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Purpose:

This policy bulletin is to inform Non-Cash Assistance SNAP Center
staff as well as Mailer, Match and Action Program (MMAP) staff, that
the latest version of the Activity and General Information Exchange
(ANGIE) will migrate into production on June 13, 2022. Descriptions
of the changes can be found in the Overview Document for ANGIE
(Attachment A), Eligibility Specialist Role ANGIE Release 2 Notes
(Attachment B), Supervisor Role ANGIE Release 2 Notes
(Attachment C), Manager Role ANGIE Release 2 Notes
(Attachment D), Regional Manager and Business Administrator
Roles ANGIE Release 2 Notes (Attachment E), Reports ANGIE
Release 2 Notes (Attachment F), Glossary Document for ANGIE
Release 2 Notes (Attachment G), SPOS Release Notes Version 4.2
(Attachment H), and SPOS Release Notes Version 4.2
(Attachment I).

The ANGIE pilot migrates into production on June 13, 2022 at
Supplemental Nutrition Assistance Program (SNAP) Telephone
Interview Processing Services (TIPS) 24 (S24) and Mailer and Match
Action Program (MMAP) (S25). The citywide rollout of ANGIE
migrates into production on July 11, 2022 and covers SNAP TIPS 42
(S42).

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

http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSRelease
Notes.aspx

Effective June 13, 2022

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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1. Project Overview

The Activity and General Information Exchange (ANGIE) replaces the Classic POS
reports, queues and action menus used to assign work to SNAP Staff. ANGIE is a
workforce management and task assignment tool to achieve the following goals:

e Citywide processing, including universal processing for workers and
supervisory staff, electronic case management and task assignment based on
priority dates.

e Case management system modernization and integration with Streamlined
POS (SPOS)

¢ Management strategies, including management structure, pivot staff, one
touch processing, managing to in-flow versus out-flow and managing work
coming due.

2. User Roles in ANGIE

ANGIE supports the following user roles:

e Eligibility Specialist (ES)
e Supervisor

e Manager
e Regional Manager & Business Administrator
e Reviewer

Role based dashboards will be displayed upon login to ANGIE.
3. Summary of Changes in Release 2 (R2)

This document also contains the details about new functionality in R2 of ANGIE,
including:

e Addition of Supplemental Security Income (SSI) Center (S15) and Residential
Treatment Center (RTC) (S61) processing.

Addition of Mailer, Match and Action Program (MMAP).

Updates to dashboards.

Task prioritization and assignments for Periodic Reports.

Task prioritization and assignments for Interim reports.

Recertification processing updates.

Integration for documents received for review after a case closing or denial.
Updates to Case Search.

Manage Configurations - Different Hold Times for “Supervisor Help” and “Help
Desk Support” Reasons.

Task Assignment Based on Skillset.

e Warning Messages on Manage Staff tab.

e New Intake list.
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e New Streamlined Paperless Office System (SPOS) Intake activity.
4. S15 and S61 Processing

Processing for these centers will be added to ANGIE in R2 for the Family
Independence Administration Supplemental Nutrition Assistance Program (FIA
SNAP):

e FIA’'s SSI Center is S15. Cases at this center have specialized budgeting and
rules that require special logic.

e FIA's RTC for SNAP (S61) includes special processes for RTC applications,
case changes and recertification processes. Cases at this center have
specialized budgeting and rules that require special logic.

5. Mailer and Match Action Program (MMAP) Processing

FIA’s MMAP group will be integrated with the ANGIE system in R2. This group is
responsible for processing periodic reports, mandated matches for active SNAP

cases, as well as special projects such as Mass Re-Budgeting (MRB) and other

such initiatives.

MMAP staff is enrolled in center F25 with citywide access. The following roles will be
integrated for MMAP:

Eligibility Specialist
Supervisor
Manager

Regional

6. Log into ANGIE

A new link named ANGIE will be added to the POS Portal as seen below.

# Good Morning | Today is Thursday, September 06, 2018 11:47 AM HRA Home Page

POS Management

ANGIE
POS (Paperiess Office System) Console
Centralized Image -_—
I , POS Release Notes
NCA SNAP Recertification PAM (Paperiess Alternate Child Care System
g -un-l (Accis)
Public Transportation
NCA SNAP Deferral Log pecehoionn .
Reimbursement (PTAR)
NCA SNAP Calendar
SNAP Falr Hearing HRA R
Compllance Calendar One

Rental Assistance Front Door Reception
Database (RAD) (FRED)
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e Upon selection of the link the login page will display. The login page will
require the Eligibility Specialist, Supervisor, Manager, and Regional Manager

to enter their Welfare Management System (WMS) ID and password, followed

by the selection of their designated center.

, Human Resources
Administration
Department of
Social Services

ANGIE
Enter your WMS User ID and Password to login
User ID l—
Password [—
sites | v

| LOGIN > | CLEAR

All data contained in this system is confidential by City, State and Federal law and
regulations. Failure to protect this information from unauthonzed use or disclosure may
subject you to discipline as well as financial, civil and ariminal penalties, up to and
including incarceration.

By logging into this system, you agree to these terms of use.
Modified on 09/27/2013
If you forget your passw
i 718-510-0551 or
9 pos portal & HRAHome @ Help POS

Upon successful login, the Eligibility Specialist, Supervisor, Manager, and Regional
Manager will be displayed the corresponding dashboard specific to the role.

7. ANGIE Header

ANGIE header displays the system name as ANGIE, Welcome message showing
the name of the respective Eligibility Specialist, Supervisor, Manager, or Regional
Manager, and the Tools menu.

NYC ANGIE vecon I & ToOLS

8. Left Navigation Pane

Based on the Role and the Skillsets/Permissions granted to the role, the accessible
pages are displayed on the left navigation pane. The Eligibility Specialist,

Supervisor, Manager, and Regional Manager can easily navigate between pages
upon selection. All ANGIE roles will have a default dashboard page as the landing

page upon login to ANGIE. In R2, a new Intake link was added in the navigation bar,

which opens the new Intake List. This is covered in more detail in a later section.
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DASHBOARD

9. ANGIE Widget — Header Layout

The widget will contain the name/title of the respective widget. Where applicable, at
the title level of the widget will also contain the following:

Widget Name: The name of the respective widget will be displayed.

Last Updated: Last updated timestamp on when the data was last updated in
the format: Last Updated: mm/dd/yy hh:mm AM/PM

A refresh button, if applicable, to refresh the data within the widget.
Consequently, the last updated timestamp will also be updated. For some
widgets, there will not be a refresh icon.

A button to minimize or maximize the widget.

Widget Name LastUpdmsct 10202000 1208FM 3 —

10.Tools Menu

ANGIE has a Tools menu that includes links to the Paperless Office System (POS)
Portal, Human Resources Administration (HRA) One Viewer, Department Social
Services (DSS) eDocs, Other HRA Systems, Microsoft Teams, Report System
Issue, Help About and Log Ouit.

PO Portal

- HFA Cne Viewer

I HRA EDocs

Other HRA Systems
Micrazoft Teams
Report System lssue

I Help About

Log Out

# TOOLS
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11.Help About

e From the Tools menu, selecting the Help About option will provide additional
technical information to the respective Eligibility Specialist, Supervisor, Manager,
or Regional Manager, when reporting system issues. This includes the Version,
User Agent, Database Web Server, URL, User ID and Role.

HELP ABOUT "

Version 1.0.0.0

User Agent Mozilla/5.0 (Windows NT 6.1; WOW64; Trident/7.0; SLCC2; .NET CLR 2.0.50727; .NET CLR 3.5.30729; .NET CLR 3.0.30729; Media Center PC 6.0;
NET CLR 1.1.4322; NET4.0E; .NET4.0C; InfoPath.3; wbx 1.0.0; rv:11.0) like Gecko

Database =0
Web Server

URL b

User ID and Role / Eligibility Specialist

12.Log Out from ANGIE

e To log out from ANGIE, the Eligibility Specialist, Supervisor, Manager, and
Regional Manager are required to select the Log Out option from the Tools
menu. Upon selection, a modal window with the list of available Log out Reasons
will be displayed. Log out reasons include End of Shift, Lunch, Training, Special
Project, System Issues, Group Meeting, Supervisory Meeting, and Other.

e |If Other is selected, the Eligibility Specialist, Supervisor, Manager, and Regional
Manager roles must manually enter the specific reason within the Other field.
e Selecting Save Changes will successfully log out of ANGIE.
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Log Out Reasons

i
oo g
Other I

pe

Users are logged out automatically after 15 minutes of inactivity, with a logout
reason of Time Out.

13.Task Assignments in ANGIE

ANGIE logically groups the work for SNAP into types of tasks:

Application — Cases in Applying (AP) or Single Issue (SI) status in WMS

Recertification — Cases that must complete a recertification interview

Case Change — Cases in Active (AC) status that submit changes

Document Review — Cases in AC status that submit documents and do not have

an open recertification or case change.

e Periodic Report — Cases in Active status (AC) that must complete a mandated
periodic report.

e Interim Report — Cases in Active status (AC) at center S15 that must complete a

mandated interim report.

Universal Processing

Eligibility Specialists in ANGIE will work from a shared common list of ready tasks,
which will be assigned by ANGIE based on priority dates and helps prevent
backlogs. This universal processing pool of work removes the need to individually
access in the queue to assess the readiness of the task.

Supervisors are pulling cases for sign-off from a general pool of available cases that
need signoff based on the priority, and not just their own staff. It removes the need
for supervisors to continually monitor queues, re-assign cases between Workers’
gueues, and re-assign cases between processing queues and Worker queues.

Applications

After applications are registered in WMS, they are tracked in ANGIE on the same
day. The Eligibility Specialists will use ANGIE to start the required interviews in
Streamlined (SPOS) for applicants.
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After the interviews and expedited Supplemental Nutrition Assistance Program
(SNAP) decisions are completed, ANGIE will track the readiness for cases with
deferrals for document submissions and new matches, in order to assign the tasks
based on the priority and due dates.

ANGIE will also track and assign the tasks for cases without deferrals and cases that
fail to keep the required application interview.

Recertifications

Monthly lists of cases due for recertification are received from WMS and will be
loaded into ANGIE. ANGIE will track the submission of the online recertifications and
indexing of recertification forms that make cases ready for an interview.

The Eligibility Specialists will use ANGIE to start the required interviews in SPOS for
recertifications.

After the interviews are completed, ANGIE will track the readiness for cases with
deferrals for document submissions and new matches, in order to assign the tasks
based on the priority and due dates. ANGIE will also track and assign the tasks for
cases without deferrals, based on their priority.

Case Changes

ANGIE will track the submission of the online case changes and activities started by
the Eligibility Specialists for cases in AC status. ANGIE will track the readiness
cases with deferrals for document submissions and new matches, in order to assign
the tasks based on the priority and due dates.

Document Reviews

ANGIE will track the submission of the documents for cases in AC status which do
not have an open task in ANGIE. The Eligibility Specialists will be assigned the new
Document Review activity to determine whether a case change is required based on
the submitted documentation.

Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for processing, in order to assign the tasks to MMAP staff
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for processing, in order to assign the tasks to FIA SNAP staff
based on the priority and due dates.
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Approvals

For approvals, ANGIE will assign the tasks to the Supervisors based on the priority
and due dates. Supervisors will receive cases for approval from the universal pool of
processing completed by SNAP workers, based on the priority of the task. Approvals
are no longer restricted to actions received from the specific Supervisor’s team in the
Supervisor's POS queue.

For managers, it removes the need to continually monitor processing queues, and
re-assign cases between Supervisor queues.

Holding a task

ANGIE will allow staff to hold an assigned task for a period of two hours, by selecting
a reason for the hold. This allows the staff person to return to the same task that was
assigned. After two hours, the hold on the task is released for assignment to the next
available staff person based on priority. This is covered in greater detail in the
document for each role.

Returning a task

ANGIE will allow staff to return an assigned task on which they cannot work. The
staff must select a valid reason from the list for the return. This is covered in greater
detail in the document for each role.

14.SPOS Activity Integration

ANGIE will allow staff to start SPOS activities. Staff will no longer need to open
Classic POS to access their assigned activities:

e The ES will start their processing activities through the Get Next Case for
Processing button, which will assign the next highest priority processing task.

e The ES will start interviews and other activities through the Case Search.

e The Supervisors will start their approval activities through the Get Next Case for
Sign-Off button, which will assign the next highest priority approval task from the
general pool and is no longer restricted to the supervisor's own staff.

e A new Intake List will be added to allow the worker to register a new SNAP case
and to resume a suspended intake.

e The Managers and Regional Managers will monitor their units using dashboards
and reports.

e A new SPOS activity named Document Review will be added to allow review of
documents submitted between recertifications.

e A new Event Log will track activities and actions taken on a case, allowing the
ES and Supervisor to view this information directly in SPOS, without needing to
suspend the case action.

e Staff enroliment will be handled by managers and business administrators in a
new Manage Staff interface.
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As interviews, processing tasks and approvals are completed in SPOS, ANGIE is
updated with this information and the events are recorded. As milestones are
reached, the task status and priority are continuously updated.

SPOS integration is covered in more detail in the release note documents for the
Eligibility Specialist, Supervisor, Manager and Regional Manager.

15.SPOS Suspend Reason Integration with ANGIE Hold and Return

The Suspend Reasons dialog box in SPOS is integrated with ANGIE when the
Worker or Supervisor suspends a case.

The Worker or Supervisor selects from a list of reasons when suspending a case to
document the reason for suspending a case. The dialog box has the following text
and options: “Will you continue processing of this action within the next 2
hours? [Yes or No].”

The Worker or Supervisor indicates that they will continue the action
If the Worker or Supervisor indicates that they intend to continue processing the
action in the next two hours, then SPOS displays the following hold reasons:

e Restroom

e Break

e Lunch

e Supervisor Help

e Helpdesk Support

Hold for Restroom, Break or Lunch in ANGIE
When the Worker or Supervisor suspends the case and selects a hold reason of
Restroom, Break or Lunch, ANGIE will hold the case for up to 2 hours:

e The Worker will click on the Get Next Case for Processing to return to the case.

If the Worker does not return to the case, it will be available for assignment to a
different Worker, based on the priority.

10
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e The Supervisor will click on the Get Next Case for Sign-Off to return to the
case. If the Supervisor does not return to the case, it will be available for
assignment to a different Supervisor, based on the priority.

Hold for Helpdesk Support or Supervisor Help

When the Worker suspends the case and selects a hold reason of Helpdesk Support
or Supervisor Help, a notification named Tasks on Hold will appear in the Get Next
Case for Processing menu. This hold will be in place for up to two days, to allow for
resolution of the issue encountered by the Worker.

e To continue working on the case, the Worker will click on the Click here to
continue link, which will make the case available when the Worker clicks Get
Next Case for Processing.

Get Next Case for Processing -
Tasks on Hold x
SNAP Change Processing - Helpdesk Support Click here to continue

Ready to work on the next case? Get started by pressing the button to the right. GET NEXT CASE FOR PROCESSING

When the Supervisor suspends the approval action in SPOS and selects a hold
reason of Helpdesk Support or Supervisor Help, a notification named Tasks on
Hold will appear in the Get Next Case for Sign-Off menu. This hold will be in place
for up to two days, to allow for resolution of the issue encountered by the Supervisor.

e To continue working on the case, the Supervisor will click on the Click here to
continue link, which will make the case available when the Worker or Supervisor
clicks Get Next Case for Sign-Off.

Get Next Case for Sign-Off -

Tasks on Hold x

ESNAP Issuance Approval - Helpdesk Support - Click here to continue

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right. GET MEXT CASE FOR SIGN-OFF

The Worker or Supervisor indicates that they will not continue the action
If the Worker or Supervisor indicates that they do not intend to continue processing
the action within two hours, then SPOS displays the following return reasons:

End of Shift

Leaving Sick

Weather Emergency

Leaving Personal (Planned)
Leaving Personal (Unplanned)
Deferred Case or Conflict of Interest

11
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e |VS/RFI Review Completed
e Case Processed in PAM

Seect

End of Shift
Leaving Sick
Weather Emergency

Leaving Personal (Planned)

Leaving Personal (Unglacoed)
Deferred case or conflict of interest

IVS/RF) Review Completed

Case Processed in PAM

When the Worker or Supervisor does not intend to return to the case, the task is
returned to the virtual queue and business rules re-run to determine task readiness
and priority.

Selecting a reason of Information Verification Service/Resource File Integration
(IVS/RFI) Completed notifies ANGIE that the review Information Verification Service
(IVS) or RFI was completed by the Worker.

Selecting a reason of Case Processed in the Paperless Alternate Module (PAM) or
in Classic POS using the SNAP Regional Office (FRO) puts assignments for the
case on hold for 5 days, to allow for processing of the manual Turnaround Document
(TAD) or a TAD processed in Classic POS. If the WMS changes are processed in
this timeframe, the task may be removed by ANGIE. If the WMS changes are not
processed in this timeframe, the task is again loaded for assignment based on
readiness and priority.

12
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1. Document Objective

The objective of this document is to provide context on the Eligibility Specialist role
within the Activity and General Information Exchange (ANGIE). The layout of the
ANGIE dashboard for the Eligibility Specialist allows the logical completion of the
activities related to the role and consume the necessary information for the role.

2. Summary of Changes in Release 2 (R2)

This document also contains the details about new functionality in R2 of ANGIE,
including:

e Addition of Supplemental Security Income (SSI) Center (S15) and Residential
Treatment Center (RTC) (S61) processing.

e Addition of Mailer, Match and Action Program (MMAP).

e Updates to dashboards.

e Task prioritization and assignments for Periodic Reports.

e Task prioritization and assignments for Interim reports.

e Recertification processing updates.

¢ Integration for documents received for review after a case closing or denial.

e Updates to Case Search.

e Manage Configurations - Different Hold Times for “Supervisor Help” and “Help
Desk Support” Reasons.

e Task Assignment Based on Skillset.

e Warning Messages on Manage Staff tab.

¢ New Intake list.

[

New Streamlined Paperless Office System (SPOS) Intake activity.
3. S15 and S61 Processing

Processing for these centers will be added to ANGIE in R2 for the Family
Independence Administration Supplemental Nutrition Assistance Program (FIA
SNAP):

e FIA’'s SSI Center is S15. Cases at this center have specialized budgeting and
rules that require special logic.

e FIA's RTC for SNAP (S61) includes special processes for RTC applications,
case changes and recertification processes. Cases at this center have
specialized budgeting and rules that require special logic.

4. Mailer and Match Action Program (MMAP) Processing

FIA’s MMAP group will be integrated with the ANGIE system in R2. This group is
responsible for processing periodic reports, mandated matches for active SNAP
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cases, as well as special projects such as Mass Re-Budgeting (MRB) and other
such initiatives.

MMAP staff is enrolled in center F25 with citywide access. The following roles will be
integrated for MMAP:

Eligibility Specialist
Supervisor
Manager

Regional

5. Home Page: Dashboard for Eligibility Specialist

Upon login, the landing screen in ANGIE is the Dashboard page. This screen allows
the Eligibility Specialist to view their progress, access their next priority task and
search for cases. It replaced the individual’s Classic POS queue.

A Work Assignment screen appears when the ES logs into ANGIE. The ES must
select whether they will be working on interviews or processing and click the Save
Changes button.

e When the ES logs into ANGIE for the first time of the day, the screen includes
a message of: “Nice work! You completed n cases the last time! You can
continue making progress today! Thank you for working hard to help HRA
clients.”

WORK ASSIGNMENT

Nice Work!

You completed 2 cates the Last time!

V)

You can continue making progress today!
Thank you for working hard to help HRA dients.

Will you be working on Interviews or Processing? ! Interviews Processing

The Dashboard screen opens, which includes the navigation bar on the left-hand
side, the title bar with the Eligibility Specialist's name and the Tools menu and the
main panel with the Eligibility Specialist’s function. In R2, a new Intake link was
added in the navigation bar, which opens the new Intake List. This is covered in
more detail in a later section.
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Collapsible widgets appear in the Dashboard, showing:

Your Work Counts!

