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Overview

The PJCase system is an on-line data management system that interacts with the
Department of Human Services’ (DHS) Automated Benefit Calculation (ABC) system
and the JOBS referral and expense systems.

PJCase maintains a database of case information on current and former Family
Investment Program (FIP) participants who have been referred to the PROMISE JOBS
program for work and training services. The database information comes directly from
|the ABC system and the JOBS referral system.

The PJCase system uses information from the database and from other systems to edit
and to make decisions when processing entries made by DHS income maintenance (IM)
staff and by PROMISE JOBS (PJ) staff in the lowa Workforce Development Department

(IWD) and the DHS Bureau of Refugee services.

When processing an entry, PJCase takes some actions in “real time.” This means that
the result of the entry is immediately reflected in PJCase, ABC, or the JOBS referral
system if the entry is accepted. Likewise, PJCase displays an on-line error message
when edits find the entry is not complete or not appropriate. This gives the worker an
opportunity to correct the entry and continue, or to cancel the entry.

Some entries in PJCase may generate a transaction to force ABC to recalculate benefits
or to send a notice of decision. Such a transaction would be processed at night in a
|separate run.

|To complete the referral process, the JOBS referral system considers updated entries
made in ABC and in PJCase to determine if IWD needs to be notified.

As a result, DHS sends IWD a file of records that will be processed into PROMISE JOBS’
PJOB system. The file includes records of persons who are new PROMISE JOBS
referrals, persons who were previously referred to PROMISE JOBS and whose FIP is now
canceled or denied, and of other changes made on an actively referred person’s case,
such as an address change.

Staff of the Department of Human Rights (DHR) have “read-only” access to PJCase.
This allows them to view display screens such as PJICASE PERSON screen and history
and LBP information, including history and calendar appointments.
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PROMISE JOBS and IM field staff use PJCase to perform the following functions:

¢ Only IM workers have the ability to:

Reassign a limited benefit plan (LBP) to another case.
Reactivate a limited benefit plan.

Add persons to a limited benefit plan.

Change the stop reason for a limited benefit plan.
Correct the type of a limited benefit plan.

¢ Only PROMISE JOBS workers have the ability to:

Issue expense allowance payments to FIP participants.

Start limited benefit plans on FIP participants who fail to sign a Family
Investment Agreement (FIA), or who sign an FIA and fail to follow the FIA steps.

Record that a FIP applicant signed an FIA, failed to sign an FIA, or abandoned
reconsideration of an LBP.

Allocate FIA appointment time slots for IM to use when scheduling FIP applicants
who must sign an FIA.

+ Both IM and PROMISE JOBS workers have the ability to:

View active and inactive limited benefit plan information for specific cases and
persons.

Stop a limited benefit plan.
View, schedule, or cancel an applicant’s FIA appointment.

View a list of FIA appointments scheduled for a particular PROMISE JOBS office
on a specific day.

View PROMISE JOBS expenses history for FIP participants.

This chapter contains separate sections for each of the PJCase functions.
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Functions Used by Both IM and PJ Staff

This section contains information that both income maintenance and PROMISE JOBS
workers need to know in order to use the PJCase system effectively.

Accessing the System for the First Time

IM staff who are authorized to update in the ABC system are also authorized to
use the PJCase system. To get PJCase access and ABC update authorization for
DHS IM staff, the IM supervisor completes Electronic Security Information, form
470-2078, and selects “ABC Update” in the CICSTOO01 field on page 2.

To get PJCase authorization for a DHS employee who has view-only access to ABC,
the supervisor completes form 470-2078, writing “PJCase” in the “Check
Requests” section and selects “IABC View” in the CICSTOO1 field on page 2.

To get PJCase authorization for PROMISE JOBS staff, the PJ supervisor completes
and sends IWD’s electronic Access Request for the employee. An IWD PROMISE
JOBS coordinator completes and returns the Access Request to the PJ supervisor
once the employee’s access has been authorized or denied.

To log in to PJCase for the first time, follow these steps:

Step Action

1 Access the PJCase system by clicking on the link provided by the DHS
Division of Data Management.

¢ For IM workers, a link is located on the DHS Field IM Staff SharePoint
site.

¢ For PROMISE JOBS workers, a link is available in the PJCase folder
located in the PJ Library. Once you have accessed the Welcome-
PJCase Login screen, you should bookmark the link in the “Favorites”
folder in the Internet Explorer tool bar.
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Step Action
2 3 http://dhspjcase-prd:8080, pjcase;cgi-bin/welcome.exe - Microsoft Internet Explorer provided - |ﬁ' |1|

File Edit WYiew Favorites Tools  Help

§=Back - = - &) fat | Qhsearch [GeFavorites  fiMedia £4 | EN- S [ -

Address |2_"| http:/fdhspicase-prd:&0&0/picase/cgi-bin/welcome. exe j @Go | Links **

Enter Your Agency:

Welcome - PJCase Login

[ Enter Your Worker ID: |
[ Enter Your Password: |

[ Check to Change Your Password
[T Check to Change E-mail Address

Enter Your County ID:

=

| submit Login

|

[&) pore

On the Welcome-PJCase Login screen, complete entries in the following

fields:

¢ AGENCY: Enter the agency code that applies to you:

1 IWD PROMISE JOBS (includes agencies who subcontract with
IWD to provide PROMISE JOBS services)

2 BRS / PROMISE JOBS

4 DHS IM worker
6 DHR staff

¢ COUNTY ID: Enter the two-digit code that corresponds to the county
where your agency office is located.

[ [ EErocalintranet
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¢ WORKER ID: Enter your three- or four-digit worker identification
number.

For IM staff, this is the same worker number that you use in the ABC
system.

For PROMISE JOBS staff, this is the same assigned STDK
identification number that you use in IWD’s PJOB system.

For DHR staff, this is the user identification you selected when added
to the system.

¢ PaAsswoRD: Enter the “default” password provided to you when you
received confirmation of your authorization to use PJCase.

3 Click the SUBMIT LOGIN button.

Upon validating your entries, PJCase will display the Change Password
screen. (See Changing Your Password.)

4 On the CHANGE PASSWORD screen, you must change your password
from the default password to one you create. (See Changing Your
Password.)

5 After changing your password for the first time, the system will display
the EMAIL USER ID screen. You must associate your email address with
the PJCase system. (See Changing Your Email User ID.)

NoTE: PJCase contains a password and email address for each county ID/worker
ID combination. If you work in more than one county, you will have PJCase
authorization under each county ID/worker ID combination.

When logging in for the first time, follow the steps for each applicable county
ID/worker ID combination. When you log in for the first time, you attach your
password and email address to the entered worker ID/county ID combination only.
If you have cases or persons in your worker ID with another county ID, you will
not receive any PJCase generated emails on these cases or persons.
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Changing Your Password

To change your PJCase password, follow the step action chart below:

NOTE: As a first time user, you are automatically taken to the Change Password
screen when you login whether or not you click on the box by Check to Change

Your Password on the Welcome-PJCase Login screen. Begin with Step 3 to change
your password after you are at the Change Password screen.

Step

Action

1

Access PJCase.

2

On the Welcome-PJCase Login screen, complete entries in the AGENCY,
COUNTY ID, WORKER ID, and PASSWORD fields and click the box in front of
Check to Change Your Password. The system will enter a check mark in
the box. Press SUBMIT LOGIN.

The system will display the Change Password screen.

m Change Password |

Your Current Password:
Enter Your New Password:|
Re-enter Your New Password:

Submit New Password | [ Cancel |

o £ Loca et v

] 4 |z | so | WSS mRet, s

Type your new password in the ENTER YOUR NEW PASSWORD field. The
password must meet the following criteria:

¢ Be at least six characters
¢ Contain no more than eight characters
¢ Acceptable letter characters are A through Z or numbers O through 9

Re-type your password in the field, RE-ENTER YOUR NEW PASSWORD.
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Step Action

5 Click on “SUBMIT NEW PASSWORD.”

¢ If the change is successful, the system will display the Change
Password Confirmation screen.

¢ If the change is not successful, the system will display an error

message in red text. Repeat steps 3 and 4 making appropriate
changes.

NoTe: Click on CANCEL at any time to stop your entries and return to the
Welcome-PJCase Login screen

Changing Your Email User 1D

To change your email user identification, follow these steps:

Step Action

1 Access PJCase.

2 On the Welcome-PJCase Login screen, complete entries in the AGENCY,
COUNTY ID, WORKER ID, PASSWORD fields and click the box in front of Check

to Change email Address. The system will enter a check mark in the
box.

v g 3| ST

000 v

Welcome - PJCase Login

Enter Your Agency: | Enter Your Worker ID: |
Enter Your County 10: [ Enter ¥our Passward: [
I Check to Change Your Password

™ Check to Change E-mail Address

| Submit Login |

] ore % ool rearer

Press SUBMIT LOGIN.
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Step Action

3 On the Email User ID screen, enter the portion of your email address
that proceeds the “@” symbol in the EMAIL USER ID: field.

Shbngs, g ave bSO e e <ob b, ek s eie - Picrsell Inkerset B i Loy Fhe almix
T B ew Fretm ok beb
ek = = - D G) A Disesch afwerte. Greda | - K- o
Idess [ oy (o v god Wi oslp b a0 R i
- |
E Email User ID
This is either your first time in the system or your E-mail
Address has changed Enter your curment Email Uiser 1D,
@ans st snus
L or
darerd.state kaes
Change Emall Liser D Cancel
- |
SiE o ot

4 Select either:

¢ Change EMAIL USER ID to update the system with your email user ID,
or

¢ Cancel to stop processing the change and return to the Welcome-
PJCase Login screen.

5 If your entry is successful, the system will display the Change email User
ID Confirmation screen.
DM A A e me i b prtmalive Blese - Maresslt neret bk alE
Fe Bl Ve Faerte Tk beb [ i |
etk = % - 33 A Drewch Gpwerm G P D IE-

A [ s s aveond Ko s b Chang a0 = P ™
|

T Change Email User ID Confirmation
:/aé

Now Emall User B0 3005000

he systam is prepared to process the Email User ID change you stared on the
previcus sereen. I you wani fo centivue 5o that dala s updated. please select

'‘Change Email User ID" with your mouse. Otherwise. sedecd CANCEL to keep ihe|
rerd User ID and return the Change Email Liser ID Screen

Change EmailUserD_ | Cancel |

SE [ e
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Step Action

Select either:

¢ CHANGE EMAIL USER ID to confirm change and continue to the PJCASE
MAIN MENU, or

¢ CANCEL to stop your entry and return to the Change email User ID
screen.

If your entry is not successful, you will receive an error message in red
text. Repeat steps 3 and 4 making appropriate changes.

6 To leave the Change email User ID Confirmation screen, either:

¢ Select CANCEL to return to the PJCase Main Menu, or
¢ Exit the program.

Logging In

NOTE: You must be authorized by DHS Quality Assurance to access the PJCase
system.

The system will display the WELCOME-PJCASE LOGIN screen.

/3 http:/ /dhspjcase-prd:8080/pjcase/cqi-bin/welcome.exe - Microsoft Internet Explorer provi ==X

File Edit Wiew Favorites Tools Help
qmback - = - () ot | Qisearch  [GFavorites  (iMedia 4 | - S A E|

Address I@ http:/{dhspjcase-prd:B080/picase/cgi-bin/welcome .exe j @G | Links *

a

Welcome - PJCase Login

Enter Your Agency: [ Enter Your Worker ID:
Enter Your County ID: [~ Enter Your Password:

" Check to Change Your Password
I Check to Change E-mail Address

| submit Login

-]
|&) pone | BB Lacal intranet
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Logging In

To log in, follow these steps:

Step

Action

1

Complete entries in the following fields:

¢

AGENCY: Enter the agency code that applies to you:

1 IWD PROMISE JOBS (includes agencies who subcontract with
IWD to provide PROMISE JOBS services)

2 Bureau of Refugee Service (BRS) PROMISE JOBS
4  DHS IM worker
6 DHR staff

CounTy ID: Enter the two-digit code that corresponds to the county
where your agency office is located.

WORKER ID: Enter your three-digit or four-digit worker identification
number.

IM staff: Use the worker number that you use in the ABC system.

PROMISE JOBS staff: Use the assigned STDK identification number
that you use in the PJOB system.

DHR staff: Use the user identification you selected when you were
added to the PJCase system.

PAsswoORD: Enter your password. (When you are logging in for the
first time, see Accessing the System for the First Time.)

Click the SuUBMIT LOGIN button.

PJCase will edit your entries and one of the following will happen:

L

If the system validates your login entries, and your password is less
than 60 days old, PJCase will display the PJCase Main Menu screen.

If the system validates your login entries, and your password is 60
days old or longer, PJCase will display the CHANGE PASSWORD
screen. (See Changing Your Password.)

If any entry is not valid, you will receive an error message in red text
to explain, and you will remain in the Welcome-PJCase Login screen
until you correct your entry or exit PJCase.
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NOTE: For security purposes, if you are inactive in PJCase for more than 20
minutes, you will be logged out by the system and will need to log in again.

PJCase Main Menu

The system displays the PJCase Main Menu screen after accepting your login entry.
Use the main menu to access Calendar Menu, LBP Activity Menu, or to search for

LBP or referral information and expense history.

3 http:/ /dhspjcase-prd:8080, pjcase/cgi-bin/ExpenseRequest.exe - Microsoft Internet Explorer provided by State of Iowa

|@] Daone

==l
File Edt Miew Favorites Tools Help ﬁ
dBack v = - (D 7at | Qisearch [Favorites  Meda % | S @ - 5
Address Iﬂj http: ffdhspjcase-prd: 8080/ pjcase/cgi-bin/ExpenseRequest. exe j @Gn |Links =
Bl
it PJCase
Main Menu
Search Fields: Last First
Case #: | SEN:| State ID:| Name: | |
LBP Info I Referral Info | Calendar Menu | Expense Display |
LBP Activity | System Table Maintenance |
I
-]

[ [EEocdinwanet

The following fields and buttons are located on the PJCase Main Menu screen:

¢ CAsSE #: Used to enter the first nine digits of the ABC case number with no

hyphens.

¢ SSN: Used to enter the nine-digit social security number with no hyphens.
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¢ STATE ID: Used to enter the client’s state identification number. The entry
must contain eight characters and end with a letter.

¢ NAME: Used to enter the client’s last and first name.
¢ LBP INFO: This is a search button. See Search for more information.
¢ REFERRAL INFO: This is a search button. See Search for more information.

¢ CALENDAR MENU: Use this option to view the PJCase Calendar menu. See
PJCase Calendar Menu for screen display. Workers use PJCase Calendar to:

e Manage time slots

e Schedule appointments
e View a day

e View/update client

See PJCase Calendar Menu for more information.

¢ EXPENSE DispPLAY: Available to IM and PROMISE JOBS staff. This is a search
button. See Search for more information.

¢ LBP AcTiviTy: This option is only available to IM staff. Use this option to
access the LBP ACTIVITY MENU and each of the IM functions. This option
allows IM workers to:

e Reassign limited benefit plans (LBPs)
e Stop LBPs

e Reactivate LBPs

e Add a person to an LBP

e Make other LBP changes

See Income Maintenance Functions for more information.

¢ SYSTEM TABLE MAINTENANCE: This option is not currently available for use by
either IM or PROMISE JOBS staff.

Search

The PJCase system allows you to search for LBP or referral information and
PROMISE JOBS expense histories by using case numbers, social security numbers,
state identification numbers, and the client’s first and last name. Searches are
performed on the PJCase Main Menu screen.
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St DS Cwen v e G

E PJCase

Main Menu

.....

LBPifo |  Referralieto | Calemdas Menu Expeerun Dixplay

LBP Activity System Table Malnlenances

el [

Use one of the following search fields on the PJCase Main Menu to define your
search.

¢ CASE #: Enter the first nine digits of the ABC case number with no hyphens.
¢ SSN: Enter the nine-digit social security number with no hyphens.

¢ STATE ID: Enter the client’s state identification number. The entry must
contain eight characters and end with a letter.

¢ NAME: Entry of at least the last name is mandatory for a name search. If
known, enter the first name or as many letters that you are sure about. The
system will return all matching names that meet the criteria you enter.

For example, if you want to search for a person named Mindi Martin, but you
are not sure if the last letter of her first name is an “i” or a “y,” enter her first
name as Mind. The system will display all people whose last name is Martin
and whose first name begins with Mind.

After entering the search criteria, select one of the following search options:

¢ LBP INFO: Use this option to view LBP information regarding a case or person,
or to make an entry on an active LBP. A search using this option will cause the
system to display the LBP LIST screen, which contains all active or inactive
LBPs that matched your search criteria.

A search by case number and LBP INFO will display the LBP List screen with all
active and inactive LBPs assigned to the case number. If a person on the case
chose an LBP while receiving FIP on another case number, the LBP on the other
case will not display with a case number search unless the IM worker has
reassigned the LBP to the current case number. (See Reassigning an LBP to a
New Case Number for more information.)
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A search by social security number or state identification number and LBP INFO
will display the LBP List screen with all the active and inactive LBPs that the
person has been associated with.

From the LBP LIST screen, select the LBP you want to view by entering any
character in the DISPLAY? column next to the LBP and click on the DISPLAY LBP
button.

¢ REFERRAL INFO: Use this option when you need to:
e View information about persons referred to PROMISE JOBS.

e Perform the following PROMISE JOBS system functions:
= Issue PROMISE JOBS expense allowances. (PROMISE JOBS staff only.)

= View information regarding the dependents on the referred person’s
case.

= View Limited Benefit Plan information after viewing information about
the referred persons.

s Start a Limited Benefit Plan. (PROMISE JOBS staff only.)
= Stop a Limited Benefit Plan.

e View the history of referral transactions for a person.

A search using the REFERRAL INFO button results in the PJCase Person List
screen being displayed. If you search by case number, the list will include all
persons on the ABC case who are currently and formerly referred to PROMISE
JOBS. If you search by social security number or state identification number,
the list will display only that person.

Select the person whose referral you want to view by entering any character in
the box in the DISPLAY? column next to the person. Click on the REFERRAL INFO
box to display the PJCase Person screen.

NoTe: If there is more than one person on the list, click in the DISPLAY? column
box of the desired person and the system will populate the field with an “X.”

¢ EXPENSE DIsPLAY: Available to IM and PROMISE JOBS staff. Use this function
to view PROMISE JOBS expenses either by ABC case number, person’s SSN or
State ID. See PROMISE JOBS Expense Screens for more information.
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Navigation and Field Formatting

To move from field to field within a screen, you can either use your TAB key or click
in the desired field using your mouse.

To return to a previous screen, click on the BAcK button in the upper left corner of
the browser window. NOTE: When you use the BACK button, any actions you took
on previous screens will not be reflected on those screens when you return to
them. Example:

Worker A has stopped a limited benefit plan for Client B. When Worker A clicks
the BAcK button to return to the LBP Display screen, the limited benefit plan does
not appear to be stopped. To see the updated change on LBP Display screen, the
worker must return to the PJCase Main Menu screen and reaccess Client B’s
limited benefit plan information.

To exit the program:

¢ Click on the “X” in the upper right corner of the screen, or

¢ Select the FILE option in the upper left corner of your browser and select cLOSE.
Do not click on STOP to exit the program.

PJCase contains several fields with specific requirements with respect to how many
characters can be entered and the format of the entries.

¢ DATE FIELDS: Enter in MM-DD-CCYY format. The date must include dashes

and the year must have four digits. PJCase will not accept slashes in date
fields.

¢ |1ABC CAsE ID #: Enter the first nine digits of the ABC case number with no
dashes. The system does not require entry of the tenth digit.

¢ SOCIAL SECURITY NUMBER: Enter the nine digits with no hyphens.

¢ STATE ID: The number must contain eight characters and end with a letter.
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Changing or Canceling an Entry

If you are still on the screen in which you made entries, make any necessary
changes before clicking on the button that submits the entries. Clicking on CANCEL
at any time before you submit your entries will erase your entries and return you
to the PJCase Main Menu or the LBP Activity Menu.

Once you have clicked on a button to submit your entries, a confirmation page will
display. You have the opportunity to either confirm your entries or click CANCEL to
return to the PJCase Main Menu or the LBP Activity Menu.

T LSS = TR
b s b A B igeotn Greis $1 50 D0 - F Wi s o TN L ¢ B Cpwamas femem - ke S5 0
F e e L e O —
E PJCase g E LBP Activity Menu N
i Maln Menu LBP Roaﬁﬂbﬂﬂ LBP Step

S e

((((( r e e e | e [ T LBP Add Person | LBP Reactivate

LBP lafo Ratermal bnfe Cabendar M Expeme Display

Other LBP Changes.

Return to PJ Case Main Menu

o= E=es

s catreme

Changing or Canceling an LBP Entry

If you have confirmed any LBP entry (LBP Start, LBP Stop, LBP Reassign),
you may change or delete the entry on the same day that you made the
entry, after you “refresh” the entry. See Refreshing an Entry.

Refreshing an Entry

Since PJCase processes and updates these transactions in real time, a “refresh”
function is needed to allow IM and PROMISE JOBS staff to correct an entry made
on the same day.

The “refresh” function applies to LBP transactions made in the Pre-FIP section of
the FIA Menu in PJCase. The “refresh” function does not apply to PROMISE JOBS
expense allowances and the function does not interfere with any ABC transactions
made by IM in the same day.
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When entry is made to refresh an LBP transaction from an LBP Display screen, the
refresh function erases all transactions made on any LBP on the case.

When entry is made to refresh a Pre-FIP entry from a person’s FIA Menu screen,
the “refresh” function erases only the FIA entries made on that person.

Refreshing an entry resets the individual information in the systems (PJCase and
ABC) to the way that they existed after the previous ABC nightly batch processing.
It also generates an email to the opposite worker (i.e., if PROMISE JOBS refreshes
transactions, the IM worker gets an email and vice versa) except when the worker
of record is the worker making the refresh entry.

The email is needed to alert the other worker because:

¢ The other worker may also have made transactions in PJCase that would be
affected by the “refresh,” or

¢ The IM worker may have made entries in ABC that may be affected by the
“refresh.” Even though the refresh function does not affect IM transactions in
ABC, the IM worker may have made the ABC transaction after “real time”
updates from the refreshed transactions.

When ABC generates a Notice of Decision (NOD) and benefits as a result of
IM’s entry, this may conflict with the refreshed FIP and LBP status. The IM
worker may need to take additional actions in ABC as the result of the PJCase
refresh entry.

In the morning, a PJ worker makes entries to stop an LBP due to reason code
“R.” PJCase deactivates the LBP, changes the FIP status code to “N,” and sends
the IM worker an email. The IM worker makes entries in ABC to approve the
pending FIP application.

In the afternoon, the PJ worker realizes the stop entry was incorrect and uses the
“refresh” function. Processing of the “refresh” entry reactivates the LBP, changes
the FIP status code back to “l,” and sends an email to the IM worker. Since ABC
processes in real time, ABC will generate an NOD and FIP benefits based on IM’s

approval entry even though the LBP is active again.

The IM worker must make an entry in ABC to generate an NOD that says FIP is
canceled due to the LBP. FIP issued as a result of the approval is subject to
recoupment.

To “refresh” an LBP entry made on the current day, follow these steps:
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Step Action

1 On the PJCase Main Menu, enter the person’s case number, SSN, state
ID number, or name in the appropriate search field and click on LBP info.
If there is more than one LBP, the system displays the LBP List screen.
Go to Step 2.
If there is only one LBP, the system displays the LBP Display screen. Go
to Step 3.

2 TR by B o ns
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Display LEP Return to PJ Case Main Menu
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On the LBP List screen, enter an “X” in the DISPLAY? column next to the
applicable LBP and select DISPLAY LBP. The system displays the LBP

Display screen.

3 e i
Select REFRESH LBP to display the LBP Refresh Confirmation screen.
4 Select either:

earlier in the day.

¢ REFRESH LBP, to confirm your entry, or
¢ CANCEL, to stop the system from “refreshing” the entries you made
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Refreshing an Entry

To “refresh” a Pre-FIP entry made on the current day, follow these steps:

Step Action
1 b« - | et e 3 BT B -i
E PJCase i
= Main Menu
LBPiafo | Refemal o Calendur Mo | Expenve Display |
On the PJCase Main Menu screen, enter the person’s case number, social
security number, state identification number, or name in the applicable
SEARCH field. Select REFERRAL INFO.
If there is more than one referred person on the case, the PJCase Person
List screen will be displayed. Go to Step 2.
If there is only one referred person on the case, the PJCase Person
screen will be displayed. Go to Step 3.
2 rE e e -
m . PJCase Person List y
Display ‘Rﬁc!ml R;::\am 1o PJ Case Main Menu
o e =
On the PJCase Person List screen, enter an “X” in the DISPLAY? column
next to the name of the person who chose the LBP. Select DISPLAY
REFERRAL. The system displays the PJCase Person screen.
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Step Action
3

m PJCase Person

RSP —— 5 - B e

LBP Star1| LEP Stop| LBPInfo | Mistory | feme s sl | Expenses
FLA& Mariu PJ Case Main Monu SaFEmpincoma| imole Reten

Sel

14
¢

ect either:

FIA MENU, to access the FIA Menu (go to Step 4), or
RETURN TO PJCASE MAIN MENU, to cancel your entry.

FlA Menu

Pre-FIP :

FA Bz Date

FlA Signed Fla Not Signed

Acilve

FIP :

e

Refrosh Referral Return 1o PJCase Person

Select either:

.

REFRESH REFERRAL, to display the Refresh PJCase Person Confirm
screen, or

RETURN TO PJCASE PERSON, to stop the system from “refreshing” the
FIA entries you made earlier in the day.
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Step Action
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On the Refresh PJCase Person Confirm screen, select either:
¢ COMPLETE REFRESH to confirm your entry, or

¢ CANCEL to stop the system from “refreshing” the FIA entries you
made earlier in the day.

