m FAMILY INDEPENDENCE ADMINISTRATION
James K. Whelan, Executive Deputy Commissioner

Human Resources
Administration

geparinontol Stephen Fisher, Assistant Deputy Commissioner

Office of Procedures

POLICY BULLETIN #15-11-SYS

ELECTRONIC FUNDS TRANSFER TO CON EDISON FOR
SINGLE ISSUE PAYMENTS OF UTILITY ARREARS

Date: Subtopic(s):
February 17, 2015 POS, PAM

This procedure can The purpose of this policy bulletin is to inform Utility Liaisons and all
now be accessed on the | staff in the Job Centers that a new process has been developed by
FlAweb. Management Information Systems (MIS) to send single issue
payments for utility arrears to Con Edison via an electronic funds
transfer (EFT). This policy bulletin is informational for all others.

Refer to PD #14-12-ELI. | The Paperless Office System (POS) now has the ability to send EFT
payments to Con Edison using a routing option (RO) instead of
issuing e-checks. There is no change to the process used by the
JOS/Worker to generate the initial request for a utility grant in POS
on the Single Issue Benefit Data Entry window.

Refer to EFT payments to Con Edison can be made for the following special
PB #15-10-SYS. grant codes:

e Code 10 — Utility Grant to Prevent Turn Off/Restore Services
(prior to CA);

e Code 41 — Utility Grant to Prevent Turn Off or Restore Ultility
Services (Mismanagement); and

e Code 50 — Non-Recoupable Utility Grant
(No Mismanagement).

Note: Utility grants that were processed prior to the new process
will not be impacted.

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

Distribution: X


http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=da9ea189-8212-4582-ab7c-f3c19cd8e681
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=c171d1e9-27b7-4438-ab4c-6a8d32b2728c

Arrears/Clearance
Information window

Refer to
PD #10-22-SYS.

Single Issue Benefit
Data Entry window.

PB #15-11-SYS

The JOS/Worker must ensure that the correct 15-digit Con Edison
account number is entered in the Account Number field on the POS
Arrears/Clearance Information window, see the screen shot below.

Note: It Gas and Electric utilities are different make a separate entry for each. If the Utilities are from companies other than Con-£d, you will not be =
abile to abtainfiveriiy utility account information from that company enling. —
Iz the Name on this Utility bill
Othei Mame a person feziding in Houzehold?

Hame On Bill | =] | [#Yes C Ho

Company Name [Con Edion - T

Company Address 4 lrving Flace NwW3

Company City ,im?mt mm'ﬂ‘( - pr-uzbhm} Company Phone

Amount of Curent Bl | $486.23 Bill Frequency M -] Verified [ Yes C No

Gos or Eloctiic Sevice is | On  Off  Service End Date [0070070000  Arc thers Ancars? | & Yes...  No

Iz this & Heat related Utiity? (15 gas or electricity Necessary to run the furnace or thermostat 7] © Ye:z  No

o S aeell] 3 Utility Guarantes [1-Con Edizon ~ Utifity Restiiction [0- None -
' ’—r Sean— - C
Electric Bill J " [I

ok | canca |

POS will automatically fill in the correct values for the Pick-Up
Codes, Routing Location and Authorization Number fields on the
Single Issue Benefit Data Entry window, see the screen shot
below.

Yersion 181 - Pagerkess Office System - [Single Issue Benefit Dats Entry Window)
Fle Edt Took Help
Caze Number: Cate I_c[ Sllftl'i
Aellse Case Nomber | Center:[Hunts Poart Job Centes Catogory:[FA

Request Type:[Addional Fayment to Mamntan or Festore Uty Senices(d1 - Recoupable Pagment of Utikty Asrears )

mwdunmﬁrbhhmﬂlﬁ (s Fuﬂrﬂml $100.00 v“urnnigi:sm|

= PA S legue Grant Il ¥
ol POS Rule Status: [Pasied =
I Pick-Ulp Codes: [FUC 1 - Special Rell Check =
lssuance Category: |Emergency Grants Codes |

|.mmltm 10 - Utibty Grant to Prevent Tuin 011 or Reslore Services Pruod to Public Al!lllu;I

Case Category for Emergency Grant: [EAF =l
Fain lluing:l
Shelter Type: [01 15 this a back-up grant?[ Yes © No
Routing Replaces Restricted Authorizastion
Amount From To i Check Mumbe:
I $£2500 | 1000072014 | 1o/ ns2ma ROS4 Vendor - i l [EELT]

Huuw'
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PB #15-11-SYS

The information that is entered into POS, regarding a utility grant
payable to Con Edison, is not directly transmitted into the Con
Edison Public Assistance Central (PAC) system. Therefore, the
Utility Liaison/Supervisor is responsible for entering the grant
information into the PAC system as it was entered into POS.

The PAC system will generate a Notification to Utility Company
(M-858v) form when the grant is successfully processed. The
version of the M-858v in the PAC system is not the current version
that is generated in POS. The Utility Liaison/Supervisor must print
the M-858v that was generated by the PAC system and scan and
index the M-858v into the applicant/participant’s electronic case
record.

