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Attachment A

SNAP POS Release Notes

Version 8.2 June 23, 2014

These Release Notes contain descriptions of changes in Supplemental Nutrition Assistance Program Release 8.2
for the Paperless Office System (POS) scheduled for Monday June 23, 2014. 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

SNAP POS Release Notes

Version 8.2 June 23, 2014
1. Expansion of IVRS Reminder Robo Calls for SNAP Interviews

Effective June 30 2014, the Robo Call process using the Interactive Voice Response System (IVRS) will be
expanded to include all SNAP applicants and participants of their upcoming and missed interview
appointments.

Upcoming SNAP Application or Recertification Interview

An IVRS Robo call reminder is placed to SNAP applicants and participants to remind them of their scheduled
application or recertification interview. The calls are placed the day before the upcoming interview, between
the hours of 9 AM and 8 PM.

Missed SNAP Application or Recertification Interview

An IVRS Robo call reminder is placed to SNAP applicants and participants who missed their scheduled
application or recertification interview. The missed SNAP interview IVRS Robo call is placed the day after the
scheduled interview, between the hours of 9 AM and 8 PM.

Call Languages

The calls are in English, Spanish, Russian, Chinese, Arabic, Haitian Creole and Korean, in accordance to the
applicant/participant’s preferred language for speaking.

2. New IVRS/POS Web Service to Validate Application/Recertification Appointments

FIA has centralized units to handle the rescheduling of SNAP application and recertification interviews. The
telephone numbers for these centralized units are connected to the Interactive Voice Response System
(IVRS). The applicant/participant enters an identifier (SNAP case number or Social Security Number) into
IVRS.

IVRS connects to POS via a web service to verify whether the applicant/participant is scheduled for a SNAP
application interview or recertification interview. If the client is not scheduled for a recertification/application
appointment, IVRS plays the appropriate message indicating that there is no recertification/application
appointment available for rescheduling, in the applicant/participant’s preferred language.

3. FIA Call Back List in POS Portal

If the applicant/participant cannot reach an Eligibility Specialist to reschedule their application interview or
recertification interview, IVRS asks the applicant/participant to leave their callback telephone number, case
number and preferred rescheduling date.

A list of the applicants/participants who must be called back appears in the new FIA Call Back list. A new link
was added in the POS Portal for this report.
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SNAP POS Release Notes

Version 8.2 June 23, 2014
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When the Eligibility Specialist logs into the FIA Call Back list, the following message appears:

e “The Call Back application lists call back numbers of all clients / applicants who requested to
reschedule their appointments and were required to leave a call back number with their case
information as agents were not available to reschedule their appointments over the phone.”

The following information appears:

¢ Request Date — this field indicates the date that the client called FIA.

e SSN - this field indicates the SSN entered by the client who must be called back.

e CaseNo —this field indicates the SSN entered by the client who must be called back.

e Phone — this field indicates the call back telephone number entered by the client who must be called
back.

e Language - this field indicates the preferred spoken language number for client who must be called
back.

e Center —this field indicates the case type (CA or SNAP) for the client who must be called back.

e Req. Appt. Date / Req. Appt. Time — this field indicates the requested rescheduling date and time
entered by the client who must be called back.
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SNAP POS Release Notes

Version 8.2 June 23, 2014

The Eligibility Specialist can filter by:

e Date
e Language
e Call Center (Case Type)

The Eligibility Specialist can also export the data to Excel by clicking on the Export to Excel button.

FIA Call Back List

CallGenter Management System
x ..

FIA Test: Agent [FIA] Help
Call Back List
Search Results: 05/27/2014 to 05/28/2014

FILTER BY:
Date: [All Language: |All [] Call Center: Al []

Total Records: 5
Req Appt. Time
23243243 Spanish cA 05/28/2014 00:15AM
335462323 Spanish SNAP 05/28/2014 11:15AM
234212423 English cA 05/29/2014 11:00PM
12123214 English SNAP 05/28/2014 09:15AM
05/30/2014

Request Date
5/28/2014 11:53:06 AM
5/28/2014 11:52:03 AM
5/28/2014 11:50:20 AM
5/28/2014 11:50:05 AM
5/27/2014 12:00:00 AM 1232421432 Spanish

09:40AM

Export to Excel

4. Pilot of Document Receipt (EXP-76R) Mailer for SNAP Cases

For the Washington Heights (S13) and Concourse (S45), POS was updated with a pilot program to generate
the Document Receipt (EXP-76R) via PTM for SNAP cases where the documents were scanned and indexed
outside of the Document Intake activity. For cases where the Document Intake is used, the EXP-76R is
printed by the Eligibility Specialist and given to the applicant/participant.

