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I. INTRODUCTION

A. Intended Use

This manual is intended to be a desk reference for WARDS users. It is not intended to be the
sole source of information on policies and procedures related to WARDS. For full policies and
procedures, see Prevention and Protection Services’ (PPS) Policy and Procedures Manual

(PPM). You will find references to corresponding PPM sections throughout this manual.

B. History

Many youth who are in the custody of the Secretary for out-of-home placement receive, or may
be eligible for, various benefits. DCF can initiate procedures with appropriate agencies to help
clients receive benefits, and/or request to become payee of these benefits to help with the client’s
cost of care. When DCF becomes payee, these benefits are managed through the WARDS
system. WARDS is a database; the system was named WARDS due to children in foster care

being wards of the State.

Historically, expenses for clients in WARDS had to be manually imported from SCRIPTS. This
process is now automated. When a worker approves a deposit, if expenses for that service month
are in SCRIPTS, they will automatically show in WARDS. When additional expenses are later
imported into SCRIPTS, any expenses for previously approved deposits will also appear in
WARDS.

The current version of WARDS is programmed in Visual Basic.Net 2012 and uses SQL server as
a database. Special instructions must be followed when installing WARDS on a new computer so
updates to the program are received automatically. See Appendix A of this manual for IT

instructions.



C. Format

Part Il of this manual provides an overview of navigation in the WARDS system. You will find
tips on how to navigate in the WARDS system, as well as pictures and brief descriptions of the
primary screens. If you are new to WARDS, follow along in this section for a quick tutorial.
Note that different users have access to different screens, so some of the screenshots might not

match exactly what you see on your screen.
In Parts 111, 1V, and V, you will find detailed instructions on specific actions in WARDS.

Note the following icons in section Il and IV:

@ The “STOP” icon offers a warning not to do something, along with an explanation as to
why;

@ The “pause” icon reminds the user that an action is permanent and suggests that you
think twice to make sure you are certain before you complete the action.

Throughout the manual, you will see references to, or excerpts from, the PPM. These are only
for your reference and are not intended to be a substitute for being familiar with the full policy

and procedure.

Several appendices at the end of this guide have been added to assist in your work with WARDS

and will be referenced throughout the manual.



II. THE BASICS

A. Installing WARDS

The current version of WARDS is programmed in Visual Basic.Net 2012 and uses SQL server as
a database. Special instructions must be followed when installing WARDS on a new computer
S0 updates to the program are received automatically. See Appendix A of this manual for IT
instructions.

B. Signing In
You were given a Login Name and Password. This is what you want to enter on the login
screen.

Forgot your password? A WARDS user assigned an administrator role (possibly your
supervisor) can reset your password.

-

! User Login 3

Login Name: denise

FPassword: |[]]]]

Ok ] ’ Cancel

C. Opening Screen Menu Options
After you enter your login name and password, click <OK>; you will see the WARDS opening
screen. At the top of the screen you will see this menu...

Transactions Reports Maintain  Tools Batch Process Help Window  Exit

This menu is visible even when you have menu items open in WARDS. A menu option is
selected by clicking on the title.

o waros I
Transactions | Reports Maintain Tools Help Window  Exit

" Approve/DisfApprove




When you click on the Transactions tab, clicking on Approve/DisApprove will open a new
screen. Close the screen by clicking the black “X” in the upper right corner of the screen.

o

@ Clicking on & in the upper right corner of your screen will close WARDS.

Here is a brief overview of what is in each tab on the main menu (from left to right).
Note: These options are what a regional staff user would see on their screen. Additional menu

items are available to DCF Administration users and are explained in Section V.

Transactions

=2 warDs

Window  Exit

Transactions | Reports Maintain  Tools Help

Approve/DisApprove

Approve/DisApprove: This screen allows the user to review information about a client’s
incoming deposits and expenses. Deposits and expenses show a status of pending until
the worker approves or disapproves them. Also on this screen are episodes where DCF is

representative payee of the client’s benefits and any child specific notes.

Reports

% wARDS

Transactions

Maintain Tools Batch Process Help Window  Exit
Finance r
Clients b
Users Report




Reports | Clients offer users a variety of ways to organize information- by region, by
deposit/expense status, by total balance range, etc. These reports are useful in ensuring
that deposits/expenses are approved in a timely fashion and ensuring that account
balances stay within the appropriate limits (see PPM 5928 for information on balance
limits). This option also assists the user in completing Representative Payee Reports.

See section IV — How To-Regional Office Tasks for details on reports available.

Maintain

Transactions Reports | Maintain | Tools Batch Process Help Window  Exit
Clients

Users
File Paths
Account Types

The Clients screen is used to enter new clients into WARDS, change the start/end dates
that DCF is Rep Payee, or change worker/county/region information.

The Users screen is used to manage workers’ access to certain regions, their roles,
password, etc. This is where a user would change their password. Only Administrator
roles have access to update other users.

File Paths and Account Types are screens used by the System Administrator.

Tools

Transactions Reports Maintain | Tools | Batch Process Help Window Exit
A/c Balance
Workers Activity Log
Capture Screen

Alc Balance allows the user to review a client’s account balance(s) for a specified date.
Workers Activity Log (available to administrators only) allows the user to view a
particular user’s activity in the system. Capture Screen allows user to e-mail a screen

print.



Help

o5 WARDS

Transactions Reports Maintain Tools Batch Process | Help | Window  Exit
User Guide |
About...

Access to the WARDS User’s Guide can be obtained any time you are logged on to
WARDS by selecting Help | User Guide.

Window

This option displays a list of all open windows. If you don’t have any windows open,
there will not be any items in the list. If you have multiple windows open, you can

navigate between them by selecting them from the list.

Exit

Clicking Exit will close the WARDS database.

D. Maneuvering Open Windows
There will be times when you are working in WARDS that you may wish to look at one screen

while entering information in another. It is possible to have more than one screen in WARDS
open at the same time. You can move between screens by choosing the menu option “Window”
and selecting the desired screen.

You can also move a screen around by placing the mouse cursor on the bar at the top of the

windowy [ “&] hold the left mouse button down and

drag the window to a new location on the screen.

10



E. Date Displays

1. Changing Dates
Reports and other functions in WARDS allow the user to select a date. The standard date

default will be the current date. There are three ways to change or select a date...

a) Typing

Batch Date - 3/ 7/2016 g

Place your cursor on the first digit of the date field, type in the new number.

b) Calendar

4 August, 2016 »

{ Sun Mon Tue Wed Thu Fri Sat
211 2 3 4 5 6
7 8 9 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31 1 2 3
4 5 6 7 8 9 10
[ | Today: 8/10/2016

Click the pull-down arrow to the right of each date field to have a calendar appear; use
left right arrows to change month and/or year, once month displays click on the date to

select the date you desire.

2. Pre-filled Dates

Check Dates Between |7/1/2016 |Ed Onue And [7/31/2016 |8 (o

When you need to edit a date, for example to start a rep payee period, the start date will
be pre-filled. Any pre-filled dates can be changed following the guidelines above for

changing a date.

Other date fields, like the “To” date in the example below, will have a date displayed but
it will be dimmed. If this dimmed date is desired, clicking the checkbox will make it
appear as a non-dimmed date in the field. If the dimmed date is not selected, leaving it

dim means the field has no date present.

11



Running Reports

1. Selecting Report Criteria - Each report has its own criterion which allows you to
filter the results displayed. The various options you may see are:

Perind Date From: |7/1/2016 |H T [7/31/2018 |28
worerd [ AL V] Search By:

Search String:  |Smith | Select Client{s): [SMITH Iv; ROOSEVELT, Client I »
Ar Category: [Regular, Mon RO, Dedigted | Sort By:

Date Range: Select by typing or calendar feature.

Worker ID = ALL or specific worker.

Search by: = Client Last Name, Client ID or SSN.

Search string: Enter search to narrow results ie: Client Last Name = Smith
Alc Category: ALL, Regular, Non RD or Dedicated

Sort By: Can Sort Selected data by Client Name, Client ID or SSN

Some reports will allow you to select a date range, as displayed above. Other
reports require you to select a single date—the information displayed will be
as of that date in time. See Section Il.E for how to change a date field in
WARDS.

To run the report on one or more selected clients, click on arrow beside
Select Clients, check the ALL or specific Clients you wish to see on the

report. Tab to next field.

Ac Category: [Regular, Mon RD, Dedimt=d | =
[ [Select All)
Last hame ] Regular
Search By: [ Non RD
55N [ Dedictad

12



Seleda Client s): ISF\-‘I]._I'I—| I, ROOSBEVYELT, Client I(I il

Sort By:

Client Name
Sort By:
55N

COdiseaelect A} -
COSKITH II. TREVELLE ., i
FlShMITH v, ROOSEVELT,
FlSMITH IR, BRLAM K, Client
[ SMMTHIR, SHMWM Client
1 SHMITH IR, CURTIS, Client
|—|(cn.n—n_. 1w wE s

-t

Select the criteria you desire and click <View Report>. | M= fspert |

This runs the report. The report will display in a window using Internet Explorer.

2. View Report/Cancel Report

When a Report is loading after clicking on ‘View Report’, while data is being
gathered based on the search parameters, a popup window will display as follows:

Home = BPS = Wards > 28 - Transaction Detsils

Home | My Subscriptions | Help

Period Date Fram: = To:

Select Worker: ~ Search By :

Search String: ]

Select Client{=): [

£ EmEme I Sortey:

s

& Loading...
s g

Cancel

If the user wants to cancel the action, they can click on ‘Cancel’ in the popup window.

™ Loading...

Cancel

The search will be discontinued and the screen will redisplay ready for a new set of search

parameters to be selected.

13



Home = PPS = Wards = 26 - Transaction Details Home | My Subscriptions | Help

Period Date From: | o i
Select Worker: v Search By: v
Search String: | Select Client(s): | v
Ac Category: | [v]  sortsy: v
—
4 4 of0 b Pl v Find [Next B+~ @& &
3. Saving a Report - After running a report, the report will open in a new window.

This window offers options such as printing or saving the report.

- @ &

(Right side of tool bar.)

Printing the Report

‘!I-.:-" * ';Eh D

*ML file with report data

5V [comma delimited]

POF

MHTIL (web archive]

Excel

[ TIFF file
Word
Save to PDF | :
(Right side of tool bar.)

Do you want to open or save 05 - Check Register.pdf from sqlrs1? Open Save | T Cancel
The 27 - Client Transactions by Service Month.pdf download has completed. Open |~ Open folder View downloads

Note where the report is saved so you know where to retrieve it.

d- 4 & B
ML file with reportdata
SV [comma delimited)
oF
MHTML [web archive]

] Eecel

{ TIFF file

Save to Excel D

(Right side of tool bar.)

14



Do you want te epen or save 05 - Check Register.xlsx from sqlrs1? Open Save |v¥ Cancel

The 26 - Transaction Details.xlsx download has completed. Open |~ Open folder View downloads

Note where the spreadsheet is saved so you know where to retrieve it.

4. Closing a Report
Click the Exit button to close the report. Note that clicking on the “X” in the

-

Client Report Window will also close out the report.

G. Searching in WARDS

Various screens in WARDS allow you to search for a person. Here is the search feature on

the Approve/Disapprove screen:

Search Client By: For

By clicking the pull-down menu for “Last Name” you see the various search options:

Search Client By: |KAESCES L »| For 2

Last Name

First Mame - ) N
Last Name KAESCES Id Client ID SSNE
SENE

If you select the menu item and leave the ‘For’ blank the entire list with the complete search

parameters will display.

Example:

Checked ‘Client List with Pending Transactions Only’

Selected “Search Client by’: ‘KAECSES ID’ and left search parameter ‘For’ blank.

List populates below search parameters in ascending numerical order with all data matching

the parameters.

15



[T Active Clients Cnily

[T show me only my cases

lient List with Pending Transactions Only

Search Client By : KAESCES I ~ For

Last Mame

SAaLInNAaS IR

First Mame

Client I

0000245247

HANCHETT ELIZABETH A oo0010123132 AZ=ZSTE
MOORE BRAMDOMN kK ooO01L0299632 Si4111
LY JESSICA 0001182550 S151=4
SAMDBOTHE ... | TREY 0001208438 S12137

When you type in the field “For”, entries matching your criteria will appear in the space

below.

Example:

Checked ‘Active Client Only’

Selected ‘Search Client by’: ‘Last Name and entered search parameter ‘For’ as a ‘c’.
List populates below search parameters in ascending alphabetical order with all data

matching the parameters.

Suctive Clients Only
[ sShow me onlby my cases

[T —lient List with Pending Transa ctiorns SOl

First MNarme

Search Client By : For <

Last MNarme - Client IDy sSSP -

OOOZ1Z2 1987

CAL D ERCMN

IO AT HAN

oOo0O1SSzezs

Si1sS=1=

L= NI NPT PR

COLE O

O0O01L=TSAT ST

S1S5150

L= NS 4 ]

FAMIEMN

ooozZzosSsss

Szaza7

CaArMPs IR

AR

0002291120

si1zzos|

e B Os

AL ErAa D ER

oooz=1as9sS

S=21F 11

H. Sorting in WARDS
All tables that appear on the screens of WARDS have columns that are sortable. In this
example using the Deposit Details Report, ‘Sort By’ Client ID was selected. The report
will sort first by Region, then Client ID. ldentifying a column that is sortable can be done
by looking for the arrow to the right of the label.

