CalSAWS | Quick Guide - Skipped Issuances

Purpose: The purpose of the CalSAWS Quick Guide is to provide the end-user with functional
instructions on processing the Skipped Issuance Report in CalSAWS.

The CalSAWS Quick Guide can be used as a training medium for the following situations:

e For displaying CalSAWS functional processes and changes
e To summarize and repeat key points from a Web-Based Training (WBT) or Job Aid

The CalSAWS Quick Guide may include functional instructions, as well as screenshots from the
System. It may highlight new functional processes, pages, page sections, fields, drop list values,
efc.

Topic: Skipped Issuances

Skipped Issuance definition:

An issuance skips in nightly or monthly batches when all criteria necessary for the issuance are not
met. For example, an active CalWORKs case that does not have an assigned payment method does
not issue benefits and appears on the Skipped Issuance report the next day. The Skipped Issuance
report is your tool for identifying cases where benefits were not issued.

The Skipped Issuance Report:

Users with appropriate security rights can retrieve the Skipped Issuance Report daily to assist in case
management. How you receive the Skipped Issuance Report will depend on your county’s process.

The Skipped Issuance report has seven tabs:

e Type Summary — Displays summary numbers in the report including the number of skipped
issuances by Type of Skipped Issuance, Category and Reason with totals
e EDBC - Actionable — Displays the EDBC determined program benefits that require worker
action to resolve a skipped issuance
e EDBC - Informational — Displays programs which are set to discontinue for the following
reasons:
o Periodic Report is Incomplete
o Periodic Report was Not Received for the Reporting Period
o Redetermination/Recertification was not received for submit month
o Homeless Payment already issued
Payment Request — Displays information on Service Arrangements that have not been issued
Recovery Accounts — Displays recovery account issuances/refunds that have not been issued
Reactivated Expungements — Displays reactivated expungements that are not posting due to
skip issuances
e Auxiliary — Displays Auxiliary issued issuances that require action to resolve a skipped issuance
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CalSAWS |Skipped Issuance Report

Run Date: JUN-07-24 01:59 AM
Date: 06/06/2024

I

Type Summary [+

Total Count Total Amount

EDBC — Actionable Total: | $561,903.00
EDBC - Informational Total: $111,947.00
Payment Request Total: $7,500.00!
Recovery Account Total: 0.00
Reactivated Expungement Total: | $0.00
Auxiliary $0.00!
Grand Total: 1352 $681,350.00)

Skipped Reason $

y
- [Catepory - [Reason - | Total Count - | Total Amount -
Supplemental Benefit Child Placement Does Not Match 8 $61,224.00
Placement/Payee on
Authorization Record

L. TN 1 . Amaca nnl

| Pa— PRI
Type Summary | EDBC - Actionable EDBC - Informational Payment Request Recovery Accoun ...

More than one skip reason can apply to a program at the same time, but the Skipped Issuance
Report only displays one skip reason at a time. The issuance will continue to skip, and the case will
remain on the Skipped Issuance report until all skip reasons are addressed. For example, if a case is
on the Skipped Issuance report for no Payee on Tuesday and you resolve that issue, but do not
update the pending verifications that are past due the case will be on the Skipped Issuance report
on Wednesday for that reason.

Once a case is on the Skipped Issuance Report all causes of the skip must be addressed before the
case is removed from the report. Otherwise, the case falls off the report, for the impacted program,
at six months after the last EDBC run.

The Skipped Issuances job aid contains the Skipped Issuance Report Table, which provides a list of the
skipped issuance reasons, the cause of that skip reason and what corrective action to take. It is
suggested that you use the job aid while reviewing your skipped issuances.

The EDBC Actionable Tab:

| The EDBC Actionable tab provides -a list of cases that require action. These are cases that have not
issued benefits in batch as expected and the worker should update the System to allow for benefits
fo be issued. Such as:

e No Payment Method Assighed
e Payee Mailing Address Cannot be Determined
e Primary Applicant Does Not Exist for the Month

The EDBC Actionable tab helps identify the case and reason for the skip by referencing the Case
Number, Reason, Program, Submit Month, and Benefit Month columns. If multiple months have been
skipped there are mulitiple records for that case and program.

The EDBC Informational Tab:

The EDBC Informational tab provides a list of cases that have impacted benefits, but there is no
action the worker can currently take to correct the issue. Such as:
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Periodic Report Incomplete

Periodic Report Not Received for the Reporting Period
Redetermination/Recertification Not Received for Submit Month
Homeless Payment Already Issued

The Payment Request Tab:

The Payment Request tab provides a list of cases with Service Arrangements that have not been
issued. The Foster Care, Kin-GAP and Adoption Assistance Programs skipped issuances are found on
this tfab. Common skip reasons are:

e Vendor is suspended
e Payment Hold Exists on Foster Care Program
e Child Placement Does Not Match Placement/Payee on the latest accepted and saved EDBC

The Recovery Accounts Tab:

The Recovery Accounts tab provides a list of Foster Care related skipped issuances related to refunds
or spend down transactions that are skipped due to missing information such as:

e Aid Codes Does Not Exist on Authorization Record
e Payment Hold Exists on Foster Care Program
e Primary Applicant Does not Exist for the Benefit Month

This is not an exhaustive list of potential skip reasons. Depending on your County’s process this tab is
typically used to review cases for refunds or spend down issues.

