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This procedure can This policy bulletin is to inform Cash Assistance (CA), Non Cash

now be accessed on the | Assistance Supplemental Nutrition Assistance Program (NCA SNAP)
FlAweb. Center staff, Income Clearance Program (ICP) staff, Office of Data
Processing (OCP) staff, and Landlord Ombudsman Service Unit
(LOSU) staff that the latest version of the Paperless Alternate
Module (PAM) will migrate to production on December 16, 2013.
Descriptions of the changes can be found in PAM Release Notes
Version 17.3.1 (Attachment A). The Removing Duplicate Forms
section describes the new functionality in PAM.

These release notes can also be found on the HRA Intranet at:

http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx

Effective December 16, 2013
Related Item:

PB #13-90-SYS

Attachment:

Please use Print on Attachment A PAM Release Notes Version 17.3.1
Demand to obtain copies

of forms.

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center Fax or fax to: (917) 639-0298

Distribution: X


http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=9069a33d-4722-44b2-8fba-0de9b527a34a

Attachment A

PAM Release Notes

December 16, 2013

These Release Notes contain descriptions of changes in PAM scheduled for Monday, December 16, 2013. These
have been distributed via HRA email. If you would like to be added to the distribution list, please contact Sandra
Hilton. These and prior Release Notes may also be found on the HRA |Intranet at
http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx
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Attachment A

PAM Release Notes

December 16, 2013
1. Paperless Alternate Module (PAM) Rollout

MIS has developed the PAM system to track manually processed cases. Selected workers and supervisors
will have the ability to document and approve or disapprove cases processed within PAM. PAM rolled out in
the following locations in October and November 2013:

e Fordham Job Center (044)

e SSI| SNAP Center (S15)

e East End Job Center (023)

e East End SNAP Center (F02)

e Rider Job Center (038)

e Centralized Fair Hearing (FSH)

On December 16, 2013 the PAM system will roll out to the below sites:

e Income Clearance Program (ICP)
e Office of Data Processing (OCP)

On December 23, 2013 the PAM system will roll out to the below sites:

e Special Project Job Center (080)
e Landlord Ombudsman Service Unit (LOSU)

2. PAM User Updates

Two PAM logon titles were changed: JOS/Worker to Worker and JOS/Supervisor to Supervisor.

3. PAM Update for Data Entry Submission

PAM was updated to allow Centralized Fair Hearing (FSH) to submit their PAM documents to the SSI SNAP
Center (S15) for data entry.

4. New FH AJOSI Role in PAM

The Fair Hearing AJOS Supervisor Level 1 is a Worker in PAM. Staff in this title can create new activities, but
they cannot approve any PAM activities.

5. New Codes in POS Enrollment for PAM

In order for PAM to be able to designate individuals as Data Entry Supervisors, Data Entry Operators, and
D&C Operators (CA Typist) regardless of their other POS enrollment titles, the Enrollment Coordinator can
now check off one of the following three new codes in the POS Enrollment table:

e For Data Entry Supervisor in PAM, check PAM Data Entry Supervisor
e For D&C Operator (CA Typist) in PAM, check PAM D&C Operator
e For Data Entry Operator in PAM, check PAM Data Entry Operator
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Attachment A

PAM Release Notes

December 16, 2013

Personnel Tasks Window

Personnel Tasks for UID:

[l

ACE Recording User
¥ Bottorm-line Budgeting
[ HOU Intake Access
M Mass Caseloading User
¥ hatice Printing Queue User
[ PAM D&C Operatar
I PAM Data Entry Operator
I PAM Data Entry Supervisar
I PAM User
¥ 3 AV E User

Close

When all three codes are checked off or any other two code combinations, the Data Entry Supervisor code

prevails over other titles.

