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1. Overview

This manual covers how to generate application letters for CCS and GHPP clients.
Upon completing case registration on CMS Net web, users may generate the
application process via CMS Net Web or generate via Correspondence module. This
manual also explains how to update the application status from the Registration —
Additional Information tab or View Correspondence and covers the correspondence
rules and FAQs.

2. Objectives

Upon completion of reading this manual, you will be able to:

e Generate application letters

e Update application status

e Undo application status if necessary
e Start a new cycle if necessary

e Learn correspondence rules

3. Definitions, Abbreviations & Acronyms

Term Definition

CCS California Children’s Services

CMS Children’s Medical Services

CMS Net CMS Case Management System

CMS Net Legacy CMS Case Management System — Legacy Application
CMS Net Web CMS Case Management System — Web Application
DHCS Department of Health Care Services

GHPP Genetically Handicapped Persons Program

PMF Provider Master File

Non-PMF Non-Provider Master File

1. Overview 30f 24 04/23/2014
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4. Search — Application Letter Series & Non-Series

There are several options to search for application letter. This manual will only discuss
using the category filter to search your letter. For Advance search options, refer to

Correspondence manual.

Authorization B
Provider
Replace BIC

Ca
Correspondence
App
Miscellaneous Tickler
Batch Correspondence
MTP

Conf Sched

Patient Therapy Claims #

Home Page | Referral Tracking | Registration | Program Modules | Coverage | MEDS Inguiry | Reports | Administration

My Web Messages (0]

orning, Molly!
st signed on today at

b Messages
uling
pondence

ptes

Appointments

Miscellaneous Ticklar

11:01.
—>x (0} New
—->> (0] Incomplete letters
> (D) Waiting for approval
--=>> (0] Ready to send
—-->2 (0] Letters waiting for my approwval
—==> (0] Pending Medical Report Requests

-->2 (0) Draft case notes

-->> (0] Appointments Booked
—=>= (0) Appointments Due

== (0] All Ticklers
--=>> (0) Today's Ticklers

come To CMS NET...

Figure 4-1, Access the Correspondence

Click “Correspondence” on the CMS Net Web Program Modules.

Main Web Correspondence screen

Required fields are marked in -

Correspondence

CORRESPONDENCE

QUICK SEARCH OPTIONS
W Ready to =end Waiting for approval Waiting for my approval Pending Medical Report Reque st
SEARCH OPTIONS
Begin Date:* 03/31/2013 End Date:* 04/01/2014
County or Region: Select - Category: Application Letter Series & Non-Series
Search Client
[7] LastName First Name Case# CIN 55N DOB Gender County
Select v Gelect i Find |
Application, Test Client T9E3184 3141928347 03/31/2013  Female Sacramento ><

Advanced Search Options

Figure 4-2, Correspondence Search

4. Search — Application Letter

Series & Non-Series

4 of 24

04/23/2014




CMS Net Web - Section 49

User will be directed to the Correspondence Web.

Step 1. Begin Date: from Correspondence module, edit the default begin date to
be the client's DOB (Note: begin date cannot be before 01/01/1988)

Step 2. Category: Select Application Letter Series & Non-Series from the
dropdown pick list

Step 3. Select the client you want to search letter for.

Step 4. Click on the “Search letters” button.

Correspondence
Main Web Correspondence screen
Correspondence Search Results
Select Correspondence
Select Case# Client Name Created Correspondence Print Addressed To Created By Last Updated Status
D Date Description Date By
|:| T988184 Application Test Client 04/01/2014 C-35 Application letter #1 #2013485-2014 04/01/2014 Jame Parent 123 Test Sacramente, Plus Tester, Plus Tester, Sent

11:23 AM 11:23 AM  CA 85833 CFNP CFNP
One Correspondence Record found.
1
| Print _| | Back |

Figure 4-3, Correspondence Search Results

Step 5. User will be directed to the Correspondence Search Results page as seen
above.

5. Generate Application Letter 50f 24 04/23/2014
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5. Generate Application Letter Series & Non-Series

Application Letter Series & Non- Series is generated and completed from the
Correspondence module.

