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PURPOSE:

[bookmark: _GoBack]To provide instruction for processing Current Employer Information (CEI) forms in the OnBase Workflow.

OBJECTIVE:

· To provide the necessary direction to ensure that CEI are properly handled and amended Income Withholding Orders are issued, if necessary.
· To ensure consistent handling of all CEIs received.
· To provide the necessary direction for processing CEIs.

EVENT DRIVER: 

· A new FSS Account is required;

PROCEDURES: 
I. OnBase Workflow:
1. Open (the following programs): OnBase, iCIS, and ATLAS and do the following:
A. In OnBase, open the COSC Income Withholding  Order
B. Select IWO CEI Queue
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C. Check the CEI to see what action needs to be taken.
a. If CEI is 4D Delete 

D. Transferring Address Changes and Updated Information Forms
a. If you come across an address change (RAC) or updated information form (UPI), go to the the bottom of your screen and click on Send to UPI/RAC Corrections[image: ]



E. Check Audit History

a. Type the Case Number (FC---, FN---, or DR---), and Press Enter.
b. If an IWO (New or Mod) has been inserted by someone in the last week, check to see if the IWO was mailed to the same employer listed on the CEI.  If the IWO was mailed to the same employer, delete the CEI.
c. If an IWO has not been recently processed, continue and complete the CEI.











II. Verifying the Debts:
1. Check ATLAS and make sure that the most current SUOD screen and the DELN screen match.
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SUOD Screen





$800
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DELN Screen
$800









2.  Check iCIS to make sure that the latest underlying order matches SUOD and   
 	 DELN.  The underlying order can be a Decree, Child Support Order, Minute   
  Entry, or Stipulated Order.



III.  Amending or Creating the Updated IWO
AMEND the IWO if the Clearinghouse fee is $8.00 on the form
CREATE an IWO if the Clearinghouse fee is $2.25 on the form




To Amend an IWO
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a. Click on ‘Amend’ and the previous IWO will appear.  
b. Go to ‘Payor Employer’ and Type the new employer information from the CEI form.  
c. Check the rest of the IWO to make sure the other information is correct.

To Create an IWO
[image: ][image: ]


	
1. Creating the IWO
a. Click on ‘Create’ and put the Case Number at the top and Press Enter.  This will fill in the names of the Petitioner and the Respondent.
b. Select ‘Payor’ for the person ordered to pay support and ‘Payee’ for the person receiving support.  Make sure you have the Social Security Number (SSN) for the Payor.  Check ATLAS for the SSN, and if it is not in ATLAS, have the Family Support Services Supervisor/Lead find it for you.


c. Select the Order Type, either ‘New’ or ‘Modify’. (Usually ‘Modify’)
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‘Create’ Form on Order of Assignment Application

d. Type the underlying order date, ATLAS Number, support amounts, termination date, and the effective date from the most current SUOD Screen.
e. Click on ‘Submit to F/C Services’ and send a request to the Family Support Services Lead to have the case moved to your queue.

2. Filling out the IWO
a. Open the IWO.
b. Enter the new employer’s information and children (if any).

IV. Entering the CAAL Note
a. Go to the CAAL Screen in ATLAS, and Press F6 to Type a new CAAL note.
b. Type the following CAAL note and then use the Code E9644, and Press Enter to save the note.
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V. Update Employer Information in ATLAS

a. After Typing the CAAL note, go to the Direct Command Line and enter EMPL.  This will take you to the EMDE Screen.  
b. Enter the employer name on the line and Press Enter.
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c. If the employer name appears with the correct address from the CEI, scroll up to the employer name and Press Enter.*
d. This will then take you to the Employer Detail Screen (EMDE). 
[image: ]* If the employer name with the new address from the CEI is not in the EMPL Screen, you do not need to add the employer to the NCDE Screen.  Continue to Section VI and complete the CEI.


e. Go to the Direct Command Line and Type NCDE and Press Enter.
f. In the NCDE Screen, Type M on the Action Line and then enter the new Employer ID and Press Enter.  The name of the new employer should show up.
g. Type the following day’s date in the ‘Start Date’ line, which is the date that the IWO will be mailed, and Press Enter. 
i. For example, if today is Monday, Type Tuesday’s date.  However, if today is Friday, Type the next Monday’s date.
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VI. Complete the IWO
a. Check over the IWO form again to make sure all necessary fields are filled in.
b. If everything is correct and you have entered the CAAL note and updated 

Employer Information, hit ‘Complete’ to send the IWO.

c. Click on remove from lifecycle to delete it from the queue.[image: ]






















POLICIES / RELATED DOCUMENTS:

