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104.1 GENERAL POLICY  & REGULATION  

The subsidized child care program is maintained by the Child Care 
Information Services (CCIS) agencies through Pennsylvania’s Enterprise to 
Link Information for Children Across Networks (PELICAN) Child Care Works 
(CCW).   The PELICAN platform is the Department’s integrated solution for 
supporting the delivery and management of child care and early learning 
programs under OCDEL.  The CCW component of PELICAN helps track, 
qualify, and enroll clients who are receiving subsidized child care services.   
 
The CCIS will use the Departmentally-issued software package, PELICAN 
CCW, to do the following: 

 

1. Management of workloads (caseloads/providerloads/fiscal loads) 
and workload supervisory units. 

 

2. Offer referral information to any parent/caretaker (p/c) needing 
help locating a child care provider or early learning program. 

 

3. Process applications for subsidized child care. 
 

4. Complete eligibility determinations and redeterminations. 
 

5. Manage a waiting list for subsidized child care. 
 

6. Track funding encumbered and expended for enrolled children, and 
project funds available for additional enrollments. 

 

7. Maintain information on each eligible family. 
 

8. Process reported changes and complete ongoing case maintenance 
activities. 

 

9. Maintain provider files and calculate payment amounts for 
providers. 

 

10. Generate correspondence and reports as set forth in Manual “500 – 
Correspondence” and Manual “600 – Reports”.  

 
Return to Table of Contents  

 
 

104.2 DEFINITIONS AND ACRONYMS 

See manual section “101 – Definitions and Acronyms” for a complete, 
alphabetical listing of definitions and an alphabetical table of acronyms. 
 
Return to Table of Contents 

 
 

104.3 GOALS & OBJECTIVES 

See Manual Section “104.26.1 – Goals” and Manual Section “104.26.2 – 
Objectives” 
 
Return to Table of Contents 

http://www.dpw.state.pa.us/cs/groups/webcontent/documents/document/d_009786.pdf
http://www.dpw.state.pa.us/cs/groups/webcontent/documents/document/d_009786.pdf
http://www.dpw.state.pa.us/cs/groups/webcontent/documents/report/d_010927.pdf
http://www.dpw.state.pa.us/cs/groups/webcontent/documents/document/d_010561.pdf
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104.4 ACCESSING PELICAN CCW 

PELICAN CCW is displayed in Internet Explorer, a Web browser.  When using 
PELICAN CCW, the most important navigational tools in Internet Explorer 
are the “Address Toolbar” and “page hyperlinks”. 
 
The “Address Toolbar” displays the Uniform Resource Locator (URL) address 
of the site the user is viewing.  If the user knows the web page’s path, the 
user can go directly to the desired page by typing the URL in the “Address” 
field and either pressing “Enter” or clicking “Go”. 
 

 
 
A hyperlink or link is an object, such as underlined text, that connects the 
user to another part of a web page or opens another web page altogether.  A 
hyperlink may appear on a web page, as in PELICAN CCW, or in an 
application, in which case a web browser like Internet Explorer is launched.  
The user can identify a hyperlink by positioning the mouse over text the user 
suspect is a hyperlink. 

If the pointer changes to a selection hand, , the text is a hyperlink and the 
user can simply click the hyperlink to access the linked information. 
 
Only click on a hyperlink or button once when working in PELICAN CCW. 
 
In addition, do NOT use the browser’s “Back” button, when working in 
PELICAN CCW. 
 
 

 
 

 
Return to Table of Contents  
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104.5 WINDOWS PAGE ELEMENTS 

“Page Elements” are parts of a page that enable the user to perform an 
activity within Windows and PELICAN CCW.  The following table describes 
the Windows “Page Elements”. 
 

 
 

NOTE: If the user is unable to use the mouse to navigate through 
PELICAN CCW, the “Tab” button on the keyboard can be used.  
Tab to the field to update, enter the data and then tab to the 
“Save” button.  “Shift” + “Tab” will move the user backwards 
through the fields on the page. 

 
Return to Table of Contents  

 
 

104.6 PELICAN CCW PAGE ELEMENTS 

The most frequently used “Page Elements” in PELICAN CCW are buttons.  The 
table below lists and describes these buttons. 
 

 
 

Return to Table of Contents  

 
 



USE OF PELICAN CCW 
 

 
 

 
 

Page 6 of 72 
 

104.7 USERNAMES & PASSWORDS 

In order to open PELICAN CCW, the user must enter a username and 
password.  Users will receive the initial log in information from the Office of 
Child Development and Early Learning (OCDEL).  Users can change their 
password at any time from the Login page by clicking “Change Password” and 
following the onscreen instructions provided. 
 
All passwords must meet the following guidelines: 
 

 Be at least seven characters long. 
 

 NOT contain the username or any part of the user’s full name. 
 

 Contain characters from at least three of the following categories: 
 

 Upper case (i.e., A, B, C…Z). 
 

 Lower case (i.e., a, b, c …z). 
 

 Numeric (i.e., 0, 1, 2, 3, 4, 5, 6, 7, 8, 9). 
 

 Non-alphanumeric (i.e., ~ @ # $ % ^ & * ( ) - _ + = { } [ ] < > , 
etc.) 

 
Once the user has a username and password, the user is ready to use 
PELICAN CCW.  To access PELICAN CCW, the user would double-click the 
PELICAN CCW icon on the desktop or enter the URL – 
https://www.pelican.state.pa.us  in the Internet Explorer Address Toolbar. 
 
CCIS users may NOT share any passwords issued by OCDEL. 
 
The system will prompt the user to change the password periodically.  
Passwords are set to expire for security reasons.  When the password 
expiration notification message opens, click “OK” and follow the directions to 
change the password.  Remember to record the password and save it 
somewhere secure in case it is forgotten. 
 
The user should have at least one non-alphanumeric character, one letter and 
one number in the new password to ensure security. 
 
If the user is unable to login successfully, the user should verify the password 
is correct and the “Caps Lock” key is off. 
 
To move quickly through text fields, press “Tab” to move to the next field or 
“Shift” + “Tab” to move backwards to the last field. 
 
Return to Table of Contents  
 
Return to Manual Section “104.26.3.1 – Questions – 104.7 – Usernames 
& Passwords” 
 
 
 
 
 
 
 
 
 

https://www.pelican.state.pa.us/
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104.8 NAVIGATION 

Depending upon the user’s role in the CCIS, the user will see a variable view 
of the PELICAN Launch page when logging in. 
 

 
 

The majority of CCIS users will see only one choice, Child Care Works, upon 
logging in. 
 
If the user is associated with multiple offices, an additional page will appear 
upon logging in that contains only a drop-down box and a “Go” button.  
Simply use the drop-down box to select the county for which the user is 
working and click “Go” to access the desired office.  The CCIS user may also 
access this page by clicking “Administration” on the Main Navigational bar 
and “Office Selection” on the Sub Navigational bar. 
 

 
 

To exit PELICAN CCW, simply click “Logout” located at the top of every page. 
 
If PELICAN CCW is open but the application is idle for 20 minutes,            
PELICAN CCW automatically logs the user out in case the user has left the 
application unattended. 
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Any information not saved at the time PELICAN CCW automatically logs the 
user out, is not saved, so be sure to save entries periodically and before 
leaving the application.  The user can easily log back in. 

