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This procedure can This policy bulletin is to inform Non Cash Assistance Food Stamp
now be accessed onthe | (NCA FS) Center staff that the latest version of the Paperless Office
FlAweb. System (POS) migrated to production on June 21, 2010.
Descriptions of the changes can be found in FS POS Release Notes
Version 4.2 (Attachment A), Desk Guide — Introduction to POS
Portal: Appendix A (Attachment B), FS Online Electronic
Application: Appendix B (Attachment C), User Guide for Deferral
Log: Appendix C (Attachment D), and FS POS Release Notes:
Appendix D (Attachment E) and Appendix E (Attachment F).

These release notes can also be found on the HRA Intranet at:

http://hrawebapps/HRAIntranet/CMT page template.cfm?page id=79

Effective Immediately

Attachments:

E Please use Print on Attachment A FS POS Release Notes Version 4.2.

Demand to obtain copies | Attachment B Desk Guide — Introduction to POS Portal:

of forms. Appendix A

Attachment C FS Online Electronic Application (“E-App”)
Appendix B

Attachment D User Guide for Deferral Log for NCA FS Centers:
Appendix C

Attachment E FS POS Release Notes: Appendix D

Attachment F  FS POS Release Notes: Appendix E

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 Fax or fax to: (917) 639-0298

Distribution: X


http://hrawebapps/HRAintranet/CMT_page_template.cfm?page_id=79

Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010

These Release Notes contain descriptions of changes in FS POS Release 4.2 scheduled for June 21,
2010. 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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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010
1. New FS POS Web Portal

A new FS POS Web Portal allows staff to easily access the FS POS sign-on, FS POS web-based

tools, Front Door Reception (FRED), other related systems and system documentation.

‘@ POS Portal - Microsoft Internet Explorer provided by Human Resources Administration

MEIX]

File Edit Wiew Favorites Tools Help

g

>) \ﬂ @ ;j /IT\J Search \j\?FavUntes L&)

o E-JE 3

Address ‘ﬂj hittp://devweba,/posportalidefault.aspx

;'r

[v] Go Links *

& Good Morning !

Human Resources
Administration

NCA FS Application Log

NCA FS Recertification
Log

NCA FS Deferral Log

NCA FS Calendar

HRA One Viewer

Front Door Reception
(FRED)

F1A IYRS Telephone
Recert Reporting System
(IVRS)

FS Employment System
(FSES)

ome to POS (Paperléss Offi

Today is Thursday, May 27, 2010 12:30 PM HRA Home Paqe

POS Management

POS (Paperless Office System) Gonsole

POS Release Notes

Child Care System
(AGCIS)

Public Transportation
Automated
Reimbursement (PTAR)

Y, SUPPORT INFORMATION:

POS Help Desk: 718-510-0551  MIS Help Desk: 718-510-8333
WMS Help Desk: 212-961-8042 Autotime Helpdesk: 212-331-4800
Network Control: 718-510-0400 Imaging Help Desk: 718-510-0250

&] DEVWEBA

For additional details, please see the Appendix A for the FS POS Web Portal.

2. Online Food Stamp Applications (E-App)

&J Local intranst

Beginning June 21, 2010, New York City (NYC) residents are able to submit online applications for
Food Stamp (FS) Benefits through the ACCESS NYC website at http://www.nyc.gov/accessnyc

These applications will be electronically submitted to the Human Resources Administration (HRA) for
processing at the Mail Application Referral Unit (MARU).

A new activity is available in FS POS for MARU staff, allowing them to process these applications:
Online Food Stamp Application (E-App) Intake. For additional details, please see the Appendix B

FS E-App.
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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010
3. Web-Based FS Deferral Log

The web-based Deferral Log allows FS centers to close cases in Single Issue (SI) status that were
deferred for documentation and failed to return the required documents. The log has the following
functionality:

1. Displays all cases in Sl status for a selected timeframe.

2. Displays all cases closed using closing code Y29 (Failure to Provide Verification-Expedited FS
[Notice]) from the FS SI Deferral Log for a selected timeframe.

3. Allows a Supervisor or CA Il to route a case to an Eligibility Specialist and updates all appropriate

FS POS queues and tables automatically.

Generates a transaction to WMS that includes FS closing code Y29 when the case has been

closed for failure to return with documentation.

Allows the user to search by file date, case number or case name.

Allows the user to select the columns to display and print.

Displays and print filtered output based on the user’s selection.

Show all case data for a single case row on the same printed page.

Allows Change Center staff to access the Log for multiple centers.

10 The user’s WMS login information is used to confirm access.

11. Applies security settings according to the user’s POS title.

12. The closing activity will appear in the POS case activity history as Y29.

B

©Co~NoO

For additional details, please see the Appendix C for the FS Deferral Log.

4. Web-Based FS Application Log

The FS Application Log is available on the Intranet through the POS Portal. The log has been updated
to add a filter to track applications submitted through the ACCESS NYC website (“E-Apps”).

Appendix

For additional information regarding the functionality of the FS Application Log, please see the
Appendix D for the FS Application Log.

5. Web-Based FS Recertification Log

The FS Recertification Log is available on the Intranet through the POS Portal. The Log has been
updated with the following new functionality and features:

Filter for CBO Recertification
AFIS Report
New edits for transferred cases

CBO Recertification Filter

A filter allows staff to view recertifications that were submitted through the community-based
organization (CBO) project.

AFIS Report

A new report listing individuals that may require finger imaging will be displayed.
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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010

New Edits for Transferred Cases
New edits have been added to prevent changes to cases that have been transferred to another center.
Appendix

For additional information regarding the functionality of the FS Recertification Log, please see the
Appendix E for the FS Recertification Log.

6. Recertification Improvement Project at Community-Based Organizations (CBO)

FS recipients will have an opportunity to complete their recertification at a Community Based
organization (CBO). The completion of these questions at the CBO site will reduce the time it takes for
HRA to complete the recertification and should help reduce the rate of recipients that fail to complete
their interviews.

Updates to the FS Recertification Log

A new CBO filter and a new CBO column has been added in the FS Recertification Log window to
allow the center staff to determine the recertifications that were completed at a CBO site.

CBO Recertification Queue
The completed recertifications have been placed in the CBO Recertification Queue to allow the staff

to continue the activity at the time of the telephone interview with the recipient or the authorized
representative.

FSPOS 4.2 - [ hctivities Ma nagement] 4:09:08 P ‘wednesday, May 26, 2010

File Edit Tools wWindow Help
& |3 | | 2> | B

2 Action F, F40 F5 Supervisor Queue

LUnit Filter [ Activity Type Filter [~ Activity Apprave Filter
wiorker % r | FS spplication ntemxvienl™ &pprove FS Application [nterview T
CMU | 'I EES zsuance T Lpproye EFS [ssuance [T
Unoavered CBO Recetifications =1 W Approve FS Fecertification [T
Chen L DEY atal” Lppiove FS Change CaseData [T
. . ions Lpproye Erman Carections [
S L lE ther A Mer 7
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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010

7. Updates to MPU Queues for Deferred Recertifications

Cases deferred during the FS Recertification activity are moved automatically to Deferred Recert
Queues. This process occur three business days following the printing of the Document Requirements/
Assessment Follow-up Form (W-113K) if the FS Recertification is still pending.

If the interview was completed by a home center worker, the case will be placed in the MPU Recert
Deferral Home queue. If the interview was completed by a change center worker, the case will be
placed in the MPU Recert Deferral Change queue.

I:0E P

Wednes

FS POS 4.2 - [Activities Management]

File Edit Tools ‘Wwindow Help
[& | o o | By @

';g_\' Acton % FA0FS Supervizor Queue

Unit Filter [ Asctivity Type Filtes [ Activity Approve Filtker
Worker (% f ‘ F5 Application | ntermiem ™ Spprave FS Application Inteniew T
CHMU | ]' EES Issuance [T Spprove EFS [ssuance [T
Uncavered MPU Change Center AP 2 view ™ &pprove FS Hecertification =
MPU Change Center SI atal™ Spprave FS Change Case Data T
MPL Hame Center AP iaris [ Epprove Enmor Corections -
I~ dtivity Status Fiker 4P Home Center S ther 7 Approve Other 7
y tSSus:e;c:e - MPU Recert Deferral Change ,'_ M
o S CHEdUE:
MPL Recert Deferral Home -
Mot Started]™ - ﬂl
| Activity I Due Date | Alert | Cage Hame Case Ho ISqu Rec(il

Updates to LDSS-4826 Signatures Approval Window

The approval window for the LDSS-4826 Signatures will now retrieve the following forms if they are
available in the HRA One Viewer:

= W-120 (Food Stamp Benefits Application Signhature) form
=  W-129B (Food Stamp Benefits Application Attestation Signature) form

FS POS 4.2 - [Supervisory Approval - LDSS-4826 Signatures]

File Edit Tools Window Help
bleléB@ls | e B uvyEan e $omeiE s ME 8D (EE
INSTRUCTIONS:

Displayed below is a list of imaged applications for this case. To view and approve. disapprove or override
the signatures for this application. you must:

1) Review the application(s) for the required signatures by clicking on the "View' button(s)
2) Close the image(s)

3) Click on "'Window’ in the menu bar, select ‘Approval to open the Supervisory Review window and select
approve. disapprove or override.

