie [
AR D SANDS s N [N o009 »
Peguter Paan ™. | Drabyrisry Need M
,A‘.. L arned mcnme 22“”ﬁmw me
towte e e — . il [
u....:::u -:' e Sire 2 Z‘-._... ::
Pesowrce Limé L L TRy e - Ll
Corned income WA Prassied Dedgetary Meed Pl s .
| Psevienity Avthart ced Dadgets Farnad bncoms (iasrgind “ - - 100
[Cr - *-»-n-h% R o $ ol 5 snone
i h‘::. ‘5&’" 1:;0- ‘z:’.';'u‘» | Wt st e m"“'._. g Amem EE he Pase
| mawG ‘lfll M .l_l‘I M ‘w || I nesn ueee O A M R L)
| dbsmicmn Comparrd to
r — m‘ Paywent Dandand L IRy r— M
naran e [ s it iosand ::‘:oo:“"‘ ."“""
Une s & Income "
Pran e ta bt 000 Fusewsie Tosr Pass
Devmed boiome 080 aeme Test Pass
Besct Songy | Py Nevd e
C— o | e
-
| o

You can then authorize the new budgets without closing the ones that are open and then OK
at the bottom of the window and this will close all the budgets windows that are open and move

on to the next month.
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You can also have multiply windows open of the detail of each budget.
Example: Earned Income Detail for January budget and February budget.

Benefit Summary

Begin Date: 1-201

oK

t 12272012 | 09:40

sy Benefit Summary Begin Date: 2-2013 =2
SANDS, JAMIE SNAP Regular ] SANDS, JAMIE SNAP Regular
Centification Period: Unit Size 2 Centification Period: Unit Size 2
12-01-2012 - 11-30-2013 12-01-2012 - 11-30-2013
Change Reporting Medical Deduction 0.00 Change Reporting Medical Deduction 0.00
*Categorically Eligible Child Care Subsidy Pgm Fee 0.00 *Categorically Eligible Child Care Subsidy Pgm Fee 0.00
Resource Total 0.00| | Dependent Care Deduction 0.00 Resource Total 0.00| |Dependent Care Deduction 0.00
Resource Limit 2000.00| | Child Support Deduction 0.00 Resource Limit 2000.00 | | Child Support Deduction 0.00
Resource Test: Exempt Resource Test: Exempt
Housing Costs 0.00 Housing Costs 0.00
Utility Costs 0.00 Utility Costs 0.00
Public Assistance Grant 293.00| | Total Shelter Costs 0.00 Public Assistance Grant 293.00| |Total Shelter Costs 0.00
Uneamed Income 0.00| | Shelter Deduction 0.00 Unearned Income 0.00| |Shelter Deduction 0.00
Eamned Income 322.50 Eamed Income 408.50
SNAP Earned Income Detail for 01/2013 i~ L2 I' SNAP Eamed Income Detail for 0272013 ) ——— g
SANDS JAMIE Earned Income lincoln i SANDS JAMIE Earned Income lincoln -
Calculation Method: Pay Schedule Only Calculation Method: Average/Convert
Date Freg Received Pay Rate Frequency: Hourly Pay Received: Weekly
12-01-2012 Hourly Weekly pate Gross Amt Reg Hrs  OT Hrs Shft Brs Tips/Bonus Usage
7 95.00 15.00 4.00 0.00 0.00 Include
Hours Rate 95.00 15.00 4.00 0.00 0.00 Include
Regular: 15.00 * 5.00 = 75.00 95.00 15.00 4.00 0.00 0.00 Include
Overtime: 0.00 * 0.00 = 0.00 95.00 15.00 4.00 0.00 0.00 Include
Snife: 0.00 = 0.00 = 0.00
Total: 380.00
Pay Rate: 4
Pay Pericd Conversion Factar:
Average:
Pay Period Amount: Conversion Factor:
Tips & Bonus:
Total:
Adjusted Total:
Conversion Factor:
SANDS JAMIE Total Earned Income: 208.50
Total:
Total Comntable Earned Income: 208.50
SANDS JAMIE Total Earned Income: 322.50
Total Comntable Earned Income: 322.50
[ N-FOCUS - Test Date -

oK

Invalid Date Message (Change)

Prior to this release, when an invalid date was entered on an Expert System window, the OK
button would not become active and no message was provided to the worker. With this release,
if an invalid date is entered on an Expert System window, a Date Error message will display.

Close Earned Income

End Date

What date did the employment with brown's end?

Gross amount:

Final Month's Projected Pay

02312012

Date Error

Invalid Date - Enter valid date (MM-DD-YYYY)

Month of Receipt [MM-CCYY]:

OK

| Cancel |

Help |
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Expert System Notices (Change)

Closing or Denial Notices will Display Verifications that are Not Received.

Expert System Notices that are created after an AABD, ADC Child Care, SNAP,
Medicaid or LIHEAP case has been closed or denied for the reasons of ‘Failure to
Provide’ or ‘Other’ will display the Verifications requested on the most recent
Verification Request that have not been marked as received.

Example: The Verification Tracking window at the time of closing or denial looks
like the below screen print. The Paystubs verification is marked as received:

Bl N-FOCUS - Detal Verification Request Tracking =

Master Case Tracking

Name ANN DOUGLAS Number 178 Status OPEN UPDA
Seatio [ANN DOUGLAS ~]|| DueDate [0207-2013

Language |ENGLISH -

Verification Request

I Verification Summary ] Add Resend Comments

Recelved Verification Type(s)

{ ] MEDICAL (CLINIC, DOCTOR. OR HOSPITAL) RECORD CREATED AT LEAST 5 YEARS BEFORE THE INIT
(X) PAYSTUBS (SEE COMMENTS BELOW FOR DETAILS)
{ ] MOST RECENT BANK STATEMENTS [CHECKING, SAVINGS, CREDIT UNION) FOR ALL HOUSEHOLD ME}

lmeom Date  Comments... Mo

Below shows the closing or denial notice wording that would appear on a SNAP notice:

Supplemental Nutrition Assistance Program (SNAP) formerly known as the
Food Stamp Program

Your request for assistance has been denied effective 12-2012.

The reason is:
. Failed to Provide Information
The following verifications have not been provided for the listed person(s):
ANN DOUGLAS

Citizenship:
* Medical (clinic, doctor, or hospital) record created at least S years before the initial application
date and indicates a US place of birth

Resources:
o Most recent Bank Statements (checking. savings, credit union) for all Household Members
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Citizenship/Immigration Task (Change)

The Red X rules have been changed to make it easier to change a lawfully Present
individual’s status back to Ineligible Alien in a future month. The status should conform to the
month the budget is being run.

Irrevocable Burial Trust Limit (Change)

The Irrevocable Burial Trust Limit has been changed to $4,762 with this release.

MED Budgeting (Change)

If you deny the MED budget and there is a related Presumptive program case the system will
close the Presumptive program case effective the day after the MED case was denied.

ADC/MED Overpayment Budgeting (Fix)

When an ADC/MED case has an Overpayment and is made Ineligible for the month,
budgeting has not appeared in the Budget Month to create the Over Payment. This has been
fixed.
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