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Attachment A

FS POS Release Notes

Version 3.2.1 August 31, 2009

These Release Notes contain descriptions of changes in FS POS Release 3.2.1, scheduled for August 31,
2009. 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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FS POS Release Notes

Version 3.2.1 August 31, 2009

1. Updated Vital Records Collateral Call

POS will resume the Birth Verification process with NYC Vital Records for applicants/participants. POS
will validate the Birth Certificate based on the Department of Health and Mental Health (DOHMH)
records.

DOHMH will be hosting a web service which will return a system validation. The validation process
should consist of two parts:

=  Birth Authentication
= Death report check.

The death verification is based on the Death Report results from DOHMH. It represents the info about
the demographics entered showing the individual as deceased. The data is passed to POS for possible
follow up action by the worker. The System will process this validation as well as the Birth Records
search.

Only POS workers who are allowed in the application interview and recertification activities can process
the call to Vital Records for Birth Authentication:

= Entering the Birth Certification number in the Individual Details window (if available) will narrow
the search and make it possible to receive a single exact match.

= Based on the results they obtained from DOHMH, the worker may have to continue to process
the verification.

= The Vital records messages will determine if the worker must follow-up with any additional
action.

File Edit Tools ‘Window Help

O« sB@E S T2 B X YHIW A ® $O0ESLE D £t =L
Data from System
_ FirstName | Last Name | DOB Sex Birth Cert Ho County of Birth
P T e T R e
| Test [ Verification | 12n12n975 | M | MewYork

Instiuctions
Displayed below are the results of the birth verification match with ¥ital Records NYC for the above named individual.
Pleaze review results and messages carefully. Some return codes require follow-up action

Returned Results

Yerification
D ate
08/10/2009

Mothers Birth Dece-
Maiden Hame  Cert Ho | ased

_Return SSN First Hame Last Hame |Sex Doe
NO Match Found | 038-53-5000 Test111 Verification | F | 05/23/1976

Meszages: Birth WVerification clearance shows that no matches were found for thiz individual. D ocurmentation for citizenship, identity and age should be collected if
niot already submitted.

Close
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= The individuals born in a New York City borough will appear at the top of the window, with the
data submitted to DOMMH.
=  The User must click on the name to view the result of the collateral call:

Data from System

First Hame Last Hame DOB Sex Birth Cert No County of Birth
Test111 Venfication 05/23/1976 F Brooklyn
[ Test | Verification | 121121975 | M| | MNew Yok

= The results will be displayed for each selected individual:

Instiuctions

Digplayed below are the results of the birth verification match with ¥ital Records NYC for the above named individual.
Please review results and meszages carefully. Some return codes require follow-up action

Beturned Results

Maothers Birth Dece-| Verification
___Return 55N First Name Last Name |Sex DOB Maiden Name  Cert No | ased Date
NO Match Found| 038-59-5000 Test111 Verification | F | 05/23/1976 | 08/10/2009

Messages: Birth Verification clearance shows that no matches were found for thiz individual D ocumentation for citizenship, identity and age should be collected if
not already submitted.

The worker may need to add or change existing demographic information on the individual detail
window based on the verification results.

They may also need to modify the birth certificate number if it has been entered incorrectly on this
window and click re-run BV process.

Vital Records Collateral Call

The Vital Records result can also be seen by clicking on the Vital Records Icon in the toolbar.

File Edit Tools ‘Window Help

| A4

Page 3 of 10



Attachment A

FS POS Release Notes

Version 3.2.1 August 31, 2009

Vital Records Short Description/ Messages

Description

Return Message

Messages

The System cannot authenticate the Worker!
Please contact: helpdesk-pos@hra.nyc.gov

Cannot Authenticate

The System cannot authenticate the Worker!
Please contact: helpdesk-pos@hra.nyc.gov

You are missing some required entries. Please
return to the Individual Details window and fill
in all data including parents’ names.

Return to Individual Details

You are missing some required fields. Please
return to the Individual Details window and fill in
all data including parents’ names.

You have exceeded the maximum number of
clearances allowed for this individual. Please
continue with the next person on the case.

Exceeded no. of attempts

You have exceeded the maximum number of
clearances allowed for this individual. Please
continue with the next person on the case.

Multiple Match found based on spelling of first
and last names, DOB, gender.

Multiple Match

Birth Verification has been received from Vital
Records. More than one person has been found
with matching data.

Multiple Match found based on spelling of first
and last names, DOB, gender.
Individuals have been verified as Deceased.

Deceased - Multiple Match

Birth Verification has been received from Vital
Records. More than one person has been found
with matching data, all of whom are deceased.
Case should be referred to BFI. Select link from
Help Menu and submit Form BFI-14.

Multiple Match found based on spelling of first
and last names, DOB, gender and mother’s
maiden name.

Multiple Match

Birth Verification has been received from Vital
Records. More than one person has been found
with matching data.

Multiple Match found based on spelling of first
and last names, DOB, gender and mother’s
maiden name. Individuals have been verified
as Deceased.

Deceased - Multiple Match

Birth Verification has been received from Vital
Records. More than one person has been found
with matching data, all of whom are deceased.
Case should be referred to BFI. Select link from
Help Menu and submit Form BFI-14.

Multiple Match found based on spelling of first
and last names, DOB, gender and Birth
Certificate number.

Multiple Match

Birth Verification has been received from Vital
Records. More than one person has been found
with matching data.

Single match found using four-factor matching | Single Match Birth Verification has been received from Vital
(exact spelling of first name, last name, date of Records. The externally verified checkbox on the
birth, and gender). Individual Details window will be checked for
citizenship and age. One additional document is
needed for proof of identity if not already
submitted.
Single match found using five-factor matching | Single Match Birth Verification has been received from Vital
(with exact spelling of first name, last name, Records. The externally verified checkbox on the
date of birth, gender, and with mother’s Individual Details window will be checked for
maiden name normalized ) citizenship and age. One additional document is
needed for proof of identity if not already
submitted.
Single match found using four-factor matching | Single Match Birth Verification has been received from Vital
(exact spelling of first name, last name, date of Records. The externally verified checkbox on
birth, and gender) after failing using the five- Individual Details window will be checked for
factor matching (with exact spelling of first citizenship and age. One additional document is
name, last name, date of birth, gender). needed for proof of identity if not already
submitted.
Single match found with provided birth Single Match Birth Verification has been received from Vital

certificate number, first name, last name,
gender and date of birth.

Records. The externally verified checkbox on the
Individual Details window will be checked for
citizenship and age. One additional document is
needed for proof of identity if not already
submitted.

Single match was found for the individual.
Individual has been verified as Deceased.

Deceased - Single Match

Birth Verification has been received from Vital
Records. Only one person has been found with
matching data and this person is deceased.
Case should be referred to BFI. Select link from
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Description

Return Message

Messages

Help Menu and submit Form BFI-14.

Single match was found for the individual.
Individual has been verified as Deceased.

Deceased - Single Match

Birth Verification has been received from Vital
Records. Only one person has been found with
matching data and this person is deceased.
Case should be referred to BFI. Select link from
Help Menu and submit Form BFI-14.

NO Match found based on Birth Certificate
number, first and last names, DOB and
gender.

NO Match Found

Birth Verification clearance shows that no
matches were found for this individual. If Birth
Certificate number entered has been verified,
case should be referred to BFI. Select link from
Help Menu and submit Form BFI-14.

NO Match found based on spelling of first and
last names, DOB, gender.

NO Match Found

Birth Verification clearance shows that no
matches were found for this individual.
Documentation for citizenship, identity and age
should be collected if not already submitted.

NO Match found based on spelling of first and
last names, DOB, gender.

NO Match Found

Birth Verification clearance shows that no
matches were found for this individual.
Documentation for citizenship, identity and age
should be collected if not already submitted.

2. POS Budget Synchronization

POS will synchronize with the “current active budget” (CAB) received from WMS to update budget-
related information within the interview when it finds an update. For example, if the participant’s income
is updated by a Mass Re-Budgeting (MRB) from WMS, POS will update the income window with the
new income amount the next time that a Worker opens the case. This will help ensure that the
information in POS and WMS matches.

Reminder: Unearned Income Reconciliation

A new window named Unassigned Income from Current Active Budget was added in POS release
3.2 to reconcile the POS budget and interview data when there is income with income source code of
98 or 99 that is not associated with a POS interview window.

This window appears when the Worker clicks on the New Budget button in the Existing Budgets
window or when the Worker closes the Latest Synchronized Budget window in the Change Case
Data activity.

The Worker will need to indicate the specific income type. If the income type is “Contributions for
Excess Rent”, the Worker will need to indicate the contributor, what the contribution pays for and
whether it is a loan. If the client is disputing the information from the current active budget, the Worker
must indicate whether he/she has proof that he/she does not receive the budgeted income or that the
income has stopped.

Once the income type has been specified, POS will update the appropriate interview section.

If there is additional unassigned income with source code 98 or 99, the window will appear for the next
income row, until all unassigned unearned income is updated.

Unassigned Income from Current Active Budget
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Instructions

The following infs was obtained from the Current Active Budget [CAB) in WM5. The Information with the blue font is
income type 99 from the CAB that is not identified in POS5 .

Select the appropriate income type. If you are not able to determine the Income type, select "Other Uneamed Income” from
the radio buttons. POS will update the interview questions. If the income type iz 'Contributions for Excess rent’, you must go
to the Shelter window to complete the information for the next new POS budget.