5. E-App Appointment Notice Mailer for SNAP Cases

POS was updated to generate the Request for Contact on a Supplemental Nutrition Assistance Program
(SNAP) Application (W-119) and the Suggested Documentation Needed to Apply for SNAP Benefits, Medical
Assistance and Cash Assistance (W-119D) via PTM for SNAP cases where the application was submitted
online through ACCESS NYC or MyBenefits. The form is generated after the MARU Worker registers the
case and completes the Online Application Submission activity in POS.

6. RFI Request Calls for future SNAP Recertifications
Technical changes were made to improve the MIS process that requests Resource File Integration (RFI) for
cases that have a scheduled recertification the following month. This process allows the RFI information to be
available at the time of the SNAP recertification.

7. New Reasonable Accommodation Type: Non Rush-Hour Travel

POS was updated to accommodate the new reasonable accommaodation type of Non Rush-Hour Travel and
prevent scheduling of in-center appointments during commuter rush hour.
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SNAP POS Release Notes

Version 8.2 June 23, 2014

Applicants/participants who are requesting a reasonable accommodation due to their inability to utilize public
transportation during the morning and evening commuter rush hours receive the new Non Rush-Hour Travel
Reasonable Accomodation Request (RAR) type.

The Worker Message for this RAR Type indicate that these clients can only be SCHEDULED for on-site
appointments on Mondays through Friday between the hours of 11:00 AM with the last available appointment
time being 1:30 PM.

This new accommodation type is considered in combination with all other existing accommodation types at
the time that the Eligibility Specialist attempts to reschedule an appointment in POS.

8. CBO Recertification Scheduling Inquiry

A Community Based Organization (CBO) tool was developed to allow a designated CBO manager the ability
to run a report to verify if clients who originally submitted an application through the CBO are scheduled for a
SNAP recertification interview. The report was updated to retrieve clients with a scheduled recertification
interview for the following month.

9. Standard Utility Allowance Updates
WMS 2014.3 has implemented a new Standard utility allowance (SUA) based on the following:

Section 4006 of The Agricultural Act of 2014 (a.k.a. “The Farm Bill”) limits the eligibility for a heating/cooling
Level | SUA to those SNAP households that incur an expense separate and apart from the household’s rent
or mortgage for heating or cooling or for households that have received Home Energy Assistance Program
(HEAP) payments greater than $20 in the current month or in the immediately preceding 12 months.

SNAP households that reside in a HEAP eligible shelter living situation no longer automatically qualify for a
heating/cooling Level | SUA based solely upon reasonable anticipation that the household will receive a
HEAP benefit within the next 12 months. The reasonable anticipation rule previously allowed HEAP eligible
SNAP households that incurred a shelter expense (of any amount) to be automatically credited with a
heating/cooling Level | SUA.

As a result of the elimination of the HEAP benefit anticipation rule, a determination of whether a household
incurred a separate expense for heating/cooling or received HEAP payments greater than $20 in the current
month or in the immediately preceding 12 months must now be done. This determination must be done at
application, recertification, and whenever a SNAP household reports a change in address or shelter
expenses. POS will do the lookup and inform the worker if the case has receive any qualifying HEAP
payments.

The supplements ensure that those SNAP households have received HEAP payments of greater than $20 in
the current month or the immediate preceding 12 months and, therefore, qualify for the heating/cooling Level |
SUA.

