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201.9 - ASSIGNMENT OF RIGHTS 

 State law* provides for an automatic assignment by receipt of public assistance. 
This law states that "by accepting public assistance for or on behalf of a child or 
children, the applicant/recipient is deemed to have made an assignment...." This 
requirement should be thoroughly explained to the applicant/recipient along with 
the penalties for failure to cooperate in forwarding any support received after 
receipt of public assistance. 



201.10 - COOPERATION IN OBTAINING SUPPORT
 As a condition of eligibility, each applicant/recipient of TANF must 

cooperate with the Division of Child Support Enforcement (DCSE) or 
local department of social services, unless good cause for refusing to do 
so is determined to exist, in: 

• identifying and locating the parent of a child for whom aid is claimed, 
• establishing the paternity of a child born out of wedlock for whom 
aid is claimed; 
• obtaining support payments for the applicant or recipient and for a 
child for whom aid is claimed; and 
• obtaining any other payments or property due the applicant or 
recipient or the child. 

When a minor parent who receives assistance for her child is included in 
the same assistance unit with her parent and/or minor siblings, the minor 
parent is required to meet the cooperation requirements and provide 
information about the absent parent of her child to the same extent as if 
she were receiving assistance in her own right.



201.10.A – COOPERATION DEFINED
 Cooperation means all of the following actions necessary for the identification and location of 

noncustodial parents (including putative fathers) and the establishment and collection of child support: 

• The applicant or recipient must provide, under penalty of perjury, the first and last name of the individual 
against whom paternity or an obligation to provide support is sought to be established, modified, or enforced. 
• If the applicant/recipient is not certain of the child's paternity, she must identify all individuals with whom 
she had sexual intercourse who may be the father. The "List of Putative Fathers" form (032-03-0880) must be 
completed by the applicant/recipient, listing the individuals who may be the father in rank order of their 
probability of being the father. 
• A mother who was married at the time of the child's birth, but names someone other than her husband as 
the child’s father, must refer both men to DCSE. The man to whom she was married at the time of the child’s 
birth is the legal father and is considered the child’s father until a court has determined that he is not. After 
the court has excluded the husband as the father, DCSE can proceed to determine the paternity status of the 
man named by the mother. 
• Additional Information – SSN, race, DOB, place of birth, telephone number, employer, relatives, etc.

Exception: If the applicant or recipient attests to the lack of information under penalty of perjury, cooperation 
exists even though identifying information required in 201.10 A.1.a. and/or b. is not provided, and no penalty is to 
be imposed. If the applicant/recipient cannot provide the name of the noncustodial parent and at least three 
pieces of identifying information, she must sign an Attesting to The Lack of Information (ATL) form (032-03-0423). 



201.10.D – Good Cause

 Each applicant or recipient who claims to have a good cause for not cooperating must provide 
acceptable evidence or provide sufficient information to permit an investigation to determine if good 
cause exists. The applicant/recipient must provide the evidence within twenty (20) days from the day 
he makes the good cause claim, or the agency will determine that good cause does not exist. The 
agency must base the determination of good cause on evidence provided by the applicant or recipient 
and/or through an investigation by the agency.

 The agency will determine that good cause exists when the information obtained provides evidence 
of good cause for not cooperating. The following specified evidence will be sufficient to determine the 
existence of the good cause claimed circumstance.



201.10.D – Good Cause
 A determination that good cause exists due to the emotional 

harm factor may only be based upon a demonstration of an 
emotional state that would substantially affect the individual's 
functioning if the agency required cooperation with support 
enforcement. Medical records which indicate the emotional 
health history and present emotional status of the caretaker-
relative or the child for whom support would be sought may 
also substantiate good cause. Additionally, written statements 
from a psychiatrist or psychologist which indicate the diagnosis 
or prognosis of the caretaker-relative or the child(ren) may be 
used for this purpose. 

 While the applicant or recipient has the responsibility to 
provide the agency with the required documented evidence, 
the agency will, upon request, assist the applicant or recipient 
in obtaining the required evidence. 

 In circumstances where the physical and emotional harm to 
include domestic violence is undocumented, the worker may 
accept the client’s statement as evidence for the good cause 
claim. 



