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August 30, 2012

SUBJECT: 
INSTRUCTIONS FOR PROCESSING INTER-COUNTY TRANSFERS (ICT) IN CASE MANAGEMENT INFORMATION AND PAYROLLING SYSTEM II (CMIPS II)
BACKGROUND
This purpose of this document is a comprehensive guide to assist users with the ICT process in CMIPS II. It addresses the ICT process from both sending and receiving counties.
Sincerely,

The California Department of Social Services

SENDING COUNTY – INITIATE ICT
Prior to creating the Inter-County Transfer (ICT) to the receiving county, verify the following:

1. Is the case authorization current (services and hours) and is the current case Authorization End Date at least two months in the future?  If not, process a change assessment and make the changes needed to the services and set the Authorization End Date (Program Evidence) at least one to two calendar months in the future.  This will ensure that the Sending County does not need to touch the case again.

2. Is there an “Active” Provider currently assigned to the case? If not, determine if services have been provided by an eligible provider prior to the recipient’s move.  The Sending County will need to add that provider to the case.  

After verifying the above, the Sending County can create the Inter-County Transfer to the Receiving County.

1. Search for the case
2. From the Cases left navigation menu, open the Case Maintenance folder and click on the Inter-County Transfers link. From the Inter-County Transfers screen, select the “New” link.   Then, complete the following fields and click the Save link.

	Field
	User Action

	Sending County Notified
	Date sending county was notified of move

	Receiving County
	County to which recipient has moved

	Date of Move
	Date recipient moved to receiving county

	New Phone Number
	If known, recipient’s new phone number in receiving county

	New Address
	Recipient’s new residential address in receiving county


Once the ICT screen is saved, a task is sent to the receiving county’s ICT work queue.

NOTE:  Upon initiating an ICT, CMIPS II notifies SAWS of the ICT status, recipient’s new address and new phone number (if indicated), new IHSS SW information, date of move and recipient’s new county code.

RECEIVING COUNTY:  ICT COORDINATOR ASSIGNS WORKER TO ICT
1. Begin with ICT Work Queue.  Review the ICT task from the ICT work queue.
NOTE: In order to process the ICT, the ICT task does not need to be reserved.

[case name] [case number] Inter-County Transfer Referral from [sending county]

2. To process the ICT, click on the Task ID Number to display the Task Home screen.  
3. In the Primary Action cluster, click the ‘Case Home’ link.

4. From the left navigation menu, open the Case Maintenance folder and click the Inter-County Transfers link.  
5.  From the Inter-County Transfers screen, click the Edit link to display the Modify Inter-County Transfer screen.  
6. Complete the following field and select the Save link.
	Field
	User Action
	Note

	Assigned Worker
	Search for and select a social worker (in the receiving county) to complete the ICT assessment.
	Assigned worker should be a user who is able to activate pending evidence without supervisory approval.


7. Once the ICT is assigned a worker, the ICT Referral task automatically closes and a notification is sent to the Assigned Worker.
[case name] [case number] Inter-County Transfer Case Assigned

NOTE:  Only the designated “Assigned Worker” from the Receiving County, indicated on the Inter-County Transfer screen, can update the case record in order to complete the ICT process.  Until the assigned worker activates the ICT assessment, the Case Home screen will continue to reflect the Sending County as the owner of the case.  Because the case does not belong to assigned worker in the Receiving County, the ICT case will not be listed in the assigned worker’s caseload.

NOTE:  If the sending county terminates the case, the ICT in-progress is also cancelled.

RECEIVING COUNTY: ASSIGNED WORKER AUTHORIZES ICT 

Prior to creating the Inter-County Transfer (ICT) assessment, verify the following:

· Is the case Authorization End Date in the future?  
· If not, contact the case owner from the Sending County to process a change assessment extending the Authorization End Date (Program Evidence) at least one to two calendar months in the future.  This will ensure the assigned worker from the Receiving County does not encounter an error message requiring the Authorization End Date to be extended.

· Is there an “Active” Provider currently assigned to the ICT case? 
· Determine if services have been provided by an eligible provider prior to the ICT.  
· If yes, contact the Sending County to add that provider to the case prior to authorizing the ICT assessment. The current CMIPS II functionality does not allow a provider to be assigned by the sending county once the ICT assessment is activated. 

