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This policy bulletin is to inform Job Center Center Staff of a change
to the Vault Card request and issuance process. The Automated
Metrocard Issuance System (AMIS) will now be used to request
temporary Vault Cards for immediate use to redeem benefits for
individuals who are unable to wait for a permanent card in the mail.

The new Vault Card process will be rolled out in phases to Job
Centers as follows:

July 29 Rider Job Center, Richmond Job Center
August 12 Remaining Bronx Job Centers
September  Queens Job Centers

October Manhattan Job Centers

November Brooklyn Job Centers

The Vault Card will be used as a temporary card for Expedited
Supplemental Nutrition Assistance Program (E-SNAP), Immediate
Needs or any Emergency Issuance until the applicants/re-applicants
receive their Common Benefit Identification Card (CBIC) in the mail.
The Vault Card will be issued by Disbursement and Collection (D&C)
in every Job Center. The Vault Card is only good for 90 days. Over
the Counter (OTC) referrals are available for undomiciled persons or
persons without a permanent mailing address or if they are residing
in a shelter.

To assist staff involved in the process, three separate attachments
have been developed to outline and provide screenshots of system’s
processing based on staff roles:

e Vault Card request in AMIS for the JOS/Worker,
e Supervisor Vault Card Process in AMIS,
e Welfare Management System (WMS) and Electronic Benefits

Transfer (EBT) for the D&C Staff.

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
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Note: Undomiciled applicants/re-applicants with a mailing address
will receive their permanent CBIC via the mail.

Requesting the Vault Card
JOS/Worker
To request the Vault Card, the JOS/Worker must:

e Initiate a request in AMIS for an applicant’s/re-applicant’s
Vault Card. If AMIS is not available complete a paper W-607A
from eDocs.

ggi;\gsuen(iimgagfmv}"s" Note_: _Thg JOS/Worker must verify that the app_ropriate Client

available in POS. Identification Number (CIN) and Case Number is linked and then

must confirm the mailing address. If the address is incorrect, the

JOS/Worker must change the address via the Paperless Office

System (POS) as per current procedure.

e Refer to Attachment A for details on requesting a Vault Card
via AMIS.

CMU Supervisor

The CMU Supervisor will approve or deny the JOS/Workers'’s
request to issue a Vault Card.

e Referto Attachment B for details on approving or denying a
Vault Card request in AMIS.

D&C Staff

D&C Staff must:

o Access AMIS to process the JOS/Worker’s request which
includes the applicant’s/re-applicant’s photo-capture process;

e Access WMS to activate the Vault Card;

e Access the EBT system to allow the applicant/re-applicant to
select a PIN;

e Enter the activated Vault Card Number into AMIS.

Note: The D&C Staff must have the applicant/re-applicant create a
PIN number in the EBT system to ensure that the Vault card can be
used.

e Refer to Attachment C for details on D&C Staff’s process in
AMIS, WMS and EBT.
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D&C Staff AMIS

e If AMIS is not available, D&C will receive a paper W-607A from
the JOS/Worker, and they must complete the form as follows:

= select Pickup CBIC (at OTC Site) if applicant/re-applicant
prefers an OTC referral.
= assure that the applicant signs the form.

e take a photo of the applicant/re-applicant for the Vault Card, and
process the card via WMS.

D&C Staff WMS

e Referto Attachment C for details on WMS processing.
e Select Option 1 (Temp and Perm Card, Case Update) from the
WMS Host Menu.

= Enter CIN, Case Number and Suffix and Transmit and
advance to the Individual Card Request and Case # Entry
screen.

e Select Function 4 (Permanent Card Only) from the WMS ID Card
Menu and complete the fields on the screen.

Note: After completing WMS processing, return to AMIS to enter the
activated Vault Card Number. And have the applicant/re-applicant
sign the vault card request in AMIS using the signature pad.

EBT System Processing

e D&C Staff must swipe or enter the activated Vault Card Number
and have the applicant/re-applicant select a PIN.
e Referto Attachment C for details on EBT processing.

Effective August 9, 2019
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Attachments:

Attachment A JOS/Worker Vault Card Process

Attachment B Supervisor Vault Card Process
Attachment C D&C Worker Vault Card Process
W-607A Request for Identification Card/Temporary

Medicaid Authorization /Update Existing CBIC
(Rev. 08/09/19)

Related Items:

D&C Manual
PB #17-69-SYS
PB #17-44-OPE

Policy, Procedures, and Training 4 Office of Procedures


http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=d51f50c3-61fe-45a6-af25-d610f93b5cc1
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=1ef1c6df-b5aa-4c0a-99a8-5e71c22b5afc

Attachment A JOS/Worker Vault Card Process

The JOS/Worker must initiate a request to issue a Vault Card as follows:

AMIS LOGIN Screen

AMIS LOGIN

—~SelectA User—

e —

Copyright AD2010 HRA. All Rghes Resesverd

e Enter their User ID and Password, and click Login to advance to the Select Iltem
screen.

; T e Click here for

[ Requests.
REQUESTS » Help Home LogOut
Name: Demo, CMU Worker Unit: MIS QA Testing - CMU - Worker July 11, 2019 04:55 PM

SELECT ITEM

[ car Fare
Please select items you would like to request for Client :
Vault Card
> < "
%) Think green before you print' Copyright @ 2010 HRA. All Rights Reserverd

e Click on Requests drop down, select Create Request.
e Select Vault Card and press Continue to advance to the first Vault Card Request
screen.

