
  
  
    [image: WhatDoTheyKnow]
  

  
    Download original attachment
    
(PDF file)
  

  
    This is an HTML version of an attachment to the Freedom of Information request
    'New Jobseeker's Interview'.
  




  
    
      
[bookmark: 1]Checking the benefit claim 

Check customer statement 
1.  In cases where an immediate Work Focussed Interview (WFI) is required 

check that: 

  the customer statement is signed; 

  there are no missing pages; 

  unanswered questions are completed; and  

  verification is recorded on Customer Management System (CMS). 

2.  Identify outstanding questions on CMS to allow answers to be obtained and 

CMS updated during the Financial Assessment Interview.   

3.  The statement will be printed and signed at the end of the interview. 

Recording customer statement 
4.  For all cases where an immediate WFI is required, if a Customer Statement is 

not recorded as [Accepted] on Customer Management System (CMS) within 
one month of the date of contact, the case will be automatically deleted from 
CMS. 

5.  To avoid this, ensure the correct procedure is followed in relation to the 

recording of statements.  

6.  Ensure that the most up to date statement is accepted. A statement that has 

been amended must be recorded as not accepted. Make sure all unanswered 
questions are answered via ‘Change Case’ before accepting the Statement.  

7.  Record a statement appropriately using one of the options in the ‘Statement 

Check’ dialogue. 

Printing or reprinting a customer statement where appropriate 
8.  There may be circumstances when the claimant provides additional 

information or answers to unanswered questions that result in the 
requirement to revise the information gathered on CMS.  

9.  When information is revised on CMS it is always preferable to reprint a 

customer statement and have the claimant sign and date it, but in certain 
cases this may not be necessary. 

10. The action to take depends on whether the information is provided : 

  At the interview; 

  By telephone; or 

 By 

post; 

and 

  Whether the information raises additional questions 

Printing a full Customer Statement where appropriate 
11. A full customer statement must always be printed when changes are made on 

Customer Management System (CMS) through ‘Change Case’ and either: 

  the changes made raise additional questions: 

  the claimant must sign the revised statement; 

  if they are not attending an interview the statement must be posted 

back to them for their signature; or 
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claimant is not due to attend an interview: 

  the changes may not raise additional questions but they must validate 

any changes made to the original; 

  the revised statement must be posted back to them for signature; or 

  the claimant returns the original statement by post and has made 

amendments but has not validated the changes: 

 update 

CMS; 

  print off the revised statement; and  

  post back to the claimant for signature. 

Amending the original statement where appropriate 
12. The original customer statement can be amended clerically when: 

  changes are identified during: 

 the 

interview; 

or 

  the telephone pre-interview call; and 

  amendments are minor such as: 

 typing 

errors; 

or 

  numerical changes; and  

  the claimant is present or will subsequently be attending so that the 

changes can be validated. 

13. Where changes are made clerically: 

STEP 

ACTION 

1 

the claimant must validate the change by initialling and dating 
each entry; 

2 

Update CMS using ‘Change Case’ with the new information; 

3 

Select [Summarise] and [Close] to generate a new statement 
in the statement verification grid; 

4 

Mark the original statement as [not accepted] with the reason 
[revised in Change Case]; 

5 

The new statement should be marked as [accepted] and 
[signed and complete]. 

14. For accuracy purposes the customer statement must always mirror the 

information contained in CMS. The original statement must be retained. 

15. Some mistakes identified, amended or required on CMS resulting from 

information gathered during the single call can be amended using ‘Change 
Case Details’. Others are withdrawn from CMS during the Financial 
Assessment Interview and sent to the Benefit Centre to be rebuilt. 

16. See the First Contact (FC) Guidance for more information on : 

  Information that can be amended 

  Withdrawing/Rebuilding a claim  

Printing individual pages where appropriate 
17. It may be more appropriate to print individual pages rather than the full 

customer statement when: 



[bookmark: 3]  amendments are due to responses to any unanswered questions; and 

  the claimant is in the office so can validate the individual pages; and 

  the answers do not bring up additional questions 

18. Claimants must validate each of the individual pages that have been printed, 

and CMS should be updated as appropriate through ‘Change Case’. 

Clarifying details 
19. The following action is only required where an immediate WFI is required: 

STEP 

ACTION 

1 

If the Customer Statement is re-printed, via ‘View Case’, a 
new statement will display in the ‘Statement Check dialogue’ 
for action even though a revised statement hasn’t been 
printed and no amendments have been made; 
 

2 

Action this by ‘Not accepting’ the statements; 
 

3 

If an acceptable statement has already been recorded on 
Customer Management System (CMS), no amendments can 
be made via ‘Change Case’. All unanswered questions and 
additional information must be completed before the 
statement is accepted on CMS.  
 

4 

If there are any changes or additions to the information held 
on CMS there may need to be changes made to other data 
held on the system or be a need to gather additional 
information. Ask the relevant questions via ‘Change Case’. 
 

5 

If a Reclaim gather has been taken in error, any additional 
information needed to process the claim should be gathered. 
The claimant should not be issued with a claim form or 
referred back to the Contact Centre. 
 

6 

If identifying information was gathered incorrectly from the 
single call, withdraw the case from CMS and refer to the BC 
to be rebuilt on legacy using the correct information.  
 

20. The original customer statement must be sent to the BC. Note the issues log 

with the reason for the re-build.  

JSA(IB) Online (JSAOL) Claims 
21. Preview the claim to ensure that all the relevant information has been 

gathered.  

22. Further information can be found in the JSA Online End to End guidance. 
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23. If a claimant attends their Work Focused Interview (WFI) with a completed 

Claim Form, the form must be checked for completeness. 

Secondary benefits 
24. Where appropriate, claim forms are checked to confirm that it relates to a 

Jobcentre Plus benefit. These benefits are: 

   Primary Benefits:  

  Jobseekers Allowance (JSA);  

  Income Support (IS);  

  Incapacity Benefit (IB);(linked claims only) 

 Secondary 

Benefits: 

 Carer’s 

Allowance 

(CA); 

 

 Bereavement 

Benefits 

(BB); 

 

  linking Severe Disablement Allowance (SDA), Links within 8 weeks; 

  Maternity Allowance (MA);  

  Industrial Injury Disablement Benefit (IIDB).  

25. A customer statement will only be produced by CMS for primary benefits and 

associated claims to Housing Benefit/Council Tax Benefit (HB/CTB). 

26. Cases that do not require an immediate WFI will not have a Financial 

Assessment Interview and the verification and transfer screens on CMS will 
not need to be actioned. Instead, the case will be made available to the BC 
following the gather at the Contact Centre. On receipt of the Customer 
Statement from the Claimant the BC will be responsible for transferring the 
case on CMS and producing the Input Document(s).  

27. For claimants claiming CA, BB, MA and IIDB, advise them that the claim form 

should be returned directly to the appropriate Benefit Centre.   

28. If the claimant attends a Work Focused Interview (WFI) and brings a 

secondary benefit claim form with them, check the form for completeness. 

