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1. Copyright, Trademarks, Notice of Proprietary Rights

1.1 COPYRIGHT

The California Economic Development Department. Claims copyright in this document
as an unpublished work, revisions of which were first licensed on the date indicated in
the preceding notice. The claim of copyright does not imply a waiver of Stack Nexus'
other rights. See Notice of Proprietary Rights.

1.2 TRADEMARKS

The California Economic Development Departments' logos are registered trademarks of
the state of California.

All other company and product hames used herein may be their respective companies'
trademarks or registered trademarks.

1.3 NOTICE OF PROPRIETARY RIGHTS

This documentation is a confidential trade secret and California Economic
Development property, which contains the California Economic Development
Departments' Confidential, Proprietary, or Privileged Information. Use, examination,
reproduction, copy, de-compilation, transfer, and disclosure to others are strictly
prohibited except by express written agreement with the. California Economic
Development Department
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2. Revision History

Version Author Pocumentation
Changes
9/22/2020 V 0.01 Stephen Mitchell Initial Draft
Date

Date

Date
Table 1: Revision History

3. Approvals

S R R

Project Sponsor:

Project Manager:

System
Implementation:

Content Lead: Stephen Mitchell Sr. Technical Writer SWM 9/22/2020

Table 2: Approvals

4. Points of Contact

Stephen Mitchell Sr. Technical Writer 207.210.8750

Table 3: Points of Contact
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4.1 Information Technology Service Desk

In the event of a question about the operation of the systems, users should contact the
Office of Information Technology Service Desk at +1 (210) 404-7676, or via Email:
ITServiceDesk@xyz.com
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5. Related Documents

Table 4: Related Documents
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Table 5: Acronyms

Table 6: Glossary
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Introduction
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6. Overview
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Getting Started

7. Troubleshooting and Support
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8. Accessing the System
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9. System Organization and Navigation
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10. Registering for the EDD Staff Legislative Service
Tracker Process

The steps below will guide you through the process of registering yourself as a user of
the EDD Agent Legislative Service Request software, and authorizing you to use the
software's various features to create, edit, and track legislative continents and their

cases.
10.1 Signh-up
a— Fmplaymeni
Mevelopment
EDp Ilrp.lflpﬂlr'ﬁl
Ll
« Username
@ Password
Forgot your password? Sign Up

Figure 1: Sign-up Dialog

If you have already completed and been approved for registration in the Legislative
Service Tracker, enter your User Name (Email Address) and Password. If you are not
a registered user, follow the actions below to register.

i‘l
1. To begin the initial registration process, click the Sign-up button, shown in
Figure 1: Sign-up Dialogabove.
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10.2 Registration

o~ . Employment
EDD Development
Department

S:lrai-ie of California

Sign Up

First Name

* Last Name

* Email

CA Assembly hd

Already have an account?

Figure 2: Sign-up Dialog

The Sign-Up screen in Figure 2: above is displayed.

i‘l

2. In the First Name field, enter your first name.
3. In the Last Name field, enter your last name.

4. In the Email field, enter your email .gov email address

—— . Table of Contents Last Modification: 10/16/2020 16
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@ Note

A validation rule permits you only to use your government-issued email address and
must contain your government email extension (.Gov). Any other email address will
throw an Invalid Email error.

5. In the Phone Number field, enter your phone number.

@ Note

A validation rule permits you only to use your assigned phone number. Any other
telephone number will throw an Invalid Telephone error.

The House drop-down field displays the following values from which to select your
choice of the legislative branch for which you work.

e CA Assembly

e CC Lt. Governor's Office
e CA Senate

o CATreasurer

e US Congress

e US House

e US Senate

See Figure 3 below.
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=~ Employment
EDD Development LI
Department

'ilale :l[ (,allfnrnla

Sign Up

* First Mame

Jack
* Last Mame
Rogers

* Email
Jack Rogers@edd.gov

* Dhane &

9162108750

(e )

+ CA Assembly
CA Lt. Govarnor's Offica
CA Sanate
CA Treasurer

U.S. Congress
U.S. House [:
.S, Senate

Figure 3: Legislative House Drop-down

6. In the House field, choose the legislation branch for which you want to
accept Service Requests.

Table of Contents Last Modification: 10/16/2020 18
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After selecting the House drop-down value, you will then choose which
representative you wish to associate with.

=~ Employment

ED Development
Department
J

i,

State of California

EDD Legislative Service Request Tracker -
Sign Up

. Legislative Office

| -F Dianne Feinstein's Office

Kamala Harris's Office

Previous

Figure 4: Legislative Office Drop-down

Another example is selecting the CA Assembly from the House drop-down, as in
Figure 5: below.
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v Adam Gray's Office

Adrin Nazarian's Office
Alan Lowenthal's Office
Ash Kalra's Office
Autumn Burke's Office
Bill Quirk's Office
Blanca Rubio's Office
Buffy Wicks's Office
Cacilia Aguiar-Curry's Office
Chad Moyers Offioe
Chifs Floldenn Oflles
Chresty Smilis Office
Comting Garca's Office
Dareid Chiu's D#ficn

Daves Mathia's Offica
Eo Chaou's Cffico

ftunrslo GQarcie's 0w
Eloksa GA'nez Reyes's Otfioe
Fvan Low' s Ofen

Frarnkbn Bigeow's Of5ce
Fracicls Podrigues 's OfMics
Gi Clzneros's Office
Hariey Houts's Office
Hemh Flora' s St

s Calilwios's Offics
Jacous Inven's Offce
Jurwad inBaphars Oflice
Jarrizs Ramas's Office

Figure 5: California Assembly Drop-down

Table Figures/Tables

For the purpose of this demonstration, we will select the US Senate from the House

drop-down on the Sign-up screen shown in Figure 2: above.

EDD
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o~ Employment

E D Development
Department

_._‘-.‘____-#’ - -

State of California

EDD Legislative Service Request Tracker -
Sign Up

* Legislative Office

| -' Dianne Feinstein's Office

Kamala Harris's Office

Previous

Figure 6: US Senate Drop-down

7. Select the Senator from the Legislative Office drop-down, then click Next.
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Once the Sign-up procedure is completed, the Success splash screen is displayed.

—. Employment
ED Development
De parlment

Slale C.‘:Illnrnun

EDD Legislative Service Request Tracker -
Sign Up

SUCCESS!

1. Your request for uselregistratian is
submitted successfully,

2. You will soon receive an email of
acknowledgement.

3. Once your request is approved or rejected,
you will be notified by email.

Finish

Figure 7: Sign-up Success Splash Screen

8. Click Finish.
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10.3 Registration Received

You will receive an email from the office of the Legislative and Intergovernmental
Affairs Office, letting you know that your registration has been received and that an
update will be provided when the registration has been approved.

A subset of the EDD Agents known as the Approval queue will be allowed to see,

review, and verify the Registration Request's accuracy. They will either Approve or
Reject the registration.

See Figure 8: Email, Confirming Receipt of Registration below.

MES S AL

|

eop:=: FROM THE DIRECTOR

One Vision, One Team - EDD

__*-——

CALIFORNIA REPUBLIC

Greetings Jack,

Your registration has been received. We will provide an update
when your registration has been approved.

Best Wishes,
EDD Legislative and Intergovernmental Affairs Office (LIAO)

Figure 8: Email, Confirming Receipt of Registration

Once the registration has been approved, you will receive another email from the
Legislative and Intergovernmental Affairs Office indicating your registration is
approved, as shown in Figure 9: Email, Approved Registration below.

Table of Contents Last Modification: 10/16/2020
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10.4 Registration Approved

fne Visfon, One Team - ERD

Gireetings Jack,

Your registration has been approved. We look forward to
working with you in services of our state

Your Usemame is; pik samaidwart | | (Eosaag]

To set your password click the following link: Click Here

Best Wishes,
EDD Legizlative and Intergovernmental Affairs Office (LLACY)

Figure 9: Email, Approved Registration

The email provides you with your Username and a link to set your Password, as

shown in Error! Reference source not found.above. This action will direct you to the

Change Password dialog as seen in Figure 10: Change Password Dialog below.
I‘.‘"

1. To set your password, click the Password link contained in the email.
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10.5 Set Password

~— _ Employment
D Development
e Depariment
Stale of California

Change Your Password

Enter a new password for
nik.samajdwar+ 11@asaaslic.com. Make sure to

include at least:

10 characters
1 letler
1 number

" Mew Password

* Confirm New Password

®
W

Change Password

. Password was last changed on 9/11/2020, 12:18 PM.

