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To begin a session with ISD2, click on the“ icon to begin.

Enter CICSP to begin a live session.

This screen appears to advise you that you have now
entered the HSD CICS system. Press enter to continue to
the login page.




This screen requires you to enter your logon id. This starts with your county
number (int this case it is 03) and your worker number (this case is 03 01).
You will need to change your password every 30 days. To do this you must
enter your current password, then tab down to New Password and enter a
new password (must include a number). You must re-enter the new one
EXACTLY as the first time to successfully change the password. Once you hit
enter you will come to another screen that advises you to hit enter to
continue.

After the initial logon, you can now enter different areas.

+HI00 (last 2 are zeros) will take you into the ISD2 system

*HGHI will take you to the Child Support section

*HS23 takes you to drivers license info

*HS02 takes you to vehicle information

*HLEA reports on LIHEAP assistance received

*HTPQ will allow you to request/read requested information from SSA
*HP99 shows employment history, UCB benefits, and SSI information

*HBO7 (letter O, not zero) takes you into the claims system. After the HBO7 enter a
period then the SSN

As a caseworker, you will be using #1, #2, and #8.
#1-for your eligibility work

#2-to transfer cases, and view the number of education work slots
available to your county

#8-to see the EBT balance and transaction history




CLIENT MENU

To register a new application or category, the “A” function is used. This
opens the new category in ISD2, then after interviewing the applicant (unless
it is Medicaid, then only verification is reviewed) the “G” function is
completed. This will enter information in the ongoing month only. When
finalizing the application, the “H” function is completed for application month
and ongoing month. You will need to put the circumstances in for the
application month as the interview function only updates ongoing months.

To view a case already active, choose the “M” function and the SSN. If no month is
entered, it will automatically take you to the ongoing month.

If SSN is not known, you can select “S” then a screen will appear for you to list the name
and date of birth (if known) and a list will appear. You will have to look at each name on
the list to see if it is the one you are searching for.

To view the benefits for a household that is active, choose and the category number
and the last

ADDR-Address screen

The first screen shows the (1) Geo/Admin area and caseworker. The first
address is the(2) physical address, the second is the (3) mailing address.
At the top of all the screens you can see what mode you are in (4) (inquiry
or update) and the benefit month, as well as the (5) program you are
looking at. This screen also advises if the client is on an (6) Indian
Reservation, and the (7) language they speak.




FACL/FSCL-Case participants

FACL-this screen gives you a lot of information for determining the rest of the
case and includes (1) who is in the household, as well as (2) who is receiving
benefits. This also shows you the (3) status of each household member and if
there are any (4) countable months for out of state TANF assistance. The (5) type
at the top can reflect an EWP student for TANF (E) as well as a Transitional Food
Stamp case (T). There is an indicator for (6) 2 parent household for both TANF
and JUL programs. The (7) application and start date are also indicated here.

LIST-Client list

The LIST screen reflects the SSN, race, sex and birthday of each member.
If there is a temporary SSN, then a date that the permanent number was
sent for is required. When registering, ISD2 automatically puts them in
chronological order after the head of household.

DEM2-Client demographics
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Comments are always updated
by the FAA!

DEM2 shows the basic demographics for the household. The (1) marital
status for the head of household, (2) living arrangements, (3) student
status, (4) graduation date, (5) citizenship, and (6) years of education.




Dem3-Alien information

Status through INS
The date of

(LPR, undocumented, B ;?;‘;"ﬁs;"y

etc.) and country of INS information

origin. (SAVE) and ISD
calculates months
inU.S.

DEM3 shows alien information for any non-citizens coded on the DEM2
screen. The months in U.S. column are automatically calculated by ISD2
when the Date of Entry is entered. The last column is the justification
code, to determine why the alien is in the U.S. (economic, personal, etc.)

DEM4-Concurrent receipt

DEM4 shows if the household has (1) received benefits out of state, and
(2) if anyone in the household is a veteran or (3) has passed away. Also
shows if a member is in a (4) striker status for Food Stamps.

DIS1-Disability Factors

DIS1 shows the disability data for each household member, if
applicable. Including the (1) type and (2) duration of the disability and
(3) when areview is needed for medical information through IRU.
Always update remarks on the bottom of each screen.




DIS2-Disability Factors cont'd
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DIS2 reflects if any household member is (1) pregnant with a verified due
date, or the (2) status of a member’s SSI application. Multiple pregnancies
can also be indicated by code to include the fetus in the household size for
the income guidelines only.

