EJAS Desk Aid
ACP client documentationin eJAS

The following procedureonly applies to BFET participantsthatareenrolledin the Address Confidentiality
program (ACP) with DSHS. You will be notified by BFET Operations staffifyou havean ACP participant on
your BFET caseload.elASis a secureprogrambut we must take extra steps to protect sensitive data for ACP
participants. Please followthe steps below for client notes and case maintenance. If you have questions
pleasecontactthe BFET Field Operations team.

Client Notes:
Do not usethe “Monthly Progress” radio button fromthe caseload screen to enter notes.

For ACP clients only enter client notes using the Special Records — Family Violence note type. Follow the

steps below.

1. From the ClientScreen click on the Client Notes link
2. Clickthe button “Add New JAS Notes”

3. Select the note type “Special Records —Family Violence” to document all caseactions

4. Clickthe button “Begin Notes”
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5. Enter the note details required for an Initial client note, Ongoingclient note, ABAWD client note,

or Closingclientnote, as required by the BFET Provider handbook.
6. Clickthe button “Save and Continue with Note List”

***Special Records notes can only be viewed by DSHS staff. You will notbe ableto review your Special

If you would like to review previously entered information or need assistanceregardingthe clientnotes,

Record notes ***

pleasecalla member of the BFET Field Operationsteam.
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Components:

There is nochangeinopening, updating or closing components.

- Continue to use “BFET Eligibility” to open components for a new participant.

- Foran existing participantusethe “E&T Component Information” link on the clientscreento add,
update, or closecomponents.

- Document the component actions in the Client Notes usingthe “Special Record - Family Violence”
note type.

- Fora review of component actions pleaseseethe eJAS guide Troubleshooting Openingand Updating
Components

For circumstances whereyou areunableto complete the component action and need assistance from BFET
Operations, Do Not submitan Eligibility List. Call a BFET Field Operationsteam member for assistance.

Participant Reimbursements:

Do Not usethe PR functionin eJAS.

- Usethe manual formParticipant Reimbursement DSHS 07-103 to record the PR type, amount,
justification, and clientsignatures.

- Document the Participant Reimbursementdetails in the Client Notes usingthe “Special Record -
Family Violence” note type.

- Call a BFETField Operations team member for assistanceif needed.

Employment Information:

The employment information mustbe documented differently. The “employment information” screen should
be completed as follows:
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If you have any questions aboutthe procedures for ACP participants please contactthe BFET Field Operations
team.


https://www.dshs.wa.gov/sites/default/files/ESA/csd/documents/BFET/EJASOverviewUpdatingandClosingComponents.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/csd/documents/BFET/EJASOverviewUpdatingandClosingComponents.pdf
https://www.dshs.wa.gov/sites/default/files/forms/word/07-103.docx

