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« American Recovery and Reinvestment Act (ARRA) —The
American Recovery and Reinvestment Act was an economic
stimulus package from 2009 to 2011. A special category of IV-D
incentive funds were earned during the time period of this recovery
act, which were included in a separate ARRA incentive fund for
Prosecutors, Clerks and Title IV-D Incentive funds at the local
county level.

0 Clerk Title IV-D ARRA Incentive Fund (8894)

0 Prosecutor Title IV-D ARRA Incentive Fund (8893)

o Title IV-D ARRA Incentive Fund (8892) (previously

known as the “county general” ARRA fund).

Auditor Preparer — County employee who prepares the Quarterly

Incentive Balance (QIB) and submits for certification.

Certify - The County Authorized Official who is assigned the

activity in each county to sign and provide the necessary approvals

and / or certification of the QIB.

DCS Accounting Operations (DCS AO) — Department of Child

Services, Accounting Operations. Responsible for managing the

financial activities of the IV-D program.

DCS Child Support Bureau (DCS CSB or CSB) — DCS Child

Support Bureau is the Indiana Agency which has statutory

responsibility for the child support enforcement program required

under title IV-D of the Social Security Act.

Incentive Funds — States earn incentive funds upon evaluation of

performance in five federal performance measures. Counties

receive a portion of Indiana’s incentive funds.
0 County Prosecutor Title IV-D Incentive Fund (8897)
0 Clerk Title IV-D Incentive Fund (8899)
o Title IV-D Incentive Fund (8895)

IV-D Funds — IV-D Funds is a general reference to the funds

received by County Offices through federal resources including FFP

and incentive funds.

Quarterly Incentive Balance Report (QIB) Form — Quarterly

Incentive Balance form is the form used by County Offices to

report their quarterly incentive balance for “Regular”, “ARRA”, and

“Pre-1999” Title IV-D incentive funds.

« Reprint — The user can reprint a certified form.

« Send to State - The user can electronically send the certified form
to DCS AO or CSB.

« Title IV-D (or IV-D) — Title IV-D (or IV-D) refers to Title IV-D of the
Social Security Act of 1975. It is the federal law that authorizes the
child support program and defines the program’s requirements.

« Upload Supporting Documents — The user can upload supporting
documents for a form.

« View Only User — Person who can view the system and State
certified forms, but cannot submit or certify.
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Smart Guide Objects

CALL OUTS J

They may look like cartoon bubbles,
however Call Outs are used in a different
fashion for Smart Guides. Each will offer
clarification; provide additional, helpful
information & guidance for the reader.

STICKY NOTES

These sticky notes are provided throughout
the Smart Guide to offer important
information not included in the document but
apply to the section that follows.

SCREEN-SHOTS -

A picture of what you will see on your
computer screen when performing a specific
task. They can also be examples of forms or
documents.

Figure-#:

FIGURE -- Provides a small caption to
explain the Screen-shot just above it.

Exhibit-#:

EXHIBIT -- Provides a small caption to
explain the Screen-shot just below it.
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The IV-D Expenditure Portal Guide was prepared using Internet Explorer 11 (IE11). If your
computer is using a different browser or a different version of Internet Explorer, the Portal and/or
the placement of action buttons may appear differently on your screen.

The Quarterly Incentive Balance (QIB) Report
Log In & My Work Screens

The IV-D Expenditure Portal is found on the Child Support Resources (CSR) website:
https://myshare.in.gov/dcs/isets/CSBResources/administrative%20claiming/Pages/Claims%20Home.aspx

The website also provides many helpful resources regarding 1V-D Claims reporting. More
information about the CSR and its IV-D Claims-Incentives page can be found in Appendix D.

Step 1 — Type the User Name and Password. Then, [click] OK. (See Figure 1)

a Enter username and passward for Rt/ imyshareingoy

Note: For login difficulties,
please contact the ISETS Help User Name, “Isd-shared\”
Desk at 1-800-876-4515 or needs to precede name. For
#ISETSHelpDesk@dcs.in.gov. Ok Cancel example: Isd-shared\ismith.

Note: When entering the

Figure 1 — Claims-Incentives Page Login

The website also provides many helpful resources regarding IV-D Claims reporting.