Figure 10: Change Password Dialog

A word about Password nomenclature:
e The Password must be ten alphanumeric characters
e |t must contain at least one letter
e |t mustinclude at least one humber
As always, the password should be strong. While there are many methods for

creating strong passwords, the Sentence Method will produce a nearly uncrackable
password.

Sentence Method:

The idea is to think of a random sentence and transform it into a password using a
rule. For example, taking the first two letters of every word in "The Old Duke is my
favorite pub in Southern California" would give you: ThOIDuismyFaPuinSoCa. Then
insert or append a number. So, the password becomes ThOIDuismyFaPuinSoCaO1.
Is that easy to remember?

-— . Table of Contents Last Modification: 10/16/2020
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s

1. Inthe New Password field, enter your password.

2. In the Confirm New Password field, reenter your password. If your password
adheres to the Password rules, each criterion in the Set Password Dialog will
illuminate as in Figure 11 below.

o~ _ Employment
ED Development
- Depariment
-

ESt‘aI! of California
Change Your Password
Enter a new password for

nik.samajdwar+ 11 @osaaslic.com, Make sure to

include at least:

@ 10characters

Q@ 1letter

@ 1number

* Mew Password

* Confirm New Password

| Password was last changed on 9/11/2020, 12:18 PM.

Figure 11: Change Password Dialog

3. To set your password, click the Change Password button.
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10.6 Landing Page

You have now successfully registered, set your password, and logged in to the Agent
Legislative Service Tracker. After logging in, you will be directed to the Landing
page, as seen in Figure 12 below.

Constituents

EDD Legislative

Referral System

Search Your Constituents & Cases.......

Figure 12: Landing Page

10.7 Log Out of the EDD Legislative Service Tracker

E‘l

1. When your session is complete, you will log out of the system.

2. Click the Log Out button, as shown in Figure 12: above.

3. You will be redirected to the Log In dialog, as shown in Figure 13:: Login Dialog
below.

4. In the event you do not log out, after two hours of inactivity, the system will time
out, as shown in Figure 14 below.
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10.8 Log In to the Legislative Service Tracker

- Fmployment
EDD Develupment
Depariment
-
Staie of

]
*= Username

~

O password

Forgot your password? Sign Up

Figure 13:: Login Dialog

i“

1. Enter your username .gov email address.

2. Enter your password.

3. Click the Log in button.

4. You will be redirected to the Landing page, as seen in Figure 12: above.
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10.9 Login from Inactivity Login Dialog

[‘r’cu ve been logged out due to inactivity. ]

Username 1 Saved Username

hik_samajdwar@edd.ca.gov.uat

Password

Log In to Sandbox

Remembear me

Forgot Your Passweord?

Orlog in using:

EDD 550 Login

Figure 14: Log out Due to Inactivity

The image above displays the Log in Dialog after a previous session was timed out
due to inactivity.

s

1. Enter your username .gov email address.
2. Enter your password.
3. Click the Log in button.

You will be redirected to the Landing page, as seen in Figure 15: Landing Page

-— . Table of Contents Last Modification: 10/16/2020
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11. Landing Page Nomenclature

11.1 Landing Page

EDD Legislative
Referral System

eI

Thank you for your partnership during these unprecedented times.

If you have any questions about this system, please contact tha EDD Legisiative
Office at (916) 654-8799 or at LegislativeOffice@edd.ca.gov.

e

Figure 15: Landing Page

Once you have logged in to the Service Tracker, you are directed to the Landing
page shown in Figure 15 above.

The Landing page presents four different functions from which you can choose to
continue your work as follows:

¢ Home - Directs you to the Landing page. See also:

e Constituents - Directs you to the Constituents list page.

e Cases - Directs you to the Case list page.

e Search Bar -Directs you to the Landing page, where using the Search bar,
you can navigate to either Constituents or Cases.

- Table of Contents Last Modification: 10/16/2020 30
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12. Understanding the Landing Page

12.1 Hyperlinks

The Hyperlinks in the Service Tracker are shortcuts that lead to another function,
feature, or other objects within the Staff Legislative Service Tracker. They are
highlighted in the image below.

Constituents

EDD Legislative
Referral System

CONSTITUENTS

Figure 16: Landing®Page Hyperlinks

12.2 Landing Page Hyperlinks

e Home - This directs you to the Landing page shown in Figure 15: Landing
Pageabove.

e Constituents — This leads you to the Constituents list page where you can create
new Constituents, edit, and update the Constituent. See also: Constituency Page
Nomenclature.

e Cases — This directs you to the Cases list page, where you can view, edit, or create
new cases. See also: 16.

e Constituents Icons — The icons at the bottom of the page also direct you to the
Constituents list or Cases list page.
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e Search bar - This tool lets you search by and display specific Constituents or
Cases.
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12.3 Search Bar

EDD Legislative Referral

Search Your Constituents & C:

Figure 17: Search Bar

The Search Bar allows you to search for your constituents or cases.

For instance, if you enter a constituent's last name, in this case, "Mitchell," the Search
bar displays all of the constituents with the last name of "Mitchell" as depicted in
the image below.

Mitchell Q

Q “Mitchell"

Stephen W Mitchell
Account ‘

Jeff Mitchell
Account

Bill W Mitchell
Account

Figure 18: Search Bar Results

Clicking on the Account Name, you desire to work on, in this case, "Jeff Mitchell,"
you will be directed to Jeff Mitchell's constituent Account page, as shown in Figure
19: Constituent Results: Account Pagebelow. This area is where you will edit and
update the account and the cases associated with the account.

Similarly, entering a Case “category” or Sub Category, Keyword, or Status in the
Search bar will return a list of search results equal to the Case category you entered.
In this case, the category “‘Unemployment Insurance” is returned on the Case list
page. See Figure 20 below.
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Person Account . . .
Jeftf Mitchell + Follow Edit Printable View

EDD... EDD Client Nu... Employer Account N... 55N S

P

COMNSTITUENT DETAL..

Cases (0) New
Account Name Account Owner
Jeff Mitchell @ stepnen Mitchell
Phone
Spoken Language Other Language

v Constituent Information

EDDCAN EDD Client Number@®

Employer Account Number 55N

wramEaan

v System Information

Created By Last Modified By
0 Stephen Mitchell, 0 Stephen Mitchell,
9/25/2020, 7:20 AM 10/6/2020, 1:58 PM

Figure 19: Constituent Results: Account Page

Search Cases
Results 3 Results - Sorted by Relevance w
All CASENUMBER ~ CONTACT NAME CATEGORY SUB-CATEGORY
Discussi... @ 00001070 Tom Jones Unemployment Insurance | Backdate Reque:
Cases 00001082 41 ywwxwwm wfyzynhwz | Unemployment Insurance |Missing Payment
Groups 00001110 Hunter Gray Unemployment Insurance J Missing Payment
Figure 20: Case Results Page
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13. Constituency Page Nomenclature

13.1 Understanding the Constituent Page

The Constituent page where you are directed to by clicking the Constituents link
from the Landing page is the area where you will be able to create, edit, and update
your constituents, as shown in Figure 21 Constituents page below.

Constituents

Constituents

,
Accounts
& Recently Viewecl vl ¥

\ sarch this li - 55E v
15items - Updated 10 minutes ago Search this list... m - c

Account Na... | Phone ~ | Mobile w | Owne... v | Ow... »v | Created Date
(1 Wyatt W Earp 1421) 210-8750 Mitchell Stephen 9/25/2020,7:2..)
L 2 Sandy W Kofax (911) 210-8750 Mitchell Stephen 9/25/2020, 72
Figure 21: Constituents Page, Recently Viewed
13.2 Accounts Drop-down Control
Accounts
Recently Viewed Accounts v  #
30 itern| LIST VIEWS
My Constituents (Pinned list)
My Office’s Constituents
Recently Viewed
2
+ Recently Viewed Accounts
Figure 22: Constituents Account Drop- down
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Accounts drop-down — When you navigate to the Constituents page, the list of
constituents is ordered in the manner in which you last left the order of the list.
However, the following views can be displayed by clicking the Accounts drop-down,
which provides the following views.

e My Constituents - Returns all the Constituents that belong to you.

e My Offices Constituents - Returns all of the Constituents assigned to your
office.

e Pinned List - Returns the Constituent list you have pinned

e Recently Viewed Accounts - Returns the Constituents you have recently
viewed.

e My Constituents — Displays the Constituents list of the Constituents that
belongs to you in alphabetical order by the first name, as shown in Figure 25
below.