Today’s Progress

Get Next Case for Processing
Case Search

Daily Activity Sheet

NVC ANGIE welcome IR ® 10015

Dashboard

DASHEOARD

WTAKE Your Wark Counts! =

MY PERFORMANCE W HRA has made lots of great improvements, especially for working people and thase who are disabled, Thanks HRA - SNAP Applicant

Today's Progress Last Updated: 01/11/2022 (918 AM & =

HRA Goal @ & My Completed Tasks c") Need Support?
Cases Due Today 2 &4 Applications
Backlog 733 1 D Recerifications
Many New Yorkers need assistance [ Case Changes
right now. Thank you for going

the extra mile to get benefits Bil Document Reviews
to families when they need it most.

e & e & =2 a

Get Next Case for Processing -

Tasks on Hold x

SNAP Interim Report Processing - Supervisor Help - —**="—=="" =" =" "= ====="== =" Clik here 1o continue

Ready to work on the next case? Get started by pressing the button to the right. GET MEXT CASE FOR PROCE SSING.

The widgets will contain the nameltitle of the respective widget. Where applicable, at
the title level of the widget will also contain the following:

e Widget Name: The name of the respective widget is displayed.

e Last Updated: Last updated timestamp on when the data was last updated in
the format: Last Updated: mm/dd/yy hh:mm AM/PM.

e A refresh button to refresh the data within the widget. Consequently, the last
updated timestamp will also be updated.

e A button to Minimize or Maximize the widget.

6. “Your Work Counts!” & “Today’s Progress” Widgets for the Eligibility Specialist

The Your Work Counts! widget provides positive messages for the Eligibility
Specialist, with information about how many families their work helped in the
previous week (first message as seen below) and positive messages from applicants
and participants. The positive messages are from applicants/participants and are
pulled from reviews of the Access Human Resources Administration (AHRA) mobile
app in the App Store / Google Play store and also from the AHRA site. The
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comments alternates between messages. The information displayed within this
widget gets updated weekly.

e There is a table with all possible messages that could be displayed from the
sources mentioned. This would be a static table that would get refreshed
periodically with a new list.

e Each time the Eligibility Specialist logs into ANGIE or returns to ANGIE from
SPOS, either the “The cases you completed last week helped X eligible
families feed their loved ones.” or that day’s HRA message is displayed.
Selection is random.

Your Work Counts! -

' The cases you completed last week helped 6 eligible families feed their loved ones.

Today’s Progress widget for the Eligibility Specialist consists of HRA Goal, My
Completed Tasks, and Need Support sections. This widget keeps track of the daily
progress.

Today's Progress Last Updated: D1/11/2022 018 AM & o
HRA Goal @ 4 My Completed Tasks ('3 Need Support?
Cases Due Today 2 s Applications 0
Backlag 733 1 "D Recertifications [}
Many New Yorkers need assistance [# Case Changes 1]

right now. Thank you for going
the extra mile to get benefits B Document Reviews (1]
to families when they need it most.

[# interim Reports 0

[# Periodic Reports 0

The HRA Goal section provides information about Cases Due Today and Backlog:

e Cases Due Today displays all tasks with a Priority Date of Today.
e Backlog is displayed as the sum of tasks that are late and overdue.
= Next to the backlog number, an arrow up (displayed in yellow) shows
an increase in cases in the backlog since yesterday,
= Arrow down (displayed in green) for a decrease in the backlog since
yesterday,
= No arrow at all (just the backlog number) for no increase or decrease
in the backlog number. When there are zero cases in the backlog for
more than one day, the number of days that the backlog has been zero
is counted.

» This backlog comparison is comparing the start of day backlog
number from yesterday to the start of day backlog number from
today.

» The backlog comparison is calculated at 5:30am each day.
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» The backlog counts and comparisons will compare the current
workday (business day) against the prior workday (business
day). These numbers are not updated on weekends and
holidays.

e Below the Cases Due Today and Backlog, there will be text indicating:
“‘Many New Yorkers need assistance right now. Thank you for going the extra
mile to get benefits to families when they need it most.”

HRA Goal Help Text is displayed when selecting the HRA Goal Help Icon as seen
below:

HRA Goal shows the overall number of cases due today and backlog across
the entire agency.

Backlog includes the cases that have passed their due date, If there is an
arrow next to the Backlog number, it indicates a change in the backlog
compared to the last workday. The number after the arrow indicates the
difference in backlog cases. If it's yellow, HRA has more cases in the backlog
than the last workday. If it's green, HRA has fewer cases in the backlog than
the last workday.

TEE T e - L i |

The My Completed Tasks section informs the staff regarding their completed cases
for the day for Applications, Recertifications, Case Changes, Document
Reviews, Periodic Reports, and Interim Reports.

e Clicking on Talk to your TEAM opens Microsoft Teams.

e Clicking on Start a Help Desk Ticket opens the Self-Service Incident Form
and allows the Eligibility Specialist to report any technical issues encountered
in ANGIE.

7. Get Next Case for Processing: Next Priority Task for the Eligibility Specialist
The Eligibility Specialist will get the next task to work on by selecting the Get Next

Case for Processing button located within the dashboard. The tasks that are
distributed to the Eligibility Specialist is based on the priority logic.

Get Next Case for Processing -
Ready to work on the nesct case? Get started by pressing the button to the right.

e Once the button is selected, the Eligibility Specialist is shown a case profile
consisting of Case Snapshot and Case Composition. The columns for Case
Snapshot section consist of Task, Last Modified, Case Number, Case Name,
DOB, SSN, Case Status, Task Due Date, and Action(s). The columns for the
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Case Composition section consist of HH Member/Line, DOB, SSN, and
Individual Status.

e The Eligibility Specialist is able to start the task by selecting the Start option
within actions dropdown, and then selecting the GO button. The ANGIE system
will then launch the Streamlined POS application for the Eligibility Specialist to
work on the respective task.

¢ In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the Eligibility Specialist if the assigned
task is an error correction.

= Previously, it only informed the Eligibility Specialist that an application,
recertification, change case or document review task was assigned.

Get Next Case for Processing -
Ready o work on the next case? Gt started by pressing the DUTLon 1o the right

Case Compositior

HH Massmibes | Lime: DOR 5N Brivicum Stastus

In R2, two new task types will be added:

e Periodic Report — Cases in Active status (AC) that must complete a
mandated periodic report.

e Interim Report — Cases in Active status (AC) at center S15 that must
complete a mandated interim report.

Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for processing, in order to assign the tasks to MMAP staff
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for processing, in order to assign the tasks to FIA SNAP staff
based on the priority and due dates.

8. Hold or Return Task

e The Eligibility Specialist can hold a task by selecting the Hold option from the
Action(s) dropdown and clicking on the Go button. A modal window opens to
select from the available Hold Reasons (Restroom, Break, Lunch).

7
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e Once the Eligibility Specialist selects the applicable Hold Reason and then
selects Save Changes, the hold is applied on the respective task for a set time
(2 hours), for that Eligibility Specialist.

Note that the Eligibility Specialist cannot work on another “prioritized task” until the
hold task is worked. If the Eligibility Specialist returns within the set time, the
Eligibility Specialist is provided with the same task upon selecting the Get Next
Case for Processing button. If the hold time lapses, then the task is placed back in
the general pool and another Eligibility Specialist may have access to that task.

I

o
=

Ervw——wrry ror fie? oo =it

e The Eligibility Specialist can return a task by selecting the Return option from the
Action(s) dropdown and clicking the Go button. A window opens to select from
the available Return Reasons (End of Shift, Leaving Sick, Weather Emergency,
Leaving Personal (Planned), Leaving Personal (Unplanned), Conflict of Interest,
Expired Hold (System Generated)).

o After selecting the applicable return reason and clicking the Save Changes
button, the task is returned to the general pool and another Eligibility Specialist
can get the task.
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9.

Case Search: Finding Other Cases and Actions
The Eligibility Specialist can search for a case based on the following criteria:

Case Number

SSN

Case Name

CIN (Client Identification Number)

AHRA Confirmation #

IVRS # (Interactive Voice Response System for Recertifications)

Based on the criteria selected from the dropdown, the Eligibility Specialist is required
to enter the corresponding information.

e Upon selecting the Search button, the system will display the search results
consisting of Task, Last Modified, Case Number, Case Name, DOB, SSN,
Case Status, Task Due Date, and Action(s).

=== =3

Search Results

Tk Last Modsfied Came Mumber e Mame DOe =5 ComseStwtes |3 Toeshe Duoe Dabe Actionds)

e Selecting the desired row will highlight that row as seen below. Once the desired
row is selected, the Eligibility Specialist can select from available options from
the Action(s) dropdown and select Go to execute. The options available within
the Action(s) dropdown are dependent on the Case Status of the Search result.
The search process can result in the following three outcomes:

(1) Open Task
e Cases with open tasks will have information in the Task and Last Modified
columns of the Search Results section.
e If system finds a case with open task, it will display this case first in the
Search Results section.
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e If the system finds multiple cases with open tasks, it will display these cases
first, sorted by earliest date in the Task Due Date column.
(2) Latest Task
e |If the system does not return any cases with open tasks in the Search
Results section, the system will initially sort the found cases by Case
Number column in Ascending order.
e Cases without open tasks are those where these is no information in the
Task and Last Modified columns of the Search Results section.
(3) No Task
e The System displays the message “No Case found, please refine your search
criteria.”

Search Results Actions(s) Combo Box will contain a list of available actions for
the Eligibility Specialist. These actions are table-driven. These tables allow control at
the following levels:

¢ Role of Eligibility Specialist (there are many titles within 1 role) - SPOS roles
is leveraged to maintain compatibility with POS queues.

e Center designation of the Eligibility Specialist.

e Current Welfare Management System (WMS) case status of the selected
case in search results.

e List of activities available for the case, based on the case status and open

task.
Case Search -
—— o
Search Results
Task LastModified  CaseMumber  Case Mame Do SN CaveStabs [§ Tk Due Dute Actionds)

e Selecting the View Case Details option from Action(s) and Go will result in a
modal window with the case profile, consisting of the Case Snapshot and Case
Composition. The columns for the Case Snapshot section consist of Task,
Last Modified, Case Number, Case Name, DOB, SSN, Case Status, and Task
Due Date. The columns for the Case Composition section consist of HH
Member/Line, DOB, SSN, and Individual Status.

10
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VIEW CASE DETAILS x
You are viewing the case details of Case Number *

Case Snapshot

Tk Last Modified Case Number Case Name DOoBe SSN Case Statues Task Due Date

I 12/06/2019 AC
I

p Case Composition

HH Member / Line DOoes SSN Individual Statues

-

r

— -

Improvements were made in the Task column for applications and recertifications in the
Case Search:

e When the application is marked as kept in the interview log, the following label
appears: SNAP Application Processing.

e When the application is on the last interview day (30th day after application date or
business day before the 30th day after application date), the following label appears:
SNAP Application Interview Last Day.

e When the recertification is marked as kept in the Interview Log, the word
processing was added: SNAP Recertification Processing.

¢ When the participant has submitted their AHRA form, Supplemental Nutrition
Assistance Program Application/Recertification (LDSS-4826) or the
Application/Recertification Supplemental Nutrition Assistance Program (LDSS-
5166), but has not completed the recertification interview, the following label
appears: SNAP Recertification Interview.

¢ When the participant has submitted their AHRA form, LDSS-4826 or LDSS-5166,
but has not completed the recertification interview and is on the last interview day
(last business day of processing month), the following label appears: SNAP
Recertification Interview Last Day.

¢ When the participant is potentially eligible for an IVRS “no change” recertification,
has not completed their recertification interview and has not submitted their AHRA
form, LDSS-4826 form nor LDSS-5166 form, the following label appears: SNAP
Recertification Potentially IVRS Eligible.

Example:

[ e o o e -] |

Search Results

Last Modified Task Due
Task Case Number Caze Name DoB SSN Case Status Date Action

SMAP Application 01/21/2022 AP-Supervisory 08/01/2021

11
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10.

11.

Case Search: New Warning Messages for Duplicate Activities

When staff selects an activity other than Review Case and View Details in Case
Search, ANGIE will confirm whether the same activity was already completed as
part of the current task when the Go button is clicked and before launching SPOS.

e |f the same activity was already completed in the current task, ANGIE will display
the following warning message: This activity was already completed for this
task. You may be starting a duplicate activity. Continue to SPOS?

= |If the staff clicks Yes, SPOS will open.
= |If the staff clicks No, SPOS will not open and the Case Search will be
reset.

e For recertification tasks, if the recertification due date is more than 4 months in
the future, ANGIE will display the following warning message: This activity was
already completed for this task. You may be starting a duplicate activity.
Continue to SPOS?

= |If the staff click Yes, SPOS will open.
= |If the staff clicks No, SPOS will not open and the Case Search will be
reset.

e [f there was a transmission to WMS on the current day from SPOS, then ANGIE
will display the following warning message: There was a transmission to WMS
for this case today. You may be starting a duplicate activity. Continue to
SPOS?

= |f the staff clicks Yes, SPOS will open.
= If the staff clicks No, SPOS will not open and the Case Search will be
reset.

Daily Activity Sheet for Eligibility Specialist

The Daily Activity Sheet widget keeps track of and displays a summary of the
Eligibility Specialist’s daily activity as a snapshot of the work completed for the
current day. This allows the Eligibility Specialist to keep track of their work and in
addition allows management to review the respective Eligibility Specialist’s daily
progress.

The Daily Activity Sheet provides information on the Status, Start Time, Case
Number, Case Name, Start Event, WMS Status, End Event, Decision, HH Size,
and Duration (Mins). All columns are sortable.

e Status: The icons within this column will provide context at a glance for tasks
that are Completed (green check), Suspended (yellow exclamation point) and
In-Progress (blue hourglass).
= For an Interview, the status is Incomplete if the end event is Suspend

Interview. Otherwise, the interview is complete.

12
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= [For processing actions, the status is incomplete if the end event is
Suspend Processing and the task status is not Pending. Otherwise, it is
complete.
= When an event is currently in progress:
»  Duration column for that row will display a dash (minus sign).
»  End Event column for that row will display “N/A”.
e Start Time:
= Displays the time that the event was started in the format: hh:mm AM/PM
= The default view is based on the ascending order of Start Time.
e Case Number: This is the Case Number associated with the case.
Case Name: This is the WMS Case Name.
e Start Event: This is a combination of Task Type & the following elements:
= For Application and Recertification Task:

» Interview Started - If an Interview was either distributed from Get
Next or started from Case Search, the element must display “Interview
Started”.

» Ready to Assign Event - For any case that was distributed and
started from the Get Next button, the Ready to Assign Event is
displayed. For example, “Mandated Verification Received — Full” event.

»  SPOS Activity - For any Events that were started from Case
Search, the SPOS Activity must be used. For example, “Application
Modification”, “Make Case Comment”, etc.

= For Change Case: The start event is typically: “Change Case Ready” (if
started from Get Next) or “Start Processing” (if started from Case Search).
= For Document Review, the start event is “Start Document Review”.
e WMS Status: The existing WMS case status (starting state) — Applying (AP),
Denied (RJ), Single Issue (SlI), Active (AC), Closed (CL).
e End Event: The final event that is triggered by the Eligibility Specialist's action.
This data comes from the Event Log.
= For any start events in the status of Interview in the Event Log, the End
Event is always either: Suspend Interview or Complete Interview.
= For Change Case events, the system will check whether a Deferral was
made in the Pending status events; if yes, then the end event is
“Deferred/Pending Change Verification”. Otherwise, the last event with a
status of Processing is used.
= For other Processing-related start events other than Change Case, the End
Event is recorded when the Processors finish their action in SPOS (last event
with a status of Processing for the Eligibility Specialist).
= The End Event can be Complete interview, Suspend processing or
Complete processing. The End events is further distinguished to have the
exact outcome, with the possible values displayed below. The event log will
also get updated accordingly.
1. Complete Interview - No deferral.
Complete Interview - Deferred for verification.
Complete Interview - Deferred for Information Verification Service
(IVS)/Resource File Integration(RFI)/SDX.

13
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Complete Interview - Deferred for verification and IVS/RFI/SDX

Note: For the Interview, the End Event should be the latest event with

the status of Interview.

2. Suspend Processing - Deferred for change verification.

Note: For processing actions, the end event is the latest event with the

status of Processing.
= For cases that are “In Progress”, the End Event column will reflect N/A for the

respective row.

e Decision: This is the Status and Reason Code selected in SPOS (End State), as

it represents the action that the Eligibility Specialist took on the case to end their
processing and reach a case outcome.
= The decoded value is needed. For example: AC-A30 (Same Approval each

month), RJ-V21 (Failure to Provide Verification), SI-Q22 (Expedited Pending

Verification).

= The description of the code will not be included.
= |f there is no SPOS decision code, then the reason code is blank. For

example, “AP- “, “AC-*

e HH Size: Number of people in AP, Sl or AC status in associated with the WMS

case.

e Duration (Min): This value is the time, in minutes, it takes an Eligibility Specialist
to process the task/activity on the case.
= For cases that are “In Progress”, the duration field is a dash (minus sign) for

the respective row.

The header level of the widget shows the time the Eligibility Specialist has spent in
the ANGIE system in the format: Hours in System: X hrs YY min

e Selection of the Refresh button at the header of this widget will refresh the data
for the Daily Activity widget. Consequently, the last updated timestamp will also
be updated.

Status Start Time |3 Case Number Case Name

® 09:06 AM
48 AM
V] 18 AM
42 AM
® 04 AM

Start Event

Application - Start Interview

Application - ESNAP Processing

Change Case - Change Case Ready

Application - Start Interview

Recertification - Mandated Verification
Received - Full

Document Review - Start Document Review  AC

End Event

Complete Iuterview - Deferred for Verification AC-A30

Suspend Processing AC-A30

Deferred Pending Change Verification AC-832

Suspend Interview AP-

Complete Processing AC-A30

Help Text is displayed when selecting the Help Icon for the Daily Activity Sheet:

14
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Daily Activity Sheet @ Homs iz Syvtem: 3 b 1 min Lat Updused: 1020200 2SN 3 =
x
Daily Activity Sheet is 3 dashboard that tracks and shows a summary of your woek in WS HH  Duration
Status StartTime |5  progress and cases you have completed for the current workday. Status  Ead Event Decision Sze | (Mimy)
(V] 09:06 AM Each row shows the status of your activithes as Complete (with 2 green check), AP Complete [oterview - Deferred for Ventficstion  AC-A30 6 L
Inconmplete (with a yellow exclamation mark), or In Progress (with 2 blue hourglass).
0948 AM ﬁ:;;:o(;h:m&?ﬂhnﬁuamummmmmw,n A s Processing AC-A30 ‘ n
(V] 10:18 AM AC Deferred Pending Change Verification AC$32 4 2
10:42 AM Applicance - Start [ztenview AP Suspend [oteryew AP- 3 15
(V] 1AM Recertification - Mandated Verification AC Complete Processing AC-A30 H 30
Received - Full
135 AM Document Review - Start Document Review  AC NA AC-A30 s

[ &)

New activity types in R2
In R2, the Interim Reports, Periodic Reports and Intakes completed by staff will
also appear in the Daily Activity Sheet.

12.My Performance Page for Eligibility Specialist

The Eligibility Specialist has access to the My Performance page and can be
accessed from the left navigation pane. In R2, information about supervisor returns
was added.

The My Performance page of the Eligibility Specialist consists of the Timeframe
Selector, the Accuracy — WMS Error Rate widget and the new Accuracy —
Supervisor Returns widget as seen below.

m ANGIE Welcome BethGimon £} TOOLS

My Performance @

DASHEOARD

Time Period €? Need Support?
INTAKE
Raview the WMS Error Correction De: wide to learn how fx your mast cor " arroe
Last 7 Days v
Accuracy - WMS Error Rate ‘What should my goal be for WMS errors? @ Last Upciated: 11/%/2020 823AM =
Task % My WMSError Rate @ = HRA Average @ [ My Change Over Time @
10/2- 118 121378 10/26 - 14/4 10 1/2- 2/
8%
&+ Applications . 10% 0%
Top Performes
P 14%
‘D Recertifications 11% + 2%
Areaof Growth
12%
# Case Changes 12% 4%
Meeting Expectations.

