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These Release Notes contain descriptions of changes in POS Release 11.3.1, scheduled for December 17, 
2007.  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://hrawebapps/HRAintranet/CMT_page_template.cfm?page_id=79 
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1. POS, OCSE and NYCWAY Non-Custodial Parent Integration, Phase I 

 
The interface to capture the non-custodial parent information in the POS Application Interview will be 
updated to enable a data exchange between POS and the Office of Child Support Enforcement (OCSE) 
databases.  
 
OCSE Connection 
POS will make a call to the OCSE database and will receive information available in the OCSE 
database for the non-custodial parent. The Worker will then verify the information received from OCSE 
with the applicant. Based on this data exchange, OCSE will send a recommendation to POS to indicate 
if a referral is required. 
 
For cases where a referral is required, POS will allow the Worker to schedule the appointment, will 
record the appointment in NYCWAY and will generate the appointment notice for the client. 
 
Removed Question 
The question “Anyone applying under 21 whose parent(s) is (are) unknown?” will be removed from to 
the Absent LRR window in the Application Interview. 
 
Non-Custodial Parent Interface Changes 
The Worker records the parental information for each child under 21 in the Children in the Household 
window within the Application Intake activity or within the Individual Detail window in the Application 
Interview activity.  For households with individuals under 21 years of age whose parent(s) is not in the 
household or whose parents are in a non-legal union, the Show button for the question “Anyone 
applying under 21 whose parents(s) is (are) absent?” will be enabled.  
 
If there are no similarly-named individuals, the Non-Custodial Parents Summary window will appear. 
If two or more individuals with similar names appear on the case, the Name Match window will appear.   
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Name Match window 
This window allows the Worker to indicate which individual is the non-custodial parent or to indicate that 
the individuals are different non-custodial parents. When the Worker clicks the Next button, the Non-
Custodial Parents Summary window will appear. 
 
Name Match window 
 

 
 
Non-Custodial Parents Summary window 
The Non-Custodial Parent window allows the Worker to enter additional information for the non-
custodial parent(s) for applying individuals under the age of 21.  POS will indicate the children for whom 
the individual is non-custodial parent. 
 
The Worker must enter the last name, first name, deprivation factor, date of death (if applicable), 
whether the child(ren) were born in wedlock and whether the client is claiming good cause for not 
providing absent parent information. To enter the information for other custodial parents, the Worker 
must click on the down arrow in the scroll bar. 
 
Once the required information is entered for all non-custodial parents on the case, the Worker must 
click on the Next button. 
 
Non-Custodial Parents Summary window 
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OCSE Query 
POS will submit the data entered by the Worker to OCSE. OCSE will return all data available within its 
database, if any, for the non-custodial parent to POS, along with a referral recommendation.  This data 
will be displayed in the Non-Custodial Parent Information window. 
 
If no data is found on the OCSE database, the Worker must enter the non-custodial parent information 
in the window. 
 
Non-Custodial Parent Information window 
The Non-Custodial Parent Information window will display all information received from OCSE for the 
non-custodial parent.  The Worker must verify the information with the client and indicate whether the 
client confirms the non-custodial parent name and demographical information or has any new 
information about the non-custodial parent. 
 
For cases where the recommendation is to make an OCSE referral, the OCSE Referral window will 
appear. 
 
If the applicant answers “Yes” for the question “Does applicant have any new information about non-
custodial parent”, the Non-Custodial Parent fields will be enabled and the Worker will make the 
necessary updates.  
 
Non-Custodial Parent Information window 
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OCSE Referral window 
The OCSE Referral window will allow the Worker to schedule an OCSE appointment for the case via 
NYCWAY.  
 
The Worker must click on the Make a New Appointment button to request available appointment 
dates. POS will send action code 940A to NYCWAY and will receive the available appointment dates in 
return in Schedule the Appointment window.  
 
Two fields named Take Primary Appointment and Choose Alternative Appointment will be 
displayed.  The Worker must select the appointment date and click on the Schedule the Appointment 
button. POS will then schedule the appointment in NYCWAY and will print the OCSE appointment 
notice.  
 
The OCSE Referral window will also allow the Worker to reschedule or cancel an appointment and will 
display the outcome of the OCSE appointment. To reschedule the existing appointment, the Worker 
must click on the Reschedule Existing Appointment button.  To cancel the existing appointment, the 
Worker must click on the Cancel Existing Appointment button.  If the existing appointment is 
canceled, the Worker must schedule a new appointment. 
 
The results of the OCSE appointment are currently retrieved via an OpenTI call when the Worker 
returns to the Application Interview activity and there are results available in NYCWAY.  This data will 
be displayed in the Results of OCSE Appt, Did Not Cooperate Detail and Follow Up Action field in 
the OCSE Referral window. 
 
