N-FOCUS Major Release
Economic Assistance
July 10, 2011

A Major Release of the N-FOCUS system is being implemented on July 10, 2011. This document
provides information explaining new functionality, enhancements and problem resolutions made
effective with this release. This document is divided into four main sections:

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

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

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

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

SSN Randomization (New)

Effective June 25, 2011, the Social Security Administration will begin SSN Randomization for new
Social Security card applicants. This change will eliminate the geographical significance of the first three
digits of the SSN. Prior to this change, all SSNs were assigned to individuals based on their state of
residence at the time of application, Nebraska SSNs all began with the number 5. With randomization,
the first three numbers will no longer hold any geographical significance.

Randomization will also introduce previously unassigned numbers excluding the numbers 000, 666
and 900 —999.

If you would like further information regarding this change, please refer to the following web site:

http://www.ssa.gov/employer/randomizationfags.html#what

Mandatory Electronic Payments for Medicaid (New)

With the July 10, 2011 release, a new Payment Method of ‘Warrant’ was added as a Payment
Method. This is the first step in requiring that all providers be paid electronically. When a Payment
Method of Warrant is selected, a Warrant Reason is required to be selected before the user can save the

information. L e E— | | |

Filw Befion Detadl  Hep
Only those individuals with HE BlIE

security to add Direct Deposit as a Organization S

Payment Method will have security e N R i

to add a Payment Method of PrymotMathod  IRNERRIINN =] | pnmetvos [ =]

Warrant. A Payment Method of G W i | -

Warrant is only authorized to be 3 il i e Begh Dite 96282911

used with the approval of Financial sl el

Services Division. At present, only Bank Name [

vendor payments for Medicaid- Pousng Mumber [ fccountBumber

related programs are subject to fcount Mo |

mandatory electronic payment but scmmType [ | AcowiClassificten [ 0 ]

it is expected that this requirement LapCymant Dase

will gradually be applied to all Created by Last Modified by —

providers. Eventually, this will also L LRt DA

. D&E-ZB-FH11 LR
apply to client payments.

When a Warrant Payment Method is created, it overrides any electronic payment method for the
provider until such time as the Warrant Payment Method is closed.

Effective July 10, 2011, payments for Medicaid related services such as PASS and Waiver claims will
be held until an electronic payment method is established on N-FOCUS.

Payee Payment Method change

Payments will now be made to a State debit card (Reliacard) that is in Request status. The client will
need to activate the card to access the funds.
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Program Case Status Tracking (New)

Changes made to a Program Case and Program Case Person Involvement can now be tracked on N-
FOCUS. To view this information from the Detail Master Case window or the Detail Program Case
window, highlight a Master Case Person or a Program Case and then select Detail>Program Case Status

History or Case Person Status History.

N-FOCUS - Detail Master Case

File Actions Goto | Detail Help

Case Person
Program Case
Mass Change

Master Case Program Case Mode History

Mame | Master Case Mode

Number :

Program Case Status History
Case Person Status History

Master Case F‘J

Program Case Status History Window (New)

This is an inquiry only window.
The information displayed shows

N-FOCUS - Detail Program Case

File Actions View Goto | Detal Help

Administrative Roles

E, Case Detail

Program Person
2=
o] =%
s

S5

——  (Case History
Person History
Mode History

Program Informatior

Program SSAD
Status Active k

Master Case ID 23 Program Case Status History
Case Person Status History

[E] n-Focus - Program Case Status History

who created the Program Case, made

Master Case 23

Master Case Name IRENE M PLAN |

Program Cases

changes to the Program Case and
when the changes were made.

Program

Assistance

Case Name Mode 5t Stal Beg Program Id

EA
APS

Select a row from the Program R ks
Cases group box to display
information in the Program Case

DISREGARD INC_PLAN

DISREGARD INC PLAN IRA

PLAN DA
EVERRETT

PROCESS PE 07-23-2010
ASSIGN _ AC_02-01-2011

56235113
67775175

BEEB2915
BE624567

ASSIGN  AC 0201-2011

PLAN IRENE ASSIGN  AC 08-01-2010

Status History group box.

ﬁﬂnlﬂlll Case S@aus H‘Iahry

Effective Effective
Status Status Reason Begin Date End Date Action Date  Action Time  Action Update By
AC PREV DENIED 07-27-2010 06-242011  12:33:03 DS5Z948
06-29-2011 11:43:26
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Case Person Status History Window (New)

This is an inquiry only window. The information displays information regarding the status history of
a selected person.

Select a row from the Program Cases group box to display information in the Case Person Status and
Role History group box.

H-FOCUS - Case Person Status History _ o] x]
File Help
7] EE]
Master Case 23
Person
Name ERNEST PLAN Number 25073900

Program Cases
Program Assistance Case Name Mode St StatBeg Dte Program Id

CFs COURT PLAN IRENE ASSIGN  AC 09-01-2010 65624567

Case Person Status and Role History

Effective Effective End Action
Role Status Status Reason Begin Date Date Action Date  Action Time Updated By
PA AC 06-24-2011 06-24-2011  12:33:42 DS5Z7948
PA  PE 06-24-2011 06-24-2011  12:33:31 DS5Z7948
06-29-2011 11:52:40

Department of Motor Vehicle Interface (New)

The Department of Motor Vehicles (DMV) shares information with Health and Human Services
regarding driver and motor vehicle licenses for all individuals in the State of Nebraska. Previously, this
information was accessed through the C1 program in the old Legacy system. With this release, this
information will now be accessible through N-FOCUS Interfaces on the Main Menu.

Workers who have access to DMV information via C1 and have signed the DMV Appropriate Use and
Disclosure Certification will be added to the security group that will enable the DMV icon on the
Interfaces Menu.

Several current workers have been identified as not having signed the DMV Appropriate Use and
Disclosure Certification. Those workers will not be given access to the DMV information through
N-FOCUS and they could eventually lose their C1 access. Access to DMV records through C1 will remain
active for all current workers until November 2011. In November 2011 the C-1 DMV access will be
terminated for N-FOCUS users and their only access to DMV will be via N-FOCUS.

If you do not have access to the DMV icon on the Interfaces Menu and you currently have C1 access,
or if you require DMV access and currently do not have this access, you will need to go to the following

web site to complete the DMV Appropriate Use and Disclosure Certification.

http://www?2.dhhs.ne.gov/operations/ist2/sat/index.htm
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The DMV Appropriate Use and Disclosure Certification can also be reached by taking the following
steps from the Intranet:

Select "Resources’ located on the listing on the right side of the
DHHS Employee Intranet page.

The Employee Resource page opens.
Select “Security Awareness Training’.

The Information Technology Security Awareness Training Page
opens.

Select #5 Department of Motor Vehicles (DMV) Appropriate
Use and Disclosure

The DMV Appropriate Use and Disclosure page opens to be
read.

ALERTS

PREPAREDNESS

RESOURCES

STAFF VIDEOS

DHHS Budget
2012-3013

CHARTS

Appropriate Use

and Disclosure

Awareness Traininc

Read the DMV Appropriate Use and Disclosure

Click the Agree pushbutton at the end to indicate you have completed and read the

information on the page.

You must click on the | AGREE button
to acknowledge your
Certification of Understanding.

By clicking the | AGREE button you verify that you
have read and agree to comply with the provision
defined in the material.

Once you have completed the DMV Appropriate Use and Disclosure Certification, contact your
Security Administrator and request that you be granted access to the DMV Interface.

Accessing DMV Information on N-FOCUS (New)

An online demonstration that addresses how to use this Interface is available on N-FOCUS On-line
Demonstrations.

To access information from the DMV Interface, follow these steps:

1.

From the Main Menu, click the Interfaces icon

The Interfaces Menu will display.

Click the DMV icon.

The Search Driver License/Vehicle window will display.
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Note: You can search for both Driver License information and Vehicle information from this

window.

0 Search Type Driver
License and
Vehicle Radio
Buttons - Select
the radio button
that corresponds
to the information
for which you are
searching.

0 Person—This
search criterion is
available when
searching for
either a Driver

N-FOCUS - Search Driver License [Vehicle

Search Type

" VYehicle

Person

Last Name |

First Name |

Birth Date

Gender
« All

 Female

" Male

-0R-

Business

Name

-0OR-

Driver License Number

-0R-

¥Yehicle Identification Number [VIN] -0R-| Plate Number

==

Cancel

b |

License or a Vehicle. Enter the Name of the person for whom you are searching and click

the Search button.

= Note: Itis best to enter just a few characters of the Last name field for your

search criteria and then scroll through the list. Every character and space is

specific to locating a file; therefore, entering specific Person information can

cause you to miss finding the data you are seeking if it was originally entered

differently. Additionally, if you enter a few characters in the Last Name field and

some in the First Name field, the DMV database will string them together.

* Example: L
Name =JOH
First Name =,
DMV will search for JOH)J
= Because of the way the DMV database works, the Birth Date field should not be
used in your search criteria. If it is populated because you accessed the Interface

from Person Detail, this does not have to be cleared, although it is

recommended that you clear the fields for better results.

0 Business — The Business search is only available when searching for Vehicle information.

If you search by Business, enter the first few characters of the business name and click

Search to scroll through the list provided. This field works similarly to the Person search

field discussed above.

