N-FOCUS Major Release

Economic Assistance
November 9, 2014

A Major Release of the N-FOCUS system is being implemented November 9, 2014. 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, ADC
Payment, 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

Main Menu (Change)

EA Processing Icon (New)

The EA Processing icon will navigate you to

the EA Processing window. This window is used Application
to get Master Cases from the EA Processing

Queue. Cases in the queue have initial and/or
review/recertification applications tied to a

Program Case. E-Applications

Note: Only Economic Assistance SSWs with
the function of Interview/Processing
will be able to access the EA Processing queue.

The Programs included in this queue include:

AABD

ADC

Child Care
Emergency Assistance
LIHEAP

SNAP

SSAD

SSCF

Interviews Schedule Icon (Change)

iy

Phone
Applications

The Interviews>Schedule icon has been removed from the Main Menu.

Interview Schedule and Interview Schedule Administration has also been

removed from the Goto menu.

EA Processing Queue (New)

5d

EA Processing

Interviews

)

Schedule

The Economic Assistance Queue:

e automatically assigns pending or active program cases tied to an application with the
reason of Initial or Review/Recertification to a new positon, EA Processing,

e places the MCs in a Processing Queue;

e allows SSWs with a Function of Interview/Processing to get a MC from the EA

Processing Queue.

¢ the Queue contains Initial and Review/Recertification applications and the user is
able to select which type by the button clicked on the EA Processing window.
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EA Processing Icon Main Menu (New)

The EA Processing Queue is accessed by clicking the EA Processing icon on the ?’
Main Menu. EA

The EA Processing window displays details for the logged on Worker (Positon Number,
Location, Worker Name Current Work Functions and the Worker’s assigned Service Delivery
Groups). Both buttons are enabled. When a button is selected, the Master Case is removed from
the EA Processing Queue and the assignment to the EA Processing positon is ended.

Next Case With )

Initial App _ Clle N-FOCUS - EA PROCESSING _': _“‘_ : _: — [ R
this button to be view Worker Details

the List Position Position 91389607  In OMAHA-2428 CUMING ST Net Case With Initial App
Assignments —_ Currently Filled by BONNIE BUNNIE

Program Case window Current Work Function INTERVIEWING/PROCESSING Next Case with Review/Recert App ‘l
that have an application || - sewice belivery Grouptsl [ 2250 550 i Liear _

tled tO a program case | gﬂgﬁﬁﬁgﬁsLlHEAPEmergenwAssmtancefSSCF

with the reason of

Initial will be delivered |
to the user. All pending
and active EA program |
cases will be auto- gonent |t |
assigned to the logged =
on user. The Program Case window will display showing the Master Case and Economic
Assistance Programs that are assigned to the Worker.

Next Case with Review/Recert App — Click this button to be assigned the next Master
Case in the queue that has a Review/Recertification application. The Master Case will
contain Program Case(s) tied with the reason of Review or Recertification and any program
cases with applications tied as Initial. Program cases that were assigned to the EA Processing
Positon will be placed in Processing Mode. The mode of the program case assigned to the EA
Processing position becomes Processing. The mode of any other program cases will not be
changed.

The MC can also be removed from the Processing Queue by changing the mode from
Assigned (and the assignment to the EA Processing position) to Processing or Change
Management, or a user manually changing the assignment to another worker. However, the
preferred method is to use the EA Processing icon on the Main Menu to receive Master Cases.

Programs Included in the Processing Queue

Only AABD/Pmt, ADC, Child Care, Emergency Assistance, LIHEAP, SNAP, SSAD and SSCF
programs will be auto-assigned to the EA Processing position and included in the Processing
Queue.
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EA Processing Position

As of the release, users are not to assign Initial or Review/Recertifications to the EAlntake
position, as N-FOCUS will automatically assign the program cases to the EA Processing
position.

The EA Processing Position contains auto-assigned MCs that also have program cases tied to
an application with the reason of Initial or Review/Recertification. Cases can only be assigned
to the EA Processing position by N-FOCUS, this happens when an application is tied to one of
the EA program cases in the Queue. N-FOCUS does not allow users to manually assign the EA
Position number to any program cases.

The EA Processing Staff Position cannot be updated by users, and users are unable to view
any assignments made to the position.

Working with the EA Processing Queue

Master Cases with a program case assigned to the EA Processing position are placed in the
Processing Queue. They remain in the queue until the assignment to the EA Processing Position
is end-dated by a user clicking the EA Processing icon on the Main Menu, and receiving a MC by
selecting either the Next Case with Initial App button or Next Case with Review/Recert button.

Note: The following sections covers adding program cases, re-opening
closed or denied program cases, both in the Mainframe and Expert.

Mainframe: Case Registration

The process for adding a new program case has not changed until the Program Case Mode
Confirmation window appears. When an application has been tied to an AABD/Pmt, ADC, CC,
Emergency Assistance, LIHEAP, SNAP, SSAD or SSCF program with the reason of Initial, the
Program Case Mode Confirmation window will recommend the mode of Assigned (the mode can
be changed, if needed).

] . 7]

Master Casel 330 Master Case Name BETTY BUG
Cases Available for Mode Change
Program  Assistance Cose Name 51 Siat Heg Die  Stat

CAABDPMT . BUG  HETTY

Acceplt Change Mode to | _'|

If the Assigned mode is accepted, the program case is automatically assigned to the EA
Processing Position, 11111111.
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| EEEE =] FE|

UPDATE
Master Case
Hame BETTY BUG
Nusmbee 3300
FPragram Cases § Progeam Case Assigaments
Program  Assistance Casc Namo Casc Salus Muode
Difice Waorker Name ‘Waorker Role Hegin Dale Pesition  Class  Loges
- AABDHPMT i oA
Im-u-ﬂn ACCES EA PROCESSING PRIM WIER 10-01-2014 171101711 55W  EPROCES I

If a new program case is added to the MC in the Mainframe, and is not tied to an application,
it will be auto-assigned to the EA Processing position. Master Cases containing program cases
assigned to the EA Processing Position are placed in the Processing Queue.

If the program case should be assigned to another worker, the assignment can be changed
using the Detail Master Case Assignments window. If the program case was already assigned to

a worker’s position number, it will remain assigned to the same worker, and will not be placed in
the Processing Queue.

Mainframe: Re-opening a Closed Program Case

When a mainframe program case (EA, SSCF, SSAD) in closed status and in UC mode is
repended and the application is tied with the reason of Initial, the program case will be auto-
assigned to the EA Processing position and placed in the Processing Queue. If the closed

program case is assigned to a worker, the program case will continue to be assigned to the
worker, and will not go into the Processing Queue.

Mainframe: Tying an Application with Reason of Review

When a program case in UC mode has an application tied with the reason of Review, the
program case is auto-assigned to the EA Processing position, and placed in the Processing

Queue. If the program case is assigned to a worker, it remains assigned to the worker and will
not be placed in the Processing Queue.

Next Case with Initial App

After clicking the Next Case with Initial App button Mo CeseWithinital&pp  the T jst Position
Assignment window opens. It displays the Master Case and lists the EA program cases auto-
assigned to the user. All pending and active EA program cases will be assigned to the user.

—lalx]
File Actions View Goto Help
rec[--c ™ ([omoce
BBl FE] [7 ] i b=
View by Master Case UPDATE

Filtered by Master Case

Position 1311 in OMAHA-2428 CUMING ST Class SSW WCaseleount
Currently filled by:

ELIZA BUMBLEBEE

Master Case Program Program Case Name St Status Date Rev/Recrt Appl Rewt
277 AABD{PMT  TWO, EAQ PE 09-01-2014 09-01-201
277 SNAP TWO, EAQ PE 10-01-2014 10-10-201
277 ADC TWO, EAQ PE 10-01-2014 10-15-201
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Highlighting a row of the program case listing will enable the MC and PC icons, allowing the
user to navigate to the Master Case. All pending and active EA program cases in the Master Case
are assigned to the user. If there are any Work Tasks appropriate for the user, they will be auto-
accepted.

11 175 ot Pntion Argamens - Pogram cane - lofx]

) ] ®E

Wicw by Master Cage

Fillered by Master Cane

Pasiion 1311 in OMAHA 7420 CUMING ST Class SSW _Gnse Cowet |
Currently Blicd by:
ELIZA BUMBLEBEE

a1 sastus [k gL

FE 059-0-2014 0r5-01 21

217 ADE WL EAQ PE 10-01-2014 10-15-201

Next Case with Review/Recert App

When the user clicks the Next Case with Review/Recert App button, the Detail Master Case
window opens. The assignment to the EA Processing positon ends for the program case(s), and
the mode of the program case(s) switches to Processing. The
mode of any other EA program cases will remain unchanged. MNext Case with Review/Recert App

Example:

A Master Case contains active ADC, CC and SNAP program cases, all in Change
Management mode. An application is tied to the ADC and CC programs with the reason of
Review, which auto-assigns both program cases to EA Processing positon. SNAP remains in
Change Management mode. When the user clicks the ‘Next Case with Review/Recert button’ the
assignment of the ADC and CC program cases to the EA Processing position ends, and both
program cases will be placed in Processing mode. The SNAP program case remains in Change
Management.