 
The CCIS may navigate in PELICAN CCW using the “Logout Menu”, navigation 
bars or the “Select…” drop-down box. 
 
The navigation bars are comprised of hyperlinks.  Clicking a hyperlink 
displays a new page.  PELICAN CCW has two levels of navigation bar:  the 
Main Navigation bar and the Sub Navigation bar.  The Main Navigation bar 
appears at the top of every page.  The CCIS may use the Main Navigation bar 
to access the following subsystems:  Home, R&R, Provider, Case, Payments, 
Reports, Correspondence and Administration. 

 
Return to Table of Contents  
 
 

104.8.1 Home 

Use “Home” to do the following: 
 

1. View the number of active alerts and broadcast 
messages. 
 

2. Jump to the page where alerts are processed. 
 

3. View the latest broadcast message and jump to the 
page where other broadcast messages are stored. 

 

4. Launch the PELICAN CCW Learning Management 
System (LMS). 

 

Return to Table of Contents  
 
 

104.8.2 R&R 

Use “R&R” to do the following: 
 

1. Access client and provider search pages and the R&R 
Contact page. 
 

2. Access all other R&R pages. 
 

Return to Table of Contents  
 
 

104.8.3 Provider 

Use “Provider” to do the following: 
 

1. Access the Provider Search page and ChildLine 
information. 
 

2. Jump to the Provider subsystem and provider-related 
pages. 

 

Return to Table of Contents  
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104.8.4 Case 

Use “Case” to do the following: 
 

1. Access the page where the user may search for a client 
and/or a child’s enrollments. 
 

2. View cases that have been referred or updated by the 
Client Information System (CIS). 

 

3. Navigate to the appropriate pages where a county’s 
case information is stored. 

 

4. Access the page where the user may enter a Local ID 
for an In-home child care provider. 

 

Return to Table of Contents  
 
 

104.8.5 Payments 

Use “Payments” to do the following: 
 

1. Access search pages for provider invoices, payments 
or providers. 
 

2. Access search pages for CCIS invoices, invoices 
specific to a particular client or case, and provider 
invoices. 

 

Return to Table of Contents  
 
 

104.8.6 Reports 

Use “Reports” to do the following: 
 

1. Access the Report Inbox where the user’s office’s 
reports are available for printing. 
 

2. Access the report parameter pages for each PELICAN 
CCW reporting subsystem (i.e., R&R, Provider, Case, 
Payments, Funds and Comptroller). 

 

Return to Table of Contents  
 
 

104.8.7 Correspondence 

Use “Correspondence” to do the following: 
 

1. Access search pages for case or provider 
correspondences by User ID or office, as well as 
default settings for correspondence. 

 

2. Find case correspondence by Co/Record Number 
and/or provider correspondence by Provider ID. 

 

3. Create new correspondence for a case or provider. 
 

Return to Table of Contents  
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104.8.8 Administration 

Use “Administration” to do the following: 
 

1. Access the office’s caseload, providerload and fiscal 
load information. 
 

2. Access options for “Workload”, “Organization”, System 
Broadcast Creation”, “Office Selection”, “Funds”, 
“Reference Table Additions” and “Audit Trail”. 

 

Return to Table of Contents  
 
 

104.9 VIEWING PAGES 

After choosing a subsystem from the Main Navigation bar, PELICAN CCW 
displays the Sub Navigation bar that is related to that subsystem.  In other 
words, the Sub Navigation bar changes when moving to another PELICAN 
CCW subsystem. 
 

 
 
 

 
Home pages for each subsystem contain “Go” buttons, which enable the user to 
quickly move to pages within the subsystem.  PELICAN CCW pages also contain 
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hyperlinks that can be used to access detailed information about providers, case 
members and provider invoices. 

 

 
 

Clicking a hyperlink moves the user to another page of PELICAN CCW.  To return to 
the previous page, use the “Cancel”, or the button titled with the previous page 
name, generally located at the bottom of the page.  Do NOT use the browser’s “Back” 
button.  Some pages contain a “Select…” drop-down box, displayed with a “Go” 
button.  This drop-down box is used to quickly access other pages related to the 
current page.  The available options change as the user moves to new pages and/or 
PELICAN CCW subsystems. 
 
There are two different “Views” available in PELICAN CCW.  A “View” describes what 
the user can see and do on a page.  The PELICAN CCW “Views” are: “Active” and 
“History”.  “Active View” allows the user to enter data and save entries to a record.  
Most intake functionality is performed using the “Active View”.  “History View” 
allows the user to review past changes to the record, but the user cannot change the 
information displayed.  To view changes a specific user made, the user must click 
the “date hyperlink”.  The user can access a history page for a selected record by 
clicking the record’s “History Icon”, located in the last column. 
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104.10 BROADCAST MESSAGES 

One of the more important features of PELICAN CCW is the system broadcast 
message.  On occasion, headquarters staff may broadcast an important 
message to all CCIS and/or County Assistance Office (CAO) agencies.  Users 
are able to view all active broadcast messages at any time during the session. 
 
A portion of the message appears on the PELICAN CCW Home page. 
 

 
 
To view the full text of the message, the user must click “Messages” in the 
“Broadcast” section of the page. 
 

 
 
Alternatively, the user can access the System Broadcast Summary page by 
clicking “Administration” on the Main Navigation bar and then selecting 
“System Broadcasts” from the Sub Navigation bar. 
 
Broadcast messages are listed reverse chronologically by date issued. 
 

Return to Table of Contents 
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104.11 OFFICE INFORMATION 

PELICAN CCW provides current County, CCIS and CAO addresses and phone 
numbers.  The CCIS may access this “Organization” information from any 
page in PELICAN CCW by selecting “Administration” form the Main 
Navigation bar.  Then select “Organization” from the Sub Navigation bar or 
click “Go” next to “Organization” in the table. 
 

 
 

The CCIS may access contact information for the office by clicking “Go” in the 
“CCIS Office Maintenance” row.  PELICAN CCW will navigate the user to the 
Office Summary page.  From this page, the user must click the hyperlink 
associated with the user’s office.  In the example below, “CCIS of Adams 
County” was selected. 
 

 
 

Clicking the office hyperlink (i.e., “CCIS of ______________________), navigates the 
user to the Office Detail page.  The Office Detail page contains the CCIS “Office 
Code”, “Name”, “Address”, “Telephone”, “Fax”, and “Email”. 
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The CCIS may access contact information for the CCIS by clicking “Go” in the “Child 
Care Information Services Maintenance” row.  PELICAN CCW will navigate the user 
to the CCIS Summary page.  From this page, the user must click the hyperlink 
associated with the CCIS.  In the example below, “Adams/Franklin/Fulton” was 
selected. 

 

 
 

Clicking the office hyperlink (i.e., “Adams/Franklin/Fulton” in this example), 
navigates the user to the CCIS Detail page.  The CCIS Detail page contains the “CCIS 
Code”, “CCIS Name”, “Region”, “Payment Method”, “Tax Status”, “FEIN”, “Contract 
Number”, “Contractor Name”, “SAP Account” information, “Address”, “Telephone”, 
and “Fax”. 

