N-FOCUS Major Release
Economic Assistance

Assigned Workers
November 14, 2010

How will the Universal Caseload changes in N-FOCUS affect me? I still

have an Assigned Caseload.

A Major Release of the N-FOCUS system is being implemented on November 14, 2010. 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, FSP,
CC, FW, IL, MED, and Retro MED should read this section.

Universal Caseload changes addressed in this document will provide
information pertinent to the Assigned Worker. For more detailed
information regarding the changes made to N-FOCUS to accommodate

the Universal Caseload, refer to the Release Notes for Economic

Assistance Universal Caseload Workers.
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General Interest and Mainframe Topics

Many changes have been made to N-FOCUS to accommodate the Customer Service Centers (CSC)
and the Universal Caseload (UC) concept that is beginning to take effect in November 2010. These
release notes provide an overview of the changes to N-FOCUS in relation to Universal Caseload and how
they will affect staff who will continue to maintain an Assigned Caseload. Changes not related to the
Universal Caseload are also included.

For more detailed explanation of the Universal Caseload changes, and how they will affect the
Universal Caseload Worker, please refer to the Release Notes for Economic Assistance.
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Notifying Clients of Universal Caseload (New)

Correspondence will be automatically sent to clients informing them when their case is transferred
to the Universal Caseload. It will also inform them that future contact should be made to the
ACCESSNebraska toll free telephone number and address provided.

Assignments Transfer Master/Program Case/Office Display (Change)

In anticipation of Universal Caseload delivery, the Transfer Master/Program Case Office actions have
been removed. The display of a particular Office on the Master Case and most other windows is being
removed. If a case moves from one office to another, the assignments can be transferred to the new

Office.

List Office Position Window - (Change)

The List Office Position window has been

rearranged to display Function, Service Delivery

B T s

=lolx|

==
(2| fiehu

Group and Expertise. The Search criteria used to
access this window will display in the Search By
section at the top of the window.

Class

DEF
S8W
SSW
SSW
S8SUP
S5W
S5W
S8W
SSW
SSW
S8W

The Function Count button will display the
number of positions that have been assigned to
the various UC Functions within the selected
office.

Search By
Office LINCOLN - ACCESSNEBRASKA CUSTOMER SERVICE  Function

Service Delivery Group

Last

BACHMAM
BALL
BARTHED
CHAYA
CHRISTIAI
CONVERS
FEY
HANSEN
HUGHES
JELLA

Expertisc

[N-FOCUS - Function Count

Office LINCOLN - ACCESSNEBRASKA CUSTOMER SERVICE CENTER

Function

CHANGE MANAGEMENT
INTERVIEWING
PROCESSING - DAILY
PROCESSING - INITIAL
PROCESSING - READY
SUPERVISOR REVIEW
LEAD SPECIFIC

Total

c—coom=

Group

SSW KATZ
S8W KOZA
Sow  NAVRATIL
Note: All N-FOCUS staff has the ability to s orson Totl ] )
view this information. = ok or
Search Office Position (Change)
Searches by Position Number, Staff =] -rocy =iz
Person and Office remain. Only active ndividual
ope . an Stafl Persan
positions will be brought forward unless Fostt -
the Inactive Positions check box is e = L
selected. New searches available are by
Function, Service Delivery Group and/or on
Expertise. e
Mumber [101 I Inchude Inactive Positions |
LINCOLN - ACCESSNEBRASEA CUSTOMER SERVICE CENTER
When a Universal Caseload option is
selected, a Statewide search is also AHD/OR.
available by checking the Statewide Universal Casetoad
Check box- Function Serdce Delbvery Graup Expeitise
[ProCESSING READY =] [aDULT =] [STATE REVIEW TEAR -]
Sun:tl Hew | Clear | Cam::l| Help |
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Detail Office Position - Function and Specialization (New)

The Detail Office Position window displays a Function field and Specialization button. The Function

field and Specialization button are
=]

available to accommodate the Te Actirs Cotsh Gotn b
Customer Service Centers and the <R iy
Universal Caseload. UPDATE
Paition [J
Humber 683 otiee |£7] uncoww juperdses..
Note: If your position is not Class 50T SVEE WORKER 7] w
assigned to a Universal HE [ suwsleive =] [ Fencten ITERVEWING
Caseload, the Function field LEAD SPECIFIC
’ ;mm: %
will be blank and the PETER C RABDIT PROCE SENG - T
. . . . &8 ol OF-10-1538 Logom I
Specialization button will

not be enabled.

Main Menu (Change)

A new group box called “Alert/Work Task’ is located on the first row of the Main Menu next to the
Case Management icons. The FCRB group box has been moved to the second row next to the Children

and Family Services group box. The remainder of the Main Menu is unchanged.
N-FOCUS - Main Menu =] E3

File Goto Help

Case Management AlertfWork Task

L Y i I ()1 B =1

SNAP Expecited Person Search Master Case Expert Interfaces alerts Work Task
Worksheet Mariager

Children and Family Services FCRB

Intake Matching SteleWard  CFSInformation  Child Review APS iCPS ||| person Tracking Review
Search Selection Wiehsite

Workers who are part of the Universal Caseload will receive their daily assignments through the
Work Task Manager.

UC Terminology Definition:
Work Task — A Work Task identifies a Master Case that needs to have work done on a Universal
Caseload. The Work Task is displayed to a worker based on their Function
(Interviewing, Processing — Initial, Processing — Daily, Processing — Ready, Change
Management), Service Delivery Group (Adult or Family) and Language specialty.

Note: New Work Tasks will only display if the case is in the Universal Caseload.

Workers who are not part of the Universal Caseload will still access their designated Alerts by
selecting the Alerts icon. If an Assigned Worker selects the Work Task Manager icon, the following error

message will display.

@ NFOZZZ1C - Logged on Worker has no Universal Caseload Function defined.
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List Master Case Alerts/Work Tasks Window (New)

The List Master Case Alerts/Work Tasks window can be opened by selecting the
Alerts/Work Task Toolbar icon from the following locations: %

e Detail Master Case

e Detail Work Task

e List Eligibility Summary

e List Standard Narrative

e Detail Standard Narrative

e Consolidated Standard Narrative

e Detail Verification Request Tracking
e List Change Report

e (Case Status List

e Expert System

The Alerts icon from the Detail Master Case DuiDuis  Diepisg D Ty Descipin (- "

. . =R e T —]
window has been changed to a combined .
window displaying both the Work Tasks and

Ll ' 2wy |
Alerts. —
;.I LT lnsiws Dwle  Siwbas e Vviasing —

This window will display the Open Alerts for |

the Master Case. The Alerts displayed are all of —
the Alerts associated to all of the Program Cases e
1 ] 1) Hanimry

within the indicated Master Case.

o rr e AT

Alerts (Change)

Working with Alerts (Change)

Clearing Alerts from your Position List has not changed. In addition, you can also

now work an Alert from the List Master Case Alerts/Work Task window. Doing so Close |
will remove the Alert from your Position List.

N-FOCUS - List Master Case Alerts;/Work Tasks

File Actions Goto Help

B /7] |
~Master Case

Number 1171 Name SUMMER DAY / UC Program
/ Alert

~Alerts

Display Dt Type Description Name Program

02-17-2010 CMGMT RETURN 90 DAYS-YES DAY, DOTTIE |

02-17-2010 CMGMT PHYSICAL EXAM DAY, SUMMER CFS _ Close

4 | | History

Assigned Program
Alert

To close an Alert, follow these steps:

1. From the List Master Case Alerts/Work Task window, select the Alert(s).
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Alerts can be multi-selected by clicking each row.
2. Click the Close button.