Refer to Attachment A. | The Ultility Liaison/Supervisor accesses the PAC system online at
http://www.coned.com/pac. Refer to the Public Assistance Central
Handbook for HRA Users (Attachment A) for instructions on how to
navigate the PAC system.

Note: MIS sends a file to Con Edison that lists all of the single issue
payments made. Con Edison uses the file to compare the payments
received with the PAC entries to reconcile the accounts of their
clients.

If the utility service has already been shut off or if there is a pending
shut off, Con Edison will begin the restoration of the utility service
once the Utility Liaison/Supervisor enters the grant information into
the Con Edison PAC system.

When the Group/Unit Supervisor completes the approval activity,
s/he must confirm that the JOS/Worker entered the correct 15-digit
Con Edison account number.

Refer to If POS is unavailable and the Con Edison payment cannot wait until
PB #13-90-S5YS. the system is restarted, the JOS/Worker is required to prepare the
Public Assistance Single Issuance Authorization Form (LDSS-3575)
in the Paperless Alternate Module (PAM), s/he must be sure to make
the same entries on the LDSS-3575 that POS would automatically fill
in on the Single Issue Benefit Data Entry window, including:

e PUC 1 - Special Roll Check in the Pick-Up Codes field;

e RO94 in the Routing Location field; and

e Unique authorization number for the utility grant in the
Authorization Number field.

Effective Immediately
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Related Items:
PB #15-10-SYS
PD #14-12-ELI
PB #13-90-SYS
PD #10-22-SYS

Attachment:

Attachment A Public Assistance Central Handbook for HRA
Users
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PUBLIC ASSISTANCE CENTRAL

HANDBOOK
FOR HRA USERS
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Attachment A

LOGIN

To access this system, double click the Launch Internet Explorer icon on your desk top.

In the address section of the browser, type in the on the following link:
www.coned.com/pac

<3 @Con Edison: Corporate Portal Home Page - Microsoft Internet Explorer

N =10l
File Edit Yiew Faworites Tools Help o | .','
OBack e O e @ @ ;b |pSearch *Favorites @ D/;gv .,;, Iﬂ_.;l - J ﬁ
Address I vy coned, com/pac| j Go | Links **

You will arrive at the LOGIN screen. To login to the Public Assistance Central system, enter
your Employee/ID number (HO000) and your temporary password. Then press continue.

(& conEdison

public assistance central

Login

Please enter your emplovee ar ID number and password:
EmployeedD Number: ||

Password: I



http://www.coned.com/pac

Attachment A

LOGIN: CREATING YOUR PERMANENT PASSWORD

You will arrive at this screen:

(& conEdison

1
It

public assistance central

home Change Password

application

usar Please enter the following information:

log off Fassword must be =t least T characters in length and contains three of the following character

clas=ses: Upper case alphabetic, Lower case alphabetic, Mumber, Punctustion

Memy Password: |

Confirm Mew Password: I

Change Password > I

Copyright 2007, Consolidated Edison, Inc.

You must create your permanent password.

Your password must be 7 characters in length and contain three of the following character
classes:

1) Upper case alphabetic
2) Lower case alphabetic
3) Number

4) Punctuation

Example: (Coned#01)

Please write down your new password. This is your permanent password.



Attachment A

LOGIN: CREATING YOUR PERMANENT PASSWORD

You will arrive at the HOME page of the Public Assistance Central system.

(& conEdison

public assistance central

home Home

account

application Welcome to Public Assistance Central!

user

log off Effective immediately, for HRA Users, accounts where you recelve the message that savs, "UNABLE TO
CLEAR ACCOUNT DUE TO ACCOUNT CONDITION", plaase walt 2 hours then go back and Process the
Apgiication.

We ask that vou continue to go through the system for alil of your Clearances. Only those accounts that you
can hot clear, You wolld nead fo walt two howrs then go back and process the application. Thahis!

Instructions for use ofthis site:

Copyright 2007, Consolidated Edison, Inc,

contact | search | careers | sitemap | consolidsted edison,inc. | privacy policy

Now you’re ready to start using the system
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PROCESSING A CLEARANCE

To start to process a clearance, move the cursor over the word ACCOUNT. A menu will
appear that shows clearance. Click on the word CLEARANCE.

B

(& conEdison

-
1111 S

»
ey
1

public assistance central

home Home
l{‘\ﬁunt clearance
application Welcome to Public Assistance Central!
user
log off Instructions for use of this site:

Copyright 2007, Consolidated Edison, Inc.

You will arrive at the following screen:

(& conEdison

public assistance central

home Clear Account

account

application Please fill in the following information:
user Account Number: f

log off

Continue >>

Copyright 2007, Consolidated Edison, Inc.

Enter the customer’s Con Edison account number and press continue
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PROCESSING A CLEARANCE

You will arrive at the Clear Account screen.

