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This procedure can This policy bulletin is to inform Job Center staff that the latest version
now be accessed on the | of the Paperless Office System (POS) migrated into production on
FlAweb. May 4, 2015. Descriptions of the changes can be found in POS
Release Notes Version 19.1.1 (Attachment A) and Preparing Grants
with Routing Locations for LINC cases (Attachment B).

These release notes can also be found on the HRA Intranet at:

http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx

Effective Immediately
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H Please use Print on Attachment A POS Release Notes Version 19.1.1

D d to obtai [ , . . ,
Ofefrgﬁs_ 0 CPRI COPIES | Attachment B Preparing Grants with Routing Locations for LINC
cases

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://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=9b960ba0-fe79-494d-b14a-88e088faa877

Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

These Release Notes contain descriptions of changes in Cash Assistance (CA) POS Release 19.1.1 scheduled
for Monday, May 4, 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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Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

1. Cash Assistance (CA) Automated Child Care Information System (ACCIS) Update

POS has been updated to accommodate the new web service IBM Message Broker for ACCIS. POS will
display the following messages when attempting to communicate with the new service:

e “The communication between POS and ACCIS has failed please try again later using the tool
bar option is under clearances.”

e “Communication between POS and ACCIS Failed. Please go to the tools menu, select
clearances Click on “ACCIS employment” to generate a new ACCIS clearance. If the problem
continues POS will auto attempt one more time on the ‘print forms’ window.

e “Communications between POS and ACCIS was unsuccessful”. Please make a case note in
comments field and continue with the interview. Reminder: The ability to retrieve the ACCIS’
clearance is available from the tool menu.”

The JOS/Worker will continue to process the ACCIS match when retrieved successfully and follow the error
messages to process the ACCIS clearance correctly.

2. POS-TAD Update

A new POS-TAD business rule has been added to flag the removal of Level 1 Standard Utility Allowance
(SUA) from the CA/ Supplemental Nutrition Assistance Program (SNAP) cases and SNAP only cases.

If the case is CA/SNAP only and the POS/SNAP Suffix status is Single Issue (SI) or Active (AC) and the case
has an Current Active Budget in the Welfare Management System (WMS) and a newly authorized budget, the
following message appears:

e “Current WMS budget has SUA Level 1 and the new budget does not have the Level 1 SUA.
Please review the HEAP payments codes which are (Greater Than) $20 for the current month
or the past 12 months.

Codes for Home Energy Assistance Program (HEAP) Payments
HEAP payments can be identified in WMS Benefit Issuance screen by the following special grant codes:

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

96: HEAP Fair Hearing

98: Regular HEAP vendor payment

If the applicant/participant has received the HEAP payment for over twenty dollars within the past twelve
months he/she is entitled to a new budget reflecting the SUA level one deduction. If he/she is not entitled to
the Level one SUA the Worker must process a new budget without the Level 1 SUA deduction along with
applicable case comments supporting this determination.

For extensive details please see, PB 15-12-ELI| Standard Utility Allowance (SUA) Eligibility Changes and
Revisions to the Shelter Type Codes/Standard Utility Allowance (SUA) Levels Desk Guide (W-205HH).
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Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

3. Office of Child Support Enforcement (OCSE) EDIT for PATH Cases

After the review of cases that went through an Application Interview at Prevention Assistance and Temporary
Housing (PATH) and subsequently were assigned to the Job Center, Family Independence Administration
(FIA) have noticed that PATH workers neglect to schedule OCSE appointment for cases where Make a
Referral recommendation was received at PATH.

In order to rectify this problem POS created an edit for the Next button in the Referrals window and a new edit

in the Print Forms window that will not allow the PATH worker to continue the activity if the OCSE
appointment wasn’t scheduled.