OCSE Referral window without a scheduled appointment 
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Schedule the Appointment window 
 

 
 
OCSE Referral window with a scheduled appointment 
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2. Recertification Appointment Scheduling Changes and Travel Accommodations 
 
To fully integrate recent changes made in form W-908T (Recertification Appointment Notice) through 
Policy Bulletin # 07-96-OPE and add new travel accommodation functionality, the Calendar window in 
the Schedule Recertification Appointment activity will be updated.  The following recertification types 
will be available for scheduling: 
 
� In-Office 
� Home Visit (FIA and HASA) 
� Mail (RTSC and HASA only) 
� Video (RTSC only) 
 
The W-908T will now be used for all CA/FS recertification appointments scheduled through POS, with 
the exception of Out of County cases.  The form will be generated and mailed by MIS on the next 
business day following the completion of the scheduling activity.  As a result, the W-908SS and RED-10 
notices will be removed from the activity. 
 
If the case has a mailing or residential address outside of New York City, it will be marked as an Out of 
County case and no scheduling will be permitted.  For these cases, the Worker must complete a paper 
W-908T and must mail the form along with a Recertification packet to FIA Central Office, who will 
attempt to schedule a courtesy interview with the appropriate district office. 
 
Travel Accommodations and Flexible Appointment Hours 
When the Calendar window opens, POS will make an OpenTI call to retrieve action codes from 
NYCWAY to determine whether the client qualifies for a travel accommodation or flexible appointment 
hours.  The following action codes will be retrieved: 
 
� 16TE (WeCARE Temporary Employment Call-In Exemption) 
� 16TT (WeCARE Para-Transit Services Needed) 
� 16TH (WeCARE Flexible Appointment Hours)  
 
If NYCWAY action code 16TE or 16TT is found for the casehead, the case will be scheduled for a home 
visit.  If NYCWAY action code 16TH is found, NYCWAY will provide day and time ranges for which the 
client is not available for the recertification appointment.   
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RTSC Cases 
If the case is an RTSC case, POS will read the mail indicator from the WIN32X (PA Recertification 
Report) to determine whether the case should be scheduled for a mail recertification or in-office 
recertification interview.  The Worker can override the system’s determination. For in-office or video 
appointments, the Worker must select the date and time of the appointment.  The appointment must be 
at least 10 days in the future. 
 
HASA Cases 
If the case is a HASA case, the Worker must select whether the case should be scheduled for mail, 
home visit or in-office interview. For home visit and in-office appointments, the Worker must select the 
date and time of the appointment.  The appointment must be at least 10 days in the future. 
 
Home Visits 
For all other cases, POS will determine whether the casehead is homebound using POS and NYCWAY 
data.  If the casehead is homebound, the question “Does this case require a home visit for face-to-face 
(FFR)?” will be prefilled with an answer of “Yes”.  The Worker must then select the date and time of the 
appointment.  The appointment must be at least 10 days in the future. 
 
If the casehead is not homebound, the Worker must indicate whether s/he is an R.E.D. (Returning 
Eligibility Determination [BEV]) Worker and whether the case requires a home visit for FFR. 
 
If the case requires a home visit for FFR, the Worker must indicate whether an FFR home visit 
appointment was arranged by phone and the date of the phone conversation, if applicable. The Worker 
must then select the date and time of the appointment.  The appointment must be at least 10 days in 
the future. 
 
In-Office Interviews 
If the recertification appointment will take place at the Center, the Worker must select the date and time 
of the appointment.  The appointment must be at least 10 days in the future. 
 
If there is more than one adult on the case, POS will determine whether the other adult(s) are required 
to attend the interview using POS and NYCWAY data. If the other adults are required to attend the 
interview, their names will appear on the W-908T notice. 
 
New Appointment Date Edit 
A new edit in the Calendar window will prevent the Worker from scheduling an appointment more than 
60 days in the future. 
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Calendar window 
 

 
 
Accessing Reports, RFI and Risk Data 
The reports, RFI and risk data previously available through the Recertification Preparation are available 
for review in the Recertification Interview via the Tools menu in POS:   
 
� The CED Worksheet and WINR0032 reports are available under the Reports option. 
� WMS pending data is available under the WMS Inquiry option. 
� The current budget is available under the Current Active Budget option. 
� Vital records and building clearance data are available under the Clearances option. 
� The Wage, UIB, SSA, Bank and New Hire RFI reports are available under the RFI Data option. 
� NYCWAY employment data is newly available under the Activity Inquiry in NYCWAY option. 
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3. Printing the Document Receipt (Form EXP-76R) in Document Intake Activity 
 
Currently, the Document Receipt (EXP-76R) is printed when documents are scanned and indexed on 
the same day using the Document Intake activity. The form is printed when the Done button is clicked. 
 
A new button will be added in the Forward Document (formerly named “Process Mail”) window in the 
Document Intake activity that will allow the Worker to print the Document Receipt (EXP-76R) for the 
client. Once this button is clicked, POS will print the form and the Done button will be enabled. 
 
