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using PAM

Revisions to the Original Policy Bulletin

This policy bulletin has been revised to add instructions on the steps to
be followed in the event of equipment failure.

Purpose

The purpose of this policy bulletin is to introduce the Paperless Alternate
Module (PAM) and CDE process to Cash Assistance (CA) and Non
Cash Assistance (NCA) Supplemental Nutrition Assistance Program
(SNAP) Center staff as well as all ancillary sites that process CA and
SNAP transactions.

The PAM system is designed for use when a transaction cannot be
processed in the Paperless Office System (POS). The data entry
authorization documents such as the Turn Around Document (TAD) or
the Single Issuance Authorization Document are completed by the CDE
Unit. The CDE Unit is a centralized data entry unit located in Brooklyn.
The CDE Unit receives all case transactions that are processed using
PAM.

PAM is only used when case actions must be taken outside of the
Paperless Office System (POS). For every transaction processed
through PAM, staff is required to indicate the reason for not processing
the action in POS. All case actions are now in PAM.

Note: WMS actions that previously did not require submission to the
Control Unit (i.e. application registration, application modification, worker
case update, etc.) continue to be processed directly through POS and
not through PAM.

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=81814fd2-ec36-4357-a94a-5d9dfd5e7176
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=b40c0025-0d8f-4902-860e-23f09c0dd44f

Back-up-documents

Revised
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The implementation of PAM eliminated certain Control Unit functions
such as batching documents, reconciliation of documents prior to
retention and the manual stamping of paper authorization documents.
PAM now systematically is batching the transactions and generating
authorization numbers beginning with 50000000 and reducing by 1 for
each PAM transaction (50000000, 49999999, etc.) to help identify all
PAM processed transactions.

PAM will also allow staff to initiate, approve, and process grant data
entry transactions without printing the Public Assistance (PA) Single
Issue Authorization Form (LDSS-3575), or the SNAP Single Issue
Authorization Form (LDSS-3574).

Note: If the transaction being processed requires a back-up-document
(BUD), the current process of creating a manual LDSS-3575 and/or
LDSS-3574 and maintaining it in a tickler file must still be followed. On
the due date of the document, the JOS/Worker must check WMS to see
if the BUD is needed. If the BUD is needed and can now be processed
in POS, it should be processed in POS and the paper documents should
be discarded properly. If the action still cannot be processed in POS,
then a new electronic PAM document must be created and processed.

Under no circumstances should staff process case actions, including
error correction, directly into WMS. The Center Directors will be held
accountable for any transactions done outside of POS and PAM. If POS
and PAM are down, the Center Director must contact the Assistant
Deputy Commissioner of Operations for approval to do direct data entry
into WMS.

Since the actual TAD is not available in PAM, the TAD must be
completed manually. This includes having the document approved and
signed by the appropriate supervisory staff. Once approved, the Data
Entry forms, i.e. TAD, must be scanned and indexed into the electronic
case record using the case/link number and not the application
registration number.

When indexing the scanned documents, staff must choose Internal
Paper Authorization Document as the Document Type. As PAM is
designed to mimic the paper process, any additional screens or
documents that would normally be sent to Control Unit along with the
Data Entry Document must also be scanned and indexed, creating a
multiple page document. Staff must then log in to PAM and create a new
PAM activity.
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New

User Rights

See PAM Release
Notes 17.3.1
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Note: Scanners with a larger flatbed have been provided at each
location to allow for the scanning of the TAD. These scanners do not
replace the other scanners at the locations and are only to be used for
the scanning of TADs and, if necessary, the accompanying budgets that
are being authorized on that TAD.

In the event that the PAM scanners are not functional, the center
management must notify Management Information Systems (MIS)
immediately. If no response is received within 48 hours, the Center
Director must contact the Office of the Deputy Commissioner for
Operations. The Deputy Commissioner will provide instructions on how
to transport documents to the CDE Unit for data entry.

Since implementation of the PAM system, Control Units no longer
accept any paper transactions. If a transaction is in error status as
identified on the WINRO125 or a single issuance grant has purged, as
indicated on the WINRO107, the Error Correction Supervisor must alert
the JOS/Worker of the error. The JOS/Worker must either correct the
error in POS or create a new error correction PAM transaction. The
WINRO126 no longer has to be monitored, as all successfully
transmitted TADs are stored in the Internal Paper Authorization
Document folder of the HRA OneViewer.

PAM is not intended to be a replacement of POS and certain
functionalities have not been carried over into the new system. Unlike
POS, where staff can work below their titles, most staff will not be able
to function in PAM in any role other than their designated title. For
example, a Supervisor will not be able to initiate an eligibility transaction
using a TAD in PAM. This is a function that is limited to staff identified as
Worker.

The five role functionalities in PAM are:

Worker;

Supervisor;

Data Entry Supervisor;
Data Entry Operator; and
D&C Operator (CA Typist)

Exceptions have been made to allow Notice of Intent (NOI) Clerks as
well as Fair Hearing and Conference (FH&C) staff to initiate actions
associated with their functions in PAM.

Note: User rights are established and maintained through the POS
Enroliment System.
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PAM link is available | For ease of access, staff is able to log in to PAM through a link in the
in the POS Portal POS portal. Staff is required to sign on to PAM using their Network ID
and password.

27 Good Afternoon ! Today is Thursday, October 10, 2013 2:32 PM HRA Home Page
NC. - TR R POS Management
teg Click here to POS (Paperless Office System) Console
]
rc access PAM POS Release Notes
o9
|
NC PAM (Paperless Alternate Module) Child Care System
= (ACCIS)
[ ——
Public Transportation
NCA SNAP Calendar Automatad
Reimbursement (PTAR)
Rental Assistance
Database (RAD)
FIA Reports HRA One Viewer
Front Door Reception
(FRED)
2 EN 'AULT: FIA IVRS Telephone
ENTERPRISE VAULT REcart Robortig Syatem
Enterprise Vault Benefits (IVRS)
SNAP Employment
Read More SYSEamI(ESES)
Ticket Monitoring Made
Sign-Up for the Easy (TIMME)

Entarnrice Vanlt

g

ate IV '"rolu

3

N 1
e M ltern
Wi 1 § ] tern

Log In
Already have a User ID and Password, please sign in below
User ID: |
Password: | € Enter— )

All data contained in this system is confidential by City, State and Federal lavww and regulations. Failure to protect this information
from unauthorized use or disclosure may subject you to discipline as well as financial, civil and criminal penatties, up to and
including incarceration. By logging into this system, you agree to these terms of use. Modified on 09/27/2013
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If a PAM user encounters any issues with logging in to PAM or any other
usage problems, they should call the MIS POS Help Desk at 718-510-
0551 or send an email to helpdesk-pos@hra.nyc.gov.

Screenshots detailing the PAM process are attached to this procedure,
separated by the role of each staff member in the process.

Effective Immediately

Related Item:

CD #14-26

CD #15-08

PAM Release Notes 17.3.1

Attachments:

Attachment A: PAM Screens for all users

Attachment B: JOS/Worker Screens
Attachment C: AJOS/Supervisor Screens

Attachment D: Data Entry Supervisor Screens
Attachment E: Data Entry Operator Screens
Attachment F: D&C Operator (CA Typist) Screens

FIA Policy, Procedures, and Training 5 Office of Procedures
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Attachment A: Screens for All PAM Users

A link to access PAM is available in the POS Portal.

2% Good Afternoon ! Today is Thursday, October 10, 2013 2:32 PM HRA Home Page
NCA SNAP Application N T S EO S POS Management
Log POS (Paperl Offic SAr=¢ y i Console

:ng SNAP Recertification POS Release Notes

e ————
—_—ee
AM (Paperiess Alternate Module) | Child Care System
NCA SNAP Deferr‘ PAM ( AF Alternate W | (AcCcISs)

Public Transportation
Automated
Reimbursement (PTAR)

NCA SNAP Calendar

Rental Assistance
Database (RAD)

FIA Reports HRA One Viewer

Front Door Reception
(FRED)

= ENTERPRISE VAULT: ::zel:ltﬁ:e':::fg:;nse,stem
Enterprise Vault Benefits (IVRS)
SNAP Employment
Read More System(ESES)
Ticket Monitoring Made
Sign-Up for the Easy (TIMME)

Entornrico Wanls

Clicking on the link will bring up the log in screen. Staff must enter their network ID and
password and click the ENTER button.