In and Out of Work  
29. Claimants making a claim to Housing Benefit and/or Council Tax Benefit will 

be asked to provide additional evidence in support of their claim.  This will 
include: 

  Proof of rental liability for private tenants; 

 Any 

non-dependent 

income; 

  Partner details and earnings (JSA (C) cases only). 

30. This evidence will need to be copied and sent directly to the LA attached to a 

Housing Benefit Evidence Checklist (HBEC) (IOW3) when the LA is e –
enabled. When the LA is NOT e-enabled the HBEC and evidence should be 
attached to the clerical LAID and sent directly to the LA. For further 
information, see Post meeting Action  

Partner does not give consent 
31. If during the initial gather, the claimant states that their partner does not 

consent to them claiming benefit for him/her, the Customer Service Agent will 
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issued with a Claim form to complete, and will be booked a WFI. 

32. When the claimant attends this WFI with a completed Claim form, the form 

must be checked for completeness.  

33. When the Claimant attends the Jobcentre, there are four possible outcomes: 

  Consent is given by the partner; 

  A JSA(C) claim is made;  

  A JSA(IB) claim is made for the claimant only; or  

  The claim is withdrawn. 

Consent is given by the partner 
34. The claim can continue as per existing guidance. 

A JSA(C) claim is made;  
35. As the partner details are not required for JSA(C) claims, the application can 

continue as per existing guidance. 

A JSA(IB) claim is made for the claimant only  
36. The claim can proceed as a single person claim; however the claimant must 

provide as much information as possible regarding their partner’s details.  

37. The case may be referred to a Decision Maker for consideration. 

The claim is withdrawn  
38. The original claim must be withdrawn as per existing guidance.  

Direct payments 
39.  DWP requires that claimant’s benefits are paid into a bank account as a first 

principle. Bank account details are gathered on CMS. The law allows the 
claimant to choose to have all their payments made into one account and 
their Housing Benefit (HB) to be paid into a different one.  

40. Check that when the claimant has requested for their HB to be paid into a 

different account that the HB box has been selected for the correct account.  

41. All primary benefits must be paid into the same bank account. Local Authority 

tenants have their Housing Benefit credited to their rent account and their 
Council Tax Benefit is also credited directly to their Council Tax account.  

42. Where the claimant has not requested that their benefit should be paid into a 

bank account, take the following action: 

  for IS or JSA claimants: 

  check their customer statement and any unanswered questions to see 

if they have given details of a bank account; 

  for JSA (C) or (IB) with HB/CTB the claimants statement can be checked 

for bank account details as these would have been gathered for HB/CTB;  

  for all other Jobcentre Plus benefit claimants ask if they have a bank or 

building society account. 

43. Where a claimant does have a bank account, but has asked for an alternative 

method of payment, advise them of the advantages of Direct Payment and 
remind them that it is the Department’s preferred method of payment. 

44. Where a claimant does have a bank account, but is unable to give their 

account details, it is possible for the claimant to defer the capture of account 
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or at interview. When the claimant attends for an interview it is important that 
the bank account details are collected to ensure their benefit is not delayed. 

45. Where a claimant does not have a bank account, a Building Society Account 

or a Post Office Card Account (POca) ask them to consider opening one. If 
they will consider opening an account issue form DP Gen.    

Note: The existing POca contract was due to end on 31st March 2010 but the 
Government has now decided that a new contract will be awarded to Post 
Office Ltd. The contract will run initially from 2010 to March 2015. Claimants 
can open a new POca (if the account suits their needs and circumstances) 
and existing claimants can continue to be paid into their POca  

46. If the claimant insists on not having a bank account, ask them for their post 

office details, and record in ‘Case Notes’ that they have insisted on not having 
a bank account. 

47. Where a claimant requests payment via cheque or into a POca, a Method of 

Payment discussion must take place. 

48. During the discussion, the conversation should focus on the advantages of 

using a bank / building society account as detailed in the Method of Payment 
Policy Statement. Only in circumstances where a claimant is unable to 
provide existing bank / building society account details should other payment 
options be discussed. 

Check supporting documentation/evidence where appropriate 
49. Check: 

  that there are no discrepancies; 

 conflicting 

information; 

  that all questions have been answered; and  

  that the claimant has signed all the relevant documents.  

50. Where necessary a completeness check should be carried out on secondary 

benefit claim forms. 

51. Claimants will have been asked to bring a copy of their CV with them to their 

interview. Check to see if they have it with them. If they do not bring a copy 
with them, or do not have one, let the Advisor know. 

Outstanding verification/information 
52. For outstanding information See Evidence Requirements   

Leaving voluntarily/misconduct Action 
53. There may be occasions when, during the course of the interview, it becomes 

clear that a claimant has left their employment voluntarily or due to 
misconduct. 

54. If this happens, update ‘Case Notes’ to indicate that there may be possible 

leaving voluntarily (LV) to investigate or misconduct action to consider. 

55. It is the responsibility of the Personal Adviser to investigate LV, including 

issuing forms where appropriate and any follow up action. 
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56. If the claimant provides additional information or reports a change in 

circumstance which is not relevant from the date of claim, the details should 
be recorded on form JSA460 and retained with the statement.  

57. If the change is relevant from the date of claim and generates additional 

questions, change these details on CMS and produce a new claimant 
statement for signature. 

58. If the change does not generate further questions, there is no need to re-print 

the claimant statement. However, the claimant will need to initial the changes 
and sign the statement. 

59. If the change might affect Housing Benefit/Council Tax Benefit (HB/CTB) the 

information on the JSA460 must be sent to the Local Authority (LA) with the 
Input document. 

60. Any HB/CTB claim form received should be sent to the LA immediately as 

any delay could affect the date of claim.  

Note: Amendments to Personal Details within Change Case Details should not 
be used to record Change of Circumstances. 

Customer statement not signed 
61. Where a claimant has not signed the statement or completed a claim form for 

a secondary benefit, where appropriate ask if they will sign/complete it now.  

Claim withdrawn 
62. For details of withdrawing the claim, including dealing with Housing 

Benefit/Council Tax Benefit claims, see Claimant too late for the Financial 
Assessment interview .  

Claimants with notifiable/infectious diseases 
63. Be aware of any notifiable infectious diseases the claimant may have. These 

include:  

 Acute 

Encephalitis; 

 Acute 

Meningitis; 

 Diphtheria; 

 Hepatitis; 

 Measles’ 

 Scarlet 

Fever; 

 Smallpox; 

 Tuberculosis; 

 Typhoid 

Fever; 

 Whooping 

Cough. 

This list is not exhaustive. 
64. If an infectious disease hasn’t been identified, and the claimant is suffering 

from any of the above, see the HR guidance on dealing with people with 
communicable diseases. 

65. In cases where the claimant attends the office with one of the above 

diseases, any staff that have had contact with them should inform their Line 
Manager. 



