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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 youths 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 initial WARDS database was programmed in Microsoft Access. The current version of
WARDS is programmed in .net 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 II 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 III, IV, and V, you will find detailed instructions on specific actions in WARDS.

Note the following icons in section Il and IV:

The “try it” icon suggests you perform a procedure so you can get a feel for it (primarily

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

E 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.LNAVIGATION 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 so
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.

WARDS

Login Name: |

Paszsword:

[ 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...

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

Transactions Reports Maintain  Tools  Help Window  BExit

Try It!



Transactions | Reports Maintain Tools Help Window  Exit

Approve/DisApprove |I

Click on the Transactions tab: “

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.

@ 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 Central Office users and are explained in Section V.

TRANSACTIONS

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

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
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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.

Transactions | Reports | Maintain Tools Help Window  Exit

Clients »
Users Report

SharePoint Reports

MAINTAIN

Transactions Reports | Maintain | Tools 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 |T|:u:u|5. | Batch Process  Help

Afc Balance
Waorkers Activity Log

Capture Screen

A/c 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

Transactions Reports  Maintain  Tools | Help | Window  Bxit

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.
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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 toggle 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

window [ “ hold the left mouse button down and

drag the window to a new location on the screen.

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 two ways to change or select a date...

a) Typing

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

Dates Between: |5/1/2018 | &

b) Calendar

Click the pull-down arrow to the right of each date field to have a calendar appear;

select the date you desire.

|5/1/2018
4 May, 2018 3
5 M T W T F 5

LH]

| 2 3 4 5
o 7 g 9 1 11 12
13 14 15 16 17 13 19
20 21 22 23 24 25 X%
27 28 29 30 3

Today is Tuesday, June 26, 2013
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2. Pre-filled Dates

When you need to enter a date, for g =
Fep Payee Information

|z save |4 Cancel

example to start a rep payee period,

often the start date will be pre-filled.

Any pre-filled dates can be changed. || Sounty: |ALLEN - East -]
fliFeome 3/ 1/2013 ~ fes [0 1/31/2013 =

Other date fields, like the “To” date .I

shown here, 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; at
this point you could also change the date. If the dimmed date is not selected, leaving it

dim means the field has no date present.

F. Running Reports
Selecting a report from the Reports menu in WARDS will cause you to leave the WARDS
application and will take you to the SharePoint site where the reports is created. The
following instructions are for the SharePoint site.

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

Dates Between: |5f(1f(2018 | i And: |5f(3]-.f2018 | i
Select Worker: | ALL V| Reagion: | ALL b4
Search By: | Client 1D V| Search String: | |

| V Deposit Status: |I—'«p|:rroved, Dizapproved, Pendingl_V:
Sort By: | Client 1D v|

Date Range: Select by typing or using calendar feature.
Worker ID: ALL or specific worker.

Region: ALL or a specific region.

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

Search string: Enter search to narrow results, ie: ClientID = 0001234567 (NOTE: Include
leading zeros for searches by client ID; all 10 digits must be present for the search to be
successful.) After typing in the search criteria, hit <Tab>; this will make any matches
appear in the Select Client(s) box. If more than one client appears, check ALL to select all
of them or the specific client you wish to see.
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Sort By: Select data sort by Client Name, Client ID, or SSN

After selecting all the criteria desired, click <View Report>.

I iew Report I

2. View Report/Cancel Report
When a Report is loading after clicking <View Report>, while data is being gathered based

on the search parameters, a popup window will display as follows.

"5 Loading...
o Cancel

If you want to cancel the action, you can click on Cancel in the popup window. The search
will be discontinued and the screen will redisplay ready for a new set of search parameters
to be selected.

3. Saving a Report — After running a report, the report will display on the screen. You have
several options to save the report. Supported options are:

%'itﬁaﬂ

%ML file with report data

CSV (comma delimited) — this option is editable and will
open in Notepad or Excel

5V (comma delimited)
PDF

MHTML (web archive) PDF — this option is not editable and will open in a pdf

Excel reader
TIFF file
Word Excel — this option is editable and will open in Excel

Once making your choice, an option bar will appear at the bottom on your screen, asking if
you want to <Open>, <Save>, or <Cancel>.