= Carfare can also be selected



Attachment A JOS/Worker Vault Card Process

Vault Card Request Screen

REQUESTS »

Name: Demo, CMU Worker Unit: MIS QA Testing - CMU - Worker July 11, 2019 04:57 PM
VAULT CARD REQUEST

Please Enter Case No/Suffix: “ |, I:]

b < "
%) Think green before you print Copyright ® 2010 HRA. All Rights Reserverd

e Enter the Case Number and Suffix, and click Continue to advance to the next

Vault Card Request Case Information Screen.

Vault Card Request Case Information Screen

REQUESTS » Help Hoene LogOut:
Name: Demo, CRMU Worker Uitz MiIS QA Testing - CMU - Worker July 51, 2019 0500 PM
Case Name:
Case NoJSuffix:
Care Statas (CA) L)
Caze Category: s
Addrass: 213 KLDSBROOKLYN - 11208
[_JE8T Card
[ cneck
[ Clothing Voucher
[T Health & Safety Kit>
! wauit Card
Client Also Walting For : Ploase select lentity documents below to ault Cand Elgibany:
of Do - Doscuseant i)
Proto D. Drver's Licanse V| | 987455 <4
US. Passpant v feokec2
;:’) Think green bafore you pont Copyright ® 2010 HRA. Al Rotis Reserverd

e Click Vault Card.

Click here to list
documents and select
two

Enter the corresponding

- numbers here.



Attachment A JOS/Worker Vault Card Process

Vault Card Request Case Information Screen (con’t)

e Click on the Drop-down to list the various documents used to verify the
applicants/re-applicant’s identity.
e Select two documents from the Drop-down under the Name of Documents field.

Note: If applicant/re-applicant can’t provide the documents, proceed and enter reasons

= Click Reset to erase information and start again.
= Click Add New to add more documents

e Enter the corresponding numbers in the Document ID field, click Continue to
advance to the next Carfare/Vault Card Request Select Supervisor screen to
select a Supervisor to approve the request.

Carfare/Vault Card Request Select Supervisor Screen

REQUESTS »

Name: Demo, CMU Worker Unit: MIS QA Testing - CMU - Worker July 11, 2019 05:03 PM

VAULT CARD REQUEST
SELECT SUPERVISOR

Your Request will be directed to your immediate supervisor for approval. If you would like to redirect the request for approval to a
different supervisor, please select from the drop down list.

Seect supervior
=

Copyright © 2010 HRA. All Rights Reserverd

-
%) Think green before you print

e Select a Supervisor and click Continue to advance to the Vault Card Request
Please Confirm Your Request screen.



Attachment A JOS/Worker Vault Card Process

Vault Card Request Please Confirm Your Request Screen

Unit: MIS QA Testing - CMU - Worker July 11, 2019 05:05 PM

VAULT CARD REQUEST

Please Confirm Your Request

Request Date: 07/1172019 0503 PR

Case Name:

Case No/Suffix:

Case Status (CAp NA

Case Category: FS

Address: 213 KLDSBROOKLYN - 11206
« Vault Card

Client Also Waiting For : Documents Provided: Photo [0, Oriver's License 887456, U S Passport 8996832

T

.
%) Thek green before you peint Copyright © 2010 HRA. Al Rights Reserverd

e Review the information on the screen and if correct, click Submit Request and the
request is forwarded to a Supervisor, and a confirmation screen appears indicating
request was submitted successfully.

Vault Card Request (confirmation) Screen

Name: Demo, CMU Worker Unit: MIS QA Testing - CMU - Worker July 11, 2019 05:05 PM

VAULT CARD REQUEST
Your Request has been submitted Successfully

Request Date: 071112019 05:03 PM

Case Name:

Case No/Suffix:

Case Status (CA): NA

Case Category: FS

Address: 213 KLDOSBROOKLYN - 11206
* Vault Card

Client Also Waiting For :
Docusnents Provided: Fnote 1D, Driver's License 587450, U S Passpen E500532

Add Another Request

-
%) Think green before you prnl Copyright © 2010 HRA. Al Rights Reserverd

e Click Add Another Request if requesting another vault card.



Attachment A JOS/Worker Vault Card Process

Cancel Request Process

Home Page
il
REQUESTS » Help Home LogOut
Name: Demo , Test Unit: MIS TEST FIA - CMU - Worker July 15, 2019 05:31 PM

WELCOME

Please Select An Option On Top To Continue

No New Announcements Found

View Archived Announcements

et z >
%) Think green before you print' Copyright ® 2010 HRA. All Rights Reserverd

[ )
List screen.
o
SEOUESTS » MHelp Home LogOut
Name: Demo , Test Utz BNS TEST PA . CUU - Worker Jully 15, 2049 0455 PM

CANCEL REQUEST LIST
plryng 110 2 of 2 records

Corenirsumme Coane Norre Amcarnt Reaue sted Gearet Date ot Unet
2% OM1S2019 11238 AM Oemo , Test
<« Laia ssaey Demo Test
o Thek grees betsre you gt Copyrgpe © 2010 ¥RA AJ Rgpts Reserverd
[ ]

RIQUSTS » el o LogOst
Hama: Demo , Test Pon AS TEST FUA . CAW . Workaer Juty 15, 2000 0500 PMA
e L REQUES Y
CASE 0 ORMA TION

Tracking Mec 0715201916535432585 Request States: Peadng Sepervisor Approval
CA Worker Request Date: Ceme, Tost / OT15201R 00 S3
o WV, CMU Separviner ) ST42019 4 58 PV
Case Name:
Cave NoSufMa
Cane Status (CAx ~
Case Category: ra
Asdress: 1200 CHURCH ST, APT 30, BROOKLYN, 112280400

* Vaslt Card
Cliant Walting For: Cotamants Porvided Prons . Drtvers Liowsse $5230. 08 Pawpon 987408

=
LI P CoPyrunt® 3010 NAAL AL ghts Ruserverd

[ ]

indicating the request was cancelled.