The Reactivated Expungements Tab:

When you reactivate a dormant or expunged EBT account and there is an expunged balance owed
fo the customer the EBT vendor sends that amount to the reactivated card. That issuance is listed on
the Reactivated Expungements tab.

The Auxiliary Tab:

Auxiliary Issuance records are a form of Authorization that allow a benefit to be issued when it cannot
be accomplished via EDBC. Similarly to EDBC issuances, the System will skip an Auxiliary Issuance
when required information is missing to create the issuance such as no aid code or no Payee is
assigned on the case.

The steps below outline the process of retrieving the Skipped Issuance Report.

1. Place your cursor over Reports on the Global navigation bar and select Scheduled from the
Local navigator
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CO |SAWS [ rournal [ 1asks @) elp [F] Resources [[J] Page Mapping [ imaging [ Log Out

San Bemardino Case Info Eligibility Empl. Child Care  Resource Special Client Admin Tools
TR1 Services Databank Units Corresp.

Welcome, Jayna Longstreet! SAN BERNARDINO On Request m

Worker ID: County: Case Number: Scheduled

36 - San Bemardino v Submit

Business Intelligence

Release 21.03-Releas tes CalSAWS

Release Note Report CalSAWS

2. Click the Fiscal link on the Task navigation bar. The Report Search page refreshes.
3. Enter Skipped Issuance Report in the Title field, add additional search criteria as applicable,
such as a date range to limit the search results, then click the Search button

CO'SAWS [ oumal Td-.u-. @ Help @ Resources mmu.- Mapping [Fg Tmaging Blnu out

San Be’:a'di"° Case Info Eligibility Empl. Child Care Resource Fiscal Spedal Reports Client Admin Tools
SYS1 services Databank Units corresp.

Scheduled Report Search

Title: Description:
Administrative
Isklpnec Issuance Report] v |

Case Activity

Program: Frequency:

vl

Employment Services

Report Date Begin Date: Report Date End Date: Aid Code:
state I 18 (4
Resource Databank Run Date Begin Date: Run Date End Date:

Special Units ® J I

Results per Page: [25 v

4, Click the Title hyperlink for the Skipped Issuance Report record
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CO'SAWS [ rournal Tasks @unlp j Resources [[J] Page Mapping [ imaging Blog Out

San Bernardino Case Info

2 Eligibility Empl. Cchild Care Resource Special Reports Client Admin Tools

Services Databank Units corresp.

Scheduled Report Search

AAminisratve » Refine Your Search

Case Activity

e Search Results Summary Results 1 - 1 of 1

Title Program Aid Code Report Date Run Date

Resource Databank
Special Units Skipped Issuance Report 12/30/2023 04/17/2024

This Type 1 page took 0.45 seconds to load.

5. After clicking the hyperlink, a pop-up displays allowing you to Open or Save the report; the
report opens as an Excel document

CalSAWS |Skipped Issuance Report
San Bernardino

Run Date: JUN-07-24 01:59 AM

Date: 06/06/2024

Type Summary ()
Total Count Total Amount

EDBC ~ Actionable Total: | $561,903.00
EDBC - Informational Total: $111,947.00]
Payment Request Total: $7,500.00!
Recovery Account Total: 0.00
Reactivated Expungement Total: | $0.00]
Auxiliary $0.00
Grand Total: $681,350.00

Skipped Reason Summary
. |Category - }Rcason . |Total Count = ‘Iolm Amount

Supplemental Benefit Child Placement Does Not Match 8 $61,224.00
Placement/Payee on

Authorization Record
Lmes e eas I

I= \ PRSP T .
Type Summary | EDBC - Actionable EDBC - Informational Payment Request Recovery Accoun ...

Click on the tab(s)to review cases for your job function.

Common Skipped Issuance Scenarios and Resolutions - EDBC Actionable Tab

1. Postponed Verifications Have Not Been Received — This skip reason appears on the EDBC
Actionable tab and is specific to the Expedited Service CalFresh program. It displays when the
postponed verifications are past due and have not been received.

Scenario: Expedited Service CalFresh was approved for Calvin Smith with postponed verifications.
The due date for the postponed verification has passed and the verifications have not been
received. The worker reviews the Skipped issuance Report on- and the Calvin Smith case is listed
with a skipped issuance reason of Postponed Verifications Have Not Been Received. The worker
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reviews the case and finds the verifications were received, they navigate to the CalFresh Detail
page and update the Postponed Verifications Received drop list and update the appropriate
data collection pages. The worker then runs EDBC, then accepts and saves the EDBC results. The
next day the worker checks the Skipped Issuance Report the next day Calvin Smith’s case is no
longer on the report.