Do you want to open or save 15 - Deposit Details.xlsx from sqlrs1? Open Save > Cancel

e Choosing <Open> will make the report open in the program chosen.

e Choosing <Save>, click the down arrow on the Save selection and choose, Save As
which opens a window for you to save the report.

e Choosing <Cancel> returns you to the completed report screen.
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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: For

Last Mame

: -

First Mame B -
Last Mame KAESCES Id Client ID SSNE

SSNE

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

below.
NOTE: When searching by KAECSES ID, you DO need to type in the leading zeros.

This search feature is similar on other screens.

H.Sorting in WARDS
All tables that appear on the screens of WARDS have columns that are sortable. In this
example from the Approve/Disapprove screen, by clicking on the column heading “Client
ID,” the table became sorted by client ID, smallest to largest.

[] Active Clients Only
[] Show me only my cases

[7] Client List with Pending Transactions Only
Search Client By: |KAESCES I = | For

Last Mame First Mame Client I S50 =+

14



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.

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

Central 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.

Central Office Administrator — Same access as a Central 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.

III. USER MAINTENANCE

A.Add Users
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 add (user name and Outlook e-mail address) to WARDSApp

group.
2. In WARDS, select Maintain | Users

3. Click <New>. A window opens to enter the new user’s information.
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mailto:DCF.HelpDeskBusiness@ks.gov

o Users @

d New |l Edit [ Delete [@] Save [ Cancel [] Search [gf Exit
Last Name: Smith Role: lRegionaI Office User VI

First Name: Sam Access to Regions

Email: Sam.Smith@dcf.ks.go 0 <as City

[ west
[ wichita

Login Name: SXS
Login Passwords [+rrreees
e e
Active
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 User Name as displayed on BGInfo screen (see
Appendix A for how to locate BGInfo)
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
currently using WARDS.
Role = See Section II 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. Once ITS has added the user to the WARDSApp group, the user can install WARDS from
Internet Explorer’s DCF Home Page (http://dcfnet.dcf.ks.gov/Pages/Home.aspx).

Click on the Applications icon, =wuusx . Scroll down to WARDSNet, click on the P and

follow the online instructions to install the application on the user’s computer.

WED KUHE KEqQUESL FTOCESSOT | WKKE) ¥ iy
WARDSNet E) A
——
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B. Change Password
All users can maintain their own access to WARDS by changing their 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:

1. Select Maintain | Users

2. Click <Search> to locate the user.

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

4. Make 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 IV for how to 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.
Central office users’ duties will require some of these same instructions. For more information
on central office tasks, see section V of this manual.

A. Client Records

1. Add a New Client

Regional office staff shall enter new clients into WARDS upon receipt of the letter from
Social Security saying DCF has been made payee. It will be important for the client to be
entered into WARDS prior to the first direct deposit received, so try to enter the client into

WARDS within 10-20 days of receipt of the awards letter.

1. Select Maintain | Clients

Maintain | Tools

Clients

Users

File Paths

Account Types

2. On the screen that opens, click Search to make sure your client is not already in

WARDS. If not found, click New.

i =
] Edit [ Delete |3 save | Cancel [g] Search [g] Exit

4. Fields will become enterable, but client information is taken from SCRIPTS.
a. Enter Client ID without leading zeros
b. Hit <tab> (the system will check SCRIPTS); if there is a match, WARDS will populate
the other fields with the client’s information. If no match is found, contact the WARDS
Program Administrator or System Administrator for assistance.

c. SSA ID 1 is where the Claim Number is entered from the letter (see example here):
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Social Security Administration

Retirement, Survivors and Disability Insurance
Important Information
Mid-America Program Service Center
601 East Twelfth Sireet
Kansas City, Missouri 64106-2817

[Claim Number: 5HIRSC1 )

No dashes or spaces are entered; type the number just as it appears on the letter making
sure to include the C1 or whatever letter/number combination appears at the end of the
social security number. This claim number allows for WARDS to assign that direct
deposit to the right client. NOTE: If your client was already known to the system, but
this is a second awards letter with a different claim number, leave the number
displaying in SSA ID 1 and enter this new number in SSA ID 2.

d. 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.

e. 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”.

f. Click <Save>.

NOTE: When the client is age 18-20, 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. This warning was added to ensure only foster care clients are added to the
system.