(S By
public assistance central
home Clear Account
account
application Please fill in the following information
wser Account Number. _
log off Customer Name on Con Edison Accourt [
Veeffare Center Contact [
Véelfare Center Number: |
Total Clearance Amount: 298.30
JV538 Amount 000
Type of Application | ~|
Name Change: | =
Do you need more time to pay your bill and
would like 1o arrange a payment | |
@dension:
AR Balance; 329.30
From Date (mmdddiyyyy): 04/25/2008
To Date (mmiddiyyyy): 07/28/2008
***Your client has made the following payments:
$272 on 6/5/2008, $0.54 on 6/5/2008.
“**The current disconnect notice on this account was
issued on 07/28/2008. The original disconnect notice
expires on 08/13/2008.
Submit Account Clearance >> ]

You will need to type or select the following information:

Your Welfare Center Number (example 41. not 041)
Select the type of application

Select Yes or No if there is a name change

Select if yes or no if you need an extension

Then press, Submit Account Clearance
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PROCESSING A CLEARANCE

You will receive the following screen once the account is cleared.

(& conEdison gL T -

i)

public assistance central

home Clear Account

account

application Account number [ has been cleared.
user

log off Copyright 2007, Consolidated Edison, Inc.

public assistance central

home Clear Account

account

application Account number 2 s been cleared.

user An extension has not been granted due to the
log off

customer's current account status. The
application needs to be processed immediately to
avoid interruption of service.

If you receive the following message, do not call. Wait 2 hours, and then
process your 858. DO NOT CLEAR THE ACCOUNT AGAIN:

—

(& conEdison

i
jpu—
—
pui—
ju—
j—

public assistance central

home Clear Account
account
application Linable to clear account due to account condition, please contact PA

user Central You may continue with next account.

log ofF
Copyright 2007, Consalidated Edison, Inc.
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PROCESSING AN APPLICATION

To start to process an application, move the cursor over the word APPLICATION.
A menu will appear that shows process, search and delete. Click on the word PROCCESS.

(& conEdison

public assistance central

home Clear Account
process fing infarmation:
search I
log off delete
download
— 1

Copyright 2007, Consalidated Edisan, Inc.

cortact | =earch | careers | site map | conzolidated edizon, inc. | privacy policy

You will arrive at the following screen.

(& conEdison

public assistance central

home Process Application

account

application Please enter the Case Mumber and Account Mumber below:

user Con Edison Account Mumber: I

log off L
Application Type: IPIease select j
Case Mumber: |

Continue »» |

Copyright 2007, Consolidated Edisan, Inc.
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PROCESSING A ONE SHOT APPLICATION

You will arrive at the Process Application Screen.

(H L

public assistance central

home Process Application

account

application Flease enterthe Case Mumber and Account Murmber belgw:
user Caon Edison Account Mumber: I

log off

Application Type:

Case Number:

Continue »»

Copyright 2007, Consolidated Edisan, Inc.

To process a One-Shot Application:

1) Type in the customer’s 15 digit account number

2) Click on the drop down menu and select the appropriate Application Type One-Shot

3) Enter the customer case number (Just the 7 digit number. Do not enter any
letters)

10
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PROCESSING A ONE SHOT APPLICATION

You will arrive at the following screen:

Please fill in the following information:

Customer Name on Con Edison Account —

Does the customer name match the application? Yes © No O

Note: UGC/DVC clearance recieved on 02/28/2008 for arrearage payment of § 391,68 for the period 07/23/2007 to 02/26/2008
If payment is different please call for a new clearance amount.

iy ) £AE, The CITYof NEW YORK
BLPE"M Human Resources Administration
Family Independence Administration

Date: 3/4/2008

Case Name: —

Address: —
]

Con Edison PA Central

4 1rving Place, 9 FLNE Case Number/Category: [N
New York, New York 10003 Center: | S
utility Account Number: [N

Notification to Utility Company

This is to inform you that this Administration will take the following action(s) for the above named individual
For emergency assistance cases NOT being accepted for on-going assistance:

¥ 1 Make an arrearage payment of § 331.68 for the period 07/23/2007 to 02/26/2008

Because this individual is MOT in receipt of on-going public assistance or Supplemental Security Income (S81), vour
company should proceed with its narmal collection efforts for all fulure bills.

For ongoing public assistance and $Slcases:[ [T $s1]

[~ 2 Make an armearage payment of § for the period to
ANDOR
VENDOR CASE
[T 2. Effective . future utility bills will be paid by this Administration directly to the utility comparny.

Please send all future bills to this agency for payment after the effective date indicated above. Any bills submitted prior
to this date may be rejected. All outstanding monies owed to your company by the above-named paricipant shall be
exempt from collection for as long as such participant continues to receive or would become in need of public
assistance or Supplemental Security Income ifthe collection were made. Should restriction not take effect for technical
or other reasons, we guarantee payment of all future ulility bills for a period of six months from the effective date.

GUARANTEE CASE

[T 2p. Guarantee payment of all future ulility bills for a period of six months effective from or until the
paricipant's case is dosed, whichever comes first. All outstanding monies owed to your company by this individual
shall be exempt from collection a5 long as such individual continues to receive or would become in need of public
assistance or Supplemental Security Income ifthe collection were made. Your company should proceed with its
normal collaction efforts for future bills and provide our Administration with written notification should the above-
named person fail to make payment and your company issues a nolice of non-payment, Such notification should be
made to this Administration at the same time the participant is issued a nofice of nor-payment,

Application prepared online by: — (iD= _ ]

Process Application » | Print Form |

If the customer’s name matches the application, click yes. Confirm the amount and
click PROCESS APPLICATION.
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PROCESSING A ONE SHOT APPLICATION

You will receive this screen indicating the application has been successfully processed.