15%
B Periodic/Interim o 14% + 1%
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A Errors €? Need Support?
It Revigw the WS Error Commection Guide
Ervor Code #olbves 10 learm how to fix your most common ermors:
E2826: RACE /ETHINIC PRESENT - CANNOT ENTER U 1 ~
Talkt r =
EO4SF  WROMNG SSN VALIDATION CODE L
tart a Ha Jack Ticke
E1454: RECIPYD IS INVALID ENTRY ]
EDOOC: ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT COMES HERE 3
EDOOO0: ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT 4
EDOOO: ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT COMES HERE 3
EDDOC: ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT 2
EOOO0 ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT COMES HERE i
ED0OC: ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT COMES HERE 1
EO0OCr ERROR TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT 1 "
b

What should my goal be for Supervisor Returns? Lest Updated
Task % My Supervisor Returns @ & HRAAverage @ |#a My Change Over Time @
11/2-11/8) (11/2- 11781 {10, to 11/2-1178]

L 13%
&+ Applications 13% ¥ 2%
Meeting Expectations
. . 14% .
D Recertifications 11% 0%
Areaof Growth
8%
# Case Changes 12% ¥ 4%
Top Performer
o ) 12%
I Periodic/Interim 12% 0%
Meeting Expectations
A Returns
Case Section #of Returns |2
Intarviaw - Househald Desails 19 -
interview - Member Deta 17
Interiew - Alert Detai 15
Intarviaw - Incoma Datail 14
Interview - Medical Datai 13
Intervsaw - Expenses 12
Interview - Other Expense Dets 11
Inervigw - Rescurces i
Interview « ABAWD Detal :
Budget a8

16
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Header and Timeframe selector

The Eligibility Specialist is required to select the timeframe for the report to generate
and can choose from Last 7 Days, Last 30 Days, er Last 90 Days, or a new option
of Last 180 days. This selection applies to all widgets in the page.

¢ Once the desired timeframe is selected, selecting the Retrieve button will display
the corresponding results.

The last section of the header includes the Need Support? Area and includes the
following links:

e WMS Error Correction Desk Guide: Clicking on this link will launch the
abridged version of the WMS Error Correction Desk Guide in PDF.

e Talk to your supervisor: Clicking on this hyperlink launches Microsoft TEAMS.

e Start a Help Desk Ticket: Clicking on this hyperlink launches a Help Desk
Ticket.

Accuracy — WMS Error Rate widget

The Accuracy - WMS Error Rate widget provides Error Rates on the
Applications, Recertifications, and Case Changes worked on by the Eligibility
Specialist for the set timeframe.

The table provides Error Rates on the Applications, Recertifications, and Case
Changes, Interim Reports, and Periodic Reports worked on by the Eligibility
Specialist for the set timeframe. It provides the Eligibility Specialist with information
on their performance in terms of their own Error Rate (displayed within My WMS
Error Rate), HRA Average Error Rate (displayed within HRA Average), and keeps
track of the Eligibility Specialist's current Error Rate over the previous period
(displayed within My Change Over Time).

My WMS Error Rate column:

e Atthe header level, the actual dates for the timeframe selected is displayed
below the My WMS Error Rate column in the following format: [current time
frame in the following date format: mm/dd — mm/dd]

e WMS Error Rate Calculation: Numerator = number of errors made on that type
of task. Denominator = total number of that type of task submitted to WMS.

= Both the numerator and the dominator must occur within the timeframe in
order to be part of the WMS Error Rate Calculation.

= The WMS Error Rate is displayed as a percentage.

= If the Eligibility Specialist did not perform any tasks (0 tasks) for the
selected time period (e.g. The Eligibility Specialist did not do any Case
Changes in the Last 7 Days [selected period], and only worked on
Applications and Recertifications), N/A is displayed across the Case
Changes row. In this example, Applications and Recertifications will have
Error Rates across the rows.

17
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e Depending on the WMS Error rate comparison to the HRA Average, the following
depictions are used:

= |f the Eligibility Specialist’s Error Rate for the selected period is less than
the HRA Average, the header will read Top Performer colored in a green
color block.

= |f the Eligibility Specialist’s Error Rate for the selected period is the same
as the HRA Average the header will read Meeting Expectations colored
in a blue color block.

= |f the Eligibility Specialist’s Error Rate for the selected period is greater
than the HRA Average, the header will read Area for Growth colored in a
yellow color block.

HRA Average column:

e Atthe header level, the actual dates for the selected time period is displayed
below the HRA Average column in the following format: [current time frame in
the following date format: mm/dd — mm/dd]

e Shows the average WMS Error Rate for all other Eligibility Specialists for the
selected time across each Task Type (Applications, Recertifications, Case
Changes, and Periodic/Interim Reports).

My Change over Time column:

e At the header level, the actual dates for the previous time period are displayed
below the My Change Over Time column in the following format: [previous
timeframe to current timeframe in the following date format: mm/dd — mm/dd to
mm/dd - mm/dd].

e |If this period’s Error Rate is below that of the last period, there is a green arrow
pointing downwards, followed by the change in percent.

o If this week’s Error Rate is the same from the last week, it will only display “0%".

e |If this week’s Error Rate is above that from the last week, there is a yellow arrow
pointing upwards, followed by the change in percent.

Help text for “What should my goal be for WMS errors?” when selecting the help
icon:

=7 (7]

HRA’s goal is to reduce WS errors.

Having high scriracy is more important than complating tasks
quickly. Decraasing WM errars hlps 3
efficiently and helps faed more families. Yau
in the Naeds Support saction below for help fiz
emrars.
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Help Text displayed when selecting the help icon for My WMS Error Rate column as
shown below:

9% My WMS Error Rate @

‘This is your WS error rate for the time period. The color blocks
provides additionz] information comparing your WS error rate to
the HRA Average.

Help Text displayed when selecting the help icon for this column as shown below:

late @ = HRA Average @

x
This iz the average error rate for other HFZA staff in your rola.

Help Text displayed when selecting the help icon for this column as shown below:

My Change Over Time @

This is how your error rate has changed over time; a yellow up
arrow shows that your amoumt of errars has increased; a green
down arrow shows that your amount of errars has decreased.

The My Most Common WMS Errors widget has a summary table of the Eligibility
Specialist's most common Errors for the selected time period. The table consists of
two columns. The Error Code column shows the name of the WMS Error(s). The #
of Errors column shows the count of the number of corresponding WMS Errors.
Both columns are sortable.

A Errors €7 Need Support?
v WS Error Comrection Desk Guids
Error Code $ofEmors It Feview the ar s esk Guide
1o leam how to fix your most comman emrars.
E2826 : EACE / ETHINIC PRESENT - CANNOT ENTER. U 11 ~
Talk to your Supervisor
E0467 : WE.ONG 55N VALIDATION CODE 9
Start 2 Halp Desk Ticket
E1454: RECTP-ID IS INVALID ENTEY 13
EQ000: ERR.OR. TEXT COMES HERE ERROR. TEXT COMES HERE ERROR TEXT COMES HERE 5
E0000: ERROR. TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT 4

EQ000: ERR.OR. TEXT COMES HERE ERROR. TEXT COMES HERE ERROR TEXT COMES HERE 3

E0000: ERR.OR. TEXT COMES HERE ERROR. TEXT COMES HEEE ERROR TEXT

EQ000: ERR.OR. TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT COMES HERE 1

EQ000: ERR.OR. TEXT COMES HERE ERROR. TEXT COMES HERE ERROR TEXT COMES HERE 1

E0000: ERROR. TEXT COMES HERE ERROR TEXT COMES HERE ERROR TEXT 1 W
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Accuracy-Supervisor Returns widget

The Accuracy — Supervisor Returns widget displays comparative information
as measured in respect to performance of other HRA staff in the same role and
in the same time period, as compared against the Eligibility Specialist’s overall
performance from the previous time period.
The Header of Accuracy-Supervisor Returns widget consists of the following:
= Widget Name: The name of the respective widget is displayed.
= Help Text Icon: Upon selection will display the corresponding help text for
this widget.
= Last Updated: Last updated timestamp on when the data was last
updated.
= A button to minimize or maximize the widget.

Task column:

This column consists of the row-headers of Applications, Recertifications,
Case Changes, and Periodic/Interim. It should be noted that periodic report
and interim report data are combined into this one row.

My Supervisor Returns column:

This column displays the Eligibility Specialist’'s Supervisor Returns for the
selected timeframe for each of the Task Types:
At the header level, the actual dates for the timeframe selected is displayed
below the My WMS Error Rate column in the following format: [current time
frame in the following date format: mm/dd — mm/dd]
Supervisor Returns Calculation: Both the numerator and the dominator must
occur within the timeframe in order to be part of the Supervisor Returns
Calculation.
= The Supervisor Returns is displayed as a percentage.
= If the Eligibility Specialist did not perform any tasks (0 tasks) for the
selected time period (e.g. The Eligibility Specialist did not do any Case
Changes in the Last 7 Days [selected period], and only worked on
Applications, Recertifications, Periodic/Interim), N/A is displayed across
Case Changes row. In this example, Applications, Recertifications,
Periodic/Interim will have Error Rates across the rows.
Depending on the Supervisor Returns comparison to the HRA Average, the
following depictions are used:
= |f the Eligibility Specialist’s Supervisor Returns for the selected period is
less than the HRA Average, the header will read Top Performer colored
in a green color block.
» The following informational text is displayed upon hovering over the
“Top Performer” label: “You're in the top 15% of all HRA staff in
your role.”
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= If the Eligibility Specialist's Supervisor Returns for the selected period is
the same as the HRA Average the header will read Meeting
Expectations colored in a blue color block.
» The following informational text is displayed upon hovering over the
“Meeting Expectations” label: “You’re in the average range for all
HRA staff in your role.”
= If the Eligibility Specialist's Supervisor Returns for the selected period is
greater than the HRA Average, the header will read Area for Growth
colored in a yellow color block.
» The following informational text is displayed upon hovering over the
“Area for Growth” label: “Your performance in this area is not as
strong as other HRA staff in your role — your supervisor can help
you improve.”

HRA Average column:

The column displays the average Supervisor Returns Rate for all other
Eligibility Specialists for the selected time across each Task Type.

At the header level, the actual dates for the selected time period is displayed
below the HRA Average column in the following format: [current time frame in
the following date format: mm/dd — mm/dd]

My Change Over Time column:

This column displays the Eligibility Specialist’s change in Supervisor Returns
Rate from the previous time period (based on the time frame selection) to this
time period across each Task Type.

At the header level, the actual dates are displayed below the My Change Over
Time column in the following format: [previous timeframe to current timeframe in
the following date format: mm/dd — mm/dd to mm/dd - mm/dd]

If this period’s Supervisor Returns Rate is better than the last period, there is a
green arrow pointing downwards, followed by the change in percent.

If this period’s Supervisor Returns Rate is the same from the last period, it will
only display “0%”".

If this period’s Supervisor Returns Rate is worse than last period, there is a
yellow arrow pointing upwards, followed by the change in percent

Supervisor Returns by Section Widget

The Supervisor Returns by Section is displayed after the Accuracy —
Supervisor Returns chart. It includes a table of two sortable columns of Case
Section and # of Returns:

Case Section column: This column displays the same sections as the
Supervisor disapproval mechanism. For example, if “Expenses” is one
Supervisor disapproval section, then only Expenses should be displayed on this
table (along with the count of Supervisor Returns for Expenses). However, if
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Expenses is broken up into Heat, Rent, etc., then the individual components
should be listed (along with the count of Supervisor Returns for the respective
sub-section).

e # of Returns column: This column shows the count of the number of
corresponding Supervisor Returns the Eligibility Specialist has for the respective
Streamlined Paperless Office System (SPOS) Case Section.

13.Event Log

A newly added Event Log section is displayed on the Overview screen of the
SPOS application. The event log section of the Overview screen only shows the
events for the current task. This read-only grid will provide information on the
Status, Event, Date, Staff Name, and Unit.

m SNAP APPLICATION INTERVIEW B B 0= 017019 St Coe Contes: P21 Wk Conter F21
HRA CMS

Qverview @
OVERVIEW [ o Ruasonabie Accommodations Reported -}
INTERVIEW [ - .

EventLog @ D) AccessHRAIfo @ Full Eventlog
BUDGET Stmbuen Event [ Stuit Mawme Uit

Processing Starved from et Next 020572019 AALD
TAD 003AM

Faadyiodmign  MandsadVerlicston Receved - Ful 02022019
GRANTS TI90M

Pending Document Indeed 020272019 AALD
FORMS TIPPM

Pending Document Submitted 020272017
PROCESSOR e

SUMMARY Suparvisory ESNAP sant to WS owz7/201% AAID
1229 M
Suparvisory Complete ESHAR Superyisor Review ov27/201% AA10
1228 PM
Supervisory Start ESMAP Supervisor Review oy27/201% AALD
1221PM
Supreisory Stared trom Get Next ou27/2019 As10
1220 PM
Brocestng Processing Compiets ov2r/2018 AALD
124190
Processing ESNAP Processing ovz7201% AAID
1241 PM
Ready to Assign ESHAP Raady ouz7/201%
1L51AM

Punding Deferred for Verification L2201 AM0
1151AM
Interview Complete intervew 0172772019 AA10

The Eligibility Specialist can see the complete events for all tasks upon selecting the
Full Event Log link within the Event log section of the Overview screen.

e Upon selection of the link, a modal window opens showing all the events for all

the tasks on the respective case. Below shows the Full Event Log for the
Application Interview Activity.
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-_— 0 OO0

-~

w Tl Apphcation

“dmbur ot Dt Sl M Ut

Eeocwamng Startmd from Gt st AL

Emmdy 1o Agsegry Fgrdisted ver foaton Recerved  Full

Ferairg Docsrvarmant i AL

Fendrg Ciourment fueaied

Superyrsory ESHAR e o WS Ak 50

POy Comphsts ESHAP Supirvisor Rivie AASD

Supervmory Start [3HAF Superveor Rarvew AALL

TPy Startmd from Cet Hewt Ak LD

Emacty to dazagn Supmrvinor Rarves Eaguered

Frocensng Broneyieng Corpeete AALE

(S ESHAP Procasieg AALD

Fuenty 1o dansg [3*4AF Raacty

Pardrg Crtwrrad oo Warficaton AALD

R Corm gt ey AALD

Iy St It ey ALLD

ot Startwd from Cat bt AAGL

P Ag Bag - b= Canter Ak 0
w
r

Within the Modal window, each task can be expanded or collapsed upon selection
as seen below.

FULLEVENT LOG x

> Task: Application

New activity types in R2
In R2, the Interim Reports, Periodic Reports and Intakes started or completed by
staff will also appear in the Event Log.

Event Log update for notifications

New events will be tracked in ANGIE for email and robocall notifications for
applications and recertifications:
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Access HRA Notification Appointment Reminder

Access HRA Notification Recertification Due Date Approaching
Email Notification for Recertification Submission

Email Notification for Recertification Interview

Robocall Reminder for Recertification Submission

Robocall Reminder for Recertification Interview

Robocall Reminder for Application Interview

14.SNAP Intake List

The workers will no longer need to access multiple intake activities to register a
SNAP case. A new Intake List will be added to allow the worker to register a new
SNAP case and to resume a suspended intake. The worker will need the SNAP
Intake skillset to access to the Intake List.

The list includes the following information:

Start New Intake button — allows the worker to start a new intake.
Task — type of intake.
Status — current status on the case (In Progress [Suspended], Completed).
Case Number — case number associated with a particular case.
Case Name — name of the Head of Household on the case.
DOB - date of birth of the Head of Household on the case.
SSN - Social Security Number of the Head of Household on the case.
File Date — date of when a particular case was filed.
Action — with the Resume Intake button (only available if the action was
suspended)
= The Eligibility Specialist can resume the suspended SNAP intake by
selecting it from a list.
= The Eligibility Specialist can search by Case Name, or by SSN to refine
the search results.
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Application Intake -

Start new intake. Get started by pressing the butten to the right.

Or Resume an In-Progress Intake

Search By il Date v [prme 2] e &)

Search Results
Task Status Case Number Case Name poB SN File Date 12
Intake In Progress 1281024520148 1/2/2020
Intake In Progress 131034550145 1/2/2020
Intake In Progress 165476543821 1/2/2020
Intake In Progress 185367825437 12/27/2019
Intake In Progress 195345678250 12/20/2019
Intake In Progress 128536456197 12/17/2019
Intake In Progress 1985340987273 12/11/2019
Intske In Progress 196390865381 12/10/2019

15.SPOS Activity: SNAP Intake

Action(s)

:

A new SNAP Intake activity was added in ANGIE to allow registration of new SNAP
cases. The new activity is accessed through the Intake List.

& TOOLS

INTAKE

TEAM PERFORMANCE

TEAMS DALY ACTIVITY

REPORTS

WORKFORCE MANAGEMENT

Intake @

Application Intake

Start rew intake. Got started by pressing the button to the right.

Or Resume an In-Progress Intake

[ Select Search By Item

d

Last Updated: 01/03/21

This new activity consists of the 3 screens:

¢ Household

e Contact Info

e Action
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Household screen
This screen allows the ES to add the members of the household. The first household
member added is the head of household, with a relationship of Casehead or Payee.

The ES clicks on the Add New Member button to add the household members.

m Case: [N e Cate 01082072 State: AP Case Center- I Weerker Cenber: BER

HRACME -~

Household @

B fa Prepares Meah with
HH Mdermbes Relation to Hot Sex DO = e Head of Mounckold  Remoee

TIGAE 5 5 IR &F SN FTBes

When adding a person, click SAVE CHANGES and NEXT to transmit.

Member Detail
HH Mambar
Retation o Head of Household
Sex
Diate OF BirthiDOB)
Social Security Number
Ethnicity

W

SUSPEND ACTRATY m

The ES must enter the new member details, including:

First name

Middle initial (if any)

Last Name

Other names (if any)

Relation to head of household (HoH)

Buys & prepares meals with HoH

Date of birth

Language spoken (for household members 18 years of age or older)
Social Security Status

Social Security Number (SSN) (when Social Security Status selected is 1)
Sex

Ethnicity

e The ES then clicks the Save Changes button to save the entries. To add
additional applying household members, the ES clicks the Add New Member
button.

e When all household members are added, the ES clicks Next to continue the
intake.
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SNAP RECEPTION INTAKE
Household @

HH Member
[ ]

‘When adding a person, click SAVE CHANGES and NEXT to transmit.

Wew Member Detall

First Name L Last Name

Relstion to Head of Household

Casehasd

Date Of BirthIDOE)

Sodial Security Staius

155N Fresent bt Mot Vet Vabdated

Relation to HoH =~ Sex (=]

- e -

B e -

e [ i vt 010072002 Stabe: AP Case Conter: [l Worker Conter: I @ TOOLS

M success -
Buys & Prepares Resh with
M SHAP ol o Honcheld Remarer
" O™ 0

Oiihwer Wames.
Sedert =

Burys & Prepaeres Mesls waith Ho#

Language Sooken

Social Securty Mumber

W

SUSPEND ACTRATY m

Contact Info screen
This screen allows the ES to enter the address, contact, and language preference
details for the case.

@ TOOLS

SNAP RECEPTION INTAKE - N - U= 2022 St A Case Conter [ werter coner g

Contact Info @ =
HOUSEHOLD Q
COHTACTINFD e Primary Telephone Extension Secondary Telephone: Extension
ACT . . (2124555-1213
Ervail Addres
ACTIVE CASES AT THIS ADDRES S
Mame: PA MA F5 pore  Aedio
Preferrod Language for Speaking Preferrod Language for Written Motices o Octer Active Cares it
Englch = Englh -
Do you preder o go by a rame other than your legal name? Preferred Name
v -
Do you have a preferred tithe? Preferred Title:
Bt - -
k] R i e yos? Applcaid (s
Legal Fist Mame - On the Phone

The ES must enter the following details:

Primary telephone (if any) and extension (if any).
Secondary telephone (if any) and extension (if any).
Email address (if any).