If the documents are scanned and indexed on the same day, POS will prefill form EXP-76R.  If the 
documents are not scanned and indexed on the same day, POS will print a blank EXP-76R, which the 
Worker must complete, scan and index. 
 
The addition of the button will also allow the Worker to re-print the form if the initial printing fails. 
 
Forward Document window 
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4. New Utility Liaison Referral Outcome Windows 
 
A new activity was added to POS in release 11.3 to allow Utility Liaisons to review grant requests for 
fuel arrears, utility arrears, heat-related property repair or replacement and heat-related equipment 
repair or replacement.  
 
When this activity is completed, the Utility Liaison assigns a Non-Food Emergency Interview/Special 
Grant (applicants only) or Change Case Data (participants only) activity to the Worker via the Refer 
Case window.  
 
Three new windows will be added to the Non-Food Emergency/Special Grant and Change Case 
Data activities to allow the Worker to view the final decision from HEAP and the recommendation 
entered by the Utility Liaison for the following request types: 
 
� Property Repair Related to Heat 
� Utilities 
� Fuel 
 
Utility Liaison Recommendation Window – Property Repair 
This window will include the following read-only fields: 
 
� Response from HEAP section 

o Final Decision (Approved or Denied) 
o Date 
o Denial Reason 

 
� Utility Liaison Recommendation 

o Payment Recommended (Yes or No) 
o Denial Reason 
o Payment Amount 
o Recommendation (Repair or Replace) 
o Two Party Check to Vendor Via Mail 
o Contractor Name 
o Contractor Address 
o Contractor Phone 
 

Utility Liaison Recommendation Window – Utilities 
This window will include the following read-only fields: 
 
� Response from HEAP section 

o Final Decision (Approved or Denied) 
o Date 
o Denial Reason 

 
� Utility Liaison Recommendation 

o Payment Recommended (Yes or No) 
o Denial Reason 
o Payment Amount 
o Payment Period From (date) 
o Payment Period To (date) 
o Abeyance Amount 
o Abeyance Period From (date) 
o Abeyance Period To (date) 
o Actions Required (Utility Guarantee, Restriction, Other) 
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Utility Liaison Recommendation Window – Fuel 
This window will include the following read-only fields: 
 
� Response from HEAP section 

o Final Decision (Approved or Denied) 
o Date 
o Denial Reason 

 
� Utility Liaison Recommendation 

o Payment Recommended (Yes or No) 
o Denial Reason 
o Payment Amount 
o Payment Period From (date) 
o Payment Period To (date) 
o New Vendor (checkbox) 
o Account # 
o Company Name 
o Company Address 
o Company City 
o Company State 
o Company Phone 
o Abeyance Amount 
o Abeyance Period From (date) 
o Abeyance Period To (date) 
o Actions Required (Utility Guarantee, Restriction, Other) 
o Fuel on the Budget 
o Message 

 
The Fuel window will also indicate whether there is a fuel indicator on the current active budget for the 
case in the field “Fuel on the Budget”. 
 
Example of Utility Liaison Referral Outcome: Fuel  
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5. NYCWAY Activity Inquiry 
 
A new inquiry window in POS will allow Workers and Supervisors to view NYCWAY activity for the 
case. This window will appear after the Print Forms window in the Application Interview activity or when 
the Worker clicks on the new NYCWAY Activity Inquiry option in the POS Tools menu. POS will make 
an OpenTI call to the NYCWAY inquiry area to retrieve the latest Employment Plan, assignment and 
FIA-3A information for each adult on the case. 
 
To view detailed information, the Worker selects the individual and clicks on the Client Employment 
Summary button. The Client Employment Summary from NYCWAY window will appear. 
 
NYCWAY Activity Inquiry 
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Client Employment Summary from NYCWAY window 
 

 
 
 

6. Change to Budget in POS Separate Food Stamp Determination 
 
The Worker will no longer need to change the PA suffix status on the POS Budget window when 
completing the Food Stamp Separate Determination workflow in POS.  
 
The instructions for POS Food Stamp Separate Determination have been updated accordingly in 
Appendix A (FS Separate Determination Phase I) at the end of this document. 
 

7. New TAD Business Rules 
 
New Business Rule for Failed to Keep Application Interview Rejection Codes 
A new TAD business rule will display an error message if the Worker uses rejection codes E10, F10 or 
N10 for a case where the interview question set has been started.  These rejection codes should only 
be used for applicants who fail to keep the initial interview. 
 
Error Message 
“PA Rejection codes E10, F10 or N10 cannot be used if Application Interview is started.” 
 