PJCase Person Screen

The PJCase Person screen displays specific information regarding a person who is
currently or formerly referred to PROMISE JOBS. The screen also displays
information regarding the PROMISE JOBS worker and the IM worker associated
with the case and gives access to certain functions.

Both IM and PROMISE JOBS staff use this screen to:

* & & o o

View information regarding a referred person.

Stop an LBP.

Access LBP information.

Access a history of referral changes.

Access a list of other people associated with the referred person’s case (other

parents and children).

PROMISE JOBS staff use this screen to access the LBP Start, Expenses and Pre-FIP
functions.
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Accessing the PJCase Person Screen

To access the PJCase Person screen, follow these steps:

Step Action
LI b i ey
1 > G e Cewive fem iy — | = |
R e el e e L = | -
PJCase
Main Menu
h Fieid Lt
e = £ et
LePinfo |  Referralifo | Calendar Mem Expense Display |
LBP Activity Systom Table Maintonance

i Piarnra

On the PJCase Main Menu screen, enter the person’s case number,
social security number, state identification number, or name in the
applicable SEARCH field. Select REFERRAL INFO.

If there is more than one referred person on the case, the PJCase
Person List screen will be displayed. Go to Step 2.

If there is only one referred person on the case, the PJCase Person
screen will be displayed.

2 . = e et e

] ..i.i

-t el e I 1 R |

m PJCase Person List i
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Display Referral | Return to PJ Case Main Menu|
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Step Action

On the PJCase Person List screen, enter an “X” in the DISPLAY?
column next to the name of the person who chose the LBP. Select
DISPLAY REFERRAL. The system displays the PJCase Person screen.

Ers oasbem |t s et by B of s El

m PJCase Person

P Siart| LBP Stop| LBPInfo | Mistory | fese s fies| Expenses
FIA Menu | PJ Case Main Mona SaEmp Incama | Imvoice Rstam

The PJCase Person screen contains the following fields:

¢

.

L

STATE ID: Displays the referred person’s state identification number (SID.)

CASE ID: Displays the referred person’s ABC case number.

SsSN: Displays the referred person’s social security number.

REFERRAL STATUS: Displays the person’s status. Valid statuses are:

Exempt Person is exempt from PROMISE JOBS. Current
JOBS code is “1.”

Inactive Person is not actively referred to PROMISE JOBS.
Current JOBS code is “X” or “Y.”

Applicant Person is applying for FIP. Current JOBS code is
‘L311 Or LLA.II

Hardship applicant Person has used 60 months of FIP and is applying

for a six-month hardship exemption period.
Current JOBS code is “4” or “B.”

Applicant with LBP Person has an active LBP and is applying for FIP.

Current JOBS code is “U” or “V.”

Hardship applicant Person has an active LBP, has used 60 months of
with LBP FIP, and is applying for a six-month hardship

exemption period. Current JOBS code is “W” or
lLT-11

lowa Department of Human Services Employees’ Manual




Title 14: Management Information Page 24

Chapter O: PJCase System Functions Used by Both IM and PJ Staff
Revised December 2, 2011 PJCase Person Screen
Participant Person is receiving FIP, or is a parent receiving for

children in the home. with JOBS code is “8” or “L.”
FIP status is “A,” “B,” “C” or status code is “F” or
“1” with an “in-home” indicator of “Y.”

Participant/hardship  Person has used 60 months of FIP and is eligible
for a six-month hardship exemption period.
Current JOBS code is “7” or “K.” FIP status is “A,”
“B,” “C” or status is “F” or “I” with an “in-home”
indicator of “Y.”

¢ REFERRAL DATE: Displays the date of the most recent “original” referral or
“re-referral.”

¢ REFERRAL NAME: Displays the name of the referred person.
¢ DATE OF BIRTH: Birth date of the referred person.

¢ MINOR PARENT?: Indicates whether the person’s minor parent situation
status code in the MINOR field on the ABC TDO3 screen is a “4.”

Yes Person is coded “4” in ABC, indicating that the person is living in
a three-generation FIP household.

No Person is not coded “4” in ABC, indicating the person either is:

¢ Not a minor parent, or

¢ A minor parent who is living independently or with self-
supporting parents, a legal guardian or a nonparental relative
or who has been married).

¢ TWO PARENTS ON FIP?: Indicates if both parents are on FIP.

Yes Case aid type is “35-0” on the ABC TDO1 screen.
No Case aid type is not “35-0.”

¢ FIP STATUS: Displays the current FIP status of the referred person and is
updated in real time. When an IM worker makes entries to activate FIP
on a closed case, the FIr STATUS field will immediately show ACTIVE on the
PJCase Person screen.

¢ CASE APPLICATION DATE: Displays the date of the most recent FIP
application if the person has an active individual FIP status.

NoTe: When an IM worker makes entries to activate FIP on a closed case,
the FIrP sSTATUS will immediately show ACTIVE on the PJCase Person screen.
However, the CASE APPLICATION DATE field will not display the date until after
the next nightly batch processing.
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¢ EFFECTIVE DATE: Displays the effective date if the person has an active

individual FIP status following the nightly ABC update.

NoTe: When an IM worker makes entries to activate FIP on a closed case,
the FIrP sSTATUS will immediately show ACTIVE on the PJCase Person screen.
However, the EFFecTIVE DATE field will not display the date until after the
next nightly batch processing.

IS THERE AN ACTIVE LBP?: Indicates whether this person is the one who
chose the active LBP.

Yes This person chose the active LBP.

No This person did not choose the active LBP. The person is active
on another person’s LBP, but is not the person who chose the
LBP.

SERVICING AGENCY: ldentifies the agency providing PROMISE JOBS
services.

IWD lowa Workforce Development
BRS Bureau of Refugee Services

CURRENT JOBS cODE: Displays the person’s current JOBS referral code.
Separate referral codes are used for lowa Workforce Development (IWD)
or Bureau of Refugee Services (BRS). Valid referral codes are:

BRS Description

Exempt

Mandatory applicant

Mandatory, hardship applicant

Mandatory applicant with an LBP
Mandatory hardship applicant with an LBP
Mandatory participant

Mandatory participant with a hardship
Unknown or not active

X~NowSchrwkrs
O
<ArAHA<wm>pP

ACTIVE FIA DATE: Displays the date that the person signed a family
investment agreement (FIA). PROMISE JOBS enters this date using
options in the FiIA MENU. The date remains entered as long as FIP remains
active and the person’s referral status remains mandatory.

The system removes the date if:

e FIP is canceled or denied; or

e The person’s referral status is changed from “mandatory” to “exempt
or to “not active.”
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If FIP is canceled for failure to return a complete Review/Recertification
Eligibility Document (RRED), the system will not remove the date when
the cancellation occurs. If FIP is not reinstated by the second day of the
next month, the system will remove the active FIA date at that time.

If FIP is canceled and is later reinstated or reopened without an
application, the system will return the previous active FIA date to the
field.

When a FIP application was denied but is later approved, the system will
use the previously stored active FIA date except when the case was
previously pended and is being re-pended.

NoTe: If an FIA is renegotiated and there has been no break in
assistance, PROMISE JOBS does not update this field with the new date.
The original active FIA date still applies.

If there has been a break in assistance of one month or less and the FIA is
reinstated, PROMISE JOBS sends form 470-3300, Your Family Investment
Agreement Reminder, and a copy of the existing FIA to the applicant to
“reinstate” the existing FIA. The FIA is not changed or resigned.

PROMISE JOBS should re-enter the original start date of the existing FIA.

If there has been a break in assistance of one month or less, and the
existing FIA is amended or a new FIA is signed, PROMISE JOBS enters the
date that the new or amended FIA is signed.

If there has been a break in assistance of more than one month, PROMISE
JOBS updates the ACTIVE FIA DATE field using the FIA MENU with the new
date the FIA is signed.

¢ INDV NEG DATE: Displays the last day of FIP eligibility from the TDO3 FIP
DATE field in ABC when the person is inactive for FIP.

¢ LAST CASE READING DATE: Displays the date the case was pulled for the
random sample PJCase reading tool. Date is displayed in MM-DD-CCYY
format only when the case has been pulled.

¢ DISASTER IND: Coding indicates if the person is a victim of a Department-
declared disaster. Currently the field is used only for two hurricane

disasters.

Blank No

K Katrina victim
R Rita victim

¢ WEP/CS HOURS LIMIT: Displays the maximum monthly number of hours of
participation in work experience or community service for all FIA-
responsible persons in the family.
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¢ MONTH FOR WEP/CS: Displays the month and year for which the WEP/CS

¢

¢

HOURS LIMIT applies.

SINGLE PARENT W/CHILD UNDER 6: Displays:

Y When the referred person is a single parent with a child under
the age of 6.

N or When the referred person does not have a child under the age of
blank 6 or is not a single parent household.

ACTIVELY SELF-EMPLOYED: Indicates whether or not there is self-
employment income on the person’s ABC-BCW2 screen. Valid values are:

Y Self-employment income is present on the person’s ABC-BCW2
screen.

N or Self-employment income is NOT present on the person’s ABC-
blank BCW2 screen.

PJOBS CASEWORKER: ldentifies the PROMISE JOBS worker by:
® AGENCY.

1 IWD — lowa Workforce Development
2 BRS — Bureau of Refugee Services

e COUNTY. This field displays either the client’s county of residence or
the county of the PROMISE JOBS worker.

PJCase automatically populates this field with the residence county
from the TDO1 cO RES FIELD of the person’s ABC case and updates the
entry when an IM worker changes the entry in ABC.

The system allows the PROMISE JOBS worker to assign the PJCase
Person records of referred persons to the worker’s own county and
worker ID.

e WORKER ID. PJ SDR Mailbox or PROMISE JOBS Worker ID. (This field
allows PROMISE JOBS staff to make an entry.)

PJCase populates this field with the four-character identifier designated
for the SDR Mailbox of the person’s county of residence. Regional
mailbox IDs begin with “MB” and end with two-digits to define the SDR
number. For example, the mailbox ID for SDR 01 = MBO1.

Once a referred person is assigned to a PROMISE JOBS worker, the
worker updates the PJCase Person records to the correct worker 1D
(STDK ID) and county.
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e WORKER NAME (F/L). The information displayed in this field is
determined by the following:

= If COUNTY and WORKER ID entries are system-determined, the
county name appears twice in this field.

= If PROMISE JOBS staff enter the COUNTY and WORKER ID, the name
of the assigned PROMISE JOBS worker is displayed in this field.

e PHONE #. The phone number displayed is determined by the following:

= If COUNTY and WORKER ID entries are system-determined, the phone
number for the designated IWD county office appears in this field.

= If PROMISE JOBS staff enter the COUNTY and WORKER ID, the phone
number of the worker is displayed in this field.

¢ DHS IM CASEWORKER: ldentifies the IM worker.

AGENCY 4

COUNTY Displays county number from the co/wkR field on the
ABC TDO1 screen.

WORKER ID Displays the four-character worker number of the IM
worker assigned to the case, as indicated in the co/wkR
field on the ABC TDO1 screen.

WORKER NAME Displays the name of the IM worker

PHONE # Displays the phone number of the IM worker.

The PJCase person screen contains the following action buttons:

¢ UPDATE PJ WORKER: This button is visible only for PROMISE JOBS workers.
The button is used to update the PJCase person screen with the worker’s
ID (STDK ID), once the case is assigned to an ongoing PROMISE JOBS
caseworker.

¢ LBP START: Select to start an LBP for the referred person. This action is
available to PROMISE JOBS staff only.

¢ LBP STOP: Select to stop an active LBP chosen by the PJCase person. This
action is available to both IM and PROMISE JOBS staff.

¢ LBP INFO: Select to view status and information regarding an active or
inactive LBP chosen by the PJCase person. This action is available to
both IM and PROMISE JOBS staff.

To view an LBP that includes the referred person but was chosen by
another person, access LBP INFO from the PJCase Main Menu instead of
the PJCase Person screen.

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 28

Chapter O: PJCase System Functions Used by Both IM and PJ Staff
Revised December 2, 2011 PJCase Person Screen
¢ HISTORY: Select this action to view a history of referral changes for the

person. This action is available to both IM and PROMISE JOBS staff.

PERSONS ON REFERRAL: Select this action to view the Persons on Referral
screen. This action is available to both IM and PJ staff.
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The Persons on Referral screen lists the referred person and that person’s
dependents. It may also incorrectly display the following people:

e The referred person’s spouse, if there is an LBP, or

e Dependents that have dropped off FIP since the referral was made, or

e Persons who have social security numbers of all nines or zeros if
PROMISE JOBS has added them in order to pay an expense.

EXPENSES: Select to issue expense allowance payments for the referred
person. Available to PROMISE JOBS staff only.

FIA MENU: Select to access the FIA Menu screen to record a mandatory
FIP applicant’s completion or failure in signing a Family Investment
Agreement when the applicant has not chosen an active LBP. Available to
PROMISE JOBS and Central Office staff.

PJCASE MAIN MENU: Select to return to the PJCase Main Menu. Available
to both IM and PROMISE JOBS staff.

SELF-EMP INCOME: Select to view the Self-Employment Income screen,
which displays up to an 18-month history of self-employment by benefit
month. If the person doesn’t have self-employment, error message 5012,
“No self-employment income information found for this referral,” is
displayed.

INVOICE RETURN: Obsolete button.
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LBP Display Screen

An LBP Display screen gives specific information regarding each limited benefit
plan (LBP) imposed, whether active or inactive. The screen identifies the person
who chose the LBP and lists all persons included in the LBP.

Both IM and PROMISE JOBS staff use this screen to:

L4
L
14
L

View information regarding an active or inactive LBP.

View a history of all actions taken by PROMISE JOBS or IM staff on the LBP.
Make an entry to stop an LBP.

Refresh all transactions made on the LBP in the current day.

PROMISE JOBS staff use this screen to record that a person abandoned an attempt
to reconsider the LBP.

Accessing the LBP Display Screen

To access the LBP Display screen, follow these steps:

Step

Action

1

lBLE

| 75 o P:l-:ase

Main Menu

..... L) [

LEBP Activity Systom Toble Maintenance

S [

On the PJCase Main Menu, enter either the person’s case number,
social security number, state identification number, or name in the
applicable SeARCH field and click on LBP INFO.

If there is one LBP, the system displays the LBP Display screen.

If there is more than one LBP, the system displays the LBP List
screen. Go to Step 2.
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On the LBP List screen, enter an “X” in the DISPLAY? column next to
the applicable LBP and select DISPLAY LBP. The system displays the
LBP Display screen.
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The LBP Display screen contains the following fields with information
regarding the LBP and the person who chose the LBP:

L

L

LBP STATUS: Displays whether the LBP is active or inactive.

ssN: Displays the person’s social security number.

STATE ID: Displays the state ID of the person.

CASE ID: Displays the person’s ABC case number.

NAME: Displays the name of the person

LBP START DATE: Displays the effective date of the LBP.
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¢ LBP TYPE: Displays the LBP type: “normal,” “partial,” or “individual.”

Normal The person who chose the LBP is:

¢ The parent in a one-parent household, or
¢ A parent in a two-parent household with at least one
common child on FIP.

Partial The person who chose the LBP is:
¢ A minor parent who is receiving FIP with the person’s
adult parent or relative, or

¢ A parent in a household that contains two married
parents with no common child on FIP.

Individual The person who chose the LBP is:

¢ A needy relative, or

¢ An incapacitated stepparent, or

¢ A child referred to PROMISE JOBS for not attending
school full time.

¢ FIRST/SUBSEQUENT:

First The person either has not chosen an LBP before, or any
previous LBP was started in error.

NoTe: While a first LBP is active, the person can
reconsider the LBP by signing an FIA.

Subsequent The person or another parent in the home has chosen an
LBP before the displayed LBP.

NoTe: While a subsequent LBP is active, the person
cannot reconsider the LBP until the six-month period of
ineligibility ends. (See the field description for PERSON
CAN RECONSIDER AFTER:.) When the six-month period
ends, the person can reconsider by signing an FIA and
completing 20 hours of activity.

¢ PERSON CAN RECONSIDER AFTER: This field will display a date or be blank.

e If a date is present, the LBP is an active subsequent LBP and the
person cannot reconsider the LBP until after this date.

e |f the field is blank, the LBP either is inactive or is an active first LBP.
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¢ CHoICE DATE: Displays the date that PROMISE JOBS determined that the

person chose the LBP.

RECONSIDERATION PENDING SINCE: When a person in an active LBP is in
the process of reconsidering the LBP, this field displays the date that the
IM worker changed the person’s JOBS code to “U,” “V,” “W,” or “T.”

PROCESS DATE: Displays the date the PROMISE JOBS worker made entries
to start the LBP.

FAILURE REASON: Displays the code relating to the failure reason. Current
codes are:

Did not make appointment.

Did not keep appointment.

Did not complete orientation.

Did not complete assessment.

Did not sign an FIA.

Abandoned the FIA.

Did not verify work hours.

Did not renegotiate an FIA after previous FIA ended.

Did not participate in FIA progress review.

Did not verify hours of participation in activities other than work.

AT I GOGTMmMOO®>

FIA EXISTED BEFORE LBP CHOICE: Displays either a “y” for yes or an “N” for
no.

DATE FIA SIGNED TO RECONSIDER: If a date is present, it is the date the
person signed an FIA to reconsider the LBP.

STOP INFORMATION:

e STOP DATE. Displays the date that the LBP was stopped or is blank.
= If there is a date in this field, the LBP is stopped on this date.

= If the field is blank, the LBP is active. EXCEPTION: If the STOP
REASON field contains an “E” and the LBP STATUS field displays
“inactive,” the LBP expired under a policy that existed before
06-01-1999. Consider the LBP as not active.

e STOP REASON. This field will contain an entry if the LBP is not active.
The stop reason codes are:

A Appeal (IM only)
B Child left the home (IM only)
C LBP in error (PROMISE JOBS and IM)
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.

D Person who chose the LBP left the home (IM only)

E LBP expired under former policy, or stopped under former policy
as the person who chose moved to a control county/case

I Administrative stop for individuals (IM only)

Person who chose the LBP completed significant contact
(PROMISE JOBS only)

W  Administrative stop for entire LBP (IM only)
z

System-entered. LBP was initially stopped pending appeal and
was later reactivated with a new effective date.

Pyl

® STOP AGENCY/COUNTY/WORKER. Indicates who stopped the LBP.

APPEAL INFORMATION: If both of the fields are blank, the LBP has not been
stopped pending an appeal.

e APPEAL DATE. If the LBP is stopped for reason code “A” (pending an
appeal), this field displays the date that the appeal was filed as
entered by the IM when the LBP was stopped.

® APPEAL REACTIVATE DATE. System-determined. When an LBP is
stopped pending an appeal, PJCase determines the APPEAL REACTIVATE
DATE will be a new LBP effective date when or if the LBP is reactivated.
The field will display “New.”

The following action buttons are available on the LBP Display screen.

L

LBP TRANS HISTORY: Select this action to view a history of all actions taken
by PROMISE JOBS or IM staff on the LBP. This action is available to both
IM and PROMISE JOBS staff.

ABANDON RECONSIDERATION: Select this action to record that a person has
abandoned reconsideration of the LBP. This action is available only to
PROMISE JOBS staff. This choice is visible on the screen only if the user
logged in under agency code “1” or “2,” so IM staff will not see it.

LBP STOP: Select this action to make entries to stop an LBP. This action is
available to both IM and PROMISE JOBS staff.

REFRESH LBP: Select this action to make entries to refresh all transactions
made on the LBP on the current day. See Refreshing an Entry for more
information. This action is available to both IM and PROMISE JOBS staff.

CANCEL: Select this action to cancel your entry to return to the Main
Menu. This action is available to both IM and PROMISE JOBS staff.
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The bottom of the page displays each person included in the LBP at the time
it was started. If the LBP is not active for the person, a STOP REASON and
STOP DATE will display.

If a person was included in an LBP at the time the LBP was started, and the
person is no longer attached to the ABC case that the LBP is assigned to, only
the person’s state ID will display. The display will say “Person not on case” in
the name field. The LBP should be stopped for a person who is no longer
attached to the case when the person is no longer in the home.

Stopping an LBP

Stopping an LBP is the responsibility of either the IM worker or the PROMISE JOBS
worker, depending on the situation. The IM worker is responsible for stopping the
LBP in the following situations:

L

An appeal is filed:

e Before the effective date of the intended action on the Notice of Decision
establishing the beginning date of the limited benefit plan, or

e Within 10 days from the date the participant receives the notice
establishing the beginning date of the limited benefit plan. The date on
which the notice is received is considered to be five days after the date on
the notice, unless the participant shows that the participant did not receive
the notice within the five-day period.

A child in an LBP chosen by a parent or caretaker leaves the home.

The person who chose the LBP was referred to PROMISE JOBS in error because
the person was exempt due to the receipt of SSI, school attendance or alien
status.

The final appeal decision reverses the LBP.
A parent in a two-parent household chose the LBP and leaves the household.

Other administrative reasons.
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PROMISE JOBS workers are responsible for stopping the LBP when:

L

L4

The person who chose the first LBP reconsiders by signing an FIA.

The person who chose a subsequent LBP reconsiders by signing an FIA and
completing 20 hours of PROMISE JOBS activity.

The LBP is imposed due to a PROMISE JOBS error. EXCEPTION: IM staff stops
the LBP when a final appeal decision reverses an LBP.

LBP - Stop Screen

Entries are made on the LBP — STOP screen to stop an LBP. The fields are
described below:

¢ SsN: Displays the social security number of the person who chose the
LBP.

¢ STATE ID: Displays the state identification number of the person who
chose the LBP.

¢ CASE #: Displays the ABC case number of the person who chose the LBP.

¢ NAME: Displays the name of the person who chose the LBP.

¢ LBP TYPE: Displays the LBP type: “normal,” “individual’ or “partial’.
Normal The person who chose the LBP is:

¢ The parent in a one-parent household, or
¢ A parent in a two-parent household with at least one
common child on FIP.

Partial The person who chose the LBP is:

¢ A minor parent who is receiving FIP with the person’s
adult parent or relative, or

¢ A parent in a household that contains two married
parents with no common child on FIP.

Individual The person who chose the LBP is:

¢+ A needy relative, or

¢ An incapacitated stepparent, or

¢ A child referred to PROMISE JOBS for not attending
school full time.
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¢ FIRST/SUBSEQUENT: Indicates whether the LBP chosen by the person
entered is a first or subsequent LBP.

First

The person either has not chosen an LBP before, or any
previous LBP was started in error.

NoTe: While a first LBP is active, the person can
reconsider the LBP by signing an FIA.

Subsequent The person or another parent in the home has chosen an

LBP before the displayed LBP.

NoTe: While a subsequent LBP is active, the person
cannot reconsider the LBP until the six-month period of
ineligibility ends. (See the field description for PERSON
CAN RECONSIDER AFTER:.) When the six-month period
ends, the person can reconsider by signing an FIA and
completing 20 hours of activity.

¢ START DATE: Displays the LBP effective date.

¢ PERSON CAN RECONSIDER AFTER:

e |f the LBP is a first LBP, this field will be blank.

e |If the LBP is a subsequent LBP, this field displays the last day of the
six-month period of ineligibility. The person who chose the LBP cannot
begin action to reconsider the LBP until this date has expired.

¢ LBP PROCESS DATE: Displays the date that the LBP start date entry
processed.

¢ FIP STATUS: Displays the current FIP status of the person who chose the

LBP.

nwzZzZ—ITMOOOW>»

The code definitions are:

Opened, due to application (either for case or adding a person)
Reinstated

Reopened, is not an application procedure

Pended

Excluded adult (not sanctioned)

Stepparent or self-supporting parent in minor parent case
Sanctioned

Denied

Canceled

Never opened (system-generated)
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¢ STOP REASON: Dropdown box containing the possible reasons the LBP is

being stopped. PROMISE JOBS workers can use only reason code “C” or
“R.” IM workers cannot use reason code “R.” The options displayed are:

A

Appeal. Entered by IM only. Use code “A” to stop the entire LBP
when an appeal is filed:

¢+ Before the effective date of the intended action on the Notice of
Decision establishing the beginning date of the limited benefit
plan, or

¢+ Within 10 days from the date the participant receives the notice
establishing the beginning date of the limited benefit plan. The
date on which the notice is received is considered to be five days
after the date on the notice, unless the participant shows that
the participant did not receive the notice within the five-day
period.

See 4-J, When an Appeal of a Limited Benefit Plan Is Filed, for more
information.

Child left the home. Entered by IM only. Use code “B” to stop the
LBP for a child when the child in an LBP chosen by a parent or
needy relative leaves the home. The LBP remains in place for the
parent or relative and any members who still live with that person.

When the child is a minor parent, use code “B” to stop the LBP for
the minor parent and the minor parent’s child when the LBP was
chosen by a parent or needy relative and:

¢ The minor parent and minor parent’s child leave that person’s
home and become eligible on another case, or

¢ The minor parent turns 18, or is 18 and completes high school,
and applies for a separate FIP case, or

¢ The minor parent applies for a separate FIP case after the minor
parent and child are canceled due to the parent or relative’s LBP.
Consider the minor parent as living in the home of a self-
supporting parent in this situation.

See 4-J, To Whom the Limited Benefit Plan Is Applied and Minor
Parents Living With FIP Parent, for more information.
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C LBP started in error. Entered by either IM or PROMISE JOBS.
IM uses code “C” to stop an entire LBP when:

¢ The person who chose the LBP was referred to PROMISE JOBS in
error because the person was exempt due to the receipt of SSI,
school attendance, or alien status when the LBP was imposed.