· ARS 25-322, Arizona Revised Statutes: Payment of maintenance or support; records; disclosure
· ADDENDUM-BILL-1006:  PCF & FCNS Notes
· WI-BILL-1004: Instructions for Starting Cases for Billing in Revenue Results
· WI-BILL-1021: Instructions for Supplemental Applications


OTHER PARTIES INVOLVED:

· The Court Clerks

TIME / VOLUME:

· Varied

FREQUENCY:

· Daily

PERFORMANCE MEASURE:

· N/A

SYSTEM ACCESS REQUIRED:

· OnBase
· iCIS
· ATLAS


REPORTS / FORMS:

· N/A





DEFINITIONS:

· CEI: Current Employer Information
· IWO: Income Withholding Order; formerly known as an OOA or Order of Assignment
· NCP: Non-Custodial Parent


APPLICABILITY:

This procedure applies to all employees of the Clerk of the Court.


REVISION HISTORY:

	Revision Number
	Revision Author
	
Summary of Changes
	Approval Date

	A
	N/A
	Reviewed
	4/2/2019

	B
	N/A
	Reviewed
	4/28/2020

	C
	
	
	



image4.png
File dit Setings.. Line Transfers

Court Order displayed successfully

VAFCNIO1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC12 P?7M

Dec 12,13 SUPPORT ORDER DETAIL 1 more >
*Action (A,B,C,D,M,N): _

Case: 0002262577 00 Seq Nbr: 01 of 61

Case: 0002262577 00 Cnty: 13 Offic: 010 Team: NAD Stat: OPN NDI:

CP Name: DEES, TANISHA Wrkr: PXR Func: CN
NCP Name: DEES, MELVIN File: Pgm : N4D
XENXEHNXHNXHHNHIOOOOOXNXXXNXX DOTal]s MMM HMMH MM K NN HNK K KN HHH K KN NN K NNK
Order Number: FC2013005638 CO Sign Dt: 10/08/2013

Order Type: DIV Pay Begin: 11/01/2013

Presum Term Dt:

Court Id: 04 013 MARICOPA COUNTY Number of Children: __

Total Monthly Obligation: 2605.00
XEXXEEXXHHXKHAX KKK XXX XN XX XXXXX CUTTENL Support 136 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 26 26 26 2 X X
Order Amount  Freq
Child Support: _1800.00 MON Per Child Order: N Equal Amounts: _
Amount Per Child:
Spousal Maint: __800.00 MON From: 11/01/2013 To: 11/61/2023

Direct Command: ( SuoD )

Enter-PF1---PF2---PF3-—-PF4---PF5---PF 6--—PF {---PF8---PF9-—-PF10--PF11--PF12-—-|
Help Retrn Quit OPUS Prev Bkwrd Frwrd Print Left Right Main

GLINKG.26 3278 FORM NUML 004 829
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File Edit Seftings.. Line Transfers

V4FGAOO1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC12 P?7M
Dec 12,13 DEBT LIST NCP 4:05 PM
Case: 0002262577 00 Cnty: 13 Offic: 010 Team: NAD Wrkr: PXR
CP Name : DEES, TANISHA File: Func: CN
NCP Name: DEES, MELVIN Stat: OPN Pgm: N4D
136 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 26 26 26 26 26 2 2 2 ¢
Debt Debt Oblig Monthly Mo Non Begin
Nbr St Type Type Acr Accrual Accrual Date Balance  Order Number
61 A CHF NCF V 5.00 11/01/13 5.00 FC2013005638
62 A NPI CSP V 800.00 11/01/13 800.00 FC2013005638
63 A NPI CCH Y 18060.00 11/01/13 1800.06 FC2013005638
xxx End of Data xxx

Total Arrears Balance: 2605.00
Case: 0002262577 00 Stat: _ Debt Nbr: __
Direct Command: ( DELN )
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12--
Help Retrn Quit OPUS Prev Bkuwrd Frurd Main
GLINKG.26 3270 FORM NUML 021 029
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Settings... Line Transfers
Enter information to be added
VUFCOFO1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC12 P?7M
Dec 12,13 - Case Activity Detail - 4:43 PM
*Action: A
Case:
Case: Cnty: Offic: Team: Stat:
CP Name: Wrkr: Func:
NCP Name: File: Pgm:
136 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 26 26 26 26 26 2 2 2 ¢
Activity Date Code Description
12/12/2013 e3644
Person ID:

Created: By: Rast#:

Seq Narrative

1___ CRSE #, SUB IWO F/%00.00 SIGNED (TODRY'S DATE).
__ MAILED TO: EMPLOYER'S NAME
__ EMPLOYER'S RADDRESS. (INITIALS)

Direct Command: ( CAAL )

Enter-PF1---PF2---PF3-—-PF4---PF5---PF 6--—PF {---PF8---PF9-—-PF10--PF11--PF12-—-|
Help Retrn Quit OPUS Prev Bkuwrd Frurd

