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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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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.  
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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: 
 

  
 

 The results will be displayed for each selected individual: 
 

 
 

  
  

 
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. 
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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 
(exact spelling of first name, last name, date of 
birth, and gender). 

Single Match Birth Verification has been received from Vital 
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 found using five-factor matching 
(with exact spelling of first name, last name, 
date of birth, gender, and with mother’s 
maiden name normalized ) 

Single Match Birth Verification has been received from Vital 
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 found using four-factor matching 
(exact spelling of first name, last name, date of 
birth, and gender) after failing using the five-
factor matching (with exact spelling of first 
name, last name, date of birth, gender). 

Single Match Birth Verification has been received from Vital 
Records. The externally verified checkbox on 
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 with provided birth 
certificate number, first name, last name, 
gender and date of birth. 

Single Match Birth Verification has been received from Vital 
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.  

 
3. 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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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 
 

 
 
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.  
 
 

 
 
 
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 

   

 
 
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. 
 

 
 
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  
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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 

 

 
 

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”.  
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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. 
 

 
 
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 WINRO076 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.   
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Instructions 
 
When the Worker clicks OK on the Instructions window for the Recertification Interview Log window is 
displayed.  
 
New Instructions 
 

 
 
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 
 

 
 
Definitions 
 

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 Appointment 

6d.Telephone Interview 
 6e. In-Center Interview 
 6g. Potential IVRS 
 6h. No Change 
7. Kept Appointment 
8. Failed to Keep Appointment 
9. None 
10. Case Number 
11. Case Name 

a. Spoken Language 
b. Interpreter 

12. Appt Date 
13. Appt Time 

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

14. Assigned To 
15. Number of Contacts 
16. Interview Started On 
17. Appt Status 
18. 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. Assign – See the Assign procedure and Refer window section below for additional details. 
2. Reschedule- Displays the Recertification Interview Scheduler window for updating with new 

appointment 
3. Kept Appointment- Will indicate that the appointment was kept  
4. Failed to Keep Appointment- Will indicate that the participant did not keep the appointment 
5. Process Failed to Keep Appointments- will display Fail to Keep Recertification Interview Log 
6. 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: 
 

• FS Site Manager 
• FS Assistant Site Manager 
• FS Supervisor 

 
If the title of the person who clicks on the Assign button is ‘FS CA III’, ‘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 
 

 
 
Log Summary window 
 

 
 

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 
 

 
 
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 
 

 
 
Definitions of Contact Attempted Window 

1. Case Number 
2. Case Name 
3. Case head Name 
4. Contact Number 
5. Extension 
6. Request call time 
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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 

 
 
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 
 

 
 
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.  
 

 
 
Updated Failed to Keep Recertification Interview Log 
 

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

1. File, Retrieve, Print and Display 
2. Failed to Keep Recertification Log  

i. Search by Feature 
3. Prior Month 
4. Specify Range 

a. Case Number 
b. Case Name 

5. Case Number 
6. Case Name 
7. Appointment Date 
8. Appointment Time 
9. Appointment Status 
10. Assigned to 
11. Case Status 

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

Buttons in Log 
13. Post Closings to WMS-All closing will be processed Y10 
14. Assign- Click on this button to assign the case, the case will no longer appear on the Failed to Keep 

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

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

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

Recertification Interview Log 
18. Exit 
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New Window: Select Columns to Print 
 

 
 
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 
 

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

 
 
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 
8. POS CBO’s’ 
9. Telephone Interview 

a. Expedited 
10. Exclude Dummy Case Numbers 

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

• FS Site Manager 
• FS Assistant Site Manager 
• FS Supervisor 

 
If the title of the person who clicks on the Assign button is ‘FS CA III’, ‘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 
 

 
 
 
New Application Log Summary window 
 

 
 

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 
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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 
 

 
 
Definitions of Contact Attempted Window 

1. Case Number 
2. Case Name 
3. Case head Name 
4. Contact Number 
5. Extension 
6. Request call time 
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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 
 

 
 
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. 
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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 
 

 
 
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. 
 

 
 
 
Failed To Keep Application Log 
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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 
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New Window: Select Columns to Print 
 

 
 
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 
 

 
 
 
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 
 

 
 
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 
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Activity flow 
 
The following windows appear in the activity: 
 
 Household Screen 
 Address Information 
 Individual Detail 
 CIN Re-Use 
 Case Number Re-Use 
 TAD 
 Form Data Entry 
 Close 

 
Household Screen 
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Address Information window 
 

 
 
Individual Detail window 
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CIN Re-Use window 
 

 
 
Case Number Re-Use window 
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TAD window 
 

 
 
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 
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Data Entry in Client Notice System 
 

  
 

  
 

  
 
The Notice Number created by CNS must be entered on the FS TAD 
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Form Data Entry window 
 

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

 
 
When the Worker clicks on Complete Activity, an approval activity will be sent to the Supervisor. 
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Approval Flow 
 
The following windows appear in the activity: 
 
 Household Screen 
 Address Information 
 Individual Detail 
 CIN Re-Use 
 Case Number Re-Use 
 TAD 
 Print Forms 
 Approval Elements 

 
Print Forms 
 

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

 
 
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 
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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. 
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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.   
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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. 
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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. 

 

 
 

 
 
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 E



FS POS Release Notes: Appendix E  
Version 3.2.1 August 31, 2009 
 

 1

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 
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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 
 

 
 
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 
 

 
 

Attachment F



FS POS Release Notes: Appendix E  
Version 3.2.1 August 31, 2009 
 

 3

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. 
 

 
 
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. 
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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 

 

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

Referral Window. 
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Printing the W-519 (continued) 
 
 For individuals who need to be finger-imaged, select “Agrees to be Finger Imaged”. 

 

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

o Once all required signatures are captured, the Finger Imaging Referral window will appear 
again. 

 

 
 
 End the activity by clicking “Done”. 
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