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POLICY BULLETIN #08-06-SYS
(This Policy Bulletin Replaces PB #07-133-SYS)

HRA ONEVIEWER

Date: Subtopic(s):
January 29, 2008 Document Browser

This procedure can Revisions to Original Policy Bulletin
now be accessed on the
FlAweb. This policy bulletin is being revised to update Attachment A
(Navigating the HRA OneViewer) as follows:

e Added a new HRA OneViewer link address and replaced the
corresponding screen

e Updated the description of Properties for the Properties window
and indicated that the Properties option is not available

e Removed the “Generate Report” option and replaced the
corresponding screen

Purpose

The purpose of this policy bulletin is to inform all Staff at Job Centers
and Non-Cash Assistance Food Stamp (NCA FS) Centers of the new
HRA OneViewer Web-based application which provides access to all
HRA documents, images, and records.

HRA OneViewer replaces the HRA Viewer and provides Workers
with the ability to search and retrieve documents and document-
related information from the HRA Document Repository faster. It also
allows existing applications such as the Paperless Office System
(POS) to access the viewer which in turn allows the Worker to stay
within the application to retrieve information.

The HRA OneViewer will incorporate all existing documents from the
current HRA and POS Viewers.

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

Distribution: X



PB #08-06-SYS

Please refer to Attachment A for a step-by-step description with
screenshots illustrating how to use the viewer.

Effective Immediately

Attachment

E Please use Print on Attachment A Navigating the HRA OneViewer
Demand to obtain copies
of forms.

FIA Policy, Procedures, and Training 2 Office of Procedures



Attachment A (page 1)

Navigating the HRA OneViewer

Accessing HRA OneViewer
To access the HRA OneViewer, follow any one of the instructions below:

e Click the HRA OneViewer link
http://oneviewl5mtca.hra.nycnet/oneviewer/default.aspx on the desktop.

e Click the HRA OneViewer icon found on the desktop.

e Click the HRA OneViewer button on the HRA Webpage underneath HRA
Docs.

e Type the following Web address
http://oneviewl5mtca.hra.nycnet/oneviewer/default.aspx.

|@ Welcome To HRA One Viewer - Microsoft Internet Explorer provided by Human Resources Administration E]
E E - »

© Ele Edt View Favortes Tools Help X 2 = s > _&-" ""

: Stop Refresh Home Search  Favorites  History Mail U

: Address bitp:ffoneviewlSmeca.hra.nycnetfoneviewerjdefault, aspx (i Go : Links b

Type add
hope @ rESSA% HRA OneViewer

Details
User N l:l HRA Ore Yiewer is an effort to present document/image related information on HRA Clients from all repositories within
D LD HR.&, The wiewer is 2 web application and is a product of efforts fram Imaging Unit within Office of Services Systerms at
Password l:l HRAMIS, The viewer will offer the following features on successfully logging in:

s Search documents/images using Case Number, SSN, CIN, Scanned Date Range, Department/Program
and many other advanced search criteria

s Wiew and Print refrieved images if needed

e Perform library or departrment specific search

s Sort search results in ascending or descending order

e View search results in TABS with docurnent grouped and organized

& Print all retrieved documents within TABS as a batch

e 45 admin, add/rmodify/delets users to the application

e Integrate the viewer application with new and legacy applications

Forgot Passuord?

2] Done % Local intranet
To sign on to HRA OneViewer follow the instructions below:

e If outside of POS, enter User Name (Auto-Time Login) and Pass for
Password, click Login. (a system prompt to “change password” will be added.

e Ifin POS, click on the OneViewer button at the top of the window (access is
the same as it was previously with the POS Browser).



Attachment A (page 2)
Navigating the HRA OneViewer
POS Users

When the HRA OneViewer is accessed from POS, the case number and other
demographics are passed by POS to the OneViewer, therefore, the user is not
required to enter the information into the Search function. As a result, the Search
Results screen will automatically appear listing the various documents. The
Properties option will also be unavailable when the Viewer is accessed through
POS.