A confirmation window will display.
3. Click Yes.

The Alert is removed from the list.

Note: Alerts Closed in this manner will be removed from your List Position Alert window.

It is possible that an Alert for an Assigned Program could be inadvertently closed by a
Worker before the Assigned Worker had an opportunity to work with the Alert. In that
instance, the Alert would remain on your List Position Alert window until you Clear the Alert.

Viewing Alert History (Change)

It is very important for assigned workers to close Alerts when they have completed the required
action associated to the Alert. Doing so will help to prepare the case to be moved to the Universal
Caseload in addition to making it easier to keep track of work that has and has not been completed on
the case.

Closed Alerts will display on the Alert History window.

The List Master Case Alert window displays both the Open and Closed Alerts )
for the associated Master Case. Viewing this information may be beneficial in History
helping the worker become familiar with the case and recent actions which have
taken place.

To view Alert History, follow these T e e -
steps: B [l
Master Case
. Number 1171 Name SUMMER DAY
1. From the List Master Case R —
Al'erts/Work Task wmdow, Status Due Date Display Dt Type  Description Name
click the HlStory button. K TG-042010. . WAKR  WORKER TEST DAY, SUMMER
cLs 08:032010  CMGMT ~PLACEMENT CHANGED DAY, SUMMER
. cLs 08-03-2010  CMGMT CASE ASSIGNED DAY, SUMMER
Note: An Alert does not OPN 08-032010 TODO CHANGE REPORTED DAY, SUMMER
cLs 08032010  CMGMT PLACEMENT CHANGED DAY, SUMMER
need to be selected to cLs 08-03-2010  CMGMT PLACEMENT CHANGED DAY, SUMMER
OPN 02172010  CMGMT RETURN 90 DAYS-YES DAY, DOTTIE
view Alert History. os UZA7200  PMGMT LEGALSTATUS CHANGED DAY, SUMMER
OPN 02172010  CMGMT PHYSICAL EXAM DAY, SUMMER
The List Master Case Alert
Window will display. - K
more+

Note: If a UC Worker Closed an
Assigned Worker’s Alert from the List Master Case Alerts/Work Tasks window, the Alert will
display on this window in Closed Status. This will occur even if the Assigned worker has not
Cleared the Alert from the List Position Alert window.
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Creating a New Alert (Change)

Alerts can be created from the List Master Case Alerts/Work Task window and the Detail Program
Case window. Alerts created from the Detail Program Case window will be directed to the worker
Assigned to that specific Program Case or to UC.

. |
If an Alert is created from the List Master Case Alerts/Work

Task window, a program will need to be selected. Only one Create New:
program can be selected in this process. If multiple workers need

& Alert
to be notified, separate Alerts (one for each program) will need to
be created. © Work Task
Example
oK Cancel

e If you are creating an Alert when there is an ADC and
SNAP case in UC, only one Alert needs to be created. Be sure to note in the description all
the programs involved.

e [fthereis a Service Coordinator on the AD Waiver case and the MED case is assigned to an
SSW, and both workers need to be notified, two alerts need to be created so it will display
for both workers.

To create a new Alert from the List Master Case Alerts/Work Task window, follow these steps:

1. Click the New icon.
The New Alert/Work Task window will display.

2. Select the Alert radio button.

Click OK.

4. Select the program case which needs to receive an Alert.
Note: Only one program case can be selected.

w

N-FOCUS - Select Program

Select the program case which needs to receive an alert. Only one program case can be selected.

Program  Assistance Case Name St StatBegDte Mode Program
AABD/MED BAR THE DOOR KATIE PE 04-01-2010 PROCESS 55681073
CcC BAR THE DOOR KATIE PE 07-01-2010 INTY 46289534
MEDICAID BAR THE DOOR KATIE PE 0401-2010 PROCESS 29031665
AABD/MED BAR THE DOOR KATIE DE 04-01-2010  ASSIGN 86213878
0K Cancel
5. Click OK.

The Detail Master Case Alert window will display.
6. Enter the Alert Description.
7. Click Save or Save and Close.

Waiver Staff Communication Alerts (No Change)

Waiver staff will continue to use Alerts to communicate on cases that are both Assigned and in the
Universal Caseload.
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Mode (New)

Each Program Case has a Mode designation. The Mode is determined based on whether the
Program Case is in an Assigned Caseload or the Universal Caseload and the lifecycle of the case. Mode
designation is an automated process, however, workers have the ability to override the selected Mode
or change Mode as necessary.

For cases not in the Universal Caseload, the Mode will be Assigned. The Assigned Mode indicates
the case is assigned to either an Office Default position or a specific worker.

UC Program Cases are designated with a Mode of Interviewing, Processing or Change Management.

Note: Only Supervisors and Lead Workers have the ability to change a case from Assigned to
Universal Caseload.

Program Cases Being Converted to Universal Caseload (New)

The following list indicates which Program Cases will be converted to the Universal Caseload:

Aid to Dependent Children/Medicaid (ADC/MED)
Assistance to Aged, Blind, Disabled/Medicaid (AABD/MED)
Child Care (CC)

Emergency Assistance (EA)

Supplemental Nutrition Assistance Program (SNAP)
Medical Assistance Only (MED)

Presumptive Eligibility Medicaid (PE)

Personal Assistance Services (PASS)

Retro Medical Assistance Only (RETRO MED)

Social Services Aged/Disabled (SSAD)

Social Services Children and Family (SSCF)
Transitional Medical Assistance — Grant (TMA-G)

Viewing Program Case Mode (New)

Mode designation can be viewed on the following windows:

Detail Master Case

Detail Program Case

Detail Master Case Assignments

Detail Program Case Assignments

Expert System Case Actions Main Window

Expert System Review/Recertification — Current Tab
Expert System Review/Recertification — Recertification Tab
Expert System Review/Recertification — Review Tab

Transferring UC Mode to Assigned Mode - Alert (New)

When a Program Case that was previously in a UC Mode is placed in an Assigned Mode, an alert will
be created informing the Assigned Worker of the transfer. The Alert will not be created if the person
transferring the case is the same person to whom the case is transferred.
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Tracking Functions (New)

Tracking functions within N-FOCUS are important to both the Universal Caseload and the Assigned
Caseload and will be available to be used by both.

The Tracking functions of Interview Tracking, Review Tracking, IRF Tracking, Verification Tracking,
and QRF Tracking provide a way for N-FOCUS to monitor actions and determine the need for some
Alerts for both Assigned and UC cases and Work Tasks for UC cases. Tracking monitors Interview
Scheduled and Held Dates, Review Application Due and Received Dates, Quarterly Report Form (QRF)
Sent and Received dates, Interim Report Form (IRF) Sent and Received dates and Verification Request
Due Dates. Documenting actions in the different Tracking areas will ensure the case will move through
the case lifecycle correctly.

Note: Itis extremely important to document information accurately in N-FOCUS. This will ensure
the case continues on the right track through the lifecycle of the case. If information is not
documented accurately, Tracking will not work as designed and could cause case errors.

Interview Tracking (Change)

Interview Tracking has been enhanced to create a row of Interview Tracking when the Interview
Appointment letter is created. Additionally, a Notice of Missed Interview (NOMI) will be created when
an Interview is not held by the Due Date. Workers will now enter the date that the interview is
scheduled to occur (Due Date). Once the Interview takes place the worker will enter the interview Held
Date and the Reason and Type like before. Program cases covered in Interview Tracking are AABD, ADC,
CC, EA (Emergency Assistance), SNAP, SSAD, SSCF and MED.