Removing Duplicate Forms

Supervisory Intake Screen

Upon receipt of the case activity and after its review the Supervisor finds that the forms were scanned and

linked duplicate times. To remove duplicate forms, He/she must:

1. Select the Disapprove button.

2. Make the comment Duplicate in the Comments box.

3. Send the case activity back to the Worker by clicking on the Return to Worker button.

Chrigenaling Canfes

Eespeisalsle Conter

Case Marse frate PFrepared

o @ Sl i

Acthelty Type
Actieity [0 L oD
Reaton For This action In PAM | T . =]

Natlech Types [ :E!
Authorifation Mumllief 1—

Linked |:'M:|1' Illlll‘:lll_\ c
| Scomid | CecTypeid | L
133 | (11 F] Paper LOSS 3517 Turn Around Dodument
152 L P Papar LSS 3517 Turn Arownd Doousment
Batios Taken

T IH-Oct-2010 14 34233
Tise 20-O0t-2010 14: 24000

1 | sof
1 w0

Ao

r—p—r—ly. &

Approve Disapprove

C omimEnt s

ﬂduc—h: e

AT

+ Return to worker i

Page 3 of 5



Attachment A

PAM Release Notes

December 16, 2013
Unlinking

When the Worker gets back the disapproved case activity from supervisor (see screen below), he/she should:

1. Click on the [Unlink [ hyperlink in the Delete column, for the document (Scan ID 153) that needs to be
removed/unlinked.

Hesponsible Cantern Orgknating Center: Activity Statss:
Caze Mamies! Date Prepared: Balch 21
Case F; Bafffix: Case Category:

Acthvity Type
Activity 1D: 4083
Reason for this action in PAM | Ma anby Recert | Actlvity Type: | DS5-3517 Tum drcund Document (Tan) =]

Batch Type I'.- Raag ;I
Authorization Nuniler
Linked Documants

Scanld | Doc Type Id | Description [ Scan Time
133 | 6992 |  PaoderLDSS 3517 Tum Around Document Tug 29-0ct-2013 14:34:35
152 G882 Papar LDSS 3517 Tum Argund Document I Tue 29-048-2013 14:26:03

Hewly Scanned Documents

Mo scanived doacuments axist for this case,

2. The pop up message box will appear asking if the Worker is sure he/she wants to unlink the document.
Click on the OK button.

Eespondible Cenier
Cike Manse:

Orsginatang Cember
Dale Prepared:

Aty Statis
Balch &1

Case i Saffio Case Catlegory

actiiy Type P

Activity TD: 4083

Haason loe this actkon lm PAM! s v K \_?.) i e U 0U TNt b anlink s decument Typad | 2GR 1T Turn dse i Chocuw E [TA _-I

ot e e [ e |
futhorization Namber 15995477
Linked Docwmeenis

= Deserdpthon | SconWime  Pages | Scanfy | Document | Delete |
153 1 EHE2 1 Papar LDSS 3517 Turn Areund Dooumaent ! Tug 29-0ct-2013 §4:34:35 ] 1 ! | Prasiasy 1 Linknk |

152 Gh5 Paper LDSS 3517 Turn Around Dooument Tue 39-0ct-23013 14:38:03 i | Prewiew m_l
Haewly Scannod Documants

Mo scanned documanis axial for this case. |
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Attachment A

PAM Release Notes

December 16, 2013

3. The first document (Scanned ID 153) will be unlinked leaving the only one document (Scan ID 152).

CIMITY Responsthle Centern
Cake Mame!

L ACTRATY Case

RCES

Actiivity Type

Orégbnating Centen Actiwity Slatus

Date Preparaid Batch

Suffin Case Calegory
Aoty 10: 4043

Roason for ihis action in PAM: |"- v F £ ;1 Actheity Type: | € - 17T AT 3 5 b (TA ;I

Bentch Typse I | R j
Authorization Mumber I L 1

Linkad Dacufisnls

| Scamld | poc Typeld | | Scan Timse | Pages | Scan By | Document | Deleie |
isz | BEEE | Paper LDSS 3517 Tumn dreund Dooument | Tus 20-O¢b-2013 14:28:03 '] i B T8 VB Linfink |
HMewly Scanned Docuikents
| DocTypeld Description [ ScanTime | Pages | ScomBy | Document |
|_ BBRZ Faper LOSS 3515 Turn Around Document Tue 29=0ct-2013 14:34:35 1 Praviayy
f_ BAEY Paper LDSS 3517 Turn Ardland Dotusnent | T 29-0t-2010 14:22:20 [ 1 Prange |

4. Save the activity by clicking on the Save Activity button.

5. Re-submit the corrected activity to the Supervisor for approval by clicking on the Submit for Approval
button.

6. After the duplicate is removed and the case is approved, the Supervisor is ready to forward the corrected
activity to the Data Entry Supervisor for further processing.

Note: This process can be used for any form that was linked accidently it is not only for duplicates.
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