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« Rushmore Basics and Reminders

 Navigating through Rushmore for
Case Readings

* The Sub-Recipient Monitoring
Review in Rushmore

» Generating and Utilizing Rushmore
Reports

Utilizing VaCMS Reports for EAP
Components



Rushmore Basics




- Make sure caseworkers have logged in
to Rushmore using their LDAP
username and password

+ Supervisors — when completing a case
reading in Rushmore, make sure
caseworker/supervisor information is
correct. If it needs to be updated,
submit a SAMS form with the
correct information.

* Review the Rushmore User Guide for
additional instructions

* Review the recent Rushmore trainings
in FUSION

Introductory Checklist




Accessing and Logging into Rushmore
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Rushmore can be located via FUSION and
accessed by the Quick Links tab at the top
under category Applications

Log in using LDAP username

and password

Save Rushmore application to favorites
bar

Please Log On:

Enter User ID:

Password:

\]
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Key Reminders with Using
Rushmore

Make sure your information for the case in VaCMS is accurate
with the case name, case number, etc.

VaCMS does not “talk” with Rushmore and populate information.

Entering the caseworker’s last name will generate the name and
LDAP user ID, if they have accessed Rushmore before. Be mindful
to check that the correct caseworker and LDAP ID are accurate.

The Edit button at the bottom allows you to add and update
information on each tab, including the Main Review tab with the
case information for the case reading.

If you make any errors or are new to Rushmore and want to
practice, case readings can always be completed and deleted on
the Main Review tab for the case reading.
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Navigating
Through Rushmore
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Utilizing Menu Tabs in Rushmore

Main Review Tab — Enter/review main case information, component information, and agency caseworker/supervisor information
Review Elements Tab — Enter/review all elements or topics reviewed with the case reading

Program Specific/Other Tab - Enter/review benefit amount approved and/or authorized and any possible
overpayment information. Additionally, this section can also be used to document eligibility or benefit errors identified outside of
the Review Month or errors that are beyond the scope of the review type.

Review Action Tab — Access case reading comments, submit a rebuttal, and view deadlines for updating the case reading.

**Reminder** - After the caseworker/agency reviews the case reading, the "Case Corrected" box must be checked for the case reading to
be updated and completed.

| Enter Case Review Review ID: 192018 Review Date: 7/30/2025 |

Main Review I Review Elements ! I Program Specific/Other I Review Action
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Enter Case Review Review ID: 192093 Review Date: 7/30/2025
Main Review Review Elements Program Specific/Other Review Action
Reviewer
Response Rebuttal Due Correction Due

Validate For Batch Reviewer Signature Response Received

Supervisor

Rebuttal Bxtension Requested Case Corrected

Reven Competed

Comments

v 8/13/2025

08/20/2025

L

Make sure to check the
Case Corrected box, once case
reading is reviewed and corrected.
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Additional Reminders

4
d
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Information is provided on the deadline to update/correct any findings from a case reading
in Rushmore

A rebuttal can be submitted, if you are not in agreement with the case reading outcome
and/or findings.

Comments/feedback can be entered on the Review Action tab for the case reading. This may include
information not provided in the Case Narrative that needs clarification or updates with any

findings discovered.

The Edit button at the bottom will allow access in each tab to update and provide comments in the
Review Action tab

J After the case reading is completed and there are findings, upon request, any missing documents

from DMIS should be uploaded and any case documentation should be entered in the Case Narrative
section of VaCMS for the case.
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Sub-Recipient
Monitoring Review with
Rushmore
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The purpose of the SRM is to ensure that federal and/or state
funding is being used for the correct purpose and in compliance
with Federal and State laws and regulations.

What is the Sub-Recipient
. . . VDSS used program eligibility requirements as the compliance
Monltorlng ReV|eW? measure to test the accuracy through these case readings from

the SRM review.

Your SRM case readings are completed by an EAP Consultant, but not your
specific Regional Consultant. The case reading results are discussed with your
Regional Consultant, and this is to ensure consistency with case reading
findings, along with EAP information that we relay to all of our LDSS agencies.

The Sub-Recipient Monitoring Review is conducted every three
years for agencies.

The case numbers and ID requests reviewed are selected through
an EAP Sample Report in VaCMS that selects case numbers and ID
requests at random for the selected component time period.
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Housekeeping ltems in Rushmore

»

»

»

»

The EAP consultant will contact your agency, ahead of the Sub-Recipient Monitoring
Review (SRM), reminding to have EAP caseworkers access Rushmore, uploaded case-related
documents like paper applications, manual notices, and verification items.

The caseworker listed on the Main Review tab should have access to update the case
reading in Rushmore, but if there are issues, the EAP supervisor should be able to make any
necessary updates.

Once the case readings are com pIeted the EAP consultant will contact your agency

with the case numbers and request ID's reviewed, allowing access to view any findings and
review any comments from the review.