80: Emergency HEAP payment;

82: Direct HEAP payment to LIPA (currently PSEG);
84: NPA HEAP payment;

90: Direct HEAP payment to Con Ed; and

91: Direct HEAP payment to National Grid
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SNAP POS Release Notes

Version 8.2 June 23, 2014
Level | SUA

The Level | SUA covers heating and air conditioning, utilities and telephone costs. It is available to
households:

o that are regularly billed separately from their rent or mortgage for heating and/or air conditioning; or
¢ that have received HEAP payments greater than $20 in the current month or in the immediately
preceding 12 months

Note: Utility costs for the operation of a space heater, electric blanket, heat lamp, cooking stove and related
items when used as a supplemental heating source do not qualify a household for the heating/cooling Level |
SUA. In addition, the cost of an electric blower for an oil or gas furnace does not qualify a household for the
heating/cooling Level | SUA.

e Toissue a heating/cooling Level | SUA to households, the Eligibility Specialist must enter an “X” in the
FSUA:IND field or make a numeric entry in the TYPE (Fuel Type) field on the NSBLO02 screen of the
WMS budget.

Level Il SUA

The Level Il SUA includes all utility costs other than heating or air conditioning. It includes telephone,
electricity, washer/dryer, freezer, cooking fuel, trash collection, water fees, fuel for heating water and the
rental fee for a propane tank. Households that do not meet the criteria for a heating/cooling Level | SUA and
are billed separately for at least one of these utilities (other than telephone) are eligible for a Level Il SUA.

e Toissue a Level Il SUA to households, the Eligibility Specialist must enter an “X” in the FSUT:IND field
on the NSBLO02 screen of the WMS budget.

Level Il SUA

The Level lll SUA covers the cost of basic service plus tax for one telephone. WMS automatically provides a
Level Il SUA for all Shelter Type Codes that do not meet the criteria for a Level | or Il SUA, with the exception
of the following:

e 04 Room and Board
e 19 Approved Medical Facilities — Non Hospital
e 23 Undomiciled

Shelter Type Codes 04 and 19 are used on CA-only budgets where SUA eligibility is not applicable. Shelter
Type Code 23 (Undomiciled) cases are budgeted with a standard homeless shelter deduction.

The Shelter Type Codes below are only eligible for a Level Il SUA:

06 Hotel/Motel Temporary

11 Room Only

13 Residential Programs for Victims of Domestic Violence (Less Than 3 Meals Per Day)
14 Residential Programs for Victims of Domestic Violence (3 Meals Per Day)

33 Homeless Shelter - Tier | or Tier Il (Less Than 3 Meals Per Day)

34 Homeless Shelter - Tier Il (3 Meals Per Day)

35 Homeless Shelter - Non Tier | Non Tier Il

Note: A SNAP household should not be budgeted with Shelter Type Code 11, unless there is a statement
from the primary tenant or the homeowner that no portion of the rent paid by the SNAP household goes
toward utility expenses.
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SNAP POS Release Notes

Version 8.2 June 23, 2014

WMS has been programmed to eliminate the automatic authorization of a heating/cooling Level | SUA based
on residing in a HEAP eligible dwelling and incurring a shelter expense.

POS and SNAP POS have also been programmed to reflect the changes in SUA eligibility and requires
Eligibility Specialists to determine a households eligibility for a heating/cooling Level | SUA based on the
household incurring a separate heating/cooling expense or having received HEAP payments greater than $20
in the current month or in the immediately preceding 12 months.

POS Question Update

The following HEAP question has been updated (On the Expedited Processing Window) to reflect the new
update to correctly budget the SNAP cases.

“Did the household receive, or does it anticipate receiving HEAP this year?”
New question:

Did the household receive a HEAP payment totaling greater than $20 in the current month or in the
immediately preceding 12 months?”

This update is reflected in all SNAP application/recertification activities including Web based E-APPs, and
CBO SNAP applications. The ESNAP Determination form (LDSS 3938) has been updated to reflect the new
SUA changes

10.WMS Updates 2014.2

WMS/NYC release 2014.2 has added a new WMS Disability Accommodation Indicator (DAI) field . This
indicator is to provide an alternative notification method to clients who are blind or visually impaired. The DAI
field has been added to the case level and individual level in the TAD. This new two character field is also
displayed on the NQIN2A, NQCP03 and NQCS02 WMS Inquiry screens within the POS inquiry browser.

11.Posting of SNAP Code F19 via PAM

POS is currently programming the F19 (Refusal to Cooperate with Quality Control) reason code. If this reason
code must be used to reject or close a SNAP case, please process this action in PAM. POS will notify
workers when the update has been completed in POS.

12.SNAP Reception Intake Update for Relevant Case Overrides

Eligibility Specialists are able to easily override the relevant case selection in the Clearance window in the
SNAP Reception Intake activity. As a result, many cases where the application file date should have been
reused are receiving a new file date. POS has been updated to add an edit for the selection of the relevant
case.