Empty Queue

If the queue does not contain cases matching the Service Delivery Group of the logged on
user, they will receive this message, and will need to change their Service Delivery Group
specializations.

N-FOCUS - Warning . P

MFO2X61C - The queue does not contain any program cases that
! % match your Service Delivery Group. Centact your supervisor to change
your Service Delivery Group.

QK
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Order of MC Delivery to the User

The Master Case presented to the user is based on the Service Delivery Group of the user, the
priority of the program, and the date the application was received. Pending Emergency
Assistance program cases have the highest priority; expedited SNAP program cases have second
priority, and all other program cases are in the next group. Oldest applications are presented
first.

If a Master Case is in Processing Queue, and a another application is tied to a program case
in the Master Case, a reevaluation of queue type (Initial or Review/Recert), priority and
application date order occurs, so that priority cases and oldest application dates are presented
before non-priority programs and programs with newer application dates.

Expert System: Adding or Re-opening a Program Case

When a new program case is added in Expert, and Yes is selected on the Tie Application
window, after entering the application information, the Program Case Mode Confirmation
window displays a system determined mode of Assigned. If the user accepts the system
determined mode of Assigned, it will be assigned to the EA Processing Position upon check-in.

Program Case Mode Confirmation

ED FORTH SNAP 46228308

System Determined Mode:  Assigned

 Accept System Determined Mode

" Change Mode

0OK Help

Note: Ifa closed or denied program case is assigned to a worker when re-opening the
program case, N-FOCUS will recommend Assigned and it will be auto-assigned to
the EA Processing position instead of the worker. If the program case needs to
remain assigned to the worker, the assignment must be changed after the MC is
checked in. This will be fixed in the December release.

When a closed or denied program case is re-opened, if the application is not tied to the
program case the Program Case mode confirmation window will not display, and the mode
remains the same. This allows for re-opening program cases without an application being
needed (error correction, appeal, etc).

Expert System: Review or Recertification Task

When the Review/Recertification Task is used to tie an application for a Review or
Recertification, and the program is in UC mode, after the Tie Application window information is
entered, the Program Case Mode Confirmation window opens, displaying the System
Determined Mode of Assigned. The program case will be auto-assigned to the EA Processing
position and changed to Assigned mode upon check-in. (It is possible to change the mode to UC
if needed.)
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Determining Eligibility in Mainframe and Expert

Note: The following sections covers determining eligibility both in the
Mainframe and Expert.

Mainframe Program Case Information

When the Master Case is accessed by clicking the Detail Master Case icon instead of going
through the EA Processing icon to access the Master Case, and there are pending or active EA,
SSCF or SSAD program cases assigned to the EA Processing position and the Mainframe
program case is closed or denied, the assignment to the EA Processing position will
automatically be ended and the mode of the program case will change to Change Management.

Any other program cases assigned to the EA Processing position will continue to be assigned
and the Master Case remains in the Processing Queue.

If the program case is assigned to a worker; it remains assigned to the worker when closed or
denied.
Expert System Changes

When the mode of the program case is Processing, after budgeting is completed, the mode of
the program case will become Change Management when the Master Case is checked in.

There is no change when a program case is assigned to a worker. After eligibility is
determined in the expert system, the worker must change the mode of the program case if
appropriate.

SNAP Narrative (Change)

The wording “Interview Not Held” has been removed from the Expedited SNAP Automated
Closure Narrative. The new wording is as follows:

Expedited and/or aggregate budget. Case closed because verifications were not
provided.

Page




Notice Template (Change)

A change has been made to the Notice
Template to clarify how information is to be
entered when notifying a client of an
increase or decrease in benefits. The
wording in the INCREASE/DECREASE field
has been changed to Eligibility Amount.
Workers will enter the new total benefit
amount in this field to reflect the increase or
decrease in benefits.

The amount entered in the Notice
Template window will appear on the printed
notice as shown below.

N-FOCUS - Motice Template - ADC

Program
Case Mame: ED WARD

St Stat Beg Date Program Id

ADC Programs:  [lY 08-01-2014 24778931

Effective Date: [pg-g1-2014

ADC Notice Type BEGIN

 BEGIN Eligibility Amount: [350.00
sl
INCREASE Eftective the amount will be |50.00 .
# DECREASE
« STOP INCREASE/DECREASE
C PENDING Eligibility Amount:  |5293.00

" NOT ELIGIBLE

Manual Reference: |4EB NAC 1-000
" NO CHANGE

0K Cancel

Clear

ADC PROGERAM

NOTICE OF ACTION

Effective 09-01-2014, your ADC payment will decrease to $293.00.

The manual references which support this Notice are: 468 MAC 1-000.

Interview Tracking and SNAP Waived Interviews (Change)

The SNAP program has received a waiver to waive interviews for certain households. These

waived interviews, however, need to be counted for reporting purposes. To do so a New
Interview Type of Waived will be available for SNAP cases only.

To document this information, follow these steps:

1. From the Detail Master Case window, select

Actions>Interview Tracking.

The List Interview window will display.

2. Click the green New Icon.

3. A message will display asking if you want to

create a Waived Interview.

4. Click Yes to create a Waived Interview or click

No to create a Regular Interview.

Page
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File [Adions] Goto Detwil _Help
Add Person to Master Case

on to Program Case

Ma
erson
Change Master Case Name
Tie Program to Application
M Update Program Case Mode
a
Household Status
La Family Relationships
rﬁ CHARTS Referral
Pl Tax Household

US Citizenship and Immigration

Verify Current Income

L Interview Tracking

IRF Tracking
Review/Recert Tracking

zaol® ¥

Check-out Case




® N ou

rN~FOCUS - Informational M

0 Do you want to create a Waived Interview?

e

The Detail Interview Tracking window will display.

Select the Division.

Select the Interview Reason.
Select (highlight) the 1 ocvs  Dewsipnigplocing s—

File Actions GoTo Help

SNAP case. 1= 5 &
Click the Add button. UL T [] m

Master Case ID 1296 Name PETER PIPER
Intend Detail

| owision (e | ssheduicd Date Scheduled Time |

Date Held | Type | j

Program St Case Name Interview Reason Program Id Post

Add Proarams to Interview
Initial

Program St Case Name Program Id  Status Date

The SNAP Program information will display in the top Group Box.

Bl N-FOCUS - Detail Interview Tracking ™ =B
9. Select the FlasrActoasmGaTom el
Interview Type (] | o
W_alved' Master Case ID 1296 Name PETER PIPER ADD
10. Click Save and * Interview Detail
Close Division [EA ~| ScheduledDate [ ScheduledTime [
Date Held I'l'ype
Program St Case Name Interview Reason Program Id Post|
. SNAP PE PIPER PETER Initial 53330407
The EBT Card question ==
window will display if the '
case is not completely new | Remove |
and if no EBT card has . N History

been issued in the past 30

d Add Programs to Interview
ays. Interview Reason  [Initial &
Program St Case Name Program Id  Status Date
cc PE PIPER PETER 46434544 01-01-2014
ADC PE PIPER PETER 5746570 01-01-2014 Add
Histor
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E-Mail Address Only (Change)

With this release, you can now add an E-Mail address for a person without needing a
Physical Address for the person. However, when creating a new Master Case, you will still be
required to enter a Physical Address for the Master Case Person.

] M-FOCUS - Detail Address —=l0]J x|
Address ol PERSON @ Physical Address € Mailing Address | © E-Mail Onby ADD
To enter an E-Mail Only address follow these instructions:
1. On the Detail Address window, select the E-Mail Only radio button.
2. Select the E-Mail R N-FOCUS - Detail Address L (ofx]

Address push button.