A virtual debrief meeting will be scheduled, which will include the EAP team

member, LDSS agency director, along with your EAP Regional Consultant and Program
Manager.
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Common Findings with the SRM

Findings Resolutions

o Document information such as vendor selection,
account disconnection status, exhaustion of Fuel
Assistance benefit, etc.

o Missing documentation in the Case Narrative

o Missing applications in DMIS
o Upload appropriate documents such as

o Unverified income entered in VaCMS applications, credit authorization forms, manual
) ) notices, etc. Into DMIS and have a scanning
o Populated unearned income entered incorrectly orocedure in place for your agency.
O FUEI ASSiStanCE benEfit nOt EXha USted, priOI" tO o Use New Data’ when possible’ to populate
Crisis Assistance approval income. Active Public Assistance income can be used
as a verification source. If income entered differs
o Missing Credit Authorization forms in DMIS from active Public Assistance income at the time of

application processing, include documentation in the
Case Narrative, if System Inquiry is used as a
verification source.

o When populating SSA/SSI income, make sure to
only include the most current month/year and
gross amount. The older year amounts can be
deleted, after populating the data for the income
being entered.
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Helpful documentation in the Case Narrative includes...

Conne(:ting Your Case v Online application T numbers
with Documentation v" Client vendor selection

v" Exhaustion of Fuel Assistance benefit for Crisis
Assistance requests

v" Disconnection amounts and information

v Confirming information entered in VaCMS, but not
declared on the application

v Actions taken with vendors for repair and
replacement requests

v Correspondence to a vendor related to updates
with requests

v" Information entered in real time, after discussions
with clients and vendors
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Generating Rushmore Reports

With the SRM, there are three reports generated from the case
reading results, which include the following below:

o Case Review — provides the case reading information from specific search
criteria and date range that includes the case name, case number, correct or
incorrect status, etc.

o Accuracy Summary — provides information on accuracy rate for the case
readings from the date range selected, including dollar amounts from
benefits authorized correctly or incorrectly

o Causal Factor — outlines any findings, positive or negative, that
were indicated in the case reading

Tip: After completing case readings with your EAP team, you can utilize
the reports to relay information and statistics to your staff.
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Eenerating Rushmore Reports...

Monday, Sepbember 8, 2025

NAGLE, SEAN Case Review(Eligibility) vsz22
User Guide
Case Review Menu:
Reports |
iiter [* indicales required) To selext [ enter criltena, dick on filter butlon(s)
Riviow Date
Region
Locality
Dhsspliny Groups. ek
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worker
Program*
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Reviewer Type
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Rervierms Clagies
- v Types
Prasgram Status
Fipent Descripti —
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Accessing Report Statistics

Casr Beview (v £.3) Drate Prinded: /142022 24208 PM {snd W)
Accuracy Summary: Energy Assistance
From Review Date: 08401,/2025 To: 08/1472025

Report Description:  Ssmmarizes the total namber of reviews completed and the number and percentage of those cases tha kave an oversll sians of Inoomrect er Cormect. The summmary provided is based om the
managerment level sdected m the critona

Selected Criteria
_ Iespday {ornmps: Mo

Program: Ensrgy Assistance Review Momth: From: 08/ M125 To: 002023

Reviewer Type: Case Reader, Consulant, Sate Level Case Reader

Review Classes: Probatenary, Rogular

Keview Types: Cooling Apgroval, Cosling Closare, Cooling Densal, Criass Approval, Crisss Closure, Crimie Demial, Fuel Approval, Fuel Clossre, Fuel

Donask, Eergy Assistance

EASTERN
Prince George
» Total Total Accuracy Dallar Dalla Dallars Accuracy Total Total Validity
name Incorrect “Orrec Rate Cases ™ Incorrect e Invalid Valid Hate
0 10 10075, 9 ISF.‘JSSI %0 100%; 1] 1 100
=

Accuracy Summary: Energy Assistance

Row
Colummn: Total
Review II¥ Case Number Date Entered Worker Element Error Drollar Difference Validity
193030 1 16600203 SMG2023 WNo -- Walid
193231 118665559 22025 Neo -3 n'a
193242 115837956 B2025 No 50 n'a
193247 115847242 2028 Ne &0 n'a
193304 117022333 ErB2023 No 50 n'a
193313 105743429 £/872023 Ne w0 ana
193323 115780483 S82025 Nao 30 '8
193329 120500852 SR2025 Mo 50 n'a
193334 130783693 /82025 Ne S0 n'a
194016 116038301 871470025 No 50 n'a
Total Records: 10
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Energy Assistance
(EAP) Reports

For every EAP component
- Fuel, Crisis, and Cooling
Assistance, there are

various reports available.