¢ The final appeal decision reverses the LBP.

PROMISE JOBS uses code “C” to stop an entire LBP when PROMISE
JOBS determines the LBP was started in error.

Do not use code “C” to stop an LBP when a person becomes
exempt after the notice is issued imposing an LBP. Use code “W.”

See 4-J, Stopping a Limited Benefit Plan, and 4-Appendix, PJPM,
Stopping a Limited Benefit Plan, for more information.

D The person who chose the LBP left the home. Entered by IM only.
Use code “D” to stop an LBP for the remaining parent and children
when the parent who chose the LBP leaves the home.

The LBP remains in place for the parent who chose the LBP and any
children living with that parent. See 4-J, LIMITED BENEFIT PLAN,
Limited Benefit Plan Variations, Two-Parent Households, and
Stopping a Limited Benefit Plan for more information.

I Administrative stop for individuals. Entered by IM only. Use code
“I” to stop an LBP for a person in the LBP when the LBP needs to
remain active for the person who chose the LBP and neither reason
code “B” or “D” applies. Some situations where code “I” applies:

¢ A person on the case is incorrectly included in the LBP.

¢ An appeal is filed of a notice canceling FIP due to an LBP that is
in effect for the person who chose the LBP and possibly others.
The LBP must be stopped pending the appeal for the persons
canceled from FIP when the appeal is filed:

e Before the effective date of the intended action on the notice,
or

e Within 10 days from the date the participant receives the
notice. The date on which the notice is received is
considered to be five days after the date on the notice,
unless the participant shows the participant did not receive
the notice within the five-day period.
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The LBP must remain in effect for the person who chose it and for
any others previously canceled due to the LBP.

On June 1, 2005, a parent who chose an LBP effective January 1,
2004, returns to the home of the other parent and children, who
are on FIP. On June 2, IM sends a notice to cancel FIP effective
July 1, 2005. The household files an appeal on June 7, 2005.

The IM worker uses reason code “I” to stop the LBP for the
parent and children who had been receiving FIP and makes ABC
entries to reinstate FIP for them. The LBP remains active for the
parent who chose the LBP.

See 4-J, To Whom the Limited Benefit Plan Is Applied and Stopping
a Limited Benefit Plan, for more information.

R Person reconsidered. PROMISE JOBS-entered only. Use code
“R” to stop an LBP when the person who chose the LBP reconsiders
the LBP (signs an FIA and if a subsequent LBP, completes 20 hours
of PROMISE JOBS activity).

See 4-J, Reconsidering a Limited Benefit Plan, and 4-Appendix,
PJPM, Reconsidering an Active Limited Benefit Plan, for more
information.

W  Administrative stop for entire LBP. IM-entered only. Use code
“W” to stop the entire LBP when no other stop reason applies. Code
“W” applies when the LBP was started according to policy but needs
to be temporarily or permanently stopped due to a change in the
person’s circumstances. Some situations to use reason code “W”:

¢ Person becomes exempt: The person who chose the LBP is
currently exempt due to the receipt of SSI, school attendance,
or alien status, but became exempt after the notice is issued to
impose the LBP.

e |If the LBP is a first LBP, stop the LBP with reason code “W.”

e If the LBP is a subsequent LBP and the six-month period of
ineligibility has expired, stop the LBP with reason code “W.”

e Continue a subsequent LBP when the six-month period is in
effect.
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¢ Needy relative: When a needy relative chooses an LBP and later
reapplies for the needs of the children only:

e |If the LBP is a first LBP, temporarily stop the LBP with
reason code “W.”

e |If the LBP is a subsequent LBP and the six-month period of
ineligibility has expired, stop the LBP with reason code “W.”

e Continue a subsequent LBP for the relative and the children
when the six-month period is in effect when the children
continue to live with the relative.

If the relative later reapplies for the relative’s own needs and the
LBP has been temporarily stopped using code “W,” use the LBP
Reactivate function to reimpose the LBP. To get FIP again, the
relative must sign an FIA and if a subsequent LBP, complete 20
hours of PROMISE JOBS activity.

Do not use code “B” or “D” to stop the LBP for the children when
a needy relative chooses an LBP and later reapplies for the needs
of the children only unless the children no longer live with the
relative. If you do, the Eligibility Tracking System (ETS) will not
properly count the relative’s use of the 60-month limit.

When a child is receiving FIP on a case with an adult who has a
FIP status code “1” and an In-Home code of “Y” on the ABC TDO3
screen, ETS counts the FIP payments towards the adult’s
60-month limit. The count is appropriate when the adult is a
parent, but it is not appropriate when the adult is a specified
relative. Temporarily stop the entire LBP using reason code “W.”

See 4-J, Stopping a Limited Benefit Plan, and 4-Appendix, PJPM,
Stopping a Limited Benefit Plan, for more information.

Z System-entered only. The LBP was initially stopped pending an
appeal and later reactivated with a new effective date.

¢ DATE FIA SIGNED TO RECONSIDER: Only PROMISE JOBS staff can make an
entry in this field. Entry is required when the STOP REASON entry is “R.”
Enter the date the person who chose the LBP signed an FIA to reconsider.
Enter the date in MM-DD-CCYY format.
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¢ APPEAL DATE: Only IM staff can make an entry in this field. Entry is
required when the STOP REASON entry is “A.” Enter the date that the
appeal request was filed. The system compares the ApPEAL DATE entered
to the NoTICE DATE and the LBP START DATE to make certain that the LBP
should be stopped so benefits can continue pending the appeal decision.

When an LBP previously stopped with reason A is reactivated, PJCase will
determine a new LBP START DATE.
The LBP — Stop screen contains these two action buttons:

¢ STOP LBP: Select this button to continue your stop entry. The system will
edit your entries.

e If your entry is successful, the system displays the LBP Stop
Confirmation screen.

e If your entry is not successful, the system displays an error message
in red text.

NoTe: If the IM selects the STor REASON code “B,” “D,” or “I” and clicks
the Stopr LBP button:

e The system displays a message to prompt you to select the person to
be stopped, and the screen populates with all persons included in the
LBP other than the person who chose the LBP.

e Click in the box in the STOP? field next to each appropriate person to
enter an “X” in the field and include that person in the Stop LBP.

¢ CANCEL: Select this button to stop your entry and to return to the PJCase
Main Menu.

Steps to Stop an LBP

Follow the instructions below to stop an LBP. To stop an LBP, you must
access the LBP - Stop screen. IM workers can follow three different paths to
access the screen while PROMISE JOBS workers have two paths available to
follow.
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Stopping an LBP

Both IM and PROMISE JOBS workers can follow these steps to access the
LBP - Stop screen.

Step Action
1 e T =
m PJCase i
k Main Menu
LEP Infe Ratermal infe bt Mo Expanan Dlsplay
LBP Activity Systorn Tablo Martenance

On the PJCase Main Menu, enter the person’s case number, social
security number, state identification number, or name in the
appropriate search field. Select LBP INFO.

If there is more than one LBP, the system displays the LBP List
screen. Go to Step 2.

If there is only one LBP, the system displays the LBP Display screen.
Go to Step 3.

2 e =

Iwml..» Poram e S P o e Jc.j

E LBP List

| " You requested 4 SHarcH by Caze 8

Display LBP Return to PJ Case _M ain Menu

On the LBP List screen, enter an “X” in the DISPLAY? column next to
the applicable LBP and select DISPLAY LBP. The system displays the
LBP Display screen.
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Step Action
3

Slop Infarmatian
Appeal information

| L2P Trans Hstory LBP Stop Rofiosh LEP | Cancel
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On the LBP Display screen, click on the LBP STOP button. The
system displays the LBP - Stop screen. Follow the instructions in
the table under the heading, Completing Stop LBP Function From
the LBP — Stop Screen, to complete the Stop LBP function.

Both IM and PROMISE JOBS workers can follow these steps to access the
LBP - STOP screen.

Step

Action

1

1t e s T Al
T 08 e et e ey o
it = QI3 s o e 3 e D0

[ e p—— = = T =

m PJCase

Main Menu

Searer Fissds
T a0 [ e |

LE Info Referral info Calendar Mo Expunse Display |

LBP Activity System Table Mantenance

i Mimarara

On the PJCase Main Menu screen, enter the person’s case number,
social security number, state identification number, or name in the
applicable search field. Select REFERRAL INFO.

If there is more than one referred person on the case, the PJCase
Person List screen will be displayed. Go to Step 2.

If there is only one referred person on the case, the PJCase Person
screen will be displayed. Go to Step 3.
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Step Action
2 et S iy Bt o b E
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Display Referral Return to PJ Case Main Menu |

S ]

On the PJCase Person List screen, enter an “X” in the DISPLAY?
column next to the name of the person who chose the LBP. Select
DISPLAY REFERRAL. The system displays the PJCase Person screen.

LBP Start| LBP Stop| LBPinfo | History | fowes s | Expanses
FIA Menu | PJ Case Main Menu| eh-Ep o Inesicn Armurs

ucarmre =

On the PJCase Person screen, click on the LBP STOP button. The
system displays the LBP - Stop screen. Follow the instructions in
the table under the heading, Completing Stop LBP Function From
the LBP — Stop Screen, to complete the Stop LBP function.
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Only IM workers can access the LBP -

Stop screen by following these steps.

R TR e - ]
] ¢ e [

Step Action
1 | B e vuea E b
m PJCase
Main Menu
g T e
LEF infa Rufrral lnf Calondar e Exponse Gisplay |
LBP Activity System Table Mandenance
On the PJCase Main Menu, click on the LBP ACTIVITY button. The
system displays the LBP Activity Menu screen.
2 s L

LBP Activity Menu

G
ks

LBP Reassign | LEP Stop
LBP Add Person | LBP Reactivate
Other LBP Changes

Return to PJ Case Maln Menu

Entry screen.

T B

Click on the LBP STOP button. This will display the LBP Stop Key

iR
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Step Action
3

E LBP Stop Key Entry
Enter the State ID of the person who chose the LB2: [

Stop LBP _cancat |

|
Bt P Locd it ore
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Enter the state ID of the person who chose the LBP and select sToP
LBP. This displays the LBP - Stop screen. Follow the instructions in
the next table to complete the Stop LBP function.

Completing Stop LBP Function From the LBP - Stop Screen

Once you have reached the LBP - Stop screen, follow these steps to complete
the Stop LBP function.

Step

1

T secemvae [
]

| StopLBP I Cance

=
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On the LBP - STOP screen, use the dropdown box in the STOP
REASON field to choose the reason that applies.

NoTE: PROMISE JOBS workers can use only reason code “C” or “R.”
IM workers cannot use reason code “R.”
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Step Action
2 IM staff:
¢ If you select code “A,” also enter the date the appeal was filed in
the APPEAL DATE: field.
¢ If you select code “B,” “D,” or “l,” select STOP LBP. The system
will display each person included in the LBP. Click on the STOP?
field next to each person who is no longer affected by the LBP.
PROMISE JOBS staff: If you select code “R,” enter the date that the
FIA was signed in the DATE FIA SIGNED TO RECONSIDER field in the
MM-DD-CCYY format.
3 Select the STOP LBP button. The system will display the LBP - Stop
Confirmation screen.
4

teate A P e rer

LBP - Stop Confirmation

£ e Cace s e

niry and is ready to stop the LBP. Review the LBP
comect, select "Complele LBP Stop” lo process

your LBP Stop entry. Or, salect "Cancel" to cancel your entry and exit to the
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Select either:

¢ COMPLETE LBP STOP, to process the entry, or
¢ CANCEL, to stop processing the entry and return to the PJCase
Person screen.
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Result of Stopping an LBP

When an IM or PROMISE JOBS worker confirms an LBP stop entry, the
following events occur immediately:

L

The LBP Display screen displays the LBP as stopped with the entered
reason and the date the stop entry processed. When an LBP is stopped
using reason A — Appeal, the LBP Display screen will also display the
worker entered appeal date and “New” as the APPEAL REACTIVATE DATE.

The system sends an email to either the IM worker or the PROMISE JOBS
worker based on who made the LBP stop entry.

The ABC system no longer displays LBP information in the TDO3 screen for
the persons who were in the LBP, unless the persons are in another active
LBP on the case. (See Stopping One LBP for a Household With Multiple
LBPs for more information.)

The system changes the FIP status code of the persons who were in the
LBP from “I” to “N,” unless:

e The person has an “l” status code for reasons other than the LBP. The
system does not change the status code from “I” to “N” when the
person’s FIP notice reason code is 203, 310, 311, 312, 313, 908 or
995;

e The person did not have an “I” status code yet, as the stop entry was
made before the effective date of the LBP; or

e The person is in another active LBP on the case.

When the person who chose the LBP has a JOBS code of “U” or “V,” the
system will change the code to:

e “8,” “L,” “7,” or “K” if FIP is active; or
o “X”or “Y”if FIP is not active.

If a date existed in the RECONSIDERATION PENDING SINCE field in LBP
Display, this date is removed.

The system records the transaction in the LBP Transaction History.

With some stop reasons entered by IM or PROMISE JOBS, the system
automatically issues a Notice of Decision when processing the entry as
indicated in the following table. The notice is sent to the household on the
next working day.

If a Notice of Decision is needed, and the system does not send a notice,
make an entry in ABC to issue the notice or manually issue the notice.
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Stopping an LBP

Stop Reason

System—Generated Notice Reason

Normal LBP Individual or Partial LBP
A 267 867
B 872 872
C 253 (1°Y) or 254 (subs) 853 (1°Y) or 854 (subs)
D None None
| None None
R 265 865
w None None

Exceptions to the table:

B, Child leaves
the home

Two parents
choose an LBP

The system generates a notice only when the child is
active for FIP on a case other than the case with the LBP.
The notice is sent to the active FIP case.

When both parents in a two-parent household have an
active normal LBP, and entry is made to stop one of the
LBPs, the system does not send a notice, as one LBP
remains active. A notice will be sent if the other LBP is
later stopped with a reason that causes a system-

generated notice.

See 14-B-Appendix for the text of FIP Limited Benefit Plan notices.

When FIP is still active for the persons who are in the LBP when the stop
entry is made, the system recalculates FIP without the effect of the LBP and
sends a notice when benefits change. This situation may occur when the LBP
is stopped before the ABC cutoff date before the effective date of the LBP.

An entry to stop an LBP does not reactivate FIP benefits. The entry only

inactivates the LBP.

If FIP is not active, the IM worker needs to make entries

in ABC to activate FIP if all eligibility requirements are met.
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Stopping One LBP for a Household With Multiple LBPs

When more than one person on a case chooses an LBP, PJCase contains a
separate record for each LBP. The LBP List screen will display a separate row
to record the choice of each person. Each parent’s LBP needs to be managed
separately, depending on household circumstances.

The following example shows an LBP List on a case with two persons who
have each chosen an LBP. Both LBPs are active as the STOP DATE/REASON field
for both is blank:

2 http://dhspjcase-prd:8080/pjcase/cgi-bin/MainMenu.exe - Microsoft Internet Explorer provided | wa _ i =10/

File Edit View Favorites  Tools  Help |

GaBack v+ = - (@D 7t ‘ Qisearch  [GelFavorites  iMedia ¢4 | B-SE-H
Address Ig‘] http: ffdhspicase-prd: 6060/ pjcase/cgi-bin/Mainienuy, exe ﬂ fﬁGn |Lmks 24

=

(romits LBP List

o

You requested a search by: Case #

Display LBP | Return to PJ Case Main Menu |

The following LBPs have been located:

i LEF
Display? | State i | LEF

[T 20202028 |a

[~ |a03oame |a

Start Date

Case # | Chaoser Name (FiL) | SEN |Birth Date Type 5

StopDate /Reason

CHARLIE

JONES 156-00-1234

07-04-1975

PO10100000

07-01-2005

PO10100000 SRELCH
HANSEN

T

157-11-4321

03-05-1973

07-01-2005

E
‘@ Done ’_ ’_ ’_ E Local intranst g

If entry is made to stop one LBP, PJCase will display the stopped LBP with an
inactive status and a stop date and reason.
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The other LBP remains active. PJCase will display the LBP as active with
nothing in the STOP DATE/REASON field unless the person has been individually
stopped on the active LBP. Persons included in the active LBP will still have
an “I” individual FIP status code and LBP data in the “LBP” field of TDO03.

In the following example, Gretchen’s LBP is stopped and Charlie’s remains
active:

/2 http://dhspjcase-prd:3080/pjcase/cgi-bin/MainMenu.exe - Microsoft Internet Explorer provided by State of Towa

File Edit ¥iew Favorites Tools Help

B

Back + = - ([0 | Qoeach Girevoites Dreda (4 By S B - 5

Address I@ http:ffdhspicase-prd:B080/pjcass/cgi-biniMaintenu. exe ﬂ PGU ‘ Links >

LBP List

You requested a search by: Case #

Display LBP | Return to PJ Case Main Menu |

The following LBPs have been located:

|D|sp\ay? | State ID ‘E.L(S(F:;s | Case # ‘ Chooser Mame (F/L) | s8N ‘an Date | Start Date |5(upDa(e fReason | Type F
CHARLE
[ |az0zees o |pototoooon |07 156-00-1234 |07-04-1975 | 07-01-2005 N F
GRETCHEN 08192005
PO10100000 - 05 - r
I_ 30303038 || HANZEN 157-11-4321 |03-05-1979  |07-01-2005 R ’7
[&]oone [ [ [ ocsl mtranet Y

If both LBPs need to be stopped, the IM or PROMISE JOBS worker must make
separate entries by accessing the stop entry screens for each person who
chose an LBP. Once the second LBP is stopped, the system will process the
entry as described at Result of Stopping an LBP.
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1. Two parents choose an LBP, one parent leaves the home:
Mr. A and Mrs. A each chooses a first LBP effective February 1. On April
5, Mrs. A reapplies for FIP. She reports that Mr. A left the home.

On the day of the interview, the IM worker pends the application in ABC
and refers Mrs. A to PROMISE JOBS with a “U” JOBS code. The IM
worker also accesses PJCase to make an entry to stop Mr. A’s LBP for
Mrs. A and the children using reason code “D” (chooser left the home).

PJCase sends an email to PROMISE JOBS. Mr. A’s LBP remains active for
him only. Mrs. A’s LBP remains active for everyone.

On April 13, Mrs. A signs an FIA. The PJ worker makes an entry to stop
Mrs. A’s LBP. PJCase sends an email to IM. The IM worker determines
her FIP eligibility.

2. Two parents choose an LBP, both reconsider: Same scenario as
Example 1, except both Mr. and Mrs. A reapply for FIP on April 5.

On the day of the interview, IM pends the application and refers both
parents to PROMISE JOBS with a “U” JOBS code. On April 13, both
parents sign an FIA. The PJ worker accesses each parent’s LBP and
makes a separate entry to stop each LBP. After processing each stop
entry, PJCase sends an email to IM.

When one LBP is stopped and the other remains active, PJCase does not issue
a Notice of Decision. PJCase sends a notice if the second LBP is stopped for a
stop reason code other than “W” or “l.” (PJCase never sends a notice when
processing an LBP stopped for reason code “W” or “l.”)
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PROMISE JOBS Expense Screens

IM and PROMISE JOBS workers can view PROMISE JOBS expenses using the
Expense Display function. This function displays the expense history either by
case number or person identifier (social security number or state identification
number). Individual expenses can be selected and viewed in more detail.

a http:Hdhspjcase-prd: B0B0/pjcasefcgi-bin/MAINMENU. exe - Microsoft Internet Explorer provided by State of lowa

| File Edit ‘View Favorites Tools Help i
K}Eack A > |ﬂ E] ." 4~ search 77 Favorites 62 - i@
Address\ﬂj hitp:/dhspjcase-prd: 8080/ picase/cgi-binfMAIMMENL exe v| Go Lirks **
,' Expense History List

Searched by : SID

Social Security Number: 423697698 Name: WILLOW BRENDA
State ID: 1290949G

Return to PJ Case Main Menu

The following Expenses have been located:

Select? Case # Mail Date Billing Period Amount Tepe | CC |FF Provider
Select | D117420001 | 0F-05-2006 |0O7-10-2006  OF-14-2008 $76.50 A AR N
Select | 0117420001 @ 04-27-2006 |05.01-2008 05-31-2008 $700.00 A e L
Select |D117420001 | 0<-27-2006 |0S5-01.2006 05.01-2008 $204.20 A VE N
Select | 0117420001  01-24-2006 |01-19-2008  02-19-2005 $50.00 A ZB L
[
I@ Done ‘-J Local intranst
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The Expense History List screen contains the following fields:
¢ SEARCHED BY: Displays the search identifier used by the worker.

¢ CASE: Displays the current case number of the person. This field is visible only
when searching by case number.

¢ SOCIAL SECURITY NUMBER: Displays the social security number of the person.
¢ NAME: Displays the person’s name.
¢ STATE ID: Displays the state identification number of the person.

¢ SELECT? This field is used to view expenses. Click on the SELECT link to view
expenses when an individual expense needs to be viewed in more detail on the
Promise Jobs Expense Allowance screen.

The EXPENSE HISTORY LIST screen contains RETURN TO PJ CASE MAIN MENU button.
Click this button to return to PJCase Main Menu.

The bottom of the screen lists the individual expenses, based on the Mail Date.

Workers can display expenses by Mail Date, Billing Period, Type, or Provider by
clicking the gray heading at the top of the appropriate column.

If the Display List entry is highlighted in red, the check has been canceled. If the
Display List entry is highlighted in blue, the entry is still awaiting correction to the
provider number or waiting for the provider to be added to the Department of
Revenue’s vendor file. The blue highlight will disappear once the expense has
been corrected by Quality Assurance and released.
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Hover your cursor over the codes in the CC (component code) or Type (A)
allowance columns to view an explanation of the specific codes.

<A http://dhspjcase-prd: 8080/pjcase/csi-bin/ExpenseHistory.exe - Microsoft Internet Explorer, provided by State of lowa [Z”Elg‘
File Edit ‘iew Favorites Tools Help #
QBack - O EE) O search % Favorites 42 i
Address ‘@1 http:}dhspicase-prd: 8080/ picase/cgi-bin/ExpenseHistory. exe v| Go Links **
c#® PROMISE JOBS Expense Allowance
State 1Dz Case ID: 55H: Client Hame:
Referral Code: Agency: County: Worker: Amount: Disaster Ind.:
Allowance Type: Time Period:
Component Code: Thru:
Entry Date: DHS Process Date: Mail Date:
Provider Hame: Provider Humber: Location:
Address: Humber of Children:
City: State: Zip: Type: Code:
Day Care Prov Type: Dep Type: Day Care RSH:
Back to List Return to PJ Case Main Menu|

i
I@j Done % Local intranet

The Promise Jobs Expense Allowance screen shows more detail about the expense
payment. This is a read-only screen, so no changes can be made on this screen.
The screen contains the following fields:

¢ STATE ID: Displays the state identification number of the person.
¢ CASE ID: Displays the current case number of the person.
¢ SsN: Displays the social security number of the person.

¢ CLIENT NAME: Displays the person’s name in the last name, first name format.
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¢ REFERRAL CODE: Displays the person’s current JOBS referral code. There are

separate referral codes for lowa Workforce Development (IWD) or Bureau of
Refugee Services (BRS) as follows:

BRS Description

Exempt

Mandatory applicant

Mandatory, hardship applicant

Mandatory applicant with an LBP
Mandatory hardship applicant with an LBP
Mandatory participant

Mandatory participant with a hardship
Unknown or not active

XN®OSChwPS
o
< XrH4< w>r»epPr

AGENCY: Displays the worker’s agency code:

1 IWD/PROMISE JOBS (includes agencies who subcontract with IWD to
provide PROMISE JOBS services)

2 BRS/PROMISE JOBS

4 DHS IM worker

COUNTY: Displays the two-digit code that corresponds to the county where the
worker’s agency office is located.

WORKER: Displays the three- or four-digit worker identification number.
AMOUNT: Displays the dollar amount of the expense.

DISASTER IND: Displays a coding indicating if the person is a victim of a
Department-declared disaster. Currently the field is used only for two
hurricane disasters.

Blank No
K Katrina victim
R Rita victim
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¢ ALLOWANCE TYPE: Displays the applicable expense allowance code. They are:

L

A

O @

G mmQg

)

Tz -

cdwnwa™>

Transportation, mileage or actual for PROMISE JOBS; one-time costs
such as tires, repairs, etc., for Self-Sufficiency Grant (FSSG)

Tools, PROMISE JOBS and Family Self-Sufficiency Grant (FSSG)

Uniforms and safety equipment for PROMISE JOBS; uniforms and
other clothing needs for FSSG

Tuition for PROMISE JOBS
Books for PROMISE JOBS
Education supplies for PROMISE JOBS

Fees, education-related, and birth certificate costs, PROMISE JOBS and
FSSG

Licensing, certification and testing costs, including travel costs,
PROMISE JOBS and FSSG

Child care, full-time, PROMISE JOBS and FSSG (30 hours or more
weekly)

Child care, part-time, PROMISE JOBS and FSSG (less than 30 hours
weekly)

Transportation, handicapped, for PROMISE JOBS
Practicum living costs for PROMISE JOBS (up to $10 per day)
Shelter for FSSG

Provider payment for PROMISE JOBS (for parenting classes and
PROMISE JOBS family development only

Relocation for FSSG

Social services for FSSG

Other for FSSG

13-15 years old exception to policy for child care

TIME PERIOD: Displays the beginning date of the period that the allowance
covers in MM-DD-CCYY format.

