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Message:

A number of questions have come up recently regarding access to Child Support Program (CSP)
screens. Please see the information below that addresses these questions. In addition, the last
section of this message, titled “CSP Screens Quick-Reference Guide,” provides screen shots and tips
for navigating the CSP screens that Self-Sufficiency, Seniors and People with Disabilities, Area
Agencies on Aging and some Child Welfare staff have access to.

CSP Screen Access Requirements

» Confidentiality Statement: By July 1, 2005, DHS staff who access the CSP screens are
required to read and sign the confidentiality statement in the new DHS Employee Handbook.
The new handbook is not yet available. However, the Office of Human Resources anticipates
that the new handbook will be available in the near future.

» Individual User Profile (IUP): By July 1, 2005, managers must ensure that an IUP is filled out
for each employee who accesses CSP screens. The IUP form and policy has not yet been
distributed. However, the Information Security Office anticipates this information will be
distributed in the near future.

» Reaquired Reading: Staff who access CSP screens are required to read the document titled
“Accessing Child Support Program Information.” This document was sent out in October 2004
when CSP screen access changes were implemented. If you read this document at that time,
you do not have to read it again. “Accessing Child Support Program Information” is available
at http://www.dhs.state.or.us/policy/selfsufficiency/publications/screen-access-trng.pdf.

>

Reporting a Conflict of Interest with a CSP Case



http://www.dhs.state.or.us/policy/selfsufficiency/publications/screen-access-trng.pdf

>

In order to report a potential conflict of interest, staff need to complete the DHS 0429 (Notice of
Conflict of Interest with a Child Support Case). Staff must make sure they fill out sections 1
and 2 of this form completely and give the form to their manager. The staff person's manager
must fill out sections 3, 4 and 5 of the form completely.

Staff do not have to complete the DHS 0429 for their own child support case (unless an
employee has accessed his or her own CSP case and is reporting the access to their manager
per the following paragraph).

Staff may not access their own CSP case using the CSP screens. The intentional access by
an employee of his or her own CSP case is a breach of confidentiality. Intentional access may
result in discipline up to and including dismissal. If an employee does access their own CSP
case, the employee must immediately notify their manager in writing by completing the DHS
0429 and giving it to their supervisor.

Division of Child Support (DCS) Website

>

DHS staff may not access the DCS website for payment or other information related to clients.
DHS staff must use the CSP screens for this purpose. If this changes in the future, staff will be
notified.

Additional CSP Screen Available

>

WPAY is an additional CSP screen available for DHS workers who otherwise have access to
CSP screens. WPAY lists payment information from 1982 to the present. See the following
CSP Screens Quick-Reference Guide for information on navigating WPAY.

CSP Screens Quick-Reference Guide

Note: Access to information on Child Support Program (CSP) screens depends on the program the
worker is administering and the purpose of the access. This means that not all DHS staff will have
access to the CSP screens below.

As noted below, some CSP screens may require that a DHS worker enter a security ID in order to
access the screen. For example, a Self-Sufficiency worker’s security ID is “A” followed by the first
two digits of their branch number.

SESR

Displays CSP employee security id’s, caseloads, telephone and fax numbers and mailing addresses.
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Navigating SESR:

SJ7FE

» From a blank DHR screen, type SESR or on the SMUL1 screen, type SESR over
“SMUL” and press enter.
» On the blank SESR screen, type in the worker’'s name (space #4, 5, 6), RAC-F number
(space #2) or caseload identification number space (#3). Press enter.
(Note: The caseload identification number is found on the SJ7F screen. Locate
the code on the top right of the screen, two fields to the left of the date.)

Displays basic information regarding parents, caretakers, children, employers, TANF, child support
obligation, arrears, payments and case status.

Displays a grid when the case is coded good cause, claim of risk, address of record or medical
enforcement only.
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Navigating SJ7F:

» On a blank mainframe screen, type: webm,find,SSN or webm,find,name. This takes
you to the Find screen.

» Put in any character to the left of “SS” on the screen. Press F13 (shift F1). This takes
you to the SMUL screen.

» To go from SMUL1 to SJ7F: press F1 or type SJ7F over the top of “SMU1” in the top left
corner of the screen and press enter.

OR
» On a blank mainframe screen, type: SJ7F,child support case number and press enter.
» Function keys available on SJ7F: F3 to go to SMAC; F4 to go to SMBN; F13 to go to
SMUL.
SMAC

Use to enter narrative information on a child support case or to send an alert to a child support
worker. A narrative will appear on the DCS case log. An alert will appear on a DCS worker’s list of
alerts. (However, since some DCS workers have hundreds of alerts on their alert lists, make sure to
also call or send an email to the DCS worker if the information you are providing in the alert is time
sensitive.)
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To enter a narrative on SMAC:

>

>
>
>

From SMU1 or SJ7F, type SMAC over “SMU1” or “SJ7F” and press enter.

