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The Case Review System is an online web-based data collection program used to compile the information on reviews
conducted by Supervisors and Regional Case Reviewers. This system guide is a reference tool to assist eligibility workers,
reviewers and general viewers to navigate through the system.

Accessing the Case Review System

The program will need to be installed on each workers computer. This will only need to be completed one time.

Step one: Open an internet browser session (the DPAweb page is the default when you click the web browser icon).

Step two: Type in the following URL in the address block http://hssinuintwebp/casereview/ and <enter>.
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Welcome New Policy Staff!

October 20, 2009 - 10:21am — Clay Butcher

The Policy and Program Development team is very pleased to
announce we have added two new members to our team.
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http://hssjnuintwebp/casereview/

The Case Review install page displays. Click on the install button. The application installs and a shortcut is created in the

Start Menu under Programs.
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Hame: CASREVClient
Version: 1.0.1.18

Publisher: State of Alaska

Install

‘ﬂ Local intranet

@ Done

Note: The install takes a few seconds but there is no notification that’s it’s finished. After clicking on the install button
you will see a block stating “Launching Application”. After the launch finishes you can close this page.

o



Once the program has been loaded to your computer you can drag the link anywhere on your desktop to create a
shortcut. Click on the start button (1) choose Programs (2) then State of Alaska (3), then CaseRevClient (4). From here
you can click and drag the CaseRevClient to your desktop creating an icon for subsequent logins.

Note: If you have created a shortcut icon on your desktop, it will be deleted each time the programmer completes
updates so that you are not using an old link. You must do steps 1-4 above again to access the program/re-create the
shortcut.

the left mouse button and hold
down while dragging the link
anywhere onto your desktop to
create a short cut

A\ '\\' A

W
\\\\\\\\\\\\\\\\
\ \\\ Once you have dragged the link to where
you want your shortcut, release the button
on your mouse. You can now double click

on the shortcut to opben the program.
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The review application will open. This may take a minute so wait for it.

When this screen appears, you are in the program.

Start | Search | Report | Task | Messages |

My Reviews | Log out

= wworker
Meeding my response
I responded to/waiting to be werified
Closed on my work (due in last S0 days)
= Reviewer

Waiting to be closed

Mo changes to save for Case Review: 12345555 due 11/13/2009.

When you click on the ‘Log out’ button, the program closes and a Login window appears.

At this point you can re-enter your domain userID (DHSS\loginID) and computer login/password to open the program
again or just close that window by clicking on the red .
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Logging Into the Program/Reporting Problems

You can always use the shortcut you created to log into the program. The login/password is saved in the link and it is
the easiest way to access the program once you create it.

Your login/password will always match the one you use to open your computer.

For most DPA employees your domain is DHSS so the login would be DHSS\ (your computer login) and then your
computer password. You can find your current login by holding ALT/CTRL/DEL keys on your computer. It will bring up
the window that shows your logon information. Each time you change your computer access password, it
automatically changes the password to log into the Case Review Program to match.

If you try several times to log in and use the incorrect Domain/logon or password, it will not only lock you out of the
program but out of your computer and you will have to contact Information Technology help desk to reset your
password.

Contact the IT helpdesk in Anchorage at 269-3444, in Fairbanks 451-3125, in Juneau 465-8200 or toll free 1-888-484-
5763.

If you are able to log into your computer, you will be able to log into the program if you are using the correct
login/password. There is no password to reset unless you have locked yourself out of your computer.

Do not contact systems operations EIS Helpdesk to reset your Case Review program

password. They are not responsible for that program and cannot help you. You will need to contact IT helpdesk to
reset your computer password at the above listed numbers.

For other program questions contact the Field Services representative at DPAFIELD@ALASKA.GOV. If you have had a
name change or your computer login has changed for any reason contact the Field Services representative. They will

have to contact a programmer to update the change in the Case Review program.

~
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The capabilities of each user will depend on the profiles (or authority) established within the system. The
contents and selection options are also based on user profiles. Consequently, not all users will view the same
menu options, or some of the selections may be inoperable. The following is an overview of each type of profile
that will be viewed under the start tab:

Worker:

My Reviews

Worker
+ Needing my response
+ | responded to/waiting to be verified
+ Closed on mv work (due last 90 davs)

Reviewer:

My Reviews

-Worker
+ Needing my response
+ | responded to/waiting to be verified
+ Closed on my work (due last 90 days
-Reviewer
+ Not yet complete (reviews that have been started)
+Waiting for response
+Waiting to be closed

Supervisor:

-Worker
+ Needing my response
+ | responded to/waiting to be verified
+ Closed on my work (due last 90 days)
-Reviewer
+ Not yet complete (reviews that have been started)
+Waiting for response
+Waiting to be closed
-Supervisor
+All unassigned
+Assigned to Reviewers | supervise
+Needing a response from Workers | supervise
+Closeable by me
+Closeable by me or someone | supervise
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Case Reviewer — Creating a New Review

The reviewer will start at their Search tab. Select ‘Case’ in the ‘Search For’ drop down, enter the case number next to
the ‘Case Number Contains’ block and click on the Search button.

Start | Search | Report | Task | Messages |
search ror  [Game = <::|
Filter By By Case Info ~
Case Mumber contains ~ 55555555
[ Last Name begins with ~
First Namme begins with ~
| New [ search |
o e | mei e If the case has previously been created in the program the case
e I

information shows up here when the Search button has been selected.
The reviewer can then click on the case number and the case
information will show to the right along with a history of prior reviews

completed on the case. There is also an ‘Add Review’ button. See
below

-

Case Rewview: 05601878 due 03/05/2010 deleted successfully.

The Case Number and Client Name will be
prefilled when clicking the ‘add review’

button
Hl Case Review E@ﬁl
Start | Search | Report | Task | Messsges | Case: 05363762 Mickey =l
Search For Case ~ - |C‘ase
T Case Info v Case Mumber: 05363762
ey 2 : Client First Name: —
Case Mumber | contains ~ | [osz83782 B
Client Last Mame
V| Last vame begins with ~ ~ | Reviews Add Review
First Name begins with ~ Due Dat= Reviewer worker Review State Error
[ Mo J Pm— | 6/3/2008 Closed fes
Case Number | Last Name | First Name 2{7/2007 _ Closad Yes
05363762 Ginn T: 10/37/2009 Closed Yes
b |
Clicking on the ‘Add Review’
button will open a case review
sheet and pre-fill the case
The reviewer can click on any information into the form (see
review Due Date to open a below).
prior review on the case.

Case Rewview: 05601878 due 03/05,/2010 deleted successfully.
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View of the new review form with case information pre-filled. You can now complete the form.

Hl Case Review

Start | Search | Report | Task | Meossages | Case: DS363762 Ginn = ] New Case Review: 05363762 > '“'|
Search For |Case ~ | ~ | Case Review
. 05363762 Programs to Review:
Filter By [By case 1nfo ~ Case Numberz I I_I Senior Benefits
Client Name: . Adult Public Assistance
Case NMumber | contains ~| [ossss7E2 | j . Cana
R Lenda, Aina ~ Food Stamps
| P— i General Relief Assistance
Last Name [Begins with ~| | | Type: [~] Interim Assistance
. Medicaid
First Name |hegins with o | | | Target: M Temporary Assistance
wiorker: [~] Child Care
| New | | Search | Heating Assistance
Unit:
Case Mumber | Last Name | First Name

05363762

Unit Supervisor:
State:

Due Date:

Assigned Complets

~ | Comments

Add Comment

=~ | state History

Created

Changed By
| sina Lenda

Changed On
|=/5/2010 11:08:58 am |

‘ State

Assigned

Reviewer changed from none to Aina Lenda | Aina Lenda

|3/5/2010 11:08:58 am |

|aina Lenda  [3/5/2010 11:08:58 aM |

Mo changes to save for Case Review: 05363762 due 10/27/2009.

If the case number has never been loaded to the program:

Hl Case Review

<

MNew Case

Start | Search | Report | Task | Messages |
Search For | Case ~]|
Filter By | By Case Info = |

Case NMumber | contains 2| [ssssssss |

= | |

~| |

Last Name First Name

|| Last nvame | begins with

First Name | beqgins with

Case Number

~

-

If the case has never been

added to the program, the
above information on the case
remains blank.

| = |cas=

Case Number:

Client First Name:

Client Last Name

| - | Reviews

|_Add Review |

| Due Date

Rewviewer Waorker Review State

\

The reviewer will have to click on the ‘New’

button to open the window to add the case
to the program. Insert the case information
in the red blocks and then click on the ‘Add

Review ‘ button.

Case Review deleted successfully.

This will open up the case review form overlapping the New Case form.




Important Note: Once the reviewer opens the case review window with the ‘Add Review’ button they will be able to
complete the review form. They must save and close both the case and case review windows by clicking on the
(Save&Close) button after completing the review form.

Save the ‘New Case’ and ‘New Case Review’

after completing the case review form by
clicking on the Save & CIose

B Case Review

Start | Search ."| Report ] Task ] Messages .\'| New Case: 05631139 Chapman
Search For |Case v| - | Case Review
. Programs to Review:
Fltrsy | By CaseInfo v | || CoseNumber: | osest13s ] [ Senior Benefits
Client Name: ] |_|Adult Public Assistance
Gase Number | contains ~| | 05631139 | [Ccama
Reviewer: Lenda, Aina + | [[]Food Stamps
. ) General Relief Assistance
Last Name |beg|ns with \'| | | Type: a || Interim Assistance
. || Medicaid
First Name |begins with w | | | Target: vim Temporary Assistance
Worker: | |child Care
| New | | Search | |_|Heating Assistance
Unit:
Case Number | Last Name | First Name Unit Supervisor:
State: Assigned Complets
Due Date:
- | Comments
Add Comment
= | state History
State Changed By  Changed On
Creatad Aina Lenda 3/12/2010 11:45:45 AM
Reviewer changed from none to Aina Lenda | tina Lenda 3/12/2010 11:45:45 AM
Assigned Aina Lenda 3/12/2010 11:45:45 AM

Ready




A reviewer may also begin a review by going to the Search tab, selecting the ‘Search for’ Case Review, entering the
case number in the ‘contains’ block and click on the New button. This will bring up the history of reviews completed
on that case and open a new case review window. Enter the case number in the appropriate field to start the
review.

