Correcting EAP Errors



Review, Verify, Document

Before authorizing a service request/benefit, make sure
to review the Eligibility Summary for the case:

TANE| SNAP |MA |(EAP| CC |._Ovemide Summary Qvermide Detail SD Adjustment ]
"
EAP - Eligibility Summary (2) §)
Case Name: Eclipse, Luna Case# 113315331 Caze Action: Case Status: Approved
Review the information/results —
under each column (Program,
. . ope . . . ) . o o » Eligibility Pending
Eligibility service period VEDGE |» Proranron | ORISen b Fardy > Nt Beno  ERghlly ) ERGUHY ||\ | g
’ ! Period Unit Size | Amount Rezult Status
. Date VCL Other
Benefit Amount, etc.).
91716897  EAP-Crisis DB/2412017 - 1 5000 Closed Authorized 0812412017 NA NA
G1716897  EAP-Crisis 0471372018 - 2 $500.00 Approved 0411312018 NA  NA

If any error is found, navigate to the appropriate screen in the EAP
Module and edit the data field, then click Save+Continue.

Re-run eligibility for the change/update to become effective.
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Eligibility Summary tabs

Click the Eligibility/Service Period | | s BT S
hyperlink to review the Eligibility EaP Grsis Eiginity ) @
D ete r m i n at i O n G ro u p ( E D G ) fo r Case Name: Eclipse, Luna Case# 113315331 Case Mode: Ongaing Case Status: Approved
t h e Ca S e . EDG # 91716887 Program/TOA: EAP-Crisis Eligibility/Service Period: D41 3/2013-
Eligibility Result: Approved Eligibility Status:
Redetermination Date: Interim Report Date: N/A
* Click on the Summary tab to review [ Fligibility summary |
household member detail - —
» EAP b senies . } Vendor He » Amount » Amount } Service } Service
o Request } Service Benefit .
Application ID Name Requested Authorized Result Status
. . . Date Amount
* The Notice Reasons tab will display the s
. . EDD030256 110172017 Equipment Project Homes  $500.00 $500.00 $500.00 ‘Approved
denial/closure reason for the service Repsir

request.

* The EAP Income tab will show the
income used/calculated for the service
request.

Make sure to add Case level
comments to document case

« Use the EAP component tab to review actions that require clarification.

the service request that was processed,
the vendor, and the benefit amount.
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When determining how to correct errors in VaCMS,

IT’S ALL ABOUT THE TIMING

There are several errors types that can be corrected:

 The wrong vendor was authorized for the case
 The incorrect amount was authorized for the service type

* Customer becomes ineligible for the service requested

Consider all aspects of that particular service request:
* Payment line,
* Client Notice of Action (NOA), and
* Vendor Credit Authorization (CA)

so that all associated actions are completed.

Think of each service request
singularly. An authorized service
request must be completely
closed when an error occurs.
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Correcting Errors — 4

ON THE DAY THE ERROR WAS MADE

When YOU authorize | Credit Authorization Summary EAP Credit Authorization Detaillssuance

payment to a Credit T m EAP Credit Authorization Summaw@@

Authorization Bypass (CAB) | ¢ et
enefit Detzils

vendor, the payment line is B Search Ciei

H Adjustment

written. SNAP Mazs Case Number: |113199662 EDG Number: I Component: | Cooling Assistance
Benefits
Replacement Service: Program Year. I!I]ﬁ—

The CAB vendors for the e Chcks

C li t . TANF DAEA ww

ooling component are: . S
° AEP e b Case } Program ) Authorization b Total lssued
1 Time Limits ¥ Component | b Service ¥ Vendor Name Credit
.. Number Year Date Amount
* Dominion Energy D EAF Amount
; - EAP Credit Payment of
° Mecklenburg Electric | Authoril;est:on e Cooing ;:::::bilznn Dominin Virginia .- OBIE01T 7508 am 7
Cooperative : EAP S0P ——  Assistance op:gi:;ﬂng Power

* Old Dominion Power - EAP Billng \

st

From the left Navigation select:
* Benefit Issuance > EAP > EAP Credit Authorization

e Search for the case '
e Click on the pencil icon for the service request that was approved




Correcting Errors —

ON THE DAY THE ERROR WAS MADE, cont. 5

On the EAP Credit
Authorization screen, click
the pencil icon of the
Pending Issuance.

Go to the Close CA/Direct
pay with no issuance field
Select “Yes” from the
dropdown field

Credit Authorization Summary

EAP Credit Authorization Detaillssuance (7) (&) (®

) EAP- 091287 This Credit Authorizstion/Direct Pay Esuance will permanently clos e Pleas e click Add/Update i youw ant to

proceed further.

Type of Assistance Informafion

Case Number: 116527874 EDG Number: 103925682
Fayment of an electric
Component: Cooling AssEfance Service bill to operate cooing
equipment
Energy Yesr: 2017 ;:quatm 08/08/2017

Credit Authoriza tion/ls suance

Credit
Authorization
Amount

32240

Vendor Name:
Inc

*
*AmontToBe [T wcotimAmontdEm O
Who Paid I—V Additional Amount J—
Additional Amount: Paid:

. — Warra Start
% Trip Charge: I MDD W Dt ity I““‘ ;I:: .'I

Close CA/Drect

Bobs Cocling Heating and A

EAP Credit Authorization Detaillssuance

Case Mams: Mancy Drew
Total bsued

30.00
Amount
Vendor ID: 200100458

# Billed Amount: d::%’.}
Date Paid: |:_.' l?,' I—
ol

Pay w ithout IYES . Comments :

ksuance 7:

b Issuance Date

08082017

Issuance Amount b Payee Name

Bobs Cocling Heating

2240 and Air Inc

» Check Num ber

A Pending Issuance can be closed for any
Cooling or Crisis payment type (utility bill
payment, equipment-related service, etc.)