Click on the "Yiew' Button to Select an Ap

Date Document Type

Doc Number

View LDS55-4826 Food Stamp Benefits Application 1132952mM

Previous
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Attachment A
FS POS Release Notes
Version 4.2 June 21, 2010
9. Updates to FS Intake List

The FS Intake List has been updated to indicate the source of the application, including applications
submitted through the ACCESS NYC website.

m Food Stamp Reception

Food Stamps  OpenPOS  Help  Exit

Intake List for: |Today. [  26. 2010 =] [Center Number: F40 | Total : 2

Time Seen |Status |Case Number | Appt. Date | Appt. Time ‘ Tkt Numher| Application Source | Application Center
1045 Ad Finizhed 00010006387E 05/26/2010 1115 4M In-Center Fa0
1230 PM  Finished 000100063854 05/26/2010 01:15 PM In-Center F40

Print | Resumel Exit |
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Attachment A
FS POS Release Notes
Version 4.2 June 21, 2010
10.AFIS Alert in FS Recertification Interview

A new alert for individuals who may need finger-imaging will appear in the Household Screen in the
FS Recertification Interview activity.

The Alert window indicates which individuals should be reviewed for finger imaging and the following
instructions:

“The following individual(s) have a temporary or missing AFIS indicator and must be reviewed for
finger imaging.

If the individual is exempt, please update the AFIS indicator on the FS TAD window.

If finger imaging is required, please access the Application Referrals activity in the Activity
Description menu to print the W-519 referral form.”

AFIS Alert Window

AFIS Alert

The following individual(s) have a temporary or missing AFIS indicator and must be reviewed for finger imaging.

If the individual is exempt, please update the AFIS indicator on the FS TAD window.

If finger imaging is required, please access the Application Referrals activity in the Activity Description menu to
print the W-519 referral form.

Case Number Line Cin Number Client First Mame Client Last Name Buth Date Sex Relationship Code Ssilnd Afis Ind

0000DS7S60IC 03 VOBESTEG ARIEL RAMIREZ 061141831 F 05
0D0ODS79601C 05 TP9ES684 JOSEFINA MARCHENA 07/03/1924 F 19

11.Changes for WMS Release 2010.2

The following changes have been made to match the updates in the Welfare Management System
(WMS) version 2010.1, which will be released on June 21, 2010:

New Income Source Code 76 (Youth Build)
A new Income Source Code 76 identifying income from Youth Build (a federal training and work

program) for young people between the ages of 16 and 24 has been added to the Other Income
window.

Youth Build income will be counted as earned income for Cash Assistance and as exempt income for
FS cases. This code will be available for cases with budget effective dates of 05/A/10 or later.

Page 7 of 11



Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010
12.Addition of Deceased Status in FS Change Case Data

The FS Change Case Data activity has been updated to add the status of DD (Deceased) to allow the
removal of dead individuals in the Individual Status Change window.

13.Changes to Other Income Window

The Other Income response window in the Current Income window has been updated to add new
income types and update budgeting for in-kind income.

Other Income

Response to Question

Expected End.~.
‘Who Income Type - Amount -Frequency Start Date Date
IJuhnson Mary j - | IH jll]l]fl]l]fl]l]l]l] II]I].."I]I]!I]I]I]I]
Rental Income -
School to Employment Program [STEP) ~ m Indicator Hrs. Worked
I Severance pay - Lump Sum Payment j I
Severance pay [Not Lump Sum]
TEAP
Income from |Union Benefits [Including Strike Benefits)
- WVolunteer in Service to America [VISTA] A I—
|t"" [nlHEEep ‘Wurk-Experience Non-%in - 00/00/0000 —
=

oK I Cancel

Income-in-kind will be treated as exempt income and will no longer carry over to the budget.

A new income type named “Youth Build” has been added as a result of changes in the WMS 2010.2
release. This income type will be treated as exempt income and will no longer carry over to the budget.

The following income types have been added for the FS Online Electronic Application (“E-App”) project:

Assistance from another state
Money from another person
Money from a charity
Payments from an annuity
Payments from property sold
Sick disability

Assistance from another state, money from another person and money from a charity will be treated as
exempt income and will not carry over to the budget.

Payments from an annuity will carry over to the budget under Income Source code 15 (Dividends,
Interest or Periodic Receipts from Stocks, Bonds, Mortgages, Bank Accounts, Trust Funds, Annuities,
Credit Unions, Estates, etc.).

Payments from property sold will carry over to the budget under Income Source code 99 (Other
Unearned Income).

Sick disability will carry over to the budget under Income Source code 26 (Sick Pay [Individual Provided
Insurance]).
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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010
14.Self-Employment Window Update

The Business Type text box in the Self-Employment window has been converted into a drop-down

menu with the following options:

Accounting
Cosmetic Sales
Bait business
Bakery

Business Owner or Operator
Carpentry or Construction

Crafts
Clamming
Corporation

Car repair or restoration

Computer service
Catering
Contract work
Cycle shop
Electrician
Farming

Fishing
Gambling
Housekeeping
Hunting
Insurance Agent
Junking

Kennels

Lawn care
Logging
Manufacturing
Musician

Odd jobs

Other

Painting

Newspaper delivery

Photography
Plumbing
Partnership
Real estate agent
Sawmill

Selling blood
Selling produce
Sewing

Tavern

Truck driving
Tattoo parlor
Trapping

Tax preparation
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Attachment A

FS POS Release Notes

Version 4.2 June 21, 2010
Self-Employment Window

Response to Question

Info from WRS Who = StatDatc[00/00/0000 | Expected Jo0,00/0000
Employee
I C Name Yes Ho Gross Income Frequency Taxes Withheld Day Paid
Name | | $0 | ;||f""(es CNo | =l
Employer Busi A s = I—m
Different from Residence Yes..( No |1 p“""g Per z Monthly Net
Street Busi Type Rusiness Tel #t U HELED ¥penses Income Amount
0
I [ =i - - | 30| [T Yes € No $00
City
Zip
Wage Year Quarter I Document... ?n I Comment. ...
oK | Lancel |

15.Update to FS TAD Window

A new field named APP SRC has been added to the FS TAD window. This field will have a value of N if
the application was submitted online through the ACCESS NYC website or E if it was submitted online

through the New York State MyBenefits website.

FS TAD Window

FS POS 4.2 - [ELIGIBILITY]

File Edit Tools ‘Window Help

vt m@a s R s uYECSNQ @ BLE6 2L WA = e
ELIGIBILITY
WS Data FOS Data
Food Stamp Tad Window
Caze Mumber Suf Center Unit Worker Rule Statuz  Proj.No AcctNo Reusze caze Ho
[D0D10006338H [1 [Meliose Food Stamp Ci < |[FSPOS e | | [ |
Caze Suffix M3E Ind WHS Bdgtit Motice Bdgtit Motice # APF S5RC
h I =l = I I =i
Case Mame Language Language Read Motice Language FSINTW LFLN  Homebound Ind
r‘iINELE EROL |English ;”English ;”English ;”F-Fac(;” ;”(" Yes { No
Category Pig Status Status Reason From Date To Date
rFS IFs |SINGLE ISSUE ]| | x| W o
Individual Hame Linett CIN Prg Status Deny ? Status Aeason Date
[Erol Single [ [PJ29574F [FS [smGlEssUE Il | ~lfosszr2010
[Nola Fora [z [PJ29564K |FS [smGLESSUE = dl | ~lfosszr2010
Hext | Previous | Ignore Errors | Show Individual Data | Run Rules |

16.Saving Data for Individuals with the Same Name

When two individuals with the same name appear in a response window, the data occasionally saved
under the wrong individual's name. The response windows have been updated to resolve this type of

error.
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Attachment A
FS POS Release Notes
Version 4.2 June 21, 2010
17.Model Office (MONIQ) Updates

The following configuration updates were made in the Model Office systems (FRED and MONIQ) in
April and May 2010:

The Special Assessment, HEAP and OEM queues at the Richmond Job Center (099) were
disabled.

The CA Info Verification queue was activated at every CA model center, including the Family
Services Call Center satellites. Three NYCWAY appt codes are mapped to it: 20DC (Active CC
Provider Peg CALL-In), 10DR (Active CC Provider Return Appt) and 10DT (Active CC Provider
Reshedule Appt).

The Concourse Job Center (045) was closed. However, Management Console users will be able to
generate Model Office Time Reports for a few weeks. The other MO reports won't be affected by
the closure.

The Concourse FS Center (F45) opened on April 26, 2010 as a Model Center.

Effective May 3, 2010, the CA In-House queue was be activated at all Model CA centers.

18.E-Form

The W-515X (SAVE Referral) E-Form has been updated:

19.Reminder: Appendices

Appendix A, FS POS Web Portal

Appendix B, Electronic Application (E-APP)
Appendix C, FS Deferral Log

Appendix D, FS Application Log

Appendix E, FS Recertification Log
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Attachment B

FS POS Release Notes: Appendix A
Desk Guide- Introduction to POS Portal
Version 14.2 June 21, 2010

Overview

The Web-Based POS Portal provides a centralized point of access to the Paperless Office System and
several other applications regularly used by FIA Center staff. The user will have one central location to
assist them in accessing, reviewing and processing cases. An icon has been placed on the desktop for
access to the Web-Based POS Portal.

The POS Portal will allow access to the Paperless Office System, POS Management Console and the
POS release notes. In addition; the POS portal will also provide access to the following Non-Cash
Assistance Logs: Application Log, Recertification Log, Deferral Log and to the NCA FS calendars. The
web-based Front Door Reception (FRED) application will also be included in the portal.

The POS Portal also provides access to other applications outside of the Paperless Office System. The
following links are available to the user from the POS Portal Home Page:

= HRA Home Page

= HRA One Viewer

= FIA Telephone Recertification Reporting System(IVRS)

= Food Stamp Employment Tracking System (FSE)

= Automated Child Care Information System (ACCIS)

= Public Transportation Automated Reimbursement system (PTAR).