Steps to Request an Application Letter Series & Non-Series letter

California Home DHCEHome DHCE Organization Wednesday, March 26, 2014 12:05:46 PM.

System Test

Caring for Children with Special Medical Meeds ...

ContactUs | FaQ | Help | Logout

Current Logged in User : Aj TesH

Home Page | Referral Tracking | Registration | Program Modules | Coverage | MEDS Inquiry | Reports | Administration My Web Messages (0]

Correspondence

Main Web Correspondence screen

CORRESPONDENCE

Required fields are marked in ~

QUICK SEARCH OPTIONS

m Ready to send Waiting for approval Waiting for my approval Pending Medical Report Request

SEARCH OPTIONS

Begin Dater 02/24/2014 End Dater 03/26/2014
County or Region: Select - Category: Select -

Search Client

[] LastMame First Name Case # CIN SSN DOB Gender County
Select ~ Select M Find |
Test,Cazeload 8877010 35508083485 03/04/2014  Not Known Loz Angeles ?(

Advanced Search Options

Figure 5-1, Create letter

Step 1. From Correspondence module, select the client you want to create
letter for.

Step 2. Click on the ‘Create letter’ button.

5. Generate Application Letter 6 of 24 04/23/2014
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CORRESPONDENCE

Required fields are marked in -

CLIENT INFORMATION
Client Hame: Application, Test Client Case Humber:

Create Correspondence

Category: Application Letter Series & Non-Series -

Correspondence: Select -
Addressed To:

C-35 - Application letter #1

C-35HF - Application letter #1 Healthy Families

C-35HFO - Application letter #1 Healthy Families (non-series)
Other Details C-35M - Application letter #1 Medi-Cal

C-35M0 - Application letter #1 Medi-Cal (non-zeries)
C-35MTU - Application letter #1 MTU

Case Note | Comments

Figure 5-2, Correspondence Create

Step 3. Category: Select “Application Letter Series & Non-Series”

Step 4. Correspondence: Select the correspondence type.

CCS Correspondence Type:

C-36 Application letter #1

C-36HF Application letter #1 Healthy Families

C-36HFO Application letter #1 Healthy Families (non-series)
C-36M Application letter #1 Medi-Cal

C-36MO Application letter #1 Medi-Cal (non-series)
C-36MTU Application letter #1 MTU

GHPP Correspondence Type:
G-36 - GHPP Initial application/financial packet #1
G-34 - GHPP Annual application/financial packet #1
G-37 - GHPP Incomplete application/financial letter #1

5. Generate Application Letter 7 of 24 04/23/2014
Series & Non-Series
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CORRESPONDENCE

Reguired fields are marked in ~

CLIENT INFORMATION Case Alerts (0) Face Sheet
Client Name: Application, Test Client Case Number: T958184 Date OF Birth: 03312013