Correcting Errors — cont.

* Click the ADD/Update button

* A green message will display at the top of the screen letting you
know that the CA will be permanently closed.

* Click ADD/Update a second time to close the CA/pending
issuance.

"RESET|

b Issuance Date b Issuance Amount b Payee Hame ¥ Check Num ber b Issuance Status

Bobs Cooling Heating
and Air Inc

08082017 522.40 Closed Mo ks uance )

Record Set 1 of 1

You'll also want to suppress any correspondence that
has been generated to the customer and vendor.

Remember: You can/should only suppress Once the CA/service request has been
the correspondence on the day it is closed under the Benefit Issuance
generated. After the overnight batch has function, the service request will change
run, the correspondence has been mailed to closed in the EAP Streamline flow after
and cannot be suppressed. the overnight batch has been run.




Correcting Errors — 7

BEFORE PAYMENT HAS BEEN ISSUED

Look at the Benefit Issuance screen to determine the status of the payment

If payment is “pending issuance”, you’ll be able to close the CA payment
line without the check being sent.

However, if the overnight batch has run after the case has been authorized, the
correspondence has been generated and issued (even if the payment is pending
issuance).

e Contact the customer and let them know an error has occurred.

* Contact the vendor to request the CA be voided and returned to your agency

o It will take a day or two for the vendor to receive the CA in the mail. The CAis an
authorization to provide service and a “promise to pay” from the Program.

o It'simportant that you let the vendor know what’s going on, so that when they receive
the CA they can void and return it to your agency.

NOTE: The payment line can be closed without issuance until the check
status is changed from pending issuance to issued on the EAP Credit

Authorization Detail screen. \\')




Correcting Errors — 8

AFTER PAYMENT HAS BEEN ISSUED

The CA and NOA have been sent to the customer.

The payment line has changed from “pending issuance”
to “issued”. A check/warrant number has been
assigned to the payment.

Contact the vendor and
customer and let them know
an error has occurred.

Request the vendor refund
the payment made in error.

Contact your Regional Consultant if a payment
needs to be made after a refund is issued.
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EAP Security Deposit/Warranty errors

9

If an error was made in authorization of a security deposit or
keying equipment warranty, additional steps are needed to
remove the associated coding/flags.

M k t . th | bl EAP Security DepositWarranty EAP Security DepositWarranty Detail
akKe sure 1o review the applicable :
0 Bl EAP Security DapositWarran
EAP Policy to determine if/when Navigaton o 108
0 EAF
security deposit or warranty EAP et
. . Authorization Search Criteria
information should be S
d d d 4P g Prefic I I Frst Name: Middle Name: | Last Name: Suffx: .
removed/updated. — e[ DOB-W'W‘ s ¥] Seuiy Dy [Seoty epY]
i : Jmm {jdd ! fyyyy cality: | Security Depost/Warranty: SecurltyDepo.
. n the Left Navigation Bar: EAP Fundng
On the Left Navigatio a EAP Marix Case# 13280522 Comparent, I .
* Under Benefit Issuance > EAP > | Cabistr Rest | serch
Security Deposit/Warranty e
epositifamsnt b Case# b Name » Component b Security Deposit/Warranty b Locality ) Sfafus
* Enter the search criteria (SSN, case #) ! .
U F;z:r”il”"DCSE 113250822 54, Second Coaling Securiy Depost Eg“h':’i';?]”' rowowed 7
* Set the Locality field to blank
* Select security deposit or warrant . . .
trom the d yd P el Y » Security Deposits with an Approved or Closed
rom tne dropaown tieid. . .
P status from all program years will be displayed.

» Unexpired warranties with a closed/paid status
will be displayed
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EAP Deposit/Warranty page — cont.

This page is used to remove a
security deposit from the case or
to remove or update equipment
warranty data.

Worker comments are required to
be entered.

Click Update to save the data (and
to update or remove the
flag/coding.

EAP Security De posit/Warranty Detail (2) @ @

Security DepositiWarranty Information

Case Number: 113250822 EDG Mumber: 91420985
. . . Security Depos it for

Fr Cooling Assista Senvioe

o am ing Assitance o Bectricty
Frogram’ ear Program’ ear
Start Date: 01012017 End Date: 12312017
endor Name:  Dominion Virginia Fower “Wendor D 800100382
Security DepositWamanty Detail Update
Remove Security Depos it I NO .
Remove Warranty: I NO W

W Start

Change Wamanty: D:tzaﬂtf d I“'“' ;I:: 1 ¥y

Conments :

Case Name: Second 5d

Totsl Esued

Amount

Credit

Authoreation 510000
Amount

50.00

‘Warranty Length
{ears):

‘Worker Making

o540
Change =
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