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POLICY BULLETIN #09-102-SYS

NYCWAY UPDATES — WORKLIST AND ROSTER NOTEPAD PRINT OPTIONS

Date: Subtopic(s):
August 28, 2009 NYCWAY
This procedure can The purpose of this policy bulletin is to inform Job Center staff of the
now be accessed onthe | new NYCWAY notepad print option used to print Worklists and
FlAweb. Rosters. The instructions on how to use the new print option are as
follows:
Worklist Print Option
e Select Worklist Processing from the NYCWAY Master Menu
and Transmit. The Update from Worklist screen will appear.
Update from Workllst File Edit Functions Scripts Session Release  Help Row: 8 Col: 65
screen WORK, ACCOUNTABILITY. AND YOU CWAYD> PIWG40.018
Update from Worklist
Enter Horklist and other data for selection of cases:
Try the new SELECT function (Function Key 4>
Worklist Name: [CALLD] Act Office: [
WMS Office OR Region [ 1 WHS UWorker: [
Future Action Date: [ thru L ~
Action Date: [ thru L »
Create Date: L thru L ~
Action Code: [ 1 FA/SN-FS: [}
(Blank = FA & SHN>
Number of Cases: [B288]1
Transmit [ 1
Prior Select | NtPrnt | Count Print Help Paint MnHenu
Workers may still use e Enter the necessary criteria and press NtPrnt (Notepad Print)
;&gégg f‘r’irnihe regular (F5) for the new Worklist notepad print option. The Worklist Print
print. screen will appear.

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center

Distribution: X



Work“st Prlnt screen .Fi\e Edit Functions Scripts

Prior

Session  Release Help

#Searching Data — One moment please...*
WORK. AGCOUNTABILITY. AND YOU CHAY)>
Update from Worklist

WORKLIST PRINT
NUMBER OF COPIES <1-3> 11
Tab to desired sequence and Transmit —
1. Lastname ~ Firstname ~ Initial
. Casenumber ~ Suffix ~ Linenumber

- Future Action Date / Mame

. Gasenumber Terminal Digit ~ Mame

- Casellorkers Future Action Date

MnMenu
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Notepad window with -
Worklist

select Page Setup

WORKLIST
ACTION CODE:

WMS OFFICE :
WORKER

NAME

File Edit Format Wiew Help

WORK., EGGOUNTHBILITY. qﬂD YOoU <way>

pdate from Worklist

Click on File and I ACTworklst0728 - Notepad

: CALLD ACTION DATE: v Thru
. A. D. g i Thru
CREATE DATE: YA Thru
CASE SU LN
NUMBER FX NM SSN

e After NtPrint (F5) is selected from the Update from Worklist
screen, enter the Sort options and Transmit. The Notepad
window displaying the Worklist will appear.

OFFICE: ~
COUNT: 200
FA/SN/FS:

ACT ACTI
CODE DATE
109G 04,2
109G 1271
109G 04/2
133p 06/0
110A 0472
105w 0472
153p 1072
153p 1072
1681 00/2
105e 01/0
1101 05/0
105E 0870
1335 03/2
105E 0970
110A 0471
1349 0871
1341 0871
103R 10/1
103r 1041
105G 05/1

e Click on File, and select Page Setup. The Page Setup window
will appear.
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Page Setup window

File

Format

-~
=

Landscape

1

Scheduling Report
Choices screen

Print Roster for
Appointments

[
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WORK, ACCOUNTABILITY. AND YOU <(WAY>
Update from Worklist

OFFICE: ~

COUNT:
FA/SN/FS:
Frreview
IN ACT
Letter8% x11in v 5T CODE
07 109G
07 109G
07 109G
07 133D
07 110A
07 105w
07 153p
07 1533P
07 1681
07 105e
07 1101
07 105E

Source: Auto Select v

Oriertation

) Portrait

Marging (inches]

Leit; 05 Right |05

(®) Landscape Top: 05 Bottom: 05

Header: & 07 1335
07 105E
07 1104
07 1341
07 1341
01 103R
01 103r 10

07 1056 05/1

=. =

Foater: Page &p

Cancel | [ Piinter

e Select Landscape and set all margins to .5 and click on OK. Click
File and select Print from the Toolbar. Click Print and the list will
print.

= If a larger font size is needed, click on Format, select Font
and assign a new font size.

Roster Print Option

e Select Reporting from the NYCWAY Master Menu and
Transmit. The Reporting Menu will appear. Select Reports and
Transmit. The Scheduling Report Choices screen will appear.

File Edit Functions Scripts Session Release Help Row: 8 Col: 17

WORK, ACCOUNTABILITY. AND ¥YOU <(WAY>
SCHEDULING REPORT CHOICES

<PIWN269.315)>

Tab to your choice and transmit
1  PRINI ROSTER FOR APPOINTMENTS
PRINI APPOINTMENT INUENTORY
PRINI WEEKLY FINGER IMAGE REPORT
PRINI WEEKLY FINGER IMAGE REPORT - 18 YEAR OLDS
CHECK APPOINIMENT SLOTS
APPLICANT OFFICE SEARCH

— FOOD STAMPS

TIME LIMITS SEARCH
SUBSTANCE ABUSE-VESID TIMELIMITS
FOOD STAMP PERIODOC REPORTING

MNMENU

e Click Print Roster for Appointments and Transmit. The
Scheduling Roster — Online screen will appear.
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Scheduling Roster —
Online screen

NYCWAY Appointment
Roster screen

Workers may still use
Print (F9) for the regular
MAPPER print.