Application has been successfully processed.
Print Form

The CITYof NEW YORK

' Human Resources Administration
Family Independence Administration

Form M-858v (page 1)
Rev. 8123107

Date: 3f4/2005

| Addrees: I
i I
Con Edison PA Central —_—
4 Irving Place, 9 FLNE case NumberiCategory: [N

MNew York, New York 10003 Center: —
Uhility Account Number: _—

Notification to Utility Company

Thig is to inform you that this Administration will take the following action(s) for the above named individual,

For emeigency assistance cases NOT being accepted for on-going assistance:

¥ 1 Make an armrearage payment of § 39168 for the period 07/23/2007 to 02/26/2008

Because this individual is MOT in receipt of on-going public assistance or Supplemental Security Income (SS0), your
company should proceed with its narmal collection effarts for all future bills.

For ongoing public assistance and S8l cases:[ [ $81]

[T 2 Make an arrearage payment of § for the period to
AND/OR
VENDOR CASE
[~ 24, Effective , Tuture utility bills will be paid by this Administration directly to the utility company.

Please send all future bills to this agency for payment after the effective date indicated above. Any bills submitied prior
to this date may be rejected, All outstanding monies owed to your company by the above-named parficipant shall be
exempt from collection for as long as such participant continues to receive orwould become in need of public
assistance or Supplemental Security Income ifthe collection were made. Should restriction not take effect for technical
or other reasons, we guarantee payment of all future ulility bills for a period of six months from the effective date.

GUARANTEE CASE

[T 2h. Guarantee payment of all future ulility bills for 2 period of six months effective from ar until the
paticipant's case is dosed, whichever comes first. All outstanding monies owed to your company by this individual
shall be exempt from collection as long as such individual continues to receive or would become in need of public
assistance or Supplemental Security Income if the collection were made. Your company should proceed with its
normal collection effords for future bills and provide our Adminisiration with written notification should the above-
named person fall to make payment and your company issues a nofice of non-paymeant, Such notification should be
made to this Administration at the same time the paricipant is issued a notice of non-payment.

Application prepared onling by: _ (D= _ ]

Frocess Application >> | Frint Form |

Once you’ve processed the application, you can then process the next application.
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PROCESSING A PENDING APPROVAL APPLICATION

Click on application, then process to get to this screen:

(& conEdison

public assistance central

home Process Application

account

application Please enterthe Case Mumber and Account Number below:
user Con Edisan Accaunt Mumber: |

log off

Application Type: QOM-GOING

Case Mumber: |

Continue »»

Copyright 2007, Consolidated Edisan, Inc.

To process an On-Going Application:

1) Type in the customer’s 15 digit account number
2) Click on the drop down menu and select the appropriate Application Type ON-GOING

3) Enter the customer case number (Just the 7 digit number. Do not enter any
letters)

13
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PROCESSING A PENDING APPROVAL APPLICATION

You will arrive at the following screen:

(& conEdison

11 1)

public assistance central

harne Process Application

application

user Flease il in the follewing information;

lag off
Custamer Name on Can Edison Account |
Does the custormer narme match the application? Yes © Mo

Mote: UGCDVE clearance recieved on 0042008 for arrearage payment of § 159,87 for the period 1200772007 10 0200872008
I payment 2 different plaaze call for a new clearance amount.

o e tpage ) The CITYof NEW YORK

! Human Resources Administration
Family Independence Administration

Date: 3452008
— conerone: [
O 00 Advess: e
Con Edison PA Central _—
4 Irving Place, 9 FLNE Case Numben Categoy:
New ‘York, New York 10003 Center:
Unity Recount tnanbr: [

Motification to Utility Company

Thiz is to infarrm you that this Administration will take the following action(s) for the above named indhidual.

For einel géncy assistance cases HOT belw) accepled Ton ool assistance:

I 1. Make an amearage payment of § for the period (11}

Because thig individual is NOT in receipt of on-going public assistance or Supplemental Security Income (S50, your
company should proceed with its normal collection eforts for &l future bills,

For ongoing public assistance and $51 casess[ [ S5

2 MWake an amearage payment of§ _159.87 forthe period 12072007 1o 02/08/2008
ANDOR

VENDOR CASE

I~ 23, Efeciive . Tuture ulility bilks will be pald by this Adminisiration directly fo the utility cormpany.

Please send all future bills to this agency for paymend after the efective date indicated above, Any bills submitted prior
to this date may be rejecled. All outstanding monles owed to your company by the above-named participant shall be
exernpt from collection for as (ong as such participant continues to receive orwould become in need of public
assistance or Supplemental Security Income if the collection were made. Should restriction not take effect for technical
o OMET EaS0NS, Wl QuArantie payment of all futune whility bills for & period of St mon s from the emectve dae.