Select a case to cancel to advance to the View Request screen.

Click Request and
select Cancel
Request.

Click on Requests and select Cancel Request to advance to the Cancel Request

Select the case
to cancel.

Click Cancel Request and a View Request screen appears with a message



Attachment A JOS/Worker Vault Card Process
Edit Request Process
Home page

Note: A request can only be edited prior to a Supervisor’s approval.

REQUESTS »

Name: Demo , Test Unit: MIS TEST FIA - CMU - Worker July 15, 2019 05:31 PM

WELCOME

Please Select An Option On Top To Continue

No New Announcements Found

View Archived Announcements

~ : .
% Think green before you print’ Copyright ® 2010 HRA. All Rights Reserverd

e Click on Requests and select Edit Requests to advance to the Edit Request List
screen.

REQUESTS » Help Home LogOut
Name: Demo , Test Unit: MIS TEST FIA - CMU - Worker July 15, 2019 05:17 PM
Tracking No, Case Name Amount Requested Request Date Input User CMUCSIC Supervisor Click here to
] $250 08/11/201903:19PM | Demo Test VV CMU Supervisor | select case for
! $250 06/18/2019 01:53 PM upervisor editing.
] 07/1520191203PM | DemoTest  VV CMU Supervisor
(! $250 07/15201904:15SPM | Demo Test VV CMU Supervisor
e —— $0.00 ‘07115201906.58W | Demo Test VV CMU Supervisor
:’ Think green before you prnt’ Copyright © 2010 HRA. Al Rights Reserverd

e Select a case based on Tracking number to advance to the Select Item screen.



Attachment A JOS/Worker Vault Card Process

Select Item Screen

REQUESTS »

Name: Demo , Test Unit: MIS TEST FIA - CMU - Worker

SELECT ITEM

July 15, 2019 05:15 PM

Please select items you would like to request for Client :

D Car Fare

Vault Card

~r
%) Think green before you print

Copyright © 2010 HRA. All Rights Reserverd

If attempting to add Carfare, click on Carfare, then click Continue and advance to

the Edit Request View Case Information screen.



Attachment A JOS/Worker Vault Card Process

Edit Request View Case Information Screen

REGUESTS » Nedp Home LogOwt
Hame: Demo , Test Uswtz BS TEST FIA - CAW - Worker Juby 15, 2019 05009 P

EDIT REQUEST VIEW

9 Nec OT1529 32585 Roguest Date: 7452015 £5849 PU
Cane Name:
Cane No/Sattoc H _
o i (;hck on the drop-downs
Case Category: 2y listed under No of Cards
Adsress: 1210 DURCH ST, APT 30, BROOILYN, 112202000

and select one from each
drop-down list.

o
24
a2
™~
™

[SewctOne v]  [Seectome vl ¢ |Sewet One

TOTAL REGUESTED: sﬁ L

_EBY Card

L. Chech

[ Cotung Voucher
£ Heatn & Satety 2
W Vaut Carg

Chent Also Walting for Pease seiect iently Socuments beltw 1 determne Vaut Cang Expliey
Narne of Oocarnent Document ©

[t 0.overs Lcense V] 52008

|95 Pasazen v fesrese

e Select Card Type, Number of Cards, Number of Persons, Appointment and click
Continue and advance to the Carefare and Vault Card Request (Select
Supervisor) screen.

REQUESTS » Help Home LogOut
Name: Demo , Test Unit: MIS TEST FIA - CMU - Worker July 15, 2019 05:26 PM

CARFARE AND VAULT CARD REQUEST
SELECT SUPERVISOR
Your Request will be directed to your immediate supervisor for approval. If you would like to redirect the request for approval to a
different supervisor, please select from the drop down list.

Select Supervisor: VV, CMU Supenvisor vV
ok

~ = =
%) Think green before you print Copyright ® 2010 HRA. All Rights Reserverd

e Select a Supervisor and click Continue to advance to the Carfare and Vault Card
Request (confirm your request) screen.



Attachment A JOS/Worker Vault Card Process

Carefare and Vault Card Request (Confirm Your Request) Screen

Unit: MIS TEST FIA - CMU - Worker

CARFARE AND VALILT CARD REQUEST
Piease Confirm Your Request
Case Infocmaton

Request Date: OINSRNS 526 PN

Case Name:

Case No/Suffec

Case Status (CAY AP

Case Category: Fa

Address: 1210 OHURCH ST, APT 20, BROOKLYN, 112202000

Purpose of Carfare lssuanceAppomaments:

Specw Assessment
Card Type o of Carda Sob-Total Name of Person Appointments
E L 1 2N CHU, SUSAN - ZYEQNG Yiew 1
TOTAL REQUESTED: $2.50
Client Also Walting For : o Vol Cor

Documents Provided  Photo 10, Orivars Licemse 352300 U S Paupon 987420

-
%) “Thirk green betore you pret Copyright © 2010 HAA. Al Rights Reserverd

e Confirm your request by clicking on Submit Request and the screen is returned with
a message indicating the request was submitted successfully to the Supervisor.