0 Driver License Number — This option is only available when searching for a Driver

License. All Driver License Numbers are 9 characters. Make sure you have 9 characters

before selecting the Search button or this will result in '"No March Found’.

0 Vehicle Identification Number (VIN) or Plate Number — These search criterions are only

available when searching for a Vehicle.
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3. After you enter the search criterion, click Search.

4. Either the List Driver License or List Vehicle Information window will display.

a. Which list window displays is based on the Search Type selected.

i. Driver License
ii. Vehicle

5. Select the appropriate row from list and click the Open icon.
a. You could double click the appropriate row instead of using the Open icon.
6. The Detail window will display with information obtained from the DMV database.

a. Detail Driver License
b. Detail Vehicle Information

Detail Driver License Window (New)

N-FOCUS - Detail Driver License

This window provides
information regarding a driver

Flle Detal Help

[T

ang
MENLI

who has or has had a Nebraska

License Information

Driver License.
poB  08-09-1991

Physical Address

200 2ND STREET
OMAHA A2012 NE 64444
County DOUGLAS

License Information — This
section indicates general
information regarding the

Name SCHUETH-CADDIDLEHOPPER,JAMES,TI

DLN AZ0000113
Issued County DOUGLAS

Issued Dt 01-01-1999
Status

Class CDL-A

Exp Dt 08-09-2005
CDL Status

EXPIRED

EXPIRED

Demographics

Other Address

AKA

Endorse/Restrict

NE Use Commercial

SPEEDING 16-35% MPH COUNTY{STATE
NO OCCUPANT PROTECTION SYSTEM

Convictions{Administrative Adjudi
license holder and the status of Citation D1 Judgemnt Dt Offense
01-11-2000 01-21-2000
the licenses held. 11-10-1999  12-03-1999
11-10-1999 12-03-1999 NO HEADLIGHT

b A A
T 7 IE
v v -

AdministrativefWithdrawals
Reason

Date YWithdrawn Date Eligible Date Reinstated State

LICENSE CANCELLED BY DMY 02-16-2000 05-01-2009 01-01-1111 NE il
REVOKED POINTS-6 MONTHS 05-20-1999 11-20-1999 08-20-2000 NE
CHANGE STATE OF RECORD SURRENDER  03-04-1997 01-01-1111 09-14-1997 NE |
Permits
Permit Type Classification County Issued Dt Exp Dt MLx
BUS SCHOOL BUS DRIVERS PERMI DOUGLAS 05-20-2002  05-20-2003 =
LPC COMMERCIAL LEARNERS PER BUFFALO 01-01-2001  04-20-2001 >

Convictions/Administrative Adjudications — This section indicates any convictions or administrative
adjudications for offenses that have been charged to the license holder.

Click the Max button to view this area as a full screen.

Administrative/Withdrawals — This section indicates if the license has been withdrawn along with
the reason and dates for the withdrawal.

Click the Max button to view this window as a full screen.

Permits — This section indicates any permits the license holder may currently have or has had in the
past. To view any Endorsements or Restrictions that have been placed on the Permit, select the permit
to activate the Endorse/Restrict button.

Click the Max button to view this area as a full screen. Endorsements and Restrictions can also be
viewed from the Maximized window.

Page 9



Demographics, Other Address, AKA and Endorse/Restrict Buttons — Click each button to learn more
about the license holder. When each button is clicked, a new screen will display. Click the OK button on
the new window, to return to the Detail Driver License window.

Demographics Button Provides general information regarding the license holder.

Other Address Button Provides the license holders Mailing and Most Recent address. The Mailing
Address is the address provided by the person when they received their
License. The Most Recent Address will be different if the license holder
provided a different address to an officer at some point after the License
was initially issued.

AKA button This window displays other licenses this person would have had under
another name or if they had to surrender a license for name change or
change in state of residence.

Endorse/Restrict Any Endorsements for Restrictions to the Driver License will display

Detail Vehicle Information Window (New)

This window provides
information regarding a
registered vehicle and its

N-FOCUS - Detail Vehicle Information

File Detal Help

Vehicle Information

ownership.

Vehicle Information —
Information regarding the
vehicle is indicated in this
section.

¥in 3D7KUZ8D03G790163
Year 2003 Make DODGE

Type TRUCK
Model RAM TRUCK 2500 QUADST/SL

Color SIL GHN

Style CREW PICKUP

Title Information
Number 11125411002

County POLK
Name PUBLIC.JOHN,Q

Address 123 MAIN STREET
OSCEOLA NE 68651

Date Acquired 04-09-2011

Type REGULAR

Issued Date  05-05-2011
Odometer 8240

i Owners

Registration Information

Title Information — This

. . . . Plate Number Date Issued Exp Dt County Type Series
section prowdes information 21889 05-05-2011 04012012  POLK ™ 1N s |
. Max
regarding the person or
business that is indicated on Trsurance Filings
Paolicy Numb | Company Exp Dt County

_atcy ames |

the Title. Click the Owners
button to see the name(s) of
the vehicle owner(s).

0123312109 AMERICAN FAMILY MUT INS CO 07-27-2012  POLK

Registration Information — This section contains specific registration information such as Plate
Number and County. Click the Max button to enlarge this field.

Insurance Filings — This section provides information regarding the insurance policy for the vehicle.

Click the Max button to enlarge this field. Select the Insurance row to activate the Policy Names
button in order to see the Policy Owner’s Pop-up.
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Verification Tracking (Change)

The Verification Request/Tracking windows have extensive changes. Persons and Programs will now
be attached to Verification items when creating the Verification Request Letter.

The following EA programs are covered by the Verification Request tracking:

* AABD * SSAD
e ADC * SSCF
« CC e EA

* MED

* SNAP

Creating a Verification Request Tracking (Change)

To create a new Verification Request, follow these steps:

1. From the Detail Master Case Window, click the Verification Request Tracking E
icon.
a. Ifaprevious Verification Request exists, the List Verifications Request Tracking
window will display.
i. Click the New icon to create a New instance of Verification Request Tracking
b. If a previous instance of Verification Tracking does not exist, the Detail Verification
Request Tracking window will display.

N-FOCUS - Detail Verification Request Tracking
File Actons Goto Help

[=] (w7

Master Case Tracking
Name BECKY BEATTY Number & Status Y
Sent to ‘ J Due Date [p7z25:2011|

Language |ENGLISH i

Verification Request
Add

Received Verification Type(s]

Record Date  Comments...

Note: The Sent To person cannot be selected until after Items, Persons and Programs are
selected.
2. Click the Add/Update Checklist pushbutton
The Add Person, Verification Type(s), Program(s) window displays
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3. Select the Person, Verification types, Programs and Comments as appropriate.

a.

Select Person
requiri ng Person Birth Date Person Number
.o . Select Person requiring
_ BUD BEATTY 01-01-2005 19619961 i
Verifications — Each BRAD BEATTY 09152006 11247448 Verification(s)
Verification item Coteaory
ALL> 1]
must have a person Select_verification[s]
[ ) US PASSPORT |
and at least one CERATIFICATE OF NATURALIZATION [N-550 OR N-570

] AMERICAN INDIAN CARD (I-872)
] NATIVE AMERICAN TRIBAL DOCUMENT

[
rogram case [
prog [ ) CERTIFICATE OF DEGREE OF INDIAN BLOOD OR OTHER US AMERICAN INDIANIALASKA Ni
[ ] CENSUS RECORDS (FEDERAL, STATE]
1

attached to it. Only (g * e eewsie o
one person can be P [s] Program Case Name St Program ID p— o~
elect Program(s) tha

i SSAD BECKY BEATTY CL 16437118  require the selected
selected at a time, Verification(s)

however, multiple I—H
Comments Add { Next Selection

Verlflcatlon Items Comments that are entered in this section will display on the Notice that will be generated)
and programs can be
attached to one
Cancel
person.

Category — A listing of the various categories of verifications may be selected from
the drop down list. Selecting a category will narrow the list of verification types for
selection.

Verification(s) — All Verification types display for selection unless a category has
been selected from the above Category field, then only the items within the
selected category will display.

Select Programs that require the selected Verifications — Select the Programs that
require the selected Verification items for the selected Person. This field displays
the program cases in the Master Case in which the person selected has a role.

Note: Emergency Assistance is an available option for Energy Assistance
applications.

Add/Next Selection Pushbutton — Click this button to save the items selected in the

above fields. The window will be refreshed so you can add the next item(s).

Comments — Enter comments as needed. Additional comments can be added at any

time during the process. Comments entered can be Spell Checked by clicking the

Spell Check icon.

4. Click the Add/Next Selection pushbutton.
The selected items are saved and the OK pushbutton becomes active. You can now do one
of the following:
1. Add additional Verification Type Requests for other people listed in the Select

person Requiring Verifications section

2. Once all of the Verification Types have been requested, click OK to proceed.
5. Click OK.
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The Summary of Selected Verification Type(s) window will display. This window indicates all
of the items you selected for each Person and the related Programs. From this window, you

can make corrections
to the selected
information.

