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      Need Help to Make Your Life Easier?   [image: image2.wmf]
Below are some tips to make your life easier.
Service cases: 
· Remember to end services first when reducing benefits. 
If it is not done in order, the actions reject and the worker is unaware, because they only get the Rejection error if they finish taking their action on the mainframe, saving it “real time” by hitting F9 twice. When this happens the old eligibility remains ongoing on MMIS until the worker finds out there is a problem. For more information see ‘Why is MMIS Rejecting My Action’ handout.
· If errors come up when trying to issue a voucher, the problem is usually caused by an inverted line on WLGR.
WLGR is telling the system there was no eligibility at that time. You can call Client Maintenance Unit (CMU) at 503-378-4369 or submit a CMU Request and they can fix the inverted line for you. For more information on inverted lines, see ‘Backdating APD Service Cases and Correcting Inverted Lines in WLGR’ handout.
· Quite often when a worker is getting a 512 error, CMU can help! 
Normally CMU can make corrections to WLGR and the worker is then able to finish their process, however, there are some issues with 512s that the Service Desk will have to handle - don’t hesitate to check with CMU first.

Check WEBM FIND:

· Workers must always attempt to locate clients already in the system by doing a WEBM, FIND search in the mainframe before setting up a new case or adding anyone to a case on ACCESS. This will prevent duplicate benefits and duplicate prime numbers.
· If you notice a client has more than on prime number and you are unsure which one to use, contact CMU.
· If there is an open case with another APD or a SSP branch, that case needs to be closed before you take any actions. The system will allow two open cases but it causes problems on MMIS, for example:

1. Each time a worker takes an action, it flips back to that case. So if the SSP worker takes an action that case takes over, then when the SPD worker takes an action it flips back to that case.  
2. If the SPD worker tries to backdate the SMB/SMF or other MAGI medical, the system will reject the action. You will have to start APD eligibility after the MAGI medical is closed so the client will get a proper reduction notice. 
3. CMU cannot process a ‘reduction of benefits’ request, which is another important reason to check DHR first to be sure there is no other open case.  
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