If an Interview Date is not recorded, the following will occur:

1. A Notice of Missed Interview (NOMI) will be created the night of the Interview Due Date and
sent the next day.

2. The Interview Type "Not Held’ will be posted on the associated Interview row when no Held
Date is posted by the 30" day of the Interview Create Date.

3. The Alert "Case Pending 30 Days — review for Denial’ will be created when the case(s) is
Pending and no Interview Held Date by the 30" day following the Application Received Date.

Document Interview Held on Initial Call (New)

If the Interviewer is successful in contacting the client on the first
telephone attempt, follow these steps to complete the Interview Tracking. Actors Goto Detal Heb

ASd Person to Master Case

1. From the Detail Master Case window, select Actions>Interview

Tracking.
The List Interview window will display. e st
2. Select the New icon. Lo —
An Interview Appointment Letter pop up window will display. Te Program to Aopicaton
Update Program Case Mode
| imervew Trading |
T Yradrg

Revew Recert Tradarg

Crecout Cane

Page
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\‘:}/ Do you want to create the Interview appointment letter?

Yesg Mo

X

3. Select No.
The Detail Interview Tracking window will display.
4. Enter the Date Held field.

The Due Date field will default P e Fee

to the same date. li-ﬁ | lM
Msates Cana I a7 Mamey AR MRS A
5. Select the interview Type from prre——
the drop down field. S kel ) T e 2
6. Select the Interview Reason —

from the drop down field. =

(Duplicate, Initial or —

Review/Recert) =

7. Select the Program Case(s) o

from the Add Programs to sl e

Interview section. — ——

Note: One or multiple e
Program Cases may be | L=q
selected.

8. Click the Add pushbutton.

The selected Program Case(s)  prerrrepem———— TE

will be moved to the Interview ===~

Detail section at the top of the ac@m - PTvR— 7] UT

Window, Interview Detail

Note:If changes need to be ™ | st Pl e B T

made to any of the data [ ndicator

OI" you WiSh tO View SNAP PE RIVERS SANDY Initial 5799066 m
History, select the ==
affected row and the ey |
corresponding Reason,

Remove or History button.
9. Click Save or Save and Close.
10. Narrate as appropriate.

Creating an Interview Appointment Letter (Change)

Creating an Interview Appointment letter will create an
instance of Interview tracking. The Interview Appointment letter
will no longer be created in Correspondence but will now be
created from the Interview Tracking list window.

To create an Interview Appointment Letter, follow these steps:

Page

N-FOCUS - Detail Master Case

File | Actions Goto Detal Help
Add Person to Master Case

Change Master Case Name
Household Status

Family Relationships
CHARTS Referral

Tie Program to Application

Update Program Case Mode

Interview Tracking
IRF Tracking
Review/Recert Tracking

Check-out Case
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From the Detail Master Case window, select Actions>Interview Tracking.
The List Interview window will display.

Select the New icon.

An Interview Appointment letter pop up window will display.

‘?I') Do o wank ko create the Interview appointment letter?

Yes Mo |

Select Yes.

The Select Worker Name pop up window will display.

Select a different name, if appropriate.

Click OK.

The Create Interview Appointment Letter window will display.
Select the Program Case row(s). ISy

Fle Actions Help

One or multiple rows may be Sl
selected. 40D
Program Case Name St StatBeg Date Program ID
Select the Sent to Person from
the drop down menu.
The options are Program Case Sentto Person
[soPHia GELATO -]
Name Persons and Case Interviews it Client socation
Representatives With a Notice {f':::i:::::r:l In " At Client's Telephone Number Received Date ’7“_"4_2"1“
Indicator Of Y. ) ] Date [09-29-2010 Time [02:00 PM Ti":jtnr:f -l La“’ﬁiu:‘::lw ~
Select the interview location. S
* ClientCallln the client will | gemgey pres e Sy I T
be instructed to call at the o
designated date and time to

09-24-2010 09:58:56

complete the interview.
(This is the default selection.)

e At Client’s Telephone Number — the client’s telephone number must be recorded on N-
FOCUS in order to select this option. This option indicates an Interviewer will call the
client.

e InPerson — an Interview Location window will display. You must enter the interview
location address on this window. Use the Enter key as a carriage return to format the
address as you would on a letter. This information will display in the Interview
Appointment letter.

Enter the designated Date, Time and Time Zone for the interview.

Note: Office policy will designate dates and times to schedule interviews.

. Change the Application Received Date, if appropriate.

e The most recent Application Received Date will default on most case to the Received
Date entered when the application was tied will default on Review applications. This
date can be changed.

. Select the appropriate Language.

English and Spanish options are available. If the Send To person’s written language is

indicated as Spanish in their person demographics the language will default to Spanish.

Page
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12. Enter Comments as appropriate.

Information entered in this field will display on the Interview Appointment letter.

13. Select Save and Close.
Note: The List Interview
window will display an

File Help

BIEE

N-FOCUS - List Interview

L /7]

Interview Tracking row
with the Interview Due
Date. If the Interview

Master Case ID 91
Interviews

Due Date

Name SOPHIA GELATO UPDATE

Date Held Held by  Type Created Date  Created by Updated Date

03292010

DSSZ952  09-24-2010

09-24-2010

Held Date is not entered
by the designated Due
Date, a Notice of Missed i

Interview (NOMI) will be
automatically generated.

Documenting the Interview Held after the Appointment Letter is Sent (New)

Once the interview is held, the Interviewer must update the Interview Tracking. Doing so will keep

the Notice of Missed Interview from being sent.

To document an Interview Held, complete
the following steps:

1. From the Detail Master Case window,
select Actions>Interview Tracking.
The List Interview window will
display.

2. Select the appropriate Interview row.
The Associated Programs section of
the window will display the related
Programs, Status and Case Name.

3. Select the Open icon or double click
on the row to open.
The Detail Interview Tracking window
will display.
4. Enter the Date Held field.
5. Select the interview Type from the
drop down list.
Note: Options available are Face-to-
Face, Not Held or Telephone.
The Not Held option cannot be
selected by a worker; this is
only set by N-FOCUS if the
interview has not taken place

B

Chwr Ciate Dte leld Hellby  Type Conuied Dot Corabed by Updiaied Qe
(eviaew  @erew DEaews  @easone

Hl )

Fams  DOPHW GILARD

2=

Anunsvisind Prog s
e B Case Mams Wi pArm P aias  PSagias i Paaad
ladwatan
AL M GELATO SO, 1arnIl
(7] A GILATG o T
wHan PL GELATG ] Fasirae
BL-PRE BRSNS
. e e
LN | E
Master Cane 1D Name  SOPVA GELATD
Ttvrview Detal
DseOxe joo 117010
Nogram 2 Cene Name
RMBONID L WAID S e KRN
A I GLATe Lo Iniial 1407
NP e LATO 0PN Iniial %8840
Add Frograma W bnterdew
Progrem B Cave Nane Pragram i Setes De

within 30 days of the Interview Create Date.
The Update Interview Reason pop up will display.
6. Select the Interview Reason from the drop down field. (Duplicate, Initial or Review/Recert)

7. Click OK.

The following pop-up message will display. Respond as appropriate.

Page
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N-FOCUS - Warning x|

NFO26Q1C - The selected Interview Reason will be attached to all Program cases in the top program list box. If a program case has a different Interview Reason, select that case and update the Reason.

8. Click Save or Save and Close.
9. Narrate as appropriate.

Automated Notice of Missed Interview-NOMI (New)

A Notice of Missed Interview (NOMI) will be created when no Interview Held Date is entered by the
Due Date. The letter will be automatically generated in batch by the system the night of the Due Date
and mailed the following work day.

Do not create a NOMI the day the interview was missed because another NOMI will be created in
batch that night and will also be mailed the following work day.

