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Perform ICPC Placement Remove ICPC — Approval

Process

Overview

Revisions have been made to the approval process workflow for 100A-Placement
Requests and 100B-Placement Statuses to ensure that the approvals for these will
now flow through all three levels of approval where the DFPS Supervisor provides
the first-level approval, the Regional Office ICPC Coordinator provides the second-
level approval, and the State Office ICPC Specialist provides the third-level
approval. In the Legacy system, it was possible for 100A-Placement Requests and
100B-Placement Statuses to only require a first-level or second-level approval.

Approval Status — Interstate Compact Placement Request
Page — How to Get There

L]
L]
‘h‘

--------I-‘

To access the Approval Status — Interstate Compact Placement Request
page, follow these steps:

1. From the Assigned Workload page of the DFPS Supervisor or Regional
ICPC Coordinator, select Staff To-Do List tab in the secondary menu.

Texas Department of
Family and Protective Services

My Tasks Case Search Reports Resources

| ASS|gned Workload

Unit Summary

#new stage

Uit Maintenance UserID: -Elngible‘:;d;;gﬂ:
Screened
Maintain Designee

Show 10 v eniries T

88 ! WS H P/ MAef  Stage Name County Stage Type  Opened Assigned Region Unit  StagelD  CaselD PGM

P cic 06/28/2016 04/11/2018 9 L] cPs

P ciC 03/16/2017 0471172018 9 00 CcPs
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2. You will arrive at your Staff To-Do-List page.

3. Select the “Task” hyperlink for an “Approve 100A” task from the list.

My Tasks Case Search Reports Resources

Workload
Unit Summary
Unit Maintenance

Maintain Designee

Staff To-Do List

Search Criteria

From: ™ To: 01/14/2019

B

Show 10w entries
Date Stage Name Created By Description
O Task 10/23/2017 SYSTEM DAC - Approve 1004 for

(] Task 10/23/2017 SYSTEM DAC - Approve 1004 for

4. You will arrive at the Interstate Compact Placement Request Detail

page.

5. Select the Approval Status button.

My Tasks Case

Case Summary
Person
Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

History

Medical

Foster Care Eligibility
PCA

Case Management

Search Reports Resources

Summary JEEESENEIEEETEE SRV Placement Status - 1008

Interstate Compact Placement Request Detail

‘Stage Name:

Placement Detail

* Sending State: Kansas * Receiving State:
Date Received: 10/23/2017 | ) Priority Request
O matural Disaster Natural Disaster Name:

* required field
1 conditionally required field
Expand All  Collapse All

Texas

Section | - Identifying Data
ICWA Hligible O Yes ® No Title IV-E Determination

*ICPC Legal Status: Parental Rights Terminated

O Yes ® No O Pending
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6. You will arrive at the Approval Status - Interstate Compact Placement

Request page.

Case Summary

Approval Status - Interstate Compact Placement Request

Person Case Mame:
Case ID:

Contacts/Summaries

Service Authorization Current Status

Legal Status

Child Plans Pending

Placement

History

Approval Information

Approve

* required field

Time: 1211 PM

Approver -
Medical

} Comments:
Foster Care Eligibility
PCA

* Password:
ICPC
Case Management Forms

Forms:

Approval Status - Interstate Compact Status Report Page

— How to Get There

L]
L]
h‘,‘

--------I-‘

To access the Approval Status - Interstate Compact Status Report page,

follow these steps:

1. From the Workload page of the DFPS Supervisor or Regional ICPC
Coordinator, select Staff To-Do List tab from the secondary menu.

Unit Maintenance

Maintain Designee

Show 10 v entries

58 ! Wws Hr P/s

MRef  StageName

Texas Department of
Family and Protective Services
Tasks Case Search Reports Resources
My p
"'"“*""L"‘ |ASS|gned Workload
Unit Summary #new stage
UseriD: Worker Safety

Type

Gic

cic

# Eligible For Screening
Screened

A

Opened  Assigned  Region Unit  StagelD  CaselD  PGM

06/28/2016  04/11/2018 9 00 CPS

03/16/2017  04/11/2018 9 00 cPs
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2. You will arrive at your Staff To-Do-List page.

3. Select the “Task” hyperlink for an “Approve 100B” task from the list.

Workioad Staff To-Do List
I I
Search Criteria
Unit Summary From: E Toc 01/14/2019 a
Unit Maintenance
IMaintain Designee
Show 10 w entries
Type  Date Stage Name Created By Description
Task 10/17/2018 SYSTEM SAE - Approve 1008 for
Task 10/17/2018 SYSTEM Initial Assessment available.

4. You will arrive at the Interstate Compact Placement Status Report

Detail page.
5. Select the Approval Status button.

Person Interstate Compact Placement Status Report Detail
Contacts/Summaries Stage Name *required field
Service Authorization ¥ conditionally required field
Expand All  Collapse All
Legal
o8 Approval Status
child Plans
ol Placement Detail
acement
* Sending State: Minnesota * Receiving State: Texas
History
Medical Child Information
Mame: 118
Foster Care Eligibility
Date of Birth: Gender: Male SSNC
PCA
Mother Name: 14 Unknown
Case Management
Father Mame: 14 Unknown

Job Aid - Interstate Compact Placement of a Child (ICPC)
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6. You will arrive at the Approval Status — Interstate Compact Status
Report page.

Case Summary Summary = Placement Request- 100A | IEE g CUIERETI:]

erson Approval Status - Interstate Compact Status Report
Contacts/Summaries Case Name: * required field
Case |0

Service Authorization

Legel Current Status

Child Plans Stat Date Time A
Placement Pending

History Approved 10/17/2018 01:51 PM

Medical

Foster Care Eligibility APPTUVal Information

Approver - Date: 01/11/2019 Time: 10:03 AM
PCA
_ t
Case Management
* Password: (Fotm
Forms:

‘m—
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ICPC Approval — 100A Placement Request

To assign either a Regional ICPC Coordinator as the second-level approver or the
State Office ICPC Specialist as the third-level approver to an Interstate Compact
Placement Request (100A), follow these steps:

1. At the Approval Status - Interstate Compact Placement Request page,
enter your password in the Password field and select the Approve button.

2. A pop-up window is displayed as follows:
e For the DFPS Supervisor (first-level approval)

“Placement- Request meets the criteria for second-level approval by
Regional ICPC Coordinator.”

e For the Regional ICPC Coordinator (second-level approval)

“Placement- Request meets the criteria for third-level approval by State
Office ICPC Specialist.”

3. Select the OK button.

Note: Selecting OK at this window no longer locks the request for additional
approval, but navigates you to the To-Do Detail page for assignment to the next-
level approver.

Case Summary Summary Placement Status - 1008
Person Approval Status - Interstate Compact Placement Request
Contacts/Summaries Case Name:
Case ID:
Service Authorization
Message from webpage x

Legal Current Status
Child Plans o :La;izr:;qu'?%i?:dﬁ:i?the criteria for second-level approval by
Placement Pending
Medical Approval Information

Approver - Date: 01/11/2019 Time: 06:03 PM
Foster Care Eligibility

I Comments:
pCA
Case Management I P I
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4. You will arrive at the To-Do Detail page.

5. Use the Select Staff button to be redirected to the Staff Search page to
select either the Regional ICPC Coordinator as the second-level approver or
the State Office ICPC Specialist as the third-level approver.

Summary Placement Status - 1008
To-Do Detaill

Case Name:
Case IDx

To-Do Data
Due Date: 01/11/2013 | (9
* Assigned To:
* Short Description: RC - DAC - Approve 1004 for

Description/ Motes:

Case Stage
Stage:

Task Type: Interstate Compact Placement Request

* required field

Completed Date:

Select Staff

Task Due Date-

Created By

MName:

Date: 01/11/2019

Job Aid - Interstate Compact Placement of a Child (ICPC) Page 9
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6. On the Staff Search page, select either the Regional ICPC Coordinator as
the second-level approver or the State Office ICPC Specialist as the third-
level approver.