Searching With HRA OneViewer

All documents, images and records are stored in an electronic case folder in the
OneViewer.

% HRA QneViewer - Microsoft Internet Explorer, provided by Human Resources Administration E@Pgl
Eile Edit Miew Favorites Tools Help Q Back = ) lﬂ lﬂ ;‘ ' Search 7 Favorites £ -1 ‘.‘i "f
Address | @] http: f{FrdacwehlSmtcfhraoneviswerUniversslNYC_HRA(Tnkake, aspy v Go
N -~

HRA OneViewer

You are logged in as: ADMIN

Intake

PleaseEnter:  Casetumber | | OR ssw[ | or en[
OR  FistName | | s tastame [ ]

SEARCH | CLEAR

&] Done % Local intranet

e The following search criteria can be used to access the case folder:

= Case Number (enter only the seven- or eight-digit number, the leading
zeroes and the last alpha character is automatically added).

= Social Security Number (SSN).
= Client Identification Number (CIN).
» First and last name.

e Click Search and a screen returns listing all the cases matching the criteria
entered.



Attachment A (page 3)

Navigating the HRA OneViewer

A HRA OneViewer - Microsoft Internet Explorer provided by Human Resources Administration

File Edit Yew Favortes Took Help Qoack - & - ¥ B @ Poeach FrFavortss @ |- M- O 3 'l.'f'
Address !@http:fﬂfndocweblSmtc,ihraonev\ewerfuniversa\p’NVCfHRAIIntake‘aspx Vl 4 Go
g ~
.
HRA OneViewer
You are logged in as: ADMIN
Intake
PleaseEnter: CaseMumber@ | OR ssw[ ] on an[ ]
OR  FirstName | aw LastMame [ |
| SEARCH | CLEAR
Please select a Case Number
Case Number
000 [select )
000 [select Click Select
aoo; | Select
s
@ Done ‘j Local intranet

o Click Select opposite the desired case number and the search results are
returned listing all documents for the case selected.



Total
documents
retrieved.

Attachment A (page 4)

Search Results

Navigating the HRA OneViewer

Number of
documents

per page.

Q- REG Are|R- & B D63 iy -5
Intake 3
PleaseEnter:  Case Number oR ssv[ | or av [
oR FirstName | | AND LastName [ |
SEARCH || CLEAR
Please select a Case Number
Case Number
1238 Select
1231 Select
1231 Select
Choose the
Filter by Name | vl number Of
Filter by CaseNumber | Select all w | Filter by PRGM | Select all w }
Filter by Folder Name | Select Al v | Filter by Program/Doc Class | Select Al documents per
Filter by Document Type | Select Al T page
Filter by Scanned Date | Select All » | Filter by Entry Date | Select Al v i

ula] WALENTING G

oo VALEMNTINA G
oo VALEMTING G
oo VALENTINA &
. 0o WALEMTIMNG G
. oo WALEMTINA 5
oo VALENTINA G
ula] VALENTINA G
oo WALEMTIMNG G
<

e Click Next (1) to view next page.
e Click See All Results (2) to see all documents on

one page.

Document Type

(Form W-25) History Sheet

. (W-138NN) NPA-Computer Match Worksheet

. Death Match-PAjHealth Dept Deceased Name/ Address Discrepancy(UIM371) .
(Form W-137B) Acceptance/Denial of Request for Additional Allowance

. (Form LDS5-3152) Action Taken on Your Food Stamp Case

Unknown Farm

(Form -113K) Documentation Required

Landlord Letter (Statement from Mon-Relative Landlord)

UIE Statement

< —13]
set Results Per page
|

Select All

05/17/2007 | OF Properti

| 08f17/2007

Results default
by date in
ascending order.

08/17/2007

04132007}

04052007

01fzzfz007 Properti

[¥]

|
11f25/2006 Fl Propetti
.mzsfznns .D Properti

11282006 1NOZ/008 | [] Prugert\v

Print Selected (4) button will appear at the
bottom of the screen (see the second
screenshot on page 9 for details).

e Click Set Results Per page (3) after entering the number of items to appear
per page in the Page Size field.