 

 
 

Return to Table of Contents 
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104.12 DATA CORRUPTION 

Microsoft Windows has a built-in feature that allows users to create a new 
window through pressing and holding the “Ctrl” key, followed by pressing 
the “N” key.  Similarly, a new window can be created through right clicking 
on a hyperlink and selecting “Open in New Window.” 
 
While these functions might be useful to create a new window in other 
system applications, using these methods in PELICAN CCW results in 
irreparable data corruption to one or more cases. 
 

Creation of a new window from a current session using these functions in 
PELICAN CCW does not result in a new session being made.  Furthermore, if 
a worker starts processing a different case in the newly created window, the 
two cases may become “linked” together by PELICAN CCW. 
 
Once multiple cases are linked, changes made in one record could then alter 
data in another.   

 

EXAMPLE:  Worker A is processing Julie Smith’s record, then uses “Ctrl 
N” to create a new window and starts working on Bob 
Tucker’s case.  Ms. Smith’s and Mr. Tucker’s records are 
now linked by PELICAN CCW.  If Worker A later enters 
wage information for the Smith record, the wages could 
impact the Tucker record.  

 

Additionally, records that become linked using these functions stay that way.  
Any data corruption that results cannot be fixed through a data fix.  The link 
cannot be broken and the worker cannot go back to the case and change the 
incorrect information. The only option to de-link the cases is to create new 
record numbers for the cases affected. 
 
Workers who want to create a new PELICAN window should do so by double 
clicking on the PELICAN desktop icon.  This is the only method that will 
ensure a new session is created. 
 
Return to Table of Contents 
 
Return to Manual Section “104.26.3.2 – Questions – 104.12 – Data 
Corruption” 
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104.13 WORKLOAD MANAGEMENT 

Workload management is used to assign cases and providers to primary 
workers.  One benefit of the Workload subsystem is the assignment of alerts.  
While alerts are directed to the primary worker based on workload 
assignment, other CCIS office staff can view and act upon other worker’s 
alerts. 
 
Each CCIS has an existing workload structure.  PELICAN CCW’s workload 
design is flexible to accommodate variations across the state.  Each office has 
a director and staff who work with cases and providers.  Some offices have 
supervisors and managers controlling the workflow. 
 

 
 
The “Director” is assigned to a county and can create “Supervisory Units”, 
“Caseloads”, “Providerloads” and can reassign all cases within the county.  
The “Director” can assign cases to other counties.  The “Director” oversees 
the work of the supervisor and oversees the primary workers directly, in 
some offices. 
 
The “Supervisor” is assigned to a “Supervisory Unit”.  The “Supervisor” can 
create “Caseloads”, “Providerloads” and reassign all cases within their 
“Supervisory Unit”. The “Supervisor” cannot assign cases outside of their 
“Supervisory Unit”.  The “Supervisor” oversees the work of the primary 
workers. 
 
The “Primary Worker” oversees the day-to-day eligibility and management of 
cases or providers.  The “Primary Worker” can transfer cases between their 
own caseloads, but cannot reassign cases to other “Primary Workers”. 
“Primary Workers” are also called eligibility specialists, primary case 
workers, primary provider workers and primary fiscal workers. 
 
The Workload Management Home page enables the user to enter a 
Supervisory Unit and/or Workload code and quickly jump to a search for 
caseloads/providerloads/fiscal loads, or to an alert search for any of these 
workload types. 
 
Return to Table of Contents 
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104.13.1 Establishing a Caseload or Providerload 

The CCIS may establish a caseload or providerload by 
completing the following steps in PELICAN CCW: 
 

1. From the Administration Home page, click 
“Workload”. 

2. Click “Subsidy Caseload” or “Providerload” from the 
Sub Navigation bar.  

3. Click the “Select…” drop down box and select 
“Supervisory Unit” from the list. 

4. Click “Go”. 

5. Click the “Supervisory Unit” hyperlink for the 
supervisor who oversees the caseloads or 
providerloads the user wishes to create or “update”. 

6. Click “New” to create a new caseload or providerload; 
or click the radio button for the caseload or provider 
and click “Edit” to update a caseload or providerload. 

NOTE: When creating a new caseload or 
providerload, the next available number 
is displayed. (The first two digits 
represent the Supervisory Unit; the last 
two can be used to represent a worker or 
fund.) 

 

7. Enter a “Description” of the caseload or providerload 
that will appear after the caseload or providerload 
number throughout PELICAN CCW. 

8. Enter the Primary Worker’s “User ID” and choose if 
this should be the “Default” caseload or providerload 
for this worker. 

9. Click “Save”. 

NOTES:  

a. Users with the appropriate security role 
may delete a “Supervisory Unit” once all 
caseloads or providerloads under it are 
empty or deleted. 

b. It is very important that the user make 
sure that any user ID, entered while 
setting up supervisors, caseload and 
providerload workers, exactly matches 
the user's PELICAN CCW “Login ID”.  All 
fields of this type are case sensitive. 

 
Return to Table of Contents 
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104.13.2 Establishing a Fiscal Load 

“Fiscal Loads” are organized within “Supervisory Units”.  The 
Fiscal Load Summary page displays a list of all “Fiscal Loads” 
assigned to a selected “Supervisory Unit” and can be accessed 
from the Supervisory Unit Summary page.  The Fiscal Load 
Summary page can be used to view, create, edit or delete 
“Fiscal Loads”. 
 

 
 
A fiscal specialist is assigned to each “Fiscal Load” and each 
specialist has a default “Fiscal Load”.  Providers are assigned to 
the default “Fiscal Load” and the specialist then transfers the 
providers to the correct “Fiscal Load”. 
 
“Fiscal Loads” can only be updated by a user with the 
appropriate security role and if the “Fiscal Load” is not the 
“Office Default”.  Unlike “Providerloads”, “Fiscal Loads” must be 
manually grouped.  If a new “Fiscal Load” is created after 
deletion of a “Fiscal Load” within a series, the next available 
number in the series is assigned. 
 
To create a new “Fiscal Load” within the newly created 
“Supervisory Unit”, the CCIS must select the appropriate radio 
button, click “Edit”, then select the “Supervisory Unit” link and 
click “New” on the Fiscal Load Summary page.  A default “Fiscal 
Load” number and “Primary Worker” are automatically added 
by PELICAN CCW. 
 
Return to Table of Contents 
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104.14 ESTABLISHING A SUPERVISORY UNIT 

“Supervisory Units” are used to organize the structure of workload 
management within the CCIS.  They are only created and edited by directors 
and supervisors, consist of caseloads, providerloads or fiscal loads and can 
vary in size.  Supervisors can transfer cases within their different 
“Supervisory Units”.  Supervisors can also create caseloads within the 
“Supervisory Units” and assign them to caseworkers.  Cases are then 
assigned to these caseloads. 
 