4. Updated Supervisory Approval window for Homebound

POS has completed the final update for the Supervisory Approval Window for Homebound
applicants/participants due to the Lovely H lawsuit. This window is mandatory for those applicants who
requested Home Visit Needed/ Homebound Status since 9/13/2013. POS will run the Homebound
Determination business rules to check if the individual is currently homebound in WMS, New York City Work
Accountability and You (NYCWAY) and POS. If a request was found or homebound status has been
determined the Supervisor must complete the Approval window.

ersion 19.2 - Paperless Office System - [Supervisory Approval-Medical] W ebuary 11. 2015
File Edit Tools Window Help
Is any Adult in the H hold H b d or req ting a home visit? Yes
chse‘umnbe«:i v Vol WeCARE Referral Requested ‘
| Identified Homebound Household Member: |
Supervisory Checklist:
Current Houmebound Status: Case Comments:
HVN/HB STATUS APPROVED FS NOT ISSUE., APPLICANT HAS AN ACTIVE FS CASE AND &
LREADY RECEIVED FS FOR 10/04. P
BAR Status: Adveise Action Code:

| FZ-CIosed in Evror |

View all documents in HRA One Viewer I

Was the home visit attempted? [ Yes ¢ No ( NZA Were RAR's provided? | Yes (" No ¢ N/A
Was the home visit conducted?|* Yes ( No ¢ N/A Is the adverse action valid? [ Yes ( No

Supervisory Review
FIA-1028d Request to Remove Home Visit Needed/Home

Documents: x
2 View . 'gocymen_l: [—w
Disapproval Reasons Preview Comment L
' Approve
" Disapprove
| | 2]

Hext | Previous |

This Supervisory Approval window will be displayed in the following POS activities:

Approve CA Recertification, Approve CA Eligibility Decision, Approve CA Case Action, Approve Non-
Food Emerg/Special Grant, Approve INJESNAP (CA Case), Approve EC - CA Recertification, Approve
EC - CA Application Interview, Approve EC - CA Change Case Data, Approve EC - Non-Food
Emerg/Special Grant, Approve EC - IN'ESNAP (CA Case).
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Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015
Homebound Closing Edit

The following closing codes have been identified as incorrect when applying the closing code to a homebound

case:
.

G10 - Failed to Recertify — On Date

E18 - Failed to keep BEV Office Appointment (3 months SNAP Transitional Benefits) (SNAP
Separate Determination)

WX1 - Failure to Comply with Employment Requirements-90 Day Sanction (SNAP Separate
Determination)

F81 - Refused Photo ID - Single Individual for Home Visit Needed/Homebound (HVN/HB) cases
M88 - Failure to Comply with Automated Finger Imaging Requirement, Not Homebound or Group
Resident

N88 - Failure to Comply with the Automated Finger Imaging System [AFIS] Requirements,
Homebound or Group Home Resident [HH=1]).

When the JOS/Worker attempts to use one of these codes POS will display the following message:

“This homebound case cannot be closed with Closing Codes G10, F81, M88, N88, E18 or
WX1”

5. New Race/Ethnic Indicator

POS has been updated to accommodate applicants/participants who refuse to identify their race or ethnicity.
WMS introduced a new option of ethnicity indicator Unknown (U) for each race in addition to the existing Yes
(Y) and No (N) indicators. POS will add the new field called Unknown as the third option radio button to all six
ethnic fields of POS. When the user selects Unknown for any race, POS will save this option with the value
of U. The following windows in POS has the Unknown field added to the existing ethnicity fields which are
already displayed in the below windows:

e Application Intake/Adults in Household Window
e Application Intake/Children in Household Window
e POS Individual Detail Window
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Attachment A

CA POS Release Notes

Version 19.1.1 May

4, 2015

Version 10,1 - Paperioss Office System - [Adult s In Houschold )

Féo Cdt Tooks Wndow Held

-

Ll B =) ¢ K%

[Snole/Never Maced ~1

L ast Name Fust Name Muddio N ameo flolats gy So= =
| >l [Casohcad > I -]
Requued lor Applyng Adults ONLY
Indevidual s & Appdynng Fos o z 7
— r.!..-s*_czggc.'.v.!s_
" Spouse of Carehosd/Payees N CA g ™
Il -'
& Cavehoad I mA C of Buth Other Namels)
€ Payes I~ snap voe 4 = Lot e
" None of the above I~ None Marital Statue - .