Preferred language for speaking.

Preferred language for written notices.

27



Attachment B Eligibility Specialist Role
ANGIE Release 2 (R2) Notes

e Do you prefer to go by a name other than your legal name?
= If yes, the Preferred Name field appears.
e Do you have a preferred title?
= If yes, the Preferred Title field appears.
What pronoun would you like us to use for you?
Applicant is?
Residential address.
Mailing address (if any).
Advocate address (if any).
Authorized representative (if any).
Contact preferences.
Text phone (if any).

¢ Once the required entries are made, the ES clicks the Save Changes button. To
proceed to the next screen, the ES clicks the Next button.

Action screen

This screen allows the ES to view any existing cases for the applicant, to select a
disposition, update the file date and contact date (if needed), complete the expedited
processing determination and select the type of interview for the application. After
the required information is entered, the ES registers the case in WMS from this
screen.

M SNAP RECEPTION INTAKE _m-kmwm mnmcm:.mnu center: I

Action @

COHTACTINFG . -
@ Pprior Relevant Cases

AETION )
Cane. Hame A SHAR il Date SHAR Case Reason Code

i e s BTt

Additional Factors
There ks no Information
Action

Action To Take

Mail or Fax Missing Signature DOCCS Case
Procesd with Apphication

File Date

oLCA022 B
Contact Date
L0z )
Expedited Processing Determination
Unable to determine Expedited Processing Determination
4 w

The screen contains the following sections:
e Prior relevant cases
e Additional factors
e Action
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Working families SNAP initiative
Interview type

Prior relevant cases and Additional f

Expedited processing determination

actors sections

The Prior relevant cases section displays any open cases, recently rejected cases
and recently closed cases for CA or SNAP for the applicant in WMS. When no cases

are found, it displays a message of No
are found, the Additional factors secti

e Is this a special situation?

information reported. When any open cases
on open up to 3 questions:

Does the applicant still want PA?
Was the interview conducted within past 30 days?

The answer to these questions may lead to a referral to the center where the
applicant currently has an open case. The ES must not prevent the applicant from

applying when open or recent cases ar

Prior Relevant Cases

Case Name CA
VVVVVVVVVVVV NA
,,,,,,,,,,, NA
Additional Factors
Is this a special situation?
No
Was the interview conducted within past 30 days?

—-Select--

Action section

e found.

SNAP File Date SNAP Case Reason Code

AP

Does the applicant still want PA?

The Action section allows the ES to select the next step for the intake in the Action

section.

If the intake will not continue because the applicant does not want to proceed with

an application, the ES selects one of th

e End the application
Continue CA center

Continue SNAP center

e following options:

To continue with the case registration, the ES selects Proceed with Application

and takes the following optional steps:
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e If the case is a mail or fax application, the ES clicks on the Mail/Fax
checkbox.

e If there is a missing signature on the application, the ES clicks on the Missing
checkbox

e If the case is part of the special Department of Corrections and Community
Supervision (DoCCS) initiative, the ES clicks the DOCCS Case checkbox.

= Checking this box opens a mandated Expected date of discharge
field and sets the Case Center to F11.
e The file date and contact date can be back-dated, if required for the case.

When the ES proceeds with the application, they must complete the Expedited
processing determination, Working families SNAP initiative, and Interview type
section to register the case.

Expedited processing determination section

The ES must review the application and complete the expedited processing
determination fields. This includes whether the applicant already received SNAP
benefits in the month of application, information about income, resources, shelter
and utility expenses, and migrant or seasonal farm worker income. Based on the
answers, SPOS displays the outcome. If insufficient information was provided to
make this determination, the ES must click the Unable to determine Expedited
Processing Determination checkbox.

Working families SNAP initiative section

The ES must check the checkboxes in this section if at least one household member
works at least 30 hours per week or earns at least 30 times the Federal minimum
wage per week (currently $217.50 per week), or at least 2 household members work
at least 20 hours per week or earn at least 20 times the Federal minimum wage per
week (currently $145 per week).

Interview type section
This section allows the ES to select the Interview Type, which can be a telephone
interview or an in-center interview.

e For an in-center interview, the ES must select the date and time of the
interview.

e The Case Center is initially prefilled by SPOS based on the residential zip
code for the case, but can be updated by the ES.

e The ES must enter the caseload for the case.

e After entering the required information, the ES clicks the Save Changes
button.

e Once the changes are saved successfully, the ES clicks the Register Case
button to transmit the application to WMS.
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e SPOS submits the information to WMS and displays the WMS case number

once the case is registered. The activity closes and the ES returns to their
home page in ANGIE.

Application case registered [ 000 |

If the registration is not successful, an error message appears for the ES, who
must review the case information to apply any fixes needed.

= Emor - Case cannot be registered in WMS

16.SPOS Activity: Document Review

ANGIE assigns a task known as Document Review when documents are received
for an active (AC) case and there is no pending recertification or case change task
for the case.

The SPOS Document Review activity allows the Eligibility Specialist to review
newly submitted applicant/participant facing documents for active SNAP cases to
determine whether changes are required based on the submitted information. The
Document Review task is distributed to the Eligibility Specialist based on the priority
logic.

e The Document Review Activity starts when the Eligibility Specialist selects the
“Get Next Case for Processing” button. The system assigns the next available
Task with the highest priority that is ready to be worked.

Get Next Case for Processing -
Ry tovwark enthe et case? Gt startd by ressing he butian o theright.

The Eligibility Specialist will see the case profile.

31



Attachment B Eligibility Specialist Role
ANGIE Release 2 (R2) Notes

Get Next Case for Processing =

Riaacly o work on the next case? Get staried by pressing the button to the right

Case Snapshot
Tk Lot Modified  Cae Nusmbes Carwes Nawme: Dos 5 Care Statars Tk Due: Dute: Actionis)
Document Review  02/03/2019 AC-Raview 02/20/2020 Start ﬂ ﬂ
Case Composition
HH Member / Line: Doa =M Incdivichusl Staties
AC
AC

e Selecting the Start action and clicking on the Go button from ANGIE, opens the
Document Review Activity in the Streamlined POS (SPOS) application. All
work processed in SPOS during the Document Review Activity is tracked within
ANGIE.

The Overview screen is the landing page of the Document Review activity. The
Overview screen and Interview Review screens are accessible to the Eligibility
Specialist in the Document Review activity.

NYEC DOCUMENT REVIEW Y SR oo S o o2 Wt 21
HRA CMS

. VERIFICATION
Overview @

OtherDocs  Reviewed
e Case Composition @ ! e

@ Al documents must be reviewed
INTERVIEW O] HH Member on DoB SN SNAP Status  Bmason SNAP Status Dote

M- Home Address
Application Submitted ©

Case Number File Date: Application Status Date of Seatus Link to Application PDF

Case Alerts @

No Match Found

Event Log @ =

e Selecting the Next button on the bottom of the Overview page navigates the
Eligibility Specialist to the Interview Review screen. The Eligibility Specialist
does not have access to the editable interview through the Edit (pencil) icons on
the Interview Review screen. The Eligibility Specialist can also access the
Interview Review screen by selecting the Interview link on the left navigation
pane.
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’ m DOCUMENT REVIEW I B - 0ot 0172672019 st AC G Conen: 21, Werks Conter: F21
HRA CMS
Interview @
OvERaEW © Household Details ~
INTER - o Contact Information
o © Primary Telephone Extension Secondary Tedephone Extersion
None None
Income °
Medciaveelisr @ Email Address Speaking Language: Notice Language
English English
Expenses o
Resources ° Addrexs ch ddress
None
ABAWD °
DocumentReview @ =
None No No No
At Format for Notices Notification Preferences  Text Phone Altermate Text Numbes
None None None None
Member Detail : Casehead, Male, DOB
Household
Ethnidity Buys & Prepares Meals
B Nomatch on name
Individual Details
Martial Status Other non-Legal Name Preferred Name Language for Speaking v
m DOCUMENT REVIEW -c-— File Duter Q1/20/2019  Statuer AC Case Comtne- £21 Workns Conter- §21
HRA CMS
2 VERIFICATION
Interview @
OVERVIEW © PN
ERVIEW - o Resources
Household Detalls @ Cutegorically Eighle Total Amount 1-0v13/20 —
Income o = $5000 M- Home Address
Medical Information  © Resource Ledger
O- Housing Expenses - Rent
Bxpenses © CashOnHand Checking Accounts Savings Accounts or CDs
Resources © $5000 $000 $000
ABAWD o 01112/20
g - M- Pensions
Document Review @ ABAWD Detail : Y/2
20 A-ABAWD a 0500172019 M- Income from Empioyment
06/19 AB,05/19 AB, 07/01/2019 1(07/19) 11472
04/19AB, 0319 AB
o
Document Review
There are na details.
oo
v

The Eligibility Specialist does NOT have access to the editable Interview through the
Edit (pencil) icons on the Interview Review screen. The middle panel displays the
complete read only summary details of the Interview. In addition to the standard
Interview detalils, it also displays the new section of Document Review details.
Initially before reviewing any documents, there is no information of a document
review and therefore the message “There are no details” is displayed, as seen
above.

The bottom of the Interview Review screen contains the action buttons consisting of
No Changes and Process Defer buttons.

¢ All the documents in the verification widget under “For Review” tab MUST be

reviewed before clicking on the “No changes” or “Process/Defer” buttons at
bottom. If the Eligibility Specialist tries to skip the document review and clicks on
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the bottom “No Changes” or “Process/Defer” button then the system displays
the error message “All documents must be reviewed” (red color) in verification
widget as seen below.

m DOCUMENT REVIEW 1 c-_ Flo Dute 01/26/2019  Statu AC  Case Contor: F21  Werkar Conter: F21 & 10018

HRA CMS
. VERIFICATION
Interview @
OVERVIEW °
NTERVIEW L Resources
Household Detals  © Categorically Elgible Total Amount
Income ) Yes $50.00
Medal Information  © Resource Ledger
Expenses < Cash On Hand Checking Accounts Savings Accounts or CDs
Resources ] $50.00 $0.00 $0.00
ABAWD o
Document Review  © ABAWD Detail Y/2
Employabiity Code ABAWD Indicator Strike Months ABAWD Cycle Start
2 A-ABAWD 4 06/01/2019 income from Employment
Non-Partic Months. WRS Emp Code ABAWD Re-Establishment Grace Period Used
06/19 AB. 05/19 AB. 07/01/2019 1107/19

04/19AB, 03/19 AB
[+ o |

Document Review

e Clicking on Document link (green color) in the verification widget will open a
PDF of the document in a popup as seen below.

m DOCUMENT REVIEW I =B - oo 012015 St AC Cass Contar 21 Wskor Coner 21

M- Pensions

HRA CMS
VERIFICATION
OVERVIEW ) For Review Other Docs Reviewed
A Al documents must be reviewed
INTERVIEW <
Landlord letter Statement from Non-Relative Landlord -
Household Detalls @
Income ] Sample Document M- Home Address
Medical Information &
O- Housing Expenses - Rent
Expenses [-]
Resources ] Retirement or Pension Benefit Letter
ABAWD ® 01/12/20
]

Document Review

Pay Stubs. 01/11/20

Landlord letter Statement from Non-Relative Landlord s
M- Income from Employment

Statement from Medical Professional - 2-
01/14/20

=

COMMENTS

¢ Clicking the No Changes Required button next to the eligibility factor opens the
No changes dialog window. The Eligibility Specialist must select the appropriate
No Change Reasons. The system will allow the selection of multiple reasons
within this modal window.
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NO CHANGES

No Change Reasons.

¥ Changes were already applied to the case v Documents are not relevant to the case

Documents without changes Late periodic report without changes

After saving the reasons in the No Changes dialog window, the No Changes
Required button changes from White, to Blue, as seen on below screen.

e When itis required to further edit, then selecting the No Changes Required
button displays the last saved reasons in the No Changes dialog.

e Selecting the Changes Required button indicates that there is no further action
required and therefore changes the color of icon from White, to Yellow as seen

on the below screen.

NYC DOCUMENT REVIEW

HRA CMS
Interview @
OVERVIEW o
INTERVIEW ) Resources
Household Details @ Categorically Eligible Total Amount
Yes $50.00
Income °
Medical Information @ Resource Ledger
Expenses © Cash On Hand Checking Accounts
Resources ) $50.00 $0.00
ABAWD ©
Document Review @ ABAWD Detail : Y/2
Employability Code ABAWD Indicator
20 A-ABAWD
Non-Partic Months WRS Emp Code
06/19 AB,05/19 AB,
04/19 AB, 03/19 AB
Document Review
There are no details.

Savings Accounts or COs.

$0.00

Strike Months. ABAWD Cycle Start
4 06/01/2019

ABAWD Re-Establishment Grace Period Used

07/01/2019

1(07/19)

I

- CasefI 7o 0ot 01/2672019  StatusAC  Case Center: 21 Worker Center: F21 £ TO0LS

VERIFICATION

For Review Other Docs Reviewed
A Al documents must be reviewed

Landlord letter Statement from Non-Relative Landlord -
1-01/11/20

M- Home Address

0O~ Housing Expenses - Rent
Retirement or Pension Benefit Letter
01/12/20

M- Pensions

Pay Stubs - Fisher, Mark / 1-01/11/20

M- Income from Employment

Statement from Medical Professional
01/14/20

The Eligibility Specialist must review every document within the For Review tab.
After taking the necessary action of Changes Required or No Changes Required
in the verification widget under the For Review tab, the display changes from the
default state of white to Changes (Yellow) or No Changes (Blue).
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NVYC DOCUMENT REVIEW B B = 0w 01242019 Sat G o ot P21 Wit et 21

HRA CMS
. VERIFICATION
Interview @
OVERVIEW, ° - For Review OtherDocs  Reviewed
Resources AN S be reieed
INTERVIEW "8 M- Home Address
Household Details @ Categorically Eligible Total Amount
Income ) Yes $5000 - Housing Expenses - Rent
Medical Information @ Resource Ledger
Expenses © Cash On Hand Checking Accounts Savings Accounts or CDs
Resources © $50.00 $000 $000
ABAWD ©
Document Review @ ABAWD Detail : Y/2
Employability Code ABAWD Indicator Strike Months ABAWD Cycle Start
20 A-ABAWD 4 06/01/2019
Non-Partic Months WRS Emp Code ABAWD Re-Establishment  Grace Period Used
06/19 AB, 05/19 AB, 07/01/2019 1(07/19)

04/19 AB, 03/19 AB

Document Review

- COMMENTS

There are no details.

e The Eligibility Specialist must click on the Save Changes button in the
verification widget to save the Document Review changes in the system.

m DOCUMENT REVIEW | ] =—_ Pl Date: 01/26/2019  Status AC  Case Conter: F21  Worker Center: F21 £ 100LS

HRA CMS
. VERIFICATION
Interview @
OVERVIEW ° = For Review Other Docs
Resources A Al documents must be reviewed
INTERvIE @ M- Home Address
Household Detalls & Categorically Eligible Total Amount
Income © e 5000 O Housing Expenses - Rent
Medical Information & Resource Ledger
Retirement or Pension Benefit Letter -
Expenses o Cash On Hand Checking Accounts Savings Accounts or CDs 01/12/20
Resources © $50.00 50.00 iy, S000 M- Pensions
ABAWD ° o Pay Stubs - 1-01/11/20
Document Review & ABAWD Detail : Y /2 M- Income from Employment
Employability Code ABAWD Indicator Strike Months ABAWD Cydle Start N o :
tatement from Medical Professional
20 A- ABAWD 4 06/01/2019 A
Non-Partic Months WRS Emp Code ABAWD Re-Establishment  Grace Period Used O Dally Activity Limited
08/19 AB, 05/19 AB, 07/01/2019 1(07/19)
04715 AB, 03/15 AB

Document Review

There are no details.

This also results in saving the changes in the Document Review section of the
Interview Review screen as seen below.
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NYC DOCUMENT REVIEW B B eoumovaicon Swumac ComocmnFll WottrCmamFzt
HRA CMS
. VERIFICATION
Interview @
ABAWL Letall Y2 For Review i
OVERVIEW © or Review Other Docs Reviewed
Employability Code ABAWD Indicator Strike Months ABAWD Cydle Start © Al documents must be reviewed
INTERVIEW e 20 A~ ABAWD 4 06/01/2019 M- Home Address
Household Detalls @
! ' Non-Partic Months WRS Emp Code ABAWD Re-Establishment  Grace Period Used
Income L] 06/19 AB, 05/19 AB, 07/01/2019 1(07/19) - Housing Expenses - Rent
. 04/19 AB, 03/19 AB
Medical Information &
Expenses []
v .
— o Document Review _ Pensions
Document Name Eligibility Factor Review Outcome
ABAWD e
Landlord Letter Statement f1 Home Address 02/05/20, No Changes Required/Changes ’
Document Review & from non-relative landlord - were already applied to the Income from Employment
01/11/20 case,Documents without changes
Landlord Lefter Statement 4! Housing Expenses - Rent 02/05/20, Changes Required
from non-relative landlord - 114
01/11/20
- Dally Activity Limited r4
Retirement or Pension 1 Pensions 02/05/20, Changes Required

Benefit etter - 01/12/20 .
Pay Stubs - 01/11/20 1 Income from Employment 02/05/20, No Changes Required/Changes ¥ SAVE CHANGES
were already applied to the case

Statement from Medical ¥/2  Daily Activity Limited 02/05/20, No Changes Required/Changes
Professional - 01/14/20 were already applied to the case,
Dacuments are not relevant to the case

PROCESS / DEFER

COMMENTS

The Document review section displays the details of Document Review such as
Document, Name, Eligibility Factor and Review Outcome which includes Review
Date, Changes Required or No Changes Required, and No Change Reason(s).

No Changes button:
e Disabled when one or more of the eligibility factors marked as Changes
Required.
e Enabled if all eligibility factors are marked as No Changes Required.

Process/Defer button: Always enabled
The following logic drives the display of the Action buttons at the bottom of the
Interview Review screen in SPOS Document Review activity:

e The No Changes button is available at the bottom of the screen and ends the
activity. Upon selection, the Eligibility Specialist is returned to ANGIE.

e A Process / Defer button is available at the bottom. This button takes the
Eligibility Specialist to the Interview Review screen in the SNAP Change
Case Data activity to allow the Eligibility Specialist to process any changes
needed to the case data prior to calculating a budget.

e The Eligibility Specialist can suspend the activity at any time.

SNAP Change Case Data Activity — Interview Review Screen

e Selecting the Process/Defer button in the Document Review Activity results in
the system opening up the SNAP Change Case Data Activity as seen below.

e The Interview Review screen is the default landing screen of the SNAP Change
Case Data Activity when it navigates from the Document Review Activity.
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M SNAP CHANGE CASE DATA I B o 0ot 01262019 SatusAC  Case Conter:F21 Workar Conter:F21
HRA CMS
. VERIFICATION
Interview @
OVERVIEW (] Household Details Missing Other Docs Reviewed
INTERVIEW ® Contact Information # 1-01/11/20
Primary Telephone Extension Secondary Telephone Extension
Household Details @ - Home Address
6346 None None
Income: L]
Email Address Speaking Language Natice Language - Housing Expenses - Rent
Medical Information & .
English English
Expenses L] nt or Pension Benefit Lett
Residential Address Miailing Address Advocate Address 1/12/2
Resources @
None - Pensions
ABAWD L]
Document Review & Authorized Representative  Enrolled in Paperless Notices  Block Access in AHRA Visually Impaired e e
None No No No - Income from Employment
BUDGET
Alt Format for Notices Natification Preferences Text Phone Alternate Text Number e
TAD None None None None
SEN Member Detail : - Casehead, Male, DOB:
== I
FORMS Household &
PROCESSOR Social Security Number Social Security Status Ethnicity Buys & Prepares Meals
SUMMARY
B No match on name
Individual Details #
Martial Status Other non-Legal Name Preferred Name Language for Speaking.
Married-Living Together Yes English
COMMENTS

SNAP Change Case Data Activity — SPOS Document Review Section of
Interview Review Screen

The contents of the Document Review section of the Interview Review screen
displays the same data/content that were filled out in Document Review Activity.