GUARANTEE CASE

™ 2p, Guarantes payment of all fulure utility bills for a period of six eonths effective from or unitl the
participant's case |5 dosed, whichever comes first. All outstanding monies owed bo your company by this indhidual
shall be exempt from collection as long as such indhidual continuas to receive or wauld become in need of public
assistance or Supplemental Security Income if the collection were made. Your compary should proceed with its
nammal collecon emans for fulune bills and provide our ADmMINISIraton with witlen noliftation should the above-
named person fal b make payment and your Comaany I5sues a notice of non-payment. Such notification should be
rade to this Administration at the same time the padicipant is issued a notice of non-payment

Appicanion propored onse vy: oo« I |

Frocess Application »> I Frnint Form I

If the customer’s name matches the application, click yes. Confirm the amount and
click PROCESS APPLICATION.

14
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PROCESSING A PENDING APPROVAL APPLICATION

You will receive this screen indicating the application has been successfully processed.

Application has been successfully processed.
Print Form

application
usar

log off

Form M-858v (page 1)
Rev. BI2310T

The CITYof NEW YORK

Human Resources Administration

Family Independence Administration

‘%’F‘f

Diate:
_ Case Hame:
o
— Rddioss:
Con Edison PA Central
4 Irving Flace, 8 FLNE Case Humber L slegory:
Mew York, Mew York 10003 Center:

R——

Notification to Utility Company

Thi% i 10 irforrn you that |his Adminisration will take the folowing Sclion(s) for e 3o named indhidual
For emer gency assistance cases MOT beliw) accepled Tor on-going assistance:

[T 1. Make an amrearage payment of § far the perod ta

Because this individual is MOT in receipt of on-going public assistance or Supplemental Security Income (S5, your
compary should proceed with ils normal collection efors for all future bills

For ongoing public assistance and S5l cases:| ™ S51]

[F 7. Make an amearage payment of § 15967 for the peripd 124772007 to 2Mf2008
ANDOR

VENDOR CASE [%

T 25 Efaclive . Tuture ulility bills will be paid by this AdrminiStratbon directh to the ulility company.

Please send all future bills to this agancy for payrment afer the efective datle indicated abowe. Ary bills submifted priar
o this date may be rejected. Al oulstanding monies owed 10 your company by the abowe-named pamicipant shall be
exarnpt from collection for a3 long &s such participant continues to recele or would become in nead of public
assistance or Supplemantal Security Incama if the callection were made. Should restiction natlake afect far technical
or ofher reasons, we guaranies paymend of all fulure ulildy bills for a pedoed of six months from he effecie date

GUARANTEE CASE

T 2p. Guarantee payment of all future ubility bills for a period of sk months effectve from or until the:
participant’s case is dosed, whichever comes first. All outstanding monies owed to your company by this individual
shall be exempd fram collection as long as such individual continues ta receive or would bacome in need of public
aggistance or Supplémantal Security Incormg ifthe collgcion wire made, Your company shauld procedd with its
noimal collection efforts for future bills and provide our Administration with written notification should the above-
named person fail o make payment and your company issues 3 naice of non-payment Such notification should be
made 1o this Administration at thie Sarme tirme e paticipant is issudd 3 nolice of non-payTrent

sopucarion propnect e vy [ (o - [ |

Frint Farm

Carnrinhd TNNT Canenlidated Edienn Ine

Once you’ve processed the application, you can then process the next application

15
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PROCESSING A UTILITY GUARANTEE APPLICATION

Click on application, and then select process to get to this screen:

(& conEdison

111

public assistance central

home Process Application

account

application Please enterthe Case Mumber and Account Number below:
user Con Edizon Account Number: |

log off

Application Type:

OM-GOING

Case Mumbher: |

Cantinue >»

Copyriaht 2007, Consalidated Edisan, Inc.

To process a Utility Guarantee Application:

1) Type in the customer’s 15 digit account number

2) Click on the drop down menu and select the appropriate Application Type ON-GOING

3) Enter the customer case number (Just the 7 digit number. Do not enter any
letters)

16



Attachment A

PROCESSING A UTILITY GUARANTEE APPLICATION

You will arrive at the following screen:

(& conEdison

public assistance central

hare Process Application

applic

usar Please #l in the following information;

lag off
Custorner Name on Con Edison Account: —
Does the customer name match the application? mE' Mo

Mote: UGCIOVC clearance recieved on 040472008 for arearage payment of $ 645.99 for the period 10/022007 to 020412008
Wpayment is different please call for a new clearance amount,

Rouarsay Peoe The CITYof NEW YORK

Human Resources Administration
Family Independence Administration

Date: 342008
[ ] Coes Hame [ .
N @420
I Navess: [ ]
Con Edison PA Central _—
4 Irving Place, 8 FLNE Case Humber Category:
MNew York, New York 10003 Canter: —_
vnimy Aot tuner:

Notmication to Utilty Lompany

This i5 bo inform you that this Administration will take the following action(s) for the above named individual.

Fol efnergency assistanc e cases NOT being accapled Tor an-going assistance:
I~ 1. Make an arrearage payment of § far the perod o

Because this indhidual is NOT in receipt of on-going public assistance or Supplemental Security Income (S50, your
company should proceed with its normal collection efons Tor all fulure bills

For onpolig public assistance and S5 cases:| [ sSI1]

[ 3. Make an amrearage payment of §_645.99 for the peripg 10/02/2007 to_02/04/2008
ANDNOR

WENDOR CASE

I™ 25, Effective . Tuture utility bills will be paid by this Administration directly 1o the ulility cormparny.