ADDRESS CONFIDENTIALITY PROGRAM - 201.6 



Intake
The following forms must be reviewed 
and completed with the applicant, and 
signed by the applicant, prior to case 
approval: 

• Do You Have a Disability? 
• Notice of Personal Responsibility 

for the TANF Program (032-03-
0750) 

• Notice of Cooperation and Good 
Cause (032-03-0036)

• Notice of Intentional Program 
Violations and Penalties

• Attesting to the Lack of Information 
form, if applicable.



Renewal
The following forms must be reviewed with the 
TANF recipient and mailed, prior to case 
approval: 

• Do You Have a Disability? (032-03-0670) 
• Notice of Cooperation and Good Cause 
(032-03-0036) – (exception*) 
• Notice of Intentional Program Violations 
and Penalties (032-03-0646) 

*If during the renewal process, the recipient 
wishes to change their cooperation or good 
cause claim for cooperating with the Division of 
Child Support Enforcement, the Notice of 
Cooperation and Good Cause (032-03-0036) 
form must be reviewed, completed, and signed 
by the recipient, prior to case approval. 

The Attesting to the Lack of Information (032-03-
0423) form must be reviewed, completed, and 
signed by the TANF recipient, if applicable. (See 
201.10.A.c., page2a) 



TANF Notice of Action 



TANF Notice of Action 



Redirection of Support Monies From Non-Custodial 
Parents
 Federal regulations* state that in cases where an assignment of support is effective, 

support payments shall be made to Support Enforcement. 

 The assignment is effective upon case approval. Therefore, any child support, 
including court ordered support, paid to the assistance unit from the non-custodial 
parent subsequent to case approval must be redirected to Support Enforcement. 

 Once this support is redirected, it will not be considered in determining the amount 
of payment, until such time as the net support, when added to other countable 
income, is sufficient to meet the total needs of the assistance unit.

TANF Guidance 602.1

                           



Treatment of Support
602.2 TREATMENT OF SUPPORT - There are three types of support that are routinely 
paid to TANF custodial parents which must be considered in determining initial and 
on-going TANF eligibility: 

A. Current support paid by the non-custodial parent on behalf of TANF eligible 
children in the AU. Current support paid directly to the client during the application 
process will be treated as income with the exception of a disregard of up to $100. 
Following case approval, current support will be redirected to DCSE. Up to $100 of 
the current support payment will be sent by DCSE to the client and will be 
disregarded in determining the on-going TANF benefit. (See 305.4(E)2 for treatment 
of support for SSI children and capped children not the AU, and for situations in 
which support must be prorated for eligible and non-eligible children). 

 



Treatment of Support, continued
B. Arrearages paid by the non-custodial parent for periods in the past when the client received 
TANF. If, during the application process, arrearage payments are made directly to the client, and 
the period for which the payments are made was a time during which the client received TANF 
benefits, the payments will be treated as income. For an on-going case, the absent parent should 
make all child support payments directly to DCSE, including arrearage payments. Arrearage 
payments made on behalf of eligible children when the custodial parent received TANF on their 
behalf are retained by DCSE to discharge the non-custodial parent’s debt to the state. 

C. Arrearages paid by the non-custodial parent for periods in the past during which the 
custodial parent did not receive TANF. Such an arrearage payment made directly to the client 
during the application process will be treated as income. For an on-going case, any arrearage 
payment which is made to DCSE for a period during which the client did not receive TANF will be 
sent by DCSE to the client. If the payment is non-recurring, it should be treated as lump sum 
payments in accordance with 305.4C. If recurring, such payments will be treated as unearned 
income. 



Support From Non-Custodial Parents Absent From The Home 
 During the initial determination of eligibility, the first $100 of current monthly child support 

received, or expected to be received, by the applicant will be disregarded in the eligibility screen 
and TANF payment calculation. If the amount received or expected to be received is less than 
$100, the entire amount is to be disregarded. All remaining current support (net countable) will be 
considered as income for computing the amount of any payment made to the family for a period 
prior to the first TANF assistance payment.