16 itef LIST VIEWS

[ v My Constituents ]

My Office’s Constituents
Recently Viewed (Pinned list)

Recently Viewed Accounts

3 BULCTT VW LdSbIU)" Vrary2Z1IU-6i3su
4 Charles Watson (807) 235-6141
5 Donald Dryfuss (202) 142-4125

Figure 23: My Constituents List

e My Office's Constituents — Displays the Constituents list available to all staff
members of your office, as shown in Figure 24 below.

1 [ ' My Office’s Cmstituents]

Recently Viewed (Pinned list)

Recently Viewed Accounts

I=Juninmgerignt 20rmenl

[A%]

4 2 Sandy W Gray

on

20 Stephen W Mitchell

Figure 24: My Office's Constituents List

= Table of Contents Last Modification: 10/16/2020

Version v.01.0 Document Name: EDD Staff Legislative Service Tracker



EDD

EDD Staff Legislative Service Tracker Table Figures/Tables

¢ Pinned List — When you have a listed ordered in the manner you want to
work, you can click the Pinned button to save the list's order. To view that
same list, after you may have chosen to see the list viewed differently, simply
select the Pinned list you have saved as displayed in Figure 25 below.

g
E Accounts

My Constituents » @
16 items - Sorted by Account Mame - Filtered by My accounts - Is Person Account -
Updated a few seconds ago

Account Name T -~ | Phone v | Mobile v

1 Alma W Fayard (632) 210-8750 (601) 210-8750
2 Bill W Mitchell 203.210.8750

3 Butch W Cassidy (787) 210-8750

Figure 25: Pin List

¢ Recently Viewed Accounts — When you are working with several constituents
and their cases, the constituents' you were working on will display at the top
of the constituents list when you choose the Recently View Accounts list, as
in Figure 26. below.

Recently Viewed (Pinned list)
A

[ + Recently Viewed Accounts ]
3 AITia vV rayara

4 Bill W Mitchell
5 Butch W Cassidy

6 Charles Watson

Figure 26: Recently Viewed Account
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13.3 Searching the Constituent List

Accounts
Fa

. MNew
Recently Viewed v ¥
25 items - Updated 2 minutes ago Search this list... - 8- c 4
Account... ~» | Phone v | Mobile v | Owne... ~ | Ow... ~ | Created...

Figure 27: Search this List

Search this list: — Permits you to search for constituents by the Last Name. For
instance, if you have several constituents with the last name of 'Mitchell' the effect
will be all constituents with the last name of 'Mitchell' will be returned in the search
results as shown in Figure 28 below.

Account Name Phone ~ | Mo... v | Own... v | Own... * | Created Date A

Bill W Mitchell 203.210.8750 Mitchell Stephen 9/25/2020, 7:23 AM v

Jeff Mitchell Mitchell Stephen 9/25/2020, 7:20 AM A4

Stephen W Mitchell (207) 210-8750 Mitchell Stephen 9242020, 2:23 PM -

Figure 28: Constituent Search Results by Last Name
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13.4 View List, Display As, Refresh, Inline Edit Controls, Edit List,

Show Carts, Filter

Accounts
Recently Viewed v ¥

MNew

Search this list... fo i

25 items - Updated 2 minutes ago

Account... ~» | Phone v | Mobile v | Owne... ~ | Ow... ~ | Created...

Figure 29: Accounts: Controls

In the View List control drop @ - |down does not have any functionality at this
time.

In the Display As control drop-down '—| , provides the option of choosing
between Table (list) or the Kanban view, which is simply a card-style view of the
constituents, does not have functionality at this time.

The Refresh control ¢ ‘ simply refreshes the List view of the constituents.
The Inline Edit control # |is disabled.

The Show Charts control ¢ ‘ provides for viewing the constituents' list in either
a Verticle Bar, Horizontal, or Doughnut chart.

Currently, there is no permission to filter the Constituent list with the Filter
control Tl

13.5 Constituent List Column Headers

The Constituent List Column Headers are as follows:
e Account Name
e Billing State/Province
e Phone
e Type

e Account Owner
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Accounts
i

. MNew Printable View
Recently Viewed Accounts v #
15 iterns - Sorted by Account Mame -
Filtered by Recently Viewed - Updated & L — .
minutes ago Search this list... B | E &3 £ T
Account Name * ~ | Billin... ~ | Phone v | Type  « | Acco... v
1 Adam Gray v
2 Alma W Fayard (632) 210-8750 SMit v
3 Bill W Mitchell 203.210.8750 SMit -

Figure 30: Constituent List View Column Headers

13.6 Sorting Constituent List Column Headers

Accounts
i

. New Printable View
Recently Viewed Accounts v  #
15 itemns - Sorted by Account Name -
Filtered by Recently Viewed - Updated 6 . — .
minutes ago Search this list... m~| E | @ S C T
Account Name ~ | Billin... ~ | Phone v | Type ~ | Acco... w

1 Adam Gray v

2 Alma W Fayard (632) 210-8750 SMit v

3 Bill W Mitchell 203.210.8750 SMit -

Figure 31: Sort Columns

To sort the rows of Account Name in either ascending order Account Name t | or
descending Account Name 4 |order, click the corresponding Column Header. This
action can be applied to each column header: Account Name, Billing
State/Province, Phone, Type, and Account Owner.
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13.7 New Account: Constituent

Clicking the New button on the Constituents page, shown in Figure 32 below,
will open up the New Account: Constituent page, shown in Figure 33 below.

Constituents

i Accounts

Recently Viewed v ¥
25 items »
Updated 35

minutes ago

New

Search this list... o~ H & 4

Figure 32: New Constituent
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New Account: Constituent

Account Information

*Account Name Account Owner
Salutation Stephen Mitchell

—-MNone-- v

First Name

Middle Name

*Last Name

Phone

Spoken Language Other Language

--MNone-- v

Constituent Information

EDDCAN EDD Client Number @
Employer Account SSN
Number

Cancel Save & New m

Figure 33: New Constituent Page

Creating a New constituent is discussed later in another section of this guide. See

also: 15.
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There are two ways to edit the Constituent from this page. They are using the Edit

Person Account or the Inline editing procedures. We will explain both editing options

below.

14.1 Edit and Update Constituent Account

Using the techniques described in 13.2 above, or the Search bar, navigate to the

Constituent you wish to view, or edit, and update. Select a constituent as follows:

Constituents

Accounts
. New
Ea Recently Viewed 'w' g
3 iterns - Updated 2 minutes ago Steve D Lol H- c s’
Account ... « | Phone v | M.~ | Ow... »v | Ow... v | Created ...

1 Steve Mitchell Mitchell

2 Stephen W ... (207)210-8... Mitchell

3 Stephen W J... (707)210-8... Mitchell

Stephen 9/25/2020,.. v
Stephen 9/24/2020,... |w

Stephen 9/25/2020,... |+

Figure 34: Select Constituent

-

i

1. In the Account Name column, click the name of the constituent you wish to

edit. The Person Account page is displayed, as shown in Figure 35 below.
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= A t
Si:;;qhéaom Mitchell v Following Printable View
EDD... EDD Client N... Employer Account ... 5 S

Figure 35: Person Account Page

2. Click the Edit button. The Edit Person Account Page is displayed, as shown in
Figure 36 below.

Edit Person Ac coLJnt]

*Account Name Account Owner
Salutation Stephen Mitchell
-None-- -
First Name
Stephen
Middle Name ¢

W

*Last Name

Mitchell

Phone
2072108750

Spoken Language Other Language
Other v German

Constituent Information

EDDCAN EDD Client Number @

Employer Account Number SSN

System Information -
Cancel Save & New Save

Figure 36: Edit Person Account
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The Edit Person Account page is divided into two sections, which can be edited
and updated.