2. Payee Does Not Exist for the Benefit Month — This skip reason displays on the EDBC - Actionable
| tab when there is no Payee role for the benefit month for the latest accepted and saved EDBC.-

Scenario: Pamela Prester’'s CalWORKs program appears on the Skipped Issuance Report because
there is no Payee for the benefit month. The worker navigates to the CalWORKs Detail page in Edit
mode and adds the payee for the benefit month. The worker then runs EDBC for the skipped
issuance month, then accepts and saves the EDBC resulis.

3. Periodic Report Does Not Exist for the Reporting Period — This skip reason displays on the EDBC -
Actionable tab if the previous Periodic Report was not sent. It can also occur due to conversion or
when a Periodic Report is not fully processed and left in Received status.

Scenario: The worker reviews their Skipped Issuance Report. Jasmine Steven's CalFresh case is on
the report with the reason of Periodic Report Does Not Exist for the Reporting Period. The worker
verifies the Periodic Report Submit Month on the Skipped Issuance Report and checks the journal
to see if the Periodic Report was processed. Seeing that a report was not generated or
processed, they generate the Periodic Report and send it fo the customer. Once the customer
returns the completed Periodic Report the worker marks the Report as Reviewed-Ready to Run
EDBC on the Customer Reporting Detail page, runs EDBC, then accepts and saves the EDBC.

4, Redetermination/Recertification Does Not Exist for the Reporting Period — This skip reason displays
when the Redetermination/Recertification was not sent.

Scenario: The worker reviews their Skipped Issuance Report. Evie Jacob's case is on the report
with the reason of Redetermination/Recertification Does Not Exist for the Reporting Period. The
worker verifies the Redetermination/Recertification Report Submit Month on the Skipped Issuance
Report, checks the journal to see if the Redetermination/Recertification Report was processed.
Seeing that the packet was not generated, they generate the Redetermination/Recertification
packet and send it to the customer. Once the customer returns the completed packet and
completes the required interview the worker marks the Redetermination/Recertification as
Reviewed-Ready to Run EDBC on the Customer Reporting Detail page, runs EDBC, then accepts
and saves the EDBC.

Common Skipped Issuance Scenarios and Resolutions — EDBC Informational Tab

1. Homeless Payment Already Issued — This skip reason displays when Temporary Homeless benefits
are entered incorrectly.

Scenario: The worker reviews their Skipped Issuance Report on the EDBC Informational tab and
finds Bob Sanchez’'s case with a skip reason of Homeless Payment Already Issued. The worker
reviews the Homeless Assistance Detail — Temporary page and identifies that unknown was
selected in the Verified and the CW 74 Received sections which is the cause of the skip. The
worker navigates to the Homeless Assistance Detail — Temporary — Payments page in edit mode,
then selects yes, no, or good cause from the CW 74 drop list and saves the page.

2. Periodic Report Incomplete — This skip reason displays when a customer submits a periodic report,
but it has been marked incomplete.
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Scenario: The worker reviews their Skipped Issuance Report after main payroll. On the EDBC
Informational tab and finds Samuel Dupont’s case with a skip reason of Periodic Report
Incomplete. The worker reviews the submitted periodic report and identifies it is missing income
verification. The worker contacts the customer, the customer then submits the missing income
verification. the worker marks the Report as Reviewed-Ready to Run EDBC on the Customer
Reporting Detail page, runs EDBC, then accepts and saves the EDBC.

3. Redetermination/Recertification Not Received for Submit Month - This skip reason displays when a
customer does not complete their Redetermination/Recertification.

Scenario: The worker reviews their Skipped Issuance Report after main payroll. On the EDBC
Informational tab and they find Becca Cassidy’s case with a skip reason of
Redetermination/Recertification Not Received for Submit Month. The worker reviews the case and
finds the Redetermination/Recertification packet was not returned and the customer did not
attend their interview. The worker contacts the customer, the customer then submits the missing
Redetermination/Recertification packet and completes the interview. The worker marks the
Redetermination/Recertification as Reviewed-Ready to Run EDBC on the Customer Reporting
Detail page, runs EDBC, then accepts and saves the EDBC.

Common Skipped Issuance Scenarios and Resolutions - Payment Request Tab

1. Child Placement Does Not Match Placement/Payee on Authorization Record — This skip reason
displays on the Payment Request tab when the child placement record on the Foster Care
program does not match the Payee on the latest accepted and saved EDBC.

Scenario: Joe Parson’s Foster Care case is on the Payment Request tab with a skip reason of Child
Placement Does Not Match Placement/Payee on Authorization Record. The worker navigates to
the Child Placement Detail page, verifies the placement information and the date the change in
placement was effective. The worker then runs EDBC for the month the placement change
occurred, and forward months.

These examples are not all inclusive of possible skip reasons and actions to be taken. There may be
skip reasons not identified on the report, such as EBT submission errors or all EDBC results not
accepted. Follow your county’s policy and procedures for processing skipped issuances.
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