[bookmark: 8]Update departmental records 
66. Departmental records should not be updated until the identity of the claimant 

or third party providing the information has been confirmed.  If not previously 
carried out, the claim undergoes verification of identity according to existing 
standards.  

67. If unable to confirm the identity of the claimant, the benefit claim cannot 

proceed through to payment until sufficient evidence is gathered to meet 
Payment Authorisation Service (PAS) standards. 

Special Customer Records 
68. To ensure that the confidentiality of information held on special customers is 

maintained user access must be strictly controlled on the basis of business 
requirement. 

69. The capability of a user to access an account annotated as a Special 

Customer Record must be restricted to a set period of time and on an event-
by-event basis. The period of time allowed should be sufficient for the 
effective conduct of business, and, in any case, no longer than 4 hours. If this 
period of time is inadequate, further management authorisation will be 
necessary. 

70. Before being allowed access to any Special Customer Record, users will 

have to demonstrate to their line manager that there is a valid business 
reason for accessing the information. When authorisation has been granted, 
the user must only access, or use, that information for approved official 
purposes.  

71. A user who has an official need to access information on a specific Special 

Customer Record is not entitled or authorised to access information on other 
Special Customer Records, regardless of whether or not they have the ability 
to do so. Users should be aware that access to Special Customer Records is 
monitored. 

72. Further information on security matters can be found on the Departmental 

Security Team’s intranet site, or by contacting the Department’s IT Security 
Advice Line.  

Waived, Deferred and Rescheduled Claims 
73. Waived, deferred and rescheduled cases will not have an immediate 

interview. Instead, the case will be made available to the Benefit Centre via 
the “Non WFI / Rapid Reclaim” screen following the gather at the Contact 
Centre or by the Face to Face First Contact Officer  

74. The Customer Statement will be issued to the claimant at the end of the 

gather and the claimant will be advised to return the Customer Statement and 
verification (where appropriate) directly to the BC.    

75. On receipt of the Customer Statement the BC will take action to transfer the 

claim on CMS and produce the Input Document(s). They will also be 
responsible for sending the LA Input Document to the relevant Local Authority 
along with copies of any verification as appropriate. 
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76. Note. The following screens can only be completed where an immediate WFI 

is required.  Statement Verification access is not available for waived/deferred 
or rescheduled cases. 

 

 Statement 

check; 

 Benefits 

claimed; 

 Verification 

Summary; 

  Verification items list; 

 Verification 

Item 

Details; 

  Verification details with no updates; 

  Current work details; 

 Current 

work; 

 Pension 

details; 

  Modify other benefits; 

 Shares 

details; 

 Savings/other 

capital 

details; 

  Other income details; 

  Student income details; 

 Housing 

cost 

details; 

 NSC 

details; 

  Personal injury payment; 

Statement check  
77. The ‘Statement Check’ screen is populated when a row on the ‘Statement’ 

grid in ‘Verification summary’ page is highlighted. Complete the Statement 
Check screen each time a new updated version of the customer statement is 
printed. 

78. The purpose of this screen is to capture details of the Customer Statement. 
79. Complete the following fields: 

Field  

Input  

Returned Date 

mandatory field which defaults to today’s date; 

Accepted? 

mandatory field, select: 

 [Yes]; 

or 

 

 [No]; 

Reason Accepted 

mandatory field, select: 

  the reason why the customer statement has been 

accepted; 

Reason Not 

mandatory field, select: 

Accepted 

  the reason why the customer statement has not 

been accepted from the options stated; 

Permission to 

mandatory if enabled and should not be left blank, select: 

Disclose to Landlord 

 [Yes]: 

  if the claimant has signed to say they give their 
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 [No]: 

  if the claimant states they do not wish to give 

permission; or 

 [Don’t 

Know]: 

  if the claimant is unsure. 

80. Once the customer statement has been accepted, amendments cannot be 

made to the statement via ‘Change Case’. Only one Customer Statement 
should be accepted.  

81. Once the statement has been accepted on CMS the [Modify] button will be 

disabled. Therefore if it has been revised, record the original as [not accepted 
– revised in change case] and then accept the revised statement. 

82. If ‘defaced/pages missing’ is selected, CMS will generate and re-print a new 

customer statement. 

83. Check the statement to see if the claimant has signed it to say that they give 

their permission to disclose the information to their landlord. 

84. If data input is correct and the user wants to save the fields input, press the 

[OK] button. This checks fields and saves data, the screen will close and 
return to ‘Verification Summary’ page. 

85.  If incorrect data is input, press the [Cancel] button to exit the screen. This will 

close the screen without saving data and return to the ‘Verification Summary’ 
page. 

Benefits Claimed 
86. The purpose of this screen is to enter the processing location for a claimed 

benefit, together with the Jobcentre code for JSA benefits and Local Authority 
code for Housing Benefit/Council Tax Benefit (HB/CTB). 

87. When highlighting a  benefit in the ‘Verification Summary’ page and clicking 

on [Modify], the following screen will appear: 

Input to fields 
88. Complete the following fields: 

Field  

Input  

Processing 

this is a mandatory field, enter: 

location code 

  the location code of the site processing the claim; 

the code entered must be 6 numerical digits, which must start 
with a leading 1. If incorrect codes are recorded IS/JSA claims 
will fail electronic transfer; 
The Processing location code should already be pre populated 
where a residential postcode has been entered as part of the 
claimant’s address, but can be amended. 

ESJ code 

this field is enabled for JSA claims and completion is 
mandatory, enter: 

  the jobcentre code, this must be 5 numerical digits; 

LA Code 

this field is enabled for all JSA (IB) cases and all cases when 
HB/CTB is claimed and completion is mandatory, enter: 
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The LA code should already be pre populated where a 
postcode has been entered as part of the claimant’s address. 

89. Once the data has been input, press the [validate] button. This will check that 

the processing location code and Employment Service Jobcentre (ESJ) code 
are compatible (where appropriate) and will ensure that these locations 
receive the correct claims. The locations will be decoded and it is important to 
check that the correct locations are shown next to the codes that have been 
input. 

90. If data input is correct, to save the fields input, press the [OK] button. The 

screen will close and return to ‘Verification Summary’ page. 

91. If the data input is incorrect, overtype the codes as necessary and press the 

[Validate] button again. 

92. If you wish to exit without saving, press the [Cancel] button. This will close the 

screen and return to ‘Verification Summary’ page. 

Potential error messages 
93. The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Processing location ID entered has not 

Processing location code is not valid 

been recognised as a valid ID 
Processing location code must be 

Field is left blank 

entered 
Processing location code entered does 

Processing location code is not valid 

not process this benefit type 

for the benefit type being processed. 