N-FOCUS - Summary of Selected Verification Type(s)

File Actions Help

Master Case

We will cover the
steps for Deleting
Verification Types,

Removing Persons U5 PUBLIG BINTE HEeLs
and Removing i b
Programs in later ¢
sections. For the ( )  Emcky mEATTY
following steps, we
will consider the
requested
information as g |

correct. |

EA,

Name BECKY BEATTY Number &
Summary of Yerification Types(s]
Werification Types(s)
Received Person Program(s)
CERTIFICATE OF CITIZENSHIP (N-560 OR N-561)
BECKY BEATTY EA
(] BRAD BEATTY EA
BUD BEATTY MEDICATD
PAYSTUBS (SEE COMMENTS BELOW FOR DETAILS)
BECKY BEATTY EA

PROOF OF OWNERSHIP FOR ALL MOTOR VEHICLES (TITLE, REGISTRATION, LOAN BALANCE)

SSAD

6. Click the Close icon.
The Detail Verification Request Tracking window will display.

a. The Verification Types requested are now indicated in the Verification Request field

b. Notice that the
Verification File Actons Goto Help

Summary

N-FOCUS - Detail Verification Request Tracking

A .
L] s

el )
o
i HENU

button is now MNZSn:Ee’ ti;;;w BEATTY Number & ;;f:;'"g ADD
available on
this window. HiE =] | DueDate [orzeant
Selecting this Langusge [ENGUISH -]
Verification Request
button will aa

Received Verification Type(s]

return you to

[ 1 CERTIFICATE OF CITIZENSHIP [N-560 OR N-561)
the Summary [ ] USPUBLIC BIRTH RECORD

[ 1 PAYSTUBS [SEE COMMENTS BELOW FOR DETAILS)
Selected [ ] PROOF OF OWNERSHIP FOR ALL MOTOR VEHICLES [TITLE, REGISTRATION, LOAN BALANCE]
Verification
Type(s)
Window

< | 2
C. Th e Ad d Record Date  Comments...

button |s ‘ 07-15-2011 Comments that are entered in this sectio

enabled so you :

can add additional Verification types or to add/edit Comments
7. Select the person to whom you wish to send the Verification Request letter.
Persons with Administrative Roles or Program Case Name and Case Representative will be

listed, based on the selected Programs
8. Change the due date and Language if appropriate.

An alert will be created the night of the Due Date if the Verification Request is in Open
status at that time. Do not change the DUE Date to any date before July 20, 2011 as no
Alert will be created. Alerts due July 20, 2011 or later will be created the night the
Verifications are due if the Verification Request is still in Open status.
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9. Click Save and Close
The Print Options window will display.
10. Select the appropriate Print Option and click OK.
The Select Worker Name window will display
a. Universal Caseload
i. The worker information on the correspondence will direct the client to contact
the Customer Service Call Center
b. Assigned Case
i. If you want a different person’s name to display on the letter, use the out select
arrow to select the person
11. Click OK.
The List Verification Request Tracking window will display with the newly created

Verification Request listed in Open status and the Corr Status is Sent.
N-FOCUS - List Verification Request Tracking

File Actions View Goto Help

B/~ [l

Master Case
Name BECKY BEATTY Mumber b
Create Date  SentTo Due Date Tracking Tracking Created By Corr Status
Status Status Date
£.07-15-2011 BECKY BEATTY 07-25-2011 OPEN 07152011 DSG7a62 SENT i
04-21-2011 BECKY BEATTY 05-01-2011 CLOSED 05-01-2011 DSS5Z910 RESENT

12. Click the Close icon

NOTE: Verification types from all categories are mandatory to be received except Expense
verifications. Clients will see the following comment on the Verification Request
letter regarding Expense Verifications:

“** Expenses are not required to be provided in order to determine eligibility. If
you provide proof of the requested Expenses (example Child Care, Health Insurance
Premium), the amount of the benefits you are eligible to receive may increase

Making Corrections to a Verification Request Prior to Printing (Change)

The following steps can only be performed when you are in the Add Mode. Once the Verification
Request Notice has been sent, these correction options are no longer available.
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Steps to Delete Verification Type (New)

1. Select the line indicating
the Verification Type
that is to be deleted.
The Delete Verification
Type pushbutton
becomes active.

2. Click the Delete
Verification Type
pushbutton.

A confirmation window
will display.

3. Click Yes

4., The selected item will be
removed from the list.

Steps to Remove Person(s) (New)

1. Selectthe line
indicating the
Person that is to be

N-FOCUS - Summary of Selected Verification Type(s) _ o] =

File Actions Help
[T

’—Master Case ‘

Name BECKY BEATTY Number 6
- Summary of Yerification Types(s]
Verification Types(s)
Received Person Program (s)
CERTIFICATE OF CITIZENSHIP (N-560 OR N-561)
) BECKY BEATTY EA
US PUBLIC BIRTH RECORD
«C BRAD BEATTY A
« BUD BEATTY MEDICAID
PAYSTUBS (SEE COMMENTS BELOW FOR DETAILS)
) BECRY BEATTY EA
CHILD SUPPORT, ALTMONY, VOLUNTARY CONTRIBUTIONS
) BECRY BEATTY EA, SSAD
MOST RECENT BANK STATEMENTS (CHECKING, SAVINGS, CREDIT UNION) FOR ALL HOUSEHOLD MEMBERS

{ ) BECEY BEATTY EA

( ) BECKY BEATTY EA

4] |

Delete Verification Type Remove Person(s] Remove Program(s] |

=1

|

File Actions Help

[T

Master Case

removed. ’7Name BECKY BEATTY Number 6 ‘
The Remove ~Summary of Yerification Types(s)

Person(s) e S
pushbutton CERTIFICATE ?F CITlIié]éﬁiﬂlI;;A':‘:;EED OR N-561) N

becomes active.

US PUBLIC BIRTH RECORD

. [ BUD BEATTY MEDICAID

2. Click the Remove

Person(s) The selected person(s) will be removed. If they are the last person for the verification type, the verification type is also deleted. Do you want to continue?

pushbutton Yes o

A confirmation

window will display.
3. Click Yes

o | N

4. The selected Person

W|” be removed Delete Verification Type Remove Person(s] | | Remove Program(s]

from the list.

Steps to Remove Programs(s) (New)

This functionality is available from the Summary of Selected Verification Types while in Add Mode

Only.

1. Select the line indicating the Program that is to be removed.
The Remove Program(s) pushbutton becomes active.
2. Click the Remove Program(s) pushbutton
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Remove Program(s) window will display. The Verification Type and the Person that was
selected on the previous window is indicated in the Verification Type and Person Name
fields.

N-FOCUS - Remove Program(s)

Verification Type |Child Support, Ali y. Yol y Contrib

Person Name BECKY BEATTY

Program(s] Program Case Name Status Program ID

EA BECKY BEATTY AC 93102293
Remove Program(s)

Close

3. Select the Program to be removed.

4. Click the Remove Program(s) pushbutton.
A confirmation window will display.

5. Click Close to proceed.

The Summary of Selected Verification Type(s) window will display with the Program
removed.

Updating a Verification Request (Change)

When documentation is received from a client, the documents are scanned and Alert #361, "Mail
Received’ is generated. If the affected Master Case is part of the Universal Caseload the “Alerts Exist’

Work Task is also generated.

Steps to Update a Verification Request (New)

The following steps will begin on the Detail Verification Request Tracking window.

1. Select the Verification item that has been received
2. Click the Update button

N-FOCUS - Detail Verification Request Tracking
File Actions Goto Help

D 1] e M

Master Case Tracking
Name BETTY BEARSTIEN Number 303 Status OPEN UPDATE
Sentto ‘ J Due Date ’7

Language |ENGLISH =

Verification Request
Update | Verification Summary

Received ¥erification Type(s]

Add Resend Comments

X] US PUBLIC BIRTH RECORD
] CHILD SUPPORT PAID
] MOST RECENT BANK STATEMENTS [CHECKING, SAVINGS, CREDIT UNION] FOR ALL HOUSEHOLD ME}

[
[
[

The Received Verification Request window displays

Page 16



3. Click the

Received ¥erification Type Certificate of Citizenship [N-560 or N-561)
COI umn Received Person Program(s)
An X will N 52 Y, |
display

4. Click OK

The Detail

Verification

Request Tracking « | 2l

window will display

with an X in the | oK | Cancel

Received Column
for the selected Verification Type.

5. Click the Add Resend Comments button

Note: Add Resend @l—
: 2
Comments Is Master Case Tracking ETRTE
designed so workers Name BETTY BEARSTIEN Number 303 Stetus OPEN
can mail the original Sentto | 7| | puebste [irzsaoi

Verification Request Longuage [ENGLISH -]

W|th more Verification Request —
Update Verification Summary | | Add Resend Comments

com mentS tO Verification Type[s]

explain what is (X]
needed. i ME)

Enter information you would like to provide to the client. An example would be to

indicate that you had received information regarding their Savings Account;

however, you still needed verification of their Checking Account.
The original .
Verification Request . o .
will be sent to the Recard Date
Client with the new prerzn!
comments added to HE | | G

the top of the letter.

6. Enter text as appropriate.
Note: Spell Check is available for this text box.
7. Click OK
8. Detail Verification Request Tracking window
Note: You could click the Verification Summary button to review the requested items that
have been received and the ones that are still outstanding.
9. Click Save and Close
10. Print Options
Note: |If we had not added Resend Comments, the Print Options window would not have
displayed.
a. Select Print Now or Print Later as appropriate
11. Click OK
12. List Verification Request Tracking window displays.
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Note: The new Verification Request is still listed in Open status because there are still

Verification Items that have not been received. The Correspondence Status is
Resent.

