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POLICY BULLETIN #13-90-SYS

PAPERLESS ALTERNATE MODULE (PAM)

Date: Subtopic(s):
October 18, 2013 Welfare Management System (WMS) Data Entry and Transactions

This procedure The purpose of this policy bulletin is to introduce the Paperless Alternate
can now be accessed | Module (PAM) to Cash Assistance (CA) and Non Cash Assistance

on the FlAweb. (NCA) Supplemental Nutrition Assistance Program (SNAP) Center staff
as well as all ancillary sites that process CA and SNAP transactions.

PAM will be rolled out to Centers in stages. On Monday, October 21,
2013, PAM will initially roll out at Fordham Model Job Center (44), SNAP
Center 15 (S15), SNAP Residential Facilities Center (S61), SNAP
Centralized Fair Hearing, and the SNAP Centralized Mail Recertification
Unit (S66). Other locations will be phased in at later dates.

Valid reasons for
using PAM The PAM system is designed to eliminate data entry from printed
authorization documents. PAM is only used when case actions must be
taken outside of the Paperless Office System (POS). For every
transaction processed through PAM, staff will be required to indicate the
reason for not processing the action in POS. A list of reasons will be
available from a drop down menu in PAM. This list includes:

Medicaid (MA) only Recertification

Single Issue (SI) grants Transferred Case

Change MA authorization date

Reopen a line to AP status

CED Update (Only used when a budget is already clocking down

in WMS)

SNAP 15 - TAD

e WMS Error Correction TAD (only when original TAD was
submitted in PAM)

e Multi-Suffix

e System Outage

e PARIS Match closing

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
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e Advised by Help Desk

e Not available in POS (used only for transactions not available in
POS)

e POP/ADVENT

e Other (a comment must be entered to detail why the action is not
being taken in POS)

Note: Welfare Management System (WMS) actions that previously did
not require submission to the Control Unit (i.e. application registration,
application modification, worker case update, etc...) will continue to be
processed directly through WMS and not through PAM.

The implementation of PAM will eliminate certain Control Unit functions
such as batching documents, reconciliation of documents prior to
retention and the manual stamping of paper authorization documents.
PAM will now systematically be batching the transactions and
generating authorization numbers beginning with 50000000 and
reducing by 1 for each PAM transaction (50000000, 49999999, etc...) to
help identify all PAM processed transactions.

PAM will also allow staff to initiate, approve, and process grant data
entry transactions without using the Public Assistance (PA) Single Issue
Authorization Form (LDSS-3575), or the SNAP Single Issue

Authorization Form (LDSS-3574).
Back-up-documents

Note: If the transaction being processed requires a back-up-document
(BUD), the current process of creating a manual LDSS-3575 and/or
LDSS-3574 and maintaining it in a tickler file must still be followed. On
the due date of the document, the JOS/Worker must check WMS to see
if the BUD is needed. If the BUD is needed and can now be processed
in POS, it should be processed in POS and the paper documents should
be discarded properly. If the action still cannot be processed in POS,
then a new electronic PAM document must be created and processed.

All other data entry transactions, including the Turnaround Document
(TAD), must be completed manually. This includes having the document
approved and signed by the appropriate supervisory staff. Once
approved, the Data Entry forms must be scanned and indexed into the
electronic case record using the case/link number and not the
application registration number.

New document type
When indexing the scanned documents, staff must choose Internal
Paper Authorization Document as the Document Type. As PAM is
designed to mimic the paper process, any additional screens or
documents that would normally be sent to control along with the Data
Entry Document must also be scanned and indexed, creating a multiple
page document. Staff must then log in to PAM and create a new PAM
activity.

FIA Policy, Procedures, and Training 2 Office of Procedures



User Rights

PAM link is available
in the POS Portal

PB #13-90-SYS

Note: New scanners with a larger flatbed will be provided at each
location to allow for the scanning of the TAD. These scanners will not
replace the other scanners at the locations and are only to be used for
the scanning of TADs and if necessary, the accompanying budgets that
are being authorized on that TAD.

After implementation of the PAM system is complete, Control Units will
no longer accept any paper transactions. If a transaction is in error
status as identified on the WINRO125 or a single issuance grant has
purged, as indicated on the WINRO107, the Error Correction Supervisor
must alert the JOS/Worker of the error. The JOS/Worker must create a
new error correction PAM transaction. The WINRO126 will no longer
have to be monitored, as all successfully transmitted TADs are stored in
the Internal Paper Authorization Document folder of the HRA
OneViewer.

As PAM is not intended to be a replacement of POS, certain
functionalities have not been carried over into the new system. Unlike in
POS, where staff can work below their titles, most staff will not be able
to function in PAM in any role other than their designated title. For
example, a Supervisor will not be able to initiate an eligibility transaction
using a Turnaround Authorization Document (TAD). This is a function
that is limited to staff identified as JOS/Worker.

The five functionalities in PAM are:

JOS/Worker
AJOS/Supervisor

Data Entry Supervisor
Data Entry Operator

D&C Operator (CA Typist)

Exceptions will be made to allow Notice of Intent (NOI) clerks as well as
Fair Hearing and Conference (FH&C) staff to initiate actions associated
with their functions in PAM.

Note: User rights will be established and maintained through the POS
Enrollment System.

For ease of access, staff will be able to log in to PAM through a new link
in the POS portal. Staff will be required to sign on to PAM using their
Network ID and password.

FIA Policy, Procedures,

and Training 3 Office of Procedures



PB #13-90-SYS

NC, .
tod Click here to

nc| access PAM
Log

NC.

NCA SNAP Calendar

Rental Assistance
Database (RAD)

FIA Reports

2% ENTERPRISE VAULT:
Enterprise Vault Benefits
Read More

Sign-Up for the

Entarnrico Vault

27 Good Afternoon ! Today is Thursday, October 10, 2013 2:32 PM

PAM (Paperless Alternate Module)

Password: |

Log In

Already have a User ID and Password, please sign in below

User ID:|

HRA Home Page

POS Management
Console

POS Release Notes

Child Care System
(AccIS)

Public Transportation
Automated
Reimbursement (PTAR)

HRA One Viewer

Front Door Reception
(FRED)

FIA IVRS Telephone
Recert Reporting System
(IVRS)

SNAP Employment
System (FSES)

Ticket Monitoring Made
Easy (TIMME)

All data contained in this system is confidential by City, State and Federal lavw and regulations. Failure to protect this information
from unauthorized use or disclosure may subject you to discipline as well as financial, civil and criminal penalties, up to and
including incarceration. By logging into this system, you agree to these terms of use. Modified on 09/27/2013

If a PAM user encounters any issues with logging in to PAM or any other
usage problems, they should call the MIS POS Help Desk at 718-510-
0551 or send an email to helpdesk-pos@hra.nyc.gov.

FIA Policy, Procedures, and Training

Office of Procedures
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Screenshots detailing the PAM process are attached to this procedure,
separated by the role of each staff member in the process.

Effective October 21, 2013

Please use Print Attachments:
on Demand to obtain

copies of forms. Attachment A: PAM Screens for all users

Attachment B: JOS/Worker Screens
Attachment C: AJOS/Supervisor Screens

Attachment D: Data Entry Supervisor Screens
Attachment E: Data Entry Operator Screens
Attachment F: D&C Operator (CA Typist) Screens

FIA Policy, Procedures, and Training 5 Office of Procedures



Attachment A: Screens for All PAM Users

A new link to access PAM has been created in the POS Portal.

2 Good Afterncon ! Today is Thursday, October 10, 2012 2:22 PM HRA Home Page

NCA SNAP Application POS Management

Log POS (Paperless Office sys!:am) Console
NCA SNAP Recertification ittt ] e Rl
Log

e e i

NCA SNAP Deferr‘ PAM (Paperiess Alternate Module) .(::(i;:i;::;)"e System

Public Transportation
Automated
Reimbursement (PTAR)

NCA SNAP Calendar

Rental Assistance
Database (RAD)

FILA Reports HRA One Viewer

Front Door Reception

(FRED)
7 T . FIA IVRS Telephone
S ENTERPRISE VAULT: e s tem
Enterprise Vault Benefits (IVRS)

SNAP Employment
o System (FSES)
Ticket Monitoring Made
sign-up for the Easy (TIMME)

Entarnrica Wale

Clicking on the link will bring up the log in screen. Staff must enter their network ID and
password and click the ENTER button.

Log In

Already have a User ID and Password, please sign in below

User ID: I

Password: | E Enter- j

MYC.qov Home Page | Privacy Staternent

Al data contained in this system iz confidertial by City, State and Federal lavw and regulstions. Failure to protect this information
from unauthorized use of disclosure may subject you to discipline as well a3 financial, civil and criminal penaties, up to and
including incarceration. By logging into this system, you agree to these terms of use. Modified on 09272013




Attachment A: Screens for All PAM Users

After logging in, the first screen that all PAM users will see is their inbox which provides
PAM users the ability to see all the activities in his/her queue and what status they are
in. To the left of the inbox is the Navigation Menu with five different links:

Navigation Menu

INBOX My Inbox

NEW PAM ACTIVITY

SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES

INBOX: Allows PAM users to see all the activities in his/her queue and what status they
are in.