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 58
Chapter O: PJCase System Functions Used by Both IM and PJ Staff
Revised August 14, 2009 PROMISE JOBS Expense Screens

¢ COMPONENT CODE: Displays the applicable component code that allows for
payment of expenses with PROMISE JOBS funds. The choices are:

8B

Orientation

Assessment

Job-seeking skills (job readiness)

Group job search

High school completion

GED

Adult basic education

English as a second language

Work experience

Mental health treatment

Unpaid community service

Other rehabilitation

Post-secondary classroom training (educational)
Post-secondary classroom training (vocational)
On-the-job training

Substance abuse treatment

Institutional skills training (educational)
Institutional skills training (vocational)
Short-term training (30 to 52 weeks)
Short-term training (less than 30 weeks)
Workplace essentials

FSSG

Individual job search

Child care for employment

Parenting classes (for 19 and younger)
Parenting classes (for all others)

Family development services (for parents age 17 or younger)
Family development services (for all others)

¢ THRU: Displays the ending date of the period the allowance covers
MM-DD-CCYY format.

¢ ENTRY DATE: Displays the date the expense allowance was entered by the
PROMISE JOBS worker.

¢ DHS PROCESS DATE: Displays the date the warrant is released from DHS files to
the Department of Administrative Services for actual issuance.

¢ MAIL DATE: Displays the estimated date the expense allowance warrant is
mailed. This is two working days after the DHS Process Date.
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¢ PROVIDER NAME: Displays the provider name.

¢ PROVIDER NUMBER: Displays the provider’s nine-digit federal tax identification
or social security number.

¢ LOCATION: Displays the provider location where services are provided.
¢ ADDRESS: Displays the provider’'s mailing address.

¢ NUMBER OF CHILDREN: Displays the number of children a day care expense
allowance covers.

¢ CITY: Displays the provider’s city.
¢ STATE: Displays the provider’s state.
¢ zIP: Displays the provider’s zip code.

¢ TYPE: Displays the applicable vendor types. The vendor types are:

C Corporation

G Government/nonprofit
P Partnership

S Sole proprietor

U Public service

I

Individual
¢ CODE: Displays the applicable vendor code. The vendor codes are:

E Employer identification number
S Social security number

¢ DAY CARE PROV TYPE: Displays the applicable day care provider type codes.
This field displays a code only when the ALLOWANCE TYPE field entry is “J” or
“K.” The applicable codes are:

Licensed non-relative, center

Registered non-relative, group

Registered non-relative, family

Non-registered non-relative, family

Non-registered non-relative, in home of dependent
Registered relative, group

Registered relative, family

Non-registered relative, family

Non-registered relative, in home of dependent

ACITOoTmMmMmO >
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¢ DEP TYPE: Displays the applicable dependent type code. This field displays a
code only when the ALLOWANCE TYPE field entry is “J” or “K.” Valid codes are:

mooOw>»

Child of participant
Incapacitated parent
SSI recipient

Foster child

Other

¢ DAY CARE RSN: Displays the day care reason code. This field displays a code
only when the ALLOWANCE TYPE field entry is “J” or “K.” Valid codes are:

A
B

Work or work related

Education, training

This screen contains the following action buttons:

¢ BACK TO LIST will return you back to the EXPENSE HISTORY LIST screen
¢ RETURN TO PJ CASE MAIN MENU

NoTE: Quality Assurance staff also have a CANCEL RETURNED WARRANT button that
they use to cancel returned PROMISES JOBS warrants.

Viewing PROMISE JOBS Expenses

Follow these steps to view a PROMISE JOBS expense:

Step

Action

1

On the PJCase Main Menu screen, enter one of these identifiers:

¢ Case #:
¢ SSN:
¢ State ID:

i = Q3D B e e 3 e T

PJCase
Main Menu

LB Infs Refurral ko

Calenedar Mo Expense Diaplay

LBP Activity | System Table Mamtonance

s L
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Step Action

Select EXPENSE DISPLAY to view the Expense History List screen.

vt . sfe -
E Expense History List

Searched by : 51D

Socsal Security Humber: 423667658 Hase: WILLOW BETHDA
Statn 102 12000406

Return 1o PJ Case Maln Menu

To view an expense in more detail, click on the SELECT link to
display the Promise Jobs Expense Allowance screen. Click on
RETURN TO PJCASE MAIN MENU to perform a new search.

m PROMISE JOBS Expense Allowance

Back to List | Rorusm o PJ Easa Main Menu

==

After viewing the expense details select either:

¢ BACK TO LIST, to return to the Promise Jobs Expense Allowance
screen to select a different expense, or

¢ RETURN TO PJCASE MAIN MENU, to perform a new search.
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Self-Employment Income Screen

IM and PROMISE JOBS workers can view a history of self-employment income if
the person has self-employment income entered on an ABC-BCW2 screen. The
screen displays up to 18 months of self-employment income with the most current

income at the top of the screen.

| a http:/idhspjcase-prd:8080/pjcase/cgi-bin/Referral.exe - Microsoft Internet Explorer provided by State of lowa

File Edit ‘iew Favorites Tools Help

O Back -

address | @] http: | fdhspicase-prd: 8080/ picass cqi-binjReferral exe

M@ @

4~ search

7 Favorites 42

)
"

w 'Go Links *

-~
{Zamide
ot Self-Employment Income
State ID: Case ID: S5H:
Referral Hame:
Return to PJCase Person ‘ Return to PJ Case Main Menu‘
Componert Benefit Month Amourit Wizekly Hours Start Date Encl Date
SE 02-2009 §400.00 14 02-01-2009
SE 08-2008 30 02-04-2005 08-30-2008
SE 08-2008 06 01-30-2008 08-30-2008
SE 05-2008 30 02-04-2005 08-30-2008
SE 05-2008 06 01-30-2008 08-30-2008
SE 07-2008 30 02-04-2005 08-30-2008
SE 07-2008 06 01-30-2008 08-30-2008
SE 06-2008 30 02-04-2005 08-30-2008
SE 06-2008 06 01-30-2008 08-30-2008
SE 05-2008 30 02-04-2005 08-30-2008
SE 05-2008 06 01-30-2008 08-30-2008
SE 04-2008 30 02-04-2005
w
I@ Done & Lacal intranet

The Self-Employment Income screen contains the following fields:

L4

L

STATE ID: Displays the state identification number of the person.

CASE ID: Displays the current case number of the person. This field is visible

only when searching by case number.

SsSN: Displays the social security number of the person.

REFERRAL NAME: Displays the name of the referred person.
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The Self-Employment Income screen contains two action buttons:

L

*

RETURN TO PJCASE PERSON: Click this button to return to PJCase Person screen.

RETURN TO PJ CASE MAIN MENU: Click this button to return to PJCase Main
Menu.

The bottom of the screen lists information regarding the self-employment income,
starting with the most current benefit month. The fields displayed are:

*

L

COMPONENT: Displays the code “SE” indicating self-employment.

BENEFIT MONTH: Displays the benefit month of the ABC-BCW?2 that the self-
employment income was populated.

AMOUNT: Displays the amount of the self-employment income indicated on the
ABC-BCW2

WEEKLY HOURS: Displays the system-calculated weekly hours by taking the
“amount” divided by the minimum wage.

START DATE: Displays the first month that self-employment is indicated on an
ABC-BCW?2.

END DATE: Displays the first month that self-employment in no longer indicated
on an ABC-BCW2 minus one month. Example: If the person has been self-
employed, but in September the BCW2 no longer shows income, the END DATE
would be August (September minus one).
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View

ing Self-Employment Income

To access the Self-Employment Income screen, follow these steps:

Step

Action

1

=y I T

C - I T LR T R ]
[ ey

m PJCase i

Main Menu

Easan | e [ Wama [

LEP info Referralinfo | _ Calendar M Exponse Display |

LBP Activity Systern Tablo Maintonance

carnra

On the PJCase Main Menu screen, enter the person’s case number,
social security number, state identification number, or name in the
applicable SEARCH field. Select REFERRAL INFO.

If there is more than one referred person on the case, the PJCase
Person List screen will be displayed. Go to Step 2.

If there is only one referred person on the case, the PJCase Person
screen will be displayed.

T S
T th b fomn ek ol m
ehah e w0 D Qe tewen @b o e W

b 4w st s e

m PJCase Person List i

osa requasted 8 search by, Case &

Display Referral Return to PJ Case Main Menu |

Tive o erwrg Rafarront Pereers v e ot sted

i S

On the PJCase Person List screen, enter an “X” in the DISPLAY?
column next to the name of the person who chose the LBP. Select
DISPLAY REFERRAL. The system displays the PJCase Person screen.
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Self-Employment Income Screen

Step

3

PJCase Person

PJ Canwncchn

DH3 M Capencrier

LBP Start] LBP Stop | LEP Info | History | Puses ksl | Expanses
Fla Menu | PJ Case Main Mernu| SeE-Eng come| invoice Retern

[ iy

On the PJCase Person screen, select SELF-EMP INCOME to move to the
Self-Employment Income screen.

m Self-Employment Income

Return to PJCase Person Retumn to PJ Case Main Menu

(Y-

When finished viewing the self-employment income, select either:

¢ RETURN TO THE PJCASE PERSON, to return to the PJCase Person
Screen, or

¢ RETURN TO PJ CASE MAIN MENU, to return to the PJCase Main Menu
screen.
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Income Maintenance Functions

This section provides specific instructions for functions in PJCase used by income
maintenance staff.

Adding a Person to an LBP

Use the LBP Add Person function to add children and parents to an active limited
benefit plan (LBP) when the person was not previously included in the LBP and the
child or parent lives with the person who chose the LBP. When the person to be
added is a child on a case with two parents and both of them have an active LBP,
you must make separate entries to add the child to each parent’s LBP.

If the child or parent is listed on the LBP Display screen of the LBP with a stop
reason and stop date, use the LBP Reactivate function to reactivate the LBP for the
child or parent.

Before you can use PJCase to add a person to an active LBP, the person:

¢ Must have a state identification number;

¢ Must be attached to the ABC case with the LBP (listed on the ABC TDO7
screen);

¢ Cannot be active for FIP (status code “A,” “B,” “C,” or “D”) on any other case;
¢ Cannot be active in an LBP on any other case.

NoTe: If the person is not attached to the case, make the following entries on the
ABC TDO3 screen to attach them:

+ If the person already has TDO3 information in ABC, use an entry reason of “C.”
If not, use entry reason “A.”

¢ Enter or update all applicable demographic information for the person. Enter
deprivation and paternity coding only when approving FIP or Medicaid.

+ Do not enter a status code for the person unless the person is to be pended or
activated for a program.

Update and confirm the ABC entries before using the LBP Add Person function to
add the person to the LBP.
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LBP Activity System Table Maintenance
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Activity Menu screen.
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On the PJCase Main Menu screen, select LBP ACTIVITY to display the LBP
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Entry screen.

Click on the LBP ADD PERSON button to display the LBP Add Person Key
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LBP Add Person Key Entry

Enterthe Stats B of the person who chose the LEP:

[ Process Add Person | Cancel

& Cone 8 el rtrrst

¢ CANCEL to stop your entry.
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Add Person to LBP | Cancel

i

The LBP Add Person screen displays information about the LBP and the
person who chose the LBP. The bottom of the screen will display each
person who is attached to the ABC case who is not included in the LBP.

Enter an “X” in the ADD? field next to the person who needs to be added
to the LBP. Select either:

¢ ADD PERSON, to LBP to display the LBP Add Person Confirmation
screen, or

¢ CANCEL, to stop your entry.

5 S e

g
040 Ower sreew Jets 3 -3@-

il.'s
N |5

m LBP Add Person Confirmation

e e, - |

The bottom of the screen displays each person that you selected to be
added to the LBP. Review the information and select either:

¢ ADD PERSON TO LBP, to complete your entry to add the person to the
LBP, or

¢ CANCEL, to stop your entry.
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Immediately upon adding a person to the LBP:

¢ The person’s TDO3 screen on ABC will display a FIP individual limit date and
LBP data in the LBP field.

¢ The LBP Display in PJCase for the LBP will include the person.

¢ ABC will accept entry of the “U” or “V” JOBS code for the person if the person is
a parent who must also reconsider the LBP.

ABC will assign the “I” FIP status to the person at the next ABC month end
processing.

If the person is active for FIP on the day you add the person to the LBP, ABC wiill
recalculate benefits and cancel FIP for the person. ABC sends a Notice of Decision
to the household the next day.

If the person is not active for FIP and a notice is needed, make the necessary
entries in ABC to issue the notice. Use the following case and individual notice
reason codes to inform the client that FIP remains canceled or is denied:

262 If the LBP is a subsequent LBP within the six-month ineligibility period, orR

268 If the LBP is a first LBP or is a subsequent LBP that is beyond the six-month
ineligibility period;

AND

861 For each person added to the LBP.

See 14-B(6), Denying an Application, and Canceling Ongoing Benefits: Issuing
Another Notice on New Information, for more information.

Changing an LBP Stop Reason

The system allows you to change an LBP stop reason if needed. An LBP that is
found to be in error needs to be recorded as stopped due to reason code “C,” so
that PJCase does not count the LBP as valid when deciding if a future LBP should
be a “first” or a “subsequent” LBP.
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For instance, when the final decision on an appeal reverses an LBP, the LBP Stop
Reason needs to be changed from an “A” (stopped pending the appeal) to a “C”
(error) to reflect the decision. If this is not done when the final decision is issued,
PJCase will not allow PROMISE JOBS to start another LBP if the person later
chooses one, as PJCase considers the appeal to still be pending.

To change an LBP Stop Reason, follow these steps:

Step Action
1 i reonm Gl 8 S 203 - -
e p————y 2 fw m-:
PJCase
Main Menu
_LEFinty | Referral i Galendar Mem Expanse Display |
From the PJCase Main Menu, select the LBP ACTIVITY button to display
LBP Activity Menu screen.
2 al0lx]

i e T 1 R

i b Panbrn con ] pm

m LBP Activity Menu

LBP Reassign LBP Stop
LBP Add Person LBP Reactivate

I

Other LBP Changes

Return to PJ Case Main Menu |

=
O] vt

Click on the OTHER LBP CHANGES button to display the Other LBP Changes
screen.
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Step Action
3 =101 x]
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Other LBP Changes

Enter the LES Start Date

Enter State ID for Me Chooser of the LEP 1o be Changed:

Change LBP I Cancel

i 8 o v

On the Other LBP Changes screen enter the:

+ Start date of the LBP to be changed in MM-DD-CCYY format, and
¢ State identification of the person who chose the LBP.

Select either:

¢ CHANGE LBP, to process your entries, or
¢ CANCEL, to return to the PJCase Main Menu screen.
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4 o TER St s
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E Other LBP Changes
State 1D wusin Start Dabe: w200 Caze & woom

Curvent LEP Dats

M LEF Dot

Apply Changes | Sancel

= ey

The Other LBP Changes screen now displays the Current LBP Data which
includes the:

¢ Type of LBP,
¢ Stop reason, and
¢ Persons on the LBP.
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The screen also has a section for New LBP Data, which contains a field
called NEw CASE sTOP REASON:. This field has a dropdown box with Stop
Reason code options for the case. These options are:

Appeal

LBP in error

Expired

Cooperated

Stop entire LBP for other reasons
Administrative stop

NSomoO >

NoTE: The New LBP Data section also contains a dropdown box listing
the possible LBP types for the new case. Do not choose a new LBP type
when changing a Stop Reason.

To change a Stop Reason for the case, use the dropdown box to choose
the appropriate Stop Reason. Click on the APPLY CHANGES button.

To change a Stop Reason for a person, enter the appropriate code in the
NEW PERSON STOP REASON field next to the person whose Stop Reason you
want to change. Click on the APPLY CHANGES button.

If you want to stop processing your changes, click on the CANCEL button.
You will be returned to the previous screen.

Once you have selected APPLY CHANGES, the Other LBP Changes screen
will appear with the updated information and a message asking you to
review the changes. After reviewing the changes, select either:

¢ UPDATE LBP, to confirm your changes, or
¢ CANCEL, to stop your changes.

Once you have confirmed the entry, the LBP List and LBP Display screens will show
the LBP with the new stop reason.

NoTE: The Other LBP Changes function does not send any notices or cause the
ABC system to recalculate benefits. You must make entries in the ABC system to
take these actions when needed.
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Correcting an L BP Tvpe

If an LBP type was incorrectly entered in PJCase, follow these steps to correct it:

Step

Action

1
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P [ Sy ey

m pJCase

Main Menu

_iBFinta |  Referraiieto | _ CalendaMemu | _Expense Display |

LBP Activity System Table Maintenance

il

From the PJCase Main Menu, select the LBP ACTIVITY button to display

LBP Activity Menu screen.
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LBP Activity Menu

LBP Reassign | LBP Stop

LBP Add Person | LBP Reactivate

Other LBP Changes

Return to PJ Case Main Menu |

fatd

screen.

i

Click on the OTHER LBP CHANGES button to display the Other LBP Changes

2
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Other LBP Changes

Enter the LB Starl Date: |

Enter State ID for Me Chooser of the LEP fo be Changed: [

Change LBP | Cancel

o

W
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On the Other LBP Changes screen enter the:

¢ Start date of the LBP to be changed in MM-DD-CCYY format, and
¢ State identification of the person who chose the LBP.

Select either:

¢ CHANGE LBP button to proceed, or
¢ CANCEL to return to the previous screen.

4 The Other LBP Changes screen now displays the Current LBP Data which
includes the:

¢ Type of LBP,
¢ Stop reason, and
¢ Persons on the LBP.

The screen also has a section for New LBP Data, which contains a
dropdown box with the available LBP types. The options are:

¢ Normal: Includes the entire FIP household.
¢ Partial: Includes more than one FIP household member but not all.
¢ Individual: Includes only the person who chose the LBP.

NoTe: The New LBP Data section also contains a field called NEW CASE
STOP REASON: which has a dropdown box. Do not choose a stop reason
when changing an LBP type.

Choose the appropriate LBP type for the NEW CASE TYPE OF LBP: dropdown
box and select either:

¢ APPLY CHANGES, to update your entry, or
¢ CANCEL, to stop the entry and return to the previous page.

5 Once you have selected ApPLY CHANGES, the OTHER LBP CHANGES screen
will appear with the updated information and a message asking you to
review the changes.

After reviewing the changes, select either:

¢ UPDATE LBP, to confirm your changes, or
¢ CANCEL, to stop your changes.
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If an LBP is started with an incorrect LBP type, the LBP may include persons who
do not belong in the LBP or may not include persons who are subject to the LBP.

The Other LBP Changes function only changes the LBP type. If you need to add a
person to the LBP, see Adding a Person to an LBP. For example, if you changed an
LBP type from “individual” to “partial” or “normal,” you must add the affected
household members to LBP. See Stopping an LBP if you need to stop the LBP for a
person who does not belong in the LBP.

Reactivating an LBP

Use the LBP Reactivate function to reactivate a stopped LBP that still applies to the
household. The LBP may be reactivated after being stopped partially or entirely
for one of these reasons:

¢ A parent who chose the LBP left the home but has now returned to the home.
¢ A child left the home of the parent who chose the LBP but has now returned.
¢ An appeal was filed but the final decision has affirmed the LBP.

When reactivating a stopped LBP, you can also use the LBP Reactivate function to
add persons who were not previously included in the LBP.

NOTE: A person who was not previously included in the LBP must be attached to
the ABC case before you make PJCase entries to add the person to the LBP.
Before you can use PJCase to add a person to an active LBP, the person:

Must have a state identification number.

Must be attached to the ABC case with the LBP (listed on the TDO7 screen).
Cannot be active for FIP on any other case (status codes “A,” “B,” “C,” or “D”).
Cannot be active in an LBP on any other case.

* & o o

Check the ABC TDO7 screen to find who is attached to the case. If the person is
not attached to the case, make the following ABC entries on TDO3 to attach them:

¢ If the person’s information is already in the ABC TDO3 screen, use entry reason
code “C.” If not, use entry reason code “A.”

¢ Enter or update all applicable demographic information for the person including
deprivation and paternity fields if the person is a child.

+ Do not enter a status code for the person unless the person is to be pended or
activated for a program.
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Update and confirm the ABC entries before using the LBP Reactivate function to
add the person to the LBP.

When the case has two parents and each has an LBP that needs to be reactivated,
you will need to make separate entries to reactivate each parent’s LBP.

Reactivating LBP Stopped for Reason A

When IM reactivates an LBP that has been stopped using reason A — Appeal,
the system will apply a new LBP start date.

NOTE:

IM workers cannot reactivate an LBP that was stopped due to an

appeal with a date before October 27, 2003. If reactivation is required,
contact central office through normal channels.

Follow the steps below to reactivate an LBP stopped due to reason code “A.”

Step

Action

1

i

§

i

1§

&
-

\m o PJCase

P

On the PJCase Main Menu screen, select the LBP ACTIVITY button to
display the LBP Activity Menu screen.
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Step

Action

2

s

s i Wt e o] e i

LEP Activity Menu

LBP Reassign LBP Stop |
LBP Add Persan Lep |

Other LBP Changes |

Sy T Wi

Click on the LBP REACTIVATE button. This displays the LBP Reactivate
Key Entry screen.
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LBP Reactivate Key Entry

Enler the State ID of the person who chose the LEP; |

Process LBP Reactivate cancel |
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Enter the state identification of the person who chose the LBP and
select the PROCESS LBP REACTIVATE button. This displays the LBP
Reactivate screen.
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LEP Reactivate

R ed

Appeal Info

Reactivate LBP | _Cancel |
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The top of the LBP Reactivate screen displays information about the
LBP and the person who chose the LBP.

The middle section of the screen contains appeal information.

The LBP Reactivate screen displays a System Generated New LBP
Start Date and a blank field that allows worker to enter a “User
Entered New LBP Start Date.” The IM worker may enter a different
LBP start date if the system-generated date does not apply.

¢ The system-generated date applies when timely notice is needed
to reactivate the LBP. Timely notice is needed when FIP is active
or FIP is canceled effective the same date as the system-
generated date.

NOTE: Make no entry in the USER ENTERED NEW LBP START DATE
field when the system-generated date applies.

¢ The user-entered date applies when FIP was reinstated pending
the appeal but has been canceled for reasons other than the LBP
with an effective date earlier than the system-generated date. A
user-entered effective date must be after the date the final
decision is issued.

Enter the new effective date in the USER ENTERED NEW LBP START
DATE field if applicable.

The bottom of the screen displays a list of all persons who were
originally included in the LBP with “On LBP” in the Located column
and an “X” in the REACTIVATED? field. Delete the “X” if the person no
longer lives in the home and is no longer affected by the LBP.

The list also includes each person currently attached to the case
who was not included in the LBP with “On Case” in the Located
column (e.g., a child born after the imposition of the original LBP).
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The REACTIVATE? field will be blank for persons who were not
originally included in the LBP. Enter an “X” for each person in the
home who needs to be added to the LBP.
NoTE: The person who chose the LBP is always reactivated, so is
never listed at the bottom of the screen.
Select either:
¢ REACTIVATE LBP, to update your entries, or
¢ CANCEL, to stop your entries.
Clicking on the REACTIVATE LBP will cause the LBP Reactivate
Confirmation screen to appear.
6 e ';TI te ol alind

R Pl R e R I |

g [ . v e

m LBP Reactivate Confirmation

Review the updated information and select either:

¢ REACTIVATE LBP, if correct, or
¢ CANCEL, to stop the entries from updating.
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Results of Reactivating LBP Stopped for Reason A

When you reactivate an LBP that was stopped pending an appeal, the
following things occur:

L

As soon as you confirm your entry:

The LBP LIST screen displays the reactivated LBP with a new start
date. The original LBP is displayed with Stop Reason code “Z”
and the date that you made the reactivation entries as the stop
date.

The LBP Display screen will display the LBP as active.

The ABC TDO3 screen of each reactivated person will display:

= The last month of FIP eligibility in the FIP LIMIT field.
= The LBP Start Date and either “1” for a first LBP or “Sub” for a
subsequent LBP in the LBP field.

The LBP Referral Transaction History screen will show that the
LBP was reactivated, the date and time of entry, and the worker
number of the person who made the entry.

During ABC processing:

The system will generate a Notice of Decision to the household
using the following case and individual notice reason codes:

257 A first LBP was reactivated with a “new” effective date.

258 A subsequent LBP was reactivated with a “new” effective
date.

If FIP is active, the system recalculates benefits and cancels FIP
for the persons reactivated to the LBP.

At the next ABC month-end processing, ABC assigns the “I” FIP
status code to the person affected.
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Reactivating | BP_Stopped for Reason Other Than A

Follow the steps below to reactivate an LBP not stopped due to reason
A — Appeal.

Step Action
- Ly albix
1 o D13 Dwer uremn Grem S 4
AR At e T me
m PJCase
3 Main Menu
Sparch Finlas:
e e o B
Lst| _ Referralinfe | Calondar Mo Expunse Desplay |

LEP Activity Systam Table Mantenance

L

On the PJCase Main Menu screen, select LBP ACTIVITY to display the
LBP Activity Menu screen.
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E LBP Activity Menu

LBP Reassign LBP Stop
LBP Add Person LBP Reactivate
Other LEP Changes

Return to PJ Case Main Menu
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Click on the LBP REACTIVATE button. This displays the LBP Reactivate
Key Entry screen.
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Step Action

3
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m LBP Reactivate Key Entry

Enter the Stale ID of the person who chese the LEP:

Process LBP Reactivate Cancel

e £ Lol rtrarat

Enter the state identification of the person who chose the LBP and
select the PROCESS LBP REACTIVATE button. This displays the LBP
Reactivate screen.

LBP Reactivate

Reactivate LBP Cancel

5= [T

The top of the LBP Reactivate screen displays information about the
person who chose the LBP and the actual LBP.

The bottom of the screen displays all persons who were originally
included in the LBP and all other persons attached to the case. The
REACTIVATE? field will have an “X” for those originally included in the
LBP and will be blank for other persons attached to the case.