NOTE: If client is over the age of 21, a popup box opens with the error: Client is 21 or
over. This client cannot be entered. This warning was added to ensure only children,

no adults, are added to the system.

5. 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
@ Mew ﬁ Edit

County Region Start Date EndDate

6. CSS Information Section — No Longer Used.

CSS Information

[ Mew 3] Edit

StartDate EndDate

Court Court
Order No Amount

2. Edit or View an Existing Client Record

®

Select Maintain | Clients

Transactions  Reports | Maintain | Tools
Clients

Users

b. Search and locate the desired client record.

a5 Clients @

[ mew g8 Edit (@] Delete Save |44 Cancel] (@ Search I@ Exit

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

changes to the client details.

d. Click <Save> to save your changes, or <Cancel> to exit edit mode without saving any

changes.

Try it!

Search for the record for client Kayla A Monroe using last name.
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Search
' @ start with
Search By: = Monroe I

() includes
| Client Id LastName «  FirstName SSN SSAIdi SSAld2
[V 0000526828 MONROE 5 : |
_|3002143414 | MONROE |kELSY 5] 7 |50 c2 |
Fumg?lsw iMONROE | KENNA .5- €| E|
0002040994 | MONROE |ROBERT 1 (o 5|0 ci |

[oncel|

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.

a. Go to Maintain | Clients

b. Click <Search> to locate the client.

With client information showing on the screen, click <Edit>.

&

Enter the minimum balance in the box for the appropriate funding source (SSI or SSA).

e. Click <Save> to save the change.

E 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.

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
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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.

a. Go to Maintain | Clients

b. Search and find the client.

c. Inthe Rep Payee section of the  Rep Payee

[l New [ Edit
screen, select the segment you :
County Region Start Date EndDate
need to update and click T
<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
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
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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 (i.e.,
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.2). 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.

¢. Procedure in WARDS

1. Go to Maintain | Clients
ii.  Search and find the client.
iii.  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.

[l save |4 cancel

County: |CHEROKEE - East v

From: o/21/2006 + To: [0 4/24/2013 ~

iv.  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,
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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.

1. Approve/Disapprove Screen
To display only your caseload so you can find a client for which you want to
approve/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 £ T IS L T E R

only those clients who have | Client List with Pending Transactions Only
pending transactions. Search Client By: |Last Name =« | 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
boxes above so no filter exists. (NOTE: If client is still not found, go to Maintain | Client
screen and search for client to see if client is assigned to your region and to you as their

worker.)
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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.
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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”.
o If 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). Leave the deposit in a pending status. Once the request is
approved by Social Security, change the service dates before approving the deposit.
How to apply multiple months to a deposit:
- Select the pending deposit.
- Click <Approve>.
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- The window that pops up will allow you to change the service dates associated with
the deposit (labeled as ‘Deposit From” and ‘Deposit To’).
- After changing the dates, click <Save>. If expenses do not appear immediately for

the date span entered, wait overnight and check again.

e If 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.
FEEN 1T [
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waesces b ooffiie

Des ot Amaar 3050

dppiayved Dale Lasaon Lipurl

Nepcet-from: B 117013 » DapoedTe: LAIOIY =

bage® Lavel VT plademant. g
Addrags of new plscamsni Paibmiys, 22008 W e, Topeaa KE
LF rrturmecd hierm, BOC = . BSE09
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E 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.

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

box that appears; click “Save”.

E 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.
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3. Expenses

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

e If approving, click <Save>.

E Once an expense has been approved and reimbursed to DCF, you will not be
able to reset 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.

e If 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.
&' Experne ' ﬁ

& Save g Ewit

eaesces 1d:  odl.

Crperss Amount: 1,100.00

Datar  1LA208S2013

e If 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. Reset to Pending
If you approve or disapprove a deposit or expense in error, you may be able to reset the

status of the transaction back to pending.
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. On Transactions | Approve/DisApprove screen, select the deposit or expense you wish
to reset to pending.

. Click “Reset to Pending”.

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

. If the system is unable to reset the transaction back to pending an error message will

appear due to the following situations:

o Deposits: A payment has been made against an approved deposit; or a
disapproved deposit was returned Social Security.
o Expenses: 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:

1) Approved Deposits - Notify DCF Finance 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.