 If the family is determined to be otherwise eligible according to policy, assistance must be 
approved without delay. Child support received from non-custodial parents during the application 
processing stage, less the first $100 of total support received, or expected to be received, will be 
considered as income to the A.U. for any payment made to the family for a period prior to case 
approval. The disregard of the first $100 of child support is also applicable to support received, or 
expected to be received, from a putative father during the application processing stage. 
Additionally, this disregard will be applied to support from the putative father subsequent to case 
approval until the recipient redirects such support to the Division of Child Support Enforcement.

 Once the application is approved for TANF, the client can no longer accept child support payments 
from the absent parent(s). 

TANF Guidance 602.3



Searching for APECS/Child Support Information in
SPIDeR

Best Practice:

For APECS purposes, it is imperative to screen each individual applicant in SPIDeR separately. 
• This will provide the most accurate results. 
• If there are multiple children in a case, they may have different support orders, depending 
on their parentage. 
• If each support order is collecting different amounts of support, it is easier to calculate if 
they are screened separately.



Searching for APECS/Child Support Information in
SPIDeR

Multiple SPIDeR search options are available however; the suggested method is to search using 
the client(s)s social security number (SSN). 

To initiate search by social security number (SSN): 
1. Enter the participant’s SSN in the Client SSN field. It is not recommended to use the Search all 

Case Members option when searching for APECS cases.
2. Select APECS
3. Click Search

The search results will list all open cases associated with the participant. To view the results, click 
on the APECS Cases link in the Client ID / Customer ID column. 



Searching for APECS/Child Support Information in
SPIDeR
SPIDeR provides authorized users with access to APECS Case and Participant information 
that will assist with reading and interpreting the data provided.
There are two main sections of information: 

» APECS Detailed Case Data: The APECS Detailed Case Data provides information 
about child support cases. When a participant has multiple cases, information for 
each case is provided and is separated by the heading APECS Detailed Case Data. The 
section titled Case Information - ########## displays the case number. 

» Child Support Participant Account: The Participant Account section, displaying last, 
provides a limited history of financial events associated with the participant. Two 
types of events, disbursements and receipts, display. The events present depend on 
the participant’s role and activity in their associated child support cases. When a 
participant has multiple cases, this section provides the event history for all cases.
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Searching for APECS/Child Support Information in
SPIDeR
There are two error messages that can appear when searching in APECS cases.
Disclosure Prohibited – In APECS, the Family Violence Indicator (FVI) is set when a participant has 
indicated there is a risk of family violence or a protective order in place between the case parties. 
Federal regulations prohibit the sharing of information when the FVI indicator is set; therefore, 
the APECS information is inaccessible in SPIDeR. 

*If you get a result like the one shown above, you must request that the client obtain a payment 
history from DCSE or get the information using the DCSE Client Portal. 

Note: In some instances, a participant will have multiple cases with the FVI set on only one. 
When this happens, case information is available for the case(s) without the FVI.



Searching for APECS/Child Support Information in
SPIDeR
Case Type/Status Does not Meet DCSE Criteria - The error message, “Case Type/Status 
Does Not Meet DCSE Criteria” indicates that the results could not display. This happens for 
many reasons including the participant is not active to the case, or the case is closed but it 
could be an issue with the search method used.  

Note: In this scenario, attempt the search again using other search criteria.



Searching for APECS/Child Support Information in
SPIDeR
The detailed case data displays in four categories: 
1. Case Information - ##########: The heading identifies the case number. Details 

include the DCSE Worker ID, case type, status, IV-A case, third party liability 
insurance and support order information.
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Searching for APECS/Child Support Information in
SPIDeR
Child Support Case Types
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Searching for APECS/Child Support Information in
SPIDeR
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Searching for APECS/Child Support Information in
SPIDeR

2. Child Support Participant Information: Lists all active persons associated with the 
child support case, demographic information and paternity information for 
children.

3. Child Support Order Information: Provides details about the support order 
including support types owed, and the amount and frequency of the current 
support obligation. Current support obligations are those that charge on an 
ongoing basis.