Enter an “X” in the REACTIVATE? field for any person who needs to be
added to the LBP. Delete the “X” for any person originally included
in the LBP who is no longer subject to the LBP.

Click on the REACTIVATE LBP button. This displays the LBP Reactivate
Confirmation screen.
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5 | — -

® Ceem G $ e 30 O

m LBP Reactivate Confirmation

The LBP Reactivate Confirmation screen displays each person that
you selected to be reactivated or added to the LBP. Review the
information and if correct, select either:

¢ REACTIVATE LBP, to confirm your entries, or
¢ CANCEL, to stop your entries.

Results of Reactivating LBP Not Stopped for Reason A

When you confirm your entries the following actions will occur
immediately:

L

The person’s ABC TDO3 screen will display a FIP client’s FIP LIMIT date
and LBP data in the LBP field, and

The LBP Display will list each reactivated and added person with no
stop reason code or stop date.

ABC will assign the “I” FIP status code to the person at the next ABC
month-end processing.

If the person is active for FIP on the day you make the reactivation
entry, ABC will recalculate benefits and cancel FIP for the person. ABC
sends a Notice of Decision to the household the next day.
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If the person is not active for FIP and a notice is needed, make an entry
in the ABC system to issue the notice. When you have reactivated an
LBP that was stopped for reasons other than “A” (appeal), use the
following notice reasons to inform the client that FIP remains canceled
or is denied:

¢ 262: For a subsequent LBP within the six-month ineligibility period.

¢ 268: For a first LBP or a subsequent LBP that is beyond the six-
month ineligibility period.

¢ 861: For each person added to the LBP.

See 14-B(6), Denying an Application, and Canceling Ongoing Benefits:
Issuing Another Notice on New Information, for more information.

Reassigning an LBP to a New Case Number

IM staff use the LBP Reassign function to assign an active LBP to another case
number when:

¢ The person who chose the LBP moves in with another FIP household and the
LBP applies to persons in the new home, or

¢ The active LBP was established on a case that has been dropped from the ABC
system before 3/24/06.

The LBP Reassign function also allows IM workers to:

¢ Add persons from the new case to the LBP, and
¢ Reactivate persons originally included in the LBP who are now stopped.

Important: PJCase cannot process a stop entry for the person who chose an LBP
when the LBP is assigned to a case number that is dropped from the ABC system.
PJCase will give you error message 5037 if you make a stop entry in this situation.
The LBP must be reassigned to the new case number. You can stop an LBP for a
person who is not the chooser even if the case number is no longer on ABC.
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The following criteria must be met before PJCase will allow you to assign an LBP to
another case:

¢ FIP must be inactive (a status code other than “A,” “B,” “C,” or “D”) on the
current case for each person who is active on the LBP. Check the case in ABC
for current FIP status code. When appropriate, cancel FIP on the current case
before attempting to reassign the LBP.

¢ Each person who is active in the LBP must be attached to the ABC case that
the LBP will be reassigned to. Check the TDO7 screen of the case in ABC to
find who is attached to the case. If the person is not attached to the case,
make the following entries on TDO3 in ABC to attach the person:

e |If the person already has TDO3 information in ABC, use an entry reason
code of “C.” If not, use entry reason code “A.”

e Enter or update all applicable demographic information. Enter deprivation
and paternity coding if the person is a child and you are approving FIP or
Medicaid.

e Do not enter a FIP status code for the person unless the person is to be
pended or activated for the program.

ABC entries to add the person must be updated and confirmed before
reassigning the LBP to the new case number.

If a person currently included in the LBP no longer lives with the person who chose
the LBP, you must first stop the LBP for that person before reassighing the LBP to
a new ABC case number. See Stopping an LBP.
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Follow these steps to reassign an LBP to a new case number.

Step Action
T i foma Al K
1 s e S Y
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{Fme PJCase
3 Main Menu
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LEP Activity Systom Table Mantenance |
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From the PJCase Main Menu, select the LBP ACTIVITY button.
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(G LBP Activity Menu
4
LBP Reassign LBP Stop |
LBP Add Persan Lep |
Other LBP Changes |
Return to PJ Case Main Menu |
o
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From the LBP Activity Menu, select the LBP REASSIGN button. This
displays the LBP Reassign Key Entry screen.

Reassign LBP Cancel |
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Enter the state identification of the person who chose the LBP and the
new case number, and then select either:

¢ REASSIGN LBP to display the LBP Reassign screen, or
¢ CANCEL to return to the previous screen.

4 ‘=
Enter an “X” in the INCLUDE? field to add a person to the LBP or to
reactivate the LBP for a person that is stopped.

5 Select either:
¢ REASSIGN LBP, to display the LBP Reassign Confirmation screen or
¢ CANCEL, to return to the previous screen.

6

Complete LBP Reassign cancel |

[P

G
R stat] Sinton: w0 [ T Pt sk T4 o | [ cmition -4 | [GEE SW S0 amm

Check the data and if correct, select either:

¢ COMPLETE LBP REASSIGN, to process your entries, or

¢ CANCEL, to keep your entries from updating.
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Results of Reassigning an LBP to a New Case Number

When the LBP Reassign function is complete, the system:

¢ Records the LBP under the new case number in PJCase.

The LBP DISPLAY screen will display the new case number.

The LBP Transaction History screen will show that the LBP was
reassigned, the date and time it was reassigned, and who reassigned
the LBP.

¢ Changes the individual FIP status code of the persons in the LBP as
follows:

To “N” on the former case when a person’s FIP status code is “I” on
the former case. EXCEPTION: The system does not change the status
code from “I” to “N” when the person’s FIP notice reason code is 203,
310, 311, 312, 313, 908 or 995, as this indicates that another sanction
exists.

To “I” on the newly assigned case for persons in the LBP when the FIP
status code was an “I” on the former case.

¢ Recalculates benefits and sends a Notice of Decision using notice reason
codes when FIP is active for any persons now included in the LBP on the
newly assigned case:

262 For a subsequent LBP within the six-month ineligibility period.

268 For a first LBP or a subsequent LBP beyond the six-month

ineligibility period.

¢ The ABC’s TD03 screen of each reactivated person will display:

The last month of FIP eligibility in the FIP LIMIT field.

The LBP start date and either “1” for a first LBP or “Sub” for a
subsequent LBP in the LBP field.
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PROMISE JOBS Functions

This section provides instructions for the PJCase functions used by PROMISE JOBS staff.

Assigning PJCase Person to PROMISE JOBS Caseworker

Each person who is currently referred to PROMISE JOBS has a PJCase Person
screen in PJCase. The PJCase Person screen has a PJ Caseworker section that
includes a field for the AGENCY, COUNTY, WORKER ID, WORKER NAME, and PHONE #.

PJCase will assign the PJCase Regional Mailbox to each referred person’s PJCase
Person screen as a “default” PJ caseworker for the purpose of sending
informational emails intended for PROMISE JOBS staff.

Once the case is assigned to an ongoing PROMISE JOBS caseworker, the worker
updates the PJCase Person screen with the WORKER ID (STDK ID).

Use the following steps to update the PJ Caseworker fields:

Step Action

1 Access the person’s PJCase Person screen.

2

m PJCase Person

D8 1 Canwatnr
[LBP Stan| LBP Stop| LBPinfo | Histary | Feses s bdes | Expenses
Fla Menu | PJ Case Main Menu B4 Emp Incama | ivoscs Aeterm

Enter information in the following fields:

¢ COUNTY
¢ WORKER ID (STDK ID)
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Step Action

Click the UPDATE PJ WORKER button.

The PJCase Person screen will immediately reflect your Agency, County,
Worker ID, Worker Name and Phone #. Any PJCase generated emails
regarding the referred person will be sent directly to you.

The IM worker can use the PJCase Person screen to identify you as the
PJ worker working with the referred person.

NoTe: When the IM worker changes the person’s county of residence in the ABC
system, PJCase will assign the PJ Caseworker fields to the PJCase Regional Mailbox
of the newly entered county of residence.

Changing an Active FIA Date

Follow the steps below to make PJCase entries to change an active FIA date:

Step Action
1 Access the person’s PJCase Person screen.
2

B PN e es——

E PJCase Person

LBP Start| LBP Stop| LBP nfo | History | fesmemmses | Expunses
FIA Menu | PJ Case Main Menu| BeREmp ncome| Imenice Retars

...... =

On the PJCase Person screen, select the FIA MENU button. This will
display the FIA Menu screen.
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Step Action

3

F e e o3 s bt

.' Tom FIA Menu

Pre-FIP :
FlA Signed Fla Not Signed
#ia tign Datn

Active FIP

Refrosh Referral Return 1o PJCase Person

i v Som -

Enter the current FIA date in the ACTIVE FIA DATE field then press the
CHANGE ACTIVE FIA DATE button.

NoOTE: The system does not issue an email to the IM worker when this
field is used to update the FIA date. A PROMISE JOBS worker who uses
this process to record a new FIA Signed Date because PJCase is already
displaying an Active FIA date must send an email to the IM worker
notifying the worker that the FIA has been signed.

v
e “hange Active FIA Date” below to process your
c! incel” £ redurn to the FIA Menu Screen.

Select either:

¢ CHANGE ACTIVE FIA DATE, to update the FIA date, or
¢ CANCEL, to return to the FIA Menu screen.

5 Successful processing of FIA SIGNED entries records the Active FIA Date in
the PJCase system.
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Pre-FIP Entries: Applicant Did Not Choose LBP.

PROMISE JOBS staff use the PJCase Person screen’s FIA MENU function to access
the FIA Menu screen to record a mandatory FIP applicant’s completion or failure in
sighing a Family Investment Agreement (FIA) when the applicant has not chosen
an active LBP. The FIA MENU function is available to only PROMISE JOBS and DHS
central office staff.

PROMISE JOBS staff shall make entries within one working day after the referred
person signs or fails to sign the FIA. If the applicant chose an active LBP, use the
instructions in Pre-FIP Entries: Applicant Chose LBP.

For applicants, the FIA must be signed before FIP approval.

+ If a parent (or either parent in a two-parent household) fails to sign an FIA, the
entire family is ineligible for FIP.

+ If a mandatory person who is not a parent fails to sign an FIA, only that person
is ineligible.

Use the Pre-FIP function to record the applicant’'s completion of or failure to sign
an FIA for an applicant in an active LBP who must sign an FIA before FIP approval
when the applicant is not the person who chose the LBP. For the person who
chose the LBP, refer to Pre-FIP Entries: Applicant Chose LBP for instructions to
record the completion of or failure to sign an FIA.

{Z hitp:Hdhspjcase-prd: BOBO/pjcase/cgi-bin/Referral.exe - Windaws Internet Explorer provided by State of lowa - DHS

'@. S~ &) httpiyfdhspicas

Fie Edit Vew Faw

e-prd:B080/picase/cgbiniReferral.exe v|[4s][x ol

ools  Help

Links @] DHSHome 4| Manuals @) IMField @) ECFTEST @|ECFPRODO3-1L @) IMECF TEST- Indexing 2| PROD Indexing () MW Enrallments L7 im academy () IM_TRAINING

WA @ aseiic [ f - B - @ - [2eage + G Toos -

FIA Menu

State ID: Case D: EE Referral Status, Current JOBS Code:

Referral lName: Date of Birth Winor Parent? Two Parents on FIP?

FIP Status Referral Dats: Is there an active LBP?: Servicing Agency:
Active FIA Date:

Pre-FIP :
FIA Signed ‘ FIA Not Signed

FIA Sign Date

Active FIP :

Active FIA Date

Refresh Referral| Return to PJCase Person

% Local intranet H100% -

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 89
Chapter O: PJCase System
Revised December 2, 2011

PROMISE JOBS Functions
Pre-FIP Entries: Applicant Did Not Choose LBP

The FIA Menu screen contains the following fields:

L

L4

L

STATE ID: Displays the referred person’s state identification number (SID).

CASE ID: Displays the referred person’s ABC system case number.

SSN: Displays the referred person’s social security number.

REFERRAL STATUS: Displays the person’s referral status. Valid statuses are:

Applicant

Hardship applicant

Applicant with LBP

Hardship applicant
w/LBP

Participant

Participant/hardship

Person is applying for FIP and current JOBS code is “3”
Or ILA.11

Person has used 60 months of FIP and is applying for a
six-month hardship exemption period. Current JOBS
code is “4” or “B.”

Person has an active LBP and is applying for FIP.
Current JOBS code is “U” or “V.”

Person has an active LBP, has used 60 months of FIP,
and is applying for a six-month hardship exemption
period. Current JOBS code is “W” or “T.”

Person is receiving FIP, or is a parent receiving for
children in the home, and current JOBS code is “8” or
“L.” (FIP status is “A,” “B,” “C” or status code is “F” or
“I” with an “in-home” indicator of “Y.”)

Person has used 60 months of FIP and is eligible for a
six-month hardship exemption period and current JOBS
code is “7” or “K.” FIP status is “A,” “B,” “C” or “E,” or
status is “F” or “I” with an “in-home” indicator of “Y.”

CURRENT JoBs CoDE: Displays the person’s current JOBS referral code. There
are separate referral codes for lowa Workforce Development (IWD) and Bureau
of Refugee Services (BRS), as follows:

IWD BRS Description

X~NOSChwer
<Ar4A<wmw>»r

Exempt

Mandatory applicant

Mandatory, hardship applicant
Mandatory applicant w/LBP
Mandatory hardship applicant w/LBP
Mandatory participant

Mandatory participant w/hardship
Unknown or not active
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¢ REFERRAL NAME: Displays the name of the referred person.
¢ DATE OF BIRTH: Birth date of the referred person.
¢ MINOR PARENT?: Indicates whether the person’s minor parent status is coded
“4” in the MINOR field on the ABC TDO3 screen.
Yes Person’s status is “4,” indicating that the person is living in a three-
generation FIP household.
No Person is not coded “4,” indicating the person either:
¢ Is not a minor parent, or
¢ Is a minor parent but is living independently or with self-supporting
parents, a legal guardian, or a nonparental relative or has been
married.
¢ TWO PARENTS ON FIP?: Indicates if both parents are on FIP.
Yes Case aid-type is “35-0” on TDO1 of ABC.
No Case aid-type is not “35-0.”
¢ FIP STATUS: Displays the current FIP status of the referred person.
¢ REFERRAL DATE: Displays the date of the most recent “original” referral or
“re-referral.”
¢ IS THERE AN ACTIVE LBP?: Indicates whether the person is the chooser of an
active LBP.
Yes The person has chosen an active LBP.
No The person did not choose the active LBP. The person is active on
another person’s LBP, but is not the person who chose the LBP.
¢ SERVICING AGENCY: ldentifies the agency providing PROMISE JOBS services.
IWD lowa Workforce Development
BRS Bureau of Refugee Services
¢ ACTIVE FIA DATE: This field is blank for FIP applicants. The Pre-FIP function is

intended to record a FIP applicant’s completion of or failure to sign an FIA.
Once the applicant’s FIA date is entered, the FIA SIGN DATE field will display the
date.

If there is a date in this field, PJCase will not allow you to use the Pre-FIP
function. Enter the current FIA date in the ACTIVE FIA DATE field of the ACTIVE FIP
section. See Changing an Active FIA Date for more information.

NOTE: There is also an ACTIVE FIA DATE field in the ACTIVE FIP section of this
screen.
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The FIA MENU screen contains the following sections with their respective fields
and action buttons:

¢ PRE-FIP:
® FIASIGNED: Select to record referred person’s signing of an FIA.

® FIA NOT SIGNED: Select to record the referred person’s failure to attend an
interview or failure to sign a FIA.

® FIASIGN DATE: Displays the date that the applicant signed an FIA.

¢ ACTIVE FIP:
e CHANGE ACTIVE FIA DATE: Select to record a different FIA date.

® ACTIVE FIA DATE: Used to enter the date the FIA was signed.

The FIA MENU screen also contains these action buttons:

¢ REFRESH REFERRAL: Select to refresh all transactions made on the referral on
the current day. See Refreshing an Entry for more information.

¢ RETURN TO PJCASE PERSON: Select to return to the PJCase Person screen.

FIA Signed

Follow the steps below to make PJCase entries when the FIP applicant has
written and signed a FIA:

Step Action

1 Access the person’s PJCase Person screen.

2

E PJCase Person

[LBP Start] LBP Stop| LBP info | History | russe s | Expunses
FIA Manu | PJ Case Main Menu| SelEmp wcome  Imeoice Reters

...... =

On the PJCase Person screen, select the FIA MENU button. This will
display the FIA Menu screen.
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Step Action
3

E FlA Menu

Pre-FIP :
FlA Signed Fla Not Signed

P Bign Date

Active FIP

Refrosh Referral Return 10 PJCase Person

Enter the date the FIA was signed by the referred person in the FIA
SIGN DATE field and select either:

¢ FIA SIGNED, to display the FIA Signed Confirmation screen (see
Step 4 for screen display), or

¢ RETURN TO PJCASE PERSON, to return to the PJCase Person screen
without updating your entries.

NOTE: The system does not allow entry of a date in this field when:

¢ The field already contains a date and returns the following error
message: Error 6003: Invalid entry. FIA SIGNED DATE already
exists.” See Changing an Active FIA Date for information on
updating the field with a new date.

¢ The applicant has chosen an active LBP and returns the following
error message: “Error 6001: Invalid entry. Per JOBS code,
active LBP. Access LBP Display instead.” See Pre-FIP Entries:
Applicant Chose LBP.

¢ The person’s JOBS code is “1” and returns the following error
message: “Error 6000: Invalid entry. Per JOBS code, person is
not applying for FIP.” Discontinue your entry.
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Step Action
4

FIA Signed Confirmation

Select either:

¢ COMPLETE FIA SIGNED, to update your referral entries, or
¢ CANCEL, to return to the FIA Menu screen.

5 Successful processing of FIA SIGNED entries:

¢ Sends an email to the IM worker, alerting the IM worker to
proceed with the FIP eligibility determination.

¢ Records the Active FIA Date in the PJCase system.

+ Changes the “applicant” JOBS code to a valid “participant” code,
if the person is pended for FIP, or to the “unknown” status code,
if the person is not pended. The IM worker will update the
“unknown” code to a valid “participant” code if FIP is approved.

F1A Not Signed

Follow the steps below to make PJCase entries when the FIP applicant has
failed to attend an interview or to write and sign a FIA:

Step Action

1 Access the person’s PJCase Person screen.

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 94

Chapter O: PJCase System PROMISE JOBS Functions
Revised December 2, 2011 Pre-FIP Entries: Applicant Did Not Choose LBP
Step Action
2 92
E ‘PJCase Person
'—‘::;n;: .’.TK'":’ i S M
On the PJCase Person screen, select the FIA MENU button. This will
display the FIA Menu screen.
3

F e b ot i e & - B e Ot

| zﬂ" FIA Menu

Pre-FIP :
FlA Signed Fla Not Signed

P Bign Date

Active FIP :

astrvs £k Date

Refrosh Referral Return 10 PJCase Person

Select either:

+ FIA Not Signed, to display the FIA Not Signed Confirmation
screen, or

¢ Return To PJCase Person, to return to the PJCase Person screen
without updating your entries.
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Step Action
4

B ke s s e [ R

E FIA Not Signed Confirmation

Select either:

¢ COMPLETE FIA NOT SIGNED, to update your referral entries, or
¢ CANCEL, to return to the FIA MENU screen.

5 When FIA NOT SIGNED entries are successfully processed, PJCase:

¢+ Denies the application in ABC and sends a Notice of Decision
when the person is a FIP parent and the IM worker has pended
the application in ABC. Otherwise, the IM worker must make
ABC entries to deny the FIP application and send the notice.

¢ Sends an email to the IM worker to report whether the system
denied the application or the IM worker needs to make ABC
entries to deny the application.

¢ Changes the person’s “applicant” JOBS code to the “unknown.”

Pre-FIP Entries: Applicant Chose LBP

Using the Pre-FIP function is not appropriate for applicants that have chosen an
LBP. Instead, access LBP Display to either:

¢ Stop the LBP when an applicant signs an FIA and, for a subsequent LBP,
completes 20 hours of PROMISE JOBS activity. Follow the instructions found at
Functions Used by Both IM and PJ Staff: Stopping an LBP.

+ Record that the applicant has abandoned the reconsideration attempt using the
following steps.
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Step Action
1 Access the LBP Display screen for the active LBP.
2 | s =
i R i iR A et o e [
E LBP Display
mnrmﬁr(c'mﬂela:qnl. 18P 505 | Retesniae]  Concel
Select either:
¢ ABANDON RECONSIDERATION, to proceed to the Abandon
Reconsideration Confirmation screen, or
¢ CANCEL, to return to the PJCase Main Menu screen.
3

— = o

Pea - D D Cnes e Grem 3 B D0 -0

LBP Abandon Reconsideration
Confirmation

Compiete LAF Abandan Reconsderation Canzel

e s

Select either:

¢ COMPLETE LBP ABANDON RECONSIDERATION, to update your entry, or
¢ CANCEL, to return to the PJCase Main Menu screen.
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Step Action

4 When an LBP ABANDON RECONSIDERATION entry is successfully
processed, PJCase:

¢ Denies the application in ABC and sends a Notice of Decision
when the person is a FIP parent and the IM worker has pended
the application in ABC. Otherwise, the IM worker must make
ABC entries to deny the FIP application and send the notice.

¢ Sends an email to the IM worker to report if the system denied
the application, or if the IM worker needs to make ABC entries to
deny the application.

¢ Changes the person’s “applicant” JOBS code to “unknown.”

Issuing Expense Allowance Payments

PROMISE JOBS workers use the Expense Request screen to issue expense
allowance payments to providers and to the FIP persons who must participate in
PROMISE JOBS activities.

For providers that are registered with the Department of Administrative Services
for electronic funds transfer, allowance payments are deposited directly and
appear on the Issuance Verification (ISSV) system as “DIR DEP.” If electronic
funds transfer is not established, the allowance payments are issued by a paper
warrant.

For participants who have direct deposit established for their FIP payments, the
allowance payments will also be direct deposited and will appear on ISSV as “DIR
DEP.” If direct deposit is not established, allowance payments will be issued by a
paper warrant.
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<A hitp:#dhspjcase-prd: B0BO/pjcaselcgi-bin/ExpenseRequest.exe - Microsoft Internet Explorer provided by State of lowa [Z”Elg‘
File Edit ‘iew Favorites Tools Help #
0 Back = ) |ﬂ @ n ,':‘ Search =7 Favorites 42 L1 =
Address ‘@1 http:}/dhspicase-prd: 8080/ picase/cgi-binfExpenseRequest .exe v| Go Links
T Expense Request
Office Murmber:
Referral Mame: Station Desk:
State ID Casze ID: SENEE JOBS Ref Code:
Allowance Type: | .,| Amount: |:||:|
Component Code: | w Time Period From: ‘ | Thru: | ‘
Diate Child Care Invoice received : Overdue RSM:
Dependent Type: Diay Care Provider Type:
DayCare Reason vendorCode: | | Get Provider £ Pay To Provider
Provider vendor Location: [~ vendor Type: Vendor Code
Provider Mame |
Street | Zip Code (Zip + 4)
City State

Cancel

&) Dane % Lacal intranet

The Expense Request screen contains the following fields:
¢ AGENCY: Displays the agency code of the worker who is logged-in:

1 IWD, or
2 BRS

¢ OFFICE NUMBER: Displays the four-digit office number of the worker who is
logged-in.

¢ REFERRAL NAME: Displays the referred person’s name.

¢ STATION DESK: Displays the three- or four-digit worker identification number of
the worker who is logged-in.

¢ STATE ID: Displays the referred person’s state identification number (SID).
¢ CASE ID: Displays the referred person’s ABC case number.

¢ SsN#: Displays the referred person’s social security number.
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¢ JOBS REF CODE: Displays the person’s current JOBS referral code. Separate
referral codes are used for lowa Workforce Development (IWD) and the Bureau
of Refugee Services (BRS), as follows:

IWD BRS Description

Exempt

Mandatory applicant

Mandatory, hardship applicant
Mandatory applicant w/LBP
Mandatory hardship applicant w/LBP
Mandatory participant

Mandatory participant w/hardship
Unknown or not active

X~N0OSChwer
<Ar4A<wmw>»r

¢ ALLOWANCE TYPE: Use the dropdown list is to choose the applicable expense
allowance. The choices are:

A Transportation, mileage or actual for PROMISE JOBS; one-time costs
such as tires, repairs, etc., for FSSG

B Tools, PROMISE JOBS and FSSG

C Uniforms and safety equipment for PROMISE JOBS; uniforms and

other clothing needs for FSSG

D Tuition for PROMISE JOBS

E Books for PROMISE JOBS

F Education supplies for PROMISE JOBS

G Fees, education-related, and birth certificate costs, PROMISE JOBS and
FSSG

H Licensing, certification and testing costs, including travel costs,
PROMISE JOBS and FSSG

L Transportation, handicapped, for PROMISE JOBS

M Practicum living costs for PROMISE JOBS (up to $10 per day)

N Shelter for FSSG

P Provider payment for PROMISE JOBS (for parenting classes and
PROMISE JOBS family development only

R Relocation for FSSG

S Social services for FSSG

T Other for FSSG

¢ AMOUNT: Enter the dollar amount of the expense request in the first section,
use the TAB key to move to the second section and enter the amount of cents.
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¢ COMPONENT CODE: Displays the applicable component code that allows for
payment of expenses with PROMISE JOBS funds. The choices are:

8B

Orientation

Assessment

Job-seeking skills (job readiness)

Group job search

High school completion

GED

Adult basic education

English as a second language

Work experience

Mental health treatment

Unpaid community service

Other rehabilitation

Post-secondary classroom training (educational)
Post-secondary classroom training (vocational)
On-the-job training

Substance abuse treatment

Institutional skills training (educational)
Institutional skills training (vocational)
Short-term training (30 to 52 weeks)
Short-term training (less than 30 weeks)
Workplace essentials

FSSG

Individual job search

Child care for employment

Parenting classes (for 19 and younger)
Parenting classes (for all others)

Family development services (for parents age 17 or younger)
Family development services (for all others)

¢ TIME PERIOD FROM: Use these fields to enter the beginning date of the period
the allowance covers, in MM-DD-CCYY format.