If there is more than one income source. it will show up once you click on the "Mext' button. You must addiess all
discrepancies before you can continue to authorize a new budget.

—Unassigned CAB Income—————————————
Is the client present? | ™ Yes O No

Line Ho Mame
1 | JOSE TESTTWO Is the chent disputing the information? *Yes  No

.

Does the client have to ‘ @ ¥es Mo

Ind PA & F5 Statuses support this claim?
|EDTIVE |EDTIVE Income Assi
Gl D i All " Contiibuti for Excess Rent
Income Type
’F ‘UlhEl Unearned Income " Mo fault insurance benefit " Contribution 7 Gift [non rent)
Amount Pd Prog Ind. " Tuition Fees " Training Allotment

20.00 |[Monthly |— " Income From a Trust " Other Unearmned Income

Conbibution to Pay for | " General [~ Earmarked & Verified

Loan? T Yes © Mo

Save Income to Interview ‘ Lancel
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4. Updates to Refer Back to Worker Window

The “Refer Back to Worker” button and the “Refer to Worker” window in the Approval Elements window
in POS approval activities allows Supervisors to send cases back to Workers for correction. The

window was revised to allow Supervisors from Non-Cash Assistance Regional Offices to send a case
back to a Worker from their office or from the “home center”.

Updated Refer Back to Worker Window — New Control for Change Center / Regional Offices

Refer to Worker

Select Center F43

Selected Case .
an[l[l[l 10005298E Case Namell F5 NEW CINlitW‘.MSJMN
Suffiull Casehead NamaINe:w Efs SSNI

Refer Case To
| IUnltI Last Name I First Name I urw |Ph|me Illﬂlﬂl J

||W Fs [Batev  [0lga  [FPos1  |(718) 220-2222
|Fs Supewlsm |_|IZISTA [Madhu [FPOS4  |(718) 510-0564
Beon Jooe | - |
|S upervisor l_ |S hah |Kama| I

F‘iupenﬂsor ,WIChauhan |H aresh IPDS1 I

[Supervisor DEV [Papavasiliou [Kathy [POSDM [(718) 510-0483 —

oK | Cancel |

5. Updates to Application Referrals Activity for Finger Imaging Referrals

Since AFIS operators only accept the POS generated W-519 AFIS Referral form, the Application
Referral activity will be updated to allow the printing of the AFIS referral in the following instances:

= Closed or rejected cases and
= Clients on Single Issue or Active case status for whom the form was previously printed.

For additional details, please see Appendix F.
6. FS Central Office Access Rights

FS Central Office, Special Project Change Centers and FS Fair hearing units have been given access
to all FS Centers.

For additional details, please see Appendix D.
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7. Updates to Case Member Information
The Case Member window will have the following items updated:

= The Failed to Keep field will be cleared when the worker starts a new interview activity, even for
cases that were previously marked as failed to keep on the FS Application Log or FS
Recertification Log.

= The worker will need to indicate whether the applicant/participant failed to keep the interview.

= The “IVRS” field will now be changed to “Potential IVRS”.

8. Updates to FS Recertification Interview Log

The FS Recertification Interview Log will be updated to revise an existing filter and an existing
column.

IVRS Filter
The IVRS filter will be renamed Potential IVRS in the appointment type and the case filter.

Potential IVRS

Previous
Appt

Case
Status

Appt
Status

No Change |Reguested

Closing Appt. Date

Original ‘

For additional details, please see Appendix A.

9. Updates to Application Interview Log

The Food Stamp Application Log will be updated to add a new column and a new filter to indicate an
expedited case.

POS will identify these cases by checking to determine if the case received Expedited benefits

Number of Assigned Spoken | Interpre Interview | Expedited | Case Previous Orig. Date
Contacts To Lang Started On Status Appt
» 1] English Mo es APPLYING 32009 9:00 A

For additional details, please see Appendix B.
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10.Restricting the TAD Window

Due to a number of errors occurring within POS based on the use of the dummy case number, POS will
now provide the following error message when the worker attempts to open the TAD window for a case
that was not yet registered in WMS.

'E Cannot open the TAD Window. This is a Dummy Case Number

This error message will be enabled in any activity in which a TAD window is accessible when the case
has not been registered in WMS.

11.Minimum Wage Increase
The Federal Minimum wage has increased to $7.25 per hour. As a result the POS Expedited FS /EFS
window has been updated to reflect the new amount. In addition, the Working Families’ Determination
window and the associated business rules will reflect the Federal Minimum wage increase.

Working Families Window

m FS POS RECEPTION: Working Families and Hardship Waiver F40

Food Stamps  Open POS  Help  Exit

—Wworking Families Food Stamp Initiative (WEFSI)

Is any adult (18 years of age orolder) member of your househald either " Yes * Mo

working 30 or more hours perweek or earning $217.50 or more perweek?

Are any two (2) adult members of your household  each either working

20 or more hours perweek or eaming $145 or more perweek? » il CEs

Does the household gualify for WFEFSIT
Mo

Telephone Interview Selection

Does the applicant want o conduct their interview by telephone? " Yes * No
Hardship Waiver Reason: j
Next Previous |
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12.Updates to POS “Help About” Window

The POS “Help About” Window will now have two additional indicators to assist Help Desk and
development staff to easily determine user and PC information:

=  POS Title
= Caseload

FS POS 3.2.1
POS Is Running From Citrix Server: | IENEGNGIGzGEGN

Sybase PowerBuilder Enterprise “Yersion 9
Compile Date: [SEgleteuni=] gul=iy g Uszer 1D: _
wachine Narme: [N O¢ <=

Curent Cace: |
Parent/Current Activity: ““

FOS Title/Caseload: 53 - F5 Supervisor FOSDD
COM Farm  PING com Farm IP: |
Power TCE  PING Distributed App PINEl

aquerta P I | Aveserer P
Po T P
Environment: m eForms Webser\rer:_

o]

13.E-Forms

The following E-Forms will be updated:

= W-119 — Request for Contact on a Food Stamp Application
= W-120 - Food Stamp Benefits Application Signature Form
=  W-129B - Food Stamp Benefits Application Attestation Signature Form

14.Food Stamp Appendices
The following updated and additional reminder appendices have been added to this release:

Appendix A — Updated Recertification Log

Appendix B — Updated Application Log

Appendix C — Failed to Keep FS Application Interview Process

Appendix D — FS Regional Office Access to Home Center Intake and Logs

Appendix E — Re-Opening Cases using Change Case Data and Recertification Interview
Activities

= Appendix F —Printing Finger Imaging Referral Forms
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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.

The Recertification Interview Log and Failed to Keep Recertification Log windows will be updated
with the following new functionality and features:

= Revised IVRS filter

Revised IVRS Filter

A filter allows the Worker to filter for cases that may be eligible to complete their recertification via the
Interactive Voice Response System (IVRS). The IVRS filter will be renamed “Potential IVRS” in the
appointment type and the case filter and the matching log column will also be renamed “Potential IVRS”.

I
' Recertification Interview Log [ Ce

Appointment Type
v| Telephone Interview
| In-Center Interview
["]Potential IVRS
| |No Change

[ | Original appointment date
[ | LDSS-4826 Received

|
Potential

Case

Status IVRS
Active Mo
Active Mo
Active No
Active No
Active No
Active Yes
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Past Changes

No Change Filter

A filter was added to allow the Worker to filter for cases that were marked as “no change recertifications” in
the FS Recertification Interview activity.

I
' Recertification Interview Log [ Ce

Appointment Type
'v| Telephone Interview
7| In-Center Interview
[] Potential IVRS
[ |No Change

["] Original appeintment date
[ |LDSS-4826 Received

No Change Column

A column indicates whether the case was marked as a “no change recertification” in the FS Recertification
Interview activity.

Enhanced Search Criteria

The FS sites will be able to find the cases by entering the case number. This will allow the Worker to find
the case that may have been scheduled for a past or future date without running the log for a long date
range.

Retrieve by Original Appointment Date

The FS sites will be able to view cases by the original appointment date. This will allow the site to replicate
the reconciliation view that is currently done using the WINROQ76 report.

Filtered View and Printing

The FS sites will be able to select the columns that they wish to view or print.
The FS sites will be able to view all of the data for 1 case row on the same printed page.

CNS Notice Number Required Window

This window will be removed and a clearance has been issued that all failed to keep recertification closing
should be processed using Y10.

Page 2 of 15



Attachment B

FS POS Release Notes: Appendix A

Version 3.2.1 August 31, 2009

Instructions

When the Worker clicks OK on the Instructions window for the Recertification Interview Log window is
displayed.

New Instructions

[The Recertification Interview Daily Log will dizplay all recertification interview appointments for the
zelected date range.

To wiew appointmentz, select the search criteria and appropriate filkers. then click on Retrieve.

To filker the data that wasz already retrieved, update the selections in the filker section and click Filter.
Click on Display to zelect the caolumnz that should be dizplayed on the screen.

Click on Print to select the columns to be printed and print the on-zcreen output,

To assign the failed to keep tranzactions, click on the Process Failed to Keep Transactions
buttan,

Click on the Exit button to cloze the window.