NEW PAM ACTIVITY: Opens the PAM Client Search screen (link will only available for
PAM users designated as JOS/Worker).

SEARCH PAM ACTIVITY: Opens the PAM Activity Search screen (additional screen
shots are on the following pages).

REPORTS: Provides ability to track all requests created by the PAM User and the ability
to show the report based on the criteria selected by the PAM user.

OTHER SOURCES: Opens a drop down window with hyperlinks to: WMS, the HRA
OneViewer and the Toe Digit Schedule.




Attachment A: Screens for All PAM Users

Search PAM Activity

All PAM users have the ability to search for activities using the following criteria:

e Case No

e (Case Name

e SSN

e Activity Type
e Activity ID

e Activity Status

INBOX
Activity Search

NEW PAM ACTIVITY
¥ case o © case Name C san C activity Type © Activity Id  Activity Status

Case Search

SEARCH PAM ACTIVi( Y

REPORTS

(THER SOURCES

Results of the search will be displayed, in read only mode, in a grid at the bottom of the
screen with a paging option for easier navigation.

INBOX

Activity Search

SEARCH PAM ACTIVITY

= O case No Q case Name O ssn O Activity Type O Activity Id @ Activity Status

REP
Pam smus| Cancelled v '
Activity List
Rewnnsihlu.(:enm‘ Case # | Suffix Case Name ActivityType Grant# E-Check Activity SmmsIAn:ﬁvily ID Assigned To  Created On Perm
122 D00000ITESEG (01 |SMALL JENFFER |cA 2 Canceled 2120 lsvsTEN SYSTEM [10R0i 10212440 | N
040 DOD0E20B1 (01 SMALL JENFFER |TAD i | Canceled 2180 {SYSTEW SYSTEM (1011072012 10:3335 41 | N
053 /o00z0008201C [0t |SMALL JENFFER |CA 1 | Canceizd 1279 SYSTEN SYSTEW 10142013 10:00:424 | N
053 000300082081 |01 |SWALL, JENFFER |CA 1 laUmoe  [cancetes s SYSTEW SYSTEM 1002013819280 | N
053 00030008214G (01 |SPEARS, BRINEY |CA 2 | MANUALE |Canceted 218 |SYSTEN SYSTEM (1000201222350 | N
022 000300082081 01 (SMALL, JENFFER TAD 0 [ Cancsted 3235 |SYSTEW SYSTEM o012 352020 | N
018 DODCOSEESF (01 |SMALL, JENFFERN |CA 1 laumoe  |canceted |az30 SYSTEN SYSTEM 101142013 53752 P | N
182 (00030008208 |01 | TURNERTWA  TAD 1 | Canceled 315 |SYSTEW SYSTEM |100201323350R0 | N

Total Records : 8/8




Attachment A: Screens for All PAM Users

Note: If an incomplete case number is used, a listing of all cases containing those digits
will be displayed as in the screen below.

Activity Search

| @ case No O case Name O ssN O Activity Type O Activity 1d O Activity Status

Case # 3000821 ||_search

OTHER SOURCES

Activity List

Responsible Center  Case # ,Sulﬁxl Case Name | ActivityType Grant# E.Check Activity Status Activity ID  Assigned To Created On Perm
o5z T oouceosaiee b1 SPeaRs.sRMNEY [cA 1 | DaiEnerss 2200 san  |onozorzzazen | no |
053 00030008211C (01 SMALL, JENFFER |ca f MANUAL E [Faiied Data Entry 3203 Jia Lin W0z | N
053 |DDG3000SZIC |0 |SWALLENFFER |¢A 1 | |PendingDataEniry (3264  |Sharmalegha  [10A220139:13:234M | Y |
052 lonoz00082i1C o1 |SWALL JENFFER |cA h AUTOE  FaledDamEnty 3271 JiaLin oz | N
053 00420008214G 01 SPEARS, BRITNEY |SNAR 1 Data Entered 3276 Jia Lin 100142013 8:31:53 AN N
053 looosouoseis 01 |DooRs.wALTER [ca 36 Panding Approval 3278 Duggiraia liseha 1011472013 9:58:25 Al n
053 ooozoooaziic o1 |SWALL, JENFFER |cA 1 Cancelled 2279 SYSTEM SYSTEM [10122013 10:00:42.40 | N
053 _Uﬂ!ﬂﬁnﬂxﬂlc :U‘ SMALL, JENFFER [CA 1 AUTO E Cancelied 3148 SYSTEM SYSTEM [10/10/2013 9:19:28 Al n
053 loog2o008211C J01  |SMALL, JENFFER |TAD lo Faled Data Entry 2153 Jia Lin 1002013 100537 &M | 0
053 oossoo0s211c |01 |smALL, JenFreR [TaD lo Databniersa 3165 |tan 10102013 111214 A0 | 0
053 :UOGIEUUSzuG 01 SPEARS, BATHEY [CA 2 MARUALE Canceled 3194 |SYSTEN SYSTEM 101102003 22950 | N
053 100020008214G 01 SPEARS, BRTNEY |TAD o Pending Approval 3200 Duggirala Neeha | 10/10/2013 3:21:22 P "
053 \ooez0008211C 01 BMALL, JENFFER |Ca |1 MANUAL E |Pencing Data Entry 13202 Shanvaliegha | 10/10/2013 22853 PN Y
053 i 4G 01 |SPEARS, BRTNEY |cA h MANUALE Pencing Data Emiry 3208 Shermatlegna  |10/MRIISIA0T AN | Y
053 000300082146 01 SPEARS, BRITNEY |CA 1 AUTO E Complete 3230 SYSTEM SYSTEM |10/1 /2013 3:01:47 PM N
053 looesooogetic 01 |SwALL JENFFER [ca h AUTOE  |Complete 3148 SYSTEMW SYSTEM |10/10/20138:22-12 AW "
052 000300082148 |01 |SPEARS, BRITNEY |cA 1 WANUALE [Faled Data Entry | 2288 Jia Lin 1011272012 9:30:30 AW "
053 ooozoooaz1ac 01 f Data Entered 3273 JiaLn 1011272013 6:2432 PN "
o2 |oeoccos211c ol i 1 | |patakmees  327s  |talm 10132013 1018430 | W
053 000300082110 01 |SWALL, JENFFER |SNAP I Pending Approval 3284 Duggirala esha  |10/142013 121523 P8 | 0

Total Records : 37/371 2

Additional Functions

In addition to the Navigation Menu, there are three tabs across the top of PAM:
Activity Details, Comments, Activity History.

INBOX

NEW PAM ACTIVITY

SEARCH PAM ACTIVITY
REPC

OTHER 50




Attachment A: Screens for All PAM Users

Activity Details Tab: Allows PAM users to process activities on a selected PAM
transaction based on their designated functionality (i.e. Submit for Approval, Return to
JOS/Worker, etc...).

INBOX Activity Details (ot IAct\vity History I
052

NEW PAM A Responsible Center: Originating Cantar: F40 Activity Status: Draft

; Case Name: SPEARS, BRITHEY Date Prepared: 10/10/20132 Batch #:

T Case #: 000300082146 Suffix: 01

REPORTS
Activity Type

OTHER SOURCES ‘Activity ID: 3157
Reason for this action in PAM: SI grant Transferred Case j Activity Type: DSS-3575 CA Grant 'I
+ Isthere an eligibility TAD transaction associated with this grant € Yes @ No |
E-Check/E-Cash
‘ [T AutoE [T Manual E |
List of Grants
[ Grant# | Code | Description [ From Date ToDate | Amount | GrantStatus | Edit | Delete |
| 1| s ] Code 09 - Supplement of Rent Only | ommmz | emooms | sasnan | DRAFT | Edit | Delet

Total Amount: ‘

Grant Count: 1 $450.00

Actions

H Add New Grant | Save Activity | Cq‘ Submit for Approval | |

F

EY= R TP Comments ] Activity History ]

[Responsible Center: 033 Originating Center: F40 Activity Status:
|Case Name: TURNER, TINA Date Prepared: 16/10/2013 Batch #:
|Case #: 000300082081 S i 01

Activity Type
|Activity ID: 3195

|Reason for this action in PAM: [r.'; only Recert ;I Activity Type: I 3517 Tum Around Document [TAD) LI
|Batch Type U/AC -
Linked Doc
Scanld Doc | Description | Scan Time | es | Scan Document
81 8891 | Paper LDSS-3774 EPFT Senefits Full | Thu 03-Oct-2013 15:01:08 | 1 907463 Sreviesn

Actions Taken

=1

=

‘ ----- Retumn To Jos Warker




Attachment A: Screens for All PAM Users

Comments Tab: Allows any PAM user to:

¢ Type notes (maximum 500 characters) in the Notes Box (click SAVE to commit
notes to PAM)

¢ Review previous notes in read-only mode

INBOX

NEW s e cPater: 053 Originating Center: F40 Activity Status: Drafe
g SPEARS, BRITHEY Date Prepared: 10/10/2013 Batch #:
000300082146 Suffix: o1

All entries are save and cannot be editted or deleted from the record once saved. AI
Mote (Max 500 --

Added by : Alex Begun

El

Added Date : 10/10/2013

Notes History
Type | Note |  AddedBy | Addedpate |
Genera | |case notes can be entered here. | Alex Begun | 10/10/2013 10:37:26 AM |

ternate Module' A

ACTIVITY : = Originating Center: Fa0 Activity Status: Draft
PITT, BRAD Date Prepared: 10/10/2013 Batch #:
Case #: 000300082074 Suffix: o1
Activity History
Ik Action Action Detail Status Action Action On Assigned To

OTHER SOURCES i : il

1571 UPDATE ACTVITY | Activity Updated Draft Alex Begun 10/10/2013 10:23:02 AN AlexBegun

1570 INSERT ACTIVITY Activity Created Draft Alex Begun 10/10/2013 10:22:57 AM AlexBegun

Total Records © 2/2




Attachment B: JOS/Worker Screens

After logging on to PAM the JOS/Worker’s Inbox (My Inbox) will be the
first screen he/she sees. This screen provides a listing of all the actions

taken by a user that still require processing.