My Tasks Case I Search I Reports Resources
Person I Staff Search I

Basic Search

urce
e
On-Call First: Middie:
Peran ID: sem:
Other ID Type: & o=

Starus ® Active Saffonty (' Al S [ Extermal Swif

Advance Search

I ¥ Search Results for Staff (Includes Legacy External) I

10 W =ntriez

O acive
O Active
[CIE T
O Active

howing 1 to 10 of 24 entries M € Page 1 | of

Swiws  Name PesoniD  Reg/Div  Unt  DOB B Office WorkPhone  Ext  JobClss Supervisor  MoilCode  MowchMNome  Score

Note: For the first- and second-level approvals, the status of the 100A Placement
Request remains in "PEND” status on the ICPC Placement Request List page.

When the State Office ICPC Specialist approves the 100A Placement Request,
the status on the ICPC Placement Request List page changes to Approved
("APRV”), which then concludes the approval workflow.

Job Aid - Interstate Compact Placement of a Child (ICPC) Page 10
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7. Select the Continue button to be redirected back to the To-Do Detail page,
where you will select the Save button to assign either the Regional ICPC
Coordinator as the second-level approver or the State Office ICPC Specialist

as the third-level approver.

Case Summary Summary Placement Status - 1008
person ICPC Placement Request List
Contacts/Summaries Stage Name: #Submitted Events
Case ID:
Service Authorization
Legal Date Entered Status Description Stage  Stage Name CaseID Person Entered By EventID
child Plans O oiEEnT  APAY Adoption - Sending State to Provide Subsidy
Placement m m
History
Reports
Medical
o S
Foster Care Eligibility
PCA
Job Aid - Interstate Compact Placement of a Child (ICPC) Page 11
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ICPC Approval — 100B Placement Status

To assign either a Regional ICPC Coordinator as the second-level approver or the
State Office ICPC Specialist as the third-level approver to an Interstate Compact
Placement Request (100B) follow these steps:

1. At the Approval Status - Interstate Compact Status Report page, enter
your password in the Password field and select the Approve button.

2. A pop-up window is displayed as follows:
e For the DFPS Supervisor (first-level approval)

“Placement- Request meets the criteria for second-level approval by
Regional ICPC Coordinator.”

e For the Regional ICPC Coordinator (second-level approval)

“Placement- Request meets the criteria for third-level approval by State
Office ICPC Specialist.”

3. Select the OK button.

Note: Selecting OK button at this window no longer locks the request for additional
approval, but navigates you to the To-Do Detail page for assignment to the next-
level approver.

Summary  Placement Request - 1004
Approval Status - Interstate Compact Status Report

Case Name: * required field
Case I

Current Status

Status Date Time Approver
Pending
Approved 107 T -
Appl'oval Information Placement- Request meets the criteria for third-level approval by State
Office ICPC Specialist.
Approver -
} Commenits:
oK Cancel
*Password  sssssssssssss [ Retum |
Job Aid - Interstate Compact Placement of a Child (ICPC) Page 12
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4. At the To-Do Detail page, use the Select Staff button to be directed to the
Staff Search page.

Summary Placement Request - 100A | Placement Status - 100B

To-Do Detail

Case Name:

Case ID:

To-Do Data
Due Date:
* Assigned To:
* Short Description:

Description/ Notes:

01/11/2019 [

RC - SAE - Approve 1008 for

Completed Date:

Select Staff

*required field

Case Stage

Stage:

Task Type:

Interstate Compact Placement Request

Staff:

Task Due Date:

Created By

Name:

Date:

01/11/2019

Job Aid - Interstate Compact Placement of a Child (ICPC)
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5. On the Staff Search page, select either the Regional ICPC Coordinator as
the second-level approver or the State Office ICPC Specialist as the third-
level approver.

6. Select the Continue button to be redirected back to the To-Do Detail page,
where you will select the Save button to assign either the Regional ICPC
Coordinator as the second-level approver or the State Office ICPC Specialist
as the third-level approver.

Persan I Staff Search I

Basic Search

_ Semch Trpe: @ L IO L—=1_

On-Call First: Middle: Last:

Person I: £EN:
Other ID Type: ~ Other ID:

Stutes: ® Active Sraffooly O AllSw O Extemal Swff

Advance Search

Program: crslv| Reg/Div: 516 CPS Placement an d FAD [v] Unie-
County: =] Office City: Mail Code:
Unit Specialization: =) Extemal Staff Type: ]

Organization Name: Organization EIN:

(=)
I ¥ Search Results for Staff (Includes Legacy External) I
Srmtus Name Person ID Reg/Div Unit DoB 1=t Office Wark Phane Ext Job Clazs Supervizsor ‘Mail Code Match Name Score
(@] Active
@ Active
Showing 1 010 of 24 ntries L} € Page 1 /ofz ¥ ]
(=]
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Note: For the first- and second-level approvals, the 100B Placement Request
remains in Pending ("PEND”) status on the ICPC Placement Request List page.

When the State Office ICPC Specialist approves the 100B Placement Request,
the status on the ICPC Status Report List page changes to "APRV”, which then
concludes the approval workflow.

S Py— ——"— _
pereen [IcPC Status Report List |
Contacts/Summaries Stage Name: # Submitted Events
Case ID:
S e Auth it
Legal Date Entered Status  Type Description Stage Stage Name Case ID Person Entered By Event ID
Child Plans O 08/31/2018 1008 - Plemt. Status Adoption - Sending State to Provide Subsidy
History
Reports
Medical
Reports: [v] Launch
Foster Care Eligibility
PCA
Case Management
Job Aid - Interstate Compact Placement of a Child (ICPC) Page 15
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Interstate Compact Placement Request Detail —

Delete Button Added

A Delete button was added to the Interstate Compact Placement Request
Detail page for Interstate Compact Placement Requests (100A-Plcmt Request) that
are in Process ("PROC") or Pending ("PEND") status. Only the State Office ICPC
Specialist is able to delete 100A Placement Requests.

Interstate Compact Placement Request Detail Page —
How to Get There

-y
-
-
ey

—————————
[Navigation]

To access the Interstate Compact Placement Request Detail page, follow these
steps:

1. On the Assigned Workload page, select a hyperlink under the Stage
Name column.

Com—
seff oo Lt Assigned Workload
Unit Summary User Name : #new stage
UserID- Worker Safety
Unit Maintenance # Eligible For Screening
Screened
Maintain Designee
Show 10 v entries Y
S | WS H P/S MR County Stage  Type  Opened Assigned  Region Unit StagelD  CaselD  PGM
O P © 06/28/2016  04/11/2018 9 o cPs
] P 03/16/217 041172018 99 il cPs
Job Aid - Interstate Compact Placement of a Child (ICPC) Page 16
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2. You arrive at the Case Summary page.

3. Select ICPC in the secondary menu.

My Tasks Case Search Reports Resources
pewppm—) Feweare) ey pur——y P peaTosr | p— -

Pe

| Case Summary |

Gontacts/Summaries Case Name: AbregoCain * required field

conditionally required field
Service Authorization i y req

Ny Attention:
egal
+ You are currently in the stage

Child Plans
Placement Case Information

CaselD: Region: 99
History Status. Open Start Date of Case- 03/16/2017
Medical Expand All__Collapse All

. Show 10 v entries
Foster Care Eligibility

PCA Mrg M-Ref Stage Name Stg Type Opened Time Closed Primary Reg Stage ID OvDsp Phone
[e] 03/16/2017 99

| Case Management

4. You arrive as the Interstate Compact Placement Summary page.
5. Select the Placement Request — 100A tab in the tertiary menu.

Case Summary :! H Hﬂ Placement Request - 1004 I Placement Status - 1008

Person Interstate Compact Placement Summary
Contacts/Summaries

/ Stage Name: Expand All  Collapse All
Service Authorization Legacy Cased: Other Cased:
Legal
ehild Plame P ICPC Request List
Placement

P Transmittal List

History

Medical m

Foster Care Eligibility

PCA

Case Management

Job Aid - Interstate Compact Placement of a Child (ICPC) Page 17
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6. You arrive at the ICPC Placement Request List page.
7. Select a hyperlink under the Type column.