Close

The Instruction window will display new instructions for the NCA FS Centers

When the Worker clicks on the Close button, the Recertification Interview Log appears.
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Updated Recertification Log

Recertification Interview Log [ Center Number: E40 | o

Appointment Type Appodntment Status Fitter
e 2] Telephone Interview [+ Mgt Appoimtment o
in-Ganses Interview . o .
e (-] Faltad bo Kooy Appointment o
(| Mo Changs mons (€]
" Last Mama of Casshasd of Payes -
1 : [ original apposmtment cate @)
[ LDS8-£478 Rucemd
o P 00 PP 9 B O =
Case Number | Case Hame Lang | 'ePreser |Appe | Insview |w °‘ Startad O | ‘Bnm- Mzs .w Requasted .nw
1 T
000005389054 |Lorne Anna |  English Yos | TIHR007 [10:00 AM Yos veo TOESIA Tumer 1 Ti3trz007 nprv: Active  |No  [w2207  [We Ne o
000074225068 | Steel Dan Spanish Yos TII00T  10:00 AM Yos Yos t‘zz‘an 555 B. Jones H Tiatiz00T :;BP: Active No Ho Ho
Chaimen . (213) 555- s Kopt
0000T421970C Stave Russian Yos TIA200T  11:00 AM Yeos Yeos 1202 C. Allgn 1 TIa2007 Appt Active No No No
000074240340 |Mort Ralgh | Arabilc You  [TM200T 1:00 PM You ve  |DE%F o mobers | 2 INz0ET :;’r‘; actva | No Ho Ho
. o (212) 355
D0O0T446450F | Doep Tan Haitizn No TIIA00T  1:00 PM No You 1208 E. Sproal o Active No Ho No
070611121115 Sands Raul | English 1007 |3:00 PM Yos No F. Walls Yes  |Yes

NS

Definitions

@J Er

o Active 3
Process Palled to Keep Transactions Exit

1. File, Retrieve, Print, Filter, Display, Summary

2. Recertification Log
New Search by Date Filters
3. Appointment date

a. Select Date

b. Specify Range

4, Case Number

5. Last name of case head or payee
New Appointment Type Filter
There will be a new Appointment Type filter, with two options:
6. Original Appointment date

a. Originating
6d.Telephone Intervi

Appointment
ew

6e. In-Center Interview

6g. Potential IVRS
6h. No Change
Kept Appointment

None
0. Case Number
1. Case Name

RBoOoN

Failed to Keep Appointment

a. Spoken Language

b. Interpreter
Appt Date
Appt Time

12.
13.

a. LDSS-4826 Received
b. Telephone Interview
c. Contact Number

14.
15.
16.
17.
18.

Assigned To
Number of Contacts
Interview Started On
Appt Status

Case Status

a. Potential IVRS

19. Previous Appt

"
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6i. No Change
6j. Closing Requested
6a. Original Appt

Existing Buttons in the Window
The following buttons also appear in the window:

1.
2.

ook w

Assign — See the Assign procedure and Refer window section below for additional details.
Reschedule- Displays the Recertification Interview Scheduler window for updating with new
appointment

Kept Appointment- Will indicate that the appointment was kept

Failed to Keep Appointment- Will indicate that the participant did not keep the appointment
Process Failed to Keep Appointments- will display Fail to Keep Recertification Interview Log
Exit

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:

e FS Site Manager
e FS Assistant Site Manager
e FS Supervisor

If the title of the person who clicks on the Assign button is ‘FS CA llI', ‘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
Designated FS Clerk

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.
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Refer Action window

—

Title s |unit | Last Name | Firsthame | Phone

FS Eligibility Specialist  TES  Batov Olga 7185104209
FS Eligibility Specialist Giraldo Williarm
FS Eligibility Specialist  FS  Hilton Sandra 7185100581

FS Eligibility Specialist Sirinivasan Mamtha 7185100274
FS Agsistant Site Manag 1 Breton Jose 7185108589

Log Summary window

Log Summary

Totals:

Total Kept Appointments XX
Total Failed To Keep Appointments XX
Total Re-scheduled Appointments XX
Total Appointments XX

A new window (Log Summary) will summarize the kept, failed and re-scheduled appointments from the
Application log.

LDSS-4826 Received Window

The 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.
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LDSS-4826 Received window

I8 LDSS-4826 Received

=]

Case Number: |oo010000372C

Case Mare: IJQE BRI

Casehead Mame: I“IDE =T

Date that the LOS5-4826 was received? | Monday | December 10, 2007 j

Interview Type:  Telephone | C ImCenter

Contact Mumber.  |212-455-5555 Extension: I

Did the applicant request a new call time? LT = Mo ‘

Date: Maonday |, December 10,2007 _»| Time: ||:|5:45 pr =
0K | Cancel |

4

Contact Attempted Window

The 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.

If there are two unsuccessful contacts recorded and no successful contact has been made, the appointment
status will be automatically updated to “Failed to keep”.
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Contact Attempted window: Successful Contact

Contact Attempted

Cage Mumber: 000074407 156G
Case Mame: JULIA RIYERIO
Casehead Narme: |.Ju|ia Riverio

Contact Number: 718-555-1212 Extension:

Requested call time: |

~Contact Atternpt 1  Contact Attermpt 2
Did you successfully contact the client? ¢ yes & No Did you successfully contact the client? & ves  po
Date that the cortact was attempted?  [11nio007 < Date that the contact was attempted?  [11,050007 < |
Tirne that the contact was attermpted? 10:00 am vl Time that the contact was attempted? Iug 00 am -
~Contact Attempt 3 - Contact Attermpt 4
Did you successfully contact the client? © Yes © No Ditl you successfully contact the client? € Yes € g
Diate that the contact was attempted? |1 106/2007 j Date that the contact was attempted? |11fDEQDD? j
Time that the contact was attempted? vl Time that the contact was attempted? I -
Comments
Interview Type & Telephone  In-Center ‘
News Contact Number:  Yag @ Mo ‘

Contact Mumber: - - Extension:

Ok Cancel

Definitions of Contact Attempted Window
Case Number

Case Name

Case head Name

Contact Number

Extension

Request call time

ogkrwnrE
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Contact Attempted 1
7. Did you successfully contact the client?
8. Date that the contact was attempted?
9. Time that the contact was attempted?
Contact Attempted 2
10. Did you successfully contact the client?
11. Date that the contact was attempted?
12. Time that the contact was attempted?
Contact Attempted 3
13. Did you successfully contact the client?
14. Date that the contact was attempted?
15. Time that the contact was attempted?
Contact Attempted 4
16. Did you successfully contact the client?
17. Date that the contact was attempted?
18. Time that the contact was attempted?
19. Comments
20. Interview Type
21. New Contact Number
22. Contact Number
23. Extension
24. OK
25. Cancel
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New Window: Select Columns to Print

Select Columns to Print

[v] Case Number

[¥] Case Name

[ ] Spoken Language
[¥] Interpreter

[¢] Appt Date

[¢] Appt Time

[¢] LDSS-4826 Received
[ Telephone Interview
[ ] Contact Number

] Assigned To
["]Number of Contacts
[¢] Interview Started On
[v] Appt Status

[¢] Case Status

[1IVRS

[ | Previous Appt

[v] Orig Appt

| OK || Cancel |

A new window will allow the worker to decide which columns should be printed. This window will appear

when the Worker clicks the Print option in the menu at the top of the log.

The Case Number and Appt Date checkboxes will be pre-selected. Any chosen filters will carry over to the

print job. Additionally, all data for a single case row will appear on one page.

Once the Worker clicks OK, the print job will be sent to the printer. If the worker clicks cancel, POS will

return to the Log.
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New Window: Select Columns to Display

Select Columns to Display

[v] Case Number

[¥] Case Name

[ ] Spoken Language
[¥] Interpreter

[¢] Appt Date

[¢] Appt Time

[¢] LDSS-4826 Received
[ Telephone Interview
[ ] Contact Number

] Assigned To
["]Number of Contacts
[¢] Interview Started On
[v] Appt Status

[¢] Case Status

[1IVRS

[ | Previous Appt

[v] Orig Appt

| OK || Cancel |

A new window will allow the Worker to decide which columns should be displayed. This window will appear
when the Worker clicks the Display option in the menu at the top of the log.

The Case Number and Appt Date checkboxes will be pre-selected and protected.

When the Worker clicks OK, POS will display only the selected columns. If the Worker clicks cancel, POS
will return to the Log without any changes to the display.
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Failed to Keep Recertification Interview Log
When the Worker clicks OK on the Instructions window for the Failed to Keep Recertification Interview
Log window will display.

Instructions

The Failed to Keep Recertification
Interview Log will display all recertification
interview appointments for the selected
date range where the recipient failed to
keep their appointment. Last month's
appointments will be displayed. To process
the failed to keep transactions, click on the
Proceed with Closings button.