After verifying the above, the assigned worker from the Receiving County can create the Inter-County Transfer assessment.

1. Begin with My Notifications.  Search for the ICT notification and click the View link.

2. In the Related Pages cluster, click the Case Home link.

[case name] [case number] Inter-County Transfer Case Assigned

NOTE:   All notifications are closed manually by the worker.

NOTE:   If preferred, assigned worker may begin with a case search for the ICT case.  Then, proceed to step 3.

NOTE: The address on the ICT screen and on the Person must match or the system will not permit the ICT assessment to be approved.

3. From the left navigation menu, click the Case Maintenance folder and then click the Inter-County Transfers link. 
4. From the Inter-County Transfers screen, in the Action column, click the View link. 
5. From the View Inter-County Transfer screen, verify the New Address is correct.  
· If not, select the Edit link.  The Modify Inter-County Transfer screen displays.  
· Update the New Address with the recipient residence address.  Note this address for comparison to the Person Residence Address.
· To verify the addresses match, from the Cases left navigation menu, select the Home link.  The system displays the Case Home screen.  Verify the information noted in step 2 matches the Residence Address on the Case Home screen. 

If the addresses match, continue to step 6.
6. If addresses do not match select the Recipient Name link the Person Home screen displays.  
a. From the Person Left Navigation select the Contacts folder.  
b. From the Contacts folder, select the Addresses link.  The Addresses list screen displays.  
c.   Select the New link and the Create Address screen display which allows the user to create a new Residence address. 
d. Before the Create Address screen is closed, be sure to indicate whether the Residence Address is also the mailing address.  
· If so, select the “Use as Mailing Address” checkbox.  If this action is not done, then all mail will be sent to the previous mailing address.
7. Once the addresses match, navigate back to the Case Home screen.  From the Cases left navigation menu, select the Evidence link. 
8. From the Evidence Workspace screen, add new evidence and select the Inter-County Transfer assessment type.  Then, complete the pending ICT evidence.
Note: The authorization start date for the ICT must be the first day of a future month and negative actions require timely notice.

Note: If there is a State Hearing record associated with the case in the Sending County and the status is other than Resolved, the ICT assessment cannot be created.

9. Once pending ICT evidence is entered, process check eligibility.  Verify the system’s outcome matches your expected outcome.

10. Submit the pending ICT evidence for approval.

When the Pending Inter-County Transfer Assessment is authorized all of the following occur:

Case Home
· County: Updated from Sending County to Receiving County

· District Office: Updated to the District Office associate with the Assigned Worker, the new Case Owner.

· Case Owner: Updated to the Assigned Worker on the “Inter-County Transfer” screen
My Cases
· Caseload: Updated in overnight batch to include the Inter-County Transfer case 

Case Provider

· All providers (IHSS & WPCS) associated with the case which are in either Active or Leave status are terminated with an End Date which is one day prior to the Authorization Start Date on the Inter-County Transfer Assessment.  This occurs to ensure that all providers associated with the case are paid at the correct wage rate in the new county.

· Inter-County Transfer screen

· Status is updated from In-Progress to Completed

· On the View Inter-County Transfer Screen the Inter-County Transfer Authorization Start Date is set to the same date as the Authorization Start Date associated with the Inter-County Transfer assessment.

Interfaces

· CMIPS II notifies SAWS of the ICT status, recipient’s new address and new phone number, new IHSS SW information, date of move and recipient’s new county code

· CMIPS II notifies MEDS of change of County responsible

· Tasks/Notification

· If the case had WPCS providers a Task is generate to the WPCS work that the providers need to be reassigned to the case

· If the case had Workplace hours a Notification is generated to the new Case Owner to review the Workplace hours

ADDING A PROVIDER IN THE SENDING COUNTY AFTER AN ICT HAS BEEN COMPLETED
When a Sending County needs to add a provider to the case for a period prior to the Inter-County Transfer Authorization Start Date (see View Inter-County Transfer screen for this date) the following steps will allow the addition of the provider.  The following rules apply when the Sending County is adding provider hours after the Inter-County Transfer has been completed.

NOTE: Providers may only be added by the Sending County for the most recent Inter-County Transfer.