Case Summary Summary Placement Status - 1008
Persen ICPC Placement Request List

Contacts/Summaries Stage Name:

#Submitted Events

N CaselD:
Service Authorization

Legal Date Entered  Status Description Stage  StageName  CaselD Person Entered By Event ID
Child Plans (o] 07/31/2m7 APRV 100A - Plemt. Request)  Adoption - Sending State to Provide Subsidy

Focemert m m

Histary

Medical

Foster Care Eligibility

PCA

8. You arrive at the Interstate Compact Placement Request Detail page.

My Tasks Case Search Reports Resources

Case Summary Summary JREEEEREVGETTSSRNERY Placement Status - 1008

Person Interstate Compact Placement Request Detail

Contacts/Summaries Stage Name: * required fiel

conditionally required fiel
Service Authorization ¥ y req

Expand All  Collapse Al

Legal .
Placement Detail

Child Plans

* Sending State- California * Receiving State- Texas
Placement .

Date Received: 10/31/2018 m [J Priority Request
History O Matural Di Natural Disaster Name:
Medical

Section | - Identifying Data
Foster Care Eligibility

ICWA Eligible O Yes ® No Title IV-E Determination O Yes ® No O Pending
PCA

*ICPC Legal Status: Court Jurisdiction Only
Case Management P Agency and or Person Responsible for the Child

Job Aid - Interstate Compact Placement of a Child (ICPC) Page 18
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Deleting a 100A Placement Request

The Delete button appears on the Interstate Compact Placement Request

Detail page:

e Only for 100A Placement Requests that are in Process ("PROC"”) or Pending
(“"PEND") status.

e Only for the State Office ICPC Specialist, which is the only role allowed to
delete 100A Placement Requests.

Selecting the Delete button deletes the 100A Placement Request at the
Interstate Compact Placement Request Detail page and then navigates you to
the ICPC Placement Request List page where the listing for the request has been

removed.

summary  [EPEUECORESPY  Fiscomont Status- 100

Interstate Compact Placement Request Detail

Sioga Nama:

Placement Detail
* Saning State: Caltomia o7}
Data Facsivad: e |

] Matuural Dtsestor

Section | - Identifying Data
ICHA Eigitla O vaa @ Wo

*10PC Lagal Statur (Gt Juriadiion Oty =]

» Agency and or Person Responsible for the Child

» Agency and or Person Financially Responsible for the child

Parents
Mothar Narma:

Section Il - Placement Information

TypaofCas  [Raathe nct Parent)

Paraon

e » Transmittal List

Section lll - Services Requested
Initel Rcport (if Applcatil:

—r— Withdraw Request

Withdraw Reason:

| Delete
» Enclosed Documents

Save and Submit

¥ ICPC Document List Forms Launch
¥ Section IV - Action By Regliving Stal
Forms:

» Transmittal List /

Withdraw Requy
wnaraw i}

Job Aid - Interstate Compact Placement of a Child (ICPC)
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Perform ICPC Placement Remove ICPC — Email

100A Placement Request

Functionality has been added to send a 100A Interstate Compact Placement
request and related documents to a receiving state using a new Send Email button
on the Interstate Compact Placement Request Detail page. The functionality
adds a new Interstate Compact Placement Request Detail - Email Detail

page.
Functionality has also been added to send an automatic email to the primary

worker whenever a State Office ICPC Specialist uploads an ICPC Home Study
document to the Interstate Compact Placement Request Detail page.

Interstate Compact Placement Request Detail — Email
Detail Page — How to Get There

--------I-‘

To access the Interstate Compact Placement Request Detail — Email Detail
page, follow these steps:

1. On the Assigned Workload page, select a hyperlink under the Stage
Name column.

stffToto it Assigned Workload
Unit Summary User Name - # new stage
UseriD- Worker Safety
Unit Maintenance @ Eligible For Screening
Sereened
Maintain Designee
show 10 v/ entries T
I WS H RS MR County Stage  Type  Opened Assigned  Region  Unit StagelD  CaselD  PGM
[m] P O 06/28/2016  04/11/2018 99 00 CPs
a P 0316/2017 041172018 99 0o cPs
Job Aid - Interstate Compact Placement of a Child (ICPC) Page 20
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2. You arrive at the Case Summary page.
3. Select ICPC in the secondary menu.

My Tasks Case Search Reports Resources
Case Summary (&EERT VRN Case Summary Tool  CaseToDolist  Eventlist  EventSearch — CaseHistory  Principal Case History ~ Family Tree = PCSP
Persen Case Summary
Contacts/Summaries Case Name- Abrego,Cain * required field

ditiongll ed field
Service Authorization  conditionally requir

Attention:
Legal
+ You are currently in the stage
child Plans
Plecement Case Information
CaselD: Region: 99
History Status Open Start Date of Case: 03/16/2017
Medical Expand All _ Collapse All

. Show 10 v entries
Foster Care Eligibility

PCA Mrg M-Ref Stage Name Sig Type Opened Time Closed Primary Reg Stage ID OvDsp Phone
(o] 03/16/2017 99

Case Management

4. You arrive as the Interstate Compact Placement Summary page.
5. Select the Placement Request — 100A tab in the tertiary menu.

Case Summary T PO S N B RS DO Placement Status - 1008

Person Interstate Compact Placement Summary
Contacts/Summaries

/ Stage Name= Expand All  Collapse All
Service Authorization L Cased: Other Cased:
Legal
child lans P ICPC Request List
Placement

P Transmittal List

History

Medical m

Foster Care Eligibility

PCA

Case Management

Job Aid - Interstate Compact Placement of a Child (ICPC) Page 21
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6. You arrive at the ICPC Placement Request List page.

7. Select a hyperlink under the Type column.

Case Summary

Summary WEEVENENRETEEER[LS  Placement Status - 1008

Person

ICPC Placement Request List

Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

History

Medical

Foster Care Eligibility

PCA

‘Stage Name:

Case IDx

Description

# Submitted Events

Stage  StageName  CaselD Person Entered By

O  om312017  APRV € 100A-Plomt Requesisy  Adoption - Sending State to Provide Subsidy

EventID

8. You arrive at the Interstate Compact Placement Request Detail page.

9. Select the Send Email button at the bottom of the page to be redirected to
the Interstate Compact Placement Request Detail - Email Detail page.

Feren | Interstate Compact Placement Request Detail |

Contacts/Sumeraries e —

Sance Authesiztion

= ——
ChidFars
Placement Detail
Hazamers
« sanang st o * Pacaivng statx: e
Histery
oo Racae: e | Pricety Raguest:
Ve Nature Dastar ams:
FosterCare Eigitity
. Section | - Identifying Data
. Yo e wEDeem e Fanitng
(=[N —

¥ Agency and or Person Responsible for the Child

Parents
pre——.

¥ Agency and o Person Financially Responsible for the child

P ICPC Document List

Typa ot Cove:

Section Il - Placement Information

[Aacesen ~ Sonding stata t e Susay

P Section IV - Action By Receiving State

P Transmittal List

Spantasey Sericas:

Section |11 - Services Requested
i gt  Acgeatick: =

¥ Enclosed Documents
P ICPC Document List

b Section IV - Action By Receiving State

Withdraw Request
‘Withdraw Reason:

=3 | ea

Forms Launch

‘

P Transmittal List

Withdraw Request

Job Aid - Interstate Compact Placement of a Child (ICPC)
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10.You arrive at the Interstate Compact Placement Request Detail - Email
Detail page.

Case Summary
Person
Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

History

Medical

Foster Care Eligibility
PCA

Case Management

Summary EEEEENENEETEGSRLIEE  Placement Status - 100B

Interstate Compact Placement Request Detail - Email Detail

* Email Address of Receiving State:

*required field

1 conditionally required field

* Email Subject:

* Do you want to attach the Interstate Transmittal in Email body? O Yes® No

* Enter content in Email Body:

* Select Documents to Attach
Document Name
Child Plan of Service.pdf
Interstate Compact Financial/Medical Plan.pdf

Interstate Compact Cover Letter.pdf

Upload Documents:

7§ Document Name:

=

Job Aid - Interstate Compact Placement of a Child (ICPC)
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Emailing a 100A Placement Request to the Receiving
State

The new Send Email button on the Interstate Compact Placement Request
Detail page enables you to email a 100A Placement Request and related
documents to a receiving state. The Send Email button only appears for a 100A
Placement Request that is in either "PEND” or “"APRV"” status.