Click on the Exit button to close the window

Close

Updated Failed to Keep Recertification Interview Log

FS POS Version 2.2.1

File Retrieve Print Display o Failed to Keep Recertification Interview Log [ Center Number: F40 ] o
—Search by
‘s Prior month e " Case Number
" Specify Range @
From Ta (" Case Name
Q00000 o [ 0/00/00 m
Case Orig
Case Number Case Name Appt Date Appt Time | Appt Status Assigned To Status Appt
N N 6/25/07 -
00000000001A |Lort Jake 5/26/07 10:00 AM Failed to Keep |A. Turner Active 11:15 AM
000000000028 |Mort Dan 5/26/07 10:30 AM Failed to Keep |B. Jones Active ‘
00000000003C |Chisold Steve 5/26/07 11:30 AM  |Failed to Keep |C. Allen Active ‘
00000000004D |Elake John 5/26/07 1:00 PM Failed to Keep |D. Roberts Active ‘
00000000005E |Tan Lihn 5/26/07 2:45 PM Failed to Keep |E. Sprool Active
00000000006F |Porty Lon 5i26/07 3:30 PM Failed to Keep |F. Wells Active v
Totals:

Total Failed To Keep Appointments XX @

P“’::.?,:,‘;:is"gsil Assign Rescheduleé Kept Appointment é Hold Closing b Exit h

The list of the prior month’s appointments where the client failed to keep will be displayed in this window
beginning on the 16" day of the month.
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The following columns appear in the Fail to Keep Recertification Log:

1.
2.

5
6
7.
8.
9
1
1

12.

0.
1. Case Status

File, Retrieve, Print and Display
Failed to Keep Recertification Log
i. Search by Feature
Prior Month
Specify Range
a. Case Number
b. Case Name

. Case Number
. Case Name

Appointment Date
Appointment Time
Appointment Status
Assigned to

a. Originating Appointment
Total Failed to Keep Appointments- Read Only

Buttons in Log

13.
14.

15.

16.

17.

18.

Post Closings to WMS-AIl closing will be processed Y10

Assign- Click on this button to assign the case, the case will no longer appear on the Failed to Keep

Log

Reschedule-Click on this button to reschedule the case, the Recertification Interview Scheduler

window will be displayed.

Kept Appointment- Updates the appointment status and removes the case from the Failed to Keep

Recertification Interview Log

Hold Closing- Updates the appointment status and removes the case from the Failed to Keep

Recertification Interview Log
Exit
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New Window: Select Columns to Print

Select Columns to Print

[«] Case Number
Case Name
[+] Appt Date

[+] Appt Time
Appt Status
Assigned To
Case Status
[“] Orig Appt

[ OK |[cCancel |

This window will appear when the Worker clicks the Print option in the menu at the top of the log.
The Case Number and Appt Date checkboxes will be pre-selected. Any chosen filters will carry over to the
print job. Additionally, all data for a single case row will appear on one page.

Once the Worker clicks OK, the print job will be sent to the printer. If the Worker clicks cancel, POS will
return to the Log.
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New Window: Select Column to Display

Select Columns to Display

[v] Case NMumber
[¥] Case Name
[v] Appt Date

[v] Appt Time

[¥] Appt Status
[v] Assigned To
[¥] Case Status
[#] Orig Appt

[ OK |[cCancel |

The new window will allow the Worker to decide which columns should be displayed from the Failed to
Keep Recertification Log. This window will appear when the Worker clicks the Display option in the menu at
the top of the log.

The Case Number and Appt Date checkboxes will be pre-selected.

When the Worker clicks OK, the log will display only the selected columns. If the Worker clicks cancel, POS
will return to the Log without any changes to the display.
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Overview

The Application Interview Log allows Food Stamp (FS) Centers to assign and reschedule application
interviews and allows the processing of failed to keep transactions by designated staff.

The Application Interview Log and Failed to Keep Application Interview Log windows will be
updated with the following new features:

= Add an expedited filter to indicate which cases are eligible for expedited processing.

Past Changes

New Search Criteria

The FS sites will be able to find the cases by entering the case number. This will allow the Worker to find
the case that may have been scheduled for a past or future date without running the log for a long date
range.

They will also be allowed to search by the last name of the casehead or payee.

Retrieve by Original Appointment Date

The FS sites will be able to view cases by the original appointment date. This will allow the site to replicate
the reconciliation view that is currently done using the Paper Logs.

Filtered View and Printing

The FS sites will be able to select the columns that they wish to view or print. The FS sites will also be able
to view all of the data for 1 case row on the same printed page.
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Instructions
When the Worker clicks OK on the Instructions window for the Application Interview Log window will be
displayed.

New Instructions

[The Application Interview Daily Log will display all application interviews appointments for the
zelected date range. caze number or case name.

To wiew appointments, select the search criteria and appropriate filkers, then click on Retrieve

To filker the data that was already retrieved, update the selections in the filker section and click on Filter.
Click on Display to zelect the columins that should be dizplayed on the screen.

Click on Print to select the columnz to be printed and to print the on-screen output,

To assign the failed to keep tranzactions, click on the Process Failed to Keep Transactions
buitton.

Click on Exit to cloge the window,

Cloze

The Instruction window will display new instructions for the NCA FS Centers.
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Updated Application Log

FS POS Version 2.2.1

File Retrieve Print  Filter  Display Summary o Application Interview Log [ Center Number: F40 ] o

earch by —o ication Type Filter i Status Filter
/s Appointment Date (" Case Number

Working Families @ IR ap e T m
* € | o=y
@ [v]cBO % /] Falled to Keep Appointment @

 Specify Range TEIEPHOHE% [+] None @

From To " Last Name of Casehead or Payee | [v| Expedited

0010010 G/00/00 ’#‘ [ Exclude dummy case numbers
[_| Original appointment date

mg,@ @ @ A@ 5 Appt Cumc@ Number of Asslurl? sﬂ '"'E Expedited n Prfm Orig
Date Case Number Case Name Dot ApptTime  PE BO Tellnty | o e ot e Interpreter Bl:neﬂ pedi i Appt
;

' Kept Yos |a 6/25/07  |6/25/07 A
6/25/07 00000538905A |Lorne Anne 6/26/07 10:00 AM Appt Yes A. Turner English Yes 6/26/07 ctive 11:15 AM  |11:15 AM
6/25/07 000074225068 |Steel Dan 6/26/07 |10:30 AM lF:I'I(Z:P ‘ No ‘ 2 B.Jones | Spanish No No  Applying ‘
6/25/07  |00007421970C |Chatmen Steve 6/26/07 |11:30 AM ::';‘l ‘ ‘ No ‘ 1 C. Allen Russian No 6/26/07 No  Active ‘ ‘

. Failed (718) 555-1212 D. Ye: .
6/25/07  |00007424834D |Mort Ralph 6126/07 | 1:00PM | Sl Yes ‘ Yes  |Liiaoa 2 Roberts Arabic Yes s Applying
6/23/07 00007446480 |Deep Zan 6/26/07 [2:45 PM ::';'t No No 0 E.Sprool | Haitian No 6/26/07 No  Applying
6/25/07 070611121115 |Sands Raul 6/26/07 (3:30 PM No 0 F. Wells English Yes Yes  Applying v

Assigd Reschedule é Contact é Kept Appointment é Failed to Keep Appolntmenté Process Failed to Keep Transactior@ Exit é

There will be additional fields in the Updated Application Log.

Definitions
Tool Bar
1. This tool bar allows you to File, Print, Filter, Display, Summary.

Title
2. Application Interview Log

Date Filters
3. Search by Appointment date
a. Select Date
b. Specify Range
4. Case Number
5. Last name of case head or payee

Application Type Filter

6. Original appointment date
7. In-Center

a. Working Families

POS CBO’s’

Telephone Interview

a. Expedited

10. Exclude Dummy Case Numbers

8.
9.

Appointment Status Filter
11. Kept Appointment
12. Failed to Keep Appointment
13. None
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Application Log Columns- All Column Headers are Sortable
14. Intake Date
15. Case Number
16. Case Name
17. Appointment Date
18. Appointment Time
19. Appointment Status
20. POS CBOs’
21. Telephone Interview
22. Contact Number
a. Number of Contacts
23. Assigned to
24. Spoken Language
a. Interpreter
25. Interview Started On
a. Expedited
26. Case Status
27. Previous Appointment
6a Original Appointment

Application Log Buttons
31. Assign- See Assign procedure and Refer Action window below
32. Reschedule — Displays Application Interviewer Scheduler Window
33. Kept Appointment — Click on button to indicate applicant kept appointment
34. Failed to Keep Appointments — Click on this button to indicate that the applicant did not keep
appointment
35. Process Failed to Keep Transactions — Click on button to process Failed to Keep rejections
36. Exit

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 wiill
display only individuals with the following titles in the Refer Action window:

e FS Site Manager
e FS Assistant Site Manager
e FS Supervisor

If the title of the person who clicks on the Assign button is ‘FS CA I, ‘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
Designated FS Clerk

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.
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Refer Action window

Mercedes Raisa

00007433179E

Title © |unit | Last Name |

First HName

| Phone

F3 Eligibility Specialist TEZ Batov
FS Eligibility Specialist Giraldo
F= Eligibility Specialist F= Hiltan

F3S Eligibility Specialist Sirinivasan
FS Assistant Site Manag 1 Breton

New Application Log Summary window

Clga
William
Sandra
Marmtha

Jose

7185104209

7185100531
7185100274
7185108589

Log Summary

Totals:

Total Kept Appointments XX %
Total Failed To Keep Appointments XX

Total Re-scheduled Appointments XX @
Total Appointments XX @

A new window (Log Summary) will summarize the kept, failed and re-scheduled appointments from the

Application log.