Account Name - This section contains the following fields, which may be edited:

3. From the Salutation drop-down, select from the following values: Mr., Ms,
Mrs., Dr., Prof.

4. In the following fields, enter missing information or correct previously
saved data.
o First Name
o Middle Name
0 Last Name
o Phone

5. From the Spoken Language drop-down, select from the following values:
English, Spanish, Other.

6. Inthe Other Language field, add another language, if applicable.
Constituent Information - This section contains the following fields of which only
one is required

7. EDDCAN - Click in the field, then enter a nine-digit number.

8. EDD Client Number - Click in the field, then enter between a seven- and

fifteen-digit number.

9. Employer Account Number - Click in the field, then enter a nine-digit

number.

10. SSN (Social Security Number - Click in the field, then enter the

constituent’s nine-digit SSN.

1. When you are satisfied with your edits, update the account by clicking

the Save button. Otherwise, click Cancel. The Save & New button will
open the New Account: Constituent page. See 15.
A Caution

One of the following fields must be completed: EDDCAN, Employer

Account Number, EDD Client Number, or SSN to save the Person

Account.
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14.2 Inline Edit of the Constituent

2. Search this list... B~ Hy & £
Owner First Na... -~ | Created Date v
Stephen 9/25/2020, 7:20 AM B
Stephen 9/24/2020, 2:23 PM | Edit
Stephen 10/6/2020,2:51 pM | enes Owner

Figure 37: Edit Person Account.

1. To edit the account, select the Edit option from the drop-down. You will be
directed to the Edit Person Account page, as shown in Figure 38 below.
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14.3 Edit Person Account Inline

[ Edit Person .i.cc-z-dnt]

*Account Name Account Owner
Salutation Stephen Mitchell

—~None-- v

First Name

Jeff

Middle Name

*Last Name

Mitchell

Phone

Spoken Language Other Language

—~None-- v

Constituent Information

EDDCAN EDD Client Number @
Employer Account Number SSN
Systern Information -

Cancel Save & New

Figure 38: Edit Person Account

The following fields can be edited on the Edit Person Account page:

e Salutation - The drop-down provides the following choices: Mr., Mrs., Ms,,
Miss, Dr., Prof.

e First Name - This is the first name of the person.

¢ Middle Name - This is the middle name of the person.
e Last Name - This is the last name of the person.

e Phone - The Phone field must contain ten digits.

e Language Spoken — The drop-down English, Spanish, Other. The field
defaults to None.

e EDDCAN - The EDDCAN is a humetric field and must contain ten numbers.

¢ Employer Account Number - The Employer Account Number must contain
between 7 and 15 digits.

e EDD Client Number - The ECN must be nine digits.
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e SSN (social security number) -The SSN field must contain nine digits.

A Caution

To complete the edit and save the Person Account, one of the following fields must
be completed: EDDCAN, Employer Account Number, EDD Client Number, or SSN.

The Save button will update and save whatever changes you made to the Person
Account.
The Cancel button will cancel your editing of the Person Account.

The Save and New button will save your update of the Person Account. Then open
the New Account: Constituent page where you can create a new Constituent.
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14.4 Change Owner of the Constituent Inline

Q. Search this list... B~ Hy & £
Owner First Na... -~ | Created Date v
Stephen 9/25/2020, 7:20 AM B
Stephen 9/24/2020,2:23 PM | Edit
Stephen 10/6/2020, 2:51 PM

Figure 39: Change Owner of the Person Account.

You do not have permission to change the Account owner. Contact you
administrator.
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15. Creating a New Constituent

Table Figures/Tables

The following procedure will demonstrate how to create a new Constituent.

15.1 Creating New Constituent

E‘.

1. From the Landing page, navigate to the Constituent list, as shown in Error!
Reference source not found. below.

Constituents

Accounts
. MNew
b Recently Viewed » x
25 items - Updated 4 minutes ago Search this list... - - ¢ k4
Account... ~» | Phone v | Mobile w | Owne... ~ | Ow... ~ | Created ...

1 StephenW... (207) 210-... Mitchell Stephen 9/24/202.. |+«

2 Steve Mitc...  (207) 210-... Mitchell Stephen 9/25/202... v

Figure 40:: Cinstituent List

2. Click the New button. The New Account: Constituent page is displayed, as
shown in Figure 41 below.

EDD
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New Account: Constituent

Account Information

*Account Name Account Owner

Salutation Stephen Mitchell
--Mone-- -

First Name

Middle Name

*Last Name

Phone

Spoken Language Other Language

~-MNone-- v

Cancel Save & New

Figure 41: New Account: Constituent

There are two sections displayed on the New Account: Constituent page as follows:
Account Information and Constituent Information.

Account Information - This section contains the following fields:

3. From the Salutation drop-down, select from the following values: Mr., Ms,,
Mrs,, Dr., Prof.
4. In the following fields, enter the correct information.
o First Name
o Middle Name
0 Last Name
o Phone

5. From the Spoken Language drop-down, select from the following values:
English, Spanish, Other.
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6. Inthe Other Language field, another language can be added, if applicable.
Constituent Information - This section contains the following fields. Only one of
these fields is required:

7. EDDCAN - Click in the field, then enter a nine-digit number.

8. EDD Client Number - Click in the field, then enter between a seven- and
fifteen-digit number.

9. Employer Account Number - Click in the field, then enter a nine-digit

number.

10. SSN (Social Security Number - Click in the field, then enter the constituent’s
nine-digit SSN.

ACaution

One of the following fields must be completed: EDDCAN, Employer
Account Number, EDD Client Number, or SSN to save the Person
Account.

1. When you are satisfied with your edits, update the account by clicking the
Save button. Otherwise, click Cancel. The Save & New button will open the
New Account: Constituent page where you may add additional constituents.
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16. Case Page Nomenclature

16.1 Understanding the Case Page

The Case page where you are directed to by clicking the Cases link from the
Landing page is the area where you will be able to create, edit, and update your
cases, as shown in Figure 42 Cases page below.

Constituents

Cases

# MNew
Recently Vlewed -
21 items - Updated 2 minutes ago - Search this list... @m

Case ... \ | Contact Na... vl Category

« | Status « | Date/Time ... +

vl Sub-Categ... vl Keyword

00001222

andrew Legisla... Unemployme... Missing Paym... Last Paid: March Open 10/13/2020, ... |v

2 00001189 Stephen W Mi... Unemployme... Status Update... Never Paid Open 9/25/2020,1... |v

Figure 42: Cases Page, Recently Viewed

16.2 Cases Drop-down Control

When you navigate to the Cases page, the list of cases is ordered in the manner in
which you last left the order of the list. However, the following views can be
displayed by clicking the Cases drop-down, which provides the following views.

Cases
Recently Viewed Cases v &

22 itern| LIST VIEWS

All Open Cases
My Cases

My Office’s Cases

My Open Cases

[F%)

Recently Viewed

v Recently Viewed Cases (Pinned list)

Figure 43: Cases Dropdown Control

Version v.01.0 Document Name: EDD Staff Legislative Service Tracker
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¢ All Open Cases - Displays all Open cases
e My Cases - Displays all cases that are assigned to you.

e My Office’s Cases - Displays the Case list by all cases that other Staff
members your office has access to.

e Pinned List - Returns the Case list you have pinned.

e Recently Viewed Cases - WWhen you are working with several cases, they will
be displayed at the top of the constituents list when you choose the
Recently Viewed Case list, shown in Figure 44. below.

Cases
Recently Viewed v #
22 item| LIST VIEWS
All Open Cases
My C (Pinned list)
y Cases (Pinne nts

My Office’s Cases

My Open Cases

[\/ Recently Viewed ]

N Recently Viewed Cases nts
5 00001196 Kevin Adams Unemployment Insurance Status Update
6 00001109 Sheila Holland Unemployment Insurance  Missing Payments

Figure 44: Recently Viewed Drop-down
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My Cases - Displays the Case list that belongs to you by the first name, as shown in
Figure 45 below.

Cases

My Open Cases v  #
Ditems| LIST VIEWS

All Open Cases

1 ~ My Cases (Pinned list)
- [ My Office's Cases
3
My Open Cases
A
Recently Viewed
5
6 00001220 fflackson Browne ) Overpayment
7 00001219 | Stephen W Jones General Question
2 00001218 | Sheila Holland Unemployment Insurance
g 00001217 | Kevin Adams
10 00001215 | Quinn Buniel Report Fraud

11 00001214 \Quinn Buniel J General Question

Figure 45: Case List: My Cases

All Open Cases — Displays the Case list containing all cases with a status other than
Resolved, as shown in Figure 46 below.

