P-2231 PROTECTIVE PAYMENTS (continued)

P-2231E Issuing benefits through CVP

BPS Support

Check eligibility screen for RUFA benefit amount (ELIG/C/RUFA). If ELIG is
pending, ACCESS will not issue a payment.
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If it says “Approve CVP”, approve the pending ELIG. If pending status is related
to Sanction, check CASE/D/SANC to verify whether or not the participant needs
to meet with their case manager prior to issuing benefit.

Check CVP in SUBS/C/CVP—if there is 99/99/9999 in the end date field, this is a
CVP case.
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TO DELETE A FUTURE CVP CASE ENTER 'DEL' IN COMMAND LINE
CASE ENTER '"ADD' IN COMMAND LINE

PERIOD: 10 18

Review current RENT screen, as well as CATNs, to confirm rent/mortgage
amount and name and address of landlord/mortgage company. Check OnBase
for shelter related information.

Go to CHCK/C in the month you are issuing the benefit.

10:44 IV-A SELECT FUNCTION

Function ¢

MONY Checkwrite Submenu comes up—enter CVP in the program field and date
range for the payment period.



Valid programs: RUFA,CC,CVP,EP,EXPD,FS, LUND, ORNT, RCHP, TCC, WORK, & PSE
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Entering

CVP Checkwrite Budget Screen appears—place X in the “Mark Here for New
Check” field.

CVP CHECEWRITE BUDGET SCREEN
ENTL 337.00 CURR LEFT 337.00 TOT LEFT 337.00
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CVP Checkwrite Entry Screen appears—enter information for this check
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1. Info About This Check: Offer brief description i.e. “April Rent”

2. Check Will Be Dated: Typically, 1 or 16. If the 15t or the 16™ falls on a
weekend, issue the benefit on the work day before the weekend. For
example, if the 1t is on Saturday, issue the check for Friday before—in the
case above 4/1/18 was a Sunday, so the check was issued the Friday before,
3/30/18.

3. Check Amount: Amount of benefit to be issued via check.

4. Client Fields: Self populates with participant name and address. If check is
being issued to participant do not enter Vendor fields.

5. Vendor Fields: Enter name and address where you want the check to be
delivered.

6. Memo: indicate account numbers or other identifying information that will
help identify the payment.

7. Enter APP and hit enter

ACCESS will ask for your MAP password to approve and process the payment.



_PLEASE ENTER YOUR PASSWORD TO APPROVE THIS CHECK
11/30/18 15:44 CVP CHECEWEITE ENTRY SCEREEN

INFO ABOUT THIS CHECEK:
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password you enter on the
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ACCESS returns to the CVP Checkwrite Budget Screen (see above). Place X in
the “Mark Here for New Check” field. Repeat above steps to issue the remaining
benefit. If no further checks are required enter CANC in Command.

Once you have completed the check issuance, verify the amounts through INQD
and enter a CATN documenting the payments have been entered.





