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Lesson Five

The new automated Complaint Resolution Tracking System

Please click the 

Next

Next

button to continue to the next slide.

•

Describe the purpose and intent of the Complaint Resolution Tr

acking System (CRTS).

•

Use course materials as references to aid in logging complaint

s into the CRTS.

Learning Objectives

At the conclusion of this lesson, you should be able to:

C

R

T

S

CRTS


You are now beginning Lesson Five, Automated Tracking System.  This lesson introduces the new automated Complaint Resolution Tracking System (CRTS) and provides detailed information on how to enter, view, and edit complaints.

Whether you are a complaint investigator or a caseworker who may be asked to provide case information to support a complaint investigation, you will need the information contained in this lesson to successfully accomplish your task.  

Learning Objectives

At the conclusion of this lesson, you should be able to:

· Describe the purpose and intent of the Complaint Resolution Tracking System (CRTS); as well as

· Use course materials as references to aid in logging complaints into the CRTS. 
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Lesson Five

The DCSS has developed a web

-

based Complaint 

Resolution Tracking System (CRTS) to collect, track and 

report complaint information from the LCSA.

The Department of Social Services, State Hearing Office 

uses the CRTS to view the resolution status of a complaint 

when a Custodial Party (CP) or Non

-

Custodial Parent (NCP) 

requests a State Hearing.

This new web

-

based system does not require any 

programming to the consortia.

Please click the 

Next

Next

button to continue to the next slide.

Purpose and Intent

CRTS


Background

The DCSS has developed a web-based Complaint Resolution Tracking System (CRTS) to collect, track and report complaint information from the LCSA.

The Department of Social Services, State Hearing Office uses the CRTS to view the resolution status of a complaint when a Custodial Party (CP) or Non-Custodial Parent (NCP) requests a State Hearing.

This new web-based system does not require any programming to the consortia.




[image: image4.wmf]State of California

Department of Child Support Services

Training & Procedures Unit  

©

2001

Back

Menu

Next

Complaint Resolution & State Hearing Training

Automated Tracking System

Automated Tracking System

Lesson Five

The Complaint Resolution 

Tracking System (CRTS) is a 

web

-

based application.

You access the application via 

the Internet by typing 

https://counties.dcss.ca.gov/ 

in the Address site field.

For the purpose of this 

training, the Address site has 

already been entered for you.

Click the 

Next

button to 

continue.

https://counties.dcss.ca.gov/

DCSS employees would enter the following web site address:

https://counties


Access

The Complaint Resolution Tracking System (CRTS) is a web-based application.

You access the application via the Internet by typing https://counties.dcss.ca.gov/ in the Address site field.

For the purpose of this training, the Address site has already been entered for you.

Click the Next button to continue.
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Upon accessing the CRTS 

website, you are asked to 

enter your User Name and 

Password. 

Click the Login button once 

you have entered this 

information.

Contact your supervisor if you 

need to establish a User 

Name and Password.

Click the 

Login

button to 

continue.

User Name Here

Password Here


Logging On

Upon accessing the CRTS website, you are asked to enter your User Name and Password. 

Click the Login button once you have entered this information.

Contact your supervisor if you need to establish a User Name and Password.

Click the Login button to continue.
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The DCSS County website 

Welcome or Home page is 

displayed and allows you to 

select from a list, the various 

web pages you can access.

For the purpose of this 

training, the DCSS Data 

Retrieval web page is the only 

selection available.

Click the 

DCSS Data 

Retrieval

hypertext link to 

continue.


Getting to the System

The DCSS County website Welcome or Home page is displayed and allows you to select from a list, the various web pages you can access.

For the purpose of this training, the DCSS Data Retrieval web page is the only selection available.

Click the DCSS Data Retrieval hypertext link to continue.
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The DCSS Data Retrieval web 

page is displayed and allows 

you to select from a list, the 

form of submission you want 

to complete.

For the purpose of this 

training, the form of 

submission is Complaint 

Resolution.

Notice your Name and County 

automatically populates in the 

beginning Welcome text.

Click the 

Complaint 

Resolution

hypertext link to 

continue.


Finding the Complaint Resolution Tracking System

The DCSS Data Retrieval web page is displayed and allows you to select from a list, the form of submission you want to complete.

For the purpose of this training, the form of submission is Complaint Resolution.

Notice your Name and County automatically populates in the beginning Welcome text.

Click the Complaint Resolution hypertext link to continue.
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The DCSS Complaint 

Resolution main page is 

displayed and allows you to 

choose the type of action you 

want to complete:

Enter Complaint Information, 

Inquire Complaint Information, 

or Edit Complaint Information.

Depending on your user 

capability and authorization 

level, you may not be able to 

access all of the listed actions.

Click the 

Enter Complaint 

Information

hypertext link to 

continue.


Selecting an Action

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

· Enter Complaint Information,

· Inquire Complaint Information

· Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.

Click the Enter Complaint Information hypertext link to continue.
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The DCSS Complaint 

Resolution data input web 

page is displayed and allows 

you to enter Header, 

Complainant, Complaint, 

Complainant Representative, 

Notice, and Resolution 

Information.

The Submitter, County, and 

Submit Date are automatically 

populated based on your user 

information and current date.

The data fields designated 

with blue text are required 

entries.

Click the 

Next

button to 

continue.


Data Input

The DCSS Complaint Resolution data input web page is displayed and allows you to enter Header, Complainant, Complaint, Complainant Representative, Notice, and Resolution Information.

Note:
The Submitter, County, and Submit Date are automatically populated based on your user information and current date.

The data fields designated with blue text are required entries.

Click the Next button to continue.
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07/06/2001

00129731

Header Information

The LCSA Date of Receipt 

field is used to enter the date 

the complaint was received 

whether it was lodged verbally 

or in writing.  The receipt date 

cannot be prior to 07/01/2001 

or later than the current date.

The Family Violence Indicator 

dropdown list allows you to 

select Yes or No to indicate 

the existence of a record of a 

family violence issue.

The LCSA Case Number field 

is used to enter the LCSA 

Case Number assigned to the 

case.

The Consortia dropdown list 

allows you to select the 

consortia type (i.e. ARS, 

KIDZ, STAR, etc.).

Click the 

Next

button to 

continue.


Entering Data

The LCSA Date of Receipt field is used to enter the date the complaint was received whether it was lodged verbally or in writing.  The receipt date cannot be prior to 07/01/2001 or later than the current date.

The Family Violence Indicator dropdown list allows you to select Yes or No to indicate the existence of a record of a family violence issue.

The LCSA Case Number field is used to enter the LCSA Case Number assigned to the case.