Cases
All Open Cases v #

50+ itery LIST VIEWS

v All Open Cases

1 My Cases

My Office’s Cases
2

My Open Cases
3

—
6 | 00001134 Quinn ABuniel Unemployment Insurance

|

00001137 Quinn A Buniel  Unemployment Insurance

[0.2]

00001149 Bob Saget Unemployment Insurance

Figure 46: Case List: All Open Cases
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e Pinned List - When you have a listed ordered in the manner you want to
work, you can click the Pinned button to save the list's order. To view that

Table Figures/Tables

same list, after you may have chosen to see the list viewed differently, simply

select the Pinned list you have saved as displayed in Figure 47 below.

Cases

My Open Cases =
Ditems| LIST VIEWS

All Open Cases

1 ~ My Cases (Pinned list)
- My Office's Cases
3

My Open Cases

Recently Viewed

5

& 00001220 Jackson Browne
T 00001219 Stephen W Jones
8 00001218 Sheila Holland

g 00001217 Kevin Adams

10 00001215 Quinn Buniel

11 00001214 Quinn Buniel

Overpayment
General Question

Unemployment Insurance

Report Fraud

General Question

Figure 47: Cases: My Open Cases

¢ My Office's Cases — Displays the Case list available to all staff members of

your office. See Figure 48 below.

50+ iter] LIST VIEWS
All Open Cases

My Cases

v My Office’s Cases

My Open Cases
Recently Viewed (Pinned list)

Recently Viewed Cases

w

6 00001076 47 nynhyy rnhrc Unemploymen...

00001075 48 yzlcyxz zzrzn  Unemploymen...

Missing Wages ... Mediu

Identity Verific...  Mediu

Figure 48: My Office's Constituents List
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e Recently Viewed (Pinned List) — When you have a listed ordered in the
manner you want to work, you can click the Pinned button to save the list's
order. To view that same list, after you may have chosen to see the list viewed
differently, simply select the Pinned list you have saved. In this case, Recently
Viewed cases as you have ordered them are pinned and can be recalled by
clicking on the Case drop-down list and choosing from the list with the
(Pinned list) added to the Case list you pinned, as seen in Figure 49 below.

&

Cases
Recently Viewed Cases »

22 item
LIST VIEWS

ago
All Open Cases
My Cases
My Office’s Cases

My Open Cases

Recently Viewed

4 |+ Recently Viewed Cases (Pinned list) ]

5 00001137 Quinn Buniel Employment... Open Hardship

6 00001176 Sandy W Gray Never paid f... Open Never Paid

ist...

Date/Time ...

9/11/2020,
9/11/2020,
9/13/2020,
9/13/2020,
9/13/2020,

9/24/2020,

Figure 49: Recently Viewed Pinned List
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e Recently Viewed — When you are working with several constituents and their
cases, the cases you were working on will display at the top of the Case list
when you choose the Recently Viewed list, as shown in Figure 50 below.
lk Cases
Recently Viewed » #
22 itemn| LIST VIEWS ist... bc
All Open Cases Ird vl S.. v
. My Cases Open
My Office’s Cases
2 m Open
My Open Cases
3 Np Open
+/  Recently Viewed
“ Recently Viewed Cases (Pinned list) m Open
5 00001222 andrew Legisla... Unemploymen... Missing Payme... Last Paid: March Open
6 00001189 Stephen W Mit... Unemploymen... Status Update;... Never Paid Open
Figure 50: Recently Viewed List
EDD Table of Contents Last Modification: 10/16/2020 58
I_)_Q Version v.01.0 Document Name: EDD Staff Legislative Service Tracker



EDD EDD Staff Legislative Service Tracker Table Figures/Tables

16.3 Searching the Case List

Accounts

Recently Viewed v % New

Search this list... lo R AR BN I 4

25 items - Updated 2 minutes ago

Account... ~» | Phone v | Mobile v | Owne... ~ | Ow... ~ | Created...

Figure 51: Search this List

Search this list: — Permits you to search for cases by the Case Number, Category,
Sub-Category, Keyword, Status. For instance, if you have a case assigned the Case
number of 00001187, you can enter the number 1187 in the Search bar

The effect will be the case with the case number of 00001187 will be returned in the
search results shown in Figure 52 below.

Cas... T+ | Contact Na... | Category v |S.. v|K. v S..v|Date/Time.. «

1 00001187 Stephen W Mi... Unemployme... N/A  Open 9/25/2020,1.. «

Figure 52: Case Search: Results by Case Number

Similarly, entering a category with Unemployment Insurance as the category will
return all cases with Unemployment Insurance in the search results, as shown in

Figure 53 below.

Cas... T« | Contact Na... -~ | Category v | 5. v
1 00001070 Tom Jones Unemployment Insurance Bac...
2 00001074 MNancy Roberts Unemployment Insurance Ide...
3 00001076 Mitch Stevens Unemployment Insurance Ide...

Figure 53 Case Search: Results by Category

A mentioned earlier, you can search by the Case Number, Category, Sub-Category,
Keyword, and Status in a similar fashion, as described above.
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16.4 View List, Display As, Refresh, Inline Edit Controls, Edit List,
Show Carts, Filter

Accounts
Recently Viewed v ¥

25 items - Updated 2 minutes ago Search this list... ol e c l 4

Account... ~» | Phone v | Mobile v | Owne... ~ | Ow... ~ | Created...

MNew

Figure 54: Accounts: Controls

In the View List control drop down @~ |does not have any functionality at this
time.

In the Display As control drop-down #" | provides for viewing the Case list in Table
(list view), the Kanban view, which is simply a card-style view of the cases, does not
have functionality at this time.

The Refresh control ¢ |simply refreshes the List view of the constituents.
The Inline Edit control «# |is disabled.

The Show Charts control ¢ | currently does not have any charts configured.

Currently, there is no permission to filter the Case list with the Filter control v |.

16.5 Case List Column Headers

The Constituent List Column Headers are as follows:
e Case Number - |s the case number assigned to the case.
e Contact Name - Is the constituent that the case is assigned.
e Category - Is the category that was assigned to the case.
e Sub-Category - Is the sub-category that was assigned to the case.
e Subject - Is the sub-category that was assigned to the case.
e Status - Is the status of the case.
o Keyword - Is the keyword that is assigned to the case.
e Date/Time Opened - Is the date and time the case was created.

e Case Owner Alias - If the staff member has been assigned an alias, the staff
member's alias name is displayed.
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16.6 Sorting Case List Column Headers

EDD Staff Legislative Service Tracker

Cases

minutes ago

Table Figures/Tables

, MNew
My Office's Cases v ¥
50+ items - Sorted by Case Mumber -
Filtered by All cases - Updated 2 o
Search this list... B E ¢ £ €Y
Ca... T~ | Con... ~~ | Cate... ~ | Sub-... v~ | Key... - | Status | Date... «~

1 00001... TomJ.. Unemp... Backda.. Medium Open 9/11/.. |=

2 00001... JohnD... Overpa.. Disabili... Open 9f11/... |«

3 00001... 50 hxr.. Unemp... Missing... Low Resolved 9/11/.. |+

Figure 55: Case List: List Column Headers

Cases
All Open Cases v #

Cas... Contact Na... ~ | Category

1 00001070 Tom Jones
2 00001071 John Doe
3 00001074 Nancy Roberts

4 00001076 Mitch Stevens

Unemployment Insurance
Overpayment
Unemployment Insurance

Unemployment Insurance

50+ items » Sorted by Case Number - Filtered by All cases - Closed - Updated a few seconds ago
v Sav | Ko

Bac...

Dis...

Ide...

Ide...

Me...

S... v
Open
Open
Re-...

Open

Date/Time ... ~

9/11/2020,1... |+v
9/11/2020,2:... w
9/11/2020,9:... |v

9/11/2020,9:... -

Figure 56: Sort Columns

To sort the rows of a Case Number column in either ascending order Case Numbeg
or descending order Case Number m click the corresponding Column Header. This
action can be applied to each column header: Case Number, Contact Name,
Category, Sub-Category, Subject, Status, Keyword, Date/Time Opened, Case,
Owner, and Alias.
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16.7 Editing a Case

Cases
My Office’s Cases v §

tered oy Al cases + Lipdated an hous ago

Case Number T ~  Contact Name | Categary « | Sub-Categary w | Keyw.. s | Status
00001070 Tom Jones Unemplayme Backdate Request Medium Open
00001071 lohn Doe Overpayment Disability Insurance Open

Table Figures/Tables

Mew

®: M- & 75 & Y

~ | Date/Time Opened

9/11/2020,

12:26 PM B

9/11/2020, 2:29 PM

Figure 57: Editing and Updating a Case

Using the techniques described in 16.3 above, or the Search bar, navigate to the
case you wish to edit and update. Open the case for editing as follows:

E‘.

