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These Release Notes contain descriptions of changes in the Paperless Office System (POS) for the Cash 
Assistance (CA) scheduled for March 16, 2015. 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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1. New HRA-102C Insert Notice Added to W-908T and FIA-1124 Mailers 
 

A new insert notice, the “Do You Have A Medical, Mental Health, Or Learning Problem That Makes It Hard 
For You To Meet HRA Requirements?” (HRA-102c) has been developed. The HRA-102c has been created to 
give the participant the opportunity to request a reasonable accommodation. 
 
This new insert notice is included in the mailing of the following notices, effective 2/18/2015: 
 

 Notice of Recertification Appointment (W-908T). 

 Important Information about Your Case Notice of Missed Cash Assistance Appointment (FIA-1124). 
 
If a participant reports to the Job Center with this notice, the JOS/Worker must accept the notice and initiate 
the reasonable accommodation.  
 
For additional details, please refer to: 
 

 Policy Bulletin 15-14-OPE: Introduction of New Notice: “Do you have a medical, mental health, or 
learning problem that makes it hard for you to meet HRA requirements?” (HRA-102C) 

 

2. Update to Temporary Housing Facilities Form (W-145UU) 
 

POS was updated to reflect the recent updates to the Temporary Housing Facilities Form (W-145UU). Form 
W-145UU is available in the Temporary Housing Drill Down window in CA and SNAP POS and is accessible 
by clicking on the Help button and selecting List of Temporary Housing Facilities. 
 
Temporary Housing Drill Down window 
 

 
 
Help Menu 
 

 
 
 
 
For additional details, please refer to: 
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 Policy Bulletin 15-03-ELI: Revisions to the Temporary Housing Facilities (W-145UU) Form 
 

3. Standard Utility Allowance (SUA) Changes 
 

POS was updated to accommodate revisions to the Standard Utility Allowance levels based on clarifications 
received from the United States Department of Agriculture (USDA): 
 

 Households that received HEAP payments greater than $20 in the current month or the immediately 
preceding 12 months are eligible for a Level I (heating/cooling) SUA even if the household currently 
resides in a non-HEAP eligible shelter type; 

 HEAP payments received by a household in a shared living arrangement does not confer eligibility for 
a Level I SUA to other households that reside in the same dwelling unit. 

 
Effective February 14, 2015 with software release 15.1, WMS has been programmed to allow the 
authorization of a heating/cooling Level I SUA for the following shelter type codes: 
 

 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)  

 23 Undomiciled 

 33 Homeless Shelter - Tier I or II (Less Than 3 Meals Per Day) 

 34 Homeless Shelter - Tier II (3 Meals Per Day) 

 35 Homeless Shelter - Non Tier I Non Tier II 
 
Staff should use the Shelter Type Codes/Standard Utility Allowance (SUA) Levels Desk Guide (W-205HH) for 
help in determining the correct SUA level. The W-205HH has been revised to reflect the changes in the 
eligibility to receive a heating/cooling Level I SUA and to reflect the clarifications received from the USDA. 
 
For additional details, please refer to: 
 

 Policy Bulletin 15-12-ELI: SUA Eligibility Changes and Revisions to the Shelter Code/SUA Levels 
Desk Guide (W-205HH) 
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4. MSD Code Changes 
 

POS was updated effective 2/17/15 to accommodate changes for individuals whose cases are closed or 
denied because of an Intentional Program Violation (IPV) and are now eligible for a Separate Medicaid 
Determination regardless of age. 
 
The age restriction has been lifted on the following (IPV) closing/denial codes: 
 

 WS1 - Six Months 1st Offense-Less Than $1,000 (HH=1) - Manual Notice Required. 

 WS2 - Twelve Months 2nd Offense-Less Than $3,900 (HH=1) - Manual Notice Required. 

 WS3 - Twelve Months 1st Offense Amount between $1,000 and $3.900 (HH=1) - Manual Notice 
Required. 

 WS4 - Eighteen Months if 3rd Offense (HH=1) – Manual Notice Required. 

 WS5 - Eighteen Months if-1st Offense More Than $3,900 (HH=1) - Manual Notice Required. 

 WS6 - Eighteen Months if-2nd Offense More Than $3,900 (HH=1) - Manual Notice Required. 