To initiate a new transaction click on the NEW PAM ACTIVITY button in
the Navigation Menu.

]
0z
1
F1
]
0

Case# Suff#  Caselame
000300082074 01 PTT, BRAD
H0ME7A| O T, BRAD
OO00R214G z: SPEARS, BRI
ONOS00GEATA| 3¢ P, BRAD
paIIE | O SULL BV

f: Ait.  Assi Date
i g B 8
Retumed by Supenisor| 3118 Smith John |10/812013
Drait lBWNmIthJohn 1080013
Draft 3071 5mith Joha 101502013
D | it 41
Draft 3337 |5mith John |10/1452013
Draft |‘.32mmilh.]nhh 10142013

On
10102012
1002013
108013
100142013
10142013
101402013

Assigned  Group

INBOX
NEW PAM ACTIVITY
SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES




Attachment B: JOS/Worker Screens

The Client Search screen will open up:

e Enter the case number or SSN and click on search. PAM will
connect with WMS and return case information which will be
displayd in the Client List section.

e Click on the case number (#) which will act as a hyperlink to import
more WMS data for the case and bring up the Activity Details tab.

Note: For application cases, use the link number and not the application
registration number.

N
= Paperless

Select and enter Search Criteria

NL"FH.MH\.II'III
@ caseto Cssn
SEARCH PA ACTIVITY
s Cased  [o030008211 suffics[ | Search
OTHER SOURCES
Client List
Case# LineNo | Suffix ~ Case Name CAStatus | MA Status | SNAP Status SNAPAUTHToDate | Category | Center#
oosmatic o 0 GALENFER e i e B 05
bnnsoouazﬁc M [SKLSUCTR P ip A 053
foezre 8 mAsGEs I e B 05
nE0MeAe 04 (01 SHLLSCLRE | ip ip B 05
Total Records : 4/4




Attachment B: JOS/Worker Screens

Creating a Supplemental Nutrition Assistance Program
(SNAP) Grant (LDSS-3574)

After selecting the case to be worked on, the Activity Details screen will
open. To initiate a SNAP grant the JOS/Worker must:

e Select a reason for taking the action in PAM. If “Other” is selected,
a text box will appear and the JOS/Worker must explain why the
action is not being processed in POS.

Cancel Activty |

Reason for this action in PAM: ---Please Select--- ;I

----Please Select---

MA only Recert

SI grant Transferred Case
51 grant Sep Det case
Change MA auth dt

REOP line to AP status
CED Update

SMAP 15 - TAD

WMS Error Correction TAD
Multi - Suffix

System Outage

PARIS Match closing/Unigue auth TAD
Adwvised by Help Desk
Other

Mot available in POS
pr_a'lAd‘.-'er-lt




Attachment B: JOS/Worker Screens

e Select SNAP Grant as the Activity Type

e Answer Yes or No to Is there an eligibility TAD transaction
associated with this Grant?

e Click Add New Grant to proceed

te Vodule

RV Comments | Activity History |

Case Name: Date Prepared: 9/17/2013
Case #1 Suffix: 01 Batch#:

Activity Type
Activity ID: 1666
Reason for this action in PAM: IS[ grant Transferred Case d h(llvnm

1s there an eligibility TAD transaction associated with this GuH Cves Ona

—> it |

Home Center#: 018 Originating Center: F43 Responsible Center:

| SNAP Grant

---Please Sel
CA Grant

Save Activity Cant

Activity Type: ---Please Select--- ;l
i---Please Select--- :

DS5-32574 SNAP Grant

DS5-3575 CA Grant
DSS-3517 Turn Around Document (TADY




Attachment B: JOS/Worker Screens

In the Grant Details section, the JOS/Worker must:

e Enter the grant information
e Click the Save Grant button

Note: The authorization number will be generated by PAM unless the
issuance type requires the reuse of a prior authorization number.

Actvity Details Cr,mm#r':r,].lj..:: istary

Home Centerd: 018 Originating Center: F43 Responsible Center: 018

Case Name: Date Prepared: 9/17/2013
VITT | Suffix: 01 Batch#:

Activity Type
Activity 10: 1680

Reason for this action in PAM: S1 grant Transferred Case j Activity Type: SNAP Grant ]

15 there an eligibility TAD transaction associated with this Grant? o) Yes G Mo
Add New Grant
SNAP Grant Details
Issuance Code® [ Code 03 - Prorated/Partial NPA =
Amount*® 100
Next Month Amount® 200

From Date* |D9."Dl.-‘281'!

To Date* |D9e’30:’2013
Replace Benefits Ilbﬂ—
Routing Location® |l23{
Authorization #* | 31

mmml)  Save Grant | Cancel

Save Activity |  Cancel Activity




Attachment B: JOS/Worker Screens

The Summary Section will open up:

o [f additional SNAP grants are required staff can add additional
SNAP grants by clicking on the Add New Grant button

VI*’@\_

(0 [n As: Al
BCX Rctity Detels [Req e |Act\wty Histary |

NEw P ACTIVTY | LR 053 Originating Center: 044 Activity Status:

(ase Name: SMALL, JENIFFER Date Prepated: 101502013 Batch #:
FURCH PAM ACTIITY

Casa #: oooa000e21tc Suffin: 0l

REPORTS
Activity Type

OTHER SOURCE
Activity ID: 3393

Reason for this action in PAM: |1 grant Transfarred Case P Activity Type: | DG5-3574 SNAP Grant -

List of Grants
Grant# Code Description From Date To Date Amount  GrantStatus  Edit Delete
| 06| Code 06 ProvteciPatial AP Benefs | 1012013 | 10452013 | 0000 | DRATT | B | Delee |

‘Grant [ount: 1 Total Amount: $100.00

Actions

‘ Aeld New Grant| Save Actiww| Cancel Activity | Submit furApprwa\l Gmup|




Attachment B: JOS/Worker Screens

After the initiation of all the SNAP grants for a specific case:

e Click on the Submit for Approval button

e A new screen will pop up, select the Supervisor to submit the
grants to for approval and click the Select button. A confirmation
window will pop up

e Click OK to proceed

Note: The default will be the AJOSI/Supervisor identified as the
JOS/Worker's supervisor in POS. Staff will have the ability to select a
different AJOSI/Supervisor to submit the work to, if necessary.

m Select Supervisor
Human Resouries

Admiiatrsbon

= . .

ogged In As: John Smith (10 Title Unit e Al Phone Mo.
. Name Name
INBOX
Jos .
NEW PAM ACTIVITY o SUPERVISOR MPU Duggirala Neeha Responsible Center:
p/2013
SEARCH PAM ACTIVITY Jos
: | Batch#:
SUPERVISOR REC Gunter Max 7188386312
REPORTS
OTHER SOURCES Activity ID:
Reason for thi¢ tivity Type: DSS-3574 SNAP Grantj
}‘ Is there an ¢ ‘
E-Check/E-Cal ‘ Select | Cancel
‘I’ Auto E
List of Grants
Grant Id ‘ Code | Description ‘ From Date ‘ To Date Amount Grant Status Edit | Delete
1846 | K06 |  Code 06 - Prorated/Partial SNAP Benefts |  10/4/2013 |  10/19/2013 3 DRAFT Edit | Delete

Total Amount:

Grant Count: 1

Actions

| Add New Grant | Save Activity | ﬁrg Submit fr gpronl ‘




Attachment B: JOS/Worker Screens

Creating a Cash Assistance Grant (LDSS-3575)

To initiate a CA Grant:

e Select a reason for not taking the action in POS

e Select CA Grant as the activity type

e Indicate if an eligibility TAD is associated with this activity

¢ Indicate if the CA grant is an E-Check and if it is an Auto E or a
Manual E-Check

e Click the Add New Grant button

Faperless Hlternate Module

Activity Details | Comments | Activity History |
[Home Centers#: 023 Originating Center: F40 Responsible Center: 023

Ease Name: _ Date Prepared: 9/26/2013
[case #: Suffin: 01 Batch#:

Activity Type
(e
|Activity ID: 2250

‘Reason for this action in PAM; [SI grant Transferred Case Il Activity Type: [ Grant -

—P * 1s there an eligibility TAD transaction associated with this grant Cves O o

E-Check /E-Cash

ﬂl’ AutoE [ Manual E

Actions

ﬂ Add New Grant | | Save Activity | | cancel Activity




Attachment B: JOS/Worker Screens

The Grant Details screen will appear:

e Select the appropriate pick up code from the drop down menu
e Select the appropriate Issuance Category from the drop down
menu
e Select the appropriate Issuance Code from the drop down menu
e Enter the:
= Amount of the grant in the Amount field
= From and To dates in the respective fields
e Select the Restriction Indicator from the drop down menu
e Click the Save button

Note: PAM will only allow for the entry of Payee Information if the
Restriction Indicator requires it.