=arur Emewons

Log In

Already have a User ID and Password, please sign in below

User ID: I

Password: | t ~ Enter j

All data contained in this system is confidential by City, State and Federal law and regulations. Failure to protect this information
from unauthorized use or disclosure may subject you to discipline as well as financial, civil and criminal penalties, up to and
including incarceration. By logging into this system, you agree to these terms of use. Modified on 097272013




Attachment A: Screens for All PAM Users

After logging in, the first screen that all PAM users will see is their inbox which provides
PAM users the ability to see all the activities in his/her queue and what status they are
in. To the left of the inbox is the Navigation Menu with five different links:

INBOX My Inbox
NEW PAM ACTIVITY
SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES

INBOX: Allows PAM users to see all the activities in his/her queue and what status they
are in.

NEW PAM ACTIVITY: Opens the PAM Client Search screen (link is only available for
PAM users designated as JOS/Worker).

SEARCH PAM ACTIVITY: Opens the PAM Activity Search screen (additional screen
shots are on the following pages).

REPORTS: Provides ability to track all requests created by the PAM User and the ability
to show the report based on the criteria selected by the PAM user.

OTHER SOURCES: Opens a drop down window with hyperlinks to: WMS, the HRA
OneViewer and the Toe Digit Schedule.




Attachment A: Screens for All PAM Users

Search PAM Activity
All PAM users have the ability to search for activities using the following criteria:

e Case No

e (Case Name

e SSN

e Activity Type
e Activity ID

e Activity Status

Wodul

S &
.

Activity Search

NEW PAM ACTVTY
@ case o " case Name € ssn  Activity Type © Activity 1d © Activity Status

Case # Search

SEARCH PAM ACTIVl«

REPORTS

OTHER SOURCES

Results of the search will be displayed, in read only mode, in a grid at the bottom of the
screen with a paging option for easier navigation.

Activity Search
SEARCH PAM ACTIVITY

O case No O case Name O ssn O Activity Type O Activity 1d @ Activity Status
REPORTS

OTHER SOURCES Pam Slatu;’ Cancelled ¥l Search

Activity List
Responsible Center  Case # ‘ Suffix Case Name ActivityType Grant# E-Check Activity Status ‘ Activity ID  Assigned To Created On Perm
02 Jo Jea 2 [ loancees  sm [sysTussTau osaniezisan | 0
! ]
040 { o1 TAD 0 Canceled {3160 SYSTEM SYSTEM |10/10/201310:33:35 A1 | N
03 |01 CA 1 Canceled |a279 SYSTEM SYSTEM |10/1472013 10:00:42 A1 | N
03 | | | Ica 1 |AUTOE  |Canceted 218 |SYSTEM SYSTEM [10/1020138:1828AM | N
053 CA 2 ANUALE [Canceled [319¢ SYSTEN SYSTEM [10/102013229:50P1 | N
023 TAD 0 ‘ |Canceted [a22s SYSTEM SYSTEM  10/1172013 3:52:02 PU N
018 ica 1 AUTOE  |Canceles 2220 {SYSTEN SYSTEM 101472012 5:27:52 Pl N
0s3 720 o | lcancenes atss [svstemsvstew [onozotazazsom | N |
Total Records : 8/8




Attachment A: Screens for All PAM Users

Note: If an incomplete case number is used, a listing of all cases containing those digits
will be displayed as in the screen below.

Activity Search

SEARCH PAM ACTIVITY
REPORTS

OTHER SOURCES Easc 500082% |CSearch ]

Activity List
Responsible Center  Case #  Suffix Case Name  ActivityType Grant# E.Check Activity Status Activity ID Assigned To Created On Perm

@ case No O case Name O ssn O Activity Type O Activity 1d O Activity Status

053 (] ca 1 Data Entered 3201 JiaLn ]c:xc:zcreez? 13 PN N
053 o1 [ca 1 MANUAL E [Faiied Data Entry 3203 saln [tonoz0r232350m |
0s3 01 "2.‘- 1 [ .Ser:vrg Data Entry |3264 .Sram‘a ltegha IICH 012 §:12:28 AM

053 o1 [ca 1 [AUTOE  [FaleaDataEnty 3271 [aLn [tonzz0ras122em |
053 o1 [sn I DataEnteres 2278 Jaln [tonszorazatsaan | n
053 o1 [ca % [ |pending Approval 2278 |Duggirala Neeha  |10/1220139:5825 A | N
053 o1 |ca 1 [ |cancelies |a279 SYSTEM SYSTEM |10/142012 10.00:42410 | N
0s2 o1 ca 1 AUTOE |Cancelked 3128 |sysTem sySTEM [101020139:1828 A0 |
053 o1 A0 0 | Faied Data Entry (3153 JiaLin [tor0013 10:05:37 20 | 10
053 o1 TAD 0 Data Entered 3188 Jia Lin [tonozo13 11az1sam |
053 o1 [ea 2 MANUAL £ |Cancelled 318 svs A (1011012013 2:28:50 PIt N
053 01 ‘TA‘AC 0 Pending Approval 3200 Duggirala Neeha  |10/10/2012 2:21:42 PN N
053 01 ca 1 MARUAL E vbs-rmrg Data Entry (3202 .S!'nm’a Megha .|t-'|3.v‘23|2 32353 PN

0s3 01 ;Ci« 1 MANUALE ’Per:mng Data Entry 13209 Sharma Megha bw:'! 172012 9:14:01 AM Y
083 o1 ca 1 AUTOE  |Compiete 2220 sy VSTEM 1011172012 3:01:47 P18 N
053 o1 [ea h AUTOE  |Complete 13148 |svsTemsysTEm [10m0z012922:122M |
0s3 o1 |ca i1 [1anUALE [Faied Data zntry (2285 |sia L [1on2z0139:30:30 A4 | 0
053 o1 [ca 1 [ Data Entered 3273 Jatn 1012201362632 | N
0s3 o1 [snar 1 [ Data Entered 3275 JiaLn [tornazo12 1018:22P0 | 10
053 ot [snap < [ Pending Approval 328+ [Duggirala Neeha [10/122013 12:1523 P | N

[} Total Records : 37/37 1 2

Additional Functions

In addition to the Navigation Menu, there are three tabs across the top of PAM:
Activity Details, Comments, Activity History.

PO ETE Comments IActlvlty History I

NEW PAM ACTIVITY
SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES




Attachment A: Screens for All PAM Users

Activity Details Tab: Allows PAM users to process activities on a selected PAM
transaction based on their designated functionality (i.e. Submit for Approval, Return to
JOS/Worker, etc...).

INBOX LR ETTEl Comments ] Activity History ]

NEW P/ Responsible Center: 053 Originating Center: F40 Activity Status: Draft

= z S Case Name: _ Date Prepared: 10/10/2013 Batch #:
SEARCH PAM ACTIVITY Case #: Suffix: 01

REPORTS

Activity Type
Activity ID: 3157 ‘

OTHER SOURCES

Reason for this action in PAM: | SI grant Transferred Case _:_I Activity Type: DSS-3575 CA Grant 'I

# Is there an eligibility TAD transaction associated with this grant € Yes @ No ‘

E-Check/E-Cash

l I_ Auto E I~ Manual E ‘

List of Grants

Grant # I Code! Description I From Date | To Date | Amount I Grant Status Edit Delete
1 [ o | Code 08 - Supplement of Rent Only | 9//2003 | 9/30/2013 | $450.00 | DRAFT Edit | Delete |

Total Amount:
Grant Count: 1 $450.00 ‘

Actions

[ Add New Grant | save Activity | Car!l Submit for Approval ‘

LA - T Comments l Activity History l

Responsible Center: Originating Center:
Caze Name: - Date Prepared:
[Case #: L . Suffix;

Activity Type

Activity 1D: 3195
Reason for this action in PAM: | M only Recert =l Activity Type: [DSS-3517 Tum Around Document (TAD) &

Activity Status: Failed Data Entry
Batch #: U/ACS3

Batch Type U/AC >

Linked Documents
Scanld | DocTypeld | Description | Scan Time | Scan Document
81 8851 ] Paper LDSS-3774 EPFT Senefits Pull | Thu 03-Oct-2013 15:01:08 | 907463 |  Preview

Actions Taken

=
=

Action

- ~ Retum To Jos Warker ]




Attachment A: Screens for All PAM Users

Comments Tab: Allows any PAM user to:

e Type notes (maximum 500 characters) in the Notes Box (click SAVE to commit

notes to PAM)

Review previous notes in read-only mode

INBOX

F40
10/10/2013
01

Activity Status:
Batch #:

Originating Center:

NEW PAM ACTIVITY
Date Prepared:

SEARCH PAM ACTIVITY Suffix:

REPORTS

OTHER SOURCES All entries are save and cannot be editted or deleted from the record once saved.

)

Note (Max 500 char)*

||

Added Date : 10/10/2013

Added by : Alex Begun

Save I

Cancel I

Notes History

[ Type [ Note Added By | Added Date

| General |Case notes can be entered here. | Alex Begun 10/10/2013 10:37:26 AM

Staff should enter detailed comments for each PAM transaction.