Bl Case Review

Search "| Report 1 Task 1 Messages \'| New Case Review =]
Search For |G§3e Review ~ | -~ | Case Review <7
mn " .
Filter By |By case 1nfo 1L ~| || Sesshumber: i Benafits
Client Name: Adult Public Assistance
[:>er | contains ~| [5s555555 | )
R Food Stamps
N - General Relief Assistance
| Last Mame |heg|ns with ~ | | | Type: Interim Assistance
. Medicaid
First Mame |hegins wiith w | | | Target: Temporary Assistance
Worker: Child Care
|:>| New | | Search | Unit Heating Assistance
nit:

Case Mumber Due On Last Name First Name

If the case has previously

been reviewed, a list of the
reviews will show up here.
You can click on any of the
listings to open the review.

Unit Supervisor:

State: Assigned Complete
Due Date:

= | Comments

Add Comment
= | State History
State Changed By Changed On
Created Aina Lenda 3/5/2010 2:40:03 PM
Reviewer changed from none to Aina Lenda | Aina Lenda 3/5/2010 2:40:05 PM
Assigned Aina Lenda 3/5/2010 2:40:03 PM

Case Review deleted successfully.

If that case has not already been created, the program will ask you to create it by clicking yes in the box shown below.

Create Case X

Do you want to create case: 22334455

o |




Clicking yes in the Create Case window opens this page on top of your open case review page. You will have to enter the
client’s first and last names. Use caps for first letters of both names. Click on the X|in the New Case tab to save and

close the newly created case prior to going back to the New Case Review tab.

Hl Case Review

Start | Search | Report | Task | Messages | Mew Case Review: S5555555 x| | MNew Case: 55555555 7
Search For | Case Review v ||~ |case
Filter By | Sy Case Info - | Case Number: SS555555
Client First Name: 1
Case Number |contains ~ | [s5sssssss |
dlient Last Name
Last Narme  |begins with ~| [ | iz [Reviews Add Review
First Name |he§i"5 with - | | | Due Date Reviewsr Worker Review State Error
| Mew | | Refresh |
Case Mumber | DusOn  Last Name | First Name

Case Review deleted successfully.

If the tab does not close when you have clicked on the [X| for either a new case or case review an error message block will
open up and messages regarding the errors of your actions will be displayed.

Case Review

Mew Case: 756543210 save failed.
Mew Case: 76543210 failed validation.

The error message block lets you know the save action was not successful with a brief description of the error. You must
go back after clicking the OK button to make your corrections. Once you successfully create the case and have saved it
the New Case window will close and you can proceed with your review.

Clicking on any of the ’s in the tabs saves and closes that tab.
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Fields highlighted in red must be completed. Select applicable programs for this case review by checking the box in front

to the listed programs.

include the customer action, office response and benefit month blocks.

The Customer Action and Office Response sections must each have one red circle selected.

Hl Case Review

Start | Search | Report || Task || Messages |
My Reviews
= wWorker

Meeding my response
I responded tofwaiting to be verified
Closed on my work (due in last S0 days)
= Reviewer
Mot yet complete
Waiting for responsa
Waiting to be closed

=1le3]

New Case Review: 22334455 |
=
~ | Case Review B
Case Number: [22339455 [] Adult Public Assistancs
cama,

Client Name: Client, Susie |Food Stamps )

|G | Relief v
Reviewer: Lenda, Aina v | P e tetanes <

. [ | Medicaid

Type: b [] Temporary Assistance
Target: | [[child care

[Tl Heating Assistance
it
Unit:

Unit Supervisor:

St sssores

Due Date:

~ | Food Stamps Customer Action: 8 Applied Office Response: @ Approved Add Benefit
@ Changed @ Denied/Closed
@ Recertified

sencit vorth: [ ActroreedAmount | 0| Fnelamews: | o]

I
&
i
X

[Inesads More Info

ld Error

~ | General Relief Assistance Customer Action: @ Applied Office Response: @ Approved
@ Changed @ Denied/Closed
@ Recertified

Add Benefit

serct vionth: MM ~troreed Amounts | 0] rslamowss | 0]

£
i E
?
i

[CInesds More Info

i

ld Error

- | Comments

]

As soon as you check a program, the review will open up the appropriate review sections to

If you are reviewing
multiple months, you can click on the Add Benefit button to open additional benefit months for each program.

If a program was
selected in error
you can delete the
benefit and then
uncheck the
program.

|

New Case: 22334455 Client saved successfully.
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If the review did not have errors the reviewer completes the benefit month and authorized and final amounts. Once
you have completed all the required fields for each month and each program, click the Add Comment button to open up

that section. Your review should now look like this.

Bl Case Review

Start | Search | Report | Task || Messages |

My Reviews

= worker

Needing my response

I responded to/waiting to be verified

Closed on my work (due in last 30 days)
= Reviewsr

Mot yet complete

Waiting for response

Waiting to be closed

New Case Review: 22334455 due 10/15/2009 ‘
~
~ Case Review =
Case Number: 22334455 | [qadutt public assistance
CAMA
client Name: Client, Susie Food Stamps
General Relief Assistance
Reviewer: Lenda, Aina ~ | [interim Assistance
. - Madicaid
W Supervisory b Temporary Assistance
Target: = Child Care
Heating Assistance
Worker: I -
Unit: Coastal Region
Unit Supervisor: Donowvan, Patricia
State: Assigned Complats
Dus Date: 10/15/2009 |
~ | Food Stamps Customer Action: (=) Applied Office Response: (=) Approved Add Benefit
(O Changed () Denied/Closed
(O Recertified

Bensfit Month: | 10/2009 Authorized Amount: Final Amount: | o

g
i
g
3

[[Inesads More Info

ld Exvor|

| General Relief Assistance Customer Action: () Applied Office Response: (=) Approved
(O Changed (O Denied/Closed
() Recertified

Add Benefit

350 350

Benefit Month: | 10/2009 Authorized Amount:

Final Amount:

£
i z
?
i

[[Inesads More Info
Add Error]

| Comments

A
o
g
Al
AN

MNew Case: 22334455 Client saved successfully.




The comments section will open in red and you will be allowed to enter comments for the review. Once your comments
have been added, if there are no errors, click on the Complete button (in the above view) to close the review. The State
changes from Assigned to Closed. The review still needs to be saved.

Start | Search | Report | Task || Messages | | Case: 22334455 Client [

Seorch For [ case g2 - Note: You must

# | Case Review

Filter By | By Case Info b ‘ Case Mumber: |22334455 | H Adult Public Assistance Stl“ save the
CAMA
Case Number | contains "| | ‘ Client Name: Client, Susie Food Stamps review by
. . General Relief Assistance
Last Name |hEgin5 with v| |C|ie"|t ‘ Reulen=E Lenda, Aina P ~ | [interim Assistance licki th
N Medicaid
Type: s ClIcKINng on the
First Mame | begins with ~ | | ‘ TVDeEt upeniseny <\‘ I b Egiﬁpg;ar;v Assistance g
arget: -
Heating Assistance
C mew I e || worken = Save & Close
‘Case Number Last Name First Name Unit: Coastal Region in the Case
3455 En Present Unit Supervisor: Donovan, Patricia
3344 ien Susie H
stste: Closed Review tab.
Due Date: 10/15/2009 |
| Food Stamps Customer Action: (5 Applied Office Response:  (2) Approved
() Denied/Closed
Save You can delete a

nt: Delete Benefit|

[Ineeds More Info

Benefit Month: Authorized Undo Changes <

comment if the

Delete || change has not
Close T b db
| General Relief Assistance Customer Action H (& Approved - een save y
Print (O Deried/Closed . R
Orscerifed right clicking
Benefit Month: Authorized Amount: 350| Final Amount: 350 your mouse and
[Ineeds More Info .
selecting ‘undo
changes’

S icomments Add Comment

|€

New Case Review: 22334455 due 10/15/2009 saved successfully.

15
If there was an error or you checked the ‘Needs More Info’ block the state will change to needs response when you —

click on the complete tab. The review will also show in your Waiting for response queue and the workers Waiting for
response queue.

Bl Case Review

Start | Search | Report || Task | Messages | | case Review: 12345678 due 09/21/2009 | Case Review: 12345678 dus 08/21/2009 |

2

~ | Case Review

My Reviews
B Warker Case Number: 12345678 | [[adutt Public assistance
Needing my response cAMA
I responded tofwaiting to be verified Client Name: Mouse, Mickey Food Stamps
Closed on my work (due in last 90 days) . " [| General Relief Assistance
= Reviewer Reviewar: Lenda, Aina ~ | Ointerim Assistance
Not yet complete - : Medicaid
= Waiting for response Type: Supsrvisary b Temporary Assistance
12345555 10/15/2005 Target: Uneamed Income = Child Care
12345678 09/21/2009 Heating Assistance
12345678 09/28/2008 Worker: | v
12345678 09/28/2005
12345678 10/03/2002 Unit: Coastal Region
33331234 10/15/2005 - -
33331234 10,20/2002 Unit Supervisor: Donovan, Patricia
73852612 10/15/2002 ) <I—|
Waiting to be closad Sl B
Due Date: 09/21/2009 =~ |
~ Food Stamps Customer Action:  (5) Applied Office Response:  (2) Approved
(O cChanged () Denied/Closed
O Recertified

Benefit Month: Authorized Amount: 100 | Final Amount: ljl Delete Benefit|

[[InNeeads More Info
Primary Error Type Error Factor Error Reason
(©] |335 Unemployment Compe vl | Failed to Act on Info vl |Deta|| Overlooked - | [ Delete Ervor |

EiiComenant= Add Comment

Comment Left By: Aina Lenda Comment Left On:  9/21/2009
TESTING

~ | State History

@ 1nbox -Micros. .. 2} online Case R... . C eview T user quide 20...