4. Child Support Financial Information: Provides a limited history of payments made 
by the noncustodial parent (NCP) including the source, date and amount paid. It 
does not provide information about the support obligation type or amount. It also 
does not indicate whether the payment disbursed to the custodial parent (CP).
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Searching for APECS/Child Support Information in
SPIDeR
CHILD SUPPORT Participant Account 

The Participant Account section provides a limited history of financial events associated with the participant. Two 
types of events, disbursements and receipts, display. The events present depend on the participant’s role and 
activity in their associated child support cases. 

The Event IDs used in this section are: 

1.  (DISB) Disbursements: the participant received a support payment

2.  (RCPT) Receipts: the participant made a payment toward their support obligation(s) 

Note: When a participant has multiple cases, this section provides a limited event history for all cases and for each 
role on their cases. Make sure to only use DISB records when counting child support as income. RCPT records are 
generally used for calculating child support expenses for programs such as SNAP but may also be used as support 
verification when determining stepparent deeming.
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1. The Custodial Parent can have multiple support cases. If multiple support cases exist, the child support must be calculated 
for each child for whom a case exists and entered in VaCMS as separate records for each child for whom child support is paid 
for.

2. If the custodial parent is receiving arrearages, that income should be assigned to the parent as unearned income. 

3. For the on-line systems used to verify child support, mailing and processing days must be added to the payment dates shown 
to properly reflect the period of receipt for TANF purposes. 

4. Checks are prepared and mailed on the business day following the APECS disbursement date. Allow two mail days to 
determine the payment date and month of receipt.  

5. Allow two business days for electronic funds transfer payments to reach the designated debit card bank account to 
determine the payment date and month of receipt. 

6. If the client receives Direct Deposit, add two (2) business days to determine date of receipt. 

7. Do not average Child Support payments when calculating child support income at application. When the application is being 
processed, count the actual amount of child support the customer received prior to case approval for the run months in 
which the support was received, ONLY.

8. When determining what child support amount to count when there are multiple support cases with collections and 
distributions, Child Support Financial Information (e.g., wage attachments, etc.) may need to be used in collaboration with 
disbursement records to arrive at the correct amounts, per child.

9. Do not accidently combine receipt and disbursement records when calculating child support income.

Things to Remember when Using APECS Information 
from SPIDeR
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Cheat Sheet – What Date Do I Use as the Receipt 
Date?
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Example 
Tony Tiger applied for TANF on 01/03/2024 for himself and his two sons, Larry and Jerry. Larry and 
Jerry have different mothers that both pay child support that varies from month to month. Larry’s 
mom is ordered to pay $180 per month and Jerry’s mom is ordered to pay $200 per month. Jerry 
receives SSI. The application was processed on 01/17/2024.
SPIDeR APECS query that was pulled on 01/17/2024, revealed the below:
Wage Attachment’s for Larry’s Mom                Wage Attachments for Jerry’s Mom

Month Amount

01/12/2024 $55.00

01/03/2024 $145.00

12/20/2023 $90.00

11/17/2023 $100.00

11/05/2023 $20.00

Month Amount

01/02/2024 $200.00

12/03/2023 $200.00

11/03/2023 $200.00

10/03/2023 $200.00

09/03/2023 $200.00
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Example  - Continued
Tony’s Child Support Participant Account information displayed the below “disbursements”. How 
should child support be counted in Tony’s case? Keep in mind that the application date is 
01/03/2024 and the case was processed on 01/17/2024.

         

Event Id Receipt Date Amount

(DISB) Disbursement 01/12/2024 $55.00

(DISB) Disbursement 01/03/2024 $145.00

(DISB) Disbursement 01/02/2023 $200.00

(DISB) Disbursement 12/20/2023 $90.00

(DISB) Disbursement 12/03/2023 $200.00

(DISB) Disbursement 11/17/2023 $100.00

(DISB) Disbursement 11/05/2023 $20.00

(DISB) Disbursement 11/03/2023 $200.00
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Example  - Continued
How will child support be counted for Larry?
         