Name: Demo , Test Unit: WIS TEST FIA - CMU - Worker July 15, 2098 0537 P

CARFARE AND VAULT CARD REQUEST
Your Roquest has boon submtied Successtully

Casn Sd0rmatcn
Reqoest Date: 0TN52015 0526 M
Case Name:
Cane NolSuffec
Case Status (CAY A
Case Category: FA
Address: 1210 CHURCH ST, APT 20, BROOKLYN, 112202000

Carfarn Asthorizatoo
Purpose of Carfare Issusece’/Appointments:

TpeCH Assessment
Metrocerds informaton
Card Type Mo of Cards Sab Total Maznr of Per3on AppomtmeTits
2% 1 2% CHU, SUSAN - ZYEA291G Yiaw -1
TOTAL REQUESTED: $250
« Vault Card
Cliont Also Waiting For :

Oocuments Provided  Pnoto 1D, Orivers Liceras B22320. U S Pasgon 297428

> By
%) Trnk green betore you pret c ©2010 HRA. Al Righ

e Click Add Another Request to edit another request.



Attachment A JOS/Worker Vault Card Process

View Request Function
All requests can be reviewed by JOS/Worker before submitting for approval.

e Select Requests, then View Requests.

Name: Demo, D&C Custodian Unit: MIS QA Testing - D&C - Custodian July 12, 2019 01:55 AM

VIEW REQUEST

Enter Case No.Suffix: I
OR

Enter Date Range :

From Date: W EI

To Date: [71272019 E=

> s :
%) Think green before you print Copyright ® 2010 HRA. All Rights Reserverd

e Enter Case Number, Suffix or a Date Range and click Search to advance to the
View Request List screen.

View Request List Screen

REQUESTS » JORDERS » |REPORTS » melp Momme LogOut
Narve: Demo, D&C Custoduan Ut WIS OA Testng - DAC - Cusrosan Noly 12, 2019 0159 AN
Selected Critera TN2019 0 TH220%% .
Ohplaying § 102 of 2 Tecoris Click here to
I
Tesching No Care Nams Amoent Roguesieod npet Dete ETN Pencing Scopervimer Agproval Vv | Change
Qioaggaey Tt %00 THORM9 101344 AN Pesding Supervissr Approval Status.
QT1023191450240006 L TMeRNe 2T A Pending Supervissr Approvel

-
) Thek grees befice you gt Copyright © 2010 HRA A8 Rights Reservers

The Request is displayed with the Status “Pending Supervisor Approval.”

e Click Status to change the view i.e., to Issued.

10



Attachment A JOS/Worker Vault Card Process

View Request List Screen (different status)

Uait; MIS QA Testing - DAC - Custodian
VIEW REQUEST LIST StatUS
changed to
Issued.
e ! TRON I NN N LIN)

sy || 00 TR2019 23090 Py Baves

poneneaNan || 2 12019 40840 Pu naued

21 ruodh ol ut o> S 2 A0 45058 b Baves

SrIaaetdresaemgs || 8o THO20ISTIL 18PN msued

STIN0IT0RINN |1 000 TAVOIRSOISTAM | maues

|
D Toih aront Dostid Yo o Copyright © 2010 HRA A1 Rights Revervend

The View Request List screen shows requests with the updated Status of Issued.

e To see the details for each request, click on the desired Tracking Number to
advance to the View Request Case Information screen.

3 Urve: MiS QA Testing - DAC - Cuntodien Suty AE DS 020 AM
VII W e QUE N T
CANE W OHMAA DXOW
Tracking Ho: OT0R2019140019878 Requent States: Masved
CMU WorkerReque st Dete: Oemo, Test / OTOS219 02 18 P
CMU Approvel Supermect Appcoval Dete: OA, CWY Seperviear / 0TRGT0Y% 02 '8 PV
GAC M sued Custodanissvance Dete: QA DAC Cuntosan / OTOMIOIS 02 20 NV
Cane Name:
Cane BoiSbulfia:
Cane Matus (CA) A
Cane Catagury "
AdMenn 13 M08 BROCKL YN, t1704
Cliwnt Roquestied| & _Veult Card
Oasomarts Providd  Frats £ Orvars Lmese THIM041 U S Faspart 033308
Choats Fhoten PRoto Tasen
o Tht greem betore you pred Copyron © 2010 WA AN igres Beseryerd

11



Attachment B Supervisor Vault Card Process

The Supervisor must approve the Vault Card request as follows:

AMIS LOGIN Screen

AMIS LOGIN

- SelectA User— v|

e A —
Paceworts [ |

Forgot Passw oed?

Copyrigt AD2010 HRA. All Rghes Resesverd

e Enter their User ID and Password, and advance to the Approve Request screen.

Click here to
select Approve
Request.
Name: Dema, CMU Supervisor Unit: MIS QA Testing - CMU - Supervisor July 12, 2019 12:04 AM
APPROVE REQUEST
RIS e Click here on

Tracking number
to view request
details

072019 0503 U Demo, CMY Vorker e Vauk Card

Note*: Approval List 1S awlomancaily updated every 60 seconds.

~s
B Thrk green before yoo pret Copyright © 2010 HRA Al Rights Reserverd

e Click on Requests and select Approve Request.
e Click on Tracking No to advance to the Approve Request View screen to open the
details of the request.



Attachment B Supervisor Vault Card Process

Approve Request View Case Information Screen

Rl e e e Ul ‘']
= -

T iy O S U W Doy I | e o
AEPROYT ROQUEST VIEW
AN SFTA TN

Frme g s 64 1ERH 181 habBME Boamst e Frodag bapardac boor e
s s v Do Tonaeg Chrvewnes | TR0 6
g A R v | S0 T 0 1N

-
"
0 ke & W P ¥

4 A G
e sy Maas 0 [ s A [ P R A

Coy g 0 TR, WS Rt

e Review the case information and if it is correct, click Approve Request and the
confirmation screen appears below with message “Request Processed
Successfully,” and the request will be forwarded to D&C Staff.

= If the information is not correct click Reject Request.