Line
||.DATE
.eject

File Edit Functions Scripts Session Release  Help

WORK, ACCOUNTABILITY. AND YOU <(WAY>
SCHEDULING ROSTER - ONLINE

Enter the Required Information and Transnit:

[¥521 L1

{Blank = ALL>

8ite:z [ 1 OR Office: OR Region:
Appointment Type: [ 1
Appointment Date:(MMDDYY> [B62687 1

AMAPM: [ 1

{Blank = ALL>

Appointment Time: - |
Casze Type: [ 1
UMS WORKER L 1 {Blank = ALL>

Transmit

PRIOR LIST HELP

PB #09-102-SYS

Row:21 Gol: 76

(PIW311.328>

{Blank = ALL>

MHMENU

Enter the sort criteria and Transmit. The NYCWAY Appointment

Roster screen will appear.

1
3@ JUL 8%

PAGE NO.: 1
RUN DATE: a?-,38-89 HUMAN RESOURCES ADMINISTRATION
S: 6 FAMILY INDEPEMDENCE ADHINISTRATION
APPT. TYPE: ALL
CASE TYPE: ALL MYC WAY Appointment Roster
ARBOR WG BEKN
A1l fAppointment Types

JUNE 26. 2889 e ALL TIMES

Gase IN LN ACT

Last Name Number

a1 81
a1 81

202
281
a33

168B B0
168B B
268H R0}
168H
168B

a1 81

a1 81
a1 81
a1 168B

Return SU2PC

[ [
Row: 1 Col: 24

RL LOC Gase MM
NHM NM WRK GODE TIME CGD OFF Type PA

e S S SRS SHSSE SSSHSE 8

s s e
@66 FA 831
866 869

@66

PRINT MNMENU

Press SV2PC (Save to PC) (F8) for the new Roster notepad print
option, and NYCWAY will assign a file name to the Roster and
transfer the data to the TEMP file on the Worker's PC.
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File is transferred to the
TEMP file on the

! | WORK. ACCOUNTABILITY. AND YOU {WAY> (PIW-1817>
Worker S PC ENTRY OF FILENAME

File Edit Functions Scripks Session Release  Help Row:18 Col:

Enter the DRIUE AND-OR FILENAME:

DRIUVE <LETTER OMLY¥>: [G]
SUB DIRECTORY = [TEMP1
FILENAME <14 CHARS>: [Timerost 2-58 1

Transmit from here:_

Prior MnMenu

e Transmit and the Notepad window will appear.

Notepad window with Rou:18 Col:

Roster of appointments_—
I-FORKEPEEEHI'JI;ILEB‘I)ECI‘IEG ENRu:x'?Hu(!-JHY) <PIW311.328>

B Timerost 2-50.txt - Notepad
CIle on Flle and File Edit Format Wiew Help
select Page

| PAGE NO. : 1
RUN DATE: 07/30/09 HUMAN RESOURCES ADMINISTRATION
TOTAL CALL-INS: 6 FAMILY INDEPENDENCE ADMINISTRATION
APPT. TYPE: ALL
CASE TYPE: ALL NYC WAY Appointment Roster
ARBOR WC BKN
A1l appointment Types

JUNE 26, 2009 ! ALL TIMES

Case IN LN ACT RL LOC Case MN
Last Name Name Number NM NM WRK CODE TIME (D OFF Type PA

HE WW WHH HWHT WHNHE WH WHW WHNW WW

01 01 202 1688 09:00 01 066 FA 03
01 01 201 1688 09:00 01 066 SNCA 06
01 01 033 968H 09:00 01 066 SNCA
01 01 204 168H 1:00 01 066 SNCA
01 01 042 1688 09:00 01 070 SNCA 07
01 01 042 1688 1:00 01 OF0 SNCA 07

e Click on File and select Page Setup. The Page Setup window
will appear.
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Page Setup

File

Select Format

R\wA

WORK. ACCOUNTABILITY,. AND YOU {WAY>
COUDRUT TMC DOCTTD __ OMT TMT

Paper

Size:

Auto Select

Source:

Orientation hd argins [inches)

O Partrait Left: 05 Right: 05

(&) Landscape Top: 05 Bottom: |05

Header: o

Footer. Page &p

Preview

PB #09-102-SYS

= Ji= JE]
Row: 1 Col: 81

(PIW311.328>

RL LOC Case MN

€D OFF Type PA
B onn wan wWhhw wn

01 066 FA 03

01 066 SNCA 06

SNCA

01 070 sSNCA 07

Cancel H Frinter...

1]
1]
o
0 01 066 SNCA
1]
1]

01 070 sSNCA 07

e Select Landscape and set all margins to .5 and click on OK.
Click File and select Print from the Toolbar. Click Print and the

list will print.

= If larger font size is needed, click on Format, select Font and

assign a new font size.

Effective Immediately
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