Please gend all future bills 1o this agency for payment afer thi effectve date indicaled above. Any bills subrmitted prior
to this date may be rejected. All outstanding monies owed fo your company by the above-named paricipant shall be
cxempl from collection for a5 long a5 such participant continues 1o receive or would bacoma in need of public
assistance or Supplemental Security Income ifthe collgclion wire made, Should restriction not take efect for technical
o other reasons, we guarantee payrment of all future utisty bils for @ penod of sk months from the effective date,

GUARANTEE CASE

7 gb, Guaranies payment of all futune wlility bills 10r & period of $icmonths emective rorm _0E04/2008 oF until thie
participants case is dosed, whichever comes first All outstanding monieas owed 10 Your carmpany by his indiidual
shall be exempt fiom collclion s 10nd &5 Such individual continUes 1o racene of would bacome in need of public
assistance or Supmemzn'lal SE'I:UHNlnCCII'I'IE Hthe collection were made. Yaur company should procesd with s
normal collection efforts for future bills and provide our Adrinistration with written notification should the abave-
ramed person fail 1o make payment and your comparny issues a nobice of non-payment. Such nobfication should be
rmade to this Adminiztration a1 the same ime the participant is issued 3 notice of non-payment.

aopicationpreparedontn 1: [N o« I

Process Applicaion »» | Print Form |

P ye—y—y——rre—

If the customer’s name matches the application:
1) Click yes
2) Confirm the amount
3) Then select the box for Guarantee Case
4) Click PROCESS APPLICATION.
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Attachment A

PROCESSING A UTILITY GUARANTEE APPLICATION

You will receive this screen indicating the application has been successfully processed.

Application has been successfully processed.

user

log off

Print Farm

Form M-858v (page 1)
Rev. 823107

The CITYof NEW YORK

Human Resources Administration
Family Independence Administration

Date: 37/2008

Case Mame: I

Ilf

Con Edison PA Central
4 Irving Place, 9 FLNE
Mew York, New York 10003 Conter:

Notification to Utility Company
This i to inforrn you that this sdministration will take the following action(gh for the abeve narned individual

Fol ases NOT being oi-geing

I 1. Make an arrearage payment of § for the period o

Biecause this indridual is NOT in receipt of on-going public assistance or Supplemantal Securty Incarme (S8, your
company should procesd with its norrmal collection efons for all future bills

For ongoing public assistance ad 551 cases:[ [ Ss1]

7 7 Makean paymentof§ 645.99 for the peripd 10/02/2007 10 D2/04/2008
AHDOR

WENHDOR CASE

™ 24 Efectie o Tuture utibity bills will be pabd by Bhis Administration directly 1o the utility compary,

Please send all fulurg bilks 10 this agency for payment afer the efective dale indicaled above. Any Dills submitted prior
to this date may be rejected. All outstanding monies owed 1o your company by the above-named participant shall be
exempl from collection for 35 long a2 such paicipant continues to recedve orwould bacome in need of public
agsistance of Supplemental Security Income ifhe collection wire made. Should restretion ol take et Tor echnical
of other reasons, we guarantes payrent of 3l future utiity bills for a perod of sb months frorm the efective date,

GUARANTEE CASE

[ 2, Guarantee payment of all future ulility bills for a period of sixmonths efective from _02/04/2008 or until the
participant’s case is dosed, whithever comes first All autstanding monies wed 10 ¥our company by his indhvidual
shall be exernpt fram collection &5 long as such indvidual continues to receive or would bacome in need of public
assistance or Supplemental Security Income i the collection were made. Your company should proceed with its
normal callection eforts for future bills and provide our Adrainistration with written notfication should the abave-
narnEd person fail 1 Make PEyTEN and YOUF COMPary I55Ues @ nobice of noA-payment. Such notfication should be
made to this Administration atthe same time the participant is issued a notice af non-payment.

soptcation prepared onnne v [ o - I

Frocess Application >> | Frint Form I

Once you’ve processed the application, you can then process the next application

18



Attachment A

PROCESSING A DIRECT VENDOR APPLICATION

Click on application, then process to get to this screen:

(& conEdison

HE

1
I

public assistance central

home Process Application

account

application Please enter the Case Number and Account Number below:
user Con Edison Account Mumber: |

log off

Application Type: OMN-GOIMNG

Case Number: |

Cantinue >»

Copyright 2007, Consolidated Edison, Inc.

To process a Direct Vendor Application:

1) Type in the customer’s 15 digit account number

2) Click on the drop down menu and select the appropriate Application Type ON-GOING
3) Enter the customer case number (Just the 7 digit number. Do not enter any
letters)

19



Attachment A

PROCESSING A DIRECT VENDOR APPLICATION

wing screen:

You will arrive at the follo

(& conEdison

public assistance central

home Process Application

application

user Plaase fill in the following information:

log off
Custarner Name on Con Edison Account ]
DioEs the customer name malch the application? Yes & No ©

Note: UGCIDNG clearance recieved on 0272852008 for arrearage payment of § 147 .45 for the period 11182007 to 02125/ 7008
If payment is differant please call for a new clearance amount.