POS Portal Home Page Window

USHartalfUerault. Ssp

Human Resources
n

& Good Morning ! Today is Friday, May 28, 2010 10:27 AM HRA Home Page

POS Management

MNCA FS Application Log Console

POS {(Paperless Office System)

NCA FS Recertification POS Release Notes
Log
Child Care System
MNCA FS Deferral Log (ACCIS)
| d Public Transportation
MNCA FS Calendar Automated
Reimbursement {PTAR)
HRA One ¥Yiewer
Front Door Reception
{FRED)
FIA IVRS Telephone
Recert Reporting System Y .
oy i £, SUPPORT INFORMATION:

POS Help Desk: 718-510-0551 MIS Help Desk: 718-510-8333
WhMS Help Desk: 212-961-8B042 Autotime Helpdesk: 212-231-4800
Network Control: 718-510-0400 Imaging Help Desk: 718-510-0250

FS Employment System
(FSES)

MIS/POS Development & Design Team



Attachment B

FS POS Release Notes: Appendix A

Desk Guide- Introduction to POS Portal
Version 14.2 June 21, 2010

Definitions

NCA Food Stamp Application Log

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.

» Human Resources
Administration
Department of
Social Services

NCA FS Application Log

Enter your WHS User ID and Password to login

User ID I| |
Password | B |
FS Sites inrﬁcll.hgmngqc-!“S{:ar[ﬁpﬂgerrjtgrru(-rF‘l-flV--)_i V.

| LOGIN = || cLEAR _!

o If you forget your password please contact Help desk: 718-
“? pos portal # HRA Home @ Help 510-0551 or send email to: Helndesk-POS@hra.nyc.oow

NCA Food Stamp Recertification Log

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.

» Human Resources
Administration
Department of
Social Services

NCA FS Recertification Log

Enter your WMS User ID and Password to login

User ID
Password ' -
FS Sites |Fordham Food Stamp Center (F44) v

[LoGin & || cLEAR |

. If you forget your password please contact Help desk: 718-
P pos Portal # HRA Home o Help 510-0551 or send email to: Helpdesk-POS@mhra.nyc.qoyv

MIS/POS Development & Design Team 2
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FS POS Release Notes: Appendix A
Desk Guide- Introduction to POS Portal
Version 14.2 June 21, 2010

Food Stamp Deferral Log

The deferral log will allow the closing of cases in Single Issue (Sl) status that were deferred for
documentation and failed to return with the requested documentation.

y Human Resources
Administration
Department of
Social Services

NCA FS Deferral Log

Enter your WhKHS User ID and Password to login

User ID
Password
FS Sites :VNDrtrh BrDDk"\}I"I Food Stamp Center 7(’F26) ~|

[LocN > || creEar |

. If yvou forget your password please contact Help desk: 718-
P pos Portal #® HRA Home @ Help 510-0551 or send email to: Helpdesk-POS@hra.nyc.gov

NCA FS Calendar

The Non Cash Assistance Food Stamp (NCA FS) calendar gives FS Site Managers and Assistant Site
Managers the ability to create and maintain application appointment slots for designated NCA and
Continuing Based Organization (CBO) staff. In addition, FS Site Managers and Assistant Site Managers
will have the ability to create new calendars as needed.

» Human Resources
Administration
Department of
Social Services

NCA FS Calendar

Enter your WrSs User ID and Password to login

User ID |
Password

FS Sites i-FDrd.}-ﬂam Food Stamp Center E‘F4<{) >~

[Locm = || cLeAam |

. If you forget vour password please contact Help desk: 718-
2 pos pPortal # HRA Home @ Help S10-0551 or send email to: Helpdesk-POS@®hra.nve.goy

MIS/POS Development & Design Team
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FS POS Release Notes: Appendix A
Desk Guide- Introduction to POS Portal
Version 14.2 June 21, 2010

The POS portal also provides external links to other HRA applications that assist the FIA managers and
workers in maintaining, updating, processing and reviewing cases.

HRA One Viewer

Provides FIA staff with the ability to search and retrieve documents and document-related information.

addvess | ] http:, hra.nycne default.aspx V\ = Go
Human Resources HERA OneViewer
Administration
Department
Social Services Welcome to HRA Oneviewer!
user Name | Details |
password [ | HR4 One Viewer is an effort to present document/image related information on HRA. Clients from all repositories within HRA. The viewer is a web
z = application and is a product of efforts from Imaging Lnit within Office of Services Systems at HRAMIS, The wiewer will offer the following features on
ecoastily e 1
Forgot Password? » Search documents/images using Case Number, SSN, CIN, Scanned Date Range, Department,/Program and many other advanced search

criteria
o Wiew and Frint refrieved images if neeced

o Ferform library or department specific search

« Sart search results in ascending or descending order

« Wiew search results in TABS with document grouped and organized
« Frint all retrieved documents within TABS as a batch

« 45 admin, add/modify/delete users to the application

o Integrate the viewer application with new and legacy applications

Front-Door Reception (FRED)

Provides assistance to the receptionist at Job Centers/NCA Sites in routing applying individuals and those
in receipt of benefits to the correct location within the offices.

y Human Resources
Administration
Department of
Social Services

Front Door Reception (FRED)

Enter your WHS User ID and Password to login

User ID ||7

Password |

MO Sites :VFDrt Greene FDDdVStamp Center &F;D} v,

[LociM > |[ cLEAR

= If you forget your passwaord please contact Help desk: 718-
“® pos Portal @ HRA Home @ Help 510-0551 or send email to: Helpdesk POS@hra.nyc.goy

MIS/POS Development & Design Team 4
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FS POS Release Notes: Appendix A

Desk Guide- Introduction to POS Portal
Version 14.2 June 21, 2010

Interactive Voice Response System (IVRS)

IVRS provides certain NCA FS households with the opportunity to recertify for benefits by use of an
automated telephone response system.

HRA Telephone Recert Reporting Sys

[ First time user and need a User ID and Fassword? Click here :l

[ Already hawve a User ID and Password, please sign in below

-

Uuser ID || |

Pasword | |  Loam |

[ Forgot your User ID or Password? Click here

—

@ City of New ¥York, HRA

Food Stamp Employment system (FSE)

This system facilitates the management, enroliment and tracking of FS participants who are potentially
required to participate in work activities.

MY¥YS| Food Stamp Employment/Syste

Environment: TEST

Log In

Already hawve a User ID and Password, please sign in below

User ID: | |

Password: [ |

Mric.gov Home Page | Privacy Statement

These cormputerized systermns are legally confidential and proprietary to the State of Mew Yorl, its offices of
Temporary and Disability Assistance, and related agencies and mav be accessed only by lawfully authorized
entities. Federal, state, and local laws and regulations protect the confidentiality of the Human Resources
Aadministration's clients. all clients' docurments accessed by HRA staff and sponsoring programs are to be
used solely for the purposes of providing services. Unauthorized access to or release of systerm data may
entail both civil liability and criminal prosecution,

MIS/POS Development & Design Team
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Paperless Office System (POS)

The Paperless Office System (POS) assists FIA staff in developing, processing and maintaining the NCA
and Cash Assistance caseloads in an electronic case record.

pxresolution=T e T
. :gm_ar'! Resources
w0 pos sian on NYC =5
Social Services

g GOOD MORHING! WOOHOO, IT'S FRIDAY!

"K INSTRUCTIONS:

1. Choose your site from the dropdown lists below according to the site's function

2. Readthe message(=) in the Message Center area [it refreshes itself every 10 minutes]
3. Checkifyou chose the right site in the "Confirm Selection” panel which will appear.

4. Connectto the selected site (green button), or choose another site (red button).

Sa) CA SITES: m FOOD STAMPS SITES: Q“) TRAINING SITES: s“) HASA SITES:

CHOOSE THE SITE e CHOOSE THE SITE - CHOOSE THE SITE CHOOSE THE SITE

¥, SUPPORT INFORMATION:

rour User D is: HILT4244 FoOs Help Desk: 718-510-0551
our PC name is: WISMTC 160888 WS Help Desk 212-961-8042
Your Screen Resolution is 12801024 Metwork Control: 718-510-0400

Please email Help Desk - POS ifyou have any problems

FRIDAY, MAY 28, 2010

Management Console

The management console houses reports designed to assist management and supervisory staff in their
operational process.

POS Management Console

uw;

>
éﬁy‘*‘!,nc User Guide

N Local
—

MIS/POS Development & Design Team
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POS Release notes

Links to all published release notes located on the HRA Intranet.

Friday, May 28, Z010 - 10:55 A HOME | SITE ADMIN | SITE MAP | HELP |
HRA Horme = Help = HR~ POS Release Motes
HELP TOPICS Help - Technical Support
PC Introduction --> POS Release Notes
Fag's —->
Contact Information --= welcome to the POS Release MNotes section of the HRA Help! On this page. wou can find summary and
e ——— detsiled descriptions of PGS =nhancerments. Please distribute these docurmments to all POS case managers
o o and all other interastad parties.
Date Summary Detail
February 2010 s Blros release 14.1-detail
February 2010 e EFs POs release 4.1-
detail
January 2010 EPOS release 13.3.1- ElPos release 13.3.1-
SUmmary detatil
January 2010 EFS POS release 3.3.1- BErFs POs releass 3.3.1-
sSUmmany detatil
October ZO09 ElPos release 13.3- ElrPos release 13.3-
SUmmany detail
Setober 200a  EFS POS release 3.3- EFs POs release 3.3-
SUmmany detail
August 2o0s  BHIPOS relesse 13.2.1- Elpos release 13.2.1-
SUMMImary detail
August zo0s |BFS POS release 3.2.1- BErFs POs releass 3.2.1-
sSUmmany detatil
June 2009 Elros release 13. 2-summary Elros release 13.2-detail
June zooa EIFS POS release 3.2- EFs Pos release 3.2-
SUmmany detail
May 2009 e ElMadel Office 5.0
FRelease
February 2009 H Blros release 13.1-detall
February 2009 s BErFs POs releass 3.1-
detail
=] Done

Automated Child Care Information System (ACCIS)

Provides an integrated child care payment system that contains information on all active participants.