The CCIS may establish a “Supervisory Unit” by completing the following 
steps in PELICAN CCW: 

1. From the Administration Home page, click “Workload”. 

2. Click “Subsidy Caseload” or “Providerload” from the Sub Navigation 
bar. 

3. Click the “Select…” drop-down box and select “Supervisory Units” 
from the list. 

4. Click “Go”. 

 

5. Click “New” to create a new “Supervisory Unit”. 

6. When creating a new unit, the “Supervisory Unit” field displays the 
next available level.  Change the number only if necessary.  Enter a 
“Description” of the supervisory unit that will appear after the 
“Supervisory Unit Number” throughout PELICAN CCW. 

7. Enter a “User ID” for the Supervisor and the Director. 

NOTE: It is very important that the user make sure that any 
user ID, entered while setting up supervisors, caseload 
and providerload workers, exactly matches the user's 
“PELICAN CCW Login ID”.  All fields of this type are 
case-sensitive. 

8. Click “Save”. 

 
Completion of the “Description”, “Supervisor” and “Director” fields are 
required to create a “Supervisory Unit”. 
 
Return to Table of Contents 

 



USE OF PELICAN CCW 
 

 
 

 
 

Page 21 of 72 
 

104.15 EDITING A SUPERVISORY UNIT 

The CCIS may edit a “Supervisory Unit” by completing the following steps in 
PELICAN CCW: 

1. From the Supervisory Unit Summary page, click the radio button next 
to the “Supervisory Unit” and click “Edit”. 

2. Make the necessary changes to the information. 

 

3. Click “Save”. 

NOTE: Users with the appropriate security role may delete a 
“Supervisory Unit” once all “Caseloads” or 
“Providerloads” under it are empty or deleted. 

 
Return to Table of Contents 
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104.16 REASSIGNING A CASE/PROVIDER 

The CCIS may reassign a case or provider by completing the following steps 
in PELICAN CCW: 
 

1. From the Administration Home page, click “Workload”. 

2. Click “SubsidyCaseload” or “Providerload” from the Sub Navigation 
bar. 

3. Enter search criteria and click “Search”. 
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4. Select the checkbox next to the case(s) or provider(s) the user 
wishes to reassign. 

5. Click “Reassign”. 

 

 

 

6. Enter the “New Supervisory Unit”. 

7. Enter the “New Caseload” or “Providerload”. 

8. Click “Save”. 

 
Return to Table of Contents 
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104.17 REASSIGNING AN ENTIRE CASELOAD, PROVIDERLOAD OR 
FISCAL LOAD 
 

The CCIS may reassign an entire “Caseload”, “Providerload” or “Fiscal Load” 
by completing the following steps in PELICAN CCW: 
 

1. From the Administration Home page, click “Workload”. 

2. Click “Subsidy Caseload” or “Providerload” from the Sub 
Navigation bar. 

3. Click the “Select…” drop-down box and select “Supervisory Unit” 
from the list. 

4. Click “Go”. 

5. Click the “Supervisory Unit” hyperlink for the supervisor who 
oversees the “Caseloads” or “Providerloads” the user wishes to 
reassign. 

 

 
 

6. Click “New”. 
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7. Enter the “Primary Worker’s User ID” of the caseload the user 
wishes to reassign. 

8. Select the “Default Caseload” checkbox. 

9. Click “Save”. 

10. Click the Radio Button next to the Caseload the user wishes to 
reassign and then click “Edit”. 

11. Enter the new staff person’s “User ID” in the “Primary Worker” 
field. 

12. Click “Save”. 

NOTE: Users with the appropriate security role may delete a 
“Caseload” or “Providerload” once all cases/providers 
under the “Caseload” or “Providerload” are reassigned. 

 
 

Return to Table of Contents 
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104.18 ALERTS 

PELICAN CCW generates workload alerts for active cases (i.e., not closed) 
based on the individual’s Master Client Index (MCI) Number, which is shared 
by all DPW programs (i.e., CIS, PELICAN CCW, PELICAN Pennsylvania Pre-K 
Counts (PA Pre-K Counts), Home and Community Services Information 
System (HCSIS), etc.).  When PELICAN CCW generates an alert, it copies the 
alert to ALL users who share the same individuals in their caseloads (i.e., 
when one individual exists in multiple cases that are assigned to multiple 
users). 

EXAMPLE: Mary Diaz currently exists in two active cases (i.e., not 
closed).  One case is an open / ongoing Temporary 
Assistance for Needy Families (TANF) case and the other a 
pending / intake Former TANF case. The TANF case is 
assigned to c-jdoe and the FT case is assigned to c-mjane. 
Both c-jdoe and c-mjane will receive alerts when eligibility 
data is changed, indicating “380: Data has changed.  Please 
reassess and confirm eligibility”. 

 

PELICAN CCW displays alerts on a page accessible from the Home page.  The 
user can view alerts for any office the user serves.  The user can also view 
alerts for the caseloads of co-workers and take action on, but not clear, the 
alerts of co-workers, if needed. 
 
New alerts are accessible by clicking an “Alerts” section (i.e., “Workload” or 
“Admin” at the left of the Home page).  The alert selection available to the 
user is based on the user’s security class. 
 
Provider and Eligibility Specialists will use the “Workload” selection 
exclusively to access alerts for their respective “Providerloads” or 
“Caseloads”.  Those with an “Admin” category will have access to both 
“Workloads” and/or fiscal alerts, depending upon their specific security class. 
 
When the user clicks the “Workload” or “Admin” selection, the user’s security 
class information serves as the default criteria for the Alert Search page. 
 
The number of alerts available for viewing is provided next to the alert 
selection. 
 
When the user clicks the “Alert” section hyperlink, PELICAN CCW displays 
the Alert Search page.  Each alert is assigned a priority by PELICAN CCW and 
is displayed on this page by “Assignment”.  For “Caseload” alerts, the 
“Assignment” is the Co/Record Number.  Other types of alerts contain the 
appropriate “Assignment” for the PELICAN CCW functional area with which 
the user works. 
 
Click the “Assignment” hyperlink to advance to the corresponding 
information that has caused the generation of the alert, then take the 
appropriate action to clear the alert. 
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There are two types of alerts: 
 

1. System-Cleared. 
 

2. User-Cleared. 
 

 
 

System-Cleared alerts, indicated by a blank white box to the left of the alert, 
require the user to make a change within PELICAN CCW to process the alert.  
Once the change is made, the alert is cleared by PELICAN CCW during the 
nightly batch process. 
 
User-Cleared alerts, indicated by a checkbox, usually require an action 
outside of PELICAN CCW (i.e., sending a notice, etc.) to process the alert.  To 
clear alerts of this type, the user must click the alert’s checkbox and click 
“Clear”.  If the user does not do this, the alert remains in the queue. 
 
PELICAN CCW generates alerts based on certain triggers.  Alerts are either 
generated real-time or overnight. 

 

Return to Table of Contents 



USE OF PELICAN CCW 
 

 
 

 
 

Page 28 of 72 
 

104.18.1 Alert Priority 

“Alert Priority” is managed by a reference table in PELICAN 
CCW.  The following screenshots display listings of the alerts 
generated by PELICAN CCW and the priority to which the alert 
is assigned. 
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104.18.2 Searching for an Alert 

The CCIS may search for an alert generated in a given time 
period using the Alerts Search page.  The default search criteria 
appear at the top of the page.   
 
