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Generating and Completing Forms 
Last Updated: 12/13/2021 

Overview 

This job aid describes how to generate and complete forms. There are several locations to 
complete forms - the Person level, Case level and Application level. This procedure includes 
steps for each level. 

Step-by-Step Instructions 

Person Level Communication 

1. Navigate to the Person page. Click the Client Contact tab. 

 

Note: For navigation steps to the Person page, refer to Searching for Persons job aid. 

2. The Client Contact Notes page displays. Click the Communications folder. 
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3. The Communications page displays. Click the Page Actions Menu then select New 
Pro Forma. 

 

4. The New Pro Forma Communication pop-up appears. Enter and select the applicable 
data then click Next. 
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5. The next New Pro Forma Communication pop-up appears. Click the Type drop-down 
menu, select the applicable option then click Search. 

 

6. The search results display. In the Action column, click the applicable Select 
hyperlink. 
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7. The New Pro Forma Communication pop-up appears. Click the Select Address drop-
down menu, select the applicable address then click Save. 

Note: If the applicable address is not found in the Select Address drop-down menu, 

the address can be entered manually. 
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8. When the selected correspondence is editable, the Edit Interactive Pro Forma 
Communication pop-up appears. Enter the applicable data then click Save. 
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Notes:  

• When the selected correspondence is not editable, the Communication 

page displays (refer to Steps 9-11 below). 

• When the Communication Status displays Draft-Central Print, the notice or 
form will be sent by the Central Print Facility. Once the notice or form has 
been sent to Central Print in the overnight file, the Communication Status 
will systematically update to Sent-Central Print. To date a notice or form for 
the current day, caseworkers must print the notice or form, manually 
change the Communication Status to Sent (using the steps below) and mail 
the notice or form. Changing the Communication Status from Draft-Central 
Print to Sent will keep the notice or form from being mailed from Central 
Print. Remember to print and mail copies to Authorized Reps when 
applicable.  

• If the form or notice is generated in error and displays with a status of Draft-
Central Print 

i. Click the List Actions Menu for the form 

ii. Select Edit to ensure the Communication status shows Draft then click Save 

iii. The form will now show a status of Draft 
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• To Delete the form, once showing in Draft status 

i. Click the List Actions Menu then select Delete 

ii. The Delete pop-up appears 

iii. Select Yes 

iv. The form is removed from the Communications list or shows with a status 
of Cancelled 

• When the Communication Status displays Draft, the form must be manually 
sent by the caseworker. Once the form is printed, the caseworker must 
update the Communication Status to Sent (using the steps below). 
Remember to print and mail copies to Authorized Reps when applicable. 

9. The Communications page displays. Click the applicable List Actions Menu then 
select Edit. 

 

10. The Edit Pro Forma Communication pop-up appears. From the Communication 
Status drop down, select Sent then click Save.  
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11. The Communications page displays the Communication Status column as Sent 
status.  
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Case Level Communication 

1. Navigate to the Income Support Integrated Case, Income Support Product Delivery 
Case (PDC) and Insurance Affordability PDC level. Click the Case Details tab. 

 

Note: For Insurance Affordability Integrated Cases (IAIC) click the Contact tab. For 

navigation steps to the Integrated Case level, refer to Searching for Cases job aid. 

2. The Notes page displays. Click the Communications folder. 
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3. The Communications page displays. Click the Page Actions Menu then select New 
Pro Forma. 

 

4. The New Pro Forma Communication pop-up appears. Enter and select the applicable 
data then click Next. 

 

5. The next New Pro Forma Communication pop-up appears. Click the Type drop-down 
menu, select the applicable option then click Search. 
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6. The search results display. In the Action column, click the applicable Select 
hyperlink. 

 

7. The New Pro Forma Communication page displays. Click the Select Address 
dropdown menu, select the applicable address then click Save. 

Note: If the applicable address is not found in the drop-down menu, the address can 

be entered manually. 
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8. When the selected correspondence is editable, the Update Interactive Pro Forma 
Communication pop-up appears. Enter applicable data then click Save. 
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Notes:  

• When the selected correspondence is not editable, the Communication 

page displays (refer to Steps 9-11 below).  