ESJ location ID has not been 

ESJ location code is not valid 

recognised as a valid ID 
ESJ location code must be entered 

Field is left blank 

ESJ Code should be in the numeric 

A figure more than 99999 is entered 

range 00001-99999 
Invalid combination of processing 

ESJ is not linked to processing location 

location code and ESJ code 
LA code must be entered 

Field is left blank 

LA code entered has not been 

LA code is in an incorrect format 

recognised as a valid code 

Verification summary 
94. Customer Management System (CMS) is able to distinguish between 

verification items that are required to support Evidence Requirements (ER) 
and those that are not required but are required to support the claim to 
benefit. However, due to the introduction of changes to the list of items 
requiring verification, until a change is made to CMS a few items will be held 
as requiring verification to meet ER where this is no longer the case. For 
these cases you must follow the action at paragraphs 119 and 136 until CMS 
is updated. 
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95. The verification screens allow the recording of the date of receipt of each 

individual verification item. This enables CMS to calculate the date that the 
ER was met for each item and consequently send a correct Date of Receipt to 
ISCS for IS claims as part of the electronic transfer.  

96. Where ER has not been met, the claim will only be transferred as far as 

Dialogue IS660 on Income Support Computer Service (ISCS) for IS claims. 

97. To support this new process enhancements have been made to the 

Verification Summary Page. 

98. The Verification Items and Updates screen is divided into two screens: 

  the Verification Items List; and 

  the Verification Item Details screen. 

99. The details recorded in the ‘Verification Items Details’ screen will determine 

the information that is displayed within the ‘Evidence Requirements’ panel for 
both the ‘ER Satisfied’ and ‘Date ER Satisfied’ fields.   

Verification items list 
100.  This grid is enabled when Verification Items exist for at least one benefit 

claimed. 

101.  This screen shows a list of all the verification required to support the 

information supplied by the claimant and or partner and whether each 
verification item has met Evidence Requirements. The grid will also display 
whether Verification is complete for each item. 

102.  When a verification item is highlighted within the grid and [Modify] is 

selected, the Verification Items dialogue displays in order to record or view 
more detailed information. 

Verification Item 
103.  This column displays the names of Verification Items for which the 

claimant has to provide verification documents.  

Person 
104.  This field displays the person the verification item relates to: 

 [Claimant]; 

 [Partner]; 

or 

 [Child]. 

Item Identifier 
105.  This field uniquely distinguishes each item in the grid, by data that has 

been captured in gather. 

ER Met (Evidence Requirements)  
106.  This column displays the value of ER Met entered for Verification Item 

field: 

  [N/A] in JSA and linked Incapacity Benefit cases. 

  [N/A] in IS cases where the verification item has no Evidence 

Requirements. 

  [Yes] in IS cases where ‘Verification Complete for Verification item’ is set 

to Yes and ‘ER met for verification item’ is recorded as Yes. 

  [No] in IS cases where ‘Verification Complete for Verification item’ is set to 

Yes and ‘ER met for verification item’ is recorded as No. 
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‘ER met for Verification item’ have not been completed for the Verification 
item. 

Verification Complete 
107.  This column will display the value of Verification Complete for Verification 

item field: 

  [Yes] in all cases where ‘Verification Complete for Verification item’ is 

recorded as [Yes] within the ‘Verification Item Details’ dialogue; 

  [No] in all cases where ‘Verification Complete for Verification item’ is 

recorded as [No] within the ‘Verification Item Details’ dialogue. 

Modify button 
108.  The [Modify] button is enabled when at least one entry exists in the 

verification items list grid and an entry is selected. Selecting this launches the 
‘Verification Item Details’ dialogue. 

Verification Item Details 
109.  This screen allows for types of verification updates to be added or 

modified or deleted against a verification item.  

110.  On first visit to this screen only the [Add] button will be enabled, select this 

to add the verification items.  

111.  This screen also allows recording whether Verification has been complete 

for a verification item and whether Evidence Requirements has been met for 
that item. This will then calculate the overall decision of whether ER has been 
satisfied or not. 

112.  This screen contains the following fields: 

Field  

Input/display  

Person 

This field is defaulted from gather, and cannot be 
amended and displays the person the verification item 
relates 

Identifier 

This field is defaulted from gather, and cannot be 
amended 

Verification Item 

This field displays the names of Verification Items for 
which the claimant has to provide verification documents

Type 

display once a verification item has been added 

Type Identifier 

display once a verification item has been added 

Update Identifier 

If an Update has been recorded this will display in this 
field as follows: 

  ‘Income Details’ displays: 

  the amount received; 

 ‘Pension 

Details’ 

displays: 

 the start date; 

  ‘Student Income Details’ displays: 

  the amount received; 

   ‘Current Work’ displays: 

 the date due/received; 
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displays: 

 the capital type; 

  ‘Savings and Other Capital’ displays: 

  the capital amount; 

 ‘NSC’ 

displays: 

  the verified Issue Number; 

 ‘Housing 

details’ 

displays: 

  the total amount; 

Date Verification 

display the received date for each verification item that 

Received 

has been added. This field is defaulted from the 
‘Verification Details’ screen 

Status 

This column will display status of each verification item 
that has been added. The status options are: 

 [Accepted]; 

  [Not Accepted]; or  

 [Exempt] 

Verification Complete for Verification Item 
113.  This field is enabled when at least one verification update has been 

added, select: 

 [Yes]; 

or 

 

 [No]. 

 

114.  When all the relevant updates for each verification item have been added, 

select [Yes] to generate an EBC for that item.  

115.  If an amendment is required, change the [Yes] in the ‘Verification 

Complete for Verification item’ field to [No]. If an EBC has previously been 
created for that item, the following warning message will appear: 

  ‘The EBC for this item will be lost if Verification Complete is set to “No”. Do 

you wish to continue?’ 

116.  If the claimant has only provided 2 of their 5 payslips and therefore 

verification for that item is not complete, set the field to [NO]. This will then 
allow further items to be added at a later date. 

117.  If this field is set to [Yes], the [Add] and [Delete] buttons will be disabled. 

The [Modify] button will be enabled but only as ‘view only’ and no 
amendments can be made. 

118.  Selects [Yes’] to delete the EBC and amend any details recorded against 

that item. To regenerate the EBC for that item and top progress the case, set 
‘Verification Complete for Verification Item’ to ‘Yes’. 

119.  When this field is set to [Yes], if the verification item is required to meet 

ER, the ‘Evidence Requirements Met for Verification Item’ is enabled. 
Otherwise will remain disabled and set to [N/A]. 

120.  Where the item is one that is no longer on the list of items requiring 

verification, select [Yes] and if it is an item that was required for Evidence 
Requirements input [Yes] for ‘evidence Requirements Met for Verification 
Item’     
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121.  Where the ‘Verification Complete for Verification Item’ field is changed 

from [Yes] to [No] and where EBC is appropriate to that Verification Item and 
an EBC has been generated, a warning message will be displayed: 

  ‘The EBC for this item will be lost if Verification Complete is set to "No". Do 

you wish to continue?’ 

122.  Select [Yes] to the pop-up message, the system will: 

  leave the answer as [No] in the ‘Verification Complete for Verification Item’ 

field; and  

  delete any EBCs for this verification item.   