Address of. PERSON

| @ Physical Address € Mailing Address & E-Mail 0n|y|

Result: the E-Mail Address
3 1 Number Direction Street Name Type Postdirection
dialogue box displays. 8 =3 5
. Unit Type lﬁ nit Number l—
3. Enter the appropriate city | _— state [ ] zipcoge | [
E_Mail AddreSS(eS). N-FD[U-E-h'la\\}'#ddress.
4. Click OK.
5. Click OK on the Detail Frimary |
Address screen to save. Secondary |
Cancel B
il i L i

0K | Cancel Help
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Person Verification Data Window (Change)

SVES Interface has been removed from the Person Verification Data drop-down menus for
Citizenship and Identity. This information can no longer be updated manually. Only the
Interface can update Citizenship and Identity with the Verification Source SVES Interface.

e

Perish
JURLES RAVIDLAN
Werilication lafsemation
Werificatisn Rouree Date Hub Verificatisn Souren Date
H RS g
55N B02-56-9301 T E— Lmverificd 10
Citlzenship US Citlzem B Card 119 = [08-25-2014 Uneriticd 2l
=)
entity Vital Saasisiica Aeconda | [Uneverificd |
rth Crate OF-201- Uneeriied = |
Decessed abe | J |
oK Eancal |
Verification Iafermation
Verification Source Date Hub Verification Source Date
SSN. 802569301 [Unwerificd || [Unverifica =1
Carvety e e
16entity [Ufwtﬂﬁgd | [Unverttica B
Secial Security Records « B
Birth Date 06-20-1901 Texas Kickspoo 1D Card - JI
| Deceased Date | =]
|
oK | Caacel |

Medicaid and Economic Assistance Narrative

Prior to this release, when more than 500 Narrative Subject Headings existed for a search
criteria, N-FOCUS would randomly choose the display order of the narrative. Effective with this
release, if there are more than 500 Subject Headings for the search criteria, you will see an error

message instructing you to refine your search criteria.

fro T .. ==

[
{

! I ¥y Display view maximum has been reached. Not all Narratives will be
A%y ' displayed. OK will display the most recent 500, To view those not
displayed refine your search on the Search Narrative window by limiting |

programs or date range.

' o]

If you refine the search criteria to fewer Programs, Subjects or Subheading the most recent
Narratives will display from the most recent to the oldest.
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Expedited SNAP Automated Narrative (Change)

The Expedited SNAP Automated Narrative will now read “Expedited and/or aggregate budget.

Case closed because verifications were not provided.” The wording “interview not held” has been
removed.

Narrative IRS Warning (Change)

Per Federal Audit B N-FOCUS - Detail Namative__ - )
request, the wording “This ~ fi¢ Ader fdt oo Hep
. . . | ) [~ =] f
information may contain ~ EMBIE] <@l
Federal Tax Information” Master Case Name MEKABLUE KEENNAME MC# 385803 HEDAIE
has been added to the Recorded 09-23-2014  Recorded By CTOWNS1  Updated By CTOWNST

. . . Subject CONTRACTOR NARRATIVE Program
Detail Narrative window to e
remlpd.us of confidentiality elaE]
restrictions.

Complete the information below.

Narrative Detail
Mekayla - Met Rate REVISED AUGUST

Month: 872014

Component: EMP
Participation Level: 20

Site Name: Godfather's Pizza

xt I Prior Narrative Spell Check | Maximize Narrative Text l Ereviousl Next I
IThIs information may contain Federal Tax Information(FTI) I

- - Tes!
C 1041 N-FOCUS - Test Date

....... T ataconic | 1noa |

Verification Request Window (Change)

N-FOCUS will no longer display Out of Household persons when a Verification Request
form is being created.

List Change Report Window (Change)

The following changes have been made to the List Change Report window:

Fle View GoTo Detal Help

e Status column has been removed i 7 2 [ [z I
o Workers will no longer Masterose
need to update the Status Number 1473
of a Change Report_ This Rovd Date  Client Name: DOB SSN HH Inc Res ExpMm Re|
functionality has been 08-12-2014 LUKE DUKE 01-09-1965 KOAKHK6014 Iil LuI
removed.

e Svc column has been added
o This column will have an
‘X’ displayed to indicate a
change report was created
in the Service Provider
category. 4 ! 2

*See the Electronic Application section of these Release Notes for more information about
Change Report enhancements.
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Provider Rates (Change)

The Provider Rates for some providers allow them to bill for different rates for the same
frequency and time period, however Service Authorizations have not allowed the addition of
multiple rates for the same frequency and time period.

If Provider Rates have amounts entered in the Minimum and/or Maximum fields, multiple
rates can be entered in the Units and Rates box in Service Authorizations. All frequencies will
allow for entry of multiple rates, if Provider Rates have entries in the Minimum or Maximum
fields for that frequency.

Example of Provider Rates with Min/Max Entered:

Begin Date End Date Amount Minimum Maximum Frequency Description

| 01-01-2014 0.000 15.000 30.000 Hour

When the user enters Units and Rates in the Service Authorization, no rate information will
display when the Provider Rates have Minimum/Maximum rates entered. The user should flow
to the Provider Rates window to determine the rates to enter in the Rate field.

If the provider is approved to bill for different rates during the authorization period, each
rate can be entered in the Units and Rates field in the Service Authorization.

M-FOCUS - Units and Rates -

File Actions Goto Help

S.Auth Dates

i 09-01-2014  02-28-20156

Freq. Begin Date End Date Rate
HR 09-01-2014 02-28-2015 9.500
HR 09-01-2014  02-28-2015 8.000

Multiple Rates for Same Frequency Overview (New)

Some providers have Provider Rates allowing them to bill for different rates for the same
frequency and time period. If Provider Rates have amounts entered in the Minimum and
Maximum fields, multiple rates between the two amounts can be entered in the Units and Rates
box in Service Authorizations.

All frequencies will allow for entry of multiple rates, as long as Provider Rates have entries in
the Minimum and Maximum fields for that frequency.
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Claims (Change)

If the provider bills at less than the minimum rate or up to the minimum, the claim will be
paid using the amount billed and decreasing the units associated with the minimum rate. If the
number of units in the claim exceed the number associated with the minimum rate, suspend the
claim. Do not use the units authorized for a higher rate.

If the rate on the claim is between two rates on the Service Authorization with the same
frequency, use the units associated with the next highest rate.

If the number of units submitted in the claim exceed the number authorized for the rate, the
claim should suspend.

Viewing Assignments (Tip)

To see the Master Case/Program Case that have been assigned to a position, follow these
steps:

1. From the Main Menu, click the Position icon.
The Search Office Position window displays.
2. Search for the position.
The List Office Position window displays.

3. Double-click the Office Position row or highlight the Office Position and click the
Open icon.

The Detail Office Position window displays.
4. Click the Assignments icon.
The Search Position Assignments window displays.

5. Select the Search for Program Case Assignments radio button.
6. Click Search.

N-FOCUS - List Position Assignments - Program Case = | B |
The Program Case fe Actors View Soe Bee
o EE
Display pop_up View by Master Case UPDATE
window displays.
Position 913839607 in OMAHA-2428 CUMING ST Class TSPC2
7. SeleCt the Master Currently filled by:
Case radio button. BONNIE BUNMIE
8 Click OK Master Case Program Program Case Name S5t Status Date RevfRecrt Appl Rewvi
: : 2 CFs INTERFACE, ANNIE M AC 06-01-2012 10-31-2011
4 MEDICAID FRIDIG WATER, MADDIE PE 02-01-2014 05-31-2014 0z-01-201
. .« . 4563 ADC JOHN, JAMES PE 10-01-2013 10-15-201
The List Position 4708 CFS SINDELAR, CFS AC 01-01-2014  12-31-2014
. 4727 SNAP JANUARY, JOY PE 09-01-2014 09-01-201
—_ 4727 AABD{PMT JANUARY, JOY PE 09-01-2014 09-01-207
ASSlgnments 4727 cc JANUARY, JEFF PE 09-01-2014 09-01-201
Program Case 4727 LIHEAP JANUARY, JOY PE 09-01-2014 09-01-201
window displays the
position’s assignments.
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Interfaces

Delete SNAP Prisoner Request (Change)

Effective with this release you will now be able to delete a Prisoner Request provided a
response has not been received. To delete the Prisoner Request, follow these steps:

1. From the Interface Menu, select the Yellow SSA icon.

Highlight the row to be deleted.

[en

Note: The Response Description must be Response Not Yet Received.
The Delete Request button will become enabled.

3. Click the Delete Request button.
N-FOCUS - SSA List C=Er e
File Goto Help
e e =2
Person
Name ANMNIE M INTERFACE
38N 173-33-3333 Sex FEMALE Birth Date 12-12-1956
Death Indication
Create Date Response 535N Citizenship Response Description
Date Verified
4 11 L
Correspondence

Employment First Communication WP-FS-1 (Change)

A new version of the EF Communication (WP-FS-1) is now available. To create this

correspondence, follow these steps:

1. From the Detail Program Case
window, click the Correspondence
icon.

The Create Correspondence window
will display.