Step 2 - [Click] the IV-D Expenditure Portal link. (See Figure 2).

§4 IV-D Chims - Incentives +

IV-D Claims - Incentvies Search this site.. P

IV-0 Claims - Incentives > Pages > Claims Home
& Recycle Bin

2 s site Comtent

[Migrate]

Clainms Documents

] Hame |
= Category : daims Guide, Other Guldance, and Inventory Usting {14} ﬁ

@ Category : IV-D Expenditure Portal Guidance and Training 16}

3 Category s Time and Effort Forms {10)

Claims Forms [C“Ck] IV'D EXpendItUI’e
0 une Portal.

Incentive Funds Transfer Agreement (State Form 55

Links
O wre

Federal Ainancial Part

entive Funds Transfe

Annual Budget Addendum Form (State Form 54526)

Incentive Documents

Figure 2 — IV-D Claims — Incentives Page
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Step 3 — [Enter] the User Name and Password. Then, [click] the Log In button. (See Figure 3)

IV-D Expenditure Portal

[Enter] the User Name
and Password. Then,
[click] Log In.

Usar nama

Password

Note: When entering the User
Name do not enter the “Isd-
shared\”. For example: Isd-
shared\jsmith. The user will
enter jsmith as the User
Name.

Figure 3—Log In screen

The system initiates a “Prepare QIB” task and places it the My Work Queue. The task will display
the Quarterly Incentive Balance Report (QIB) form that needs to be worked for the particular quarter.

Step 4 — To begin preparing a QIB form, [click] the Prepare QIB blue link. (See Figure 4)

My Work
My Tasks [Click] the Prepare QIB a
blue link. Open Tasks | Complotod Tash
* Due Later (2)
£5) anpnre G v e

Figure 4 — My Work Screen

The QIB Complete Fillable Form View

The system will display the Complete Fillable Form View for the QIB. If a fund has no data to report,
leave it blank. The system will report zero for unused funds.



I\V-D Expenditure Portal (QIB) Smart Guide

Step 1 - Fill in the data for each month within the quarter. If there is a Balance Adjustment entered, a

comment/rationale is needed in order to move forward. Enter a Rationale when necessary.
(See Figure 5)

The display shows the
Form ID, Quarter/Year,

Propare GIB | Due July 20, 2017 12:00 AM

acowdprenl  03(07/2017 Instrictions and County.
Form ID - 54766 CuarterYear CRUIT County - PARKE
Reguiar Title I¥-0 Furd Incentive Balance information
Frasecutons Dftos Glerks of Count Tiths V-0 Incenivn Furd
Final Feguiar Incentive Accoant Balance st S End of Quarter £ 10000 $10000] $100.00
I Agupibc atie, Batance Adprstments Dunng the Ouarer (See insinchons) £ 10000 r & 120.00] £ 10000
Commants [Required if you have a balance acjustment] |
i
Enter
Adjustment
- A Rationale.
ARRA Tithe IV-D Incentive Fund Balance Information
Prosacuters Office Clerbes of Court Tite V-0 incentve Fund
Finafl ARFA Incentive Account Batance at the End of Cuartor  100.00 5 20000 | 510000]
f Applicabie, Balance Adustments Dunng the Quartes (S Insiucions) 10000 S 10000 B 510000
Comments (Required if you have a balance adjustmant) -
—
I
Certification section =S
I_ Clear
Saluct Cortifier Mame : [DCERTT, ACAL ~

Figure 5— Complete Fillable Form View

Note: If the appropriate certifier
name is not listed, please contact
CSBACRequest@dcs.in.gov.
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Selecting a Certifier

The Certification section contains a drop-down menu to select the individual's name who is signing to
certify the QIB form. If only one Certifier is available in the office, that person will be automatically

selected.

Step 1 — [Select] Certifier Name from the drop down menu and [click] Next. (See Figure 6)

‘Cartificaticn

Selwct Certifier Mame ; [ DCERT1, ACAL i

[oaseon | [Select] the name of the

Authorized official who will sign

1 the form.

Figure 6 - Certification Note: QIB must be

signed by the
Certifier before it
can be certified
online.