123.  Where the ‘Verification Complete for Verification Item’ field is changed 

from [Yes] to [No] in order to add/modify/delete the verification item selected 
and selecting [Yes] to the message ‘The EBC for this item will be lost if 
Verification Complete is set to “No” Do you wish to continue?’, reselect: 

  [Yes] for ‘Verification Complete for Verification Item’ prior to [OK] to exit 

the dialogue.  

124.  The system will delete previously captured EBCs, and enable the 

regeneration of the EBCs based on the verification evidence held. The 
system will present an information message: 

  ‘The EBC for this item has been deleted. Please perform a new EBC for 

this Verification Item.’ 

125.  The value of this field will then display against that item within the 

‘Verification items list. 

126.  ‘Verification Complete for Verification Item’ must be set to [Yes] for all the 

verification items to allow the case to progress through Verification to EBC 
and Transfer. 

Evidence Requirements Met for Verification Item 
127.  This field is only relevant to Income Support cases and is enabled for ER 

items when ‘Verification Complete for Verification Item’ is set to [Yes].  

128.  If the verification item added is not needed to meet ER for IS cases, or is a 

JSA or IB only case, this field will be disabled and will display [N/A]. 

129.  If the status of each verification update(s) that has been added have all 

been recorded as ‘Accepted’ and ER has not been met for that verification 
item the following warning message will appear: 

  ‘All verification update(s) have been accepted and/or exempt. Are you sure 

ER has not been met?’ 

130.  If the status for at least one verification update that has been added or has 

been recorded as ‘Not Accepted’ and ER has been met for that verification 
item, the following warning message will appear: 

  ‘Verification update(s) have not been accepted. Are you sure ER has been 

met?’ 

131.  The value of this field will display against that item within the ‘Verification 

items list. 

Potential error messages 
132.  The following error message may be displayed on this page: 
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Circumstances in which message 
would occur 

Evidence Requirements met must be 

‘Evidence Requirements met for 

entered 

Verification Item’ field blank and 
‘Verification Complete for Verification 
item’ is set to [Yes] 

 

Verification details with no updates 
133.  Complete the ‘Verification Details’ screen for every verification item.  

Input to fields 

Field  

Input/display  

Verification Item 

defaulted from gather, and cannot be amended 

Person 

defaulted from gather, and cannot be amended 

Identifier 

defaulted from gather, and cannot be amended 

Verification received 

  enabled when a Verification Item is selected in 

Verification Items List grid and the Item has not 
been previously saved; 

  mandatory and will default to show [No]; 

  Enter whether verification received, by selecting: 

 [Yes]; or  

 [No]; 

Received date 

  enabled if [Yes] is entered in the ‘Verification 

received’ field, its completion is then mandatory;  

  This field will display [blank], enter: 

 the Received date; 

Source 

  enabled if [Yes] is entered in the ‘Verification 

received’ field, its completion is then mandatory;  

  Enter the Source type by selecting: 

 [Person]; 

 [Relative]; or  

 [Named Representative]. 

Type 

  enabled if [Yes] is entered in the Verification 

received field, its completion is then mandatory.  

 enter 

type; 

 

Status 

  enabled if Yes is entered in the Verification 

received field, its completion is then mandatory.  

  enter the Status by selecting: 

 [Original]; 

 [Photocopy]; 

  [Certified Copy]; or  

 [Not seen]; 

Reason unable to 

  enabled if [No] is entered in the Verification 
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received field, its completion is then mandatory. 

  enter the reason the claimant was unable to 

produce the verification;  

Alternative evidence 

  enabled when the ‘Type’ is enabled and the ‘Type’ 

description 

is [alternative evidence;. 

  mandatory field if it’s enabled, enter: 

  the alternative evidence description;  

Verification Accepted 

  enabled when [Verification Item] is selected in 

‘Verifications Items List’ grid and the item has not 
been previously saved; 

  mandatory when enabled, and defaults to show 

[No]; 

  enter whether verification is accepted, by 

selecting: 

 [Yes]; or 

 [No]; 

Reason not accepted 

  enabled when ‘Verification accepted’ has been 

recorded as [No].  

 mandatory, 

enter: 

  the reason not accepted;  

Exemption reason 

 enabled 

when: 

  ‘Verification Received’ is [No]; 

  ‘Verification Accepted’ is [Yes]; and  

  the verification item is an ER item for Income 

Support.  

  mandatory when enabled, enter the Exemption 

reason by selecting: 

 [A]: 

  claimant is unable to complete the claim 

form or obtain evidence because of a 
physical, learning, mental or 
communication difficulty and it is not 
reasonable for anyone else to help, or 
reasonably practical for the claimant to 
actively obtain assistance from another 
person, due to the reasons outlined 

 [B]: 

  information and evidence required does 

not exist 

 [C]: 

  claimant cannot obtain the information 

without serious risk of physical or mental 
harm and there is no other reasonable 
way to obtain it 

 [D]: 
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not reasonable for the claimant to obtain 
it 

 [E]: 

  DM decides there is clearly no entitlement 

to Income Support (IS) from the 
information already supplied 

 [F]: 

  reasons are a combination of the above 

Returned date 

enter the received date 

Returned method 

enter the returned method by selecting: 

 [Post]; 

or 

 

 [By 

Hand]. 

134.  Press the OK button to navigate to the ‘Verification Item Details’ screen. 
135.  Press the Cancel button to close the dialogue and return to ‘Verification 

Item Details’ page without saving the data. 

Item no longer requires verification 
136.  Where an item is one that is no longer on the list of items a claimant must 

supply complete the relevant fields as shown: 

Field  

Input/display  

Verification Item 

defaulted from gather, and cannot be amended 

Person 

defaulted from gather, and cannot be amended 

Identifier 

defaulted from gather, and cannot be amended 

Verification received 

 [Yes];  

Received date 

 today’s date; 

Source 

 [Person]; 

   

Type 

 . 

 

  enter type; Alternative evidence 

Status 

  [Not seen]; 

Reason unable to 

  Do not enter anything in this field  

produce 
Alternative evidence 

  mandatory field if it’s enabled, enter: 

description 

  the alternative evidence description of “no 

longer required”;  

Verification Accepted 

  enter whether verification is accepted, by 

selecting: 

 [Yes];  

Reason not accepted 

  Do not enter anything in this field  

Exemption reason 

  Do not enter anything in this field 

Returned date 

 Enter 

todays 

date 

Returned method 

 Leave 

Blank 
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Potential error messages 
137.  The following error message may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Verification received must be entered 

this field is left blank 

Date must be today or in the past 

date that is in the future is entered 

Source must be entered 

this field is left blank 

Type must be entered 

this field is left blank 

Status must be entered 

this field is left blank 

Reason unable to produce must be 

this field is left blank 

entered 
Please record description for 

this field is left blank 

alternative evidence 
Reason not accepted must be entered 

this field is left blank 

Exemption reason must be entered 

this field is left blank 

Returned date must be today or in the 

date in the future has been entered 

past’ 

Current work details 
138.  Two tabs will display where previously an update was required. The 

heading of this screen will be dependant on the verification type. 