2. Select EF Communication (WP-FS-1)
3. Click OK.

Page
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N-FOCUS - Create Correspondence

Select the correspondence to create:

ADDRESS INFORMATION REQUEST
AGE RELATED DETAIL - ADOFTION

AGE RELATED DETAIL - JC, CFS

ANNUITY YERIFICATION REQUEST
CHANGE OF PLACEMENT NOTICE

EARNED INCOME YERIFICATION REQ
D ATION REQ

-1]

ARN N v B A
EF COMMUNICATION [WP-F5.
ATU HAN BEPOR

o |

Cancel

AGE RELATED DETAIL - GUARDIANSHIP

ANNUITY BENEFICIARY CHANGE NOTICE

EARLY DEVYELOPMENT NETWORK REFERRAL

UEST
UEST -MEDICAID

Help




The Employment First
Communication window will
display.

N-FOCUS - Employment First Communication
File Detail Help

[

Referred Client Information

Last Name First Name Birth Date
Note: All references to
SNAP/E&T have
been removed from ot 1o Work Program Contractr =
this window. I
Phone FAX
Date Referred I
Referred By
[~ ACCESSNebraska
- OR -
Referring Office [
Phone
09-11-2014 13:35:21
4. Click the EF button to access the EF Referral and
Communication screen. EF...
5. Complete the Status fields as appropriate.
Note: The following
N-FOCUS - EF Referral and Communication
fields are
mandatory: © Applicant © Voluntary © Active
e No. of Limited € Recipient © Mandatory © Sanctioned
MOl’lthS © Exempt " Exempt for Pregnancy
Received " Exempt for Parent { Caregiver
) Required - Mo Phone Number
Week]y HOllI‘S e Yes Date of Application
f No. of Limited Months Received o
Y .. . Required Weekly Hours of Participation ’“_
Participation
0K | Clear ‘ Cancel |

6. Click OK to return to the Employment First Communication window.
7. From the Employment First Communication window, click the

Communication button.

The Communication screen will display.

Page
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- Special Accommodation [e.g. Physical Limitations, Transportation etc )

[Max. 900 characters)

Best time to contact the client or schedule an appointment

[Max. 100 characters]

i Yes

{

Interpreter Needed

" No

Clear |

Cancel |

8. Complete the information as appropriate.

Note: Itis mandatory to
complete the
Interpreter

information.

9. Click OK to return to the

Employment First Communication

window.

10. Complete the following information
as appropriate:

¢ Sent to Work Program
Contractor

e Dated Referred

e Referred By

11. Click Save or Save and Close
12. The Create EF/SNAP Referral and

Communication pop-up will display.

13. Select appropriate response and
click OK.

N-FOCUS - Employment First Communication

File Detail Help
[ E)E
Referred Client Information
Last Name First Name Birth Date
COMMUNICATION EFFIE 06-70-1980 EF..
Commynication...
Sent to Work Program Contractor
ADAMS COUNTY SHERIFF'S OFFICE B
5TH & ST JOSEPH ST
HASTINGS NE 68301

Phone (40214535671 FAX [402)461-7270

Date Beferred [11-15-2014 |
Befered By

¥ ACCESSNebraska
-OR-

Referring Office |

Phone [

03-11-2014 13:37:11

M-FOCUS - Create EF/SNAP Referral and Communication

EFISHNAP Referral and Communication will he created.

" Print Now
" Create Only

0K |

Cancel
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LIHEAP Notice (Change)

The LIHEAP Notices created in Expert System will now include manual references.
Example:

Overpayment

Low-Income Home Energy Assistance Program (LIHEAP)

DHHS has determined that you received an overpayment of LIHEAP benefits due to a
client caused error. Effective 12-01-2014, any LIHEAP benefits for which you are eligible
will be reduced by the amount of the overpayment. Once the overpayment has been satisfied
you will begin receiving the full amount of any LIHEAP benefits to which you are entitled.

You were overpaid by $110.00.

The DHHS regulation supporting this action is: 476 NAC 1-010.02
Disqualified
Low-Income Home Energy Assistance Program (LIHEAP)

You are disqualified from receiving LIHEAP benefits of any type, effective 12-01-2014,
due to a: - Intentional Program Violation #3 (LIHEAP)

This disqualification will continue through 12-31-9999. You were overpaid by $140.00.

The DHHS regulation supporting this action is: 476 NAC 1-010.02
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Document Imaging

Division Categories (New)

Division Categories (EA — MED — P&S) have been added to the Add Image and Index Image
screens. When one of the Division Categories is selected, the Category field will be narrowed
down to reflect the categories relevant to the selected Division.

B N-FOCUS - Add Image

Index Information

Mame |JACK JACKSON ,]

index Type  Person Index D 461E9630

Category | »| [Bhow @ Ea O mED © Pas

] N-FOCUS - Index Image ol

Index Information

Name MELANIE JACKSON '] F

IndexType  Person

I Index D 45103697
|
Category IChiId Care and Social Services Block Grant - | [ show () EA MED P&S ]
|
Categories (Change)

With this release, 16 new Categories have been added for Document Imaging. The new
categories are primarily for CFS documentation and are based on information tabs currently
used in the CFS paper files.
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Alerts

Sort and Filter Alerts (Change)

Effective with this release, you

will now be able to Sort and Filter

Alerts from the List Program Case ~Alerts
Alerts window and the List Org Alerts € Status OPN |7
window by the Alert Description. & Alert Number o
" Display Date IW
" Due Date l—
© Name [INTERFACE, ANNIE
" Program Code CFS v
 Type [FMGMT 2]
" Limit to EA Alerts
" Limit to MLTC Alerts
€ _Limit to APS/CES/WVR Alerts
[LEGAL STATUS CHANGED

0K Cancel

Alert 157 — Expedited Closing (Change)

The wording “interview not held” has been removed from this alert.
Alert Text:

Expedited and/or aggregate budget. Case closed because verifications were not provided.

Alert 391 — EF Mail Received (Change)

The Income mail category has been added to this alert. The text of the alert has been
updated.

Alert Text:

Mail has been scanned for the Employment First case. View by going to Document Imaging.
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Alert 509 ADC Budget Ran (New)

A new ADC Budget Ran alert will be created upon check-in when ADC budgeting is run and
authorized. Refer to the Create EF Alert When ADC Budget Run section in the Expert System
for additional information.

Alert Text: ADC Budget Ran

Alert 510 Turning Age 18 (New)

This Alert notifies RD workers assigned to Home Details that an Org Related Person is going
to be turning 18 Years old with in the next 9o days.

The intent is to give workers time to begin the process of updating that person’s Background
Checks as needed. This alert will be sent 2 months prior to the person’s birthday month, i.e. the
December Alerts will concern persons turning 18 in February.

Alert Text:
<ARP Name>, related to the <Organization>,<Org #>, will turn 18 on <Date of Birth>.

Work Tasks

EA Queue Work Tasks (New)

When a Master Case is placed in the EA Processing Queue, many Status  Completed
Work Tasks will be automatically closed by N-FOCUS. Work Task Status Date  10-16-2014
Status will display as Changed by SYSTEM. Status Changed By SYSTEM

The following Work Tasks will not be closed if they had been created prior to the Master
Case being placed in the EA Processing Queue:

002 Sanction Recommended. Directed to Supervisor, high priority.
008 Failed to Attend Initial EF Appointment

015 Sanction Approved

016 EF Contract Signed

021 Review Status for Customer Appeal. Directed to Lead Worker.
022 State Disability Prgm Request-EA. Directed to Lead Worker

023 Case Has Under/Overpayment. Directed to Lead Worker

024 Supportive Service Request. Directed to Supervisor, high priority.
025 Supportive Service Decision

029 EF Referral Needed (User)-EA. High priority.

030 Approve budget(s) for LIHEAP. Directed to Supervisor, high priority.

Lead Workers and Supervisors can access Work Tasks directed to them by clicking the Work
Task Manager, even when the MC is in the EA Processing Queue.

When an SSW gets the Master Case from the EA Processing Queue, the work tasks directed
to them will automatically be placed in Working Status.
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Case Pending 45 Days-Review for Status (Change)

The dating logic to determine which day the work task is created has been changed. The
work task will be created the last business day prior to the 45t day.

For example- the application received date was 09/30. The 45 day is 11/14. On the night of

11/13 the work task will be created. The creation date will say 11/13. The worker would see the
work task the next business day, 11/14.

Update Service Delivery Group (Change)

The Service Delivery Group on an EA Work Task can no longer be updated to a MLTC
Service Delivery Group and vice versa.

Electronic Application

Google Chrome (New)

In addition to Internet
s comenit — Explorer and FireFox, users will
ACCESSNebraska now have an option to utilize
ACCESSNebraska via Google
Chrome. Although users may
experience different font/text
sizes or banners may appear
slightly different, data within
ACCESSNebraska will remain
the same.