¢ Highlight documents for print and click Print Selected (4).

e To sort by a specific column, click on the column heading such as Scanned

Date (5) or CIN (6).



Attachment A (page 5)

Navigating the HRA OneViewer

Filter Options

e To narrow the search and the retrieved results, click on the desired filter
options:

= Name =  Scanned Date

= Case Number = Program
= Folder Name =  Program/Document Class
= Document Type = Entry Date

I i/ -
L3 -

E

Intake

Please Enter:  CaseMumber [ | OR ssn[ | om ov [ ]
oR FirstName | | AMD LastMame [ |
["searcH | ciear |
Please select a Case Number

| select |
[ select |
Select
Filter by Name | WALENTINA C___ . ___ v
Filter Filter by CaseMumber | Select Al v Filker by PRGM | Select Al v
t| n Filter by Folder Name | Select all v ‘ Filter by Program,/Doc Class |Select all ~ |
Op 0 S r Filter by Document Type | Select all ~ |
Filter by Scanned Date | Select Al v Filter by Entry Date | Select Al v
Results 1 - 25 of 61 Next See All Results Hanesize | Set Results Per page |
T

| Scanned

Last hame Locument |ype rages
Last Name | Document Type Pages Date

12 | YALENTIMA ¢ 3 | (Farm W-25) History Shest | afi7izon omzizoo (]| Fropert
1z .VALENTINA ¢ 5‘(W—138NN) MPa-Computer Match Workshest [ 1 ;uann’zoo? 0g/21j2007 | [] .M
12 .VALENTINA ¢ E:Daath Match-PAjHealth Dept Deceased Mame] Address Distrepan(y(UIMS?l). 1 :naun’znn? 082142007 | [] .mpe_rti
12 | WALEMTIMNA ¢ 3 | {Form W-137B) Acceptance/Denial of Reguest for Additional Allowance 1 :U4p’13p’2ElEl7 04132007 | [] Properti
12 | WALEMTIMA € 3 | {Form LDSS-3152) Action Taken on Your Food Stamp Case 1 04/05/2007 | 04/05(2007 | [] Properti
12‘\:’ALENTINA ¢ SIUnknown Farm | 1 Eun’zzfzoo? 01/2zjz007 | [ .mpLM
12 .VALENTINA .( EI(Fnrm W-113K) Documentation Required 1 ;11)’28)’2006 12/07§2006 D Properti
12 | WALENTIMA ¢ 3 | Landlord Letter (Statement from Non-Relative Landiord) 2| 11jzsiz006 12/0702006 | [] | Properti
ey v 12 WALENTIMA | G ot wiiones e | 1ocwwun3 | UIB Statsment 1| 11fz8j2006 12j07j2006 [] | Properti



Attachment A (page 6)

Navigating the HRA OneViewer

e To filter by folder, select a Folder Name.

o = v >
e . © = z ® . ¥ @ € & 34.
Back Fotward Stop Refresh Horne Search Fawarites Wedia Histary Mail

Bl ks >

Cal

Fle Edt Wew Favortes Toos Help

»

Address ‘@ http:/ifndocweb 1SmtefhraoneviewerjUniversaliNyC_HRAjINkake. aspx

HRA OneViewer

You are logged in as: ADMIN

Intake E

Pleasc Enter:  CaseMumber [ | OR s | on en[ ]
OR  Festhame| | aw LostMame [ |

o —
SEARCH | CLEAR |

Please select a Case Number

Case Number
| o 1 Select ‘i ‘
o \

Folder name Filter by Name |Select All v|
Filter by CaseNumber | Select Al - Filter by PRGM | Select al v
Filter by Folder Name | Select all ¥ Filter by Program/Doc Class | Select all Vl
Filter by Document Type E_Cmespmdencemot o -
Filter by Scanned Date  [Employment Documents Filter by Entry Date | Select Al . |

Food Stamps

Housing Information
Income|Financial Statements

_ 28 of 5.