The system will display the QIB in the State Approved Format. The QIB must be printed prior to certifying
the form. After the State Approved Format of the QIB is signed by the county authorized certifier, the form
is mailed to CSB. The signed QIB form can be scanned, emailed, or faxed to CSB.

Indiana Child Support Bureau
ATTN: Financial Quality Assurance
402 West Washington 5t MS 11
Indianapolis, IN 46204
Fax # 317-972-0105
Email: CSBQA @ dcs.IN.gov
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Step 1 — The state approved format of the QIB form will open. [Click] Print. Once the document prints,
[click] Submit. (See Figure 7)

This file includes fillable form fields.
You can print the completed form and save it to your device or Acrobat.com.

[Click] Print, and then
[click] Submit.

Figure 7 — QIB PDF Form

Send to State or Not Certifying the QIB

After the QIB is prepared and submitted for certification, the form is sent as a new task to the
electronic certifier's My Work screen.

Note: Users with Send to State
access will also receive an email

Sending the Q|B to the State notification when the task appears

in their My Work screen.

Step 1 — [Click] the Send to State QIB blue link. (See Figure 8)

WORK

MEC SUMMARY

My Work

{ )
[Click] Send to State QIB J‘

: Qe x &
My, Jasks blue link. a
Open Tasks | Compieted Tasks
w Due Later (6)
@s«nummola > Due: January 20, 2017 10-30 PM 1
DERALS 042018

i Ackmin Claaming Counly Audice Authorzed Lisera

Figure 8 — Send to State task
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Step 2 — A non-editable QIB form will open. [Click] the Send to State button to submit the
electronic (unsigned) copy to CSB. (See Figure 9)

and to State QIB | Dus Jansary 70, 2017 10:30 P8

Quarterly Tithe I¥-0 OStudent 55 oa/1e/a007 sty
+ Certification process is complete after sending the signed form to CSB and clicking the Send to State button.

Form 1D . 54765 Cuarter/Year - QUZ0I6 County - DEKALB
Regular Titte V-0 e
Prosecutoes Oftce Clarks of Coun Tige Iv-D Incentrve Fund
Final Regular incentrrs Account Balance at the End of Quarter $ 100,00 soo0 5 100.00
if Apphcable. Balance Adustments During the Quarter (S2¢ Insirclions) $000 $000 $000
Comments :
ARRA Tithe IV. Bala
Prosecutors Office Clerks of Court Tite V-0 Incentive Fund
Final ARRA Incentrve Account Balance at the End of Cuarer s000 $000 s000
W Appheable. Balance Adpatments Durveg the Cuarter (Sas Instrigtons) $000 s0.00 5000
Comments :
ARRA Ttk
Prosecutons Ofice Clerks of Court Tita V-0 Incartve Fund
Final ARRA Incentve Account Balance 2t the End of Quarier 3000 5000 5000
# Appicatie Balance Adpstmants Durng the Guarier (See ingtnuackons | s000 S000 s000
Comments :

[Click] Send to State to
submit the form
electronically to CSB.

Form Preparer information
Prepared By QOSTUDENTSS, D0STUDENTSS

17) 9959599 Prepared Date - 011102017

Form Canifier Infosmation

Cenified By - 0OSTUDENTSS. D0STUDENTSS (317) 959559 Contfed Date - 011102017

Supporting Documentation (OPTIONAL)

- Sty ows |

Figure 9 — Non-editable QIB
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Not Certifying the QIB

Step 1 — [Click] the Do Not Certify button to send the QIB form back to the Preparer to make
corrections, if necessary. (See Figure 10)

