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Handout 8: Filing A Complaint  
 

• The relevant documents Paternity Certification (CS503); Certification of Non-

Military Service) (CS507); and Long Arm (CS505) are signed electronically by 

the custodial parent (CP) during the interview. 

•  Await Location Verification of the non-custodial parent (NCP’s) address is 

highlighted in blue on the Case Initiation Processes page. (Figure 1). 

 

 

 
Figure 1: Case Initiation Processes page, Activity List View 
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• Once the address has been confirmed good, location verification is updated. 

 
 

 
   Figure 2: Update Activity View 
 
 

1. Select Verification successful~Record Reliefs. 

2. Click Update. 
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        Figure 3: Case Initiation Processes, Record Reliefs 
 
• On the Display Activities view, the Await Location Verification line status 

becomes Completed Verification Successful- Record reliefs, and the line turns 

green. 

• Record Reliefs in progress is outlined in blue on the screen. 
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Figure 4: Update Case Information, Record Reliefs 

 

Navigate to the Update Case Information page. 

1. Make sure the information is accurate. 

2. Select the Relief tab (figure 4). 

3. Click the magnifying glass, under the Relief Selected column, a pop-up window 

appears. 

4. Select the relevant relief (e.g. Child Support) from the pop-up window. 

5. Click Update. 

6. The Relief Status column becomes active. 

 

NOTE 

 
 

Additional reliefs can be added by selecting the Add More Reliefs 

button on the right hand corner of the page. Reliefs can be removed 

by selecting the Remove button on the lower right hand of the page. 
 

   
• The system automatically links active dependents to reliefs.  
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Figure 6:  Update Activity View, Record Reliefs, Generate Complaint Package 
 
 

1. Return to the Case Initiation Processes page, case summary view; update 

activity (figure 6). 

2. Select Record Reliefs~Generate a Complaint Package. 

3. Click Update. 

• On the Display Activities View, Record Reliefs line turns green; Generate 

Complaint Package in Progress is highlighted in blue.  

4. Click the blue In Progress line. 
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Figure 7: Case Initiation Processes page, Update Activity View 

 
1. Select Generate a TANF Case sent for Supervisory approval Await 

Supervisory Approval/Specialist review. 

2. Click Update. 

3. Await supervisory Approval/Specialist Review, in Progress is highlighted in 

blue. 

4. The documents await either supervisory or specialist approval. 

 

 

NOTE 

 
 

Documents included for supervisory approval are 

Certification of Military Service (CS507),electronically signed by CP 

Paternity Certification (CS503), electronically signed by CP 

Welfare Complaint for TANF and  Medicaid (CS048), to be 
electronically signed by supervisor and attorney 
 
Long Arm Questionnaire (CS505), completed  for out of state NCP 

Certificate of Diligent Inquiry (CS506) completed for out of state NCP 
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NOTE 

 
 

Some counties do not require the CP to sign the miliary service form. 

 

 

 
                    Figure 8: Update Activity View, Supervisor Approves TANF complaint  
 

1. Select Supervisor approves the TANF complaint~Await Attorney Signature. 

2. The relevant forms are generated for the supervisor’s review. 

3. The supervisor electronically signs the Welfare Complaint for TANF and 

Medicaid (CS048). 

4. Click Update. 

5. Click Await Attorney Signature highlighted in blue. 
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NOTE 

 
 

Most  counties send TANF complaint to the supervisor. However,there are 
some counties that send the complaint directly to the attorney, if supervisor  
approval is not needed. 

 

 

 
       Figure 9: Update Activity View, Attorney Approves and Signs the TANF Complaint 
 
 

1. Select Attorney Approves and Signs the TANF Complaint (figure 9). 

2. The relevant documents are generated. 

3. The attorney  electronically signs the Welfare Complaint for TANF and Medicaid 

(CS048). 

4. Click Update. 

• On the Display Activities View, Await Attorney Signature, highlighted in 

green; Activity Chain closes, highlighted in pink. 

• The complaint and supporting documents are sent electronically to Family.    
 