“Class” automatically defaults based upon the user’s level of 
access. 
 
“Class” reflects the type of alert.  Valid “Classes” of alerts 
include: 
 

1. All. 
2. Subsidy Case. 
3. Legal Entity. 
4. Location. 
5. Agency. 
6. Administrative. 
7. Fiscal. 
8. Director. 
9. Commonwealth. 
10. Default Caseload. 
11. Application. 
12. Provider Profile Manager. 
13. Specialist. 
14. Headquarters. 
15. Lead Agency. 
16. Subsidy Case (MCI). 

 
The CCIS may narrow the search results using additional 
search criteria, such as “Supervisory Unit (Caseload, 
Providerload or Fiscal Load)”, “Co/Record”, 
“Provider/Location”, “Invoice”, “Class”, “Priority”, “Status”, 
“Category” and “Alert Date”. 
 
The alert history displays the date the alert was cleared, with 
the most recently cleared alerts displayed first.  The CCIS may 
view the entire alert history list or filter by “Co/Record 
Number” or “Provider ID”. 
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The CCIS may search for an alert by completing the following 
steps in PELICAN CCW: 
 

1. Navigate to the Alerts Search page using one of the 
following methods: 

 Click “Home “on the Main Navigation bar, then 
click “Alert” or “Workload” under “Admin” on the 
side bar; or 

 

 Click “Administration” on the Main Navigation 
bar and click “”Workload” on the Sub Navigation 
bar.  Then click “Alerts” on the new version of 
the Sub Navigation bar. 
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2. Enter or select search criteria on the Alerts Search page, 
then click “Search”. 

 

NOTES: 
 

 Depending on the user's security role, 
“Workload” may not display under “Admin” 
on the Home page side bar. 

 Click “RESET” to clear the default results and 
enter new search criteria, if desired. 

 

Return to Table of Contents 

 



USE OF PELICAN CCW 
 

 
 

 
 

Page 42 of 72 
 

104.18.3 Clearing an Alert 

The CCIS may clear an alert by completing the following steps 
in PELICAN CCW: 
 

1. Navigate to the Alerts Search page using one of the 
following methods: 

 Click “Home” on the Main Navigation bar, then 
click “Alerts” or “Workload” under “Admin” on 
the side bar; or 

 Click “Administration” on the Main Navigation 
bar, click “Workload” on the Sub Navigation bar, 
then click “Alerts” on the Sub Navigation bar. 

2. Enter or select search criteria on the Alerts Search page, 
then click “Search”. 

 

3. Select the checkbox for the alert, and then click “Clear”. 

NOTES: 
 

 Clear an alert only when the task in the alert 
has been completed. 

 System-cleared alerts do not have a checkbox 
and cannot be cleared by the user.  Upon 
performing the necessary action, the alert 
will be cleared through nightly batch 
processing. 

 

Return to Table of Contents 
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104.18.4 Processing an MCI Alert 

When core Social Security Administration (SSA) verifiable 
demographics are updated, a request is sent to the SSA to 
validate the information.  Upon verification, an update is made 
to the Master Client Index (MCI). 
 
If the client for which the change has been made is known to 
CIS, MCI then sends an alert to CIS, the highest known verifying 
system.  CIS is the highest ranking verifying system within the 
hierarchy.  CCW is second, and the remaining Department of 
Public Welfare (DPW) systems follow. 
 
PELICAN CCW receives an MCI alert ONLY if the client is active 
within PELICAN CCW. 
 
The CCIS may clear an alert by completing the following steps 
in PELICAN CCW: 
 

1. Navigate to the Alerts Search page using one of the 
following methods: 

 Click “Home” on the Main Navigation bar, then 
click “Alerts” or “Workload” under “Admin” on 
the side bar; or 

 Click “Administration” on the Main Navigation 
bar, click “Workload” on the Sub Navigation bar, 
then click “Alerts” on the Sub Navigation bar. 

2. Enter or select search criteria on the Alerts Search page, 
select “Subsidy Case (MCI)” and then click “Search”. 

3. Click the “Assignment” hyperlink which is comprised of 
the “Co/Record Number”. 

NOTE: On the subsequent page which is 
displayed, to see the client information, 
click “Individual Number” in the CCW 
Information column to view the Case 
Summary page.  If the individual is 
associated with multiple cases, the Client 
Selection page is displayed in a pop-up 
window.  Select the radio button 
associated with the proper individual, 
then click “Continue”.  Click “Back To MCI 
Notification” to return to the MCI Alert 
page. 

4. Review the information for accuracy. 

 

 



USE OF PELICAN CCW 
 

 
 

 
 

Page 44 of 72 
 

5. Select the “No, I want to keep the information that is 
currently in CCW” or “Yes, I want to replace the current 
CCW individual information with the updated 
information” radio button, as appropriate. 

NOTE: When information regarding a “Date of 
Death” is received, the information must 
be manually verified and entered on the 
Individual Information page. The “Date of 
Death” update is not automatically 
applied upon selecting the “YES” option.  

6. Click “Submit” to accept the selection, or click “Close” to 
return to the Alert Search page. 

 
There are three types of MCI alerts. 
 

1. Verification Request Summary. 
 

2. Client Update Summary. 
 

3. CCW Rejection Summary. 
 
The type of alert depends upon where the update originated. 
 
The following subsections contain additional information 
regarding the types of MCI alerts. 
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104.18.4.1 Verification Request Summary 

The “Verification Request Summary” MCI 
alert occurs when PELICAN CCW receives a 
request from a DPW system lower in the 
hierarchy to validate new individual 
information sent to MCI from another system.  
This information is displayed on the 
Verification Request Summary page.  By 
accepting the verification request, the 
information for MCI is updated and possibly 
used by other DPW systems. 
 

 
 

 

Return to Table of Contents 

 
 
 
 
 
 
 



USE OF PELICAN CCW 
 

 
 

 
 

Page 46 of 72 
 

104.18.4.2 Client Update Summary 

The “Client Update Summary” MCI alert 
occurs when PELICAN CCW receives updated 
client information from CIS, the highest 
ranking system in the hierarchy.  These 
changes have already been applied in MCI.  
The information is displayed on the Client 
Update Summary page.  Accepting the change 
replaces the current individual information 
with the updated information and places 
PELICAN CCW in sync with MCI.  Rejecting 
the change maintains the current individual 
information entered in PELICAN CCW, but 
causes PELICAN CCW to become out-of-sync 
with MCI. 
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104.18.4.3 CCW Rejection Summary 

The “CCW Rejection Summary” MCI alert 
occurs when PELICAN CCW makes an update 
to client information that was rejected by CIS.  
This only occurs when the client is known to 
CIS.  The information is displayed on the CCW 
Rejection Summary page.  Accepting the 
change replaces the current individual 
information with the information maintained 
by CIS and places PELICAN CCW in sync with 
MCI.  Rejecting the change maintains the 
current individual information entered in 
PELICAN CCW, but causes PELICAN CCW to 
become out-of-sync with MCI. 
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104.19 CASE COMMENTS 

The following subsections include information regarding accessing, entering, 
viewing, updating and printing case comments, in addition to viewing 
history. 