1. Click the Edit case drop-down highlighted Figure 57 in above. The Edit case

form is displayed, as shown in Figure 58 below.

EDD
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|Edit 00001070

Case Information

Case Number Case Origin
00001070 Email
*Status * Keyword
Open - Medium A

Description Information

Subject

I need some help backdating my unemployment

*Constituent's Issue

I need some help backdating my unemployment
insurance

Category Infomation

*Category

Cancel Save & New

Figure 58: Edit Case

The Edit Case form contains four sections, where the appropriate information can
be entered, as follows:
¢ Case Information - Contains the following fields:

o Status

2. The Status drop-down defaults to the last status that was assigned to
the case. You may choose to assign a different status. The values of
the drop-down are None, Open, Re-Opened, In Progress. From the
Status drop-down, select the appropriate status.

o Keyword

3. From the Keyword drop-down, you may choose to assign a different
value from one of the following: None, Medium, N/A, Last Paid March,
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Last Paid April, Last Paid May, Last Paid June, Last Paid July, Last
Paid August, Last Paid September, Never Paid, Hardship. Select the
Keyword value you want to assign.

¢ Description Information - Contains the following fields:

0 Subject

4. In the Subject field, you may want to edit the brief description of the
Constituent's issue.

o Constituent's Issue

5. In the Constituent’s Issue textbox, you can edit the detailed
description of the Constituent’s issue.

e Category Information - Contains the following fields:

0 Category - Is the nature of the Constituent’'s matter.

6. To edit the Category, from the Category drop-down, the following
values are displayed: Unemployment Insurance, General Question,
Report Fraud, Disability Insurance, Paid Family Leave, Overpayment,
Employer Tax Issue, Labor Market Information, and Workforce
Services. Select the appropriate value to change the Category field.

0 Sub - Category -. Is the secondary or subordinate division of the Category
field. 1

7. In editing the Sub-Category, not all categories will populate the Sub
Category list box. Suppose Unemployment Insurance or Over
Payment options are selected. In that case, the Available list box will
contain the following values: Status Update, Disqualification, Missing
Payments, Identity Verification, Backdate Request, EDDCAN
Request, Missing Wages from Claim, Claim Filing Needed, Penalty
Weeks, Reopen Claim, Work Sharing Program, and Ul Online
Registration.

8. Choose one or more of the available values: When the Sub Category
values are selected, click the Right Arrow P |to move the Sub
Category values you have chosen to the Chosen list box. In the event
values exist in the Chosen list box that is not applicable, click the Left
Arrow 4 [to remove the entry from the Chosen list box. See Figure 59
below.
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J Tip
More than one Sub Category may be selected. Hold the CTRL
key down, and choose one or more of any other of the listed

values, and move those Sub-Category values to the Chosen list
box.

*Category

Unemployment Insurance

Wlew all dependencles

*Sub-Category

Available Chosen
N . . - ’ . .
Disqualification [CIa m Filing Needed]
Identity Verification B Status Update
Backdate Request Missing Payments

EDDCAN Request

dependancles

Figure 59: Edit Case: Sub-Category

e Constituent Information - Contains the following fields:
0 Contact Name - Is the Constituent's name.
9. This field defaults to the Constituent of whom the case was initially filed.
In the event, you may want to file the case with a different Constituent,
click the X in the Contact Name field to close the field. Then with the
Search Contacts bar, enter the first few letters of the Constituent’'s name.

Then select the contact name you wish to assign the case. See Figure 60
and Figure 61 below.

Constituent Information

*Contact Name

D Stephen W Mitchell

Figure 60: Edit Case: Contact Name

-— . Table of Contents Last Modification: 10/16/2020

Version v.01.0 Document Name: EDD Staff Legislative Service Tracker



EDD EDD Staff Legislative Service Tracker Table Figures/Tables

*Contact Name

¢ Q. "san" in Contacts

Sandy W Kofax
Sandy W Kofax

Sandy Horan
Sandy Horan

Sandy W Gray

Sandy Smith
Sandy Smith

=
B
B Sandy W Gray
=)

Figure 61: Edit Case: Search Contact Name

0 Legislative Staff - Is the Legislative Staff member to whom the case is
assigned for resolution.

1. In the event, you may want to change the Staff member handling the
case, click the X in the Legislative Staff field to close the field. Then
with the Search People bar, enter the first few letters of the Staff
member's name. Then select the Staff member you wish to assign the
case. See Figure 79 and Figure 80 below.

Staff Information

Legislative Staff

Stephen Mitchell ]

Figure 62: Edit Case: Legislative Staff Member

Legislative Staff
ob

¢ Q "Qb"inPeople

I: .. Il q Bun

Figure 63: Edit Case: Search Legislative Staff Member
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2. To commit the edited case, click Save. Click to abandon your edits.
The Save & New will open the New Case: Inquiry page where you may
add additional cases.
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16.8 Edit Case from the Constituent’s List Page

I“"
1.  Navigate to the Constituent List page.

2. Using the techniques described in 13.3, or the Search this list bar, navigate to the
Constituent whose case you want to edit.

3. Inthe Account Name column, Click the Constituent whose case you wish to
edit. See Figure 64 below.

CONSTITUENT DETAILS
Cases (4) MNew

Account Name Account Owner
Stephen W Mitchell @ stephen Mitchel Co.. Su.. Ke
Phone

Ste... Sin.. Ne.. B

Ste.. My.. N/A |«

(207) 210-8750

Spoken Language Other Language
Ste.. Wh.. N/A |+

Sa... Ne.. Ne.. |v )

Other German

(o o000 o

~ Constituent Information

Figure 64: Edit Constituent’s Case

4. In the Case panel displayed on the right of the page, click the Edit drop-down.
Then choose the Edit option. The Case Edit form will display. See Figure 65
below.
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Edit 00001189

Case Information

Case Number Case Origin
00001189
*Status * Keyword
Open - Mever Paid A

Description Information
Subject
Since Ul online doesn't work, I filed a paper claim and mailed it, wi

*Constituent's Issue

Since Ul online doesn't work, I filed a paper claim and mailed it,
was it received?

Category Infomation
*Category

Unemployment Insurance

Wlew all dependencles

*Sub-Category

Cancel Save B New

Figure 65: Edit Case from Constituent from Person Account Case Panel

The Edit Case form contains four sections, where the appropriate information can
be entered, as follows:
e Case Information - Contains the following fields:

o Status

5. The Status drop-down defaults to the last status that was assigned to
the case. You may choose to assign a different status. The values of

the drop-down are None, Open, Re-Opened, In Progress. From the
Status drop-down, select the appropriate status.
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o Keyword

6. From the Keyword drop-down, you may choose to assign a different
value from one of the following: None, Medium, N/A, Last Paid March,
Last Paid April, Last Paid May, Last Paid June, Last Paid July, Last
Paid August, Last Paid September, Never Paid, Hardship. Select the
Keyword value you want to assign.

e Description Information - Contains the following fields:

0 Subject

7. In the Subject field, you may want to edit the brief description of the
Constituent's issue.

o Constituent’s Issue

8. In the Constituent’s Issue textbox, you can edit the detailed
description of the Constituent's issue.

e Category Information - Contains the following fields:

0 Category - Is the nature of the Constituent’'s matter.

9. To edit the Category, from the Category drop-down, the following
values are displayed: Unemployment Insurance, General Question,
Report Fraud, Disability Insurance, Paid Family Leave, Overpayment,
Employer Tax Issue, Labor Market Information, and Workforce
Services. Select the appropriate value to change the Category field.

0 Sub - Category -. Is the secondary or subordinate division of the Category
field. 1

10. In editing the Sub-Category, not all categories will populate the Sub
Category list box. Suppose Unemployment Insurance or Over
Payment options are selected. In that case, the Available list box will
contain the following values: Disqualification, Missing Payments,
Identity Verification, Backdate Request, EDDCAN Request, Missing
Wages from Claim, Claim Filing Needed, Penalty Weeks, Reopen
Claim, Work Sharing Program, and Ul Online Registration.