Edit Details for Clearance Window:

If the individual SNAP status is AP Application Pending, Sl (Single Issue), AC (Active Case), RJ (Rejected) or
CL(Closed) for the case selected by POS in the Suggested Previous Relevant Case section of the Clearance
window by POS, the Eligibility Specialist is no longer able to override the selection made by POS. If the
Eligibility Specialist determines that the selection should be overridden, they must suspend the activity and a
Supervisor or Manager would have to override the selection.

New Message for Clearance Window:

“The relevant case selection can only be changed by a Supervisor or Manager.”
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SNAP POS Release Notes

Version 8.2 June 23, 2014

Window Changes for Action to Take Window

The Action to take window has been updated to display the SNAP file date and the question, was the
interview conducted within the past thirty days was changed to “Was the interview conducted within 30
days?”

13.Electronic Document Submission Pilot

The current document drop box process consists of participants dropping photo copies (sometimes originals)
in a locked drop box located near the PC Banks in the SNAP locations for a SNAP Eligibility Specialist to then
scan and index. This is a very labor-intensive process and at times documents may get lost or there is a delay
in the scanning and indexing that may cause a negative outcome to the participants’ case.

A new pilot was developed to allow participants to submit documents electronically by scanning them in a
designated area at the pilot centers. The documents are then routed to the POS indexing window to allow
designated Eligibility Specialists to view and index the submitted documentation. The document receipt (EXP-
76R) is then submitted to the participant via Print to Mail (PTM).

This process was rolled out on June 9, 2014 to the Washington Heights (S13) and Concourse (S45) SNAP
centers. For additional details please see Attachment B, Electronic Document Submission Desk Guide.

14.POS Residential Address Edit for Post Office Boxes

POS was updated to prevent the entry a Post Office Box address in the Residential Address fields of POS.
The Eligibility Specialist receive the following message if they try to enter a PO box in the residential field:

“You Are Not Allowed To Enter A Post Office Box In The Residential Address Fields”
This validation rule occurs when the Eligibility Specialist is in the following POS activities:

SNAP Reception Intake

Online Application Submission

CBO SNAP Intake

Application Modification

SNAP Application Interview, EC — SNAP Application Interview
SNAP Recertification Interview, EC — SNAP Recertification Interview
SNAP Change Case Data, EC — SNAP Change Case Data

This new edit is also in place in WMS.
15.Changes to Order of ACE Recording Log Questions

The order of questions for reviewers in the ACE Recording Log was updated. The questions now appear in
the following order:

¢ Did the interviewer identify him/her self and purpose of the call?
o Was appropriate language used?

= |If appropriate language was not used, please select one of these options:
Did the staff person ask the applicant/participant if they have an Access NYC account?
Did the staff person explain the benefits of having an Access NYC account?
Did the staff person let the client know approximately how long the interview would take?
Was the staff person knowledgeable and able to answer all the applicant's/client's questions?
Was the information communicated to the applicant/participant by the staff person correct and
accurate?
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Was the referral/deferral completed correctly? Was it necessary?
Did the staff person inform the applicant/client that in addition to dropping off the documents, mail or
fax options are available?
Was the fax number offered to the applicant/client?
Was the fax number correct?
Did the staff person speak clearly and in a pleasant tone of voice?
= |f the staff person did not speak clearly and in a pleasant tone of voice, please select one of
these options:
Was the appropriate hold technique/handled dead air used appropriately?
= |f appropriate hold technique/ handled dead air was not used appropriately, please select one
of these options:
If the staff person did not communicate correct and accurate information, please select one of these
options:
If referral/deferral was not completed correctly or was not necessary, please select one of these
options:
Did the staff person summarize the next step(s) for the client?
= If the staff person did not summarize next step(s), enter comments here:
Did the staff person offer assistance?
Enter any additional Comments here:

16.W-515X SAVE Form Update

The W 515X SAVE Data Entry window has been revised to pre-fill the individual's name. The window has
also been updated to reflect the newer version of the form.

Revised Form Data Entry window

Response to Question Window

E : Systematic Alien Verification for Enti Referral
Individual's Name as it appears on alien registration card: v
~
Referral Type: [ | Application [ |Recertification [[]1Other contact

Card Number

*Only equ'lred if Permanent Resident Card ( Form 1-551) issued from 1997 or later, if Employment Authorization
Document ( Form I-766) is presented.