Event Id Receipt Date Amount

(DISB) Disbursement 01/12/2024 $55.00

(DISB) Disbursement 01/03/2024 $145.00

(DISB) Disbursement 01/02/2023 $200.00

(DISB) Disbursement 12/20/2023 $90.00

(DISB) Disbursement 12/03/2023 $200.00

(DISB) Disbursement 11/17/2023 $100.00

(DISB) Disbursement 11/05/2023 $20.00

(DISB) Disbursement 11/03/2023 $200.00

Since the application is dated 01/03/2024 and 
is being processed on 01/17/2024, $200 should 
be entered as unearned Child Support income 
for Larry for January and end dated as the child 
support will be redirected upon TANF approval. 
The VaCMS will automatically exclude a $100 
Child Support Disregard. The Net Child Support 
that will be deducted from the TANF SOA will 
be $100 (January 2024 gross child support $200 
- $100 child support disregard=$100 net child 
support).
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Example - Continued
How will child support be counted for Jerry?
         

Event Id Receipt Date Amount

(DISB) Disbursement 01/12/2024 $55.00

(DISB) Disbursement 01/03/2024 $145.00

(DISB) Disbursement 01/02/2023 $200.00

(DISB) Disbursement 12/20/2023 $90.00

(DISB) Disbursement 12/03/2023 $200.00

(DISB) Disbursement 11/17/2023 $100.00

(DISB) Disbursement 11/05/2023 $20.00

(DISB) Disbursement 11/03/2023 $200.00

Month Amount

01/02/2024 $200.00

12/03/2023 $200.00

11/03/2023 $200.00

10/03/2023 $200.00

09/03/2023 $200.00

Since the application is dated 01/03/2024 and is 
being processed on 01/17/2024, $200 should be 
entered as unearned Child Support income for 
Jerry for January and the ongoing months, since 
the payment pattern consistently displays $200 
monthly payments. TANF guidance states that if 
the parent or child is receiving SSI, Auxiliary 
Grants, adoption assistance, or a foster care 
payment, none of his income can be counted as 
available to the TANF assistance unit. Therefore, 
the VaCMS will automatically exclude Jerry’s child 
support income. Jerry will be considered Non-TANF 
and support collected for him will be sent to the 
custodial parent.
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VaCMS Entries - Documentation
 If you do not include all support payments in the 

calculation, document in the Case Narrative the 
reasons why certain payments were excluded, 
and others were used.

 Document that an APECS inquiry was conducted 
on ALL household members. 

 Upload/scan documents used for verification, 
e.g., cancelled checks, support orders, APECS 
printouts, etc. (Disbursement page can be 
uploaded to DMIS under Income, attached to the 
Client ID for the person for whom the support is 
countable).
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Customer Portal Payment Record
When child support payment information cannot be retrieved using SPIDeR for reasons such as non-disclosure 
due to family violence, the EW must request that a payment record using the child support portal, from the 
customer. The payment record mirrors the payment record in DCSE’s automated tracking system (iAPECS). 
Participants can utilize the portal and obtain their payment record(s) immediately versus waiting three (3) to five 
(5) business days to receive their payment(s) record in the mail. The payment record only certifies payments 
received and payments disbursed.
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Customer Portal Payment Record
 The Participant Payment History displays payments disbursed for a requested timeframe for a specific case but does not 

provide case specific details.
 The EW must request additional information to determine who child support is being paid for before entering the 

information in the VaCMS. 
 As stated with the SPIDeR APECS queries, only the actual support received up to the point the application is being 

processed, should be counted when processing TANF applications.
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Understanding the APECS Interface

Referral to APECS is sent when:

 TANF eligibility has been approved and authorized for TANF or TANF-UP 
(not EA/DA/VTP)

 Case includes at least one child with one or more absent parents

 Good Cause has not been claimed

 Absent Parent Data has been entered



Understanding Parental 
Status 
Remember that both TANF (IV-A) and 
Foster Care (IV-E) make referrals to DCSE. 
The referrals are based on Parental Status.

The drop-down menu of Parental Status 
types contains a mix of types that relate to 
TANF and to Foster Care. 

Some Parental Status types are not used 
for the other program at all; other codes – 
like Incapacitated Parent in the Home – 
mean no referral to DCSE for TANF but 
just the opposite – referral to DCSE – for 
Foster Care. 