New Business Rule for Cases with Prior Adverse BEV Outcomes 
When a case with a prior adverse outcome from BEV is re-opened or re-apply, the case must be 
referred to the BEV. A TAD business rule will warn the workers about the BEV Referral Requirement: 
 
Error Message 
“This client had a negative outcome from a previous Bureau of Eligibility Verification (BEV) referral. The 
client must be referred to BEV before processing the case.”  
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8. New Single Issuance Code Edits 
 
Edits were added in WMS to the PA single issuance (SI) opening codes used to open one-shot deal 
cases and to issue immediate needs grants. These edits have been integrated into POS. If the Worker 
uses a single issuance code that is invalid for the opening code, the following error message will appear 
when the Worker attempts to complete the activity:  
 
“The Grant Issuance Code is invalid for the Opening Code. Please remove the Issuance Code or 
change the Opening Code.” 
 
For additional details, please Policy Bulletin # 07-95-SYS (Public Assistance [PA] Single Issue Opening 
Codes and Associated PA Special Grant Issuance Codes). 
 

9. Flagging Cases where Noncitizens Have Lost SSI Benefits 
 
Certain individuals will lose there SSI benefits some time in the next few years because of their alien 
status. If these individuals apply for CA, they will be exempt from employment because they are 
permanently disabled. MIS has received a file containing the list of individuals who meet the “Noncitizen 
who have lost SSI” criteria for this exemption. 
 
Posting Action Code to NYCWAY 
When the Worker processes an Application Interview, Recertification Interview or Change Case Data 
activity for a case with an individual who meets the “Noncitizen who have lost SSI” criteria, Action Code 
350E (SSI Ineligible Non-Medical Reason) will be posted to NYCWAY to exempt the individual from the 
Employment Plan requirement and to code the individual as permanently disabled. 
 
The action code will be posted when the Worker suspends or completes the Application Interview, 
Recertification Interview or Change Case Data activity. 
 
New Inquiry Window 
A new window containing the Noncitizen SSI Collateral Data will be available to the Worker via the POS 
Tools menu for these individuals. 
 
Non-Citizen SSI Collateral Data window 
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10. New Back-Up Grant Checkbox on Grants Data Entry window 
 
A new Back-Up Grant checkbox on the Grants Data Entry window will allow the Worker to indicate that 
the grant is a “back-up” grant. This checkbox will be enabled when CA grant code 02 (Regular 
Allowance for Recurring Needs), CA grant code 09 (Supplement of Rent Only) or FS grant code 14 
(Food Stamp Benefit – Full Month) is selected. 
 

 
 

11. New Synchronization Message 
 
When the TAD is synchronized in an approval activity because changes were made to the case outside 
of POS after the case was submitted by the Worker, the following warning message will appear for the 
Supervisor: 
 
“The TAD has been synchronized because a change has been made in WMS since the Worker 
completed the activity.  Please send this case back to the Worker if the TAD changes must be 
transmitted to WMS. Failing to update the TAD may result in WMS errors.” 
 
The Supervisor must access the Approval Elements window, record a case comment to indicate that a 
new TAD is required and click on the Refer to Worker button to send the case back to the Worker. 
 
The Worker must return to the POS TAD window and redo the action. 
 

12. Changes to Undomiciled Shelter Expense window 
 
Two fields will be removed from the Undomiciled Shelter Expense window and a new warning will be 
displayed when the recorded shelter expense exceeds the home income deduction.  
 
The End Date and The Expense Continue fields will be removed. 
 
If the Worker selects Yes for the field Shelter Expense Incurred and an amount larger than the 
monthly homeless income deduction of $143, a warning message will appear: “This amount is over the 
monthly homeless income deduction.” 
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13. Changes to Display of Budget window in Application Interview 
 
WMS no longer requires a budget number for cases with a category of EAA (Emergency Assistance for 
Adults) or EAF (Emergency Assistance for Families).  As a result, the POS budget window will no 
longer appear in the Application Interview when the case category is EAA or EAF.  
 

14. Disabled Amount Field in Special Needs section of POS Budget 
 
The Amount field in the Special Needs section in the POS Budget Individual Income/Needs window will 
be disabled. 
 

 
 

15. New E-Forms and Removed POS Forms 
 
The following forms have been added to city wide E-Forms:  
 
� LDSS-3152, Action Taken on Your Food Stamp Case 
� LDSS-4013A, Action Taken on Your Application: PA, MA and FS, Part A 
� LDSS-4013B, Action Taken on Your Application: PA, MA and FS, Part B 
 
These forms will be saved to the FileNET image repository upon printing and will be available in the 
POS Document Browser.  E-Forms are not available through the Tools > Printed Forms menu. 
 
Removed POS Forms 
 
The following forms will be removed from POS: 
 
� LDSS-4280, Right to Claim Good Cause 
� LDSS-4281, Attestation to Lack of Information 
� M-181X, Notification of "Good Cause" Claim 
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Food Stamp Separate Determination through POS, Phase I 
 

Overview 
In Phase I of Food Stamp Separate Determination through POS, the Eligibility Determination window and 
the Application Interview activity flow were updated to allow Workers to complete the current paper 2-day 
action to deny Cash Assistance (CA) and accept Food Stamps (FS) in one day using POS.  When this 
process is used, the Non-Cash Assistance (NCA) FS case created through the automated Food Stamp 
Separate Determination process in WMS will be in active (AC) status. 
 