Resulte 1 - 25 of S4 Newt See Al ReSults i iintraAgency Corespondence
Medicaid

S| Miscellaneous Pages

Case Number | 55N g‘;‘::—"e‘i | Entry Date | ALL
Date | =
Personal Documents

Uity Informati ! o
L TS o rar s e wund Document (TAD)

J | Health Insurance and Nutrition Application (DOH-4720) 5 oafisjzos | osfa0jzons ‘D ‘ngertl:‘
i | 2

@ !Q Local intranet

GISSELLE

e To filter by document, select Document Type.

. 7 = = o
Ele Edt Wew Favorites Tools  Help c . W B £ sl ‘O s a e" ['J_
Back Forward Stop Refresh Home: Search Fawvorites Media Histary: Mail
Address ‘@ hittp: {FndocweblSmte fhracneviewer UniversalilC_HRAJINtake, aspe v‘ Go | Links **
. ~

(Form D55-4571) Alcohol/Substance Abuse Screening
(Form LDS5-2921) Application For PAJMAJFS Benefits
(Form LDS5-3517) Turn Around Document (TAD)

{Form M-42F) Referral Separate Determination of Medical Assistance

(Form W-B80B) Application/Joh Profile
MAF) Faclitated Enroller Client Information (any kind) Document type

[MAP-1534) Notice to Hospital of Patient Ineligibilty- Code 2
MAP—2018R) Application Control Card

(MAP-2097) Client Affirmation Application Checklist
(MAP-2097K) Health Insurance Eligibilty Screening Worksheet
Please Enter: Case Numbdg({MAP-2097Y) Information About Parents)Spouses Mat Living in Hal =
(MAP-2136A) InterviewiCertif, Guide for Ma (Hospital In-Patient Cases)

Eirth/Hospital Certificate

CIF Client Information Form {any kind}

Claimant Correspondence

Consent ko Disclosure of Records

Current Rent Receipt

Deecision of Your Medical Assistance Application, MNatice of (MAP 2087)

Dieclaration of Support (MAP 20504) L
Denial of Your Medical Assistance Application, MNatice of (MAP 20874)
Discontinue Medical Assistance-Matice of Inkent ko (MAP 2087C) = |
Foreign Passpart

Form (W-270E) MAP Program Referral Tracking

Gas & Electric Bill

Health Insurance and Mutrition Application (DOH-4220)

. History Sheet {any kind}

Filter by CaseNumber  |Hocpital Bill For Excess Income andor Resource Case
Hospital of Medicaid Decision, Motification to (MAP Z985)

OR First Nam{

Filter by Name

Filter by Folder Name Medicaid Card i
Filter by Document Type | Select all e
Filter by Scanned Date | Select All » | Filter by Entry Date | Selsct Al ~

Results 1 - 25 of 54 Next See All Results Bages SetResilts Eesipage:

Case Number | Document Type Page: g;atgined try Date

(Form LDSS-351

| 1
|GISSELLE ‘ am | Health Insurance and Mutrition Application (DOH-4220) 5 ‘ 08/18/2005 | 08/30/2005 ‘ [ ‘ Properti s
il | 3

2
@ ‘Q Local intranet




When the
document is
opened, the
selected line
remains
highlighted.