The Consortia dropdown list allows you to select the consortia type (i.e. ARS, KIDZ, STAR, etc.).

Click the Next button to continue
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Complainant Information

Enter the complainant’s entity 

and demographic information 

within the Complainant 

Information area.

Be sure all of the information 

is spelled correctly and the 

appropriate City and County 

are selected.

Notice the State is populated 

by default.  If Out of State, 

please enter city, county, and 

state in the Notes field.

The Complainant Type radio 

buttons allow you to choose 

Custodial, Non

-

Custodial, or 

Other (i.e. attorney or 

authorized representative).

Click the 

Next

button to 

continue.


Complainant Information

Enter the complainant’s entity and demographic information within the Complainant Information area.

Note:  Be sure all of the information is spelled correctly and the appropriate City and County are selected.

Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.

The Complainant Type radio buttons allow you to choose Custodial, Non-Custodial, or Other (i.e. attorney or authorized representative).

Click the Next button to continue.
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Complaint Information

Enter the Complaint 

Description, Type, Referred 

Date, Complaint Filed, and 

Notes within the Complaint 

Information area.

Up to five (5) Complaint Types 

can be selected from the 

dropdown lists. 

If the complaint is transferred 

to another county, you enter 

the date the form LCR004 is 

electronically mailed/faxed in 

the Referred Date field.

The Complaint Filed radio 

buttons allow you to choose 

Verbal or Written.

The Notes field allows you to 

enter additional pertinent 

freeform text.

Click the 

Next

button to 

continue.

If the Complaint Type is not 

one of the five (5) choices 

available in the dropdown 

lists, leave the field(s) blank 

and enter Complaint Type 

information in the Notes field.


Complaint Information

Enter the Complaint Description, Type, Referred Date, Complaint Filed, and Notes within the Complaint Information area.  Up to five Complaint Types can be selected from the dropdown lists.

Note:
If the Complaint Type is not one of the five (5) choices available in the dropdown lists, leave the field(s) blank and enter Complaint Type information in the Notes field.

If the complaint is transferred to another county, you enter the date the form LCR004 is electronically mailed/faxed in the Referred Date field.

The Complaint Filed radio buttons allow you to choose Verbal or Written.

The Notes field allows you to enter additional pertinent freeform text.

Click the Next button to continue.
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Complainant Representative 

Information

Enter the complainant’s 

representative (i.e. attorney or 

authorized representative) 

entity and demographic 

information within the 

Complainant Representative 

Information area.

Be sure all of the information 

is spelled correctly and the 

appropriate City is selected.

Notice the State is populated 

by default.  If Out of State, 

please enter city, county, and 

state in the Notes field.

Click the 

Next

button to 

continue.


Complainant Representative Information

Enter the complainant’s representative (i.e. attorney or authorized representative) entity and demographic information within the Complainant Representative Information area.

Be sure all of the information is spelled correctly and the appropriate City is selected.

Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.

Click the Next button to continue.
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Notice Information

Enter the date the “Complaint 

Acknowledgement,” form 

LCR002, was sent to the 

complainant and/or the 

complainant’s representative 

in the Acknowledgement Date 

field.

Enter the date the “Notice of 

Complaint Resolution,”  form 

LCR006, was sent to the 

complainant and/or the 

complainant’s representative 

in the Resolution Notice Date 

field.

Click the 

Next

button to 

continue.


Notice Information

· Enter the date the “Complaint Acknowledgement,” form LCR002, was sent to the complainant and/or the complainant’s representative in the Acknowledgement Date field.

· Enter the date the “Notice of Complaint Resolution,” form LCR006, was sent to the complainant and/or the complainant’s representative in the Resolution Notice Date field.

Click the Next button to continue.
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Resolution Information

Enter the complaint resolution 

information within the 

Resolution Information area.

Select the action from the 

Action Required dropdown 

list, enter a responsible party 

in the Responsible Party field, 

enter the end date in the 

Resolution End Date field, and 

select the resolution status 

from the Resolution Status 

dropdown list.

If applicable, select a county 

from the Transfer to County 

dropdown list and enter the 

date the transfer took place in 

the Transfer Date field.

Click the 

Next

button to 

continue.


Resolution Information

Enter the complaint resolution information within the Resolution Information area.

· Select the action from the Action Required dropdown list

· Enter a responsible party in the Responsible Party field

· Enter the end date in the Resolution End Date field

· Select the resolution status from the Resolution Status dropdown list.

· If applicable, select a county from the Transfer to County dropdown list and enter the date the transfer took place in the Transfer Date field.

Click the Next button to continue.
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Submit

Prior to clicking the Submit 

button at the bottom of the 

web page, double

-

check and 

edit the data you entered by 

scrolling up and down the 

page.

When you are ready to submit 

the information, click the 

Submit Info button.

Click the 

Submit Info

button to 

continue.


Submit

Prior to clicking the Submit button at the bottom of the web page, double-check and edit the data you entered by scrolling up and down the page.

When you are ready to submit the information, click the Submit Info button.

Click the Submit Info button to continue.
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Submission Confirmation

Here is your final chance to 

review and make any 

additions or changes to the 

data you have previously 

input.

Clicking Back to the previous 

web pages allows you to 

perform any necessary edits.

Click the 

Scroll Down Arrow

or 

Next

button to continue.


Submission Confirmation

Here is your final chance to review and make any additions or changes to the data you have previously input.

Clicking Back to the previous web pages allows you to perform any necessary edits.

Click the Scroll Down Arrow or Next button to continue.
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Submission Confirmation

(continued)

When the information is ready 

to submit to the Complaint 

Resolution Tracking System 

database, simply click the 

Confirm button.

IMPORTANT:  Remember 

once you click the Confirm 

button, you will not be able to 

perform any edits in the Enter 

Complaint Information mode.

Click the 

Confirm

button to 

continue.


Submission Confirmation

Here is your final chance to review and make any additions or changes to the data you have previously input.

Clicking Back to the previous web pages allows you to perform any necessary edits.

Click the Scroll Down Arrow or Next button to continue.
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The Complaint Resolution 

data is uploaded to the CRTS 

and the DCSS Complaint 

Resolution submission 

confirmation web page is 

displayed.

The first line of text thanks 

you and confirms your 

submission.  A Complaint ID 

is automatically assigned to 

the complaint.

You click the Complaint 

Resolution navigation 

hypertext link to enter another 

complaint.

Click the 

Complaint 

Resolution

navigation 

hypertext link to continue.


Submission Confirmation  (continued)

The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.

The first line of text thanks you and confirms your submission.  A Complaint ID is automatically assigned to the complaint.