Create Correspondence

Category: Application Letter Series & Non-Series
Correspondence: C-38 - Application letter #1 -
Addressed To: ame Parent Date Issued:
123 Test Correspondence #:
Sacramento, CA 95833 Auth #
Date Printed :
Application Type: CCS
Courtesy Copy History
Name Address Sent.l'xt;m?
Attachments
Select Type
DHS-4027 - CCS Consent for MTP Services
HF-STATEMENT - Healthy Families Statement of Annual Income
MPP - Notice of Privacy Practices (NPP) - HIPAA
PSA - Program Services Agreement (02/2011)
Other Details
Case Note /| Comments
Letter Status:
[“Back |
Last Updated By: Last Updated Date:
Figure 5-2, Correspondence Create
Step 5. Addressed To: The system auto populates the client’s primary
address as seen above, once the correspondence type is selected.
Step 6. Add/Edit: Select courtesy copy using the Add/Edit button if
necessary. This is optional.
Add/Edit: Allows Users to send courtesy copies to additional parties. If the
letter requires approval, then the approval section will appear and selecting
an Approver is required.
5. Generate Application Letter 8 of 24 04/23/2014
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Attachment Type
DHS-4027 |HF-STATEMENT |NPP |PSA |C-17A |C-130RTH |MC-2600 [TRAN-D |TRAN-I
C-13 X X
C-14 X X
C-16 X X X | X X
C-16A X X X | X X
C-16HF X X X | X X
C-16HFA X X X | X X
C-16HFO X X X | X X
C-16M X X X | X X
C-16MA X X X | X X
C-16MA X X X | X X
C-16MO X X X | X X
C-36 X X X | X X
C-36A X X X | X X
~ |C-36HF X X X | X X
& |C-36HFA X X X | X X
= |c-36HFO X X X | X X
=
T |C-36M X X X | X X
C-36MA X X X | X X
C-36MO X X X | X X
C-36MTU X X X | X X
C-36MTU-A X X X | X X
C-38 X X X | X X
C-38A X X X | X X
C-38HF X X X | X X
C-38HFA X X X | X X
C-38HFO X X X | X X
C-38M X X X | X X
C-38MA X X X | X X
C-38MO X X X | X X
FREE1 (Vendor) X X
FREE2 (Family) X X X | X X X X
Figure 5-3, Supplemental Attachment Chart
Step 7. Attachment: Select supplemental attachment if necessary. This is
optional.
s Supplemental Attachment Chart above outlines which attachments are
available for each letter type.
% PSA:if PSA s selected as an attachment, program eligibility date will only
auto display only on template if program eligibility dates is establish via
CMS Net Legacy.
5. Generate Application Letter 9 of 24 04/23/2014
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CORRESPONDENCE

Required fields are marked in *

CLIENT INFORMATION Case Alerts (0) Face Sheet
Client Name: Application, Test Client Case Number: ToB8184 Date Of Birth: 03/31/2013
Create Correspondence
Category: Application Letter Series & Non-Seriez +
Correspondence: C-38 - Application letter #1 ¥
Addressed To: Jame Parent Date Issued:
123 Test Correspondence #
Sacramento, CA 95833 Auth #
Date Printed :
Application Type: ocs
Courtesy Copy History
Name: Address Sentl'g:tliave?
Attachments
Select Type
o DH5-4027 - CC5 Consent for MTP Services
[ HF-STATEMENT - Healthy Families Statement of Annual Income
D NPP - Notice of Privacy Practices (NPP) - HIPAA
D PSA - Program Services Agreement (02/2011)
Other Details

Case Note | Comments

Letter Status:
[ Back | save 8 Print
Last Updated By: Last Updated Date:

Figure 5-4, Correspondence create

Step 4. Case Note/Comment: Add case note comments.
» This only displays on case note and not correspondence.

Step 5. Save & Print: Click the “Save & Print” button to print correspondence.

5. Generate Application Letter 10 of 24 04/23/2014
Series & Non-Series
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CALIFORNIA CHILDREN'S SERVICES
Sacramento County CCS Office

9616 Micron Avenue Suite 970
Sacramento, CA 95827

Ph: (916) 875-9900

Fax: (916) 854-9500 Original
First Notice
04/01/2014
Jame Parent Client Name: Test Client Application
123 Test Birth Date: 03/31/2013

Sacramento, CA 95833 Case & T988184

County: Sacramento
CIN #: 31419283A7

Dear Jame Parent:
Test Client Application was referred to California Children Services (CCS) program by Jame Parent

If Test Client Application is eligible, the CCS program may pay part or all of Test Client Application’s related medical costs.
For more information on the CCS program, please read the enclosed application and/or pamphlet.

Before the county can determine program eligibility, a CCS application must be completed, signed, and returned to this office

Figure 5-5, Example of Application Letter

Once you select the “Save & Print” button, system will display the correspondence as
seen above.

Correspondence

Main Web Correspondence screen

Correspondence Search Results

Select Correspondence

Select Case# Client Name Created Correspondence Print Addressed To Created By ~ Last Updated Status
D Date Description Date By

T938184 Application, Test Client  04/01/2014 C-25 Application letter #1 #3012485-2014  04/01/2014 Jame Parent 123 Test Sacramento, Plus Tester, Plus Tester, Sent
o
11:23 AW 11:23 AN CA 95833 CFNP CFNP

Figure 5-6, Correspondence Search Results

The letter is now created and displays as seen above when searched.