2) Disapproved 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.
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3) Approved 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:

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

b) Contact 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. Here is a listing of the

reports available from the Reports | Clients menu. When a report is listed a second time
followed by the words “Excel Export”, it means the first listing should be selected when a
printed, formatted report is desired; the second listing with “Excel Export” should be selected
when the user needs the information saved in an Excel spreadsheet.

1. Client List — The Client List report provides a list of clients, active or all, for all workers or
a selected worker, for all regions or a selected region.

2. Deposit Details — The Deposit Details report provides a list of deposits received and their

status as per the filters applied.

3. Expense Details — The Expense Details report provides a list of expenses as per the filters
applied.

4. Expense Details by Service - The Expense Details by Service report provides a listing of all
clients receiving the selected service as per the filters applied.

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.

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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7. Client Transactions 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

8. Client Interest Distribution — The Client Interest Distribution report shows the balance in a
client’s account and the amount of interest distributed to that client’s account by transaction
date.

9. 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.

10. 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.

. Mmm-h:,.;.wm Sumission ™ 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

Pavms Paoc Parge © 11 55000 =

Frmesrm Dy

e g M need to provide a submission date—you are only
Sl e 103813 + previewing the answers to the report. Information
T put on this screen is used in the Rep Payee Reports

Sorevt Tree . @ Bl Fyes Fpd

L N — Log report.

uas B

11. 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.

RepPayes Tracking As on: 1312013 1'_:
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12. 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
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Representative Payee reports received and submitted by the worker. This report may assist

with worker performance evaluations.

13. Beneficiary List for Audits - 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).

V.HOW TO - DCF Administration TASKS

This section contains instructions pertaining to tasks performed by the central office user. Refer
to Section IV 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...

Central Office Role

Regional Office Role

Transactions | Approve/DisApprove

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

R IR RN IR I

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

R R I R F R R i i R B e i I o e

PR

Reports | Clients | Client Balance Range

bl

>

Reports | Clients | Client Transactions Details

4

b

Reports | Clients | Notes/Activity
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Menu Options Available Central Office Role | Regional Office Role
to..

Reports | Clients | Rep Payee Rpts — X X
Submission

Reports | Clients | Rep Payee Tracking

Reports | Clients | Rep Payee Reports Log

Maintain | Clients

Maintain | Users

Tools | A/c Balance

PP D[RR e

Tools | Workers Activity Log

Batch Process | Import Bank Statements

Batch Process | Import Exp | Export Client List

Batch Process | Import Exp | Load Expenses

Batch Process | Return Disapproved Amt SSA

Batch Process | Process CSE Returns

Batch Process | Process SRS Reimbursement

Batch Process | Distribute Interest

Help | Contents

Help | Index

Help | Search

Help | About...

Window

el R R I I F o R I i R e R R R B e i R e I i e

LRI e

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

account type.
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Account Category — Select Regular, Dedicated, or Non-RD from the pull-down menu.
Batch Date — Pre-filled with today’s date.

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.
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.
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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 I&J

| , Checks updated.
"W MNow you can Approve/DisApprove recently added deposits.

x|

1 i

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

Import Corrections screen (instructions next).

. 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.

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).

. 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.

. . Oa }
o' Distribute Interest @ o5 Distribute Interest @ o= Distribute Interest @
[ start | 2] Exit il Start | g Exit [ Start | [ Exit
Month Year: Jan 2013 = Month Year: Jan 2013 £ Month Year: Jan 2013 =
Account Type: |Regular - Account Type: | Dedicated - Account Type: |Non RD -
Interest Amt: 0.00 Interest Amt: 0.00
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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.

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).
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e Select the dCPOSit on the Unmatched Deposits on Bank Statement

left Side Of screen. Date Amourit Check# Dlescription
Selecting the deposit will 11//2012|  $522965 DEPOSIT
make the total of that 11/14/2012 | 51.668.18 DEPOSIT
. . 1172172012 DEPOSIT
deposit appear in the 1143072012 $33.00 DEPOSIT
lower left corner... 12/4/212|  $4.704.15 DEPOSIT
1272012 | $1624.00 DEPOSIT
Total amount for Selected Transactions - 0.00 12/13/2012 $650.00 DEPOSIT

Difference from Selected Bank Transaction : 1215/202 ¥156.70 DEPOSIT

¢ Find the corresponding WARDS entries that make up that deposit from the right side
of screen. Hold down the Ctrl button to select more than one WARDS entry.
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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.
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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.