 

104.19.1 Accessing Case Comments 

The CCIS may access case comments by navigating to the Case 
Comments Summary page using one of the following methods: 
 

 Click “Case” on the Main Navigation bar, enter the 
“Case ID” in the “Case Comments” field and click “Go”; 
or 

 From within the case, click the “Select…” drop-down 
box, select “Case Comments” from the list and click 
“Go”. 

 On the Case Profile Summary page and click the “Case 
Comments” hyperlink. 

 

Return to Table of Contents 
 
 

104.19.2 Entering Case Comments 

The CCIS may enter case comments by completing the 
following steps in PELICAN CCW: 
 

1. Click “New”. 

2. Enter a “Contact Date”. 

3. Enter a “Contact Time”.  Use the drop-down box to 
select “AM” or “PM”. 

4. Enter a “Subject”. 

5. Enter “Comment Text”. 

6. Click “Save”. 
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104.19.3 Viewing Case Comments 

The CCIS may view case comments by completing the following 
steps in PELICAN CCW: 
 

1. View comments using one of the following methods: 

 Enter a number of days (up to 90) in the “Show 
Last Days” field and click “Go”; or 

 Enter dates in the “Show History From” and 
“Show History To” fields and click, “Go”. 

2. Click the hyperlink of the case comment to be viewed 
or click “Print” to display the full comment text for the 
dates requested. 

 

Return to Table of Contents 
 
 

104.19.4 Updating Case Comments 

CCIS staff with the “Director” or “Supervisor” roles may update 
case comments by completing the following steps in PELICAN 
CCW: 
 

1. Select the checkbox next to the comment requiring 
updating. 

2. Click “Update”. 

3. Update appropriate case comment information. 

4. Click “Save”. 

 

Return to Table of Contents 
 
 

104.19.5 Printing Case Comments 

The CCIS may print case comments by clicking “Print” on the      
page.  This immediately generates the RE326 Case Comments 
Report that contains the most current version of each 
comment. 
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104.19.6 Viewing Historical Case Comments 

The CCIS may view historical case comments by completing the 
following steps in PELICAN CCW: 
 

1. View historical comments using one of the following 
methods: 

 Click the “History Icon” (I) next to the comment 
to view a history of edits to that comment; or 

 Select the checkbox next to one or more 
comments and click “History” to view a history 
of edits to those comments.  If more than one 
comment is selected, the topmost comment is 
displayed; click the hyperlinks to view the 
histories of the other comments; or 

 Click “History” to view all comments.  By 
default, the topmost comment is listed.  Click 
the hyperlinks to view the histories of the other 
comments. 

2. Click “Return to Summary”. 

 

 
 
 

Return to Table of Contents 
 
 
 
 
 
 
 
 
 



USE OF PELICAN CCW 
 

 
 

 
 

Page 53 of 72 
 

104.20 PROVIDER COMMENTS 

The following subsections include information regarding accessing, entering, 
viewing, updating and printing provider comments, in addition to viewing 
history. 
 
 

104.20.1 Accessing Provider Comments 

The CCIS may access provider comments by navigating to the 
Provider Comment Summary page using one of the following 
methods: 
 

 From the Location R&R Profile Summary page, select 
the “Comments”. 

 Click “Provider” on the Main Navigation bar, enter 
search criteria into fields on the “Provider Comments” 
row, then click “Go”; or 

 From within a provider record, select “Comments” 
from the “Select…” drop-down list, then click “Go”. 

 

 
 
 

Return to Table of Contents 
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104.20.2 Entering Provider Comments 

The CCIS may enter provider comments by completing the 
following steps in PELICAN CCW: 
 

1. Click “New”. 

2. Enter the “Contact Date” and “Contact Time”. 

3. Type a subject in the “Subject” field. 

4. Type provider comments in the “Comment Text” field. 

5. Click “Save”. 

 

Return to Table of Contents 
 

 

104.20.3 Viewing Provider Comments 

The CCIS may view provider comments by completing the 
following steps in PELICAN CCW: 
 

1. View comments using one of the following methods: 

 Enter a number of days (up to 90) in the “Show 
Last Days” field and click “Go”; or 

 Enter dates in the “Show History From” and 
“Show History To” fields and click, “Go”. 

2. Click the hyperlink of the case comment to be viewed 
or click “Print” to display the full text of the comment 
for the dates requested. 

 

Return to Table of Contents 
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104.20.4 Updating Provider Comments 

The CCIS may update provider comments by completing the 
following steps in PELICAN CCW: 
 

1. Select the checkbox next to the comment which 
requires the update. 

2. Click “Update”. 

3. Update appropriate provider comment information. 

4. Click “Save”. 

 

Return to Table of Contents 
 

 

 

104.20.5 Printing Provider Comments 

The CCIS may print provider comments by clicking “Print”.   
 
This immediately generates the RE224 Provider Comments 
report that contains the most current version of each 
comment. 
 

Return to Table of Contents 
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104.20.6 Viewing Historical Provider Comments 

The CCIS may view historical provider comments by 
completing the following steps in PELICAN CCW: 
 

1. View historical comments using one of the following 
methods: 

 Click the “History Icon” (I) next to the comment 
to view a history of edits to the selected 
comment; or 

 Select the checkbox next to one or more 
comments and click “History” to view a history 
of edits to the selected comments.  If more than 
one comment is selected, the topmost 
comment is displayed; click the links to view 
the histories of the other comments; or 

 Click “History” to view all comments.  By 
default, the topmost comment is listed.  Click 
the links to view the histories of the other 
comments; or 

2. Click “Return to Summary”. 

 

 
 

Return to Table of Contents 
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104.21 BEST PRACTICES WHEN ENTERING COMMENTS 

In addition to “Case” and “Provider” comments, as discussed in this chapter, 
“R&R” comments are also captured in PELICAN CCW.  Additional information 
regarding “R&R” comment is located in Manual “200 – R&R”.  The following 
are considered the best practices to be used by the CCIS when entering any 
type of comments (i.e., case, provider or R&R) in PELICAN CCW: 
 

1. Comments should be entered into PELICAN CCW, or the family file if 
appropriate, to document case events and explain the rationale for 
the worker’s actions. 

 

2. All comments should include, at a minimum, information that 
answers the main questions of who, what, when, where, how and 
why. 

 

3. The primary reason for creating a comment is to provide the reader 
with information that supplements and explains case actions in 
PELICAN CCW. 

 

4. Comments are used by persons in addition to the author, to 
interpret the status and actions taken in a case.(i.e. the p/c, the p/c’s 
representative, coworker, supervisor, administrator, coordinator, 
HQ staff or staff representing the Bureau of Hearings and Appeals, 
the Office of the Inspector General or the Office of Income 
Maintenance). 

 

5. Comments should provide factual information and details used to 
make a decision regarding a case or to process provider 
information. 

 

6. Comments should use relevant dates, timelines, details and data that 
narrates the actions taken and informs the reader. 

 

7. Comments should reflect no bias, derogatory terms, opinions or 
assumptions. 

 

8. Comments should demonstrate the logical thought process that 
went into decision making as briefly and concisely as possible. 