PLEASE CLICK ON THE BUTTON BELOW TO CONNECT TO ACCIS
[ accrs ]

MIS/POS Development & Design Team
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Public Transportation Automated Reimbursement System (PTAR)

Metro card ordering system for FIA centers.

B D SC S SO ST JTOeT . Sop

Bﬂ"@.@m E@@EE‘ ﬂmmﬂmug@mm?ﬁ@m

PRODUCTION ENVIRONMERNT

User ID: | | | Cogin

Password: | |

The POS Portal will provide direct links to all of the previous noted applications. The external applications
outside of POS (HRA OneViewer, ACCIS, and IVRS etc.) will open in its own window allowing the Worker
the ability to access and navigate the application fully.

All POS related applications will link back to the POS portal which saves time by providing access to all

the featured applications. This portal will be updated to include access to other applications as they
become available in the future.

MIS/POS Development & Design Team 8
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FS Online Electronic Application (“E-App”)
Version 4.2, June 28, 2010

Overview: FS Online Electronic Application (“E-App”)

Beginning June 28, 2010, New York City (NYC) residents will be able to submit online applications for Food

Stamp (FS) Benefits through the ACCESS NYC website at http://www.nyc.gov/accessnyc

These applications will be electronically submitted to the Human Resources Administration (HRA) for
processing at the Mail Application Referral Unit (MARU).

A new activity will be available in FS POS for MARU staff, allowing them to process these applications:

Online Food Stamp Application (E-App) Intake.

Updates to Login Page for MARU
The CONNECT TO CENTERS: F15 icon on the MARU login page will be updated to add an option of F29

(E-App).

QJ CONFIRM SELECTION:

CONNECT TO MARU (F61) (FOOD STAMPS SITE)

fCHANGE SITER®Y"

£

Online Food Stamp E-Application (E-App) Intake Activity

CONNECT TO CENTERS: F22, F27, F28, F99

CONNECT TO CENTERS: F21, F23, F26, Fé1

CONNECT TO CENTERS: F20, F24, F53, F54, F79
CONNECT TO CENTERS: FO2, F11, F13, F14, F19

CONNECT TO CENTERS: F31, F38, F40, F44, F45, F46

CONNECT TO CENTERS: F15, F29 (E-App)

Y
b
by

by
by

o
-+
5
-
o
o

The data entered by the applicant in the ACCESS NYC website will prefill the E-App Intake activity in the
POS Central Office database.

The activity will be completed by the MARU staff and include the following windows:

Adults

Children

Food Stamp Household Composition
Address Information

Additional Suffix Level Data

Center Selection

Working Families and Hardship Waiver
Expedited Processing Determination
Calendar

Appointment Confirmation

CIN Re-Use

Case Number Re-Use

AFIS Referral

Page 1 of 12
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FS Online Electronic Application (“E-App”)
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MARU E-Apps Queue

MARU staff has access to a MARU E-Apps queue, where the submitted applications will be placed when
they are received from ACCESS NYC.

o [ |
Uit Filter I Activity Type Filter I Aetivity Approve Filker
Worker % FS Application Interview ™ Approve F5 Application nterden
chMU INAHU E-Apps hd EFS [ssuanee [ Approve EFS [ssuance [0
Uncavered © F5 Recert [ntenvies Approve FS Recertification
F& Chanige Case Data [~ fpprove FS Change Case Data [
Erior Comections [ Lpprove Enor Corections [
I~ &civily Status Fite————————————————— Other 7 Approve Other 7
Suspended ™ Removed T [~ -Activity &lert Filter Eilker |
Mot Scheduled 7 Completed In| Comitig Duel™
Mt Started [T ‘ Owerdue ™ ﬂl

Activity I Due Date | Alert ‘ Case Hame | Case Ho ISerI Receive

FS E-application Submission | s |

Total: 0 Case

< | i

Start | Assign | Bamuvel Schedule | Reopening | Update Disposition | WHMS Wiew Your Schedule | Qommentl

Adults Window
This window contains information about the head of household and individuals age 18 or older.

FS POS 4.2 - [Adults In Household]
File Edit Tools ‘Window Help

njwlémrle|re s|tEAan Qe $nee et War|s o s

Last Name First Name Middle Name Relationship Sex
[Care |Congregate | | _v||Casehead B4 | IF |
Required for Applying Adults ONLY
Individual is a- Applying For
Suffix 828-29-2929
1 -
" Spouse of Casehead [T MA Other Mame(s]
[ [G
@ Casehead ¥ FS D.0O.B Yes ' No
|l]9}'l]8}'1 978 i
" None of the above [T Mone Marital Status
%

r— Multi Ethnic Fields

Hispanic/Latino Asian Mative Hawaiian/Other Pacific lslander

" Yes  No I(:Yes " No I('Yes * Ho
Native American or Alaska Native Black or African American White
Yes * HNo Yes * No Yes + No

Hext Previous |

Page 2 of 12



Attachment C

FS POS Release Notes: Appendix B

FS Online Electronic Application (“E-App”)
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Children Window

This window contains information about children younger than 18 years of age.

24114 PM

FS POS 4.2 - [Children In Household]
File Edt Tools ‘Window Help

o elibals o vYESNEA @ SEESU S N ED =

Children

Last MName First Mame Middle Name Relationship to First Casehead Sex
| I I I =l =l _El
Required for Applying Children ONLY
= : 55N
Applying For Affiliated 5 uffix I'— Other Name(s]

|1 =l I(" Yes * No

[T Fs Marital Status
Single/Never Married

M MA DoB [Sing El

[bo/00/0000
[ Mone

r—Multi Ethnic Fields

Hispanic/Latino Asian Mative Hawaiian/Other Pacific lslander

I(' Yes " No I("fes " No I("'T'Es  No
Native American or Alaska Native Black or African American White
Yes No Yes Mo Yes No

r— List Parents” Names Even If Not On Birth Cerlificate

Mother's - Maiden Name:l LI First Mame: | Middle Name: I
Father's - Last Name: I ;I First Name: ~| Middle Name: I

Hext | Previous

Food Stamp Household Composition

This window indicates whether the household members buy food or prepare meals with the casehead.

FS POS 4.2 - [Food Stamp Household Composition]

Filz Edit Tools ‘Wwindow Help

o wlibale sR(e/vtESU A @ $2m&3 & W ==

Does this person buy food Caschead Suffix
Suffix  First Name Last Name Mid Relation

N | [~ [

Hext Previous

Page 3 of 12
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Address Inform

ation Window

This window contains address and telephone information.

FS POS 4.2 - [Address Information]

Fle Edit Tools Window Help

Thurs:

vt s tR e YAGNEA @ $OESIE| S WX EDs

Present Address

5t N

Is the applicant undomiciled? &+ yes ( No

Please select the borough:  Brookiyn vl -

o/Dir/Name: [99 [None] ~|[UNDOMICILED

State: | NY  Zip Code: |l12l]1 nooo

Type Apt i Cit
| Ea| IB ROOKLYN

Phone: I - -

Mailing Address I Does the

Care of Name: ICale C c/o GPO

ppli have a mailing address? ( Yes (* No

Type Apt # Cib
St Mo/Dir/Name: 271 |[Mone] ;Ir[ZADMAN FLAZA EAS| 3| IHRI]I]KLYN
State: | NY  Zip Code: |112l]1 0000 Phone: I - -
)Aulhnlized Representative I
I Type Apt # City
5t No/Dir/Name: | |[Nune] ;" - |
State: Zip Code: II]I]I]I]I] 0000 Phune:l - -
Other Phone
Contact Person: F‘hune:l 50

Hext Previous

Additional Suffix Level Data Window
This window contains information about the household’s language, need for interpreter services and Life

Line program.

File Edit Tools ‘Window Help

glvémma e oL BluvYEcll@ @ BoedsE s W 2o

Pieferred Language IEninsh ,l Preferred Language IEIIgliSh vl Do You Require Free  ~ Yes s No
for Speaking for Written Motices

Intepreter Services ?

Life Line Program [

Client 1= | the Primary Tenant ¢~ the Secondary Tenant *inT vy Housing/U iciled
Hiker Besidents 1
Mail
MA Case PA WA FS5 Closing Addr
Case Number Suf Case Name Apt No | Ctr Resp Type S5tat StatStat  Date Ind

Hext Previous |

Page 4 of 12
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Center Selection

This window allows the Worker to select the Food Stamp center for the case. The FS Center field will be
prefilled based on the zip code of the residential address.

FS POS 4.2 - [Center Selection]
5 File Edit Tools Window Help

g elé¢mdas rLeYAGN A 0SS S & W BO

Instructions

Select a center for this case. Then click on the '"Appointment Scheduler' button to launch the Expedited
Processing Determination window and the calendar so the appointment can be scheduled for this case.

FS Centor: [IMININNNSRS - |

Appointment Scheduler

Suspend the Achivity |

Hext Previous |

24214 PM Thursd:

QHIE Edit Tools ‘Window Help

oot @z |22 sv+EaN @ @ $n=ms s N =os

Instructions

Select a center for this case. Then click on the "Appointment Scheduler' button to launch the Expedited
Processing Determination window and the calendar so the appoi can be scheduled for this case.

FS Center: |Me|mss Food Stamp Center Ll

Appointment Scheduler |

Suspend the Activity

0 You have selected:

i)
o F40 - Melrose Food Stamp Center

Please verify that this location is correct,

After the center is selected and confirmed, the Worker will click on the Appointment Scheduler button.
The case will then be registered in WMS under the selected center.

Page 5 of 12
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e —

i E

B Please wait ...

Preparing to Xmit Data to WKWS

Working Families and Hardship Waiver Window

The working families and hardship waiver information is prefilled with the information from ACCESS NYC.

Working Families and Hardship Waiwver

—Working Farmilies and Food Stamp Initiative (WEESH

Is any adult (18 years of age or older) member of your household either ~ Yes & Mo

working 30 or more hours perweek or eaming $217.50 or more perwesk?