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>.

a5 Bank Reconciliation - Regula...| = @

Reconciliation Report

Morith Year : [0 2012 2
Bank Opening Balance : 1,206,753.64

Status

Start Close

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.
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WARDS Reconciliation for 11/30/2012

Bank Opening Balance 51,200,903.15
Matched Cr. Total  5$852,205.93
Matched Db. Total  5413,269.62

Accumulated Encoding Errors 53,748.22

Cr. Charges 50.00 Accumulated Charges/Credits §3,701.27

Db. Charges 50.00 Total Difference 546.95

Unmatched Depaosits 50.00 Pending Deposits in WARDS 5350.00

Unmatched Checks 50.00 Pending Checks in WARDS 543,047.63

Bank Closing Balance 51,639,839.46 WARDS Closing Balance $1,597,188.78
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.

Bnkid BankDate ChkNo BankAmount Systembd Texfype CllamtD LastMamas Flrsthams Systembate  Systemfumount SysCheckMo TreTotal

s 1101 M r] 55.00 Ug154 DEP E 11/1/2012 £5.00
SE155  11/1S2002 o 513.00 38155 DEP k a0 513.00
SEiS 1112043 o L3334 HE15E DR o] 13/1/2013 L4
22157 11/1/2m2 o SML00 SBI57 DEr 1102012 24,00
sE1%y 111302 o 434,00 qEI%E DEP g 1112012 £34 00
SETSS  1471/3002 (i} S34.00 98155 DEF 117172012 53400

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...

a

[T - - B = = |

bkl BankDate  Chidde BankAmount Systemld TreType  Clientid Lasidame Farsitlams SystembDate SystemAmount SysCheckNo TreTokal

a =] 0000 100163 MENP 1 3 11,/15/2013 514403 1565 SO
o o 5000 100914 RET 2 112002012 53300 31583 0 00
L] =] 5000 100833 MENF 1 11/19/2012 511300 31572 S

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

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

Select 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.

Bank Opening Balance 51,200,903.15

Matched Cr. Total  5852,205.93
Matched Db. Total  $413,269.62
Cr. Charges $0.00

Db. Charges 50.00
Unmatched Deposits 50.00
Unmatched Checks 50,00

Bank Closing Balance $1,639,839.46

WARDS Reconciliation for 11/30/2012

Accumulated Encoding Errors $3,748.22
Accumulated Charges/Credits $3,701.27
Total Difference 546.95

Pending Deposits in WARDS 5350.00
Pending Checks in WARDS 543,047.63

WARDS Closing Balance $1,597,188.78

—

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

the regular account on the Balance Range report. See example here.

Client Hame 551

SSA

Reguiar DDCT BR VA

NonRD TotalBal

0.00
1,306.06
0.00

wownm
[ = n]
[=]
= n
=)
=

Group Total -

0.00
0.00
0.00

327 401.00

0.00
1,396.06
0.00

0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00

53,606.14

Q.00
Q.00
.00

0.00
1,396.08
0.00

0.00 38100714

REportTotal:l 1.597.183.]‘8' 402, 43518

Report Total :

1,597,188.T8

Troubleshooting discrepancies. ..

Problems on Bank side

e The bank side “Matched Cr. Total” does not match the Total additions on the

10,151.24 2,009,775.30

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.
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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.

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.
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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:

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>.

£l

. Bl Ml anie s - e Rl oo

Hank feconcialaon - Mo Rogsla Acounls

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
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click the arrow i] 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.

¢) 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 the Reports | Finance menu. When a report is listed

a second time followed by the words “Excel Export”, it means the first listing should be
selected when a printed, formatted report is desired; the second listing with “Excel Export”

should be selected when the user needs the information saved in an Excel spreadsheet.

1. Bank Import Error List — When an import of bank transactions is done, any errors
(transactions where the client could not be found) show up on a correction screen found
under Transactions | Bank Import Corrections. Run this report if a listing of those errors is

desired.

2. Interest Distribution — The Interest Distribution report shows balances in client accounts on

a chosen EOM (end of month) date and the interest distributed to each client’s accounts.

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

during the period will display.

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

made during the period will display.