Once the worker responds to the review, you will have the option to either reject the response which will put it back in

‘Needs Response’ state or you can close the review. If the review needs to be put back in ‘Needs Response’ status, add a

comment explaining the additional action that the worker needs to take. Then click the ‘Reject’ button to send the

review back to the worker. If the workers response is correct you can click the ‘Close’ button. Always remember to

click on the X fto save and close the review after your action.

Bl Case Review

Start ‘ Search | Report | Task | Messages |

My Reviews
= Worker
Needing my response
I responded to/waiting to be verified
Closed on my work (due in last 90 days)
= Reviewer
Mot yet complete
[E} Waiting for r =
12345555 10/15/2009
12345678 09/21/2009
12345678 09/28/2009
12345678 09/28/2009
12345678 10/09/2009
33331234 10/16/2009
33331234 10/20/2005
73852612 10/15/2009
‘Waiting to be closed

s start SEC 6w ECEMD

—_—
Case Review: 12345678 due 09/21/2009

| Case Review: 12345678 due 08/21/2009

|

| Case Review

| ¥

Case Number: 12345678 | Adult Public Assistance
CAaMA
Client Name: Mouse, Mickey Food Stamps
] " []General Relief Assistance
Reviewer: Lenda, Aina * | [Tinterim Assistance
. Medicaid
Typs: % Temporary Assistance
Target: P Child Care
Heating Assistance
Worker: Metzger, Lisa w
Unit: Gambell
Unit Supervisor: Jones-Burch, Jamie ﬂ
State: Responded Reject Close
Due Date: 09/21/2009 |
# | Food Stamps Customer Action: (5 Applied Office Response: (=) Approved
() Changed () Denied/Closed
() Recertified
Benefit Month: Authorized Amount: Final Amount: l:l Delete Benefit|
[[Ineeds More Info |
Primary Error Type Error Factor Error Reason D
@ [221 Real Property ~| [ Failed to act on 1nfo | [petail overlooked v|  [Detete Emor
) comnens P —
4
Comment Left By:  Aina Lenda Comment Left On:  9/21/2009 16
testing —_—
Comment Left By:  Lisa Metzger Comment Left On:  10/5/200%
| testing -

[ (@ mbox - Micros... [ /3 oniine CaseR... Ml Case Review F T user guide 20...

Note: There is a hierarchy for persons authorized to close a review. The reviewer can always close a review after the

worker responds. In addition, the worker’s supervisor can close a review. If neither is available the supervisor’s

supervisor can close the review etc. For example, the regional reviewer in the Gambell office creates a review on a

Gambell worker. The regional reviewer can close the review or the workers supervisor can close the review. If neither

one of them are available, the Gambell site manager can close the review.

If the worker moved from one site to another, the review stays in the hierarchy of the unit it was created in. If the
review was created at the Gambell site and it was not closed out prior to the worker changing sites, the reviewer or

leadership at the Gambell site will have to close the review. In this case, the review will show up in reports under the

worker no matter what unit they now belong to but will remain in the Gambell unit report since that was where the

worker was when the review was created.



Closing Reviews with 'Needs More Info' Checked

When the worker responds to a review that had the box ‘needs more info’ checked, the reviewer must uncheck that
block before the review can be closed. There will not be any options but the ‘reject’ button until this is done.

If the worker has responded and satisfied all the questions the reviewer had, all (you may need to scroll down the
review to see them all) ‘needs more info’ blocks must be un-checked. The reviewer will need to save and close the
review and then reopen it for the ‘Close’ button to appear.

Case Review: 05534094 due 04/02/2010 = <
= Case Review
Case Number: Programs to Review:
Senior Benefits
Client Name: Adult Public Assistance
cama
Reviewer: w | [w]Food Stamps
| . || General Relief Assistance
Type: ~ | [[interim Assistance
Target: L_|Medicaid
=re N Temporary Assistance
Worker: w Child Care
Heating Assistance
Unit:
Unit Supervisor: Bowman, Rhonda
State: Responded Reject
Due Date: 04/02/2010
=] Food Stamps
Custorer Action: () Applied Office Response: (=) Approved Add Benefit
() Changed () Deniad/Closed
(3 Recertified
1 Benefit Month: | 03/2010 Authorized Amount: 1065 | Final Amount: 1065 { /L Delete Benefit
Nesds More Info
Add Ermor
= ‘Comments
Add Comment
Comment Left By: Sonia Comnejo Comment Left On:  3/31/2010 2:00:00 PM
Good job on anticipating gross wages. -~
FYI
- When you see consistent OT on the pay stubs, you could include it. This time leave as is.
- You need to CANC if you followed up on Anthony's SSA income. There's a previcus CANO stating it went to grandma, but that could have changed.
- Dont Fcrgetbo Iet them know in the notice if you ara counting income and what income you are counting. You don't have to go into details on how you determine the income, but let them know [
Comment Left By: Kristen Smith Comment Left On:  4/12/2010 12:18:00 PM
So are you asking me to send a new notice, maks a new cano for Anthony's 554 Income? How would you like me to fix this case emor?

I Mo changes to save for Case Review: 05578876 due 02/16/2010.
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At this time the reviewer can update error information that needs to be added to the review. Click on the ‘Close’

button to change the status and then save the review (click on the Save & Close @).

| Il Case Review
E Case Review: 05291585 due 03/30/2010 1% |
~ | Case Review -
Case Mumber: ng rams EB"‘;R:ﬁ"EW:
=nior Ben
Client Name: Adult Public Assistance
CAMA
Revizwer: hd Food Stamps
; || General Relief Assistance
Type: | [interim Assistance
Medicaid
Target:
are b/ Temporary Assistance
Worker: - - »|| || Child Care
| |Heating Assistance
Unit: Bethel
Unit Supervisor: White, David
State: Respondad | Close | | Reject |
Due Date: 03/30/2010
& Food Stamps
Customer Action: (%) Applied  Office Response: (5) Approved Add Benefit
(O changed (O Denied/Closed
(O Recertified
Benefit Month: | 03/2010 Authorized Amount: 680 | Final Amount: 580 Delete Benefit
[needs More Info
Add Emror
& Medicaid
Customer Action: (%) Applied  Office Response: (5) Approved Add Benefit
(O changed (O Denied/Closed
(O Recertified
Benefit Month: | 03/2010 Delste Benefit
[needs More Info
Primary Error Type Error Factor Error Reason Add Error
® 150 Household Compesition “ | | Failed to Reguest Info w | |Failure to Check Palicy w Delete Ermor
~ | Temporary Assistance
Customer Action: (5) Applied  Office Response: () Approved Add Benefit
Mirhannad 2% Naniad iMnood

I Case Review: 05291585 due 03/30/2010 saved successfully,

Closing a Review When the Worker is no Longer with DPA

When a worker leaves DPA without responding to the reviews in their ‘Needing my response’ queue the supervisory
staff in that workers hierarchy (reviewer, immediate supervisor, site manager, regional manager) will need to make sure
the case is correct and then close out the review. Make sure to uncheck any ‘Needs More Info’ blocks first. To change
the review from ‘needs response’ status the reviewer/supervisor will need to click on the ‘Add comment’ button. The
program will open a ‘Change State’ pop up (shown below) asking whether the user wants to change the status to
‘responded’. Select OK. This will open up the ‘Close’ button. The supervisor must then enter a comment (i.e. closing
review) before closing the review. Once the comment has been entered, click on the ‘Close’ button and save the

review. The program will not allow you to close the review without adding a comment.

Change State E|

Change state to responded?

Cancel |




Re-Opening a Review to Add Additional/Change Information

When a review is in Needs Response or Closed status, a reviewer may re-open the review to add additional information
with the ‘Reopen’ button. Clicking on the button changes the review status back to Assigned. The reviewer can make
their changes and click on the ‘Complete’ button again to either close the review or send it back to the worker in ‘Needs
Response’ Status whichever is appropriate.

Il Case Review

| § Mew Case Review: 05585122 due 05/18/2010 [
~ | Case Review
Case Number: 05585122 Programs to Review:
1 Senior Benefits
Client Name: Adult Public Assistance
caMa
Reviewer: - Food Stamips
. |_|General Relisf Assistance
Type: *| interim aAssistance
Target: [ |Medicaid
9 Temporary Assistance
Worker: - Child Care
I Heating Assistance
Unit: Coastal Field Office
Unit Supervisor: Bowman, Rhonda
State: Closed Reopen
Due Date: 05/18/2010
| Food Stamps
Customer Action: () Applied Office Responsa: (5) Approved Add Benefit
(O)Changed (O Denied/Closad
(O Recertified
Benefit Month: | 05/2010 Authorized Amount: 23% | Final Amount: 238 Delste Benefit
1 [INeeds More Info
Add Error
= Comments
Add Comment
= | State History
State Changed By | Changed On
Created Aina Lenda 5/18/2010 12:54:45 PM
Assigned Aina Lenda 5/18/2010 12:54:45 PM
Reviewer changed from none to Aina Lenda | Aina Lenda 5/18/2010 12:54:43 PM
Worker changed from none to Sonia Cornejo | Aina Lenda 5/18/2010 12:55:21 PM
Closed Aina Lenda 5/18/2010 12:55:55 PM

I Mo changes to save for Case Review: 05585122 due 01/25/2010.



Printing/Deleting a Review

To print or delete a review you must right click anywhere in the review form. This will display a box (example below)
that gives you the option to print or delete. Left click on the appropriate action.

Save

Undo Changes
Delete

Close

Print Review

Clicking on the Print Review selecting will format a report shown below. Click on the print icon to proceed with printing.