Document Review

Document MName Eligibility Factor Review Outcome

Landlord Letter Statement Home Address 02/05/20, No Changes Required/Changes

from non-relative landlord - were already applied to the.

01/11/20 case,Documents without changes

Landlord Letter Statement Housing Expenses - Rent 02/05/20, Changes Required

from non-relative landlord -

01/11/20

Retirement or Pension Pensions 02/05/20, Changes Required

Benefit Letter - 01/12/20

Pay Stubs - 01/11/20 Income from Employment 02/05/20, No Changes Required/Changes
were already applied to the case

Statement from Medical Daily Activity Limited 102/05/20, No Changes Required/Changes

Professional - 01/14/20 were already applied to the case,

Documents are not relevant to the case

17.Document Review after Case Closing or Denial

New logic will be added in ANGIE to create a Document Review when documents
are received after certain rejections or closings. It will be assigned based on the
priority order. One of the following events will appear in the Event Log:

Documents received after application denial - review required.
Documents received after recertification closing - review required.
Documents received after closing - review required.

Documents received after periodic report closing - review required.
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For cases that were rejected using the WMS codes V21 (Failure to Provide
Verification), M20 (Failure to Provide Information During Certification Period
[Timely]), M24 (Failure to Resolve a Computer Match [Adequate]) or M25 (Failure
to respond to a Computer Match Call-In (Timely]) during an Application, when
mandated or optional documents are indexed within 60 days of the file date, a
Document Review activity will added for assignment based on priority.
» The following event will appear in the Event Log: Documents received
after application denial - review required.
For cases that were closed using the following WMS codes Y29 (Failure to
Provide Verification-Expedited SNAP [No Notice]), M20, M24 or M25 during an
Application, when mandated or optional documents are indexed within 30 days of
the closing, a Document Review activity will added for assignment based on
priority.
» The following event will appear in the Event Log: Documents received
after application denial - review required.
For cases that were closed using the WMS codes V21, M20, M24, M25, M26
(Failure to Provide Verification of Wage Match) or M27 (Failure to Provide
Verification of UIB Match) during a Recertification, when mandated or optional
documents are indexed within 30 days of the last day month of the recertification
processing month, a Document Review activity will added for assignment based
on priority.
= The following event will appear in the Event Log: Documents received
after recertification closing - review required.
For cases that were closed using the WMS closing codes M20, M24, M25, M26
or M27 during a case change, periodic report or interim report, when mandated
or optional documents that are indexed within 30 days of the closing date, a
Document Review activity will added for assignment based on priority.
= The following event will appear in the Event Log: Documents received
after closing - review required.
For cases that were closed using the WMS closing codes E50 (Failed to Return 6
Month Periodic Report [Timely]), E51 (Failed to Return 6 Month Periodic Report -
Questions [Timely]), E52 (Failure to Complete 6 Month Periodic Report —
Signature [Timely]) and the Periodic Report (LDSS-4310) periodic report or the
Follow-Up Periodic Report (LDSS-4310A) follow-up to the periodic report was
indexed for the case within 30 days of the closing, a Document Review activity
will added for assignment based on priority.
= The following event will appear in the Event Log: Documents received
after periodic report closing - review required

In the Document Review activity, the Eligibility Specialist must review the
documents for compliance and enter a detailed comment indicating whether the
case meets the requirements for a reopening:

If the case meets the requirements for a reopening, click the No Changes button
in the Document Review. Register a new application and link it to the prior case
through the application activity.
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e If the case does not meet the requirements for a reopening, click the No
Changes button in the Document Review. No further action is required.

18.SPOS Activity Integration
The following SPOS activities are integrated with ANGIE for the Application tasks:

Application Interview
Application Modification
ESNAP Decision

FTK Application Interview
EC - Application Interview
EC - ESNAP Decision

EC - FTK Application Interview
Settle in Conference

Stop Adverse Action
Print a Form

Make Case Comment
Document Intake

e SNAP Intake

The following SPOS activities are integrated with ANGIE for the Recertification
tasks:

Recertification Interview

EC - Recertification Interview
Settle in Conference

Stop Adverse Action

Print a Form

Make Case Comment
Document Intake

The following SPOS activities are integrated with ANGIE for the Case Change
tasks:

Change Case Data

EC - Change Case Data
Settle in Conference
Stop Adverse Action
Print a Form

Make Case Comment
Document Intake

Case Transfer
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The following SPOS activities are integrated with ANGIE for the Interim Report
tasks:

Change Case Data

EC - Change Case Data
Settle in Conference
Stop Adverse Action
Print a Form

Make Case Comment
Document Intake

The following SPOS activities are integrated with ANGIE for the Periodic Report
tasks:

Change Case Data

EC - Change Case Data
Settle in Conference
Stop Adverse Action
Print a Form

Make Case Comment
Document Intake

19. Deferrals for Case Changes and Updates to Priority Logic

ANGIE will be updated to track deferrals for mandated and optional verification using
the Notice of Documentation Required — Change in Household Circumstances (W-
132S) in the SPOS Change Case Data activity that are not periodic reports or
interim reports:

e When the case is deferred, the task status will move to pending.

e For deferrals requesting mandated verification, the task will be marked as ready
to assign if all mandated documents are received and indexed before the deferral
due date. The date that the full documentation was received becomes the priority
date. If the mandated documents are not received by the deferral due date, the
priority date will be one day after the deferral due date.

e For deferrals requesting only optional verification, the task will be marked as
ready to assign when the optional documentation is received. The priority date is
one day after the deferral due date. If no documentation is received, the task will
be closed after 45 days.

20.IVRS Recertification Processing

SNAP recertifications are mandated actions for active cases to continue to receive
benefits, which occur towards the end of the certification benefit period.
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21.

Elderly and disabled recipients can qualify to process their mandated recertification
through an Interactive Voice Response System (IVRS). Most successfully completed
IVRS recertifications are directly recertified through an interface with NYS, with a few
exceptions:

e When there is a WMS match for Social Security Administration (SSA) information
or income, the case is marked as “high risk” and the recertification task must be
processed by the Family Independence Administration (FIA). The interview for
these cases is kept and ANGIE will mark these cases as ready to assign and
assign them according to their priority.

e When the case reports a change in their shelter expenses, a deferral process is
initiated. The Submit Proof of Your Change in Shelter Expense For Your SNAP
Case! (FIA-1146B) Form is generated and the task status is marked as pending.
Once the deferral due date passes, ANGIE will mark these cases as ready to
assign and assign them according to their priority.

e The events for IVRS Recertification processing will be captured in the Event
Log:

= Interview SNAP No Change IVRS Complete

= Pending SNAP No Change IVRS Deferred for Verification

= Ready to Assign SNAP No Change IVRS Automated CED returned by
WMS

= Ready to Assign SNAP No Change IVRS RFI Hit/High-Risk

*= Processing SNAP No Change IVRS - CED Auto Transmitted

= Processing SNAP No Change IVRS Processing Complete (auto)

Elderly Simplified Application Project (ESAP) Recertification Processing

To further improve the participation of older and disabled adults in SNAP, New York
has been approved to implement the ESAP process. This project streamlines the
SNAP application and verification process for eligible seniors and/or disabled
individuals, and to simplify the recertification process, thereby preventing
interruptions in the receipt of benefits.

A simplified application/recertification form was created to be used by ESAP
households, the Application/Recertification for Supplemental Nutrition Assistance
Program (SNAP) Benefits (LDSS-5166).

The events for ESAP will be added in the Event Log. ESAP recertifications will be
marked as ready to assign when the LDSS-5166 form is received, when a SNAP
Application/Recertification Form (LDSS-4826) is received or when an AHRA
recertification is received. The submission date will be used as the priority date for
the recertification task.
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22.SPOS Review Case Update

The Activity History screen was updated to remove the Archive Data button.

NVYC REVIEW CASE Cone: O @ To0LS
L Activity History @
ACTIVITY HISTORY
Activity Sequence No, Activity Description Activity Status Worker's Name WMS 1D Start Date End Date
Review ¢ Case IN PROGRESS oy W20 15707 PM S
v
Displaying Record(s) 1-15 of 573 lems Page 10165 n

23.MMAP Priority Logic and Dates for Periodic Reports

Periodic reports are handled by MMAP. New logic will be added in ANGIE for
readiness, assignment and processing of these tasks.

Periodic Report Submissions

e Periodic Report submissions from Access HRA for Active SNAP cases for
changes will create a Periodic Report task in ANGIE. These periodic reports will
continue to be de-controlled through the existing ICP-Web process.

= If there is an open or pending Case Change task for FIA, a future Case
Change task will be scheduled.

= Cases that do not return the Periodic Report by the due date are closed via
ICP WEB.

e Periodic Report submissions from ICP Web for Active SNAP cases for changes
will create a Periodic Report task in ANGIE after it arrives in the POS database.
After these Periodic Reports are received, they will be marked as completed and
de-controlled through the existing ICP-Web process.

= |f there is an open or pending Case Change task for FIA, a future Case
Change task should be scheduled.

Priority Logic Rules
Special logic will be added for Periodic Report actions:
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e Periodic Report lists are loaded from ICPWEB into POS on a monthly basis.
= These periodic mailers will appear in ANGIE in New status and are not
assigned.
= |CPWEB handles the process for failure to complete the Periodic Report
for codes E50 (Failed to Return 6 Month Periodic Report [Timely]), E51
(Failed to Return 6 Month Periodic Report - Questions [Timely])and E52
(Failure to Complete 6 Month Periodic Report — Signature [Timely]).
ANGIE will receive these codes in the Notice of Intent (NOI) transaction
records and will treat them as events. Cases where the Periodic Report is
not received by the last day of the Periodic Report Due Date or the report
is received with incomplete signatures or section, the Closing becomes
effective on the last day of the Periodic Due Month.
e The Periodic Due Date in the monthly periodic file is available in POS and
loaded to ANGIE when the monthly list is loaded.
e The Periodic Report Task Due Date (action due date in ANGIE tables) is the last
day of the month, after the month in the periodic report due date.
= Example: For a Periodic Report due in December, the ANGIE action Due
Date will be January 31st.
e The Periodic Report Ready to Assign date (RTA date) is the 1st business day of
the month that follows the period report date due month.
= Example: For a periodic report due in December, the RTA date will be

January 4th.
e The Periodic Report Priority Date will be the Task Due Date minus 5 business
days.
= Example: For a Periodic Report due in December, the Priority Date will be
January 22nd.

= Once a case is assigned to the Eligibility Specialist, the Eligibility Specialist
will complete a review. If the Eligibility Specialist defers the case using the
W-132S form, the deferred case is complete once:
= The supervisor approves the case without WMS transmission OR,
= There is transmission to WMS and all processing is complete in
WMS.

24.MMAP Priority Logic and Dates for Other Case Changes

MMAP works on other case types and will use the Case Search to start these
actions. Work can be manually assigned via Case Search by MMAP Supervisors
and Managers for other activity types (Application Interview, Recertification
Interview, Case Change, Document Review). Applications and Recertifications
follow the same FIA SNAP rules for the MMAP group.

For case changes started by MMAP, the following priority logic rules will be added:
e Initial submission:

= Ready to Assign Date: Activity start date.
= Priority Date: Activity start date plus 5 business days.

44



Attachment B Eligibility Specialist Role
ANGIE Release 2 (R2) Notes

= Task Due Date: Activity start date plus 5 business days
e Deferred case (W-132S form generated):
= Ready to Assign Date:
=  When all mandated documents are returned before or on deferral
due date: RTA Date = Indexed date of last mandated document
received.
= Otherwise: RTA Date = Deferral Due Date plus 1 business day.
= Priority Date: Deferral Due Date plus 1 business day.
= Task Due Date (action due date): Deferral Due Date plus 5 business days.
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1. Document Objective

The objective of this document is to provide context on screens for the Supervisor
role within the Activity and General Information Exchange (ANGIE). The layout of the
ANGIE dashboard for the Supervisor will allow the logical completion of the activities
related to the role and consume the necessary information for the role.

2. Summary of Changes in Release 2 (R2)

This document contains the details about new functionality in R2 of ANGIE for
Supervisors, including:

e Addition of Supplemental Security Income (SSI) Center (S15) and Residential
Treatment Center (S61).

Addition of Mailer, Match and Action Program (MMAP).

Updates to Supervisor dashboards.

Task prioritization and assignments for Periodic Reports.

Task prioritization and assignments for Interim reports.
Recertification approval updates.

Updates to Case Search for approvals.

Assignment Based on Skillset.

New Intake list.

New Streamlined Paperless Office System (SPOS) Intake activity.

1. S15 and S61 Processing

Processing for these centers will be added to ANGIE in R2 for the Family
Independence Administration Supplemental Nutrition Assistance Program (FIA
SNAP):

e FIA’'s SSI Center is S15. Cases at this center have specialized budgeting and
rules that require special logic.

e FIA's RTC Center for SNAP (S61) includes special processes for RTC
applications, case changes and recertification processes. Cases at this center
have specialized budgeting and rules that require special logic.

3. Mailer and Match Action Program (MMAP) Processing

FIA’s MMAP group will be integrated with the ANGIE system in R2. This group is
responsible for processing periodic reports, mandated matches for active SNAP

cases, as well as special projects such as Mass Re-Budgeting (MRB) and other

such initiatives.
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MMAP staff is enrolled in center F25 with citywide access. The following roles will be
integrated for MMAP:

Eligibility Specialist
Supervisor
Manager

Regional

4. Homepage: Dashboard for the Supervisor

Upon login, the landing screen in ANGIE will be the Dashboard page. This screen
will allow the Supervisor to view their progress, keep track of their team’s progress,
access their next priority task and search for cases. It will replace the individual’s
POS queue.

The screen includes the navigation bar on the left-hand side, the title bar with the
Supervisor's name and the Tools menu and the main panel with the Supervisor’s
function. In R2, a new Intake link was added in the navigation bar, which opens the
new Intake List. For additional details on the Intake link and activity, please refer to
the release notes for the Eligibility Specialists.

Collapsible widgets appear in the Dashboard, showing:

Your Work Counts!

Today’s Progress

Get Next Case for Sign-off
Case Search

Get Next Case for Processing

The widgets will contain the nameltitle of the respective widget. Where applicable, at
the title level of the widget will also contain the following:

e Widget Name: The name of the respective widget will be displayed.

e Last Updated: Last updated timestamp on when the data was last updated in
the format: Last Updated: mm/dd/yy hh:mm AM/PM.

e Arefresh button to refresh the data within the widget. Consequently, the last
updated timestamp will also be updated.

e A button to Minimize or Maximize the widget.

5. “Your Work Counts!” & “Today’s Progress” Widgets for Supervisor

The Your Work Counts! widget provides positive messages for the Supervisor, with
information about how many families their team’s work helped in the previous week
(first message as seen below) and positive messages from applicants and
participants. The positive messages are from applicants/participants and will be
pulled from reviews of the Access Human Services Administration (AHRA) mobile
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app in the App Store / Google Play Store and also from the AHRA site. The
comments will be alternating between the first message. The information displayed
within this widget gets updated weekly:

e There will be a table with all possible messages that could be displayed from
the sources mentioned. This would be a static table that would get refreshed
periodically with a new list.

e Each time the Supervisor logs into ANGIE or returns to ANGIE from SPOS,
either the “The cases you completed last week helped X eligible families feed
their loved ones.” or that day’s HRA message will be displayed. Selection will
be random.

Your Work Counts! -

' The cases you completed last week helped 89 eligible families feed their loved ones.

The Today’s Progress widget for Supervisor consists of four sections including
HRA Goal, Staff Overview, Team’s Completed Tasks, and Need Support?. This
widget keeps track of the Supervisor's Team performance throughout the day.

Team Progress Last Updated: 01/11/2022 08:15 AM & o
: . )
HRA Goal @ E Staff Overview view Details B Team's Completed Tasks c ) Need Support?
Cases Due Today 2 Total Staff 23 & Applications 0 Policy question?
Email Procedures:
Backleg 733 1 Legged In 0 *D Recertifications 0 fiacallcenter2@dss.nyc.gov
Many New Yorkers need assistance Unavailable 0 [# case Changes 0 Talk to your Supervisor
right now. Thank you for going
the extra mile to get benefits End of Shift 0 Bj Document Reviews 0 Start a Help Desk Ticket
to families when they need it most.
Not Logged in Today 23 [ Interim Reports 0
[# Periodic Reports 0

The HRA Goal section provides information to the Supervisor on the Cases Due
Today and Backlog:

e Cases Due Today displays all tasks with a Priority Date of Today.
e Backlog is displayed as the sum of tasks that are late and overdue.
= Next to the backlog number, an arrow up (displayed in yellow) shows
an increase in cases in the backlog since yesterday.
= Arrow down (displayed in green) for a decrease in the backlog since
yesterday.
= No arrow at all (just the backlog number) for no increase or decrease
in the backlog number. Where there are zero cases in the backlog for

more than one day, the number of days that the backlog has been zero
will be counted.
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» This backlog compares the start of day backlog number from
yesterday to the start of day backlog number from today.

» The backlog comparison is calculated at 5:30am each day.

» The backlog counts and comparisons will compare the current
workday (business day) against the prior workday (business
day). These numbers are not updated on weekends and
holidays.

¢ Below the Cases Due Today and Backlog, there will be text indicating:
“‘Many New Yorkers need assistance right now. Thank you for going the extra
mile to get benefits to families when they need it most”.

Help Text displayed for HRA Goal:

HRA Goal shows the overall number of cases due today and backlog across
the entire agency.

Backlog includes the cases that have passed their due date, If there is an
arrow next to the Backlog number, it indicates a change in the backlog
compared to the last workday. The number after the arrow indicates the
difference in backlog cases. If it's yellow, HRA has more cases in the backlog
than the last workday. If it's green, HRA has fewer cases in the backlog than

the last workday.
T R Y

The Staff Overview section provides information to the Supervisor on their Total
staff, Logged in, Unavailable, End of Shift, and Not logged in Today. The
Supervisor can get more details in terms of the Worker Name, Status, Unavailable
Reason, and Date & Time by selecting the View Details link located in this section
to see the screen below.

VIEW STAFF OVERVIEW DETAILS x

Worker Name Status |3 Unavailable Reason Date & Time
Logged in NA 10/20/2020 09:10AM
togged in NA 10/20/2020 08:20AM

[ Loggedin NA 10/20/2020 0902 AM

] Unavailable Lunch 10/20/2020 12:02PM I
Unavailable Training 10/20/2020 10:00AM
Unavailsble Special Project 10/20/2020 11:31AM
Unavailsble System lssues 10/20/2020 10:01 AM
Unavailable Gorup Meeting 10/20/2020 11:00AM

Unavailable 10/20/2020 10:50AM

Unavailsble ers limit 10/20/2020 10:20AM

End of Shift NA 10/20/2020 2:00 PM

v
= TR !

The Team’s Completed Tasks section displays the number of Applications,
Recertifications, Case Changes, Document Reviews, Periodic Reports, and Interim
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Reports the Supervisor's team completed for that day up to the point in which the
timestamp is shown in the banner.

The Need Support? section provides the email for the Office of Procedures FIA Call
Center (fiacallcenter2@dss.nyc.gov) as read-only.

e Clicking on Talk to your Supervisor opens Microsoft Teams.
e Clicking on Start a Help Desk Ticket opens the Self-Service Incident Form
and allows the staff to report any technical issue they may encounter in ANGIE.

6. Get Next Case for Sign-off: Next Approval Task for Supervisor
The Supervisor will get the next task to approve by selecting the Get Next Case for

Sign-off button located within the dashboard. The approval tasks that are distributed
to the Supervisor will be based on the priority logic.