and to State QIB | Dus Jansary 20, 2007 10:30 P8

Guuarterly Incentrer Balance (QLB) Form for Tithe V-0 COStudentSS  01/10/2017 Imstretey
pr is complete after g the signed form to CSB and clicking the Send to State button.
Form ID - 54766 CuarerYear QL2016 Courty - DEKALB
Regular Titke IV-D Incentive Fund B
Prosecatiors Ofce Clavks of Court Tite IV-D) Incentive Fund
Final Reguiar incente Account Batance at the End of Ouaner $ 100.00 $0.00 $ 100.00
f Apgdcable Balance Aduatments. During the Quarter (Sge bt $000 $0.00 5000
Comments :
ARRA Title IV-D Incentive Fund Balance Information
Prosecutors Office Charks of Court Titie 1D Incentrve Fund
Final ARRA Incentra Account Balance st he End of Quarier soo00 s$000 $0.00
i Apphcable. Balance Adpstmants During the Quarter (Sae br $000 $000 5000
Comments :
ARAA Tk
Prosecutors Office Claris of Court Tiie VD Incertrvm Fund
Final ARRA incentive Account Bakance 3t the End of Quarter s000 3000 so00
#f Apphe shie Batance Adpntments Durng the Quarer (See Insnatons) $000 so00 s000
Comments :
[Click] Do Not Certify
Form Prepares nformation to send the form back
Prepred By DOSTUDENTSS, 0OSTUDENTES Positen - ABG Telephors | (317) 9969998 to the preparer.
Form Centifier nloimation
Carified By - 00STUDENTSS, D0STUDENTSS Poation : ABC Tolophone : (317) 953-9959
Supporting Documentation (OPTIONAL)
| IO T . oo

Figure 10 — Non-editable QIB

Step 2 — The user will be prompted to enter notes explaining why or what changes needed to be made.
Enter the Reason for Not Certifying and [click] Back to Preparer. (See Figure 11)

[Click] Back to
Preparer to send the
form back to the
preparer’s inbox.

Send to State QIB | Due January 20, 2017 10:30 PM

Form |D : 54766 CuartenYear © Q42016 County : DEKALE

Raason for Net Certifying * |

Enter the reason for
Not Certifying the
form.

Figure 11 — Not Certifying QIB
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QIB Summary

The QIB Summary displays a detailed history or ‘audit trail’ of what actions have been completed for
any particular QIB form. A user can view the QIB Summary to see if a form has been Submitted, Sent
to State, Not Certified, Accepted, Not Accepted, and so forth. A user can search by date, range,
office, quarter, etc.

Step 1 — From the My Work screen, [click] QIB Summary link. (See Figure 12)

........ Audprepcert v & @
a v

&

Open Tasks | Completed Tasks

[Click] the QIB
Summary link.

Figure 12 — QIB Summary

Step 2 — [Enter] search criteria and [click] Search. (See Figure 13)

M QI8 SUMMARY

Form 1D . 54766
Year Elj':':i'—;
Quiarter : [Q2 w
Defaults to the
County © | PARKE e

current year and
quarter.

'—rf

Figure 13 — Entering Search Criteria

Step 3 — [Click] View Form to view the non-editable QIB form. (See Figure 14)

D QB SUMMARY @

Quarterly Incentive Balance {QTB) Summary

Form 1D | 54766
Year [FT V]
‘uw |°fm—“ Form status displays
] details about the
form.
Summary . .
Form Due Date : 077202017 No of Days Before Due Data © 134 [C“Ck] VleW Form to
view the non-editable
View Form Status. QIB form.
Status Date Status Uiser Name Additional ¥
030017 SUBMITTED AUDPREP1, AC

03072017 NEW SYSTEM

Figure 14 — Summary information

Note: If the form is only
showing Submitted, but not
Sent to State, then it was
not sent to CSB.
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Step 4 — Review the QIB Summary information. (See Figure 15)

&

D QI8 SUMMARY (]

Quarterly Incentive Expanditure Form

Form 1D © 54766

Regular Title IV-D Fund Incentive Balance Information

Final Regular Incentive Account Balance at the End of Quarter

If Applicable, Balance Adjustments During the Quarter

Comments :

Test
ARRA Title IV-D Incentive Fund Balance information

Final ARRA Incentive Account Balance at the End of Guarier
If Applicable, Batance Adjustments Dunng the Cuarier
Comments :

Test

Form Preparer Information
Frepared By - AUDPREP1, AG
Posiion © AUDITOR
Supporting Documentation (OPTIONAL)

==

Quarter’¥ear | Q017

Prosecutors Office
$ 100,00
$100.00

Prosecutors Office
$ 100.00
$100.00

Clerks of Court
5100 00
$12000

Clerks of Court
$200.00
$ 10000

Telephone © (317) 212:2000,

Prepared Date - 03/07/2017

County © PARKE

Tille IV-D Incentive Fund
$ 100,00
$ 100.00

Titke Iv-D Incentve Fund
$ 100.00
$100.00

Figure 15— Summary Information

Reminder: The Quarterly Incentive Balance (QIB) Report Forms must be submitted electronically via the
IV-D Expenditure Portal and are due by the 20™ day of the month following the end of a quarter. The
signed copy of this form is due by the 28" day of the month following the end of a quarter.