I Case Review

Case Review: 05238538 due 05/11/2010 (x| | X0
4 4 [x Jeft b bl [100% “ |Find | next [ Select a format vleer @ @ <—3
~
Worker:| | Case Number: 05298538 1
Unit: Mat-Su Regional Support - 1 Client Name{] |
|| | Supervisor: Armstrong, Mark Type: Regional Review
Reviewer: Hambrick, Mike Target:
Due Date: 5/11/2010 State: Closed
Programs Benefit Month Authorized Reviewed
Food Stamps
05/2010 635 127
Error Type Reason Factor
335 Unemployment Incorrect Procedure Detail Overlooked
Compensation
06,2010 635 127
Error Type Reason Factor
335 Unemployment Incorrect Procedure Detail Overlooked
Compensation
Comments Left By Left On
1. REBUDGET 5/10 & 6/10 W/CORRECT UIB Carlock  5/7/2010
ISSUED REPORT OF DETERMINATION FOR OVERPMT
5/10 - copy in file
SENT NOTICE
(1) In 0510 the $1694.20 UIB was coded as UB EM instead, Hambrick  5/7/2010
which stopped counting it as income for FS. It was coded
correctly in 0410 when the Med app was worked.
Report Execution: 6/29/2010 10:07:25 AM By - Lenda, Aina b
Mo changes to save for Case Review: 05298538 due 05/11/2010. DH55\AMLenda v1.0.1.18

Note: If you want to save paper you can right click on the review report above instead of clicking on the print icon. This
will give you a different print option. All the information will be there without the separation bars and most reviews
will print on one page with this option.
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You will not be able to delete a review until you have removed benefits for all programs listed in the review. If there
are benefits recorded in the review, you will get an error message stating you must delete benefits. If there were any
errors noted in the review you must first delete the error. Then click on the Delete Benefit button for all programs that
were reviewed and then right click to get the options above. You may now delete the review.

M Case Review
Start Search Report Task Messages Case Review: 12345678 due 09/21/2005 Case Review: 12345675 due 05/21/2009
. -
| Case Review
My Reviews
= Worker Case Number: 12345678 Adult Public Assistance
[# Needing my response CAMA
[# I responded to/waiting to be verified Client Name: Mouse, Mickey Food Stamps
# Closed on my work (due in last 50 days) X N || General Relief Assistance
= Reviewer Reviewer: Lenda, Aina ~ | [interim Assistance
[# Mot y=t complete . Medicaid
[Ef Waiting for responsd Type: e Temporary Assistance
12345555 10/15/2009 Target: «| [ child care
12345678 09212009 Heating Assistance
12345678 09/28(2009 Worker: Metzger, Lisa v
12345678 09/23/2009
12345678 10/09/2009 Unit: Gambell
33331234 10/16/200%9
33331234 10/20/2008 Unit Supervisor: Jones-Burch, Jamie
73852612 10/15/2009 . N
[+ Waiting to be closed State: Respondad
Duz Date: 09/21/2009
| Food Stamps Customer Action:  (5) Applied Office Response:  (2) Approved Add Benefit
() Changed () Denied/Closed
() Recertified
Benefit Month: | 09/2009 Authorized Amount: 1000 | Final Amount: 0 Delete Benefit </‘
[Ineeds More Info
Primary Error Type Error Factor Error Reason
©) 221 Real Property » | | Failed to Act on Info w | | Detail Overlooked - Delete Error
~/ Comments Add Comment
Comment Left By:  Aina Lenda Comment Left On:  9/21/2009
festing
Comment Left By: Lisa Metzger Comment Left On:  10/5/200%
festing w

€ s E CEBm r Inbox - Micros... r; Online Case R... Il Case Review r@ User guide 20...

Undo Changes

The print/delete pop-up also has an ‘Undo Changes’ function. If the reviewer adds comments or makes other changes
to a review and then wants to delete the current change and revert the review back to the status it was in when first
opened in the current session, the reviewer can click on the undo changes option (shown previous page) prior to saving
the review. The program will delete any changes made in the current session. For example, the reviewer clicked the
add comment button and a new comment section is open showing in red but the reviewer decides they have no
comment to add. Clicking on the undo changes option will delete the new comment window and any other changes
made during the current session to this review.



Reviewers - Following up on Reviews in Your Queue

From your Start tab, there is a box My Reviews with both Worker and Reviewer sections. The worker section will be
reviews completed on your work and has three statuses the reviews can be in:

e Needing my response-an open review requiring your action

e | responded to/waiting to be verified-reviews you responded to but have not been closed

e Closed on my work (due last 90 days)-a list of all closed reviews completed in the last 90 days.

The Reviewer section lists reviews you created and also has three possible statuses:
e Not complete-cases started but not sent to worker
e Waiting for response-reviews sent to worker but needing a response
e Waiting to be closed-worker has responded and needs follow-up

Clicking on any of the blocks with a [+ sign will open the drop down for that status and changes the sign to a minus when
the drop down is open. The case numbers in that status and the date due will be displayed. To open the review, simply
click on the case number.

Hl Case Review

Start | Search | Report | Task | Messages | Case Review: 12345678 due 09/21/2003 x| |
New Case Review | Log out - | Case Review )
My Reviews Case Number: 12345678 Programs to Review:
= worker e TEREE [ Adult Public Assistance
+ Meeding my response Client Name: Mouse, Mickey [ |cama
# 1 responded to/waiting to be verified Reviewer: Londa. Food Stamps i
# Closed on my work (due in last S0 days) SuiEwEr: nda, Ana b General Relief Assistance
= Reviewsr Type: = Interim Assistance
+ Mot yet complste = Medicaid e
# Waiting for response Target: “ Ierﬂporary Assistance
= wWaiting to be closed Child Care
—— :> 12345678 09/21/2009 Waorker: Metzger, Lisa ~ Heating Assistance
Unit: Gambell
Unit Supervisor: Jones-Burch, Jamie
State: Responded | Close | | Reject |
Dues Date: 02/21/2009
~ | Food Stamps
Customer Action: (=) Applied Office Response: (=) Approved Add Bensfit
) Changed () Denied/Closed
(O Recertified
Benafit Month: 0%/2009 Authorized Amount: 1000 Final Amount: a Delete Benefit
[ImMeeds More Info
Primary Error Type Error Factor Error Reason Add Error
@ 221 Real Property ~ | [Failed to Act on Info ~ | [Detail overlooked ~ Delete Eror
= | Comments Add Comment
Comment Left By: Aina Lenda Comment Left On:  9/21/200%9
testing
Comment Left By: Lisa Metzger Comment Left On:  10/5/200%9
testing
~
Ready

From here you can close the review or select ‘Reject’ sending it back to the worker. Be sure to add a comment
explaining the additional corrective action needed before you ‘Reject’ the review. Save & Close



Following Up On Past-Due Reviews

Authorized persons can follow-up on all open reviews. From the ‘Search’ tab select Case Review in the Search For drop-
down and Past Due in the Filter by drop-down. This will open a list of all open reviews statewide.

- se Review
Start
Search ror 2 D

Filter By Past Dus ~

E B

Search | Report | Task | Messages )

| Mew | | Search |

Worker Reviewer Case Number
05577785 -~
05263562
05152532
05186947
05179629
05478670
05622715
05586526
05145327

05574361

[ossas77s Click and drag the window break right to

05318119 ¢

05930702 open it up.

01418553

v

05595153
052456497
05326349

05027831

marar 1 e L meron mrEnene nEAAEE1D

Ready

The opened window will display the Worker, Reviewer, Case Number, Due on, and State fields shown below. Clicking on
any of those headings will allow you to change the sort option of the list. For example, click on the Worker title to sort
by worker, the Reviewer title to sort by reviewer etc.

B Case Review E=EE]
Start | Search | Report | Task | Messages |
Search For Case Rewview Al
Filter By Past Due -
[} MNew || |
Worker Reviewer Case NMumber Due On

I ! . . - 05577785 12/17/2007 -~
| 05263562 07/24/2009
| ¢ 05152532 08/27/2009
| ¢ 051864947 05/02/2009
[ ! 051759629 03,/08/2009 | Needs Response
- 05478670 0%/30/2009 | Needs Response
I 05622719 10/12/2009 | Neads Response
| 1 05586926 10/12/Z2009
[ 05145327 10/12/Z009
|1 05574361 10/13/2009
|1 05628776 10/13/2009
| ¢ 05318119 11,/05/2009 | Needs Response
| ¢ 05430702 11,/06/2009 | Assigned
[ ! 014318953 11/13/Z009
[ ! 054975679 11/17/2009
| 05608808 11/18/Z009
| 05105389 11/18/2009
[ ! 05272553 11/18/2009
[ ! 05627161 11/18/2009
[ 1. | 05632082 1171872009
[ ! 1. | O5631676 11/18/Zz009
[ ! 1. | O5372929 11/19/Z2009
|- 05231041 11/25/Z2009
= 05167332 11/25/2009
{1 12/05/2009
[ ! 12/0s5/2009
[ 12/12/2009
[ 12/12/2009
[ 12/14/2009
I 12/16/2009
K 12/16/2009
{1 12/18/2009

] 1 ABIZO09 e

Ready




Viewing Reviews in Closed Status

Reviewers can look at reviews that are in closed status by going to the Search tab.
e Inthe Search For drop down select Case Review
e Inthe Filter By drop down select By Employee

You can now choose to look at reviews completed on a worker or completed by the reviewer.

e To look at reviews completed on a worker/reviewer scroll the appropriate drop down to find the person’s name
and select by clicking on the name

e Then select the date that you want to look at reviews from. Once you select a date and search, it will pull up all
reviews from the selected date to current. For example, if | input 01/01/2010 and search it will pull up all closed
reviews for the worker/reviewer that had due dates from Jan 1-current date.

e If you do not input a date it will display all reviews completed on the worker/reviewer. This list could be very
long. The Due Date selection allows you to narrow the list.