This functionality is available for cases where the decision for CA and FS is being made at the same time.  
 
The Day 1 action to accept the FS suffix is processed by the Worker and transmitted to WMS by the 
Supervisor, while the Day 2 action to deny the CA suffix is posted by POS once the FS acceptance is 
processed by WMS. 
 
Eligibility Determination window 
The Eligibility Determination window only appears for cases for which the CA suffix is in applying (AP) or 
single issue (SI) status and for which the FS suffix is in AP or SI status.  
 
Revised Eligibility Determination window 
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7 new fields were added to the Eligibility Determination window to handle the FS separate determination 
process: 
 
1. Final PA Determination 
2. Final FS Determination 
3. Are all individuals being activated for FS? 
4. PA Denial Status 
5. PA Status Reason 
6. FS Status 
7. FS Status Reason 
 
In the window, the Worker indicates the final CA and FS decisions.  For cases that will be denied for CA 
and accepted for FS, the Worker enters the CA denial reason and the FS acceptance reason.   
 
If the CA suffix is denied and the Worker selects a reason that does not require FS Separate Determination, 
POS displays an error message asking the Worker to select a different code or to change the FS 
determination to ‘Deny’. 
 
Enabling or disabling the new fields on the Eligibility Determination window 
When Final PA Determination (Field 1) has a value of ‘Deny’, Final FS Determination (Field 2) is 
enabled. 
 
When Final FS Determination (Field 2) has a value of ‘Accept’, the Worker must answer the question “Are 
all individuals being activated for FS?” (Field 3)   
 
If the answer for this question is ‘Yes’, the Individual FS Status (Field 8) is preset to ‘Active’ for each 
individual on the case and the fields are protected and disabled.  If the answer is ‘No’, the Worker must 
select the proper individual status for each individual (Active, Rejected or Closed).   
 
PA Denial Status (Field 4) and PA Status Reason (Field 5) are only enabled when Final PA 
Determination (Field 1) has a value of ‘Deny’.   
 
The FS Status field (Field 6) is pre-filled with a value of ‘Active’ when Final PA Determination (Field 1) has 
a value of ‘Deny’ and Final FS Determination (Field 2) has a value of ‘Accept’.  When the FS Status field is 
enabled, the Worker must select the FS opening code in the FS Status Reason (Field 7) drop-down menu. 
 
FS acceptance 
Following the Eligibility Determination window, the Worker calculates a CA/FS budget for the Food Stamp 
acceptance action, authorizes the budget on the POS TAD and submits the case to the Supervisor.  The 
Supervisor will process the acceptance of the FS case.  POS will then automatically handle the CA denial 
transaction one day after the FS acceptance transaction is processed by WMS. 
 
Budget 
At the time of the FS decision, the Worker should return to the income, resource, shelter/housing expense 
and other expense windows to ensure that the interview data has the latest information provided by the 
applicant.  
 
TAD 
After the Existing Budgets window, the POS TAD window will appear.  The Worker must make all required 
updates at the suffix and individual levels on the TAD and run the business rules. For individuals who will be 
denied, the individual FS denial reason must be entered on the POS TAD. 
 
After the POS TAD window, the Grants Data Entry window appears to allow the Worker to complete a 
benefit authorization form if the case requires any CA or FS grant. 
 

Attachment B



���������	��
���	������������
Version 11.3.1, December 17, 2007 

Page 3 of 3 

After the Print Forms window, the Worker will complete the activity and submit it to the Supervisor for 
review and approval. 
 
Supervisory Approval of FS Acceptance 
The Supervisor will review and process the FS acceptance action. On the Approval Elements window, the 
Supervisor will click on the Xmit button to send the case action to WMS.   
 
2nd Day Action by POS for CA Denial 
POS will check the status of the FS acceptance transaction in WMS one day after the Supervisor transmits 
from the Approve Eligibility Decision activity.  If the FS acceptance transaction was successfully 
processed by WMS, POS will transmit the CA denial transaction to WMS one day after the FS acceptance 
transaction is processed by WMS. 
 
Error Correction – FS Acceptance 
An Error Correction activity will be scheduled for the Worker if the first day transaction errored out in WMS. 
The EC – Application Interview must be completed to process the FS acceptance for the case.   
 
POS will check the status of the FS acceptance transaction in WMS one day after the Supervisor transmits 
from the Approve Eligibility Decision activity.  If the FS acceptance transaction was successfully 
processed by WMS, POS will transmit the CA denial transaction to WMS one day after the FS acceptance 
transaction is processed by WMS. 
 
Error Correction – CA Denial with FS Separate Determination Code After FS Acceptance 
An Error Correction activity will be scheduled for the Worker if the first day transaction for the FS 
acceptance was successfully processed by WMS, but the second day transaction for the CA denial errored 
out in WMS. 
 