To email a 100A Placement Request and related documents to a receiving state,
follow these steps.

1. From the Interstate Compact Placement Request Detail — Email Detail
page, you will compose the email to be sent to the receiving state. The new
email page functions similarly to other email detail pages with required fields
noted with a red asterisk (*).

2. Enter the email address of the receiving state in the Email Address of
Receiving State field.
3. Enter the subject of the email in the Email Subject field.

4. For the Do you want to attach the Interstate Transmittal in Email
body? field, you have “Yes” and “"No” options:

e Selecting the “Yes” radio button displays the Select Interstate
Transmittal to Attach section where you will select the Interstate
Transmittal letter that will prepopulate the body text of the email.

e Selecting the "No” radio button displays the Enter content in Email
Body text box where you will manually type the content of the email.

5. Under the Select Documents to Attach section, you will select which of the
uploaded documents to attach and send to the receiving state. The following
documents will always appear in the list for selection:

e "Child Plan of Service”
e ‘“Interstate Compact Financial/Medical Plan”
e “Interstate Compact Cover Letter”
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Case Summary Summary [WERERENEEVTESSRNIEN  Placement Status - 1008

persen Interstate Compact Placement Request Detail - Email Detail

Contacts/Summaries

Service Authorization

I * Email Address of Receiving State: I

* required field
1 conditionally required field

Legal
* Email Subject
Child Plans I I
Placement
* Do you want to attach the Interstate Transmittal in Email body? Mo
History
osiont I* Select Interstate Transmittal to Attach I
Ica

‘Send/Received Date Transmittal Type
Foster Care Eligibility

PCA

Case Management

* Select Documents to Attach
Document Name
sDF
PDF
3DF

POF

Ichu\d Plan of Service pdf |

I Interstate Compact Financial/Medical Plan pdf I

O 0O O 0O 0o o O

I Interstate Compact Cover Letter pdf I

Upload Documents: [Py

1 Document Name:
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6. At the bottom of the Interstate Compact Placement Request Detail -
Email Detail page, you have the option to browse for additional documents
to upload and attach to the email.

Note: Only documents in PDF format can be uploaded and attached to the email.
7. Select the Browse button.

8. At the Open dialog, navigate to the PDF file you wish to upload, select the
file, and select the Open button.

* Select Documents to Attach
Case Management (& Choose File to Upload X
Documy
1 <« Desktop » 100As ~ | D Search 100As r
a -
Organize « New folder =~ [ o
m} ~ Mame Date modified
# Quick access
(m] 2 1004 1/8/2019 %:45 AM
OneDrive
a
% This PC
o child Pl m Desktop
EL T P, i I v
a Intersta File name: | 1004 v| I(ustom Files (*.pdf) I il
a Interstal Cancel
Upload Documents: Browse
§ Document Name:

9. The system validates that the document is in PDF format and does not
exceed 10 MB in size. An error message displays if the validation fails.

Case Summary Summary [WaERRRENGE RS Placement Status - 1008
Person Interstate Compact Placement Request Detail - E
Contacts/Summaries
Message from webpage et

Service Authorization

* Email Address of R
Legal | Only POF files can be attached.
Child Plans * Email
Placement

* Do you want to attge ® ¥esO No
History
edicat * Select Interstate Transmittal to Attach

Send/Received Date
Foster Care Eligibility
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10.0n successful validation, the file name displays in the Document Name

field.

11.Select the Send button to send the email with the attachments.

12.The system validates the email to ensure all required fields have been
entered. If any fields are blank, an error message displays. A confirmation
pop-up message appears if the email is sent successfully (or not).

Case Summary
Person
Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

History

Medical

Foster Care Eligibility
PCA

Case Management

Summary WEEVRENEINTESRIEE  Placement Status - 100B

Interstate Compact Placement Request Detail - Email Detail

* Fmail Address of Receiving State-

*required field
1 conditionally required field

* Email Subject:
1004

* Do you want to attach the Interstate Transmittal in Email body?

* Enter content in Email Body:
|
|

O Ves® Mo

* Select Documents to Attach

Document Name:

Message from webpage

| Email has not been sent successfully.

Uploading an ICPC Home Study

Whenever a State Office ICPC Specialist uploads an ICPC Home Study document to
the Interstate Compact Placement Request Detail page, an email notification

is automatically sent to the primary worker.
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Perform ICPC Placement Remove ICPC — Email

100B to Receiving State for Case Closure

New functionality has been added to the Interstate Compact Placement Status
Report Detail page that enables a Regional Coordinator, Regional Office (RO) ICPC
Specialist, or State Office (SO) ICPC Specialist to generate an email using a new
Send Email button to notify a receiving state when a 100B form is submitted for
case closure. The functionality adds a new Interstate Compact Placement

Status Report Detail - Email Detail page.

Interstate Compact Placement Status Report Detail —

Email Detail Page — How to Get There

L]
L]
-y
oy

--------l-‘

To access the Interstate Compact Placement Status Report Detail — Email

Detail page, follow these steps:

1. On the Assigned Workload page, select a hyperlink under the Stage

Name column.

stff Too L Assigned Workload
Unit Summary User Name: #new stage
UserID: Worker Safety
Unit Maintenance # Eligible For Screening
Screened
Maintain Designee
Show 10 v entries h
I OWS H PS5 MR County Stage  Type  Opened Assigned  Region Unit  StagelD  CaselD  PGM
(] P © 06/28/2016 041172018 99 il cPs
] p 03/16/2017  04711/2018 99 w crs
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2. You arrive at the Case Summary page.

3. Select ICPC in the secondary menu.

My Tasks Case

Case Summary
Person
Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

History

Medical

Foster Care Eligibility
PCA

Case Management

Search Reports Resources

[T L Case Summary Tool | Case ToDolist = Eventlist = EventSearch = CaseHistory | Principal Case History = Family Tree

PCSP

Case Summary
Case Name: Abrego,Cain * required field
1 conditionally required field
Attention:
* You are currently in the stage

Case Information

Expand All__Collapse All

CaselD: Region: %
Status Open Start Date of Case: 03/16/2017
Show 10 v entries
Mg MRcf  StageMName St Type  Opened Time Closed Reg  StagelD OvDsp  Phone
(e] 03/16/2017 %
0 03/16/2017 %

4. You arrive as the Interstate Compact Placement Summary page.

5. Select the Placement Status — 100B tab in the tertiary menu.

My Tasks

Case Summary

Person

Contacts/Summaries

Service Authorization

Legal

Child Plans

Placement

History

Case Search Reports

Placement Request - 1004

Resources

Placement Status - 1008

Interstate Compact Placement Summary

‘Stage Name-

Legacy Cased:

P ICPC Request List

P Transmittal List
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6. You arrive at the ICPC Status Report List page.
7. Select a hyperlink under the Type column.

Case Summary
Person
Contacts/Summaries
Service Authorization
Legal

Child Plans
Placement

Histary

Medical

Foster Care Eligibility

PCA

Summary ~ Placement Request- 1004 [z ERELENESELTEE ;]

| ICPC Status Report List |

Stage Name:
CaselD:

mamsm- e

O o3ay0i8  APRV _100B-Plomt Statug)  Adoption - Sending State to Provide Subsidy

Stage  StageName CaselD Person Entered By Event ID

# Submitted Events

8. You arrive at the Interstate Compact Placement Status Report Detail

page.