Attachment A (page 7)
Navigating the HRA OneViewer
Opening Documents

Double-click on the selected document to open it.

ol e e Toowe O - Fle Edt GoTo Favortes Help Opd - O - [@
s BlpiindoebiSus s e i v (e
Az , ¢4 O @]
1 8 o & [ ]|
ﬂ | “.. : .
WALENTING fFom \ 1 e oy [ Proetes i :
VALENTINA [Form LDS5- 1152} Action Takes on Your|  Caen 1 ANEEN ST [ Propetier
WALENTING Unbseme Firm 1 ogmen?  mpEEer [ Pupsoe ¥
PMENTINL [Form w-LL3) Documestation Requeed 1 lpsmws imoreoee | [ Poomter §
VAT Liredord Lotter (Satoment from W Alatve Larchord) B npwoh amoeed [ eoete §
ﬂ: :jx)wwu \ g d il -
T (Form £5-T6R) Docusencation Riscegt 2] g
- — -
Bl | WALENTING — Pt o !
= S =l - T O T DN
bone W Uinknown Zone
e Double-click on as many lines as needed to open multiple documents

. = - = g e
File Edit View Favortes Tools  Help €] - < % El 'fb > = < e (2 5!.
Back Fofward Stop Refresh Home Search Favarites Media Hiskary: Mail

= I

Address @ hittp: fffndocweb 1 Smicjhraoneviewer fUniversalfiyC_HRA[Inkske, aspx

Wisw  Favorites  Tools  Help

File:

[Bl save = Copy @Prim EI 7]
: @’3‘ Iﬁ Select Text @LSelecﬂmage 1 ﬁ
LBl O ® 1% -

TN e

o .

Back

File Edt “ew Favorites Tools  Help

Links: **

Address |@ http-,r,rrnducweb1SmthISImagasf\fiewfug102007;24019124: v Bl s
[ Create documents

anyone can open
. E] ® 7% -

Account Nuinber
Rill Period
Verizon

PR E D

o P

®

D‘J

"

Bookmarks ™

May 19 - Jun 18, 2003
Page lﬂ?n

| b Pel
; ]
P P 0 P P P L LT AP P P LA

Valenting 1

Manage yonr accouat onlin
v verizon.con

Firseaime nser! Sign in with —
User ID TI843181545
and’pmmd’ VIZKZ

Bookmarks > |

Signatures

HOT WALID FOR REENTR
CARD WALE FRON ORY1 /03 EXFIRES 08/ 1

EEISEE

id Av
Brooklyn NY 11212

Signatures

Double-clicking a second
line will open more
documents. There is no
limit to the number of
documents that can be
opened at one time.

|
MJ@ e m,l

Drsder or Bill Jeffmation_AQCOUNT SUM|
- UM Previous Balance
11%8.5in £ 1l | ™ F:l‘:lr brmation 'W - Thank You 51 02:: e
1 of 1 rmsnmma i
| o L | @ B TTHIDD sepage § Newcha PO
e W venmn g:uv; L??I Sevices paged SZE;%cr
i arel In e afizon Optional Services — pape 2 :
/gana‘ Li: Diet Papment Option ]| Otfer Charees . 308 J
h-1nfl | reiannt .. "Tofal New Charges Due by June L3573 4l
i-- <I>| 85x1lin LS il | >
Gene| = - —
k. [ 4 4 1 af 1 P RLO O (0=
@ Done ‘Q Local intranet
>

'a Local intranet




Attachment A (page 8)

Navigating the HRA OneViewer

¢ |f an opened document has multiple pages, click on Pages or click on the
arrow at the bottom of the page to advance to the next page.

e To see several pages in the window, click the toolbar at the bottom of the
screen.

Fle Edt GoTo Favorkes Help 3
Gﬁack' @@@@"Oﬁach *Favoﬁtes a'@-%m.‘a

ckiress | ] http:ffndocweb Srkc/1Slmages View/09182007/108560772.pc v B ks ®
[ Bseec 5 @ W[ @[Dseer Q[ £3 ©en | @031 8 0 & [ ] wr| [adobeneader igh

3. Prmsne st s, ummont o, s ofGirs Sl Becunty ramter ol oot s 0 s of o
™ > de WY _ po e
S b ]
: 4 Doemyoburpepis st [lri | [CHfen  1*Vea- rovite e drmetion bokow
e e Balrsanaie o Vou or B i
' 46 | W haed -]
LW | A
1ok 40 Ao e s g oo
L Your Addrous [ you sre homeiess, check this box (] and keave questions 5.6, 7 and & bisnk.)
..... — a5 Tt A o
Sran o
& vt rinnt  Ddoamen Dlnean [l raemmass [ owr
[ —— L2 o Lo
[ r—— ot e i 3
v L Prpats, QW= b3 - poge
: R
— - gL
T

H [ | o
Suiy e

Click toolbar to
change view.