The list will display the case number, the due date, case name, reviewer name and workers name. You can sort by any

of the categories by clicking on the titles. For example if | want to sort by worker to see the reviews | have done on
them recently | click on ‘Worker Name’

B Case Review [i:]ii'!gg]

| Start | Search II Report | Task | Messages |
Searh o T
Filter By By Employes v
Waorker Mame = v v
Il Reviewer Name = ~ | |Lenda, Aina v
Due Date >= M| ovo200 Click on the category title to change the
I New I Scarch sort option. Current view is sorted by
Case Number | Due On Casz Name Reviewer Name  Worker Name «¢ due date but you can sort by any Of the
05078558 06/11/2010 Lenda Dudley -~
05107502 06/04/2010 Lenda Driscoll categories.
05125810 06/03/2010 |1 Lenda Driscoll
05134344 06/05/2010 | Lenda Moore
05135503 06012010 | Lenda Bertrand
05151841 04/21/2010 |\ Lenda Firz
05205627 05/26/2010 | Lenda Driscoll
05208379 06/01/2010 |\ Lenda Bertrand
05215616 06/04/2010 |/ Lenda Driscoll
05282125 05/24/2010 Lenda Driscoll
05352187 08,/03/2010 |t Lenda West
05358523 06/11/2010 |1 Lenda Dudley
05360172 08,/09/2010 (. Lenda Dash
i 05386563 08,/20/2010 (1 Lenda Moore
05388808 08/21/2010 (1 Lenda Moore
05403478 08,/04/2010 | Lenda Driscoll
05450033 06/16/2010 Lenda kelly
05454017 02/07/2010 | Lenda Glaudo
05458505 06/16/2010 Lenda Atonio
05473326 06/05/2010 || Lenda Moore
05428317 06/16/2010 |I Lenda Dash
05500166 06/16/2010 || Lenda Atonio
05527573 06/01/2010 |1 Lenda Driscoll
05534170 06/01/2010 |¢ Lenda Bertrand
05540173 06/18/2010 Lenda kelly
05545015 06/21/2010 Lenda Moore
05548012 06/04/2010 | Lenda Driscoll
05585631 06/16/2010 |* Lenda Atonio
| 05586587 08/03/2010 (1 Lenda Driscoll W

Ready
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Worker — Following Up on Your Reviews

From your Start tab, there is a box My Reviews with a Worker section which will list reviews completed on your work.
The reviews can be in three statuses:

e Needing my response-an open case requiring your action
e | responded to/waiting to be verified-reviews you responded to but have not been closed
[ ]

Closed on my work (due last 90 days)-a list of all closed reviews completed in the last 90 days

Bl Case Review

Start | Search | Report | Task | Messages |

N My Reviews | Log out

—V MNesding my responss

= worker

AV4

I responded to/waiting to be verified
Closed on my work (due in last 20 days)

Clicking on any of the blocks with a [+ sign will open the drop down for reviews in that status and changes the sign to a
minus when the category is open. The case numbers in that status and the date due will be displayed. To open the

review you, simply click on the case number.

Bl Case Review

Start | Search | Report | Task | Messages |

My Reviews | Log out
= worker
= Mesding my response
12345555 10/15/2003
12345555 11/13/2009
12345678 09/21/2009
33331234 10/16/2009
33331234 10/20/2009
73852612 10/15/2009
I respondad to/waiting to be verified
Closed on my work (due in last 50 days)
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It may take a few seconds for the review to open up and display to the right. The review status will be ‘Needs

Response’.

Bl Case Review

Start | Search | Report | Task | Messages |

My Reviews | Log out

Case Review: 12345555 due 11/13/2009 =

a | Case Review

|

= Worker
= q esponsey

12345555 10/15/2009

12345555 11/13/2009

12345678 09212009

33331234 10/16/2009

33331234 10/20/2009

73852612 10152009

I responded to/waiting to be verified

Closed on my work (due in last 90 days)

12345555 Programs to Review:

Case Mumber:
Adult Public Assistance

Client Name: Client, Present

Reviewer: Lenda, Aina - General Relief Assistance
N Interim Assistance
Type: Supervisory - Medicaid
. Temporary Assistance
Target: Eamed Income ~ aperan
Worker: Agtarap, Chona ~ Heating Assistance
Unit: Coastal Region

Unit Supervisor: Donovan, Patricia

Needs Response <

11/13/2009 - |

State:

Due Date:

-~ | Food Stamps

Customer Action: (S)applied  Office Response: (&) Approved
(O changed () Denied/Cosed

ORecertified
11/2008 | Authorized Amount: 100]  Fnal Amount:

Benefit Month:

= | Medicaid

Customer Action: (D)Applied  Office Response: (5) Approved
(C)Changed () Denizd/Closed
(Recertified

Benefit Month:

11/2009

Go to the ‘Add Comment’ button and click on it. Depending on how many programs were reviewed, you may have to
scroll down the review to see the ‘Add comment’ button.

Case Review
Start .‘| Search ] Report.] Task.] Messages .\'|

|Losut

My Reviews

= Waorker
=]

g nse}
12345555 10/15/2009

12345555 11/13/2009

12345678 09/21/2009

33331234 10/15/2005

33331234 10/20/2005

73852612 10/15/2009

I responded tojwaiting to be verified
Closed on my work (due in last 90 days)

Case Review: 12345555 due 11/13/2009

x|

= | Medicaid

Tistat ~ i EmMEGC®

Customer Acticn: (D)applied  Office Response: (5) Approved
(Ochanged (O Deriied/Closed
(O)Recertified
Beneafit Month: -

- | Temporary Assistance

Customer Action: (Japplied  Office Response: (=) Approved

(O Changed (O Denied/Cosed
(ORecertified
Benefit Month: - Authorized Amount: Final Amount:
Primary Error Type Error Factor Error Reason
© 363 Shelter Deduction  +| | Failed to RequestInfo s | | Detail Overlooked ~|
= | Comments | Add Comment

=

Comment Left By:  Aina Lenda Comment Left On: 11742009

testing

- | State History

Changed By  Changed On

|#ina Lenda | 11/4/2009 10:17:00 AM |




This will open up a red comment section where you can type in your response.

Bl Case Review

Start | Search | Report | Task | Messages | Case Review: 12345555 due 11/13/2009 ] \'I
Ba— -~
o Rk Lo0 ot 11/2008 T
R Se—
= Meeding my response
12345555 10/15/2009
12345555 11/13/2009
12345678 09/21/2009
33331234 10/16/2009 o -
33331234 10/20/2009 = | Temporary Assistance
73852612 10/15/2009 - -
1 responded tofwaiting to be verified Customer Action: (Z)Applied Office Response: (=) Approved
Closed on my work (due in last 90 days) (O changed (O Deriied/Closed
(O Recertified
Benefit Month: | 11/2009 Authorized Amount: 300 | Final Amount: 230
Primary Error Type Error Factor Error Reason
® [363 Shelter Deduction v | [Failed to Request Info ~ | | Detail overlooked v
= | Comments Add Comment
Comment Left By: Aina Lenda Comment Left On:  11/4/2009
testing
oMt Lot By Comment Left On:  11/23/2009
I will fix this
<
= | state History
State Changed By  Changed On
Created |gina Lenda | 21/4/2009 10:17:00 AM |
Reviewer changed from none to Aina Lenda | Aina Lenda | 11/4/2009 10:17:00 AM |
i Zina L=cda 2/200 10-17-00 o

[~ B9

As soon as you start typing, the review State changes to Responded status and sends the review back to the reviewer in
their ‘Waiting to be closed’ queue after you save the response by clicking on the Save & Close . You will be allowed
to open multiple reviews over each other. Be sure to Save & Close all reviews before ing out of the program.

Bl Case Review

Start | Search | Report | Task | Messages | Case Review: 12345555 due 11/13/2003 ) '
My Reviews Log out - | case Review B
= Warker . 12345555 | Programs to Review:
=l Needing my response Case Number; []&dult Public Assistance
12345555 10/15/2009 Client Name: Client, Present [|cama
12345555 11/13/200% Food Stamps
12345678 09/21/200% Reviewer: Lenda, Aina ~ | [ ]|Gereral Relief Assistance
33331234 10/16/200% - [ tnterim Assistancs
33331234 10/20/2009 Type: Supervisory - Medieatd
73852612 10/15/200% . Temporary Assistance
1 rasponded tojwaiting to be verified Target: Eamed Income ¥ | [child Care
Tlosed on my work (due in last 30 days) Waorker: - Heating Assistance
Unit: ‘Coastal Region
Unit Supervisor: Donovan, Patricia
State: R <
Due Date: 11/13/2009 |

- | Food Stamps

Customer Action: (Dapplied  Office Response: (5) Approved
(Ochanged () Denied/Closed
ORecertified

Benefit Month: | 11/2009 Authorized Amount: 100 | Final Amount:

= | Medicaid

Customer Action: (DApplied  Office Response: (2) Approved
(Ochanged (O Denied/Closed
(O Recertified

Benefit Month: | 11/2009

The reviewer (or supervisor etc) will then be required to follow-up on your response. If the case is correct and complete
they will close the review and it will move to your ‘Closed on my work (due last ninety days)’ queue. If the person doing
the follow-up on your response sees other action needs to be taken, they will put the review back into your ‘Needing my
response’ queue.

Workers must monitor their ‘Needing my response’ queue frequently so that reviews can be responded to by the due
date.
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Administrators-Adding/Changing/Disabling a Worker

To add a new worker to the program, the administrator will start at their ‘Search’ tab. Select the ‘User’ option in the
‘Search For’ block and click on the ‘New’ button to open the ‘New Case Review User’ window.

Start | Search | Report | Task | Messages | Mew Case Rewview User BN
Search For User ~ | User [ 1s Disabled
Fiter By Al Users Damaie: O, o=
; Logon: I, < o=
L New B b Mane: [1s Reviewsr
Domain Logon Mail:
dhss amlenda
dhss [ bedriscol Lot
dhss cagtarap Supervised By:
dhss fhoman cecurity Grou =
- =t ity D:
dhss fijschroeter
chss jeparent ~ | Object Permissions
DH55 jkoffard
Sh=s Enshindle Wiew Create Change Delete
DHS5 Immetzger Case = = = =
DHSS mhambrick Case Review L L] | L] L
e e secuy roue E o o o
r er
DHSS slpulczinski Uit O O O O
dpa cmoare User L] = L] L]
DPA Johnson Worker Cass Review L L] 1 | L]
dpa jiones-burch
dpa Imaiguis - | Report Permissions
DPA PMDOMNOWVAN Wiew
:pa rbowm_an Error Summary | ]
pa scornejo
hss CaseReviewaAdmin Twelve Month Summary 1
hss cjstokes Unit Summary El
hss joparent
hss jssimmons
hss rimigdal
hss tlebert
Ready

The ‘Domain’ will be DHSS for all DPA employees. The administrator will also need to know the workers computer login.
It must match the login the worker uses to open their computer. For most workers this will be first/middle initial and
last name. For example: MMMouse. The administrator should ask the worker to do an alt/ctrl/del function on their
computer to see their current login. The administrator will then select the correct unit to assign the worker to from the
drop down list.