Note:  You click the Complaint Resolution hypertext link to enter another complaint.

Click the Complaint Resolution navigation hypertext link to continue.
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The DCSS Complaint 

Resolution main page is 

displayed and allows you to 

choose the type of action you 

want to complete:

Enter Complaint Information, 

Inquire Complaint Information, 

or Edit Complaint Information.

Depending on your user 

capability and authorization 

level, you may not be able to 

access all of the listed actions.  

Click the 

Inquire Complaint 

Information

hypertext link to 

continue.


Back at the Main Page

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

· Enter Complaint Information

· Inquire Complaint Information

· Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  

Click the Inquire Complaint Information hypertext link to continue.
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The DCSS Complaint 

Resolution data input web 

page is displayed and allows 

you to search by Complaint ID 

or Complainant Name.

After the Complaint ID or 

Name is entered, click the 

Search button.

For the purpose of this 

training, let’s retrieve our 

previous entry by Complainant 

Name.  The name has been 

entered for you.

Click the 

Search

button to 

continue.


Searching the Database by Complainant Name

The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.

After the Complaint ID or Name is entered, click the Search button.

For the purpose of this training, let’s retrieve our previous entry by Complainant Name.  The name has been entered for you.

Click the Search button to continue.
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The DCSS Complaint 

Resolution search web page 

is displayed and allows you to 

select the appropriate case 

matched by Complaint ID.

This is where you can locate 

the Complaint ID for future 

reference.

Click the 

010100012

Complaint ID hypertext  to 

continue.


Searching the Database  (continued)

The DCSS Complaint Resolution search web page is displayed and allows you to select the appropriate case matched by Complaint ID.

Note:  This is where you can locate the Complaint ID for future reference.

Click the 010100012 Complaint ID hypertext  to continue.
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The DCSS Complaint 

Resolution view page is 

displayed and allows you to 

scroll up and down the page 

to locate case data 

information that was 

previously entered.

If edits are needed, the next 

level of authorization needs to 

be contacted to complete 

those edits.

To return to the previous web 

page, click the Back button on 

the browser. 

Click the 

Complaint 

Resolution

navigation 

hypertext link to continue.


Viewing Previous Entries/Records

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.

If edits are needed, the next level of authorization needs to be contacted to complete those edits.

To return to the previous web page, click the Back button on the browser. 

Click the Complaint Resolution navigation hypertext link to continue.
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The DCSS Complaint 

Resolution main page is 

displayed and allows you to 

choose the type of action you 

want to complete:

Enter Complaint Information, 

Inquire Complaint Information, 

or Edit Complaint Information.

Depending on your user 

capability and authorization 

level, you may not be able to 

access all of the listed actions.  

Click the 

Edit Complaint 

Information

hypertext link to 

continue.


Back to the Main Page

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

· Enter Complaint Information

· Inquire Complaint Information

· Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  

Click the Edit Complaint Information hypertext link to continue.
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The DCSS Complaint 

Resolution data input web 

page is displayed and allows 

you to search by Complaint ID 

or Complainant Name.

After the Complaint ID or 

Name is entered, click the 

Search button.

For the purpose of this 

training, let’s retrieve our 

previous entry by Complaint 

ID this time.  The Complaint 

ID has been entered for you. 

Click the 

Search

button to 

continue.


Searching by Complaint ID 

The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.

After the Complaint ID or Name is entered, click the Search button.

For the purpose of this training, let’s retrieve our previous entry by Complaint ID this time.  The Complaint ID has been entered for you. 

Click the Search button to continue.
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The DCSS Complaint 

Resolution view page is 

displayed and allows you to 

scroll up and down the page 

to locate case data 

information that was 

previously entered.

In addition to being able to 

add or edit the data, two new 

fields have been added within 

the Complaint Information 

area.  They are the 30

-

Day 

Extension checkbox and 

Notes fields.

Click the 

Scroll Down Arrow

or 

Next

button to continue.


The View Page

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.

In addition to being able to add or edit the data, two new fields have been added within the Complaint Information area.  They are the 30-Day Extension checkbox and Notes fields.

Click the Scroll Down Arrow or Next button to continue.
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The 30 Day Extension 

checkbox field allows 

authorized individuals to allow 

an additional 30 days to 

complete the Complaint 

Resolution process.

The Notes field allows you to 

input additional notes.

To return to the previous web 

page, you click the Back 

button on the browser. 

Click the 

Next

button to 

continue.


Logging Extensions

The 30 Day Extension checkbox field allows authorized individuals to allow an additional 30 days to complete the Complaint Resolution process.

The Notes field allows you to input additional notes.

To return to the previous web page, you click the Back button on the browser. 

Click the Next button to continue.
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When you are ready to submit 

the edited information, click 

the Submit Info button.

Click the 

Submit Info

button to 

continue.


Submitting Data

When you are ready to submit the edited information, click the Submit Info button.

Click the Submit Info button to continue.
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The DCSS Complaint 

Resolution view page is 

displayed and allows you to 

scroll up and down the page 

to locate case data 

information that was 

previously entered.

Click the 

Scroll Down Arrow

or 

Next

button to continue.


The View Page

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.

Click the Scroll Down Arrow or Next button to continue.
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When the information is ready 

to submit to the Complaint 

Resolution Tracking System 

database, click the Confirm 

button.

Click the 

Confirm

button to 

continue.


Confirming a Submission

When the information is ready to submit to the Complaint Resolution Tracking System database, click the Confirm button.

Click the Confirm button to continue.
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The Complaint Resolution 

data is uploaded to the CRTS 

and the DCSS Complaint 

Resolution submission 

confirmation web page is 

displayed.

The first line of text thanks 

you and confirms your 

submission.

Click the 

Complaint 

Resolution

navigation 

hypertext link to continue.


Confirming a Submission  (continued)

The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.

The first line of text thanks you and confirms your submission.

Click the Complaint Resolution navigation hypertext link to continue.
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This concludes the Automated 

Tracking System training.
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Conclusion

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete.

This concludes the Automated Tracking System training.

Click the Next button to continue.
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Lesson Five Review

This concludes Lesson Five.  You should now be able to:

Lesson Five

Please click the 

Next

Next

button to continue to the next lesson.

•

Describe the purpose and intent of the Complaint Resolution Tr

acking System (CRTS).

•

Use course materials as references to aid in logging complaint

s into the CRTS.

We would appreciate you taking the time to 

complete the course evaluation form.  

Your responses on this form help us ensure 

we are designing and maintaining training 

materials that best meet your needs. 

Thank you.