[l 4o |b PO O]
A

Click arrow for
next page.




Attachment A (page 9)

Printing Documents

Navigating the HRA OneViewer

Documents can be printed in a number of ways, they are as follows:

Printing a single document

e | http:/ifndocweb15mic/ISimages/Print/0B292007/08292007122000. pdf.

- Microsoft Internet Explorer provided by Human Resources Admin

Fle Edt GoTo Favorites Help 9 - M@ @ P seath FrFaveites @ | (- 3 o
Address .@‘_}http:#FnducweblSmtcﬂISlmagﬁr\ntﬂUSZQZUU?fUEZQZUWIZZUUUldF v EJco Lk *
w; & M ‘\fi‘i[bsaem s @&v‘;j“ b ® [0 |- @ |i03- By |5
\
C||Ck the VILE O€ PORT REALTY
Print icon. - j
\
|
£ a
L
g
_.:J 1oft _-g - |___;___i
Done Unknown Zone
e After the document has been opened, click on the Print icon in the toolbar at

the top of the screen.

Printing multiple documents

|@ HRA OneViewer - Microsoft Internet Explorer provided by Human Resources Administration

File

E fEn FEEls LES D B:?k T i sﬂz Rel%sh Hur:we Se;n:h Favarites Hlftury Mail '1"

Address | (€] bitp:fJaneview1 Bmtca.hra.nycnetjhraone viewerUniversalfiC_HRAPublc/Intake. aspx R
MARIS 4] | Gas & Electric Bill 1 01/13/2006  01{20{2006 Properties ~
MARIS 41 | (Form LDS5-3517) Turn Around Document (TAD) 1 |otj1arzo06 012002008 (]| | Properties
MARIS 4] Motice ko Former 551 Beneficiary (MAP 309) 2 01/13/2006 01jz0f2008 | ] Propetties
MARIE 4] | Social Security Card 1 o1/13fzo06 | 012002008 | ]| | Properties
MARIE 4] | Photo ID (any source) 1 |o1f13/2006 01/20/2008 | (]| |Properties SeIeCt
MARIS 41 | Telephane Bill 1 |otf1arz006 012002008 | [ | |Properties document here-
MARIS 43| WMS Printout: (Ma: Pending MAJSST Budgst - WEGTMA and WEGTME) | 1 | 12/27/2005 12(3tj2005) [] | | Properties
MARILE 4] | (WINRO15%) Food Stamp Budget Caleulation 1 |1z/27rz005 12731/2005) [ | |Properties
MARIE 4] | (LDS5-4826) Food Stamp Benefits Application 4 |1zjezizoos 12i31fz005 [ | | eroperties
MARIS 4] | (Form W-1324) Food Stamp Eligibiity Determination History Shest 14| 12/27j2005 12431/2005| [] | | Properties
MARIS 41 | Phoka ID (amy source) 1 |1zrzzrz005 1231/z005| [ | |Properties
MARIA 4] Social Security Card 1 1zf2712005 | 12431/2005| ] Propetties
MARIE 4] | Gas & Electric Bil 1 1zfa7izo0s | 1zf3t)2005 | [ | | properties
MARIE 43| Calculation of Rent - any document showing how the rent is calelated | 1| 12/27/2005  12/31j2005 | [ | | Properties
MARIS 41 | Telephane Bill 1 |1zrzrrz005 123172005 | ]| | Properties
MARIS 47 Sacial Security Benefit Infarmation (S54-L634) 1 |1zpzzrz005 123172005 (]| | Properties R j
MARIE 4] | Birth/Hospital Certificate 1 |1zf270z008 12312005 Properties CIICk Prlnt
MARIE 43 | Bank Account Statement 2 12/27j2005 | 12{31/2005 Properties Se|eCtEd bUtton to

Results 1 - 25 of 36 Next See All Results

print.