Activity History Tab: Allows all PAM users to see the PAM Activity on a certain case.

verles 1N

A

11:10)¢
NEW PAM ACTIVITY Responsible Center: Originating Center: F40 Activity Status: Draft

Case Name: Date Prepared: 10/10/2013 Batch #:
SEARCH PAM ACTIVITY Case #: Suffix: o1
REPORTS Activity History

Logld Action Action Detail Status Action Action On Assigned To

OTHER SOURCES 2 &

1571 UPDATE ACTVITY Activity Updated Draft Alex Begun 10/10/2012 10:23:02 AM AlexBegun

1570 INSERT ACTIVITY Activity Created Draft Alex Begun 10/10/2013 10:22:57 AM AlexBegun

Total Records : 2/2




Attachment B: JOS/Worker Screens

After logging on to PAM the JOS/Worker’s Inbox (My Inbox) will be the
first screen he/she sees. This screen provides a listing of all the actions
taken by a user that still require processing.

To initiate a new transaction click on the NEW PAM ACTIVITY button in
the Navigation Menu.

) At Grant  E Act. Assigned  Date  Assigned G

cn::'u;r Ol St Ol i e ™ e Gt

040 o ' 2 Retumed by Supenisod 3116(SmihJohn OBZD13 (101102013 2

e v [ o ot | ssnibion 0aos {woans | 8
{ o | bt A7Snib o (Ws0e foneaeny | 7

onersoes |G o | bt b o o | 7
0 o bt Asnibil V90 o | 8

o0 o | ot T ‘ g

INBOX

NEW PAM ACTIVITY
SEARCH PAM ACTIVITY
REPORTS

OTHER SOURCES




Attachment B: JOS/Worker Screens

The Client Search screen will open up:

e Enter the case number or SSN and click on search. PAM will
connect with WMS and return case information which will be
displayd in the Client List section.

¢ Click on the case number (#) which will act as a hyperlink to import
more WMS data for the case and bring up the Activity Details tab.

Note: For application cases, use the link number and not the application
registration number.

Human Resourcor
Administration
Oupwinent of
Sl borvin

Paperless 1

] Select and

NEW PAMACTIVITY
@ caseNo s
SEARCH PAMACTIVITY
g Csed 0030008211 suffce] | Search
OTHER SOURCES
Client List
Client Case # Line No Sufﬁx‘ Case Name CAStatus | WA Status | SNAP Status | SNAPAUTHToDate | Category = Center#
en
List noo | P ¥ & i 083
n oo 4 4 i 2 05
woon | i ¥ i f 053
(TR { i i i FA 053
Total Records : 4/4




Attachment B: JOS/Worker Screens

Creating a Supplemental Nutrition Assistance Program
(SNAP) Grant (LDSS-3574)

After selecting the case to be worked on, the Activity Details screen will
open. To initiate a SNAP grant the JOS/Worker must:

e Select a reason for taking the action in PAM. If “Other” is selected,
a text box will appear and the JOS/Worker must explain why the
action is not being processed in POS.

Mye perless X Itex

Reason for this action in PAM: ---Please Select--- ;I

‘---Please Select---

Ma only Recert

SI grant Transferred Case
51 grant Sep Det case
Change MA auth dt

REOP line to AP status
CED Update

SMAP 15 - TAD

WMS Error Correction TAD
Multi - Suffix

System Outage

PARIS Match closing/Unique auth TAD
Advised by Help Desk
Other

Mot available in POS
POP/Advent




Attachment B: JOS/Worker Screens

e Select SNAP Grant as the Activity Type

e Answer Yes or No to Is there an eligibility TAD transaction
associated with this Grant?
e Click Add New Grant to proceed

le

% Iternate Modu

T - ey
INBOX LTV CIFTL Comments ] Activity History ]

NEW PAM ACTIVITY Home Center#: 018 Originating Center: F43 Responsible Center: (

‘Case Name: Date Prepared: 9/17/2013
SEARCH PAM ACTIVITY |Case #: Suffix: 01 Batch#:

REPORTS

Activity Type

OTHER SOURCES Activity 1D: 1666

Reason for this action in PAM: ISI grant Transferred Case d Achwm ISNAP Grant vI

] ' o ---Please Select---
SNAP Grant

Is there an eligibility TAD transaction associated with this Graﬁ  Yes C No CAGrnl

mp> [ Add New Grant_|

Save Activity | Cancel Activi

Activity Type: ---Please Select--- ;l
i---Please Select--- :

DS5-32574 SMAP Grant

DS5-3575 CA Grant
DSS-3517 Turn Around Document (TADY




Attachment B: JOS/Worker Screens

In the Grant Details section, the JOS/\Worker must:

e Enter the grant information
e Click the Save Grant button

Note: The authorization number will be generated by PAM unless the
issuance type requires the reuse of a prior authorization number.

e Ll Comments | Activity History

Home Center#: 018 Originating Center: 43 Responsible Center: 018

3
Case Name: Date Prepared: 9/17/2013
Case #: Suffix: 01 Batch#:

Activity Type
Activity ID: 1680

Reason for this action in PAM: SI grant Transferred Case 3 Activity Type: ISNAP Grant 'I

OTHER SOURCES

Is there an eligibility TAD transaction associated with this Grant? C Yes C No

Add New Grant

SNAP Grant Details

Issuance Code® [ Code 08 - Prorated/Partial NPA =
Amount* 100
Next Month Amount* 200

From Date® W
To Date* W
Replace Benefits [ilx—
Routing Location* W

Authorization #*

—} Save Grant I Cancell

Save Activity Cancel Activity |




Attachment B: JOS/Worker Screens

The Summary Section will open up:

e |f additional SNAP grants are required staff can add additional
SNAP grants by clicking on the Add New Grant button

4"

Heox Act'wilyDetaiIs\ Comments |Activity History I

LTI AL Responsible Center: Originating Center: 044 Activity Status;
PPN (25t Name: Date Prepared: 10/15/2013 Batch #:
SEARCH PAM ACTIMTY Case s Suffis: o
REPORTS

Activity Type
OTHER SOURCES
R ity 10 79

Reason for this action in PAM: |1 grant Transferred Case I Activity Type: [DSS-3574 SHAP Grart =]

List of Grants
Grant# Code Description From Date To Date Amount  GrantStatus  Edit Delete

| 1| 06 | Code06- Prorated/Partisl NAP Benefits | 101152013 | 10/45/2013 | §20000 |  DRAFT | Edit | Delete |

lt.‘rant Count: 1 Total Amount: $100.00

— '

Add New Grant | Save Activity | Cancel Activity |  Submit forApprovall Gruupl




Attachment B: JOS/Worker Screens

After the initiation of all the SNAP grants for a specific case:

e Click on the Submit for Approval button
e A new screen will pop up, select the Supervisor to submit the

grants to for approval and click the Select button. A confirmation

window will pop up
e Click OK to proceed

Note: The default will be the AJOSI/Supervisor identified as the
JOS/Worker’s supervisor in POS. Staff will have the ability to select a
different AJOSI/Supervisor to submit the work to, if necessary.

NEW PAM ACTIVITY
SEARCH PAM ACTIVITY

REPORTS

OTHER SOURCES

Last First

Title Unit Phone No.
Name Name
Jos 3
® CUpervisor  MPU Duggirala Neeha Responsible Center:

Case Name: o 0/2013
Case #: Batch#:

SUPERVISOR REC Gunter Max 7188386312 |
Activity Type
Activity ID:
Reason for thi¢ ftivity Type:
* Istherean ¢
E-Check/E-Ca¢ - Select Cancel
|- Auto £
List of Grants
| Grantld | Code Description | FromDate |  ToDate | Amount  GrantStatys | Edit | Delete |

1846 K06 Code 06 - Prorated/Partial SNAP Benefits 10/1/2013 10/19/2013 3 DRAFT Edit | Delete
. Total Amount:

Grant Count: 1 $3.00

Actions

Add New Grant | Save Activity | Ca# Submit for Approval




Attachment B: JOS/Worker Screens

Creating a Cash Assistance Grant (LDSS-3575)
To initiate a CA Grant:

e Select a reason for not taking the action in POS

e Select CA Grant as the activity type

¢ Indicate if an eligibility TAD is associated with this activity

¢ Indicate if the CA grant is an E-Check and if it is an Auto E or a
Manual E-Check

e Click the Add New Grant button

Bahst | et . Moyhvng et e Brapestoe [palee
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Attachment B: JOS/Worker Screens

The Grant Details screen will appear:

Select the appropriate pick up code from the drop down menu
Select the appropriate Issuance Category from the drop down
menu
Select the appropriate Issuance Code from the drop down menu
Enter the:

= Amount of the grant in the Amount field

= From and To dates in the respective fields
Select the Restriction Indicator from the drop down menu
Click the Save button

Note: PAM will only allow for the entry of Payee Information if the
Restriction Indicator requires it.