16



Home = PPS = wards = 15 - Deposit Details

Dates Betwean: [77172015 | And: [77ai72018 |

Select Worker: [ ALL - Region . AL ~
Search By [Ciiert 1o -~ memrah mteings || |
select cllentcs): (000000000, briton. Briton. SSn|~] Deposit Status: [Approved. Disapproved. Pandingan]

sort By: [Ciimnt 10 <

i« [ Joras B+ i [Goo=a ~] ] Find | Mot e, - 2 oG B
Deposit Details Between 7/1/2015 and 7/31/2016
E S Vvorker: ALL
Kansas s

Sorted By: Client ID

East
County Hame = ClientlD = ssH = Clent Hame = Type Entry Status = Dep. Date From Date End Date Amount Approved

In this example using the ‘Approve/Disapprove’ screen by clicking the “Depo Date”
heading again, the table becomes sorted by deposit date, oldest to newest.

Deposits List Pending Deposits Only

Depo Date Depo Amt Approved Amt Deposit Alc Manual/Direct Serv Month From Serv Month End Status

9/3/2015 $250.10 30.00 |SSA Dirsct 9/1/2015 9/30/2015 Pending

I. User Roles
Following are the roles available for use in WARDS. For all users, access to one or more
region can be assigned:

Regional Office Viewer — View only access to menu options available to a Regional Office
User.

Regional Office User — Update capability for approving/disapproving transactions and
maintaining client information. Menu options available are Transactions, Reports, Maintain,
Tools, Help, Window, Exit.

Regional Office Administrator — Same access as Regional Office User PLUS can add new
users to the system. When assigning access to regions, can only assign access to regions for
which they have been granted access.

DCF Office Viewer — View only access to menu options available to a DCF Office User.
DCF Office User — Update capability for approving/disapproving transactions, maintaining
client information, and performing batch processes. Menu options available are
Transactions, Reports, Maintain, Tools, Batch Processes, Help, Window, Exit.

DCF Administrator — Same access as a DCF Office User PLUS can add new users to the
system.

Power User — Complete access to all system menus; reserved for the WARDS Administrator
and programmer.

17



II1. USER MAINTENANCE

A. Add New User

To add a new user: (NOTE: only Administrator roles allow this function)

1. Send the Business Help Desk (DCF.HelpDeskBusiness@ks.gov) an e-mail with the

following message: Please allow (user name and Outlook e-mail address) access to
WARDS system and updates (add to “WARDSApp’ group).
2.In WARDS, select Maintain | Users

Maintain | Tools Batch

Clhents

Users

File Paths
Account Types

3.Click <New>. A window opens to enter the new user’s information.

e

o5l Users =
d New |l Edit @] Delete (@] Save [@] Cancel | ] Search [gl] Exit
Last Name: Fhipps Role: [Regional Office User -
First Name: G Denise Access to Regions
S - [[] East
Email: iise.Phipps@dcf.ks.gov [C] Kansas City
. - I:l West
Login Name: gdenise D Wichita

Login Passwaord; *¥%%sss

B s

Active

Confirm Password:

Last Name = Enter last name as it appears in Outlook

First Name = Enter first name as it appears in Outlook

Email = Enter Outlook email address

Login Name = Enter Alias as displayed in Outlook Address Book

Login Password = no restrictions

Confirm Password = type password again; must match first attempt

Active = If this user is an active user, check the box. Active means the user is
using WARDS.

18
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Role = See Section |1 for definition of the various user roles available.
Access to Regions = Check the regions this user needs access to. The
administrator entering a new user into WARDS cannot assign more
regions than they have been assigned.
4. Enter user information. Click <Save>.

5. Close the popup box Click <Exit>.

Once ITS has confirmed access to WARDS, ask your local IT staff to set the new user up
with the WARDS icon. See Appendix A for instructions for local IT staff.

B. Change Password
All users can maintain their own userid in WARDS, changing the password or name spelling,

for example. If a user forgets their password and is unable to sign on to WARDS, an

administrator can assign a new password to a user.
To view or edit a current user:

a. Select Maintain | Users

b. Click <Search> to locate the user.

c. With user showing on screen, click <Edit> to make changes.

needed changes. Click <Save> to save your changes, or <Cancel> to exit edit mode

without saving any changes.

C. Worker Caseloads
The WARDS worker assigned to a case is established on the Maintain | Clients screen. See
section 1V for how to add, edit, or view an existing client record; this screen is where you
would add or change the worker assigned to the case.

To view a listing of all cases and worker’s assigned, view Reports | Clients | Client List. Run
the report for your region and then save it as a spreadsheet to sort and view workers assigned
to each client. See Section IV.C for details on how to run reports.
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IV. HOW TO -REGIONAL OFFICE TASKS

This section contains instructions pertaining to tasks performed by the regional office user. DCF
administration users’ duties will require some of these same instructions. For more information
on DCF administration tasks, see section V of this manual.

A. Client Records

1.Add New Client
Regional office staff or DCF administration staff may enter a new client into WARDS.

Often, DCF administration will be notified by the bank of a direct deposit request from

Social Security. This is called a bank “pre-note” and is often the first indication that direct
deposits will begin for a client. When a bank pre-note is received by DCF administration, the
client is entered in WARDS. Regional office staff may also set up a new client in WARDS.

a. Select Maintain | Clients

Maintain | Tools Batch
| Clients

U=sers
File Paths
Account Types

b. On the screen that opens, click New.

g =
J Edit | Delete |3 Save |4 cancel [g] Search [gf Exit

c. Fields will become enterable, but client information is taken from SCRIPTS. All that

needs to be entered is the client ID...

i. Enter

Client 1D without leading zeros
ii. Hit <tab>
(the system will check SCRIPTS); if there is a match, WARDS will populate the other
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fields with the client’s information. If no match is found, client needs to be added to

SCRIPTS before proceeding.

. When the
client is age 18 to 20 the system will display the message, "Warning- Client is age

18 to 20. Do you want to add this client? Press "Yes" to continue or "No" to exit.”

WARDS S

Warning- Client is age 18 to 20, Do you want to add this client? Press
l % Yesto continue or Mo to exit.

Yes | | Mo |

- If client
is found but is over the Age of 21 a popup box opens with the error: ‘Client is 21 or

over. This client cannot be entered’.

WARDS

IQI Error- Client is 21 or

T ettt ettt ettt e e e e e e e e e et e e e et e et e et ana e e e e e e e eeannnnnaaeeees Select
a Worker from the pull-down menu. If worker is not shown in the pull-down menu,
add worker to Maintain | Users and then proceed.

IV ettt A
Social Security office is chosen by the system based on the county of court
commitment. If a different Social Security office applies, make that change from the
pull-down menu. If this client’s benefits are not from Social Security select “none”.

1725 Click

<Save>.

d. On the Rep Payee section, the system assigned a county and region based on referral

information in SCRIPTS. If this needs to be changed, click <Edit> to make changes.
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Rep Payee
E New E Edit

County Region Start Date EndDate

e. If a current child support order exists, information pertaining to the order can be entered
by clicking <New> in the CSE Information section. A screen will open for child support

details. See PPM Section 5929.B for policy regarding child support.

| save |4 Cancel

Start Date: BEl/25/2013 [E~ End Date: [O] 1/25/2013 =
Order#: AFPerson No.: _
Fees: | 0 Case MNo.:

Court Order To
SSAID: *

f. Click <Exit> when finished.

2. Edit or View an Existing Client Record

Tran=zactions Reports | Maintain | Tools

Clients
Users
TR Select
Maintain | Clients
D e Search
and locate the desired client record.
"o Clients =1

la] New [@] Edit [f] Delete |2 Save | Cancel [@] Search IE Exit

22



o3P With
the selected client’s information displayed on the screen, click <Edit> to make changes

to the client details.

o TP OUUPPTTOPPPRT Click
<Save> to save your changes, or <Cancel> to exit edit mode without saving any

changes.

3. Enter a Minimum Balance
When a minimum balance is entered, that amount will be conserved and not used to reimburse

the agency for expenses. See PPM Section 5928.E for policy regarding setting a minimum
balance.
PP PPT PPN Goto
Maintain | Clients
D, et et e e e — e e e e e e e s —ra e e e e e e e n i rrraaaaes Click
<Search> to locate the client.
o With
client information showing on the screen, click <Edit>.
0 Enter
the minimum balance in the box for the appropriate funding source (SSI or SSA).
B ettt ettt oo et et e e eetaa e eeeetaa e eeeetaaeeeeetha e eeeeeaa e e eeeeta e eeetta e e eeeaa e e e eenn e e eeann s Click

<Save> to save the change.

@ It is easy to forget a minimum balance has been set. Several reports display a client’s
minimum balance, including the Client List report. It is important to periodically review
minimum balances set for clients in your caseload and confirm they are still needed. If
ever it appears approved expenses are not being reimbursed to the agency, check to see if
a minimum balance has been set. Removing the minimum balance will allow the system

to reimburse DCF once again.
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4. Add New Rep Payee Date

Any time DCF is made representative payee of a benefit for a child in DCF custody, a new
Rep Payee date is entered in WARDS. It is these start and end dates that allow certain
functions within WARDS to occur, i.e., a deposit can only be approved if the transaction date
of that deposit falls within a Rep Payee episode.

T Go to

Maintain | Clients

D, e e Search
and find the client. Rep Payee
[ New |8 Edit
County Region Start Date EndDate

oS In the

Rep Payee section of the screen, select the segment you need to update and click <edit>.

OR

If you need to enter a new segment, make sure all previous segments are ended and click
<New>.
d. Clicking “New” or “Edit” will open a screen on which you can make the needed changes.

e. Once changes have been made, click <Save>.

5.Ending the Rep Payee Period
a. Importance of Entering Rep Payee End Dates

When DCEF is no longer representative payee of a benefit, an end date needs to be entered
for the current Representative Payee episode. This end date to a Rep Payee period is very
important for tracking benefits and for audit purposes. When an end date is present, the
system knows not to distribute interest to that account because the balance will be returned
soon. The end date also assists the user because the system will not allow the user to
approve a deposit which is received after the end date. [If the user wants to approve a
deposit received after an end date has been entered, the user can remove or change the end
date and then approve the deposit.] The end date to a Rep Payee period also assists
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supervisors and workers in knowing worker caseload; when an end date is present the case
is not considered “active” by the system.

(Note: When a Rep Payee end date is present, the Client List report will not display the
client when the option “Active Cases Only” is selected and the run date of the report is
after the Rep Payee end date. On the Approve/Disapprove screen, the client will no longer
be displayed in the client list when “Active Clients Only” is selected and no pending
transactions exist.)

b. Deciding What End Date to Use
The Rep Payee period shall end at the end of the month...

¢ in which DCF is no longer eligible to be representative payee of the benefit (e.g., the
child returned home, was released from DCF custody, or was transferred to JJA or
tribal custody) . When the benefit is from Social Security, a GSO Reporting Form,
PPS-5928, shall be completed; see PPM section 5928 for details on when the form
is completed; or

e when a letter is received informing there’s been a change in payee (ex. placed with a
relative and Social Security made the relative payee) ...

whichever comes first.

For Social Security benefits, there may be timing issues and Social Security may continue
to send DCF benefits after we are no longer eligible to be payee and you have entered an
end date to the Rep Payee period. Sometimes the benefit is for past months when the child
was out of home and DCF is eligible to receive it; those benefits you can change the
service dates involved with the check (after receiving approval to do so—see PPM section
5928.C). If extra benefits we are not entitled to are received after the end date of a Rep
Payee period, disapprove the deposit so it can be returned to Social Security. If Social
Security sends the returned benefit back to DCF, contact Social Security to inform them of
the problem.

NOTE: In the previous version of WARDS, workers had to change or remove the Rep
Payee end date so these extra benefit checks could be processed. That is no longer an issue
in the current version of WARDS. Receiving extra benefit checks does not affect the date
you should enter as an end date to the Rep Payee period.

c. Procedure in WARDS

[T Goto

Maintain | Clients
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R Search
and find the client.

P In the
Rep Payee section of the screen, select the segment you need to update and click

<edit>. Clicking “Edit” will open a screen on which you can add an end date.

Rep Payee Information

g save [g@ cancel

County: |PF{A‘I‘I’ - Wichita -

From: s/ 1/2016 » To: [ 8/10/2016 =

LY PR Once

the end date has been added, click <Save>.

B. Approving/Disapproving Transactions
Benefits received through direct deposit or made manually are put into one of the three bank

accounts. Once there, they appear as “pending” on the Transactions | Approve/Disapprove
screen. Users must approve deposits before expenses for that benefit month will load. When a
deposit is approved, expenses, if present, for the service dates involved with that deposit,
automatically load into WARDS. Expenses, or encounters, are taken from SCRIPTS (Statewide
Contractor Reimbursement, Information, and Payment Tracking System) and generally are
available after the 25" of the following month. For example, expenses for January are available

after February 25™.