N-FOCUS - List Verification Reguest Tracking

File Actons View Goto Help

@@ @ @ =

MEMLU
Master Case

Name BETTY BEARSTIEN

Number 303
Create Date  Sent To Due Date Tracking Tracking

Created By Corr Status
Status Status Date

[.07-15-2011 BETTY BEARSTIEN 07-25-2011 OPEN 07-15-2011 DS5-952 RESENT 1
07-15-2011 BETTY BEARSTIEN 07-25-2011 CLOSED 07-21-2011 DSS5Z2952 RESENT
05-25-2011 BETTY BEARSTIEN 06-04-2011 CLOSED 05-25-2011 D552952 SENT

Closing a Verification Request (Change)

Once all items are marked as received the Verification Tracking will close.

=] %]
3 = amman
] A [Rlid
Master Case Tracking
Name BETTY BEARSTIEN Number 303 Status OPEN UPDATE
Sent to | J Due Date ,7

Language (ENGLISH <

Yerification Request

[ »® ] CER 1 All mandatory verifications have been received. Verification Request Tracking will be dosed.
-
[X]) |USP
X

Hinos psend Comments
T ——— g G|
Received
]

Update Pending Program Case Mode (Change)

Workers will no longer be able to change the Mode of a Program Case that is in Pending status to
the Change Management Mode.

Exception — Pending EA and PAS Cases may be placed in Change Management Mode
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Detail Claim Item Window (Change)

Once a claim is paid, the Case
Person, Service and Service
Authorization fields on the Detail
Claim Item window will no longer
be allowed to be changed for that
Claim.

N-FOCUS - Detail Claim Ttem
Actions Detall Options Goto

Claim

Number 65776442 Line 1 Version 1 Agency Office  CHADRON
Case Person Service Auth Service

v ] (]| [ foer] e )

Name ROYAL PURPLE

Type Contractor

VISIT SUPERVISION{MONITOR ﬁl

Service Dates Service Frequen Charges
Begin | \ -] Submitted validated
When a claim has been End ogos20t0 | | ¢ Units Provd 500
. Rate 10.000
Rejected, Ignored or Canceled | | TatalCheg [ 550.00
none Of the |nformat|0n in any Of Create DD Funding Exception | Cust Oblig
. . . Reduction
the fields on the Detail Claim Item :;:1"’“‘ ors E::: Net Charge 50,00
window will be allowed to be Child Welfare Local Oblig
Status REJECTED As Of 07-28-2010 FICA

changed for that Claim.

Approved Payment Amount

o]

‘ Cancel | Help |

Service Coordinators Access to Review/Recertification List Window (Change)

Service Coordinators can now view the Review/Recertification

List window. To access this window, follow these steps:

1. Navigate to the Detail Master Case window.
2. Click Actions>Review/Recert Tracking
The Review/Recertification List window will display.
Note:
refer to the Window Help in N-FOCUS

For information regarding this window, please

N-FOCUS - Detail Master Case

File | Actions Goto Detail Help
Add Person to Master Case

Change Master Case Name
Household Status
Family Relationships

Tie Program to Application

Update Program Case Mode

Interview Tracking
IRF Tracking
ReviewRecert Tracking
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Telephone Detail Window (Change)

Two new telephone number fields have been added to allow for an additional Home and Cell phone

number. The design of the

window has also changed. There
is now one group box for Primary

Primary Numbers

TDD H
numbers and one group box for Home | Ext. | ome
Additional numbers. work | Ext. | owerk [

In order to enter the Fax Message |[?54]244—5295 Ext. |
Additional number, the Primary Celular [ Other | Ext. |
number must be entered first.

When added, the Additional Additional Numbers

numbers will display on the List
Organization window and the
Provider Matching window. The
Additional numbers will also print ’T' Cancel ‘ Help ‘
to the Home Study document and
the Placement List documents.

York Ext. Cellular

InfoView Reports *Help Folder (Change)

InfoView Reports is going through an upgrade preparation and is targeted to be released to the field
on July 19, 2011. When this occurs, there will be another announcement prior to the event which will
provide greater detail about the enhancements and changes.

When the upgrade is implemented, your preferences will reset to the default preferences. If you
made changes to your preferences or how your InfoView looks, you will need to reset those when the
upgrade is implemented.

Several of the enhancements have already been applied to the current version in preparation for the
upgrade and they can be used today. Some of those are as follows:

+ Categories & | B - | L] New - E& L Send - [H| Myin
0 The technical staff, in coordination with || categories i+
the Business Analyst for each program, = E SR = X
has added Categories to each report.
This will allow you to search by B ¥ Home -
categories instead of Folders. @ Personal Categories
* The advantage to this search | B & corporate Categories |
method is that if you are & adoption
looking for a report but do not & sdoption/Guardianship
know what Folder it is located & AFCARS
in, the Category may provide a B after Care
better clue to assist you in & ailegations/Findings
locating the report. B Case Counts
" Reports can have more than & Case Management Contractor
one Category B Case Plan
& Client Counts
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0 To change to the Category view, select the Categories icon and expand the Corporate
Categories section.
e Setting Preferences
0 Preferences may be set on InfoView to make it easier to view reports.
0 The most helpful Preference setting that the technical team has found is to reset the
number of objects viewed per page.
= The default is 10 and usually requires the worker to select pages or page
forward to search through the list to locate the desired report
= |tis suggested that you change the setting to 100 so that all of the reports will
appear on one page.
0 To change the Preferences do the following:
= C(Click the Preferences icon at the upper right corner of the General Tab
= Change the number in the 'On my desktop...” to the desired count. (We
recommend 100)
= Scroll to the bottom and click Apply

= Click OK
foVilw  SEATEE DOE - tlI;':Eaa'l. B "" bt
I"mlumnr_ns 0 L :‘-'-'-F %
Geneeal | OUAP infesigmace | Beakio inistig Cryntal Beport | Wih inbelligence Bowement | | At

My intial view b5
& Home
Ly IPoEw
e idar [unspecien)| EROWSE

e catogory (unapacifed),  Browse

My dofaull navgation view |s
& Fobdar

Calegury

O my deskiop ..

Sat th numbaer of objects (max) per page: | 100

Fof sach documenl, Show mie ..

o) gescripiion

o oMt
R T AT

Additional details and other helpful hints are included in the Reports Help documentation located in
the N-FOCUS InfoView Reporting Portal *Help Folder. The information available includes the following
information:

* Detailed Instruction Guide
e General Tip Sheet
0 Addresses InfoView basics
e Categories Tip Sheet
0 Addresses the use of Categories within InfoView
0 The use of Categories is currently available for CFS only
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IMPORTANT Tip for Interviewers (Tip)

When you complete an interview Update use the most recent row in Interview Tracking with the
Interview Held Date. Do not create a new Interview Tracking row. If a row of Interview Tracking has
been created since the application you are working on was received, update that row with the Interview
Held Date. Creating a new row of interview tracking will result in the Notice of Missed Interview being

sent of the original row.

N-FOCUS - List Interview
File Help

Bl |

Lol (7]

=101%]

Master Case ID 2

Name ANNIE INTERFACE

UPDATE

~Int

Due Date Date Held Held by Type Created Date  Created by Updated Date

14 | 2

A iated Programs

Program 5t Case Name Interview Reason Program Id Postponed

Indicator

AABD/MED  PE INTERFACE ANNIE 78455972

SNAP PE INTERFACE ANNIE 99522580

ADC/MED PE INTERFACE TRISHA JANE 48322843

Address for the Homeless (Tip)

When a person is homeless and
does not have a physical address,
enter the Street Address as General
Delivery along with the City, State
and Zip for the person’s location.

If the person has a Mailing
Address but not a Physical Address,
it is OK to use the Mailing Address as
the Physical Address until they are
able to establish a more permanent
Physical Address.

N-FOCUS - Detail Address

=Iolx]

Address of: PERSON

‘ @ Physical Address " Mailing Address

UPDATE

Number Direction Street Name Type Postdirection
I [ =] [cENERAL DELIVERY [ B
Unit Type | Unit Number
City ILINCOLN State |NE +| Zip Code |68502 -
County |Lancaster v Directions...
Attenti E-Mail Address...
I j Name I -
School Information...
| @ Current Address ( Last Known Address ‘ End Mailing Address...

Physical Address

Mailing Address

STEVEN SWAN
GENERAL DELIVERY
LINCOLN NE 68502

0K Cancel

STEVEN SWAN

kil ¥ |=

Help
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Service Needs Assessment (Tip)

Service Needs Assessments provide information regarding Tasks and Hours for clients receiving PASS
or SSAD Chore services. If you would like to give a Provider documentation regarding the Tasks and
Hours that have been approved, you can print a Service Needs Assessment Notice. To create a Service
Needs Assessment Notice, follow these steps:

%0

10.

11.

12.

Navigate to the Detail Service Needs Assessment window.

Note: You can access this window either | Services

by clicking the Service Needs E oRG =
Assessment icon on the Main &= e =
Menu or by clicking the Service Services Organization Service Needs
Needs Assessment icon on the fssessment

Person Detail window.