POS will schedule an Error Correction activity named EC - Day 2 FS Sep Det in the Worker’s queue. The 
Worker will complete a TAD action to deny the CA suffix with a FS Separate Determination code and close 
the FS suffix with an appropriate code. 
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These Release Notes contain descriptions of changes in FS POS Release 1.3.1, scheduled for December 
17, 2007.  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://hrawebapps/HRAintranet/CMT_page_template.cfm?page_id=79 
 
Table of Contents 
 
1. Case Re-Opening in FS Change Case Data ..................................................................................... 1 
2. Caseload Entry................................................................................................................................... 3 
3. Failed to Keep Recertification Interview Log...................................................................................... 4 
4. Printing the Document Receipt (Form EXP-76R) in Document Intake Activity.................................. 4 
5. New TAD Business Rules .................................................................................................................. 5 
6. New E-Forms and Revised E-Forms ................................................................................................. 5 
_____________________________________________________________________________________________ 

 
1. Case Re-Opening in FS Change Case Data 

 
FS POS will be updated to allow Eligibility Specialists to process a non-recertification related case re-
opening through the FS Change Case Data activity. 
 
A new checkbox named “Re-Open the FS Case (Closing is not related to recertification)” will be added 
in the Changes to FS Case window. When this checkbox is selected, the re-opening flow will be 
implemented.   
 
Changes to FS Case window 
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POS will display the new Re-Open the FS Case window when the ES clicks the Next button in the 
Changes to FS Case window. This window will allow the ES to update the case status, select the 
status reason and record the contact date.   
 
Re-Open the FS Case window 
 

 
 
Following the Re-Open the FS Case window, the Individual Status Change window will appear.  This 
window will allow the Eligibility Specialist to indicate which individuals should be re-activated on the 
case. When this window is completed, the Eligibility Specialist clicks the Next button to continue the 
activity. 
 
Individual Status Change window 
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2. Caseload Entry 
 
The Eligibility Specialist will be able to change the caseload for the case in the FS Reception Intake 
and Application Modification activities. 
 
FS Reception Intake 
The Worker will be able to change the caseload for the case in the new Unit Worker field on the Intake 
Completion window in the FS Reception Intake activity. 
 
Intake Completion window 
 

 
 
Application Modification 
The Worker will be able to change the caseload for the case in the new Unit Worker field on the Case 
Login window in the Application Modification activity. 
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3. Failed to Keep Recertification Interview Log 
 
The Failed to Keep Recertification Log will be updated to allow Supervisors to process closings for 
cases that failed to keep the recertification appointment.  
 
For full details, please see Appendix A (Food Stamp Recertification Interview Log) at the end of this 
document. 
 

4. Printing the Document Receipt (Form EXP-76R) in Document Intake Activity 
 
Currently, the Document Receipt (EXP-76R) is printed when documents are scanned and indexed on 
the same day using the Document Intake activity. The form is printed when the Done button is clicked. 
 
A new button will be added in the Forward Document (formerly named “Process Mail”) window in the 
Document Intake activity that will allow the Worker to print the Document Receipt (EXP-76R) for the 
client. Once this button is clicked, POS will print the form and the Done button will be enabled. 
 
If the documents are scanned and indexed on the same day, POS will prefill form EXP-76R.  If the 
documents are not scanned and indexed on the same day, POS will print a blank EXP-76R, which the 
Worker must complete, scan and index. 
 
The addition of the button will also allow the Worker to re-print the form if the initial printing fails. 
 
Forward Document window 
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5. New TAD Business Rules 
 
CNS Notice Number Requirement 
A new TAD business rule will display an error message if the Eligibility Specialist selects an opening 
code beginning with “A” or “Q” in the FS TAD for an applying case, fails to enter a CNS notice number 
and the M3E Indicator is not A or T: 
 
Error Message 
“CNS Notice Number is required.” 
 
CNS Notice Number Entry Validation 
A new TAD business rule will display an error message if the Eligibility Specialist enters a CNS notice 
number that does not begin with the letter “N” and the number zero (0). 
 
Error Message 
“The first two characters of Notice # must be ‘N’ and the number ‘0’ (zero).” 
 
Rejection Code N10 in Failed to Keep FS Application Interview 
A new TAD business rule will display an error message if the Eligibility Specialist does not use rejection 
code N10 in the Failed to Keep FS Application Interview activity: 
 
Error Message 
“Rejection code N10 is required for cases that failed to keep the initial eligibility interview.” 
 

6. New E-Forms and Revised E-Forms 
 
Printed POS forms are saved in the POS Printed Forms area, which is available in POS interview and 
approval activities and in the Review Case activity. 
 
Printed E-Forms are saved in the FileNET image repository.  The forms are available for viewing and 
re-printing through the POS Document Browser.  E-Forms are not available through the Tools > 
Printed Forms menu. 
 