If an Interview Date is not recorded, the following will occur:

1. A Notice of Missed Interview (NOMI) will be created the night of the Interview Due Date and
sent the next day.

2. Interview Not Held Date will be entered on the Interview Tracking row if no Interview is
recorded as Held by the 30" day following the Interview Create Date.

3. The Alert "Case Pending 30 Days — Review for Denial’ will be created when the case(s) is
Pending and no Interview Held Date by the 30" day following the Application Received Date.

Creating the NOMI Manually (Change)

Creating a manual notice is for transition purposes only. Create a manual notice if the due date was
prior to the 11/14/2010 Release since the batch job will not pick those up. Otherwise, let the system
create the notice as it is designed to do.

If it is necessary to create the NOMI manually, follow the steps below:
J8i[=] K3

N-FOCUS - Detail Interview Tracking
File | Actions Help

1. On the Detail Master
Case window, select
Actions>Interview
Tracking.

2. Select the appropriate
row from the List
Interview window.

3. Click the Openicon.
The Detail Interview
Tracking window will
display.

E Create Notice of Missed Interview

Master Case ID g7

Interview Detail

Due Date  [08-12-2010 Date Held | Type -]
Program 8t Case Name Interview Reason Program Id Postponed

Indicator
SNAP PE RIVERS SANDY 5799066

Name SANDY RIVERS

UPDATE

Hid

4. Select Actions>Create Notice of Missed Interview.
The Notice of Missed Interview pop-up displays.
5. Select the correct person from the Sent To drop down.

Page
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6. Select the appropriate
Language option.

Bl N-FOCUS - Notice of Missed Interview

7. Click OK_' ) Sent To |GEORGIA GIRAFFE =]
The Notice of Missed
Interview will be created in Language |[ENGUSHIEN ~

batch that night and mailed
the following work day.

Review Tracking (NEW)

Review Due Date
As is currently, the Review Due Date will continue to be created and updated by the system or
worker in the Mainframe and the Expert System. N-FOCUS will continue to create the 1st review
due date when the initial budget is run. The worker will manually update the review due date either
in the Mainframe or in the Expert System with subsequent reviews.

Review Application Due Date
The Review Application Due Date will be automatically created when the “Expiration of Certification
Period or Eligibility Review Due’ notice, the "Medicaid Long Term Care Review’ form and the
“Children(s) Medical Review’ forms are mailed on the 20th day of the month prior to the
Certification Period ending or the Review being due. (These notices indicate to the client that they
should return the form or submit an application by the first of the following month).

The Review Application Due date will post as the 15th of the month the Review is due for all cases
except SNAP. This date is only entered by the system, workers cannot enter this date.

Review Application Received Date
The Review Application Received Date will be recorded in Review Tracking when the application
(paper or e-app) is TIED. The Review Application Received Date can only be updated by tying an
application and indicating that it is a Review application. Staff will not be able to record the Received

Date.

The Review/Recertification window has been changed to allow for a system of Review Tracking for
AABD, ADC, CC, EA (Emergency Assistance), MED, SSAD and SSCF program cases.

PO - (il Ml ided

1. From the Detail Master Case window, select ———

el Fprpr b Mt S

Actions>Review/Recert.
The Review/Recertification List window will display.

T i L ‘e
s sk

Fmy Faarorai g,

T LY PLU

T Pesgriem i Sopicaion

il F nly e [ ame M

Intmries Taderg
e Frmaorsg
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Recording the Review Application Received Date (Change)

The Review Application Received Date will be recorded in Review Tracking when the application
(paper or e-app) is TIED. The Review Application Received Date can only be updated by tying an
application and indicating that it is a Review application.

Note: Staff will not be able to record the Received Date. NFOCUS will do that automatically when
the app is tied.

5] N-FOCUS - Review/Recertification List EJF.ILI
File Detal Goto Help
Master Case ID 38 Name HEATHER HEART DATE
[ Program Case(s)
Case Name Program St ReviewDue  Application [| Review App )| Prog
Due Revd Dt
HEART JIM cC AC 12-31-2010 12-15-2010 12-02-2010 70;
HEART HEATHER MEDICAID AC 12-31-2010 12-15-2010 12-02-2010 r
HEART JIM AABD/MED CL 06-30-2010 56
HEART HEATHER ADC/MED CL 06-30-2010 67
« | i |
Case Name Program Review Due  Program ID
KIRK KUAMI SG 10-31-2011 15869275
Update Review Due
[ SNAP Program Case(s)
Case Name Program Program ID Certification Period
HEART HEATHER SNAP 11495696 05-01-2010 06-30-2011
09-15-2010 09:13:00
T

e Ascurrently, the Review Due Date will continue to be created and updated by the
system or worker in the Mainframe and the Expert System.

o NFOCUS will continue to create the 1st review due date when the initial budget
is ran. The worker will manually update the review due date either in the
Mainframe or in the Expert System with subsequent reviews.

e The Review Application Due Date will be automatically created when the ‘Expiration of
Certification Period or Eligibility Review Due’ notice, the ‘Medicaid Long Term Care
Review’ form and the ‘Children’s Medical Review’ forms are mailed on the 20th day of
the month prior to the Certification Period ending or the Review being due.

o These notices indicate to the client that they should return the form or submit
an application by the first of the following month.

e All program cases (except SNAP) that meet the conditions to receive these
notices/forms will have a Review Application Due date of the 15 of the month the
Review is due.

Page
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Viewing Review Application Due/Received Dates in the Mainframe and Expert (New)

This new functionality provides the ability to view The Review Application Due and Received Dates
in the following locations:

e Detail Master Case Window - Review/Recert Tracking

N-FOCUS - Review[Recertification List

=l E3
File Detal Goto Help

m

Master Case ID 355 Name DEBBIE DOUGLAS UPDATE
~Program Case(s]
Case Name Program St Review Due Application Review App Prog
Due Rovd Dt
DOUGLAS DEBBIE MEDICAID AC 12-31-2010 12-15-2010 87
DOUGLAS DEBBIE SSAD AC 12-31-2010 12-15-2010 [ili]
4| i

e Expert System Navigator Window - Review/Recert task

The Review/Recert task in the Expert System will now contain Review Tracking data that is also
collected in the Mainframe. The Review Application Due Date and the Review Application Received
Date will be updated in both the Mainframe and Expert System Review/Recertification tasks.

Review Application Not Received by the Due Date (New)

When no Review Application Received date is recorded by the Due Date, a batch program will run
the night of the Review Application Due Date (the 15" of the month) and create an Alert “No App Rcv.
A review application was due for <ADC, AABD, MED, CC, SSAD, SSCF> and has not been received.” This
Alert is meant to prompt the worker to review for case closure as no eligibility review has taken place.

SRS

Note: Assigned cases will continue to receive Alerts on the first of each month when the Review is

past due.

Page
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Updating Case Review Date (No Change)
There has been no change to this. When the Review is completed the worker will update the Review
Due Date in one of three locations:

e Detail Master Case window

e Expert System Navigator Window
e Budget Authorization window in Expert System for AABD, ADC and Medicaid program cases

View History of Review Actions (New)

Updating the Review Due Date to the next Review Date will move the current row to History.

I PRI
Note: Since cases are no longer going to |
be assigned. This will make is T e HERTHER HEATT HmoATE
easier to identify who took the
HEART HEATHER MEDICAID AC 12-31-2011 an
action and when. HEART AEATHER ADCMED.  CL b630.5010 o
4 ] il
1. Navigate to Review/Recertification List Gaoe Namo Program ___ Heview Duo _ Program 1D
KIRK KUAMI 5G 10-31-2011 15869275
window
. Update Review Due
2. Select the applicable row you want to —
VieW History FAHT HEATHER SN:F' 11!!;5555 05-01-2010 06-30-2011
3. Select Detail>History. 0152010 [oaiteiae

The Review History window displays.