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

20 or more hours perweek or earning $145 ormore perweek? " Yes & Mo

Does the househaold qualify for WFEFSI?

o

Telephone Interview Selection

Does the applicant want to conduct their interview by telephone? ~ ‘Yes Mo

Hardship Waiver Reason: |[59|961] j

Next Previous

Activity: EAP  Source: TDEV Center: F40 Locld: 11 EformsServer: 10.253.32.129 CaseNumber: 00010006263H

Page 6 of 12
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Expedited Processing Pre-Screening window

The expedited processing determination is automatically connected to WMS to determine whether the
household already received Food Stamps benefits this month and will be prefilled with the information from
ACCESS NYC.

If the expedited determination cannot be completed based on the information submitted for the application,
the checkbox Expedited Determination cannot be completed will be selected.

When the Worker clicks the Next button on the window, the LDSS-3938 NYC (Food Stamp Application
Expedited Processing Summary Sheet — NYC) will be saved to the HRA One Viewer.

Expedited Processing Pre-Screening

| Expedited|Determination cannot be completed

::::z;:l: ::::Liz:ign;%r | No | | Receiving FS and not in DV Shelter |
ls the hougehald already receiving Food Stamp benefits this month? Yes

Incorne for the household this month: § _
Liguid Resources for the household: § lj
Shelter Type for the household: ICUﬂgregate Care Facility j

Next Previous

Activity: EAP  Source: TDEV Center: F40 Locld: 11 EformsServer: 10.253.32.129 C : 00010006263H

EAP Intake x|

o

Please Click Ok to go to the Calendar Window.,

Page 7 of 12
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Interview Scheduling Window

The Interview Scheduling window allows the worker to schedule the interview. If the applicant indicated

preferred interview times, they will be displayed at the bottom of the window.

Interview Scheduling

Select a Date and Time for the Interview Appointment: "' Schedule a Same Day Interview
Thursday Friday Saturday Sunday Monday=
Appt.Time 05/20/2010 05/21/2010 05/22/2010 05/23/2010 0524200
08:30 AM 10 0 0 10
09:30 AM 10 0 0 10
10:30 AM 10 0 0 10
11:30 AM 10 0 0 10
12:30 PM 10 0 0 10
01:30 P 10 0 0 10
02:30 PM 10 0 0 10
03:30 PM 10 0 0 10
04:30 PM 10 0 0 10 .
< | ;I_I
Best Available Times
The applicant indicated that the best times to call for an interview are:
E
Mot Faund LI
Next | Previous |

Page 8 of 12
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Interview Appointment Confirmation Window
The Interview Appointment Confirmation window will allow the worker to save the appointment and print

the appointment notice.

The Worker clicks on the Schedule the Appointment button.

Interview Appointment Confirmation

Interview Appointment Will Be Scheduled For:

08:30 AM, on Monday 05/24/2010

WTeIephonelnterview: ContactTelephone Number: |212 )I555 -I2121| Extensinnl

To confirm the appointment, click on the button labeled 'Schedule the Appointment'. The Food Stamp
Interview Appointment Motice will be printed.

Next Previous

AN IED 39 AT S anakhkaes (A0 ARRRESE21 1

Biichn FAN  Cosirnn:s TR Pamdaes FA0 1 nolds A4 FncmmnC o e

Appointment Confirmation ﬂ

Appointment saved to database, Please click O to prink Form W-129FPF

Page 9 of 12
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CIN Re-Use Window

The CIN Re-Use window runs the Internal Clearance and will allow the Worker to reuse the appropriate

Client Identification Number (CIN) for each applying household member.

FS POS 4.2 - [CIN Re-use] 260:11 Prd Thursda

File Edit Tools “Window Help

Feaste & lication Date UnitWorker GCase # Gase Name Suffix Case Type
1 Aoo e Request New Clearance |

Ln Suf  FirstName M Last Name Sex  SSN D08 AFIS Ex Ind CIN CNTR  Case/Reg#

Ra
Gase Case Stxt Oth co jud Stat
L1 Suf Name Sex SSN DOR Afis CIN CNTR Case/Req # T¥Pe PANGA F5 Namenp pAFAFS 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 CIH because there is no appropriate Cin match in the clearance ? Yes + Ho

MNext | Previous |

Case Number Re-Use Window

The Case Number Re-Use window allows the Worker to reuse the appropriate prior Food Stamp case

number for the case.

FS POS 4.2 - [Case Number Re-Use]

File Edit Tools Window Help

olvtBrls FoeYEASMEA @ $o@S S WY Eo=s

The cases below represent previous case number for the entered i The “ Previous Case" is the best possible
option found by POS. To view details on each case, Click on the Yiew button next to the case. In order to re-use a particular case number
tlick on the ‘Select’ check box next to the de=ired case. If you chose to disregard all or the matches, you must click on the "Digregard all
matches” check box

~Applicant Information as Entered

Name 55N DOB
-

Previous Case
View Detailed Case Individual
Clearances Case ¥ Case Hame ‘ S5H ‘ DOB ‘ Ctr PAMAFS PAMAFS Select ‘
_ Other Possible Match
View Detailed Case Individual
Clearances Case # ‘ Case Hame ‘ SSH ‘ DoB ‘ Ctr PAMAFS PAMAFS Select ‘

v Disregard all Matches, use a New Case Number

Hext Previous

Page 10 of 12
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Finger Imaging — AFIS Window

The Finger Imaging — AFIS window allows the Worker to generate the AFIS Freedom electronic referral
record by selecting the Telephone Interview checkbox and will complete the E-App Intake activity.

FS POS 4.2 - [Finger Imaging - AFIS]

Flle Edit Tools Window Help
Olelsbals | r2e|/vFau@ o $ne 6| MR s
Finger Imaging Notice [Form W519) -

State regulations require all case members who are 18 years of age and older and minor heads of households applving for or seeking recertification of Cash
Agsistance andsor Food Stamps, including applicants for emergency assistance, to be finger-imaged

An individual is exempt from this requirement if they fall into one of the following categories:

+ Adult payees an "child only" cases [e.9. a grandparent who iz applying for freceiving Cash Assistance on behall of hiz/her grandchild unless Mon Cash
Azzistance Food Stamp [NCA FS] househald member].

+ Individuals physically unable to comply with this requirement because of permanent injury or dizability.
» bpplicants/Participants under 18 pears of age unless they are payees for their own cases or suffises

+ 551 [F-15) or Residential Treatment [FE1] cases. ;I
=

% The applicant is nat present at the interview.

7 | agree to be finger imaged.

| am exernpt from fingerimaging because | meet one of the above exemphion criteria. I_

| 'do Mot agree to be fingerimaged. | am applying/seeking recedification for Cash Assistance
and/or Food Stamps and realize that, by not agreeing to be finger imaged, | will become
ineligible and my case will be rejected or closed as appropriate.

Ie | do Mot agree to be finger-imaged. | am applying/zecking recertification for Food Stamp

Benefits only and realize that, by not agreeing to be finger imaged. | and my entire Food Stamp
Houshald will become ineligible and my case will be rejected or closed as appropriate.

Done | Print Previous

Updates to FS Intake List

The FS Intake List has been updated to indicate the source of the application, including applications
submitted through the ACCESS NYC website.

m Food Stamp Reception

Food Stamps  OpenPOS  Help  Exit

Intake List for: |Today. [  26. 2010 =] [Center Number: F40 | Total : 2

Time Seen |Status |Case Number | Appt. Date | Appt. Time ‘ Tkt Numher| Application Source | Application Center
1045 Ad Finizhed 00010006387E 05/26/2010 1115 4M In-Center Fa0
1230 PM  Finished 000100063854 05/26/2010 01:15 PM In-Center F40

Print | Resumel Exit |
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Updates to the FS Application Log

A new E-App filter and a new E-App column has been added in the FS Application Log window to allow
the center staff to determine the applications that were filed through the ACCESS NYC website.

[ Fs pos version 4.2

File Retrieve Print Filker Display  Summary

Application Interview Log [ Center Number: F40 ]|

—Search By

 Appointment Date

" Case Mumber

—Application Type Filter
™ Warking Families

—Appoinment Status Filter

[~ Kept Appointment

) gelected Date | I™" In-Center
[ cBo [~ E-App [ Failed to Keep Appointment
|051261201D 'l I Telenhone
P [~ Mone

" Date Range Last Mame of Casehead o Expedited

. . ar Payee
Fraim: To: ™ Exclude durnmy case numbers
|_f_f_ |_f_f_ | ™ Original Appointrnent Date

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

Date Status Inty Number

Assign

Reschedule

Contact

Kept
Appointment

Failed to Keep
Appointment

Process Failed to Keep
Transaction

Exit
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Overview

The web-based Deferral Log allows FS centers to close cases in Sl status that were deferred for
documentation and failed to return the required documents.

Business Details
The Deferral Log meets the following business needs and security requirements:

1. Displays all cases in single issue (“SI”) status for a selected timeframe.

2. Displays all cases closed using closing code Failure to Provide Verifiation-Expedited FS (No Notice)
Y29 from the FS Sl Deferral Log for a selected timeframe.

3. Allows a Supervisor or CA Il to route a case to an Eligibility Specialist and updates all appropriate FS

POS queues and tables automatically.

Generates a transaction to WMS that includes FS closing code Y29 when the case will be closed for

failure to return with documentation.

Allows the user to search by file date, case number or case name.

Allows the user to select the columns to display and print.

Displays and print filtered output based on the user’s selection.

Show all case data for a single case row on the same printed page.

Allows Change Center staff to access the Log for multiple centers.