* 1 there an eligibility TAD transaction associated with this grant € Yes & no

E-Check/ E-Cash

==

) (o] oo




Attachment B: JOS/Worker Screens

The Summary Section will open up. If additional CA grants are needed,
staff must click on the Add New Grant button.

5 Rolerl0S
Comments I Activity History I

Responsible Center: 053 Originating Center: 044 Activity Status:

[Case Name: SMALL, JEMIFFER Date Prepared: 10/15/2013 Batch #:

Case #: 00030008211C Suffix: 01

Activity Type

Activity ID: 3393

Reason for this action in PAM: ISI grant Transferred Case d Activity Type: [55-3574 SNAP Grant 'I

List of Grants

Grant# Code Description From Date To Date Amount  GrantStatus  Edit  Delete

1| 06 | Code 06 - Prorated/Partial SHAP Benefits | 104152013 | 10/15/2013 | $100.00 | DRAFT | Edit | Delste
[erant Count: 1 Total Amount: $100.00 |
Actions

“ Add Mew Grant | Save Activity | Cancel Activity | Submit for Approval | Group |

After all CA Grants are entered for a case

e click the Submit for Approval button

5 R
Aci RTel Comments IAct\vlty History I

Responsible Center: 053

Originating Center: Activity Status:

Case Name: SMALL, JEMIFFER Date Prepared: 10/15/2013 Batch #:

[Case #: 00030008211 Suffin: 01

Activity Type

Activity ID: 3393

Reason for this action in PAM: [=I grant Transferred Case ;l Activity Type: DS5-3574 SMAP Grant -

List of Grants

Grant # Code Description From Date To Date Amount Grant Status Edit
1 08 Code 06 - Prorated/Partial SHAP Benefits | 10/15/2013 | 10/15/2013 | $1o00.00 DRAFT | Edit |
[Grant count: 1 Total Amount: $100.00

Actions
Add Mew Grant | Save Activity I I Submit for Approval | Group I

10



Attachment B: JOS/Worker Screens

The Submit for Approval button will bring up the Select Supervisor
screen where the appropriate supervisory staff will be selected

e Click the Select button and a confirmation window will pop up
e Click OK to proceed

Select Superviser

- - Last First
Tithe Unit Phove Ho.
Hame Hame

. Jos
8 MPU Duggirala M
_ SUPERYISOR U Duggirala Heeha

Jos
€ Gunte Max T182386212
C cupErvisor  TEC Gunter K LEEETR )

____ _Em

11



Attachment B: JOS/Worker Screens

Authorizing Paper Turnaround Document (TAD)

To initiate a PAM activity involving a TAD:

Select the reason for using PAM from the drop down menu
Select the Activity Type from the drop down menu
Select the Batch Type from the drop down menu

Comments. | Actiity History |

| s g - r . J Ak \ =+ . ‘c- S
il Activity Details
NEW PAM ACTITY Home Centerd: 053 Originating Center: F4 Responsible Center;

Case Name: SHALL, JENIFFER Date Prepared: 10/3/2013

SEARCH PAMACTIVITY [P UELLLC Sufic: o Batché:

REPORTS

Activity Type

OTERSORCE [ m

~ Batch Type |---P\easeSe\ect--- |

Reason for this action in PAM: ‘MA anly Recert hActivityType: |DSS-3517TumAround Document (TAD) j

12




Attachment B: JOS/Worker Screens

e Select the TAD to associate with the activity (a check will appear in
the small box adjacent to the Doc Type ID field

e Enter a brief description of the action being taken

e Click on Save Activity

-

INBOX LYY EETEN Comments | Activity History I
NEW PAM ACTIVITY Home Center: 053 Originating Center: F40 Responsible Center:
; Case Name: SMALL, JENIFFER Date Prepared: 10/3/2013
SEARCH PAM ACTIVITY  SRPS 00030008211C Suffix: 0t Batch#:
REPORTS .

Activity Type
OTHER SOURCES Activity I0: 742

Reason for this action in PAM: |MA only Recert j Activity Type: | D55-3517 Tum Around Document (TAD) j

‘Batch Type U/Maint j ‘

Newly Scanned Documents

Doc Type Id Description Scan Time Pages | Scan By Document‘
‘ |7 8882 Paper LDSS 3517 Turn Around Document Thu 03-0ct-2013 11:39:06 1 907483 |  Preview
Actions Taken
- Closing case as requested. Test Case. j

Actions

-H Save Activity | Cancel Activity |

v1.01 Oct 3 2013 9:57AM

13



Attachment B: JOS/Worker Screens

e Click on the Submit for Approval button

Smit! R
Ac EGIEE Comments IActiwty Histary I

Responsible Center: 053 Driginating Center: 044 Activity Status: Draft
Case Name: SMALL JENIFFER Date Prepared: 10/15/2013 Batch #:
Case #: 000300082116 Suffi: o1

Activity Type

Activity ID: 3394
Reason for this actionin PAM:  [MA only Recert | Activity Type: [DS5-5517 Turn Around Document (TAD) - |
Batch Type [Efac |
Authorization Number 42996953
Linked Documents
Scanld Doc Type Id Description Scan Time Pages Scan By Document Delate
50 8882 | Paper LDSS 3517 Turn Around Docurnent | Thu 03-Oct-2013 11:39:06 1 S0FAES Preview Unlink

Actions Taken

opening case

Actions

| Save Activity Submit for approval I Group | |

e Select the appropriate supervisory staff and click the Select button

Eanmnam far s o4 T s P T |

T4 Bl s gty TADH 1

Titie Lest Hame Firt Mame Fhone o,
List of Grants

o) o = et Geast :-n—-_ﬁ

. S Tom— . =l

5 O o v 13 o0 o @ X m |
33 ioo | omwer |i#|

230 New Grant I

B - | — e

— Save Actraty

Cancal Actrity

14



Attachment B: JOS/Worker Screens

Authorizing All Other Data Entry Documents

When the reason, Not Avialable in POS, is selected as the reason for
taking an action in PAM the Activity Type drop down will allow the
JOS/Worker to select one of the data entry documents that is currently not
available in POS.

Activity Type: ---Please Select--- ;I

i---Please Select---

D55-3573 Recoupment

DSS-3652 Transaction Cancellation
DS5-3722 Fair Hearing Update
DSS-3774 EBT Fulled

DS5-4952 Infraction Deletion

e Select the appropriate Activity Type and the Activity Details
section will display all of the data entry documents related to the
selected activity that have been scanned and indexed into the
Internal Paper Authorization Document folder

e Click on the Preview link to view the scanned image(s)

e Select that document by checking off the box next to the document
being authorized

e Click on the Save Activity button

15



Attachment B: JOS/Worker Screens

Activity Details

Comments IActwity History |
033

Responsible Cent Originating Center: Fa0 Activity Status:
Casa Name: TURMNER, TINA Date Preparad: 10/10/2013 Batch #:
Case #: 000300082081 Suffix: 01

HELE Activity Type

OTHER SOURCI Activity ID: 3175

Reason for this action in PAM:

IMA only Recert

Activity Type: | DSS-3517 Turn Around Document (TAD) j ‘

Batch Type C -

Newly Scanned Documents

nc Type Id Description Scan Time Pages ‘ Scan By ‘ Document
|7 8883 Paper LDS5-3573 PA Recoupment Data Entry Form Thu 03-0ct-2013 15:01:08 1 Preview
" 8887 Paper LDS5-3652 Transaction Cancellation Thu 03-Oct-2013 15:01:08 1 907A63 Breview
|— 8882 Paper LDS5 3517 Turn Around Document Thu 03-0ct-2013 15:01:08 1 907A63 Preview
|— 8889 Paper LDS5-3575 Cash Authorization Document Thu 03-Oct-2013 15:01:08 1 907A63 Preview
|_ 8890 Paper LDS35-3574 Nutrition Assistance Program (SNAF) Thu 03-0ct-2013 15:01:08 1 907A63 Preview
|— 8884 Paper LDS5-3722 Fair Hearing Case Update Data Entry Form Thu 03-Oct-2013 15:01:08 1 907A63 Preview
|_ 8885 Faper LD55-4962 Infraction Deletion Form Thu 03-Oct-2013 15:01:08 1 S07A83 Ereview
I— 8891 Paper LDSS-3774 EPFT Benefits Pull Thu 03-Oct-2013 15:01:08 1 S07A63 Preview