L

Unit: WSS QA Testing - CAMW .« Supervisor Jaly 12, 2019 1215 AM
Approve Request
Request Processed Succesfully.
CASE IRFORMATION
Tracking No: 07112019170629610 Reguest Status: Pending Supervisor Approval
CMU WorkerRequest Date: Demo, CUU Worker / 07/112019 05.03 M

CMU Assigned Super (Assigned Date: Demo, CMY Scpervinor / 07/11/2010 05.06 Pu
Case Name:
Case No/Suthc:
Case States (CA) NA
Case Category: Fs
Address: 213 KLDS, BROOKLYN, 11208
o Vault Card
Client Waiting For:

Documents Provided: Photo 10, Drivers Licanse 307420 U S Paugort 8990232

-~
B Think green betere you pret Copyright © 2010 HRA. Al Rights Reserverd




Attachment B Supervisor Vault Card Process

Request Denial Screen

Select a reason

Corters amcuntis) isaued areincorract for denial
Client inefigibie to receive carfare.
°

requests
Other (Spacify comments)
System Down

T

%) Thik green befoce you pont Copyright ©2010 HRA. All Rghts Reserverd

e If Reject Request is selected, AMIS returns the request to the JOS/Worker along
with the denial reason.

= If Other is selected, the following screen appears.

MName: Training , CMU Supervisor Unit: MIS Training - CMU - Supervisor June 12, 2019 0603 PM
REQUEST DENIAL
Select Denial Reason: Other (Specify comments) -

test data

Denial Comments:
(Max. 1000 Characters)

4 Tk green baore y o prt CopyrEnt® 2010 HRA. Al Rghts Reserverd

< >

e Enter comments in free text to explain what Other reasons there are.



Attachment B Supervisor Vault Card Process

View Request Function

All requests can be reviewed by Supervisor.

e Select Requests, then View Requests.

Name: Demo, D&C Custodian Unit: MIS QA Testing - D&C - Custodian July 12, 2019 01:55 AM

VIEW REQUEST

Enter Case No./Suffix : _l_
OR

Enter Date Range :

From Date: IW E

To Date: IW E

ot S :
%) Think green before you print' Copyright © 2010 HRA. All Rights Reserverd

e Enter Case Number, Suffix or a Date Range and click Search to advance to the

View Request List screen.

View Request List Screen

SEQUESTS b |CRDERS b | REFORTS » nelp Home N LogOut
Ntz Demo, DEC Custodin Ot NS GA Tessng - D&C - Custodien Doty 12,2019 0159 AM
Selected Cemtera TS0 15 7122013
Displaying 1 10 2 of 2 records
Tesenrg No Case Mame  Amcunt Bequested gt Daln PR Pescing Supernvace Approvar @ |
O710281943190884 T TNOZ01S WAL AN | Pending Supervisor Approval
71023191 42020808 5000 TNO2049 24537 P Pardng Supervaee Apsrovel
[ |
0 Thk orota bohve you st Copyeht ©2010 HRA AL Rights Reservers

Click here to
change
Status.

The Request is displayed with the Status “Pending Supervisor Approval.”

e Click Status to change the view i.e., to Issued.



Attachment B Supervisor Vault Card Process

View Request List Screen (different status)

o e P i e

THOMNNIRE “OURCESEAL

Uait; MIS QA Testng - DEC - Custodian Jely 12, 2019 0955 AM

VIEW REQUEST LIST
Selocted Critera: TARYYS o TH2201%

Status
3 | TWAHIIHN mawed changed to
Ca ST 000 TRAOMIINA maed Issued.
el (0 -2 A0S 4040 P mases
2 Fell 1 S 2 12099 4 5058 Py Bives
snpemiaaens (¥ 0o ORI TIM 1PN msued
RIL20WITORE9N | w0 TAL2NIRSONSTAM msues

e R IR Copyrght © 2010 HRA Al Rghis Beservers

The View Request List screen showss requests with the updated Status of Issued.

e To see the details for each request, click on the desired Tracking Number to
advance to the View Request Case Information screen.

Mame: Domo, DAC Cuntoden . Juty A2, 219 0208 AM
Tracking Mo: 07T002019140019878 Requent States: Msved
CMU WorkerReque st Dute: Demo, Test £ STOSDE19 02 18 P
CMU APOroval Supe rmect Aspeova Dete: QA CMU Seperviesr / OTRGT0 TS 02 18 PV
CAC M nued Custodunts suance Dete: QA DAC Custodas / DTONIDIS 02 20 PV
Cane Bame: '
Cane Mol Sulfin |
Cane Matus (CAN A
Cane Catoguey "
Acmesn 213 MLOB. BROCKLYN, 11204
Cliwnt Roquesied &_Veult Cand
4 Dmssmmarts Provited  Frets © Onvars Lamese TRIG41T U B Faspan S350
Cheats Phote: PO Tanen
ot i f) 059
| S P S—— Copyron © 2010 WA A Mights Beseryerd




Attachment C D&C Worker Vault Card Process

The D&C Worker must process the Vault Card request as follows:

Note: If the applicant/re-applicant is requesting a Vault Card, the D&C Worker must
have the individual create a PIN (Personal Identification Number) in the EBT system to
ensure that the Vault Card can be used. Refer to PD #16-19-SYS for PIN details.
AMIS Processing

e Login using their User ID and Password and advance to the Approve Issuance
screen.

AMIS LOGIN

—SelectA User—

User ID: m

Copyright AD2010 HRA. All Rights Resesverd

Approve Issuance Screen

Unit: MES QA Testing - OAC - Custodian

APPROVE ISSUANCE

Select the last
case approved
by a Supervisor.