Form M-858v (page 1)
Rev. 8123107

The CITYof NEW YORK

Human Resources Administration
Family Independence Administration

Dt 008

c—] Case Mame: I

[ .

I =00 Adaress: 1
Con Edison PA Central —
41rving Place, 9 FLNE case Humber Category: (NN
New York, New York 10003 Cantar: [ 1B

iy Accourn Wrnber: [

Motification to Utility Company
Thi i% b inTarm you that this Administration will take the follewing actionis) Tor the above narmed indiddual

For emmergency assistance cases MOT being for on-going assk:

[~ 1. Make an amearage payrment of § for the period to

Because this indiidual is NOT in receipt of on-going public assislance or Supplemental Security Incarme (S51), your
company should proceed with its normal collection effors for all uture bilis

Fot anjoiing public assistance awl $S1 cases:[ [ $51]

W 2 Maks an paymeni of § 14745 for the peripd 11/16/2007 o _02/25/2008
ANDOR

WENDIR CASE

= 25 Effective 0272572008 . future wtility bills will be paid by this Administration directty to the utilite comparny.

Please send all future bills 10 this agency for payment after the effective date indicaled above. Any bills submitted prior
to this date may be rejacted. Al outstanding monies owed 10 your company by the above-narmed participant shall be
exempl from collection for as long as such padicipant confinues to recetve or would become in need of public
asgistance or Supplemental Security Income if the collection were made. Should restriction not take effect for technical
or ather reasons, we guarantee payrnent of all future utility bills for 3 period of six months from the effective date.

GUARAMTEE CASE

™ 2p. Guarantee payment of all future wility bills for a period of st months effective from or unil the
pafticipant's case is dosed, whichiver comes Brsl Al outstanding roonies cwid o your compary by his indeddual
shall be exampt from collaction as long as such Individual continues to recete of would become in need of pubiic
assistance or Supplemental Security Income if the collecion were made. Your company should proceed with its
narrmal collection efMons for future bills and pravide our Adrministration with written notification should the above-
named person fail o make payment and your company issues a nolice of non-payment. Such nolificalion should be
rnade to this Administration a1the sarme bme the paricipant s issuad a notice of non-payment

soptcatonpreparedonwne vy: [ (o - [ )

If the customer’s name matches the application:
5) Click yes
6) Confirm the amount
7) Then select the box for Vendor Case
8) Click PROCESS APPLICATION.

Procass Application»> | Print Form |
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Attachment A

PROCESSING A DIRECT VENDOR APPLICATION

You will receive this screen indicating the application has been successfully processed.

Application has been successfully processed.

usar

lag off

Print Form

Form M-858v (page 1)
Rev. BIZ3I07

The CITYof NEW YORK

Human Resources Administration
Family Independence Administration

Date: 37772008
[ N
I 0 Address: 1§
Ccln Edison Pﬁ Cemal —
4 Irving Place, 3 FLNE Casi Huimber Calegony:
Mew York, Mew York 10003 Contar
uniity Account tumber: [

Motification to Utility Company

This is to inform you Bhat this Adminisiration will take the following actionds) for the above named individual,

Foi emeigency assistance cases NOT being accopled fof on-goindg assistace:

[T 4. Make an arrearage payment of § for the period to

Because this individual is NOT in receipt of on-going public assistance or Supplemental Security Income (S50, your
company Should procead with #5 normal collection effons far all fulure bilks

For engeing public assistance and $81 cases:[ I S81]

[F 2 Make an arrearage paymentof § 147,45 for the period 11/16/2007 ta 2252008
ANDOR
VENDOR CASE
7 2q Effective 2/25/2008 . futiare Lty D1l will D pald by this AdriniSteation girecty 1o the ulilty comparny,

Please send all fulune bills to this agency for payrment afer the efective dale indicated above. Any bills submétied prior
fo this date may be rejected, All outstanding monies owed 1o your company by the sbove-named participant shall be
exampt from collection for as long as such participant continues to receive or would becomedln need of public
assistance or Supplemental Security Income ifthe collection were made. Should restriction lat take efect for technical
or olher reasons, we guaraniee paymend of all fulure utility bills for a perod of six months from the efacie date

GUARANTEE CASE

[T an. Guarantee payment of all future utility bills for & period of sk months effectve from or until the
paicipants case is dosed, whichever comes first, All gutstanding monies owed to your company by this indhidual
shall be exernpt frorm collection as long as such individual continues to recefve or would become in need of public
assistance or Supplemantal Security Income ifthe collecton were made. Your company should procead with its
normal Collection amas for fulund bils and provide our Adrministrabon with writen notincation should the abowve
named person fall 1o make pament and your cOmpany issues a nolice of nof-payrnent Such notincation Shoubd e
made 1o this Administration at the same time the participant is issuad a notice of non-payment

Awotcation propored onune vy: [ERNNNNN) (o« [
Frint Farm I

Once you’ve processed the application, you can then process the next application
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Attachment A

APPLICATION TYPE DOESN’T MATCH CLEARANCE

If the original clearance and the application you're processing do not match, you will receive
the following screen:

(& conEdison

public assistance central
home
application Process Application

| F
eae The application type entered does not match type on the Clearance for

this account. Do you wish to override the application type to One Shot?