Actions Taken

=

Actions

- Save Activity | Cancel Activity

Activity Details Eslpyl

When completed, click on the Submit for Approval button

Responsiika Cants Originating Contar:

Date Prepared:
SiifFix:

|Case Name:
|case #:

Activity Type

Activity Status:

Batch #:

|Activity TD:

H

|Reasan for this action in PAM:

|Batch Type

Activity Type:

um Around Document (TAD J

Linked Documents

Scanld | Doc Type Id

Scan Time

E890 Paper LOSS 3517 Turn Argund Docurment

Thu 03-Oct-2013 11:38:07 |

Scan Document | Delete
1| so7ass

Actions Taken

Tast DOC

Actions

ooy | I>|  sobmtox Aoproval_|

16



Attachment B: JOS/Worker Screens

e Select the appropriate supervisory staff
e Click the Select button

Title Lest Hame Firyl Mame Fhone o,

o eel Herts 2 At

O oo e

B - | ——
— Sawm Actraty
Lancal ACtaty

Grouping

When multiple PAM Activity Types (SNAP Grant, CA Grant, TAD, etc...)
are being processed on a specific case, staff will be able to group the
activities together. Each Activity Type in a group will share a common,
group ID.

INBOX
NEW PAK ACTIVITY Aw:md Group

WACTIVITY |k (00300082074 | o1 PMTT, BRAD tA 2 Retuined by Supendéor| 118/Smith Joha (1042013 1001002043 2
023 000300082074 | @1 BT BRAD CA 1 Dratt |S1USSrnlthohn 1082013 101072013 §
F18 ] SNap | Drat | 3371 Smith Joha (10182013 10152013 7
008214 SPEARS, BRITNEY {
F15 HHEHE i} SNAP 1 Diat |33:'79miﬂ|John 04402013 10142013 1
otg  0003000B207A| g PIT.BRAD o 1 Dut T SmithJobn (10142013 10142013 8
L 00020008211¢ | O1 | SMALL, JENFFER [CA 1 Dratt 3200/5mith John  MOM42013 1042013 8

17



Attachment B: JOS/Worker Screens

Clicking on the Group button will open a pop-up window listing all the
actions initiated on a particular case by the JOS/Worker.

Responsible Center: 053 Originating Center: 044 Activity Status:
Case Namae: SMALL JEMIFFER Date Prepared: 10/15/2013 Batch #:

Case #: 00030008211C Suffinz o1

Activity Type

Activity ID: 3393

Reason for this action in PAM: ISI grant Transferred Case d Activity Type: [55-3574 SNAP Grant -

List of Grants

Grant# Code Description From Date Ta Date Amount  GrantStatus  Edit  Delete

1 | 06 | Code 06 - Prorated/Partial SNAP Benefits | 10/15/2013 | 107152013 | $100.00 | DRAFT | Edit | Delete
[Grant Count: 1 .ntal Amount: $100.00 |
Actions

‘ Add New Grant | Save Activity | Cancel Activity | Submit for Approval | Group | ‘

If the activity was not previously grouped, only the current activity will be
displayed
¢ JOS/Worker must select the activity and click on the Select button

Select Activity fGrowp

Groupld Case Activityld PAN Reason Activity Type Status CreatedOn
c DO0F0008211C 3 51 grant TransTerred Case DE5-I574 SHAP Grant Draft  10/1573010 515297 PM

18



Attachment B: JOS/Worker Screens

If other activities for a particular case were previously selected for
grouping, they will be displayed in the list.

Salect Activily Group *®
Groupld Case Activityid PAH Reason Activity Type Status CreatedOn
- 1" DODI0008211C 3393 51 grant Transfarred Case  DE5-3574 SNAP Grant Dramt 101542013 5:52:47 PM
11 DOOI0008Z11C 3394 Wt oy Fecert [DE5-3517 Turn Around Document (TAD) Draft 10/15/2012 5:55:28 PM
- 000J0008211C 3395 51 grant Transferred Case  DS5-3575 CA Grant Draft  10/15/2013 5:58:19 PM

After selecting the group to associate the activity to, a confirmation pop-up
window will open. Click OK to proceed.

REPORTE
Rctivity Type
Activity ID: 3394
Reason for this action in PAM:  [MA only Racart J Activity Type: |DSS-3517 Turn Around Dacument (TAD) J
Batch Type E/AC ﬂ
Authorization Number F‘i996933
Linked Documents
Scanld  Doc Type Id Description Scan Time Pages ScanBy Document Delete
S0 | ee82 | Paper LOSG 3517 Tum Aound Docurnent | Thu 03-0e-2013 11139106 | 1 | 907463 | Previev | Unlink |
Newly Scanned Documents

Doe Typa Id Daseription Sean Tima Pages Scan By Documant
r 3R29 PBaper LDS5-3575 Cash Authorization Document Thu 03-0c-2013 11:35:07 1 [ 907463 | Preview
i ‘ 8884 Paper LDS % ~0et-2013 11139106 1 | 907A63 | Praviey

Activiey grouped successfully,

Actions Taken
opening case

19



Attachment B: JOS/Worker Screens

The Activity Details screen will now display the activity group for a
selected case.

Responsible Center: 053 Originating Center: 044 Activity Staitus: Draft
Case Name: SMALL, JENIFFER Date Prepared: 10/15/2013 Batch #:

Case #: 00030008211C Suffin: 01
_Hctivib,r Type
Activity ID: 3394
Reason for this action in PAM:  |MA only Recert =l Activity Type: [DSS-3517 Turn Around D ocument (TAD) -
ﬁ Activity Group
ActivityId Case# Suff# PAM Reason Activity Type Status  Created On
3393 00030008211¢ | 01 I grant Transferred Case | DS§-3574 SNAP Grant Draft | 10/15/2013
3334 00030008211C | 01 MA only Recert | D$5-3517 Tum Around Docurnent (TAD) || Draft | 10/15/2013 |
Ungeoup this activity
Batch Type E/AC
N N | e
th tion Number |
Linked Documents
%$canld Doc Type Id Description Scan Time Pages Scan By Document Delete
| so | sss2z |  PaperLDSS 3517 Tum Around Document | Thu 03-0c-201311:39:06 | 1 | 907463 | Previev | Unlink |

Actions Taken

opening case

Actions

Save Activity | Cancel Activity | Submit for Approval

If it is determined that an activity was grouped in error, staff will also have
the ability to ungroup an activity from a selected group. To unselect an
activity from a group, from the Activity Details screen for a specific
activity, click on the Ungroup link. A pop-up window will open asking the
user to verify the ungrouping.

Note: If more than two activities are in a group, the remaining activities will
remain in the group while the ungrouped activity will become its own
individual activity.

20



Attachment B: JOS/Worker Screens

[Logged In As: John Smith (10) Role:JOSWORKER

LU VIR ET Comments Imivitr History I

Responsible Center: 053 Originating Center: 044 Activity Status: Draft

Case Name: SMALL, JENIFFER Date Prepared: 10/15/2013 Batch #:

Case #: 00030008211C Suffis: 01

Activity Type

|Activity ID: 339

Reason for this action in PAM: |51 grant Transferred Case j Activity Type: IDGS-SS?S CA Grant vI

Activity Group
Activityld Case# Suff# PAM Reason Activity Type Status  Created On

3393 00030008211C | 01 $1 grant Transferred Case D$5-3574 SHAP Grant Draft | 10/15/2013
3394 00030008211C | 01 MA only Recert D§5-3517 Tum Around Document (TAD) Draft | 10/15/2013
3396 00030008211C 01 $1 grant Transfered Case [055-3575 CA Grant Oraft | 10/15/2013

__’!nw his ackivi

E-Check /E-Cash
[ AutoE [T Manual E

The page at localhost:3727 says: X
Grant#  Code Amount GrantStatus  Edit Delete
1|09 | Code 09 are yousure youwant to ingroup this activty? $2,500.00 DRAFT | Edit | Delete |
_bl oK i Cancel |
Grant Count: 1 $2,500.00

Actions

Add New Grant |  Save Actiuityl Cancel Activity| Submit for Appru\ral|

After ungrouping the activity, it will be displayed in the Activity Details
screen as an individual activity. Staff can continue to process the activity
as needed.