17 You & mo

MHisoansc /1 atano Nateve Mawanan/Oithes Pacdw ilandes
| Yes (ONo () Unknown J | (OYes (O No O Unknown ] L ) Yes O No Unknown]
Native Ameorncan oo slrve Black o Alvican Amoncan What e
[ (O)Yes () No ) Unknown [ (OYes (CONo (C ‘Unknowrﬂ [v )Yes (O No ( ‘Unknown]
List Pavonts” Names £ I Not On Buth Castifscate
Mothod's - Masdon N | Fust Nomeo Middlo Namo: |
Fathed's - Lot N Ay Fust Nama Middlo Name |

6. NYCWAY Update

POS will send the following codes to NYCWAY to update the employment plan for immigrants when

applicable:

e 99EA- Employment Authorized
e  99UI- Undocumented Immigrant

In the event that the Alien Type changes from:

e B - Certain battered aliens who are the immediate relatives (spouse or child) of a US citizen or lawful
permanent resident alien who have been battered or subject to extreme cruelty by the spouse or parent

T - Persons paroled into the U for less than one year
G - Persons paroled into the US for at least one year
D - Federally certified victim of human trafficking

O - PRUCOL individual who may be eligible through TANF/Safety Net to

K - Persons Lawfully admitted for permanent residence
R - Persons admitted as refugees, including Amer-Asians, and victims of human trafficking

S- Persons lawfully admitted for permanent redidence who have worked or can be credited with 40
qualifying quarters of coverage as defined under Title Il of the Social Security Act
e A -Person granted asylum
e H - Cuban-Haitian Entrant or
e J - Persons whose deportation is being withheld

POS will send the 99EA to NYCWAY to inform FIA that the immigrant employment is authorized. If POS
identifies an undocumented immigrant it will send the 99Ul to NYCWAY.
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Attachment A
CA POS Release Notes

Version 19.1.1 May 4, 2015
7. Bureau of Eligibility Verification (BEV) Referral Update for One Shot Deal Type

One shot deal cases referred to BEV will require an Identification Type for BEV. Only the arrear types Rent
(E), Utilities (U) and Rent and Utility (B) are valid for One Shot applications.

e [f the One shot deal is for rent arrears then the indicator must be E.
e |f the One shot deal is for utilities arrears then the indicator must be U.
e If the One shot deal is for rent and utilities then the indicator must be B for both.

Previous BEV Response Window

Response to Question

Is this a case re-opening due to Fair Hearing. Aid to Continue or agency error? I?W BEV Ref Reasons (Fed Codes)l;

Will the case be rejected because the applicant is ineligible for Cash Assistance? m 27

BEY Referral is required? Yes | ' In Office " Field Visit Case Type INew |
CILOCA Case? No

ViewiSchedule BEV Appointment | Appointment Date  05/12/2015 Time 09:00 AM Type [SN

BEY Response
Recommendation Date (0070070000

Recommendation | x| Reason | pd

Comment...

Document... Scan
| [ ] =

=

Scroll Between Rows I ﬂ

0K Cancel

New Case and One-Shot deal types for BEV Response Window

Response to Question

Is this a case re-opening due to Fair Hearing, Aid to Continue or agency error? ITW BEV Ref Reasons (Fed Codes)l;
Will the case be rejected because the applicant is ineligible for Cash Assistance? m 36

BEY Referral is required? Yes [ & In Office " Field Visit Case Type |S.I. Rent |

One Shot Deal Arrears Type |E - Rent Armrears LI CILOCA Case? No

View/Schedule BEV Appointment | Appointment Date  05/11/2015 Time 09:00 AM Type [SN

BEY Response
Recommendation Date  [00/00/0000

Recommendation l | Reason =
Document... Scan Comment...
| [} .
Scroll Between Rowslﬂ
0K Cancel
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Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

8. Prevent Issuance of Rental Assistance Unit (RAU) checks

POS will prevent the issuance of RAU approved checks on cases that were closed under closing code Failure
to Keep/Complete Initial Interview (E10), Failed to Keep Appointment for Initial Eligibility Interview (F10),
Failure to Complete Eligibility Process (N17) or when the application interview has not taken place.

