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POLICY BULLETIN #15-60-SYS 
(This Policy Bulletin Replaces PB #10-39-OPE) 

 
ACCESSING HRA EDOCS, FIA WEB PAGE AND MULTI-LANGUAGE FORMS 

 

Date: 
June 30, 2015 

Subtopic: 
Procedures 

 

 This procedure can 

now be accessed on the 
FIAweb. 

Revisions to the Original Policy Bulletin: 
 

This policy bulletin is being revised to update staff on the use of HRA 
(Human Resources Administration) eDocs and the FIA (Family 
Independence Administration) Web page, both of which can be 
accessed from the HRA Homepage. It also provides instructions on 
how to access multi-language forms using eDocs and the FIA Web. 

HRA Homepage 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 To initiate a search for a document or form, click on HRA eDocs 
under My Job Tools, or click on the Family Independence 
Administration from the drop-down menu under Program Area. 

Click on Family 
Independence 

Administration. 

Click on 
HRA eDocs. 
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HRA eDocs 
 
 

 Click on HRA eDocs on the HRA Homepage to search for a 
document or a form. 

 
To Locate a Document on HRA eDocs 
 

The HRA eDocs Page criteria allows for a search as follows: 
 

 Enter a whole or partial title, name or number of the document in 
the search doc title/number field and click Search. 

 

 
 

 If the number or name of the document is unknown, the search 
can be refined which displays a number of documents as follows: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Click Search 
once search 
criteria has been 
entered above. 

Enter the title or 
number of the 
document. Click 

Search, or 

Click the + sign 

next to HRA. 

Click the + sign 
next to FIA, then 
select OPPT. 

Select a 
Document 
Type. 

Click Clear to 
remove search 
criteria. 

Once Search is 
clicked, documents 
appear based on the 
search criteria. 

By entering a partial number in 
the search doc number field, 
i.e., 15-25, a policy bulletin and a 
fax flash with that number 
appear. 

Partial number 
entered here. 
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 Under Program Area, click on the + sign next to HRA to view 
the FIA Submenus and select OPPT. Scroll down to 
Document Type and select Policy Directives. Policy 
Bulletins, Center Directive (for CD Memos), Desk Guide, 
Brochure, Fax Flash, Forms, or Transmittal, or as 
appropriate. Click Search and a list of documents appear in 
the right hand column. 

 

To Locate Forms (multi-language included) on HRA eDocs 
 

The HRA eDocs Page criteria allows for a search as follows: 
 

 Enter the whole or partial specific title, name or number of the 
form in the search doc title/number field and click Search and 
the screen appears listing the form.  

 

 

 To display the form, click the PDF icon. 

 To display the multi-language versions of the form, click the + 
sign and the screen below appears listing the multi-language 
versions of the form. 

 

 
 

 To display the form, click the PDF icon next to the desired 
language and print. 

Enter the whole or 
partial title or 
number of the 
form. 

Click on the + sign to 
display the multi-
language versions of 
the form. 

Languages are 
listed here 

Multi-
Language 

forms 
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FIA Web 
 

 Click Family Independence Administration (FIA) from the drop 
down menu under Program Area on the HRA Homepage to 
search for a document or a form. 

 

 
 

 Click Office of Procedures, and the FIA Web Page appears. 
 

 
 
 

 
 
 
 
 
 
 
 

The page displays 
three months of 
published 
procedures. 

Click on 
Office of 

Procedures. 
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To Locate a document on the FIA Web page 
 

 
 

 
  
  Click Policy Documents to display the Drop-down menu listing 

document types, then click the + sign for the type of document 
being searched for (i.e., policy directive). The Drop-down menu 
below will display the year of publication for Policy Bulletins, 
Policy Directives and Center Director Memos.  

 If the link does not have a + sign, click the link and a window will 
open displaying all of the documents in that folder (i.e., FIA Desk 
Guides). 

  
Drop-down menu for 
Policy Documents 

 
  

 Click the year the Policy Directive was published and the 
following window will appear. 

Click on Policy 
Documents and 
the Drop-down 
menu appears 
listing the 
document types. 

If Policy Directives 
was selected, 
choose from the 
Drop-down menu 
list of timeframes 
for the document. 

List of 
Document 
Types 
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New HRA eDocs page 
listing the documents 
selected 

 
  

This window displays in numerical order all of the Policy Directives 
published for the year selected. Click the PDF icon to display the 
document. 
 

 To Locate forms (multi-language included) on the FIAWeb 
  
 

 
 

 
 
 
 
 
 
 
 

 

 Click Forms and select FIA Forms. 
 
 
 
 

Click on Forms 
and select FIA 

Forms. 

FIA Forms 
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 Enter the whole or partial name or number of the form in the 
Title/Number field, click Search and the screen appears below 
listing the form.  

 

 

 To display the form, click on the PDF icon. 

 To display the multi-language versions of the form as below, click 
the + sign. 

 

 

 Click on the PDF icon next to the desired version of the form to 
display and print. 

Enter the 
whole or 
partial name of 
the form. 

Enter the whole or 
partial number of 
the form. 

PDF 
icon 

Click the + sign for 
multi-language 
versions of the form. 

Languages are 
displayed here. 
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Refer to PB #15-51-OPE 

Refer to PB 06-76-SYS for details on accessing the FIA Web from 
the Paperless Office System (POS). 
 
If a policy document or form cannot be located, JOS/Workers should 
call the FIA Call Center at 718-557-1313, press 3 at the prompt 
followed by 1. 
 

 Effective Immediately 
  

 
 Related Items: 

 
 PB #06-76-SYS 

PB #15-51-OPE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=01d3411c-7cdb-496d-9c95-194856120e7b
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003837491&ObjType=2&Op=Open