WA 0TN02019 1023 AN | Demo, Test QA, Deputy Drecier * VastCard
1 CMU Supervisor CMU Supervisor,

Wa OTOANFIOBAN | e UATTESTS o Vast Care
CWU Supervisor,

WA 070291 1144 AN | CMU Worker, UATTESTY UATTEST2 * Vaut Card

WA OO O221 P | CMU Worker, UATTESTT | QA, ODeputy Drecier * Vet Card
CAU Supervisor,

27 07020102 S5 PN | CMU Worker, UATTESTY UATTESTS * Vet Card
CW Supervisor,

¢ WA OISR 0250 P | CMU Worker, UATTESTY | o cn oo ® Vet Card

WA 0T112015 0503 P | Demo, CHU Worker Demo, CMU Supervecr @ Vst Card

Note®: Agproval List is swtomatically updated every 60 seconds, [ turn oft sound

Copyright © 2010 HRA. AJ Rights Resarverd

-
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Attachment C D&C Worker Vault Card Process

e Click on Request and select Approve Issuance.

e Select the case listed last by a Supervisor to advance to the below Approve Vault
Card Issuance Case Information screen.

Approve Vault Card Issuance Case Information Screen

Name: Demo, D&C Custodian Unit: MIS QA Testing - D&C - Custodian July 12, 2019 01:11 AM
APPROVE VAULT CARD ISSUANCE
CASE IFORMATION
Tracking No: 07112019170629910 Request Status: Pending D&C Issuance
CMU WorkerRequest Date: Demo, CMU Worker / 07/1172019 05:03 PM
CMU Approval Supervisor/Approval Date: Demo, CMU Supervisor / 07/12/2019 12:18 AM
Case Name:
Case No/Suffix:
Case Status (CA): NA
Case Category: FS
Address: 213 KLDS, BROOKLYN, 11206
* Vault Card
Client WOMIDQ For: Documents Provided: Photo 1D, Drivers License 887458, U.S Passport 3998532
w
%) "Think green before you print Copynght © 2010 HRA_ Al Rights Reserverd

e Review information on the screen and if information is correct, click Continue to
advance to the next Approve Vault Card Request screen.

e If information on the screen is not correct, click Reject Issuance and return it to
the Supervisor.



Attachment C D&C Worker Vault Card Process

Approve Vault Card Request Screen

R T, CAC Canboutian

Ity N2 20N M AM

Tt A O Tewieng - (RC - Cuntotion
APPROVE CARS ARE REQUIST

Trncking Mex 871120491 10629910 Request e Pesdng 04 hrsasce

AR Vet e Snor o e G, A0 Woprhae £ 637150079 08,60
UM Agproval Saparvaceiopeovel e Cwme. C Suparvar  01200TH 12 16 A
Cane Mame
Cane Mo Sutta:
Cane Sty AN ~
Cone Category: s
o 31308 MO YN, $1508
* Vet Card
Verfy Chont's ientty Gocuments provided 45 CMU Worked
Crmsatnat T T —
ke © Crwers Loesse eran Conten ¥
¥ Pranns Lo Contem ¥ ‘\

e e T

Then e bty o e Copyrght © 2210 W34 Al Fightn Senarwvs

Confirm
documents
here.

e Review the documents listed to confirm if they are correct.
e |If documents are correct, take the applicant/re-applicant photo.

Approve Vault Card Request (Activate Camera) Screen

W A Towtng ML - Cuviotan
APPROVE CARS ARE R QU ST
P Ba Dot Cantent 8 |50 A0 i A Wl Duiont. T & et § eh St Bod.
AN R .

Trachmng W 67118191 029900 el Viate s Pvadin) T4 I taats o
o C W | E1A009 24 25 e

LA A rem g mir Ags e D Tawm W9 Suparvmer ( GVGIONE 12 4 A

o gy
el €|
[ ]

Loyt 62010 k. & B bwmer et

Enter comments here,
i.e., if applicant refused
photo or camera not
working.

e Click on Activate Camera and Capture Photo or enter Comments if can’t complete

photo process and click Continue.

e Place the Vault Cards in sequence and access WMS to activate the Vault Card.



Attachment C D&C Worker Vault Card Process

—_——————————————
. Musasn iRyrcoumcr sUN

Uaie A3 GA Testng - DAC - Custodien Iy 12, 2019 008 A

APPROVE CARFARE REQUEST

Poase fx s Camedd E1100 800 ChCh ACTivate Dalion: NO CAMOIa Was dedecded
CAN WORMATION
Tracking No 071120191 708299%0 Keguos! Statux: Pensing DAL lunsasce
Oeme, CNU Worker 7 01182019 05 83

Cemo, CWU Sepervmar / CTNO0E 1290 AN
|

A
s
290 LD, OROCRL YN, 11206

* Voot Card
Documants Provided Phoms 10 Owwars Licscss $74658 U 3 Pamoont 2000432

Lk Remnder: Pliease Peaces) Vit Cand in WM3

[ o= ]

Camera 1 not working

-
B Tk groes betore you peif Cooyrgre © 2078 WRA. AS Rgpts Reserverd

WMS Processing

e Select Option 1 (Temp and Perm Card Case Update) from the WMS Host Menu.

= Enter the CIN, Case Number and Suffix and click Transmit to advance to the
Individual Card request and Case # Entry screen.