GLINK6.26 3270 FORM ~ CAPS NUML
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File dit Setings.. Line Transfers
Position cursor or enter screen value to select

VUFXBRO1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC25 P?7M
Dec 13,13 - Employer List - 11:17 AM

Employer Name EIN Address City
MARICOPA COUNTY 866000472 301 W JEFFERSON ST S PHOENIX
MARICOPA COUNTY ADVOCATE 2007 N 3RD ST HARRISBURG
MARICOPA COUNTY BOARD SUP 540607139 301 W JEFFERSON ST F PHOENIX
MARICOPA COUNTY COMMUNITY 860185552 2411 W 14TH ST TEMPE
MARICOPA COUNTY DEMOCRATI 860190621 2914 N CENTRAL AVE ~ PHOENIX
MARICOPA CNTY EMP FED CRE 721 N 3RD ST PHOENIX
MARICOPA COUNTY FAIR INC 860314911 1826 W MCDOWELL RD  PHOENIX
MARICOPA COUNTY FINANCIAL 268168385 961 E CESAR CHAVEZ S AUSTIN
MARICOPA COUNTY HEALTH CA 860694494 2601 E ROOSEVELT ST PHOENIX
MARICOPA COUNTY HOMESHOWS 2960 E NORTHERN AVE PHOENIX
MARICOPA COUNTY MEDICAL E 701 W JEFFERSON ST  XXXX
MARICOPA COUNTY MEDICAL S 860070848 326 E CORONADO RD PHOENIX
MARICOPA COUNTY MUNICIPAL 866000118 PO BOX 960 WADDELL

COUNTY NARCP 1818 S 16TH ST XXXX
MARICOPA COUNTY PROPERTY 860809338 7037 E 6TH ST SCOTTSDALE
‘ Employer Name: MARICOPA COUNTY
| Direct Command: ( EMDE )}
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

Help Retrn Quit OPUS Prev Bkuwrd Frurd Main
GLINK6.26 3270 FORM - CAPS NUML 006 017]
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Help

File dit Setings.. Line Transfers
Employer displayed successfully

V4FKAOB1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC25 P?7M

Dec 13,13 EMPLOYER DETAIL 1 more >
*Action (B,C,D,N): _ Updated Date: 11/02/13  Updated By: VJFNNE91
Employer Id: 00006904395 Alt Addr: ¥ History: ¥

136 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 26 26 26 26 26 2 2 2 ¢
Employer Name: MARICOPA COUNTY EIN: 866000472 |
eEmployer: _ Effective Date: Web Reg ID: Allows Sev: _ h
DBA/TA : COUNTY OF MARICOPA |
Public Name..:

Attention:

Address: 301 W JEFFERSON ST STE 220

Phl: 800 823 6731 Ext
Ph2: 602 506 3416 Ext

City: PHOENIX St: A2

2ip: 85003 2145 Cntry: USA Fax: 602 372 0277

Prim Email: CINDY_WEYMANS@ADP.COM

Sec Email:

Locked: ¥ Locked Chg Date: 06/25/2612 Locked Chg by: N37

Comments: 1 of 8

Ln 1

Direct Command: ( EMDE )

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit OPUS Prev Bkuwrd Frurd Left Right Main

GLINK6.26 3270 FORM CAPS NUML 004 029
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Fie dit Setings.. Line Transfer

Person displayed successfully

V4FCoCo1 *x ATLAS II: ARIZONA NON IY-D PROGRAM xx MC25 P?7M

Dec 13,13 NCP DEMOGRAPHICS 11:24 AM

*Action (C,D,M): M

HLCI: 0012208982 # of Cases This Person

HLCI: 0012208982 Name: ROBBINS, MICHAEL IV-D:

SSN: 912-20-8982 DOB: 09/05/61 Sex: M NDI: Non IV-D: 2

FHHHHHHHKHHHHHHHH N HH NN KN KK KK KK NN KK N KK KK KKK KKK KKK KKK HHHHHHHHHKHHE KA KK

Last: ROBBINS First: MICHAEL Middle: Suf:

Sex: M DOB: 09/05/1961  SSN: 912 20 8982 Ver: Src
Non-Disclosure Indicator: _

Alias Name

Last: First: Middle: Suf:

Current Mailing Address

Addr: 6827 W EL CORTEZ PL Phone Number: _  _
ALt Phone

Cntry: USA

City: PEORIA St: AZ 2ip: 85383

Employer Information

Employer ID: 0000690435

Employer Name: MARICOPA COUNTY Start Date: 12/16/2013

Direct Command: ( NCDE )

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit OPUS Prev Main

GLINK6.26 3270 FORM CAPS NUML 022 018]
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