ACCESSNebraska Menu Page Scrolling Banner (Change)

An informational ribbon (Scrolling S —

Banner) has been added to the % RGBT
ACCESSNebraska Menu page to provide Coaska )

useful information to our clients regarding A
3
W

functionality of the web site. The
information will be changed as

appropriate. 2 = y

«
N 7

—a

Scrolling Banner will display in this area.

Do | Qualify? Economic Assistance Healthcare/Medicaid
Application

DS ACCES SHetrasks Customer Seryrce Certe i svaiable Medieid
50 M 15 5.C0 PM Manday theu Fricay Ton Free: (885/622.7633
Cantiet U




EA Require ACCESSNebraska Account (Change)

Economic Assistance Clients will now be required to create an account to complete an EA
Application. The following screen has been modified and will follow the Welcome to
ACCESSNebraska Application screen.

% Official Nebraska Government Website

ACCESSNebraska

09/08/2014

Welcome to ACCES SNebraska Application ]
This site allows you to apply for Assistance. The process begins by creating an account or log in using your ACCESSNebraska User ID and
Password. By creating an account, you will be able to check the status of your Assistance Cases and the amount of benefits you are eligible to
receive. You will be able to save your application without pleting it if r y. The application process may take less time if you log in with
your User ID, Password and PIN (Personal Identification Mumber) because we will prefill some of the information for you. This is the process to
log back in when finishing an application you started but did not complete.

Establish a User ID and Password
+ To begin, create your User ID (such as your personal email address). Then you will create your own personal password.

Choose your security questions
+ Choose and answer three security questions fram a list. Remember your answers._ If you forget your password, you can set a new password
by answering these questions correctly.

Validate your account
= You are not required to validate your account once it has been created but it is encouraged so that you can have information pre-filled onto
your application. In order to validate your account you will enter your PIN, date of birth and the last four digits of your Social Security
Mumber. Your PIN (Personal Identification Number) has been given to you by the Department of Health and Human Services so that only you
can access your information. If you are a new client, you may not have this number.

Logout CONTINUE

Economic Assistance DHHS ACCESSHebraska Customer Service Center is available Medicaid

Toll Free: (800)383-4278 8:00 AM to 5:00 PM Monday thru Friday Toll Free: (855)832-7633
Lincoln: (402)323-3900 Contact Us. Lincolin: (402}473-7000
Omaha: (402)595-1258 Omaha: (402)595-1178

User Account Security Questions (Change)

Prior to this release, it was easy for a client to create an account and exit prior to completing
the security questions. Many clients would then return and were unable to utilize the forgotten
password because the security questions had not been answered. Their only option then was to
create a new account.

To assist clients who incorrectly type their password or forget their password between login
times, the Security Questions will now be answered during the initial ACCESSNebraska Log-in
process.

% Official Nebraska Government Website

My Account

0812512014 You have logged in as NFOStgHFFoes

Please set up your security challenge questions.

Security Question 1
<< select »>

Security Question 2 Answer to Security Question 2
[ccsbtrs [ \
Security Question 3 Answer to Security Question 3
<< select > V[ |

Answer to Security Question 1

CONTINUE

Economic Assistance DHHS ACCESSNebraska Customer Service Center is available Nebraska Medicaid Eligibility
Toll Free: (300)383-4276 2:00 AM to 5:00 PM Monday thru Friday Toll Free: (855)632-7633
Lincoln: (402)323-3900 Contact Us Lincoln: {402}473-7000
Omaha: (402)595-1258 Omaha: (402)595-1178
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Security questions have been moved to account registration. The security questions are
stored for a later time if the user forgets their password or needs to change their password as a
way to validate who they are.

o OMcial Nedrasha Government Website

1% NEW ACCOUNT REGISTRATION -

T e

o ni e

* T
Farsmut

*Re Tge PanrmnT Casiewd Aoy

LR R -

e

SR Guarion «tasbecd s v

Snien

S 30rW aihan nai v

rree

Sempowny) @0 omw)

R i T IR PR L

193 15 A GOVERNAMENT COMPVTIR LTETTm
USAcrd sciant st Munsss o modScmon of Pul CHTOVR 1outers I o e G0 CRIRES Mree B 1 INal S en g seven
OratAe 3 mrtaton of TN M Uovied Jatet Cade Techon Y200 BE S Beteted T N Swdus B Corina oot Ovl panaiies pertant s The
2% Unend States Cooe Bechons TT1XAL 77904 e T e PICHOn A, THDY M M Inpurance Pormatet Vg ACTountItet
Setnnce may 48 groecnt B Lam (R0 bt Pars e A8
RN T Da trund o P e aetd (2045 Sevan Apsate DNommer whder T aener
«aala

User Account Password (Change)

ACCESSNebraska clients only need to enter their PIN when they authenticate their account.

The ACCESSNebraska password must be changed every 9o days. The client will not need to
enter their PIN in order to change their password.

Regeneration of PIN (Change)

With this release, if a client has an

inactive PIN status and they reopen a e Lol
closed case, N-FOCUS will generate a =l
new PIN and send the client a letter with Persas e
this new information. e (A
Bember SFEIJATE
Note: This will occur each time a —
client reopens a case if they e — e
had not activated their PIN s AT
or if their PIN has been
disabled. B
Elabws Begin Dale  10-0%-2004
Lot Migdified [y FYHIEW
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State Disability Program (Change)

The State Disability Program will be added to the E-Application as a program to be selected
and requested. Once selected, AABD/PMT will auto-select. AADB/PMT cannot be de-selected
while the State Disability Program remains selected.

% Oficial Nebraska Government Webasite

Fam Application

0B08 014 You have logped m ax W Osigr®ieoward Logout | Melp
Program Selection Section

Select all programm that you want 1o apply loe:

VAl 10 Aged. Bind and Dinabled (AABDPMT)
Ths inciudes cash ssstance Pleane check tha program € you e ecening 55 traugh Socal Secunty. ave age B or
oider. of are Gsabled or btied
Al 10 Dependent Children (ADC)
This includes cash assatance for Samiles with chiden 2% 18 and younger
Refugoe Resettioment Program (RRP)
Thia 3 3 Cash a532ance program for those who have been granted Refuges status and haw amed = the Unted States
winn e it § morens

¥ State Disabiliy Program (S0#)
Cash sssntance andor medcal Covmage 10 ndnaduais who are under 390 65 and hine been denved by Socal Secunty for
Wk of duration” and been Setermined lamporanty Saabled Sor at least § months But ot moss than 12 months Indhadualy
Camat be slgbie for Medcad and D SOP ot the same time

1 Nuasithon A Program [SNAP) . foemerty known a3 Food Stamps

w— - s
Low Income Home Energy Assistance Program (LINEAR)

Energy assistance for stitbes

Child Care

A program 10 330t ebpbie parsnts and Carstaiiers = paying o the cost of Child Came

Sockal Services lor the Aged and Disabled (SSAD)

Thete are serices such 38 ASt Doy Care. Ohire Momemaker. Moals Resple and Tranaportaton for pecgle Bhat e other
Aged or Disabied

Soclal Services for Childeon and Familles (SSCF)

Thase are Senicas such a5 Homemahar and Transponanon seraces for Chidran and tamiles Dased on need

Refugee Resettlement Program (Change)

Currently, when Refugee Resettlement Program is selected, ADC is auto-selected. With the
November release, if all applicants requesting assistance meet conditions that would
automatically select the AABD/PMT and the ADC program will be deselected and Refugee
Resettlement Program.

AABD/PMT is automatically selected when a person requesting services is age 65 or older or
has SSI income. If one Household member requesting services does not meet conditions for
AABD/PMT, the ADC program will remain selected. ADC cannot be deselected unless the
Refugee Resettlement Program is de-selected first. AABD/PMT cannot be de-selected unless
age/SSI is changed first.
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CBI Displaying Verification Requests (Change)

MLTC and EA Verification Request correspondence will be available to view via the Notices
link on the left side of the MED Case Detail window (see screen print below).