Forward Original to:
[|SAVE Liason Name:
Location:

Telephone Number:

SAVE request is required to verify the following checked item(s):

I Verification of Alien Registration Number [_]Verification of current immigration status

| Date of entry/Date status was granted ["] Citizenship verification
| Admitting immigration status (Refugee, Asylee, etc) [_| Country of birth

[ ] Other

[ OK ][Cancel]

The window revisions are in blue and match the text requirements for this window.
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Desk Guide: Electronic Document Submission Desk Guide
Date: June 9, 2014

It is now possible for Supplemental Nutrition Assistance Program (SNAP)
applicants/participants to scan their own images at various SNAP locations. The
applicant/participants will use the Electronic Document Submission to scan
images into the POS system. Once this documentation is scanned it does not
require printing and can be indexed within the POS system.

The Electronic Document Submission application integrates with the POS
system to convey high quality images directly to a SNAP designated folder for
that location.

This desk guide provides an overview of retrieving, indexing and printing the
scanned documentation.

Requesting Documentation

e Tell the applicant/participant what documents are required for the case
determination. These requested documents should be listed on an FIA
acceptable document form.

NOTE: FIA is responsible for sending the Documentation Receipt (EXP-76R)
once they have completed the indexing of the scanned documents. On or after
June 23, 2014 workers will no longer follow the print a form activity to complete
the EXP-76R. MIS will mail the form directly to the participant after the worker
commits the images successfully and selects the return to POS button located at
the bottom of the imaging window.

Retrieving and indexing the Electronic Document Submission documents
within POS

e Signinto POS and click on the Tools menu then highlight and click on
Digital Sender Image Indexing.

Activities Management Window

F5 POS 6.1.1 - [Activities Management]

File Edit | Tools ‘Window Help
Joo |z we

* Actior Ledger Alk+5

CED Recertification Scheduling Inguiry
WS TAD L. AlE+T

[ Print Queues
Uneow Language Access Tracking ES

Digital Sender Image Indexing

[~ Asctivil  Ukilicy Liaison Queus

Enrollment
Ke . [
Mass Caseloading

MOMIC [ Food Stamps I
Activity | Duepate |
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The Image Indexing Window will display. This is the first step in identifying your
folders for processing.

Image Indexing Window

FS POS 6.1.1 - [Image Indexing — w1.21 2:03:45 FM Fridaw, Maw 18, 2012

File Edit  Tools ‘window Help

= | = 15[+ |m. o

Fetrieve Scarfhed Case List by: | =l =lol 511 [ =0=1 Q=] J=] B

IBBEBBE

The Scanned Case List contains
no folders which satisfy the
6806685 criteria. YWou must

supply a new criteria to search Search for Folders |
b

¥ -

Al Folders

Retrieve Scanne d Case List
For Center: |F22 v|

Feturn ta POS I

e To locate your site’s Electronic Document Submission folders please enter
the specific name given to your site’s Document Submission folders. To enter
the name of the folder remove the User ID number (the user's WMS
numbers) displayed in the red highlighted field and enter the name SCNEBD

to view the specific folder for your location and Click on the Search for
Folders button.

Note: When entering the name of the folder do not click off the User ID button.

Retrieve Scanned Case List by:

% Uszer D

I SCNEDB
" Caze Mumber

Al Folders

| Search for Folders |

The name of the Electronic Document Submission folder is SCNEDB (entering
the name in caps or not does not matter but it must be an exact match to your

specific folder's name). The SCNEDB folders will display in the Scanned Case
list.
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Image Indexing Window

S POS 6.1.1 - [Image Indexing - v1.2]

I | Notieve Scanned Case List by | %l =lol slz] J:=1~1 -—Je| || »l
lc-\n.:C“;‘:'l.ﬂ! & User 1D
"7 L) 3-SCNEDB - 051513542000 S U
- 7+SCNEDB - 062122275300 A Foldede

Heotieve Scannod Case List
Fos Contor

Rotun to POS J

e Click into the folder under the Scanned Case List and choose the icon for
the document. Highlight the document and the item will be displayed in the
window on your right.