1. Choose one or more of the available values: When the Sub Category
values are selected, click the Right Arrow P |to move the Sub
Category values you have chosen to the Chosen list box. In the event
values exist in the Chosen list box that is not applicable, click the Left
Arrow 4 |to remove the entry from the Chosen list box. See Figure 66
below.
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J Tip
More than one Sub Category may be selected. Hold the CTRL
key down, and choose one or more of any other of the listed

values, and move those Sub-Category values to the Chosen list
box.

*Category

Unemployment Insurance

Wlew all dependencles

*Sub-Category

Available Chosen
N . . - ’ . .
Disqualification [CIa m Filing Needed]
Identity Verification B Status Update
Backdate Request Missing Payments

EDDCAN Request

dependancles

Figure 66: Edit Case: Sub-Category

e Constituent Information - Contains the following fields:
0 Contact Name - Is the Constituent's name.
12. This field defaults to the Constituent of whom the case was initially filed.
In the event, you may want to file the case with a different Constituent,
click the X in the Contact Name field to close the field. Then with the
Search Contacts bar, enter the first few letters of the Constituent’'s name.

Then select the contact name you wish to assign the case. See Figure 67
and Figure 68 below.

Constituent Information

*Contact Name

D Stephen W Mitchell

Figure 67: Edit Case: Contact Name
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*Contact Name

¢ Q. "san" in Contacts

Sandy W Kofax
Sandy W Kofax

Sandy Horan
Sandy Horan

Sandy W Gray

Sandy Smith
Sandy Smith

=
B
B Sandy W Gray
=)

Figure 68: Edit Case: Search Contact Name

0 Legislative Staff - Is the Legislative Staff member to whom the case is
assigned for resolution.

13. In the event, you may want to change the Staff member handling the
case, click the X in the Legislative Staff field to close the field. Then
with the Search People bar, enter the first few letters of the Staff
member's name. Then select the Staff member you wish to assign the
case. See Figure 69 and Figure 70 below.

Staff Information

Legislative Staff

Stephen Mitchell ]

Figure 69: Edit Case: Legislative Staff Member

Legislative Staff
ob

¢ Q "Qb"inPeople

I: .. Il q Bun

Figure 70: Edit Case: Search Legislative Staff Member
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14. To commit the edited case, click Save. Click to abandon your edits.
The Save & New will open the New Case: Inquiry page where you may
add additional cases.
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16.9 New Case: Inquiry

Clicking the New button on the Case list page, shown in below, will open up the
New Case: Inquiry page, shown in below.

MNaw

Cases
My Office’s Cases v &

2 Horms - Sorted by Cass Mumbs + Filtered by A3 cases + Updated a few seconds ago re-0pen Q| % M- ¢ 7 & T
Case Number T « | Contact Name | Category | Sub-Category W Keyw. s Status | Date/Time Opened
00001170 Wann oo Unemployment Insurance  Status Update Hardship  Re-Opened 9/ 0, 1146 M v
QB001171 Wann loo Paid Family Leave Hardship  Re-Opensd 12:354M (v

Figure 71: Search Case to Edit
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New
Search this list... - | E~ |3 S C T
Figure 72: New Case: Inquiry
[ New Case: Inquiry ]
Case Information
Case Number Case Origin
* Status *Keyword
Open v N/A -
Description Information
Subject
* Constituent's Issue
4
Category Infomation
* Category -
Cancel Save & New

Figure 73: New Case: Inquiry Page

Creating a New Case is discussed later in another section of this guide. See
alsoError! Reference source not found..

17. Editing and Updating Case

This section will explain how to edit a case for the selected case.

EDD
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17.1 Inline Edit and Update Case

s

1. Using the techniques described in thel6.2l or 13.3 navigate to the Constituent,
you wish to edit an existing case.

2. Inthe Contact column, click the name of the constituent. The Person Account
page is displayed, as shown in Figure 74 below. The associated cases for the
Constituent are listed on the right of the page.

CONSTITUENT DETAILS ’ ‘
- Cases (4) New

Account Name Account Owner
Stephen W Mitchell ¢ @ stepnen Mitchel

Case Con... Subj.. Key..

Phone 00.. Step.. Sinc.. N/A B
(207) 210-8750 P

00.. Step... Myi.. NJ/A v
Spoken Language Other Language

Other German 00.. Step.. Why... N/A v

Step...

~ Constituent Information

Figure 74: Edit Case: Person Account

3. In the Case panel, click the Edit drop-down for the case you wish to edit. The
Edit page is displayed, as shown in Figure 75 below.

Edit 00001189

Case Information

Case Number Case Origin
00001189
* Status * Keyword
Cpen - MNever Paid -

Description Information

Subject

Since UT online doesn't work, I filed a paper claim and mailed it, was it received? 1189

Constituent's Issue

Since UI online doesn't work, I filed a paper claim and mailed it, was it received?

Category Infomation

*Category
Unemployment Insurance -
Figure 75: Edit Constituent Case
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The New Case: Inquiry page contains four sections, where the appropriate
information can be entered, as follows:

e Case Information - Contains the following fields:

o Status

4. The Status drop-down defaults to the last status that was assigned to the case.
You may choose to assign a different status. The values of the drop-down are
None, Open, Re-Opened, In Progress. From the Status drop-down, select the
appropriate status.

o Keyword

5. From the Keyword drop-down, you may choose to assign a different value from
one of the following: None, N/A, Last Paid March, Last Paid April, Last Paid May,
Last Paid June, Last Paid July, Last Paid August, Last Paid September, Never
Paid, Hardship. Select the value you want to assign.

¢ Description Information - Contains the following fields:

0 Subject

6. In the Subject field, you may want to edit the brief description of the
Constituent's issue.

o Constituent’s Issue

7. In the Constituent'’s Issue textbox, You can edit the detailed
description of the Constituent’s issue.

e Category Information - Contains the following fields:

0 Category - Is the nature of the Constituent's matter.

8. To edit the Category, from the drop-down, select from one of the
following values: Unemployment Insurance, General Question,
Report Fraud, Disability Insurance, Paid Family Leave, Overpayment,
Employer Tax Issue, Labor Market Information, Workforce Services.

0 Sub - Category -. Is the secondary or subordinate division of the Category
field.

9. To edit the Sub-Category * ne list box will populate if Unemployment
Insurance or Over Payment options are selected for the Category. In
the Available list box, choose one or more of the available values:
When the Sub Category values are selected, click the Right Arrow *
to move the Sub Category values you have selected to the Chosen list
box. Click the Left Arrow 4 to remove Sub-Category entries from the
Chosen list box. See Figure 76 below.
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J Tip
More than one Sub Category may be selected. Hold the CTRL
key down, and choose one or more of any other of the listed
values, and move those Sub-Category values to the Chosen list
box. Then choose Cancel, Save & New, or the Save options. The

same is true for removing Sub- Categories from the Chosen list
box.

*Category

Unemployment Insurance

Vlew all dependencies

* Sub-Category

Available Chosen
. . . - ’ . -
Disqualification [CIa m Filing Needed]
Identity Verification B Status Update
Backdate Request Missing Payments

EDDCAN Request

Figure 76: Edit Case: Sub-Category

17.2 Edit and Update Contact Name

e Constituent Information - Contains the following fields:
0 Contact Name - Is the Constituent’'s name.

10. This field defaults to the Constituent of whom the case was initially filed.
In the event, you may want to file the case with a different Constituent,
click the X in the Contact Name field to close the field. Then with the
Search Contacts bar, enter the first few letters of the Constituent's name,
Then select the contact name you wish to assign the case. See Figure 77
and Figure 78 below.