Get Next Case for Sign-Off -
Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right. GET NEXT CASE FORSIGN-OFF

Once the button is pressed, the Supervisor will be displayed with a case profile
consisting of Case Snapshot and Case Composition. The columns for the Case
Snapshot section consist of Task, Last Modified, Case Number, Case Name,
DOB, SSN, Case Status, Task Due Date, and Action(s). The columns for the Case
Composition section consist of HH Member/Line, DOB, SSN, and Individual
Status.

e The Supervisor will be able to start the Approval task by selecting the Start
option within Action(s) dropdown, and then selecting the GO button. The ANGIE
system will then launch the SPOS application for the Supervisor to approve the
respective task.

¢ In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the Supervisor if the assigned task is
an error correction.

e Previously, it only informed the Supervisor that an application, recertification,
change case or document review task was assigned.


mailto:fiacallcenter2@dss.nyc.gov
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Get Next Case for Sign-Off -

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right.

Case Snapshot
Task LastModified  Case Number Case Name: DoB SSN Case Status Task Due Date Actionls)

Application 02/05/2019 AP-Supervisory 02/06/2019

Case Composition

HH Member / Line DOB SSN Individual Status

In R2, two new task types will be added for sign-off:

e Periodic Report — Cases in Active status (AC) that must complete a
mandated periodic report.

e Interim Report — Cases in AC at center S15 that must complete a mandated
interim report.

Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for sign-off, in order to assign the tasks to MMAP supervisors
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for sign-off, in order to assign the tasks to FIA SNAP supervisors
based on the priority and due dates.

7. Case Search: Manual Assignment of Tasks

To manually assign a task, the Supervisor must first search for the respective case.
The Supervisor can execute a search based on the following criteria:

Case Number

SSN

Case Name

CIN

AHRA Confirmation # (Access Human Resources Administration)

IVRS # (Interactive Voice Response System for Recertifications)
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Select Search By Item

Select Search By ltem
s& Husmber

=

Based on the criteria selected from the dropdown, the Supervisor will be required to
enter the corresponding information.

e Upon selecting the Search button, the system will display the search results
consisting of Task, Last Modified, Case Number, Case Name, DOB, SSN,
Case Status, Task Due Date and Action(s).

o =23

Search Results

T Last Moddwd e MU e Hame DOe SN Cooe Stwbie |2 T Duse Dt Actonds)

Bpplicatan 02072020 51 - Brocessing OL282020

Selecting the desired row will highlight that row. Once the desired row is
selected, the Supervisor can select from available options from the Action(s)
dropdown and select Go to execute. The options available within the Action(s)
dropdown are dependent on the Case Status of the Search result. The search
process can result in the following three outcomes:
(1) Open Task
e Cases with open task shall have information in Task and Last Modified
columns of Search Results section
¢ If the system finds a case with open task, it will display this case first in the
Search Results section
e If the system finds multiple cases with open tasks, it will display these cases
first and they will be sorted by earliest date in the Task Due Date column
(2) Latest Task
e |If the system does not return any cases with open tasks in the Search
Results section, the system will initially sort the found cases by Case
Number column in Ascending order.
e Cases without open task are those where these is no information in the Task
and Last Modified columns of the Search Results section
(3) No Task
e The system displays the message “No Case found, please refine your search
criteria.”
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The Search Results Actions(s) drop-down menu will contain a list of available
actions for the Supervisor. These actions will be table-driven. These tables allow
control at the following levels:

¢ Role of Supervisor (there are many titles within 1 role) - SPOS roles will be
leveraged to maintain compatibility with POS queues.

e Center designation of the Supervisor.

e Current Welfare Management System (WMS) case status of the selected
case in search results.

e List of activities available for the case, based on the case status and open
task.

7
Search Results
Task LastModified  CaseMumber  CaseName DOB SSN CaseStatus |:  Task DueDate Actionls)
AC
L
AP Select
Application 01/20/2020 SI-Processing  01/28/2020 E%_
Case Change m
Courtsey Call Back
RJ View Case Details

e Selecting the View Case Details option from Action(s) and Go will result in a
modal window with the case profile, consisting of the Case Snapshot and Case
Composition. The columns for the Case Snapshot section consist of Task, Last
Modified, Case Number, Case Name, DOB, SSN, Case Status, and Task Due
Date. The columns for the Case Composition section consist of HH
Member/Line, DOB, SSN, and Individual Status.
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Wini bre visaing the cade detaily of Case Muimbsr

Case Snapshot
I Tcske Ladl Mokt Caroe Musmmabaer Caae: M DO 54 Carer Slastars Tk Dhume Db i

| Application 1270482019 Sl-Processing 127147201 %

L]
Case Composition |

HH Missrabsiar / Line D0 S5M lrafrrachsd Slslie

The Supervisor can manually assign tasks by searching for the case and then
selecting the Assign option from the Actions dropdown.

e Selecting the Go button results in a modal window displaying the Case
Snapshot, Case Composition, along with the Staff section as seen below. The
columns for the Case Snapshot section consist of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, and Task Due Date. The
columns for the Case Composition section consist of HH Member/Line, DOB,
SSN, and Individual Status. Within the Staff section, the Supervisor can search
for the Staff based on Staff Name or Role and then select the intended staff
within the grid. If Name is selected, then the Supervisor is required to enter the
name as seen below. If Role is selected, the Supervisor is required to select an
option from the Role dropdown consisting of SNAP Eligibility Specialist, SNAP
Supervisor, SNAP Manager, SNAP Regional, or Clerical Associate. Selecting
the Search button will display the search results in the grid. The sortable
columns displayed in the Staff section include Name, Role, and Status.

10



Attachment C Supervisor Role
ANGIE Release 2 Notes

MANUAL o
Case Snapshot =
Task L Case Caess DOE SSN Ca Date
Application 01/20/2020 SI - Processing 01/28/2020
Case Composition
HH Member / Line DOB SSN Individual Staturs
s
s1
s
Staff
= | Sr—
|Search By Role
Name Role Status 12
SMAP Eligibility Specialist Active ~
SMNAP Eligibility Specialist Active
SNAP Eligibility Specialist Active ~
| [e=] J

e Once arow is selected for the intended staff, it will highlight that row and
selecting the Assign button will assign the task to that staff.

MANLIAL ATRIGHIMEMNT k3
Case Snapshot ~
T et Mol ] v Nk (s DOB SN Cae Steitur T Do Db
Application 012072020 51 - Processing 01282020

Case Composition

HH Member / Line DOE 55N Iradivichml Status
s
s
s
Staff
posamem T | x
Mame: Roke Stahs 12
SHAP Eligibility Specalist Active ~
SMAP Eiigibility Specialist Active
SNAP Eligibility Specialist Active

[Com |« oo |+ v |

A green banner will be displayed to inform the Supervisor that the task has been
successfully assigned.

Dashboard ©

| Task is successfully assigned

11
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8. Case Search: Search for Pending Approvals

The supervisors will be able to search for pending approvals in the ANGIE Case
Search and will be able to start the approvals. This will allow for sign-off of cases
that may need to be processed ahead of their priority order.

s
Ass
(S o o -] - ==] o

Search Results

9. Case Search: New Warning Messages for Duplicate Activities

When staff selects an activity other than Review Case and View Details in Case
Search, ANGIE will confirm whether the same activity was already completed as
part of the current task when the Go button is clicked and before launching SPOS.

e |If the same activity was already completed in the current task, ANGIE will display
the following warning message: “This activity was already completed for this task.
You may be starting a duplicate activity. Continue to SPOS?”

= If the staff click Yes, SPOS will open.
= If the staff clicks No, SPOS will not open and the Case Search will be
reset.

e For recertification tasks, if the recertification due date is more than four months in
the future, ANGIE will display the following warning message: “This activity was
already completed for this task. You may be starting a duplicate activity.
Continue to SPOS?”

= |If the staff click Yes, SPOS will open.
= |f the staff clicks No, SPOS will not open and the Case Search will be
reset.

e If there was a transmission to WMS on the current day from SPOS, then ANGIE
will display the following warning message: “There was a transmission to WMS
for this case today. You may be starting a duplicate activity. Continue to SPOS?”

= |f the staff click Yes, SPOS will open.
= If the staff clicks No, SPOS will not open and the Case Search will be
reset.

10. Get Next Case for Processing for Supervisor
The Supervisor can step down to the role of the Eligibility Specialist and function as
an Eligibility Specialist. The tasks that are distributed to Supervisors within this

widget, are non-approval tasks. This function will allow the Supervisor to help the
Eligibility Specialists perform their tasks when additional person power is needed.

12
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e Selecting the Get Next Case for Processing button located within the
dashboard will systemically assign a non-approval task based on the priority
logic.

Get Next Case for Processing -
Readytowork o the next case? Get started by pressing the buttan to theright

e Once the button is clicked, the Supervisor will be displayed with a case profile
consisting of Case Snapshot and Case Composition as seen below. The
columns for the Case Snapshot section consist of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, Task Due Date and Action(s).
The columns for the Case Composition section consist of HH Member/Line,
DOB, SSN, and Individual Status.

e The Supervisor will be able to start the task by selecting the Start option within
Action(s) dropdown, and then selecting the GO button. The ANGIE system will
then launch the SPOS application for the Supervisor to work on the respective
task.

¢ In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the staff if the assigned task is an error
correction.

= Previously, it only informed the staff that an application, recertification,
change case or document review task was assigned.

Get Next Case for Processing -

Ready to work on the next case? Get started by pressing the burton to the right.

Case Snapshot

Task Last Modified ~ Case Number Case Name DOB SSN Case Status Task Due Date Action{s)
Select

Application 0052019 AP-Processing 12062019 m
Hold
Refurn

Case Composttion

HH Member / Line DOB SSN Individual Status
AP

AP

In R2, two new task types will be added:

e Periodic Report — Cases in AC that must complete a mandated periodic
report.

e Interim Report — Cases in AC at center S15 that must complete a mandated
interim report.

13
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Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for processing, in order to assign the tasks to MMAP staff
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for processing, in order to assign the tasks to FIA SNAP staff
based on the priority and due dates.

11.Hold or Return Task

The Supervisor can execute a Hold or Return on a task and is applicable to both
the Get Next Case for Processing and Get Next Case for Sign-Off widgets.

e The Supervisor can execute a hold on a task by selecting the Hold option from
the Action(s) dropdown and selecting the Go button. The Supervisor will be
displayed with a modal window and is required to select from the available Hold
Reasons (Restroom, Break, Lunch). Once the Supervisor selects the applicable
hold reason and then selects Save Changes, the hold will be applied on the
respective task for a set time (2 hours), for that Supervisor.

Note: The Supervisor cannot work on another “prioritized task” until the hold task is
worked on. If the Supervisor returns within the set time, the Supervisor will be
provided with the same task upon selecting the Get Next Case for Processing
button. If the hold time lapses, then the task will be placed back in the general pool
and another Supervisor may have access to that task.

Hold Reasons

Restroom
Ereak
Lunch

14
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e The Supervisor can return a task by selecting the Return option from the
Action(s) dropdown and selecting the Go button. The Supervisor will be
displayed with a modal window and is required to select from the available
Return Reasons (End of Shift, Leaving Sick, Weather Emergency, Leaving
Personal (Planned), Leaving Personal (Unplanned), Conflict of Interest,
Expired Hold (System Generated)).

o After selecting the applicable return reason and selecting the Save Changes
button, the task will be returned to the general pool and another Supervisor can
get the task.

r
[0 e ¥ e Ew e TP T Lo e LY. wh

12. Team Performance Page for Supervisor
The Supervisor can access their Team Performance page from the left navigation

pane. This page will provide metrics to gage the team’s performance. In R2,
information about supervisor returns was added.

The page consists of the Timeframe Selector, the Accuracy — WMS Error Rate
widget and the new Accuracy — Supervisor Returns widget as seen below.

The supervisor is required to select the timeframe for the report to generate and can
choose from Last 7 Days, Last 30 Days, Last 90 Days or Last 180 days.

e Once the desired timeframe is selected, selecting the Retrieve button will display
the corresponding results.

15
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Team Performance e

Time Period
[ Last 30 days hd ] How can | supg

Citywide Team Summary (10/23 - 11/21)

G Team Total @ Team A

Taczks 11 Tacks

The Team’s Summary section of the page consists of three tables consisting of
Team Total, Team Average, and HRA Average:

e Each table provides the number of Tasks, the number of Errors, the Error rate
as a percentage, the number of Returns, and the Return rate as a percentage.

e The Error Rate for the Team Average table will be displayed within green box,
yellow box, or blue box to indicate if the team’s WMS Error Rate is above, below,
or same as the HRA Average respectively.

e The Return Rate for the Team Average table will be displayed within green box,
yellow box, or blue box to indicate if the team’s Supervisor Return Rate is above,
below, or same as the HRA Average respectively.

) —
“ Team Total @B Team Average @ == HRA Average

Tasks 19 Tasks 2 Tasks 2

Errors 8 Errors 1 Errors 1

Retums 5 Error Rate 42% Error Rate 35%

Returns 1 Returns 0

Return Rate 26% Return Rate 20%

The Staff Detail section of the page will contain information on all the staff that
reports to the respective Supervisor and includes Worker Name, Tasks, Errors,
Error Rate, Returns and Return Rate.

e Colored icons are displayed to the left of the Worker Name to provide context on
staff that are performing exceptionally well (green star) or performing poorly
(yellow warning).

e The Errors and Error Rate values are links for the WMS Error Rate widget for
the respective Eligibility Specialist, while the Returns and Return Rate values
are links for the Supervisor Return widget for the respective Eligibility Specialist.

16
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The Supervisor can click on these links to view the Performance details of the
selected Eligibility Specialist.

e The name of the respective Eligibility Specialist will be displayed on the popup
widgets.

Worker Name Tasks Errors Error Rate Returns Return Rate

2 1 50% 1 50%

o 0 0% 1 0%

1 50% 1 50%

The Eligibility Specialist view will contain the name of the selected Eligibility
Specialist on the widgets Accuracy — WMS Error Rate and Most Common WMS
Errors.

The Accuracy - WMS Error Rate widget provides Error Rates on the Applications,
Recertifications, Case Changes, Interim Reports and Periodic Reports worked
on by the selected Eligibility Specialist for the set timeframe. It provides information
on the selected Eligibility Specialist’'s performance in terms of their own Error Rate
(displayed within My WMS Error Rate), HRA Average Error Rate (displayed with
HRA Average), and keeps track of the Eligibility Specialist's current Error Rate over
the previous period (displayed within My Change Over Time).

My WMS Error Rate column:

e Atthe header level, the actual dates for the timeframe selected is displayed
below the My WMS Error Rate column in the following format: [current time
frame in the following date format: mm/dd — mm/dd]

e If the Eligibility Specialist’s error rate for the selected period is less than 1
Standard Deviation above the HRA mean, the header shall read Top
Performer colored in a green color block.

o If the Eligibility Specialist’s Error Rate for the selected period is within one
Standard Deviation of the HRA mean, the header shall read Meeting
Expectations colored in a blue color block.

o If the Eligibility Specialist’s Error Rate for the selected period is more than
one Standard Deviation below the HRA mean, the header shall read Area for
Growth colored in a yellow color block.

17
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HRA Average column:

At the header level, the actual dates for the selected time period is displayed
below the HRA Average column in the following format: [current time frame in
the following date format: mm/dd — mm/dd]

Shows the average WMS Error Rate for all other Eligibility Specialists for the
selected time across each Task Type (Applications, Recertifications, and
Case Changes)

My Change over Time column:

At the header level, the actual dates for the previous time period are
displayed below the My Change Over Time column in the following format:
[previous timeframe to current timeframe in the following date format: mm/dd
— mm/dd to mm/dd - mm/dd]

If this period’s Error Rate is below that of the last period, there will be a green
arrow pointing downwards, followed by the change in percent.

If this week’s Error Rate is the same from the last week, it will only display
“0%”.

If this week’s Error Rate is above that from the last week, there will be a
yellow arrow pointing upwards, followed by the change in percent.

My Most Common WMS Errors widget has a summary table of the selected
Eligibility Specialist's most common Errors. The table consists of two columns. The
Error Code column shows the name of the WMS Error(s). The # of Errors column
shows the count of the number of corresponding WMS Errors the Eligibility
Specialist had for the previous week. Both columns are sortable.

Selecting Close will return to the Team Performance page of the Supervisor.

Accuracy-Supervisor Returns widget

The Accuracy — Supervisor Returns widget displays comparative information
as measured in respect to performance of other HRA staff in the same role and
in the same time period, as compared against the Eligibility Specialist’'s overall
performance from the previous time period.

The Header of Accuracy-Supervisor Returns widget consists of the following:

= Widget Name: The name of the respective widget is displayed.

= Help Text Icon: Upon selection will display the corresponding help text for
this widget.

» Last Updated: Last updated timestamp on when the data was last
updated.

= A button to minimize or maximize the widget.
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Task column:

This column consists of the row-headers of Applications, Recertifications,
Case Changes, and Periodic/Interim. It should be noted that periodic report
and interim report data are combined into this one row.

My Supervisor Returns column:

This column displays the Eligibility Specialist's Supervisor Returns for the
selected timeframe for each of the Task Types:
At the header level, the actual dates for the timeframe selected is displayed
below the My WMS Error Rate column in the following format: [current time
frame in the following date format: mm/dd — mm/dd]
Supervisor Returns Calculation: Both the numerator and the dominator must
occur within the timeframe in order to be part of the Supervisor Returns
Calculation.
= The Supervisor Returns is displayed as a percentage.
= If the Eligibility Specialist did not perform any tasks (0 tasks) for the
selected time period (e.g. The Eligibility Specialist did not do any Case
Changes in the Last 7 Days [selected period], and only worked on
Applications, Recertifications, Periodic/Interim), N/A is displayed across
Case Changes row. In this example, Applications, Recertifications,
Periodic/Interim will have Error Rates across the rows.
Depending on the Supervisor Returns comparison to the HRA Average, the
following depictions are used:
= |f the Eligibility Specialist’s Supervisor Returns for the selected period is
less than the HRA Average, the header will read Top Performer colored
in a green color block.
= If the Eligibility Specialist's Supervisor Returns for the selected period is
the same as the HRA Average the header will read Meeting
Expectations colored in a blue color block.
= The following informational text is displayed upon hovering over the
“Meeting Expectations” label: “You’re in the average range for all HRA
staff in your role.”
= If the Eligibility Specialist's Supervisor Returns for the selected period is
greater than the HRA Average, the header will read Area for Growth
colored in a yellow color block.

HRA Average column:

The column displays the average Supervisor Returns Rate for all other
Eligibility Specialists for the selected time across each Task Type.
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e Atthe header level, the actual dates for the selected time period is displayed
below the HRA Average column in the following format: [current time frame in
the following date format: mm/dd — mm/dd].

My Change Over Time column:

e This column displays the Eligibility Specialist’'s change in Supervisor Returns
Rate from the previous time period (based on the time frame selection) to this
time period across each Task Type.

e At the header level, the actual dates are displayed below the My Change Over
Time column in the following format: [previous timeframe to current timeframe in
the following date format: mm/dd — mm/dd to mm/dd - mm/dd]

e |If this period’s Supervisor Returns Rate is better than the last period, there is a
green arrow pointing downwards, followed by the change in percent.

e |If this period’s Supervisor Returns Rate is the same from the last period, it will
only display “0%".

e |If this period’s Supervisor Returns Rate is worse than last period, there is a
yellow arrow pointing upwards, followed by the change in percent

Supervisor Return by Section Widget

e The Supervisor Returns by Section is displayed after the Accuracy —
Supervisor Returns chart. It includes a table of two sortable columns of Case
Section and # of Returns:

e Case Section column: This column displays the same sections as the
Supervisor disapproval mechanism. For example, if “Expenses” is one
Supervisor disapproval section, then only Expenses should be displayed on this
table (along with the count of Supervisor Returns for Expenses). However, if
Expenses is broken up into Heat, Rent, etc., then the individual components
should be listed (along with the count of Supervisor Returns for the respective
sub-section).

e # of Returns column: This column shows the count of the number of
corresponding Supervisor Returns the Eligibility Specialist has for the respective
SPOS Case Section.