139.  Two tabs will display for: 

 current 

work; 

 savings; 

 

 other 

capital; 

 shares; 

 other 

income; 

 student 

income; 

 housing; 

 pension; 

  personal injury payment; and 

  National Savings Certificates (NSCs);  

140.  The [Forward] button is disabled when ‘Verification Received’ is set to 

[No], or ‘Verification Received’ is set to [Yes] and ‘Verification Accepted’ is set 
to [No]. Enabled otherwise. 

141.  The [OK] button is: 

  only enabled on tab 2, ensuring completion of the information in the 

second tab; 

  enabled on the first tab when ‘Verification Received’ is set to No; or  

  ‘Verification Received’ is set to Yes and ‘Verification Accepted’ is set to 

No. 

142.  Where ‘Verification Received’ is set to [No] or where ‘Verification 

Received’ is set to [Yes] and ‘Verification Accepted’ set to [No] on 1st Tab, 
any data previously captured on the 2nd tabbed screen will be deleted.  



[bookmark: 20]143.  When validation is correct saves all the data entered and returns to 

Verification Item Details screen. 

144.  Pressing the [Cancel] button closes the dialogue and returns to 

‘Verification Item Detail’s page without saving the data. 

Current work 
145.  The ‘Current work’ screen is populated when a row is highlighted on the 

‘Verification Items List’ and [Add] is selected. 

146.  Complete the ‘Verification Details’ fields and select [Forward] which brings 

up the ‘Current work details’ screen, repeat this for however many payslips 
have been provided, this can be up to five times.  

147.  If the claimant has more than one current job or their partner has current 

work, this screen will need to be completed for each job. Identify whether 
completing this screen for claimant/partner and which current work, by the 
‘Person’ and ‘Employer’ fields which default from gather. 

148.  The purpose of this screen is to capture the claimant/partners current work 

details. The information captured in this screen will default to the EBC Current 
work screen for a calculation to be carried out. 

Input to fields 
149.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Employer 

defaulted from gather, and cannot be amended; 

Hours Worked 

mandatory field, enter: 

  the amount of hours worked per week; 

Period for holiday 

a two part combined field, enter: 

pay 

  the period for holiday pay: 

  the first field is numeric; 

  the second field is a frequency, select: 

 daily; 

 weekly; or 

 fortnightly; 

Pay frequency 

mandatory field, enter: 

  the pay frequency;   

Date due / 

mandatory field, enter: 

received 

  the date due/received from the payslip; 

Gross amount 

Enter: 

  the gross amount from the payslip;  

if the claimant has Child Tax Credit/Working Tax Credit 
(CTC/WTC) included in their wage, deduct the CTC/WTC 
amount and enter as other income in the other income 
screen; 

Net amount 

mandatory field, enter: 

  the net amount from the payslip; 

NI amount 

enter: 
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Tax amount 

enter: 

  the tax amount from the payslip; 

Personal 

enter:  

occupational 

 the 

pension; 

pension 
Pension amount 

mandatory field, enter: 

  the pension amount from the payslip; 

Expenses enter: 

  any allowable expenses amounts from the payslip; 

Union payments 

enter: 

  any union payments from the payslip; 

Charity worker 

enter: 

 whether 

charity 

worker; 

this field is pre-populated with the entry from previous and 
current work updates. 

150.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

151.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
152.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Hours worked must be greater than or 

an amount of zero has been entered 

equal to zero 
Must enter frequency for period holiday  the period number is entered and the 
pay 

frequency is left blank 

Must enter number for period holiday 

Frequency is entered and the period is 

pay 

left blank 

Pay frequency must be entered 

this field is left blank 

Date due/received must be entered 

this field is left blank 

Value entered is not a valid money type

amount due is in an incorrect format 

The amount entered cannot be greater 

Amount entered is greater than the 

than Gross amount 

Gross amount 

Value entered is not a valid money type

amount due is in an incorrect format 

Net amount must be entered 

this field is left blank 

The amount entered cannot be greater 

Amount entered is greater than the 

than or equal to the Gross amount 

Gross amount 

Pension amount must be entered 

this field is left blank 

An Update with this date already exists.  multiple pieces of evidence against a 
Please check that this is not a duplicate

single verification item have been 
recorded 
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153.  The ‘Pension details’ screen is populated when a row is highlighted on the 

‘Verification Items List and [Add] is selected. 

154.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘Pension details’ screen, repeat this for however many items of verification 
have been provided. 

155.  The purpose of this screen is to capture the claimant/partners pension 

details, the information captured in this screen will default to the EBC Pension 
screen for a calculation to be carried out. 

Input to fields 
156.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Reference number  defaulted from gather, and cannot be amended; 
Company name 

defaulted from gather, and cannot be amended; 

Scheme name 

enabled if the benefit name is ‘IS or IS/IB’, enter: 

 the 

scheme 

name; 

Pension type 

enabled if the claim type is not JSA, enter: 

 the 

pension 

type; 

Gross amount 

mandatory field, enter: 

  the gross amount; 

Net amount 

mandatory field, enter: 

  the net amount; 

Start date 

mandatory field, which defaults to the initial date of claim, 
enter: 

  the pension start date; 

End date 

enter: 

  the pension End date; 

Frequency 

mandatory field, enter: 

 the 

pension 

frequency; 

Received 

mandatory field, enter: 

  date the pension is received; 

1st Date of 

two part combined field which is enabled if the type of claim 

increase 

is ‘IS or IS/IB’ and is mandatory when enabled, enter: 

  the pensions first date of increase: 

  the first field is numeric; and 

  the second field is the frequency;  

2nd Date of 

two part combined field which is enabled if the type of claim 

increase 

is ‘IS or IS/IB’ and is mandatory when enabled, enter: 

  the pensions first date of increase: 

  the first field is numeric; and 

  the second field is the frequency;  

Type of increase 

mandatory if the type of claim is ‘IS or IS/IB’ and is enabled, 
enter: 



[bookmark: 23]  the type of increase; 

Increase rate 

mandatory if the type of claim is ‘IS or IS/IB’ and is enabled, 
enter: 

  the pension increase rate. 

157.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

158.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
159.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Scheme name must be 12 characters 

more than 12 characters in the name 

or less’ 
Gross amount must be entered 

this field is left blank 

Value entered is not a valid money type

amount due is in an incorrect format 

Net amount must be entered 

this field is left blank 

The amount entered cannot be greater 

Amount entered is greater than the 

than Gross amount 

Gross amount 

Value must be greater than or equal to 

an amount of zero has been entered 

0 
Start date must be entered 

this field is left blank 

End date must be greater than or equal  date entered is before the Start date 
to the start date 
Frequency must be entered 

this field is left blank 

Received must be entered 

this field is left blank 

Incorrect date format 

date is in an incorrect format 

1st Date of increase day must be 

this field is left blank 

entered 
2nd Date of increase day must be 

this field is left blank 

entered 
Type of increase must be entered 

this field is left blank 

Increase rate must be a percentage 

percentage that isn’t between 0.0-99.9 

between 0.0 – 99.9 

has been entered 

Increase rate must be entered 

this field is left blank 

Modify other benefits 
160.  The ‘Modify other benefits’ screen is populated when a row is highlighted 

on the ‘Verification Items List and [Add] is selected. 