9. Select the Send Email button at the bottom of the page.

Case Summary
Person
Contacts/Summaries
Senvice Authorization
Legal

Child Plans
Placement

History

Medical
Foster Care Eligibility
FCA

Case Management

Summary | Placement Bequest- 1004 [T T Y

I Interstate Compact Placement Status Report Detail I

‘Stage Mame

Placement Detail
 Sending State: Michigan

Child Information

Mame:

Date of Birth: 042015 Gender: Female

Parents
Mother Name:

Father Name:

Section Il - Placement Status

Placement Status: Initial Placement
#Person:
Date of Placement: penzone |

$0:

1354558

[

Compact Termination
Compact Termination Resson:
Plesse Explain Dther:

Date of Termination:

Notes

Motes:

» Enclosed Documents

¥ IcPC Document List

P Transmittal List
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10.You arrive at the Interstate Compact Placement Status Report Detail -
Email Detail page.

Case Summary

Person

Contacts/Summaries

Service Authorization

Legal

Child Plans

Placement

History

Medical

Foster Care Eligibility

Summary = Placement Request - 1004  EE= 0t =Gt ERn [1]1]3

Interstate Compact Placement Status Report Detail - Email Detail

* required field
1 conditionally required field

* Email Address of Receiving State:

* Do you want to attach the Interstate Transmittal in Email body? O Yes ® Mo

* Enter content in Email Body-

* Select Documents to Attach

Pea
I e
Case Management m] POF
m] POF
m] POF
m] 10085 POF
Upload Documents:
T Document Name:
=
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Using Send Email for Case Closure

The new Send Email button on the Interstate Compact Placement Status
Report Detail page enables a Regional Coordinator, Regional Office (RO) ICPC
Specialist, or State Office (SO) ICPC Specialist to generate an email to notify a
receiving state when a 100B form is submitted for case closure. The Send Email
button only appears for a 100B Placement Request that is in "APRV” status.

To email a 100B Placement Request and related documents to a receiving state,
follow these steps.

1. From the Interstate Compact Placement Request Detail — Email Detail
page, you will compose the email to be sent to the receiving state. The new
email page functions similarly to other email detail pages with required fields
noted with a red asterisk (*).

2. Enter the email address of the receiving state in the Email Address of
Receiving State field.
3. Enter the subject of the email in the Email Subject field.

4. For the Do you want to attach the Interstate Transmittal in Email
body? field, you have “Yes” and “"No” options:

e Selecting the “Yes” radio button displays the Select Interstate
Transmittal to Attach section where you will select the Interstate
Transmittal letter that will prepopulate the body text of the email.

e Selecting the "No” radio button displays the Enter content in Email
Body text box where you will manually type the content of the email.

5. Under the Select Documents to Attach section, you will select which of the
uploaded documents to attach and send to the receiving state.
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Case Summary Surmmary = Placement Request - 1004  SELEGEUEREIT-RE DIV

Persen Interstate Compact Placement Status Report Detail - Email Detail
Contacts/Summaries *required field
1 conditionally required field

Service Authorization

| * Email Address of Receiving State: |

Legal

Child Plans I * Email Subject: I

Placement

. | *DnmmmmadlhlmmteTmﬂﬂhEnﬁlhndﬂl I@ = I O Mo
e | * Select Interstate Transmittal to Attach |

" ‘Send/Received Date Transmittal Type
Foster Care Eligibility

PCA

Case Management

|* Select Documents to Attach |

Document Name

PDF
PDF
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6. At the bottom of the page, you have the option to browse for additional
documents to upload and attach to the email.

Note: Only documents in PDF format can be uploaded and attached to the email.

7. Select the Browse button.

8. At the Open dialog, navigate to the PDF file you wish to upload, select the

file, and select the Open button.

* Do you want to attach the Interstate Transmittal in Email body? ® Yes O Mo
History
* Select Interstate Transmittal to Attach
Medical
o Sendff
Foster Care Eligibility :@ Choose File to Upload W
PCA &« v P e Desktop » 100Bs v 0 Search 100Bs 2
_ Organize « Mew folder =2 » [H 9
* Select Docun] _ A " ;
Case Management = This PC Marne Date modified
m Desktop 2 1008 1/8/2019 %45 AM
|7 Documents
& Downloads
B Music
| o B R, e ( )
File name: | 100B v| Custom FiI ~
Upload Documents:
1 Document Name:

=3
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9. The system validates that the document is in PDF format and does not
exceed 10 MB in size. An error message displays if the validation fails.

Case Summary

Summary = Placement Request - 1004 G E GLTERR 1]

Foster Care Eligibility

PCA

Person Interstate Compact Placement Status Report Detail - Email Detail
Contacts/Summaries * required field
Service Authorization Message from webpage * il repire fiekl
* Email Address of Receiving State:
Legal
N il Subject | Only PDF files can be attached.
Child Plans Email :
Placement
+ Do you want to attach the Interstate Transmittal in Email body? Lo |
History
edical * Select Interstate Transmittal to Attach
edica
Send/Received Date Transmittal Type

10.0n successful validation, the file name displays in the Document Name

field.

11.Select the Send button to send the email with the attachments.

12.The system validates the email to ensure all required fields have been
entered. If any fields are blank, an error message displays. If successful, a

confirmation message appears.

Case Summary

Summary = Placement Request - 1004  WaBE s GITERR 1]

Person Interstate Compact Placement Status Report Detail - Email Detail
Contacts/Summaries TN
. Message from webpage X ld
Service Authorization
* Email Address of Receiving State:
Legal | Email has not been sent successfully. I
Child Plans L
Placement =
* Do you want to attach the Interstate Transmittal in Email body? @® v
History
edica * Select Interstate Transmittal to Attach
Send/Received Date Transmittal Type
Foster Care Eligibility
PCA
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Perform ICPC Placement — Interstate Compact

Financial/Medical Plan Form Updates

Updates were made to the fixed text under the Financial Plan and Medical Plan
sections on the Interstate Compact Financial/Medical Plan form.

Interstate Compact Financial/Medical Plan Form — How to
Get There

-
-
-
.

--------I"‘

To access the Interstate Compact Financial/Medical Plan form, follow these
steps:

1. On the Assigned Workload page, select a hyperlink under the Stage
Name column.

steff T Do List Assigned Workload
Unit Summary User Name © #new stage
UseriD- Worker Safety
Unit Maintenance B ® Eligible For Screening
Screened
IMaintain Designee
Show|10 | entries T
88 ! WS H P/S M-Ref County Stage Type  Opened Assigned Region Unit  StagelD CaselD PGM

P © 06/28/2016 041172018 93 0 cPs

P 03/16/2017 041172018 93 it} cPs

2. You arrive at the Case Summary page.
3. Select ICPC in the secondary menu.

My Tasks Case Search Reports Resources
_ Case Summary Tool = Case ToDoList = Eventlist = EventSearch  CaseHistory  Principal Case History = Family Tree = PCSP

EEEEE | Case Summary

Contacts/Summaries Case Name: Abrego,Cain * required field
ditionall ed field

Service Authorization s At

Attention:
Legal
* You are currently in the stage

child Plans

Case Information
CaselD: Region: 9
History Status Open Start Date of Case: 03/16/2017

Placement

Medical Expand All _Collapse All

- Show 10 W entries
Foster Care Eligibility

PCA Mrg M-ef Stage Name Stg Type Opened Time Closed Primary Reg Stage 1D OvDsp Phone
Iﬁ o 03/16/2017 99
| Case Management 8] 03/18/2007 9
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4. You arrive at the Interstate Compact Placement Summary page.
5. Select the Placement Request — 100A tab in the tertiary menu.

Case Summary Summary | Placement Request- 1004 | [EERE R ETIERR LV

Person Interstate Compact Placement Summary
Contacts/Summaries

! Stage Name: Expand Al Collapse Al
Service Authorization Legacy Case#: Other Cased:
Legal
Child Plame P ICPC Request List
Placement

P Transmittal List

History

Medical m

Foster Care Eligibility

PCA

Case Management

6. You arrive at the ICPC Placement Request List page.
7. Select a hyperlink under the Type column.

Case Summary Summary Placement Status - 1008
person ICPC Placement Request List
Contacts/Summaries Stage Name:- #Submitted Events

. Case ID:
Service Authorization

Legal Date Entered Status Description Stage StageMame  CaselD Person Entered By EventID

Child Plans (o] 0773172017 APRV 100A - Plemt. Request Adoption - Sending State to Provide Subsidy
History

Reports
Medical

e =

Foster Care Eligibility

PCA
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8. You arrive at the Interstate Compact Placement Request Detail page.