9. POS E Forms

The following forms have been updated to E forms and include the required updates:

W 532R-E, Notice to Applicant Referral to Bureau of Eligibility Verification (Home Visit)
W 532R-S, Notice to Applicant Referral to Bureau of Eligibility Verification (Home Visit)
W 532R-A, Notice to Applicant Referral to Bureau of Eligibility Verification (Home Visit)
W 532R-D, Notice to Applicant Referral to Bureau of Eligibility Verification (Home Visit)
W 532R-K, Notice to Applicant Referral to Bureau of Eligibility Verification (Home Visit)
W 5893Y-E, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)
W 5893Y-S, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)
W 593Y-A, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)

W 593Y-C, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)

W 593Y-D, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)

W 593Y-K, Notice to Applicant Referral to Bureau of Eligibility Verification (East River)

W700D- FIA School/Training Enrollment Letter

W700D (S) —FIA School/Training Enroliment Letter

10.PAM Printing Alert

Recently Management Information Systems (MIS) was alerted that the Job Center was unable to see
anything from the Paperless Alternate Module (PAM) when he/she printed the form. The following steps will
increase the size of the font:

1. PAM Print Preview

Clow tt

Page setup

Inpon snd evpon

Progertes

- o

ist of Grants
Grant = POUC  Code Description # rom Date To Date Amount Grant Status
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Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

2. Change to Landscape

L AR L B o N

3. Adjust margins to your desired settings

Ji620L%

Page 8 of 9



Attachment A

CA POS Release Notes

Version 19.1.1 May 4, 2015

4. Print in larger format
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Attachment B
Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

Recording Requests for LINC Supplements - Cash Assistance (CA)
e The grant request must be recorded in SI Task 2.

Version 19.2 - Paperless Office System - [SI Grant Requests and Issuance]
File Edit Tools Help

Instructions | -

The list below shows the tasks that are part of this activity, Y'ou should do the tasks in the order presented. Some tasks are required:
you must click the GO button and da the task before gaoing on ta the next task or completing the activity. Other tasks are nat required
and will hawe a button label of MA, Al required tasks must be completed before you can complete the activity.

S| Grant Request |

1. Task Name: 5| Grant Meeds [dentified in Interview A
Action: This Task must be completed before proceeding.
Status: No Action Required
2. Task Name: Record Special Grant Requests GO
' Action: This Task must be completed before proceeding.
Status: This Task is Next
3. Task Name: Requests Details Wait
Action: Complete the required tasks sbove before doing this task
Status: =
4 Task Name: EAF, E-SNA and EA4 Financial Eligibility Determination Wait
Action: Complete the required tasks above before doing this task
Status:
5 Task Name: Print Formes for Client ko Sign Wait

Action: Complete the required tasks above before doing this task.

Status:

Next Previous

e To record a broker’s fee, security deposit or furniture allowance for a LINC case, the Worker must
access the Record Special Grant Requests section (Sl Task 2) and click Yes for Need to Issue a
Generic PA Benefit.

Paperless Office System - [SPECIAL GRANTS]

File Edit Tools Help

Instiuctions: Use the window below to record grant requests. To record a request, click "Yes" for the appropriate row in the window.
A Response to Question window will appear to allow you to record the details of the request. Once all requests are recorded. click
the Next button to continue.

[Yes Mo |
Fnusing Related Benefils (1ent in advance, moving allowance, security deposit, broker's fee, funiture allowance). | P
Iﬁeplacement of Lost or Stolen Cash | - &
|EAA - Replace 551 Check/Stolen Cash/Mismanaged or Lost Cash | - &
IProperty Equipment And Household Item Repair or Replacement. | - &

Need to Issue a Generic PA Benefit?
[Rent Supplementation or FEPS Approval? P

l'llnlk—Aclivity Related Benefits? | -~ &

|§lnlage of Furniture and Personal Belongings | - r

Next Previous




Attachment B

Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

The Worker must select Other (Special Grant Request) in the Benefit Type field and must enter the
type of LINC grant in the Specify Other Type field.

Response to Question

Thiz window allows you to record various Public Assistance requests. Select the name of the casehead and the benefit type
requested. Record the details of the request. Click on the down arrow in the Scroll bar to record additional requests.

Case Head Benefit Type Specify Other Tvpe
Benefit Amount Total # Bequesting Allow. ﬁ Period Covered To
00/00/0000 |I]l];"l]l]!l]l]l]l]
Restriction Indicator

Check Replacement Mo. Fair Hearing Mo.