Enter the action code (in space #1) and press enter. This brings up blank narrative
lines.

Enter the narrative information (in space #2).

Press enter. (Remember that once you press enter, you cannot change or delete a
narrative.)

To enter an alert on SMAC:

>

>
>
>

From SMU1 or SJ7F, type SMAC over “SMU1” or “SJ7F” and press enter.

Enter the action code (in space #1) and press enter. This brings up blank narrative and
blank alert lines.

Enter the narrative information (in space #2).

Enter the CSP worker’'s SEA ID (in space #6) and DCS branch number (in space #7) of
the DCS worker who is to receive the alert.

(To get the SEA ID and DCS branch number, access SESR by following the directions above under
“SESR.” On the SESR screen, the SEA ID is listed after “Empl/Caseload.” The DCS branch number
is listed after “Branch.”)

SMBN

Displays available beneficiary information
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Navigating SMBN:

» From SMUL1, type SMBN over SMU1. Following the child support case number add:
your security ID,,beneficiary number and press enter. (The beneficiary number is listed
on the SMUL to the left of each child on the case.) For example, this would look like:

SMBN case number,A35,,101

SMIC
Displays additional information on beneficiaries, including whether health insurance was ordered and
policyholder's name, that is not listed on SMBN. Can only get to SMIC through SMBN.
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Navigating SMIC:
» From SMBN, type SMIC over “SMBN” and press enter.
» Return to SMBN, SMUL1 or SJ7F by typing the screen name over SMBN.

SMU1

Summary of case information, including information about the obligor and obligee (name, address,
SSN, DOB, employer, case status, etc.), beneficiaries on the case, legal actions taken, persons or
agencies to which payments may be sent or received from another state responding to Oregon CSP
requests for enforcement, and financial information.
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Navigating SMU1:

» On a blank mainframe screen, type: webm,find,SSN or webm,find,name. This takes
you to the Find screen.

» Put in any character to the left of “SS” on the screen. Press F13 (shift F1). This takes
you to the SMU1 screen.



OR

» On a blank mainframe screen, type: SMU1,child support case number and press enter.

» On SMUL, page forward by typing p/n in the top, left corner. Go to the last page by
typing p/L. Page back by typing p/-1.

SMUX

Displays child support cases by social security number, name of obligor/obligee or TANF case
number. This screen may be accessed using the social security number for the obligor or obligee,
the TANF case number; or the name of the obligor, obligee or pay-to.
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Navigating SMUX:
» On a blank mainframe screen, type: SMUX,SSN orSMUX, TANF case number or
SMUX last name,first name

(Note: You can also search by last name only, which will bring up all obligors and obligees with that
last name.)

> To select a case and go to SMUL1, type > to the left of the case and press enter.
» To goto SJ7F, type F to the left of the case and press enter.



SOYA
Displays Oregon Youth Authority (OYA) information pertaining to a beneficiary case. All referral
information for an OYA case is displayed on this screen.

Navigating SOYA:
» From a blank DHR screen or from an existing screen type: SOYA,beneficiary's SSN.

SRCI

Identifies when and to whom checks were issued on a child support case. SRCI is used to check
returned checks, outstanding checks and to whom checks were issued.




Navigating SRCI:

Go to the SMU1 screen following the instructions under SMU1 above.

On the SMU1 Screen, type SRCI over “SMU1” and press enter.

To go back to SMUL1 from SRCI, type SMUL1 over “SRCI” on the top left corner and
press enter.

To go back to SJ7F from SRCI, type SJ7F over “SRCI” on the top left corner and press
enter.

YV VVYVY

SRCD
Displays the individual detail of selected checks from the SRCI screen. Can only get to SRCD by
going through SRCI.
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Navigating SRCD:
» On the SRCI screen, type “S” in the space under “sel” and press enter.
» Go back to SRCI, SMU1 or SJ7F by typing the name of the screen over “SRCD.”

WPAY
Displays the history of payments received on a child support case from 1982 through the end of the
last calendar year. There may be some exceptions.




Navigating WPAY:
» On a blank mainframe screen, type: wpay and press enter.
» This displays a template WPAY screen. On the command line (CMD), following WPAY, type
the child support case number and press enter.
OR

» From SMU1 or SJ7F, type wpay over the transaction code. Press enter.

If you have any questions about this information, contact:

Contact(s): | Amy Sevdy, Program Analyst

Phone: | (503) 945-7017 Fax: | (503) 373-7032

E-mail: | amy.sevdy@state.or.us