9. From the Forms dropdown at the bottom of the page, select “Interstate
Compact Financial/Medical Plan” and select the Launch button.

Casa Sammary
Parscn
Contactw/Summarka
Servics Authorization
Lagad

Child Flarg
Flacamart

History

Wil

Featar Cara Sighilty
oA

Casa Manogemant

Sommary [EIEEE RG] Fazamant Sartus- 1008

I Interstate Compact Placement Request Detail I

Stage Hume

Placement Detail

= Sy Stute: michipan =]

=]

Dt Rcirack: maneamr

Mt Dzt

Section | - Identifying Data

row chighle T o Title NS Datarminatian

= ICPE Ll Statace: S ——— =)

} Agency and or Person Responsible for the Child

¥ Agency and or Person Financially Responsible for the child

= raguiced fisd
 cenditionally reguied fisld
Send Al Calagan Al

Parents

Mt M

Pt M

Section Il - Placement Information
Typn of Core: | Adogtion — Sending State to Provide Subsidy |w)]

Pz m Eiammm

Section Il - Services Reguested

nitin Rt (8 A} Adegtive Hors Saudy[7]

Sugervimry Sarvioer Receiving Agency to Arangs ¥
Sugmrvizory Reports: Quartarty hd |
Motes:
Mot Dideat chidia

¥ Enclosed Documei

Forms Launch
N .
1CRC Document 1 Interstate Compact Placement Request
¥ Section IV - Action Priority Home Study Request
# Forms: * Interstate Compact Financial/Medical Plan
Trensmital Lst Interstate Compact Cover Letter

Withdraw Request

ESE B3
—_ >
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10.You will arrive at the Interstate Compact Financial/Medical Plan page.

B|[B|I/|YEE

E||x|®8EE9)C|&
| TA AY NANCIAL/M .P-t\‘l

Child's Name: Date of Birth: IV-E-Eligibility:
Placement Resource: Child Receives SSI

Please select from both the Financial and Medical sections

FINANCIAL PLAN: The child is placed with -

PARENT/RELATIVE/FICTIVE KIN vill be financially responsible for the child. The RELATIVE may qualify for monthly Kinship Payments. The Parent/Relative/Fictive Kin can apply for TANF assistance in the receiving state.
FOSTER PARENTS viill receive monthly foster care payments if licensed in the receiving state. If custody of the child is granted to the Foster Parent after 6 months of placement, the family can apply for the Permanency Care Assistance (PCA) Program. This

program allows the family to receive a monthly payment until child is 18 years old.
DOPTIVE PARENTS. may receive an adoption subsidy. The adoptive parents wiill be financially responsible for the child if the child does not qualify for an adoption subsidy.

The child © DOES DOES NOT qualify for an adoption subsidy. (Please note adoption subsidy begins when the child is placed)

MEDICAL PLAN:The child is placed with -

PARENT/RELATIVE/FICTIVE KIN vill be medically responsible for the child. The Parent/Relative/Fictive Kin will be responsible for obtaining medical coverage for the child. The Parent/Relative/Fictive Kin can apply for TANF assistance in the receiving state.
FOSTER PARENTS. will need to obtain medical benefits for the child. The child is eligible to receive medical benefits due to being placed in a licensed foster home. If custody of the child is granted to the Foster Parent after 6 months of placement, the family

can apply for the Permanency Care Assistance (PCA) program which may allow for continued medical coverage until the child is 18 years old.
ADOPTIVE PARENTS. may receive an adoption subsidy that includes Medicaid. The adoptive parents will be medically responsible for the child if the child does not qualify for an adoption subsidy.

The child © DOES DOES NOT qualify for an adoption subsidy.

#**X¥ PLEASE ATTACH A COPY OF THE CHILD'S BIRTH CERTIFICATE AND SOCIAL SECURITY CARD.

Date: 021042019
Date: 021042019

Interstate Compact Financial/Medical Plan Form

The fixed text under both the Financial Plan and Medical Plan sections of the
Interstate Compact Financial/Medical Plan form has been updated.
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	4. You will arrive at the Interstate Compact Placement Request Detail page. 
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	5. Select the Approval Status button. 
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	6. You will arrive at the Approval Status – Interstate Compact Placement Request page. 
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	6. You will arrive at the Approval Status – Interstate Compact Placement Request page. 
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	To access the Approval Status – Interstate Compact Status Report page, follow these steps: 
	1. From the Workload page of the DFPS Supervisor or Regional ICPC Coordinator, select Staff To-Do List tab from the secondary menu. 
	1. From the Workload page of the DFPS Supervisor or Regional ICPC Coordinator, select Staff To-Do List tab from the secondary menu. 
	1. From the Workload page of the DFPS Supervisor or Regional ICPC Coordinator, select Staff To-Do List tab from the secondary menu. 
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	2. You will arrive at your Staff To-Do-List page. 
	2. You will arrive at your Staff To-Do-List page. 
	2. You will arrive at your Staff To-Do-List page. 

	3. Select the “Task” hyperlink for an “Approve 100B” task from the list.  
	3. Select the “Task” hyperlink for an “Approve 100B” task from the list.  
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	4. You will arrive at the Interstate Compact Placement Status Report Detail page. 
	4. You will arrive at the Interstate Compact Placement Status Report Detail page. 
	4. You will arrive at the Interstate Compact Placement Status Report Detail page. 

	5. Select the Approval Status button. 
	5. Select the Approval Status button. 
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	6. You will arrive at the Approval Status – Interstate Compact Status Report page. 
	6. You will arrive at the Approval Status – Interstate Compact Status Report page. 
	6. You will arrive at the Approval Status – Interstate Compact Status Report page. 
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	ICPC Approval – 100A Placement Request 
	To assign either a Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver to an Interstate Compact Placement Request (100A), follow these steps:  
	1. At the Approval Status – Interstate Compact Placement Request page, enter your password in the Password field and select the Approve button. 
	1. At the Approval Status – Interstate Compact Placement Request page, enter your password in the Password field and select the Approve button. 
	1. At the Approval Status – Interstate Compact Placement Request page, enter your password in the Password field and select the Approve button. 

	2. A pop-up window is displayed as follows: 
	2. A pop-up window is displayed as follows: 

	• For the DFPS Supervisor (first-level approval) 
	• For the DFPS Supervisor (first-level approval) 


	“Placement- Request meets the criteria for second-level approval by Regional ICPC Coordinator.”  
	• For the Regional ICPC Coordinator (second-level approval) 
	• For the Regional ICPC Coordinator (second-level approval) 
	• For the Regional ICPC Coordinator (second-level approval) 


	“Placement- Request meets the criteria for third-level approval by State Office ICPC Specialist.” 
	3. Select the OK button. 
	3. Select the OK button. 
	3. Select the OK button. 
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	Note: Selecting OK at this window no longer locks the request for additional approval, but navigates you to the To-Do Detail page for assignment to the next-level approver.  
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	4. You will arrive at the To-Do Detail page. 
	4. You will arrive at the To-Do Detail page. 
	4. You will arrive at the To-Do Detail page. 

	5. Use the Select Staff button to be redirected to the Staff Search page to select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	5. Use the Select Staff button to be redirected to the Staff Search page to select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
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	6. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	6. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	6. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
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	Figure
	Note: For the first- and second-level approvals, the status of the 100A Placement Request remains in “PEND” status on the ICPC Placement Request List page. 
	When the State Office ICPC Specialist approves the 100A Placement Request, the status on the ICPC Placement Request List page changes to Approved (“APRV”), which then concludes the approval workflow. 
	  