¢ THRU: Use these fields to enter the ending date of the period the allowance
covers, in MM-DD-CCYY format.

¢ DATE CHILD CARE INVOICE RECEIVED: Inactive field.

¢ OVERDUE RSN: Inactive field.

¢ DEPENDENT TYPE: Inactive field.

¢ DAY CARE PROVIDER TYPE: Inactive field.

¢ DAYCARE REASON: Inactive field.
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¢ VENDOR CODE: This field requires entry of the vendor’s nine-digit federal tax
identification or social security number.

¢ GET PROVIDER: This button is used to obtain provider name and address
information when a provider number has been entered. Clicking the GET
PROVIDER button enables the PAY PROVIDER button.

If the provider is in the State Accounting payment system, a vendor list will be
displayed so the correct location can be selected.

If the provider is not in the State Accounting payment system, PJCase will
generate error message 5184, “Vendor not found in the 1I/3 payment system.
Contact your local PJ designee for assistance.”

¢ PAY TO PROVIDER: This field allows you to indicate when the expense allowance
payment is to be paid to the service provider rather than the PROMISE JOBS
participant. This field must be completed when the allowance type is “P.” To
enable this button, enter the provider number and click on the GET PROVIDER
button.

¢ PROVIDER VENDOR LOCATION: This field displays the two-digit identifier for the
provider vendor location. The system populates this field when the vendor is
selected from the vendor list.

¢ VENDOR TYPE: Use the dropdown list to select a vendor type when the PAY TO
PROVIDER button is selected. The vendor types are:

C Corporation

G Government or nonprofit
P Partnership

S Sole proprietor

U Public service

| Individual

¢ VENDOR CODE: Select the applicable code when the PAY TO PROVIDER button is

selected:
E Employer identification number
S Social security number

¢ PROVIDER NAME: The system populates this field when the vendor is selected
from the vendor list. Worker entry in this field is not allowed.

¢ STREET: The system populates this field when the vendor is selected from the
vendor list. Worker entry in this field is not allowed.

¢ CITY: The system populates this field when the vendor is selected from the
vendor list. Worker entry in this field is not allowed.

¢ STATE: The system populates this field when the vendor is selected from the
vendor list. Worker entry in this field is not allowed.
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¢ ZIP CODE: The system populates this field when the vendor is selected from the
vendor list. Worker entry in this field is not allowed.

¢ (ZI1P + 4): The system populates this field when the vendor is selected from
the vendor list. Worker entry in this field is not allowed.

Issuing Payment to a Participant

Follow these steps to issue an expense allowance payment in PJCase:

Step Action
1 T o e e o g ‘
Fa PJCase
3 Main Menu

e o i

LBPisto |  Roferatinfe |  Cabendar Moms Expense Display |

LEP Activity Systam Table Mantenance

P

On the PJCase Main Menu screen, enter the person’s case number,
SSN, state identification, or name in the applicable search field.
Select REFERRAL INFO to display the PJCase Person List screen.

NoTe: If there is only one person referred on the case, you will go
directly to that person’s PJCase Person screen. Go to Step 3.

CTTTT.

2 N e N “

B I 1 I el s, el I 4 -0 |
astvon [ o b e e e r

m PJCase Person List

Yo tnuwshed @ wearch by Cane

=] e [ =

Display Referral | Return to PJ Case Main Menu

i Bisraes

Enter an “X” in the DISPLAY? field next the appropriate person and
click on the DISPLAY REFERRAL button. This displays the PJCase
Person screen.
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Step Action
3

[T —

LBP Start| LBP Stop| LBP info | History | fomemmssws| Expunses |
FIA Menu | PJ Case Main Menu| eh-Ep o Inesicn Armurs

ucarmre =

Click on the EXPENSES button to display the Expense Request screen.

1 s apkare oo EWGp et bl ssafsrotLans Mkasl) et vt [pein sroskied By 00 of ey

..........

Submit Cancel |

Complete the following fields:

¢ ALLOWANCE TYPE:
¢ AMOUNT:

¢ COMPONENT CODE:
¢ TIME PERIOD FROM:
¢ THRU:

If the payment is to be sent to the service provider, see Issuing
Payment Directly to a Provider.

Click on the sSuUBMIT button.

If you receive error message 5160, “Person not on FIP. Submit
pends for CO review or Cancel stops the entry,” see Payment
Pended for Central Office Review. If not, continue to Step 5.
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Step Action

R b1 Siira. T o b crpeicioalemens - Fcresell Inernet Explires prsvided by SRl almlx
5 TR es ates Tok ek [ = ]
Rt i ~ HE AT < Sl it - fm B I 2 50 1 L

Aderess [ e ficharer P ssnl3-bor jugeneacont wie

Expense Confirm

Accept Cancel |

SE @ e

e 8 (8 | %) -|f& o= $F sz

On the Expense Confirm screen, verify that the data is correct and
select either:

¢ ACCEPT, to process the entry and display the Expense Accepted
screen, or

¢ CANCEL, to return to the Referral screen.

m Expense Accepted

[The Expense / Expense changes reflected on the previous
Expense Confirmation Screen have been accepted. Click on
ne of the following options to go to the screen indicated or

Exit Browser to Exit

Expense List ] Referral |
[ =
0] oy Lo ol pivaret e
st [ T rren . b B | P Mt | b oo | AR EEr 2w

On the Expense Accepted screen, select:

¢ EXPENSE REQUEST, to make entry to issue another expense
allowance,

¢ EXPENSE LIST, to view all pending expense allowance entries for
the person,

¢ REFERRAL, to return to the person’s PJCase Person screen, or

¢ MAIN MENU, to return to the PJCase Main Menu screen.
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Issuing Payment Directly to a Provider

Follow these steps to issue an expense allowance payment directly to a
provider in PJCase:

Step Action
-y Ly s e Al
1 I e N e
L [ —— e ] o =
m PJCase
3 Main Menu

M [ s i

LBPisto |  Roferatinfe |  Cabendar Moms Expunsn Display |

LEP Activity Systam Table Mantenance

P

On the PJCase Main Menu screen, enter the person’s case number,
social security number, state identification number, or name in the
applicable SEARCH field. Select REFERRAL INFO to display the PJCase
Person List screen.

NoTe: If there is only one person referred on the case, you will go
directly to that person’s PJCase Person screen. Go to Step 3.

i Bk e sl i

2 B I 1h - e el g iy S
D T T T Ty ey =] e [ =

m PJCase Person List

au encase ch by Case s

Display Referral | Return to PJ Case Main Menu

The faBowing Riefemed Pérsans favn been locstes

o ST

To display the PJCase Person screen, enter an “X” in the DISPLAY?
field next the person’s name and click on the DISPLAY REFERRAL
button.
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Step Action
3

E PJCase Person

ouE
LBP LBP Stop| LBP info | _History | remem e Expanues |
FIA Menu | PJ Casa Main Menu| Lol Lons iwiome  moeiie Aetars

ucarmre =

Click on the EXPENSES button to display the Expense Request screen.

..........

Submit Cancel |

Complete the following fields:

ALLOWANCE TYPE:
AMOUNT:
COMPONENT CODE:
TIME PERIOD FROM:
THRU:

VENDOR CODE:

* ® & o o o

Select GET PROVIDER button.

For new providers not in the State Accounting payment system,
PJCase will display error message 5184, “Vendor not found in 1/3.
Contact your local PJ designee for assistance.”

For providers in the State Accounting payment system, continue to
step 6.
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Step Action
6 If the provider is in the State Accounting system, PJCase will display
the Vendor List screen. Provider addresses can be either two or
three lines.

m Vendor List

Wendor Nismber = pOD0DO0NE

Return to PJCase Maln Menu

Scroll through the vendor list addresses.

If the address on the claim does not match an address on the
vendor list screen, do not proceed with issuing the payment.
Contact your local PJ designee for further assistance.

If the address on the claim matches an address on the vendor list
screen, select the correct vendor location by clicking on the select
link.

You will return to the Expense Request screen with the vendor
information fields completed.

Click on the suBmIT button.

If your entry is successful, the system displays the Expense Confirm
screen.

If your entry is not successful, the system displays an error
message.

If you receive error message 5160, “Person not on FIP. Submit
pends for CO review or Cancel stops the entry,” see Payment
Pended for Central Office Review.

If not, continue to Step 7.
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Step Action

R b1 Siire. P i o b, erpemicyoalimes - Mcrssell Interet Exphirer prsvided by St el 13 almlx
7 T BE e fwetes ok ek =
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Aderess [ e ficharer P ssnl3-bor jugeneacont wie

Expense Confirm

Accept Cancel

ST & Trasian

e 8 (8 | %) -|f& o= $F sz

On the Expense Confirm screen, verify that the data is correct and
select either:

¢ ACCEPT, to process the entry and display the Expense Accepted
screen, or

¢ CANCEL, to return to the Referral screen.

m Expense Accepted

[The Expense / Expense changes reflected on the previous
Expense Confirmation Screen have been accepted. Click on
ne of the following options to go to the screen indicated or

Exit Browser to Exit

Expense List ] Referral |
[ =
0] oy Lo ol pivaret e
st T sre . B0t DA | B Mersst e | ynbon o | AR EEr 2w

On the Expense Accepted screen, select:

¢ EXPENSE REQUEST, to make entry to issue another expense
allowance,

¢ EXPENSE LIST, to view all pending expense allowance entries for
the person,

¢ REFERRAL, to return to the person’s PJCase Person screen, or

¢ MAIN MENU, to return to the PJCase Main Menu screen.
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Page 109 is reserved for future use.
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Page 110 is reserved for future use.
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Payment Pended for Central Office Review

Error message 5160 occurs when coding in the ABC system indicates that the
person that you are making the payment for is not eligible for FIP or
PROMISE JOBS. Specifically, the error occurs when:

¢ The current FIP status code is “canceled” or “denied,” and the Time Period
From date entered is after the effective date of cancellation or denial.

¢ The payment is not for child care, current FIP status is “canceled” or
“denied,” and the effective date of cancellation or denial was two months
ago or longer.

¢ The person is in an active first LBP or an active subsequent LBP that is
beyond the six-month period but the person does not have a JOBS code of
‘lU,’! LlV’!! ‘IW!! Or ‘lT.!!

¢ The person is in an active subsequent LBP and the Time Period From date
entered is within the six-month period of ineligibility.

Error message 5160 states, “Person not on FIP. Submit pends for CO review
or Cancel stops the entry.” Review the case situation of the person when you
get error message 5160. If needed, contact the IM worker for assistance.

If you believe that the payment needs to be made even though ABC indicates
the person is not eligible, click on the suBMIT button. Also send an email to
IWD’s central office asking that the case situation be reviewed to determine if
the payment should be approved and released.

If IWD’s central office approves the payment, the system sends an email to
the PROMISE JOBS worker who made the entry. If IWD’s central office
cannot approve the payment, it will respond to the person who asked that the
payment be released.
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From March through May, a PROMISE JOBS person attends a short-term
training of less than 30 weeks while receiving FIP. FIP is canceled
effective May 31. In August, PROMISE JOBS receives the tuition bill from
the training facility and makes entry to issue payment to the facility.

The system does not allow the entries to update because FIP has been
canceled for more than two months. The worker receives error message
5160 and determines that the payment should be made since the
payment is for a period when the person was on FIP.

The worker clicks on the suBMIT button and sends an email to IWD’s
central office. IWD’s central office will review the case and approve the
payment, if appropriate.

Changing or Canceling an Expense Allowance Entry

PROMISE JOBS workers who have “confirmed” an expense allowance entry
can delete or change the entry on the same day by following these steps:

Step Action
1 Access the person’s PJCase Person screen.
2

E PJCase Person

[LBP Start] LBP Stop| LBP info | Histary | fesemmsse | Expunses
FIA Manu | PJ Case Main Menu| SelEmy ncome  Invoice Retars

...... =

Select the EXPENSES button. The system displays the Expenses
Entered Not Yet Processed screen.

3 Select either:

¢ EDIT FROM LIST, to make changes to an allowance entry, or
¢ DELETE FROM LIST, to delete the entry entirely.
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Viewing Expenses Entered and Not Yet Processed

PJCase allows you to view expense allowances that have been entered for a
referred person in the current day. The list also includes any expense
allowances made on a prior day and pended for central office review.

Access the Expenses Entered Not Yet Processed screen by clicking on the
EXPENSE LIST button in the Expense Accepted screen.

"ahttp:,;",.-"dhspicaseitst:BUBIJ,-"pjcase,-"cgi-bin,‘-"Expensenccepted.exe—Micrnsnlt Internet Explorer prov ] o [ o] _XI
File Edit View Favorites  Tools  Help |
daBack + S -+ (@D 7at ‘ Qisearch  [GFavories  Evedia 4 | B S -
Aiddress |&] hitp:fjohspicase_tst:a080jpicasecgi-binjExpenseAccepted. exe | @ ‘Links 2
— A 1 - WD .
Fiamip Expenses Entered i
ndd Office Murber: 1111
= Not Yet Processed @
JOBS Ref Code: 8
Referral Name: BUSTER BROWM
State ID: 3535353F Case |l POOOOO1102 SSM#: B7B33E7ET
Edit From Listl Delete From List | ‘ Approve Pended
Create New | Go To Main Menu |
iSelect Only One)
Salact p'él”:;d Date Entered A"?;;i”':e CEQLPCZ?;;:” FromDate | ToDate ‘ Amount
‘ I_ | | 12-29-2005 ‘ o ‘ PE | 11-01-2005 | 11-01-2005 | 130,00
[
€] beone [0 T [EE ocalintranet 4

The Expenses Entered Not Yet Processed screen identifies the referred person
and displays:

¢ Specific data on each expense allowance entry made for the referred
person on the day, and

¢ Specific data on any expense allowance entry made for the referred
person on a previous day and pended for central office review but not yet
approved.
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The screen also contains the following links:

¢ EDIT FROM LIST: Use this option to make changes to a listed expense
allowance that has been confirmed but has not processed yet.

¢ DELETE FROM LIST: Use this option to delete a listed expense allowance
that has been confirmed but has not processed yet.

¢ CREATE NEW: Use this option to make another expense allowance on the
same referred person.

Reactivating an LBP

PROMISE JOBS staff cannot reactivate an LBP. If reactivation of an LBP is
required, contact the local IM worker.

Starting an LBP

PROMISE JOBS staff use the LBP Start function to impose a limited benefit plan
(LBP). The function is available only to PROMISE JOBS and DHS central office
staff.

A FIP participant is subject to a limited benefit plan when:

¢ The participant chooses not to follow the terms of the FIA, or
¢ The participant’s referral status changes from exempt to mandatory and the
participant chooses not to write and sign a FIA.

When more than one person in a household chooses an LBP, make separate
entries to start each person’s LBP by accessing the start entry screens from the
PJCase Person screen of each person who chose an LBP. See When More Than
One Household Member Chooses an LBP for more information.

You will use two main screens to start an LBP:

¢ LBP Start Key Entry screen
¢ LBP — Start screen
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LBP Start Key Entry Screen

3 http:// dhspjcase-prd:3080/pjcase fcgi-bin /REFERRAL.exe - Microsoft Internet Explorer provided by State of Towa

=101 x|
File Edit View Favorites Tools Help ﬁ

deback - = - D o} | Disearch (iiFavarites Fiveds (8| B S @ - =

Address |@j hittp: {fdhspjcase-prd: 8080/ picase cgi-bin/REFERRAL . exe j et |unks &

-

- LBP Start Key Entry

Chooser Marme: BUSTER BROWN Chooser SSN. 676-33-6767
Chooser State ID: 3535353F Case# PO00001102
LBP Type: ¢ normal LBP Choice Date:
© Partial
© Individual

Enter the other parent's Social Security Number when two parents are in
the home with a common child on FIP:

Start LBP Cancel |

I
|&] Dane [ [ B Localintranet Y

This is the first screen used to start an LBP. The screen contains the
following fields.

L

L

CHOOSER NAME: Displays the name of the person who chose the LBP.

CHOOSER SSN: Displays the social security number of the person who
chose the LBP.

CHOOSER STATE ID: Displays the state identification of the person who
chose the LBP.

CASE NUMBER: Displays the ABC case number of the person who chose the
LBP.

LBP TYPE: This field allows you to choose one of the following LBP types by
clicking in the circle next to the type name:

e Normal. Select “normal” when the person who chose the LBP is:
= The parent in a one-parent household, or

= Either parent in a two-parent household when there is at least one
common child on FIP.
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NoTe: If a “normal” LBP is selected on a FIP case in the 30-4 aid type
case, the system generates error message 5062, “For caretaker or
minor use INDIVIDUAL LBP. For minor parent use PARTIAL LBP.”

NOTE: The system generates error message 5025, “Invalid LBP type.
Enter individual LBP type when child with no children chooses,” when a
“normal” LBP type is selected on a person who is under age 18 and is
not coded as a minor parent in ABC.

If you receive this error when attempting to start a “normal” LBP on a
minor parent who receives FIP with the minor’s adult parent, contact
the IM worker to enter the MINOR code in the minor parent’s TD0O3
screen. Once the MINOR code is updated in ABC, you can start the
“normal” LBP.

e Partial. Select “partial” when the person who chose the LBP is:

= A minor parent receiving FIP with the minor’s adult parent or
relative, or

= A parent in a household that contains two married parents with no
common child on FIP.

NOTE: The system generates error message 5025, “Invalid LBP type.
Enter individual LBP type when child with no children chooses,” when a
“partial” LBP type is selected on a person who is under age 18 and not
coded as a minor parent in ABC.

If you receive this error when attempting to start a “partial” LBP on a
minor parent who receives FIP with the minor’s adult parent, contact
the IM worker to enter the MINOR code in the minor parent’s TDO3
screen. Once the MINOR code is updated in ABC, you can start the
“partial” LBP.

e Individual. Select “individual” when the person who chose the LBP is:

= A child who is not attending school full time, or
= An incapacitated stepparent, or
= A needy relative.

Contact the IM worker if you need help determining the relationship of
persons in the household.

¢ LBP CHOICE DATE: Enter the date that the person chose the LBP, in
MM-DD-CCYY format. The “choice date” is the date that the PROMISE
JOBS worker submits the case for local or state-level review.
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When making entry to start an LBP on a person who is active on an LBP
chosen by another person in the home, the choice date entered must be a
date that is before the effective date of the existing LBP and before the
date of FIP cancellation.

¢ ENTER THE OTHER PARENT’S SOCIAL SECURITY NUMBER WHEN TWO PARENTS
ARE IN THE HOME WITH A COMMON CHILD ON FIP: Entry is required in this
field on two-parent cases.

Enter the other parent’s social security number, regardless of aid-type,
even if the other parent in the home is not on the FIP grant or is currently
exempt from PROMISE JOBS.

Entry of the other parent’s social security number allows the system to
search for any previous LBPs chosen by the other parent in the home and
to decide correctly if the LBP to be started is a first or a subsequent LBP.

Use PJCase and the ABC case aid type to help decide when you need to
enter the other parent’s social security number:

e ABC case aid-type 35-0 applies when:

= Two parents are in the home, and

= Both parents are on FIP, and

= Both parents are mandatory PROMISE JOBS referrals, and
= There is a common child on FIP.

When the case aid type is 35-0, PJCase assumes the case is a two-
parent home and displays “yes” in the TWO PARENTS ON FIP field on the
PJCase Person screen. The system requires entry of the other parent’s
social security number in the LBP Start Key Entry screen to start an
LBP when the field displays “yes.” (If needed, select the BACK button
on your browser to view the PJCase Person screen.)

e ABC case aid-type 30-0 applies when:

= Only one parent is in the home, or
= There are two parents in the home, and

e One parent is not on FIP, or
e One parent is not a mandatory PROMISE JOBS referral, or
e There is no common child on FIP.

Enter the other parent’s social security number when aid type is one of
these aid types and there is a common child on FIP.
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Do not enter the other parent’s social security number when there are
two parents in the home and there are no common children on FIP,
(e.g., a case with two stepparents and children of each parent, or a
case with a common child who is receiving SSI and is not on FIP).
Enter a “partial” LBP type in this situation.

Do not enter the social security number of a minor parent when
starting an LBP on the minor’s adult parent in a three-generation FIP

household.

Contact the IM worker if you cannot determine if there is a common
child in the home. Also contact the local IM worker to correct the aid
type if you find that the household’s living situation is not being
reflected with the current aid type in ABC.

LBP - Start Screen

2§ hittp: £/ dhssinbias picased/oai-bindLEPS TART eae - Miciosoft Intermet Explaer

| Ble Edi Yiew Lo Faostss  Help ﬂ
= = 8B B 4 | & 64 02 & H @& &
Eack -y Siop  Fefieth  Home | Seach  Faeostes  Hisog .- Fulicsenn  Had Furht
.ﬁ.ﬂﬁl:i:tl-tﬂ il LAl P ot e B LB RS TAR T ek j : Lirks
wark wlabe L =L Herme
LEP Stawd Oinbe FretfSuhraguent Parzon Can Reconskder & fer LO® Chaospe: Durde:
LEF Typs: FIF SHatus
FIS Slaned?: Additional Chooser Information:
s Eareting Mame G g R Ex=t
[ o Existing Seale Eovizang Slorl Dk Existing Firclizuin
ined of Fallura:
| = Start LBP Cancel
|
Include® B0 Ser Ho Hals 1D Hame Bisth Crabe FIF Diale
|— |
[IE = == =l
£] Done x, Local inliane: zons

The LBP Start screen displays after you have made a successful entry in the
LBP Start Key Entry screen. This screen contains the following fields:
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¢ SsN: Displays the social security number of the person who chose the
LBP.

¢ STATE ID: Displays the state identification number of the person who
chose the LBP.

¢ CASE #: Displays the ABC case number of the person who chose the LBP.

¢ NAME: Displays the name of the person who chose the LBP.

¢ LBP START DATE: Displays the system-determined effective date of the LBP
to be started.

¢ FIRST/SUBSEQUENT: System-determined entry that indicates whether the
LBP to be started is a first or a subsequent LBP.

¢ PERSON CAN RECONSIDER AFTER: System-determined entry. If the LBP to
be started is a subsequent LBP, this field displays the last day of the six-
month period of ineligibility. The household can begin action to reconsider
the subsequent LBP at any time after this date. If the LBP to be started
is a first LBP, this field is blank.

¢ LBP CHOICE DATE: Displays the date that the person chose the LBP. The
worker enters this date in the LBP Start Key Entry screen.

¢ LBP TYPE: Displays the LBP type that the worker entered on the LBP
START KEY ENTRY screen.

¢ FIP STATUS: Displays the current FIP status of the person who chose the
LBP.

¢ ADDITIONAL CHOOSER INFORMATION: This field displays only when the

person whose LBP is currently being started is active on another LBP on
the case. The field displays the following information regarding the
existing LBP:

e EXISTING NAME: Displays the name of the person who chose the LBP.
e EXISTING SSN: Displays that person’s social security number.

e EXISTING TYPE: Displays the LBP type (normal, partial or individual).
e EXISTING STATE ID: Displays that person’s state identification.

e EXISTING START DATE: Displays the effective date of the existing LBP.

e EXISTING FIRST/SUB: Tells whether the existing LBP is a “first” or
“subsequent” LBP.
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¢ FIASIGNED?: Indicates if the person had a signed FIA when choosing the
LBP. The system uses the ACTIVE FIA DATE (from the person’s PJCase
Person screen) to populate this field:

Yes There is a date in the ACTIVE FIA DATE field, or
No There is no date in the ACTIVE FIA DATE field

¢ KIND OF FAILURE: Entry required. Use the dropdown list to select the
reason that describes how the person chose the LBP. The reasons are:

Did not make appointment

Did not keep appointment

Did not complete orientation

Did not complete assessment

Did not sign FIA

Abandoned the FIA

Did not verify work hours

Did not renegotiate an FIA after previous FIA ended

Did not participate in FIA progress review

Did not verify hours of participation in activities other than work

ATIGOGTMMmMmOoOoO®>

If the F1A SIGNED?: field is “No,” the KIND OF FAILURE field must be “A,” “B,”
ILC’” llD,’! Or HE-11

If the FIA SIGNED?: field is “Yes,” the KIND OF FAILURE field must be “F,”
llG,’! IIH’11 lll’11 or IIK-1’

¢ INCLUDE?: This field applies only to partial LBPs. Select the persons that
must be included in the partial LBP as follows:

e Children of the person who chose the LBP.

e |If the person who chose the LBP is a minor parent on FIP with the
minor’s adult parent, and the other parent of the minor parent’s
children is in the home, select the other parent.

Steps to Start an LBP

When FIP is active on a case, PJCase will not accept an LBP start entry made
on any day that is after the current month’s ABC system timely notice day
and up through the current month’s ABC cutoff day. If you try to start an
LBP in this period, PJCase will give you an error message at the LBP
Confirmation screen and indicate the day that you can retry the start entry.
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PJCase will not accept an LBP start entry when the LBP start date will be the
same as an existing LBP record chosen by the same person, even if the
existing LBP has been stopped.

If you try to start an LBP in this situation, PJCase will give you the following
error message: “5304: An LBP exists with the same start date. See your
manual.” If you receive this error, determine which of the following applies:

¢ Your entry to start a new LBP is not needed if the existing LBP is active.
Stop attempts to start another LBP.