There are two types of expenses in WARDS: those you request and those received from the
foster care contractor as encounters. Those received from the foster care contractors and marked

as approved are used to reimburse the agency for the client’s cost of care.

See PPS PPM Section 5929 for guidelines on when to approve deposits, when to approve

expenses, and how to correct an expense displayed incorrectly in WARDS.

26



1. Approve/Disapprove Screen
To display only your caseload so you can find a client for which you want to approve or
disapprove a deposit or expense, do the following.

a. click on Transactions | Approve/DisApprove.

By default, the screen will display |- Active Clients Only

only clients assigned to you and .
only those clients who have Client List with Pending Transactions Only

pending transactions. Search Client By: For

These settings can be changed by clicking on the checkmark to remove it.

b. If the client is not displayed, use the search feature to find the client record you desire. If
you are still having difficulty locating the client you seek, remove all checkmarks from the
box above so no filter exists. (NOTE: If client is still not found, go to Maintain | Client

screen to see if client is assigned to your region and to you as their worker.)

c. Select the client. Notice the Transaction Information is split into two sections: Deposits
List and Expenses List. Deposits and expenses that have not been approved or

disapproved are labeled as Pending.

d. Uncheck the box next to Pending Deposits Only and/or Pending Expenses Only to see
previously approved and disapproved expenses and deposits. Doing this will allow you to

ensure that a duplicate entry has not occurred.

Transaction Information
Deposite List [F] Pending Deposits Only

Depo Date Depo Amt Apf\'rf‘:w Deposit Alc Manual/Direct Serv Month From Serv Month End Status
e T Y S S ST N N
11/30/2012 £698.00 $698.00 |SS51 irect 12/1/2012 12/31/2012 Approved
11/1/2012 $698.00 $698.00 (551 ect 11/1/2012 11/30/2012 Approved
10/1/2012 $698.00 $698.00 551 BCt 10/1/2012 10/31/2012 Approved

8/31/2012 $698,00 £692,00 [SS1 9/1/2012 9/30/2012 Approved

gl(2|2|2(2
513153

8/1/2012 $698.00 $698.00 [SS1 ect 8/1/2012 8/31/2012 Approved
7/27/2012 $0.03 $0.03 551 Manual 7/1/2012 7/31/2012 Approved

6/29/2012 $698.00 $698.00 |SSI Diraet 7/1/2012 7/31/2012 Approved

22 Deposit(’s) Reset To Pending

Expenses List Pending Expenses Only
Service Serv. Start Dt. Serv. End Dt. Units _ Rate Amount Service Id Status
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2. Deposits

To approve or disapprove a deposit, select the pending deposit by clicking on it, then click

“Approve” or “Disapprove”.

approving full amount, check the service dates applied to the deposit; make changes, if
necessary; then click <Save>.
Multi-month Distribution — PPM section 5928 explains the process for having a lump
sum deposit approved for a multi-month distribution (applying the deposit to expenses
spanning several months). Once the request is approved by Social Security, the
WARDS user will want to change the service dates applied to the deposit BEFORE
approving it.
How to apply multiple months to a deposit:

- TSR Select

the pending deposit.

Transaction Informtion
Deposits List Pending Deposis Only
Depo Date Depo Amt Approved Amt DepositAle Wanual/Direct Sery Month From Serv North End Stets
1000 §00 554 Perding
D e e e e e et e aaaaaanaa Click
<Approve>.
G The

window that pops up will allow you to change the service dates associated with the
deposit (labeled as ‘Deposit From” and ‘Deposit To’).
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5! Deposit 3

Kﬂ Save Kﬂ Exit

Client Name: MNUNN CHARLOTTE
KAESCES Id: 0003334199

Deposit Amount: 610.00 Deposit Date: 9/9/2015

Approved Date: 8/10/2016 Amount: 610.00

Deposit From: 9/ 1/2015 ~+ Deposit To: 9/30/2015 ~

o After
changing the dates, click <Save>. If expenses do not appear immediately for the

date span entered, wait overnight and check again.

approving a partial amount, change the amount (see black arrow in screen shot below),
press tab, then enter the necessary information in the box that appears. Click <Save>.
This additional information tells the WARDS clerk where to return the disapproved

amount of the deposit.
" ol Deposit C —— X )
[ save [g] Exit

client name: A (NS~
kaesces 1d: ool

Deposit Amount: 30.00

Approved Date: 1/25/2013 Amount: 10.00

Deposit From: [V 1/2013 = Deposit To: 1/31/2013 ~

Reason for return of fund:  PTF

I Date child returned Home /
was ROC / went AWOL / 12/ 9/2010 -
began Level VI placement:

Address of new placement  Pathways, 4101-B SW Martin, Topeka K5
(if returned home, ROC or 66609
Lewvel VI placement):

City of Social Security
Office where funds should ~ 5t. Jaseph MO -
be returned:

@ Once a deposit has been approved and expenses paid against that deposit, you
cannot revert it back to pending. Be sure that the amount and dates are correct and

that you do indeed want to approve this deposit before clicking save.

29



disapproving the full deposit, click Disapprove and enter required information in the

box that appears; click “Save”.

@ Once a deposit has been disapproved and sent back to the issuer, you cannot
revert it back to pending. Be sure that you want to disapprove the entire deposit

before clicking save.

3. Expenses

To approve or disapprove an expense, select the pending expense by clicking on it, then click
“Approve” or “Disapprove”.

Expenses List ] Pending Expenses Only
Service Serv, Start Dt Serv. End Dt Units Rate  Amount Service [ Status
Prosoms e s e e e e
CFO35 - PL: Family FH-reg 8/1/2015 8/25/2013 25000 $18.67 $46673| FCO1036030 Pending
CFO77 - PL: Relative Home 8/26/2015 8/31/2015 600 $0.00 50,00 FCO1036031 Pending
o eeeeeeeeeeeeeeeseeeeeeeeeeeettsssaeeeeeeeeseeststateeeeeeeeetttttn._.—.aattttt——————aaaaeetrrra——— If

approving, click <Save>.

@ Once an expense has been approved and reimbursed to DCF, you will not be
able to revert it back to pending. Be sure the expense type and amount are correct
and that you do indeed want to approve this expense before clicking save.

approving a different amount, after clicking “Approve”, a box appears with the details
of the expense (see screen shot below). If you have determined the units, rate, or service
start/end dates need corrected, change the needed fields and then click <Save>.

NOTE: See PPS PPM Section 5929 for details on when and how to correct an

expense.
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ol Expense - u

[l save [af] Exit |

KAESCES Id: oo

Expense Amount: 1,100.00
Date: 1/28/2013 Units: 20
Start Date: B/ 1/2012 ~ Rate: 55.00

End Date: 13/20/2012 v ) Amount: | 1,100.00

disapproving, click Disapprove. You cannot change any information in the detail box
that pops up. Click <Save>.
NOTE: Disapproved expenses can always be reverted back to pending.

4. Revert to Pending
If you approve or disapprove a deposit or expense in error, you may be able to revert the

status of the transaction back to pending.

Deposits List [F] Pending Deposits Only
Depo Date Depo Amt Apiﬁrad Deposit Alc Manual/Direct Serv Month From Serv Month End Status
10/1/2012 $698.00 £698.00 |SSI Direct 10/1/2012 10/31/2012 Approved
11/1/2012 $698.00 £698.00 |SSI Direct 11/1/2012 11/30/2012 Approved
T
12/31/2012 $710.00 $0.00|SS1 Direct 1/1/2013 1/31/2013 Pending

l Reset To Pending l

a. On Transactions | Approve/DisApprove screen, select the deposit or expense you wish
to revert to pending.

b. Click “Revert to Pending”.

c. A message will appear asking if you are sure you want to revert the transaction to
pending; select <Yes>. If the transaction can revert to pending, the status will change

back to ‘pending’.
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d. If the system is unable to revert the transaction back to pending an error message will

appear due to the following situations:

ts: A payment has been made against an approved deposit; or a disapproved

deposit was returned to Social Security.

es: An approved expense has been applied as reimbursement to DCF for that

month.

If you are unable to revert a transaction back to pending, and the approved and/or

disapproved deposit or expense will adversely affect the client’s account, do the

following:

ved Deposits - Notify DCF Finance (Central Office) that the deposit was
approved in error. Explain if only a partial amount should have been approved or
if the entire deposit should have been disapproved. DCF Finance can reimburse
the WARDS account if the benefit should have been returned to Social Security

or some other entity.

roved Deposit — The deposit has been returned to the agency or individual you
indicated it should be returned to. Contact DCF Finance to see if the return has
been mailed yet. If it has, you will need to contact that agency or individual about

having the money returned.

ved Expenses — This means you approved an expense that was incorrectly
submitted by the foster care contractor. Consult PPS PPM Section 5929 about
how to correctly handle this type of situation in the future. For this current
expense, since you approved it and the system will not allow it to be reverted to
pending, there are two things required of you:

the contractor to submit the correction under the same service ID. This will
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allow SCRIPTS to get corrected information, but not cause a duplicate
expense in WARDS.

t DCF Finance about having the amount of that expense re-deposited into the

client’s account.

C. Reports
There are many reports in WARDS to help you manage your work.

Following are the reports available from Reports | Clients along with a screen shot of the
report selection window or the report itself ...

1. Client List - The Client List report produces a list of clients as per the filters applied.

Client List as of 8/9/2016

Worker: ALL  Active Cases Only: No e AP
Kan*?’as Region: ALL  Sorted By: Client ID [:B 1 W i
and Familics :
Stroune Famitles Mok @ Sirong Kot * Indicates Client has a minimum balance. Details can be viewed on Client Maintenance

or the Excel Export Report.

2. Deposit Details — The Deposit Details report provides a list of deposits received and their
status as per the filters applied.

o o 8/3/2018 and 773172018
vvorker aLL

Kansas e R

h v Al D posSit STatus: Multiple

R e B

et
County Hame = ClentiD * SSHN * Client Hame = Type Entry Status = Dep. Date From Date End Date Amount Approved
HARVEY 0001182938 512135003 SCHMIDT, CHRISTORHER S5A Direct  Dicapproved 0O/03/2015  00/0 /2015  09/30/2015 38200 ooo
Reasan for DisApproved - child aged out and released from custody 7/22/2015, Placemen tAddress - Rescare KS, 700 E 14th Street, Mewlon, KS. 67114
sS=:a0 E ssADz2 >z Chent Total 382.00 o.00
Vvest Region Total: 382.00 o.00
Report Total: Saz.00
B/e/Z018 1.58 FM

Fage 1 of 1 pages

3. Expense Details — The Expense Details report provides a list of expenses as per the filters
applied.
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Expense Details Between 7/1/2015 and 7/31/2016
Worker: ALL ' A2,
Kansas Region: ALL $ UCEaRaT
s Expense Status: Multiple 2
Stroug Kb Sorted By: Client ID

Srimiing

East

County ~ Clientld *  SSN = Client Name ~ Procedure Code  Status ~ Serv Start  ServEnd Units  Rate  App.Amt  PaidAmt

4. Expense by Procedure Code — The Expense by Procedure Code report provides a listing
of all clients receiving the selected service as per the filters applied.

Expense Details By Service Between 7/1/2015 and 7/31/2016
Service: CFO03 PL: Emergency Shelter \w'
Kan sas Worker: ALL [ :B \ Uason™ ]
Department for Children ¢

Region: ALL
Sorted By: Client 1D

Srevrg

East

Client
County = v * SSN - Client Name -~ Status Serv Start Serv End Units Rate App. Amt PaidAmt

5. Inactive Client List with Balance — The Inactive Client List with Balance report provides a
list of clients who do not have an open rep payee episode as per the filters applied.

Inactive Client List with Balance - Regular Account

e
Worker: ALL R APING
Kﬁn S aS Region: ALL $ W 2
Last Activity On or Before: 5/31/2016 ’

Sorted By: Client ID

East
County ClientID % Client Name 3 Sex DOB 3 SSH 3 Balance

6. Client Balance Range - The Client Balance Range provides a list of client with balances
falling within the filters applied. Use this report to monitor clients that may be approaching
the $2,000 limit for SSI.
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Client Balance

i
Worker: ALL RNRIEVT.Y
IQ'H S aS Region: ALL g
) Balance Range: $0.00 and $0.00 -
Strmarg Fami K Balance As of. 8/9/2016

Sorted By: Clientld

CO 7 KAESCESKd = SSH ¢ Client Name < S5l SSA  Regular DDCT RR VA OTH NonRD  TotalBal -

7. Client Transaction Details — The Client Transaction Details report shows transactions
which have occurred and the monthly ending balances during the time period specified. This
report also displays if a minimum balance has been set for the client.