If the 20" of the month falls on a weekend or a holiday, the electronic form will be due on the next
business day. If the 28™ of the month falls on a weekend or a holiday, the signed copy form will be due on

the next business day.
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Appendix A - Email Notification Message Examples

Please login to the CSR as your QUARTERLY INCENTIVE BALANCE FORM (QIB) is available for you to complete. The QIB is due by 01/20/2017.

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AO at (317) 234-5831 or send
an email to DCSAOINQUIRIES@dcs.in.gov.

BENTON Q4-2016 QUARTERLY INCENTIVE BALANCE FORM (QIB) has been Submitted on 12/14/2016 by VENDAUDPREP.

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AO at (317) 234-5831 or send
an email to DCSAOINQUIRIES@dcs.in.gov.

BENTON Q4-2016 QUARTERLY INCENTIVE BALANCE FORM (QIB) has been electronically Sent to State on 12/14/2016 by AUDCERT, ALIC .

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AO at (317) 234-5831 or send
an email to DCSAOINQUIRIES@des.in.gov.

DEARBORN Q4-2016 QUARTERLY INCENTIVE BALANCE FORM (QIB) has Not been Certified on 12/16/2016 by AUDCERT, ALIC . Additional Notes: testing.

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AO at (317) 234-5831 or send
an email to DCSAQINQUIRIES@dcs.in.gov.

BENTON Q4-2016 QUARTERLY INCENTIVE BALANCE FORM (QIB) has been Accepted on 12/14/2016 by ACDCSAO, DANYIEL BETH.

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AO at (317) 234-5831 or send
an email to DCSAOINQUIRIES@dcs.in.gov.

CASS Q4-2016 QUARTERLY INCENTIVE BALANCE FORM (QI8) has Not been Accepted on 12/16/2016 by ACDCSAO, DANYIEL BETH. Additional Notes: testing. Please login to the CSR as your QIB is available for
you to resubmit. The QIB is due by 01/29/2017.

Please do not reply to this message. This e-mail address is solely for IV-D Expenditure Online Forms notifications. If you have any questions about filling out your form, please call DCS AD at (317) 234-5831 or send
an email to DCSAOINQUIRIES@dcs.in.gov.

Figure - 1: DCS-AO message

10
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Appendix B — Confirmation and Alert Messages

Cancel Button

[Click] Cancel on a screen and a confirmation message will appear. [Click] Yes to cancel any data
entered and to reassign the task to the My Work screen. [Click] No to minimize the message
window and return to the previous screen.

Cancels any data entered after the last save and reassigns the
task to My Work.

Do you want to continue?

Reporting Zero Data

If all fields have zero amounts entered, a confirmation message appears. Fields default to zero
unless an amount is entered. [Click] Yes to continue if the zero reportable amounts are correct.
[Click] No to return to the previous screen.

All the Regular and ARRA fields are zeros.
Prepare process is complete after printing the form and clicking
the Submit button on the screen.

| Yes || No

Figure 3 — Reporting Zero Data

11
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Appendix C — Uploading Optional Supporting Documentation

When Preparing the QIB Form

To upload optional supporting documentation to assist in filling out the online forms, select the
Support Docs button when preparing the QIB form.

Step 1 — [Click] the Supporting Docs button. (See Figure 4)

‘Comments {Required if you have a balance adjustment) :

Clear

Certification

Select Certifier Name : | Seloct Centifier

Save and Exit

Figure — 4: Prepare QIB screen

[Click] Supporting
Docs.

Step 2 — If there are no supporting documents attached, there will be a ‘No Records Found’
message. (See Figure 5)

Prepare QIB | Due: January 20, 2017 10:30 PM

Supporting Documents

No Records Found.