Document displayed in Image Indexing window

S POS 6000 - [Image Indesing - v1.2)

) ree Tooks Pk
|18 e om0
[ACTEPINNY = [LosdCawDaa] Retiave Scanned Case List by | il =lo) 1) J:1x) -lel lo) »i
Seanned Cano Lint & Uset 1D
L FokdeeStore Mmages ~c SCNEDB
(5 3-SCNEDS - 051813842000 200 Number
06101 354201 T A Folders
o%sr01 l‘-‘f(l_‘ w s h toe F *
05101 354203 ¥ _——_——J

L) 7 +SCNEDS - 062122275300

Retveve Scanned Case List
¥ or Contes

Reotum 1o POS |

Note: You must check the documents and keep a record (written copy) of the
case numbers to complete the indexing process. Check to make sure this is the
correct document you requested with the name of the applying or active
individuals.

e After you have identified the document(s) remove the system entry number
displayed within the load case data field and enter the correct case number.

TR 1 — |— == T e T 1
I I1 [RT=] I Load Ta== [aka I
L == e e L1 wll T e aean | S et -

Image Indexing Window
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FS POS 6.1.1 - [Image Indexing - v1.2]
] P Tools Help
o8& moe
jr04 flesstassOut Retiiove Scanned Case Listby: | 4| =] 0| )] |-~ ol |o| pj
Scannod Cano Lint: & User 1D
=1 > FolderStore images SCNEDB
. 3.SCNEDS - 051813542000 € Caso Numbe
. 05181354201 1¢ " ARFolders
05181354202 1F
05181354203 TF Search for Folders
() 7-SCNEDS . 052122275300 — . L
‘ — e L
Rotiove Scanned Caso List S — *-——-..,.I_._ — .a..
For Center: || | [._.'..;,,1 N e |
D s R S o seeipienie SRV
DO, Gl RO A L
Retum to POS l

e Click on the Load Case Data button to go to the next Image Indexing
window.

POS will process a look-up to find the correct case number.

i* | l=zer D — I

Case Composition > I
Is this the correct Case’
Yes I Mo I
Case Mo:
S uffix | 1 Casze Mame:
Case Category: IFS
Ln CIN Mame Sex S55H DOB Relationship

bzehead

atural O aughter

e Choose Yes if this is the correct case, if not click No and go back to enter the
correct case number in load case data. The identified images will load and
display in the imaging window.
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FS POS 6.1.1 - [Image Indexing - v1.2]
[ File Edit Tools Window Help

I e Image #:[T | of[Z_|images.

1 z Case Mo:
First Hame:

[ 2l —Tol =0l I=0=] —l=]-I=] ®l|

Last Name:

: |00/00/0000

= [—————
oz [

Documents Submitted at Interview:

Documents Client Was Asked
To Bring Back:

[ =1

- =

[ =1
Page Number: | =1

Power Search: E

Commit Imagss | Cielete Image Search for Folders | Fieturn to POS |

Committing the Documents

¢ Inthe Image Indexing window on the next page view each identified scanned
document from the applicant/participant. When you click on the icon the
document will appear on the left side of the screen. Click on each image to
index them individually.

e Once you have highlighted the image, click the CIN option and click on the
household member the image belongs to.

e Next click on the Documents Submitted button and identify the appropriate
name for the image.

e Choose the Document Type and Document Description.

e Do this for all images associated with this case.

e Commit the Indexed document by clicking on the Commit Images button
located at the bottom of the Image Indexing window.
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Committing Images

FS POS 6.1.1 - [Image Indexing - ¥1.2]
[ File Edit Tools wWindow  Help

[= o [E &m o] w]
Il]l:ll:l'l OB7E5D1 44 Image 3
1 2 Case Mo:
First Name:
Last Mame:
= SSM:
Line Nao:
DOEBE:
Reset Sex:
3 --> | =
Fields S uffix:
CIMN: xmemos=m
Relation: [Matural Daughter

Documents Submitted at Interview:

[ 1
Documents Client Was Asked

To Bring Back:

[ B |
Document Type:

Miscellanecus |
Document Description:

DS5-4015 =i

Page Number: [1 =]
Power Search: E

II Commit Imagss | I [ D elste Image 1 Search for Folders | Fieturn to POS |

If the images were successfully committed the following message will display:

Image Commital E 4 I

L
‘“—-!‘/] Images committed successFully.

e Click on OK button and return back to the original Image Indexing window.

