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CLERK OF THE COURT 
INTERNAL OPERATING PROCEDURE
	APPROVED BY:  
MIKE NIMTZ

	
	Area: DOCUMENT & CASH MANAGEMENT
Document Number: PRO-FSS-1016 
Subject:  CAAL Notes
Page 1  of 20
	Effective Date: 04/16/2020

	
	
	Revision Level:
L.R.D.: 



[bookmark: _GoBack]PURPOSE:

To ensure that all staff enter CAAL notes using the same format and include relevant information to the case.

OBJECTIVE:

· Notes created on the Case_ Activity_Listing to have timeline to reference all case activity in the ATLAS System.

EVENT DRIVER:
	
· A Customer inquiry regarding child support payment and clearinghouse fees.

PROCEDURES: 
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POLICIES / RELATED DOCUMENTS:

· N/A

OTHER PARTIES INVOLVED:

· N/A

TIME / VOLUME:

· N/A

FREQUENCY:

· Daily

PERFORMANCE MEASURE:

· N/A

SYSTEM ACCESS REQUIRED:

· ATLAS

REPORTS / FORMS:

· N/A

DEFINITIONS:

· N/A


REVISION HISTORY:







	Revision Number
	Revision Author
	
Summary of Changes
	Approval Date

	A
	
	
	

	B
	
	
	

	C
	
	
	






image3.png
Case Activity Detail Example

VUFCOFO1 xx ATLAS II: ARIZONA NON IV-D PROGRAM xx MCo? PSB
May 14,15 - Case Activity Detail - 2:49 PM
*Action: _

Case: 0013465027 00

Case: 0013465027 00 Cnty: 13 Offic: 010 Team: NAD Stat: OPN
CP Name: GARCIA, RUBEN M. PSB Func: CN
NCP Name: ALVARADO, MARITZA Pgm: N4D

3636623 5 323636 36 2626 6 6 6 2 6 6 2 36 36 3 36 3 3 3 3 3 3 26 36 26 26 36 6 6 6 2 6 6 6 36 3 3 3 3 3 3 3 3 3 36 36 2 26 36 2 6 6 2 6 2 2 6 3 3 3 3 2 3 3 2 2 26 36 2 ¢

Activity Date Code Description
03/27/2014 E9644 ORDER OF ASSIGNMENT SENT TO EMPLOYER BY COC (TEMP)

Person ID:
Created: 03/27/14 4:15:50 PM By: PSB Ragst#:
Seq Narrative
1_ FC2013-071012 IWO0 FOR $132.16/M SGND 03/27/14

MLD 63/28/14: UTC AEROSPACE SYSTEMS,
3445 S S5TH ST, STE 170
PHOENIX A2 85040 LB

Direct Command: C CAAL )
Enter-PF1---PF2---PF3---PFd---PF5---PF6---PF 7~--PF 8-—-PF9---PF10--PF11--PF12-—-
Help Retrn Quit OPUS Prev Bkwrd Frurd Main
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What to Include

Start CAAL note off with case number (FC2012-012345)
Phone calls to or from an employer include name, phone # and contact
person, if known

Phone calls to or from either party on case, if relevant

Documentation of mailings (Income Withholding Orders)
Documentation of emails and faxes

End CAAL note with your initials on NAD ATLAS and COC13/your
initials on 4D ATLAS

Prior to completing CAAL note, proof read to make sure information is
correct before hitting enter

Remember to be professional when entering CAAL notes, we are
representing the Clerk’s office, Family Support Services. CAAL notes
are viewed by State of Arizona and can be public record, if necessary
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CAAL Codes FSS Staff Can Use

For General Use
F1028 COMMENTS TO DCSE STAFF

IWOs

E9644 ORDER OF ASSIGNMENT SENT TO EMPLOYER BY COC (TEMP)
E9663 NO EMPLOYER INFO-O/A TO COURT FILE

E9640 ORDER OF ASSIGNMENT STOPPED REASON

E9646 STOP ORDER SENT TO NCP BY COC

Other
E9606 NCP EMPLOYMENT TERMINATION NOTICE RCVD BY COC
E9645 ORDER OF ASSIGNMENT ACK FROM EMPL RCVD BY COC (TEMP)