Upload Supporting Document

Maximum File Size allowed to upload is 10MB

Select Doc Type: [Post Report Documentation v
Documents
No Documents Atiached
ese e - A ‘No Records
Tife ALLEN_Q4_2016_POSTRPT.pdf Found’ message
[ oK | cancel | appears if there are

no supporting
documents.

Figure - 5: Upload Supporting Documents Screen

12
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Step 3 — [Click] Browse to search for document (See Figure 6).

Prepare QIB | Due: January 20, 2017 10:30 PM

No Records Found.
Upload Supporting Document
Maximum File Size allowed to upload is 10MB.
Select Doc Type: [Post Report Documentation

Dotuments

o Documents Aftached
Upload Document

File

Tile ALLEN_Q4 2016 POSTRPT pdf

[Click] Browse to
[0 [ cancel |

search for a
document.

Figure - 6: Upload Supporting Document Screen

Step 4 — [Click] the dropdown box under Select Doc Type to choose the document type. Next, [Click] the OK
button. (See Figure 7)

Supporting Documents

No Records Found.
Upload Supporting Document

Maximum File Size allowed to upload is 10MB.

Select Doc Type:

Post Report Documentation

Documents Prior Period Adjustment

—— ots Aftached Personal Service Documents
o cuments :1e RECE\plS -
Upload Document Transaction History Report [C“Ck] the drop bOX next
File Invoice/Accounts Payable Voucher to Se|ect Doc Type to
Tile  TITLEIVDCIRCUIT_WAYNE_FEBRUARY_2016_POSTRPT pdf choose a document.
[OK | Concel|

[Click] OK to complete
the uploading process.

Figure - 7: Upload Supporting Document Screen

Note: The maximum file
size for uploads is 10MB
for each attachment.

13
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Step 5 — To view the uploaded document, select the View button. A user can also remove the
uploaded document by selecting the Delete button. Select the Back button to return to the
My Work screen. (See Figure 8)

Prepare QIB | Due saneary 20, 2017 10:30 PM

‘Sepporting Documents
Category Fibe Name Delate File View Filg

Past Report Documentation BLACKFORD_Q4_2016_POSTRPT m | view

Upload Supporting Document
Maximum File Size allowed to upload is 10MB

Duwj‘::lftor Type: [Prioe Panod Adpstment v [C“Ck] Delete - -
Mo Documents Ansehed tO delete the [C“Ck] VleW tO
i - file. view the file.
.es_Lc_a._n..u; o
[Click] Back to
return to the My
Work screen.
Note: If there are no Figure — 8: Upload Supporting Document Screen Note: As a preparer, the
St Sonm i b e
. e edited or deleted unti
greyed out and unclickable. the QIB is certified. The
documents can be viewed
after the QIB has been
approved by CSB in the
QIB summary screen.
When Sending the QIB Form to the State 7

Step 1 —[Click] Supporting Docs to view supporting documents uploaded by a preparer, if any.
(See Figure 9)

bind to State QIB | Due Jsnsary 20, 2017 19:30 PM
Quarterly lncrntree Bolance (GLB) form for Tade 1V O Crvtudeni iy o1/18/ 2017 At
« Certification process is complete after sending the signed form to DCS AD and clicking the Send to State button.
Fom 10 54766 Guartaer¥es - QU016 oty . DERALE
Regular Title IV 0 Incontive Fund Balance Information
Fral Roguiar L $10000 $000 $ 10000
1 Agohcabie Balance A $000 $000 s000
Comements. :
ARRA Tithe V-0 Incantive F und Balance information
Fe RRLA b Aceount B $000 $000 $000
1 Apphcatie Daiance Adg. ructon) s000 $000 s000
Comments :
ARRA Tie IV D incentive Fund Balance Informataon
A et Actsunt Balsnce st Bhe End of Quater $000 000 so00
. i dpstmants Cureg the Cuarier (See aiucton) $000 S0 so00
[Click] Supporting Docs
to view the supporting
documents.
NTLS, DOSTUDENTSS Poaton  ABC Telephons  (17) S0-5995 Prepared Dale . 01102017
Cortifups Intarmation
bod By DOSTUDENTSS, OOSTUDENTSS Posdon - ABC Telephons - (W) W59 Carsfad Date - 01102017
Supporting Documentation (OP TIONAL)
|_swweniaons. | ey