 WS7 – Five Years 4th or Subsequent Offense (HH=1) - Manual Notice Required. 

 WS8 –Court-ordered Disqualification (HH=1) - Manual Notice Required. 
 
For additional details, please refer to: 
 

 Policy Bulletin 15-13-OPE: Revisions to the Cash Assistance Closing/Denial Codes Requiring 
Separate Medicaid Determination Desk Guide (M-42f) 

 
 

5. Routing Code for LINC Grants 
 

The LINC (Living in the Community) Unit at the Union Square Job Center is now able to use the routing option 
(RO) process for LINC grants. This allows the checks to be routed to the offices of Management Information 
Systems (MIS) where they are printed and available for pick up on the following business day.  
 
When completing the Public Assistance Single Issuance Authorization Form (LDSS-3575) in POS, LINC staff 
at Center 039 enter the routing location CRP6 (in uppercase) in the Routing Location field. This routing 
location ensures printing of the checks at MIS offices. 

 

6. Manhattan Roll-out of the POS E Check Queue  
 
D& C Operator process  
 
The POS E check queue has been rolled out in the Manhattan region. The following sites have been updated 
with the e check print queue Waverly, RTSC, East End, and Dyckman. The checks go directly to the D& C 
operator for processing who completes they typing of the checks and selects done to complete their part of 
the process.  
 
New POS Return to Worker process 
 
When the D & C supervisor opens the DSS 3575 form they will be able to select at the bottom of the  
DSS3575 the return to worker button to return any echeck that requires a error correction.  
Once selected the D&C supervisor will select the worker (or another worker) and enter the required comment  
to return the check for error correction.  
 
These checks will be returned to the worker's queue as an Error Correction Non-Food  
Emergency activity. In addition, the forms associated with the checks must also be returned to the worker for 
correction. This activity will also require the error correction and the review and signature of the required  
levels of approval before returning to the D&C echeck queue.  
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It is important to note that E checks are time sensitive and require the prompt attention  
of the worker to reprocess the benefit as soon as possible.  

 
 

 
 

 
Supervisor Completion 
 
The Supervisor will select the complete box and refresh the queue to remove checks that have been 
processed by their operator.  
 
Manual E Completion 
 
All checks that are manual e checks require the second step of the control data entry operator to enter in the 
manual numbers of the echeck that was identified as a manual check by D& C. Once the manual echeck 
number is entered in WMS the operator will select done. 
The Control supervisor will access the control SI emergency check queue to access the checks done by the 
control unit operator and select complete to remove the check from the queue permanently. 
 
For additional detailed information please see Attachment B SI Emergency Check March 2015 process. 

 
7. Streamlined POS Sign-on Site 

 
With the implementation of the POS One Database, the POS Sign-On page was streamlined to reduce the 
number of steps required to log into the system.  To log into their center, the POS user will click on their 
program area. This change is effective March 9, 2015. 
 
The following options will now appear on the updated page: 
 

 POS CA 

 POS SNAP 

 POS TRAINING 

 POS HASA 
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Overview 
 
FIA has requested to electronically forward authorization forms for single issuance emergency checks 
from the approving Supervisor directly to the D&C Unit. POS has added new SI Emergency Grant queues 
to the existing print queues. These two new queues are the SI Emergency Grant D&C Queue and the SI 
Emergency Control Queue.  
 
To prepare for the new SI emergency queues, staff must be enrolled with special tasks to allow access to 
the POS emergency check (E check) queues and recognize the user’s role in assigning, processing and 
completing the e check. Those centers that currently have the  Paperless Alternate Module (PAM) system 
will receive the POS SI emergency check queue since the previously  installed dual monitors are also 
required to process the POS E checks. The SI  emergency queues retrieve grants with pick-up code 5 
(Emergency Cash Assistance Check) and pick-up code 7 (Emergency Cash Payment). The LDSS-3575 
(Public Assistance Single Issuance Authorization Form) is displayed on the POS screen and will no 
longer print for centers with these new queues.  
 
Note: The POS  E check queue does not process benefits from PAM. Only POS E checks will be 
sent to the POS SI emergency queue.  
 