"W OMcial Nebraska Governmaent Webaite

~

W Benefits Inquiry, o5

You have loosed W e W 0575 Shloatre og0ul | Pt | Mele

MED Case Detail

SHAWNA M MOORTE  Progeem Cose Mumbed D140

Progeses Lin Notce information

Veritc ation Heguta)

REMEWAL FORM - MAGY SHAWAA MARE MOORE 154612014
s ] Verfcaton SHAVMNA M MOORE NA20U

SHAWMA MARE MOORE VU
SHAWMA MARE MOORY »o

Yhare of Coat ! Vewmtam

SHANMA MAGE MOORE
[

2]
)
RENEWAL FORM . MAGH SHAVWAA VARE MOORE N
Raguett fr VerSicaton SHAWMA M AOORE »
Varticipant Htinsary

Cana Staten Hasbory

T Aaswae O ALCT Lt Cutbines Tarwus Cavier & Sealuie
Tol e (M0E085-02TY S00 Ak 0 £ 50 I Maadey s frcey
Uncon (20002008 Comtact bo

v

Proe 259 3023
Uncoln. (WI0473- 7900
Comata (45341178

In addition, CBI (Client Benefit Inquiry) will begin displaying open Verification Requests for
Economic Assistance (EA) programs as of the November release.

Note: Medicaid Verification Request information will not display on this screen. To view
Mediciad Verification Request Information you must go to the Program List and
view Notices. This is relevant to Refugee Resettlement Program (RRP) and State
Disablity Medicaid cases which are managed by Economic Assistance.

e EA program Verification Requests created on or after July 13, 2014 will display while
in open status

The verification Information Sheet has been added to My Account and the user will be able
to login with their account using their PIN. Any authenticated PIN user who has an
administrative role as Program Case Name of any program listed within the Verification
Request, will have access to view the Verification Request. Case Representatives and Case
Payees will not have viewing priviledges.
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The Verification Request will B
display the following information: Benefits Inquiry

DHHS 4

° Master Case Name Verification Request(s) Information

e Master Case Number
Program Case for
whom the verification
information is being
requested

e Name of the Person for
whom the verification
information is being
requested

e Date of Birth of the

To aaaure Be 33% A3aceg of yoer Corbental miormason GOCTIE Cecved 56 BUSETH 3 SA0NE of 1eCUrty lvels 1) enaue prager
Proguam Lt RENEING ard MBAChrrard 15 B COmect Sareits C3ed. ¥ rou Rl maded o Sap0ed O WrRCABOnS S9E BNk viow Soednl pt el receet
CHease CHAOK DA0K 33 et e

Hame:  CATHY MCGRMIS

Sister  Open
Sect Ty CATHY MCGRIS |
Dus Date: 07.95.2014
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A real time Yes/No indicator has been added to inform clients as to whether their
verification has been received.

Once verifications are updated in N-FOCUS as received, this too will be udpated within
Client Benefit Summary as updated.

Closure of the Verification Request will remove the Verification Request from the Client
Benefit Summary view.

Change Reporting (Change)

The Change Reporting area of ACCESSNebraska has been enhanced to assist customers in
reporting changes to a specific division (EA, MLTC or Both).

Customers can submit a Change Report from the Main ACCESSNebraska Menu or via My
Account.

Change Reporting WEB View (Change)

Change report contact information will display a little differently with this release. The
email that was displayed will be that of the person reporting the information and not that of the
person receiving the assistance. The words “Confirmation will be sent to this email address” has
been removed.
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Change Report Menu

The list of categories presented to the customer will be tailored based the following criteria:

e Ifatleast one EA Program Case is present, no tailoring will occur on Change Report

Menu

e Ifthere are no EA Program Cases, a check will be done to find all the Program Case

involvements of the validated person

e If the person only has involvement in MAGI Medicaid, the menu will exclude the

following 5 categories:
o Housing Bills
o Utility Bills
o Resources
o Child Support Expenses
o School Attendance

e If the person has involvements in Non-MAGI or Combined cases, all categories will

display.

% Official Nebraska Government Website

09/16/2014

Select Change Type

Contact Information
Housing Bills

Utility Bills

Person Moved In
Person Moved Out
Pregnancy

Marital Status
Legal Relationship

Birth/Death

Disabled, Blind, Unable
to Work

Job
Self Employment

Other Income

Child Support Expense
Service Provider

School Attendance
Resources

Health Insurance
MNursing Facility
Other

Your address or phone number has changed.

Your household's housing bills have changed (rent. mortgage, lot rent. taxes, etc.).

Your household started or stopped paying utility bills (gas, electricity. garbage, telephone, etc.)

Person(s) moved into your household.

Person(s) moved out of your household

Someone in your household is pregnant.

Someone in your household had a change in marital status (report marriages and divorces).

lélﬂdate any of your legal relationships such as Guardianship/Conservator, Power of Attorney and Authorized Representative for

Someone in the household was born or died
Someone in your household became disabled, blind or unable to work due to illness or injury.

Someone in your household started or stopped a job, had a change in job status or income from a job changed (report if the
source, hours or income changed).

Someone in your household started, stopped or had a change in self employment (report if the source, hours or income
changed).

Someone in your household started, stopped or had a change in ancther type of income (cther than a job or self employment)
such as Social Security, Unemployment Compensation, Child Support, etc.

Someone in your household started, stopped or changed the amount of child support they are paying

Someone in your household changed a service provider, your household's child care costs have changed or your reason for
using a service has changed.

Someone in your household started attending school or dropped out of school

Someone in your household has a new resource, or has sold or transferred a resource (resources are things like bank accounts
wehicles, property, etc )

Someone in your household has a new health insurance policy, coverage has stopped or your current coverage has changed.
Update a resident status for a nursing facility.
Any other changes you would like to tell us about.

EXIT

CONTINUE

Economic Assistance
Toll Free: (800)383-4273
Lincoln: (402)323-3500
Omaha: (402)595-1258

DHHS ACGESSNebraska Customer Service Genter is available Medicaid
&:00 AM to 5:00 PM Monday thru Friday Toll Free: (855)632-T633
Contact Us Lincoln: (402)473-7000

Omaha: (402)595-1176

Page




Alerts Generated from Change Report

If the Menu is not tailored up front due to the existence of an EA Program Case, the Alerts
presented to the worker will be tailored based on the following criteria:

e Changes reported under Service Provider Category for PAS only and no other change
is reported
o No alert will be presented to EA
e Changes reported for Utility Bills, Housing Bills, Resources, Child Support Expense
or School Attendance will generate alerts only to EA and MLTC (if the person
involvement includes a case that is Medicaid Non-MAGI or Combined)
o Ifthe person involvement includes only Medicaid cases that are MAGI, no
alert will be presented to MLTC for these categories
¢ Changes reported for Service Provider will not present an alert to Medicaid if the
selected provider is Adult Day Care, Child Care, Homemaker or Meals

Change Report Categories

e Contact Information Category
o Client can now report new email address
e Person Moved In Category
o Two additional questions regarding income and resources as well as Medicaid
tax household questions will display
o Tax household questions have a disclaimer for Medicaid only
e Pregnancy Category
o Questions added to ask for the number of expected babies within the
pregnancy
e Disabled, Blind, Unable to Work Category
o New Disability/Injury questions have been added to this category
e Service Provider Category
o The type of Service drop down list display is based on the program case that
the customer has an involvement
e Nursing Facility
o Added an option for nursing facility to report death, Medicare Payment Begin
Date and Medicare Payment End date
e Submit Page
o Added address field to collect contact information for individual/organization
person who reported rather than the client
o In Submit Page there is a note stating that Medicaid will be using the
electronic data sources to attempt to verify the reported information.

Mainframe Change Report (Change)
The following changes have been main in the N-FOCUS Mainframe regarding the Client
Change Report:

¢ Workers will no longer need to update the status of the change report, this
functionality has been removed

e Service is being added to record when a Change Report has been created in a Service
Provider category
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Expert System

SNAP Utility Expenses (Tip)

The following rate changes went into effect October 1, 2014:

Standard Utility Allowance upd

ated from $434 to $447

Limited Utility Allowance updated from $201 to $203
One Utility Allowance updated from $37 to $38
Telephone Utility Allowance will remain the same.