) Mo Tooks Yol
|8 &m0
I | Notiove Scanned Case List by: [ 2l =10l 20zl J=1l=] —Joi _joi »i

Scannod Cano Liwt:
(- | o~
T FoerStone dmages LA

=
Lol 7-SCNEDS - 052122275300 = :::_' ““f'

_Search for Fekless |

SCNEDB

Hotiove Scanned Case List
For Contes I - l

Fetum to POS |

e Use the same steps to process the additional SCNEDB folders until you have
completed the entire batch.
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Printing the Documentation Receipt (EXP-76R) — The process described
below must be used prior to June 23, 2014. After June 23, 2014 MIS will
send the document receipt directly to the participant after the Worker
successfully completes the imaging and indexing of the documents and
selects the return to POS button.

After you have completed the indexing process of the Document Submission
folders, you must print and send the documentation receipt for each case to the
specified participant.

e Click on the Return to POS button to go to the print a form activity.

Heturn to POS

e Choose the Action Tab and click on Print a Form to begin the print form
activity.

FS POS 6.1.1 - [Activities Management] 11:59:07 Ak Tuesdaw. bau 22, 2012

File Cdit  Tools window Help
IEESEIEEL L

I Action I = P22 FS Supsrvizor Qusus |

Activity Description

Application Modification

Approval Activity
Approve Error Comec tion
Case Member Addition
Document Intake
EF5 Issuance [MCA F5 Case)
Emor Correc! tion
Finger Imaging Referrals[AFIS)

F5 Application Interview

FS Case Transfer
F5 Change Case Data
FS Recert Interview
F5 Settle in Conference

In-Center Referral

Make Case Comment

Review Case

e Enter the case number from your list of previously processed cases
(SCNEDB folders or your site’s specific folder name). POS will search for the
case number.
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File Edit Tools

FS POS 6.1.1 - [Choose A Case]

window  Help

Tuszday, ba

| <=t &

@ e | # 1B |

— Specify Case:
Enter One or

Items

More of these

Case Number: ||

Case Name:

First & Last Mame:

S55M:

CIN:

Search

Case Number Suf

Case Name

Casehead Name CIN

55M File Date

Perform Specified Action |

Previous |

Add Action to Queue |

e Choose the case and click on Perform Specified Action at bottom of the
POS choose a case window.

FS PDS 6.1.1 - [Choose A Case]

File Edit  Tools

Weindow  Help

12:00:24 Phd

Tueszda

| <2l=t & @l | =B ]

Enter One or
More of theze
Items

Case N

First & Last N

Case Nu

B Please wait ...

Case Number Suf

[ non

I

S5H File Date |

| Perform Specified Action I

Previous |

Add Action to Queue I

e Select the EXP-76R and click on Print. The EXP 76R will print with all the
listed document types you previously indexed successfully.
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FS POS 6.1.1 - [Print Forms] 12:00:53 Pk Tuesday, May 22, 2012

File Edit Tools ‘Window Help

| @t ®|e | o150 |

Form No Form Description Copies Forms =+
DSS52474 551 Hefemral and Certification of Contact e-forn
DS53151 Food Stamp Change Report Form e-form
DSS53573 PA-Recoupment e-forn
DS53938 Food Stamp Application Expedited Processing Summary Sheet e-form—!
DS54198 Third Party Data Sheet e-form
DS54279 Motice of Hesponsibilities and Rights for Support e-forn
DS54529 Agreement to Repay Any Safety Met Assistance DOverpayments Still Dwed After Case |s Closed e-form
DS554530 Assignment of Wages. Salary. Commissions or other Compensation for Services e-forn
DS54571 Alcohol/Substance Abuse Screening Instrument e-forn
DS54733 DFR Legal Residence Statement e-form
DS54753 Food Stamps - Request for Contact/Missed Interview e-forn
DSS54776 Safety Met Assistance [SMCA) Application [LDS55-4776) e-form
EXP_76R D ocumentation Receipt e-for
EXP83H Declaration of Application for a Social Security Humber e-forn
M15 Inquiry Regarding Yeterans' Benefits and Servicemen's Allotments e-form
M15F Agreement to Hepay Public Assistance e-forn
M1B86RR Mandatory Dizpute Resolution Action Taken Form e-forn
M186TT Mandatory Dispute Resolution Mo Action Taken Form e-forn

-~

Print |

Important reminder:

e Print the EXP 76R the same day that you index the documents. It should be
done immediately after the Worker has completed indexing the case. If the
Worker does not print the document receipts it will not auto save to the HRA
OneViewer. Also if there is a delay in processing because of an outage POS
will save the indexed documents to the HRA Oneviewer. In the instance that
the document receipt is not printed within the day of indexing, the worker
must process the EXP-76R receipt manually.