5. Generate Application Letter 11 of 24 04/23/2014
Series & Non-Series
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Application Letter - Rules and Helpful Information
CCS & GHPP:

Application letter may only be generated for the following case statuses: Active,
Pending, and Reopen Pending.

CCS Only:

s Application tickler: The second and third letters is generated by due process
based on the ticklers set from previous (1% sent letter for CCS.

Tickler: upon completing the letter, the system sets the Application Letter series
tickler to be T+20 days

e C-36 > C-36A - C-36B

e C-36HF - C-36HFA - C-36HFB

e C-36M -> C-36MA - C-36MB

e C-36MTU -C-36MTUA - C-36MTUB

s PSA as attachment: program eligibility date will auto display only if program
eligibility dates have been establish via CMS Net Legacy.

GHPP Only:

« Application tickler: The final notice is generated by due process based on the
ticklers set from previous (1% sent letter with ability to generate final letter.

Final letter in series may be generated once 1% letter is set to “Sent” status.

e G-34A - GHPP Annual application/financial packet #2 (final)
e G-36A - GHPP Initial application/financial packet #2 (final)
e G-37A - GHPP Incomplete application/financial letter #2 (final)

Tickler: upon completing the letter, the system sets the Application Letter series
tickler to be T+30 days for below:

e G-34 > G-34A
e G-36 > G-36A

Tickler: upon completing the letter, the system sets the Application Letter series
tickler to be T+15 days for below:

e G-37 > G-37A

5. Generate Application Letter 12 of 24 04/23/2014
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6. Generate Application Letter via Registration Module

Besides going to Correspondence module, users have the opportunity to create
application letter upon successfully creating a new client or reopening a case to pending
or reopen pending status.

After completing the case registration or status update to either pending or reopen
pending, system will prompt the user with message.

| Select - Select - m |

| Name Contact No Role Remove |
Diagnosis
ICD Code: Description: m
ICD Code Description Diag) is | Treat t R Priority
&' Children Medical Services -- Webpage Dial.. (BRES9
Patient / Primary Addressee *
CMS Dialog
Addressee Type Name And Address Phone(s) ! Hotes
Meolly Pp Do you want to generate Application Status Series on
Primary 123 Testing Ave. successful save? test
Sacramento, CA 95833
Application, Client One | Yes [l No |
Patient 123 Testing Ave. test
Sacramento, CA 95833
Siblings

Search Client

Last Name First Name Case# CIN SSN DoB Gender County

Select + Select - m

Other Information

Chart Number: HRIF:
Known To:  CCS 5CI Last Updated On:  04/23/2014

MEDS Inquiry Information

Registered By: Mol Phomsopha Registered On: 04/22/2014
Last Updated By: Sacramento Tester, CFNP Last Updated On: 04/23/2014 02:12 PM

[ Gaci [l sove I Faco shoot [l Aca sax [l Roset |

Figure 6-1, Updating Registration Module

6. Generate Application Letter via 13 0of 24 04/23/2014
Registration Module
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Step 1. Click Yes: System navigates user to the Correspondence page.
» Create Correspondence page
Step 2. Click No: Stay on screen with saved client information update.

Author's Note:

e System will auto generate 2" and 3™ letters unless application status entry is

entered.
e When application status entry is entered, future tickler is removed.

6. Generate Application Letter via 14 of 24 04/23/2014
Registration Module
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7. Update Application Status as Sighed or No Action

There are two modules users can utilize to update application status:

e Update Status via Registration — Additional Information Tab
e Update Status via Correspondence — View Correspondence

And both modules allow user to update the status with two options:

e Option One: Update Status as “Signed App” with date signed.
e Option Two: Update Status as “No Action” with reason for no action taken.

Update Status via Registration — Additional Information Tab

As stated above there are two modules users can utilize to update application status.

This section will discuss how to update the application status via Registration —
Additional Information Tab.