N-FOCUS - Review History

Case Name HEART JIM

Program cC Program ID 70002024
Review Review Review App Application Review Due
Completed Dt Completed By Revd Dt Due

03-16-2011 D557913 12-02-2010 12-15-2010 12-31-2010
11-16-2010 DSSZ913 06-30-2010
07-28-2009 SYSTEM 07-28-2009

Page
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TMA QRF Tracking (Change)

QRF Tracking is available for both Universal Caseload and Assigned Medicaid cases with a
Transitional Medical Assistance begin date that is within the past year.

The QRF is created on the 15" of the month and is due the 10" of the following month. An instance of
QRF Tracking is created when the QRF is sent to the client. QRFs are sent as follows:

e Requesting income from months 1, 2 and 3 of TMA is reported on a QRF in month 4 to
determine eligibility for month 7 of TMA.

e Requesting income from months 4, 5 and 6 of TMA is reported on a QRF in month 7 to
determine eligibility for months 8, 9 and 10 of TMA.

e Requesting income from months 7, 8 and 9 of TMA is reported on a QRF in month 10 to
determine eligibility for months 11 and 12.

Creating QRF Tracking

Most instances of QRF Tracking will be created when the QRF is mailed by the system on the

15" day of the month. When the QRF is received by the agency, the QRF Received Date will be
recorded by a worker.

=eicl

Pregram Casc 1D 71417750 Name JESSE NOX Master Cane 1D 768
Current TMA Perlod
TMA Blegin Date OfF Perlod QRF Due O Hec’'d  Created date  Created by Upda

1001-2610 01012011 03-31-20101 04-10-2011 03152011 SYSTEM 04 0;
10012010 12010 12312000 orezon oro620mn 12952010 SYSTEM 0¥ie

Note: Workers who have been using QRFs to request income verification for other types of cases
should use Verification Tracking if the case is not in TMA.

Updating QRF Tracking (Change)

As the QRFs and supporting documentation are being received by the agency, the Received Date will
need to be recorded in the QRF Tracking window. This will prevent the QRF Due Alert from being
created.

8] N-FOCUS - Detail Program Case
File | Actons View Goto Detal Help

1 NovigatetotheDetail [ H [l oo W EE
Program Case window of [ (e 0 2 I o A 2 e 3
the associated Medicaid e UPDATE
case. B i iy , Gl (Rl ‘
Not Thi th Pr ;‘:;:i;s::’;st : ID 62930530 ‘ Case Detail ‘

ote: IS Case must have St atus Begin Date 09-01-2009

had a TMA beg|n date M: ;:'bh”"sl‘_’;-“ém : ode CHAMGE MANAGEMENT
Within the |ast year. P’ Adult Protective Services »

2. Select Actions>QRF CEET— O T % T Soneie
Tracking.

Page
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The QRF Tracking window will I orocais =urrnrecas

=lo0ix|
. Fle Goto Help
display. [T O [ P
UPDATE
3_ Select the a ppllcable QRF Due Program Case ID 71417750 Name JESSE NIX Master Case ID 768
| Current TMA Period
row TMA Begin Date QRF Period QRF Due QRF Rec'd  Created date  Created by Upda
: 10-01-2010 01-01-2011 03-31-2011 04-10-2011 03-15-2011 SYSTEM 04-03
4. Select Add/U pdate QRF Received 10-01-2010 10-01-2010  12-31-2010 01-10-2011 01-06-2011 12-15-2010 SYSTEM 0316
Date 2! I 5
' Add/Update QRF Received Date Delete QRF Received Date
| QRF Tracking
Begin Date QRF Period QRF Due QRF Rec'd Created date  Created by Upd:

‘Il!l—'l 5-2010 09:57:13

5. Enter QRF Received Date.
6. Select OK.

The QRF Rec’d Date will display in the S

QRF Rec’d column.
QRF Received Date

03-16-2011

Cancel

QRF Tracking History (New)

Each QRF tracking row with the same TMA begin date will remain in the Current TMA Period section

(2 N-FOCUS - OR

at the top of the window. FT—
[

Once a new TMA begin date is Program Case ID 63305615 Name PATRICK THARIS

7]

—1O] %]

UPDATE
Master Case ID 798

created in budgeting, the rows [ Curremt Thia Beriod

TMA Begin Date QRF Period QRF Due

QRF Rec'd Created date Created by Upda

attached to the former TMA begin date 04012010 04012010 05312010 12102010

11-24-2010 DSSZ900 11-24

will move to the QRF Tracking History

. . < | |
SeCtlon at the bOttom Of the wi ndow' AddfUpdate QRF Received Date Delete ORF Received Date
 QRF Tracking History
. TMA Begin Date ORF Period QRF Due ORFRec'd  Created date  Created by Upd:
Note: History rows cannot be 06012010 06-01-2010  08-31-2010 _ 11-252010 _ 05-152010 11242010 DS52900 112

updated or moved back to
the Current TMA period list
box.

Manually Creating QRF Tracking

A manual Quarterly Report Form (QRF) will no longer be created in Correspondence. Since most
instances of QRF will be creating automatically, creating a manual QRF is not expected to be used very

often. Should the need arise to manually create QRF, follow these steps:

If there is not a current instance of TMA, the worker will not be able to create a QRF.

Page
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1.

Navigate to the Detail Program

Case window of the associated

Medicaid case.

Note: The case must have

had a TMA begin date within

display.

3.

ONoOU A

File | Actions View Goto Detal Help

8] N-FOCUS - Detail Program Case

P [m] b3

Select Service

Reopen Program Case
Close Program Case:

E
Issue Replacement Medicaid Card

S Process Spend Down
2 Process Premium Due

Activate Program Case
Update Program Case Made

Update Child Suppart Assignment Administrative Roles | Case Plan |
the last year. P! cricren Famiy Services '
Pr 2:;”\\2 Corlr:t . : ID 62930530 Legal Action | Case Detail |
. . loyment Firs )
Se|eCt ACt|0n>QRF Tracklng. St change Program Persan Role atus Begin Date 09-01-2009 Population Served | IL Plan |
. R . Bl Publcinstiuition * lode CHANGE MANAGEMENT
The QRF Tracking window will Wemen i Cncsr " Consultation Point | Program Person |
ult Protective Services 3
P Select Closed Service
[ [ orwD Tracking k MMIS # Role St Begin End Status Rez
Select the New icon. M NAAR2NA7INE DADTICIDAN  AC No.n1-onna
N-FOCUS - QRF Tracking
File Goto Help
Program Case ID 50314979 Name OSCAR OZWALD Master Case ID 183
~Current TMA Period
TMA Begin Date QRF Period QRF Due QRF Rec'd Created date Created by Upda

Add{Update QRF Received Datel

Delete QRF Received Datel

The following message will display if you try to create a QRF for a Medicaid Program Case that is

not currently TMA.

N-FOCUS - Information x|

L3
\_12 NFOE4L1C - QRF tracking cannot be created as this case is not currently TMA.

Enter the QRF Begin and End Dates.

Enter the QRF Due Date.
Select the Sent To Person.

Enter Comments as necessary.

Click OK.