Client Transaction Details between 1/1/2015 and 7/31/2016
I( ) e

Account Category: Multiple
Sorted By: Client ID

MCKINSEY, MARY R Client ID: 0000019166 DOB: 11/1/11951 S5N: 512567811
Minimum Balance Required: 331- 0.00 35A- 0.00

Account ~ Sub Alc Tran Date = ServMonth = CheckNo Transaction Details Amount

8. Notes/Activity — The Notes/Activity report shows all notes and activities for the clients
specified for the time period specified. Notes are the user entered narratives; activities are
changes made to the client’s case through the system, i.e., approving a deposit, changing the
worker to the client, etc.

Client Notes/Activity between 10/1/2015 and 7/31/2016

Worker: ALL Y WADLIS
Activity Type: All Activities 3’.‘-
Sorted By: Client ID

MCKINSEY, MARY R Client ID: 0000019166 DOB: 111111951 S5N: 512567811

Notes Created On 3 Updated On = User Hame = Activity Type*
CK#: 36659 Dated: 10/14/2015 AMT: 50.00 Payee: Cmt: test ACType: S5A 10142015 3:56PM  10M14/2015 3:56PM  Paul Spinelli N
CK#: 36660 Dated: 11/19/2015 AMT: 25.25 Payee: Cmt: test comment AcType: SSA 11H9/2015 4: 28PN 1119/2015 4:28PM  Paul Spinelli N
CK#: 36659 Dated: 11/19/2015 AMT. 25.29 Payee: Cmit: ACType: S5A 11192015 47PN 1119/2015 4.47PM - Paul Spinelli N
CK#: 36659 Dated: 11/20/2015 AMT: 25.29 Payes: Cmt: AcType: SSA 1102012015 9:39480M  11/20/2015 9:38AM  Paul Spinelli N
CK#: 36659 Dated: 11/20/2015 ANT: 25.29 Payee: Cmt AcType: SSA 11/20/2015 9:40AM  11/20/2015 9:40AM  Paul Spinelli N
CK#: 36661 Dated: 11/20/2015 AMT: 25.34 Payee: This is a testCmt: This is a test AcType: 38A 11/20/2015 3:05PM  11/20/2015 3:05PM  Paul Spinelli N
81972016 2:38 PM * ActivityType: L-User Action on the Transaction N-User Note for the Client Page 1 0f 3 pages

9. Rep Payee Reports-Submission — Running the Rep Payee Report in WARDS produces
the answers needed for the worker to complete the Representative Payee Report received from
Social Security.
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Rep Payee Reports - Submission

Seleet Client

ReponReceived Date 8 92006 -

ReviewPerodRange: 7/ 12006 = . 732016~

eck here il you are just reviewing repor bafore submiting to SSA

te. G 92006 =

Submission Type- (@ Electionically () By Ma

Repoi Type: @ Rep Payse Repon

Rep Payse Reportof Banefits and Dedicatsd Alc

When running the report, you can preview the answers by putting a checkmark in the Preview
Only box. Checking this box means you do not need to provide a submission date—you are
only previewing the answers to the report. Information put on this screen is used in the Rep
Payee Reports Log report.

10. Rep Payee Tracking — The Rep Payee Tracking report is used by users and supervisors to
monitor WARDS caseloads. The report shows all clients with open Rep Payee episodes on
the date specified.

In the example below, the first client has a Rep Payee episode starting 10/5/10 but has never
received a deposit. Seeing this entry on this report would cause a supervisor or worker to
research this client to find out why DCF never received a deposit and possibly end the Rep
Payee episode since he is not an active client in WARDS.

RepPayee Tracking as of 8/9/2016

K Worker: ALL BN yazos
ar.l ;Sas Region: ALL g
Famili

Sorted By: Client ID

East Rep Payee First Last

County 5 ClientID 5 SSH 3 Client Name 3 Start Date  End date DepoDate DepoType Approved By DepoDate DepoType Approved By
CRAWFORD 0000018013 515824694 GARRETT, CRYSTALD  08/01/1998

ALLEN 0000023454 509888951 DX, SHEILA K 08/22/1987

11. Rep Payee Reports Log —The Rep Payee Reports Log can only be run by someone with a
supervisor role in WARDS. By selecting a particular worker, the supervisor can see a log of
Representative Payee reports received and submitted by the worker. This report may assist
with worker performance evaluations.

Rep Payee Reports Log
B ansas Worker: Multiple X < WAD LS

Worker: Alyssa Nordling
ClientID 3 Client MName 3 RecDate 3 RepType StartDate 3 Enddate 3 SubDate 3 SubType CreatedOn %
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12. Beneficiary List for Audit — Run this report for any local Social Security audit. This
report provides a list of clients from a selected county who received SSI or SSA during the
period under review, provides their account balance on a specific date, and displays where

they are placed today (as known to FACTS).

Beneficiary List for Audits

Benefit Period: 6/1/2015 - 713172016 » MWALS
I_(ans as Balance as of 8/9/2016 ‘g}
County: ALL
Stevirg Fir iz Katsars Sorted By: Clientld
Client 1D 3 Client Name 3 DOB < SSN 3 Address Balance 3
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V.HOW TO - DCF Administration TASKS
This section contains instructions pertaining to tasks performed by the DCF administration user.
Refer to Section 1V of this manual for tasks that are also performed by the regional office user,
represented in the chart below with an “x” in the Regional Office Role column.

Menu Options Available to...

DCF Admin Role

Regional Office Role

Transactions | Approve/DisApprove

X

X

Transactions | Manual Deposits

Transactions | Manual Expenses

Transactions | Void Check

Transactions | Bank Import Corrections

Transactions | Reconciliation Corrections

Transactions | Bank Reconciliation-Reg Acct

Transactions | Bank Reconciliation-nonReg Acct

Reports | Finance | Bank Import Error List

Reports | Finance | Manual Deposits Details

Reports | Finance | Manual Expenses Details

Reports | Finance | Print Checks

Reports | Finance | Check Register

Reports | Finance | Checks Paid to CSE

Reports | Finance | Disapproved Amt Rtrn SSA

Reports | Finance | Checks Paid for Expenses

Reports | Finance | Interest Report for 1099

Reports | Finance | AFCARS Element 65

Reports | Clients | Client List

Reports | Clients | Deposit Details

Reports | Clients | Expense Details

Reports | Clients | Expense by Procedure Code

Reports | Clients | Inactive Client List w/Balance

Reports | Clients | Client Balance Range

Reports | Clients | Client Transactions Details

Reports | Clients | Notes/Activity

Reports | Clients | Rep Payee Rpts — Submission

Reports | Clients | Rep Payee Tracking

Reports | Clients | Rep Payee Reports Log

Maintain | Clients

Maintain | Users

Tools | A/c Balance

Tools | Workers Activity Log

XXX [X[X|X[X[X[X|X[X|X|X|[X]|X

Batch Process | Import Bank Statements

Batch Process | Import Exp | Export Client List

Batch Process | Import Exp | Load Expenses

Batch Process | Return Disapproved Amt SSA

XX XX XXX XXX XXX XXX XXX XXX [X[X|X[X[|X|X[X[|X|X[X|X|X[X]|X
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Menu Options Available to... | DCF Admin Role Regional Office Role

Batch Process | Process CSE Returns X

Batch Process | Process SRS Reimbursement

Batch Process | Distribute Interest

Help | Contents

Help | Index

Help | Search

Help | About...

Window

XXX [ X [X[|X|X[X
XX | XX |X|X

Exit

A. Making Deposits
Deposits are made into a WARDS account in one of two ways: manually or through direct

deposit. How direct deposits appear in WARDS is discussed in the next section. When a
paper check is received for deposit into WARDS, the Manual Deposits menu option is used
to deposit the check into the correct account (see PPS PPM Section 5927.D for a description
of the different bank accounts in WARDS).

If multiple checks need to be deposited into more than one account, separate the checks into

piles for each account type: Regular, non-RD, Dedicated. Do a manual deposit for each

85 Manual Deposits o || B
Manual Check Deposit to Bank
Account Category:  Regular - Batch Date 8/ 92018 [~ Batch Amount: 0.00|
Update Batch
Check Alc. Serv Serv Check
Clenllc Clenihane Date Type Start End Amount
Te
AddCheck | [ changeino | | Delete Check Total Checks Amount: 0
2
SSA - -
2 920 2
Print Close

1. Account Category — Select Regular, Dedicated, or Non-RD from the pull-down menu.
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2. Batch Date — Pre-filled with today’s date.
3. Batch Amount — Type in the total of all checks needing deposited into this account.
The total amount of each individual check entered must equal this Batch Amount.
4. Enter each individual deposit — clicking <Add Check> will make the check detail section

of the screen fillable. Enter the details of the check:

o click the search icon '~ to select the client for whom the deposit is for;

o use the actual date written on the check for the Check Date;

o if account type is SSA, select the SSA Id. (On client maintenance screen this
was the SSA ID1 or SSA ID2 number entered...if it hasn’t been entered on
client maintenance yet you won’t see it as an option; go to Maintain | Client
and enter the SSA ID1 from the check so you will have it as an option on this
screen.)

o The service period will pre-fill based on the date of the check. Make changes if
needed.

o Click <Save>.

o Message appears that check has been updated. Click <OK>. Check appears on
screen.

o Enter next check until all checks have been entered. The total of all checks at
bottom of screen must equal the Batch Amount before batch can be updated. If
a mistake was made on one of the check entered, select that check, click
<Change Info> and make the correction, making sure to save the change. If
the batch amount was entered incorrectly, enter the correct Batch Amount.

o Once the Batch Amount and the Checks Total Amount match, click <Update
Batch>.

o A message appears reminding you to approve/disapprove the added deposits.

" Batch Update )

@ Checks updated.
W' Mow you can Approve/DisApprove recently added deposits.

|

For most deposits, the regional office worker will be responsible for approving/disapproving
a manual deposit. But if the manual deposit was made by central office to correct a deposit
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that went into a wrong account or to pay WARDS back for money paid to DCF in error, the

central office worker will need to approve/disapprove the manual deposit.

B. Banking Processes
The WARDS accounts are held in a private banking institution, Capitol City Bank. There are

multiple processes within WARDS that require interaction with the bank.

1. Batch Processes | Import Bank Statements
At least weekly, the WARDS Finance Manager will sign on to the bank website and
download transactions processed by the bank since the last time a download was
performed. This task can be done daily, if needed. See Appendix E of this manual for

details on how to download bank transactions.
Once a file has been downloaded from the bank, it needs to be imported into WARDS.

Go to Batch Processes | Import Bank Statements. The screen that opens has you select the
file you just downloaded from the bank saved on S:\Cfs.drw\GENERAL\Wards\In; then

click <Import>.

Once the import is complete, click the button <Show Error> to be directed to the Bank

Import Corrections screen (instructions next).

2. Transactions | Bank Import Corrections
After importing the bank export file (see Batch Process | Import Bank Statements), any

transactions that could not be linked to a client will appear on this screen.

The main portion of this screen displays any errors. Select an error then click <Assign
Client to Deposit> or <Mark as Bank Adjustment>.

e Assign Client to Deposit — If the client is not known to WARDS, you will need to
add the client (see section for instruction on how to add a new client) before you
can select them here.
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e Mark as Bank Adjustment — Select this option if the error is not tied to a client (for
instance, bank erroneously charged us a fee and this transaction is paying back that
fee).

3. Batch Process | Distribute Interest
One of the transactions imported from the bank at the end of the month is a deposit of
interest earned. WARDS distributes the interest to each account based on balances in each
client’s account. This process should be performed the first week of each month, after the

end of month transactions have been imported from the previous month.
Go to Batch Process | Distribute Interest. Select the Account Type.
If Regular account is selected, click <Start> to distribute interest.

If Dedicated or Non RD account is selected, type in the interest amount from the bank

statement, then click <Start> to distribute interest.

. e
o5 Distribute Interest o @ o Distribute Interest @
(8] Start | [ad] Exit il Start | | Exit [ Start | [ Exit
Month Year: Jan 2013 % Meonth Year: Jan 2013 [T Month Year: Jan 2013 L=
Account Type: | Regular - Account Type: |Dedicated = Account Type: |Non RD -
Interest Amt: 0.00 Interest Amt: 0.00

C. Reconciliation
Reconciling WARDS to the bank is an important process that ensures all bank transactions

are matched to transactions in WARDS and that the balance in WARDS matches that in the
bank. You’ll need an electronic copy of the bank statement, or a printout of the first page, for
the month being reconciled.