FINS-Shows who has
income/resources

Ell-earned income

Ell is the earnings screen for each member. The (1) two digits after the EI1
show which person (page) you are looking at, so you can go directly to that
page if needed. There is one screen for each (2) employer that includes the
identifying information for the employer, (3) employment type (regular, self-
employed, etc.), (4) monthly converted wages (5) beginning and end date of
hire, (6) and business expenses if applicable. To add another employer
screen for this member, (7) insert “Y” at another job.




F6 for earned income

Enter employer name, how often paid, and the last 4 weeks of income.
If a new source you can use the bottom portion of hourly wage x
hours worked. ISD2 automatically rounds and converts so you use
the final amount ISD2 calculates.

El2-Daycare Expenses

EI2 shows daycare provider information and amounts for each child and
each program. Daycare expenses are calculated by using the F6, much
like income. There are maximum amounts allowed, depending upon the
age of the child.

Calculating Daycare

Enter daycare payments here if more frequently than semi-monthly

Calculating daycare expenses is necessary if they pay more frequently
than monthly or semi-monthly. It is done the same as income, however
there are maximum amounts set for all programs.




UEI1-Unearned Income

This screen shows the different unearned income for each household
member. This also included the TANF grant for the head of household. If
it is received more than monthly or semi-monthly, F6 is done to convert
anticipated income.

RESL1 shows the liquid resources for each household member including
(1) bank accounts, cash, stocks and bonds, and (2) cash values of life
insurance policies.

RES2-Non-liquid resources

RES2 reflects some of the non-liquid resources for each household
member. The (1) vehicle portion is applicable to some Medicaid
cases. (2) Real property is listed here along with the balance owed
on it (encumbrance) and fair market value. If it falls under an
exemption, that is added here as well.




RES3-Other countable resources

RES3 shows additional property (1) other than a home. This is where
any recreational vehicles would be added and coded as RP so the
value will be counted towards the program limits. This page also
shows if a household member (2) transferred property in order to be
eligible for our services.

SHLT-Shelter expenses

This screen reflects basic shelter expenses such as (1) rent, mortgage,
taxes, maintenance, insurance, and (2) utilities. This is also where you
would give a TANF member (3) a $25 layette payment for the birth of
their child. For elderly or disabled households, they have the option for
(4) uncapped shelter allowing them the entire deduction rather than
having a maximum cap.

FAl-Deprivation

This screen shows who is a (1) mandatory participant, and any (2)
deprivation in the household. The (3) work program shows the level
and type of sanction. This is mainly for the E & T, the TANF sanctions
are on another screen.




FA2-Disqualification

The FA2 will only have information on it if a household member has
been disqualified from participating in a program. This can only be
updated by the Hearings Bureau.

SANT-Sanctions for TANF
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Date, level, and reason is listed for each
area of non-compliance

The Sanction screen shows date and level of TANF related sanctions for
each mandatory household member.

Code for each covered Information entered from other
household member health insurance source
(Insurance Card)

Information regarding other health insurance available to any benefit
group member is listed here. You must print the screen before
continuing as it comes back up blank.
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FMM1-EPSDT and EWP

This area is for Education Works
members on TANF

The FMML1 includes information regarding EPSDT (children’s
immunization) as well as recording information of an Education Works
student in the TANF program. They must report their final grades and
complete the required paperwork to remain in the program.

FMM2-Medical Managemen

This screen indicates whether the household has (1) assigned their
medical rights over to HSD, and if the (2) household has
breast/cervical cancer (special categories).

FMM3-Retroactive Medicaid

This screen allows the FAA to authorize retro-active medical
coverage to households after evaluating their income for the
months preceding the application (up to 3 months).
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AP1-Absent Parent Data

3

This area is for each deprived child, and the correct BOWI (born out of
wedlock code) MUST be used.

This is the first of four screens that must be completed for EACH
absent parent in Medicaid and TANF. This is the initial screen that sets
up the other 3 with the AP’s name and SSN if known. To complete this
screen you must put the date in the (1) ISD-208-dt section, (2) the
cooperation indicator, and (3) the name of the AP.

AP2-Absent Parent Data

The second AP screen reflects demographic information that
may be helpful in locating the AP for payment.

AP3-Absent Parent Data

The third AP screen shows the parent information of the AP, as well
as any support payments made or current court orders.
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AP4-Absent Parent Data

The final AP screen lists any creditors that might be helpful in
finding the AP.

FAAR-Authorized
Representative

The authorized representative screen is mainly used for Nursing
Home categories as all notices will be sent to the authorized
representative if one is put on the system.

