TabE Steps for RES/REA-EUC

ADDING ISSUE/STOP

1. Log in to TabE. The address is http://okclaims.oesc.state.ok.us/okcallcenter/userlogin.aspx
a. Your username and password is the same as what you use for Glink.

2. Enter the claimant’s SSN and click Continue.

3. Select the effective date for the claim. This can be found by looking at the Service Record Inquiry in the ES EUC REA MENU in Glink.

4. Click the Claim Inquiry button (third row, second button).

5. Make sure the claim you are looking at is for extended benefits (under “Claim Info,” middle column, fourth row).

6. Click Main Menu to go back to the Additional Functions & Inquiry page.

7. To enter an issue/stop, click the Fact Finding Required button.

8. From the Claimant History screen, you can see previous issues entered by selecting from the History drop-down or you can enter a new issue.

9. To enter a new issue, click the EREA link in the left-hand column to see the No Show, Worksearch, and Requirements options.

10. Click the appropriate issue (it will look like it’s not a link but click on the words anyways) and follow these steps.

a. No Show (2203)
i. For use when claimant fails to show up for scheduled orientation. 
ii. Enter EREA in “Claimant was scheduled for a (group)” field.
iii. Enter the date of the scheduled orientation in mm/dd/yy format.
iv. Enter the time of the scheduled orientation.
v. Click Add Comments box to add any pertinent comments such as “Claimant called after scheduled orientation to say they forgot and will come to office tomorrow to complete requirements.”
vi. Click the Add Contacts box to enter the following information:
1. Date and Time – enter date and time you enter the statement
2. Interviewer Name – enter your name
vii.  DO NOT enter any information in Internal Comments.
viii. Click the Update, Add Issue button.

b. Worksearch (2417)
i. For use when claimant comes in for orientation but has forgotten or did not do the required work searches for the week ending prior to the scheduled EREA orientation.
ii. Enter the week ending date for the week reviewed. For example, if claimant came in on 04/18/12, the week ending date for the week reviewed would be 04/14/12 (this will always be a Saturday).
iii. Enter the claimant’s reason for failing to provide or make the required work searches. Be as specific as possible because this will help adjudicators.
iv. Click Add Comments box to add any pertinent comments such as “Claimant forgot to bring in work searches. Will bring in on 04/19/12.”
v. Click the Add Contacts box to enter the following information:
1. Date and Time – enter date and time you enter the statement
2. Interviewer Name – enter your name
vi. DO NOT enter any information in Internal Comments.
vii. Click the Update, Add Issue button.

c. Requirements (2203)
i. For use when the claimant completes some but not all of the required services. 
ii. Enter the requirements that the claimant failed to complete and any reasons the claimant gave for failing to complete the requirements. The requirements that can be entered are:
1. Labor Market and Career Information
2. Skill Assessment
3. Orientation to One-Stop Services
iii. NOTE that claimants who have received RES or REA services in the last 90 days are waived from the Labor Market and Career Information, Skill Assessment, and Orientation to One-Stop Services requirements.
iv. Click Add Comments box to add any pertinent comments such as “Claimant will come back in tomorrow (04/19/12) to complete Skill Assessment.”
v. Click the Add Contacts box to enter the following information:
1. Date and Time – enter date and time you enter the statement
2. Interviewer Name – enter your name
vi. DO NOT enter any information in Internal Comments.
vii. Click the Update, Add Issue button.

11. After the issue has been added, click the Back To Menu button.

12. From the Additional Functions & Inquiry screen, click the CRC Inquiry button (third row, last button) to update the claim record card.

13. Select “Yes” on the drop-down for the question “Do you want to add a form?”

14. Select “Other” on the drop-down for the question “What type of form?” and enter the issue/stop that was added in the Remarks field. Choose one of these statements as appropriate to the issue/stop you added.
a. EREA Statement No Show
b. EREA Statement No Work Search
c. EREA Statement Requirements

15. Click the Enter Record button. The entered statement will now appear at the top of the Claim Record Log Inquiry.

16. Now you are finished with the TabE requirements for adding an issue/stop. Log out of TabE.

REMOVING AN ISSUE/STOP OR RELEASING A PAYMENT

1. If a claimant has resolved the reason for the issue/stop, staff need to remove the stop in TabE for the claimant’s EUC claim or release the payment for the claimant if a determination has already been issued (indicated by a date entered in the “541 Complete” field of the issue).