This concludes Lesson Five.  You should now be able to:

· Describe the purpose of the Complaint Resolution Tracking System (CRTS), as well as

· Use course materials as references to aid in logging complaints into the CRTS.

We would appreciate you taking the time to complete the course evaluation form.  Your responses on this form help us ensure we are designing and maintaining training materials that best meet your needs.

Thank you.
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	Course Evaluation: Lesson Five - Complaint Resolution Tracking System (CRTS)

	 
	 
	 
	 
	 
	 
	 
	 

	
 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	BACKGROUND INFORMATION
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	1
	General classification (circle one)
	 
	Executive
	Admin Staff
	Support Staff
	Temp Help
	Analyst

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	Admin
	Support Staff
	 
	Staff Services

	 
	 
	 
	 
	Supv/Mgrs
	Supv/Mgrs
	 
	Supv/Mgr

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	Attorney
	Legal Support
	Investigator
	Caseworker
	IT Staff

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Attorney
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	Supv/Mgrs
	Supv/Mgrs
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	2
	General location (circle one)
	 
	DCSS
	LCSA
	SHO
	Other
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	3
	Delivery method used (circle all that apply)
	 
	CD-ROM
	Local Network
	Video
	Group
	 

	 
	 
	 
	Internet
	 
	 
	Individual
	 

	 
	 
	 
	
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	4
	Learning style preference (circle all that apply)
	 
	Individual
	Visual
	Sensory
	Auditory
	 

	 
	 
	 
	Group
	 
	(Hands-On)
	(Listening)
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Video
	Traditional
	Exercise
	Self-Paced
	 

	 
	 
	 
	Conference
	Lecture
	Workshop
	Workbook
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	
	Video-Based
	Computer Based
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	COURSE CONTENT, UTILITY, DELIVERY
	 
	Excellent
	Good
	Fair
	Poor
	 

	 
	 
	 
	 
	 
	 
	 
	 

	1
	Flow of information in the course.
	 
	 
	 
	 
	 
	 

	2
	Pace of the course.
	 
	 
	 
	 
	 
	 

	3
	Complexity of material.
	 
	 
	 
	 
	 
	 

	
	(Learnable=excellent; Too complex=poor)
	 
	
	
	
	
	 

	4
	Quality of content.
	 
	 
	 
	 
	 
	 

	
	(Stimulating=excellent; Boring=poor)
	 
	
	
	
	
	 

	5
	Quality of narration.
	 
	 
	 
	 
	 
	 

	
	(Stimulating=excellent; Boring=poor) 
	 
	
	
	
	
	 

	6
	Quality of visual presentation.
	 
	 
	 
	 
	 
	 

	
	(Stimulating=excellent; Boring=poor) 
	 
	
	
	
	
	 

	7
	Quality of Student Toolbook.
	 
	 
	 
	 
	 
	 

	8
	Overall learning experience.
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	2
	1
	 

	 
	Lesson Five
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	Knowledge of the access permissions process for the Complaint Resolution Tracking System (CRTS).
	 
	 
	 
	 
	 
	 

	 
	Ability to recognize the screens located in the CRTS.
	 
	 
	 
	 
	 
	 

	 
	Ability to navigate within the CRTS.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 





Prior to beginning your training, you should have received a packet of information that includes:





�	A presentation guide for Lesson Five.  This guide provides a copy of each slide in the presentation and narrative that is an exact duplicate of the audio component of the presentation for Lesson Five.





�	A Lesson Five Course Evaluation








These materials can and should be used as reference documents for  quick referral on-the-job as you begin to work with these new processes.
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Please use the space below to provide any additional comments you feel will be helpful to us.�Thank You.





Your responses to the following questions will help us assess the extent to which the current course format provided information you will retain over time and be able to apply on the job.�
                                                                        Rating Scale:�
4:  I achieved this objective and am confident that I can apply this on the job.�
3:  I believe I achieved this objective and am somewhat confident that I can apply it on the job.�
2:  I am familiar with the subject of the objective now, but will probably need some assisance to apply it on �
     the job.�
1:  I did not retain this information well and doubt I will be able to apply it on the job without assistance.�
�






This evaluation form will help the Department of Child Support Services assess your immediate reaction ot the course you have just completed.  Your honest responses will be applied to ensure the highest degree of quality in the child support training curriculum and our responsiveness to your needs.
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Lesson Five

The DCSS Complaint Resolution data input web page is displayed and allows you to enter Header, Complainant, Complaint, Complainant Representative, Notice, and Resolution Information.

The Submitter, County, and Submit Date are automatically populated based on your user information and current date.

The data fields designated with blue text are required entries.



Click the Next button to continue.



The DCSS Complaint Resolution data input web page is displayed and allows you to enter Header, Complainant, Complaint, Complainant Representative, Notice, and Resolution Information.



The Submitter, County, and Submit Date are automatically populated based on your user information and current date.



The data fields designated with blue text are required entries.



Click the Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Submission Confirmation

Here is your final chance to review and make any additions or changes to the data you have previously input.

Clicking Back to the previous web pages allows you to perform any necessary edits.



Click the Scroll Down Arrow or Next button to continue.



Submission Confirmation



Here is your final chance to review and make any additions or changes to the data you have previously input.



Clicking Back to the previous web pages allows you to perform any necessary edits.



Click the Scroll Down Arrow or Next button to continue.
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Download Complaint
Resolution Training

Frequently Asked
Questions

LCSA Date of Receipt: Family Violence Indicator: Yes
Change Password
LCSA Case Numbs Consortia: KIDZ
Contactus — 5
Complainant Information
Logout
foadt Last Name: Johnson First Name: Franklin L
Middle Initial: O
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A

Telephane Number: (510)453-2222

Type: Custodial € NonCustodial & Other ¢

Complaint Information

Complaint Description: Mr. Tohnson claims is not satisfied with the actions on this case.

a: Customer Service - Received poor service from county
4b: CollyDisb - Paymentfaccount issue
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.

After the Complaint ID or Name is entered, click the Search button.

For the purpose of this training, let’s retrieve our previous entry by Complainant Name.  The name has been entered for you.



Click the Search button to continue.



The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.



After the Complaint ID or Name is entered, click the Search button.



For the purpose of this training, let’s retrieve our previous entry by Complainant Name.  The name has been entered for you.



Click the Search button to continue.
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Change Password

Contact Us Search By Complainant Nam
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©2000 State of Califomis. Gray Davis, Govemor.

&0 e




w Favortes Took Help

=181

| wosk - 5 - @ ) 4| Qesch Cilravorkes (ristry | Bye S

| ress [ €1 tgsicoumies s cogort

AT

@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.