Read-Only Totals
28. Total Kept Appointments
29. Total Failed to Keep Appointments
30. Total Re-Scheduled Appointments
a. Total Appointments

Page 5 of 13



Attachment C

FS POS Release Notes: Appendix B

Version 3.2.1, August 31, 2009

Contact Attempted
This window allows the Worker to record attempted contacts with the client. Each recorded contact will be

recorded in the case activity table. Comments will be recorded in the case comments table.

If there are two unsuccessful contacts recorded and no successful contact has been made, the appointment
status will be automatically updated to “Failed to keep”.

Contact Attempted window: Successful Contact

ﬂgl:ontact Attempted !Iﬂ
Case Number: 00007 4407 15G
Case Marme: JUUA RIWERIC
Casehead Mame: |Ju|ia Riverio

Contact Number: |?18-555-1212 Extension:

Requested call time: |

 Contact Atternpt 1  Contact Atternpt 2
Did you successfully contact the client? Yaz & R Did you successfully contact the client? & Yaz ™ po
Date that the contact was attempted? |11;D1,QDD? B Date that the contact was attempted? |11;D5,QDD? B
Tirne that the contact was attempted? I'ID:DD arm vl Tirne that the contact was attempted? Iug;nu am vl
 Contact Atternpt 3 - Contact Atternpt 4
Did you successfully contact the client? © Yes © Mo Did you successfully contact the client? © Yes ¢ o
Date that the contact was attempted? |1 1052007 7| Diate that the contact was atternpted? |1 1052007 7|
Time that the contact was attempted? I ,l Tirme that the contact was attempted? I ,l
Cornrments:
Interview Type: & Talephone " In-Center
Mew Contact Mumber:  Yes & Mo

Contact Mumber: - Extension: I

Ok Cancel

Definitions of Contact Attempted Window
Case Number

Case Name

Case head Name

Contact Number

Extension

Request call time

ogkrwpnrE
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Contact Attempted 1
7. Did you successfully contact the client?
8. Date that the contact was attempted?
9. Time that the contact was attempted?
Contact Attempted 2
10. Did you successfully contact the client?
11. Date that the contact was attempted?
12. Time that the contact was attempted?
Contact Attempted 3
13. Did you successfully contact the client?
14. Date that the contact was attempted?
15. Time that the contact was attempted?
Contact Attempted 4
16. Did you successfully contact the client?
17. Date that the contact was attempted?
18. Time that the contact was attempted?
19. Comments
20. Interview Type
21. New Contact Number
22. Contact Number
23. Extension
24. OK
25. Cancel

New window: Select Columns to Print

Select Columns to Print

[]Intake Date

[¢] Case Number

[+] Case Name

[+] Appt Date

[«] Appt Time

[+] Appt Status

[JcBoO

[ Tel Intv

[] Contact Number

[ Number of Contacts
Assigned To

[] Spoken Language
Interpreter

[«] Interview Started On
Case Status

[] Previous Appt

Orig Appt

[ OK |[cCancel |

A new window will allow the worker to decide which columns should be printed. This window will appear
when the Worker clicks the Print option in the menu at the top of the log.

Page 7 of 13



Attachment C

FS POS Release Notes: Appendix B

Version 3.2.1, August 31, 2009

The Case Number and Appt Date checkboxes will be pre-selected. Any chosen filters will carry over to the
print job. Additionally, all data for a single case row will appear on one page.

Once the Worker clicks OK, the print job will be sent to the printer. If the worker clicks cancel, return to the
Log.
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New Window: Select Columns to Display

Select Columns to Display

[ ]Intake Date

Case Number

Case Name

Appt Date

Appt Time

Appt Status

[]CBO

[ Tel Intv

[ Contact Number

[ 1 Number of Contacts
Assigned To

[l Spoken Language
[«] Interpreter

[#] Interview Started On
Case Status

[] Previous Appt

Orig Appt

| OK || Cancel |

A new window will allow the Worker to decide which columns should be displayed. This window will appear
when the Worker clicks the Display option in the menu at the top of the log. The Case Number and Appt
Date checkboxes will be pre-selected and protected. When the Worker clicks OK, POS will display only the
selected columns. If the Worker clicks cancel, return to the Log without any changes to the display.
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Failed to Keep Application Interview Log

The Application Interview Log allows Food Stamp (FS) Centers to assign and reschedule application
interviews and will allow for the processing of failed to keep transactions by designated staff.

The instructions popup window will appear each time the window is opened.

The Failed to Keep Application Interview Log
will display all application interview appointments
for the selected date range where the applicant
failed to keep their appointment. Initially,
yvesterday's appointments will be displayed.

To assign the failed to keep actions, click on the
Assign Rejection button.

Click on the Exit button to close the window

Close

Failed To Keep Application Log

File

earch By
(s Appointment Date (" Case Number

s Yesterday J
(" Past 14 Days
(" Specify Range

Retrieve Print Display

(" Last Name of Casehead or Payee

Failed to Keep Application Interview Log [ Center Number: F40 ]

From To ,7
00/00/00 | 00/00/00 —
Case Orig
Intake Date Case Number | Case Name ApptDate | Appt Time | Appt Status CBO Tellntv | Assigned To Status Appt
, ) . 612507 A
6/25/07 00000000001A |Lort Jake 6/26/07 10:00 AM |Failed to Keep Yes No  |A. Turner Applying 11:15 AM
6/25/07 000000000028 |Mort Dan 6/26/07 10:30 AM  |Failed to Keep No No |B.Jones Applying
6/25/07 00000000003C |Chisold Steve 6/26/07 11:30 AM  |Failed to Keep No No |C.Allen Applying
6/25/07 00000000004D |Blake John 6/26/07 1:00 PM Failed to Keep Yes No D. Roberts Applying
6/23/07 00000000005E |Tan Lihn 6/26/07 2:45PM  |Failed to Keep No No  |E. Sprool Applying
6/25/07 00000000006F |Porty Lon 6/26/07 3:30 PM  |Failed to Keep Yes No  |F.Wells Applying v
Totals:
Total Failed To Keep Appointments | XX
Assign Rejection Assign Interview | Reschedule I Kept Appointment Hold Rejection Exit l
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The Failed to Keep log will have the same search by functionality as the Application Log. In addition,
the originating appointment column has been added to the log.

Additional buttons
The following buttons will also allow Supervisors and Managers the ability to assign a case for further
processing:

Assign Interview
Reschedule

Kept Appointment
Hold Rejection

Use of these buttons will remove the case from the Failed to Keep Log and place the case back on
the Application Interview Log awaiting further action.

The Assign Rejection button will be utilized by FS Supervisors, FS Assistant Managers and FS Site
Managers. Once clicked supervisors and managers can assign the case to a worker to proceed with the
rejection process for cases that failed to keep the initial interview.

Refer Action window

—

Title < |Unit |LastName | FirstMame | Phone

FS Eligibility Specialist  TES Batov Olga 7185104209
- FS Eligibility Specialist Giraldo William
- FS Eligibility Specialist  FS  Hilton Sandra 7185100581
- FS Eligibility Specialist Sirinivasan Marrntha 7185100274

- FS Agsistant Site Manag 1 Bretan Jose 7185108589
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New Window: Select Columns to Print

Select Columns to Print

[JIntake Date
Case Number
Case Name
[¥] Appt Date

[+] Appt Time
[v] Appt Status
[leBO

[ Tel Intv
Assigned To
[¥] Case Status
[<] Orig Appt

[ OK | [Cancel |

A new window will allow the worker to decide which columns should be printed. This window will appear

when the Worker clicks the Print option in the menu at the top of the log.

The Case Number and Appt Date checkboxes will be pre-selected. Any chosen filters will carry over to the

print job. Additionally, all data for a single case row should appear on one page.

Once the Worker clicks OK, the print job will be sent to the printer. If the worker clicks cancel, POS will

return to the Log.
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New window: Select Columns to Display

Select Columns to Display

[]Intake Date
Case Number
Case Name
[+] Appt Date

[¢] Appt Time
[v] Appt Status
[J]CBO

[1Tel Intv
Assigned To
[¥] Case Status
[v] Orig Appt

[ OK | [Cancel |

The new window will allow the Worker to decide which columns should be displayed from the Failed to
Keep Application Interview Log. This window will appear when the Worker clicks the Display option in the
menu at the top of the log.

The Case Number and Appt Date checkboxes will be pre-selected.

When the Worker clicks OK, the log will display only the selected columns. If the Worker clicks cancel,
return to the Log without any changes to the display.
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Failed to Keep FS Application Interview Activity

An activity named FTK FS Application Interview (Failed to Keep Food Stamp Application Interview) allows
Workers to complete an eligibility action to the Worker for clients who failed to keep the application interview
appointment.

The Supervisor assigns the case to the Worker using the Failed to Keep Application Interview Log in FS
Reception. The Supervisor must select the case, click on the Assign Rejection button and select the
Worker in the Refer window that appears. The FTK FS Application Interview will appear in the selected
Worker’s queue. Pending FS Application Interview activities will be automatically completed by POS.

Assign Rejection button in Failed to Keep Application Interview Log

Assign Rejection

Starting the activity in the queue

The Worker must select the FTK FS Application Interview activity in their queue and click on the Start
button. POS will retrieve the latest TAD from WMS to verify that the case in applying (AP) status for FS. If
the case is not in AP status, an error message will appear and the activity will be removed from the queue.