NOTE: Waiting three weeks after the close of a month before performing these tasks will

give the regions time to bring their clients’ accounts up to date.
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1. Regular Account
There are two things to check prior to reconciling the regular account in WARDS: a)

Make sure there are no pending deposits; and b) Make sure there are no unmatched

deposits.

a) To ensure all deposits for the month being reconciled have been approved or
disapproved, run the report, Report | Clients | Deposit Details. Select the “pending” filter
to see only those deposits that still have a pending status. If no pending deposits exist for
that month you are ready to proceed. If pending deposits exist, contact the regional

supervisors requesting all deposits for that month be approved or disapproved.

b) Transactions | Reconciliation Corrections

Before reconciling a bank statement to WARDS, all unmatched deposits for that month
from the bank imports (left side of screen) must be matched with corresponding

unmatched entries in WARDS (right side of screen).

a2/ Reconciliation Comrections = ===
Bank Reconciliation Correction - Regular Accounts

© Unmatched Deposts () Unmatched Expenses (0 Matched Transactions

Unmatched Deposits on Bark Statement Unmatched Deposits (Manual)in WARDS

Date Amount Check# Description Entry Date Amount Account  Clientld
e samw oo W v s
| 02| sieeis DEFOSIT M 2/28/2006 040551
11/21/2012 $8.752.00 DEPOSIT M 10/29/2012 $34.00 |SSA
11/30/2012 $33.00 DEPOSIT M 1072972012 $6.00 | SSI
12/4/2012 $4704.15 DEPOSIT M 11172012 $30.00 | SSI
12/7/2012 $1.624.00 DEPOSIT M 11172012 $506.64 | SSI
121372012 $630.00 DEPOSIT M 11172012 $617.01 |SSI
12/19/2012 $156.70 DEPOSIT M 11172012 $698.00 | SSI
M 117272012 $33.00 |SSA
M 117272012 $115.00 |SSA
M 11/2/2012 $222.00 |SSA
M 11/2/2012 $281.00 |SSA
M 11/2/2012 $350.00 |SSA
M /22012 $446.00 | SSA -
Difference with Actual Deposit 0.00 Total amount for Selected Transactions 47200
Difference from Selected Bank Transaction 4.757.65|
L4 SeIeCt the depOSIt on the Unmatched Deposits on Bank Statement
Ieft Sl de Of screen. Date Amourt Check# Description
Selecting the deposit will Ma2012|  $5.22965 DEPOSIT
11/14/2012 §1,668.18 DEPOSIT
make the total of that R
d . i th 3 nozoe ez oerosit
epOSIt appear In the 11/30/2012 §33.00 DEFOSIT
lower left corner... 12472012 470415 DEPOSIT
12772012 §1,624.00 DEPOSIT
Total amount for Selected Transactions : 0.00 12/13/2012 $650.00 DEPOSIT
Difference from Selected Bank Transaction : 8.752.00 1215/202 §156.70 DEPOSIT

Close
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e Find the corresponding WARDS entries that make up that deposit from the right side of

Unmatched Deposits on Bank Statement

screen. Hold down the Ctrl button to select more than one WARDS entry.

Unmatched Deposits (Manual) in WARDS

Date Amount Check# Description Entry Date Amount Account  Clientld ClientName =
11/9/2012 $5,229.65 DEPOSIT M 11/2/2012 $281.00 | SSA
11/14/2012 $1668.18 DEPOSIT M 11/2/2012 $350.00 | SSA
1 11/30/2012 $33.00 DEPOSIT M 11/2/2012 $527.00 | SSA
127472012 $4,704.15 DEPOSIT M 1172722 $674.00 SSA =
12772012 $1,624.00 DEPOSIT M 11/2/2012 $690.00 | SSA
1211372012 $690.00 DEPOSIT M 117872012 §155.71 | 551
12/19/2012 £156.70 DEPOSIT M 11/8/2012 £1.040.07 | 58I
| eme o
Lol oo ETT o
Al M 11/16/2012 $2,792.00 | 551
M 12/3/2M2 $16.00 | SSA
M 12/3/2012 $674.00 | SSA
M 12/4/2012 $250.00 | SSA -
Difference with Actual Deposit : 0.00| Total amount for Selected Transactions : 5.933.00

Difference from Selected Bank Transaction :

As entries on the right are selected, the Total Selected will increase in the lower right
corner of the screen. Keep selecting entries until the total of the deposit is displayed.
NOTE: Printing off copies of the manual deposits made that month before beginning

this process will help you to find entries that match deposit totals.

e Once all entries are found, click <Match>.

Transactions | Bank Reconciliation-Regular Account

Reconciling the regular account is a two-step process. The first step involves the
reconciliation report which ensures all transactions in the bank are matched to a
corresponding transaction in WARDS. The second step makes sure the balance in the
bank for the regular account matches the balance in WARDS.

Step 1 - Run the Reconciliation Report. Go to Transactions | Bank Reconciliation-
Regular Account. Select the Month/Year you are reconciling; enter the Bank Opening

Balance as it appears on the bank statement; click <Start>.
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g Bank Reconciliation - Regular Ac..| = (= | 2|

Reconciliation Report

Month Year:  Jun 2016 =
Bank Opening Balance : 0.00
Status

The resulting spreadsheet has a top portion and a bottom portion.

TOP PORTION: The left side is a summary of the bank statement, the right side is
a summary of WARDS.

WARDS Reconciliation for 12/31/2015
Bank Opening Balance  $0.00
Matched Cr. Total ~ $0.00
Matched Db. Total ~ $0.00
Accumulated Encoding Errors. $3,686.38

Cr. Charges  $0.00 Accumulated Charges/Credits ~ $3,701.27
Db. Charges ~ $0.00 Total Difference -514.89
Unmatched Deposits ~ $0.00 Pending Deposits in WARDS ~ $26,555.72
Unmatched Checks ~ $0.00 Pending Checks in WARDS  $517,242.59
Bank Closing Balance  50.00 WARDS Closing Balance -$490,701.76
bnkid BankDate ChkNo BankAmount Systemid TrxType ClientlD LastName FirstName SystemDate SystemAmount SysCheckNo TrxTotal

Things to look for...

e For the bank side (left side), all figures should match summary figures from the
bank statement, i.e., Bank Closing Balance should match the “Ending balance”
from the bank statement. If they do not, then corrections need to be made and
the report reran until the numbers match.

e For the WARDS side (right side), any “Accumulated” errors or charges/credits

need to be explained. See Confirmation Report explained in Appendix B.
BOTTOM PORTION: The first 4 columns (bankid, BankDate, ChkNo, and

BankAmount) are taken from the bank imports. The other columns are taken from
WARDS. Information from the bank has been matched to entries in WARDS.
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bnkid BankDate ChkNo BankAmount Systemld TrxType

ClientlD LastName

FirstName

SystemDate SystemAmount SysCheckNo TrxTotal

98154 11/1/2012 (1] $5.00 98154 DEP F 11/1/2012 $5.00 (1] §5.00|
98155 11/1/2012 (1] $13.00 98155 DEP 5| 11/1/2012 $13.00 (1] $13.00|
98156 11/1/2012 0 $23.34 98156 DEP D 11/1/2012 $23.34 0 $23.34
98157 11/1/2012 (1] $24.00 98157 DEP 11/1/2012 $24.00 (1] $24.00|
98158 11/1/2012 (1] $24.00 98158 DEP S| 11/1/2012 $24.00 (1] $24.00|
98159 11/1/2012 (1] $24.00 98159 DEP 11/1/2012 $24.00 (1] $24.00|
When you see blanks or zeros in the first 4 columns it means that the deposit or
expense has not passed through the bank yet—it is an outstanding debit or credit.
Example of outstanding checks. ..
bnkid BankDate ChkNo BankAmount Systemld TrxType ClientlD LastName FirstName SystemDate SystemAmount SysCheckNo TrxTotal
0 0 $0.00 100163 MEXP 11/19/2012 -$144.03 31569 $0.00
0 0 $0.00 100914 RET 2 ' 11/20/2012 -$33.00 31583 $0.00
0 0 $0.00 100839 MEXP 11/19/2012 -$115.00 31574 $0.00

Step 2 — Confirm that the WARDS Closing Balance on the Reconciliation Report

matches the actual balance in WARDS. Use Tools | A/c Balance for a quick check of

the account’s balance on the last day of the month being reconciled. If it matches the

WARDS Closing Balance on the Reconciliation report, run a complete listing of

balances including client details from Reports | Clients | Clients Balance Range:

S

elect All Clients, Total Balance Between -100,000 and 100,000 (this ensures you get

any clients with a negative balance in their account), and for “On Date”, enter the last

day of the month being reconciled.

WARDS Reconciliation for 11/30/2012
Bank Opening Balance $1,200,303.15

Bank Closing Balance 5$1,639,839.46

Matched Cr. Total  $852,205.93
Matched Db. Total $413,269.62
Accumulated Encoding Errors 53,748.22
Cr. Charges 50.00 Accumulated Charges/Credits 53,701.27
Db. Charges 50.00 Total Difference 546.95
Unmatched Deposits 50.00 Pending Deposits in WARDS $350.00
Unmatched Checks 50.00 Pending Checks in WARDS 543,047.63

The WARDS Closing Balance on the Reconciliation report must match the total for

the regular account on the Balance Range report. See example here.
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County KAESCESId SSH Client Name 581 SSA Reguiar DDCT EBR LN OTH NonRD otalBa

SG Oi 5 0 0.00 0.00 .00 0.00 0.00 0.00 0.oo 0.00 0.00
suU 0 I 5 1,396.08 0.00 1,356,086 0.00 0.00 0.00 0.00 3.00 1,396.06
SG 0 1 N 0.00 0.00 000 0.00 0.00 0.00 0.o0 0.00 0.00
Group Total - 327,401.00 53,606.14 0.00 381,007.14
Report Total:f 1,597,188.78Q 402, 435.18 10,151.34 2,009,775.30

Report Total :

Troubleshooting discrepancies...

Problems on Bank side

e The bank side “Matched Cr. Total” does not match the Total additions on the bank
statement or “Match Db. Total” does not match the Total subtractions on the bank

statement.

Fix: Check the Reconciliation Correction screen to see if any deposits are
unmatched for the month being reviewed.

e The “Bank Closing Balance” does not match the bank statement Ending balance.

Fix: Check the details on the Reconciliation Report; if any lines are highlighted
in purple or red see WARDS Administrator to get cleaned up.

e The “Unmatched Deposits” contains an amount in red.
This means there are deposits still pending on the All Transaction screen of
WARDS. Adding this figure to the “Matched Cr. Total” should equal the bank

statement’s “Total additions”. It is preferable that there be no pending deposits
before reconciling begins.
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Problems on WARDS side

e The “Cr Charges” or “Db Charges” contains something other than -0- or has an

amount you are not aware of.

Fix: Check the details on the Reconciliation report to see if something is in red or
purple showing a (red) unmatched transaction to WARDS or (purple) a
transaction that doesn’t match a total in WARDS. If the item is understood and
accounted for, add it to the Reconciliation Confirmation report (see Appendix B

for details regarding the Confirmation report).

e The bank ending balance matches the bank statement, but on the WARDS ending

balance doesn’t match the balance range report.

Fix: Bring the discrepancy to the WARDS Administrator for further

investigation.

Complete the Reconciliation Confirmation Report, explain further in Appendix B.

2. Dedicated and Non-RD Accounts
Reconciling the dedicated and non-RD accounts is handled differently from the regular

account. There are still two steps, ensure all transactions are accounted for from the bank

statement and the balance in WARDS matches the bank’s balance, but they are

completed in one process. You’ll need a copy of the bank statement for the month being
reconciled.

a) Check that all deposits for the month being reconciled have been approved or
disapproved by running the report, Report | Clients | Deposit Details. Select the
“pending” filter to see only those deposits that still have a pending status. If no
pending deposits exist for that month you are ready to reconcile. If pending deposits
exist, contact the regional supervisors requesting all deposits for that month be
approved or disapproved.

b) Open Transactions | Bank Reconciliation-Non Regular Account. Select the following
options:
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Account Category: select Non RD or Dedicated

Month Year: Select the Month/Year being reconciled

Interest Applied: This will pre-fill with the interest applied to that month. If no
amount appears the interest has not been applied yet. Ask WARDS Finance Manager
to apply interest and then proceed.

Bank Ending Balance: Take ending balance from the bank statement. Click <Update
Balance>.

w5 Bank Reconciliation - Non Regular Account =
Bank Reconciliation - Non Regular Accounts
AccountCategory:  Dedicated

Month Yaar:  Jul 2016 & Bank Ending Balance 00D
Interest Applied 000

Pending Reconeiligtion Reconcded Transactions

Date Amount Check# ToxTdle Clienid CheniName - Date Amount Check# TmxTile Clientid ChentName
R

FN52015 (S2.064.29) 600 MEXP 0003311301 |DENNEYATTICUS

312015

E00) 601 |MEXP 0001778297 |SPAINXENA -
BM0E 8219900 DEP [0002245696 |LEECH JAZ

6122015 $351400 DEP 0001225546 | GRABERREUBEN
$3,52800 DEP 0001577263 | LOGSDON MICHAEL

5| 219900 DEP |0002396367 |GRAVESCEJAYB

5 BATCHELDER LANITA

MEXP | 0002027932 | BRYANT JAYME
MEXP | 0001445302 | SMITH JR SHAWN

Total UnReconciled Transactions 5.901.39 Reconciled Transaction Total 000
WARDS Balance As On 7/31/2016 35353858 Difference with Bank 0.00)

Difference 34763759

Look at the bank statement and make sure all the transactions on the bank statement
have been moved to the right side of screen, Reconciled Transactions. To move a
transaction from the left side to the right side, select the transaction at the left and

click the arrow E to move it to the right. As transactions are moved to the right,

the Reconciled Transaction Total at the bottom right of the screen will change.

c) The balance in WARDS on the last day of the month being reconciled displays at the
bottom of the screen along with a Difference. This difference must match the known
difference documented on the Confirmation report. See Appendix B for more details
regarding the reconciliation confirmation report for the non RD and dedicated
accounts. If it does not match, contact the WARDS Administrator so the

discrepancy can be resolved.