Responsible Center: 053

Originating Center: Activity Status: Draft

Case Name: SMALL, JENIFFER Date Prepared: 10/15/2013 Batch #:

Case #: 000300082116 Suffin: o1

Activity Type

Activity 1D: 3396

Reason for this action in PAM: [T arant Transferred Case =l Activity Type: DS5-3575 CA Grant -]

E-Check /E-Cash
‘ [© Auto E [T Manual E |

List of Grants

Grant#  Code Description From Date To Date Amount Grant Status  Edit  Delete
| 1 | os | Code 09 - Supplement of Rent Only | 107172013 | 10/1/z013 | $2,500.00 DRAFT | edit | pelete |
[6rant Count: 1 Total Amount: $2,500.00 |
Actions

add New Grant | Sawe Activity | Cancel activity | Submit for approval | Group

21



Attachment C: AJOS/Supervisor Screens

Grant Approvals

After logging on, the Supervisor’s Inbox will open with activities in Pending Approval

status displaying.

e Click on the case number (#) hyperlink to begin the approval process

Note: The Navigation Menu will not have the NEW PAM ACTIVITY button as
AJOS/Supervisors cannot initiate PAM activities.

Mu@’ﬁﬁi@@,M @@[@TL L 4.../'

Log Ou

My Inbox
SEARCH PAM ACTIVITY ([RRCES Center\ Case#  Suffix CaseName |Type GrantCount ECheck ~ Status | Id  AssignedTo | Date Created | Assigned On

REPORTS ; ‘BUUSOUDBZOSI 0 [TURNERTNA  [TAD |0 Pending Approval (315 Duggrala Neeha | 2013-10-10 20131010
pEpp oo | o RERTA [ | WTOE g Aol |63 Duggralesha  DIRD 010
‘0003000820& 01 [TURNER, TINA AP (1 Pending Approval 3192 |Duggiala Neeha |2013-10-10 2013-10-10

REASSIGN ACTIVITY oo | o RERTIA 5w fo Rendng Approal |62 Duggiaaesha 0000 0110
053 ‘00030008207%\ 01 [P, BRAD CA | AUTOE  |Pending Approval | 3159 Duggiala Neeha  |2013-10-10 2013-10-10

1% oo | o pmew o ATOE  [endigAgproel M8 Duggidaleshs [DIRBD (013400

1% ooz | o s mer o4 | Rendnghoworal ST [Duggraaesta |00 DOIALAD

% oie | o LB 0 Rendnglopoal (S0 Duggisalest (M0 DORAOD

Total Records : §/8




Attachment C: AJOS/Supervisor Screens

The PAM action associated with that case will open. If multiple actions are being taken
on a case they will be identified as part of an Activity Group.

Note: Each activity in a group must be approved individually and will continue to be
displayed as part of the Activity Group, with an updated status.

[EE) Grginating tantar: Gaa Activity statust Fanding Approval
SMALL, JENIFFER Date Propared: 104572013 Batch #:
00030008211 Surfhin 01

Activity Type

Activity 10: EEED]

Reason for this action in PAM:  [AA GAlY REcSrE ~ Activity Type: [G55-3517 Turn Around DOGUMERE (TAD) ©

Activity Group

Activityld Case# Suffe PAM RedPon Activity Type Status Created On
Ooos000B211C | 01 S1 grant Transferred Case D55-3674 SMAP Grant Pending Approval 10/16/20153
3384 00030008211C | 01 MA anly Recert DES-3517 Turn Around Dosument (TAD) Pending Approval 10/15/2013
3396 Oooso0OE21IC | 01 S1 grant Transferred Case D55-3675 CA Grant Pending Assignrment | 10/15/2013
Batch Type IEsae =
Authorization Mumber  [Fe996883
Linked Documents
Scanld  Doc Type Id Description Scan Time Pages Scan By  Document
sa | saa2 | Paper LDSS 3517 Turn Araund Document Thu 03-Oct-2013 11:39:06 [ 07463 | Preview |

Actions Taken

cpening case

Action

P o o
Approve Disapprove

comments

Action

| submic |

To begin the approval of a grant:

e Click on the View Grants Details

Responsible Center: 053 Originating Center: 044 Activity Status: Pending Approval
Case Name: SMALL, JENIFFER Date Prepared: 10/15/201% Batch #:
Case #: 00030008211C Suffix: o1

Activity Type
Activity ID: 3396 ‘

Reason for this action in PAM: [=1 grant Transferred Case = Activity Type: D55-3575 CA Grant =

Activity Group
ActivityId case# Suff# PAM Reason Activity Type Status Created On
3393 Qoo3000s211c 01 =1 grant Transferred Case DS5-3574 SNAP Grant Pending Approval 10/15/2013
3394 00030005211C o1 MA only Recert DS5-3517 Turn Around Document (TAD) Pending Approval 10/15/2013
3396 00030008211C 01 S1 grant Transferred Case DS5-3575 CA Grant Pending Approval 10/15/2013
E-CheckfE-Cash
‘l_ Auto E [T mManual E ‘
List of Grants
Grant # Code Description From Date To Date Amount Grant Status
| 1 | e | Code 09 - Supplement of Rent Only | 10/1/2013 | 1os/eo1s | g2s00000 | PENDING
[Grant count: 1 Total Amount: $2,500.00
‘ Wiew Grant Details



Attachment C: AJOS/Supervisor Screens

The Grant Details Screen will open up:

e Review each grant and Approve or Disapprove

e Enter a comment into the Comments Box, indicating the decision

e |If all associated grants are approved, click on the Submit button

e If any of the grants are disapproved, click on the Return to Worker button.

Note: The Return to Worker button will only appear if any grant is disapproved.

[ Grantid | Code | _ Description fromDate | To Date | Amount

[ 1048 GO2 |Code 02 - Regular Allowance for Recurring Needs | 10/1/2013 | 10/5/2013 | 100 | " PENDING

Grant Count: 1 ;‘;‘&I)‘%"c:mmt
View Grant Details

Grant # 1 Grant # 1 Payee Information

Pick-Up Code 9 Name

Issuance Category G Street Address

Issuance Code Go2 City

Amount 100 State

From Date 10/1/2013 Zip

To Date 10/5/2013 Recoupment Indicator

Restriction Indicator 1

Fair Hearing #
Replaces Benefit
Routing Location

Authorization Number 49999661

Grant # 1 Action

> .

Approve Disapprove

Comments

- |

Action

Submit [ Return To worker ]

v1.01 Oct 3 2013 9:57AM




Attachment C: AJOS/Supervisor Screens

Approval of all other Data Entry Documents
To approve any other Data Entry Documents:

Click on the selected case number (#) hyperlink

*ML-& 4

ag
My Inbox

SEARCH PAM ACTIVITY Case # Case Name Type Of Activity Manual Ch. Activity Id

&
Log Out

Date Created Status

00030008211C SMALL, JENIFFER TAD N 2750

2013-10-03 Fending Approval

OTHER SOURCES

Total Records : 1/1

INBOX

Activity Details b comments ]Actwity History ]

SEARCH PAM ACTMVITY Home Centers: 053 Originating Center: F40 Responsible Center:

Case Name: SMALL, JENIFFER Date Prepared: 10/3/2013
Case #: 00030008211C Suffix: 0 Batch#:
Activity Type
Activity ID: 2750
Real IMA only Recert j Activity Type: | DSS-3517 Turn Around Document (TAD) j
‘Batch Type |U_;'Maint j ‘
Linked Documents

Scanld | Doc Type Id Description Scan Time Pages | Scan By

50 8882 Paper LDSS 3517 Turn Around Document Thu 03-0ct-2013 11:39:06 1 907463
Actions Taken

Case being closed. Test.

Action

C C

Approve Disapprove

Comments

| 3

Action




Attachment C: AJOS/Supervisor Screens

e Click the Preview link to view the attached PDF Document in the Linked
Documents Section

B 1o Fsedevbif sempsenvices ScanPreview. ssuomn. ..




Attachment C: AJOS/Supervisor Screens

After reviewing the image:

e Select Approve or Disapprove

q: Approve e Dhnapprove

e Review the JOS/Worker notations in the Actions Taken text box

Actions Taken

e Enter Supervisory Comments in the Comments box

Comments

e Click on the Submit button to forward PAM Activity to the Data Entry
Supervisor’'s Inbox

Submit




Attachment C: AJOS/Supervisor Screens

Reassign Activity

To reassign an activity:

e Click on the REASSIGN link from the Left Navigation Menu to display the
Reassign Grid

SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES

REASSIGN ACTIVITY

100030008208| 01 [TURNER, TINA TAD [0 Pending Approval  [3195 |Duggirala Neeha  [2013-10-10 2013-10-10
|00030008208I 01 [TURNER, TNA CA |1 AUTOE  |Pending Approval 3193 |Duggirala Neeha  [2013-10-10 2013-10-10
|00030008206I 01 [TURNER, TNA SNAP 1 Pending Approval  [3192 |Duggirala Neeha  2013-10-10 2013-10-10
I00030008208I 01  |[TURNER, TINA SNAP (10 Pending Approval (3162 |Duggirala Neeha  [2013-10-10 2013-10-10
1000300082071« 01 |PT, BRAD CA |1 AUTOE  |Pending Approval (3159 (Duggirala Neeha  [2013-10-10 2013-10-10
|00030008207A 01 |PAT, BRAD CA |1 AUTOE  |Pending Approval 3158 |Duggirala Neeha  [2013-10-10 2013-10-10
]000300082140 01 |SPEARS,BRTNEY [CA |1 Pending Approval (3157 |Duggirala Neeha  [2013-10-10 2013-10-10
IWO30008211C 01 |SMALL, JENFFER  [TAD [0 Pending Approval (3153 |Duggirala Neeha  [2013-10-10 2013-10-10
Total Records : 8/8