Document Scan Detail

oK | LCancel

Response to Question

This window allows you to record vanous Public Assistance requests. Select the name of the casehead and the benefit type
equested. Record the details of the request. Chick on the down arrow in the Scroll bar to record additional requests.

—__Case Head Benefit Type Specity Other Type
X ;] [Dthet [Special Grant Request) ﬁokcl s Fee LINC

Benefit Amount Total # R ngAbow  TFiom Period Covered To
| $1200.00 [o0/0070000 [0070070000

,Qﬂmmafz.ﬂmﬁa

Document

| _] sc:]r;mm's Fee for LINC

Detail

oK | Cancel




Attachment B

Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

e Torecord the request for a LINC supplement, the Worker must click Yes for Rent Supplementation
or FEPS Approval.

TAZT4PM  Tu

Fle Edit Tools Window

Instructions: Use the window below to record grant requests. To record a request. click "Yes" for the appropriate row in the window.
A Response to Question window will appear to allow you to record the details of the request. Once all requests are recorded, click
the Next button to continue.

I‘l’ex No |
Housing Related B fitz [rent in ad: , moving all L ity deposit, broker's fee, furniture allowance]. I ~ @
Replacement of Lost or Stolen Cash I c &
IEM - Replace 551 Check/Stolen Cash/Mismanaged or Lost Cash I ~ &
Property Equipment And Household Item Repair or Replacement. I e G
Need to Issue a Generic PA Benefit? & r

Rent Supplementation or FEPS Approval? | o ®
IWOlk—Activily Related Benefits? c &

Flnlage of Fumniture and Personal Belongings I ~

Spanith | Mext I Previous |

e The Worker must then enter the details of the LINC supplement in the response window.

Response to Question

_ |
Thiz window allows you to record one-time single-issue requests for rent supplementation. Click on the down arrow in the Scroll Il

har bn record additional reguests.

MHote: To add recurring rent to the budget, go to the Shelter [Houszing) Expenses window and anzwer "fes" to the question "Do

you [or anyone who lives with you) have a rent, mortgage or other shelter expenses?” Update the required information in the

Response to Question window. Then, calculate and authorize a new budget.

Caze Head Benefit Amount From Period Covered To
[ | [ oo/00/0000 [~ ooz0070000
Reason for Rent Supplementation Other Reazon Detail

| =1 .
Restriction Info
Restriction Indicator Copy Cumrent Rent House Nurﬂl?:‘r?
| = Restiiction Info Dit/Name/Type | E f =1 Apt:| ]
City/State/Zip| | B2 e
T Document... Scan Comment...

Ir I — IT j

(1] § | Lancel |




Attachment B
Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

e The Worker must complete Tasks 3, 4 and 5, then click Go for Task 6 (Outstanding Requests).

Paperless Office System - [SI Grant Requests and Issuance]
File Edit Tools Window Help

Instructions |;|

The list below shows the tasks that are part of this activity, Y'ou should do the tasks in the arder presented. Some tasks are required:
wou must click the GO button and do the task before going on to the next tazk or completing the activity. Other tasks are not required
and will have a button label of NA, All required tasks must be completed befare you can complete the activity.

Sl Grant Reguest |

2. Task Hame: Fecord Special Giant Requests
J Action: This Task must be completed befare proceeding.

Status: Completed

GO
3 Task Name: Fequests Details GO
GO

¢ Action: This Task must be completed befare proceeding.
Status: Completed

4. Task Mame: EAF, E-5H& and EAA Financial Eligibility Determination
¢ Action: This Task must be completed before proceeding.
Status: Completed

5. Task Hame: Frint Forms far Client to Sign

J Action: This Task must be completed befare proceeding.

Status: Completed

6. Task Name: Outstanding Requests. Documentation”erfication and Referrals GO
' Action: This Task must be completed before proceeding.
Status: This Task is Next

Hext Previous

Version 19.2 - Paperiess Offsce System - [Outstandmg Regeests Lint])

Gle Cot ook o
Case Nusber: Case Name: [
H.w.u e ﬁw S ommcn Emg ncur Status
ther (Spociel Grant Roquast) 0/2472015 [Chent [Request-Pormon Yes ncomglate
el S upploment D3/24/2005 [Chert Roguett Poizon Yes pys——r




Attachment B

Preparing Grants with Routing Location for Living In Community (LINC) Cases

May 2015

The Worker must enter the deta

ils of the decision for each request.