D.Reports | Finance
Following are the reports available from Reports | Finance along with a screen shot of the

report selection window or the report itself ...
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1. Bank Import Error List — When an import of bank transactions is done, any errors

(transactions where the client could not be found) a2 Pending Bank download Erros | = | =1 (i)
show up on a correction screen found under Lol lb B B
Transactions | Bank Import Corrections. Run this Show B
report if a listing of those errors is desired.

= ===

Bl Bank Import Corrections

Ae Catagory
FRegular -

TrDaw _ Amount ___Eror Descripion
[CH >/25/2015 53000 | SSA/SSH I
9/26/2015 | 5405.00 | Invalic SSA/SSM Id
25/2015 %1, 130.00 Invalid SSAJSSMN Id

# of Errars - 3

Statement Descripion 0 xoxs

Assign Clientto Deposit Mark as Bank Adjustment

[ociess )

2. Manual Deposits Details — Select a date range and the details of any manual deposits

made during the period will display.

Manual Deposit Details Between 6/1/2015 and 7/31/2016

TN
KanS_a.S r$ WADIRS ]

Suroae Koers

Arrrurg J i

Batch Date: 6/5/2015 Batch ID: 1 Batch Total: 2,199.00 Updated: Yes
ClientID % Client Name > Deposit > DepoType DepoAmount Serv Start Serv End
Date
0001722248 DEES, MAGGIE 06/05/2015 DODCT 2,199.00 06/01/2015 06/30/2015
Deposit Total: 2,199.00

8/9%2016 3:18 PM Page 1 of 18 pages

3. Manual Expenses Details — Select a date range and the details of any manual expenses

made during the period will display.

Manual Expense Details Between 10/1/2015 and 7/31/2016

Kansas s
Sire
ClientlD 7  Client Name 3 Trx Date Ac Type CheckHNo Payee Comment Amount
0000019166 MCKINSEY, MARY R 10/14/2015 S8A 36659 S5A-Topeka Test Comment at Line 1 32525087
0001922138 HATCHER, MICHAEL 112012015 SSA 36660 Hatcher Test testing check writing 35.37
Report Total: 325,295.24
B/%/2016 319 PN Page 1 of 1 pages
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4. Client Transaction Monthly Balance — Provides a list of clients with balances falling
within the filters applied organized by service month. This report is used to verify monthly
balances justified expenses being reimbursed to DCF.

Home > PPS = Wards > 27 - Client Transactions by Service Month Home | My Subscriptions | Help

Period Date From: [6/1/2015 B 7o [7/31/2016 |8 | [ viewReport |
Worker 1d ALL hd Search By:
Search String: [ | Select Client(s): (0000000000, briton, Briton, SSN| |

Ac Category: |Regu|ar, Non RD, Dedicated Ill Sort By: Client ID v

4 4 [1_ JoF1183 b b [100% v |fnd e B - @ & B
ey Client Transactions by Service Month
'- y Period Dates between 6/1/2015 and 7/31/2016 = ADNSG
K@:ﬂgﬁ?s Worker. ALL m, L
P P Account Category: Multiple

Simung Fanmilies Make @ Sirong Kansas Sorted By: Client ID

MCKINSEY, MARY R Client ID: 0000019166 DOB: 1111951 SSN: 512567811

Minimum Balance Required: SSI- 0.00 S5A- 0.00

Account * SubAlc TranDate + ServMonth * CheckNo Trans action Details Amount

Client Previous Balance 0.00

Regular 06/01/2015 06/01/2015 Regular Previous Balance 0.00
End of June 2015 Balance 0.00

Regular SSA 10M14/2015 10/01/2015 36659 Manual Expense {325,259 87)

End of October 2015 Balance (325,250 87)
Regular Closing Balance  (325,259.87)
Client Closing Balance  (325,259.87)

B8/10/2016 12:36 AM Page 1 of 1183 pages

5. Print Checks — When a manual expense is completed, the user has the option to print the
check then, from the Transactions | Manual Expenses screen, or run it later. It is through
this report that users can print checks later. Select the account and the check number(s)
and a copy of the check appears, ready to be printed.

‘ Check Printing

Use Crystal Report (Testing Only)

Account Category v Check# Between 1| And | 1

Payee

Check Check
Date

No Amount Amt in Text Meme Line1 Line2 Line3

i o Joro|» v
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6. Check Register — The check register report can be run for a specific period of time or for a
span of check numbers. Transactions occurring in any account meeting the filter will
appear on the report.

Check Register
Check Dates Between 6/1/2015 and 7/31/2016 iy WAL
Kanﬁa_s Check Status: All Qe
S
Rendered

Check# 144 Check Date - 7712015 Check Status: OQutstanding
Payee Payee - DANIEL DEIKER Child adopted per J. Zody send funds to new Payee
ClientlD 5 ClientName 3 DOB & 35N 3 AcType TmType ServMonth 3 Amount 3
0002254336 RUSSELL, ISSABELLE 06/01/2012 513270239 VA MEXP 0710172015 313157

Check Total 34357

819/2016 3:22 PM Page 1 of T04 pages

7. Checks Paid to CSS — Similar to the check register, the report can be run for a specific
period of time or for a span of check numbers. All payments to CSS are made from the
regular account. [Discontinued December 2014]

Checks Paid to C5S8

Kansas Check Dates Between 1/1/2015 and 7/31/2016 "§ WADDS
.\..\..:..\:I” I(.;.__.:... A '
Sreviing Fawitlies Sirong Kivs
Check# 35342 Check Date - 116/2015
. . . Court Order . AP Person Case . Court Deposit Approved Senvice . .
ClientlD = ClientName ~ DOB - Mumber * Number Mumber ~ Amount  Amount  Amount Month *  Amount ¥
0001988748 EITEL, MICHOLAS 06031998 JO14C5678 1988747 4251906 100 117200  1,172.00 01/01/2015 1.00
Check Total: 1.00
/972016 3:24 P

Page 1 of 3 pages

8. Disapproved Amount Return to SSA —This report can be run for a specific period of time
or for a span of check numbers.
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Disapproved Amounts Returned to SSA
l< » "
ansas Check Dates Between 1/1/2015 and 7/31/2016 [ ]

WARDS

Check# 593 Check Date - 3/31/12015

. . . . Deposit  Approved Senvice . .
ClientlD = Client Name = poB - 58N - Ac Type Amount Amount Month *  Amount =
0001902829 SORIAMO, LUIS 12M10/2003 511239270 DDCT 4 350.06 0.00 03/01/2015 4 350.06
Check Total: 4350.06

SIW2018 324 PM

Page 1 of 853 pages

9. Checks Paid for Expenses - This report can be run for a specific period of time or for a

span of check numbers. It contains all checks written during filter specified.

Checks Paid for Expenses

[< Check Dates Between 1/1/2015 and 7/31/2016 g
ansas . WARIS
Check# 136 Check Date - 1/29/2015

. R . Approved Service . R
ClientlD ~  Client Name - DoB - AcType  TrxType Reflo TrxDesc Amount Month - Amount ~

The TrxType column identifies what type expense was made:

EXP = Encounter received from contractor of client’s cost of care

MEXP = Manual Expense; this could be an item purchased for the client or closing out a
client’s account.

10. Interest Report for 1099 — This report is requested once a year, usually in January, by

Department of Administration. See Appendix C for file format description of report

produced.
Interest Report (for 1099)
1 Calendar Year: 2015 p MWAPDS
Kannﬂslas Minimum Interest Received: $10.00 [&
and Familics
Steving Fotilies ke a St K
SSN < Name <

Address Total Interest =

11. AFCARS Element 65 — This report is requested twice a year for the federal report
AFCARS. See Appendix D for file format description of report produced.
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ot AFCARS Element 65 = || B ER

AFCARS Element# 65

Morth Ending : @ March September 2016 |5

Create AFCARS | | Ext

E. Writing Checks

There are four reasons to write checks from a WARDS account:

e To return disapproved deposits to Social Security or other designee [processed

through Batch Process | Return Disapproved Amounts to SSA];

e To pay Child Support for court ordered obligations paid from the parent’s disability
benefit [processed through Batch Process | Process CSE Returns];

e To pay DCF for a child’s cost of care [processed through Batch Process | Process

SRS Reimbursement];

e To process written requests from the regions to close out an account or make a
special purchase for a client with their WARDS funds [processed through

Transactions | Manual Expenses].

It is important to perform these options in the order presented because they follow a
hierarchy: we cannot process a special request unless there’s money in the account to do so;
we will not know if there’s money left in the account until we have reimbursed DCF for
expenses; we will not know if there is money to reimburse DCF for expenses unless all

disapproved money has been returned and CSE payments have been made.

When writing checks, perform all four processes in the order described below.
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1. Batch Processes | Return Disapproved Amounts to SSA
When a deposit is disapproved or partially approved, the worker is forced to complete a

screen explaining where the disapproved amount should be returned. That information is
processed by central office through the Return Disapproved Amounts to SSA option.

Go to Batch Processes | Return Disapproved Amounts to SSA. Select an A/c Category:
dedicated, nonRD, or regular. You will want to do this process for each account

category. If no details appear in the window then there are no returns to make.

o5 Return Disapproved Amount =)
|8l Update | |8 Exit
Afc Category
Regula] -
Pay Details of SSA Disapproved Return
Client Trx Trx Serv
D Name s Account Date Month Amount
Do A e e i aws s

Check Date:  2/11/2013 = Start Check#: 0 Check Amount: 1,348.00

If details do appear, enter the next check number available, and click <Update>. One
check will print for each return. A message will appear asking if you want to print
checks now. Click <Yes>; put a stack of checks in the printer, starting with the check
number entered on the screen, and print. NOTE: In the above example there is only one

return. Multiple lines would show on the screen if there was more than one return.

2. Batch Processes | Process CSE Returns [Discontinued Dec 2014]
Child support court order information is entered on the Maintain | Clients screen.

CSE Information
Lﬁ Mew [ﬁ Edit
Court Court

StartDate EndDate Order Mo Amount

It is the information entered on this screen that allows WARDS to calculate child support

money due to Child Support Services (CSS).
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Go to Batch Processes | Process CSE Returns. If no details appear in the window then
there are no payments to make; proceed to the next check writing step.

If details do appear, enter the next check number available from the regular account, and
click <Update>. A message will appear asking if you want to print check now. Click
<Yes> and the check will appear on the screen, ready for you to put the blank check in

the printer so it can be printed.

. Batch Process | Process SRS Reimbursement

Expenses, or encounters, are taken from SCRIPTS (Statewide Contractor
Reimbursement, Information, and Payment Tracking System) and are automatically
loaded into WARDS when a deposit is approved. The regional worker must then
approve or disapprove the expense. Those expenses marked as approved are used to

reimburse the agency for the client’s cost of care.

Go to Batch Process | Process SRS Reimbursement. Select an A/c Category; only non-
RD and regular are accounts where reimbursement is sought. You will want to do this
process for each account category. If no details appear in the window then there are no

reimbursements to make.

If details do appear, enter the next check number available, and click <Update>. A
message will appear asking if you want to print the check now. Click <Yes> to print it

now.

. Transactions | Manual Expenses

The Manual Expenses option is used when a check needs to be written from a WARDS
account. Checks may need to be written to purchase something for a client (requests
come from regional workers; see PPS PPM section 5929 for what is an allowable
purchase), to send money back to Social Security or a new payee, or to move money

erroneously deposited into the wrong account.

Initially, the screen is dimmed. Click <Select Client> and choose the client this expense

is for. With the client selected, the other fields on the screen will become editable.
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15 Manual Expenses = @
Manual Expense
select Cient | o -

Afc. Type : FEQ | Adc. Balance : $2,365.99
Payee To : Betty Smith -

Comment :  reimburse foster parert for clathing

Exoense Amount : 22113 Check # 12345 Check Date - | 2/ 82013 =
Save Cancel

c) Select account type: This is where the money is coming from. When the
account is selected the balance in that account is displayed. You want to
choose an account that has enough money in it to cover

the expense. 55|
o Regular Account=SSA or SSI or PASS. =

“PASS” is explained in PPS PPM Section 5928.E. Dedicated I
o Dedicated Account=Dedicated e Foad
o non-RD= all others. “Savings” refers to money that does SE'I:;"'FQS

not fall into one of the other categories and should not be  PAss
used to reimburse DCF for cost of care. See PPS PPM Section 5927 for an
explanation of the other account types.
d) Payee To: The pull-down menu allows the user to select a Social Security
Office. If the payment is not to Social Security, type the name of the payee.
e) Comment: Type the reason for the payment.
f) Expense Amount: Enter amount check is to be written for.
g) Check #: Write the next check # available.
h) Check Date: defaults to today’s date.
i) Click <Save>.
If there isn’t enough money in that account to cover the check the following
message appears:

Ovwer Balance l"'*"'""J

f - 1 You do not have encugh balance on this account.
"Y' Doyouwant to continue?

