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CARES Act Topics 
 

Click on the links below to go to the topic.   

 

CATTS Banner Popups 

CATTS CRD Distribution/Loan Project Template 

CATTS CARES Act Project Template and DGEM Integration 

CATTS DGEM Integration 

Partial Plan Termination & Freezing DB Plans 

CATTS COVID-19 Forms 
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CATTS Banner Popups 

 

1. Scroll down in a Case record and Click on the NOTES AND ATTACHMENTS panel – NEW 

NOTE/ATTACHMENT.   

 

 
 

 

2. Enter the Subject and Note and Click “Save”. 

 

 
 

 

3. Check the Banner box to trigger the display of the Note information. 
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4. Each time the Case is accessed in CATTS, the Banner will be displayed.  Click on Case 

Name to trigger.   
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CATTS CRD Distribution/Loan Project Template 
 

1. Click on Administration on the bottom toolbar.  Scroll to the second panel – Manage 

Project Templates.  Select Create/Edit Project Templates. Click Go. 

 

 
 

 

2. Click “New Project Template” on the Manage Project Templates screen. 

 
 

 

3. Enter Template Name and Template Description.  Select Related to: and Assign Tasks To: 

and Click “Save”. 
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4. Return to the Manage Project Templates – PROJECT TEMPLATES panel to Edit the 

Template. Click Edit to create tasks and workflow.  
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5. The Template will be available on the Project Tab for creating NONSCHEDULED 

PROJECTS. 

 

 
 

 

6. Add Coronavirus Related Certification Forms to be stored with NOTES AND 

ATTACHMENTS under individual Employee Records.  Scroll to the Employee NOTES AND 

ATTACHMENTS panel.  Click NEW NOTE/ATTACHMENT. Enter the Subject and any Note 

and Click Save.  Once the Note is saved, go back to the panel, select Action-Edit and 

Attach Form.  
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CATTS CARES Act Project Template and DGEM 

Integration 
 

1. Click on Administration on the bottom toolbar on any CATTS screen.  Scroll to the 

second panel-Manage Project Templates.  Select Create/Edit Project Templates. Click 

Go. 

 

 
 

 

2. Click “New Project Template” on the Manage Project Templates screen. 

 

 
 

 

3. Enter Template Name and Template Description.  Select Related to: and Assign Tasks To: 

and Click “Save”. 
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4. Return to the Manage Project Templates – PROJECT TEMPLATES panel to Edit the 

Template. Click Edit in the Action row next to the Template Name to create/edit tasks 

and workflow.  
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5. Go to the Project Tab.  In the "NONSCHEDULED PROJECTS” panel, click “NEW PROJECT” 

The Template will be available on the “Create From Template” drop down box in a new 

Project Information box.   
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CATTS DGEM Integration 
 

1. Link DGEM Action to Project Task Completion and track progress automatically as 

documents are changed.  

 

 
 

 

2. Link to the real time DGEM Doc or DGEM Plan Summary directly from CATTS for every 

plan 
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3. Integrated Plan features for Distributions and Loans are displayed on the CATTS Case 

Plan Information screen. Generate reports to identify any plan amendments for loan 

and distribution changes due before December 31, 2020 
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Partial Plan Termination and Freezing DB Plans 
 

1. Tag Partial Plan Terminations and DB plan considerations with Custom Fields. To create 

Custom fields, select Administration from the bottom toolbar. Scroll to the Manage 

Custom Fields panel. Click Go. 

 

 
 

 

2. Click “Create Field” to move to the New Custom Field screen. Enter New Custom Field 

selections and Click “Save”. 
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3. Custom Fields may be created, populated and displayed for Cases, Companies, Contacts, 

Employees and Employee Distributions. 
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CATTS COVID-19 Forms 
 

1. To create a Form, click on the “Mail Merge” Tab.  Select “Generate Forms”.  Click Next. 

 

 
 

 

2. Select Form Type, Case or Company. Click CREATE FORM. 
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3. IMPORT CASE LIST (or COMPANY LIST), Choose File and browse to attach the case file 

and click Next. 

 

 
 

An Import list must be established by creating a Case or Company Report under the 

Report Tab. On the Report process, Step 4 of 4, indicate fields to include on the report.  

Criteria may include Case Status, Plan Type, Plan Year End, DGEM Document Status, 

Document Type, and DGEM Client Status. 
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4. In Excel, use the data sort to compile the list of Cases targeted for Forms. Then modify 

the report into a file than includes the EIN and the Plan Number. The header “EIN” and 

“Plan Number” must be included on line one of the import file. Save the file to your 

system for accessing with the Form Merge process. 

 

  
 

 

5. Step 2 of 4 – SELECT CONTACT ROLE for the Form. 
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6. Step 3 of 4- SELECT STAFF ROLE only if merging user data with the form. 

 

 
 

 

7. SELECT A FORM and check the “Save to Register” box. Enter Register Name: label in the 

box.   
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8. To Email Documents created with the Register, go back and Click on the Mail Merge Tab. 

Select “Send Email” and “Next”.   

 

 
 

 

9. Select “CATTS” and “Use Register”.  Highlight the Register created in Step 7. Select 

“Send To:”, Email Template: and Click “Send Email”.   
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10.  Select “Yes” Add this e-mail as a Note for the Contact: to store a copy of the email 

under the Contact record.   

 

 
 

 

11. Email Delivery – the email recipient will select “Click here to download the file 

attachment” to access the Form.   
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