Enrollment 
 
All individuals that work in the D & C or Control unit must be enrolled to process emergency benefits sent 
directly to the new queues. All staff must be identified and must have one of the following selections:   
 

 PAM Data Entry Supervisor  

 PAM Data Entry Operator or  

 PAM D&C Operator 
 
In addition to the selected PAM title all enrollees must have the task, Single Issue Print queue 
User selected to gain access to the e check queue.  
 
Note: The Data-entry supervisor task is the correct selection and the equivalent title for the D & C 
supervisor.  
 
Please confer with your center’s enrollment coordinator to assist with the enrollment process for the E 
check queue. To access the enrollment table you must go to Tools on top of the POS menu and select 
Enrollment: 
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Select TASK button; 
 

 
 
Select the tasks to allow access to the SI emergency queues and processing of the emergency benefits : 
 

 
 
Save all changes to the enrollment table and have the individual restart POS to accept the added tasks. 
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SI Emergency Grants D&C Queue 

 
 
Instructions: 
 
This tab shows cases that need emergency checks, D& C supervisors must select Auto E-check or 
Manual E-Check before assigning the case to the operator typist. To view pending emergency grants, you 
must select the Open checkbox and Click Open selected forms button.  
 
D & C Supervisor Responsibilities 
 
The D& C supervisor will select the tab SI emergency grant D & C queue to view and assign the  E 
checks for processing by the  D& C operator or typist. Prior to assigning the case to the operator , the D & 
C supervisor must check to determine if the E check was issued previously and the type of e check being 
issued, auto-e or manual. If there are any discrepancies, the D& C will be able to return the case back to 
the worker for reprocessing. 
 
POS Return to Worker process 
 
When the D & C supervisor opens the DSS 3575 form they will be able to select the return to worker 
button to return any echeck that requires a error correction. Once selected the D&C supervisor will select 
the worker (or another worker) and enter the required comment to return the check for error correction.  
 
These checks will be returned to the worker's queue as a Error Correction Non-Food  
Emergency activity. The activity will require the correction and the required levels of approval before 
returning to the D&C echeck queue.  
 
It is important to note that E checks are time sensitive and require the  prompt attention  
of the worker to reprocess the benefit as soon as possible.  
 
Completion & removal of cases 
 
Once the operator has completed the assigned cases by selecting done, the D &C supervisor will be 
required to complete and remove the case from the SI emergency D& C queue.  
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SI Emergency Grant  D& C Queue 
 
Complete – this checkbox allows designated supervisors to complete and remove case from the queue 
once all pending grants are done.  
Case No – this field indicates the case number for which the forms will be open. 
Case Name – this field indicates the case name for which the forms will be open. 
Activity – this field indicates the activity in which the JOS/Worker prepared the grants. 
Acty End Date-Time – this field indicates the end date and time of the activity in which the JOS/ Worker 
prepared the grants. 
From – this field indicates the name of the JOS/Worker who prepared the grants. 
Caseload – this field will indicate the current caseload for the case  
Assn Operator – this field is a drop down list box displaying operators/typist awaiting assignment of 
emergency grants. 
 
Emergency Checks Details section 
 
Open – this checkbox allows designated staff to select grant to be opened 
Grant Issuance Code-Description – this field displays pending grant issuance code and code 
description 
Done – this checkbox allows designated operator\typist to select grants that were done 
Date Completed – this field displays date when designated operator checked “Done” checkbox 
 
Command Buttons 
 
Open Selected Form – on the click of this button generate the e-form and open it in the window for user 
to view. 
Refresh – this button removes the case were marked as complete (“Complete” checkbox is selected) 
from the queue 
Close – this button closes the Emergency Checks Queue. 
 
Open Selected Form Window 
 
The following window opens displaying the E check when the supervisor or operator/typist clicks on Open 
selected form button in the SI Emergency D& C queue. POS will enter the authorization number on the 
window when an e-form is generated. 
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LDSS 3575 

 
 
 
Was this grant previously issued –  Allows the operator to answer if grant on the form was previously 
issued. 
Return to Worker - D & C supervisor selects to return the Echeck for error correction. 
Auto E-Check – radio button that is selected by supervisor/operator to indicate that grant is an auto e-

check 
Manual E-Check – radio button that is selected by supervisor/operator to indicate that grant will be 

manually typed. 
D & C Check # - this field is enabled and required only if the Manual E-Check radio button is selected. 
Grant  1 of MM – this field depicts the count of emergency grants on the case. 
Close button – this button will be enabled only on the last SI emergency grant. Clicking on close will 

close the window.  
Back Arrow – this arrow opens the previous SI emergency grant for the case. 
Forward Arrow – this arrow opens the next SI emergency grant for the case. 
 