Below steps is to show you how to update application status via Registration —
Additional Information Tab

ICalifornia Home DHCS Home DHCE Organization Thursday, April 3, 2014 11:03:32 AN

System Test

Caring far Children with Special Medical Meeds ..

ContactUs | Fag | Help | Logout

Current Logged in User : Abc Tesh

Home Page | Referral Tracking | Registration | g Modules | © ge | MEDS Inquiry | Reports | Administration My Web Messages [0}

Registration

Main Registration Search screen

Search - Patient

Required fields are marked in -
SEARCH OPTIONS

SEARCH FOR PATIENT
Search Client

[7] LastName First Name Case # CIN 55N DOB Gender County
Select + Selsct M Find |
Testa Adam 3368664 SZ998633AT 06/25/1886  Male San Diego ><

Hew Patient [ Ecit PatientJ| Maric Dupiicate | Face Sheet Jl Reset |

Figure 7-1, Registration Search
Step 1. Go to Registration module

Step 2. Select your client and click “Edit Patient”
Step 3. System will take user to Patient Information tab

7. Update Application Status as 150f 24 04/23/2014
Signed or No Action
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Registration

SCI Inquiry Patient Information Addressee Additional Information Summary Mark Duplicate

Required fields are marked in

Registration

Figure 7-2, Additional Information Tab

Step 4. Additional Info tab: click “Additional Information” tab

Registration
SCI Inquiry Patient Information Addressee Additional Information Summary Mark Duplicate
Additional information for patient: Application, Test Client
CLIENT INFORMATION Case Alerts (0) Face Sheet
Client Name: Application, Test Client Case Number: To88184 Date Of Birth: 03/31/2013
Documentation
Document Type Description Received Date
Application Status h
Application Status: Select -
App Status Comments: Select
Signed App W
No Action
Number of characters left 15000
w

Case Note /| Comments

Subject:  Select A

No of Characters Left: 15000

Case Notes History

Last Updated By : Mol Phomsopha Last Updated On : 04/01/2014 11:23 AM

Figure 7-3, Additional Information Tab — Status Entry

Step 5. Application Status: Select application status from the drop down.
Option One: Update Status as “Signed App” with date signed.

Application Status: Signed App -

App Received Date: * 04/01/2014

04/23/2014

7. Update Application Status as 16 of 24

Signed or No Action
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If Signed App is selected, App Received Date field will enable for signed date to be
entered.

Option Two: Update Status as “No Action” with reason for no action taken.

Application Status: Mo Action -

No Action Reason: * Returned by USPS -

If No Action is selected, No Action Reason field will enable for reason to be selected
from drop down.

Step 6. App Status Comments: After selecting the application status, enter an
application case note comment. This is optional.

Step 7. Save: Click “Save” button when done and system will save updated status
and auto generate case notes for the status update.

Author’s Note:

If an application letter is not needed, user may directly go update status as received or
no action.

o Search for client in Registration.
o Go to Additional InNformation Tab and enter status rec’d

7. Update Application Status as 17 of 24 04/23/2014
Signed or No Action
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Update Status via Correspondence — View Correspondence

You may also choose to update the application status entry via View Correspondence
as mentioned in above section.

Below steps is to show you how to update application status via Correspondence
module.

As in above section, there are two options to enter status entry information once
application is received or if no action needs to be updated on record to stop tickler.

Option One: Update Status as signed application received and date sign.
Option Two: Update Status as No action with no action reason.

CORRESPONDENCE

Required fields are marked in ~

QUICK SEARCH OPTIONS

w Ready to send Waiting for approval Waiting for my approval Pending Medical Report Request

SEARCH OPTIONS

Begin Dater 03/02/2014 End Datex 04/01/2014
County or Region: Select - Category: Select -
Search Client
[] Last Name First Name Case # CIN 55N DoB Gender County
Select ~ Select M Find |
Application, Test Client To38184 31419283A7 03/31/2013 Female Sacramento ?(

Advanced Search Options

Figure 7-4, Search Client

Step 1. Main Web Correspondence screen: Go to Correspondence module
Step 2. Search Letters: select client and click “Search letters” button
Step 3. System then takes you to the Correspondence Search Results page