Print Selected

&] Done

&J Lacal intranet
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Navigating the HRA OneViewer

¢ From the Document Results window (on page 9), select the desired
documents and click Print Selected.

Printing all documents

2 HRA OneViewer - Microsoft Internet Explorer provided by Human Resources Administration

= = " ~ : T 2
File Edit View Favorites Todls Help @ - |ﬂ @1 A . L < © = ;"'1"
Back 0 i) Stop Refresh Home Search Favatites Media Histary Tail L
Address |@ http: jffndocweb 1Smtcfhraoneviewer /UniversalfNYC_HRAInkake. aspx v| Go Links >
A
Filter by Name | VALENTIN v
Filter by CaseNumber | Select all W i Filter by PRGM | Select all w |
Filter by Folder Name i Select Al R | Filter by Program,;/Doc Class | Select all W |
Filter by Document Type | Select Al L
Filter by Scanned Date | Select all b | Filter by Entry Date ! Select all v
of 64 Next See All Results
| Select ‘
Last Name CIN Document Type S eaagia Doc Ip |ALL ‘ Click here.
b4 " 45 | (Form LDS5-2921) Application for PA/MAIFS Berefits 7 | 09/10/2007 09/10/2007 | 2408621068 Properties
a4 45 | Unknown Form 1 09/10/2007 09{10/2007 | 2408621075 Properties
b4 45 | (Form LDS5-2921) Application For PA{MAIFS Berefits 3 | 09/10/2007 09/10/2007 | 2408621078 Properties
b4 45 | (Form W-25) History Sheet 1 |08/17{2007 08{21/2007 | 154600952 Properties
b4 45 | {W-138NM) NPA-Computer Match Workshest 1 | 08/17{2007 08212007 | 154600953 Properties
=k 45 | Death Match-Pa/Health Dept Deceased Mame| Address Discrepancy(UIM371) 1 08/17/2007 08§21/2007 | 154600954 Properties
B4 45 | {Form W-137B) Acceptance/Denial of Request For Additional Allowance 1 04/13/2007 04)13/2007 | 1314053175 Properties
= 45 | {Form LDSS5-3152) Action Taken on Your Food Stamp Case 1 04/05/2007 04j05/2007 | 2407923686 Properties
24 45 | Unknown Form 1 01/22/2007 01j22/2007 | 2407557768 Properties
94 45 | {Form W-113K) Documnentation Required 1 11/28/2006 | 12)07(2006 | 2407404324 Properties
B4 45 | Landlord Letter {Statement from Mon-Relative Landlard) 2 11/28/2006 | 12)07/2006 | 2407404325 Properties
a4 45 | UIB Statement 1 11/26/2006 12/07/2006 | 2407404327 Properties
ARAEAAS A FRITTRA S TE LS ITRE I AL | T aAr A A ..r;— ..... L s o Ty SN S B W R e | . | R L T e e LYot .n.qn—a.qn.u-v-\n | = | T :
& ! L >
@ ‘j Local intranst

e Click on Select All and checks appear opposite all documents. Click on Print
Selected.
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Navigating the HRA OneViewer

Properties

The Properties of a document provides additional scanning and indexing
information and can be used to track the site and individuals responsible for
inputting the information into the system. This option is not available when the
viewer is accessed through POS.