161.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘Pension details’ screen, repeat this for however many items of verification 
have been provided. 

162.  The purpose of this screen is to capture details about the non-primary and 

non-secondary benefits being claimed by the claimant/partner. 
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163.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

System accessed 

Mandatory field, enter: 

 which 

system 

accessed; 

Date 

Mandatory field which defaults to show the current date, 
enter: 

  the date if different from the current date; 

Received 

Mandatory field, use drop down menu to enter: 

 Not 

Received; 

  Claimed but not yet awarded; 

 Received; 

  Underlying Entitlement; or 

 Disallowed; 

Account amount 

Mandatory field, enabled when the Received field is 
completed with ‘Received’ 
enter: 

 the 

account 

amount; 

Overpaid 

Mandatory field, enabled when the Received field is 
completed with ‘Received’ 
enter: 

  whether overpaid is: 

 [Yes]; or  

 [No]; 

Total received 

Mandatory field, enabled when the Received field is 
completed with ‘Received’ 
enter: 

  the total received amount; 

Frequency 

Mandatory field, enabled when the Received field is 
completed with ‘Received’ and the Other Benefit is not ChB 
or ChB(LP), enter: 

 the 

Frequency; 

Payday  

Mandatory field, enabled when Received field completed 
with ‘Received’ and the Other Benefit is ChB or ChB(LP), 
enter: 

 the 

payday; 

 

Period  

  Mandatory field, enabled when the Received field is 

completed with ‘Received’ and the Other Benefit is 
ChB or ChB(LP), enter the period; 

Start date 

Mandatory field enabled when the Received field is 
completed with ‘Received’, enter: 
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End date 

Enabled when the Received field is completed with 
‘Received’, enter: 

  the end date if the benefit has now ceased; 

First date of 

Enabled when Received field completed with ‘Received’ 

sickness 

and other benefit is ‘IS’ or ‘IB’, enter: 

  the first date of sickness; 

Benefit sub-type 

This is a mandatory field when enabled and is enabled in: 

  IS or IS/IB cases where the Other Benefit  is JSA or 

IB; and 

  JSA cases where the Other Benefit is IB. 

 
If JSA is the Other benefit enter the benefit sub-type by 
selecting one of the following from the drop down menu 
box; 

 C/IB 

 
If IB is the Other benefit enter the benefit sub-type by 
selecting one of the following from the drop down menu 
box; 

  Long Term/short Term Lower/Short Term 

Higher/Passported Short Term Lower/Passported 
Short Term Higher/Passported Long term/ C/IB. 

Processing 

Mandatory field, enter: 

location code 

  the processing location code of the benefit the 

claimant is/was claiming; 

CHB reference 

Mandatory field, enabled when Received field completed 

number 

with ‘Received’ and the other benefit is CHB, enter: 

  the accurate CHB reference number, which must be 

shown as alphanumeric 8 numbers and 2 alpha 
digits.  

164.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Capture Verification Details: Other Benefits’ page. 

165.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Capture Verification Details: Other Benefits’ page. 

Error messages 
166.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

System accessed must be entered 

The System accesses field is left blank 

Date must be entered 

The Date field is left blank 

Date cannot be before the Acceptable 

Date entered in the Date field is before 

Statement Return Date 

Acceptable Statement Return Date 

Date must be today or in the past 

Date entered in the date field is in the 
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Received Status must be entered 

Received field is left blank 

Account amount must be entered 

Account amount field is left blank 

Value entered must be equal to or 

the Account amount is greater than the 

greater than the Total Received  

Total received 

Value entered is not a valid money type

Account amount due or Total Received 
is in an incorrect format 

Value must be greater than or equal to 

Account amount of zero has been 

0 

entered 

Overpaid must be entered 

Overpaid field is left blank 

Total received must be entered 

Total received field is left blank 

Value entered must be greater than 

Total received field value entered is not 

£0.00 

greater than 0 

Frequency must be entered 

Frequency field is left blank 

Payday must be entered 

Payday field is left blank 

 

 

Period must be entered 

Period field is left blank 

Start date must be entered 

Start date field is left blank 

Start date must be before End date 

End date entered is earlier than the 
Start date entered 

End date cannot be entered without a 

Start date field has to be entered 

start date. Start date must be before 

before End date 

End date 
Benefit sub-type must be entered 

Benefit sub-type field is left blank 

The processing location ID entered has  An invalid Processing location ID 
not been recognised as a valid ID 

entered 

Processing location code must be 

Processing location code field is left 

entered 

blank 

Invalid CHB Reference number. 

CHB Reference number field has an 

Reference number is formatted 8 

incorrectly formatted ChB number 

numbers and 2 letters  

entered 

 

 

Shares details 
167.  The ‘Shares details’ screen is populated when a row is highlighted on the 

‘Verification Items List and [Add] is selected. 

168.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘Share details’ screen. Repeat this for however many items of verification 
have been provided. 

169.  The purpose of this screen is to capture the claimant / partners / childrens 

share details. The information captured in this screen will default to the EBC 
Share details screen for a calculation to be carried out. 

Input to fields 
170.  Complete the following fields: 
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Input  

Person 

defaulted from gather, and cannot be amended; 

Capital type 

enter: 

 the 

capital 

type; 

Company 

defaulted from gather, and cannot be amended; 

Number of shares 

mandatory field, enter: 

  the number of shares; 

Lowest amount 

  enabled if the capital type is shares; 

  mandatory field when enabled, enter: 

  the lowest share amount; 

Highest amount 

  enabled if the capital type is shares: 

  mandatory field when enabled, enter: 

  the highest share amount; 

171.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

172.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
173.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Number of shares must be entered 

this field is left blank 

Number of shares must be greater than  input zero in this field 
zero 
Lowest and highest amounts must be 

this field is left blank 

entered 
Value entered is not a valid money type

amount due is incorrectly formatted 

Highest amount must be greater than 

Lowest amount is more than the 

or equal to Lowest amount 

Highest amount 

Savings/other capital details 
174.  The ‘Savings and other capital details’ screen is populated when a row is 

highlighted on the ‘Verification Items List and [Add] is selected. 

175.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘Savings / Other Capital details’ screen, repeat this for however many 
items of verification have been provided. 

176.  The purpose of this screen is to capture the claimant / partners / 

children’s, Savings / Other Capital details.  

Input to fields 
177.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 
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enter: 

 the 

capital 

type; 

Capital amount 

mandatory field, enter: 

 the 

capital 

amount. 

178.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

179.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
180.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Value entered is not a valid money type

amount due is incorrectly formatted 

Capital amount must be entered 

this field is left blank 

Other income details 
181.  The ‘Other income details’ screen is populated when a row is highlighted 

on the ‘Verification Items List and [Add] is selected. 