Yes, Continue >>| Mo, Go Back >> |

Copyright 2007, Consalidated Edison, Inc.

contact | search | careers | sitemap | consolidsted edison, inc. | privacy policy

Click YES if you wish to override. If you click NO, you will be returned to the HOME page to
start over.
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Attachment A

SEARCH FOR APPLICATION

To search for an application, move the cursor over the word APPLICATION.
A menu will appear that shows process, search and delete. Click on the word SEARCH.

(& conEdison

public assistance central

home Home

application Process

user search lic Assistance Central!
log off delete

If youl corme across an aecolnt that was checked off 25 2 UGC on the papervori butwas Jn facl
a ong-shot dogl please take 2 print out of the account and bring itio either Mike or Lynda. We
gra fooking to identifis which centers are not accurate

HAPPY HOLIDA YS!
Instructions for use ofthis site:

Copyright 2007, Consolidated Edison, Inc.

You will arrive at the Application Search Screen.

(& conEdison

public assistance central

home Application Search

account

application Flease enterthe Case Number andfor Account Mumber below:

user Application Type: |Please select j
log off

Case Mumber: f

Can Edizon Ascount Mumber: I

Employee 1D Mumber: I

Center Mumber: I j

Flease choose a process type: ves O Mo O

Search »»

Copyright 2007, Congolidated Edison, Inc.

You can search for an application in several ways. You can search by Case Number (No
letters), Con Edison Account Number, Employee ID Number or Center Number. You can
also search by date range and either Applications or Payments made by selecting
“Please choose a process type”. In all cases, you will also need the Application Type to do
your search.
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Attachment A

DELETE AN APPLICATION

To delete for an application, move the cursor over the word APPLICATION.
A menu will appear that shows process, search and delete. Click on the word DELETE.

(& conEdison

public assistance central

home Application Search

process

user cearch r Mumber andior Account Number below:

log off delete |One—8h0t j

Case Number: |

Zon Edison Account Mumber: |

Con Edison Employee Mumber: |

Please choose the process tepe and date ves € po O

Search »» |

You will arrive at the Delete Application Screen.

(& conEdison

public assistance central

home Delete Application

account

application Flease enterthe Case Number below:

user Application Type: IPIease select: 'l
log off

Case Number; |

Caontinue >>

Copyright 2007, Consolidated Edison, Inc.

cortact | search | careers | sitemap | consolidated edizon, inc. | privacy policy

To delete an application
1) Select the appropriate Application Type from the drop down menu
2) Enter the Case Number (7 digits no letters)
3) Click Continue

Note: Applications that needs to be deleted must be done the same day and by
the employee who input the application.
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Attachment A

DELETE AN APPLICATION

You will arrive at the following screen:

(& conEdison

A

1
|

public assistance central

home Delete Application

application

user Application Information:

log off Case Number: 1
Account Number: [ |
Type of Application: ONE-SHOT
Application Delivery Method: HRA
Effective Date: 2i26/2008
Check Delivery Method:
J053 Amount: $0.00

Delete Application >>

Copyright 2007, Consolidated Edison, Inc.

Click on DELETE APPLICATION to delete the application
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Attachment A

CHANGE YOUR PASSWORD

To change your User Password, move the cursor over the word USER. A menu will appear

that shows change password. Click on CHANGE PASSWORD.

(& conEdison

public assistance central

home Home

application

user change password lic Assistance Central!
log off

If ol come ackass an account that was checked off 25 2 UGC on the paperavark butwas in facl
g ohe-shot deal piease take 2 printouwt of the accownt and bring it to either Mike or Lynda. We
are iooking o Jdentify which centers are not accurate

HAPPY HOLIDA YET
Instructions for use ofthis site:

Copyright 2007, Consolidated Edison, Inc.

You will arrive at the Change Password Screen.

(& conEdison

public assistance central

home Change Password

application

user Please enter the following information:

log off Fasz=word must be =t lesst 7 characters in length and contains three of the following character

classes: Upper case alphabetic, Lower case alphabetic, Mumber, Punctustion

Mewy Password: |

Confirm Mew Password: I

Change Password >» I

Copyright 2007, Consolidated Edisan, Inc.

Your password must be 7 characters in length and contain three of the following character
classes: Upper case alphabetic, Lower case alphabetic, Number Punctuation
Example: (Coned#01)

Password Restrictions
Passwords can not be changed more than one time in a 7 day period.

Login Restrictions
If the is no input activity for 15 minutes, the system will automatically log you off.
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Attachment A

LOG OFF

To log off, click on the LOG OFF selection.

You will arrive at the following screen:

(& conEdison

public assistance central

You are now logged off

Return to PAC application

IF YOU NEED CLEARANCE INFORMATION

Please call the Con Edison general number at (212) 780-6565 for clearance information.
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