To process the EXP-76 R manually:

e Go to the Print a Form activity to print out the EXP-76R blank, then open the
HRA Oneviewer and locate the indexed documents. Manually list all the
indexed documents ( can retrieve the document list of scanned and indexed
documents from the HRA OneViewer) that were scanned and indexed
previously and proceed to scan the EXP 76R for documentation purposes.
Send the receipt to the specified party based on your site’s Electronic
Document Submission operational process.

Checking the Committed Electronic Document Submission Documents

e After indexing and committing each or the entire associated images in POS,
check to see if the images were committed successfully. Open the HRA One
Viewer and enter the Case Number for the case, click on Search to obtain a
list of documents for the applicant/participant.
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HRA OneViewer

/2 HRA OneViewer - Microsoft Internet Explorer provided by Human Resources Administration

m - |g, hitp: A 4ml e oneview07. hra.npenet/ hrzoneviewer/Universal/M T HRAPUblic/ Intake asps

|23

File Edit ‘“iew Fawoites Tools Help

Iﬁ Googls |Ez|

¢ Favorites | 7= & | Fiee Holmall
& HRA OneViewer | |

ﬁ - - @ + Page~ Safely~ Tools~ @v >

=
Human Resources

HRA OneViewer

Administration

Department of Welcome, Abigail Pizarro
Social Services FIA->RAU
| | Tooks I | I

Intake
Please Enter:  Case Number OR SSN l:l OR
OR

an[ ]
Fsthame [ | aw tastbame [ |

SEARCH CLEAR

The next window will appear with the list of committed documents for this case.

Highlight the scanned documents you indexed and committed thru POS.

/= HRA One¥iewer - Microsoft Internet Explorer provided by Human Resources Administration

g\:__j - |g, hitp: A 4ml e oneview7. hra.mwenet/ hraoneviewer/Universal/M v C_HRAPUblic/ Intake aspx

| 2E

File Edt View Favorites Todls

o Favorites | o & Fres Hotmail

Iﬁ Google |&|

Help

& HRA DneViewer Zi v B - ) s v Pager Safelyr Took+ @
Filter by Name |SEIEct All j =]

Filter by CaseNumber |SEIEct All j Filter by PRGM ISEIEct All j

Filter by Folder Name ISEIEct All j Filter by Program[Doc Class ISEIEct All j

Filter by Document Type ISEIEct All j

Filter by Scanned Date ISEIEct All j Filter by Entry Date ISEIEct All j

PARIS MATCH INFORMATION
Resufts 1 - 25 of 265 Hext

See All Results

Page Size Set Results Pe

Select
Entry ALL

If the image was processed correctly the committed image of the document will
appear in the HRA OneViewer.
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Ethernet 10/100

Standard Network Card
Seame Caneecind
Speed. Dulex 100 Mo, Fall Buplers (Autal
= i
Ctarrmt Duae. 19700124 18:40
Endoffob Timeour:
s

so
Dotao0E ERSS

o
Fiemnare Yeraton: s NE MG

Cemnps: BOFebo0S 1610, mils-bid
Pasmsueard:

Integrated Network Option Setting

oot m=r

s
Frimier Type.

E1EB99, windows. nye. ben_nycnet
epis

1035257
Lemmners Te22 (5]

Yes
ETOO0L00E | ERSE aindows. s hra.semet
-

Atz
FeE0-1 204 e ] 20D

Made:
Testuork Numsber:

LexLink

Appis Carmpusor, tres

P r——
PAGE 11 * RCVD AT JH12 #5212 AN Dayhght Time] * SVR-RFAXMTCA * DMS:333° CSID:I2 131 4410 DURATION s 00—

I | I [ | | = J Local intranst

[En -
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