10 The user’s WMS login information is used to confirm access.

11. Applies security settings according to the user’s POS title.

12. The closing activity will appear in the POS case activity history as Y29.

e

©CoNo’

New option on POS Portal

There is a link for the NCA FS Deferral Log on the POS Portal:

UnbortalfUerault. aspsx

Human R.sourbn

& Good Morning ! Today is Friday, May 28, 2010 10:27 AM HRA Home Page

POS Management
POS (Paperless Office System) Gonsole

NCA FS Recertification .
Log

NCA FS Application Log

POS Release Notes

Child Care System

NCA FS Deferral Log {AGCCIS)

Public Transportation
Automated
Reimbursement (PTAR)

NCA FS Calendar

HRA One Yiewer

Front Door Reception

(FRED)
FIA I¥RS Telephone
(Rfvc,f,;t) Reporting System ¥, SUPPORT INFORMATION:

POS Help Desk: 718-510-0551 MIS Help Desk: 718-510-8333
WnMS Help Desk: 212-961-8042 Autotime Helpdesk: 212-331-4800
Network Control: 718-510-0400 Imaging Help Desk: 718-510-0250

FS Employment System
{FSES)
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Access Control

After clicking on the Deferral Log link, staff will enter their WMS ID, password and center and click the
Login button:

. Human Resources
Administration
Department of
Social Services

NCA FS Deferral Log

Enter your WMS User ID and Password to login

User ID |
Password

FS Sites | Marth Brooklyn Food Stamp Center (F26 ¥

[LoGIN = |[ cLEAR |

If you forget your password please contact Help
n desk: 718-510-0551 or send email to:
“? pos portal 0 Help Helpdesk-POS@hyr.nye.qoy

The Deferral Log is available for users in the following titles:

= Central Office Reviewer (57)

= FSClerk (61)

= FS Eligibility Specialist (62)

= FS Supervisor (63)

= FS Assistant Site Manager (64)
= FS Site Manager (65)

= Deputy Regional Manager (67)
= Regional Manager (68)

= FSCAI(70)

=  FSIT Member (99)

If a user with a disallowed title attempts to access, the following error message will appear:

“Your POS title is not authorized for usage of this tool. Please contact your enrollment coordinator if you
should have access to this tool.”

The functionality is available to Home Center users for their own center. For example, if the user is
enrolled at F40 and they attempt to access the Deferral Log for F40, they will be allowed to access. If the
user from F40 attempts to access the Deferral Log for F46 and they are enrolled at F46, they will receive
the following error message:
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“Your user ID is not enrolled for the selected center. Please contact your enroliment coordinator if you
should have access to this center.”

When multiple users have opened the log, the following message will appear:

“The Deferral Log is open by (names).”

Deferral Log
Instructions

The instructions popup window will appear each time the window is opened. The Deferral Log window
will open. The instructions window will have the following text:

Good Maorning Today is Tuesday, 22 December, 2009

Y,

The Deferral Log will display all application interview cases that were deferred and are in 51
status for the selected file date range, case number or case name, The Log will also display
cases that were closed for failing to return with document with closing code w29,

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

To filter the data that was already retrieved, update the selections in the filter section and
click on Filter, Click on Display to select the colurnns that should be displayved on the screen.
Click on Print to select the columns to be printed and to print the on-screen output,

To assign the cases to a worker for further processing, click on the &ssign button,

To close the case for failing to submit required document, click on the Transmit v29 Closing
button,

Click on Exit to close the window, J

Continue

Data Retrieved

The log will retrieve all cases that are currently in “SI” status and that currently appears in the FS
Application Tracking report within the selected timeframe and filters. The log will also retrieve all cases
for the time frame that were saved as transmitted for closing.

For all cases displayed in the log, FS POS will also confirm whether documents have been indexed or
scanned since the deferral date. The log will allow the FS center to close these cases using a simplified
interface and transaction.
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Deferral Log Window

File Retrieve Print
Search By
* File Date

" Select Date

Filed:

* Specify Range

From: 10012009
To: |11/30/2009

Case Mo

Case Mame

Filter Display Summary Help About
Interview Type Case
Filter Status
" Case Mumber
W In Center [ =1
(" Case Mame [ Telephone [ cL
WMS |
File Date [% ¥alidto Case —lzsedl |

Status
1270172009 51 Mo
01/01/2010 =1 M

01/01/2010 51 [
01/01/2010 51 [
01/01/2010 51 [
01/01/2010 51 [
01/01/2010 51 [
01/01/2010 51 [
01/01/2010 51 i []

Transmit Closing

Assign

M 4] |Page1ofz | ]

Exit

Document Doc

Mo

u] Mo
01/01/2010
Mo

Ma
Ma
Ma
Ma
Ma
Ma

2
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Retrieval

The Deferral Log is retrieved according to the file date, case number or case name of the case. The user
can specify a specific date or select a date range. The report output can be filtered by interview type and
case status through the Filter menu option.

etrieve rin iter isplay ummary elp Abou
Search By Interview Type Case
] Filter Status
¥ File Date
" celect Dat " Case Number
e o= I in center M =1
Filed: | |
@ Zpecify Range " cass Names rTelepthe ML

To: |1 143042003

Filters for Printing and Display
The on-screen and printed output for the log can be customized using the Print and Display menu
options:

Print Menu Display Menu

SELECT COLUMMS SELECT COLUMMNS

v
Iv|
Iv|
v
Iv|
Iv|
v
Iv|
Iv|
v
Iv|

v
v
v
v
v
v
v
v
v
v
v
o »
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Summary
A summary view allows the user to view the number of cases in Sl or CL status.

“3 Deferral Log - Summary -- Web Page Dialog

Totals:
Total deferred cases in SI Status |’I.'fr
Total deferred cases in CL Status |EI

Total deferred cases in SI or CL status |’IF"

(114

Log Data
The following data is available in the log:

= Case Number
= Case Name

= File Date
= Deferral Due Date
= Valid To

=  WMS Case Status
= |ndexed Document

WHMS
Yalidto Case

Deferral

Case Mo Case Name File Date

Due Date

12/01/2009 =1
01/01/2010 51

01/01/2010 51
01/01/2010 51
01/01/2010 51
01/01/2010 51
01/01/2010 51
01/01/2010 51
01/01/2010 51

Status

Indexed Sc:

Ma
Ma
]

Ma
Mo
Ma
Mo
Ma
Mo
Ma

Document Doc

Mo

Mo
01/01/2010
Mo

Mo
[a
Mo
[a
Mo
[a
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Log Data (continued)

= Scanned Document

= Telephone

= Assigned

= Assigned To — Activity

= Pending Saturday TAD

= Y29 Closing Transmitted
= Pending Transaction

% Indexed Scanned Telephone Assianed Ass_:_i;ned Fl::tnu?-::lnaq Y29 l:lu_sinq Pendin_q
| Document Document - = CBNONE ASSIONEC — 28WrtaY 1 ansmitted Transactions
itatus Activity TAD

i1 Mo Mo In-Center Mo Mo fes Mo

Hi Mo Mo In-Center Mo Ma Tes Ma

;1 Mo Ma In-Center MNao Ma Mo

i1 Mo Mo In-Center Mo Mo fes Mo

Hi Ma Ma In-Center Mo Ma Ma Ma

Hi Mo Ma In-Center MNa Ma Tes Ma

i1 Mo Mo In-Center Mo Mo Tes Mo

i1 Mo Mo In-Center Mo Mo Mo Mo

Hi Mo Ma In-Center MNa Ma Tes Ma

;1 Mo Mo In-Center MNa Ma Tes Mo

Page Navigator
The log displays ten (10) cases per page. To view additional pages, the user must use the page
navigator:

— The first left arrow with a line allows the user to view the first page of data.
— The second left arrow allows the user to view the previous page.

— The first right arrow with a line allows the user to view the last page.
— The second right arrow allows the user to view the next page of data.

]
_I_+l__|_+l__| |F'agelu:uf2 _l*__I_ll|

Buttons
Three buttons appear at the bottom of the log:

= Transmit Closing

= Assign
= Exit

Transmit Closing Assign Exit
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Help-About Window
This window allows the user to provide information to MIS about their PC and setup and will allow faster
and better troubleshooting. It should be included in error reports submitted to the POS Help Desk.

2 Deferral Log - Help About -- Web Page Dialog

¥ersion: NfA Compiled 11162009 1:08:42 PM

WORK STATION: W15MTC16J026

ROLE: 63

USER ID: 712BEB6

User Cntr: F40

Printer: WVA\DE¥COMBYModelOfficeTesto1

¥Web Server: devwebb

.Net ¥Yersion f Swc: 2.0.50727.3074 f Service Pack 1
COM Obj Location: DEYCOMB
DB Instance f ¥Yersion: TDEY f 084

10
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Referral window
When the user clicks on the Assign button, the Referral window will appear. The list of workers from the
user’s site will appear by default.

3 Deferral Log: Referral Action -- Web Page Dialog

Selected Case

Case Number) IR Case Mame I
Casehead CIN NG Casehead Name| | NEGTNGEG

Center |F‘Jr|:| ﬂ

s SUPErYisur

FS Site Manager

FS Site Manager

FS Supervisar

FS Site Manager

FS Supervisar

FS Supervisar

FZ Ca

F= Eligibility Specialist
FS Assistant Site Manager
FS Site Manager

FS Supervisar

FS Supervisar

FS Supervisar
FS|Supervisu:ur

4

Enter Comments, If Any

Close

Individuals with the following titles will appear in the Referral window:

» FS Eligibility Specialist (62)

= FS Supervisor (63)

» FS Assistant Site Manager (64)
= FS Site Manager (65)

= FSCAI(70)

Assign Procedure
The FS POS queues will be updated when the Refer window is closed:

» If a pending FS Application Interview activity is found, the activity will be routed to the queue of the
selected individual.

= If no pending FS Application Interview is found, a FS Change Case Data activity will be routed to the
gueue of the selected individual.

11
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Case Closing Procedure

When the user clicks on the Transmit Closing button, the log will confirm whether the case can be
closed, whether there is a pending transaction in WMS, and whether documents were indexed since the
interview.