13. Team’s Daily Activity for Supervisor

The Supervisor can access their Team’s Daily Activity for the specific day from the
left navigation pane. This page provides the Supervisor with a summary of their
team’s daily activity as a snapshot of their work for a specific day, so that the
supervisor can be more informed of their team’s daily activity.

The Activity Summary widget consists of Staff Overview, Tasks Status, and
Tasks Completed. The Staff Overview table provides an inventory of the Total
Staff, Logged In, Unavailable, End of Shift, and Not Logged in Today. The
Tasks Status table provides information on the number of tasks that are Initiated, In
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Progress, Incomplete, and Complete. The Tasks Completed table provides the
number of tasks that are completed for Interviews, Applications, Recertifications,
Case Changes, Document Reviews, Periodic Reports and Interim Reports.

¢ Inthe Tasks Completed section, the labels were updated to add the word
Completed before each task type and Completed Periodic Reports and
Completed Interim Reports were added.

¢ Inthe Activity Detail section, the Interim Report and Periodic Report task
types were added.

Activity Summary Last Updated: 01/03/2022 1238 FM & o=

E Staff Overview View Details E Tasks Status E)’/ Tasks Completed

Total Staff 22 Initiated 2 Completed Interviews 0

Logged In 2 In Progress 0 Completed Application Processing 0

Unavailable 1 Incomplete 2 Completed Recertification Processing 0

End of Shift 1 Complete 0 Completed Case Changes 0

Not Logged in Today 18 Completed Document Reviews 0
Completed Periodic Reports 0
Completed Interim Reports 0

Activity Detail Last Updated: 01/03/2022 1238 PM & wm
-Name Tasks In Tasks Tasks Interview Application Recertification Case Change Document Interim Periodic
Progress Incomplete Complete Reviews Report Report
- ' i ' n 0 ' ' ' ' O
Total 0 2 0 ] (1] 1] 0 0 0 0

Help Text for the Team’s Daily Activity page:

Team's Daily Activity @

l Team's Daily Activity is a dashboard that shows an owverview of the ® I
staff aveilable on your team, the status of all their initiated tasks, and
& breakdoem of their completed tasks. Activity Details shows an
overview of each individual staff member's activity; click on their
name to see more details in their individual Daiby Activity Sheet.

A View Details link is provided within the Staff Overview table that will provide
details of staff who are Logged In, Unavailable, End of Shift, and Not Logged in
Today. The modal window that displays is seen below.
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The Activity Detail widget displays a table containing information relating to all of
the Eligibility Specialists that report to the respective Supervisor. The Worker Name
column of this table are hyperlinks for the Supervisor.

e The Supervisor can click the hyperlink and view the respective Eligibility
Specialist’s Daily Activity Sheet as seen below.

e In R2, the Interim Reports, Periodic Reports and Intakes completed by staff
will also appear.

Team's Daily Activity ©

Daily Activity Sheet fof_ (Eligibility Specialist) © Hours m Systam 33 1 s Last Updietact 10207000 2APM 3 =

The name of the selected Eligibility Specialist is seen on the Daily Activity Sheet
widget. Selecting the Back to Summary button at the bottom of the page will return
the Supervisor to the Team'’s Daily Activity page.

The Daily Activity Sheet widget keeps track of and displays a summary of the
Eligibility Specialist’s daily activity as a snapshot of the work completed for the
current day. This allows the Eligibility Specialist to keep track of their work and in
addition allows the Supervisor to review the respective Eligibility Specialist’s daily
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progress. The Daily Activity Sheet provides information on the Status, Start Time,
Case Number, Case Name, Start Event, WMS Status, End Event, Decision, HH
Size, and Duration (Mins):

Status: The icons within this column provide context at a glance for tasks that
are Completed (green check), Suspended (yellow exclamation point) and In-
Progress (blue hourglass).
For an Interview, the Status is Incomplete if the end event is Suspend
Interview. Otherwise, the interview is complete.
For processing actions, the status is incomplete if the end event is
Suspend Processing and the task status is not Pending. Otherwise, it is
complete.
When an event is currently In-Progress:

»  Duration column for that row will display a dash (minus sign).

»  End Event column for that row will display “N/A”.
Start Time:
Displays the time that the event was started in the format: hh:mm AM/PM
The default view will be based on the ascending order of Start Time.
Case Number: This is the Case Number associated with the case.
Case Name: This is the WMS Case Name.
Start Event: This is a combination of Task Type & the following elements:
For Application and Recertification Tasks:

» Interview Started - If an Interview was either distributed from Get
Next or started from Case Search, the element will display “Interview
Started”.

» Ready to Assign Event - For any case that was distributed and
started from the Get Next button, the Ready to Assign Event will be
displayed. For example, “Mandated Verification Received — Full” event.

»  SPOS Activity - For any Events that were started from Case
Search, the SPOS Activity must be used. For example, “Application
Modification”, “Make Case Comment”, etc.

For Change Case: The start event is typically: “Change Case Ready” (if
started from Get Next) or “Start Processing” (if started from Case search).
For Document Review: the start event is always: “Start Document Review”.
WMS Status: The existing WMS case status (starting state) — Applying (AP),
Denied (RJ), Single Issue (SlI), AC, Closed (CL) .

For Interim Report: The start event that made the case ready to assign will
appear.

For Periodic Report: The start event that made the case ready to assign will
appear.

End Event: The final event that is triggered by the Eligibility Specialist's
action. This data comes from the Event Log.

For any start events in the status of Interview in the Event Log, the End
Event is always either: Suspend Interview, Complete Interview.

For Change Case and Interim Report events, the system checks whether a
Deferral was made in the Pending status events; if yes, then the end event is

23



Attachment C Supervisor Role
ANGIE Release 2 Notes

“Deferred/Pending Change Verification”. Otherwise, the last event with a
status of Processing is used.
= For other Processing-related start events other than Change Case, the End
Event is recorded when the Processors finish their action in SPOS (last event
with a status of Processing for the Eligibility Specialist).
= The End Event can be a Complete interview, Suspend processing or
Complete processing. The End events will be further distinguished to have
the exact outcome, with the possible values displayed below. The event log
will also get updated accordingly.
1. Complete Interview - No deferral
Complete Interview - Deferred for verification
Complete Interview - Deferred for IVS/RFI/SDX
Complete Interview - Deferred for verification and IVS/RFI/SDX
NOTE: For the Interview, the End Event will be the latest event in
status of Interview.

2. Suspend Processing - Deferred for change verification
NOTE: For processing actions, the end event will be the latest
event in status of Processing. For Periodic Reports, the end event
may also include a deferral.

= For cases that are “In Progress”, the End Event column should reflect N/A for
the respective row.

e Decision: This is the Status and Reason Code selected in SPOS (End
State), as it represents the action that the Eligibility Specialist took on the
case to end their processing and reach a case outcome.

= The decoded value is needed. For example: AC-A30 (Same Approval each
month), RJ-V21 (Failure to Provide Verification), SI-Q22 (Expedited Pending
Verification).

= The description of the code will not be included.

= If there is no SPOS decision code, then the reason code will be blank. For
example, “AP- “, “AC-*

e HH Size: Number of people in AP, Sl or AC status in associated with the
WMS case.

e Duration (Min): This value will be the time, in minutes, it takes an Eligibility
Specialist to process the task/activity on the case.
= For cases that are “In Progress”, the duration field will be a dash (minus

sign) for the respective row.

At the header level of the widget shows the time the selected Eligibility Specialist
has spent in the ANGIE system in the format: Hours in System: X hrs YY min.

e Selection of the refresh button at the header of this widget will refresh the data

for the Daily Activity widget. Consequently, the last updated timestamp will also
update.
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Help Text on Eligibility Specialist’s Daily Activity Sheet:

Houn n Symen 3 ey 18 e

Daly Activity Sheet iz 3 dashboard that tracka and shows 3 sumwmary of your

R work in progrest and Cases you have COmOMtd 10r the Curment workdey (&
Each row shows the status of your activities as Compiete iwith 3 green checkd) N
INCOMEiete [With § yeliow exciamation mark] or In Progress (vwath » Shue
nourgiass). Each row #30 showes the Task Typa, the event that started and 2
ended the sctivity, a5 wel a1 other case fonmaton

|+ A
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1. Document Objective

The objective of this document is to provide context on the screens for the
Manager’s role within the Activity and General Information Exchange (ANGIE). The
layout of the ANGIE dashboard for the Manager will allow the logical completion of
the activities related to the role and consume the necessary information for the role.

2. Summary of Changes in Release 2 (R2)

This document also contains the details about new functionality in R2 of ANGIE,
including:

e Addition of Supplemental Security Income (SSI) Center (S15) and Residential
Treatment Center (S61) processing.

e Addition of Mailer, Match and Action Program (MMAP).

e Updates to dashboards.

e Task prioritization and assignments for Periodic Reports.

e Task prioritization and assignments for Interim reports.

e Recertification processing updates.

e Integration for documents received for review after a case closing or denial.

e Updates to Case Search.

e Manage Configurations - Different Hold Times for “Supervisor Help” and “Help
Desk Support” Reasons.

e Task Assignment Based on Skillset.

e Warning Messages on Manage Staff tab.

e New Intake list.

[ ]

New Streamlined Paperless Office System (SPOS) Intake activity
3. S15 and S61 Processing

Processing for these centers will be added to ANGIE in R2 for Family Independence
Administration Supplemental Nutrition Assistance Program (FIA SNAP):

e FIA’'s SSI Center is S15. Cases at this center have specialized budgeting and
rules that require special logic.

e FIA's RTC for SNAP (S61) includes special processes for RTC applications,
case changes and recertification processes. Cases at this center have
specialized budgeting and rules that require special logic.

4. Mailer and Match Action Program (MMAP) Processing

FIA’s MMAP group will be integrated with the ANGIE system in R2. This group is
responsible for processing periodic reports, mandated matches for active SNAP

cases, as well as special projects such as Mass Re-Budgeting (MRB) and other

such initiatives.
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MMAP staff is enrolled in Center F25 with citywide access. The following roles will
be integrated for MMAP:

Eligibility Specialist
Supervisor
Manager

Regional

5. Home Page: Dashboard for Manager

Upon login, the landing screen in ANGIE will be the Dashboard page. This screen
will allow the Manager to view their progress, keep track of their team’s progress,
access their next priority task and search for cases. It will replace the individual’s
POS queue.

The screen includes the navigation bar on the left-hand side, the title bar with the
Manager’s name and the Tools menu and the main panel with the Manager’s
functions. In R2, a new Intake link was added in the navigation bar, which opens the
new Intake List. For additional details on the Intake link and activity, please refer to
the release notes for the Eligibility Specialists.

Collapsible widgets appear in the Dashboard, showing:

Your Work Counts!

Team Progress

Work Outstanding

Case Search

Get Next Case for Sign-off
Get Next Case for Processing

The widgets will contain the nameltitle of the respective widget. Where applicable, at
the title level of the widget will also contain the following:

e Widget Name: The name of the respective widget will be displayed.

e Last Updated: Last updated timestamp on when the data was last updated in
the format: Last Updated: mm/dd/yy hh:mm AM/PM.

e A Refresh button to refresh the data within the widget. Consequently, the last
updated timestamp will also be updated.

¢ A button to Minimize or Maximize the widget.

6. “Your Work Counts!” & “Today’s Progress” Widgets for Manager

The Your Work Counts! widget provides positive messages for the Manager, with
information about how many families their team’s work helped in the previous week
(first message as seen below) and positive messages from applicants and
participants.
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The positive messages are from applicants/participants and will be pulled from
reviews of the Access Human Resources Administration (AHRA) mobile app in the
App Store / Google Play store and also from AHRA site. The comments will be
alternating between the first message. The information displayed within this widget
gets updated weekily.

e There will be a table with all possible messages that could be displayed from
the sources mentioned. This would be a static table that would get refreshed
periodically with a new list.

e Each time the Manager logs into ANGIE or returns to ANGIE from SPOS,
either the “The cases you completed last week helped X eligible families feed
their loved ones.” or that day’s HRA message will be displayed. Selection will
be random.

Your Work Counts!

@ The cases you completed last week helped 1881 eligible families feed their loved cones.

Team progress widget for the Manager consists of four sections including HRA
Goal, Staff Overview, Team’s Completed Tasks, and Need Support?. This
widget keeps track of the Manager’s team progress throughout the day.

Team Progress Last Updated: 01/11/2022 08:15AM & =
. . D)
HRA Goal @ @ Staff Overview View Details B Team's Completed Tasks c ) Need Support?
Cases Due Today 2 Total Staff 23 &+ Applications 0 Policy question?
Email Procedures:
Backlog 733 1 Logged In 0 D Recertifications 0 fiacallcenter2@dss.nyc.gov
Many New Yorkers need assistance Unavailable 0 [# Case Changes 0 Talk to your Supervisor
right now. Thank you for going
the extra mile to get benefits End of Shift 0 B3 Document Reviews 0 Start a Help Desk Ticket
to families when they need it most.
Not Logged in Today 23 (& Interim Reports 0
[ Periodic Reports 0

The HRA Goal section provides information to the Manager on the Cases Due
Today and Backlog:

e Cases Due Today displays all tasks with a Priority Date of Today.
e Backlog is displayed as the sum of tasks that are late and overdue.
= Next to the backlog number, an arrow up (displayed in yellow) shows
an increase in cases in the backlog since yesterday,
= Arrow down (displayed in green) for a decrease in the backlog since
yesterday,
= No arrow at all (just the backlog number) for no increase or decrease
in the backlog number. Where there are zero cases in the backlog for
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more than one day, the number of days that the backlog has been zero
will be counted.

» This backlog comparison is comparing the start of day backlog
number from yesterday to the start of day backlog number from
today.

» The backlog comparison is calculated at 5:30am each day.

» The backlog counts and comparisons will compare the current
workday (business day) against the prior workday (business
day). These numbers are not updated on weekends and
holidays.

e Below the Cases Due Today and Backlog, there will be text indicating:
“Many New Yorkers need assistance right now. Thank you for going the extra
mile to get benefits to families when they need it most”.

Help Text displayed for HRA Goal:

HRA Goal shows the overall number of cases due today and backlog across
the entire agency.

Backlog includes the cases that have passed their due date. If there is a2n
arrow next to the Backlog number, it indicates a change in the backlog
compared to the last workday. The number after the arrow indicates the
difference in backlog cases. If it's yellow, HRA has more cases in the backlog
than the last workday. If it's green, HRA has fewer cases in the backlog than

the last workday.
ar an o ol S |

The Staff Overview section provides information to the Manager on their Total
Staff, Logged In, Unavailable, End of Shift, and Not logged in Today. The
Manager can get more details in terms of the Worker Name, Status, Unavailable
Reason, and Date & Time by selecting the View Details link located in this section
as seen above, which opens the Details screen below.

Worker Name Status [E Unavailable Reason Date & Time
i Loggedin NA 10/20/2020 09:10AM =~
I Logged In NA 10/20/2020 08:20AM
P Loggedin NA 102072020 09:02 AM
s Unavailsble Lunch 10/20/2020 1202PM I
Unavailable Training 10/20/2020 10:00AM
Unavailable Special Project 10/20/2020 11:31AM
Unavailable System lssues 10/20/2020 10:01 AM
Unavailable Gorup Meeting 10/20/2020 11:00AM
Unavailable Supervisory Meeting 10/20/2020 10:50AM
Unavailsble Other - reason comes here 30 characters limit 10/20/2020 10:20AM
End of Shift NA 10/20/2020 2:00 PM
v
s nn «nmamnan Aan nas
!
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The Team’s Completed Tasks section displays the number of Applications,
Recertifications, Case Changes, Document Reviews, Periodic Reports, and
Interim Reports the Manager’s team completed for that day up to the point in which
the timestamp is shown in the banner.

The Need Support? section provides the email for the Office of Procedures Call
Center (fiacallcenter2@dss.nyc.gov) as read-only.

e Clicking on Talk to your Supervisor opens Microsoft Teams.

e Clicking on Start a Help Desk Ticket opens the Self-Service Incident Form
and allows the staff to report any technical issue they may encounter in
ANGIE.

7. Work Outstanding Widget in the Manager Dashboard

The Work Outstanding widget shows the ANGIE work that is outstanding by
criticality so that the Manager can review what remains ahead and what was
completed. The data shown in the dashboard includes All Tasks consisting of rows
for Today (Priority Date Today), Urgent (Late, past Priority Date before/including
Task Due Date), and Backlog (Overdue, past Task Due Date). The data is split
across columns for Potential Work, Open Task, Deferred, ES Ready, Sup Ready,
Total Open Work, Xmitted WMS, Pending WMS, and Completed.

Work Outstanding & Last Updated: 10/20/2020 11:50AM £ =
Task Potential Work Open Task Deferred ES Ready Sup Ready TotslOpenWork  Xmitted WMS  Pending WMS Completed
All Tasks 235 %8 %6 145 107 246 9 377 225

Today o 12 12 28 16 69 19 a2 45
Urgent o 7 7 14 8 36 0 50 41

Backlog o 56 36 57 56 225 30 184 70

Help Text for the Work Outstanding:

Work Outstanding @ Last Updsted: 10/20/2020 1150AM £3 =
Wark Outstanding shows the number of tasks that are due today,
Task will be due soon, or are past due and shows the number of tasks at wady Sup Ready Total OpenWork  Xmitted WMS Pending WMS Completed
each stage of completion. The "Today" row shows tasks due today
{Priority Date is today), the "Urgent" row shows tasks past their
Al Tasks ! 107 446 a9 377 225
Priority Date, and the "Backlog® row shows tasks past their Task Due
Date
Today r 16 &9 19 a2 45
Urgent o 7 7 14 g kel 20 50 41
Backlog o 56 56 57 56 225 50 184 0
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In R2, two new task types will be added:

e Periodic Report — Cases in Active status (AC) that must complete a mandated
periodic report.

e Interim Report — Cases in AC at center S15 that must complete a mandated
interim report.

Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for sign-off, in order to assign the tasks to MMAP supervisors
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for sign-off, in order to assign the tasks to FIA SNAP supervisors
based on the priority and due dates.

8. Case Search: Manual Assignment of Tasks

To manually assign a task, the Manager must first search for the respective case.
The Manager can execute a search based on the following criteria:

Case Number

SSN

Case Name

CIN

Access Human Resources Administration (AHRA) Confirmation #
IVRS # (Interactive Voice Response System for Recertifications)

Sedect Search By ftem

y Case Number

Search

Based on the criteria selected from the dropdown, the Manager will be required to
enter the corresponding information. Upon selecting the Search button, the system
will display the search results consisting of Task, Last Modified, Case Number,
Case Name, DOB, Social Security Number (SSN), Case Status, Task Due Date
and Action(s).
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S

Search Results

T Last Moddwd e MU e Hame DOe SN Cooe Stwbie |2 T Duse Dt Actonds)

Applicatan OLr20/2020 51 - Brocessing 01382030

e Selecting the desired row will highlight that row. Once the desired row is
selected, the Manager can select from available options from the Action(s)
dropdown and select Go to execute. The options available within the Action(s)
dropdown are dependent on the Case Status of the Search result. The search
process can result in the following three outcomes:

(1) Open Task
e Cases with Open Task will have information in the Task and Last Modified

columns of Search Results section
e If the system finds a case with Open Task, it will display this case first in the
Search Results section
e |If the system finds multiple cases with open tasks, it will display these cases
first and sorted by earliest date in the Task Due Date column
(2) Latest Task
e If the system does not return any cases with open tasks in the Search
Results section, the system will initially sort the found cases by Case
Number column in Ascending order.

e Cases without open task are those where these is no information in the Task
and Last Modified columns of the Search Results section

(3) No Task
e The system displays message “No Case found, please refine your search

criteria.”