 

9. Comments should provide enough information to allow the reader 
to understand the logic behind the action taken by the CCIS. 

 

10. Comments should be professional, keeping in mind the p/c’s and 
other individuals’ right to view their file at any time and the 
potential to be used in court as evidence. 

 

 

http://www.dpw.state.pa.us/cs/groups/webcontent/documents/document/d_009950.pdf


USE OF PELICAN CCW 
 

 
 

 
 

Page 58 of 72 
 

When entering a comment, the CCIS should consider the following list of “DOs” and 
“DON’Ts”: 

1. Do make factual statements and do not make personal comments or 
judgmental statements. 
 

2. Do keep the use of acronyms to a minimum; use commonly understood 
acronyms when necessary. 

 

3. Do use CCIS Staff Member’s correct titles and do not use CCIS Staff 
Members first names. 

 

4. Do summarize statements unless absolutely necessary to directly quote 
someone. 

 

5. Do identify the document to which the CCIS is referring in comments and 
do not refer to documents by the color paper they are printed on. 

 

6. Do make comments that are clear and concise and not wordy and do not be 
redundant. 

 

7. Do not include the Correspondence ID to which the CCIS is referring as 
correspondence can be viewed in PELICAN CCW by date and title. 

 

8. Do cite appropriate regulatory language when necessary, in special 
circumstances, but do not do so for routine actions. 

 

9. Do make comments as actions and/or events are taking place and not at a 
later time. 

 

10. Do practice good grammar and use correct spelling.  Comments can be 
created in Word, spell checked, then cut and pasted into PELICAN CCW. 

 

11. Do record a phone number with the extension that might be needed at a 
later date if difficult to locate. 

 

12. Do clearly indicate in the “Subject” of the comment the specific action/issue 
it addresses. 

 

13. Do not use the term “fraud” unless it has been substantiated by the OIG or 
the court, and do use the phrase “referral made to OIG”. 

 

Return to Table of Contents 
 

Return to Manual Section “104.26.3.3 – Questions – 104.21 – Best Practices 
When Entering Comments” 
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104.22 CASE TRACKING DATES 

Tracking date alerts are user-created alerts that help organize employee 
workloads and manage cases and providers.  While alerts are mainly for 
individual primary worker use, the alert can be viewed and acted upon by 
other CCIS staff.  In order to add or edit a tracking date alert, the case must be 
open. 
 

The following subsections contain information regarding accessing, entering, 
updating and deleting case tracking date alerts. 
 

104.22.1 Accessing a Case Tracking Date 

The CCIS may access a tracking date alert by navigating to the 
Tracking Date Summary page using one of the following 
methods: 

 

1. Click “Case” on the Main Navigation bar, enter the 
Co/Record Number in the “Tracking Dates” field and 
click “Go”; or 

 

2. From within a case, click the “Select…” drop-down 
box, select “Tracking Dates” from the list and click 
“Go”. 

 

Return to Table of Contents  
 
 

104.22.2 Entering a Case Tracking Date 

The CCIS may add a case tracking date alert by completing the 
following steps in PELICAN CCW: 

 

1. Click “New”. 

2. Enter a Tracking Date. 

3. Click the “Priority” drop-down box and select an 
option from the list. 

4. Enter the alert text, to be displayed, specific to the 
circumstances of the case. 

5. Indicate whether the Tracking Date Alert should also 
be sent to the CAO. 

6. Click “Save”. 

 

Return to Table of Contents  
 

 

104.22.3 Updating a Case Tracking Date 

The CCIS may update a case tracking date alert by completing 
the following steps in PELICAN CCW: 

 

1. Select the “Select…” checkbox for the record to be 
updated. 

 

2. Click “Update”. 
 

3. Update the information as necessary. 
 

4. Click “Save”. 
 

Return to Table of Contents  
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104.22.4 Deleting a Case Tracking Date 

The CCIS may delete a case tracking date alert by completing 
the following steps in PELICAN CCW: 

 

1. Select the “Select…” checkbox for the record to be 
updated. 

 

2. Click “Update”. 
 

3. Update “Delete”. 
 

4. Click “Delete” again to confirm the action. 
 

Return to Table of Contents  
 
 

104.23 PROVIDER TRACKING DATES 

Tracking date alerts are user-created alerts that help organize employee 
workloads and manage cases and providers.  While alerts are mainly for 
individual primary worker use, the alert can be viewed and acted upon by 
other CCIS staff. 
 

The following subsections contain information regarding accessing, entering, 
updating and deleting provider tracking date alerts. 
 

104.23.1 Accessing a Provider Tracking Date 

The CCIS may access a provider tracking date alert by 
navigating to the Provider Tracking Date Summary page from 
the Location Demographics Summary page by choosing 
“Tracking Dates” from the “Select…” drop-down box and 
clicking “Go”. 
 

 
 

Return to Table of Contents  
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104.23.2 Entering a Provider Tracking Date 

The CCIS may add a provider tracking date alert by completing 
the following steps in PELICAN CCW: 

 

1. From the Provider Tracking Date Summary page, click 
“New”. 

 

 

2. On the Provider Tracking Date Detail page, enter a 
Tracking Date. 

3. Click the “Priority” drop-down box and select an 
option from the list. 

4. Enter the alert text, to be displayed, specific to the 
circumstances of the case. 

5. Click “Save”. 

 
 

Return to Table of Contents  
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104.23.3 Updating a Case Tracking Date 

The CCIS may update a provider tracking date alert by 
completing the following steps in PELICAN CCW: 

 

1. Click the “Edit” hyperlink from the Provider Tracking 
Date Summary page. 

 

 
 

2. Update the information as necessary. 
 

 
 

3. Click “Save”. 
 

Return to Table of Contents  

 
 

104.23.4 Deleting a Case Tracking Date 

The CCIS may delete a provider tracking date alert by 
completing the following steps in PELICAN CCW: 

 

1. Click the “Edit” hyperlink for the alert to be updated 
from the Provider Tracking Date Summary page. 

 

2. Click “Delete”. 
 

3. Click “Delete” again to confirm the action. 
 

Return to Table of Contents  
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104.24 AUDIT TRAIL 

The audit trail tracks when a record is updated or changed.  The audit trail 
contains the page on which a change was made, the date and time of the 
change, and the user who made the change.  Following review of the audit 
trail, the CCIS may navigate to the page on which a change was made and 
view the revised information as well as the original information that was 
changed (i.e., history). 
 

The audit trail may also be used to quickly determine where staff left off 
upon returning to the workstation after stepping away for a period of time. 
 

To view the audit trail, the CCIS must select “Administration” from the Main 
Navigation bar, then select “Audit Trail” on the Sub Navigation bar or click 
“Go” next to the “Audit Trail” field. 
 

 
 

The only information the CCIS is required to enter in order to identify an 
audit trail is a date range.  The date range is specified in the “From” and “To” 
fields.  In addition, the CCIS may specify a User ID, Co/Record Number, RIN 
(used for R&R), Provider Legal Entity ID or Provider Location ID.  Clicking 
“Search” initiates the search using the parameters the CCIS entered.  Clicking 
“Reset” at any time will clear all search criteria the CCIS previously entered. 
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The CCIS may organize search results by using the sort order radio buttons.  
Search results may be organized by Record Number, RIN, Provider ID, User 
ID or Date Descending.  The audit trail search results provide the page and 
description of the page on which a change occurred.  The action (update or 
create) is also listed, as well as the User ID, Type of ID, Co/Record Number, 
Date and Time the change was made. 
 