5. Client Transaction Monthly Balance — This report shows a client’s Transaction Details in
Service Month order rather than Transaction Month order. Social Security has dictated we
apply a deposit in the month it was received (the Transaction Month), but we must pay a past
month’s expense based on the balance in an account for that month (the Service Month).
This report is primarily used by the the system administrator to ensure the system has

calculated end-of-month balances correctly.
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6. 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.

7. 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.

8. Checks Paid to CSS — NO LONGER USED.
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 CSE are made from the regular account.

o

. Disapproved Amount Return to SSA —This report can be run for a specific period of time or

for a span of check numbers.

10. 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.
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.
11.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.

12. 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.

E. Writing Checks

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

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.
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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.

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

C5E Information

i New [ Edit

StartDate EndCate

Court Court
COrder No Amount

12/1/2003 SMNO3D002441 | 149

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

money due to Child Support Services (CSS).

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.
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3. Batch Process | Process DCF 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.

4. 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

1s for. With the client selected, the other fields on the screen will become editable.

5y Mimnual Expenses | E e
Manual Expansa

sebect, ciern | 0

Afe Topa . EEE = Ae Balanes - 52 358 59
Faysa To ; Easy Smih
r

Comment . mamburss foster parent For ciotheng

Snerse Aot & 13 Chack & TR Creci Chate - | 27 B33

Save Cancsl

47



e 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.

o Regular Account=SSA or SSI or PASS. 551
“PASS” is explained in PPS PPM Section 5928.E. 25|
o Dedicated Account=Dedicated Dedicated
Rail Road

o non-RD=all others. “Savings” refers to money that does
not fall into one of the other categories and should not be SE'I:;':QS
used to reimburse DCF for cost of care. See PPS PPM PASS
Section 5927 for an explanation of the other account types.

e 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.

e Expense Amount: Enter amount check is to be written for.

e Check #: Write the next check # available.

e Check Date: defaults to today’s date.

e Click <Save>.
If there isn’t enough money in that account to cover the check the following
message appears:

Over Balance — =

—

f = 1 You do not have enough balance on this account,
' Do you want to continue?

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

e When the expense is successfully saved, a message appears asking if you want to
print the check now.

I bl
Check Print _— ———

7 | Expense saved successfully,

Do you want to print Check Now?
(You can always print it later if you want)

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

o= Void Check = || ]
Void Check

Ade. Type - EERD -
Check Printed in Emor: [

Check #: 0
Check Date : 8/ 672015 [El+=

Check Amourt : 0.00

Feason for Yoid :

When check is outstanding more than 6 months, is lost, or has been returned and needs to be
voided in WARDS:

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

e Check #: Type in the check number.

e Check Amount: Type in the amount of the check.

e Write a brief explanation (limited to 50 characters) as to why the check needs voided.
e Click <Void>.

When a paper check was misprinted:

e Check the box “Check Printed in Error”
e Select the date this print error occurred
e Provide a reason for the void.

e C(Click <Void>.
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Appendix A - BGInfo

BGInfo is in the status bar of your computer, lower right side. When you pass your mouse over
this icon the words BGInfo appears. Click on the that icon to open it.

= i + 100

4:27 PM
E6,/26/2018

IR |

The screen that appears gives you information regarding your pc and its location.

The first entry on this screen is User Name. Your computer’s User Name should be used as the

Login Name when setting up a new user in WARDS Maintain | Users screen.

50



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 Regular 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 Errors $3,748.22 +

Cr. Charges 50.00 Accumulated Charges/Credit 53,701.27 ++
Db, Charges #0.00 S16.95
Unmatched Deposits $1,561.00 5512.40
Unmatched Checks 50,00 S183,062.76
Bank Closing Balance 51,200,338.15 inf Balance| 51,016,273.74

2.00 | Aug 04 check 13094 bank cashed for 52 mogefhan it was written/ bank repaid §715/05./
50.00 | July'05 check#19311 bank cashed for 550 #fore than it was written; bank repaid 11,/3/07.
10.01 | D=c'06 check #2093 bank cashed for 340,01 more than it wgf written; bank pd back 1/41,/07.
T0.00 | Jan'07 check #21160 bank cashed $o& 570 mare than it was fritten; bank pd back §/27/07.

7.00 | Marl7 check #21363 bank cagh€d far 57 mare than it wif written; bank pd back 4730/07.

