Memorandum #383

DATE: September 24, 2009

MEMORANDUM TO: CCS Contractor

FROM: Susan Ashmore, Director of Child Care Services < b,
SUBJECT: Parent’s Guide for Accessing the Office of the Attorney

General’s Child Support Interactive Web Site

The Texas Workforce Commission (TWC) has released Technical Assistance (TA) Bulletin 215
Parent’s Guide for Accessing the Office of the Attorney General’s Child Support Interactive Web
Site.

This TA Bulletin provides guidance to Boards on assisting parents with obtaining child support
documentation through the Office of the Attorney General’s Child Support Interactive (CSI) web
site.

All comments and inquiries pertaining to this policy should be directed to: Susan Ashmore, Director
of Child Care Services at (210) 581-1098.

Attached: TWC TA Bulletin and its attachment




WORKFORCE DEVELOPMENT DIVISION
Workforce Policy and Service Delivery Branch
Technical Assistance Bulletin 215

Keyword: Child Care

Subject: Parent’s Guide for Accessing the Office of the Attorney General’s
Child Support Interactive Web Site

Date: September 23, 2009

This Technical Assistance (TA) Bulletin provides information to Local Workforce
Development Boards (Boards) on assisting parents with obtaining child support
documentation through the Office of the Attorney General’s (OAG) new Child Support
Interactive (CSI) Web site.

WD Letter 43-08, Change 1, requires Boards to develop administrative procedures for
documenting a parent’s child support income and cooperation with OAG. The WD Letter
gives Boards the option of requiring parents to provide documentation of child support and
cooperation with OAG by accessing OAG’s CSI Web site.

OAG has recently enhanced the application on its CSI Web site to provide parents with a
customized Child Support Income Verification form that displays child support income for
each of the custodial parent’s children with an OAG case.

Parents who have an open OAG case can generate a Child Support Income Verification form
to meet child support documentation requirements by following the instructions in
Attachment 1, the Parent’s Guide for Accessing the Child Support Interactive Web Site.

Appropriate staff can assist parents with obtaining child support documentation by:

e having parents access the CSI Web site from computers in the Texas Workforce Center;
and

e providing Attachment 1 as a desk aid.

Direct inquiries regarding this TA Bulletin to wipolicy clarifications@twe. state.tx.us.




Office of the Attorney General
Child Support Division

Parent’s Guide
for Accessing the
Child Support Interactive Web Site
Standard Operating Procedures

Effective: September 1, 2009
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Parent’s Guide
for Accessing the
Child Support Interactive Web Site

Background

As a condition of receiving subsidized benefits, parents must provide Child Care Services (CCS)
with child support payment information.

To assist in the documentation of child support income, the Office of the Attorney General
(OAG) has provided parents with access to obtain Child Support Income information through the
Child Support Interactive (CSI) Web site.

The Child Support Income Verification form will provide the following information:

¢ Amount and dates of the last three months of child support disbursements to the custodial
parent (CP).

¢ Amount and frequency of court ordered child support obligations.

Generating the Child Support Income Verification Form

Take the following steps:

Step Procedure

1 Go to the CSI website home page at https://childsupport.oag.state.tx.us/wps/portal/csi

- At the top navigation bar, click Custodial Parent Login.
' NET . Home | Child Support Home | Espariol
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2 - At the Custodial Parent Login page:
e Enter your Customer Information Number (CIN)
Enter your Personal Identification Number (PIN) (last 4 digits of SSN)

L
e« Ifyou do not have a PIN, enter your TXCSES Member ID in the PIN field
e Click Login

Ensure that you safeguard your personal CIN and PIN.

H&meithiis SJL;:W Horme | Espanol
ATTORNEY GENERAL OF TEXAS
GREG ABBOTT?
,saabu,,pm Interactive (CSi) Home  Custodial Parent Login anémd%ai Farent Login
] Child Suppot Services ] Apply for Services |
Custodial Parent Login

For current paymant infonmation end case status, pleass enter your eight-digit customer idenbfhicabon numbser in the box
labalad "CINT and ths izt four digits of your sociad security number i the box labeled “PIN.* Then click the Login button

Ityou lost your CIN, click here 1o reguest that your CIN ba maied ta vou
{N&ta asterisk [ ]indicates a raquired field)
Custodial Parent Login
C’N'
PN

J Login |

Aucessitiity | Privacy & Sacunty | Opaa Racords | Whens

the Monzy Goes | TRAIL | Compattwith Tears {TerasOnins | BS3
e If you have lost or forgotten your CIN
: » contact your local OAG office or call 1-800-252-8014
» request the CIN through CSI
* CIN will be mailed to CP

e Ifyour case is closed, the response on the Custodial Parent Login screen will state the
following:

» Your case is closed as of 00/00/0000. 1f you wish to reopen your case, please call
your local office at (800) 555-5555. (The actual phone number provided will be
for the office your case was originally assigned to before it was closed.)
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3 At the Payments/Case Status page, click Income Verification on the left menu bar.
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4 Generating the Report:

In the Select Delivery Options section, make sure the Generate Report button is selected,
and then click the Continue button. (NOTE: The Send Emailoption works only for Housing
Authority, not CCS).
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5 Inthe dropdown box in the Select Form Type section, select Child Care Management

Services.
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comment that will appear on the Child Support Income Verification form.

Then click Generate Report. If you wish to return to the login page, click Cancel.

6  Wait for the report to generate. When the File Download window appears, click Open.
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7 A PDF file of the Child Support Income Verification form opens and can now be pnnted
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9  Logout is confirmed:

Home | Child Suppant Home | Espadist
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