F5099 ARREARS CALC COMPLETED
F7073 DIRECT DEPOSIT SETUP

F7072 MODIFICATION MADE TO CURRENT DIRECT DEPOSITACCOUNT
F7074 DIRECT DEPOSIT STOPPED
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CAAL Codes FSS Staff Can Use

M3919 RECEIPT OF MINUTE ENTRY
MO000 CAAL ENTERED IN ERROR
M001 DATA ENTERED IN ERROR

IV-D Codes

F1028 COMMENTS TO DCSE STAFF

A0253 NEW/MOD COURT ORDER ENTERED-CASEWORKER NOTIFIED
E9663 NO EMPLOYER INFO-O/A TO COURT FILE

E9644 ORDER OF ASSIGNMENT SENT TO EMPLOYER BY COC (TEMP
E9646 STOP ORDER SENT TO NCP BY COC

E9606 NCP EMPLOYMENT TERMINATION NOTICE RCVD BY COC

E9645 ORDER OF ASSIGNMENT ACK FROM EMPL RCVD BY COC (TEMP)

Phones

F0015 BOND OF INDEMNITY SENT
T0035 FAX SENT TO

T0044 EMAIL SENT TO
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CAAL Codes FSS Staff Can Use

T0050 PHONE CALL TO CP
T0051 PHONE CALL FROM CP

T0052 PHONE CALL RETURN TO CP

T0053 PHONE CALL RETURN FROM CP

T0055 PHONE CALL TO NCP

T0056 PHONE CALL FROM NCP

T0057 PHONE CALL RETURN TO NCP

T0058 PHONE CALL RETURN FROM NCP

T0060 PHONE CALL TO NCP EMPLOYER

T0061 PHONE CALL FROM NCP EMPLOYER

T0062 PHONE CALL RETURN TO NCP EMPLOYER
T0063 PHONE CALL RETURN FROM NCP EMPLOYER
T0065 PHONE CALL TO NCP ATTORNEY

T0066 PHONE CALL FROM NCP ATTORNEY

T0070 PHONE CALL/OTHER

T0073 PHONE CALL TO CP ATTORNEY

T0074 PHONE CALL FR CP ATTORNEY
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Correct CAAL Notes

Narrative
FC2013-005269, DEBTS CLOSED, STOP PENDING. AC___

Narrative Signed date should be
FC2014-093907 NEW IW0 F/$48.26 SIGNED 4/13/2015. _ nggx%f£§g§9E“
MAILED TO JESSICA E FOSHEE, entered

14508 E HORSESHOE DR
CHANDLER AZ 85249. AC

Narrative
FC2006-009887 CASE CLOSED PER CHANGE OF STATUS
FROM NIV-D 001023751800 TO IV-D 000923636001/603. LB_

Narrative
FC2011-000164 DEBTS CLOSED PENDING STOP IWO/PARTIES STIPULATION. LB__
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Correct CAAL Notes

Narrative
FC2011-090585 NCP GETTING DOUBLE DIPPED FROM DFAS AND ST OF ARIZONA.
STOP MAILED TO DFAS PER MS. EM

Narrative
FC2015-000207 REC'D NOTICE FROM APRIVA POINT OF SALE THAT NCP IS A_
CONTRACTOR FOR THEM. RBW

Narrative
FC2015-000207 SUB IWO F/$1005.00 SIGNED 04/08/2015._
MAILED TO: SITE TECH STAFFING INC
8334 VETERANS HIGHWAY MILLERSVILLE MD 21108. AH

Narrative
FC2014-009751 PER EST J & 0 (POST PAT) SGND 83/17/15 COC013/LB
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Correct CAAL Notes

Narrative
FC2006-009897 CHANGE OF STATUS COMPLETED,
FROM NIV-D 001023751800 TO IV-D 000923636001/003. COCO13/EM___

Narrative
FC2005-012212 EMAIL TO PIE:PYMT SHOULD POST TO IV-D 000388361401 _
150319 95031 005 WAG 156.37 0008980608 I  03/13/15 LB_
Narrative