¢ If the existing LBP is stopped and the person has chosen another LBP with
a new failure, make the LBP start entry after the next timely notice day.
As a result, the LBP start date for the new LBP will be at least one month
later than the existing LBP.

Ms. A chooses a first LBP for failure to attend an FIA activity twice after
receiving a written reminder. On April 22, PROMISE JOBS starts the LBP
effective June 1. Ms. A reconsiders the first LBP by signing an FIA on
April 24. Ms. A is scheduled to attend the same FIA activity again on
May 4.

Ms. A fails to attend and is sent a written reminder. She is scheduled to
attend the same activity again on May 11 and chooses a subsequent
LBP. PROMISE JOBS must wait until after May timely notice to start the
new LBP. The LBP will be effective no earlier than July 1.

+ Contact the IM worker to reactivate the existing LBP when the LBP is
stopped and should be active, such as when the LBP was affirmed by the
final decision of an appeal or the LBP was incorrectly stopped.

¢ Do not contact IM to reactivate the existing LBP when the existing LBP
was stopped appropriately and the person has chosen another LBP (with a
new LBP choice date and a new failure.)
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Starting an LBP

Follow these steps to start an LBP:

Step

Action

1

VR

PJCase

P

On the PJCase Main Menu screen, enter the person’s case number,
social security number, state identification number, or name in the
applicable seaRcH field. Select REFERRAL INFO.

If there is more than one referred person on the case, the PJCase
Person List screen will be displayed. Go to Step 2.

If there is only one referred person on the case, the PJCase Person
screen will be displayed. Go to Step 3.

NoTE: When you need to start an LBP for more than one person in a
household, make separate entries for each person. See When More
Than One Household Member Chooses an LBP section.

NoTE: When you are starting an individual or partial LBP on a case
with an existing active partial LBP, and the person who chose the
new individual or partial LBP is included on the existing partial LBP,
contact DHS central office for assistance.
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Step Action
2 | e =

v ] . P PR i e o e i o

!E PJCase Person List il

. D!sp!a; n:enal “n;"“!?;larn 1-0 PJ Case Main Menu

.0:'— Biwsraes &

On the PJCase Person List screen, enter “X” in the DISPLAY? field in

the row containing the person’s information. Click on the DISPLAY

REFERRAL button to display the PJCase Person screen.

3

E PJCase Person

OHE 8 Canmacrbor
[LBP Suan] L8P Stop| LBP nfo | History | rese s
FIA Menu | PJ Casa Main Menu| SetEmp

On the PJCase Person screen, select LBP START TO DISPLAY the LBP
Start Key Entry screen.

lowa Department of Human Services Employees’ Manual




Title 14: Management Information Page 124

Chapter O: PJCase System PROMISE JOBS Functions
Revised December 2, 2011 Starting an LBP
Step Action
4 | e -
e sty 2

Kt i

On the LBP Start Key Entry screen:

¢ Select the applicable LBP type. (Contact the IM worker if you
are unsure of the correct type.)

¢ Enter the LBP CHOICE DATE:

¢ If there is another parent in the home, enter the other parent’s
social security number.

Select the START LBP button. (See LBP Start Key Entry Screen for
more information on these entries.)

p: i dbsintrod pic ase o girbinLBPG TART exe - Microsoit Intomet Exploter
Be £8 Yew Do fymie (2]

s
FIA Signed? Additional Chooser Information
e Existing Narme iting £

[¥ 1o

;«wm-.‘ 5 Start LBP Cancel

i

4

#0ene I [ i Cocalirmanet mon:

In the LBP - START screen:

¢ Review the “Yes” and “No” boxes in the FIA SIGNED? field. If the
box that is populated does not reflect the current FIA status,
delete the “X” and re-enter “X” in the correct field.

¢ Use the dropdown box in the KIND OF FAILURE: field to select the
reason the LBP is being started.
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Step Action

(See LBP — Start Screen for more information on these entries.)

Select either:

¢ START LBP to display the LBP Start Confirmation screen, or
¢ CANCEL to return to the PJCase Person screen.

n-:v..r.-ﬁm-u-r E
o C 4|4

S 5 o« |
Bacs Sho  Mewn  Hme  Sewh Pt by
| et

gtu
=]
i

[ rox frhern i b LS T T cortrm e =

LBP - Start Confirmation

FIP St

ha rr!amm adited the ll:xl:| 'ranyn i initiate :1m:hnpnmnn scraen and

pdate the dalabase. I you wish the updale to cordinue. please sslect Cwmlale I.HP ..larl
below. Otherwise. selec! the "Cancel® button Lo exd to the PJ Case Main Menu Screen

Complete LEP Start Cancel

setei | SueD b v e

I T T Lol pivarst v

St | yiobon-bcasnot ([ |y Potrirad._. | G Do - P, | B msucn ok 11| | 16 5t 20 6P

In the LBP Start Confirmation screen, check the data. Ifitis
correct, select the COMPLETE LBP START button to process your entry.

If the data is incorrect, select either:

¢ The BACK button on your browser to return to the LBP-Start
screen and make corrections, or

¢ CANCEL to stop your entries from processing and return to the
PJCase Person screen.

NoTE: When the system processes a start entry for a normal LBP on a case
with a child or minor parent who has an active individual or partial LBP, the
system will include the child or minor parent in the normal LBP.

However, the system will display the persons in the partial or individual LBP
with stop season code “I” and the current date for a stop date. This also
occurs when the partial or individual LBP is started first and then the normal
LBP is started.
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Results of Starting an LBP

When an LBP start entry is confirmed in the LBP Start Confirmation screen,
the following immediately occurs:

¢ The LBP Display screen displays the active LBP.
¢ The system sends an email to the IM worker for the case.

¢ The ABC system displays the following LBP data for each person in the
person’s TDO3 screen:

e The last month of FIP eligibility is displayed in the FIP LIMIT field.

e The LBP field displays the LBP Start Date and “1” for a first LBP and
“Sub” for a subsequent LBP.

¢ The start transaction is recorded in the LBP Transaction History screen.

When an LBP start entry is confirmed on an active FIP case, the ABC system
recalculates FIP benefits as follows:

¢ For a normal LBP, FIP will be canceled.

¢ For a partial or individual LBP, the FIP benefits will change. The benefits
will be canceled if the persons in the partial or individual LBP were the
only persons on FIP before the LBP was imposed.

¢ The system issues a Notice of Decision to the household on the next
working day. EXCEPTION: When both parents in a two-parent household
choose a normal LBP, the system does not send an additional Notice of
Decision when the second LBP is processed.

In the ABC system, the appropriate FIP status code for a person in an active
LBP is “I.” When an LBP is started in the PJCase system, the “I” FIP status
code will be assigned at the next ABC system cutoff day.

During the nightly system processing that occurs on ABC cutoff day, the
system will assign the “I” FIP status code to each person in an active LBP,
regardless of the person’s FIP status code on this day. This gives the IM
worker some flexibility to continue to make needed adjustments to FIP
benefits for the months before the LBP effective date.
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When More Than One Household Member Chooses an LBP

When more than one person in a household chooses an LBP, make separate
entries to start each person’s LBP by accessing the LBP start entry screens
from the PJCase Person screen for each person. The entry to start each
person’s LBP can be made in the same day.

When making entries to start an LBP on a person who is active on an LBP
that was chosen by another person in the home, the entered choice date
must be a date that is before the effective date of the existing LBP, which is
also the effective date of FIP cancellation.

When two parents are in the home and both choose a “normal” LBP, the
system creates the transaction that will send a Notice of Decision when
processing the LBP that is entered first. When the second parent’s LBP is
started, another Notice of Decision is not needed and is not sent.

For this reason, the start function will accept the PROMISE JOBS worker’s
entry to start the second parent’s entry at any time, even after the effective
date of the LBP, so long as the second parent’s choice date is before the
effective date of active LBP.

Mr. and Mrs. A receive FIP for their two children. On October 3, both
choose an LBP. To start Mr. A’'s LBP, the PROMISE JOBS worker accesses
Mr. A’s PJCase Person screen and selects LBP START to make entries to start
Mr. A’s LBP.

The PROMISE JOBS worker enters Mrs. A’s social security number in the LBP
Start Key Entry screen so that the system counts any previous LBPs chosen
by Mr. or Mrs. A when deciding if the LBP will be a first or subsequent LBP.
The LBP is started effective November 1 when the PROMISE JOBS worker
confirms the entry.

To start Mrs. A’s LBP, the PROMISE JOBS worker accesses her PJCase
Person screen and selects LBP start. The PROMISE JOBS worker enters Mr.
A’s social security number in the LBP Start Key Entry screen.

The system will accept the PROMISE JOBS worker’s entry so long as Mrs.
A’s choice date is before November 1, even if the start LBP entry is made
after November 1.
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When the system processes a start entry for a normal LBP on a case with a
child or minor parent who has an active individual or partial LBP, the system
includes the child or minor parent in the normal LBP.

However, the system will display the persons in the partial or individual LBP
with stop reason code “I” and the current date for a stop date. This also
occurs when the partial or individual LBP is started first, and then the normal
LBP is started.

Make entries to start an LBP as soon as you (PROMISE JOBS) realize that the
person has chosen the LBP and any needed review process confirms the LBP
choice.

This is even more important when more than one person in the home has
chosen an LBP and a Notice of Decision is needed for both LBPs. (A Notice of
Decision is needed for both LBPs when an individual or partial LBP is started
on a case with an active normal LBP.)

The system will not accept an individual or partial start entries made on a
person who is active on a normal LBP chosen by another person in the home
when the system cannot issue a Notice of Decision before the date benefits
would have been issued. This means that the system will not accept such an
entry when made on a day that is before the Start Date of the existing LBP.

The limitation for entry in this situation fluctuates each month due to
weekends and holidays. The system knows when a Notice of Decision cannot
be sent before the date that benefits would have been issued. So, in some
months, the system will not accept an entry to start such an LBP even when
the entry is made before the LBP Start Date.

When the system cannot accept your entry, the system will display the
following message: “Invalid entry. This person is no longer on FIP due to
another person’s LBP.” In this situation, you will not be able to start the
individual or partial LBP.

NoTE: When starting an individual or partial LBP on a case with an existing
active partial LBP, and the person who chose the new individual or partial LBP
is included on the existing partial LBP, contact central office for assistance.
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Child Care Invoice Return Screen

The Child Care Invoice Return screen is an obsolete screen that was used by
PROMISE JOBS workers. Since the screen is still available in PJCase, the screen
information remains published. However, the screen is not to be used.

| < | http:Hdhspjcase-prd: B080/pjcaselcgi-bin/Referral.exe - Microsoft Internet Explorer provided by State of lowa

File Edit ‘iew Favorites Tools Help ;':'
QBack - O EE) » O search ' Favorites 42 i
Address @'] http:}dhspicase-prd: 8080/ picase/cgi-binfReferral. exe - Go Links
{7 amniae H H
n Child Care Invoice Return Screen Agency
Office Mumber:
Referral Mame: SEME: Station Desk
Referral State 1D: Caze D Current JOBS Code
Date Invoice received Diate Invoice Returned:
Invoice Return REKN w
wendor CGode: Get Provider Provider Mame:
[ [1634684C | leLe |

1002-08-0;

Cancel

Iﬁj Done % Local intranet

The Child Care Invoice Return screen contains the following fields:

¢ AGENCY: Displays the agency code of the worker who was logged in: “1” for
IWD or “2” for BRS.

¢ OFFICE NUMBER: Displays the four-digit office number of the worker who was
logged in.

¢ REFERRAL NAME: Displays the referred person’s name.

¢ SsN#: Displays the referred person’s social security number.
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¢ STATION DESK: Displays the three- or four-digit identification number of the

worker who was logged-in.
REFERRAL STATE ID: Displays the referred person’s state identification number.
CASE ID: Displays the referred person’s ABC case number.

CURRENT JOBS CODE: Displays the person’s current JOBS referral code. lowa
Workforce Development (IWD) and the Bureau of Refugee Services (BRS) have
separate referral codes, as follows:

BRS Description

Exempt

Mandatory applicant

Mandatory, hardship applicant
Mandatory applicant w/LBP
Mandatory hardship applicant w/LBP
Mandatory participant

Mandatory participant w/hardship
Unknown or not active

X~NowSchrwkrs
O
<Arr4A<m®@>»r

DATE INVOICE RECEIVED: Displays the date the incomplete child care invoice
was received in the local office.

DATE INVOICE RETURNED: Displays the date the incomplete child care invoice
was returned to the provider.
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¢ INVOICE RETURN RSN: Displays the reason why the invoice was returned.

Options are:

e Provider did not sign invoice or invoice not in ink.

e Child not listed on invoice or name not correct.

e Billing period or times of attendance not complete or not correct.
e Name of parent or relative not complete.

e Parent or relative did not sign invoice.

e Other.

VENDOR CODE: Displays the provider’s nine-digit federal tax identification or
social security number.

PROVIDER NAME: Displays the provider name associated with the VENDOR CODE
entry.

This screen also has a Child List section, which displays all persons under the age
of 19 years of included on this case in ABC. The section is automatically populated
by the system and includes the following fields for up to 15 persons:

* & o o

CHECK BOX: Indicates if the child care payment is for this child.
CHILD’s sID: Populated by PJCase.

CHILD’S FIRST NAME: Populated by PJCase.

CHILD’S BIRTHDATE: Populated by PJCase.

The Child Care Invoice Return Screen contains the following buttons:

L

L

*

GET PROVIDER: Checks a provider if a provider number is entered before
clicking this button.

SUBMIT: Approves and records entries in PJCase.

CANCEL: Cancels any entries made and to return to the PJCase Person screen.

Calendar Functions

All FIP applicants must sign a family investment agreement (FIA) before FIP can be
approved unless they are exempt. Calendar is the tool in the PJCase on-line system
designed to aid PROMISE JOBS and IM staff with scheduling appointments for clients
being referred to the PROMISE JOBS program.

PROMISE JOBS staff allocate on the calendar the time slots they have available for
appointments. The IM worker views available appointment times for each office and
schedules clients for an appointment to meet with PROMISE JOBS to complete
orientation and to write and sign an FIA.
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Accessing Calendar

Accessing Calendar

1w it Lo s vt b Sk e

Al
- ]
< o e =
- |
PJCase
Main Menu
Soarch Fleids: [ rewt
can | w | a0 | stam: |
CLBPiafs | Reforrsiiofo | CalondarMens | Expense Display |
LBP Activity | System Table Maintenance
- E]
o

[T

The PJCase Main Menu contains a button called CALENDAR MENU.

button to proceed to the PJCase Calendar Menu screen.

PJCase Calendar Menu

43 http://dhspjcase-prd:8080,pjcase /cgi-bin/MainMenu.exe - Microsoft Internet Explorer provided b
File Edit Wiew Faworites Tools  Help

Click on the

=18

= Back v = - @ it | @Search (3] Favarites @Media 8 | %v =] E e

Address Iﬁj hittp:ffdhspicase-prd:@080)pjcase/cgi-bin/MainMenu. exe

PJCase
Calendar Menu

| @an |Links =

‘ Manage Time Slots I Appeointment Office:
| =l
Schedule Appointmentsl
View A Day Date: | (Date only required far view a day option)

View/Update Client eS| StateD: [ |

Return to Main Menu

|@ Done

=l

’_ ’_ ’_ Local inkranet
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The PJCase Calendar Menu screen contains the following options for the worker to
choose from:

¢ Manage Time Slots: Used by PROMISE JOBS staff only. PROMISE JOBS staff
indicate on Calendar the time slots they have available to see clients for the
completion of orientation and the writing and signing of an FIA. They can also
use this option to delete open time slots previously entered.

¢ Schedule Appointments: Used by both PROMISE JOBS and IM staff to
schedule FIA appointments with PROMISE JOBS.

¢ View A Day: Available to both PROMISE JOBS and IM staff to view all the
scheduled FIA appointments on a specific day for any particular office.

¢ View/Update Client: Both PROMISE JOBS and IM staff use this option to
view information regarding a specific client’s appointment time, date, location,
and demographic information. This option also allows staff to delete an
existing scheduled appointment.

¢ Return to Main Menu: Used to return to the PJCase Main Menu screen.

Manage Time Slots Option

PROMISE JOBS workers use this function to indicate to the IM staff what time slots
they have available for appointments. IM staff are not authorized to use this
function. Designated PROMISE JOBS workers can add or delete time slots using
this feature.

NoTE: Calendar keeps track of all the available time slots and appointments for
each office. It does not track the available appointments by each worker.
Therefore, you might want to keep a separate schedule or calendar that indicates
when you have available time slots.

This will be especially helpful when there is a day in the future that you know you
will be gone. By keeping track of your own available appointments, you will know
exactly what time slots you need to delete for that day.

To access the Calendar Manage Time Slots screen, follow these steps:
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Step Action
itz Ancmave ordSIE s e 19 b Mat o - Mioovel Iniemet Bplerer provided by Stabe { I
1| e =
Ackrets [ ot (b ve-or B g b Plar e e ] e ks ™
PJCase
Calendar Menu
eparmentence -
Schedule Appointments
w Date: [ (Dale coiyrequined o iewa day opbon
View/Update Client LLE L
Return to Main Menu
I -
Jil oo [T P tocalranes
On the PJCase Calendar Menu screen, use the dropdown box with the
heading “Appointment Office:” to select your office.
2 Click on the MANAGE TIME SLOTS button located on the Calendar Menu.

/ http:/ /dhspjcase-prd:8080; pjcase/cgi-bin/CindrOptions.exe - Microsoft Internet Explorer provided -8 x|

File Edit ‘iew Favorites Tools  Help

¢mpack - = - ) b | Qysearch [GFavorites  PMedia £ | Byv-S B -

Address |§‘| http:f{dhspicase-prd: 5080/ picase cagi-bin/CIndrOptions, exe j @GD | Links **

c/ffg”“ Calendar Manage Time Slots

Office Mame: |ADEL 302 COURT ST.

Date From: I Date Jo: I

Time From: | I Abd j Time To: | I Abd j

Number of Appointments to Add or Delete;

=

Monday Tuesday Weadnesday Thursday Friday
[ [ [ [ [
Add Time Slots Delete Time Slots
Cancel PJCase Main Menu
|
[~
[&] Dore [ [ | [BE Localintranet
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Manage Time Slots Option

Screen field descriptions:

¢

OFFICE NAME: Displays the office chosen when accessing the Calendar
Manage Time Slots screen. This is a “view only” field. If the field does
not display the name of the office whose time slots you want to manage,
click on the CANCEL button and re-enter the screen choosing the correct
“Office Name” in the dropdown box on the PJCase Calendar Menu screen.

DATE FROM: Enter the first date that you wish to add or delete time slots.
The date must be in MM-DD-CCYY format.

DATE TO: Enter the last date that you wish to add or delete time slots.
The date must be in MM-DD-CCYY format. This date cannot be more than
siXx months later than the date entered in the field titled DATE FROM:.

TIME FROM: Enter the beginning time of the time slot you wish to add or
delete. Use the dropdown box to select AM or PM. It is possible to enter
a time down to the minute but it is recommended that you enter time
ending in “0” or “5.” Example: 1:00, 1:10, 1:15, etc.

TIME TO: Enter the ending time of the time slot you wish to add or delete.
Use the dropdown box to select AM or PM. It is possible to enter a time
down to the minute but it is recommended that you enter time ending in
“0” or “5.” Example: 1:00, 1:10, 1:15, etc.

NUMBER OF APPOINTMENTS TO ADD OR DELETE: This field displays contains
five subfields for each workday of the week (MONDAY, TUESDAY,
WEDNESDAY, etc.). These fields are used to enter the number of
appointments being added or deleted for the time slot for that day. See
Adding Time Slots for more information.

Adding Time Slots

Each local office can make time slots available for appointments using one of
two methods:

¢
¢

Each worker may add their own available time slots, or
Designated staff may determine the time slots available for the entire
office.

Important: Calendar allows only nine time slots per day, per office, but
there can be many appointments within each of those time slots. Your local
office should establish guidelines for those time slots.
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Manage Time Slots Option

For example, you may decide that each available time slot will be 60 minutes
long and the slots will begin at the top of the hour.
establish their own time slots starting at different times or being of different
lengths, the nine available slots for that day will be filled quickly.

If several workers

the day.

Office X has five PROMISE JOBS workers that see clients for appointments.
They decide to determine their own time slots for appointments. Each
worker schedules the first available appointment slot for the day as follows:

Worker #1 = 8:00 AM — 9:00 AM.
Worker #2 = 8:00 AM — 8:45 AM.
Worker #3 = 8:00 AM — 8:30 AM.
Worker #4 = 8:05 AM — 9:00 AM.
Worker #5 = 8:05 AM — 8:45 AM.

Since none of these appointment slots match exactly, Calendar counts them
each as an available slot. Therefore, this office has used up five of their
nine available appointments slots with the “first round” of appointments for
If all of the workers had chosen the same start and end times,
Calendar would have counted it as only one time slot.

The following steps show how to add time slots once you are at the Calendar
Manage Time Slots screen.

Step

1

i Frurtes Tode Wb

DE D Desh Gfewrn Pt 3 B S H

e [ v

Calendar Manage Time Slots

[ | P |

oo o1 Appirdrts b 150 or (ebthet
Tuesday Wednesday

Thurstay Friday

Add Time Slots I Delete Time Slols
Cance! PJCase Main Maru

=

Verify that the OFFICE NAME: field is correct.

¥ s trat
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Step

Action

2

In the DATE FROM: and DATE TO: fields, enter the span of dates that
you intend to add time slots for. The Calendar system wiill
automatically exclude state holidays and weekends.

¢ The DATE FROM: can be any date beginning with the current date.

¢ The DATE TO: can be no more than six months past the date
entered in the DATE FROM: field.

Use the TIME FROM: and TIME TO: fields to enter the beginning and
ending time of the appointment slot. This should be the time of
each appointment slot, not the total time that you will be seeing
appointments.

For example, if you decide to see clients between 8:00 AM and noon
and your appointment times last for one hour, your first
appointment you add will be from 8:00 AM — 9:00 AM, your second
appointment will be 9:00 AM — 10:00 AM and so on. Do not
indicate in the TIME FROM: and TIME TO: fields that your available
time slot is 8:00 AM — 12:00 PM.

For each day of the week, enter the number of appointments that
you will be able to see for the period you indicated above. The
number entered depends on how your local office decides to
establish the available slots.

Some offices may have workers determine their own available
times. Other offices may have designated staff determine what the
time slots will be and how many appointments are available for
each slot.

¢ If you are adding a slot for yourself, enter “1” for each day of
the week that you are available for an interview during the
period you indicated. If there is a day of the week that you do
not want to show as available, leave it blank. If you enter a “1”
in a day of the week, the “1” will be added to the total available
slots for your office on that day and at that time.
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Step

Action

Worker B is adding an available time slot for himself from
10:00 AM to 10:30 AM for the period of 10-04-2004 through
10-29-2004. He enters a “1” in the MONDAY field.

Workers A and C have already indicated on the system that
they have an available time slot on Mondays for the same
time. The Calendar system will add Worker B’s entry of “1” to
his co-workers’ entries and count a total of three available
appointments for that time slot for the office.

When a worker seeks to schedule an appointment on a
Monday, the system will show three available appointments
for the time slot 10:00 AM — 10:30 AM, unless one or more
has already been filled. (See Schedule Appointments Option
for more details.)

NoTe: If Worker B indicates his time slot is 10:00 AM — 11:00
AM, that slot will show as separate from his co-workers'
available slots, because the time does not match exactly.

+ If your office chooses to have one or two people establish time
slots for the entire office or a unit within the office, the person
must indicate in each day of the week field how many
appointment slots are available for the entire office or unit for
each specific time slot.

1. Small County has six PROMISE JOBS workers who will see
clients. However, one of those workers is out of the office
on Fridays. The workers decide that they will begin seeing
people at 9:00 every day and each appointment lasts one
hour. The office decides to have one person establish all
of the available time slots.

The person setting up the appointments enters the span of
dates she wants to cover and then the first available
appointment time of 9:00 AM - 10:00 AM. She then enters
“6” in each of the work day fields except Friday, where she
enters “5.” She does the same thing for each time slot

(10:00 AM — 11:00 AM, 11:00 AM — 12:00 PM, etc.).
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2. Big County has 20 PROMISE JOBS workers who will see
clients. The office has two lead workers who oversee ten
PROMISE JOBS workers each and has decided that the lead
workers will establish the available time slots for their own
units. Both lead workers decide the first available time slot
will be 9:00 AM — 10:00 AM Monday through Friday.

If all the workers are available to see clients at this time,
each lead worker enters “10” in each day of the week field.
When a worker seeks to schedule an appointment for a
client, that period shows that there are 20 available slots.

5 Click on ADD TIME SLOTS to display the Calendar Time Slots Confirm
screen.

th apwortes Geede (| Gh- HEE -
addes [ + o CrckMarage e o =] o

m Calendar Time Slots Confirm

JT e

OmceMame:  [ADEL 202 COURT 5T,

Dasefrom: 9502005 Dote o [0 30-2005
...... i e et fiw
Monday Tuesday Wednesday Thursday Friday
i - i = —
Cancel | PJICase Main Menu

&1 Dore. % Cocal rtraret

Verify that the information on the screen is correct.

¢ If the information is correct, click on the CONFIRM button. You
will either receive a message stating that your entries updated
successfully or that there is something wrong with your entries
that will not allow the entries to update. If there is a problem
with your entries, make the appropriate changes and retry.
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¢ If you see a problem with your entries, select:

e The browser BACK button to return to the Calendar Manage
Time Slots screen, or

e CANCEL to return to the PJCase Calendar MENU screen, or

e PJCASE MAIN MENU to return to the PJCase Main Menu screen.