After the Complaint ID or Name is entered, click the Search button.

For the purpose of this training, let’s retrieve our previous entry by Complaint ID this time.  The Complaint ID has been entered for you. 



Click the Search button to continue.



The DCSS Complaint Resolution data input web page is displayed and allows you to search by Complaint ID or Complainant Name.



After the Complaint ID or Name is entered, click the Search button.



For the purpose of this training, let’s retrieve our previous entry by Complaint ID this time.  The Complaint ID has been entered for you. 



Click the Search button to continue.





Slide Properties:

		Audio (optional)

		Navigational buttons (Back and Menu) are activated on this slide

		User action(s) required to advance to the next slide









3 Welcome to Department of Child Support Servi rosoft Internet Explorer

| ok - > - @ B G| Qseorch (ravaries ity | By & [ -

e [T mpu72.17.50. 100200t etrevalf sy tosp

California Home

Welcometc

DCSS County Website
DCSS Data Retrieval
Complaint Resolution

Complaint Resolution
Training

Download Complaint
Resolution Training

Frequently Asked
Questions

Change Password

ContactUs

Log out

[Flex gritad
Y

PoviR

Friday, Jy

California Department of
7 Child Support Services (i 11T

Test Updater from Alameda, please search by Complaint ID or Complainant
Name:

Search By Complaint ID:

Please erter Complaint/D 010100012 Search
Search By Complainant Name:

Please Enter Last Name

And First Name ~ Searh

©2000 State of Califomis. Gray Davis, Govemor.

&0

[ @ mtemet




w Favortes Took Help

=181

| wosk - 5 - @ ) 4| Qesch Cilravorkes (ristry | Bye S

| ress [ €1 tgsicoumies s cogort

AT

@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.



Click the Scroll Down Arrow or Next button to continue.



The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.



Click the Scroll Down Arrow or Next button to continue.
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e Header Information
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Questions Submiteer: Tester County: Alameda L
Change Password Submit Date: 7/6/2001
Contact Us Famly
Gl LCSADate of
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.

The first line of text thanks you and confirms your submission.



Click the Complaint Resolution navigation hypertext link to continue.



The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.



The first line of text thanks you and confirms your submission.



Click the Complaint Resolution navigation hypertext link to continue.
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Training
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ﬁ LCSA Date of Receipt: 7/6/2001 Family Violence Yes
oy LCSA Case Nunber: 00129731 Dz
Tiex Fr Last Name: Johnson First Name: Franklin
g Middle Intial: O
P
[ OWER Address: 123 Complainant Street
City: Alameda County: 01 : Alameda
Stae: CA
Zip Code: 34605
Email Address: Fiohnson@yahoo.com Telephone Nunber: (510)453-2222
FaxNunber: (510)453-2223
Type: Custodial Non-Custodial & Other

Complaint Information
Complaint Description: Mr. Tohnson claims is not satisfied with the actions on this case.

Complaint Type: 62 : Customer Service - Received poor service ffom county
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete.

This concludes the Automated Tracking System training.



Click the Next button to continue.



The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete.



This concludes the Automated Tracking System training.



Click the Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five Review

This concludes Lesson Five.  You should now be able to:

Lesson Five

Please click the Next button to continue to the next lesson.

		  Describe the purpose and intent of the Complaint Resolution Tracking System (CRTS).

		  Use course materials as references to aid in logging complaints into the CRTS.



We would appreciate you taking the time to complete the course evaluation form.  

Your responses on this form help us ensure we are designing and maintaining training materials that best meet your needs. 

Thank you.



This concludes Lesson Five.  You should now be able to:

 

		Describe the purpose of the Complaint Resolution Tracking System (CRTS), as well as



 

		Use course materials as references to aid in logging complaints into the CRTS.



  

 

We would appreciate you taking the time to complete the course evaluation form.  Your responses on this form help us ensure we are designing and maintaining training materials that best meet your needs.

 

Thank you.



 

Slide Properties:

		Audio (optional)

		Navigational buttons (Back, Menu and Next) are activated on this slide

		User action(s) required to advance to the next slide
















_1059381971.ppt
Back

Menu

Next

Complaint Resolution & State Hearing Training



Automated Tracking System

Lesson Five

When the information is ready to submit to the Complaint Resolution Tracking System database, click the Confirm button.



Click the Confirm button to continue.



When the information is ready to submit to the Complaint Resolution Tracking System database, click the Confirm button.



Click the Confirm button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The 30 Day Extension checkbox field allows authorized individuals to allow an additional 30 days to complete the Complaint Resolution process.

The Notes field allows you to input additional notes.

To return to the previous web page, you click the Back button on the browser. 



Click the Next button to continue.



The 30 Day Extension checkbox field allows authorized individuals to allow an additional 30 days to complete the Complaint Resolution process.



The Notes field allows you to input additional notes.



To return to the previous web page, you click the Back button on the browser. 



Click the Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

When you are ready to submit the edited information, click the Submit Info button.



Click the Submit Info button to continue.



When you are ready to submit the edited information, click the Submit Info button.



Click the Submit Info button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.

In addition to being able to add or edit the data, two new fields have been added within the Complaint Information area.  They are the 30-Day Extension checkbox and Notes fields.



Click the Scroll Down Arrow or Next button to continue.



The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.



In addition to being able to add or edit the data, two new fields have been added within the Complaint Information area.  They are the 30-Day Extension checkbox and Notes fields.



Click the Scroll Down Arrow or Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.

If edits are needed, the next level of authorization needs to be contacted to complete those edits.

To return to the previous web page, click the Back button on the browser. 



Click the Complaint Resolution navigation hypertext link to continue.



The DCSS Complaint Resolution view page is displayed and allows you to scroll up and down the page to locate case data information that was previously entered.



If edits are needed, the next level of authorization needs to be contacted to complete those edits.



To return to the previous web page, click the Back button on the browser. 



Click the Complaint Resolution navigation hypertext link to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

Enter Complaint Information, Inquire Complaint Information, or Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  



Click the Edit Complaint Information hypertext link to continue.



The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:



Enter Complaint Information, Inquire Complaint Information, or Edit Complaint Information.



Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  



Click the Edit Complaint Information hypertext link to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution search web page is displayed and allows you to select the appropriate case matched by Complaint ID.

This is where you can locate the Complaint ID for future reference.



Click the 010100012 Complaint ID hypertext  to continue.



The DCSS Complaint Resolution search web page is displayed and allows you to select the appropriate case matched by Complaint ID.



This is where you can locate the Complaint ID for future reference.



Click the 010100012 Complaint ID hypertext  to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.

