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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 

 

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. 
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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.  

  

 

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

page. 

5. Select the Approval Status button. 
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6. You will arrive at the Approval Status – Interstate Compact Placement 
Request page. 

  

 

Approval Status - Interstate Compact Status Report Page 

– How to Get There 

 

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. 
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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.  

  

 

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

Detail page. 

5. Select the Approval Status button. 
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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. 

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

• 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) 

“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.  
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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. 
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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. 

  

 

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. 
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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. 
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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: 

• 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) 

“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. 
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4. At the To-Do Detail page, use the Select Staff button to be directed to the 

Staff Search page.  

 

  



Job Aid – Interstate Compact Placement of a Child (ICPC) Page 14 

IMPACT 2.0 Release 2  2/18/2018 

 

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. 
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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. 
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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  

 

[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. 
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2. You arrive at the Case Summary page. 

3. Select ICPC in the secondary menu. 

  

 

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

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. 

7. Select a hyperlink under the Type column.  

  

 

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 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 

 

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. 
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2. You arrive at the Case Summary page. 

3. Select ICPC in the secondary menu. 

  

 

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

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. 

7. Select a hyperlink under the Type column.  

  

 

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. 
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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 (*). 

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:  

• 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. 

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” 

• “Interstate Compact Financial/Medical Plan” 

• “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.  

 

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. 

  

 

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. 

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). 

  

 

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 

 

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. 
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2. You arrive at the Case Summary page. 

3. Select ICPC in the secondary menu. 

  

 

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

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. 

7. Select a hyperlink under the Type column.  

  

 

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

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. 
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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:  

• 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. 

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.  

 

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. 
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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. 

 

  

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. 

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 

 

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. 

  

 

2. You arrive at the Case Summary page. 

3. Select ICPC in the secondary menu. 
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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. 

  

 

6. You arrive at the ICPC Placement Request List page. 

7. Select a hyperlink under the Type column.  
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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.   
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10.You will arrive at the Interstate Compact Financial/Medical Plan page. 

 

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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	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. 


	 
	 
	Figure
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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. 
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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. 
	 
	Figure
	  
	 
	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.  