NOTE: User taking the action must have a Security Role of Provider Management or a Blended Role which contains “ProvMgmt” in the Sending County

NOTE: When Provider hour are added the End Date must be entered and it must be equal to one day prior to the Inter-County Transfer Authorization Start Date.
NOTE: The Wage Rate displayed is default county rate associated with the Sending County.  

1. Verify the Inter-County Transfer Authorization Start Date.  From the Cases Left Navigation open the Case Maintenance folder and select Inter-County Transfer.  Select the View link associated with the most recent Inter-County Transfer.  Note the Inter-County Transfer Authorization Start Date.

2. From the Cases Left Navigation select the Providers folder and then select Case Providers.  

3. If the provider being added is a new provider select the Assign a Provider link.  The Wage Rate displayed in the Wage Rate associated with the Sending County.  Complete the screen noting that the screen following the above rules.

4. If the provider being added is already associated with the case select the View link associated with the provider.  
5. From the View Case Provider screen in the Provider Hours section, select the “New”.  
The Wage Rate displayed in the Wage Rate associated with the Sending County.  Complete the screen noting that the screen following the above rules.

Issuance or Reissuance of Timesheets in the Sending County

NOTE: Timesheets will print based upon the indication on the screen.  If timesheets need to be issued or reissued only a user with a “CrossCountyPayroll” role has the ability to re-issue timesheets.

Cancelling ICT

Either the sending or receiving county may cancel an ICT in-progress. 

Begin with a case search for the ICT case.

1. From the left navigation menu, click the Case Maintenance folder and then click the Inter-County Transfers link.  
2. From the Inter-County Transfers screen, in the Action column, click the View link. 

3. From the View Inter-County Transfer screen, click on the Cancel Transfer Request link.  
Upon confirmation of cancellation, the ICT status is updated from In-Progress to Cancelled. 
· If the case owner did not cancel the Inter-County Transfer, a notification is sent to the Case Owner that the Inter-County Transfer has been cancelled. 

· If a worker has been assigned in the Receiving County, a notification is sent to the Assigned Worker that the Inter-County Transfer has been cancelled.
· If the case had WPCS hours authorized, a Task is sent to the WPCS work queue that the Inter-County Transfer has been cancelled . A task is sent to the Inter-County Transfer work queue in the Receiving County that the Inter-County Transfer has been cancelled.
NOTE:  Upon cancellation of the ICT, CMIPS II notifies SAWS.

STATE HEARING

When a State Hearing is created and an ICT exists with a status of In-Progress, a notification is sent to the case owner, if the user taking the action is other than the case owner. This information is also sent to both the Inter-County Transfer work queue and the Assigned Worker in the Receiving County.
[case name] [case number] Inter-County Transfer – State Hearing Added
When a recipient requests an Inter-County Transfer and a State Hearing with a status other than ‘Resolved’ exists, the ICT cannot be initiated and a notification is sent to the case owner, if the individual taking the action is other than the case owner.

[case name] [case number] Inter-County Transfer requested – State Hearing Pending

When a State Hearing exists with a status other than Resolved, the Inter-County Transfer Assessment cannot be created or activated until the State Hearing is resolved.
MONTHLY INTERCOUNTY TRANSFER STATUS REPORT
The Monthly Inter-County Transfer Status Report lists cases being transferred between counties.  The report is located in the Case Maintenance folder.  Cases are reported based upon the Inter-County Transfer Status and will continue to be reported until a status update from In-Progress to Completed or Cancelled has occurred.  Cases will be dropped from the report the month following the Status change.  The report assists in monitoring ICT cases to ensure ICT assessments are completed timely allowing recipients to begin receiving services locally as soon as possible.

Report Versions
ICT Detail – Detailed listing of all ICT cases associated with a Worker

Summary by District Office – Summary for the number of ICT Received and/or Sent to the reported District Office in a County in the report month

Summary by County – Summary for the number of ICT Received and/or Sent to the reported County in the report month

Summary by State – Summary for the number of ICT Received and/or Sent Statewide in the report month

Report Scheduling

The Summary by County version of this report is generated automatically as part of the monthly batch process.  Once generated, users may view this report by accessing their own county specific folder located in the ‘County’ folder within Public Folders.

Counties may also continue to scheduling their own report.  When scheduling, do not use the automated recurring features in Reporting.  
This report requires date parameters.  Refer to the CMIPS II training material, Module 14, Schedule a Report in Advance section to schedule this report individually.
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