Click the Correspondence icon. N-FOCUS - Person Detail

The Search Correspondence File Actions Detal Goto Help

window displays. ‘!n! ‘ — S
Click the New button to create a (M] P =B |1

Service Needs Assessment Notice
N-FOCUS - Create Correspondence !..

Methad

The Create Correspondence
window displays.

Select the correspondence to create:

SERVICE NEED ASSESSMENT NOTICE OF ACTION

SPEEDNOTE - EA

Select the Service Need
Assessment/Plan Notification

Click OK

The Plan Notification window

displays.

Click the Black Select Arrow to ’Tl — Help

select a Provider.

The Search Organization window displays.

Search for the Provider

Select the Organization

Click the Blue Arrow

The Plan Notification window displays.

Save or Save and Close

The Create Correspondence window displays. You can create another Notice from this
window at this time if need be. For our purposes, we do not need to create another Notice
at this time.

. H-FOCUS - List Correspondence =15
Click Cancel T T S
= 5 |
The Search 2
Correspondence window
ID#:

displays

Create Date  Type Sent To Language Status Status C
Click Search 05-12-2011_ SNA Plan Motification ABC AGENCY ENGLISH CHEATED 05-12-2L

05122011 SNA Plan Notification GOLDEN APPLE ENGLISH CREATED 05-12-20
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The List Correspondence window displays. A notice has been created for the Provider and

the Client.

The approved Needs,
Frequency and
Time/Occurrence for
each Chore are indicated
on the Notice.

To view a copy of the
Notice, click Action>Print
Preview

8 hitp:ffdhhes-noa 1-5tg.ne. 00w frpainps

p:/f fdhhs-npal-stg.ne.gov/npa /npa - Windows Internet Explorer
=

[ ne.gons B
Fe. Edt GoTo Favortes Help

L Favorites | 3 8 NFOCUS - Demonstrations I Search Google 8

[
T = P e

* B UsRilnks B
B -6 -

B& el

| omm v Page = Safety - Took - i~

SERVICE NEED ASSESSMENT/PLAN Notification

The request for seridces for GOLDEN APPLE has been seviewsd Th ided mdseates you ure eligible for the following
services Bated below for the penod begineung 05-02-1001 to 05-21-2012. The tond tme approved is 19 bowrs 30 minusesweek.

Eligibility Criteria
Does sot have meeds that requare more istentive services due to an soie headth care level.
Deeds Pernanal A e h

to bvem 2
T bt receiving ox eligable for simular staff support bused on residence or place of exployment
Lives in 2 residemce (not a hospisal, merung facility, miermediste care facility, prison o other insiuiion).
Ea 2 crrent Medsicaid chens.

NEEDS FREQUENCYWEEK TIME/OCCURRENCE

Bath/shower
Drvessamy
Assiat with TED boss

)
13
15

Assist with sdusnisration of medicatioen

s

Needs asnstance with meal prep 0

For information regarding the status of your case, call the Antomated Voice Respense System (VRU) at
1-500-383-4275,

Please vitit nnw ACCESSNebraska.ne.gov for

. repart changes and connect with
Urdncn Zone =

P!

PASS Training On-line (Tip)

Because of Federal Audit Findings, it is going to become increasingly important for staff to

understand the processes covered in this training. One such area of importance is working with the

Service Needs Assessments. Please take a few minutes to review this material. Should you have
additional questions, please refer them to your Supervisor.

The training can be located in TRAIN
Assessment

Pregnant Woman (Tip)

under Self Study, S.S.W-PAS/SSAD Chore Service Needs

e Add the Pregnancy to the
pregnant women

e DO NOT PEND the Unborn in
any Program Case

e DO NOT ADD or REOPEN an
unborn in the Case
Maintenance Task

wrocus

Person
’7 SARA WILLSTONE ‘

—kdarital Inf. i 1 Mandad

Mother
’V SARA WILLSTONE ‘

First UNBORN
Last WILLSTONE

v

Expected Delivery Date ||— Source IUnverilied j
Fetal Number |1_ Date l—
End Date
End Reason IWI

JU?*I]B*ZI]H 12:03:09

N-FOCUS - Pregnancy

oI I | e

Page 24



On-line Training Demonstrations (New)

The following new N-FOCUS On-Line Training Demonstrations are available with this release.

e Topic Area — Alerts
0 Processing Alerts
» Topic Area — Citizenship/Immigration
0 Lawfully Present
e Topic Area — Interfaces
0 DMV Interface
e Topic Area — Tracking
0 Updating and Closing a Verification Request
0 \Verification Request Tracking

To access these training demonstrations, follow these steps:

1. Select N-FOCUS Help>How To...
Select the Access N-FOCUS Demonstrations option on the Contents page.
3. Click the Demonstrations link.
-Or-
Enter the following URL address in the Address Bar on your Web Browser:
http://www2DHHS.state.ne.us/WebHelp/N-FOCUS/Captivate

N

/= How Do I - Microsoft Internet Explorer provided by State of Nebraska =1
File Edt View Favortes Took  Help
CIEF ~ [ rmsivws crhne.gos el oS OWTST caraut =14l %] [ once (o]
i Favortes 4 HowDol | iR - | dm v Page~ Safety - Tools+ @r
LI (G Index | [ Search | - Search - b
@ .
[ Access airx =] Access N-FOCUS Demonstrations
EI Debit Cards
[ Dual Monitor Information Demonstrations of some of the N-FQCUS actions are available on the N-FOCUS Demonstrations web site.

N-FOCUS Access schedule
Access N-FOCUS Demonstrations
[ Return to Previous N-FOCUS Window

To open the web site:

[ Terms and Abbreviations o click on this link = Demonstrations
3 Use Help functions
[ Windows Keyboard Shortcuts or
[ overview of the N-FOCUS Soundex
[ voice Response Unit o enter the following URL in the address bar on your web browser
gigmmﬁ'&ﬁm http:/iwww2.DHHS state.ne.us/iWebHelp/N-FOCUS/Captivate/
ALERTS : : : : .
%CHARTS The site has instructions on how to view a specific demonstration.
gCORRESPONDENCE The demonstrations are organized by topic and the date the demonstration was released is in the right column
DOCUMENT IMAGING
[ CLIENT BENEFIT INQUIRY Employment First Release
[C) EXPERT SYSTEM Add an EF Case in Expert System (Active ADC) 0311272007
[ ELECTRONIC APPLICATION ) Expert System (Panding ADC) 031242007
[aFcre A 03n 22007
[ FINANCIAL MODULES ) F Case in Expert System 031272007
[ SMAP WORKSHEET -
[ INTERFACES The listing will grow as new demonstrations are added to the web site.
[ MASTER CASE 03-12-07

The N-FOCUS Demonstrations window will display.
4. Click the View Demonstrations pushbutton.
5. Select the appropriate Topic and Title.
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Correspondence

Client Benefit Inquiry (CBI) - New

Clients will now be able to view the following correspondence types that were sent to them in the
previous 6 months:

* Expert System Notices

e Quarterly Report Form (QRF)

e Interim Report Form (IRF)

* Expiration of Certification Period/Review Due Notice
* Notices created in Notice Template

Bar Code Sheets (New)

Bar Code sheets will be printed automatically for the following four types of correspondence:

e Earned Income Verification Request --( Created from Master or Program Case)

e Financial Institution Verification Request -- (Created from Master or Program Case)
e SNAP Interim Report Form -- (Created from IRF Tracking or Batch)

e Quarterly Report Form-- ( Created from QRF Tracking or Batch)

Child Care Notice Approval Wording (Change)
The following wording has been added to the Child Care Approval Notice:

“The Child Care benefit is effective from the application received date mm/dd/yyyy.”

Interview Appointment Letter Indicating Wrong Phone Number (Fix)

When creating an Interview Appointment letter, if an Organization is selected from the Sent to field,
the phone number for an Org Related Person will no longer be included in the letter. If no phone
number is available for the Organization, a pop-up window will display which says “No telephone
number found. Please select another method or add a phone number”.

Relinquishment of Child by Parent Form (Fix)

With this release we have fixed the functionality and changed the wording of this document
regarding a parent who lives in another Country, whose address is tagged as Last Known on the Address
window, or has no address entered on N-FOCUS. In these scenarios, the printed form will display a blank
line after the parent’s name. The worker will have to write in the parents current City and State or City
and Country of residence.

Tip: It is important that the worker update the parents address and the child’s Birth Information
(CFS Person Information window) on N-FOCUS, prior to printing the Relinquishment of Child
form. If the parent does not live in the US, the address cannot be entered on the N-FOCUS
address window.
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School District Notice Letter (Fix)

The Save & Next functionality on the School District Notice letter has been fixed.

When you have more than one child in the family, you need to send a School District Notice letter
for each child. When the information contained in the letter is the same for each child, create the letter
for the first child in the list and select Save & Next. The letter will print for that child and the next child in
the list will be highlighted. Select Save & Next again to print the second letter. Continue this process for
each child in the list. For the last one in the list select Save & Close, The letter will print and the window
will close.

Alerts

Detail Master Case Alert Window - Alert Status (New)

The Alert Status section of the Detail Master Case Alert window will now display the Date, Time and
UserID of the worker who changed the Alert’s status to Closed.