New E-Forms for FS Centers 
The following form has been added to citywide E-Forms. It will be saved in the FileNET image 
repository upon printing and will be available in the POS Document Browser: 
 
� LDSS-3152, Action Taken on Your FS Case 
 
Updated E-Forms for FS Centers 
The following E-Forms will be revised: 
 
� W-129RR, Notice of Recertification Interview 
 
Existing E-Forms for FS Centers 
The following forms are available as citywide E-Forms. They are saved in the FileNET image repository 
upon printing and are available for re-printing in the POS Document Browser: 
 
� EBT-23, Notice of Special Public Assistance and/or Food Stamp Benefit 
� LDSS-4753, Food Stamps - Request for Contact/Missed Interview 
� M-3mm, Notification of Application Withdrawal (Cash Assistance, Food Stamps and Assistance) 
� LDSS-3151, Food Stamp Change Report Form 
� LDSS-3938, Food Stamp Application Expedited Processing Summary Sheet 
� M-3g, Notice to Report to Center 
� M-40K, Notice of Denial of Expedited Food Stamp Service or Inability to Issue Food Stamp Benefits 
� W-113K, Documentation Requirements and/or Assessment Follow-Up 
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� W-119, Request for Contact on a Mailed or Faxed Application 
� W-119D, Eligibility Factors and Suggested Documentation Guide 
� W-147, Letter to Landlord 
� W-147Q, Primary Tenant's Statement Regarding Occupancy of Secondary Tenant 
� W-186C, Fair Hearing Compliance Statement 
� W-186D, Fair Hearing Compliance Request 
� W-515X, Systematic Alien Verification for Entitlements (SAVE) Referral 
� W-607A, Request for ID Card/Temporary MA Authorization/Update Existing CBIC 
� W-680, Request for Birth or Death Verification from Agencies Outside New York City 
� W-680FF, Language Questionnaire 
� W-700D, FIA School/Training Enrollment Letter 
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Overview 
The Recertification Interview Log allows Food Stamp (FS) Centers to view their past, current and future 
Recertification Interview appointments, to assign and reschedule their Recertification Interviews. 
 
Instructions 
When the Worker clicks OK on the Instructions window for the Recertification Interview Log window is 
displayed.  
 
Instructions 
 

 
 
When the Worker clicks on the Close button, the Recertification Interview Log appears. 
 
Summary of Changes to Recertification Interview Log 
The Supervisors will be able to post closing transactions for clients who failed to keep the interview using 
the Failed to Keep Recertification Interview Log. 
 
Telephone Recertification Pilot 
A new pilot gives clients the choice of processing their recertification over the telephone.  Those participants 
deemed eligible for telephone interviews receive a notice advising them of this process.  They are asked to 
mail in the LDSS-4826 recertification form.  The center contacts the client once the LDSS-4826 is received 
to conduct the interview. 
 
IVRS Pilot 
Two FS centers (LIC F43 and Queens F53) are in a pilot where some clients are given the choice of 
completing the recertification over the telephone through an interactive voice response system (IVRS).  
Clients who are included in the mail process may qualify to recertify through IVRS if they have no changes. 
The center completes special processing for these cases. For additional details, please see PB 06-34-ELI 
(The Interactive Voice Response System [IVRS[).  
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Recertification Interview Log 
 

 
 
View Current and Past Appointments 
In the Current and Past Appointments Date Range Filter, the Worker can select the date range of 
appointments that will be retrieved. The default value is “Today.”  The Worker may select one of the 
following options: 
 
� Today 
� Yesterday 
� Past 7 Days 
� Date Range 
 
The Worker may view appointments up to 60 days in the past. 
 
Future Appointments Filter 
In the Future Appointments Filter, the Worker can select the date range of appointments that will be 
retrieved. The default value is the next business day. The Worker may select one of the following options: 
 
� Date 
� Date Range 
 
The Worker may view appointments up to 60 days in the future. 
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Appointment Type Filter 
There is an Appointment Type filter, with two options: 
 
� Telephone Interview 
� In-Center Interview 
 
Appointment Status Filter 
There is an Appointment Status filter, with three options: 
 
� Kept Appointment 
� Failed to Keep Appointment 
� None 
 
Column Order 
The columns in the Log appear in the following order: 
 
1. Case Number 
2. Case Name 
3. Spoken Language 
4. Appt Date 
5. Appt Time 
6. LDSS-4826 Received 
7. Telephone Interview 
8. Contact Number 
9. Assigned To 
10. Number of Contacts 
11. Interview Started On 
12. Appt Status 
13. Case Status 
14. IVRS 
15. Previous Appt 
 
The following buttons appear in the window: 
 