Here’s how they sort out:



Understanding Parental 
Status 
Except for Paternity not Established, all relate 
specifically to a break in the relationship between 
the child’s parents and the resulting absence of 
one of the parents. This is what we used to refer 
to as deprivation. “Old AFDC Days”
Absence for married parents could be Parents 
Separated, or Parent Deserted, or 
Divorce/Annulment. 
For unmarried parents, it could also be Parents 
Separated, Parent Deserted or Paternity not 
Established
For either married or unmarried parents, there 
might be a specific reason for the absence of one 
parent – Parent Incarcerated or Parent Deported.



Understanding Parental 
Status 

So, in choosing parental status for an 
absent parent, choose the one that best 
fits the situation for that case.
If the parents are married but 
separated, choose Parents Separated.
If the parents were married, but now 
divorced, choose Divorced/Annulled.
If the parents were never married, 
choose Parent Deserted (TANF), or 
Paternity not Established if the parents 
were unmarried and paternity has not 
been established.



Understanding Parental 
Status

Use Parent Incarcerated or Parent 
Deported for either married or 
unmarried parents when you know 
that is the specific reason for the 
absence of one of the parents.

Note: These two option should only be 
selected when paternity has been 
established.



Absence information is sent to DCSE for any of 
the following:

• Divorced/Annulled
• Parent Deserted (TANF)
• Parents Separated
• Paternity not Established
• Parent Incarcerated
• Parent Deported



Absence information is not sent to DCSE for any 
of the following:

• Legal Parent Deceased
• Incapacitated Parent in the Home
• Convicted/Offender (In Home)
• Single Parent Adoption
• Artificial Insemination From Anonymous Donor
• Parental Rights Terminated
• Not Applicable – Must always be used for Kinship Care cases
• Parent Disabled
• Foster Care - Parental Absence
• Pending Verification of Parental Status (Baby Bot)



Reminder

• Not Applicable – Must ALWAYS be used for Kinship Care cases as 
the pursuit of child support is not a requirement for Kinship Care



Entering Parental Status – 
Single Parent Household
Select the appropriate status of absent 
parent from the “Parental Status for the 
Child (first parent)” drop-down.
Leave the “Parental Status for the Child 
(second parent)” drop-down as blank.
Do not use “Not Applicable” for the 
Parental Status of either parent in the 
case of TANF.

Note: Not Applicable must be used for 
Kinship Care cases because DCSE referrals 
are not required for these case types. 



Entering Parental Status – 
TANF Two-Parent Household – 
Scenario 1 

A two-parent TANF household 
with two “able bodied” parents 
(able to work) is a TANF-UP case. 

Select the status for one parent 
from the “first parent” drop-
down as “TANF-UP”.

Select the status for the other 
parent from the “second parent” 
drop-down as “TANF-UP”.



Entering Parental Status – TANF 
Two-Parent Household (TANF) – 
Scenario 2 
 A two-parent TANF household that is “not TANF-UP” 

will two-parent a parent who is not “able bodied”, 
not able to work.

 Select the status for this parent from the “second 
parent” drop-down as “Incapacitated Parent in the 
Home”.

 Select the status for the other parent from the “first 
parent” drop-down as “TANF-UP”. (Yes. We know 
this is not a TANF-UP case, but entering this for the 
first parent only will serve two purposes: it will 
correctly not refer the first parent to DCSE, and it 
will serve – along with the entry for the second 
parent – to show us two-parent that this is a two-
parent TANF [not TANF-UP] case.)

Note: In the case of a two-parent household where 
they have child(ren) in common and at least one child 
not in common, the EW must add a Parental Status for 
the child not in common, and TANF UP for the 
child(ren) in common.



Entering Parental Status – 
Non-Parent Caretaker Case

A TANF case headed by a non-
parent caretaker will have two 
absent parents for each child.

Select the appropriate status for 
one parent from the “first parent” 
drop-down.

Select the appropriate status for 
the other parent from the “second 
parent” drop-down.