Close Participant Actions — Sanctions (Change)

A new closure reason ‘Household Message! £
member currently in sanction period’
has been added to Participant Actions The following Participant(s) has Sanction(s) that is cument
for household members currently
- Work Req 3 SNAP
In the Message shown to the I‘ight, - Selecting OK will Pend the Participantis).
. . = Te close existing Sanctions, go to the Sanctions Task.
the Chent was pendefi.ln t_he SNAP = Select CAMCEL to stop and return to the Review/Recertification Window.
household for recertification, but is
ineligible due to a current Work
Requirement sanction. oK Cancel
"Close Participant Actions £
The lnellglble C]'lent muSt be DIAMOND  PAUL 06-20-1980  In HH [Hnuselmld member currently in sanction period ;I
closed out of the SNAP Program DAMOND P0 06207012 InbH | Loomeerrpe
Case in Participant Actions using | =]
the new Closure Reason Wark Requirement Acas
Household Member currently in | -
Sanction period. '[—"" S
p
Program Case:
PEARL PAULA  SNAP 87650156 Change selected Participant] s].
Household Status to® Out'?
“ ¥Yes * No
Prog eN
E]
T jction for t r n I
(ol s N
Next | oK Cancel Help
SNAP Sanction on Indian Reservation (Change)

When the closure reason of Sanction is selected in Participant actions or in Case actions the
new sanction reason “Food Dist. Prog. Ind Res Diqual” (Food Distribution Program on Indian
Reservations/FDPIR) can now be selected. This sanction cannot be applied in the sanctions tab
in Expert as this sanction does not cause a percentage reduction.
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Add/Reopen Process Delay (Change)

When an application is processed, the system calculates the time frame between the date the
program application was recorded as received and the date on which the eligibility
determination is made. If this is outside of the policy directed timeframe, the worker is required

to enter a reason fOI' the delay B4 Data Collection =] |[LasT naME [FIRST NAME [poB [aGE  [HUMBER

N A . = i Nan Financial [ Type [ Dscrptn [ Amount | Miles/Days [ Fra_|Begin Date

1n processing (Chent delay, =8 Fi“;"“ia'dl = CARDEN BRENT 061965 49 56685640 -
o~ Eamned Income ¥ Standard Utility All... System LIH... MO 12-01-2014

agency delay, 3™ party delay). iE

gency delay, 3" p Y) o

In situations where a program i~ Resources

case was closed and then L o

reopened, a worker may be - Verifications

. 4 . MED APTC Informa
required to use an application T

date that is many months in the past. A new reason (Reopen Case/New Application not
Required) has been added to the “delay reasons” list so that cases are not recorded as actual
delayed processing if they are simply being reopened.

SUA Expense when LIHEAP Payment Approved (Change)

A Standard Utility Allowance (SUA) expense is automatically added to Expert System under
the expense tab when a LIHEAP payment is approved for Cooling, Heating, or Crisis that is
$20.00 or greater. The SUA expense will be added to the LIHEAP Program Case Name. This will
only happen if there is not a SUA expense already listed in Expert System for the LIHEAP
Program Case Name.

CATEGORY NAME |
Type Description | Amnt Item Date Source Verif Date HUB
Expenses
Standard Utilit... System LIHEAP Payment 12-01-2014 System LIHEAP Payment 11-10-2014

ol | »

Verification Source:

If a LTHEAP payment is approved for Repair, Deposit, Supplement or Cooling, Heating, and
Crisis that is less than $20.00 the system will review to see if a payment for Cooling, Heating, or
Crisis had been approved in that person’s name in the last 12 months that equals $20.00 or
greater in the Master Case. If there was a payment in the last 12 months that meets the
requirements then a SUA Expense will be added in that person’s name.

SNAP Utility Costs Detail for x
Utility Cost Calculation: -
Total Utility expenses for Participants and Financially
Responsible persons in the SNAP Household
Standard Utility Allowance CARDEN BRENT System LIHEAP Payment
Frequency: Monthly Calculation Method: Actual Only
Date Amount Verified
12-01-2014 447.00 ¥

Monthly Expense Amount: 447.00

If the SUA expense is created by the system it will show a description of “System LIHEAP
Payment” and verified source of “System LIHEAP Payment.” There is not an alert to the worker
indicating this Expense has been created.
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The begin date for the SUA expense that is created by the system is the first of the month
following the LIEHAP approval month.

The SUA expense is no longer tied to the Master Case but is now tied to the client. Any SUA
expense under the client’s name will travel with the client into different Master Cases. Because
of this change you may see that a person has multiple SUA expenses under their name. In these
situations only one SUA expense will be used in the SNAP budgets. The SUA expense created by
the system will not close on its own. If the expense should be end dated this will have to be done
manually.

LIHEAP Overpayments (Change)

Functionality has been added to allow creation of LIHEAP overpayments which are the
result of client caused errors (agency caused overpayments will not be pursued). When overpaid
benefits are identified, an overpayment can be manually created through a new Expert System
Overpayment task.

When you authorize a new budget for the same energy budget type (heating or cooling),
When creating an overpayment, the recalculated budget will override the existing budget,
therefore, you will need to compare the recalculated budget to the amount of originally issued
benefits to determine the amount that was overpaid. NFOCUS will not provide the calculated
difference (as happens in ADC or SNAP budgeting) and this amount will need to be entered on
the Overpayment screen.

LIHEAP overpayments can restrict an individual’s eligibility for future energy assistance
until which time the amount that was overpaid has been recouped. Policy staff will be involved
in tracking the recoupment of those benefit amounts (Policy staff will provide instruction on the
process that will be used by the field for handling overpayments).

Below are the screens in the process for creating a LIHEAP overpayment:

Select Overpayment under LIHEAP on the Tasks list.

o HEDCUS - Masagitid SENDRA SHAD 1338 -

oS -
7 3 Dats Collection LAST MANE [ P51 mame [oowann [a6e  [wusncn
Case Malntenance [LUMEAP Dyveiparment Type |'|;|...|d ]Bm Date | End Dabe
H Eligibiliby
Coniig EA
Conllg Med
™ Budgrting
Collpcisns
| |= i unesr
i Case Ivlommssien
5 AccountaFreviden
LIHE &P Budsgeting

{hem enl
UMMANE &
Litilitie 5
CWIE

Addd Help

Tasks |Notioes | Cuerest | History | Sumeany |

Select “Add” and you will be directed to the “Add LIHEAP Overpayment” window (below).
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35



Add LIHEAP Overpayment - — (e B8

LIHEAP Person: LIHEAP Owverpayment Types:

SHAD DONNY 01-01-2006 | j
SHAD SANDRA 01-01-1985

Owerpayment Amount:

——

Date of Discovery:

Begin Date:

—

End Date:

——

| | Cancel Help

You will need to select a LIHEAP person and a
LIHEAP Overpayment Type. For non'pOIicy Staff LIHEAP Gverpayment Types:
persons, the only Overpayment Type to select will
be “LIHEAP Overpaymnt”(other Overpayment |

|

Types (shown below) will be available to policy LIHEAP Overpaymnt
staff who have been given security clearance to IPY #1 (LIHEAF)
create LIHEAP IPV type sanctions (which will IPY #2 [LIHEAP)
only be imposed after findings are received from IPY #3 [LIHEAP)

the Fraud Unit)).

Once the “Type” is selected, the Overpayment Amount element will be enabled for required
entry. The entry of an amount will then enables data entry for the “Date of Discovery” element.
Once a date is entered there, the “Begin Date” and “End Date” elements enable. A Begin Date is
required, but the end date is an optional element and will not require any entry as this may not
be known. Once the required data elements have been completed, the “OK” button will be
enabled. Upon selection of OK, the following message will appear:

Message! &

f 0 ! A LIHEAP Overpayment has been created for SANDRA SHAD.

W A LIHEAP Overpayment letter will be created upen upload.
If this overpayment was made in error,
the case must be overridden.

0K

By clicking ‘OK’ on the message, you are returned to the Overpayment summary window. If
it is discovered that the overpayment is incorrect, the “Delete” button on this screen will simply
remove the item from the summary screen. As the Message above states, an Overpayment letter
based on the deleted overpayment(s)will be created when case is checked in.
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] NFOCUS - Navigator SANDRASHAD 1388 = x
File Actions Wiew Goto Help
— = .,\
FEs P A ES Bl [ i
E-§ Data Collection [LasT nAME [FIRST HAME [poB/EDD [AGE  [MUMBER
i Case Maintenance [ LIHEAP Overpayment Type | Detail [BeginDate  [End Date
& Eligibility [E SHAD SANDRA 01-1985 29 93058526 -
, Collections - LIHEAP Overpaymnt 01-01-2015 |
=+ 4 LIHEAP
-4 Case Information
1 AccountsiProvider
LIHEAP Budgeting
- Approve Budget
i Overpayment
" Summaries
E- Utilities
E CWIS
- |
Add | ‘ ‘ Help |
Tasks [Notices | Current [Histary| Summary |

Note: If you delete an overpayment from this screen and do not override your checkout,
you must go to the mainframe correspondences and delete the Overpayment
letter(s). Failure to do so will result in the created Overpayment letter(s) being
mailed out with no system overpayment(s) to support the letter(s) having been
created and mailed.

Failure to Comply Sanction (Change)

When the person responsible for the Failure to Comply Sanction leaves the household, the
sanction will be automatically end dated for ADC and AABD Program cases.

Child Support Enforcement (CSE) Non-Cooperation Sanction (Fix)

A fix has been added so that budgeting will be allowed on programs which are not affected
by the presence of a CSE Non-Cooperation sanction. Budgeting will continue to be restricted if a
CSE Non-Coop sanction is imposed on one program, but has not yet been imposed on other
programs which require the sanction to also be imposed.