2. Log in to TabE. The address is http://okclaims.oesc.state.ok.us/okcallcenter/userlogin.aspx
a. Your username and password is the same as what you use for Glink.

3. Enter the claimant’s SSN and click Continue.

4. Select the effective date for the claim. This can be found by looking at the Service Record Inquiry in the ES EUC REA MENU in Glink.

5. Click the Claim Update LO button (fourth row, third button).

6. If a determination has not been issued (meaning there is no date in the “541 Complete” field of the issue), complete the following steps:

6. Enter in the “Change Issue Comment” field of the Claim Information section the reason for removing the issue/stop or releasing the payment. For example, “Brought in work searches.”

6. In the Issues section click the box next to the appropriate issue/stop. Remember, the only issues/stops you are concerned about are 2203 and 2417.

6. Click the Update button. You’ll see in red letters at the top of the screen “UI0060: RECORD(S) DELETED STOP.”

6. Now you will have to see if the issue/stop has already been assigned to an adjudicator. To do this, you will go to the Schedule at http://204.87.122.139/scss/v2asp/. 
3. Your username and password will be the same as for your InsideOESC account.

6. When the Scheduling System screen loads, enter the following for Login Data and click the Login button.
4. Username: ui01
4. Password: uiinfo (all lowercase)

6. Make sure Case Lookup is selected in the Menu Options for UI Info drop-down and click the Proceed button.

6. Enter the claimant’s SSN and click the Find Cases button.

6. Look for the appropriate Detection Date (this is the date you entered the issue/stop in TabE).

6. Look for the appropriate Issue that corresponds to the Remarks statement that was entered when you did the Claim Record Inquiry in TabE.

6. If there is no entry for the Detection Date and Issue that corresponds to the issue/stop you entered in TabE, this means the issue/stop has not been assigned to an adjudicator and you are finished for the removing an issue/stop  process.

6. If the entry exists, this means the issue/stop has been assigned to an adjudicator and you must email the adjudicator listed in the “Assigned to” field to let them know you have deleted the issue/stop.  After you have notified the assigned adjudicator, you are now finished with the removing an issue/stop process.

7. If a determination has been issued (meaning there is a date entered in the “541 Complete” field of the issue), staff will not be able to delete the issue/stop. Staff will have to release the payment  by completing the following steps:

1. Enter in the “Change Issue Comment” field of the Claim Information section the reason for removing the issue/stop or releasing the payment. For example, “Claimant brought in record of work searches for period needing to be reviewed.”

1. In the “Issue” field of the Payment Release section, enter the issue code (2203 or 2417) of the determination you are releasing.

1. Enter the date the determination was mailed in the “Date 541 Mailed” field of the Payment Release section.
0. This date is NOT the same as the “541 Complete” date.
0. To find this date, you must look at the Claim Inquiry screen for the corresponding effective date.
0. The date you are looking for is located in the “Determ Date” field under the Issues section of the Claim Inquiry screen.

1. In the “Release Date Eff.” field enter the date for the Sunday of the week ending date that is listed in the “WE Date Begin” field of the issue. 
1. Example: “WE Date Begin” field lists 040712, which is (and will always be) a Saturday. The “Release Date Eff.” field should list 040112, which is the previous Sunday.

1. Click the Update button. You’ll see in red letters at the top of the screen “UI0050: RECORD(S) UPDATED MODIFIED & RELEASED STOP.” You are now finished with the payment release process.

1. If the claimant attempts to bring in work searches after their originally scheduled date and they are missing required information for their contacts or only have 1 contact instead of the required two, staff must complete the following steps:

8. Enter a statement in the “Remarks” field of the Claim Record Log Inquiry screen with the type of form selected as “Other” in TabE. 
8. [bookmark: _GoBack]E-mail the assigned adjudicator if a determination has not been mailed and let he/she know that the claimant attempted to bring in required searches but failed to comply with all aspects of the work search requirements. 

8. If the determination letter has been mailed (indicated by a date in the 541 Complete field), advise the claimant that they will have to file an appeal if they wish to pursue the issue. 
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