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PURPOSE:

To provide instructions for processing Change of Status received from Department of Child Support Services (DCSS).
OBJECTIVE:
· To provide the necessary direction to ensure that N4D cases get open/loaded onto Atlas per DCSS instruction.
· To provide the necessary direction to ensure that N4D cases get closed per DCSS instruction.
EVENT DRIVER:

· A Change of Status notice to Open a N4D case or Close a N4D case is received by email at supportfinancecoc@COSC.maricopa.gov or by fax.
PROCEDURES: 
I. Change of Status to Open:
1. Check N4D Atlas to see if a closed case exists. (At times an N4D case will be open even though there is a 4D case open).  If a N4D Atlas case exists and it is closed, it will have to be reopened only if it is County 13. 
2. Check 4D Atlas to verify that parties’ names match the request. Go to the DELN screen.  Write down the Maricopa case #.   The Atlas # can be found on the request from DCSS and it will be the 4D Atlas #.  If an existing case loaded on N4D Atlas is not found, an N4D Atlas case must be loaded.  Mirror the HLCI’s #’s from the 4D Atlas case.  When entering the HLCI #’s on the INDF screen (which is actually PEMA screen), enter it on the Client HLCI line and continue loading case.

3. If an N4D Atlas needs to be reopened, go to the CAST screen and enter an M on the Action line and tab to the Reas: line and delete what is on that line.  Press Enter. 
4. Go to ICIS and check for the last order signed by the Judge/Commissioner and enter that order into SUOD and DEBTS. 
5. If new orders have been signed since N4D case has been closed, load a new SUOD per new signed orders. Otherwise just load new Debts.
6. When loading the case, use only the orders signed by the Judge/Commissioner. Check to see what orders/balances are on 4D Atlas.  There might be other debts added to the 4D Atlas debts which we ignore. (Usually because they are medical or GT or state arrears debts, which N4D does not handle). 
7. When entering the DEBTS onto N4D Atlas, mirror the balances from 4D if any.  Use the begin date from the order and the effective date will be the current month.  (See Figure 1)
Figure 1
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8. Go to the PALR/NCPA screen on 4D Atlas to see when the last payment posted, if any. (PALR/NCPA on 4D is PALC screen on N4D). 
9. If there has been payments posted within 1 month, create a 4D to N4D letter like the sample in Figure 2.  This letter tells the employer or ncp that there is a new Atlas #.  4D to N4D letters can be found in the FSS Staff folder under Forms>State Transfer Letters – Change of Status.  

10. Select 4D to N4D letter.  Two copies will be needed: One mailed to the employer or ncp and a copy for docket.  (If no payments have been received no letter is needed).  (The letter should contain the employer/ncp address, ncp name, and atlas #, last date of IWO or Wage Assignment and old and new atlas #).
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October 9,2015

Kroger
POB 1948
Hutchinson,KS 67504

RE: ATLAS Number Change for Nicholas Link, Case #FC2010-071431

Please make the following correction to the Wage Assignment Order dated August 19,2013 for
the above listed obligor.

Old ATLAS Number: 000575382902/003

New ATLAS Number: 000575382901/N

The number must be changed on the payment transmittal to ensure proper payment credit. This
change was necessary due to the Clerk of the Court taking over the case. If you have any

questions, please feel free to contact this office at 602-372-5375 and request to speak with
Family Support Services Research.

Sincerely,
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Plazko LLC

550 W.Baseline Road, #102-316

Mesa, AZ 85210

RE: ATLAS Number Change for EvanDe La Cruz, FC2006-002296

Please make the following correction o the Income Withholding Order dated February 26,2014
forthe above listed obligor.

Old ATLAS Number: 000673004000N

New ATLAS Number: 000673004001/003

‘The number must be changed on the payment transmittal to ensure proper payment credit. This
change was necessary due to the Deparment of Child Support Enforcement taking over the case.

If you have any questions, please feel free to contact this office at 602-506-3762 and request to
speak with Family Support Services Research.