The first line of text thanks you and confirms your submission.  A Complaint ID is automatically assigned to the complaint.

You click the Complaint Resolution navigation hypertext link to enter another complaint.



Click the Complaint Resolution navigation hypertext link to continue.



The Complaint Resolution data is uploaded to the CRTS and the DCSS Complaint Resolution submission confirmation web page is displayed.



The first line of text thanks you and confirms your submission.  A Complaint ID is automatically assigned to the complaint.



You click the Complaint Resolution hypertext link to enter another complaint.



Click the Complaint Resolution navigation hypertext link to continue.
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Training
Resolution Training Complaint ID: 010100012
Frequently Asked Submitier: Tester County: Alameda
i% . Submit Date: 07/06/2001
ﬁ LCSA Date of Receipt: 7/6/2001 Family Violence Yes
oy LCSA Case Nunber: 00129731 Dz
Tiex Fr Last Name: Johnson First Name: Franklin
g Middle Intial: O
P
[ OWER Address: 123 Complainant Street
City: Alameda County: 01 : Alameda
Stae: CA
Zip Code: 34605
Email Address: Fiohnson@yahoo.com Telephone Nunber: (510)453-2222
FaxNunber: (510)453-2223
Type: Custodial Non-Custodial & Other

Complaint Information
Complaint Description: Mr. Tohnson claims is not satisfied with the actions on this case.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

Enter Complaint Information, Inquire Complaint Information, or Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  



Click the Inquire Complaint Information hypertext link to continue.



The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:



Enter Complaint Information, Inquire Complaint Information, or Edit Complaint Information.



Depending on your user capability and authorization level, you may not be able to access all of the listed actions.  



Click the Inquire Complaint Information hypertext link to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Submission Confirmation

(continued)

When the information is ready to submit to the Complaint Resolution Tracking System database, simply click the Confirm button.

IMPORTANT:  Remember once you click the Confirm button, you will not be able to perform any edits in the Enter Complaint Information mode.



Click the Confirm button to continue.



Submission Confirmation



Here is your final chance to review and make any additions or changes to the data you have previously input.



Clicking Back to the previous web pages allows you to perform any necessary edits.



Click the Scroll Down Arrow or Next button to continue.
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Acknovledgement 711712001 Resolution Notice Date: 8/27/2001

Resolution Information
Action Required: 3 : Filing Complaint

Responsible Party: Janice Sith
Resolution End Date: 9/1/2001

Resolution Status: 1 : Being Reviewed
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

Complainant Representative Information

Enter the complainant’s representative (i.e. attorney or authorized representative) entity and demographic information within the Complainant Representative Information area.

Be sure all of the information is spelled correctly and the appropriate City is selected.

Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.



Click the Next button to continue.



Complainant Representative Information



Enter the complainant’s representative (i.e. attorney or authorized representative) entity and demographic information within the Complainant Representative Information area.



Be sure all of the information is spelled correctly and the appropriate City is selected.



Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.



Click the Next button to continue.





Slide Properties:

		Audio (optional)

		Navigational buttons (Back, Menu and Next) are activated on this slide

		User action(s) required to advance to the next slide









rosoft Internet Explorer

=181

| wosck - 5 - @ ) 4| Qesch Clrvorkes (Bristory | E5- b A - =)

e [T mp72.17.50 100200t strivals sounty_manslass

AT

Complaint Information

Complaint
Description

[Mr. Johnson claims is not satisfied with the actions on this case.

Conplaint Type [6a : Customer Service - Received paor service from county

[0 Coll/Dish - Payment/account issue

[4e = Call/Dish - Inappropriate calculations of anearages

[B : CPINCP does not understand county's response to their issues

Ll L 1 e e

[a : Creditreporting

Referred Date [08/22/2001

Complaint Filed: Verhal & Writien

[fou can sad saditional percinent vext here. H

Complainant Representative Information
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e
o [
e
e e [
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Action Required [[Select Action] ~]  Responsible Party
Resolution End [
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Complaint Information

Complaint
Description

[Mr. Johnson claims is not satisfied with the actions on this case.

Conplaint Type [6a : Customer Service - Received paor service from county

[0 Coll/Dish - Payment/account issue

[4e = Call/Dish - Inappropriate calculations of anearages

[B : CPINCP does not understand county's response to their issues

Ll L 1 e e

[a : Creditreporting

Referred Date [08/22/2001

Complaint Filed: Verhal & Writien

[fou can sad saditional percinent vext here. H

LastName [Compos FirstName [Stacey |
widde ol [T
Address [123 Representative Way |
city[Alameds 7] State: C4
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N [(610) 4531212

e e [
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Resolution Information

Enter the complaint resolution information within the Resolution Information area.

Select the action from the Action Required dropdown list, enter a responsible party in the Responsible Party field, enter the end date in the Resolution End Date field, and select the resolution status from the Resolution Status dropdown list.

If applicable, select a county from the Transfer to County dropdown list and enter the date the transfer took place in the Transfer Date field.



Click the Next button to continue.



Resolution Information



Enter the complaint resolution information within the Resolution Information area.



Select the action from the Action Required dropdown list, enter a responsible party in the Responsible Party field, enter the end date in the Resolution End Date field, and select the resolution status from the Resolution Status dropdown list.



If applicable, select a county from the Transfer to County dropdown list and enter the date the transfer took place in the Transfer Date field.



Click the Next button to continue.
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Complaint Filed: Verhal & Writien

[Tou can aad additional pertinent text here.
Notes:

Complainant Representative Information

Last Name [Campos First Name [Stacey

it i [
[ | Sit: CA
i Cote [p55
Tolphone

N [(610) 4531212

Notice Information
Acknowledgement

ot 71772001 Resolution Netice [o5 5772001

Date

Resolution Information
<] Responsile Party

Action Required [[Select Acion]

Resolution End
Date

Resolution Status [[Select Status] [~

T“"csf'“:‘z [Select Caurty] <

Submit Info
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Complaint Filed: Verhal & Writien

[Tou can aad additional pertinent text here.
Notes:

Complainant Representative Information

Last Name [Campos First Name [Stacey

it i [
[ | Sit: CA
i Cote [p55
Tolphone

N [(610) 4531212

Notice Information
Acknowledgement

ot 71772001 Resolution Netice [o5 5772001

Date

Resolution Information

Action Required [3 - Filng Complaint =] Responsible Party Janice Srmith

Resolution End
Date |0%/0172001

Resolution Status [T : Being Reviewed =

T“"csf'“:‘z [Select Caurty] <

Submit Info
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

Submit

Prior to clicking the Submit button at the bottom of the web page, double-check and edit the data you entered by scrolling up and down the page.