182.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘Other Income details’ screen. Repeat this for however many items of 
verification have been provided. 

183.  The purpose of this screen is to capture the claimant / partners/childrens, 

Other Income details. The information captured in this screen will default to 
the EBC Other Income screen for a calculation to be carried out. 

Input to fields 
184.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Income description  defaulted from gather, and cannot be amended; 
Verified income 

mandatory field, enter: 

type 

  the verified income type; 

Gross amount 

mandatory field, enter: 

  the gross amount; 

Amount received 

mandatory field, enter: 

 the 

amount 

received; 

End date 

enter: 

 the 

end 

date; 

Frequency 

mandatory field, enter: 

 the 

frequency. 

185.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

186.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 
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187.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Value entered is not a valid money type

amount due is incorrectly formatted 

Verified income type must be entered 

this field is left blank 

Gross amount must be entered 

this field is left blank 

The amount entered cannot be greater 

Amount entered is greater than the 

than Gross amount 

Gross amount 

Amount received must be entered 

this field is left blank 

End date must be equal or greater than  end date is before the initial date of 
the initial date of contact 

contact 

Frequency must be entered’ 

this field is left blank 

Student income details 
188.  The ‘Student income details’ screen is populated when a row is 

highlighted on the ‘Verification Items List and [Add] is selected. 

189.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the Student Income details screen. Repeat this for however many  loans have 
been declared 

190.  The purpose of this screen is to capture the claimant/partners Student 

Income details. The information captured in this screen will default to the EBC 
Student Income screen for a calculation to be carried out. 

Input to fields 
191.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Student income 

defaulted from gather, and cannot be amended; 

description 
Income type 

mandatory field, enter: 

  the income type; 

Amount received 

mandatory field, enter: 

 the total amount received with no deductions; 

End date 

mandatory field, enter: 

 the 

end 

date; 

Frequency 

mandatory field, enter: 

 the 

frequency. 

192.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

193.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Error messages 
194.  The following error messages may be displayed on this page: 
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Circumstances in which message 
would occur 

Income type must be entered 

this field is left blank 

Amount received must be entered 

this field is left blank 

Value entered is not a valid money type

amount due is incorrectly formatted 

End date must be entered 

this field is left blank 

End date must be equal or greater than  End date is input before the initial date 
the initial date of contact 

of contact 

Frequency must be entered 

this field is left blank 

Housing cost details 
195.  The ‘Housing cost details’ screen is populated when a row is highlighted 

on the ‘Verification Items List and [Add] is selected. 

196.  Complete the ‘Verification Details’ fields and select [Forward] which brings 

up the ‘Housing Cost details’ screen. Repeat this for however many items of 
verification have been provided. 

197.  The purpose of this screen is to capture the claimant/partners Housing 

Cost details.  

Input to fields 
198.  Complete the following fields: 

Field  

Input  

Cost type 

defaulted from gather, and cannot be amended; 

Frequency 

mandatory field, enter: 

 the 

frequency; 

Total amount 

mandatory field, enter: 

 the 

total 

amount; 

Service charges 

enabled if the cost type is service charge, enter: 

breakdown 

  the description and amount of the service charges; 

Housing cost 

mandatory field: 

fraction 

If housing cost fraction (lower) is entered; 

  enter the housing cost fraction (higher); 

If the housing cost fraction (higher) is entered: 

  enter the housing cost fraction (lower). 

199.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

200.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
201.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Frequency must be entered 

this field is left blank 

Value entered is not a valid money type

amount due is incorrectly formatted 



[bookmark: 31][image: ]

Value must be greater than or equal to 

the value entered is zero 

0 
Housing cost fraction higher must be 

Housing cost denominator is smaller 

entered 

than the Housing cost numerator 

Housing cost fraction lower must be 

left blank and Housing cost fraction 

entered 

(higher) is entered 

Housing cost numerator must be 

housing cost denominator is smaller 

smaller than Housing cost denominator  than the numerator 
Invalid housing cost denominator. Must  number entered isn’t between 1-99 
be between 1-99 

National Savings Certificate (NSC) details 
202.  The ‘NSC details’ screen is populated when a row is highlighted on the 

‘Verification Items List and [Add] is selected. 

203.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘NSC details’ screen. Repeat this for however many items of verification 
have been provided. 

204.  The purpose of this screen is to capture the claimant/partners/childrens 

NSC details. 

NSC Details
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Input to fields 
205.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Quantity 

mandatory field, enter: 

  the NSC quantity; 

Issue Number 

mandatory field, confirm and enter: 

  the issue number. 

206.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

207.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 
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208.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Quantity must be entered 

this field is left blank 

Quantity must be greater than zero 

the value entered is zero 

Quantity must be between 001 and 999

the quantity is not between 1 and 999 

Issue number must be between 001 

number entered is not between 1 and 

and 999 

999 

Issue number must be entered 

this field is left blank 

Issue number must be greater than 

the value entered is zero 

zero 

Personal injury payment 
209.  The ‘Personal injury payment’ screen is populated when a row is 

highlighted on the ‘Verification Items List and [Add] is selected. 

210.  Complete the ‘Verification Details’ fields and select [Forward] to bring up 

the ‘NSC details’ screen, repeat this for however many items of verification 
have been provided. 

211.  The purpose of this screen is to capture the Personal injury payment’ 

details. 

212.  A personal injury payment is one that must have been made in 

consequence of a personal injury to the claimant or a member of their family 
for whom they are claiming. 

213.  These lump-sum payments should be fully disregarded for 52 weeks from 

the date of receipt.  Possible types of payment, which can be classed as 
personal injury payments are: 

 vaccine 

damage 

payments 

  lump sum awards of damages 

  out of court settlements (e.g. by insurance companies or by the 

Department of Trade and Industry (DTI) to ex-miners) 

  lump sum payments to people injured in an accident or disaster following 

charitable collections of public donations 

  payments from the Armed Forces and Reserve Forces Compensation 

Scheme (AFRFCS) 

Note. Input the exact details without adjustment provided by the claimant. 

Input to fields 
214.  Complete the following fields: 

Field  

Input  

Person 

defaulted from gather, and cannot be amended; 

Date received 

mandatory field, enter: 

  the date the claimant/partner received their Personal 

Injury payment 

Amount received 

mandatory field, enter: 
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claimant/partner received 

215.  Press the [OK] button to save the fields input and the screen will close and 

return to ‘Verification Item details’ page. 

216.  Press the [Cancel] button to exit without saving the data input and return 

to ‘Verification Item details’ page. 

Potential error messages 
217.  The following error messages may be displayed on this page: 

Message text 

Circumstances in which message 
would occur 

Date received must be today or in the 

date entered is in the future 

past 
Date received must be entered 

this field is left blank 

Date entered is more than 52 weeks 

date entered is more than 52 weeks in 

prior to the Initial Date of Contact 

the past from the Initial Date of Contact 
(IDOC) 

Amount Received must be entered 

this field is left blank 

 




    

  

  