Child Support Enforcement (CSE) Sanction ADC Payment Only Case (Fix)

Before this fix, if you were budgeting an ADC program case and there was a CSE Sanction
applied to a FR female ARP who is the bio mom of a Participant in the ADC case, you would be
prevented from budgeting due to "Mandatory Tasks" message in budgeting.

This release will include a logic change that will allow the ADC program budget to be run.
The budget will reflect a % reduction in benefits due to the CSE Sanction.
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Certification Periods (Change)

When a SNAP budget has been denied two months in a row (application month and month
following) for being over income or resources then re-processed for the application month and is
approved, you can now enter the correct certification period unless there was an active SNAP
within the previous two calendar months. Do not run the come up month if you are at the end of
the certification period. In these situations you can only tie the recertification application to the
SNAP case through N-Focus Detail Master Case Window not through Expert System. In cases
where there is an active SNAP case within two calendar months prior to the current month you
are processing, you will be required to do a one month certification period for the application
month but the following month you can extend the Certification out to five months to equal the
total six months.

Budget Summary (Change)

In order to reduce errors, it is now required that Workers view the Budget Summary before
the Budget will be allowed to be authorized for EA Programs, Medicaid and 599 CHIP.

g voros 204 . ]

When the worker is

in the budget | New Budgets: _
authorization window, Pgm Case Lﬁtx;m Cnse Hame — ; [ Program cEn::;l :-mucr : o
. . 55 g Name WpE e t .
they will notice that Anc CAT JOSIE ZI556314
“x» " Hegular Fail n.on
E’u”dg;ltls }‘l‘iye ad' tand RABINPMT  TIMON FATHER FHG00965
+”. The indicates 5 Hegular E I
ADCMED CAT JOSIE I]‘EQEH? m
the budget has not been “  TMAG Regular Pass 200
authorized. The “+”
indicates that the

benefit summary has
not been Viewed Previnushy usthorized Budiets: | . |

A new feature to the budget authorization window is the ability to double click on the budget
line and the benefit summary will display. This works in both the “New Budgets” and

“Previously Authorized Budgets” sections.
x
If the “Authorize” button is selected before the benefit
summary has been removed, the “Error” message shown bt hasmot yet beenrivemed fr scaracy. One you have

. . . i reviewed the benefit you will be able o suthorie the t
to the right will display. P T e e e

x|

“« »

Once the benefit summary has been viewed the “+
disappears leaving the “*” indicating that budget needs to be approved.

ADC Case Budgeted When EF Status Updated (Change)

This update was requested as a means to keep funding codes in line with the EF
status/reason.

If a change has been made to either the EF status or status reason, ADC budgeting will be
required to be run. A pop-up message will appear if worker attempts to exit the Expert system
without budgeting. The message will appear before the notices pop-up message and will read
“There has been a change to EF status. Budget now or the changes made to EF
status and reason will be removed when the case is checked in.” The worker will be
presented the option of “Go to Budgeting” or “Continue to Exit”.
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Change to Employment First Status | )

Note: If the worker
elects to exit

without running

There has been a change to EF status. Budget now or the changes made to
bUdget_S’ upon EF status and reason will be removed when the case is checked in.
check-in, the

changes that Start ADC budgeting in 2015-01
worker had made

to the EF program

(status or reason) " Go To Budgeting " Continue to Exit

will be removed.

Cancel

Create EF Alert When ADC Budget Run (Change)

A new ADC Budget Ran alert will be created upon check-in when ADC budgeting is run and
authorized. If case is checked in, then checked out again and has ADC budgeting run a second
time on the same day, a second alert will be created. This ensures that, if multiple changes are
processed at different times on the same day, the assigned EF worker is notified that budgets
need to be reviewed for possible changes each time a budget is approved.

N-FOCUS - List Master Case Alerts/Work Tasks

1= e 2

File Actions Goto Help

BE (=l

Master Case

Number 1387 Name WHATSER NAME

Alerts
Display Dt  Description Program Name Alert# D
10-14-2014 ADC BUDGET RAN EF NAME, WHATSER 509
10-14-2014  ADC BUDGET HAN EF NAME, WHATSER 509
08-27-2014 ADC BUDGET RAN EF NAME, WHATSER 509

History
« m s
™ Limit to EA Alerts ™ Limit to MLTC Alerts [~ Limit to APSICFSPWVR Alerts

Work Tasks
Created Status Status Date  Status Description |
Date Updated By

e |

[ o ]

]
Histary

[™ Limit to EA Work Tasks [ Limit to MLTC Work Tasks

Page

39



End FTC Sanction Related ADC or AABD Case Closes (Change)

New logic has been added which will place an end date on FTC SNAP sanctions when they
are entered simultaneously with and Employment First sanction on the ADC program case. The
end date will be set to expire after the minimum time frame of the EF sanction penalty has
passed (EF#1 = 1 month, #2 = 3 months, #3 = 12 months). A new budget will need to be run
following the end of the minimum penalty period to ensure correct benefits are calculated.

The system currently presents a message asking if a FTC sanction should be imposed in
conjunction with other imposed sanctions. New logic will provide a similar message if a FTC
sanction exists and changes are made to other existing program sanctions. The new messages
will appear:

If a sanction instance is closed

If "responsible party" leaves the household

If ADC or AABD program is closed in Case Maintenance
If a sanction instance is deleted (situations like appeals)

5 Year Ban for SSI Recipients (Change)

Budgeting of AABD and ADC will be allowed for persons who have an immigration status
that would otherwise be subject to the 5-year ban rules if the person is confirmed as receiving
SSI or SSI-FBR income.

31 Trimester Unborn Configuration (Change)

If a case includes an Unborn, the Unborn will not be included on the list of possible
participants to include in the unit if the mother is not in the 34 trimester of pregnancy. If a case
with an Unborn in ADC program existed on NFOCUS prior to the release, new system logic has
been updated so that the Unborn is excluded from the unit size until the 3 trimester begins, as
long as the pregnancy is verified as this is an ADC requirement. If the pregnancy has not been
verified, the Unborn will not be counted in the unit size even if the pregnancy has entered the 34
trimester.

Eligibility for Participants Born on 15t of the Month (Change)

Budgeting will no longer allow a child who turns 19 on the first of the month to remain in the
MAGI 6-18 category or go CHIP that month. Note this budgeting change only applies if the
person was born on the first day of the calendar month. If the child is born on the second day of
the month or later, they are eligible for the rest of the month.

Additional Age Related Budget Changes

e MAGI Infant, if born on the first day of the month they would go to MAGI child 1-5
on their first birthday, if born on any day other than the first of the month then they
would not change until the following month

e MAGI 1-5, if born on the first day of the month they would go to MAGI child 6-18 on
their sixth birthday, if born on any day other than the first of the month then they
would not change until the following month

e AABD, if born on the first day of a month would go from AABD — Disabled to AABD-
Aged, if born on any day other than the first of the monthly then they would not
change until the following month.
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Expert System Navigation (Tip)

When you check out a case to Expert System the case is open on the Navigator window.
Numerous icons have been added to the Navigator window to help you in entering information
without the need to go back to the Mainframe.

@hmcus - Navigator |

SOPHIA GELATO gl‘r—-‘ ]

File

Actions View Goto Help

=]

F

F.

]

e [ el 2 [ Y

Each of these windows may be moved to another screen so that you can continue to work in
Expert System and document or view information provided.

I~
(]}
Q
=]

Functionality

Client E-App — This icon will navigate you to the Summary of
Applications Tied to the Program Case window.

Master Case — This icon will navigate you to the Detail Master Case
window of the case you have checked out.

S

Interfaces — This icon will navigate you to the Interface Person
Selection window. Select the person for whom you want to view the
Interfaces and click OK. The Interfaces Menu will display.

Narrative — This icon will navigate you to the Search Narrative
window. From this window you can search or create new narrative
for the Master Case you have checked out.

CFS/APS Narrative — This icon will navigate you to the Search
Narrative for the CFS/APS Narrative. From this window you can
search or create new narrative for the CFS/APS Program Case.

Alert/Work Task — This icon will navigate you to the List Master
Case Alerts/Work Task window.

Correspondence — This icon will navigate you to the Search for
Correspondence window. Search or create new correspondence as
appropriate.

E EE @ 5 E

Verifications — This icon will navigate you to the Deatil Verification
Request Tracking window.

L[]
|

Document Imaging — This icon will navigate you to the Search Image
window. Search for the documents as appropropriate.

[

Policy Manuals — This icon will navigate you to the On-line Help
Policy Manuals.

Page