N-FOCUS - Create Quarterly Report Form Tracking

TMA Begin Date  03-01-2010

QRF Period [os-01-2010 o [11-30-2010

Due Date 12-10-2010

Sent To [oscarozwan 7]
Comments H

Page
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A QRF form will be created and sent

N-FOCUS - QRF Tracking =13
through batch processing and a QRF “ =
tracking row will be created on the QRF

. . Program Case ID. 50314979 Name OSCAR OZWALD Master Case ID 183
Tra Ckl n g win d Oow. C'lr‘m’;:nl;:;:;:::d QRF Period QRF Due QRF Rec'd  Created date  Created by Upda
03-01-2010 09-01-2010 11-30-2010 12-10-2010 11-14-2010 DSSZh06  11-14
| >

QRF Tracking History
TMA Begin Date QRF Period QRF Due QRF Rec'd Created date  Created by Upd

TMA/QRF Alerts (Change)

The following Alerts are created for QRF Tracking:

e When no QRF Received Date is entered by the 15" day of the QRF Due month, an Alert
will be posted on the 16™ of the month informing the worker to review for case closure.
e The TMA Alert will only be created in month 6 informing workers to run a budget for
month 7. It will no longer be run on month 11 of TMA. There won’t be an Alert in month
8 for months 4,5 & 6. (This is the same as before.)
e A Review Alert will be set at the end of the 12 month TMA period.
o Previously the Review Alert was being set incorrectly. At the end of 12 months
of TMA the Medicaid case will have a Review Due letter sent and the review will
be processed like any other review.

Verification Tracking (Change)

In November 2009, the new Verification Request/Tracking window was implemented. This allows
workers to create the Verification Request document and track receipt of the received verifications.

A Verification Due Alert will now only display the day following the Verification Due Date when the
instance of Verification Tracking Status is Open. Before this release the Alert displayed with the instance
of Verification Tracking was closed or open. If the instance of Verification Tracking is closed, the Alert
will no longer display. To prevent the Alert from being generated, workers need to update the
Verification Tracking for all received Verifications. Once all requested Verifications are documented
(checked off on the window) the instance of Verification Tracking will be Closed and no additional Alert
will be created based on the Verification Request.

SNAP Expedited Display on Detail Program Case (Change)

When the SNAP case is pending and has e =
been indicated as Expedited, the word

Expedited will display on the Detail Program Fﬂ:ﬁ ﬂgﬂlﬂ :@:!IQS—_] I__{—l_“,lgm fil@
Case window of the associated SNAP case. I (¥ [ 8 B P o PR B 1 72 B R o 3 P 1“‘1

Once the case is no longer pending Expedited Program Infocstien tdmiisestve Poles | |
: f Pregiam SNAP 10 51517982 J Cane Detal J
will no longer display. o G e
Master Cane I 1O Made ASSIGNLD
Program Case Persons =
Lot Flest N Da MMIS B Flole 5t Degh Ced States Her
B [T SZ57ISA0T0F PARTICIPAN PR 03012001 Prew Clone
S FONG ® PAINDOIPAN Ml onam Prev Oone
Sum GaNA AT X404 PVACIAN  PT a3 012011 Prev Closr
sum N Q2572544705 PARTICIPAN P 03012010 Prev Clese
Sum G SI57X544701 PARTIGIPAN  PE 23012010 Prev Clese
S ™ SI5754470) PARTIIPAN  PT 22012010 Prev (lﬂl{ ¥ I
a1 08
- 122018 e |
Fage




Automated change from SNAP Expedited to Not Expedited
The status of an Expedited SNAP case will change from Expedited to Not Expedited when the

following occurs:

e The SNAP case is in Pending Status with Expedited Indicator of Y.
e Interview Tracking must have an Interview Due Date which is later than the Application

Received Date.

e On the night of the 7th day from the Application Received Date the Expedited Indicator will
change to NO. (The count begins the day after the application received date counts as day. If
the 7th day falls on a weekend or state holiday, change the indicator the previous business day.)

e Anautomated Narrative will be created indicating that the case has been changed from

Expedited to Not Expedited.

SNAP Overpayment and the Case Representative (Change)

When creating an External Overpayment in the Mainframe part of N-FOCUS, persons who are listed
as case representatives in a SNAP case can be selected as the Responsible Person for the Overpayment.

Person Search Window (Change)

The Person Search criteria have been expanded to include the SSN Last Four Digits.

The City and State fields have also been added to
the Person section of this window. In order to use the
City and State fields as part of the criteria, the
following criteria must be followed:

e (City and State can only be entered if the
search is Exact Spelling

e If you enter City, you must enter State

e You can search for State without
including the City

e The Person’s Last name must be included
in the search criteria

Page
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N-FOCUS - Person Search

SSN

SSN Last Four Digits |

SSN Histor
I~ Search on 88N History,

“OR-

rLast Name Search Method —

Last [STONE

First |

& AN I Exact Spelling

;/;e/mw/ © Partial Name
ale  Sounds Like

Birth Date
City ILINCOLN I~ Search on Central Register/Registry
State [NEBRASKA - I” Search an Name History
-OR- -OR-
MMIS Cross Reference
Number ‘ ’V ke

“OR-

CFS Docket Number

’7 Court Docket Number Page Number

§ean:h| Clear |

Cancel | Help |

OCLS -
02-02:2011 | 13:1¢F




Person Demographics Data Window - Race Code (Change)

The option of "Other’ has been removed from

the selection list for the Race field. The options of (P“;H:'NHNE |
‘Declined’ and “Unknown’ have been added. This Marital Int Needed | o
change has been made in order to collect more e o ot N Uptate Pregnaney..
accurate Race information. & Unknown
Ethnicity |lN0NEl |
Multi selecting of in the Race field is allowed. e [ Emeicen Tndfan or Baska Native
(Select AL that apply) 'éf!.i'i or African American
|
Note: There will not be a conversion of U ]
Person’s whose Race is currently
indicated as "Other’. Please make Primary iiten Language [GNE) 3
. N . ), (If other than English]
corrections to this field as the Person’s PrimarySpoten Languoge. S
.. . (If other than English] -
Demographic information comes to your
attention. OK | Cancel Help |
Gathering Language and Interpreter Information (New)
The Case Name Language and N-FOCUS - Case Name Language and Interpreter Information
Interpreter Information window will Interpreter Nogded  © Yes & No
display when a Program Case Name is Primary Witton Languegs | M
created or changed, if the Interpreter o
8 k rimary Spoken Language I j
Needed (Y or N) information was not

previously recorded for the Case

Name Person.

Standardized Narrative (Change)

When the Subject area "Closed’ is selected, the Subheading section will be a list of common closing
reasons from which to choose.

When the Subheading ‘Living Arrangement’ is selected, a list of possible living arrangements will be
displayed.

Detail Narrative Window Icons Added (Change)

The E-App Application Summary icon and the Document Imaging icon have been added to the Detail
Narrative and the List Narrative windows.

N-FOCUS - Detail Narrative
File Actions Edit Goto Help

BEE] LiEbe

N-FOCUS - List Narrative =] E3

File View Actions Goto Help
ooooo
MENU

=) 2 5 3 [ 2
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Tie Application (Change)

Tie Application for Reopening Cases (Change)

When reopening an SSAD, SSCF or EA case in the Mainframe you will be able to tie the Tie Program

to Application window will display.

SDX Interface (Tip)

If the SDX Interface is not displayed, complete a SVES request and the information in the SDX

Interface will return.

Organizations Added as Person (Tip)

Please make sure that an Organization is not
added as a Person. Should this be entered in

error, please contact Production Support so it

can be corrected.

The screen print shown to the right is an
example of this error from N-FOCUS Production.