The administrator will also be required to assign the worker appropriate permissions in the program according to the
individuals position from the ‘Security Group’ block (see next page). For an ET I/1l the ‘Worker’ drop down will be
selected. Once the administrator clicks on the appropriate drop down, the program will select the correct ‘Object
Permissions’ for the added worker. For an ET I/Il ‘Worker Case Review’ View/Create/Change blocks will be checked.
Then check the Role. A worker can be assigned as a worker, a reviewer or both.

Note: ET I/IlI's will only have the Worker role checked. If they are authorized to complete peer reviews you can select
Peer Reviewers from the Security Group drop down.



checked according to the security group

selected

Search | Report | Task | Massages Mew Case Review Usar =]
Search For  [User ~| || =l user 1= Disabled
i DHSS s <—l
Filter By [an users ~ Damain: Roles:
Logon: DLWhite Is Worker
[ e )| Reivesh J [ —— [J1=s reviewsr
Domain Logon il
dhss amlenda : -
dhes bedrizcoll unit: Coastal Regicn -
dhss cagtarap Supervised By: Patricia Donowvan
dhss fhoman
e [ Security Group: worker ~ <'—|
dhss Jocparent =~ | Object Permissions
koffard
'I:I"nsh "aqrdle Wiew Create Change Delete
Immetzger Case ] = O
mhambrick Case Review = ] | '
e Security Graup = ] = L]
rlreher
Slpulczinski Unit = L] = L]
cmoore User ] = = )
DEA JJohnson worker Case Review =
dpa Fones-burch
dpa Imaiguis =~ | Repart Permissions A
e PMOONOVAN View
dpa rbowman Error Summary =
dpa scornsjo X . P
hss CaseReviewidmin Twelve Month Summary
hss cjstokes Urit Summary =
hss Scparent
hss Sssimmons
hss rimigdal . .. . .
= tlebert Object permissions will automatically be

The ‘Worker’ security group allows the worker to complete peer reviews but will not allow them to see statistics on

other workers. If the administrator uses the correct login, when they save the new worker by clicking on the IXI in the
tab, the program will automatically fill in the ‘Name’ and ‘Mail’ blocks of the new user screen and add the individuals
name to the user list.

Hl Case Review

Start | Search | Report | Task | Messages | Case Review User: Agnes Gregory >
Search For |Usar vl ~ | user [[]1s Disabled
ine dh: -
Filter By [ Active users ~ Damain: == Roles:
Logon: acgregory [11s worker
Logorr |IJegins with ~ | | | Name: P EE [M1s Reviewer
|| Airst Asme |begins with ~| | | Mail: agnes.gregony@alaska.gow
Last Name ||Jegins with ~ | | | Unit: Bethel M
Supervised By: David White
Meww Search
L J | I Security Group: Warker ~
Domain | Legen First Last c - — ~
dhss acgregory  Agnes Gregory -~ | lobleck Bormissions
dhss acrice Alan Rice Wisw Creats Change Delets
dhss adoscar Angela Crscar Case Ll L Ll
dhss ahorn Antoinette | Hormn . Case Review | ' | |
dhss akholton Amanda | Holton ;
dhss almcvay April Security Group 0 = 0 =
dhss alprado Alma Unit [} — 3] L]
‘dhss amherzner | Allison User = = = O
dhss amlazatin Analin Viorker R O
dhss amlenda Aira X —as= J
dhss amlund Ashley ~ | Report Permissions
dhss ammickle Angela P
dhss amphillips Arene Error 5u 0
dhss amwilizms | Ay Williams rror summany
dhss anslsont Ay Nelson Tuwehie Month Summary L]
dhss apjohnsoni | Annetie | Johnson Unit Summary =
dhss bsholiywood | Barbara | Hollywood
worker Su 3
dhss B=driscoll Blanche | Driscoll | Merker Summany J
dhss bkdonchos Brian Donchoe
dhss bmaiquis Lilibeth | Maiquis
dhss bmfleming | Brandi Fleming
dhss bmlightner | Bradley | Lightner
dhss brmacen Billy Macon
dhss brose Bob Rose
dhss bstohl-reiland | B=th Stohl-Reiland
dhss cabarker Chilenda Barker
dhss cachandler | Cheryl Chandler
DHSS cackerson Carol Ackerson
I | ‘ghss cafield Carol Ficld ~]
| |

Ready
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When a worker is no longer assigned to DPA, the administrator edits the workers profile and checks the ‘Is Disabled’
block. On the Search tab Search for User. You will filter by ‘active user’. Enter the first letter of the workers last name
that you want to de-activate in the ‘Begins with’ block and hit the search button. Click on the Title (First, Last) to sort
the list by name. Click on the workers name to open their profile. You could also edit their unit, role, and security group
from here. You must click on the @ to save the change.

Worker Summary

Start | Search | Report | Task | Messages | Case Review User: Aina Lenda > |
v
search For | Usar sl || user 11 Disabled
in: dhss -
Filter BNlActiwe Users = | Domain: Roles:
Logon: amlenda Is Waorker
N [ ] e g e e
I Frstvame  [begins with ~ | Mail: e e
et |IJegins ith - | | = | Unit: Field Services
Supervised By:
| New ) | Search |
Security Group: Reviewers
Domain Logon First Last C
~ | Object Permissions
dhss amlenda Aina Lenda |
dhss Jkleffew | Jennifer | Leffew Wiew Create Change Delete
dhss llewis Le= Lewis Case
dhss rblentz_| Brad Lentz Case Raview
dhss nmievan | Neena | Levan ecurity Grous
Unit
User
worker Case Review
= | Report Permissions
View
Error Summary
Twwehse Month Summary
Unit Summary

Mo changes to save for Cass Review User: Agnes Gregory.

DHss\AMLenda v1.0.1.19
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Access to the reports function must be authorized by an administrator in the user profile. If you have been authorized
access to reports, you will click on the ‘Report’ tab.

Hl Case Review

Start | Search | Report | Task | Messages

My Reviews Log out

= Worker

E Meeding miy response

# I responded to/waiting to be werified

= Closed on my work (dus in last 20 days)
= Rewviewsr

# Mot yet complate

# Waiting for response

# waiting to be closad

Ready

There are three report options listed in the ‘Report’ drop down. They are Error Summary, Twelve Month Summary and
Unit Summary reports.

Bl Case Review

Start Search Messages |
Report e 77 77 i r\jl
Filter By Twelve Month Summary
Unit Summary
Report

Ready




Once you have selected the type of report you want to run, click on the ‘Report’ button to bring up the report parameter
selection window. Select start and end dates for the report (if you want different dates than the default) and then the
appropriate criteria from the available dropdown choices.

Hl Case Review
Start | Search Report T:| Report Instance 2 \I
. . Home | My Subscriptions | Hel
Report Error Summary — SQL Server Reporting Services Iy - QL= =]
== Home > Case Rewview > - E
Filter By Filter in report... S Error Summary search for: =

L "M Properties | History | Subscriptions

4 Mew Subscription o~

Start Date [2rarz009 | EE End Date [12/3/2009 | &8 [view Report |
Select by ~Select a Value= |+ Selection

Program

Review Type [

B E
B E

Case Rewiew [Closed
State

First Group  [Tope 9] e
Third Grous

ReviewTarget |

Ready

The ‘Select by’ dropdown allows you to select the report by Unit, Reviewer, or Worker. Once you have selected all
criteria click on the ‘View Report’ button. You will have to wait a few seconds while the report is being generated. Once
the report is generated it will pop up.

Hl Case Review

Start | Search | Report | Task | Messages | Report Instance [E3] \'I

N ~
Report |E"‘“5L‘"“'rr‘i'rv 4 New Subscription —
Filter By Filter in report... _
| Start Date  |9/4/2009 | B End Date [12/3/2009 | B View Rel
Report
Select by Worker 2 selection [N -~
FProgram |Adu|t Public Assistance, CAMA, EIV _I?eviaw |Clean Sweep, NULL, Peer R.evie\.lv
vpe
ReviewTarget [100%s, Allotment, Deductions, Ef » gase [closed |~
eview
State
First Greup pEecand
GSroup
Third Grous
14 4 [t Jofz B Pl [100% = | | Find | Mest Select a format ~| Export
(=1 =

You can right click

and drag the window <

Reviews 6 Case Accuracy Rate Paymen

= i &

to expand the view.

Case Error Rate 50.00%
Correct 3
Amount Paid £100
Error Amount $1089

[

|
s

Ready




You can also change the view by clicking on the double arrows to expand or hide areas. To print a report, click the print
icon.

=
|

=i Mew Subscription

Start Date | 9/4/200% | EEEE End Date |12/3/2009 | EEEE
Select by Selection

Program |A|:I|.|It Fublic Azsistance, CAaMa, (IV Review Type |Clean Sweep, MULL, FPeer Revie\lv

ReviewTarget |100%, Allotment, Deductions, EEIV Case Review State |Cluse|:l IV

Fiest Group Second Group
Third Group

4 4 l:lofl [ | |10Cl% vl | |Fir|d | Next |Se|ectafurmat ~ || Export §<:|

|
Reviews 6 Case Accuracy Rate Payment Error Rate
Errors 3
Case Error Rate 50.00% =
Correct 3
Amount Paid £100
Error Amount $1089
Error Summary v
i' LI _‘_’ l |
Ready

Use the scroll bars to view report narrative.