Cancel



Attachment B: JOS/Worker Screens

The Summary Section will open up. If additional CA grants are needed,
staff must click on the Add New Grant button.

ryﬁ

]ﬂ[

Responsible Center: Originating Center: 044 Activity Status:

(Case Name: Date Prepared: 10/15/2013 Batch #:

Case #: Suffix: o1

Activity Type

Activity ID: 3393

Reason for this action in PAM: | SI grant Transferred Case _:J Activity Type: I DSS-3574 SNAP Grant ~ I

List of Grants

Grant #  Code Description From Date To Date Amount Grant Status Edit Delete
1 | 06 | Code 06 - Prorated/Partial SNAP Benefits | 10/15/2013 | 10/15/2013 | $100.00 DRAFT | Edit | Delete |
|grant count: 1 Total Amount: $100.00 |
Actions

‘ ‘ Add New Grant | Save Activity | Cancel Activity | Submit for Approval | Group I

After all CA Grants are entered for a case

e click the Submit for Approval button

ActlvnyDetalls Comments IAC’UVlty History |

Responsible Center: Originating Center: 044 Activity Status:
Case Name: Date Prepared: 10/15/2013 Batch #:
Case #: Suffin: 01
REPORTS
_ Activity Type
CTHERS Activity ID: 3393
Reason for this action in PAM: |81 grant Transferred Case = Activity Type:  [DSS-3574 SNAP Grant +|
List of Grants

Grant# Code Descripti From Date To Date Amount GrantStatus  Edit D
| 1 | 06 | Code 06 - Prorated/Pl % | 10152003 | 10/15/2013 | $100.00 | ORAFT | Edit| C

[Grant Count: 1 Total Amount: $100.00

Actions

’ Add New Grant | Save Activity | Cancel Activity | Submit for Approval| Group|

10



Attachment B: JOS/Worker Screens

The Submit for Approval button will bring up the Select Supervisor
screen where the appropriate supervisory staff will be selected

e Click the Select button and a confirmation window will pop up
e Click OK to proceed

Tide  (unit LSt | RISt o N,
Name Name

Jos
- .
_ 1 WP Duggila Necha

Jos

SUPERVISOR REC Gunter Max 7188386312

11



Attachment B: JOS/Worker Screens

Authorizing Paper Turnaround Document (TAD)

To initiate a PAM activity involving a TAD:

e Select the reason for using PAM from the drop down menu
e Select the Activity Type from the drop down menu
e Select the Batch Type from the drop down menu

R g Coments | ity oy
NEW PAM ACTIVITY Home Centers: 053 Originating Center: F40 Responsible Center:
Case Name; Date Prepared: 10/3/2013
SEARCHPAMACTIITY - G Suffx: 01 Batch#:
REPORTS -
Activity Type
OTHERSORCES ASTTOROR )
Reason for this action in PAM: ’MA only Recert y Activity Type: |DSS-3517 Turn Around Document (TAD) _vJ
Batch Type ’---Please Select--- j
---Please Select---
E/AC
ER
E/sl
U/
U/Maint
U/AC
U/ap
UfReop

12



Attachment B: JOS/Worker Screens

e Select the TAD to associate with the activity (a check will appear in
the small box adjacent to the Doc Type ID field

e Enter a brief description of the action being taken

e Click on Save Activity

Beg

ActivityDetaiIs‘ Activity Histo |
3

NEW PAM ACTIVITY |Home Center: 05. Originating Center; F40 Responsible Center;
J%Castz Name: - Date Prepared: 10/3/2013
SEARCH PAMACTIVITY |Case #: Suffix: 01 Batch#:
REPORTS .
Activity Type
OTHERSOURCES  RPRETVBOR L
J;Reason for this action in PAM: ’MA only Recert L] Activity Type: | DSS-3517 Tum Around Document (TAD) j
satchype | NN
Newly Scanned Documents
Doc Type Id Description Scan Time Pages  Scan By Document\
- Ve Paper LDSS 3517 Tum Around Document Thu03-0ct-2013113%:06 | 1 | 907A63 | Preview
Actions Taken
- Closing case as requested. Test Case. _A_|

=

Actions

m— [ iy | Cancel Aciiy

v1,010ct 3 2013 9:57AM

13



Attachment B: JOS/Worker Screens

e Click on the Submit for Approval button

X Iternat

Responsible Center: Originating Center: 044 Activity Status: Draft
Case Name: _ Date Prepared: 10/15/2013 Batch #:
Case #: Suffix: 01

Activity Type

Activity ID: 3394
|Reason for this actionin PAM:  [MA only Recert = Activity Type: [D55-3517 Turn Around Document (TAD) - |
Batch Type E/AC B
SRR
Number |
Linked Documents
ScanId Doc Type Id Description Scan Time Pages ScanBy Document Delete
| so | 3882 | Paper LDSS 3517 Turn Around Docurnent | Thu 03-Oct-2013 11:39:06 1 907463 | Preview | Unlink |

Actions Taken

opening case

~

Actions

| Save Activity Submit for Approval | Group I ‘
L

e Select the appropriate supervisory staff and click the Select button

[E———— « Graposaitle Comter
Carse Mamme Date Pregared .
Canse 2 St Batchs

Activity Type

Actovetry 10 1682

Hoaran for thes action ¥ B |

Title Last Name First Name Phone Ho.

@m.m«x
O o« vas

1&'13:

. - | S —

— Save Actrty

Cancel Actraty

14



Attachment B: JOS/Worker Screens

Authorizing All Other Data Entry Documents

When the reason, Not Avialable in POS, is selected as the reason for
taking an action in PAM the Activity Type drop down will allow the
JOS/Worker to select one of the data entry documents that is currently not
available in POS.

Activity Type: ---Please Select--- LI

DSS-3573 Recoupment
DSS-3652 Transaction Cancellation

DSS-3722 Fair Hearing Update
DSS-3774 EBT Pulled
DSS-4962 Infraction Deletion

e Select the appropriate Activity Type and the Activity Details
section will display all of the data entry documents related to the
selected activity that have been scanned and indexed into the
Internal Paper Authorization Document folder

e Click on the Preview link to view the scanned image(s)

e Select that document by checking off the box next to the document
being authorized

e Click on the Save Activity button

15



Attachment B: JOS/Worker Screens

equn (11
NEW PAM ACTIVITY Responsible Center: 053 Originating Center: F40 Activity Status:
Case Name: ! Date Prepared: 10/10/2013 Batch #:
SEARCH PAM ACTIVITY | REEEES Suffix: 01
SR Activity Type
OTHER SOURCES Activity ID: 3175
Reason for this action in PAM: |MA only Recert ﬂ Activity Type: | DSS-3517 Turn Around Document (TAD) ;I ‘
‘Batch Type U/AC v ‘
Newly Scanned Documents
nc Type Id cription Scan Time Pages | Scan By
F 8883 Paper LDSS-3573 PA Recoupment Data Entry Form Thu 03-Oct-2013 15:01:08 Preview
, 8887 Paper LDSS-3652 Transaction Cancellation Thu 03-Oct-2013 15:01:08 1 907A63 Breview
r 8882 Paper LDSS 3517 Turn Around Document Thu 03-Oct-2013 15:01:08 1 907463 Preview
|_ 8889 Paper LDSS-3575 Cash Authorization Document Thu 03-0ct-2013 15:01:08 1 907A63 Preview
|_ 8890 Paper LDSS-3574 Nutrition Assistance Program (SNAP) Thu 03-Oct-2013 15:01:08 1 907463 Preview
r 8884 Paper LDSS-3722 Fair Hearing Case Update Data Entry Form Thu 03-Oct-2013 15:01:08 3 907A63 Preview
r 8885 Paper LDSS-4962 Infraction Deletion Form Thu 03-Oct-2013 15:01:08 1 907463 Preview
I_ 8891 Paper LDSS-3774 EPFT Benefits Pull Thu 03-Oct-2013 15:01:08 Y S07A63 Preview
Actions Taken
2
H
Actions
‘ | saveactivity | Cancel Activity ‘

e When completed, click on the Submit for Approval button

I
Activity Details [SiEaERIE] lAcu

Responsibla Contar:
Case Name:

Case #:

Activity Type

Oniginating Contar:
Dote Prepared:
Suffix:

Activity Status:
Batch #:

Activity 10:

Batch Type u

Reason for this action in PAM:

3153

[a

|

Activity Type: [

517 Tum Around Document (TAD) 8

Linked Documents

Scanld | Doc Type Id

Scan Time

54 88390

urn Around Document |

Thu 03-Oct-2013 11:36:07

| Pages | Scan By | Document | Delet
| 1 | so7ae3 | greview | unlink

Actions Taken

Test DOC

Actions

H

]

Save Activity | ‘ Submit for Approval _|

16



Attachment B: JOS/Worker Screens

e Select the appropriate supervisory staff
e Click the Select button

'S 3 . /1 At -:]"r.\
 Xlternate Viodule
ets | 1
= -
Setect Supervisor
Title Last Name First Name Phone o,
© o« Nests
e
O . vas s
Add New Grant
- EEES e s
Cancel Actrity

Grouping

When multiple PAM Activity Types (SNAP Grant, CA Grant, TAD, etc...)
are being processed on a specific case, staff will be able to group the
activities together. Each Activity Type in a group will share a common,
group ID.