7. Update Application Status as 18 of 24 04/23/2014
Signed or No Action
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Correspondence

Main Web Correspondence screen

Correspondence Search Results

Select Correspondence

Select Case# Client Name Created Correspondence Print Addressed To Created By Last Updated Status

D Date £ S onneis Date By

D T988184 Application Test Client 04/01/2048 C-35 Application letter #1 #2013485-2014 04/01/2014 Jame Parent 123 Test Sacramento, Plus Tester, Plus Tester, Sent
11:23 AN 11:23 AM  CA 55833 CFNP CFNP

Figure 7-5, Correspondence Description

Step 4. Click on the Correspondence Description link

7. Update Application Status as 19 0of 24 04/23/2014

Signed or No Action
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Correspondence
Himin Wik Corremmmndmnse sorm—n
CORRESPONDEMNCE
(o) CLEENT BFORMATION Case Aleris () Faos Shesd
Climrd Mamme: Agppilication, Tes: Cllers Tase Numbsr: ToEE1s4 Crade OF Sarin: OSE1D013

S
DB 2B S| [1]/o|[9%]]|af] = Tools | Sion | comment

CALIFORNIA CHILDREN'S SERVICES
Sacramento County CCS Office

BE18 Micron Awvenue Suite 970
Sacramento. CA 95327

Ph: (218) 8750900

m

Fa: (216) 854-8500 Original
PREVIEW ONLXXY:T
2014
Jame Farent Client Name: Test Client Application
123 Test Birth Date: 03/31/2013

Sacramento, A 895833 Case# TOS2184

County: Sacramento

CIN #- 314129283AT

Dear Jame Parent
Test Chent Applicaton was referred to Califormia Children Services (CCS) program by Jame FParent

If Test Client Application is eligible. the CCS program may pay part or all of Test Client Application’s related medical costs.
For more informatiom on the CCS program. please read the enclosed application andfor pamphlet.

Before the county can determine program eligibility, a CCS application must be completed. signed, and returned to this office
at the above address. THE APFPLICATION MUST BE RETURMED BY 04/21/2014 to ensure that program eligibility begins
on the refemral date.

After we receive the application, we will contact you again to set up a meesting date to review financial and residential
eligibility for CCS benefits.

Please call the Sacramento County CCS Office at (816) S75-0000 if you hawe any questions.

Comments
wedier mimdus: Sem
Moot Ledier Type: C-354 Mot Leder Dus Dude: 0412014
Appllosdion Ledler
Appmostion Stafus: Seecs - Applostion Type: CCS

Applicafion Lefler Sories Caze Hole

Pumioer of chansciers: left 15000

‘Eimtun Trpe Printed Duds Carrespondenos £ et Ledisr Dus

Figure 7-6, View Correspondence

Step 5. System will then take user to the View Correspondence page
Step 6. Scroll down to the bottom of the page to “Application Letter” section

7. Update Application Status as 20 of 24 04/23/2014
Signed or No Action
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Application Letter
Application Status: Select hd | Application Type: CCS
Select
S - Signed App
Application Letter Series Case Note

Mumber of characters left 15000

Series History

Status Type Printed Date Correspondence # Next Letter Due

[Save Wl Add cc il Cancel Letter [l Print [l Attach il Reissue [l Bock |

Figure 7-7, View Correspondence

Step 7. Application Status: Select application status from the drop down.
Option One: Update Status as “Signed App” with date signed.

Application Status: Signed App -
App Received Date: * 04/01/2014

If Signed App is selected, App Received Date field will enable for signed date to be
entered.

Option Two: Update Status as “No Action” with reason for no action taken.
Application 5tatus: Mo Action -
No Action Reazon: * Returned by USPS hd

If No Action is selected, No Action Reason field will enable for reason to be selected
from drop down.

Step 8. Application Letter Series Case Note: After selecting the application status,
enter an application case note comment. This is optional.

Step 9. Save: Click “Save” button when done and system will save updated status
and auto generate case notes for the status update.