Paperless Office System - [Request Action]

Fle Edit Tools Window Help

Request Type: Oither [Special Grant Fequest]

Grant Info: [ETT TN

CA Household Size:l 0

Monthly Rent Allnwancezl $.00

Hefermrals and Dutcomes:

Financially Eligible for: EAF? | E-SMA?| Eaa?|

Documentation and Yerification:

Monthly Home Energy Allowance: $.00

Monthly Fuel for Healing Allowance: I $.00

1| Grants

| - Refenrals and Out

comes | Documentation and Y erification

— 51 Grant Details

Sl Grant Heeded? I(“ Yes © Mo

Decision Due Date: [03/26/2015

Overdue? |Nﬂ

Comments: |

Yiew Benefit lzsuance History

— 51 Grant D

Decision: | Not ready for decision

' Accept

" Deny

Retriexe Prior Papment Hixlu[yl

™ Other Action

Close |

Version 19.2 - Paperless Office System - [Request Action]

Next Request

Previous Request |

File Edit Tools ‘Wwindow Help

Request Type: Fther [Special Grant Request]

Grant Info: (R TR
CA Household Size:l 0
Monthly Rent Allowance: I $.00

Relerral: and Dutcomes: (M TH[E

Financially Eligible for: EAF?| E-SNA?| EAA?|

Documentation and Yerification:

Monthly Home Energy Allowance: $.00

Monthly Fuel for Heating Allowance: I £.00

Grants i Referrals and Outcomes | Documentation and Yerification
— Referrals
Referal to: IAUM? I(:' Yes { No

Ulhelﬂefenal?lf:‘l’es " No
?I("Yes " No Source of

Releral made to: IL

B d external assisk
F

INC]

assistance:l

— Recommendation Received

Recommendation Received: I & |ssue Grant

Accept Youcher? | [

Approved Amnunl:l $1.250.00 Approved Period: me:ll]l]!l]l]!l]l]l]l] To: [00/00/0000

¢ Issue Grant Conditionally " Deny Grant

Comments: |App|oved LINC Broker's Fee

Close

lext Request Previous Request




Attachment B
Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

e The Worker must enter the details of the decision for each request.

Version 19.2 - Paperless Office System - [Request Action]

Fle Edit Tools Window Help

Fient Supplemeant

Request Type:

Financially Eligible for: EAF? |No E-SNA?IYes EM?l
Grant |"fﬂ? Refemnals and Dutcnmex: Documentation and Yerification:

CA Household Size:l 0 Monthly Home Energy Allowance: $.00
Monthly Rent Allowance:l $.00 Monthly Fuel for Heating Allowance: $.00

i Referals and Outcomes

i 2] Grants

| Documentation and Yerification |

— 51 Grant Details

§l Grant Needed? Iﬁ' Yes Mo

Decizion Due Date: [03/26/2015 Dverdue? [No
Comments: | View Benefit Izzuance History
— 51 Grant D
Decision: I " Not ready for decision " Accept " Deny

Retrieve Prior, Payment History

[ Other Action

Cloze | Hext Request

Previous Request

Version 19.2 - Paperless Office System - [Request Action]

File Edit Tools “Window Help

Request Type: Fent Supplement Financially Eligible for: EAF? |ND E-SNA?I’T’e: EAA?l
Grant |ﬂf02 Relemals and Uulcomes: Documentation and Venfication:
CA Household Size:l 0 Monthly Home Energy Allowance: $.00
Monthly Aent Allowance:l $.00 Monthly Fuel for Healing Allowance: $.00
Grants 3=:€>Helenale and Dutcomes | Dacumentation and " erification |
— Refarrals
Relenal to: IﬁDM? I(:' Yes { Mo
Othe:r Refenal? [C Yes € No Referral made to: |
Received | assi ?I “Yes Mo Source of assistance:

— Recommendation Received

Recommendation Received: I * Iszue Grant " Iszue Grant Conditionally " Deny Grant

Approved Amount:l 00.00 Approved Period: From:|00/00/0000 To: |I]l]ll]l]fl]l][ll]

Accept Voucher? I (s [&

Comments: |LIN C Supplement

Cloze | Hext Request

Previous Request




Attachment B

Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

Paperless Office System - [Qutstan

File Edit Tools Window Help

Case Number: II]I]I]I]I]I]1 6802B Case Name: |l:c Cec

I Request | Date Request Source |Emg | 51 Iﬁecull Status

Other [Special Grant Request] Client Request-Person Complete
Rent Supplement 03/24/2015 |Client Request-Person Yes | Yes Complete

Next | Previous |

e After completing Task 6, the Worker will proceed to the Grants Data Entry section.