	 
	7. Select the Continue button to be redirected back to the To-Do Detail page, where you will select the Save button to assign either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	7. Select the Continue button to be redirected back to the To-Do Detail page, where you will select the Save button to assign either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	7. Select the Continue button to be redirected back to the To-Do Detail page, where you will select the Save button to assign either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
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	ICPC Approval – 100B Placement Status 
	To assign either a Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver to an Interstate Compact Placement Request (100B) follow these steps:  
	1. At the Approval Status – Interstate Compact Status Report page, enter your password in the Password field and select the Approve button. 
	1. At the Approval Status – Interstate Compact Status Report page, enter your password in the Password field and select the Approve button. 
	1. At the Approval Status – Interstate Compact Status Report page, enter your password in the Password field and select the Approve button. 

	2. A pop-up window is displayed as follows: 
	2. A pop-up window is displayed as follows: 

	• For the DFPS Supervisor (first-level approval) 
	• For the DFPS Supervisor (first-level approval) 


	“Placement- Request meets the criteria for second-level approval by Regional ICPC Coordinator.”  
	• For the Regional ICPC Coordinator (second-level approval) 
	• For the Regional ICPC Coordinator (second-level approval) 
	• For the Regional ICPC Coordinator (second-level approval) 


	“Placement- Request meets the criteria for third-level approval by State Office ICPC Specialist.” 
	3. Select the OK button. 
	3. Select the OK button. 
	3. Select the OK button. 
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	Note: Selecting OK button at this window no longer locks the request for additional approval, but navigates you to the To-Do Detail page for assignment to the next-level approver. 
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	4. At the To-Do Detail page, use the Select Staff button to be directed to the Staff Search page.  
	4. At the To-Do Detail page, use the Select Staff button to be directed to the Staff Search page.  
	4. At the To-Do Detail page, use the Select Staff button to be directed to the Staff Search page.  
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	5. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	5. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	5. On the Staff Search page, select either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 

	6. Select the Continue button to be redirected back to the To-Do Detail page, where you will select the Save button to assign either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
	6. Select the Continue button to be redirected back to the To-Do Detail page, where you will select the Save button to assign either the Regional ICPC Coordinator as the second-level approver or the State Office ICPC Specialist as the third-level approver. 
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	Figure
	Note: For the first- and second-level approvals, the 100B Placement Request remains in Pending (“PEND”) status on the ICPC Placement Request List page. 
	When the State Office ICPC Specialist approves the 100B Placement Request, the status on the ICPC Status Report List page changes to “APRV”, which then concludes the approval workflow. 
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	Interstate Compact Placement Request Detail –Delete Button Added 
	A Delete button was added to the Interstate Compact Placement Request Detail page for Interstate Compact Placement Requests (100A-Plcmt Request) that are in Process (“PROC”) or Pending (“PEND”) status. Only the State Office ICPC Specialist is able to delete 100A Placement Requests. 
	 
	Interstate Compact Placement Request Detail Page – How to Get There  
	 
	Figure
	[Navigation] 
	To access the Interstate Compact Placement Request Detail page, follow these steps: 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
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	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 

	3. Select ICPC in the secondary menu. 
	3. Select ICPC in the secondary menu. 
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	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 

	5. Select the Placement Request – 100A tab in the tertiary menu. 
	5. Select the Placement Request – 100A tab in the tertiary menu. 
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	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 

	7. Select a hyperlink under the Type column.  
	7. Select a hyperlink under the Type column.  
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	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 
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	Deleting a 100A Placement Request  
	The Delete button appears on the Interstate Compact Placement Request Detail page: 
	• Only for 100A Placement Requests that are in Process (“PROC”) or Pending (“PEND”) status.  
	• Only for 100A Placement Requests that are in Process (“PROC”) or Pending (“PEND”) status.  
	• Only for 100A Placement Requests that are in Process (“PROC”) or Pending (“PEND”) status.  

	• Only for the State Office ICPC Specialist, which is the only role allowed to delete 100A Placement Requests. 
	• Only for the State Office ICPC Specialist, which is the only role allowed to delete 100A Placement Requests. 


	Selecting the Delete button deletes the 100A Placement Request at the Interstate Compact Placement Request Detail page and then navigates you to the ICPC Placement Request List page where the listing for the request has been removed. 
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	Perform ICPC Placement Remove ICPC – Email 100A Placement Request 
	Functionality has been added to send a 100A Interstate Compact Placement request and related documents to a receiving state using a new Send Email button on the Interstate Compact Placement Request Detail page. The functionality adds a new Interstate Compact Placement Request Detail – Email Detail page. 
	Functionality has also been added to send an automatic email to the primary worker whenever a State Office ICPC Specialist uploads an ICPC Home Study document to the Interstate Compact Placement Request Detail page. 
	 
	Interstate Compact Placement Request Detail – Email Detail Page – How to Get There 
	 
	Figure
	To access the Interstate Compact Placement Request Detail – Email Detail page, follow these steps: 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
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	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 

	3. Select ICPC in the secondary menu. 
	3. Select ICPC in the secondary menu. 
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	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 

	5. Select the Placement Request – 100A tab in the tertiary menu. 
	5. Select the Placement Request – 100A tab in the tertiary menu. 
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	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 

	7. Select a hyperlink under the Type column.  
	7. Select a hyperlink under the Type column.  
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	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 

	9. Select the Send Email button at the bottom of the page to be redirected to the Interstate Compact Placement Request Detail – Email Detail page. 
	9. Select the Send Email button at the bottom of the page to be redirected to the Interstate Compact Placement Request Detail – Email Detail page. 
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	10.You arrive at the Interstate Compact Placement Request Detail – Email Detail page. 
	10.You arrive at the Interstate Compact Placement Request Detail – Email Detail page. 
	10.You arrive at the Interstate Compact Placement Request Detail – Email Detail page. 
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	Emailing a 100A Placement Request to the Receiving State 
	The new Send Email button on the Interstate Compact Placement Request Detail page enables you to email a 100A Placement Request and related documents to a receiving state. The Send Email button only appears for a 100A Placement Request that is in either “PEND” or “APRV” status. 
	To email a 100A Placement Request and related documents to a receiving state, follow these steps.   
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 

	2. Enter the email address of the receiving state in the Email Address of Receiving State field. 
	2. Enter the email address of the receiving state in the Email Address of Receiving State field. 

	3. Enter the subject of the email in the Email Subject field. 
	3. Enter the subject of the email in the Email Subject field. 

	4. For the Do you want to attach the Interstate Transmittal in Email body? field, you have “Yes” and “No” options:  
	4. For the Do you want to attach the Interstate Transmittal in Email body? field, you have “Yes” and “No” options:  

	• Selecting the “Yes” radio button displays the Select Interstate Transmittal to Attach section where you will select the Interstate Transmittal letter that will prepopulate the body text of the email. 
	• Selecting the “Yes” radio button displays the Select Interstate Transmittal to Attach section where you will select the Interstate Transmittal letter that will prepopulate the body text of the email. 

	• Selecting the “No” radio button displays the Enter content in Email Body text box where you will manually type the content of the email. 
	• Selecting the “No” radio button displays the Enter content in Email Body text box where you will manually type the content of the email. 

	5. Under the Select Documents to Attach section, you will select which of the uploaded documents to attach and send to the receiving state. The following documents will always appear in the list for selection: 
	5. Under the Select Documents to Attach section, you will select which of the uploaded documents to attach and send to the receiving state. The following documents will always appear in the list for selection: 

	• “Child Plan of Service” 
	• “Child Plan of Service” 

	• “Interstate Compact Financial/Medical Plan” 
	• “Interstate Compact Financial/Medical Plan” 

	• “Interstate Compact Cover Letter” 
	• “Interstate Compact Cover Letter” 
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	6. At the bottom of the Interstate Compact Placement Request Detail – Email Detail page, you have the option to browse for additional documents to upload and attach to the email.  
	6. At the bottom of the Interstate Compact Placement Request Detail – Email Detail page, you have the option to browse for additional documents to upload and attach to the email.  
	6. At the bottom of the Interstate Compact Placement Request Detail – Email Detail page, you have the option to browse for additional documents to upload and attach to the email.  
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	Note: Only documents in PDF format can be uploaded and attached to the email.  
	7. Select the Browse button. 
	7. Select the Browse button. 
	7. Select the Browse button. 