Attachment C D&C Worker Vault Card Process

Individual Card Request and Case # Entry Screen

*HIDUPD Dist NYC INODIVIOUAL CARD REQUEST AND CASE # ENTRY 07/22/2016

15:50:28
CIN Case »# Suff 01
Name » Case Type MA Case Status NAJAC/NA
D08 07/05/1983 Sex M SSN ndiv Status NAJAC/NA Rel CO
EBT PIN Mailer Case Name
Photo NO Sig N0 CC P COC M C/0 Name
Street 45 DISENROP_AVENUE
Current Card(s) D Type Void Date Apt No &__
CLIENT SEQUENCE 01 N N/NS City BROOKLYN__ State NY Zip 11222

Revise Mailing Address? (Enter X) _

for Individual Card: Reason Code (Enter Value) Photo (Y/N)

ADD (A) or DELETE (D) Individual as
T Case #

ADD Vault (V) Card or E (O) 1D Card for Usoi‘_-_-—-—-_____~______.——-—~*
TV 4Tard # 600sse 2001030010400 xnt _

ee for Case #:

Phone # 718.555-5555

0fc 556 Hrke

PA/FS Purge Date

PA/FS Payee L —

Review to assure
that the payee
name appears

. _— here.

Enter V here.

Enter the Vault Card

— number here.

e Enter V for Vault Card and the Vault Card Number or swipe Vault
e Check to make sure the Payee Name is listed.

Card.

Note: After completing the process for selecting a temporary Vault Card, JOS/Workers

must complete the next step below using Function 4 to request a perm

anent card.

e Select Function 4 (Permanent Card Only) from the WMS ID Card Menu and

complete the fields on the screen.
EBT System
e Swipe the new Vault Card and have applicant/re-applicant select a

AMIS Processing (cont.)

PIN#.

¢ Return to AMIS to enter the activated Vault Card Number and have the individual

sign the Vault card request.



Attachment C D&C Worker Vault Card Process

Approve Issuance Screen (Signature Pad)

Na Do, TAC Canboctan U \N3 GA Tawtng - G40 - Cavtodan Moy 2N I AN
APPROVE ISSUANCE
Pease comtem regeest by chokmg Some. (Sck on manusl ivssance f | sgmance » 30t feactoos
Tracking e 07120191 10429910 Reguest Siatas. Peedivg DAL lsesece
MG Borbes Regues! Dete Owmw. WY Wamer (S0TIC019 08 23
CW Appronl Soparrinse Approval Dete: Owem. CWU Separvmor / S0 12 W AM
Cane e
Cane Nttt
Cane Vistes (CA) “
Cane Camegory "
Aavesn 2308, SRO0KLYN, 1106
o Vault Card 000408 15900 TAT0000
Clond Waiing For Ootmaens Provied o © Onvars Liows S50 0 8 Fumpon 1996252
Comments Foe Mosual lnuance:
Chost's Signatire

<+}—___ Applicant/re-applicant
signs here.

Note” Sgmatare Pad m astoamancally acIvaned 15 beed 10 CRCE SCOVAN GRS GOL

~f o B ]

~

B0 Tank grees hatars e g Copyrght © 2012 MRA. Al Rights Raneryend

e Click Activate Signature Pad if not already activated and have applicant/re-
applicant sign in the Client Signature field.

e Click Print Client Receipt and click Done and this will end the Vault process.

= |f there is no Signature Pad, click Manual Issuance. The W-607A is the manual
alternative when AMIS is not available.

e T, DAL € 0 el LB GA Testeg - SAC - Cambiian Moy L 200 03T A

APPROVE ISSUANCE
i A1 NGt S 0By

Tracuing Mo S701 0901 FOA g Mgl Vatvs Peadeng DAL Maaan e
O s ot Bt o St Seme, CIY Wt £ 50T LSETY 9453
O Aol Sprrvn ot Ay v Sutar Seme. (O Superven / EITSI0TE TE o A
Cane namae
Coane Sor St
Cone buren KAY .
Cawe Cotmpory. ”n
Aamees FUIM0O8 MO0 VX 1IN
* Vet Cand
Cliwan Wakting Fowr: R e

Sty Prumted P © Draw's Lo SO LY P VI

r--um-nvu

R — Manual Issuance

Tote® Lghatirs Pad i Sefmatc ally o Tuated W heed 30 CIOR 0TV Aaphiters Bt

Comm

Thert v et v ot Tagyg © T313 A ) Kapte Bewervet

e Enter comments for manual issuance



Attachment C D&C Worker Vault Card Process

Vault Card Reports

Vault Card Report Screen

Select Reports
after clicking on
Requests

e To access reports, select Reports and then Vault Card Reports.
e Select Date Range and click on Generate Report.

Applicant/Re-applicant Photo Report

¢ Click on the Icon to display the actual photo of the applicant/re-applicant along with
Name, Case Number and Vault Card Number.



Attachment C D&C Worker Vault Card Process

View Request Function
All requests can be reviewed by D&C Staff.

e Select Requests, then View Requests.

Name: Demo, D&C Custodian Unit: MIS QA Testing - D&C - Custodian July 12, 2019 01:55 AM

VIEW REQUEST

Enter Case No.Suffix: I
OR

Enter Date Range :

From Date: W EI

To Date: [71272019 E=

> s :
%) Think green before you print Copyright ® 2010 HRA. All Rights Reserverd

e Enter Case Number, Suffix or a Date Range and click Search to advance to the
View Request List screen.

View Request List Screen

RICUSTS b [ORDERS § [REPORTS » e wome I LogOwt
Bame: Do, S4C Cuntodias B WS QA Teateg - DAC . Customen Sty 12, 2009 0V AN
Setected Crtera N2 8 TN
Coupheyng 110 3 o4 3 reaonte Click here to
ey e—— — change
0158 Tacisee $300 TO001S 101844 AN Pendeg Sucervier Aspravel Status.
120025491 45024080 2 0¢ TN T BT W Pendng Supervmar Aoprav e

2

Dk oet Aalleds who S Copyupt © 5% =HA L1 Bighen Bevervars

The Request is displayed with the Status “Pending Supervisor Approval.”

e Click Status to change the view i.e., to Issued.