Case Review

~,

Report Instance Bl

4 New Subscription ¥
Start Date  |9/4/200% | B8 End Date [12/3/2008 | B8
Select by Selection —— ]

Program [2dult Public Assistance, Cama, | Review Type [Clean Sweep, NULL, Feer Reviel| |

ReviewTarget |100%, Allctment, Deductions, Ezlll Case Review State |Clused Ill

First Group Second Group

Thira Groun

14 4 [t Jof1 B P [100% = | | Find | Mext | Select a format ~)| Export = =

Error Summary

3 100.00% 1089
Worker: Agtarap, Chona

Programs: Clean Sweep, NULL, Peer Review, Re-Review, Regional Review, Supervisory
Programs: 100%, Allctment, Deductions, Earned Income, Household Composition, NULL, PERM, Self-Employment, Unearned Income
Case Review Stats: Closed

Programs: Adult Public Assistance, CAMA, Child Care, Food Stamps, General Relief Assistance, Heating Assistance, Interim Assistance, Medicaid, Temporary Assistance

Pages 1 of 1 1243/2009 8:1
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Creating a Worker Report

To create a report on a worker start at the Report tab, select Unit Summary from the Report dropdown and click on the
Report button. The default start and end dates encompass the last 90 days. If you are looking for a different period for
the report change the start and/end dates before clicking on the View Report button. This will bring up the list of units.
You will have to select the unit the worker is currently assigned to.

Important Note: The end date selected for the report is based on the ‘due date’ noted in the review. If a review was
closed with a ‘due date’ in the future, the report will not pick it up till after that future date even though the review is
closed so you will want to select an end date that is 10-15 days in the future.

It is best to change the due date to current date before closing a review if it is being closed before the original due date.
This prevents having to ask for reports for future dates.

&

Start | Search Rep-c-rt.'| Task Messages.'| Report: Unit Summary EII-I
Report |U it S | -
= il Yli start 31972010 |E  End [g/17/2010 |E | [ viewReport |
Date: Date:
Filter By | Filter in report... v|
EBS,E |Closed IVI
eview
L Repot |3 ciote
I 4 [t Jofz b b [100% v| | | Find | Next A
|Selec:taformat v|E>:|:c't B 3
Py

Statewide Report 3/19/2010 - 6/17/2010
Case Review State Closed

Regional Summary Reviews Programs| Total Reviews| Total
this Unit this Unit|  with sub-units| witl
0 0

Field Senvices 2411
Central Region 0 0 1407
If you can’t see all the units, Anchorage - APA 0 0 0
click and drag the window to g2y Gampel 9 2 605 v
the left and it will show the Gambell Team 1 19 30 19
entire list. Gambell Team 2 3 3 3
—pSambell Team 3 600 648 600
Gambell Team 4 21 50 21
Gambell Team 5 7 15 7
Selected for report Mat-Su 0 0 369
shown below (left click) Mat-Su Ongoing - APATA 89 197 89
Mat-Su Reqgional Support - 1 M 54 M
Mat-Su Reqgional Support - 2 118 130 118
IMat-Su Upfront 148 184 148
Muldoon 10 20 333
| Muldaon TA Ongaing Team 59 159 59 3
< | ¥

Closing Report: Unit Summary.

Scroll down the report to see all listed units. Once you find the unit the worker is assigned to, click on it to list all
workers currently assigned to the unit (screen will show report is being generated).
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Once the report has generated you will have to scroll all the way down to the bottom of the page to see the list of

workers assigned to this unit.

Note: The workers name will not appear on the list if there have not been any reviews completed on them for the
report period. For example: this report was for the period Mar 19-Jun 17 2010 and worker Jane Doe has been assigned
to the Gambell Team 3 for the last twelve months. Jane has not had any reviews completed on her for the requested
report period so her name will not show up on this report even though she is correctly assigned to Gambell Team 3 in

the program.

I Case Review

Start | Search Report Y Task | Messa Report: Unit Summary [ .\.l

Report |unit Summary I4 4 [t Joft b bl [100% v | | Find | Mext # ¥
Filter By |Filter in report... =
L_r Wedicaid EL) 0 T00% ~
Temporary Assistance 1 0 0.00%
Gambell Team 3 Workers
e o
Count Count
Gambell Team 3 B Active (15) 630 681
| 7 1
i 37 43
| 48 43
| 34 34
[ 85 55
| 60 60
. 59 62
| m 9 16
| 22 25
| [l 72
| 27 43
| 47 49
| 82 82
wn* 36 40
! k 36 36
Workers in bold are unit supervisior.
*Worker iz in more than one unit.
Report Execution: 6/17/2010 1:28:20 PM By - Lenda, Aina L4
4 A4
< | &

Mo changes to save for Case Review: 05505010 due 06/21/2010.

Now click on the name of the worker you want the report for.
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The legend states when a worker has an asterisk * next to their name, they have been assigned to other units in the
past. This report will pull up all reviews completed on this worker no matter what unit they were assigned to in the
period selected. However, if you select a unit report by clicking on the unit (Gambell Team 3), it will only show the
reviews completed on this worker while assigned to the selected unit, totals in the unit report may not include all the
reviews completed on a worker.

I Case Review

Start [{ Report: Unit Summary EIp
Reporf 4 4 [ |oft b Pl [100% v | |Find | Next | Select a format viexpot @ S ¥
LY
Fiter & Medicaid 1 0 0.00% =
Gambell Team 3 Program Payment Summary
Program Name Mon Reviewed| Authorized Payment
Review Error
CAMA 0.00%
Food Stamps 306 59254 60619 2.30%
General Relief Assistance 17 7595 7595 0.00%
Medicaid 1 0 0 0.00%
Gambell Team 3 Workers
Is Active Review Program
Count Count
Gambell Team 3 B Active (9
M 41
48 43
59 59
w 17
73 73
52 52
G2 62
64 64
40 41
‘Workers in bold ars unit supervisior.
*Worker iz in more than one unit. ¢ :
No changes to save for Case Review: 05576466 due 01/27/2010.




This is the generated worker report. It shows the data and details the 32 supervisory reviews (if you scrolled down the
report). Note there are also 37 regional reviews completed on this worker. You can see the detail of those by clicking

on the plus box [+ in front of ‘Regional Review’ to open the list of cases reviewed.

M Case Review
Start Report: Unit Summary [ -\'|

Repor| 4 4 l:lofl Bkl |100% V| | |Find|NE>d: |Selectaformat ~| Export = <:|

Filter
Worker: I

Program Summary

Error Summary

Program Name Error Type

Food Stamps 130 Citizenship/Identity 1
Food Stamps 335 Unemployment Compensation

Food Stamps 930 Benefits Mot Authorized - Alerts 7
General Relief Assistance 346 Other Unearned Income 1

Case Summary

Client Name Case Number Review Due Date Outcome Authorized

05436971

06/08/2010 Correct

<] i

Program Name Reviews Case Errors  Error Rate Months Authorized Reviewed Payment Error
CAMA 1 0 0.00% 1 0.00% -
Food Stamps 52 10 19.23% 94 15156 16960 11.90%
General Relief Assistance 4 1 25.00% 4 4315 200 95.37%
Medicaid 3 1] 0.00% 3 0.00%
Totals 62 11 17.74% 104 19471 17160 30.40%

$0

05436971 06/08/2010 Case Error $0 ($239) v

| l|_

Mo changes to save for Case Review: 05605010 due 05/21/2010.

Note: The Case Error total and Error Count total in the Error Summary may not always match. We only count one case
error for the review but there may be multiple months in error or multiple reason codes for errors in the same month.

For example a case reviewer looked at the food stamp program for first two months of the application.
Both months were in error. The error summary would count this as two errors but only one case error would be
counted for the review.
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Error Summary Report

From the Report tab select Error Summary and click on the Report button. The report request window will open. You
will need to adjust the report start and end dates if you want more than the 90 day default. Choose the parameters for
your report. The First, Second and Third Groups allow you to sort the report by error group. The Type error will show if
it was a household composition, earned income or a deduction error etc. The Factor shows causal factors such as
Incorrect Procedure, Failed to Act on Info, Client Failed to Provide Info etc. Reason will show Change at application,
Incorrect Budget, Detail Overlooked etc. Depending on what you want to target in your report you can change the order
of those factors to sort the way you need it. After selecting all the parameters click on View Report to generate. Scroll
down to view the full report.

I Case Review

| ! Report: Error Summary X -\'|

Start Date  |3/25/2010 |E]  End Date [6/24/2010 |
Select by Selection | Gambell Team 3 v|
Program |F00E| Stamps Ill Review Type |Clean Sweep, NULL, Peer Revieall]
ReviewTarget |100%, Allotment, Deductions, EEM Casze Review State |CI05E|:I Ii]
First Group Second Group
~|  Third Group
4 4 I:I of 1 [ [l |1DD% v| | |Find | Next |Se|eu:t a format * | Export B = | o
A
Reviews 537 Case Accuracy Rate Payment Error Rate 38

Errors 6l

Case Error Rate 11.17%

Correct 477

Amount Paid £140,884

Error Amount  $9,194

Payment Error  6.53% Tl -
Rate

Error Summary

= o
< | &

Mo changes to save for Case Review: 05136441 due 04/26/2010. DHSS\AMLenda v1.0.1.15




(Report Cont.)

In this report the parameters were 1% group/ Type, 2" group Reason and 3" group Factor.

| - Report: Error Summary @ ]

Error Summary

L I

Start Date  |3/26/2010 | B End Date [6/2a/2010 | B
Select by Unit 2 Selection | Gambell Team 3 l\:-Jl
Frogram |F00d Stamps I:I Review Type |Clean Sweep, NULL, Peer Revimlil
ReviewTarget |100%, Allotment, Deductions, Ezlil Cace Review State |C|use|:| lil
First Group Second Group Reason l\:;
o Third Group Factor l\:;
4 4 [t Jofz B kI [100% ] | Find | mext | Select a format “ewot @ S a
~

T = 39

Mo changes to save for Casa Review: 05135441 due 04/26/2010.