Custodial Party Screen

 The EW chooses the household member 
that needs to be designated as the custodial 
party for the DCSE referral

 VaCMS only allows one custodial party 
per case

 A DCSE Legacy Case Number can either 
be entered manually or selected using the 
DCSE Legacy Case Number Search Pop-
up or created using the Generate New 
DCSE Number radio button

A custodial party is the parent or caretaker who has 
either sole physical custody of the child or the person 
with whom the child resides for the majority of the 
time.



Legacy Case Numbers 
 The DCSE Legacy Case Number, First Name, Last 

Name, SSN, and DOB will be prefilled for the 
custodial parent on the case if the information is 
available within VaCMS

 If a DCSE Legacy Case Number is entered on the 
Custodial Party screen, when the search popup loads, 
the Search By field will be defaulted to the DCSE 
Legacy Case Number and the search results will be 
displayed based on this search criteria

 If no DCSE Legacy Case Number is entered on the 
Custodial Party Information screen and VaCMS has an 
SSN stored for the individual, when the search popup 
loads, the Search By field will be defaulted to the SSN 
and the search results will be displayed based on the  
search criteria

 If no DCSE Legacy Case Number is entered on the 
Custodial Party screen and VACMS does not have an 
SSN stored for the individual, when the search popup 
loads, the Search By field will be defaulted to the 
Name/DOB and search results will be displayed based 
on this search criteria

Note: It is imperative that the correct DCSE legacy number is 
selected before proceeding to the Absence Information Details 
screen. As a best practice, run an APECS query in SPIDeR prior to 
selecting the legacy number to ensure you are choosing the 
correct DCSE legacy number.



Absence Information 
Details

Note: Before populating the absent parent's information, be 
sure that you have selected the correct person.

 On the click of the magnifying icon 
besides Absent Parent Identifier Number 
field, a pop-up will open where you will be 
able to search for an absent parent by 
entering one or a combination of the search 
criteria. If there is no matching absent 
parent in the system, then the pop-up can 
be closed, and the new absent parent 
information entered on the absent parent 
details screen

On the click of Search in the Absent Parent 
Search Pop-up, an error code will be 
displayed if one of the following criteria is 
not met:

1. SSN is entered
2. Absent Parent ID is entered
3. First Name or Last Name + any two 
other search parameters are entered



Absence Information 
Details

If a client has provided identifying 
information regarding the noncustodial 
party as defined in 201.10, “Yes” must be 
selected from the Agree to Cooperate drop-
down, and the Cooperation Date must be 
entered

In the case of a client that has Attested to 
the Lack of Information, “Yes” must be 
selected from the Agree to Cooperate drop-
down, and “Cannot Identify Father, Client 
signed the ATL Form” must be selected 
from the ATL/Good Cause drop-down and 
the Cooperation Date must be entered



Absence Information 
Details

In the case of a client that is claiming 
Good Cause, “No” must be selected from the 
Agree to Cooperate drop-down
From the ATL/Good Cause drop-down, the 
reason for not cooperating must be selected 
A date must be entered in the Good Cause 
Determined and Non-Cooperation Date 
fields
A verification source for the substantiation 
of the Good Cause claim must be selected 
from the Verification drop-down
When selecting the Next button, all the 
VaCMS will bypass all the remaining absent 
screens, and no triggers will be sent to 
DCSE



Absence Information 
Details

If the EW selects “No” to “Agree to 
Cooperate” and “Good Cause Not Claimed” 
from the ATL/Good Cause drop-down during 
intake, a penalty will be imposed

After a case has been approved, a DCSE 
penalty can only be imposed if non-
cooperation is sent by the APECS interface 



Child Link
Screen captures the linking of a child to an 
Absent Parent(s) 
If two Parental Status values are selected on the 
Client Demographics screen, both will display in 
the Parental Status drop-down
If a parental status is selected in error that does 
not send information to APECS, a DCSE case 
will not be established for that parent
For example, if “Not Applicable” is selected 
from the Parental Status drop-down, information 
entered for the absent parent will not be sent to 
APECS

Note: Complete as much details that you can for 
the items under the Child Association section for 
which you have obtained information or 
verification. The EW MUST click the "Save and 
Continue" button to ensure the data is saved in 
the database. If not saved, the case will not 
interface with DCSE.