INBOX My Inbox

T X At Gramt  E Act,  Assi Date

NEW PAM ACTIVITY m Case# Suffd  Case llame Twe  Count Check Status i Tgm Created

SEARCH PAMACTIVITY (I | 01 2 Returned by Supenvisor] 3118(Smith John (1012013 101012013 2|
023 0 1 Dratt 3403(Smith John 110872013 (1044012013 5
F15 | 01 1 [Dratt 3371(Smith Joh  |10/182013 (1001672013 7!
F15 01 1 Dratt 3327(Smith John (10442013 10442013 7
019 0 1 [Drat 3337(Smith John  10/142013  [10/1412013 s!
019 01 1 Dratt 3200/Smith John 101142013 [10/1402013 { )

17



Attachment B: JOS/Worker Screens

Clicking on the Group button will open a pop-up window listing all the
actions initiated on a particular case by the JOS/Worker.

it z
ActMlyDetalls Comments lAc’tl\lty History |

Responsible Center: 053 Originating Center: 044 Activity Status:

Case Name: Date Prepared: 10/15/2013 Batch #:

Case #: Suffix: 01

Activity Type

Activity 1D: 3393

Reason for this action in PAM: |51 grant Transferred Case ;I Activity Type: DS5-3574 SNAP Grant 'I

List of Grants
Code Description From Date To Date Amount
| 06 | Code 06 - Prorated/Partial SNAP Benefits | 10/15/2013 | 10/15/2013 | $100.00 |

)

Grant #
1

Edit Delete
| Edit | Delate

Grant Status
DRAFT

lGrant Count: 1 Total Amount: $100.00

Actions

‘ Add New Grant | Save Activity | Cancel Activity | Submit for Approval I Group |

If the activity was not previously grouped, only the current activity will be

displayed

e
e

L
B el S e red Covd

Aetheny Ny
DETIN0A T O et

18

JOS/Worker must select the activity and click on the Select button
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Attachment B: JOS/Worker Screens

If other activities for a particular case were previously selected for
grouping, they will be displayed in the list.

St A g v

vt Cave St

PN R Aoty Fypw
o CEEDERONIT N 20w
e

R R )
U gt Traabrrsod Camm  DCIIN MW Orwd Cen  SVIRIIOTI N D 4T
e e DAL AT Py et bwnanans (L1 [uwry  BAIL LI & G400 b
CORODOONTY W S 4 @wrs Trmsbvrord Casn LA G L

SO e

After selecting the group to associate the activity to, a confirmation pop-up
window will open. Click OK to proceed.

REPORTS
pre——— Activity Type
LD Activity ID: 2%
Reasan for this action in PAM: [ HA only Recert 2] Activity Type: [DSS-3517 Turn Around Dacument (TAD) -
Batch Type E/AC i]
Authorization Number F9996983
Linked Documents
Scanld  Doc Type Id Description Scan Time Pages ScanBy Document Delete
50 | 8882 | Paper LOSS 3517 Tum Around Document | Thu 03-0¢-2013 11139106 | 1 | 907463 | Prevlev | Unliok |
Newly Scanned Documents
Doc Type Id Description Scan Time
[ 8889 Pap
[ l 8884

-o:t-zozamasxos‘ 1 [ 907463 | Previey

Pages Scan By Document
er LDS5-3575 Cash Authorization Document Thu 03-0ct-2013 11:39:07 1 | 907463 | Preview
Paper LDS

Activky grouped successfuly.

Actions Taken

opening case

19



Attachment B: JOS/Worker Screens

The Activity Details screen will now display the activity group for a
selected case.

erless 241
lﬂ!z'.n'l. —

A tiyty Tygee
Actrty 104 L

W awens fr s action i PANG  [HA OolY RECHT 2] ety Types [GE5-3517 Turm Avound Decument (TAD) -]
Activity Group
Actevity i Cosne wite PAM Ranson Aty Type Watue  Grwated On
300 SO0200S020IC | 01 | K1 grask Tranwemed Case DA5-3974 INAP Grat | Oram | 10/19/201
N 00030008211C 0 | MA sody Retnnt 085-3517 Tum Around Document (TAD) Ot | 10/1%/201)
ikt R ety
Bateh Type e 3
At A% N ridene Sagit b
Lnked Documents
Scanid Do Type I Descrphon Scan Tene Pages  Wan by  Document Oelete
0 1H Paper LOSS 381 Tum Araund Dacumant Thy 0302013 $1:99:04 ] 07443 | Praxiey | Molod

AdBonna Takon

opening case

A tywree

Save Activity | - Cancel Actity | - Submet for Approval |

If it is determined that an activity was grouped in error, staff will also have
the ability to ungroup an activity from a selected group. To unselect an
activity from a group, from the Activity Details screen for a specific
activity, click on the Ungroup link. A pop-up window will open asking the
user to verify the ungrouping.

Note: If more than two activities are in a group, the remaining activities will
remain in the group while the ungrouped activity will become its own
individual activity.

20



Attachment B: JOS/Worker Screens

Parponsdle Coater:
Cone Noms
Lo 0y

Oripnsting Contar! a4 Actiwrty Statwei Ork

- Dote Prapund 1013301 Retsh 40
Satt, o

et A

Aoty 10y I

Rausen for this acbon in PAN; [STrot Tranatarred Case gl Actraty type:  [O5S3575 CAGrak 2]

Activity Growp
Acwnityid Conar it PAM Ressan Activity Type Wabes  Created On

ny | | 0 $1 gront Trandtarred Cone DES-3974 G000 Qe Orat | 1VIW01)

| | | o | MA ool Racen 0389917 Tum Arownd Document (TAD) | Onskt | 10vi%/261)
™ | 0 $1 gt Trangfaned Care D85 097% CA Qe Ot | 1M1V

e o ARy

1Ok £ Gk
Faver 7wt

The page ot localbant 3727 sayx:
Gt ¢ (ode Amemnt Gt Matus Bt Delete
! o Cota O re you sure you mart 10 Lngrou th actity? 2.920.00 baarT 14 | Qeinte |
— ] o |
Crant Cownt | §2,50.0
L

Add Nw Grant | Save Activity | | Cancal Activity | | Submit for Approval |

After ungrouping the activity, it will be displayed in the Activity Details
screen as an individual activity. Staff can continue to process the activity
as needed.

LI WVDEETEE Comments lActivity History I

Responsible Center: Originating Center: 044 Activity Status:
Date Prepared: 10/15/2013 Batch #:

Case Name:

Case #: Suffix: o1
Activity Type

Activity ID: 3396

Reason for this action in PAM: [S1 grant Transferred Case ;I Activity Type: IDSS-3575 CA Grant 'I

E-Check /E-Cash
[l‘ Auto E [T Manual E ’

List of Grants

Grant # Code Description From Date To Date Amount Grant Status Edit Delete
[ 1 | 09 | codeo09-Supplement of Rent Only | 10/1/2013 | 10/1/2013 | $2,500.00 DRAFT | edit | Delete |
|grant count: 1 Total Amount: $2,500.00 |
Actions

Add New Grant | Sawve Activity | Cancel Activity | Submit for Approval I Group I

21




Attachment C: AJOS/Supervisor Screens

Grant Approvals

After logging on, the Supervisor’s Inbox will open with activities in Pending Approval

status displaying.

e Click on the case number (#) hyperlink to begin the approval process

Note: The Navigation Menu will not have the NEW PAM ACTIVITY button as

AJOS/Supervisors cannot initiate PAM activities.