/7]
s
s it oA - -
INQUIRY
Person Name e———
First [BOYS AND GIRLS HOME
Telephone...
Middle
Address...
Last [BOYS AND GIRLS HOME
Address History...
Ext [NONE) - Person Involvements | ,,,,, )
Medicare Inquiry Person Yerification...
55N Sex o c
€ Female BRI = State Ward Details...
Birth Date ¢ Male

CHARTS Referral NCP.... )
Name History...

Person Number 7557559

Schgol Attendance... | T
Tribal.. MMIS History...

PIN Management

[10-21-2010  [10:31:02

I

Closing Service Provider (Tip)

Do not close a Service Provider on an Organization unless you are the Assigned Worker or have
spoken to the person who is the Assigned Worker and received agreement that the Service Provider

should be closed.

Correspondence

Notifying Clients of Universal Caseload (New)

Correspondence will be automatically sent to clients informing them when their case is transferred
to the Universal Caseload. It will also inform them that future contact should be made to the
ACCESSNebraska toll free telephone number and address provided

A new letter will automatically be sent when a case is changed from Assigned to UC Case Mode.

UC Mode for correspondence will be defined as a case in Interviewing, Processing, or Change
Management. This indicates there is neither a primary worker assignment nor a designated office. An
Assigned mode for correspondence indicates there is an Assigned Worker and Office.

Correspondence (Obsolete)

The Initial Appointment Letter and the Review/Recertification Letter will no longer be available.
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Assigned Correspondence (No Change)

Correspondence created for an Assigned Case will continue to use the traditional Return Address for
the Office of the assigned worker and the Standard Header (Case Number, Case Name, Contact -Worker
Name, Office Phone #, Office Fax #, Toll free # , Date of Notice and Mail Date).

Return Address of Assigned Worker Example:
Department of Health and Human Services
PO box 446
Ainsworth NE 69210

Standard Header Example:
Case Number — 00000018
Case name — Joe Smith
CONTACT - CHILLI P WILLIE
Phone Number - (402)387-2523
Toll Free Number - (402)374-3838
Date of Notice - MAY 24, 2002
Mail Date - MAY 24, 2002
Reprint Date - MAY 25, 2002

Universal Correspondence (Change)

Correspondence created for a case in the Universal Caseload will use ACCESSNebraska as the
Contact information. The telephone number will be the toll free VRU number, and the return Address will
be the appropriate ACCESSNebraska Document Imaging Center (ANDI) PO Boxes based on the zip
code of the Program Case Name recipient.

Return Address of Universal Caseload Example:
Department of Health and Human Services
PO Box 85801
Lincoln NE 68501-5801

Contact Information Example:
Case Number — 00000018
Case Name -- Joe Smith
CONTACT: ACCESSNebraska
Phone Number — (800)383-4278
FAX Number —) ANDI Hub Number
Date of Notice - MAY 24, 2002
Mail Date - MAY 24, 2002
Reprint Date - MAY 25, 2002

Claims Correspondence

N-FOCUS Billing Document (DHHS 5N)
The NFOCUS Provider Claim Form, DHHS-5N has been revised in the following manner:

e As a cost reduction measure, the instructions for completion of the 5N will no longer be
printed on the back of each page of this multi-page form. Rather, the instructions will be
available in English and Spanish on an instruction card, form FA-90-ES. This document may
be ordered from Central Storage in Lincoln and it will be available in the near future via the
public DHHS Claims Processing website.
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e The front of the DHHS-5N has been modified in that the “Owner Tax No.” field has been
eliminated from the form and replaced with the legal notice which was formerly on the back
of the DHHS-5N.

e Other fields were slightly modified insofar as size and location on the 5N.

e The ACCESSNebraska toll free phone number has been added at the bottom of this form.

To support Universal Caseload (UC) service delivery and to account for program cases no longer
assigned to a Primary Worker, the Office listed will be determined by the following criteria:

e For UC Eligible Program Cases (even if not yet converted to Universal Caseload): CC, EA,
SNAP, SSAD, SSCF and PASS
o The Office is determined from the Program Case Name’s zip code cross-referenced
to an Office that has been designated for Claim Review.

e For Non-UC Program Cases (remain assigned to a Primary Worker): EF, DD cases, Medicaid
waivers, CFS, IL, FW, JC, APS, Guardianship and Adoption cases
o The Office listed on the Billing Document is the Office of the Primary Worker for the
program case.

The new version of the DHHS-5N will be used once the current supply is used up, during the month
of November. Both versions of the 5N will continue to be accepted.
Public Claims Processing Website

The following information, on several other topics related to NFOCUS providers, has been added to
the public Claims Processing website http://www.dhhs.ne.gov/fis/ClaimsProcessing/ -

1. A series of questions and answers related to direct deposit and use of the US Bank’
ReliaCard’ Visa“ debit card.

e We strongly suggest that when local office or external partner staff receives inquires
about how direct deposit or the ReliaCard work, that the inquirer be referred to the
above mentioned website, or mail the inquirer an electronic or printed copy of the
Q&A. If local office or external partner staff is unable to answer the provider or
client question, then, direct client or provider to Kathi Tiede or Tom Ryan at Central
Office.

2. Access to the FA-100 and FA-84 forms. One of these forms must be used for NFOCUS
providers when they wish to use either direct deposit or the ReliaCard as their method for
receiving their provider payments. (In addition, if cash grant clients wish to receive their
payment by way of direct deposit or the ReliaCard, they are to use the FA-100.)

e The FA-100 will no longer be available through the DHHS Support Services website,
nor from Central Storage in Lincoln. Rather, it is to be downloaded or printed from
the Claims Processing website if needed.

3. There is a location on the website where providers or staff may check to see when

preprints were mailed out.
Example: if a provider receives a monthly, preprint, they may check it at the
approximate time the monthly is normally mailed rather than calling their RD
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staff or Central Office. (The website also has the option to receive an email
when this information is updated.)

Speednote (Change)

Speednotes have been separated into two options, Speednote — EA and Speednote — CFS.

e Speednote — EA (Economic Assistance) is available from Detail Master Case and Detail
Program Case.

e Speednote — CFS (Children & Family Services) is available from Detail Program Case, Detail
Allegation and Detail Organization & Home Details.

Both types of Speednotes can be printed locally or in batch. If the case from which the Speednote is
created is part of the Universal Caseload, the return address will display the ACCESSNebraska
address and phone. If the Program Case is assigned, the return address will reflect the Assigned
Workers information.

EF/SNAP Referral and Communication WP-1 (Changes)

N-FOCUS - EF/SNAP Referral and Communi

The following changes have been made YL

to the EF/SNAP Referral and Communication B
(WP-1): A etame First Name Birh Date
e References to the Food Stamp — AP
Program (FSP) have been Reterral Aeasonfol..
changed to SNAP. Sentto Work Program Contractor e
e The FAX Number has been
—
added to the window and the
correspondence. Phone FAx
e ACCESSNebraska has been Datefeferred [
added to the Referred By field. | Betrediy @ cenebrasks
Referring Office | S
Phone ’7

e The SNAP Referral and Communication is no longer

in use but the window has been changed to contain . (., iication Period | o |
the following: |
o Certification Period I & New Referral
o New Referral radio button C Resolve Disqualification
o Resolve and Disqualification radio button Must Comply By [
and Must Comply By date field E Bus Tidket
o Bus Ticket needs radio buttons ~ ves

' No

| Clear

Cancel
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e The Reason for Referral text box has been expanded to contain a maximum of 900
characters as compared to the previous 300 character maximum.