Queue in Activities Management window

FS POS 1.3 - [Activities Management]
File Edit Tools Window Help

[e) & | mE e

g.‘m;nnn % F5 Azsistant Site Manager Queue |

Unit Filter ™ Activity Type Filter I~ Activity Approve Filter
Worker (% FS Application | hterien Apprave FS Application Interdew [
Chl it EFS [ssuance [T Apprave EFS [ssuance [T
Uncovered FS Recert nterview = Apprave FS Fecertifization 7
F5 Application Interview!™ F& Change Case Data [ Approve FS Change Case Data [T
F& Fiecertfication Intervigw!™ Error Comections 7 Apprave Ermon Conections 7
I Activity Status Fiker—————————————————————— Wther [ Approve Other 7
Suspended [T I -Activity Alert Filter Eilter
ot Seheduled [T Coming Duel™
ot Started ™ ‘ Owerdue [ ﬂl
Activity Due Date Alert Case Hame Case Ho Rece ~

F5 Recert Interview e Manela Johnson Joooc7azzanc [1 |

FS Recert Interview | |~JA ICnmEIatE Johrny |DDDD?443178E |1 |
FS Reception Intake | fue | Syed s Azmat [oromsiezeng [1 |
FS Reception Intake | |~JA ITuasday Azmat |0?091118284? | 1 |
FS Reception Intake | fue | Li Chen |oroszmezezg [1 |
FS Reception Intake | |~JA IWaqas Azmat |0?091 0162842 | 1 |
FS Reception Intake | Jus | Test Azmat [oromitezeas [1 |

Total: 17 Cases -
4| | 3

Sttt | Assin Remave | Schedue | | Feopering || UpdateDisposiiion | | wihs | Wiew Yaur Sehedute | Commeni
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Activity flow

The following windows appear in the activity:

= Household Screen

=  Address Information

= |ndividual Detall

= CIN Re-Use

= Case Number Re-Use

= TAD
= Form Data Entry
= Close

Household Screen

FS POS 1.3 - [Household Screen] 2:40:44 P

File Edit Tools Window Help
Ololi2alc R vERNQ $Dm eS| M - =

No messages from WMS via OLTP

Control Information

District :II_EB Center : [Melrose FS Center Worker :I Case Number :II]I][I1 0002678A |

Present Address

|»

Stieet Number Direction Name Type Apt # Cit
Iﬁﬁ I[None v“UndomiciIed I v” IBlonx B

Slale:l NY  Zip Code: Il]l]l]l]1 -0451 Phone:l - -
Suffix Information i+ Active " Applying |
FS Suffix I FS Status EP FS #AC | 0 =

Suff Case Name ]

_

Case Member Information
Citizen /

Suff Ln CIN Hame Relation DoB 55N Val S5ex National F5 AFIS
| 1 |1_ RX237885 We: Kelly B Casehead 124121970 = [P IA_P

Hext Previous

Page 2 of 9
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Address Information window

FS POS 1.3 - [Address Information]

File Edit Tools Window Help
olw |t 2R oo vEeN A $Snas S| M@ Eo =

Present Address 1=

Type Apt # City
StNo/Dir/Mame:[99  [[None] ~|[Undomiciled [ =l [Bronx

Slale:l NY | Zip Cnde:ll]l]l]m 0451 Phone:l - -

Mailing Address I
Care of Name: Imel K c/o GPOD Type Apt # City

St No/Dir/N ame: I553 |[None] L"-Gland Concourse | L” Iﬁmnx

Slale:l NY  Zip Code: |1 0451 0000 Phone:l -

|Aulhulized Representative I

I Type Apt # City

St No/Dir/Name: | [None] ]| [ || | o
Slale:l Zip Code: Il]l]l]l]l] 0000 Phone:l - -
(Other Phone I
Contact Pemm:l Phone: | - -

Hext Previous |

Individual Detail window

FS POS 1.3 - [Individual Detail] 241:01 FM

File Edit Tools Window Help

ow|tBa s s YEGH A $LE &L S| WA =D =

Case No [00010002678A N . Externally
Suiln __CIN First Name Hiddle Last Name D Scan Verified —|
[ [ |Rx237885 |Kelly B [Miller Identity

- Relati
I I vl IEEL |Casehead =l J l—
Date 55M Card Applied For Marital Status
| 00/00/0000 | |
Ethnic/Race Affiliation Citi: hi
Hizpanic/Latino T Yes T Mo
Mative American/Alaska Native | Yes T Mo J l- I-
Asian T Yes T Mo
Black or African American T Yes T Mo Social Security Humber
Mative Hawaiian/Pacific Islander [T Yes T Mo
White T Yes T Mo J l—
DOB Mother's: First Name Middle Maiden Name
| 12121970

Father's: First Name Middle Last Name Relationship

U5 Citizen/Mational  Immigrant Type Immigrant No Date of Entiy | pesidency
[T Yes " MNo | | 00/00/0000
Qualified Immigrant Type and Description J l—
Student ID
Status PA [NA MA [NA FS[AP Other Mames |

Hext Previous
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CIN Re-Use window

FS POS 1.3 - [CIN Re-use]
File Edit Tools Window Help

olw |t 2R oo vEeN A $Snas S| M@ Eo =

Case Mame

7o # fcation Date Unit (1 Case ¥

Ly Suf  First Name Mi lastMame  Sex  SSN

Suffix Case Type

DOB  AFIS Exind  CIN CNTR

Request New Clearance

Case'Reg #

L Suf MName Sex 550 filelig Afis CIN CNIR Case/Req #

Re
Case Case Stat MR co fnd Stat
Type PANA FS Nawie ip PAMAFS Score

The selected CIN match is indicated by the arrow.

Do you wish to uze a new CIH because there is no appropriate Cin match in the clearance ?

Yes  Ho

Next Previous

Case Number Re-Use window

FS POS 1.3 - [Case Number Re-Use]
File Edit Tools Window Help

241:11 PM

=R e R e R L R

| Case Number:

Case Suffiz:

Line SeqMNo First Name Ml Last Name Sex 55N

DoB CIN

POSSIBLE MATCHES

Hext Previous |
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TAD window

FS POS 1.3 - [ELIGIBILITY]
File Edit Tools Window Help

Blwt e e oo vEeN A =& S| ME o s

ELIGIBILITY
WS Data FOS Data
Food Stamp Tad Window
Caze Humber Suf Center Unit Worker Rule Statuz  Proj.No Acct Mo Reuse caze No
[00010002661G [1 [Melrose FS Center  ~I|FSPOS =1 I I I
Case Suffix M3E Ind WMS Bdgtit Motice Bdgt# Motice #
h I =i =il I
Case Hame Language Language Read Motice Language LFLN Homebound Ind
[FTK. TEST |English x| |English _x||Englizh xl|ves x| Yes O No
Category Prg Status Status Reason From Date To Date
[Fs IFs |APPLYING =l | | smar2007 Joo.00/0000
Individual Name Linedt CIN Prg Status Deny ? Status Reason Date
Test Fik [ [Ta17031T [FS [arriviiG = ~[o8/19/2007
........................... uext | previous FE— T | Run Rales |

Worker Entry in TAD

The Eligibility Specialist must change the status to “Rejected” and select status reason N10 (Failed to Keep
Initial Interview). The ES must then click on the Show Individual Data button and enter the required data
element. Once the required entries are made, the ES will click on the Return to Case Level Data button.

Then, the ES will click on the WMS Plug in the tool bar and access the Client Notice System (CNS) to
generate the notice for the case. The notice number from CNS must be entered in the Notice Number field
on the FS TAD. Once the required entries are made, click on the Next button to run the business rules.
After the case has passed the business rules, click the Yes button to continue.

WMS Plug in Tool Bar

File Edit Tools ‘Window Help
B|w |l o|TR B
|
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Data Entry in Client Notice System

MS Session Screen

tment
I HENU H lient Noti

HUMEER REQUIRED)
QUIRED)

)
NUHBER REQUIREDY
JER REQUIRED)

Save Screen e Screen

MS Session Screen MS Session Screen

DATE 1

INDT

EMTER DATE 1: INTERVIEW DATE (HMODVY

MS Session Screen

ve Screen

T T T T T

The Notice Number created by CNS must be entered on the FS TAD

Page 6 of 9
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Form Data Entry window

FS POS 1.3 - [Form Data-Entry] 2:48:05 PM

File Edit Tools Window Help

IYes NoI

Iﬁequesl for Identification Card/Temp y Medicaid Authorization [Form WE07A) I(-.. ~
I-Financial Institution Inquiry [Form W532F) I(-.. ~
Ihequesl for Bith or Death ¥erification from Agencies Outside New York City [Form WE80]) I oo
I'D Requi ts (Form W-113K) I o
|§ocial Security Administration - Consent for Release of Information [Form W515R) I(-.. ~
Request for Marriage or Divorce Yerification from Agencies outside Mew York City [Form WES1] I c oo
Request For Contact/ Mizsed Interview [LD55-4753 Food Stamp) |

Request for Contact on a Food Stamp Application [Form W-119] I? I
Fy:lemalic Alien ¥erification for Entitlement [(SAVE] Referral [Form W-515%] I(.. -
I-FIA School/Training Enrollment Letter ([Form 'W-700D] |(.. -
I-Notice of Food Stamp Recertification Appointment [Form W-129RR] I oo
|§chool VYerification Letter [Form W-700E] I(-.. -
I-Famil_v Care Assessment [Form w-5824) I oo
Ibeclaralion of Application for a Social Security Mumber [Form EXP-83H) I(-.. -

Spanizh | Next I Previous |

An edit in the Form Data Entry will remind the Worker to complete the LDSS-4753 form data entry window.