Sincerely,

Family Support Services




11. Go to the CAAL screen and enter a CAAL note on N4D Altas, using F1028 as the Code.  (See Figure 3)   On the same CAAL note, enter to whom the 4D/N4D letter was addressed and mailed, if needed.

Figure 3
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12. Enter a CAAL note on the 4D Atlas using F1028 as the Code.  (See Figure 4)  No mention of 4D/N4D letter is needed on 4D Atlas. At the end of your 4D CAAL note enter COC13/your initials.
Figure 4
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13. Go to iCIS and change the iCIS indicator to N4D.  Place the cursor on the Entry tab and a drop down menu will appear.  Click on Title IV-D and the screen in Figure 5 will appear.






Figure 5
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Figure 6
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14. On the Figure 5 above, iCIS is showing that this case is 4D, Figure 6 is showing case is now N4D.  
15. When opening a N4D case you would need to change the indicator from 4D to N4D on ICIS. Click on drop down on “New Title IV-D in Case” and click on NO  to change to N4D and End Date will change automatically on “Existing Title IV-D Case”. 
II. Change of Status to Close
1. Check N4D Atlas (Altas # will be on DCSS request) and 4D Atlas on the CAST screen just to verify names.  

2. Go to Debt screen on the N4D Atlas by entering DELN in the Direct Command line and press Enter.  Tab up to the first open Debt and close each Debt by selecting Debt #01 (enter an S on the line and press Enter) or to which ever debt is open on top.  See Figure 7
Figure 7
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3. The DEDN screen will be displayed. See Figure 8
Figure 8
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4. On the Action line, enter an M and tab down to the Deact Reason line.  Enter CAC and press Enter.  After pressing Enter, the Status line should change to I.  (for inactive).  See Figure 9  
Figure 9
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5. When debt is closed, tab back up to the Action line and enter N for Next for the next open debt and follow the steps II.1. through 3 above.
6. To check that all Debts have been closed enter, DELN in the direct command line and press Enter. (See Figure 10)





Figure 10
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7. Enter PALC in the Direct Command line; this is the screen to check to see when the last payment posted.  If no payments posted within a month, no Change of Status letter needs to be sent.  See Figure 11
Figure 11
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8. If there has been payments posted within 1 month, create a N4D to 4D letter like the sample in Figure 12.  This letter tells the employer or ncp that there is a new Atlas #.  N4D to 4D letters can be found in the FSS Staff folder under Forms> State Transfer Letters-select N4D to 4D letter.  Two copies will be needed.  One mailed to the employer or ncp and a copy for docket.  (If no payments have been received no letter is needed).  The letter should contain the employer/ncp address, ncp name, Atlas #, last date of IWO or Wage Assignment and old and new atlas #).






Figure 12

9. Go to the CAAL screen and enter the following note on the N4D Altas, using E9640 as the Code.  (See Figure 13) On the same CAAL note, enter that the N4D/4D letter was sent to the addressee.
Figure 13
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10. Go to the CAAL screen and enter a CAAL note on 4D Atlas using F1028 as the Code:  (See Figure 14) No mention of N4D/4D letter is needed on 4D Atlas
Figure 14
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11. Change iCIS indicator to N4D to 4D.  Place the cursor on the Entry tab and a drop down menu will appear. Click on Title IV-D and the screen in Figure 15 will appear.
Figure 15
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Figure 16
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12. In Figure 16 above, iCIS is showing that this case is N4D.  If it was changing over to 4D, we would enter the date it became 4D (from the CAST screen (Open Date line) on the 4D Atlas), in the End Date box and click on the drop down box where it states New Title IV-D Case.  The drop down box will show No and Yes; click on Yes to show the case is now being handled by the State.
13. Enter CAST in the Direct Command line; this will take you back to the main screen, once there put an M on the action line and tab down to the Reas: line and here you will insert code 451 (IV-D Status Transfer) it will close out the case completely. See Figure 17.








Figure 17
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POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· DCSS
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Atlas
· iCIS

· MS Outlook

· FSS Research public folder

REPORTS / FORMS:
· N/A

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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Begin date 03/01/07 from the order; effective date 05/01/16 from current month





Figure 2