N-FOCUS - Detail Master Case Alert
File Actions Goto Help

1[5 5] E]

INQUIRY
Master Case
Number 254 Name KEITH KELLEY
Program MEDICAID Name KELLEY, KIRBY
Alert Alert Status
Type REVW Number 122 CLOSED
Due Date  06-30-2010 Display Date On 05-09-2011 At 14:09:33
Source |d NFO2110B By DSS2952
Alert Description
ELIGIBILITY REVIEW DUE 06/30/2010 FOR KIRBY KELLEY'S MED PROGRAM CASE. Al
[El

List Master Case Alerts/Work Tasks Window - Limit Alerts (New)

The Alerts section of the List Master Case Alerts/Work Task window displays all Alerts related to the
case that are in Open Status. Selecting [ErEErT T r=—yT—
the Limit to Non-CFS Alerts check box = =" ™

will remove the following Alert types E‘ @@ @

. Master Case
from the IISt: Number 254 Name KEITH KELLEY
Alerts
o
Inta ke Due Date Display Dt Type Description Name
11-10-2010 11-02-2010 PRTC  ADD EF PART HOURS KELLEY, KENNEDY B
° Case Management 06-30-2010 11-02-2010 REVW  REVIEW DUE KELLEY, KEITH :I
06-30-2010 11-02-2010 REVW  REVIEW DUE KELLEY, KENNEDY
° i i 06-30-2010 11-02-2010 REVW  REVIEW DUE KELLEY, KENNEDY
FInanCIaI Management 06-30-2010 10-04-2010 REVW  REVIEW DUE KELLEY., KENNEDY -
R D I 4 | r History
¢  Resource vevelopment | T ramemmeemaa
esource eve Opment I ‘LIITII[[I] Non-CFS Alerls

e  Waiver
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Copy/Paste Function (Fix)

The text of an alert can now be copied from the Detail Master Case Alert window. This gives the UC
Workers the ability to copy and paste an alert into a narrative.

Economic Assistance Alert #380 - Close Lawfully Present (New)

This alert is created on the 1* working day of the month to notify the worker when a participant in a
Medicaid case in AC, SP or PD status is no longer qualified to be considered Lawfully Present as a
Citizenship/Immigration status. The following are requirements that N-FOCUS will verify prior to
allowing entry of the Lawfully Present status for Pregnant Women and Children who are lawfully in the
United States.

e The client must be 18 or younger — through the month of their 19" birthday
¢ The woman must be pregnant or the pregnancy end date must be less than or equal to 60
calendar days from the alert processing month, regardless of age
0 This qualification provides for Postpartum services

Alert Text — <First Name Last Name> no longer meets the immigration requirements for “Lawfully
Present”. Close participant and update immigration status to “ineligible alien’.

Refer to the Citizenship/Immigration Status - Lawfully Present section of this document for
additional information.

Economic Assistance Alert #9998 - Worker Alert (New)

This alert will be a Program Case Alert that is created for Assigned Program Cases only. This Alert
will not generate a Worker Alert.

When creating a worker alert users will be given the choice of having the alert create an ‘Alerts
Exist’ work task. The option will only be presented if the program case is in the universal caseload and
there is an additional worker assignment. If a work task is not needed then the new 9998 worker alert
will be created. The following message will appear when the alert is saved.

Alert Status

x|

Di p, you want this alert to create a work task?

Yes Mo |

Economic Assistance Alert #119 - Add EF Part Hours (Obsolete)
This alert will be obsolete effective July 20, 2011
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Economic Assistance Alert #250 - Unborn Overdue (Change)

The Unborn Overdue Alert has been changed to the Pregnancy Overdue Alert.

This change has been made because unborn children are not participants in Medicaid; the alert logic
was changed to read the status of the pregnancy. This alert posts to a universal case but does not create
an Alerts Exist work task.

Economic Assistance Alert #251 Third Trimester Begins (Change)

Because unborn children are not participants in Medicaid, this Alert was changed to read the
pregnancy. This alert posts to a universal case and also creates an Alerts Exist work task.
Economic Assistance Alert #260 - CHARTS Referral (Change)

This Alert will now create a high priority Work Task for UC Cases. The Alert has not changed.

Economic Assistance Alert #340 - Verification Due (Change)

This alert is changed to accommodate the changes made to verification request tracking. The alert
will be associated to one of the program cases attached to the verification request.

Note: For any verification request created 07/10/11 or later make sure the due date is 07/20/11 or
later. If the verification request is created 07/10/11 or later and the due date is prior to
07/20/11 an alert will not be created. If the due date is before 07/20/11 you will need to
create a worker alert to be displayed on the due date.

Emergency Assistance Program Cases are now included to the list of program cases that will receive
this alert. The other program cases that also receive this alert include ADC, AABD, SNAP, MED, CC, SSAD
and SSCF.

Alert Text — Verification is due on checklist that was sent to <notice person or organization name>.

Economic Assistance Alert #355 - Change Reported (Change)

This alert is created when a change report is submitted from the web. Only one Alert will be created
for all program cases instead of having a separate Alert created for each Program Case.

The Program Cases that are affected by this Alert include ADC, AABD, MED, SNAP and CC.

Alert Text — An electronic change report was completed for <change name> change. <Last Name>,
<First Name> is in <Program Case>. Take necessary action.
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Developmental Disabilities Alert # - 378 Pending Change Reported (New)

This alert is created when a change report is submitted from the web and the client is a participant
in a Developmental Disabilities case. If the client is active in both a Developmental Disability case and
an Economic Assistance case, such as Medicaid, both alert 378 and alert 355 will be created.

Alert Text — An electronic change report was completed for <Type of change — household, expense,
income, etc.> change. <Last Name>, <First Name> is in <DDSC, DDAC, DDAD, DDCSA or DDAID>. Take
necessary action.

CFS Placement Alert #295 Placement Started (Change)

The facility type of Foster Home — Agency Based has been added to this Alert. This Alert will be
generated when a child is placed in an Agency Based Foster Home.

Alert Text: <Child’s Name> has been placed with <Organization Name> on <mm-dd-yyyy>.

CFS Placement Alert #296 Placement has Ended (Change)

The facility type of Foster Home — Agency Based has been added to this Alert. This Alert will now be
generated when a Child’s placement in an Agency Based Foster Home ends.

Alert Text: <Child’s Name> placement with <Organization Name> ended on <mm-dd-yyyy> due to
<placement change reason>.

Work Tasks

Identify Worker Generated Work Tasks (New)

When creating a Worker Alert workers will be given an option of creating a Work Task for the
Universal Caseload. The option will only be presented when the selected Program Case for the Alert is
in a UC Mode and there is an additional Worker assigned. The system will create either Worker Alert
#9998 (new alert) or Worker Alert #9999 depending on the option selected.

N-FOCUS - Detail Work Task

The following work tasks Fle Actons Goto Hebp

will now identify if they were 2 =l (B [l 521 =

created by the System or by a Master Case broriy - ADD
Worker. If the Work Task T -
Status  Unworked
Name says (User)' then the Name SARA MILSTONE Status Date  06-20-2011
person whose Logon ID is in Status Changed By DS52952
the "Created By’ field Work Task
manually created the Work (Esmiiog |
Task. If the Work Task Name pp Reccntv Nol Required User) |

Program Type(s] Case Has Under/Overpayment
Case Ready for Final Processing

says (System), the Work Task Number |
was created by the System EF Referral Needed [User] |

Energy Application Heceived

either from online actions e —|ﬂigfﬂ§3ﬁt::;e:'}ﬂﬂe?Appmmmem

: : : Service Delivery Group  [Interview Needed-Exp SNAP [User] |
(regISterlng acasea nd tyl ng Review Case for Customer Appeal

the application, for example) e e sl

State Review Team Request

or through a batCh JOb' Supportive Service Decision
Supportive Service Req o1 13:48:11

A
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e App Recd-Intv Not Required (User)
e EF Referral Needed (User)

e Interview Needed (User)

e Interview Needed-Exp SNAP (User)

Lawfully Present Work Task (New)

Alert #380, Lawfully Present will create a high priority "Alerts Exist’ Work Task for UC cases.

CHARTS Referral Work Task (Change)

Alert 260, Charts Referral Needed, will now create a high priority "Alerts Exist’ Work Task for UC
cases. The alert has not being changed.

Accepting Work Tasks (Change)

If you highlight multiple Work Tasks and then click the Accept pushbutton, the following message
will display if one of the selected Work Tasks is already in Working status:

Selected Work Tasks include at least one in Working status. Someone else is already working on this
case. Select only Unworked Work Tasks or close the List Master Case Alerts/Work Tasks window to
return to the Work Task Manager.

N-FOCUS - Information x|

NFO2Z61C - Selected Work Tasks indude at least one in Working status. Someone else is already working on this case. Select only unworked Work Tasks or dose the List Master Case Alerts/Work Tasks window to return to the Work Task Manager.

List Work Tasks - History Window (Change)

The Work Tasks will display on this window in the following order: (Unworked, Working, and
Completed)

*  Unworked
*  Working
e Completed

The Status Date will be sorted in descending order with the ones with the newer (more current)
Status date at the top of the list.
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Electronic Application

Notices Displaying on the Client Benefit Inquiry (Change)

Beginning in July some notices will be available for clients to view or print from the Client Benefit
Inquiry. (Web) Workers can view the notices by accessing the CBI icon on the Person Detail window.