FC2012-051561 CLD COCONINO COUNTY 928-678-7194 SPOKE TO CATHY.THEY PAY
SEMIMONTHLY. NEXT PAY PERIOD 5/14/15. RBU

Narrative
FC2016-094366 FAXED IWO0 DATED ©5/65/15 TO NCP'S EMPL:2IFF DAVIS LLC_
ATTN YOLANDA e415-644-0336 PER NCP’S REQUEST. LB
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The following CAAL notes have been presented
without initials to protect the offenders.
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Incorrect CAAL Notes &

No case #, no document mentioned, no initials
STOP ORDER PENDING

No dash in case #, date?, no mention if debts closed, no initials
DR1994015671 86/06/13 STOP PENDING

No case #, complete words on one line, no initials

NCP CLLD AS HIS EX HAS DIED & HE WANTED TO CHECK ON PAYMENT IN SUSPENSE
;UPDATED HIS ADDRESS BY COURT DOCS IN DOCKET;TOLD HIM REFUND MRY TAKE U
P TO ONE MONTH

No dash in case #, no employer name, no phone # called, no initials

FC2005093579;CP CLLD TO SEE IF WE HAD MADE CONTACT W/EMPLYR;THEY HAD
NOT CLLD BACK;I CLLD BUT DID NOT LERVE VM;WILL TRY LATER
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No case #, no initials

150302 95010 089 WAG $8,655.00 #4405

EMLD C/H SUSPENSE ASKING IF THIS $ CAN BE RELEASED PER CP CALLING.
Unnecessary if no further action or follow up is needed

FC2013-005269; NCP CALLED; SENDING NEW CEI INFO IN; GAVE FAX #;_
Coce13

No case #, no initials
REC’D TRANSMITTAL FROM DEPT OF CHILD SVCS LOMA LINDA COUNTY_
T0 CLOSE CASE AND REDIRECT PAYMENTS TO CALIFORNIA STATE
DISB UNIT.

Information not relevant to case

FC2009052940;CP IS QUITE IRATE & BELLIGERANT;SHE ASKED IF C/H HAD RESP_
ONDED TO DP’S EMAIL;NOT VET
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Information not relevant to case

FC2001001238;GAVE CP INFO REGARDING PREVIOUS CALL;SHE RECEIVED LAST___
DD ON 2/11 SO TODAY IS 14 DAYS LATER;NO PROBLEM! IT'S NOT LATE:) SEE__
HOW I DID THAT?

Unnecessary if no further action or follow up is needed

FC2001-001238; CP CALLED; NOTHING TO DATE; SB GAVE DAILY UPDATE;
C0Co13

Unnecessary if no further action or follow up is needed

DR1998-807559; NCP'S CURRENT SPOUSE CALLED; NCP PRYING CCH; THEY HAVE__
CURRENT CUSTODY OF CHIC(S); WANTED ATLAS #; ADVISED THAT NCP

NEEDS TO CALL IN TO OBTAIN; THEY ARE WANTING TO FILE PAPERS REGARDGING_
CURRENT STARTUS
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Be sure to check if case is County 13. Do not enter CAAL notes under any
other county than County 13, Maricopa County.

VUFCOFO1 xx ATLAS II: ARIZONA NON IV-D PROGRAM *x MC25 PSB
Apr 21,15 - Case Activity Detail - 2:11 PM
*Action: _

Case: 0010662923 00

Case: 0010662923 00 Cnty: 18 Offic: 010 Team: NAD Stat: OPN
CP Name: GUTIERREZ-ROMERO, SYLVIA D. Wrkr: PTU Func: CN
NCP Name: ROMERO, CHRISTOPHER M. File: Pgm: NAD

136 36 36 6 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 36 36 36 36 36 26 36 36 36 36 36 36 36 36 I6 36 36 26 36 36 36 36 36 36 36 26 I6 36 36 36 36 6 36 36 36 36 36 26 36 36 I 36 36 6 6 3 26 2 X
Activity Date Code Description
03/23/2015 TO061 PHONE CALL FR NCP EMP
Person ID:

Created: 03/23/15 11:20:45 AM By: - Rgsti#:
Seq Narrative
1 ADP CLLD RE:MISSING 3/9/15;CHECKED IN UPMT & IT POPPED UP FIRST ONE;_

TOLD HER I WOULD PUT IN FOR PAYMENT
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CAAL Note Correction

Don’tbe a CAAL (Cow) —
you’ll have to M000O!!