When you click on the

Hl Case Review

DHSS\AMLenda v1.0.1.19

Misapplied Policy

Failed to Request Info

Client Failed to Provide Info

| | repert: Errer Summary =
Start Date [z/26/2010 | B End Date [6/2a/2010 | B
Select by Unit [~ Selection | Gambell Team = |
Program [Food Stamps |E2 Rewview Type [Clean Sweep, MULL, Peer Revie|
ReviewTarget |100%, Allotment, Deductions, Eds Case Review State |Closed |EZ
First Group Type | Second Group Reason B

~|  Third Group Factor |

14 4 [1 Jof1 B ki 1009 2 | Find | next | Select a format |»| Export & =1 o

EX 18.18% £287 31.7:
2 18.18% £146 1612 |
EX 18.18% $33 3.62 |

Mo changes to save for Casa Raview: 05135441 due 04/26/2010.

DHSS\AMLenda v1.0.1.19



Click on the [+ in front of the reason code and the third group will open up.

Il Case Review

| | Report: Error Summary 1% 1

Start Date | 3/26/2010 |E  End Date [6/24/2010 |
Select by Selection | Gambell Team 3 _V|
Program |’:CN:":| Stamps Ill Review Type |C|eE|n Sweep, NULL, Peer Revie-.lll
ReviewTarget |100%, Allotment, Deductions, EEM Casze Review State |Clused Iil
- ———
| p—
I4 4 [t Joft b bl [100% I |Find | nest | Select a format ~|Epert H S R
B Incorrect Procedure 4 36.36% $407 45.0:
‘ » Incorrect Budget 3 75.00% $278 68.3(
Failure to Check Policy 1 25.00% £129 A=
Failed to Request Info 2 18.18% 5287 3.7
Misapplied Policy 2 18.18% £146 16.1!
Client Failed to Provide Info 2 18.18% $33 3.6!
Incorrect Calc Keyed 1 9.09% 31 3.4:
995 Hmamnlmmnnt Camnnnestion 5 4igme #e anY
L] £ 1l | 7]

Mo changes to save for Case Review: 05136441 due 04/26/2010. DHS5\AMLenda v1.0.1.15



We can change the groups around and use Reason for the first group. The report shows how many reviews were
Incorrect Procedure, then what Type they were (earned income, unemployment compensation etc) and then the Factor.

I Case Review

B Report: Error Summary (B .\.l

Start Date  |3/26/2010 |E]  End Date [6/24/2010 | EH
Select by Selection | Gambell Teamn 3 v|
Program |Food Stamps M Review Type |Clean Sweep, NULL, Peer Revie'.li]
ReviewTarget |1.DD%, Allotment, Deductions, EEI:] Case Review State |Closed M
First Group Second Group
i Fact . .
Third Group [Facter | Note the Reason is now First Group, Type
4 [ _Jof1 b second and Factor third. | vEepr @B 3
B Incorrect Procedure 53.33% £7.020 76.35¢
930 Benefits Mot Authorized - 20 62.50% £4,960 70.66°
Alerts
B 311 Earned Income 4 12.50% $407 5.80¢
Incorrect Budget 3 75.00% $278 68.30¢
Failure to Check Policy 1 25.00% 5129 31.70¢
335 Unemployment Compensation 2 6.25% 5402 573"
347 TANF 1 3.13% £349 4.9
990 Other 1 3.13% £239 3.40*
130 Citizenship/Identity 1 3.13% $239 3.400
d @ 070 Maticacl A dunren Actinn 1 T 17204 +220 T ANL !
<
Closing Report: Twelve Month Summary. DHsS\AMLenda v1.0.1.18

Print the Report: You will have to open the additional groups prior to printing. You can open just one Type as shown
above or you can open them all as needed.



Twelve Month Summary

Select Twelve Month Summary in the Report drop-down and click on Report button to open the report request window.

Select the parameters for the report by clicking on the drop downs to choose your options and then click on the View
Report button.

Bl Case Review

Start Search Report II Task Messages | Report: Twelve Month Summary [
A
Report Twehse Month Summa ~ .
pa i End Month June hd End Year | 2010 b View
Filter By Filter in report... bt Select by Unit - Selection | Gambell Team 3 -
Report ; - . .
Program Food Stamps » _T:EV'EN Clean Sweep, NULL, Peer Revieyw
. ype .
|
iy 100%, Allostment, Deductions, Ef | Case Closed ~)
ReviewTarget B, i r =8 Review '
State
|
q v
|| < >
Closing Report: Error Summary.

DHSS\AMLenda v1.0.1.19



This is the Twelve Month Report for Gambell Team 3. Prior to implementing this program, we did not have the
capability to complete reviews down to the team level. We only had site level such as Gambell, Muldoon and MatSu so
there is no data prior to January for this team.

I Case Review

Report: Twelve Manth Summary (% .\.l
End Month End Year 2010 v View Report
Select by Selection | Gamkbell Team 3 vl
2 Program |F00|:I Stamps Il] Review Type |Clean Sweep, NULL, Peer Revietli]
|
ReviewTarget |1UU%r Alletment, Deductions, Eilﬂ Case Review State |'::|°5E':I M
4 4 l:lufl [ |100% v| | |Find | Next |Se|ectaf0rmat v|Ex|:|0r‘t @ = I~

Monthly Summary Ending June 2010

| 1an2010 Feb2010) Mar2010| Apr2010| May 2010 Jun 2010
R e e O e e

Reviews 1 128 160 194 177 149 809
Errors 14 14 18 17 15 T8
| Case Error Rate 0.00% 10.94% B.75% 9.28% 9.60% 10.07% 9.64%

Payment Amount 50 $31.580 554 684 554 855 544716 536,174 $222.009
Error Amount 50 5345 582 51.404 5428 51,629 $3.688
Payment Error Rate 1.09% 0.15% 2.56% 0.96% 4.50% 1.75%
 Unit: Gambel Team 3

Programs: Clean Sweep, NULL, Peer Review, Re-Review, Regional Review, Supervisory

Programs: 100%, Aliotment, Deductions, Earned Income, Household Composition, NULL, PERM, Self-Employment, Unearned Income

| Case Review Stats: Closed

Program: Food Stamps

Page 1 of 1 Report Execution: 6/24/2010 10:33:59 AM By : Lenda, Aina

Closing Report: Error Summary. DHsS\AMLenda v1.0.1.18

When you request a Twelve Month Report for the Gambell office prior to Feb 2010 the report shows the reviews from
the old program for that office.

Beginning in Feb 2010 the Gambell report shows an office report that includes a total of Team 1-5 reviews for the
period.
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Exporting Reports

All reports allow you to export the data to a variety of programs. Click on the Export Select a Format drop-down to see
the available options. Once you select a format, Export will turn blue and allow you to click on it to begin the export.

M Case Review

Report: Twelve Month Summary x| ]

Monthly Summary Ending June 2015 tomms seimics;

Acrobat (PDF) file

MHTML (web archive)
| | oui2009] Aug2009] sep2oos| [l

End Month End Year 2010 v View Report
Select by Selection | Gambell V|
Program |F00d Stamps M Review Type |Clean Sweep, NULL, Peer Revie'.li]
l -
ReviewTarget |1.DEI%, Allotment, Deductions, EEI:] Casze Review State |Closed Ii]
4 4 l:l of1 B Rl | 100% v| | |Find | Mext | Select a format v Export [ = a~
Select a format

|2

anaoi0] rebaoto]

e I O O
101 142

| IR

113 203 130

Reviews 129 173 200

Errors 39 26 20 28 19 10 22 14
Case Error Rate 30.23% 25.74% 14.08% 16.16% 9.50% 5.85% 10.84% 10.77%
Payment Amount 574,521 547,967 541,799 554 174 570,938 530 465 574 868 531,819 5
Error Amount 54,694 51,935 5481 5674 5420 5234 51,311 5345
Payment Error Rate 6.30% 4.03% 1.15% 1.24% 0.59% 0.77% 1.75% 1.08%
Unit: Gambell

Programs: Clean Swesp, NULL, Peer Review, Re-Review, Regional Review, Supervisory

Programs: 100%, Allotment, Deductions, Earned Income, Household Composition, NULL, PERM, Self-Employment, Unsarned Income

Caze Review State: Closed

Program: Food Stamps

Page 1 of 1 Report Execution: 8/24/2010 10:53:23 AM By : Lenda, Aina

A/
3

Closing Report: Error Summary.

DHss\AMLenda v1.0.1.19
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In the following view, export to an Excel file was selected. You can then maneuver the data like any other Excel file. In
this case | reduced the size of the file so | could print it all on one page.

s - .
. L2 5] . /J Microsoft Excel

e I Pag out Formulas Reui iy D per Get started @
'*“"* Wy e =, 6
ﬂ] Page Break Ple'lrlew [7] Ruler Formula Bar @J % New Window Split 111 E g
Iﬁ] Custom Views . Gridlines Headings E Arrange All 1 Hide .;éz
o Page Zoom 100% Zoomto Save Switch
Layout |= Full Sereen [] message Bar Selection @ Freeze Panes = [ Unhide | 24 Workspace Windows ~

Workbook Views Show/Hide Zoom Window

Twelve Month Summary[1]xls [Compatibility Mode] 4
& L& | e | o | E_ | E_ | & |d | J | k| Lm0 ooN o | F |

Monthly Summary Ending June 2010

Jul 2005] Aug 2005] Sep 2005] Oct 2005] Hov 2005] Dec 2003] Jan 2010 Feb 2010 Mar 2010 Apr 2010 May 2010| Jun2010]  Totall
Reviews 129 101 142 173 200 113 203 130 196 221 150 180 1878
BErrors k] riil 20 7B 13 10 Iz 14 13 18 7 15 24T
Czsza Emor Rate 30.23% I5T4% 14.08% 16.18% 9.50% B.85% 10.84% 10.77% 9.69% E.14% B.95% B8.33% 1Z2.45%

|

Payment Amount 374,521 47T 541,758 364,174 70938 330,465 374,888 331,819 T.11T 360,836 346,038 345,143 045,689
34,694 $1.935 481 T4 3420 3234 31.311 345 3T 31,404 3428 $1.629 13572
6.30% 4.03% 1.15% 1.24% 0.55% 0.77T% 1.75% 1.08% 0.03% Z31% 0.93% 61% 2.10%
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