If a child is linked to an absent parent in error, the child will 
have to be unlinked prior to adding Absence Information 
Details for another absent parent.

The worker then needs to click the Save and Continue  button to ensure the data is saved in the database. 



APECS Interface

 Child Support Enforcement will notify VaCMS if the TANF client is not cooperating with DCSE; and consequently, Child 
Support Enforcement will notify VaCMS if a TANF client previously referred for Non-Cooperation should resume 
cooperating with DCSE. A Task and Reminder will be sent with the details to the EW and the Absent Parent Details screen 
will be updated to reflect that the client is not cooperating as displayed below: 

 The TANF Case is closed when Non-cooperation occurs without Good Cause and when the Custodial Parent has received TANF for six or 
more months and Paternity has not been established

 When less than six months of assistance has been received, the Custodial Parent will be removed from the TANF Grant or the case will be 
reduced by 25%, whichever is greater

 VaCMS will issue an ANPA before reducing the grant or closing the TANF Case
 When  a TANF client has resumed cooperation on an ongoing case, DCSE will notify the VACMS, and the penalty will be removed
 VaCMS will issue a NOA when the case has been reinstated



DCSE Resource Information - Fusion
» SPIDeR Inquiry Resource Guide -

https://fusion.dss.virginia.gov/Portals/[DIS]/Files/SPIDeR_Appl_User
_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993

» My Child Support Resource Guide (Portal) -
https://fusion.dss.virginia.gov/Portals/%5BDCSE%5D/Files/Program%
20Services/MCS/MyChildSupport%20Resource%20Guide%20.pdf

» DCSE Worker ID Roster: https://fusion.dss.virginia.gov/dcse/DCSE-
HOME/Worker-ID

https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5bDIS%5d/Files/SPIDeR_Appl_User_Guide_v37_FINAL_123117.pdf?ver=2019-02-06-100055-993
https://fusion.dss.virginia.gov/Portals/%5BDCSE%5D/Files/Program%20Services/MCS/MyChildSupport%20Resource%20Guide%20.pdf
https://fusion.dss.virginia.gov/Portals/%5BDCSE%5D/Files/Program%20Services/MCS/MyChildSupport%20Resource%20Guide%20.pdf
https://fusion.dss.virginia.gov/dcse/DCSE-HOME/Worker-ID
https://fusion.dss.virginia.gov/dcse/DCSE-HOME/Worker-ID
https://fusion.dss.virginia.gov/dcse/DCSE-HOME/Worker-ID
https://fusion.dss.virginia.gov/dcse/DCSE-HOME/Worker-ID
https://fusion.dss.virginia.gov/dcse/DCSE-HOME/Worker-ID


Best Practices When Evaluating Child Support
1. Before interviewing the customer, examine child support income queries so that you are prepared to ask the 

appropriate questions and request verification if needed.
2. Always do a pre-screening to determine if TANF eligibility will even exist based on child support that has or is being 

received. Make sure to determine if child support is consistently paid, new and or has stopped.
3. Make sure to explain the requirement to redirect child support payments to Support Enforcement upon case approval.
4. Make sure to explain the Child Support Disregard and TANF Child Support Supplement payments that may be received 

after the case interfaces with DCSE. Note: If no support is collected, the customer will not receive these payments.
5. If the customer receives child support and information cannot be obtained using a SPIDeR query, request an alternate 

verification source such as, but not limited to Child Support Portal printouts, bank statements, letters from the absent 
parents, court orders, etc.

6. Determine the payment method in which the customer receives child support payments so that the payment is 
applied to the correct period based on mailing days and electronic posting days. 

7. Re-run SPIDeR APECS queries prior to case approval if you are not processing the application or renewal within 24-48 
hours from when the initial query was pulled. Additional payments could post after the initial query was pulled, but 
prior to case processing.

8. On the TANF – Eligibility Summary screen, ALWAYS, ALWAYS drill-down on the Eligibility/Service Periods for which the 
case is running to ensure the current amount of child support is being counted and/or disregarded correctly.

9. Document, Document, Document!



DCSE Process Responsibilities



Questions
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