REASSIGN ACTIVITY

Filter By

|Actithv Status Local Office Sort By Order By

| Draft v| [os3 v| [acTiviTvip v| [pEsc v| ‘
Filtered Results

Resp. Center Case#-Suffix E{:?:e chléiii grgits E;mck Status IA;tivitv :Ossigned Date Created Assignad On
- S 30 oefe 3276 SO SRS S

R T e T bft 3270 ST O0as A 10r20:45 Av

O ess  GmE LA o o ot men FE GRS, EESER

O ess  GeEEE LA om0 o oefe avs G 0EN BEER
. b T e mse TEC DUNETA Daiah




Attachment C: AJOS/Supervisor Screens

The Reassign Grid can be filtered by different variables and be displayed in either
Ascending or Descending order:

Activity Status

INBOX Filter By

. : Activity Status Local Office Sort By Order By
Draft 2l JaL x| |actvitvio x| |pEsc =z

EEE Pending Approval

OTHER SOURCES "
Returned by Supervisor
REASSIGN ACTIVITY Returned By Data Entry

Local Office

INBOX Filter By

Log Out
Py p—— Activity Statu Local Office Sort By Order By
Draft =] AL =] [acTiviTvip ~| |pesc =l

REPORTS ALL o

OTHER SOURCES Filter | 001 =

005
REASSIGN ACTIVITY 006
008
009
010
011 —

012
013
017
018
019
023
024
026
028
032
035
037
038
039
n4n




Attachment C: AJOS/Supervisor Screens

Sort By

;erles f/ S]lu(ﬁw [Q‘i\‘% d ‘L

INBOX Filter By

Activity Status Local Office —— .t By —— () dcr By
SEARCH PAM ACTIVITY
Draft = [aL = [acTviTvip ~| [pEsc x|
REPORTS
OTHER SOURCES Filter I ASC
REASSIGN ACTIVITY

Based on the Activity Status, either the Reassign to JOS/Worker or the Reassign to
Supervisor button will be displayed.

Filter By
. |Activitv Status Local Office Sort By Order By
| oraft v [os3 v| [acTiviTyiD v| [pEsC v|

Filtered Results

REASSIGN ACTIVITY Resp. Center Case#-Suffix :I:s':e :“;‘;ﬁ’i; gr:-ts Checl Status ?ddi"it" :;Sig“Ed Date Created  Assigned On
O e 20 oaft 3278 SN JRIRIMN Sisoizsam
] es3 g 0L ™R o prat 3270 SO (OCiaS M 10rz0ids A
O e fmsmmm ume no
O e fmammm e oo
S e A i s M)
o g

Note: All PAM Activities in Draft, Returned by Data Entry and Returned by
Supervisor status can only be reassigned to a JOS/Worker. PAM Activities in Pending
Approval status can only be reassigned to an AJOS/Supervisor.



Attachment D: Data Entry Supervisor Screens

After logging on, the Data Entry Supervisor inbox is displayed. The Data Entry (DE)
Supervisor can filter activities by:

e Activity Status (Pending Assignment is the default)
e Local Office

e Sort By

e Order By

INE™ Filter By
SEARCH PAM ACTIVIT Activity Status Local Office Sort By Order By
Pending Assignment =l A =] [acTviTyo x| Jeesc =

REPORTS
OTHER SOURCES F\rterl

Filtered Results

‘ Resp. Center Case#-Suffix Case Name Type of Activity # of Grants E-Check Status Activity I[d Assigned To Date Created Assigned On

Assign To Data Entry Operator

Assigning to Data Entry Operator

Based on the filtered criteria (e.g. Pending Assignment):

e Select the local office
e Select the cases for assigning to Data Entry Operator by checking off boxes
e Click on the Assign to Data Entry Operator button

Activity Status¥ Sort By Order By |
| Pending Assignment = Jos3 =l |acTviTyip x| |oesc |
-—

Filtered Results

Resp. Center Case#-suffix  CaseName YPEOT  2of & status petivity Assigned  pate created  Assigned On
— 00030008214G-  SPEARS, Pending . ! 10/10/2013 10/10/2013
& 052 o BRITNEY A : Assignment 157 Jia Lin 10:12:18 AM  3:27:17 PM

—p Assign To Data Entry Operator




Attachment D: Data Entry Supervisor Screens

The Select Data Entry Operator window pops up:

e Select the appropriate DE Operator’'s name
e Click the Select button
¢ Click OK on the confirmation window pop-up to proceed

Select Data Entry Operator

Title Last Name First Name Phone No.
¢ 004 SmithJohn 718-555-5555

C 2 Ross Diana | 718-555-5556
Lennon John | 718-555-5557

Note: If multiple activities have been identified as part of a group (indicated by the group
ID), assign all activities in the group to the same Data Entry Operator, when possible.

qg
LT Filter By
IV (W Sl | Activity Status Local Office Sort By Order By
o Pending Assignment =1 [aLC =l [acTivimrio | [oEsc =
OTHE ES Filter
Filtered Results
2:::2"_ Lase#-Suff# Case Name .:.\:::'ty E:::: E;'eck Status :\;t ;\:signed Date Created ‘ E;DUP
[ o fEumesmuc sn oo, pdma e aun MEGOE s
O g W o S e WEEL SEOW
[ ooss guesiic L oy pdne L ewsomin MO spwima
[ ooss guesiic WAL oy . mdng s eun W sonea
Moo gUeGRLC WAL 0 Bdne e maun NIy o
Assign To Data Entry Operator




Attachment D: Data Entry Supervisor Screens

Data Entry Supervisor’s Other Responsibilities in PAM

If work needs to be reassigned from one Data Entry Operator to another:

¢ Filter the inbox to display the batches that are Pending Data Entry

e Select the batches to be reassigned

e Click on the Assign to Data Entry Operator Button to open Select Data Entry
Operator screen

e Select appropriate Data Entry Operator

¢ Click the Select button

e Click OK on the confirmation pop-up to continue

Tt Filter By
el (Activity Status Local Dffice Sort By Order By

5 pending Data Entry v [Al ~| [acTviTYD v| |oesc v
REPORTS

OTHER SOURCES Filter

Filtered Results

Typeof #of E-
Activity Grants Check

‘ |:| 023 00030008207A- PITT. DSs- o Pending 3237 Sharma 10/11/2013 10/11/2013
01 EBRAD 3722 Data Entry Megh=z 3:54:19 PM 3:56:11 PM

Resp. Center Case#-Suffix Case Name Status :d‘t""t" ::S'Q“Ed Date Created Assigned On

- i 10/ 1o/
D 000300082081 TURNER, SHAP 1 Pending 3138 Sharma 10/10/2012 10/10/2012

Fis 01 TINA Data Entry Meghz 3:00:03 PM 3:15:27 PM

Assign To Data Entry Operator

Lebwrt et f riry Upmrrie
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Attachment D: Data Entry Supervisor Screens

If Data Entry fails and work must be returned to the JOS/Worker:

¢ Filter the inbox to display activities in Failed Data Entry status

e Select the activities to be returned to the JOS/Worker

Filter By

SEARCH PAM ACTIVITY

\Activity Status

Local Office

Sort By

Order By

REPORTS

OTHER SOURCES

Falled Data Entry

Filter I

=] fan

=l |acTvTv

| |p=sc =l

Filtered Results

. Case Type of # of E- Activity  Assigned .
Resp. Center Cases-Suffix Name Activity Grants  Check Status d To Date Created  Assigned On
——)- 000300022081-  TURNER, Failed Data - 10/10/2013 10/10/2013
r 053 o TINA ek 0 Entry 385 Jialin 2:33:50 BM 30124 BN

The Activity Details for that PAM activity will open:

e Enter comments into the Actions Taken box

e Click on the Return to JOS/Worker button

Jia (30 =
cammunts | Activity History |

[R: ter: 033 Originating Center: F40 Activity Status: Failed Data Entry
le TURNER, TINA Date Prepared: 16/10/201 Batch #: u/ACE3
I 000300082081 S i 01
Activity Type
|Activity ID: 3195
Reason for this action in PAM: [r.'; only Recert 'I Activity Type: I 1 m Around Document (TAD LI
|Batch Type U/AC 'I
Linked Doc

Scanld Doc | Description | Scan Time |

81 8351 | Paper LDSS-3774 EPFT Benefits Pull | Thu 03-Oct-2013 15:01:08 |

Actions Taken

)

Action

—-

Retumn To Jos Warker




Attachment E: Data Entry Operator Screens

Grant Data Entry

After logging on to PAM the Data Entry (DE) Operator’s Inbox screen will open.