Attachment C D&C Worker Vault Card Process

View Request List Screen (different status)

VEI'W REQUEST LISY
Sewctes Criera MG e NN
Disgheyiog 110 § of § recorts
weed N
R 2w bocek oo B Lo Status
221900 007y nw i asachinntratl (g
C changed to
ORISR IR 2 Mo s a v - | d
RS T 2 INRMEIMN et ssued.
o (o) Mo iativ el
LTt ol e " PSSR SEIST M e
(’ Thew preen tatre you sred T

The View Request List screen shows requests with the updated Status of Issued.

e To see the details for each request, click on the desired Tracking Number to
advance to the View Request Case Information screen.

Vet Liatas v
A P s W 01 Dot Do Tosk [ EPOODOIY B2 18 r
LAY Mgt vt S s A g St [t OA CMU Suaarvis [ S48 1 18 M
A€ e send Cuntamanits s eare s ane A (U Camtamms ( GTOR08 43 16 M
Cere Rara
Cone B b
Cane Manws LAY ~
Case Cotmgeey ~
Asmwee 200 MELOR, BROOL VI 1108
S ey es—— o _Veul Cord

Ot Pruwstnd oty K. Drtvas |t TWMA4T B P SOTRIT

Cxanrs Frese ot §anen
RF St poat bt yos v oyt © 3313 HAA AL Mutts Aeserrend




Form W-607A (page 1 of 2)
Rev. 08/09/19

y Department of
Social Services
Human Resources Administration
Department of Homeless Services

Administration

Request for Identification Card/
Temporary Medicaid Authorization/Update Existing CBIC

Prepare in the following situations:

e Replacement of CBIC
or Medicaid card
e Update CBIC

e Undomiciled applicant/participant

e [ssuance of Immediate
Needs/Expedited Supplemental
Nutrition Assistance Program
(SNAP) Grant

m Authorized representative (payee) case

m Temporary Medicaid Authorization for
applicant before case is on WMS

Section I: (To be completed by JOS/Worker)

To: Reception/Disbursement and Collections Unit

From: Job Center/Supplemental Nutrition Assistance
Program (SNAP) Office: Caseload:

Case Name:

Applicant/Participant's Signature:

Eg Picture

Authorized Representative (Payee) Name (print):

Authorized Representative (Payee) Signature:

Eg Picture

Fingering Imaging/Photo/Signature
Completed

[

CIN:

Applicant/Participant

/]

Applicant/Participant Case Type/Case No./

Registry No./Suffix:
_\ —|

/N N\
Check Reason for Action: \j

[ ] 01 Lost card 06 Surrendér
[] 02 stolen 0
[] 03 Defective []¢
(104 Mutilated

irst qayd/néver re

update (no CBI
refernal/required

authgrized sentative; the [same two pieces must be
presented t Disbursemeni and Collections (D&C) Unit.

Family Independence

|dehtlfication documents witdebsed for applicant/participant or
repre
the
m

D en | ID Number

Section Il: Reason for Request (To be completed by JOS/Worker)

|:| Photo card?

[ ] 1sthe mailing address different than that on WMS?

] Is applicant receiving expedited SNAP
benefits and/or an immediate needs

[ INo []No [ Yes grant?
] Yes If yes, complete below. [1No [ Yes
Is the payee correctly established?
Care of Name L] No [Cves
If No:
[ ] Delete current payee
Street Apt. No.
CIN
[ ] Add new payee
City State Zip

(CBIC menu function 1)

(CBIC menu function 2)
] vault Card and Mail Card (CBIC Menu Option 1)

] Mail Permanent Card and Temporary Medicaid Card (LDSS-4113-2)

[] Over-the-Counter Permanent Card Request (LDSS-4113-2)

CIN

(Turn page)




Form W-607A (page 2 of 2) Human Resources Administration
Rev. 08/09/19 Family Independence Administration

Section II: Reason for Request (To be completed by JOS/Worker)

[_| Authorized Representative Card (CBIC menu function 3)
Be sure to send authorized representative to the AFIS Unit for photo and signature only.

Check one: [_| Agency pickup (at OTC Site) L] Mail [ vault Card

Authorized Representative:

First Name M.l.  Last Name

] Temporary Medicaid Authorization (LDSS-2831-A) Complete Section IV.
JOS/Worker's Signature Date Supervisor's Signature Date

Section lll: Signature Verification (To be completed by D&C or SNAP Reception)

] Vault card (Temporary) issued

] Permanent card mail request processed (to be decided by D&C or SNAP Reception) [_| Pickup CBIC (at OTC Site)
Applicant/Participant's Signature Date Authorized Representative (Payee)Signature Date

Signature(s) verified and documents listed in Section | seen.

SNAP Reception/D&C or Card Producer's Signature: Date:

DSS-283 ;) (To be completed by

To be Completed by Job Ce/{tg,r_Qm(Y

Section IV: Additional informatjon for\T mpor edlca
JOS/Worker)

\\ / / \\

Address |gtreet

City AN // // ISta\\

uwi v Ui | |

Enter 7-digit case Leave blank If enrolled in HIP or HMO plan,

number and 1-digit suffix enter "P." For all others, enter "A."
Enter insurance code

l l if available. If not l

available leave blank.

Case Number Category l l

. . Ins. | Cov.
CIN Last Name First Name Sex Date of Birth Code |Code SSN

If temporary Medicaid card (LDSS-2831A) is issued, please also give the Applicant/Participant
From