Select <No> to not continue so you can change the account type to one that has
money to cover this expense.

¢ When the expense is successfully saved, a message appears asking if you want to print
the check now.
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Check Print —_— o)

4 "-.I Expense saved successfully.

~ Do you want te print Check Mow?
(You can always print it later if you want)

Yes | [ No

Select <Yes> if you want to print the check now; a screen opens with the layout of what
will print on the check; proceed with printing. Select <No> if you want to print the check
later. See Section V.D (Print Checks) of this manual for how to print the check later.

F. Voiding Checks
Use Transactions | Void Check option to void a check written by mistake or which has been
returned uncashed.

o3 Void Check — @
Void Check
Arc. Type: EER -
Check Printed in Error =1
Check #: 0
Check Date 8/ 6/20015 El~
Check Amount 0.00
Reason for Void

J) Select account type: Use the same account used when writing the check.

k) Check #: Type in the check number.

I) Check Amount: Type in the amount of the check.

m)Write a brief explanation (limited to 50 characters) as to why the check needs
voided.

n) Check Printed in Error: Check box if this check was printed in error

0) Check Date: Type in check date or use calendar feature to select date.

p) Click <Void>.

q) If Void is successful a popup will display.

Void Check =3

6 Void Check Number 36663 Successfull
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Void process error messages:

I'indicated the field is mandatory and needs to be entered.

55 Void Check = =0
Void Check
Ajc. Type: Dedicated

Check Printed in Error B
Check #: 09

Check Date 8/ 62015 -
Check Amount: 0009

Reason for Void : Q

Invalid Check number needs to be resolved. Amount Entered does not equal check amount on table.
Void Check Error |E Void Check Errar |E|
'6, Check number not found. Please enter a valid check number, ‘8’ Amount entered does not equal the total check amount.

Check number was found in the Client Transaction table meaning it has already been processed.
Cannot VOID a processed check.

&3]

Check Exists

Check Number 36660 found in Client Transaction table.

Transaction Date: 11/20/2015
Transaction Amount: 35.37

Void Operation Cancelled.
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Appendix A - Instructions for Installing WARDS Application

For Regional IT Person:

Step 1: Have the WARDS User sign on to their computer. [Do not sign on as the administrator.]

Step 2: Uninstall WARDS program currently on their computer, if applicable.

Step 3: Using Internet Explorer, access DCFnet. http://dcfnet.dcf.ks.gov
Home Who's Who Forms Team Sites Search this site... search
Strong I "!‘

make a

Kansas

DCFnet » System Applications

DCFnet

Following is a list of secured systems and links to the Production (P), Acceptance (A) and Training (T)
regions of these systems.

WARDSNet P A
Step 4: A popup box will display.
Do you want to run or save setup.exe (541 KB) from dcfshared.app.loc?
"\ij' This type of file could harm your computer. Run Save | ¥ Cancel

Step 5: Click on <Run>

The application will begin to load:

I o

Launching Application @

v

Verifying application requirements. This may take a few
morments.
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Step 6: Application Install — Security Warning. A popup will display.

Apphcation Install - Security Warning

Publisher cannot be wverified.
Are you sure you want to install this application?

Mame:
WARDS Application

From [(Hower ower the strimg below to see the full domain):
“wdcocfshared.app.lochStateWidehMetAppshPPS_WARDSYProd

Publisher:
Unknown Publisher

[ Install | [ pontinstan |

While applications from the Intermnet can be useful, they can potentially harm your computer. If
you do not trust the source, do not install this sofoware. More Informaticn...

Step 7: Click on <Install>. The following Installation popup will display.

[(2425) Installing WARDS Application M= = =]

Imstallimg VWWARDS Application
This may take several minutes. You can use your computer to do other tasks
during the installation.

Marme: WARDS Application

Fror: Wedlc Fshared.app.doc\S e s, ANPPS_WWARDSAWProd

——— |

Downloading: 516 MB of 21 .4 MB

Step 8: When the installation is complete the user will see this screen:

= WaRDs alel=

Transactions  Reports Maintain Tools Help Window Exit

Department for Children
and Families
Prevention and

Protection Services

Strong Families Make a Strong Kansas
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Step 9: Check to assure the WARDS Application shortcut was created to the desktop. The new

Desktop Icon will look like this:

About the WARDS Application:

‘About...” will display application information such as version and database connection.

Transactions Reports Maintain Tools Batch Process | Help | Window  Exit

User Guide

z 2,

T it S ‘k,
\9..‘.,...:..
R Rl 20 e N

A Vw0

4
[ g

nsa

Department for Children
and Families
Prevention and
Protection Services

Strong Families Make a Strong Kansas

Status User: Denise Phipps Database: Production

Selecting ‘About....” Will display information about the current Version of the WARDS
application.
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About WARDS

Application Title: WARDS
Version: 15.0.0.11

I ;ansas Company: Dept. for Children and Families “HS-EEBIT
Depantment for Children
emilics

Copyright = State of Kansas 2012

Marmy youth who are in the custody of the Secretary for out-of-home -
placement receive. or may be eligible for, various benefite. DCF can initiate
procedures with appropriate agencies to help clients receive benefits,

andsor request to become payee of these benefits to help with the client's

cost of care. When DCF becomes payee, these benefits are managed
through the WARDS system. WARDS is a database: the system was

named WARDS due to children in foster care being wards of the State.

Database: WARDSNet on PPSRSDEVPPSRSDE

When a new version is released the user will get a popup box asking if they want to update the
WARDS application.

Instructions for Updating WARDS Application:

When the user signs in if there is an update to be installed, a popup window will prompt the user
to accept the update by clicking on <Install>. This normally takes a matter of seconds to load. If

the user does not install the update at this time, the next time they log into WARDS they will
again receive the prompt to Install.

Application Install - Security Warning [ |

23
Publisher cannot be verified. ﬁ’,’
Are you sure you want to install this application? :;i "
MName:
WARDS

From (Howver owver the string below to see the full domain):
‘“WoolafposfshtopekaZshared\shared\ DeveloperitMNetAppsh WARDSMNetSetup

Publisher:
Unknown Publisher

Install J [ Don't Install

While applications from the Internet can be useful, they can potentially harm your
computer. If you do not trust the source, do not install this software. More Information...

After the update, the user can look in the ‘About...” menu option to check the current Version
loaded on their PC.
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About WARDS

Application Title: WARDS

Wersion: 15.0.0.11
| iansas Compary: Dept. for Children and Families “"H5-EBIT

Department for Chaldren
and Familcs Copyright ® State of Kansas 2012

ey Famifies Make @ Mg Kovsas

Many youth who are in the custody of the Secretany for out-of-home
placement receive, or may be eligible for, varous benefits. DCF can initiate
procedures with appropriate agencies to help clients receive benefits,
and./or request to become payee of these benefits to help with the cliert's
cost of care. When DCF becomes payee, these benefits are managed
through the WARDS system. WARDS is a database; the system was
named WARDS due to children in foster care being wards of the State.

Database: WARDSNet on PPSRSDBE\PPSRSDE
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Appendix B - Reconciliation Confirmation Report

The Reconciliation Confirmation Report (referred to as the Confirmation report) is a way to
show that on the day reconciliation occurred, the balance in WARDS matched the bank—it

confirms we reconciled.

These reports are saved on S:\Cfs.drw\GENERAL\Wards\Recon\Balance Confirmation Report.
They contain a listing of discrepancies found in the system since its beginning in 2003, as well as
any transactions to correct those discrepancies. For the regular account, these discrepancies are
represented on the Reconciliation report under the labels “Accumulated Encoding Errors” and

“Accumulated Charges/Credits”.

For the Reqular Account

Once the Reconciliation Report and Balance Range report have been run and saved, you are
ready to complete the Reconciliation Confirmation Report...

Step 1 — Create a new folder for the month
S:Cfs.drw\GENERAL\Wards\Recon\Balance Confirmation Reports\Regular\YYYYMM
Where YYYYMM = the year and month of the statement being reconciled
Step 2 — Copy Confirmation Report from last month
Open Confirmation report from previous month and save with new name in new folder
created in Step 1.
Step 3 — New Screen Prints
Remove the screen print of the Reconciliation Report from the top portion of the report
by selecting it and then hitting <Delete> on your keyboard. Do the same for the
Balance Range report at the bottom of the page.
Put a new screen print from the Reconciliation Report completed for this month, and a
new screen print of the Balance Range report. See box below regarding using the
program Paint to accomplish this task.
Step 4 — New Titles
Change the title of the Confirmation Report to reflect the month being reconciled. Also
change the date in the label for the Balance Range report at the bottom of the screen.

Following is an example of a completed Confirmation Report and what needs to match up.
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Example of regular account Reconciliation Report:

WARDS Reconciliation for 10/31/2012
Bank Opening Balance 51,206,753.64
Matched Cr. Total  $526,716.09
Matched Db. Total $534,692.58
Accumulated Encoding Ermors $3,748.22 +

Cr. Charges 20,00 Accumulated Charges/Credit 53,701.27 ++
Db, Charges 50.00 546.95
Unmatched Deposits 51,561.00 551240
Unmatched Checks 20,00 Pending Checks in WARDS  5183,062.76
Bank Closing Balance 51,200,338.15 ingt Balance] 51,016,273.74

2.00 | Bug 04 check ¥18094 bank cashed for 52 marpAhan it was written/ bank repaid §/15/05./
50,00 1 July'05 check #19311 bank cashed for 550 afare than it was writfén: bank repaid 11,3/09.
10.01 | D=c'08 check #20939 bank cashed for 4001 mare than it way written; bank pd back 1741707,
TO.00 | Jan'07 check #21160 bank cashed ¢ 570 more than it was #ritten; bank pd back 6/27/07.

7.00 | Mar07 check #21363 bank caspéd for 57 mare than it wgd writtzn; bank pd back 4/30/07.

07 | Apr07 check#23212 bankgfthed for 50.07 more than/ft was written; bank pd back 5/13,/04.
3,588.29 | Now3 checki26087bgnk cashed for 53588 29 mogd than it was written; bank re-pq/ 1714710

-.50 | Dec09 check#2620% bank cashed for 5.50 less thyfl it was written; bank re-pd 2,/23/10..

-.30 | Dac'09 check 834166 bank cashad for 530 bass than it was witten; bank re-pd 2725710,

3.68 | Jan'10 chegh®26309 Tagstcashed for 3.68 mpre than it was written. /

--30 | May'll2Feck 226791 bank cashed for S 30/zss than it was written.

29.51 | MayAZ check #3055 cashed for 3598, yiitten for 5610.49—a 529.51 differende.
-11.24 4 Moe'12 Check #31023 cashed for 52154 76, writenfar 52,176 - 3 51124 diffefence.
4| 374822 | TOTAL / ]/

2.00 | Bank repaid 6/15/05 for arrar of chack $18094. /
50.00 | Bank repaid 11/3/05 for emmof/an check #19311. /
-25.00 1 Bank charged service fas 'Q/G.n"ﬂﬁ in &rror. /
10.01 ! Bank repaid 171107 forfmor an check #20939. /
7.00 | Bank repaid 4/30/07 {fr 2rrar an check #21383. /
70,00 | Bank repaid 6/27/07 for emor on check #21160. /
.07 | Bank repaid ﬁfiiﬂﬂ for arror an chack #23212.
0.00 | Bank cashed \\gﬂed chack#21123, 5173.00: bankr= paid £179.00 u-rl/l 165,09,
3,5EBE.29 | Bank repaid }fidﬂ"iﬂ for enror on check #26087.
-.B0  Bank mn\eﬁed an 2723710 30 epggr.on check 26166 and 50 errurﬁn check 26202,
=30 1 Bank -:uyé-:bed an 68510 30 pppgr.on check #26791.
0.00 | Bank gfarged check #27735, 385.98 twice on 11/10710; repaid 13/7/10.
0.00 | Ban)/made 2 528 service charges on 12/14/710in emar; correct=f 1/7/11, 4556,
0.00 | Bk made 2 528 service charges on 378711 in amor; repaid 4715711,
0.00 nk changed check #30604, 5598 twic= on 5,/23/12; re paid a,ﬁnz.

44 370027 TOTAL /
/
Balance Range Report 10/31/12 !
gy HALECESM  GIN Ll Marre: pe: | E=--Y DOLT B W QT haaSD IctaBal
Roport Totad: [ 10063T100] b2 4% AFFEAT AP TES
Ustsina)_maue —— ST

A copy of this final Confirmation report can be placed in the paper file held in the
Finance department.
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Using the Paint program to create a picture...
e Go to your Start menu ﬁ , select All Programs | Accessories | Paint

Open the Reconciliation Report. With the report showing on your screen, hit
the “Print Screen” key.