"[E3) N-FOCUS - Person Detoil W —

!liile Jic‘t:'c-:ns aelai-t. (,-iota ._I-f.etp | |
B EE EEHD

Expert System notices, Notice Templates, Snap Interim Report Forms, Quarterly Report Forms, and
the Expiration of Certification/Review Due notices will be the first group available.

Worker View of E-App (Change)

The worker view of the E app has been redone to separate out by programs and services whereas
previously they were listed all together.

Printable Spanish Application (Change)

The printable application from the ACCESSNebraska Main Menu can now be viewed/printed in
Spanish

Client Screening for Developmental Disabilities (Change)

Clients can now be screened for the Developmental Disabilities program (DD). New questions have
been added to the screening pages. As with all screening, it is merely a tool to give clients an idea of
eligibility and does not guarantee that client will qualify.

Client Electronic Application for Developmental Disabilities (Change)

Clients are now able to apply for the Developmental Disabilities Program (DD) using the
ACCESSNebraska website. When clients select this program they will also be applying for Medicaid and
AABD. When these applications are received it is critical that no worker PEND OR APPROVE any DD
program cases. These cases are handled by a specialized unit. There are a few new questions on the
application when clients apply for this program.

Applying for SSAD and SSCF (Change)

Clients are now able to apply for Social Services Aged and Disabled (SSAD) and Social Services
Children and Families (SSCF). These program cases are treated the same as any other universal caseload
program (if applicable).

Housing Expenses Questions (Change)

Questions about housing expenses will now be asked on the E app when ADC and/or Medicaid are
the only programs requested.
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Apply Now Button (Change)

Clients have the option of using the “Apply Now” button after they have filled out the minimum
required information (name and address). If clients have not seen all of the questions on the app there
will be a message saying that clients can submit the application but all of the information may be
required to process their benefits.

Office Address Displayed (Change)

The confirmation page of the E app will now only view the mailing address of the office the
application has been assigned to instead of the physical address.

Duplicate SNAP Benefits Question (Change)

A new question has been added to ask client whether they have fraudulently received duplicate
SNAP benefits in another state after September 22, 1996.

Client Reported Changes (Change)

Clients are now able to report the following changes through ACCESSNebraska. As long as a client
does not have the status of closed, denied or ineligible for both the current month and the following
month, they can use the Change Reporting function

¢ The Clients has been admitted, discharged or changed a payment source at a nursing home or
other facility.

e Clients can now report whether a person was born or somebody died separate from the Person
moved in/out categories.

e Clients can now report if their Legal Relationships have stopped, started or changed. The types
of relationships that can be changed are Power of Attorney, Guardianship/Conservator and
Authorized Representative for SNAP.

Confirmation Page Displaying Physical Address (Fix)

The Confirmation Page for the E-App will no longer display the physical address of the office to
which the application will be forwarded. Instead, this page will display the mailing address.

Developmental Disabilities Program

Developmental Disabilities Program Added to E-Application (New)

Effective with this release, applicants will have the ability to select DD Programs on the Electronic
Application. When an E-App has a DD Program selected, EA Application Management is not to do
anything with that program. These E-Apps will be routed to DD staff and they will be responsible for
pending the DDSC case and tying the E-App to that case.
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DD Applications Received Report (New)

A daily report will read which electronic applications have a DD Program selected and has had the
application tied to an AABD or MED Program Case. Once the DDSC Program Case has been tied in
N-FOCUS, the instance will be removed from the report.

This report will only be viewed by a select few DD staff persons.

DD Application Not Pended Report (New)

A weekly report will be provided for Economic Assistance Supervisors to show all applications in
which a DD Program Case was selected on an application and the DDSC Program Case has not been tied
in N-FOCUS.

This report will only be viewed by a select few DD staff persons.

Developmental Disabilities Alert # - 378 Pending Change Reported DD (New)

This alert is created for Developmental Disabilities program cases (DDSC, DDAC, DDAD, DDCSA and
DDAID) only. The alert will be created when the validated PCPI status is "Open’ or "Pending’. The
variables that will appear in the alert will depend on the type of change a client has selected. If multiple
changes are reported in different categories, one alert will be created with multiple categories showing
in the variable. An alert will be created for each program case that meets the criteria.

Note: Only DD Workers will receive this alert.
Alert Text — An electronic change report was completed for <Type of change — household, expense,

income, etc.> change. <Last Name>, <First Name> is in <DDSC, DDAC, DDAD, DDCSA or DDAID>. Take
necessary action.

Expert System

Citizenship/Immigration Status - Lawfully Present (New)

Certain non-citizen children and pregnant women, who are lawfully residing in the United States and
who are Nebraska residents, may be approved for Medicaid or CHIP if they meet all of the eligibility
requirements. The Citizenship/Immigration task in the Expert System now has the new Immigration
status of "Lawfully Present’. This will be used to designate those persons who meet the requirements to
have “Lawfully Present’ as their immigration status by Central Office Medicaid Program staff.
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Entering Lawfully Present Status (New)

After obtaining approval from Central Office staff that the person meets the immigration
requirements for "Lawfully Present’ Medicaid benefits:

e Pend the person in a new or existing Medicaid program case

Update US Citizenship/Immigration m

Person: US Citizen: " Yes * No

ﬁ US Citizenship Begin Date:

Immigration Status:
|Law’[u|l3,|r Present j

Alien Registration Number:
1514
Immigration Status Date:
o501 2011
L).5. Entry Date:

04-01-2011

Werification Source:
|Centra| Office Approved j

‘ Cancel ‘ Help

* In the Citizenship/Immigration task enter:
0 USCitizen = No
0 Immigration Status = Lawfully Present
0 Alien Number = From INS documentation (if not available, leave blank)
0 Immigration Status Date = Enter the Date that Central Office has given as the
effective date that the Lawfully Present Medicaid benefits may begin
US Entry Date — From INS documentation
0 Verification Source = Immediately defaults to Central Office Approved

(@)

N-FOCUS will enforce the following requirements when Lawfully Present is selected as an
Immigration status:

e The client must be 18 or younger — through the month of their 19" birthday
* The woman must be pregnant or pregnancy end date must be less than or equal to 60
calendar days from the documented Immigration Status date, regardless of age
0 This qualification provides for Postpartum services

If you select the “Lawfully Present’ status for someone who does not meet the above criteria, the
following error message will display when you click the OK or Next button. You will get this same error if
you enter an Immigration Status Date for an adult woman that is earlier than her pregnancy begin date.

" ' | AT NN toa_ao o mE..— L ] . | —
Messagel! m

As of 05-20-2011, BAILY SIMPSON does not meet the requirements to be ‘Lawfully Present’. Reguirements are age 18 or younger, pregnant or within 60 days post-partum.
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Programs other than Medicaid will treat the status of "Lawfully Present’ the same as “Ineligible
Alien’. A person with this status must be closed with the reason of “Ineligible Alien’ and made a
Financially Responsible person in other program cases.

When a client no longer qualifies for the Lawfully Present Immigration Status, Alert #380, Close
Lawfully Present Participant will display for Active, Spend Down and Premium Due Medicaid cases with
this status. (Refer to the Alerts section of this document for further information regarding this Alert.)

e Participant Actions - The person should be closed from the Program Case (or the entire case
closed) with the reason “Ineligible Alien’; update the person’s immigration status to
‘Ineligible Alien” with an Immigration Status Begin Date equal to the 1* day of the month
they no longer meet “Lawfully Present’ Immigration status; budgets run as necessary and a
Notice of Action created.

* Case Action — If all participants of the MED program case are ineligible, then close the
program case. If the person is not Financially Responsible for an active participant in another
program case, then not update the person’s Immigration Status until that status has actually
changed and they reapply for benefits. When the person obtains a new Immigration Status,
update the Immigration Status with the new status and the new status effective date. This
way the history of the "Lawfully Present’ status will be maintained.

The Invalid Immigration Status message will display in Budgeting when a woman or child no longer
meets the requirement for Lawfully Present Immigration Status.

Invalid Immigration Status

The person(s] listed below, no longer meet the requirements of 'Lawfully Present’.
Hequirements are age 18 or younger, pregnant or within 60 days of post-partum.
Update citizenshipfimmigration status and ewvaluate if new status is a valid
immigration status for Medicaid. If no, go to Participant actions and close the

participant from the Medicaid program case. Run Configuration/Budgeting.

WILLSTONE SARA 06-15-1982

The Read Me Tab will display in the Navigator Citizenship/Immigration Tab when the person’s
Immigration status and Participant status are not compatible. For example, if the person is no longer
eligible for Lawfully Present benefits but they continue to have a role of Active Participant in a Medicaid
program case.
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¥'Y NFOCUS - Navigator SARA WILLSTONE 323 _olx]l
Fle Actions View Goto Help

= 3 G S
G0 eI
=¥ Data Collection IThe person(s] listed below, no longer meet the requirements of 'Lawfully Present'.
=¥ Non Financial
® Citi hipfl i Requi are age 18 or younger, pregnant or within 60 days of post-partum.
i Family Relationsh| » L i . .
Guardianship Update citi hip/i gration status and luate if new status is a valid
immigration status for Medi

id. If no, go to Participant actions and close the

Health Check participant from the Medicaid program case. Run Configuration/Budgeting.