Figure - 9: Send to State QIB Screen
14
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Step 2 — [Click] View to open the supporting document, or [click] Back to return to the previous
screen. (See Figure 10)

[Click] View to view
supporting document.

mm

Category
Post Report Documentation

File Name

TITLEIVDCIRCUIT_WAYNE_FEBRUARY_2016_POSTRPT

Figure — 10: Send to State QIB Screen

Delete File View File

| View

[Click] Back to
return to the
previous screen.
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Appendix D — IV-D Claims Resource Guide

Child Support Resources Website (CSR) / Claims-Incentives page
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Resources Found on the CSR under the IV-D Claims-Incentives page
Log onto: https://myshare.in.gov/dcs/isets/CSBResources/administrative%20claiming/Pages/Claims%20Home.aspx

IV-D Claims Supporting Documentation Forms

 Activity Summary (listed as ¢ Clerk Employee Child Support Activity Summary  Prosecutor and IV-D Court
Employee Activity Summary)

This form is used to calculate paid time off for part-time IV-D/child support employees and provides a rolling average
percentage of IV-D/child support hours worked. This percentage is then used on the Personal Activity Report (PAR). This
form is found on the CSR on the IV-D Claims-Incentives page under Time and Effort Forms.

« Personal Activity Report (PAR) (please note there are separate forms for Clerks and Prosecutors/IV-D Courts)
This form is used to track hours worked by part-time 1V-D/child support employees to provide hours and percentages for IV-
D/child support and non 1V-D/child support hours. This form is found on the CSR on the IV-D Claims-Incentives page under
Time and Effort Forms.

* Semi-Annual Certification (listed as ¢ Clerk’s Time and Effort Certification (100 percent Child Support Duties) ¢
Prosecutor and IV-D Court 100 percent IV-D Effort Certification)

This form is for full-time 1V-D/child support employees. It's to be signed twice yearly and certifies that 100% of the
employee’s time is spent on IV-D/child support. Please note the dates certified are those dates that IV-D work has already
been completed. For example, this document should be completed in January 2016 for 100% IV-D work effort completed
July - December 2015. This form is found on the CSR on the IV-D Claims-Incentives page under Time and Effort Forms.

e Personal Services Expenditures Worksheet

This worksheet automatically calculates the total county paid salary and benefits for all employees for the Personal Expense
category of the Monthly Expense Claim Form and is found on the CSR on the IV-D Claims-Incentives page under Time and
Effort Forms.

* Inventory Listing
This spreadsheet is filled out when a purchase is made with any IV-D funds and is found on the CSR on the 1V-D Claims-
Incentives page under Claims Guide, Interim Guidance and Inventory Listing.

Helpful Information Regarding IV-D Claims Reporting

* IN IV-D Expense Reporting Guide
This guide details reporting guidelines and procedures and is found on the CSR in the IV-D Claims-Incentives link under
Claims Guide, Interim Guidance and Inventory Listing.

e User Administration Smart Guide
This how-to guide for user management is found on the CSR in the IV-D Claims-Incentives link under IV-D Expenditure
Portal Guidance and Training.

e Code of Federal Regulations
—45 C.F.R. 8 75 Subpart E - General Provisions for Selected Items of Cost: This section of the C.F.R. provides guidance
on whether or not Federal grant money may be used for a particular type of expense. This is found on the IV-D Claims-
Incentives page under Cost Principals on the right-hand side.
—45 C.F.R. 8§ 304- Federal Financial Participation Rules: This section of the C.F.R. provides guidance on
activities/expenditures which are allowable and unallowable for FFP. This is found on the IV-D Claims-Incentives page
under Federal Financial Participation Rules on the right-hand side.

e Indiana Gateway for Government Units (Gateway) Website: Log onto: http://www.in.gov/dIgf/#
The Gateway Tool is a place for counties and auditors to publicly report budget information. The Gateway Tool's budgets
and reports can be useful metrics, but the data displayed should not be used as supporting documentation for your 1V-D
claims.
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