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POLICY BULLETIN #13-78-OPE
(This Policy Bulletin Replaces PB #13-75-OPE)

IMAGING MANUALLY PREPARED DATA-ENTRY DOCUMENTS

Date: Subtopic(s):
August 29, 2013 HRA One Viewer

This procedure can | The purpose of this policy bulletin is to inform Cash Assistance (CA)
now be accessed on and Non-Cash Assistance (NCA) Supplemental Nutrition Assistance
the FIA web. Program (SNAP) staff about the process to follow when scanning and
indexing manually prepared data-entry documents into the Human
Resources Administration (HRA) One Viewer.

In addition, this policy bulletin introduces the Receipt for Scanning and
Indexing Internal Paper Authorization Documents (FIA-1102) which
was developed for use in Job Centers and NCA SNAP Centers to
track and confirm the imaging and indexing of documents into the HRA
One Viewer.

Staff must scan and index all manually prepared data-entry documents
into the HRA One Viewer for the following data entry forms:

e Turnaround Document (TAD) (LDSS-3517)

e Public Assistance (PA) Recoupment Data Entry From (LDSS-
3573)

SNAP Single Issue Authorization Form (LDSS-3574)

PA Single Issue Authorization Form (LDSS-3575)
Transaction Cancellation Form (LDSS-3652)

Fair Hearing Update Data Entry Form (LDSS-3722)

Benefits To Be Pulled Data Entry Form (LDSS-3774)
Infraction Deletion Data Entry Form (LDSS-4962)

The Worker must;

e complete the paper document(s)
e obtain signatures from all levels of supervisory approval;
e scan the document(s) into the Paperless Office System (POS);

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



PB #13-78-OPE

Note: all data entry ¢ Index the document(s) using the POS indexing window by
tsr:‘:“f 2?%%%3;2218 selecting Internal Paper Authorization Document in
pap ' Document Type as shown below:

Document Type:
[Intemal Paper Authorization Dacument |

Document D p
1 Paper LDSS 3517 Tumn Around Document a3
2 Paper LDS55-3573 P& Recoupment D ata Entry Fom a3
3 Paper LDS5-3574 Nubition Assistance Progiam [SMAP) a9
4 Paper LDS5-3575 Cash Autharization Document 89
5 Paper LDS5-3652 Tranzaction Cancelation 93
& Paper LDS5-3722 Fair Hearing Case Update D ata Entry Fomn 93
7 Paper LDS5-3774 EPFT Benefits Pull 93
8 Paper LDS5-4962 Infraction Deletion Form 93

Note: the indexed documents will appear in the HRA One Viewer.

e print the receipt FIA-1102 form using the POS Document Intake
activity;

o forward the original document(s) along with the FIA-1102 to
Control.

The Control Staff must:

e confirm the receipt of original documents accompanied by the
printed FIA-1102;

e review document(s) for accuracy and completion of information

e data enter exact information into WMS;

o forward the data-entry document(s) along with the FIA-1102 to
a Control Supervisor.

The Control Supervisor must:

e review the document(s); and
e shred or place in a recycle bin the hard copy of the data-entry
document(s), and the FIA-1102.

Effective Immediately
Related Item:

PB#10-103-SYS

Attachment:

E Please use Printon | FIA-1102 Receipt for Scanning and Indexing Internal Paper

Demand to obtain Authorization Documents.
copies of forms.

FIA Policy, Procedures, and Training 2 Office of Procedures


http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=ddd2f85d-0bdd-4530-a30f-d012539a01de

FIA-1102 (E) 08/09/2013

Date Scanned/ Indexed:
Case Name:

Case Number:

Center Number:

Human Resources
Administration
Department of

Social Services

Family Independence
Administration

Receipt for Scanning and Indexing Internal Paper Authorization Documents

Form Number and Description
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