07 | April7 check #23217 bankeg@shed for $0.07 more thar/it was writt=n; bank pd back 6f13/08.
3,5BB.20 | Nowld check#26087kank cashed for 5358829 magf than it was witten; bank re—pd 1714/10.

-.50 | Dec'l9 check#26207 bank cashed for 5.50 less thah it was written; bank re-pd 2/23/10..

-.30 | Dec'09 chack#26166 bank cashed for 530 le:s/h.:n it was written; bank re-pd 2;’?’3;"10.

3.6B | lan"10 chagk#26309 Tagzetcashed for 368 plore than it was writt=n. /

--30 | May'lQfheck #2679 bank cashed for 530 less than it was written.

28.51 | May {2 check #30554 cashed for S598, yiritten for 561049 —a 52951 differenge.
-11.24 ) Mug12 Check#31023 cashed for 52,150.76, writheafas 52176 - 3 51124 diffohence.
4 374537 | TOTAL / /

2.00 | Bank repaid 6/15/05 far 2rrar 5f check £12094. /
50.00 | Bank repaid 11,/3,/05 for amgf on check #19311. /
-25.00 1 Bank charnged service fee 'Qlllﬁ,n"ﬂﬁ in error. /
10.01 ! Bank repaid 1/11/07 fagfmor on check #20935. /
7.00 | Bank repaid 4/30,/07 §ér zvror on check #21383. /
T0.00 | Bank repaid 6/27/07 for emar on check #21160. /
07 | Bank repaid ﬁ;’ii}ﬂﬂ for error on check #23212.
000 | Bank cashad \%ed chack #21123, 3173.00; bank r= paaid 417900 un/i 156/09.
3,5BE.29 | Bank repaid )4'14;"1':] for ermor on check #26087.
- B0 Bank -m-rn;t_‘be-d an 223710 30 gpgg on check 26166 and 50 = m:rrﬁnn check 26202,
=301 Bank myl@cbed on 68510 30 sy on chack #26791.
0.00 | Bank ghanged check #27735, 385.98 twices on 11/10/10; repaid 13/7,/10.
0.00 | Ban)/made 2 £28 service charges an 12/14/10in erar; camectefl 1/7/11, +556.
0.00 | Bank made 2 528 service charges on 3/8/11 in error; repaid 4715711,
CI.III, nk changed chack #30604, 4598 twice on 5232 repaid 3;7?ﬂ2.

44 3701277 TOTAL /
/
Balance Range Report 10/31/12 f
oy KAFSCESM S CEaniMare pov | 25 LOLT BH j - OTH  BSsSD Ictaihal
Rispaar Tipkad = I1JII\J‘I!HI i 34 AFFEATLATLTTE
I —

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 , select All Programs | Accessories | Paint

e 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.

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

e 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 Reconciliation Report

W HaE e
1943818 [EEY DEF  GETMEE  WARREN TRAAM
e [ DEF  GIEIINTIT  TOCSDR BT
wenaey T BT MY waRREN TN
T L Saconoims Taaaaey B o Twsknon Tam ik
e L ] L ey s L
e w

Amounts in Bank but not in WARDS ...

-68 | 9/20/03-Bank charged .68 feg/nerrur; paid back 7/21/04
-42 | 10/31/03-Bank charged .4;/{12& in error; paid back 1/31/04
-.35 | 11/30,/03-Bank charged /_{.5 feein error; paid back 1,/31/04
-.28 | 12/31/02-Bank charggf.ZE feein error, paid back 1,/31/04
1.05 ! 1/21/04-Bankre pai;l/3 ofthe 4feeschargedin emor
68 | 7/21/04-Bankre péid last fee charged inerror
-40 1 7/9/04-Bank ppéted depaosit for 55,432.52, but actual amountwas 55,432 92; 40added 8/11,/04
40 E,.fllfﬂil-ﬂal]}(added in.40to cover posting error in July 2004
871 1/32 lfﬂﬁ-lyferﬁt wzs 543 25 but only 534.54 zpplied, adifference of 58.71.
.29 EflfﬂE-JZﬁrectde pasitfor $961.80was recorded 25 5961.51; 2 50.29 difference
-.29 3f1fﬂ,ﬁ/-DE pasit for $0.29 made tosystemto comecterror in depaositlast month.
0301 ij/!{lfﬂﬁ-lnterﬁt was 569,19 but only 569.16 3pplisd, s difference of .03,
0 %Efﬂ?ﬁheck #40waswritten for 52,309.43, but sum of entries in WARDS total 52,309 44,