My Inbox

SEARCH PAMACTVITY RS Cemer\ Case # Sufﬁx‘ CaseName  Type GrantCount ECheck ~ Staws | Id  AssignedTo | Date Created | Assigned On
REPORTS i A0 Pendng Approval 3195 Duggirala Neeha | 2013-10-10 20131010
OTHER SOURCES j (A |l AUTOE  [Pending Approval 3193 (Duggirala Nesha | 2013-10-10 2013-10-10

] SNAP |1 Pending Approval 3192 {Duggirala Negha  |2013-10-10 2013-10-10
REASSIGN AcTIVITY I P 1 Rering gl 062 Duggisesha U040 DI

] CA |t AUTOE  [Pending Approval (3159 Duggirala Nesha  (2013-10-10 2013-10-10

] (A | AUTOE  [Pending Approval 3158 (Duggirala Nesha | 2013-10-10 20131040

] Ch |t Pending Approval | 3157 {Duggirala Negha [ 2013-10-10 20131010

] TAD [0 Pending Approval (3153 [Duggiala Neeha (2013-10-10 20131010

Total Records : 8/8



Attachment C: AJOS/Supervisor Screens

The PAM action associated with that case will open. If multiple actions are being taken
on a case they will be identified as part of an Activity Group.

Note: Each activity in a group must be approved individually and will continue to be
displayed as part of the Activity Group, with an updated status.

e, -

o

et
A Ganly Faoms =l

Avtivety Fype Ty

=)

R ——
Cases Sutr s Acthvity Type Status Ermatnd On
| o - » D85 VR BNAF Grant Pording Apgeoe el OSSO0
' | o | | OBBIBLT Yurn Arwsed Dncumant (TAD) ' Fanding Appraval | 10282013
[ ™ varslury » | IS5 PETS CA Grand | Panding Assgnmant 1o/AS/201y |
Nateh Tyne wE—"""""2
ARt athuie S T
Lhnkod Docwments
Scanid Do Yypw 4 Oescription Scan Tane Foges  Scan By Documnnt
| so | nooz | Paper LDAS 3517 Turm Around Dacument Thu 03-Oce-2013 25.9% 06 | h | sorasy Praviem

Actinme Taken

wpeEning vane

To begin the approval of a grant:

e Click on the View Grants Details

F
LYSIVENITIRTENE Comments | Activity Hestory
Norpanaibile (anter ona Oraginn s birny € wiber 04s Actreity Status Panding Approye
Canm Smmet Oate Propawd 103012 Batch #y
Canm #4 St 031

Activity Type
Activity 102 339

Heason for this action in PAM [§Torarx Transforrod case =) Activity Type (6353573 CA drane . =)

Activity Group

Activityld Casow Sufte PAM Reason Activity Type Status Created On
3393 01 | St grest Transferred Case 055.3574 SNAP Grant | Pendng Approval | 10/1%/2013
3 | o1 MA only flecory | DE5-3517 Turn Areund Document (YAD) Pendng Approval I 1015/2013 |

| 3% 01 S8 gram Yransferred Case O55-357% CA Grant Pendng Approval 10/35/204 3

t-Check/E-Cash
I Actor 7 stanusl b

List of Grants

Grant & Code Description From Date To Date Amount Grant Status
3 0 | Code 09 « Supplement of Rent Only | 10/3/2033 W0/a/2000 | 4250000 | PENDING
Grant Comnt 1 Total Amnunt: $2,500.00

‘ View Grant Detsis |



Attachment C: AJOS/Supervisor Screens

The Grant Details Screen will open up:

e Review each grant and Approve or Disapprove

e Enter a comment into the Comments Box, indicating the decision

e |If all associated grants are approved, click on the Submit button

e If any of the grants are disapproved, click on the Return to Worker button.

Note: The Return to Worker button will only appear if any grant is disapproved.

| Grantid | Code | Description [ fromDate |  ToDate | [
| 1948 G02 Code 02 - Regular Allowance for Recurring Needs 10/1/2013 10/5/2013 100 PENDING

Grant Count: 1 Total Amount:

$100.00

View Grant Details
Grant # 1 Grant # 1 Payee Information
Pick-Up Code 9 Name
Issuance Category G Street Address
Issuance Code Go2 City
Amount 100 State
From Date 10/1/2013 Zip
To Date 10/5/2013 Recoupment Indicator
Restriction Indicator 1

Fair Hearing #
Replaces Benefit
Routing Location

Authorization Number 49999661

Grant # 1 Action

e .

Approve Disapprove

Comments

- |

Action

Submit | Return To Worker []

v1.01 Oct 3 2013 9:57AM




Attachment C: AJOS/Supervisor Screens

Approval of all other Data Entry Documents

To approve any other Data Entry Documents:

SEARCH PAM ACTIVITY

OTHER SOURCES

_‘ 2 X lternate

gag
My Inbox

Case # Type Of Activity

Auto Ch.

Click on the selected case number (#) hyperlink

Manual Ch. Activity Id

Date Created

Status

TAD

il 2750

2013-10-03

Pending Approval

Total Records : 1/1

INBOX
SEARCH PAM ACTIVITY
REPORTS

OTHER SOURCES

Activity Details ) Comments ]Activity History ]

Home Center#: 053 Originating Center: F40 Responsible Center:
Case Name: - Date Prepared: 10/3/2013
Case #: Suffix: 01 Batch#:
Activity Type
Activity ID: 2750
Re- |MA only Recert j Activity Type: | DSS-3517 Tumn Around Document (TAD) j
‘Batch Type |U_;'Mamt j ‘
Linked Documents

Scanld | Doc Type Id Description Scan Time Pages | Scan By

50 8882 Paper LDSS 3517 Turn Around Document Thu 03-0ct-2013 11:39:06 1 207453
Actions Taken

Case being closed. Test.

Action

C C

Approve Disapprove

Comments

Action

= Submit




Attachment C: AJOS/Supervisor Screens

e Click the Preview link to view the attached PDF Document in the Linked
Documents Section

Pa

Logged 1n As: Neahs Dogalrals (213 : e 2q Oul

Activity Details ESEREIEEESS '; tivy Mestory '

SUARCH PAM ACTIVITY Respasidle Conter: oS3 Ocigiasting Conter
Date Srepared §0/20/2013 Batch #
Saffon

*

Activity Status:

Cane Narwe

Cane #

Activity Type
Activity 101 3193

Reason for this action in PAM, [ma f : =] Actvity Typer [T % rvoys t (120) =)
Batch Type I .I

Linked Documents
| Scantd | Oectyperd | Description L ScamTume | Pages | ScanBy | Decement |
| [ 13 3 %

T Paper LOS5+3774 ESFT Danefits Pull Thy 03-Oct+2013 $5:0£:08

Actioos Taken

Action

Submit l

Y dm - Page Sefety- Took- - 7

WMS/NYC AUTHORIZATION




Attachment C: AJOS/Supervisor Screens

After reviewing the image:

e Select Approve or Disapprove

q: Approve e Dhnapprove

e Review the JOS/Worker notations in the Actions Taken text box

Actions Taken

e Enter Supervisory Comments in the Comments box

Comments

e Click on the Submit button to forward PAM Activity to the Data Entry
Supervisor’'s Inbox

Submit




Attachment C: AJOS/Supervisor Screens

Reassign Activity

To reassign an activity:

e Click on the REASSIGN link from the Left Navigation Menu to display the
Reassign Grid

l”"’““"‘i“"""‘

3162 [ Dogorals Neehy

3 Fesong Azoraal  [319E Dugorab teets [2013-10-8 201 310-4
AUTOE  [Pesding Azoravel  (219) DugoralaNeehs 20131008 201310-59

Pecding Agpcovdl (2192 Dugorsletieshy  QO12-10-18 01-10-0

Pesdng Appravel 5‘2!3-1&?3 QU048

sorss ticey |0 20 3

Degraaleshs  HIMM0M D000

Digorasleshs  DOILADET 013080
NI Dgpraielesa  DOILIBN GOIMALNE

Total Records : 6/8

INBOX Filter By
P pa— |J\ct|mty Status Local Office Sort By Order By
| Draft v| [0s3 v| [acTiviTiio v| [DEsc v
REPORTS
OTHER SOURCES Filtered Results
_ . Case Type of #of E- Activity Assigned
REASSIGN ACTIVITY Resp. Center Case#-Suffix Nome Aty  Cramts Check St8S T T Date Created  Assignad On
. Smith 10/14/2013 10/14/2013
O 033 o =0 Draft 3278 jomn 53:58:25 AM 5:58:25 AM
. Smith 10/12/2013 10/12/2013
O 033 TAD o Draft 3270 John 10120143 AM 10120149 AM
. Begun 10/10/2013 10/10/2013
O 033 TAD o Draft 3183 Alex 12:30:123 PM 12:30:23 PM
. Begun 10/10/2013 10/10/2013
O 033 TAD o Draft 3178 Alex 12122122 PM 12122122 PM
. AUTO Begun 10/10/2013 10/10/2013
O 033 oA t E Draft 3134 Alex 10:21:23 AM 10:21:23 AM
Reassign to JOS Worker