Close window

e

Closing Window : Household Screen
Current Activity : FS Application Interview

Complete Activity | Suspend Activity

Cancel

When the Worker clicks on Complete Activity, an approval activity will be sent to the Supervisor.

Page 7 of 9
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Approval Flow

The following windows appear in the activity:

=  Household Screen

=  Address Information

= |ndividual Detail

= CIN Re-Use

= Case Number Re-Use
= TAD

= Print Forms

= Approval Elements

Print Forms

FS POS 1.3 - [Print Forms]

File Edit Tools Window Help

olvi i s oRevEaN @ $nm &S| ME & - s

Form No Form Description Copies Forms =
D553151 Food Stamp Change Report Form e-forn
DS553152 Action Taken on Your Food Stamp Case
D553574 Food Stamps Single lssuance
D553938 Food Stamp Application Expedited Processing Summary Sheet e-forn
DSS54753 Food Stamps - Request for Contact/Missed Interview e-forn
EBT_23 Motice of Special Benefit e-forn
EXP76R Documentation Receipt
M3G Hotice to Report to Center e-forn
M3IMM Motification of Application Withd | [Cash Assist ., Food Stamps and Medical Assist 3 e-[om_
M40K Motice of Denial of Expedited Food Stamp Processing or Inability to Issue Food Stamp Benefits e-forn
M42G Referral for a Medicaid Eligibility Determination e-forn
555 Social Security Card Application
w102 Motification to Participant of New Worker e-forn
Wwi13K D ion Requi e-forn
w119 Request for Contact on Mailed or Faxed Application e-forn
w119D Eligibility Factors and Suggested Documentation Guide
WwW129RR Motice of Food Stamp Recertification Appointment e-forn
Ww133D Social Security Humber Yerification

-

Hext | Print | Previous |

In the Print Forms window, a message will remind the Supervisor to print the LDSS-4753 (Request for
Contact/Missed Interview) notice.

Page 8 of 9
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Approval Elements

26014 P W eptember 26, 2007

F§ POS 1.3 - [Disapproved Elements]

Fle Edit Tools ‘Window Help

v s m@le| vl vFaeU Qs 2 M@ EO R
Address Information apprcedl |
Add Commentl
Disapproval Reasons Review Comment Log [

Disapproved Element
S uffix Information nproxed] |

Add Eommentl

Disapproval Reasons Review Comment Log

Hmit

Hext Previous |
Refer Back to Worker

Following the Print Forms window, the Supervisor must click on the Xmit button in the Approval Elements
window to submit the failed to keep transaction to WMS.
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Overview

The following changes were made in a prior version the Food Stamp menu in the Food Stamps
/MONIQ window and the Referral window in the FS Logs to allow the Food Stamp Regional
Office (FRO) to access the Home Center Intake activities and lists:

The FS Reception menu includes the “New Intake” and “Intake List” options for all Home
Centers citywide.

A new Center field was added in the Referral window to allow authorized FRO supervisors
and managers to re-assign case actions to a Home Center queue to a Change queue and
from a Change Center queue to a Home Center queue if the applicant/participant changes
their choice of interview type. The Referral window appears when the supervisor or manager
clicks on a case row and click on the Assign button.

Access instructions

The FRO staff has access to the following menu options for all Home Centers:

Intake List

New Intake
Application Log
Recertification Log

1
m Food Stamp Reception
Food Stamps  Open POS  Help  Exit

Zonfiguration

Intake List [
Mew Intake I

&pplication Log I
Recertification Log [N

Intake List I

Mew Intake IR
Application Lu:ug-
Recertification Log N

Intake List
Mew Intake N

application Log [
Recertification Log [l

Intake List I

Mew Intake [
Application Log I
Fecertification Log I

Intake List [N
Mews Intake

&pplication Log [
Recertification Log I
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Intakes by FRO staff working at a Model Center
When working from a Model Center computer, the FRO staff will also have access to view and
process tickets according to the rights assigned to the computer from which they are working.

If the FRO staff person calls an NCA Intake ticket via the Ticket List or Quick Call, the activity
will be processed under the Model Center's number.

If the FRO staff person selects the New Intake option under the Food Stamps menu, the activity
will be processed under the center number for the selected option.

Ticket List  Quick Call | Food Starmps  ©pen POS  Help  Exit

Configuration

Intake List [
Mew IntakelR
Application Log I
Recertification Log Il

Inkake List [

Mew Intake I
&pplication Log Il
Recertification Log [}

Intake List

e Inkake
Application Log [ ]
Recertification Log il

Inkake List I

Mew Inkake
Application Log N
Recertification Log [

Irkake List I

Mews Intake I
Application Log I
Recertification Log [l
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Referral window

A new Center field was added in the Referral window to allow authorized FRO supervisors and
managers to re-assign case actions to a Home Center queue to a Change queue and from a
Change Center queue to a Home Center queue if the applicant/participant changes their choice
of interview type.

Referral Window

|Unit |Last Mame | First Name |Phune
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Re-assigning a case action from the Home Center to the Change Center

To re-assign a case action from a Home Center queue to the queue of a Change Center user, the
FRO supervisor or manager must:

= Access the Home Center Application Interview Log or the Home Center Recertification
Interview Log;

= Find and select the case action that will be re-assigned;

=  Click on the Assign button;

= Select the Change Center in the Center menu on the Available Workers window.

= Select the Change Center user to whom the case action will be re-assigned and click OK.

[ Fs POS Version 2.3.1

File Retrieve Print Fier Display Summary

Application Interview Log [ Center Number: F40 ]

[~ Search By Application Type Filter ——— Appoinment Status Filter

& Appoiniment Date " Case Mumber ™ warking Families

I~ KeptAppointment
& selected Date ™ in-Certer -

Failed to Keep Appaointrment

0711812009 - I ceo

™ None
" Date Range ¢~ Last Name of Gasehead I” Telephone
From: T P I” Exclude dummy case numbers
10 S N S [ ™ original Appointment Date

Date

Intv | Humber

Status

Intake Case No Case Hame | Appt Date| Appt Time | Appt |CBO Tel | Contact

Kept Failed to Keep
Appointment Appointment

Process Failed to Keep

Contact Transaction

Assign Reschedule

Exit |

Referral Window

| |Titee |unit | Last Name | FirstName |Phone




Attachment E

FS POS Release Notes: Appendix D

Version 3.2.1 August 31, 2009

Note: Cases cannot be re-assigned using the logs once the interview is started. To re-assign a
case after the interview start date, please use the FRO User Queue.

Re-assigning a case action from the Change Center to the Home Center
To re-assign a case action from a Change Center queue to the queue of a Home Center user, the
FRO supervisor or manager must:

= Access the Home Center Log;

= Find and select the case action that will be re-assigned;

= Click on the Assign button;

= Select the Home Center in the Center menu on the Available Workers window.

= Select the Home Center user to whom the case action will be re-assigned and click OK.

[ Fs POS Version 2.3.1

File Retrisve Print Fiter Display Summary

Application Interview Log [ Center Number: F40 ]

—Search By Application Type Filter ———— | [ Appainment Status Filter

& Appointrent Date " Case Number ™ wWarking Families

[~ KeptAppointrent
& Gelected Date I In-Center -

Failed to Keep Appointrment

071162009 - I cBo

I~ None
" Date Range ~ LastMame of Casehead I Telephone

or Payee

From Tor ™ Exclude dummy vase numbers

I |

™ original Appointment Date

Intake Case No Case Name | Appt Date| Appt Time | Appt |CBO Tel | Contact
Date

Status Inty | Humber

Kept Failed to Keep
Appointment Appointment

Process Failed to Keep

Contact Transaction

Reschedule

Assign Exit |

Referral Window

| [ritie |Unit | Last Name | FirstMame |Phone

Note: Cases cannot be re-assigned using the logs once the interview is started. To re-assign a
case after the interview start date, please use FRO User Queue.



Attachment F

FS POS Release Notes: Appendix E

Version 3.2.1 August 31, 2009

Re-Opening a Case Using Change Case Data and Recertification Interview

FS POS allows Eligibility Specialists to process a case re-opening through the FS Change Case
Data and FS Recertification Interview activities.

Case Re-Opening in FS Change Case Data

FS POS allows Eligibility Specialists to process a non-recertification related case re-opening
through the FS Change Case Data activity.

A checkbox named “Re-Open the FS Case (Closing is not related to recertification)” is currently in
the Changes to FS Case window. When this checkbox is selected, the re-opening flow will be
implemented.

Changes to FS Case window

Eile Edit Tools indow Help
lalwlt e e 4Fan@ ol &M Eo =

Instructions I
—_—

Thig activity will allow you to indicate what changez must be made to the active case. First, zelect the source of the changes. Then,
select the changes that are needed on the case by clicking on the appropriate checkbox[es] below. You may click on as many changes
as necessary. Then. click the Mext button. The windows needed to make the changes will appear according to the zelected
checkboz[es).