	8. At the Open dialog, navigate to the PDF file you wish to upload, select the file, and select the Open button. 
	8. At the Open dialog, navigate to the PDF file you wish to upload, select the file, and select the Open button. 
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	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
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	10.On successful validation, the file name displays in the Document Name field. 
	10.On successful validation, the file name displays in the Document Name field. 
	10.On successful validation, the file name displays in the Document Name field. 

	11.Select the Send button to send the email with the attachments. 
	11.Select the Send button to send the email with the attachments. 

	12.The system validates the email to ensure all required fields have been entered. If any fields are blank, an error message displays. A confirmation pop-up message appears if the email is sent successfully (or not). 
	12.The system validates the email to ensure all required fields have been entered. If any fields are blank, an error message displays. A confirmation pop-up message appears if the email is sent successfully (or not). 
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	Uploading an ICPC Home Study 
	Whenever a State Office ICPC Specialist uploads an ICPC Home Study document to the Interstate Compact Placement Request Detail page, an email notification is automatically sent to the primary worker. 
	  
	 
	Perform ICPC Placement Remove ICPC – Email 100B to Receiving State for Case Closure 
	New functionality has been added to the Interstate Compact Placement Status Report Detail page that enables a Regional Coordinator, Regional Office (RO) ICPC Specialist, or State Office (SO) ICPC Specialist to generate an email using a new Send Email button to notify a receiving state when a 100B form is submitted for case closure. The functionality adds a new Interstate Compact Placement Status Report Detail – Email Detail page. 
	 
	Interstate Compact Placement Status Report Detail – Email Detail Page – How to Get There 
	 
	Figure
	To access the Interstate Compact Placement Status Report Detail – Email Detail page, follow these steps: 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
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	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 

	3. Select ICPC in the secondary menu. 
	3. Select ICPC in the secondary menu. 
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	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 
	4. You arrive as the Interstate Compact Placement Summary page. 

	5. Select the Placement Status – 100B tab in the tertiary menu. 
	5. Select the Placement Status – 100B tab in the tertiary menu. 
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	6. You arrive at the ICPC Status Report List page. 
	6. You arrive at the ICPC Status Report List page. 
	6. You arrive at the ICPC Status Report List page. 

	7. Select a hyperlink under the Type column.  
	7. Select a hyperlink under the Type column.  
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	8. You arrive at the Interstate Compact Placement Status Report Detail page. 
	8. You arrive at the Interstate Compact Placement Status Report Detail page. 
	8. You arrive at the Interstate Compact Placement Status Report Detail page. 

	9. Select the Send Email button at the bottom of the page. 
	9. Select the Send Email button at the bottom of the page. 
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	10.You arrive at the Interstate Compact Placement Status Report Detail – Email Detail page. 
	10.You arrive at the Interstate Compact Placement Status Report Detail – Email Detail page. 
	10.You arrive at the Interstate Compact Placement Status Report Detail – Email Detail page. 
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	Using Send Email for Case Closure 
	The new Send Email button on the Interstate Compact Placement Status Report Detail page enables a Regional Coordinator, Regional Office (RO) ICPC Specialist, or State Office (SO) ICPC Specialist to generate an email to notify a receiving state when a 100B form is submitted for case closure. The Send Email button only appears for a 100B Placement Request that is in “APRV” status. 
	To email a 100B Placement Request and related documents to a receiving state, follow these steps.   
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 
	1. From the Interstate Compact Placement Request Detail – Email Detail page, you will compose the email to be sent to the receiving state. The new email page functions similarly to other email detail pages with required fields noted with a red asterisk (*). 

	2. Enter the email address of the receiving state in the Email Address of Receiving State field. 
	2. Enter the email address of the receiving state in the Email Address of Receiving State field. 

	3. Enter the subject of the email in the Email Subject field. 
	3. Enter the subject of the email in the Email Subject field. 

	4. For the Do you want to attach the Interstate Transmittal in Email body? field, you have “Yes” and “No” options:  
	4. For the Do you want to attach the Interstate Transmittal in Email body? field, you have “Yes” and “No” options:  

	• Selecting the “Yes” radio button displays the Select Interstate Transmittal to Attach section where you will select the Interstate Transmittal letter that will prepopulate the body text of the email. 
	• Selecting the “Yes” radio button displays the Select Interstate Transmittal to Attach section where you will select the Interstate Transmittal letter that will prepopulate the body text of the email. 

	• Selecting the “No” radio button displays the Enter content in Email Body text box where you will manually type the content of the email. 
	• Selecting the “No” radio button displays the Enter content in Email Body text box where you will manually type the content of the email. 

	5. Under the Select Documents to Attach section, you will select which of the uploaded documents to attach and send to the receiving state.  
	5. Under the Select Documents to Attach section, you will select which of the uploaded documents to attach and send to the receiving state.  
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	6. At the bottom of the page, you have the option to browse for additional documents to upload and attach to the email.  
	6. At the bottom of the page, you have the option to browse for additional documents to upload and attach to the email.  
	6. At the bottom of the page, you have the option to browse for additional documents to upload and attach to the email.  
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	Note: Only documents in PDF format can be uploaded and attached to the email.  
	7. Select the Browse button. 
	7. Select the Browse button. 
	7. Select the Browse button. 

	8. At the Open dialog, navigate to the PDF file you wish to upload, select the file, and select the Open button. 
	8. At the Open dialog, navigate to the PDF file you wish to upload, select the file, and select the Open button. 
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	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
	9. The system validates that the document is in PDF format and does not exceed 10 MB in size. An error message displays if the validation fails. 
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	10.On successful validation, the file name displays in the Document Name field. 
	10.On successful validation, the file name displays in the Document Name field. 
	10.On successful validation, the file name displays in the Document Name field. 

	11.Select the Send button to send the email with the attachments. 
	11.Select the Send button to send the email with the attachments. 

	12.The system validates the email to ensure all required fields have been entered. If any fields are blank, an error message displays. If successful, a confirmation message appears. 
	12.The system validates the email to ensure all required fields have been entered. If any fields are blank, an error message displays. If successful, a confirmation message appears. 
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	Perform ICPC Placement – Interstate Compact Financial/Medical Plan Form Updates 
	Updates were made to the fixed text under the Financial Plan and Medical Plan sections on the Interstate Compact Financial/Medical Plan form. 
	Interstate Compact Financial/Medical Plan Form – How to Get There 
	 
	Figure
	To access the Interstate Compact Financial/Medical Plan form, follow these steps: 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
	1. On the Assigned Workload page, select a hyperlink under the Stage Name column. 
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	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 
	2. You arrive at the Case Summary page. 

	3. Select ICPC in the secondary menu. 
	3. Select ICPC in the secondary menu. 
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	4. You arrive at the Interstate Compact Placement Summary page. 
	4. You arrive at the Interstate Compact Placement Summary page. 
	4. You arrive at the Interstate Compact Placement Summary page. 

	5. Select the Placement Request – 100A tab in the tertiary menu. 
	5. Select the Placement Request – 100A tab in the tertiary menu. 
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	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 
	6. You arrive at the ICPC Placement Request List page. 

	7. Select a hyperlink under the Type column.  
	7. Select a hyperlink under the Type column.  
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	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 
	8. You arrive at the Interstate Compact Placement Request Detail page. 

	9. From the Forms dropdown at the bottom of the page, select “Interstate Compact Financial/Medical Plan” and select the Launch button.   
	9. From the Forms dropdown at the bottom of the page, select “Interstate Compact Financial/Medical Plan” and select the Launch button.   
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	10.You will arrive at the Interstate Compact Financial/Medical Plan page. 
	10.You will arrive at the Interstate Compact Financial/Medical Plan page. 
	10.You will arrive at the Interstate Compact Financial/Medical Plan page. 
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	Interstate Compact Financial/Medical Plan Form 
	The fixed text under both the Financial Plan and Medical Plan sections of the Interstate Compact Financial/Medical Plan form has been updated.  