Other Notes for Adding Time Slots

Here are some additional notes that may be helpful when adding time slots.

¢ The system will not allow you to add a time slot on a state holiday or a
weekend. You will receive an error message when you attempt to confirm
your entries.

¢ If the date you enter does not correspond with the day of the week you
enter, the system will not allow your entry to update. For example, if
while adding a time slot for Friday, November 5, you accidentally enter a
“1” in the THURSDAY field instead of the FRIDAY field, you will receive an
error message when you attempt to confirm your entries.

Deleting Time Slots

It may sometimes be necessary to delete or reduce the number of
appointments available within a time slot. For example, if a worker will be
going on vacation for a week, you should delete one appointment in each
time slot that the worker would normally be available to see a client.

NoTE: Deleting time slots or appointments within time slots does not delete
any existing appointments scheduled for that period. To view existing
scheduled appointments, see View a Day Option.

You must know the exact begin and end times for each appointment slot you
want to delete. If you are not sure, use the Schedule Appointments option to
view the PJCase Calendar Day screen for the exact begin and end times for
each appointment for a specific day for your office. See Schedule
Appointments Option section.
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Follow the steps below to delete time slots or available appointments within a

time slot.
Step Action
1 Fie \!w YM ‘aﬂl L] = ‘%

detack - = - D) A Qe Girewts Greds 3 - -

Ao | ] e fchepicasa-pod NOYp bk g Planers 4 =] e s ™

PJCase

Calendar Menu

Manage Time Slots Apposntmant Ofice:
: : -
View A Day Oate [ (s e rmaukmdie ew o iy oo

View/Update Client s st
Return to Main Menu

] tore ¥ Localrtranet

On the PJCase Calendar Menu screen, use the dropdown box with
the headings “Appointment Office:” to select your office.

2 Click on MANAGE TIME SLOTS located on the PJCase Calendar Menu.

T e ferete Tuk e e ——— =
bk e - Q) ) 4| Dwech Gilwste Goede (J 35 300 - 1o

Aderess | ] e i cdhepic e pud NP asm g Cptions. e =l e ks ™

m Calendar Manage Time Slots

ocenaes:  [DEL 39 COURT 3T

P — FEL | —
L el | mwte [ [ =]
b of Appamiments to Add o Debels
Manday Tuesday Windnesriay Thursday Friday
I Add Time Slals I Delete Time Stots
Cancel PJCase Main Menu

=
&l ore ¥ ocalirtraret

Verify that the OFFICE NAME: field is correct.

3 Make entries in the DATE FROM: and DATE TO: fields to indicate the
span of dates for which you intend to delete time slots. (If you are
deleting a slot for one day, enter the same date in both fields.)

4 Use the TIME FROM: and TIME TO: fields to enter the exact beginning
and ending time of the appointment slot you want to delete.
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5 In the days of the week fields, enter the number of appointment

slots you want to delete for the time slot and dates you indicated in
the DATE and TiME fields.

NoTE: If you are deleting the entire time slot and you are not sure
how many appointments are available within the time slot, you can
enter a number that you know is greater than the number of
appointments available. See Example 2.

1. Worker B has previously indicated on Calendar that he is
available to see clients every Monday, Wednesday, and Friday
from 8:00 AM — 9:00 AM. He will be on vacation from
Monday, September 12 through Friday, September 19. He
needs to delete his available appointment slots for that week.

On the CALENDAR MANAGE TIME SLOTS screen, Worker B
enters 09-12-2005 in DATE FROM:, 09-16-2005 in DATE TO:,
8:00 AM in TIME FROM:, and 9:00 AM in TIME TO:. In the days
of the week fields, he enters a “1” under MONDAY,
WEDNESDAY, and FRIDAY.

rars it s i SED o are i b e Ot ot - Micrawsl Il Eplares vl ST

= Criers 3] @ e

DH A Been Grows Frem F N ST o
s [ cerird B e b e v

m Calendar Manage Time Slots

........ we  [RCEL 92 COURT 5T

| e fc G ]

Monday Tuosday Wednasday Thursday Friday

[ Add Time Stats

Cancel

S e

2. Polk County’s PROMISE JOBS office has six available
appointments within the 9:30 AM — 10:30 AM time slot for
Tuesday, September 13. They have just been informed of a
meeting that all workers must attend during that period on
that day. They must delete the entire time slot so that no
appointments are scheduled.

The worker designated to delete the time slot enters
09-13-2005 in both the DATE FROM: and DATE TO: fields,
9:30 AM in TIME FROM:, 10:30 AM in TIME TO:, and “6” under
TUESDAY. (The worker could enter any number from “6” to
“99” and the system would delete the entire time slot.)
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Ll prrovebed fry A .ﬁ
wiwk - = QD Brewh rews Grem N S W
o] T e —— 3] o= 5
m Calendar Manage Time Slots
oifetuns  [CESMONES 3 £ GRMAL AL
Thowt T ll:n..‘:- : [
1 F - L1 I}
Add Time Slols Delete Time Slots.
Cancel PJCase Main Menu
oo R L et
NoTE: Since the office is deleting all the available
appointments within the 9:30 AM — 10:30 AM time slot, the
time slot will no longer appear as an option on the PJCase
Calendar Day screen when someone tries to schedule an
interview for that day.
6 Click on DELETE TIME SLOTS. This will display the Calendar Time Slots

Confirm screen.

Fle Bl Vew Fretes ok el ) ——— -
bk e - Q) 4| Dmech Gilwsrte Gwde (F 35 300 - o

Aderess [ (1cber s sn—pod SN perint g b oA Tl 2 n =] oo |k

Waa Calendar Time Slots Confirm

OficaMlane  [[EGMCINES, 430 £ GRAND AVE

banie  [RiIme bele  [Enioms

= eate [T

Monday Tuesday Wednesday Thursday Friday

= s = I =

Cancel PJCase Main Menu
[
=

&l e ¥ ocalirtraret
Select:

¢ CONFIRM to continue deleting the appointment slots, or
¢ CANCEL to return to the PJCase Calendar Menu screen, or
¢ PJCASE MAIN MENU to return to the PJCase Main Menu.
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IM and PROMISE JOBS workers use the Schedule Appointments feature to
schedule an FIA appointment with PROMISE JOBS for a FIP applicant.

PROMISE JOBS staff also use this feature to reschedule an appointment that an IM

worker had previously scheduled for a client. (The original appointment must be
deleted before rescheduling a new one. Past appointments cannot be deleted.
See the View/Update Client Option section.)

PJCase Calendar Available Days Screen

To access the PJCase Calendar Available Days screen, follow these steps:

Step Action
1 - alfx
= D 3] A Qs [ajreortes Frede O F - (4
[ [T ——————r————— =] e uo,:
m PJCase
Calendar Menu
| Manage Time Slots I””'“ """" Sffieey -
Schedule Appsintments|
View A Day oate: |
View/Update Client S — —
Return to Main Menu
&) ore. [ =T et
On the PJCase Calendar Menu screen, use the dropdown box with
the headings APPOINTMENT OFFICE: to select the office where you
want to schedule the appointment.

2 Click on Schedule Appointments. The PJCase Calendar Available
Days screen displays the OFFICE NAME for the location in which you
are scheduling an appointment.

The first ten workdays beginning with the current day’s date are
displayed on “buttons.” Days with available appointments have a
colored background. If the date has a white background, there are
no available appointment slots for that date.
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For example, in the screen print that follows, there are no available
appointment slots for 09-07-2005, 09-08-2005, 09-09-2005,
09-12-2005, 09-13-2005, and 09-16-2005.

3 Click on the date when you want to schedule an appointment. This
displays the PJCase Calendar Day screen for the date chosen.

<} http:/ /dhspjcase-prd:8080, pjcase/ cgi-bin/CindrOptions.exe - Microsoft Internet Explorer provide 8] x|
File Edit WYew Favorites Tools Help ﬁ
&Back + = - (D at | Qisearch [lFavorites fMedia &% | BE-S @ -
Address Iﬂj hittp: {fdhspicase-prd: 8080/ pjcase//cgi-bin/CIndrOptions, exe j @Go | Links *
=y
PJCase
Office Name: MASON CITY, 600 5. PIERCE AVE, STE 2
WED 09-07-2006 | | THU 09-08-2005 | | FRI 09-09-2006 | |MON 09-12-2005 | | TUE 09-13-2005 |
WED 09-14-2005| THU 09-15-2005 | FRI09-16-2005 | MON 09-19-2005| TUE 09-20-2005 |
| Next 10 Working Days | Previous 10 Working Days |
Return to Calendar Menu | PJCase Main Menu |
=
[&] Dore l_l_ ,_ E Local inkranet
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The following action buttons are located at the bottom of the page:

¢ NEXT 10 WORKING DAYS: Click to view the next ten working days.
Continue clicking on the button to move through the calendar. (Offer the
first available appointment. This should be within the first ten days of the
referral.)

¢ PREVIOUS 10 WORKING DAYS: Click to scroll back to the current date.
¢ RETURN TO CALENDAR MENU: Click to display the PJCase Calendar Menu.
¢ PJCASE MAIN MENU: Click on the button to return to the PJCase Main Menu

screen.

PJCase Calendar Day Screen

<} http:/ /dhspjcase-prd:8080, pjcase/ cgi-bin/CindrAvailDays.exe - Microsoft Internet Explorer pro 8] x|
File Edit WYew Favorites Tools Help ﬁ
&Back - = - (D ot | Qisearch [ElFavorites SfMedia &% | B-SE -
Address Iﬂj http: /idhspicase-prd:8080/picase/cgi-bin/CindrAvailDays . exe ﬂ 6>Go | Links **
-
PJCase
Office Name:  DAVENPORT, 902 W. KIMBERLY ROAD , SUITE #51
Tuesday September 13,2005
09:00 AM TO 10:00 AM (02) | 10:00 AM TQ 11:00 AM {01) | 11:00 AM TQ 12:00 PM {01) |
01:00 PM TO 02:00 PM (01} | 02:00 PM TO 03:00 PM (02} | 03:00 PM TO 04:00 PM (02} |
Return to Available Days | ‘ PJCase Main Menu
[~
[&] pone l_l_ ’_ E Local inkranet
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PJCase Calendar Day screen displays all of the available time slots for that
office for that day. There can be up to nine time slots displayed for each day.

Each time slot is displayed on a “button.” The number of appointments
available within a time slot is displayed in parentheses.

¢ Each time an appointment is made, the system reduces the number in
parentheses by one.

¢ When a time slot is completely filled, the time slot no longer displays on
the screen.
Select either:

¢ RETURN TO AVAILABLE DAYS to return to THE PJCase Calendar Available Days
screen, or

¢ PJCASE MAIN MENU to return to the PJCase Main Menu screen.

Scheduling Appointments When More Than Person Is Referred

In some instances, more than one household member needs to be scheduled
for a PROMISE JOBS appointment. Calendar tracks scheduled appointments
by client state identification numbers and social security numbers rather than
the case number. Therefore, if you schedule interviews for each household
member being referred, you would be using more than one time slot.

It is likely that the PROMISE JOBS office would want to see all of the referred
household members during the same appointment. Local offices should
discuss with each other how they want to handle these situations. Here are
some suggestions:

¢ When one of the persons being referred is the case name, use that
person’s state identification or social security number when scheduling the
appointment. A worker who needs to search for the appointment
information in Calendar is more likely to do the search using the case
name’s state identification number or social security number.

¢ When scheduling an appointment for more than one household member,
indicate the names of the other people being referred in the COMMENTS
field of the PJCase Calendar Appointment screen.
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NoTE: Try to fit the names in the COMMENTS 1: field. The information
entered in this field will be displayed on the PJCase Calendar View a Day
screen. Currently, information entered in the COMMENT 2: field does not
display on the PJCase Calendar View a Day screen.

Steps to Schedule an Appointment

You must first delete any existing scheduled appointments for the client
before scheduling a new one. Past appointments cannot be deleted. See
View/Update Client Option section for instructions to delete a scheduled

appointment.

When a client does not have an existing appointment, follow these steps to
schedule an FIA appointment for the client.

Step Action

re alflx)

1 Fe Ed wew Favetss Tods Hek =
deback = - D) A Dsewh GFwortes Frede (F| - S - 2

Ly i we—— e ——r———— =] e ks

m PJCase
Calendar Menu
Iamu—--.mmo:nu: —

Schedule Appointments

View A Day Datw:

Return ta Main Menu |

2] Do ol v

From the PJCase Calendar Menu screen, use the dropdown box to
select the Appointment Office where you wish to schedule an
appointment. Click on the SCHEDULE APPOINTMENTS button to display
the PJCase Calendar Available Days screen.
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2 Fie [t View Faertes  Took el = ‘ﬁ
demad s = - DD A Drewh Gpeets s P D S-S
et [ s | o RS e b et e =] o= u-s'
do;;“‘* PJCase
Calendar Available Days
WED 09-07-2008| THU 02-08-2008 | FRID2-09-2008 | MON 03122008 | TUE 09-13-2008 |
WED 09142006 | THU 09.16:2006 | FRi 09.15.2005 | MON 09-19-2008 | TUE 08.20-2006 |
[ Next 10 Working Days | Previous 10 Working Days |
Return to Calendar Menu | PJCase Main Menu |
2] Done ¥ Lol rtvare:
Choose the date you want to schedule the interview. (Dates that
are shown with a white background do not have any open time
slots.)
Click on NEXT 10 WORKING DAYS to scroll forward to the next ten
workdays.
Click on the date to display the PJCase Calendar Day Screen.
3 Dtz Anpp e AU s ne 1 b A aaysese - Mol bsbernet Egleres praval .ﬁ

deback = - D) A Dsewh GFwortes Frede (F| - S - 2
e [ bars- ) s e o R e b e s e =] e ks

d,:;y'" PJCase
Calendar Day Screen

Offics Name:  MASOM CITY, 005, PRRCE AV, ST 2

Thursday September 15, 2005

09:30 AM TO 11:30 AN [04) |  01:30 PM TO 03:30 PM (02) | |
| | |
| | |

Return to Available Days| | PJCase Main Menu |

o oo v

Choose the time slot for the appointment you want to schedule by
clicking on the appropriate button. This will display the PJCase
Calendar Schedule Key Entry screen.

If you want to view the available time slot for a different day, click
on RETURN TO AVAILABLE DAYS to return to the PJCase Calendar
Available Days screen and repeat Step 2.
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Step

4

Disewrh affwerter Prieds (J| Y DB - o]

i B ety O . e

m PJCase i

Calendar Schedule Key Entry

T re— 2
|Process | Returnte Days |

Return to Calendar Menu

& Do [ Lt

This screen displays the day, date, time, and location of the
appointment you are scheduling. If the information is correct, enter
the client’s state identification number or social security number
and click on PROCESS APPOINTMENT to display the PJCase Calendar
Appointment screen.

If the information on the screen is not correct, select either:

¢ RETURN TO AVAILABLE DAYS SCREEN to return to the PJCase
Calendar Available Days screen, OR

¢ RETURN TO CALENDAR MENU to return to the PJCase Calendar Menu
screen.

=T s

3
ix

oem Greie 3130

Favam o e e

(S

PJCase Calendar Appointment Screen
Handwy 03432007 - 8000 AM iv 1100 AN

L
Dulstu Appoinimant

Updats Comment |

Bt 1o Avallable Bays| Rt to Mais ey | Rotum to Galandar Mens |

Wit el

Verify that all the information on the screen is correct. See
View/Update Client Option section for field descriptions.

Use the Comment 1: and Comment 2: sections to add any

additional information that may be useful to the PROMISE JOBS
worker.
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Select either “Y” for yes or “N” for no for these four required
questions:

¢ Is this a two-parent case?
¢ Is an interpreter needed?
+ Is anyone employed?

Is a minor parent or teenager being referred?

If either the “Is anyone employed?” or “Is a minor parent or
teenager being referred?” question is answered with “Y,” complete
the associated “If Yes, Who?” box with the person’s name.

If the information on the screen is correct, click on ADD APPOINTMENT.
If the appointment was added successfully, you will receive a
message. If there is a problem with your entry, you will receive an
error message.

The other buttons on the screen are:

¢ RETURN TO AVAILABLE DAYS. This will return you to the PJCase
Available Days screen.

¢ RETURN TO MAIN MENU. This will return you to the PJCase Main
Menu screen.

¢ RETURN TO CALENDAR MENU. This will return you to the PJCase
Calendar Menu screen.

Other Notes When Scheduling an Appointment

When scheduling an appointment for a client, here are some other things to
remember:

¢ Remember to complete form 470-3897, FIA Appointment, after scheduling
the appointment on Calendar.

¢ When a PROMISE JOBS worker schedules an appointment for a client, an
email is sent to the client’'s IM worker to notify the worker of the
scheduled appointment.
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Both IM and PROMISE JOBS staff use the “view a day” option to view all of the
appointments scheduled for a specific office on a particular day. As the name
implies this option is a view-only feature.

To view the appointments for a day, follow these steps:

Step Action
1 .,, r—— ..,m...—n...u.o_m-mmnm s .Jﬁ
@ Dsewch aFwertes Freda (J - S - o
owavtor - K b pon = P =
PJCase
Calendar Menu
g s A
Schedule Appointments
View A Day Date [ (st ankraquired f ew 3 day cpten
ViewlUpdate Client | 5% [ s [
] ore 3 ool rane: |
On the PJCase Calendar Menu screen, use the dropdown box with the
heading APPOINTMENT OFFICE: to select the office where you want to
view the scheduled appointments.
2 Enter the date you wish to view in the DATE: field in MM-DD-CCYY
format.
3 Click on VIEW A DAY to display the PJCase View A Day screen.
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PJCase Calendar View A Day

; http://dhspjcase-prd:8080,/pjcase,/cgi-bin/CindrOptions.exe - Microsoft Internet Explorer provided by State of Iowa = |ﬁ' |£”

File Edit “iew Favorites Tools Help ‘

Back - = - ) ‘ @search  [GFavortes Media 4 | A-aE -

Address I@ http:j/dhspicase-prd: B080/pjcase/cqi-bin/ClndrOptions. exe ﬂ ﬁGn |L\nk5 &
"""‘“' PJCase
Calendar View A Day  [weonesoay
2007
Office Name: [ALGONA, 117 E. CALL 04-11-2007

Return to Calendar Options | Return to PJ Case Main Menu |

See Spp. Prior

Fram Sereen? StatelD# SEN ‘ Matne: ‘ Comments PJ WHR
[1on am [ mo [woooosr [wonoooos |Fuawe LrLamE ‘ K
1000w [T¥es ] [ooooo0o: [xcoo0o | Fuave LNAME ‘ |
[ton am [ me [ooooon [oosouoos |uave LNANE ‘ [t 3000¢
[11:00 am [T¥es T [oooooon [reecoooco | Fruave LNaME ‘ |
;I
| €] pone [ B8 Local intranet

The screen displays the day of the week, the date, and office for the
scheduled appointments.

The other field descriptions are:

¢ FROM: This is the beginning time of the scheduled appointment.

¢ SEE APP. SCREEN?: A “Yes” in this column indicates one of the questions on
the PJCase Calendar Appointment screen was answered Yes. Click YES to
view the appointment.

¢ STATE ID#: This is the client’s state identification number.
¢ SSN: This is the client’s social security number.

¢ NAME: This is the client’s first and last name.
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¢ COMMENTS: This field displays any comments that have been entered in

the COMMENT 1: field on the client’s PJCase Calendar Appointment screen.
See View/Update Client Option.

PRIOR PJ WKR: This field displays the county number from the PJ COUNTY
OF RECORD: field and the PJ WORKER OF RECORD: field, if entered, as
displayed on the PJCase Calendar Appointment screen. See View/Update
Client Option.

RETURN TO CALENDAR OPTIONS returns you to the PJCase Calendar Option
Menu screen.

¢ RETURN TO PJCASE MAIN MENU returns you to that screen.

View/Update Client Option

This feature allows PROMISE JOBS and IM workers to search the Calendar
database for a client who has a scheduled PROMISE JOBS appointment. Once the
person’s PJCase Calendar Appointment screen is located, the worker can:

¢ Delete the existing appointment,
¢ Make a new appointment (after deleting the existing one), and
¢ Add, change or delete comments in the COMMENT 1: and COMMENT 2: fields.

To access a person’s PJCase Calendar Appointment screen, follow these steps.

Step Action
1 ‘m
DD A Dseach Spwwtns Frade J D JW- o
ord-H00CHD b M Pl pon =l e (s
PJCase
Calendar Menu
foeiment ot :
Schedule Appointments .
View A Day ome: [
View/Update Client L Lot
&l 3 Localntrarmt ]
On the PJCase Calendar Menu screen, enter either the client’s social
security number or state identification number in the appropriate field.
2 Click on VIEW/UPDATE CLIENT to display the PJCase Calendar Appointment
screen.
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PJCase Calendar Appointment Screen

; http://dhspjcase-prd:8080,pjcase/cgi-bin/Cindr¥iewADay.exe - Microsoft Internet Explorer provided by State of Iowa & 5[

File Edit “iew Favorites Tools Help |

GBack - = - (D it | Qisearch  [GFavortes EiMedia (4 | B S -

Address I@ http://dhspjcase-prd S0&0/picase/cgi-bin/ CindrYievADay exe j e | Lirks ¥

-

PJCase Calendar Appointment Screen

Monday 02122007 = 10:00 AM to 11:00 AM
First Name: ARON Last Mame: BEGVINE S5N: 693862208 State ID: 3315896
Phone Number: () 5551111 Entry County: 21 Entry Worker: CMAS
IM County of Record: 21 PJ County of Record: |_
IM Worker of Record: CMAS PJ Worker of Record: |
Comment 1 :| Comment 2: |
Is this a Tweo-Parent case?: Ty &N Isaninterpreter needed?. ©y &N
Is anyone employed?: wy N IfYesWho?: |Aron Bedwine

Is a miner parent or teenager referred?: ¢y @& N If Yes Who?: |

Appointment Office: SPENCER, 217 W. FIFTH ST.

Address 1: 217 W.FIFTH 8T Address 2:
City: SPENCER State: A ZIP: 51301
Delete Appointment Update Comment
Return to Available Days Return to Main Menu Return to Calendar Menu
[
[
€1 Done [T B8 Cocal intraret

The PJCase Calendar Appointment screen displays the date and time of the
appointment, and information regarding the client, the IM worker, and the
PROMISE JOBS office where the appointment is scheduled.

Screen field descriptions:

¢ FIRST NAME: The client’s first name.

¢ LAST NAME: The client’s last name.

¢ SSN: The client’s social security number.

¢ STATE ID: The client’s state identification number.

¢ PHONE NUMBER: The client’'s phone number.

¢ ENTRY COUNTY: The county number of the IM or PROMISE JOBS worker
who scheduled the appointment.
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¢ ENTRY WORKER: The worker number of the IM or PROMISE JOBS worker

who scheduled the appointment.

IM COUNTY OF RECORD: The county number where the client’s FIP case is
located.

PJ COUNTY OF RECORD: The county number of the county where the
PROMISE JOBS worker is located.

IM WORKER OF RECORD: The worker number of the IM worker assigned to
the client’s FIP case.

PJ WORKER OF RECORD: The worker number of the assigned PROMISE
JOBS worker.

COMMENT 1: This field allows both IM and PROMISE JOBS workers to enter
up to 26 characters of additional information. This information is also
displayed in the COMMENTS field of the PJCase Calendar View A Day screen
where this appointment is listed.

COMMENT 2: This field allows both IM and PROMISE JOBS workers to enter
up to 35 characters of additional information that does not fit into the
COMMENT 1: field. This field does NOT show on the PJCase Calendar View
A Day screen where the appointment is listed.

IS THIS A TWO-PARENT CASE?: If this is a two-parent FIP case, select the
“Y” button; otherwise select the “N” button. A selection is required in
order to add an appointment.

IS AN INTERPRETER NEEDED?: If an interpreter is needed, select the “Y”
button, otherwise select the “N” button. A selection is required in order to
add an appointment.

IS ANYONE EMPLOYED?: If anyone needing an appointment is employed,
select the “Y” button; otherwise select the “N” button. A selection is
required in order to add an appointment.

IF YES, WHO?: If the “Is anyone employed?” question was answered “Y,”
the name of the employed person must be entered in this field.
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¢ 1S AMINOR PARENT OR TEENAGER REFERRED?: If a minor parent or teenager
is referred, select the “Y” button; otherwise select the “N” button. A
selection is required in order to add an appointment.

¢ IF YES, WHO?: If the “Is a minor parent or teenager referred?” question
was answered “Y,” then entry must be made in this field. Enter the name
of the minor parent or teenager referred.

¢ APPOINTMENT OFFICE: The location of the PROMISE JOBS office where the
appointment is scheduled.

¢ ADDRESS 1: The primary street address of the PROMISE JOBS office where
the interview is scheduled.

¢ ADDRESS 2: The secondary street address of the PROMISE JOBS office
where the interview is scheduled.

¢ CITY: The city of the PROMISE JOBS office where the interview is
scheduled.

¢ STATE: The state where the PROMISE JOBS office is located.

¢ ZIP: The zip code of the PROMISE JOBS office where the interview is
scheduled.

Delete an Appointment

To cancel a client’s appointment, click on DELETE APPOINTMENT while on the
client’s PJCase Calendar Appointment screen.

Update the Comment Fields

If you have information that needs to be added, deleted, or changed in the
COMMENT 1: or COMMENT 2: field, make your entry or changes in the
appropriate field and click on the UPDATE COMMENT button.

Reschedule an Appointment

If it is necessary to reschedule a current or future appointment, you must
first delete the existing appointment and then add a new one. See the Delete
an Appointment and Steps to Schedule an Appointment sections.
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