If the case is closed, an activity named Y29 will appear in the case activity history for the case.

Closing Validations
If the case is no longer in Sl status in WMS, the log will display the following error message:

“The case is no longer in Sl status in WMS. The case closing cannot be completed.”

If the case is in Sl status and there is a pending transaction in WMS, the log will display the following
error message:

“There is a TAD pending in WMS for this case. The closing cannot be transmitted until the TAD is
processed. Please return to the case once the TAD has processed.”

If the case is in Sl status and the Indexed Documents column has a value of “Yes”, the log will display the
following warning:

“Warning! Documents have been indexed for the case since the interview. Please confirm whether the

required documentation was submitted before closing the case. Would you like to proceed with the case
closing?”

12
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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 have been
updated with the following new features:

= Add afilter to track applications submitted via ACCESS NYC (“E-App”)

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 dizplay all application interview appointments for the
zelected date range. case number or caze name.

To wiew appointmentzs, 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 zection and click on Filter.
Click on Display to zelect the columnz that should be dizplayed on the screen.

Click on Print to zelect 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
buttan,

Click on Exit to close the window.

Close

Page 1 of 14
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Updated Application Log

8 Fs POS Version 4.2

File Retrieve Print Fiker Display  Summary

Application Interview Log [ Center Number: F40 ]

—Search By

" Appointment Date

" Case Number

—Application Type Filter

™ ‘wiorking Farnilies

—Appoinment Status Fil

[T KeptAppointment

ter

= Selected Date | I In-Center
[~ cBO [ E-App ™ Failed to Keep Appaintment
Josizar2010 =l
™ Telephone I Mone
€ Date Range Last Mame of Casehead [~ Expedited
. ) or Payee
From: To: ™ Exclude dummy case numbers
|_f_f_ _ I ™ Criginal Appointrnent Date
Intake Case No Case Name Appt Date| Appt Time | Appt CBO |Tel |EApp |Contact
Date Status Intv Humber

Assign

Reschedule

Contact

Kept
Appointment

Failed to Keep | Process Failed to Keep

Appointment

Transaction

Exit

There is a new column and filter in the Application Log for tracking of the E-Apps.

Page 2 of 14
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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

—Search by o
» Appointment Date [ Case Number

i~ Select Date @ | G

(~ Specify Range
From To (" Last Name of Casehead or Payee

ao;anmc@mmmm

Application Type Filter

6. Original appointment date
7. In-Center
a. Working Families
8. CBO
a. E-App (new)
9. Telephone Interview
a. Expedited
10. Exclude Dummy Case Numbers

—Application Type Filter

[+] Working Families @

[¢] In-Center o

7]cBO é @Y 8a J
Telephone

[+| Expadited

[ ] Exclude dummy case numbers

[ | Original appointment date

Page 3 of 14
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Appointment Status Filter

11.
12.
13.

—Appointment Status Filter
Kept Appointment 0
Failed to Keep Appointment @

[+] None @

Kept Appointment
Failed to Keep Appointment
None

Application Log Columns- All Column Headers are Sortable

14.
15.
16.
17.
18.
19.
20.
21.

Date

Intake Date

Case Number

Case Name
Appointment Date
Appointment Time
Appointment Status
POS CBOs’
Telephone Interview
a. E-App

15

Case Number

16

Case Name

P 0, 0

Appt
Date ApptTime  oitus

6/25/07

| i IKe
[10: |Kept
6/26/07 E1D.ﬂ|.'l AM iAppt

22.

23.
24.

25.

26.
27.

6a

Number

Conla@ Number of Mslgn@ @ I"St;r&? Expedited Casﬁ Prem

Contact Number

a. Number of Contacts
Assigned to

Spoken Language

a. Interpreter
Interview Started On

a. Expedited

Case Status

Previous Appointment
Original Appointment

Orig
Appt

Contacts To il on Status Appt

6/25/07 6/25/07
11:15AM |11:15 AM

A. Turner English ‘ Yes 6/26/07 ‘ Yes Active

Page 4 of 14
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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 Transactions

36. Exit

Assigd Reschedule é Contact é Kept Appointment é
. Failed to Keep Appnintmen@ Process Failed to Keep Transactio@ Exit é

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.

Page 5 of 14
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Refer Action Window

Referral Window

00010006400F
SY827100

Title |Unit | Last Name | FirstName |

Phone

F3 Supervisor F3 Olga
- FS Supervisor DEY Olga
FS Supervisor DEY Kelly

FS Supervisor RCT
FS Supervisor DEY

IPL

Application Log Summary Window

7182202222

710851085689
71851085588
71835100218

Log Summary

— Totals :
Total Kept Appointments
Total Failed To keep Appointments

Total Appointments without Status :

Total Appointments

Total Re-scheduled Appointments

A

Ok

A Log Summary summarizes the kept, failed and re-scheduled appointments from the Application log.

Read-Only Totals

Total Kept Appointments

Total Failed to Keep Appointments
Total Re-Scheduled Appointments
Total Appointments

el
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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

e Contact Attempted

Case Mumber:

Case Marme:

Contact Murnber:

Extension:

|
|
Casehead Mame: \
|
|

Requested call time:

Contact Atternpt 1

=1alx]

- Contact Atternpt 2

-
-

Time that the contact was attempted? I I

Did you successfully contact the client?  © yes € Mo Did you successfully contact the client? € Yez ¢ g
Date that the contact was attempted? IEZBQDW J Diate that the contact was attempted? IDS:QBIEDW j

Tirme that the contact wag attempted? I vl

- Eontact Atternpt 3
Did you successfully contact the client? € Yes € Mo

- Cantact Attermpt 4
Did you successfully cantact the client? € Yes ¢ o

Date that the contact was atternpted? IDE;QBD_DW =

Tirme that the contact was attempted? I vl

Diate that the contact was atternpted? IDE;QBD_DW =

Tirme that the contact wag attempted? I vl

Comments:

Interview Type: " Telephone

& |n-Center

Mew Contact Mumber:  Yes = Mo

Contact Mumber: - -

Extension: I

[0]24 Cancel

Definitions of Contact Attempted Window

Case Number
Case Name
Case head Name
Contact Number
Extension
Request call time

ogkrwnrE

Page 7 of 14
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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

Page 8 of 14
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Select Columns to Print Window

Select Columns to Print

— Columnz

Intake D ate
Laze Humber

Case Mame

Appt. [ate

Appt. Time

Appt. Statuz

CEO

Telephone Interview
Contact Murnber
Murmber of Contacts
Azzigned To
Spoken Language
Interpreter

Interview Started On
Expedited

Caze Status
Previousz Appt.

Oria. Aoot

= Lﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Canicel

The Select Columns to Print window allows 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, FS POS
returns to the Log.
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Window: Select Columns to Display

Select Columns to Display

— Columnz

Intake D ate
Laze Humber

Case Mame

Appt. [ate

Appt. Time

Appt. Statuz

CEO

Telephone Interview
Contact Murnber
Murmber of Contacts
Azzigned To
Spoken Language
Interpreter

Interview Started On
Expedited

Caze Status
Previousz Appt.

Oria. Aoot

= Lﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Canicel

The Select Columns to Display window allows 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 Far
the zelected date range where the applicant failed to keep their appointment. [nitially, yesterday's
appointrents will be displayed.

To azzign the failed to keep actionz, click on the Assign Rejection button

Click on the Exit button to cloze the window.

Cloze

Page 11 of 14
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Failed To Keep Application Log

FS POS Version 4.2

File Retrieve Print  Display

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

—Search By
= Appointment Date " Case Mumber
£ yesterday |
 Past14 Days
" Specify Ranoe - Last name of Casehead ar
From: To: Fayea
| |
Intake Case No Case Appt | Appt Appt CBO |Tel |Assigned
Date Hame Date |[Time Status Inty To

Totals:
Total Failed To Keep Appointments |E|
Assign Assign . Hold .
Rejection Interview Reschedule Kept Appointment Rejection | Exit |

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.

Page 12 of 14
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Select Columns to Print Window

Select Columns to Display

— Columnz

Intake D ate

Laze Humber

Case Mame

Appt. [ate

Appt. Time

Appt. Statuz

CEO

Telephone Interview
Azzigned To

Caze Status

I ES Y R I R Y s R B

Orig. &ppt

Ok Canicel

This window allows 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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Select Columns to Display Window

Select Columns to Display

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

[¢] Appt Time
Appt Status
[J]CBO

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

[ OK | [Cancel |

This window allows 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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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 have been updated
with the following new functionality and features:

= Filter for CBO Recertification

= AFIS Report
= New edits for transferred cases

CBO Recertification Filter

A filter will allow staff to view recertifications that were submitted through the community-based organization
(CBO) project.

AFIS Report

A new report listing individuals that may require finger imaging will be displayed.
New Edits for Transferred Cases
New edits have been added to prevent changes to cases that have been transferred to another center.

Instructions

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

To view appointments, select the zearch critena and appropriate filterz, then click on Retneve.

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

Click on Print to zelect the colurnz to be printed and print the on-zcreen output,

To aszsign the failed to keep transactions, click on the Process Failed to Keep Transactions
buttan.

Click on the Exit button to close the window.