When you are ready to submit the information, click the Submit Info button.



Click the Submit Info button to continue.



Submit



Prior to clicking the Submit button at the bottom of the web page, double-check and edit the data you entered by scrolling up and down the page.



When you are ready to submit the information, click the Submit Info button.



Click the Submit Info button to continue.
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Complaint Filed: Verhal & Writien

[Tou can aad additional pertinent text here.
Notes:

Complainant Representative Information

Last Name [Campos First Name [Stacey
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[ | Sit: CA
i Cote [p55
Tolphone

N [(610) 4531212

Notice Information
Acknowledgement

ot 71772001 Resolution Netice [o5 5772001

Date

Resolution Information

Action Required [3 - Filng Complaint =] Responsible Party Janice Srmith

Resolution End
Date |0%/0172001

Resolution Status [T : Being Reviewed =

T“"csf'“:‘z [Select Caurty] <

Submit Info
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Notice Information

Enter the date the “Complaint Acknowledgement,” form LCR002, was sent to the complainant and/or the complainant’s representative in the Acknowledgement Date field.

Enter the date the “Notice of Complaint Resolution,”  form LCR006, was sent to the complainant and/or the complainant’s representative in the Resolution Notice Date field.



Click the Next button to continue.



Notice Information



Enter the date the “Complaint Acknowledgement,” form LCR002, was sent to the complainant and/or the complainant’s representative in the Acknowledgement Date field.



Enter the date the “Notice of Complaint Resolution,” form LCR006, was sent to the complainant and/or the complainant’s representative in the Resolution Notice Date field.



Click the Next button to continue.
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Complaint Information

Complaint
Description

[Mr. Johnson claims is not satisfied with the actions on this case.

Conplaint Type [6a : Customer Service - Received paor service from county

[0 Coll/Dish - Payment/account issue

[4e = Call/Dish - Inappropriate calculations of anearages

[B : CPINCP does not understand county's response to their issues

Ll L 1 e e

[a : Creditreporting

Referred Date [08/22/2001

Complaint Filed: Verhal & Writien

[fou can sad saditional percinent vext here. H

LastName [Compos FirstName [Stacey |
widde ol [T
Address [123 Representative Way |
city[Alameds 7] State: C4
2 ot [0

Telephane -
Namber |610) 453-1212]
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Resolution Information

Action Required [[Select Action] ~]  Responsible Party
Resolution End [
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Complaint Information

Complaint
Description

[Mr. Johnson claims is not satisfied with the actions on this case.

Conplaint Type [6a : Customer Service - Received paor service from county

[0 Coll/Dish - Payment/account issue

[4e = Call/Dish - Inappropriate calculations of anearages

[B : CPINCP does not understand county's response to their issues

Ll L 1 e e

[a : Creditreporting

Referred Date [08/22/2001

Complaint Filed: Verhal & Writien

[fou can sad saditional percinent vext here. H

LastName [Compos FirstName [Stacey |
widde ol [T
Address [123 Representative Way |
city[Alameds 7] State: C4
2 ot [0

Telephone ~
N [(610) 4531212

P e e
dee Date 07/17/2001 Date 08/27/2001
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Complainant Information

Enter the complainant’s entity and demographic information within the Complainant Information area.

Be sure all of the information is spelled correctly and the appropriate City and County are selected.

Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.

The Complainant Type radio buttons allow you to choose Custodial, Non-Custodial, or Other (i.e. attorney or authorized representative).



Click the Next button to continue.



Complainant Information



Enter the complainant’s entity and demographic information within the Complainant Information area.



Be sure all of the information is spelled correctly and the appropriate City and County are selected.



Notice the State is populated by default.  If Out of State, please enter city, county, and state in the Notes field.



The Complainant Type radio buttons allow you to choose Custodial, Non-Custodial, or Other (i.e. attorney or authorized representative).



Click the Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Complaint Information

Enter the Complaint Description, Type, Referred Date, Complaint Filed, and Notes within the Complaint Information area.

Up to five (5) Complaint Types can be selected from the dropdown lists.  

If the complaint is transferred to another county, you enter the date the form LCR004 is electronically mailed/faxed in the Referred Date field.

The Complaint Filed radio buttons allow you to choose Verbal or Written.

The Notes field allows you to enter additional pertinent freeform text.



Click the Next button to continue.

If the Complaint Type is not one of the five (5) choices available in the dropdown lists, leave the field(s) blank and enter Complaint Type information in the Notes field.



Complaint Information



Enter the Complaint Description, Type, Referred Date, Complaint Filed, and Notes within the Complaint Information area.



Up to five Complaint Types can be selected from the dropdown lists.



If the Complaint Type is not one of the five (5) choices available in the dropdown lists, leave the field(s) blank and enter Complaint Type information in the Notes field.



If the complaint is transferred to another county, you enter the date the form LCR004 is electronically mailed/faxed in the Referred Date field.



The Complaint Filed radio buttons allow you to choose Verbal or Written.



The Notes field allows you to enter additional pertinent freeform text.



Click the Next button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer

2]

[ @ mtemet











_1059381908.ppt
Back

Menu

Next

Complaint Resolution & State Hearing Training
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Lesson Five

07/06/2001

00129731

Header Information

The LCSA Date of Receipt field is used to enter the date the complaint was received whether it was lodged verbally or in writing.  The receipt date cannot be prior to 07/01/2001 or later than the current date.

The Family Violence Indicator dropdown list allows you to select Yes or No to indicate the existence of a record of a family violence issue.

The LCSA Case Number field is used to enter the LCSA Case Number assigned to the case.

The Consortia dropdown list allows you to select the consortia type (i.e. ARS, KIDZ, STAR, etc.).



Click the Next button to continue.



Header Information



The LCSA Date of Receipt field is used to enter the date the complaint was received whether it was lodged verbally or in writing.  The receipt date cannot be prior to 07/01/2001 or later than the current date.



The Family Violence Indicator dropdown list allows you to select Yes or No to indicate the existence of a record of a family violence issue.



The LCSA Case Number field is used to enter the LCSA Case Number assigned to the case.



The Consortia dropdown list allows you to select the consortia type (i.e. ARS, KIDZ, STAR, etc.).



Click the Next button to continue
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

Upon accessing the CRTS website, you are asked to enter your User Name and Password. 

Click the Login button once you have entered this information.

Contact your supervisor if you need to establish a User Name and Password.



Click the Login button to continue.

User Name Here

Password Here



Upon accessing the CRTS website, you are asked to enter your User Name and Password. 



Click the Login button once you have entered this information.



