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SEARCH, ATTACH, ASSIGN and MERGE SPECIALISTS (SAAMS) UNIT

The purpose of this release is to inform all staff of the duties and responsibilities of the SAAMS Unit:

Assignment Clerk(s) - Assigns incoming referrals;

Transfer Clerk(s) - Controls the transfer in and out of cases;

Search, Attach and Merge Specialist (SAM) Clerk(s) - Complete the following:

· Searches and/or corrects client information on Child Welfare Services/Case Management System (CWS/CMS);

· Merges duplicated clients and creates new clients in CWS/CMS;

· Attach existing clients in CWS/CMS and corrects client information in CWS/CMS;

· Corrects Welfare Case Management Information System (WCMIS) exceptions;

· Corrects client information in Automated Provider Payment System (APPS) - Financial Authorization Document (FAD) exceptions;

· Assigns WCMIS case numbers;

· Identifies and corrects duplicate case records on open and/or closed cases on WCMIS;

· Processes SAAMS Data Inquiry and Action Request forms submitted by the CSWs.  These requests consist of:  creating clients, attaching and/or merging any client(s) that are found already exist on CWS/CMS, and correcting client information;

· Requests closed cases from Suspense and/or storage; and,

· Records the WCMIS case number and case name on the ID Num Page of the Client Notebook in CWS/CMS for clients with allegations of abuse and their siblings under the age of 19.

A SAMS Clerk is not responsible for changing an address, adding or correcting service assessment information, legal information or placement/payment/eligibility information.

NOTE:  Remember the following when referring to a "case" name:


· WCMIS Case Name= Mother's Name

· CWS/CMS Case Name= Child's Name

· CWS/CMS Eligibility Case Name= Mother's Name
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              BES CONTACT:     Normarie Osbrink (213) 351-5741
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