Bring the Paint program window back to the front. Click on Edit | Paste. The
screen print you made of the Reconciliation Report will appear.

Click the “Select” icon: |-/, Click and drag a box around the summary
section of the Reconciliation Report. Click on Edit | Copy .

Open the Confirmation Report. Click on the line where you want the picture
to appear. Right-click and select Paste.

Do the same with the Balance Range report, making a picture of only the last few
lines of the report where you have added the sum.

For the Dedicated and Non-RD Accounts

A different Confirmation report exists for the Dedicated and Non-RD accounts.
Step 1 - Create a new folder for the month
S:Cfs.drw\GENERAL\Wards\Recon\Balance Confirmation Reports\[acct\YYYYMM
Where [acct] = Non-RD or Dedicated
YYYYMM = the year and month of the statement being reconciled
Step 2 — Copy Confirmation Report from last month
Open Confirmation report from previous month and save with new name in new folder
created in Step 1.
Step 3 — New Screen Prints
Remove the screen print of the Reconciliation Report by selecting it and then hitting
<Delete> on your keyboard. Put a new screen print from the Reconciliation Report
completed for this month. See box below regarding using the program Paint to
accomplish this task.
Step 4 — New Titles

Change the title of the Confirmation Report to reflect the month being reconciled.

Following is an example of a completed Confirmation Report for the Non-RD account and what
needs to match up.
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Example of Non-RD account Reconciliation Confirmation Report...

Bank Recaonciliation Report

W o DEF ML OG- RARTTA - WA wa W ECEAGAL  BOUHARD LA
HAIE FEE DEF RIS WARREN Tk M .
s [ DOF  MEEUTIT  TEOSD AT
gy aum T ]
[
T LrRacinins Taeien RS . 1k
T ey B LT A e i s LL
R — i

Amounts in Bank but not inWARDS..

-G8

5/30/03-Bank charged .68 feeﬁlerrur; paid back 7/21/04

-42

10,/31/03-Bank charged .ﬁ/ée in error, paid back 1/31/04

-.35

11/30/02-Bank charged }é feein error;, paid back 1/31/04

-.28

12/31/02-Bank margey/. 28 feein error; paid back 1/21/04

1.05

1/21/04-Bankre paiﬁ ofthe 4feescharzedin amor

6B

7/21/04-Bank regalld last fee charged inerror

-.40

7/9,/04-Bank pgéed depaosit for 55,432.52, but actual amountwas 55,432 92; 40added 81104

40

8/1 1}04—Ban/added in.40to coverpasting error in July 2004

8.71

1/31/06- |yérﬁt was 543 .25 but only 534.54 zpplied, = difference of 58.71.

.29

EIIIUE-p{rEEtdE positfor $961.80was recorded as 5961.51; 2 50.29difference

-.29

3}1}1]?{0& pasit for $0.29 made tosystemto comecterror in depasitlast month.

.03

1 lfjﬁfﬂﬁ-l nterest was 559,19 but only 569 .15 3pplied, = difference of .03

.01

BﬁEfﬂ?-Check #40was written for 52,309.43, but sum of entriesin WARDS total 52,309 44,

-1.08

/29 /D8-Interest was 56.69 but510.77 applied, 2 difference of 4.08.

467

TOTAL
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Appendix C - Technical Document - Interest Report for 1099

WARDS — Technical Document
Finance Reports | Interest Report (for 1099)

This report is submitted by the WARDS Finance Manager to Department of Administration in January of
each year. Department of Administration prepares IRS Form 1099-INT from this report and sends the
information to the IRS and to the individual clients in WARDS who earned interest of $10 or more for the
previous year.

Check the box “Export for 1099 to MS Excel”. File is saved in Excel format. There are 2 street fields in
FACTS. If “Street]l” does not begin with a number then system will look at “Street2”; if “Street2” does
not begin with a number then the default address/city/state/zip will be used. Any 1099 forms sent to the
default address, or returned as undeliverable, will be sent to the WARDS Worker at the regional office.

Field Name Field Length | Description

[

VenType 1 Always use “2” (for SSN)

2 | VenNumber 9 Use client’s SSN from WARDS

w

TypeCode 1 Always use “6 (for INT)

I

Agency 3 Always use “629”

(65]

Name 40 Take from WARDS; use all caps; FIRST NAME (space)
MIDDLE INITIAL (space) LAST NAME

6 | Address 40 Take from FACTS (CFT_CFS_CLNT_ADDR) Street 1 or
Street_2, whichever one has numbers included; use all caps;
use the maximum SEQUENCE_NBR associated with the
address.

Default: 915 SW HARRISON, AAO, 8TH FLOOR SOUTH

7 | City 15 Take from FACTS (CFT_CFS_CLNT_ADDR) City; use all
caps
Default: TOPEKA

8 | State 2 Take from FACTS (CFT_CFS_CLNT_ADDR) State; use all
caps
Default: KS

9 | Zip Code 9 Take from FACTS (CFT_CFS_CLNT_ADDR) Zip
Do not include hyphens; left justify if only 5 digits
Default: 666121570

10 | IntAmount 12 Take from WARDS - total interest for calendar year
no decimals (i.e. $3,312.48 would be recorded as
000000331248)

11 | Streetl Take from FACTS (CFT_CFS_CLNT_ADDR)
THIS FIELD NEEDS TO BE DELETED PRIOR TO
SENDING TO DofA.

12 | Street2 Take from FACTS (CFT_CFS_CLNT_ADDR)
THIS FIELD NEEDS TO BE DELETED PRIOR TO
SENDING TO DofA.

NOTE: “Streetl” and “Street2” are added to the end of the spreadsheet so they can be reviewed before
submitting file to Department of Administration (DofA). Before submitting file to DofA, do the
following:
1) Review any entries where the default address was used. Look at “Street1” and “Street2” to see if
the default address is the best address to be used.
2) Delete columns “Street1” and “Street2”.
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3) Save file.

Appendix D - Technical Document - AFCARS Element 65
WARDS’ AFCARS Element #65

Element #65 of AFCARS requires that we report if the child is receiving support only from the
State (indicated as a “0" in AFCARS Element 65) or from some other source (Federal or non-
Federal) which is not indicated in elements #59 - #64 (indicated as a “1" in AFCARS Element
65).

#59 = received Title IV-E

#60 = received adoption subsidy
#61 = received IV-A (AFDC)
#62 = IV-D (child support)

#63 = Title XIX

#64 = SSI

Field Name | Size | Description

1 |Client ID 10 KAECSES/FACTS Client ID# (every child in WARDS will be
listed regardless of whether their WARDS case is active or not)

2 | Date 8 YYYYMMDD, the first day of the month from the sample being
reviewed. A child with no benefits in WARDS would have six
lines in the text file (1 for each month of the review period), each
showing -0- for the dollar amount received. A child with benefits
in WARDS could have more than six lines in the text file if they
received two different types of benefits in any given month (for
example, both SSI and SSA).

3 | Amount 5 Total dollar amount of this benefit type (rounded up/down, no
cents) for the month indicated above.

4 | Type 5 Type of benefit - used to reimburse SRS

SSI - Title XV1 (16) Supplemental Security Income

SSA - Title 1l (2) Retirement, Survivors, & Disability Insurance
RR - Rail Road benefits

VA - Veteran benefits

Type of benefit - Conserved, NOT used to reimburse SRS
DDCT - SSI dedicated (large lump sum SSI deposits usually
conserved for the child)

SA - savings, conserved funds

OTH - any other funds needing conserved for the child
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A flat text file will be created;

The file will be sorted by Client ID, then Date, then Type;

It will be created upon request from ITS and/or the CFS-AFCARS coordinator twice a
year: (1) for the period April-September; and (2) for the period October-March;

Each month involved in the reporting period (April-September or October-March) will be
considered for every child in WARDS each time the file is created based on data in
WARDS on the day the file is created.

If no benefit is received for given month, fields #3 & #4 are left blank; if a benefit is
received, fields #3 & #4 contain the dollar amount and type; if a benefit was received but

it was disapproved (returned to Social Security) an amount of -0- is listed for field #3.
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Appendix E - Banking - How to Download Regular Account Transactions

Step 1 On Internet Explorer, open Capitol City Banks website... www.capcitybank.com

Step 2 On the opening page, change Online Banking to Cash Management; click <LOGIN>.

O oon

% v B v @ v Pagev Safetyv Toolsv @v {F

ps://www.capcitybank.com/ P - & C || ® Home> Capital City Bank

24 hour Information Line (785) 274-5680((® // (888)-267-8420®

@ CAPlTAL CITY Personal Business Mortgage Trust/Brokerage Resources

BANK
[ | EIr——— ] Envoll Now | Need Help? Search for
GET IN TOUCH I
o We have a new look!
We've redesigned with you in mind. Y
(&) ContactUs v Our new site works great on moblle and tablet devices - giving you a ‘%
great experlence no matter how you choose tg,gonnect. {
@ Locate Us >

i !

Step 3 Company ID: [contact WARDS administrator]

User ID: (your individual user ID) <Continue>.

Step 4 Continue with Security Code [if applicable — does not appear with every sign on]

Click the Continue with Security Code button and follow the online instructions

Step 5 Type in the Password. <Sign In>

Step 6 Click the regular account, ending in 0164.
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Step 7 Click “Account Activity Search”.

Account Activity ) Print this page

To view activity for different accounts or to search for specific transactions, go §p Account Activity Search.

To view more summary data for the accounts listed below, go to Additional Account Information.

Report created: 08/23/2011 09:42:16 AM (ET)

Account: 101101141 = *0164 « Checking * Regular Account « Accessible $1,326 504 87
Date range: 8/10/2011 to 8/23/2011

Transaction types: All transactions

Detail option: Includes transaction detail

Step 8 The search screen appears.
Make sure the regular account is selected and enter the date range you desire.

Towards the bottom of the screen, click <Search>.
General Search Options

Qutput to o Screen (HTML)
show more oulut opens

Accounts Salect all » Deselect all
ABA/TRC Account Description
5558

101101141 Dedicated Account Accessible

101101141 7597 Noa-RD Account Accessible
101101141 0164 Regular Account Accessible
Date range Specific date 08 123 /I 2011 :J
& From w8 /ot s2m [§
mm eyl
To 0 1 r20m [F
meadyyyy)

Prevous busness day

Since last download  (Vaiid for uiaBocks® Sownicas only |

Transaction types 9 All transactions

Step 9 All of the transactions for that time period will display.

Make sure the “Download this report as: CSV file” is selected. Click <Go>.

73



Account Activity 5§ Print this page
To view activity for different accounts or to search for specific transactions, go to Account Activity Search.

To view more summary data for the accounts listed below, go to Additional Account Information.

Report created: 08/23/2011 09:49:39 AM (ET)

Account: 101101141 - *0164 - Checking - Regular Account - Accessible $1,326,504.87
Date range: 8/1/2011 to 815/2011

Transaction types: All transactions

Detail option: Includes transaction detail
Search completed transactions + 14 day view Download this report as: | CSV file =] Go

101101141 « *0164 + Checking * Regular Account * A ible $1,326,504.87

Additional . Calculated

Post Date Reference

Image Description
Reference Anage Balance

Step 10 The File Download dialog box appears. Click <Save>.

Fle Downiond | =

Do you want to open or save this file?

¥ Mame: Export.csv

| 749

Type: Mlicrosoft Excel Comma Separated Values File

From: capcitybank.ebanking-services.com

‘ Open I [ Save I [ Cancel

| 5 While files from the Internet can be useful, some files can potentially harm
\\a your computer. if you do nottrustthe source, do not open or save this file.
What's the risk?

Step 11 Choose the following path to save the bank statement...
S:\Cfs.drw\GENERAL\WARDS\In\
Name the file as follows: CapssiMMMDD_YYYY_MMMDD_YYYY.csv

Example: CapssiAug01l_2011 Augl5 2011.csv

Step 12 REPEAT Steps 6-11, once for the non-RD account and once for the dedicated account.
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Quick Guide

Step 1 On Internet Explorer, open Capitol City Banks website...  www.capcitybank.com

Step 2 On the opening page, change Online Banking to Cash Management; click <LOGIN>,
Step 3 Company ID: [Contact WARDS Administrator]
User ID: (your individual user ID) <Continue>.
Step 4 Continue with Security Code [if applicable]
Step 5 Type in the Password. <Sign On>
Step 6 Click the regular account, ending in 0164.
Step 7 Click “Account Activity Search”.

Step 8 The search screen appears.
Make sure the regular account is selected and enter the date range you desire.
Towards the bottom of the screen, click <Search>.

Step 9 All of the transactions for that time period will display.
Make sure the “Download this report as: CSV file” is selected. Click <Go>.

Step 10 The File Download dialog box appears. Click <Save>.
Step 11 Choose the following path to save the bank statement...
S:\Cfs.drw\GENERAL\WARDS\In\

Name the file as follows: CapssiMMMDD_YYYY_MMMDD_YYYY.csv
Example: CapssiAug0l 2011 Augl5 2011.csv
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