 
  

Return to Table of Contents  
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104.25 UPDATED INFORMATION & ADDITIONAL RESOURCES 
 

This section contains a listing of updated information distributed following issuance of this manual section via Announcements, Updates and Communiqués, 
as well as additional resources available to the CCIS.  

 
 

104.24.1 Announcements 

DATE ISSUED ANNOUNCEMENT NUMBER TITLE 

   

   

   

   

   

   

   

   

 
 
Return to Table of Contents 
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104.24.2 Updates 
 

DATE ISSUED UPDATE NUMBER TITLE 

   

   

   

   

   

   

   

   

   

   

   

 
 

Return to Table of Contents 
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104.24.3 Communiqués 

DATE ISSUED COMMUNIQUE NUMBER TITLE 

   

   

   

   

   

   

   

   

   

   

   

 
 
Return to Table of Contents 
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104.24.4 Additional Resources 

DATE ISSUED COMMUNIQUE NUMBER TITLE 

   

   

   

   

   

   

   

   

   

   

   

 
 
Return to Table of Contents 
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104.26 TRAINING GUIDE 
 

This section contains information pertinent to training the Use of 
PELICAN CCW Manual Section.  The following subsections contain the 
goals and objectives of the manual section, as well as helpful question 
and answer checkpoints. 

 

104.26.1 Goals 
 

The information in this section contains the goals with 
regard to the use PELICAN CCW.  The following are the 
goals of this manual section:  

 

1. To use PELICAN CCW to manage caseloads, 
providerloads and fiscal loads. 

 

2. To enter comments in PELICAN CCW using the 
best practices recommended by OCDEL.  

 
Return to Manual Section “104.3 – Goals & 
Objectives” 

 
 

104.26.2 Objectives 
 

The information in this section contains the objectives 
with regard to the use of PELICAN CCW.  The following 
are the objectives of this manual section:  

 

1. To correctly access PELICAN CCW. 
 

2. To correctly use Windows and PELICAN CCW 
page elements. 

 

3. To create and maintain a strong password. 
 

4. To understand how to navigate within 
PELICAN CCW subsystems. 

 

5. To process cases without corrupting data. 
 

6. To correctly establish a caseload, providerload 
or fiscal load, as needed. 

 

7. To correctly establish and edit a supervisory 
unit, as needed. 

 

8. To successfully reassign a case/provider or an 
entire caseload/providerload. 

 

9. To successfully process alerts. 
 

10. To create and maintain accurate case and 
provider comments. 

 

11. To create and maintain tracking date alerts, 
when needed, to ensure timely action on case 
and/or provider information. 

 

12. To understand how to use the audit trail. 
 

Return to Manual Section “104.4 – Accessing PELICAN 
CCW” 
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104.26.3 Section Checkpoint Questions 
 

The Policy and Operations Divisions of the Bureau of 
Subsidized Child Care Services developed the following 
questions as a checkpoint to ensure comprehension of the 
information presented within this manual section. Upon 
review of the information within this section, CCIS staff 
should be able to answer all of the questions listed below. 

 

104.26.3.1 Questions – 104.7 – Usernames 
& Passwords 

 

1. Passwords must meet which of 
the following guidelines? 

 

a. Be at least seven 
characters long. 

 

b. Not contain the user’s 
username or any part 
of the user’s full name. 

 

c. Contain characters 
from three categories, 
such as upper case, 
lower case, numeric 
and/or non-
alphanumeric. 

 

d. All of the above. 
 

2. TRUE or FALSE.  The CCIS may 
not share any passwords 
issued by OCDEL. 

 

3. TRUE or FALSE.  The CCIS 
should have at least one non-
alphanumeric character, one 
letter and one number when 
establishing a new password. 

 

Return to Table of Contents 
 

Return to Manual Section “104.7 – 
Usernames & Passwords” 

 

See Answers 
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104.26.3.2 Questions– 104.12 – Data 
Corruption 

 

4. TRUE or FALSE.  Creation of a new 
window from a current session by 
pressing “Ctrl”, then “N”, does not 
result in a new session being 
made. 

 

5. TRUE or FALSE.  Pressing “Ctrl”, 
then “N” key, results in data 
corruption when a worker starts 
processing a different case in the 
newly created window. 

 

Return to Table of Contents 
 

Return to Manual Section “104.12 – Data 
Corruption” 
 

See Answers 
 
 

104.26.3.3 Questions– 104.21 – Best Practices 
When Entering Comments 

 

6. TRUE or FALSE.  All comments 
should include, at a minimum, 
information that answers the main 
questions of who, what, when, 
where, how and why. 

 

7. TRUE or FALSE.  Comments are 
used by persons in addition to the 
author, to interpret the status and 
actions taken in a case.(i.e. the p/c, 
the p/c’s representative, coworker, 
supervisor, administrator, 
coordinator, HQ staff or staff 
representing the Bureau of 
Hearings and Appeals, the Office of 
the Inspector General or the Office 
of Income Maintenance). 

 

8. TRUE or FALSE.  Comments should 
provide factual information and 
details used to make a decision 
regarding case or process provider 
information. 

 

9. TRUE or FALSE.  Comments should 
reflect no bias, derogatory terms, 
opinions or assumptions. 

 

10. TRUE or FALSE.  The CCIS should 
practice good grammar and use 
correct spelling. 

 

Return to Table of Contents 
 

Return to Manual Section “104.21 – Best 
Practices When Entering Comments” 
 

See Answers 
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104.26.4 Section Checkpoint Answers 
 

The Policy and Operations Divisions of the Bureau of 
Subsidized Child Care Services provided the answers to all of 
the questions asked in Manual Section “104.26.3 – Section 
Checkpoint Questions”. 

 

104.26.4.1 Answers – 104.7 – Usernames & 
Passwords 

 

1. d. – All of the above. 
2. TRUE. 
3. TRUE. 

 

Return to Table of Contents 
 

Review Questions Again 
 

Return to Manual Section “104.7 – 
Usernames & Passwords” 
 

Return to Manual Section “104.8 – 
Navigation” 
 

 

104.26.4.2 Answers – 104.12 – Data 
Corruption 

 

4. TRUE. 
5. TRUE. 

 

Return to Table of Contents 
 

Review Questions Again 
 

Return to Manual Section “104.12 – Data 
Corruption” 

 

Return to Manual Section “104.13 – 
Workload Management” 
 

 

104.26.4.3 Answers – 104.21 – Best Practices 
When Entering Comments 

 

6. TRUE. 
7. TRUE. 
8. TRUE. 
9. TRUE. 
10. TRUE. 

 

Return to Table of Contents 
 

Review Questions Again 
 

Return to Manual Section “104.21 – Best 
Practices When Entering Comments” 

 

Return to Manual Section “104.22 – Case 
Tracking Dates” 