7. Update Application Status as 21 of 24 04/23/2014
Signed or No Action
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Application Status Entry- Rules and Helpful Information

The two modules users can utilize to update application status:

» Registration — Additional Information Tab
= Correspondence — View Correspondence

Stop letter tickler by selecting a status from the Application Status dropdown.

Application Status is a dropdown with two options: Signed App and No Action.
= Signed App: User may indicate sign status and date signed.
= No Action User may indicate no action and the reason for no action.

Status entry case note: upon saving status entry, a case note is generated. Case note will
display date signed and status or the no action and the no action reason.

= System generate case note when application status entry is entered.
» Auto case note generates regardless of whether user enter commentin Case
Note/Comments section or not.

Some FAQ:

Q: I received a signed application, | don’t need to send an application out, what should | do?

A: Go to Registration — Additional Information Tab and update the application status as signed app and
enter date received.

Q: When can | update the status entry via Registration — Additional Information Tab?
A: You may update status any time.

Q: When can | update the status entry via View Correspondence page?
A: Letter must be in sent status to update status entry from View Correspondence page. When

application status entry is entered, if exists, system will delete unsent application series.

Q: When can | undo status entry?

A: If status entry is entered in error, user may undo the status within 90 days of 1% letter being sent from
View Correspondence page. After 90 days, user may undo status via Registration — Additional
Information Tab

= Note: no case note is generated for undoing status.

Q: Reopened case, what happens to previous status entered?

A: The system clears the application status entry from the Additional Information tab for all case closure
reason except NEG1, which system retains the application status entry with ability to edit.

Q: What happens when a case is closed, denied, or put as not open?

A: If no status entry exists, system inputs reason “Registration status changed” on application series
when status changes from Active, Pending, Reopen Pending to Closed, Denied, or Not Open.

7. Update Application Status as 22 of 24 04/23/2014
Signed or No Action
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8. When/How to undo Application Status

In case you updated the application status on the wrong client or just need to undo an
entry entered in error. This section will show you how to undo the application status.

You may undo status entry via Registration — Additional Information Tab or
Correspondence module via View Correspondence page

Application Letter
Application Status: No Action - Application Type: CCS
No Action Reason: *E/ZE8 4 -

Signed App
No Action

Application Letter Series Case Note

Mumber of characters left 15000

Series History
Status Type Printed Date Correspondence # Next Letter Due

“Save [l Add ce il Cancol Lotier il print [l ttach il Ressue il Backc |

Figure 8-1, Add screen shot of entry
Step 1. Go to Registration — Additional Information Tab

Step 2. Application status: undo the status by putting the status back to “Select.”
Step 3. Save: click save to save the information.

Please note, case note will not auto generate for undo update. If necessary, go enter a
case note in Case Note module.

Undo Status Entry- Rules and Helpful Information

Registration — Additional Information Tab — may undo any time.
View Correspondence — may undo status entry within 90 days of 1% letter sent.

Q: When can | undo status entry?

A: If status entry is entered in error, user may undo the status within 90 days of 1% letter being sent from
View Correspondence page. After 90 days, user may undo status via Registration — Additional
Information Tab

= Note: no case note is generated for undoing status.

Q: I'want to start a new series; will the system cancel my existing series?
A: Yes, if there is no status entry entered on the current series.
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10 Start New Cycle or Switch Letter Type

In case you started the series with the incorrect letter type, you may start new cycle at
any time.

How to Start a New Cycle:
Step 1. From Correspondence module, select the client you want to create
letter for.

Step 2. Click on the ‘Create letter’ button.
Step 3. Category: Select “Application Letter Series & Non-Series”

Step 4. Correspondence: Select the correspondence type.

Message from webpage &J

- \ Starting a new cycle will cancel existing cycle letters, Do you want to
' start a new cycle?

Ok l | Cancel

Step 5.Mesasge Prompt: system will prompt you with the above message.

OK: Click “OK” to cancel the existing series and system will allow you to
continue and start your new series. See section 4 for instructions on how to
create series and non-series.

Cancel: Click “Cancel’ to exit and not cancel existing series.
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