Version 19.2 - Paperless Office System - [SI Grant Requests and Issuance]
File Edit Tools ‘“Window Help

Instructions |;|

The list below shows the tasks that are part of this activity, You should do the tasks in the order presented. Some tasks are required:
you must click the GO button and do the task before going on to the next task or completing the activity. Other tasks are not required
and will have a button label of Ma, Al required tasks must be completed before pou can complete the activity,

Sl Grant Request I

4 Task Name: EAF, E-SHA and EAA Financial Eligibility D etermination G0
Action: Thiz Task must be completed before proceeding,

Status: Completed

LR Task Mame: Frint Forms far Client to Sign feln)
J Action: Thiz Task must be completed before proceeding,

Status: Completed

6. Task NMame: Outstanding Requests, Documentationerfization and Referals GO
J Action: Thiz Task must be completed before proceeding,

Status: Completed

7 Task Name: Grants Data Entiy GO

% Task Name: Frint Notices and Repayment Agreements YWait

il = e e e

Action: Complete the required tasks above before doing this tazk
Status:

l

Next Previous




Attachment B
Preparing Grants with Routing Location for Living In Community (LINC) Cases
May 2015

Version 19.2 - Paperless Office System - [Single Issue Grant Summa
File Edit Tools ‘window Help

Case Numbel:ll]l]l]l]l]l]] 6802B Case Name:ll:c Cc Suffix: |1
He-llse Case Numhel:l Eenlel:IHunl: Point Job Center Category: |SHCA

Filters
’V ¥ Show PA Grants ¥ Show SMAP Grants ‘ Yiew Grant lssuance History |
Code Description | From / To Cieated | Amount |Mext Month Special Status P
Amount
Fent Supplement(] 03724205 $833.35] waiting Action
[Fient Supplement() 03/24/25( $833.33 waiting Action

[FRent Supplement() 03/24/2M5( $833.33 waiting Action

waiting Action

[Fient Supplement() 03/24/25( $833.33 waiting Action

[FRent Supplement() 03/24/2M5( $833.33 waiting Action

Other [Special Grant Request])) 03724205 $625.00]

Fent Supplement(] ‘ 03724205 $833.33]
‘ waiting Action

Grant Details | New Grant |
Next Previous

e The Worker must enter the details of the grant. In order to generate the RO Checks, the Worker
must enter a value of PUC 1 — Special Roll Check in the Pick-Up Codes and a value of CRP6 in the
Routing Location field.

Version 19.2 - Papetless Office System igle Issue Benefit Data Entry Window]
File Edit Tools Window Help

Case Numbes:[000000168028 Case Name:|Cc Ce Suffix:[1
HeAlse Case Humber: Eenlel:lHunls Paoint Job Center Category: |SHCA

Request Type:lﬁenl Supplement(]

What type of grant needs to be issued? |+ [al Total grant amnunl:l $5.000.00 Wiew CA Toe Digit Schedule

 PA Single Issue Grant Ink i -
P05 Rule Slalus:l— =
Pick-Up Codes: |PUC 1 - Special Roll Check ;I
Issuance Category: |Uthel Allowances ;I f
Issuance Code: |Code 51 - LINC 1 Living in Community Shelter Family with Employment j

Case Category for Emergency Grant: IS"“:-A ;I

Fair Hearing:
Shelter Type:| Is this a back-up glanl?l Yes ( Mo

Routing Replaces Restricted Authorization
Amount From To Location  Check Humber Indicator Number
I $83333 | 03/01/2015 i | 03/31/2m15 I CRPG Vendor ~| 4 :I

Messagel

Delete Grant

Done Cancel |