Constituent Information

*Contact Name

D Stephen W Mitchell

Figure 77: Edit Case: Contact Name
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*Contact Name

¢ Q. "san" in Contacts

Sandy W Kofax
Sandy W Kofax

Sandy Horan
Sandy Horan

Sandy W Gray

Sandy Smith
Sandy Smith

=
B
B Sandy W Gray
=)

Figure 78: Edit Case: Search Contact Name

17.3 Edit and Update Staff Information

0 Legislative Staff - Is the Legislative staff member to whom the case is assigned
for resolution.

1. In the event, you may want to change the Staff member handling the case,
click the X in the Legislative Staff field to close the field. Then with the
Search People bar, enter the first few letters of the Staff member's name.
Then select the Staff member you wish to assign the case. See Figure 79 and

Figure 80 below.
Staff Information

Legislative Staff

Stephen Mitchell ]

Figure 79: Edit Case: Legislative Staff Member
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Legislative Staff
Qb
( Q. "Qb"inPeople
C QBun
Figure 80: Edit Case: Search Legislative Staff Member
12. To commit the edited case, click Save. The Save & New will open the New
Case: Inquiry page where you may add additional cases.
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18. Creating a New Case for the Constituent

This section will demonstrate how to create a new Case for the selected Constituent.

18.1 Creating New Case

1. Using the techniques described in the 13.2, navigate to the Constituent, you wish
to associate a new case.

2. In the Account Name column, click the name of the constituent. The Person
Account page is displayed, as shown in Figure 81 below. The associated cases for
the Constituent are listed on the right of the page.

CONSTITUENT DETAILS ’ \
— Cases (4)

Account Name Account Owner
Stepien W Mitchell ¢ @ stephen Mitchen Case Con.. Subj.. Key
Phone 00.. Step.. Sinc.. NJA v
(207) 210-8750 s
00.. Step.. Myi.. NJ/A v
Spoken Language Other Language
Other German ) Step... Why.. N/A hd
R . Step... Nev... Nev... - )
~ Constituent Information

Figure 81: Person Account

3. Inthe Case panel, click New. The New Case: Inquiry page is displayed, as shown
in Figure 82 below.
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New Case: Inquiry

Case Information

Case Number Case Origin
*Status " Keyword
Open v N/A -

Description Information

Subject

Constituent's Issue

Category Infomation

*Category -
Cancel Save & New

Figure 82: New Case: Inquiry

The New Case: Inquiry page contains four sections, where the appropriate
information can be entered, as follows:

e Case Information - Contains the following fields:
o Status
4. The Status drop-down defaults to the Open status. You may choose
to assign a different status. The values of the drop-down are None,

Open, Re-Opened, In Progress. From the Status drop-down, select
the appropriate status.

o Keyword

5. From the Keyword drop-down, choose the appropriate value from
one of the following: None, N/A Last Paid March, Last Paid April, Last
Paid May, Last Paid June, Last Paid July, Last Paid August, Last Paid
September, Never Paid, Hardship.
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¢ Description Information - Contains the following fields:

0 Subject

6. Inthe Subject field, enter a brief description of the Constituent's issue.

o Constituent's Issue

7. In the Constituent’s Issue textbox, Enter a detailed description of the
Constituent'’s issue.

e Category Information - Contains the following fields:

0 Category - Is the nature of the Constituent's matter.

8. In the Category drop-down, select from one of the following values:
Unemployment Insurance, General Question, Report Fraud,
Disability Insurance, Paid Family Leave, Overpayment, Employer Tax
Issue, Labor Market Information, Workforce Services.

0 Sub - Category -. Is the secondary or subordinate division of the Category
field.

9. The Sub-Category list box will populate if Unemployment Insurance
or Over Payment options are selected for the Category. In the
Available list box, choose one or more of the available values: When
the Sub Category values are selected, click the Right Arrow * to
move the Sub Category values you have selected to the Chosen list
box. See Figure 83 below.

J Tip
More than one Sub Category may be selected. Hold the
CTRL key down, and choose one or more of any other of the
listed values, and move those Sub-Category values to the

Chosen list box. Then choose Cancel, Save & New, or the
Save options.
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* Category
Unemployment Insurance
Wlew all dependencles
*Sub-Category
Available Chosen

Disqualification

Missing Payments

Identity Werification

Status Update

Backdate Request

Figure 83: New Case: Sub-Category-

e Constituent Information - Contains the following fields:

0 Contact Name - Is the Constituent's name.

10. This field defaults to the Constituent of whom the case was initially
filed. In the event, you may want to file the case with a different
Constituent, click the X in the Contact Name field to close the field.
Then with the Search bar, enter the first few letters of the
Constituent's name, Then select the contact name you wish to assign
the case. See Figure 84 and Figure 75 below.

Constituent Information

*Contact Name

D Stephen W Mitchell

Figure 84: New Case: Contact Name
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*Contact Name

¢ Q. "san" in Contacts

Sandy W Kofax
Sandy W Kofax

Sandy Horan

=
B oo
=)
2

Sandy W Gray
Sandy W Gray

Sandy Smith
Sandy Smith

Figure 85: New Case: Search Contact Name

0 Legislative Staff - Is the Legislative staff member to whom the case is
assigned for resolution.

1. In the event, you may want to change the Staff member handling the
case, click the X in the Legislative Staff field to close the field. Then
with the Search bar, enter the first few letters of the Staff member's
name. Then select the Staff member you wish to assign the case. See
Figure 86 and Figure 87 below.

Staff Information

Legislative Staff

Stephen Mitchell ]

Figure 86: New Case: Legislative Staff Member
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Legislative Staff
Qb

( Q. "Qb"inPeople

¢ [ @Bun

Figure 87: New Case: Search Legislative Staff Member

12. To commit the case, click Save. The Save & New will open the New
Case: Inquiry page where you may add additional cases.
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19. Appendix A: View, Edit Account Owner

s

1. Using the techniques described in the 13.2, select and open an Account Name.

2. From the Landing page, Click Constituents. Using the techniques described in
the 13.2 above, select and open an Account Name.

The following Person Account page is displayed.

CONSTITUENT DETA...

N Cases (4) New
Account Name Account Owner
Stephen W Mitchell Stephen Mitchell C..C. S. K
Phone

0.. St.. Si.. N/A |«
(207) 2108750 e

0.. St.. M.. N/A |v
Spoken Language Other Language o

Other German 0... St.. W.. N/A |«

. . 0. St.. N.. N.. |+
~ Constituent Information e

. Wiew All
EDDCAN EDD Client Number@

Employer Account Number SSN

.........

v System Information

Created By Last Modified By
© stepnen Mitchell @ stephen Mitchel,
9/24/2020, 2:23 PM 10/6/2020, 1:58 PM

Figure 88: Person Account Page

3. Click the Created by link.
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View List, Display As, Refresh Inline Edit Controls

Accounts

. MNew
Recently Viewed v ¥
25 items - Updated 2 minutes ago Search this list... bl E c 4
Account... ~» | Phone v | Mobile v | Owne... ~ | Ow... ~ | Created...

Figure 89: Accounts: Controls

In the View List control drop # - |[down does not have any functionality at this
time.

In the Display As control '_I drop-down, the Kanban view, which is simply a
card-style view of the constituents, does not have functionality at this time.

The Refresh control & |simply refreshes the List view of the constituents.

The Inline Edit control « |is disabled.
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22. Misc.

221 Inline Edit

The Person Account page, as shown in Figure 35 above, is divided into three
sections as follows:

¢ Constituent Details — Contains the following fields, which can be
edited and updated:

o Account Name — Hover over the field, then click the Pencil icon #
You can then edit the Constituent name and other information. Then

click Save. ’

o Phone — Hover over the field, then click the Pencil icon. You can
then edit the Constituent's phone number. Then click Save.

o Spoken Language — Hover over the field, then click the Pencil icon #
You can then edit the Constituent's spoken language number.
Then click Save.

0 Account Owner — Hover over the field, then click the Owner icon. To
change the owner, see Error! Reference source not found.

o Other Language — Hover over the field, then click the Pencil icon #
You can then edit the Constituent's other language. Then click
Save.

e Constituent Information — Contains the following fields, which can be
edited and updated: See also: 14.3

0 EDDCAN - Click in the field, then enter a nine-digit number. Then click
Save.

o0 Employer Account Number — Click in the field, then enter between a
seven- and fifteen-digit number. Then click Save.

o EDD Client Number — cThen click Save.

0 SSN (Social Security Number) — Click in the field, then enter a nine-
digit number. Then click Save.

A Caution

To complete the edit and save the Person Account, one of the
following fields must be completed: EDDCAN, Employer Account
Number, EDD Client Number, or SSN.

e System Information, Last Modified By — Contains the following fields,
which can be edited and updated:
Created By, Last Modified By - Click either field. The Staff member who created the
Person Account, their page is displayed, where you can view and edit many of the
Account Owners details.
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