» Proof read CAAL note before hitting enter.

» CAAL notes cannot be deleted once entered, the note remains a
permanent record on all ATLAS cases.

» MO00O CAAL note can be entered to correct mistake and will be part
of case history timeline as well.
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CAAL Note Correction Example

VUFCOFO1 %% ATLAS II: ARIZONA NON IV-D PROGRAM xx MCo? PSB
May 14,15 - Case Activity Detail - 12:42 PM
xAction: _
Case: 0010237518 00
Case: 0010237518 00 Cnty: 13 Offic: 010 Team: N4D Stat: CLD
CP Name: DOMINGUEZ, MARIA A. Wrkr: PSB Func:
NCP Name: ZAZUETA, LUIS File: Pgm: N4D
B e e e T ]
Activity Date Code Description

04/13/2015 MOOBG CAAL ENTRY CREATED IN ERROR

Person ID:
Created: 04/13/15 2:54:59 PM By: PSB Rost#:
Se Narrative
1_ PLEASE DISREGARD PREVIOUS CAAL NOTE; SEE NEXT CAAL NOTE. LB
Direct Command: ¢ CAAL )

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF 7---PF 8-——PF9-—-PF10--PF11--PF12---
Help Retrn Quit OPUS Prev Bkuwrd Frwrd Main




image18.png
Conclusion

e CAAL notes should be entered using the
same format

e Only relevant information should be included

e CAAL notes are entered to create a timeline
and cannot be deleted once entered in

ATLAS :
/\
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Why Use CAAL Notes?

e To list all case activity
- Income Withholding Orders
- Stop Income Withholding Orders
Payment Histories

Arrears Calculations

Pertinent phone calls from employers and parties
- Emails
- Faxes
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Case Activity List Example

VAFCOEB1 =% ATLAS II: ARIZONA NON IV-D PROGRAM xx MC30 PSB
Apr 16,15 CASE ACTIVITY LIST 1 more >
Case: 0013465027 00 Cnty: 13 Offic: 810 Team: N4D Stat: OPN NDI:
CP Name: GRRCIA, RUBEN M. Wrkr: PSB Func: CN
NCP Name: ALVARADO, MARITZ2A File: Pgm: N4D

XHRXHFRHH XX H XX HHXH KX HH XX H XX KN X H KX HHXHH XX H XX H KX H NN H KX HHXHHNHH KX K XN H KX KKK H XX HNK
XXXXXRXXKXXKXNKXXKXXHXXHKK ACTIVILY HHXKHXHKAAKANKRXKXX KKK KKK KANKXXKK
Action Date Code Description
04/21/14 T6B56  PHONE CALL FR NCP
04/21/14 ES644  ORDER OF ASSIGNMENT SENT TO EMPLOYER BY COC (TEMP)
05/10/14 FB107 CP EPC/DD NOTICE MAILED
N 12/11/14 TB0S56  PHONE CALL FR NCP
N 12/12/14 ES644  ORDER OF ASSIGNMENT SENT TO EMPLOYER BY COC (TEMP)
02/13/15 M1610  NCP MAIL ADDRESS CHANGED
N 02/13/15 ES640  ORDER OF ASSIGNMENT STOPPED REASON
N 04/15/15 ES646  STOP ORDER SENT TO NCP BY COC
xxx End of Data xxx

Case: 0013465027 00 Date: 04/21/2014 Activity: _

Direct Command: ( CAAL )

Enter-PF1---PF2-=-PF3---PFA---PF5---PF6---PF 7---PF8---PF9---PF10--PF11--PF12---
Help Retrn Quit OPUS Prev Add Bkwrd Frurd Print Left Right Main
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