FAMS- certification, Reporting System

This is a commonly looked at screen, as it shows the (1) certification
period for the category, (2) what type of reporting system (if applicable),
(3) interview date, and (4) date of last notice and type. This is also
important for the SCI Medicaid, as the (5) co-payments are listed as well
as (6) group or individual status.
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ACTI-Action Items

This allows the caseworker to add comments for future action. This will
also show interface information from DOL, SSA, and the TANF work
program. These comments show up on the worker's Q screen for case
management. It is essentially a diary for case actions. The worker has the
ability to delete the notation once it has been done.

ERRS-Error messages

Enter the
error code
here

This screen alerts the FAA to any coding errors that will interfere
with the finalization of the case. If you have a message, input the
code and the explanation will appear on what needs to be done.

FANF/FSNF-Eligibility Confirmed

This is the first part to finalizing the case. Once you get to this
screen, make sure the correct people are included and coded
correctly.
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FAEL/FSEL-Eligibility payment

Review for
omissions

This is the second part of the eligibility process that shows the worker what
the final payment will be to the household, or in the case of Medicaid, if they
are eligible. This shows the (1) start date of the benefit amount (if changes
have occurred this is important), (2) if there are any outstanding claims that
will be deducted from the benefit, and if there is a denial or change in
benefit, the (3) reason code.

PFPS-Work Registration

E&T
(Food Stamps)

The last screen shows the work registration for each household
member.

BENEFIT HISTORY

To obtain benefit history for a household, enter “P” and the SSN and the
category needed. This is a “P” screen for a TANF household. There are

more screens as indicated by the bottom right hand corner. This shows
the actual amount received by the household
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NEW HIRES-"Y” function

To check for new hire information, enter “Y” in the selection
space along with the SSN of the person you are inquiring about.
If they have any new hire information it will show the history, as
the example shows on the next slide.

By entering an “X" in the selection column of the employer you want
to view, the current address of both the employee and employer,
along with the hire date are shown. It will also show you the
casehead name and employee name, which can be different (ex.
Husband's new job is reported and the wife is the head of
household).

Q SCREEN

Will show Will show
head of SSN of
household head of

named household

This is a partial sample of a Q-screen. This section represents the comments that a
caseworker can, and should, be using to properly manage a case. When a case gets
transferred to a different worker, they will be aware of impending changes that need to be
made by the notations on the Q-screen. By entering code 200 and a comment on the
ACTI screen, you can manage your cases easier. This is also where you will be notified
of interface information, such as a permanent SSN is needed, change of SSA amount
incarcerated HH member, new hire information, and work program non-compliances.
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TANF Work Screens

Assessment Tra

This screen appears when you enter 1 on the client menu screen. In some regions, the
Work Contractors enter this information. The (1) approval date is the date you approved
the TANF case (ISD2 automatically enters this date). The (2) referral date SHOULD be the
same as the approval date to allow the (3) appropriate time frames for the clients. This
section (4) shows you when each form was completed.Clients need to be re-assessed
every 12 months, so the(5) historical section shows you their assessment activity
throughout their TANF lifetime.

Participant Information

This screen is where the WPA activities are entered. This is a data entry
screen only, the results will be reflected on the next screen. This reflects
the (1) primary and secondary activities, (2) the education level of the
participant, (3) if any support services are authorized, and (4) if any special
programs are being sought, such as drug/alcohol or domestic violence.
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There is an input screen for each of the activities on the previous
screen. This is for the Life Skills, and lists the monthly required hours.
The following slide shows the secondary activity of GED.

This is our secondary activity, which is GED. If there is an employment
activity, there is a place for the type of job, hourly wage, and place of
employment.

Activity Screen

This is the summary of open and closed activities for this participant. To
view a particular one, enter * under the command line. The screen that
will then be viewed is the same information that was entered in the “2"
screen.
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Attendance

summary

Breakdown by week

This screen reflects the attendance of each mandatory participant. The weekly
average must equal the average required for that participant, otherwise
conciliation or sanctioning processes must begin. In our example, we have 2
activities (LS, GE) so there must be hours listed in BOTH activities in order to
be in compliance. When the attendance is entered, there is a summary at the
top and a breakdown by week underneath. The attendance must be entered
by the 5™ of the month to be timely.

Reimbursements

Once an activity becomes active and attendance is entered, you can issue
the travel reimbursement for gas. You will list the primary activity and the
reimbursement code of T1 (unless there is unusual circumstances and high
mileage) and issue $25.00. If the attendance is below the required number
of hours or late, the participant is not eligible for this reimbursement.
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