1. Assign – See the Assign procedure and Refer window section below for additional details. 
2. LDSS-4826 Received- Opens new LDSS-4826 Received window 
3. Contact – Opens new Contact Attempted window 
4. Reschedule – Displays the Recertification Interview Scheduler window for updating with new 

appointment 
5. Kept Appointment – Will indicate that the appointment was kept  
6. Failed to Keep Appointment – Will indicate that the participant did not keep the appointment 
7. Process Failed to Keep Appointments- will display Fail to Keep Recertification Interview Log 
8. Exit 
 
Read-Only Totals 
The data in the following totals is read-only: 
 
1. Total Kept Appointments 
2. Total failed to Keep Appointments 
3. Total Re-Scheduled Appointments 
4. Total 
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Assign procedure and Refer window 
If the title of the person who clicks on the Assign button is ‘FS Clerk’ or ‘FS Eligibility Specialist’, POS will 
display only individuals with the following titles in the Refer Action window: 
 
� FS Site Manager 
� FS Assistant Site Manager 
� FS Supervisor 
 
If the title of the person who clicks on the Assign button is ‘FS Supervisor’, ‘FS Assistant Site Manager’ or 
‘FS Site Manager’, POS will display only individuals with the following titles in the Refer Action window: 
 
� FS Site Manager 
� FS Assistant Site Manager 
� FS Supervisor 
� FS Eligibility Specialist  
 
When the case is assigned to a FS Eligibility Specialist and the OK button is clicked in the Refer Action 
window, the caseload (unit worker value) will be updated in POS. 
 
Refer Action window 
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LDSS-4826 Received Window 
The new LDSS-4826 Received window will appear when the LDSS-4826 Received button is clicked at the 
bottom of the FS Recertification Log window.  This window allows the worker to indicate that the signed and 
completed recertification form (LDSS-4826) has been received, the specific interview type, record the date 
of receipt and any new contact information for the person. 
 
LDSS-4826 Received window 
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Contact Attempted Window 
The new Contact Attempted window will appear when the Contact button is clicked at the bottom of the FS 
Recertification Log. This window allows the worker to record the number of attempted contacts with the 
client scheduled for a telephone interview. Each recorded contact and comment will be saved in the POS 
case activity history. 
 
Contact Attempted window: Successful Contact 
 

 
 
If the Worker is unable to make contact after 4 attempts, he or she must notify their Supervisor.  The 
Supervisor will mark the appointment status as “Failed to keep”. 
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Failed to Keep Recertification Interview Log 
When the Worker clicks the Close button on the Instructions window for the Failed to Keep Recertification 
Interview Log window will display.  
 

 
 
Failed to Keep Recertification Interview Log 
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Date Range Filter 
The list of the prior month’s appointments where the client failed to keep will be displayed in this window 
beginning on the 16th day of the month. The Date Range filter contains two options: 
 
� Prior Month 
� Specify Range 
 
Columns in Failed to Keep Recertification Interview Log 
The following columns appear in this log: 

 
1. Case Number 
2. Case Name 
3. Appointment Date 
4. Appointment Time 
5. Appointment Status 
6. Assigned to 
7. Case Status 
8. Total Failed to Keep Appointments – Read Only 

 
Buttons in Log 
1. Post Closings to WMS – Click on this button to post the case closing to WMS 
2. Assign – Click on this button to assign the case, the case will no longer appear on the Failed to Keep 

Log 
3. Reschedule – Click on this button to reschedule the case, the Recertification Interview Scheduler 

window will be displayed. 
4. Kept Appointment – Updates the appointment status and removes the case from the Failed to Keep 

Recertification Interview Log 
5. Hold Closing – Updates the appointment status and removes the case from the Failed to Keep 

Recertification Interview Log 
6. Exit 
 
When the Post Closings to WMS button is clicked, a warning message will appear with Yes and No buttons: 
“These cases will be closed for failing to keep the interview. Would you like to continue?” 
 

� If the Worker clicks No, the closing transaction will not be sent to WMS. 
� If the Worker clicks Yes and the client did not submit a signed LDSS-4826, a transaction with 

closing code Y10 will be posted to WMS for the case. 
� If the Worker clicks Yes and the client submitted a signed LDSS-4826, the CNS Notice Number 

Required window will appear to allow the Worker to enter the CNS notice number for the case. 
When the Worker enters the CNS notice number and clicks the OK button, a transaction with 
closing code N10 will be posted to WMS for the case. 
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New window: CNS Notice Number Required window 
If the client submitted a signed LDSS-4826, but failed to keep the recertification appointment, the case must 
be closed using recertification-related closing code N10 (Failed to Keep/Complete Appointment). This 
closing code requires the creation of a notice number in the Client Notice System (CNS) Subsystem in 
WMS under transaction type 08.   
 
CNS Notice Number Required window 
 

 
 
Field Descriptions: 
 
1. Instructions 
2. Case Number Field (read-only) 
3. Appointment Date (read-only) 
4. CNS Notice Number – Entry of CNS Notice Number is required in this field. 
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