• When the Communication Status displays Draft-Central Print, the notice or 
form will be sent by the Central Print Facility. Once the notice or form has 
been sent to Central Print in the overnight file, the Communication Status 
will systematically update to Sent-Central Print. To date a notice or form for 
the current day, caseworkers must print the notice or form, manually 
change the Communication Status to Sent (using the steps below) and mail 
the notice or form. Changing the Communication Status from Draft-Central 
Print to Sent will keep the notice or form from being mailed from Central 
Print. Remember to print and mail copies to Authorized Reps when 
applicable. 

• If the form or notice is generated in error and displays with a status of Draft-

Central Print 

i. Click the List Actions Menu for the form 

ii. Select Edit to ensure the Communication status shows Draft then click 
Save 
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iii. The form will now show a status of Draft 

• To Delete the form, once showing in Draft status 

i. Click the List Actions Menu then select Delete 

ii. The Delete pop-up appears 

iii. Select Yes 

iv. The form is removed from the Communications list or shows with a status 
of Cancelled 

• When the Communication Status displays Draft, the form must be manually 
sent by the caseworker. Once the form is printed, the caseworker must 
update the Communication Status to Sent (using the steps below). 
Remember to print and mail copies to Authorized Reps when applicable. 

9. The Communications page displays. Click the applicable List Action Menu then select 
Edit. 

 

10. The Edit Pro Forma Communication pop-up appears. Click the Communication 
Status drop down, select Sent then click Save. 



 

 

Page 15 of 23 

 

 

11. The Communications page displays the Communication Status column as Sent 
status. 
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Application-Level Communication 

1. Navigate to the Person page. Click the Applications tab. 

 

Note: For navigation steps to the Person page, refer to Searching for Persons job aid. 

2. Select the applicable application Reference hyperlink.  

 

3. The Income Support Application page displays. Click the Administration tab.  

Note: For Insurance Affordability Application Cases (IAAC), click the Administration 

tab.  
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4. The Notes page displays. Click the Communications folder. 

 

5. The Communications page displays. Click the Page Actions Menu then select New 
Pro Forma. 
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6. The New Pro Forma Communication pop-up appears. Enter and select applicable 
data then click Next. 

 

7. The next New Pro Forma Communication pop-up appears. Click the Type drop-down 
menu, select the applicable option then click Search. 
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8. The search results display. In the Action column, click the applicable Select 
hyperlink. 

 

9. The New Pro Forma Communication address section displays. Click the Select 
Address dropdown menu, select the applicable address then click Save. 

Note: If the applicable address is not found in the drop-down menu, the address can 

be entered manually. 
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10. When the selected correspondence is editable, the Edit Interactive Pro Forma 
Communication pop-up appears. Enter the applicable data then click Save. 
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Notes:  

• When the selected correspondence is not editable, the Communication 
page displays (refer to Steps 11-13 below). 

• When the Communication Status displays Draft-Central Print, the notice or 
form will be sent by the Central Print Facility. Once the notice or form has 
been sent to Central Print in the overnight file, the Communication Status 
will systematically update to Sent-Central Print. To date a notice or form for 
the current day, caseworkers must print the notice or form, manually 
change the Communication Status to Sent (using the steps below) and mail 
the notice or form. Changing the Communication Status from Draft-Central 
Print to Sent will keep the notice or form from being mailed from Central 
Print. Remember to print and mail copies to Authorized Reps when 
applicable. 

• If the form or notice is generated in error and displays with a status of Draft-

Central Print 

i. Click the List Actions Menu for the form 

ii. Select Edit to ensure the Communication status shows Draft then click Save 

iii. The form will now show a status of Draft 

• To Delete the form, once showing in Draft status 

i. Click the List Actions Menu then select Delete 

ii. The Delete pop-up appears 

iii. Select Yes 

iv. The form is removed from the Communications list or shows with a status 
of Cancelled 

• When the Communication Status displays Draft, the form must be manually 
sent by the caseworker. Once the form is printed, the caseworker must 
update the Communication Status to Sent (using the steps below). 
Remember to print and mail copies to Authorized Reps when applicable. 

11. The Communications page displays. Click the applicable List Action Menu then select 
Edit. 
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12. The Edit Pro Forma Communication pop-up appears. From the Communication 
Status drop down, select Sent then click Save. 
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13. The Communications page displays the Communication Status column as Sent 
status. 

 

 