N-FOCUS - Reason for Referral
Reason for Referral

| E

El

| [Max. 900 characters]

Best time to contact the client or schedule an int

PP

OK | Clear | Cancel

EF Status Change Report Form - WP-3 (Changes)

The following changes have been made to the EF/FSP Status Change Report (WP3):
e The WP3 will no longer be used by SNAP for Employment and Training.
e The Sent to Worker Program Contractor and State Staff Person is now selected with a radio

button.
e The Sent By information =" ™ ‘

K™
is no longer requested. i

o Refertothe [easelnf
Master Case Name SANDY RIVERS MC# 97
Correspondence Pgm Case Name SANDY RIVERS SSN 200422323
Changes for
Universal [ Effectve [N
" York Program Contractor
Caseload to see Status Change..
£ State Staff Person
how the contact Employment...

information will

ADC Change...
be documented.

‘03—1 72010 JI]!]:S!H 3 ‘

Document Imaging

Search Options (Change)

The following changes have been made to
the Options section of the Document Imaging [P"""' 2 Come (I |
window: o e ——— |

5w - W m T o M WS

e Search Options Drop Down Field —
The available options are Week, 6
Months or Enter Dates. These
options are updatable. Anytime

~Category ~Option:

staff want to Change the option, B T —— ‘ Search Options: [6Months | Prev | Next|
they may do so. = o [ - T
ymay e 9| e e e

o Week CHILD CARE AND SOCIAL SERVICES BLOCK GRANT
CHILD SUPPORT

I~ Remove Out of HH Persons

L I Remove Discontinued Persons

Search I Clear | Cancel Help
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= The default option when navigating to the Search Image window from List
Master Case Alerts/Work Task window
= Week will reflect the most current 7 days in the From and To fields
o 6 Months
= The default option when navigating from all windows except the List Master
Case Alerts/Work Task window
o Enter Dates
= This option is selected when staff want to select a time period other an a
week or 6 Months
= The time period selected cannot exceed 180 days
e Prev and Next Buttons
o Only enabled when the Search Options drop down is Week or 6 Months
o Clicking these buttons will change the From and To fields to the Previous or Next
week or next 6 month period, based on the Search Options field
= The From date is always calculated
e The From date cannot be less than 11/01/2009
= The To date can be changed
e The time period selected cannot exceed 180 days
e The To date cannot be greater than the current date

Note: There have not been any changes to the Perm ID search criteria. If the Perm ID Category is
selected, From and To dates are not allowed. This search will return all Perm ID images.

List Image Window - Splitter Bars (Change)

When the splitter bars are moved on the List T
Image Window, the configuration will remain Mo 1 T e | | e v T Tame T e
once the window is closed and display in the P —

same configuration the next time the window is Eiﬁ - Indices

open. This has caused some viewing problems if
the splitter bar was moved off the viewable
screen. Because of this issue, the splitter bars will

05-10-2010 |1

D)
ADH
a0

BEE

now be limited as to how far they will be ableto [
be moved. o PO P
— > T
;
-

Scanned Document Alert

Iltems scanned for persons in ADC, AABD, CC, EA, SNAP, Med or SSAD cases will create alert # 361,
‘Mail Received’ for all categories except "Applications’ and "Unknown”. The text will be ‘Mail has been
scanned for persons in the Master Case. View by going to Document Imaging.’ Only one alert will be
created for each Master Case. It will cover all mail for any person in the Master Case, so the search for
imaged documents needs to include all members of the household. Workers who receive the alert will
need to notify any other workers who need to be aware of the mail. UC cases will receive an ‘Alerts
Exist’ Work Task when this alert is generated.
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Electronic Application

Electronic Application Being Handled by Application Managers

Electronic Applications will no longer be associated to the Lincoln, Omaha — 1101 South 42™ Street
Office, Crete, York, Seward, Papillion or Wahoo Local Offices. Electronic Applications for clients who
indicate they reside in Douglas, Sarpy, Lancaster, Saline, Saunders, Seward or York counties will be
handled by Application Managers in the two document Imaging Centers.

The E-App routing that will begin with the November release is as follows:

e E-Apps for clients living in Douglas and Sarpy Counties will be routed to the Omaha
Document Imaging Center

e E-Apps for clients living in Lancaster, Saunders, Saline, York and Seward Counties will be
routed to the Lincoln Document Imaging Center

Electronic Applications received from counties not listed above will continue to go to the designated
office until the office is converted to the Universal Caseload.

Expenses No Longer Used to Determine Expedited SNAP (Change)

Due to recent SNAP policy changes, the following expenses will no longer be used when determining
whether or not the case is expedited:

e Other Shelter Expenses,

e Condominium/Association Fees,

e Property taxes on home (if not included in mortgage)
e Homeowners insurance (if not included in mortgage)

Citizenship - Selecting the State Where the Person was Born (Change)

When it is indicated that a person is a US Citizen, they are asked to provide the State of birth. Rather
than have a single text box option available for all people listed on the E-App, there will be a selection
field available for each person whom the applicant indicates is a US Citizen.

US Citizens born outside of the United States will be able to make a selection of "Outside US’.

Race Code Options (Change)

New race codes for Declined and Unknown were added to replace the option of Other. Within N-
FOCUS, this information is viewed in the Person Detail, Person Demographics Data window.
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Expert System

Review Tracking

Viewing the Application Received Date in Expert System (Change)

The Review/Recert Task in the Expert System will contain Review Tracking data that is also collected
in the Mainframe. The Review Application Due Date and the Review Application Received Date will be

updated in both the Mainframe and Expert
System Review/Recertification tasks by the
system. These dates are not updated by
workers.

Note: Refer to the General Interest and
Mainframe Topics section of this
document to see how to view the
Application Received Date in the
Mainframe.

Updating Case Review Date (Change)

T
Program Case(s): Review Due By:
Review App
Last Name First Name Program Program ID  Review Due App Due Rcvd Date gg’g;'ig:g
DOUGLAS DEEBIE MEDICAID 87939355 12-31-2010 12-15-2010 10-31-2010
11-30-2010
12-31-2010
01-31-2011
02-28-2011
03-31-2011
04-30-2011
05-31-2011
06-30-2011
07-31-2011
08-31-2011
09-30-2011
10-31-2011
Cancel Help

When the Review is completed the worker updates the Review Due Date in the Expert System at the

following locations:

Update Case Review

e Review Recertification in Program Casels]: — Review Due By:
EVIEw
the Expert System or Last Name First Mame Program Program ID  Review Due App Due Rovd Dal::p 08-31-2010
DOUGLAS DEBBIE MEDICAID 87939355 12-31-2010 12-15-2010 ?g:g?igg:g
e Budget Authorization in 11-30-2010
12-31-2010
01-31-2011
the Expert System for 02382011
. N 03-31-2011
ADC, AABD or Medicaid 04-30-2011
05-31-2011
cases or 06-30-2011
07-31-2011
. ope . . 08-31-2011
e Review Recertification in 09.30-2011
. 10-31-2011
the Mainframe
| Cancel ‘ Help

When the Review Due Date is entered the system will mark the row of Review Tracking as
Completed and move the row to History. The actions can be tracked in History from the Detail Interview

Training window.

Tie Application (Fix)

When N-FOCUS detected an application
with the same Received Date, Form Type
and Application Name during the Tie
Application process from the
Review/Recertification tab, the Tie
Application pop up selection would need to
be selected for each Program Case that was
selected. This has been fixed. You no longer
need to click OK multiple times on this
window.

Tie Application x|

MN-FOCUS has detected an application with the same
Received Date, Form Type and Application Name.

Select one of the following:

" Tie this program case to the existing application.

" Tie this program case to a different application.

0K Cancel Help
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Running Budget for a Child Care Case (Tip)

If there is an active Child Care Program Case, run the budget even if there are no current service
authorizations. Running the budget may impact the family fee or category.
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