3 R3 OnoVipwer - Micaosoft bntornot Explores

3 DocPraparties - Microsoft Internet [x... [ |[51][5€)

provided by Human Resources Adminkstration

Lotlin il it s e 2 m e b e o i E‘e{ﬂ!hl‘mm]” w ",?'“
iress ] g rdocemis St e L eeor s ST ATt s 0 > o - ,
G G4 fwat Sew Al Rewity T ST R P page | ~ saess | @b docwebiSebefbescre ) [ G0 ks
. d
7 vAENTING § | (PomLDSS-TU1 L Appastion fos FAMMAFS Banafit 7 O epsne APP_REG_DATE 2
i e : o b
2 vaenToa 5 IFonmLOS5-2921) Apckcation fix PAMATFS Berclits 3 o mes PROPERTIES Case_pumber.
UL 1 N
iz v | [ 1 —< St
o OVALENTING 1| onfraEoeT o Brsoerties. DOC_SOURCE
T VALENTDNA 5 for 1 [a DO{iTYFE
2 VALENTIA 5| (PormLDSS-3152) Action Taken an Your Pasd Stamp Case: 1 [ FIRST_NAME
T veENTOR i e Fom 1 O | eecosctes Index_Source
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e Click on Properties for a specific document and the Properties window

opens listing the document’s information.

Closing the HRA OneViewer from Outside POS
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i pddress I@ http:fifndocweb 1 Smbcihraoneviewer/Univer salfMyC_HRAPUblic/Inkake, aspx
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You are logged in as: admin

Don’t close by
clicking here.

Click here
to Log Out.
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Attachment A (page 12)
Navigating the HRA OneViewer
e Click on Log Out to close the HRA OneViewer. If you close out using the “X”

in the upper right hand corner of the screen, the following popup screen will
appear:

Microsoft Internet Explorer

"'_., Are you sure vou want ko navigate away From this page?
For optimal security, please close any open Yiewer Windows, .,

Press QK to conkinue, or Cancel bo skay on the current page,

T |[ Cancel ]

e Click Cancel and log out by clicking the Log Out button.

Closing the HRA One Viewer from POS

e Click the Close button at the top of the screen.

version 11.3.1 - Paperless Office System
Fle Edit Tools Window Help
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Close
HRA OneViewer
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Filter by Case Number | Select All = Filter by PRGM | Select All Jh
Filter by Folders | Select Al =l Filter by Program/Doc Class ISEIEEt Al = CI 0se the POS
Filter by Document Type [Select Al IE OneVieWQr.
Filter by Scanned Date [Select Al | Filker by Entry Date [Select Al B
Resultz 1 - 25 of 25 Page Size Set Results Per page

e
Number Name

6 | HUSBAND (Form LD:55-3938) FS Application Expedited Processing Summary Sheet | 1 6i13/2007 | [
C 8 | HUSBAND |+ 2 | tForm LDSS-3938) FS Application Expedited Processing Summary Sheet |1 6i13/2007 | [
C 8 | HUSBAND |+ 1 | {Form LDS5-3938) FS Application Expedited Processing Summary Sheet |1 6/13/2007 | O
C § | HUSBAND b 3| (Form M-3g) Motice ko Report ko Center 1 6il4fz007 | [©
4 6 | HUSBAND |+ 1 | {Farm M-3g) Matice ko Report ta Center 1 6i14/2007 | [
C 8 | HUSBAND |+ 2 | tFarm w-119) Request For Contact on a Mailed Faxed Application 1 6i14/2007 | [
C 8 | HUSBAND |+ 3 | tForm M-3g) Motice to Report to Center 1 6/14/2007 | [
4 & | HUSBAND |+ 3 | tForm W-119) Request For Contact on a Mailed Faxed Application 1 sit4fz007 | [
C § | HUSBAND b 3| (Form M-3g) Motice ko Report ko Center 1 6il4fz007 | [©
4 6 | HUSBAND |+ 1 | tFarm W-451) Police Report 1 6i14/2007 | [
C 8 | HUSBAND |+ 2 | tForm M-3g) Motice ko Report to Center 1 6i14/2007 | [
C 8 | HUSBAND |+ 1 | tForm M-3g) Motice ko Report to Center 1 6/14/2007 | [
O B HUSBAND hunicr | imeussod | (Form M-3g) Matice ko Report to Center 1 &i14fz2007 | [C _I
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