Living Arrangemej
Medical Impairme WILLSTONE SARA 6151982 MEDICAID 66270121
Medicare
Sanctions i
YWork Registration
3 Financial
Verifications

B b

Collections
o Case Maintenance
& Eligibility
& Summaries
o Utilities
o CWIS
4| | »
Tasks |Nu|icesJ ReadMe |CurrenlJ History | Summary

Citizenship/Immigration (Change)

N-FOCUS has been changed to allow for changing the Immigration Status Date effective for up to 2
months in the future, when updating a client’s status from on Non-Citizenship Status to another Non-
Citizenship Status.

SNAP Certification Period (New)

A new action has been added to the Case Maintenance functions called Certification Period.
Certification Period may be used to end a SNAP Certification period if the client has reapplied for
benefits and the pervious Certification Period is being defaulted by the system.

To end the previous period: K NEOEUS - Navigator MM SER 25 - y =3 I 5
iAo g Gt — — === S —
=T CerE R ) |5
1. Close the SNAP case as .[. .IDI Gl — B 5]
= & Dats Collection PC LAST HAME |PE FIRST MAME |PHUGII.AH|STAIIJS iBEG DATE |PE HUMBER |
necessary. [+~ & Non Financial [Cent Patiod Begin Date | Cont Pesiod End Date
2 Doubl lick h S-4 5'"'_';':';' 8 .10 Cloged  09-01-2011  G166E03 _Al
EiCaunnG DE-01-2011 05-31-20m2
: ouble click on the c Cnl::c:inns 03-01-2010 11-30-2010
L . . =] age Malntenance 0F-p1-zong 08-31-200
Certification Period task. St
Other Anle Action:
3. Select the top row. e
4. Select Update. gl
The SNAP Certification el s e

Review/Recerilicatio
Period window will appear. |, EII
5. Enter the date that you il
want the Certification il
Period to end.
6. Select OK. .
The most recent " _ [Tupaats) | Hesp
Certification Period end Tasks | Motices | cument
date will be changed. e
7. Go to Case Actions and Reopen the SNAP case.
The previous application dates will no longer display.

fu=Rcec il D I L P
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8. Add your new dates and proceed.
Note: Only the most recent Certification Period end date can be changed

SNAP Certification Period - (e |

Program Case:

JOHN HELEN SNAP 6166603 ‘

06-01-2011

Enter date [M-DD -]

SNAP Budget - Eligibility Expenditure Type - Disaster (Change)

A new eligibility expenditure type of Disaster has been added as an option when calculating SNAP
budgets.

Do not include Disaster benefits in the total of the benefits amounts that are issued or in the check if
any benefits have been issued for the month. This change affects the calculation of issued benefits used
in budget authorization when authorizing the budget and the over under payment determination.

SNAP Budget - Reinstatement Default (Change)

When a SNAP case is closed and then reopened in the current month and the Certification Period
spans the current month, the Reinstatement option on Case Actions will no longer be defaulted to Y.
The worker will need to determine if the case is eligible for reinstatement or not and answer Yes or to
the Reinstatement question. If this is a true reinstatement select Yes and the previous Application
Request and Received dates will default. If the answer is NO the worker will need to enter the new
dates.

Medicaid Budgeting for MSP and QMB (Change)

If a MSP budget fails both the date and income test, then it will be a read only failed budget. The
worker will have the option of SLMB or MN.

If a QMB case is closed and then later reopened for the month of closure, the “date test’ will no
longer be applied as an eligibility requirement when determining QMB eligibility.

Expense Amount (Change)

Transportation Mileage for both AABD Special Requirements and Medical Expenses has changed.
The Transportation Mileage amount has increased from $.51 to $.56 per mile effective July 1, 2011.

For those eligible for this expense deduction, recalculated budgets can be run for July and August
2011 to give the client the correct mileage expense deduction.
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Verification Icon on Expert System Toolbar (Change)

The Verification Request icon is now available on the Expert System toolbar. E

Changing Category in Configuration (Tip)

If you change the Category Code in Configuration you must run the budgets. If you do not, this will
cause a failure with Interfaces and the system will close the Medical Benefits.

EXAMPLES

1. Family has an open MED program case as category of TMA. Today, it is 06-06-2011 and they
report no one in the household is working so they are no longer eligible for TMA. Worker
would go to the July month, select configuration and update the parents’ category to ADC-U
(or ADC-Absent or ADC-Incapacity), and update the children to CMAP. THEN RUN THE JULY
BUDGET. Failure to run the budget causes the interface failure so essentially closes the
medical benefit for this family in Job 31.

2. Today is 06-06-11 and Family has open MED program with the category code of TMA. The
TMA eligibility should have ended 04-30-11 but it had not been acted on until today. Due to
no 10 day notice of adverse action given for May or June, action of updating configuration
and running the budget would be taken starting July.

Resolution on Windows 7 (Tip)

Processing errors are occurring when staff has their text Resolution on Windows 7 higher than
100%. The Expert system month to process display must be changed using the mouse or up/down
arrows on the keyboard causing workers to skip processing months. Before checking in a case, please
check to see that all necessary months were processed.

Running Budgets (Tip)

Whenever a person is taken out of a program, configuration and budgets must be run through the
come up month. Without doing so, benefits and unit size may not be correct. It is very important that
budgets be run through the come up month in order for clients to get the correct benefits.

Please review the following screens to

P N-FOCUS - List Benefit Summary

see one example of the adverse affect not EiE inre o
. ’ =5 RS FRE
running budget through the come up month  =—
Name LISAR i
can have On a MED case' Number 1550 DSS Office OMAHA-1215 SO 42 ST el
Last Name Fir$t Name Program Assi.slﬂnce PC Status PC NIfthl
|n thIS example, a person haS been Auth Amt Elig Type Iss Category ;j:;:qza[:: ircmnséne Crealrnnr[iale’
. . ACTIVE
closed out of the MED Case. The List Benefit CE e e
Summary shows the MED budget has an FASS REGU v  SEMAC  DA0IZ0I0  Geveedln  1rsagus
PASS REGU Y MN 01-01-2010 01-31-2010 12-22-2009
END DATE of 2/28/2010 (budget was run on PASS REGU v SaM— lOlz0l0  Uiolpolo  1zapeoos
12/29/2009); this should not have any END PASS REGL ¥ W 1itio0a 1aiaola  11exsnnd
PASS REGU Y SEMAC 12-01-2009 12-31-2009 11-23-2009
DATE. The End Date field should be blank PASS REGA ¥ WA~ 1017008 1130s09  1aar00a
. . . PASS RECA Y SAM 11-01-2009 11-30-2009 11-23-2009
because the Program Case is still active. In . i e ToRE cioses —
« e . . . -+ ROLISHA ADCIMED CLOSED 88348166
this instance, no benefits will be issued for : Lisa ¢S COURT  closeD 213093 |
o ZACHARY MEDICAID CLOSED 85510723
March. e ROLISHA ADCIMED DENIED 72809228 -|

02-24-2010 14:35:08 ‘
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Bl N-FOCUS - Detail Program Case [ [_[o1]

Fie ctons View Gois sl o When you look at the Program Case, the
Unborn was CLOSED effective 3/1/2010. The
Program Case is showing an Active Status but
the budget has an END DATE of 2/28/2010
because Configuration and Budgeting were not
boganpen | 7€7TUN for March for the remaining household

onaaTo o members.

CasePlan |

live Roles

Status Begin Date 08-01-2008

ID 28267. Liegal Action | Case Detail |
Population Served |

“Program Casc Persons
Last First M Ext MMIS # Role St Begin End Status Rez
CAMILLE  E 5089249 PARTICIPAN  AC 03-012010 When budgets are not run th rough the
LiSA R 5089249 PARTICIPAN  AC 03-01-2010
ZACHARY A 5089249 PARTICIPAN  AC 03-01-2010 Prev Close . .
cespeeememreeom e come-up montbh, it causes problems with Co-
UNBORN 002793  PARTICIPAN  AC 12012008 02282010 Pay, SOC, MEdicare, etc. and notices and
ZACHARY A 5089249  PARTICIPAN  AC 08012008 02282010  Prev Close
LISA R 5089249 PARTICIPAN ~ SP 02-01-2010  02-28-2010 indicators on Cl are not a|WayS Set Corl’ect|y.
il | =

[02-24-2010  [14:38:07

In this example, we can see that the budget was run for the current month only (or current month

plus prior months) but not run through the come up month.

[}l N-FOCUS - List Benefit Summary L I_[of<
File Wiew Help

The budget was run on 2/9/2010 =] Flel==]
for December, January and ey G
February. If the budget would have :Z::E, T;OYD DSS Office I ﬂl
been run for MarCh' there would not Last Name First Name Program Assistance  PC Status PC Number
be an EN D DATE of 2/20/2010 Auth Amt Elig Type Iss Category Begin Date  End Date Creation Date

JOHN. FLOYD FSP ACTIVE 2875
DANIELLE MEDICAID "= i 42224

Instead, the End Date field would be

PASS REGU ¥ MN 02-01-2010 02-28- 2l]1l] 02-09-2010
blank PASS REGU Y MN 01-01-2010 E 02-09-2010
. PASS REGU ¥ MN 12-01-2009 12-31 2I]I]9 02-09-2010
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