Cloze

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

FS POS Yersion 4.2

File Retrieve Print Filker Display  Summary
Recertification Interview Log [Center Number F40]

—Search by —Appoinment Type —Appoinment Status —
& Appointment Date " case Number I™ Telephone Interview el
) kept
" Salect Date I ™ In-Center Interview Appaintment
[ Friday , mMay 28 ] I Potential VRS - Failed to Kesp
' Specify Range " Case Name I~ Mo Change Appointment
From: Te: | l Qriginal Appaointment date [ Mone
joam1no - fosizenol
[ LDss-4826 Recd [ CHO
™ Homehound [ Auth Rep AFIS Reports |
Case No Case Name Spoken Interpreter Appt Date | Appt Time LDS
Lang Reci
3 English Mo Q&myrz2010 04:30 P o
A Ind- Crow Mo Q&myrz2010 04:30 P o
Spanizsh Mo Qd4iz27r2010 09:00 A Mo

LDSS 4826 Contact | Reschedule Kept Failed to Keep | Process Failed to Exit

Assign Received Appointment Appointment | Keep Transaction

Definitions

1. File, Retrieve, Print, Filter, Display, Summary
2. Recertification Log

H File Retrieve Print Filter Display Summary l

Page 2 of 15



Attachment F

FS POS Release Notes: Appendix E

Version 4.2 June 21, 2010

Search Filters

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

Search by o
(s Appointment Date [~ Case Number

[ Specify Range

(" Select Date e ‘.

From To [~ Last Name of Casehead or Payee

[ crumma@ammm

Appointment Type Filter

6. Original Appointment date
a. Originating Appointment
6d.Telephone Interview
6e. In-Center Interview
6g. Potential IVRS
6h. No Change
60. CBO
6p. Auth Rep

Appointment Type

Telephone Intnnriqwm
In-Center Interview m

[_| Potential IUR$

[ |No Change

[ | Original appointmant datuo
[[]LDSS-4826 Received []cBoO

[] Hnmebuundm [ | Auth Rep @

7. Kept Appointment
8. Failed to Keep Appointment
9. None

Appointment Status Filter
[+] Kept Appointment

|| Failed to Keep Appointment

[v| None o
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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

d. CBO
(10} @ D

Case Number

aD

Interpreter

Case Name Appt Date

Appt Time

Contact
Number

Interview

LD55-4826
Received

English Yes 7/31/2007

10:00 AM

(212) 555-

Yes 1200

Yes

No ‘

14.
15.
16.
17.
18.

Assigned To
Number of Contacts
Interview Started On
Appt Status

Case Status

a. Potential IVRS
19. Previous Appt

6i. No Change

6j. Closing Requested
6l. Homebound

16 J182

OO O O

Assigned |"terview Appt Case Potential | Previous MNo Closing Homebound
To Contar.ts | Started On | Status Status IVRS Appt Change Requested

Kept
A. Turner 1 TI31/2007 Appt Active No 6/22/07 |No No No

6m. Next Recert Date
6n. Current Center
13e. Auth Rep

13f. Auth Rep Name
6a. Original Appt

DD @ @

63

Current Auth Orig
J g:tcert I — Rep ‘ Auth Rep Name Appt |
B |
6/25/07 6/25/07
11:15am |40 L2 ‘ 11:15 AM
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Buttons in the Window
The following buttons also appear in the window:

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

9. AFIS Report

N

NO U AW

Assign | LDS5-4826 Received Contact | RescheduleJ

Kept Appointment | Failed to Keep Appointment | Process Failed to Keep Transactions | Exit '

AFIS Report ‘

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
¢ 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) has been updated in POS.
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Refer Action window

Title s |unit | Last Name

First Name

| Phone

FS Eligibility Specialist  TES

FS Eligibility Specialist
FS Eligibility Specialist  FS

- FS Eligibility Specialist

FS Agsistant Site Manag 1

Log Summary window

Olga
William
Sandra
amtha

Jose

7185104209

7185100581
7185100274
71851058589

Log Summary

— Totals :

Total Kept Appointments :

Total Appointments

Total Failed To Keep Appointments :

Total Appointments without Status :

Total Re-scheduled Appaintments

LA

OF.

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

Application log.
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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.

LDSS-4826 Received Window

LDSS-4826 Received

=] 4

Case Mumber: | 136208

Case Mame: l J LOURDES

Casehead Mame: l Brown

Mail Returned or Undelivered? = Yes = Mo

Date of returned ar undelivered mail: Friday ., May 28 2010 j
Signed LDE5-4826 receved?  Yes " Mo

Date LDSS-4826 Received: I Friday , May 28,2010 j
Envelope Post-Mark Date: I Friday . May 28,2010 j
Interview Type: " Telephone & |n-Center

Contact Mumber; _

R Extension: I

Did the applicant request a new call  Yes & Mo

time?

Date: Friday , May 28,2010 | Time: 0345 pm |
OK Cancel
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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”.

Contact Attempted Window

=10l x|

Case Number

Case Name:

Casehead Mame:

Contact Number Extension:

Requested call time: |

Contact Attempt 1 rContact Atternpt 2
Did you successfully contact the client?  © yes ¢ Na Did you successfully contact the client? € ves ¢ o

Date that the comtact was atterigted? I_EQEEDWD =l Date that the contact was attempted?  [i5og0010 =]

Titrie that the contact was atternpted? I vl Tirme that the contact was atternpted? -

- Contact Atternpt 4
Did you successfully contact the client? © Yes € o

- Contact Attermpt 3
Did you successfully contact the client? € Yes € [o

Date that the cortact was atterpted? IDSQEIZDWD j Date that the contact was attempted? IDEIZBJQMD j

Time that the contact was atternpted? I vl Tirme that the contact was atternpted? -

Comments
‘ Interviewe Type: " Telephone @ In-Center ‘

‘ Mew Contact Number:  Yes & Mo ‘

Contact Number I - Extension: I

oK Cancel

Definitions of Contact Attempted Window

Case Number
Case Name
Case head Name
Contact Number
Extension
Request call time

ogkrwnrE

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?
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Contact Attempted 3

13.
14.

Did you successfully contact the client?
Date that the contact was attempted?

15. Time that the contact was attempted?

Contact Attempted 4

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

Did you successfully contact the client?
Date that the contact was attempted?
Time that the contact was attempted?
Comments

Interview Type

New Contact Number

Contact Number

Extension

OK

Cancel

New Window: Select Columns to Print

Select Columns to Print

— Columnz

= Lﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Laze Hurmber

Caze Mame

Spoken Language
Interpreter

Appt [ate

Appt. Time
LD55-4526 R eceived
Telephone Interview
Contact Murnber
Azzigned To
Murmber of Contacts
Interview Started On
Appt. Statuz

Case Status

VRS

Fresvious dppt.

Mo Change

Reouested Closing

Cancel

s: Appendix E
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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.

New Window: Select Columns to Display

Select Columns to Display

— Columnz

Caze Humber

Caze Mame

Spoken Language
Interpreter

Appt, [ate

Appt. Time
LDS5-4826 A eceived
Telephone |nterview
Contact Murnber
Azzigned To

Mumber of Contacts

Appt. Statuz
Caze Status
VRS
Previouz Appt.
Mo Change

Reouested Clozsing

v
v
v
v
v
v
v
v
v
v
v
¥ Interview Started On
v
v
v
v
v
v
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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AFIS Reports

The AFIS Report window will be available when the Worker selects an appointment date range and clicks
on the AFIS Reports button.

The report will display individuals 18 years of age or older known to POS that have not been finger imaged,
were marked as temporarily exempt from finger-imaging or whose finger imaging record was purged.

The following columns will be displayed:

Label
APPT_DATE
APPT_TIME
CASE_NUMBER
LINE
CIN_NUMBER

Description

Appointment Date
Appointment Time

Case Number

Line Number

Client Identification Number

CLIENT_FIRST_NAME Client First Name
CLIENT_LAST_NAME Client Last Name

AGE
SEX
SSI_IND
AFIS_IND

AFIS Reports

m AFIS_Reports

APPT_DATE ‘APF’T_TIME |EASE_NUME ‘ LINE

Client’'s Age

Client's Sex

Client’s SSI Indicator
Client’s AFIS Indicator

|E\N_NLIMEE |ELIENT_FIR ‘ CLIENT_L&S |AGE ‘ SEX

|SSI_IND |

04/27/2010 0300 AM
05/07/2010  04:30 PM
04/27/2010 0300 AM

00010005376 07 TA19188M  MARIE

MARTINEZ 43

00010003620 O 52227100 LOURDES ~ BROWHN 40
00010005376 02 TA15168Y  JOHN

MARTINEZ 30

Frint I

Close |

4

The Worker will be able to print the report for follow-up by clicking on the Print button. To close the window,
the Worker will click on the Close button.
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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.

[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 dizplayed. To process the falled the keep ranzactions, click on the
Proceed with Closings button.

Click on the Exit button to close the window.

Cloze |

Updated Failed to Keep Recertification Interview Log

FS POS Yersion 4.2

Fil= Retrieve Print Display

Failed To Keep Recertification Interview Log [Center Number F40]

—Search By

" Case Mumber
 Prior Month I

' Specify Range
Fram: Tox  Last Mame of Casehead or Paves

I I

As
Ta

Telephone
Interview

Appt Time Appt

Case Name

Case No

‘ Appt Date

Totals:
Total Failed To Keep Appaintments |D

Post Closings to

WMS Assign

Reschedule Kept Appointment Hold Closing | Exit |

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.

3.
4.

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

5. Case Number
6. Case Name

7.
8.
9.

10.
11.

12.

Appointment Date
Appointment Time
Appointment Status
Assigned to
Case Status
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 (Failure to Recertify [No Notice Required] )
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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Select Columns to Print Window

Select Columns to Print

— Columnz

Laze Hurmber

Caze Mame

Appt. [Mate

Appt. Time

Appt. Statuz
Telephone |nteriew
Azzigned To

Casze Status

Fresious Appt.

(U IE B B B R B s BN

Orig. Appt

Ok Cancel

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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Select Column to Display Window

Select Columns to Display

— Columnz

Laze Hurmber

Caze Mame

Appt. [Mate

Appt. Time

Appt. Statuz
Telephone |nteriew
Azzigned To

Casze Status

Fresious Appt.

(U IE B B B R B s BN

Orig. Appt

Ok Cancel

This window allows 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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