Reports for Fuel Assistance Pre-approvals and
Cooling Assistance Pre-approvals



Fuel Assistance Preprinted Applications and Preapproval Notices

Preapproval and Preprinted Data for Fuel Assistance is
forms are usually generated in posted to FUSION and
mid-September. requires passwords.

In the future, Preapproval and
Preprinted information may
not be posted to FUSION, but
if it’s not, we will notify LDSS
where the data will be
available.
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Cooling
Assistance

Pre-approval Reports

RP -197 - EAP Cooling Evaluation Letter Report

This report lists the households who were mailed an
evaluation letter, notifying them that they are being
evaluated for potential eligibility for Cooling Assistance
(electric bill payment). These letters are usually sent

to households in mid-May.

**Reports related to the

Cooling Assistance preapproval process
are found in Reports Search / EAP
inVaCMS**



Cooling Assistance
Pre-approval Reports
(continued...)

RP -162 Cooling Preapproval/Pending VCL Report -

This report is available yearly after the preapproval process
run. The date will be provided annually. The report shows
households who were successfully preapproved for Cooling
Assistance payment of electric bill. It also displays cases that
are pending worker action that were unable to be
preapproved but were also not denied. Workers should review
the cases and process those that were left pending within 15
days.

RP -198 — EAP Cooling Denial / Exception Report -

This report shows households who were not preapproved.
You can view this report to see the code or reason why a
household was denied or excluded from the preapproval
process.

Note: If a household was denied due to a missing/incorrect
disability verification code or an incorrect living situation, you
can correct the information in the VaCMS, document the case
narrative, and reevaluate it without the household having

to reapply.
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Pending by Component Report

The pending by component reportis used in all EAP components - Fuel, Crisis,
and Cooling Assistance.

This report is used so staff can track which applications are pending, to know what
needs to be processed, and can sort the cases from oldest to newest and by worker
ID.

The report is available in two forms:
* Thereis a daily report found in Reports Search, RP-070.

* Thereis also a sortable list version, located in VaCMS under Inquiry / EAP/PIPP.
Select your locality and the EAP Component and click search to find pending
applications and sort by various categories such as days pending. This version
updates in real-time as applications are processed!
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Client Management Report — Local
RP-077B

Who has used the CMR-Local report?

Helpful for and available for ALL EAP
Components!

Fuel and Crisis - On the CMR — Local report, the
Fuel and Crisis components are on the same
report.

The summary of the Fuel component is first, then
each individual case is listed, followed by Crisis
data.

If the Crisis component has not yet started, only
Fuel data will be listed.

The CMR-Local report also runs during the
Cooling component, with the summary of all cases
first, followed by each individual case.

The report is cumulative and is in PDF format.

There is also a CMR-State report available for
statewide data.
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Unpaid by Component Report - RP-069

RP-069 is mostly used during the Crisis and Cooling components and is located in VaCMS under Reports
Search / EAP.

For the Cooling and Crisis component, this report needs to be monitored to ensure that Credit
Authorizations are being paid timely in VaCMS for approved cases. After local agency staff approve
certain services, they must follow up with vendors to ensure the service(s) has been performed and the
vendors are returning completed Credit Authorizations/CA’s and itemized invoices, receipts,
documenting in the EAP case narrative regarding vendor correspondence.

Workers input/pay the CA’s in VaCMS under Benefit Issuance / EAP Credit Authorization.

The Unpaid by Component report will show approved Fuel Assistance cases where no payments have
been made at all. If just one payment has been made on a Fuel Assistance case (but the full Fuel benefit
is not necessarily exhausted) the case will not be displayed on the report. Although local agencies do
not key Fuel Assistance payments, they may view this report to see which Fuel cases have had

no payments made on them.

Fuel payments are made from the VDSS Home Office.
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LIHEAP Effectiveness Reports
(Fuel - RP-66A and
Crisis and Cooling - RP-66B)

These reports generate at the end of the
components and show the number of
households approved within certain
poverty thresholds, total number

of households paid, total amount paid,
funds returned, households with more
than one benefit, extra dollars (used)
and excess income per locality.

This includes useful information and
statistics for LDSS Board Meeting and EAP
preparation for future components. You
can look at data to determine staffing
needs.
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Knowledge Check

7/ "”’ : : -
’ You're wrapping up the Crisis component and need to
: know which Credit Authorizations are outstanding and
need payment.

5 l Which report do you use to find this information?

Where would you find this
report?
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Thank you for attending!

What did you learn today?

Questions? .
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EAP Consultants Contact Information

Alexandria (Alex) Patterson ¥ Eastern and Central Agencies

Sean Nagle Piedmont and Western

s.nagle@dss.virginia.gov

Hagen Hicks Other % Eastern and Northern Agencies

hagen


mailto:Alexandria.Patterson1@dss.virginia.gov
mailto:s.nagle@dss.virginia.gov
mailto:Hagen.hicks@dss.virginia.gov
mailto:Hagen.hicks@dss.virginia.gov
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