To start data entry activities:

e Click on the case number (#) hyperlink

My Inbox
SEARCH PAM ACTVITY |IREEED Center‘ Case#  Suffix| CaseMName | Type| GrantCount ECheck|  Status [d | AssignedTo | Date Created Assigned On

REPORTS ‘000300052148 01 [SPEARS BRMNEY A |1 Pending Data Entry (3157 | Rachakunta Vined (20131010 203040

OTHER SOURCES Total Records : 1/1

The Activity Details Screen will open up:

e Click on the View Grant Details button

Home Center#: 053 Originating Center: F4l Responsible Center:
Case Name: SMALL, JENIFFER Date Prepared: 10/3/2013

Case #: 00030008211C Suffix: 01 Batch#:

Activity 1D: 1616 |

Reason for this achon in PAN: S| grant Transferred Case ;l Activty Type
Description l
1043| Code 12 - Daily Supplement (Includes Replacemaent of Food Destroyed in a Disaster 9/1/2013 |9/30/2013| 100 READY
1040 Code 08 - Prorated/Partial NPA | 9/1/2013 [9/30/2013] 100 | ReaDY
. Total Amount:
Grant Count: 2 $200.00

View Grant Details |




Attachment E: Data Entry Operator Screens

The grant information will be displayed:

e Data enter the information displayed in PAM into WMS (visible on the dual

monitor)
s faer el T e ric '1‘ 3
W Dl Remelboli = ¥ .f
= lperiess Alternaieioauies < 8 3308 0 o640 0TI 51 ¥ £4291
a Home Center#: Originating Center: F4[ ; dilniehi i
Case Name: SMALL, JENIFFER  Date Prepared: 10/3/2013
Case #: 00030008211~ Suffic 01
1] Descryion mmmm
irn I ll‘(:é‘: :
ou Gty
i MY -kt 0




Attachment E: Data Entry Operator Screens

For each grant:

e Answer Yes or No for the Data Entered in WMS? question

e Click on the Submit button

Rezponsibie Cantar: Orginating Center

Case Nama: BRITNEY Date Prepared: 107072013 Batch =:

Case = 3 Suffix: o1

Activity Type

|Activity ID: 3157

lmmnn for this action in PAM;: IS[ grant Transferred Case j Activity Type: Ioss-35?5 CA Grant j

i- 1s there an eligibility TAD i isted with this grant € ves @ No |
E-Check/E-Cash

||' Auto E [T Manusl E |
List of Grants

[ Grantz | code | Description | FromDste | To Date [ a t | Grant Status |
| 1 | s | Cede 05 - Supplement of Reel Only | §/1/2013 |  sr3or2003 | sesoo0 | READY |
| Total Amount:

|Grarlt Count: 1 $450.00

| View Grant Details |

Grant # 1 Grant # 1 Peyee Informastion
Grant Status READY Name

Pick-Up Code 2 | Street Address

Issuance Category [ | City

Issuance Code L] I State

Amount 450 | Zip

From Date #2012 I Recoupment Indicator

To Dste 5/30/2013 I

Restriction Indicstor 1 I

Fair Hearing #
Replaces Benefit
Routing Location

Authorization Number 4FFESITL

Grant & 1 Action

_
e

Yes No

Action

e < bmit |




Attachment E: Data Entry Operator Screens

All Other Data Entry

To start data entry activities:

e Click on the case number (#) hyperlink

My Inbox

STV Resp. Center | Case # Case Name

» A A L

Grant Count

E-Check

Status ld | Assigned To | Date Created | Assigned On

SPEARS, BRITNEY

REPORTS _ 0

A

Pending Data Entry

HE7 Rachakunta Vined  |2012-10-10 231010

OTHER SOURCES

Total Records @ 1/1

The Activity Details Screen will open up:

e Click on the Preview link to open up an image of the Data Entry Document (TAD
is being used as an example, but would apply to all non-grant related Data Entry
Documents)

Responsible Center 043

Driginating Center

Fad Activity Status:

Cianm Hsrme: SEEARS, BRITNEY Date Praparsd: 10/11/2013 Bakch &:
Casa #1 009300032146 Suiffiac oL
Activily Type
Activity 10z 3344
Reasan for this action in PAM: Activity Type:
Balch Type
Authorization Number
Linked Documents
Scanld  DocTypeld | ~ Description - o Scan Time _ Pages Scan  Document l
EL 5334 LD35-35317 Turn Argund Documeant TAD Tus 10-52p-2013 15:47:27 xS |

Actions Taken

Action

Data Enlered in WHS?

i 00

Yes No

Action

([ submit




Attachment E: Data Entry Operator Screens

Note: Data Entry Operators will have the ability to zoom in and out the image to view all
the requested changes and annotations.

B et AP e P
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Attachment E: Data Entry Operator Screens

e Data enter changes or annotations into WMS

Bislbebenrnibm e | Bl e S ok e

Bl (B woie teesmim ot

i WHSHI AUTHORGRATION
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Attachment E: Data Entry Operator Screens

¢ Close out the imaged document
e Answer Yes or No for the Data Entered in WMS question

e Click on the Submit button

ENIRY
Cr_w:rnuuntg] Activity History I
033 Originating Center Fa0 Activity Statust Pending Data Entry
SPEARS. BRITNEY Date Proapared: 10/1 /2013 Bakch &: UACED
000300032 14G Suffisc o1
Activily Type
Activity 10z 342
ieason for this action in PAM: MA anly Recert Activity Type:
Batch Type
Authorization Number I 9997355
Linked Documents
Scanid  DocTypeld | _ Deseription | _ ScanTime  Pages ScanBy  Decument |
34 5334 LD5S-3517 Turn Around Documeant TAD Tue 10-Sep-2013 15:47:27 3 04816 Erevesy |

Actions Taken

Action

Data Entered in WHS?
Q0
Yex o

Action

> [ 5.omic |




Attachment F: D&C Operator (CA Typist) Screens

After logging on, the D&C Operator’s Inbox Screen opens with activities in Pending

Issuance status

e Click on the case number (#) hyperlink to begin the activity

PaperlQSS

Iy

My Inbox
Case # Suffix Case lame Type Of Activity  Auto Ch. Manual Ch.  Activityld  Date Created Status
. 00030003211.(:‘ 01 SMALL, JENIFFER  [CA N v 2352 20130928 [Pending lssuznce ‘
CA H i 2232 2013-09-28 Pending lssuance

Total Records @ 4/4

The Grant Details Screen opens

¢ Click on the View Grant Details button to see the detailed grant information

g b
Sharma (50) —
il VS BT Comments ] Activity History I
CH PAM ACTIVITY Home Center#: FE1 Originating Center: F40 Responsible Center:
_ Case Name: WEISS, MICHAEL Date Prepared: 10/1/2013
EEREEE Case #: 0000045377 8D Suffix: o1 Batch#:
OTHER SOURCES
Activity Type
Activity ID: 2504
Reason for this action in PAM: S1 grant Transferred Case =l Activity Type: IC-l Grant b
|" Is there an eligibility TAD transaction associated with this grant & Yes # No |
E-Check/E-Cash
|r AutoE [¥ Manual E |
List of Grants
Grant Id|Code Description From Date| To Date |Amount|Grant Status
1753 ADS Code 09 - Supplement of Rent Only 10/1/2013 |10/18/2013 11 READY
1754 F57 ‘ Code 57 - Child Care Allowance for Non-PA, Non-Legally Responsible Caretaker | 10/2/2013 [10/19/2013 22 READY

Grant Count: 2

Total Amount:
$33.00

m—

View Grant Details I




Attachment F: D&C Operator (CA Typist) Screens

The Grant Details Screen opens

e Answer Yes or No to the Check Issued Question
e Issue the check and record the EPA Check number (for manual checks only)
e Click on the Submit button

- [

| SRy T
iIternate i-\

Responsible Center: Originating Center: Fdl Activity Status: Perding [ssuance

Cage Name: Date Prepared: 10/10/2013 Batch #: UACT1

Case #: Suffix: 01

Activity Type

Activity ID:

Reason for this action in PAM: ISE grant Transferred Case _Ll Activity Type: | DSS-3575 CA Grant _d

|- Is there an eligibility TAD i i with this grant O Yes & No |
E-Check/E-Cash

||- Aute E IF Menusl € |
List of Grants

[ Grant# | Code | Descrip T FromDate | To Date T A t | Grant Status |
| 1 |3 | Cefe 30 Rectfaymecis - Secmss ot Maxe—um | /142013 5/20/2013 $1.750.00 READY

Grant Count: 1 Total Amount:

51,750.00

View Grant Details |
Grant & 1 Grant & 1 Payee Information
Grant Status READY Name
Pick-Up Code 5 Street Address
Issusance Category & City
Issuance Code 230 State
Amount 1750 Zip
From Date Recoupment Indicator
To Date

Restriction Indicator
Fair Hearing # BIHK
Replaces Benefit

Routing Locstion

Authorizstion Number AFFETREE

Grant # 1 Action

- hec 33w T r‘ (..
q Check Bsusd e
# * EPA Check #

Action

—> 5t |