-4.08 /229 /08-Interest was 55.69 but 510.77 zpplied, 2 diffemnce of 4.05.
4 .67 | 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]” 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

1 | VenType 1 Always use “2” (for SSN)

VenNumber 9 Use client’s SSN from WARDS

98]

TypeCode 1 Always use “6 (for INT)

N

Agency 3 Always use “629”

5 | 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 “Street]” and “Street2” to see if
the default address is the best address to be used.
2) Delete columns “Street1” and “Street2”.
3) Save file.
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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 I[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 XVI (16) Supplemental Security Income

SSA - Title IT (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 In the heading, where Online Banking is displaying, change to <Cash Management>,
click <Login>.

Step 3 Company ID: [contact WARDS administrator]

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

Step 4 Type in the Password. <Sign On>

Step 5 Click the regular account, ending in 0164.

et e | D n | |
CapmaL CITy For help with rour banking need
@ E‘\NK Call TE%-278- 5000 o [H-431-7522 ‘Business Online Bani)
Wimg e

Wiy & dccomed farecey ®  Admniesies
amisilliea

Hewage Uenber
Walcom Wit Pittier.

L Saas tem Senaagen, 3

i et Buaimwnia Orlons Blariing wegn om mn Moy, Acguat 23 2081 & 0345 M ET

Deposit Account Balsnces as of B8/2372011

Viwaed bl (Corpped iy

T v Spuiaiell ot Sl Ehih o AdEiail Mlassibal Fiarranidier Thea ot frva

N iy
Erampactiong 32 e
wsbrnitted w 100 PN R

D st o icmsmi
Yo RD Arcooni
Al A ioss 1]

Step 6 Click “Account Activity Search”.

Account Activity

To saw acirty for diferent accoums or to saach for sgeofc fransactions, ge b Aciount Actisly Search

o thi

To e miste: sumesany data for the sccounts listed below, gs 1o Additisnal Accourm imtoematios

Regan crastad DEDARATE DS A2 15 AM ET)

Accousl PATDTA « "6 = Checking = Ragular Aocount « Accssmible 51, 300 604.37
Ointe ringe BAGZ0NT ta RIZRE011

Teansachon fypes Al transactons

Deknil sgiion Ik rsnasclion deiml
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http://www.capcitybank.com/

Step 7 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

Qutpat 10 @  Scroen [HTML)

show mors suloyl aptieng

Aocounts Sabect all » Dagelect all
Description Bolance
101101141 "5550 Dadicated Account AcCessible
101101141 “T5ar Hoa.RD Asount RActistible -
101101141 0165l Regular Account Arcessible
Date range Specific date 0| ] i 201 -_]
® From ] o 2011 :]
IRy
Ta 8 /1§ s (9
kel

Prenious bussness day

Sinca list dovnload (el ior SoeiBocinl sownicad oniy |

Transaction fypes & All transactions

Step 8 All of the transactions for that time period will display.

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

Account Activity 5 vt thip g
T idew activly lor difsranl dceaudi & 10 seaich e spsole IRanaachont oo e Sccomnl Aelidly Saarch

Tis view ke sumrmary dala bor the scoounis fated below: go be Addbang & il Informptign

P iuabad
Accont

Diata range
Traneschion types

QR0 0F 4330 AM JET)

101109141 = *B134 « Craciong = Regular Accoant + Accessiole $1 126 504 87
AM2011 1o 8162814

All anaackons

Cuatai aphion Includes iransachon datad
Search completed rarsactons + 14 day vaw Comtioad tha mport oz | L5V e CIRE-"

TOTI0T4Y = "0ERd + Chacking = Hogular Acoount * Acoassible 51,3200 504.00
Il

Step 9 The File Download dialog box appears. Click <Save>.
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Do you want to open or save this file?

Name: Export.csv

3
|..:.Ja’

Type: Miicrosoft Excel Comma Separated Values File

From: capcitybank.ebanking-services.com

COpen I \ Save I i Cancel I

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

Step 10 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: CapssiAug01 2011 Augl5 2011.csv

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