Please select the changes needed below:  Source of Changel[s): |In Person j

Household Composition:
[ Add a Person to the Case

[~ Remove a Person from the Case

Changes:

[~ Address. Telephone Number and/or Authonized Representative

[ Landlord Information

[ Rent, Mortgage, Shelter or Utility Expenses

[~ Demographics. Citizenship or Alien Status

[ Income

[ Resources

[~ Close the Case [¥ Re-Open the Casze [Closing iz not related to recertification]
Benefits and Forms:

[ 1ssue Skipped Assistance or Other FS Benefits

[~ Prepare Forms

Previous |
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POS displays the new Re-Open the FS Case window when the ES clicks the Next button in the

Changes to FS Case window. This window allows the ES to update the case status, select the
status reason and record the contact date.

Re-Open the FS Case window

File Edit Tools Window Help

EEEE R D E R A e

Instructions I

This FS case is currently closed in WHMS. To re-open the case, please select the new case status, the status reason, enter the contact
date and click the Next button to continue.
Current WMS Status New POS Status

Status Reason Contact D ate
|CL ACTIVE ;I

PA Approval - Same Beneht each Montl 1270742007

Hext Previous |

Following the Re-Open the FS Case window, the Individual Status Change window will appear.
This window allows 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

Eil= Edit Tools Window Help

ol |sem|e | o2 |vyEal @ $omeit & WE| @D =

Instructions I

| Select the line(s) that must be re-opened or accepted. select the new POS TAD status[es). the new POS TAD status reason(s] and enter
the new effective date[s).

Current Hew

New
POS TAD POS TAD POS TAD
Select Name Status Status Status Reazon Effective Date
il I [ =l jl

Hext Previous |
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1. Case Re-Opening in FS Recertification Interview

FS POS allows Eligibility Specialists to process a recertification-related case re-opening through
the FS Recertification Interview activity.

When the Eligibility Specialist (ES) starts the FS Recertification Interview for a FS case in closed
(CL) status in WMS, POS will display the Re-Open the Case and Individual Status Change
windows after the Case Member Addition window to allow the ES to process the case re-
opening and to proceed with the interview.

Re-Open the FS Case window
This window will allow the ES to update the case status, select the status reason and record the
contact date.

EfSEAE Took S wiovi Bitee ) -
Olowdaides o s | YEAQRU A $22&3E & WE ©OE
Instructions

This FS case is cumently closed in WMS. To re-open the case. please select the new case slatus, the status reason, enter the contact
date and click the Next button to conlinue.

Current WMS Status New POS Status Status Reason Contact Date
= el | [ il

Hext Previous

Individual Status Change window

Following the Re-Open the FS Case window, the Individual Status Change window will appear.
This window allows 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.

Fle Edt Tools Window Help

oo mels rostEan g $om £ HE|E Dk

Instructions

Select the linefs) that must be re-opened or accepted. select the new POS TAD status(es). the new POS TAD status reason(s) and enter
the new effective date(s].

Curren t  New New
PDS TAD POS TAD POS TAD
Select Name Status  Status Status Reason Effective Date
il I ;Il jl

Hext Previous
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Overview

Finger-imaging (AFIS) is mandatory for certain individuals. This desk guide covers the steps that must be

completed to generate the W-519 (Finger Imaging Notice) form for Food Stamp (FS) cases in single issue
(SI) or active (AC) status.

Printing the W-519

To print the W-519 form for a FS case in single issue (SI) or active (AC), follow the steps listed below:

= Access the Application Referrals Activity from the Action Menu

File Edit Tools ‘Window Help
[nimals|e (M
Application Referrals
- Specily Case:
Enter One or Case Numbel:ﬁ
More of these

Items Case Name: |

First & Last Name: |

ssef --
on

Casehead Hame CIN SS5M File Date ‘

Case Number Sul Case Name |

Perform Specified Action | Previous | Add Action to Queue |

= The CIN Re-use window will appear. Go past the CIN Re-use Window and access Finger Imaging
Referral Window.

Fie Edi Tools tindow Help

EEREETEEREL

Fegrelyy ¥ Applicatior Date Unit\Worker  Case # Case Name Suffix Case Typa
o fee o2 Request New Clearance

Lo Suf  Flest Name Mi LastName  Sex 55N DOB  AFISExind  CIN CNTR  Case/Reg#

Re
Casa Case Stat Oth co ind Stat
LuSuf Mawme Sox  SSN Dog Afis CIN CNTR CaseiReg # TVPR PANGAFS Name #p PAMAFS Score

The selected CIN match is indicated by the arrow. You may highlight the suggested CIN match or chose another
appropriate CIN from the clearance.

Do you wish to use a new CIN because there is no appropriate Cin match in the clearance 2 Yes " Mo (°

Next Previous
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Printing the W-519 (continued)

For individuals who need to be finger-imaged, select “Agrees to be Finger Imaged”.

File Edit Tools ‘window Help
joolémms D2 HE|

Finger Imaging Motice [Form W519)

State regulations require all caze members 18 pears of age and older and minor head of households applying for or in receipt of cash assistance, food stamps
and/or Medicaid. including applicants far emergency assistance, be finger-imaged.

An individual is exempt from this requirement if they meet any of the following criteria:
+ "Payee only" applicants/participants [unless non-public assistance Food Stamp or Medicaid household members].

+ Individuals physically unable to comply with this requirement because of injune or disability. However, if the condition is temporary an appaintment Lo return
for finger imaging will be made.

Applicants/Participants under 18 vears of age unless payees for their own cases or sulfises. o
S5 [F-15]. Residential Treatment [F-61) or Homebound [F-63) casze.
+ Emergency Assistance to Adults [EAA] household. ;I

[~ Telephone Interview

™ The applicant is not present at the interview

¥ | agree to be finger imaged.

€ | am exempt from finger-imaging because | meet one of the above exemption criteria.

| do Mot agree to be finger-imaged. By not agreeing to be finger imaged, pou are
™ ineligitle to receive Public Assistance. Food Stamps. and Medicaid. our case may be
rejected or closed as appropriate. [PA Individualz)

| do Mot agree to be finger-imaged. By not agreeing to be finger imaged, pou and the
" entire Food Stamp household will be ineligible ta receive Food Stamp Benefits NP2, F5
individual].

| do Mot agree to be finger imaged. By not agreeing to be finger-imaged, pou and the
entire Medicaid household [unless there are children up to age 13 will be ineligible to
receive Medicaid [Medicaid only individual).

Done: | Print | Previous

For individuals who do not need to be finger-imaged, select “Not present at Interview”.

File Edit Tools MWindow Help
oot oo |

Finger Imaging Motice [Form 'w519)

State regulations require all case members 18 years of age and older and minar head of households applving for or in receipt of cash assistance, food stamps
and/or Medicaid, including applicants for emergency assistance, be finger-imaged,

An individual i exempt from thic requirement if they meet any of the following criteria:
+ "Payee only" applicants/participants [unless non-public assistance Food Stamp or Medicaid household members).

+ Individuals physically unable to comply with this requirement because of injury or disability. However, if the condition is temporary an appointment ta retum
for finger imaging will be made.

Applicants/Participants under 18 years of age unless payees for their own cases or suffies.
S5 [F-15). Residential Treatment [F-61] ar Homebound (F-63) case.
Emergency Assistance to Adults [EA4] househald ;I

[~ Telephone Interview

B
[l F[ha applicant iz not present at the intervisw

| agree to be finger imaged

= | am exempt fiom finger-imaging because | meet one of the above exemplion criteria

| do Mot agiee to be finger-imaged. By not agresing to be finger imaged, you aie
[ ingligible to receive Public Assistance. Food Stamps, and Medicaid. vouwr case may be
rejected or closed as appropriate. (P4 Individuals)

| do Mot agree to be fingerimaged. By not agreeing to be finger imaged, you and the
©” enlire Food Stamp household will be ineligible to receive Food Stamp Benefits (NP4 FS
individual).

| doMot agree to be finger imaged. By not agresing to be finger-imaged, you and the:
entire Medicaid housshold [unless there are children up to age 19) will be ineligible to
receive Medicaid [Medicaid only individual).

Done Print Previous




Attachment G

FS POS Release Notes: Appendix F

Version 3.2.1 August 31, 2009
Printing the W-519 (continued)

= Capture signatures of those marked as “Agrees to be Finger-Imaged”.
= Click Next to save each signed form:
o If there are additional individuals who have agreed to be finger-imaged, a new signature
window will appear.
o0 Once all required signatures are captured, the Finger Imaging Referral window will appear
again.
File Edit Toaols Window Help
IEEIEEY 2R R
| Signature - Form Number: W519

Instructions

Fetrieve the form from the printer and place the page on the signature pad. Click on the Sign button. The signature capture
window will appear. Ask the clientto sign and click on the Accept button to sawve the signature. Click on the Next button to
continue. The signed form will be sawed in the electronic case record

Ifthe signature pad is notwaorking, please check the ‘Unahle to Capture Signatures’ checkbox and select "Signature pad is not working’
inthe pog-up window and click on the OK button. The POS signature capture fields will be disabled. You must print

the form by clicking on the Print button. The printed form will not be saved in the electronic case record

Give the printed form to the client to sign. After the client signs the form, scan and index it into POS.

[Signature

|Maga Perez R —

[" Unable to Capture Signatures.

Hext Be-Print Previous

» End the activity by clicking “Done”.
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