Contact your supervisor if you need to establish a User Name and Password.



Click the Login button to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The DCSS Data Retrieval web page is displayed and allows you to select from a list, the form of submission you want to complete.

For the purpose of this training, the form of submission is Complaint Resolution.

Notice your Name and County automatically populates in the beginning Welcome text.



Click the Complaint Resolution hypertext link to continue.



The DCSS Data Retrieval web page is displayed and allows you to select from a list, the form of submission you want to complete.



For the purpose of this training, the form of submission is Complaint Resolution.



Notice your Name and County automatically populates in the beginning Welcome text.



Click the Complaint Resolution hypertext link to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Automated Tracking System

Lesson Five

The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:

Enter Complaint Information, Inquire Complaint Information, or Edit Complaint Information.

Depending on your user capability and authorization level, you may not be able to access all of the listed actions.



Click the Enter Complaint Information hypertext link to continue.



The DCSS Complaint Resolution main page is displayed and allows you to choose the type of action you want to complete:



Enter Complaint Information,

Inquire Complaint Information,

or Edit Complaint Information.



Depending on your user capability and authorization level, you may not be able to access all of the listed actions.



Click the Enter Complaint Information hypertext link to continue.
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@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer
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Lesson Five

The DCSS County website Welcome or Home page is displayed and allows you to select from a list, the various web pages you can access.

For the purpose of this training, the DCSS Data Retrieval web page is the only selection available.



Click the DCSS Data Retrieval hypertext link to continue.



The DCSS County website Welcome or Home page is displayed and allows you to select from a list, the various web pages you can access.



For the purpose of this training, the DCSS Data Retrieval web page is the only selection available.



Click the DCSS Data Retrieval hypertext link to continue.





Slide Properties:

		Audio (optional)

		Navigational buttons (Back and Menu) are activated on this slide

		User action(s) required to advance to the next slide









Tools Help

| wosk - 5 - @ ) 4| Qesch Cilravorkes (ristry | Bye S

| adtess [T miize. 1750, 100200t o

DCSS Public Website

DCSS County Website
DCSS Data Rets

This website is exclusively used for courtiss

Frequently Asked inthe State o Calforria. This is not  public

Questions
Change Password

Contactus [weicome ]

Log out

 DCSS Data Retreval
The Department of Chid Support Services (DCSS) Data Retreval Webste gives courties th abilty o subit
resuested information such e Complsint Resalton nfa, CSBDICSE20 info, and CS16/CS157 inf.

2000 State of Calfomia. Gray Davis, Govemor.

&0 e




w Favortes Took Help

=181

| wosk - 5 - @ ) 4| Qesch Cilravorkes (ristry | Bye S

| ress [ €1 tgsicoumies s cogort

AT

@ The page cannot be displayed

The page you are looking for is currently unavailable. The Web
site might be experiencing technical difficuties, or you may need
to adjust your browser settings.

Please try the following

« Click the [Z] Refresh button, or try again later.

« If you typed the page address in the Address bar, make
sure that it is spelled correctly

« Ta check your cannection settings, dlick the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
pravided by your lacal area netwark (LAN) administrator or
Internet service provider (ISP).

« If your Netwark Administrator has enabled it, Microsoft
Windows can examine your network and automatically
discover netwark connection settings.

If you would like Windows to try and discover them,
dlick @ Detect Network Seffings

« Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strenath security you have installed.

© If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and
then click Internet Options. on the Advanced tab, scroll
ta the Security section and check settings for SSL 2.0, SSL
3.0,TLS 1.0, PCT 1.0,

« Click the ® Back button to try another link.

Cannot find server or DNS Errar
Internet Explorer

2]

[ @ mtemet











_1059381887.ppt
Back

Menu

Next

Complaint Resolution & State Hearing Training



Automated Tracking System

Lesson Five

The DCSS has developed a web-based Complaint Resolution Tracking System (CRTS) to collect, track and report complaint information from the LCSA.

The Department of Social Services, State Hearing Office uses the CRTS to view the resolution status of a complaint when a Custodial Party (CP) or Non-Custodial Parent (NCP) requests a State Hearing.

This new web-based system does not require any programming to the consortia.

Please click the Next button to continue to the next slide.

Purpose and Intent

CRTS



The DCSS has developed a web-based Complaint Resolution Tracking System (CRTS) to collect, track and report complaint information from the LCSA.



The Department of Social Services, State Hearing Office uses the CRTS to view the resolution status of a complaint when a Custodial Party (CP) or Non-Custodial Parent (NCP) requests a State Hearing.



This new web-based system does not require any programming to the consortia.
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Automated Tracking System

Lesson Five

The Complaint Resolution Tracking System (CRTS) is a web-based application.

You access the application via the Internet by typing https://counties.dcss.ca.gov/ in the Address site field. 

For the purpose of this training, the Address site has already been entered for you.



Click the Next button to continue.

https://counties.dcss.ca.gov/

DCSS employees would enter the following web site address:

https://counties



The Complaint Resolution Tracking System (CRTS) is a web-based application.



You access the application via the Internet by typing https://counties.dcss.ca.gov/ in the Address site field.



For the purpose of this training, the Address site has already been entered for you.



Click the Next button to continue.





Slide Properties:

		Audio (optional)

		Navigational buttons (Back, Menu and Next) are activated on this slide

		User action(s) required to advance to the next slide









=181

I |

| oo - > - @ B | @seorsn Carovortes Brisory | - & [ - (=]

| acres [ epsifcounis dcs-cogort =] @ |Juns
=l

] Done [ [ 4 ntemet











_1059381885.ppt
Back

Menu

Next

Complaint Resolution & State Hearing Training



Automated Tracking System

Lesson Five

The new automated Complaint Resolution Tracking System

Please click the Next button to continue to the next slide.

		  Describe the purpose and intent of the Complaint Resolution Tracking System (CRTS).

		  Use course materials as references to aid in logging complaints into the CRTS.



Learning Objectives

At the conclusion of this lesson, you should be able to:

C

R

T

S

CRTS



You are now beginning Lesson Five, Automated Tracking System.  This lesson introduces the new automated Complaint Resolution Tracking System (CRTS) and provides detailed information on how to enter, view, and edit complaints.

 

Whether you are a complaint investigator or a caseworker who may be asked to provide case information to support a complaint investigation, you will need the information contained in this lesson to successfully accomplish your task.  



Learning Objectives

 

At the conclusion of this lesson, you should be able to:



		Describe the purpose and intent of the Complaint Resolution Tracking System (CRTS), as well as



	

		Use course materials as references to aid in logging complaints into the CRTS. 
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