Attachment C: AJOS/Supervisor Screens

The Reassign Grid can be filtered by different variables and be displayed in either
Ascending or Descending order:

Activity Status

INBOX Filter By

. Activity Status Local Office Sort By Order By
Draft 2l jaL x| |actvitvio x| |pEsc =z

R Pending Approval

OTHER SOURCES u
Returned by Supervisor

REASSIGN ACTIVITY Returned By Data Entry

Local Office

INBOX Filter By

- Log Out
SEARCH PAM ACTIVITY bt Local Office Sort By Order By
Draft =] AL ~| [acTvimvip ~| |pEsc =l

REPORTS ALL

'OTHER SOURCES Filter I 001

005
REASSIGN ACTIVITY 006
008
009
010
011 —
012
013
017
018
019
023
024
026
028
032
035
037
038
039
040

-




Attachment C: AJOS/Supervisor Screens

Sort By

x|

Filter By
Activity Status Local Office —— Gt By —)rder By
SEARCH PAM ACTIVITY
Draft =l AL >l [acTviTvip ~| [pEsc x|
REPORTS
OTHER SOURCES Filter I ASC
REASSIGN ACTIVITY

Based on the Activity Status, either the Reassign to JOS/Worker or the Reassign to
Supervisor button will be displayed.

1 Itern:

INEDX Filter By
SEARCH PAM ACTIVITY |.l\cl:|\.rll:;.r Status Local Office Sort By Order By
| Draft v| [0s3 v| [acTiviTvID v| [DESC |
REPORTS
OTHER SOURCES Filtered Results
_ . Case Type of # of E- Activity Assigned -
REASSIGN ACTIVITY Resp. Center Case#-Suffix Name Activity Grants Check Status Id To Date Created Assigned On
Smith 10/14/2013 10/14/2013
O 033 ca 30 praft 3278 Ichn 3:58:25 AM 3:58:25 AM
Smith 10/12/2013 10/12/2013
O 033 TAD o praft 3270 Ichn 10:20:49 AM 10:20:49 AM
Bagun 10/10/2013 10/10/2013
O 033 TAD o praft 3183 Alex 12:30:23 PM 12:30:23 PM
Bagun 10/10/2013 10/10/2013
O 033 TAD o praft 3173 Alex 12:22:22 FM 12:22:22 FM
AUTO Bagun 10/10/2013 10/10/2013
O 033 ca t E praft 3134 Alex 10:21:23 AM 10:21:23 AM
‘ Reassign to JOS Worker

Note: All PAM Activities in Draft, Returned by Data Entry and Returned by
Supervisor status can only be reassigned to a JOS/Worker. PAM Activities in Pending
Approval status can only be reassigned to an AJOS/Supervisor.



Attachment D: Data Entry Supervisor Screens

After logging on, the Data Entry Supervisor inbox is displayed. The Data Entry (DE)
Supervisor can filter activities by:

e Activity Status (Pending Assignment is the default)
e Local Office

e Sort By

e Order By

INEY Filter By
SEARCH PAM ACTIVIT, Activity Status Local Office Sort By Order By
— Pending Assignment =] A =] [actviTvio =] [oesc |

OTHER SOURCES Filterl

Filtered Results

l Resp. Center Case#-Suffix Case Name Type of Activity # of Grants E-Check Status Activity Id Assigned To Date Created Assigned On

Assign To Data Entry Operator

Assigning to Data Entry Operator

Based on the filtered criteria (e.g. Pending Assignment):

e Select the local office
e Select the cases for assigning to Data Entry Operator by checking off boxes
e Click on the Assign to Data Entry Operator button

(". ,!/; ~rN _(\\/—( - 1’ _""' -S.;
2% Iternate Vliodule®

Filter By
Activity Status’
IPendmg Assignment =] |os3

[Fiter] g

Filtered Results

Sort By Order By

=] [acTviTyio =] [oesc = |

Resp. Center Case#-Suffix Case Name ;‘(’:’:I‘:; (’ir‘;’nls &C(k Status ;‘;'"’"V :;‘"-"“d Date Created  Assigned On
—_— 00030008214G-  SPEARS, 3 Pending > 10/10/2013 10/10/2013
> 053 a grITNEY A 1 Assignment 3157 Jialin 10:12:19AM  3:27:17 PM

—_— Assign To Data Entry Operator




Attachment D: Data Entry Supervisor Screens

The Select Data Entry Operator window pops up:

e Select the appropriate DE Operator's name
e Click the Select button
e Click OK on the confirmation window pop-up to proceed

Select Data Entry Operator

Title Last Name First Name Phone No.

004 1John 718-555-5555
Diana 718-555-5556

22 I —
on John 718-555-5557

Note: If multiple activities have been identified as part of a group (indicated by the group
ID), assign all activities in the group to the same Data Entry Operator, when possible.

Filter By
13 H Pat ACTIVITY Activity Status Local Dffice Sort By Order By
- Pending Assignment =1 [aLl =] [acTvITYID | [oEsC =
o E Filter
Filtered Results
Bomfay  Cosew-suffe  CaseName fUMY BN G stams f0F (9 pate created ‘ e
M os o Bans . e mun NGRS lmmmn
rooss @ s B e eun GRS s
M os o Pdns . e eun MRS mem
r os o s Bans s s MR oo
r oss s Bdns . ssseoeun N IR
Assign To Data Entry Operator




Attachment D: Data Entry Supervisor Screens

Data Entry Supervisor’s Other Responsibilities in PAM

If work needs to be reassigned from one Data Entry Operator to another:

e Filter the inbox to display the batches that are Pending Data Entry

e Select the batches to be reassigned

e Click on the Assign to Data Entry Operator Button to open Select Data Entry
Operator screen

e Select appropriate Data Entry Operator

¢ Click the Select button

e Click OK on the confirmation pop-up to continue

Human Retsources

Tk =
Social Servce

BO

Filter By
|i\cti\.rit\.r Status Local Office Sort By Order By
ending Data Entry v| [aL v| [acTiviTYiD v| [pEsC v

Filter

Filtered Results

_ . Type of # of E- Activity Assigned -
Resp. Center Case# Suffix  CaseName MEEOU 290 =~ O Status -~ - Date Created Assigned On
DSS- Pending Sharma 10/11/2013 10/11/2013
‘ O o2z 3722 o Data Entry 2237 Megha 3:54:15 PM 3156111 PM
. N Bending Sharma 10/10/2013 10/10/2013
O F15 shap N Data Entry 310 Megha 3:00:03 PM  3:15:27 PM

‘ Assign To Data Entry Operator

Sebwct Data Ervtry Operatos

Tothe Last tane Fst Mame Phane o,

‘n‘ 04 sohn 7183383588
- n o 738-555-55%4
£ Jotn I 7385555557




Attachment D: Data Entry Supervisor Screens

If Data Entry fails and work must be returned to the JOS/Worker:

e Filter the inbox to display activities in Failed Data Entry status

e Select the activities to be returned to the JOS/Worker

INBOX Filter By

SEARCH PAM ACTIVITY Activity Status Local Office Sort By Order By
= Failed Data Entry = fau | [acTviTYo | [oesc |
OTHER SOURCES Filter I
Filtered Results
2 Case Type of # of E- Activity  Assigned .
Resp. Center Case#-Suffix Name Activity Grants  Check Status Id To Date Created Assigned On
Failed Data s 10/10/2013 10/10/2013
— | 253 _ iae b Entry 3195 Jalin  233:50pM 3:01:24 PM

The Activity Details for that PAM activity will open:

e Enter comments into the Actions Taken box

e Click on the Return to JOS/Worker button

Activity Status:
Date Prepared: 10/10/2013 Batch #: u/Aces
Suffix: 01

Activity Type
|Activity ID: 3195
Reason for this action in PAM: |r.‘; only Recert ;I Activity Type: I;J'_.'_. 3517 Tumn Argund Document (TAD) _I

Batch Type U/AC -

Linked Doc
Scanld | DocTypeld | Description | Scan Time | Pages = Scan Document
81 | Paper LDSS-3774 EPFT Eenefits Pull | Thu 03-Oct-2013 15:01:08 | 1 907463 Preview

8891
=

Actions Taken

)

=l

Action

‘ Retum To Jos Worker




Attachment E: Data Entry Operator Screens

Grant Data Entry

After logging on to PAM the Data Entry (DE) Operator’s Inbox screen will open.