D&C Operator Completion 
 
The D&C supervisor (or assigned operator) selects the Auto E or manual E Check description. If it is a 
manual E check the operator must enter the D&C check number.  If the Manual E-Check radio button is 
selected and D & C Check # field is left  empty, the operator will see the following:  
 

“You must enter check number for all Manual E-Checks” 
 
After the D& C operator processes all the pending E-checks they were assigned, they will go back to the 
SI Emergency Grant D & C queue and select done. The date will be displayed (system output) in the 
Date Completed field.   
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Removal of E-Check cases from D& C Emergency Queue 
 
Once the data entry operator or typist completes their processing of the E checks from the queue, the 
supervisor is responsible for completing and removing the case from the queue by selecting the complete 
checkbox and the refresh button.  
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SI Emergency Grants Control Queue 

 
 
Instructions: 
 
This queue shows cases with Manual E-Checks issued at D& C. Control supervisor  must select the data-
entry operator in Assn Operation. To view grants, select Open and click Open Selected Forms. After data 
entry is complete,  the operator selects the “Done” checkbox. After all manual e checks for the case are 
data entered, the Supervisor selects the Complete checkbox and clicks Refresh to remove the case from 
the queue. 
 
 
Control Supervisor Responsibilities 
 
The control supervisor will select the tab SI emergency control queue to view and assign the Manual E 
checks issued previously by the D& C unit. These cases must be assigned to the Data entry operator who 
will enter the D& C check information into welfare management system ( WMS) for batch processing.  
 
Once the operator has completed entering the echeck information they will return to the SI emergency 
grants control queue to select done to complete their part of the echeck process. Once the control 
operator has completed the cases by selecting done, the control supervisor will be required to complete 
and remove the case from the SI emergency control queue.  
 
 
SI Emergency Grants Control Queue 
 
Complete – this checkbox allows designated supervisors to complete and remove case from the queue 
once all pending grants are done.  
Case No – this field indicates the case number for which the forms will be open. 
Case Name – this field indicates the case name for which the forms will be open. 
Activity – this field indicates the activity in which the JOS/Worker prepared the grants. 
Acty End Date-Time – this field indicates the end date and time of the activity in which the JOS/ Worker 
prepared the grants. 
From – this field indicates the name of the JOS/Worker who prepared the grants. 
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Caseload – this field will indicate the current caseload for the case  
Assn Operator – this field is a drop down list box displaying operators/typist awaiting assignment of 
emergency grants. 
 
Emergency Checks Details section 
 
Open – this checkbox allows designated staff to select grant to be opened 
Grant Issuance Code-Description – this field displays pending grant issuance code and code 
description 
Done – this checkbox allows designated operator\typist to select grants that were done 
Date Completed – this field displays date when designated operator checked “Done” checkbox 
 
Command Buttons 
 
Open Selected Form – on the click of this button generate the e-form and open it in the window for user 
to view. 
Refresh – this button removes the case were marked as complete (“Complete” checkbox is selected) 
from the queue 
Close – this button closes the Emergency Checks Queue. 

 
Control data-entry operator 
 
Once the data entry operator completes their processing and batching of the assigned manual E checks, 
they will return to the SI Emergency control queue and select done. 
 

 
 
 
Removal of Manual E Check cases from SI Emergency Control Queue 
 
The Control supervisor will remove the case from the queue by selecting the complete checkbox on the 
top of screen and the refresh button.  
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Note: Each individual must log in using their password to retrieve their correct tasks to complete 
their part of the e check process. For instance, a supervisor cannot complete cases unless they 
have signed in as the supervisor and have accessed the e check queue after the D & C  or data -
Entry operator has checked done on their assigned cases.  
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