To start data entry activities:

e Click on the case number (#) hyperlink

My Inbox

REPORTS

SEARCH PAM ACTIVITY (JRLCEIMECIES ‘ Case # l Suﬂix' Case Name | Type | GrantCount | ECheck | Status I_d‘ Assigned To | Date Created | Assigned On
01 1 Pending Data Entry (3157 {Rachakunta Vinod  (2013-10-10 2013-10-10
Total Records : 1/1

OTHER SOURCES

The Activity Details Screen will open up:

e Click on the View Grant Details button

Activity 10: 1616 |

Home Center#: 053 Originating Center:

Case Name: - Date Prepared:
Case #: Suffix:

F40
10/3/2013
01

Responsible

_Batch#:

Center:

Reason for this action in PAM IS grant Transferred Case EI

|

‘ Description |
1043| Code 12 - Daily Supplement (Includes Replacement of Food Destroyed in a Disaster | 9/1/2013 |9/30/2013| 100 READY
1040 Code 08 - Prorated/Partial NPA | 9/1/2013 |9/30/2013] 100 |  READY

Grant Count: 2

View Grant Details |

Total Amount:

$200.00



Attachment E: Data Entry Operator Screens

The grant information will be displayed:

o Data enter the information displayed in PAM into WMS (visible on the dual

monitor)

e herehepradedr e

'5-9 PaperlessAltemag_eMO

Home Center#: (53 Originating Center: F40
Bl Case Name: Date Prepared:
Case #: Suffix:
T ) | K |
(i Descryten e a0 Anouet ool St
(ot - Pttt W § NB0 % | e

" - Rty s e 2O

|«




Attachment E: Data Entry Operator Screens

For each grant:

Click on the Submit button

pod B D 0

Activity Details |ESSIGInERIE l Activity History l

Answer Yes or No for the Data Entered in WMS? question

Case Nama:
Case =

Activity Type

Rasponsidic Centar: o5

Datz Preparsa:
Suffix:

Originating Canter

Activity ID:

Resson for this action in PAM:

|- 1s there sn eligibility TAD tr

with this grant

E-Check/E-Cash

ll- Auto E [T Msanusl E

List of Grants
Grant Code | D I | To | | Grant Ststus
| 1 | s | Code 05 - Supplement of Rent Only | | sr3or20:3 $450.00 | RESDY

Grant Count: 1

Total Amount:
$450.00

View Grant Details |

Grant # 1

Grant # 1 Payee Information

Grant Ststus
Pick-Up Code
Issuance Category
Issusnce Code
Amount

From Date

To Date
Restriction Indicator
Fair Hearing #
Replaces Benefit
Routing Location

Authorizstion Number

Name

Street Address
City

State

Zip

Recoupment Indicstor

Grant & 1 Action

f
—' Dats Entered in WHS?
IR o3 o

Yes No

Action

q Submit |




Attachment E: Data Entry Operator Screens

All Other Data Entry

To start data entry activities:

e Click on the case number (#) hyperlink

My Inbox
Suﬁix‘ Case Name | Type | GrantCount | ECheck ~ Status Id | Assigned To | Date Created | Assigned On

REPORTS |

OTHER SOURCES Total Records : 1/1

SEARCH PAM ACTIVITY |JRRGEEDN Center\ Case #

CA |1 Pending Data Entry 13157 [Rachakunta Vinod  (2013-10-10 2013-10-10

The Activity Details Screen will open up:

e Click on the Preview link to open up an image of the Data Entry Document (TAD
is being used as an example, but would apply to all non-grant related Data Entry
Documents)

INGOX Actcvﬂy YT Comments l Activity History |
ACTIVITY |Responsible Center: Originating Center: F40 Activity Status: Pen ¢ Data Entry

03
Cuse Name: _ Date Prepared: 10/11/2013 Batch #: UACSD
Case #1 Suffix: 01

Activity Type
Activity 1D: 3334
Reason for this action in PAM: A y Recert Activity Type:

Batch Type

Authorization Number
Linked Documents

Scanld  DocTypeld ‘Description Scan Time Pages  ScanBy  Document |
36 5334 LDSQ 3517 Turn Around Document TAD Tue 10- Sep-2013 15:47:27 - |

Actions Taken

Action

Data Entered in WHMS?

£ U0

Yes No

Action

| Submit




Attachment E: Data Entry Operator Screens

Note: Data Entry Operators will have the ability to zoom in and out the image to view all
the requested changes and annotations.

50D v Pame Sditye Tocke fie "

WRSNIC AUTHORIZATION




Attachment E: Data Entry Operator Screens

e Data enter changes or annotations into WMS

Beterbmmtubmsgn, | | B0t e e

i (¥R  ReldS Urghes

0288 BeBeD AT Y 4429

WRSNYC AUTHORRZATION

Iy TS - e ac ey s 0 BE

Mokl




Attachment E: Data Entry Operator Screens

¢ Close out the imaged document
¢ Answer Yes or No for the Data Entered in WMS question

e Click on the Submit button

POl R Comments ) Activity History |

ble Center: Originating Center! F40 Activity Status: Pending Data Entry
Date Preapared: 10/22/2013 Batch #: UACE0
Suffix: 01
OTHER SOURCES
Activity Type
Activity 10: 2244
Reason for this action in PAM: M v Recert Activity Type:
Batch Type
Authorization Number
Linked Documents
Scanld  DocTypeld ‘Description Scan Time Pages ScanBy  Document ]
36 5334 LDSS-3517 Turn Around Document TAD Tue 10-Sep-2013 15:47:27 3 504816 Brevigw |

Actions Taken

Action

Data Entered in WMS?
o O
Yes No

Action




Attachment F: D&C Operator (CA Typist) Screens

After logging on, the D&C Operator’s Inbox Screen opens with activities in Pending
Issuance status

e Click on the case number (#) hyperlink to begin the activity

ate Module

My Inbox
Case # Suffix Case Hame Type Of Activity Auto Ch. Manual Ch.  Activity ld  Date Created Status
" ‘ 0 I N v 2252 2013.00-25 Pending lssuanes ‘
CA N i 2232 2013-09-26 Pending lssuance

Total Records @ 4/4

The Grant Details Screen opens

e Click on the View Grant Details button to see the detailed grant information

Activity Details ) comments ]Activity History ]

SEARCH PAM ACTIVITY Home Center#: F&1 Originating Center: F40 Responsible Center:
Case Name: Date Prepared: 10/1/2013
5
EEHLE Case #: Suffix: 01 Batch#:
OTHER SOURCES
Activity Type
Activity ID: 2504
Reason for this action in PAM: SI grant Transferred Case =1 Activity Type: IC-\ Grant ‘I
# Is there an eligibility TAD transaction associated with this grant  Yes & No |
E-Check/E-Cash
||_ AutoE  [¥ Manual E |
List of Grants
Grant Id Code Description From Date| To Date |Amount| Grant Status
1753 ADS Code 09 - Supplement of Rent Only 10/1/2013 [10/18/2013 11 READY
1754 F57 | Code 57 - Child Care Allowance for Non-PA, Non-Legally Responsible Caretaker | 10/2/2013 [10/1%/2013 2z READY
Grant Count: 2 ;;i;a:)?mount:

ﬂ View Grant Details |




Attachment F: D&C Operator (CA Typist) Screens

The Grant Details Screen opens

e Answer Yes or No to the Check Issued Question
e Issue the check and record the EPA Check number (for manual checks only)
e Click on the Submit button

o

\J >0
XL STEl Comments | Activity History |
053

-------

Responsible Center: 053 Originsting Center: £40 Activity Status: Pending lssuance
Case Name: - Dste Prepared: 10/10/2013 Batch #: UAC71
Case #: Suffix: o1

Activity Type

Activity ID: 3203
Resson for this action in PAM: ISZ arant Transfirred Case ;l Activity Type: | DSS-3575 CA Grant ;I
l- Is there an eligibility TAD transaction essocisted with this grant C vYes @ No I

E-Check/E-Cash
ll‘ Auto € [F Manusl E I

List of Grants

Grant # | Code | P T From Date I To Dste T A R—" Grant Status
1 | 30 | Coge 30 - RertPaymarts - Excess of Maxmum | $/1/2013 | §/30/2013 | siys000 | READY

Grant Count: 1 :v;!';lsezcnuunl. J
View Grant Details |

Grant # 1 Grant # 1 Payee Informstion

Grant Status RELDY Name

Pick-Up Code H Street Address

Issuance Category A City

Issuence Code A30 State

Amount Zip

From Date Recoupment Indicator

To Date

Restriction Indicstor
Fair Hearing & 23=K
Replaces Benefit

Routing Location

Authorizstion Number <FFFTRES

Grant # 1 Action

q * Check Issued? c O

Yes No

q * EPA Check &

Action

—»[ Submit |