Search Results Actions(s) Combo Box will contain a list of available actions for
the Manager. These actions will be table-driven. These tables allow control at the
following levels:

¢ Role of Manager (there are many titles within 1 role) —SPOS roles will be
leveraged to maintain compatibility with POS queue during the project.

e Center designation of Manager.

e Current WMS case status of the selected case in search results.

e List of activities available for the case, based on the case status and open
task.
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7

Search Results

Task Last Modified Case Number Case Name DOB SSN CaseStatus | TaskDueDate Action(s)
AC

CcL

AP

Applicstion  01/20/2020 Si-Processing  01/28/2020

R

e Selecting the View Case Details option from Action(s) and Go will result in a
modal window with the case profile, consisting of the Case Snapshot and Case
Composition. The columns for the Case Snapshot section consist of Task, Last
Modified, Case Number, Case Name, DOB, SSN, Case Status, and Task Due
Date. The columns for the Case Composition section consist of HH
Member/Line, DOB, SSN, and Individual Status.

Wim e wiEaing the ciie detaili of Cise Nuimbsr *

I Case Snapshot
I Tarsk: Lol Melifoed Carwe Fhurmbser Carse Mame DOE 55N Carse Skabars Tarsk Dure= Diuie
i Application 12/06/201% Si-Proceming 127162019
I
Case Composition

1
[HH Miesmiser f Line: (i) 5N Iredivach sl Sdatar

|- -

The Manager can manually assign tasks by searching for the case and then
selecting the Assign option from the Actions dropdown. Clicking on the Go button
results in a modal window displaying the Case Snapshot, Case Composition,
along with the Staff section as seen below.

The columns for the Case Snapshot section consist of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, and Task Due Date.

The columns for the Case Composition section consist of HH Member/Line, DOB,
SSN, and Individual Status. Within the Staff section, the Manager can search for
the Staff based on Staff Name or Role and then select the intended staff within the
grid. If Name is selected, then the Manager is required to enter the name as seen

9
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below. If Role is selected, the Manager is required to select an option from the Role
dropdown consisting of SNAP Eligibility Specialist, SNAP Supervisor, SNAP
Manager, SNAP Regional, or Clerical Associate. Selecting the Search button will
display the search results in the grid. The sortable columns displayed in the Staff

section include Name, Role, and Status.

Case Snapshot

Task

Application 01/20/2020 si-

Case Composition

HH Member / Line

Staff

Select Search By ltem F*H'_

Search
Search By Role

SMNAP Eligibility Specialist
SNAP Eligibility Specialist

SNAP Eligibility Specialist

| = i BN

<

Once a row is selected for the intended staff, it will highlight, and selecting the

Assign button will assign the task to that staff.

MAHUAL ASSIGNMENT
Case Snapshot
Tarke st Mol e Nussnbser Cane Hame DoE 55N Cane Stetus
Application 012072020 5l - Processing
Case Composition
HH Mewnbey / Line DO 5N
Staff
o | .
Harme: Role Stehm |
SHAP Eligibility Specialist Active
SHAP Bigibility Specialist Active
SMAP Eligibility Specialist Active
=n

10
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The Manager will see a green banner to inform that the task has been successfully
assigned.

Dashboard @

9. Case Search: Search for Pending Approvals

The Manager will be able to search for pending approvals in the ANGIE Case
Search and will be able to start the approvals. This will allow for sign-off of cases
that may need to be processed ahead of their priority order.

Search Results

Task Last Modified Case Number Case Name: DOB SSN Case Status Task Due Date Act g

10.Case Search: New Warning Messages for Duplicate Activities

When staff selects an activity other than Review Case and View Details in Case
Search, ANGIE will confirm whether the same activity was already completed as
part of the current task when the Go button is clicked and before launching SPOS.

e |f the same activity was already completed in the current task, ANGIE will display
the following warning message: “This activity was already completed for this task.
You may be starting a duplicate activity. Continue to SPOS?”
= |If the staff click Yes, SPOS will open.
= |If the staff clicks No, SPOS will not open and the Case Search will be
reset.
For recertification tasks, if the recertification due date is more than 4 months in
the future, ANGIE will display the following warning message: “This activity was
already completed for this task. You may be starting a duplicate activity.
Continue to SPOS?”
= |f the staff click Yes, SPOS will open.
= If the staff clicks No, SPOS will not open and the Case Search will be
reset.
If there was a transmission to WMS on the current day from SPOS, then ANGIE
will display the following warning message: “There was a transmission to WMS
for this case today. You may be starting a duplicate activity. Continue to SPOS?”
= |If the staff click Yes, SPOS will open.
= |f the staff clicks No, SPOS will not open and the Case Search will be
reset.

11
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11.Get Next Case for Sign-off: Next Approval Task for Manager

12.

The Manager will get the next task to approve by selecting the Get Next Case
for Sign-off button located within the dashboard. The approval tasks that are
distributed to the Manager will be based on the priority logic.

Get Next Case for Sign-Off =

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right. GET NEXT CASE FOR SIGN-OFF

Once the button is clicked, the Manager will see a case profile consisting of Case
Snapshot and Case Composition. The columns for the Case Snapshot section
consist of Task, Last Modified, Case Number, Case Name, DOB, SSN, Case

Status, Task Due Date, and Action(s). The columns for the Case Composition

section consist of HH Member/line, DOB, SSN, and Individual Status.

¢ In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the manager if the assigned task is an
error correction.

e Previously, it only informed the manager that an application, recertification,
change case or document review task was assigned.

e In R2, two new task types will be added for sign-off: Periodic Report and Interim
Report.

The Manager will be able to start the Approval task by selecting the Start option
within the Action(s) dropdown, and then selecting the GO button. The ANGIE
system will then launch SPOS for the Manager to approve the respective task.

Get Next Case for Sign-Off -

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right.

Case Snapshot
Task LastModified  CaseNumber  CaseName Do8 SSN Case Status TaskDueDate  Action(s)

Application 02/05/2019 AP-Supervisory 02/06/2015

]

Case Composition

HH Member / Line DOB SSN Individual Status

Get Next Case for Processing for Manager

The Manager can step down to the role of the Eligibility Specialist (ES) and function
as an Eligibility Specialist. The tasks that are distributed to Managers within this
widget, are non-approval tasks. This function will allow the Manager to help the
Eligibility Specialists perform their tasks when additional person power is needed.

12
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Selecting the Get Next Case for Processing button located within the
dashboard will distribute a non-approval task based on the priority logic.

Get Next Case for Processing -
Ready toiork o the next case? Getstarted by precsing the buftan o theright P—

Once the button is clicked, the Manager will see a case profile consisting of Case
Snapshot and Case Composition as seen below. The columns for the Case
Snapshot section consist of Task, Last Modified, Case Number, Case Name,
DOB, SSN, Case Status, Task Due Date, and Action(s). The columns for the
Case Composition section consist of HH Member/Line, DOB, SSN, and
Individual Status.
The Manager will be able to start the task by selecting the Start option within the
Action(s) dropdown, and then selecting the GO button. The ANGIE system will
then launch the SPOS application for the Manager to work on the respective
task.
In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the staff if the assigned task is an error
correction.

= Previously, it only informed the staff that an application, recertification,

change case or document review task was assigned.

In R2, two new task types will be added: Periodic Report and Interim Report.

Get Next Case for Processing -

Ready to work on the next case? Get started by pressing the button to the right.

Case Snapshot

Task

Applicatica 02052019 AP-Processing 02062019 m
Hold

Case Composition

HH Member / Line DOB SSN Individual Status

Last Modified  Case Number Case Name DOB SSN Case Status Task Due Date Action(s)
Sedect

Retarn

AP

AP

13.Hold or Return Task

The Manager can execute a Hold or Return on a task and is applicable to both
the Get Next Case for Processing and Get Next Case for Sign-Off widgets.
The Manager can execute a hold on a task by selecting the Hold option from the
Action(s) dropdown and clicking on the Go button. The Manager will see a
modal window and is required to select from the available Hold Reasons
(Restroom, Break, Lunch). Once the Manager selects the applicable hold
reason and then selects Save Changes, the hold will be applied on the

13
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respective task for a set time (2 hours), for that Manager. Note: The Manager
cannot work on another “prioritized task” until the hold task is worked. If the
Manager returns within the set time, the Manager will be provided with the same
task upon selecting the Get Next Case for Processing button. If the hold time
lapses, then the task will be placed back in the general pool and another
Manager may have access to that task.

Hold Reasons

Restroom
Break
Lunch

I

o

e The Manager can return a task by selecting the Return option from the Action(s)
dropdown and clicking on the Go button. The Manager will see a modal
window and must select from the available Return Reasons (End of Shift,
Leaving Sick, Weather Emergency, Leaving Personal (Planned), Leaving
Personal (Unplanned), Conflict of Interest, Expired Hold (System
Generated)).

e After selecting the applicable return reason and clicking on the Save Changes
button, the task will be returned to the general pool and another Manager can get
the task.

14
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14.Team Performance Page for Manager

The Manager can access their Team Performance page from the left navigation
pane. This page will provide metrics to gauge the team’s performance and allow the
Manager to drill-down from the Citywide view (default) to Regional Manager view,
Manager view, Supervisor view, and finally to the Eligibility Specialist view. In R2,
information about supervisor returns was added.

The page consists of the Timeframe Selector, the Accuracy — WMS Error Rate
widget and the new Accuracy — Supervisor Returns widget as seen below.

Team Performance e

Time Period
[ Last 30 days - ] m How can | supg

Citywide Team Summary (10/23 - 11/21)

G Team Total ﬁ Team A

Tacke 11 Tacke

The Manager will start with the Citywide view as the default view on this page as
seen above. This page consists of Citywide Team Summary and Citywide Staff
Detail sections.

The Citywide Team Summary section of the page contains three tables consisting
of Team Total, Team Average, and HRA Average. Each table provides the number
of Tasks, number of Errors, the Error rate as a percentage, the number of
Returns, and the Return rate as a percentage.

e The Error Rate for the Team Average table will be displayed within green, yellow,
or blue boxes to indicate if the team’s WMS Error Rate is above, below, or the
same as the HRA Average, respectively.

e The Return Rate for the Team Average table will be displayed within the green
box, yellow box, or blue box to indicate if the team’s Supervisor Return Rate is
above, below, or the same as the HRA Average respectively.

15



Attachment D Manager Role
ANGIE Release 2 Notes

Team's Performance Last Updated: 12/06/2021 1200 AM e
@ eam Total @R Team Average © == HRA Average

Tasks 19 Tasks 2 Tasks 2

Ermors 8 Errors 1 Errors 1

Retums 5 Error Rate 42% Error Rate 35%

Returns 1 Returns [i]

Return Rate 26% Return Rate 20%

The Citywide Staff Detail section contains columns for Regional Manager Name,
Tasks, Errors, Error Rate, Returns and Return Rate. To the left of the Regional
Manager Name column shows icons to represent the following:

*  Yellow Warning icon shows performance in need of improvement.
« Green Star icon shows above average performance.

e Selecting the name within the Regional Manager Name column in the Citywide
view will give access to the selected Regional Manager view.

e Consequently, depending on the name selected for drill-down, the Team
Summary values on top changes to show the selected Regional Manager’s
Team Summary.

e The Staff Detail section on the bottom of the page changes to show the selected
Regional Manager’s Staff Detail as seen in below screen.

I ©
Worker Name Tasks Errors Error Rate Returns Return Rate

2 1 50% 1 50%

The Team Summary section of this page contains three tables consisting of Team
Total, Team Average, and HRA Average. Each table provides the number of
Tasks, number of Errors, the Error rate as a percentage, the number of Returns,
and the Return rate as a percentage.
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The Error Rate for the Team Average table will be displayed within green, yellow,
or blue boxes to indicate if the selected team’s WMS Error Rate is above, below,
or the same as the HRA Average, respectively.

The Return Rate for the Team Average table will be displayed within the green
box, yellow box, or blue box to indicate if the team’s Supervisor Return Rate is
above, below, or the same as the HRA Average respectively.

Navigating each view:

The Regional Manager view will contain the name of the selected Regional
Manager in both the Team Summary and Staff Detail sections of the page as
seen above. This page displays the Team performance page of the selected
Regional Manager.
= From the Regional Manager view (above screen), the Manager can
access the Manager view by selecting the name within the Manager
Name column and view the details for the manager’s team.
The Manager view will contain the name of the selected Manager in both the
Team Summary and Staff Detail sections of the page as seen above. This page
displays the Team performance page of the selected Manager.
= From the Manager view (above screen), the Manager can access the
Supervisor view by selecting the name within the Supervisor Name
column.
The Supervisor view will contain the name of the selected Supervisor in both the
Team Summary and Staff Detail sections of the page as seen above. This page
displays the Team performance page of the selected Supervisor.
= From the Supervisor view (above screen), the Manager can access the
Eligibility Specialist view by selecting the Errors and Error Rate values
for the respective Eligibility Specialist.
The Eligibility Specialist view will contain the name of the selected Eligibility
Specialist on the widgets Accuracy — WMS Error Rate and Most Common
WMS Errors.
= Selecting Close will return Manager to the Supervisor view.
Selecting Back will Navigate the Manager to the previous page.
Selecting Back to Citywide Summary will navigate to the Citywide View.

15. Team’s Daily Activity for Manager

The Team’s Daily Activity page can be accessed by the Manager from the left
navigation pane. This page starts with the Citywide view for the Manager and
consists of Activity Summary — Citywide and Activity Detail — Citywide widgets
as seen below.

17



Attachment D Manager Role
ANGIE Release 2 Notes

Team's Daily Activity o

Activity Summary - Citywide Last Updated: 01/24/2022 10:38 AM & =

E Staff Overview View Details E Tasks Status B Tasks Completed

Total Staff 244 Initiated 2 Completed Interviews 0

Logged In 5 In Progress 4] Completed Application Processing 0

Unavailable 1 Incomplete 2 Completed Recertification Processing 0

End of Shift a Complete 4] Completed Case Changes 0

Not Logged in Today 238 Completed Document Reviews 0
Completed Periodic Reports 0

Completed Interim Reports 0

Activity Detail - Citywide Last Updated: 01/24/2022 10:38 AM &

Regional Manager Tasks In Tasks Tasks Interview Application Recertificatio Case Change Document Interim Periodic

Name Progress Incomplete Complete n Reviews Report Report

0 2 0 0 0 0 0 Q 0 Q

Total 0 2 0 1] 0 1] 0 0 0 0

The Activity Summary — Citywide widget consists of Staff Overview, Tasks
Status, and Tasks Completed. The Staff Overview table provides an inventory of
the Total Staff, Logged In, Unavailable, End of Shift, and Not Logged in Today.
The Tasks Status table provides information on the number of tasks that are
Initiated, In Progress, Incomplete, and Complete. The Tasks Completed table
provide the number of tasks that are completed for Interviews, Applications,
Recertifications, Case Change, Document Reviews, Periodic Reports and
Interim Reports.

A View Details link is provided within the Staff Overview table that will provide
details of staff who are Logged In, Unavailable, End of Shift, and Not Logged in
Today. Upon selection of the link a modal window consisting of columns for Worker
Name, Status, Unavailable Reason, and Date & Time as seen below will display.
Selecting Close will return the Manager to the default Citywide view of the Team’s
Daily Activity page.
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Y — ———— N — Y |
Worker Name Status |3 Unavailable Reason Date & Time
i Logged in NA 10/20/2020 09:10AM A
I Logged in NA 10/20/2020 03:20AM
® Loggedin NA 10/20/2020 09:02AM
s Unavailsble Lunch 10/20/2020 1202PM I
Unavailable Training 10/20/2020 10:00AM
Unavailable Special Project 10/20/2020 11:31AM
Unavailsble System Issues 10/20/2020 10:01 AM
Unavailable Gorup Meeting 10/20/2020 11:00AM
Unavailable Supervisory Meeting 10/20/2020 10:50AM
Unavailsble Other - reason comes here 30 characters limit 10/20/2020 1020 AM
End of Shift NA 10/20/2020 2:00 PM
v
!

The default view of the Activity Detail — Citywide widget shows columns for
Regional Manager Name, Tasks in Progress, Tasks Incomplete, Tasks
Complete, Interview, Application, Recertification, Case Change, Document
Reviews, Periodic Reports and Interim Reports.

The Regional Manager Name column has links and upon selection, the Manager
can view the selected Regional Manager’s Team’s Daily Activity page as seen
below.

Team's Daily Activity e

Activity Summary - Citywide Last Updated: 01/24/2022 10:38 AM & —

E Staff Overview E Tasks Status (W Tasks Completed

Total Staff 244 Initiated 2 Completed Interviews 0

Legged In 5 In Progress 4} Completed Application Processing 0

Unavailable 1 Incomplete 2 Completed Recertification Processing 0

End of Shift a Complete 0 Completed Case Changes 0

Not Logged in Today 238 Completed Document Reviews 0
Completed Periodic Reports 0
Completed Interim Reports 0

In the Regional Manager view (above screen), the selected Regional Manager’s
name is displayed on the Activity Summary and Activity Detail widgets.
Consequently, the Activity Summary and Activity Detail widgets will reflect the
information based on the selected Regional Manager’s Team'’s Daily Activity.

The Activity Summary widget for the selected Regional Manager consists of Staff
Overview, Tasks Status, and Tasks Completed.

e The Staff Overview table provides an inventory of the Total Staff, Logged
In, Unavailable, End of Shift, and Not Logged in Today.
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e The Tasks Status table provides information on the number of tasks that are
Initiated, In Progress, Incomplete, and Complete.

e The Tasks Completed table provide the number of tasks that are completed
for Interviews, Applications, Recertifications, Case Changes, and
Document Reviews.

e Inthe Tasks Completed section, the labels were updated to add the word
Completed before each task type and Completed Periodic Reports and
Completed Interim Reports were added.

A View Details link is provided within the Staff Overview table that will provide
details of the Regional Manager’s staff who are Logged In, Unavailable, End of
Shift, and Not Logged in Today. Upon selection of the link a modal window
consisting of columns for Worker Name, Status, Unavailable Reason, and Date &
Time will display.

The Activity Detail widget for the selected Regional Manager shows columns for
Manager Name, Tasks in Progress, Tasks Incomplete, Tasks Complete,
Interview, Application, Recertification, Case Change, and Document Reviews.
The Manager Name column contains links and upon selection, the Manager can
drilldown to the selected Manager’s Team’s Daily Activity page as seen below.
Selecting Back to Citywide Summary in above screen navigates the Manager to
the default Citywide View (above screen). In the Activity Detail section, the
Interim Report and Periodic Report task types were added.

e Inthe Manager view, the selected Manager’'s name is displayed on the
Activity Summary and Activity Detail widgets. Consequently, the Activity
Summary and Activity Detail widgets will reflect the information based on
the selected Manager’s Team’s Daily Activity. The Manager can drill down
to the Supervisors under the selected Manager.

e Inthe Supervisor view, the selected Supervisor's name is displayed on the
Activity Summary and Activity Detail widgets. Consequently, the Activity
Summary and Activity Detail widgets will reflect the information based on
the selected Supervisor’s Team’s Daily Activity. The Manager can also
view the Daily Activity Sheet for individual Eligibility Specialists from the
Supervisor view.
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Team's Daily Activity @

Daily Activity Sheet for I (£ ligibility Specialist) ©

Start Time |2 o Mot e P Shart Front Statun | o et [herisican Siem | (M)

The name of the selected Eligibility Specialist is seen on the Daily Activity
Sheet widget.

The Daily Activity Sheet widget keeps track of and displays a summary of
the Eligibility Specialist’s daily activity as a snapshot of the work completed
for the current day.

This allows the Manager to review the respective Eligibility Specialist’s daily
progress.

The Daily Activity Sheet provides information on the Status, Start Time, Case
Number, Case Name, Start Event, WMS Status, End Event, Decision, HH Size,
and Duration (Mins):

Status: The icons within this column provide context at a glance for tasks that
are Completed (green check), Suspended (yellow exclamation) and In-
Progress (blue hourglass).
For an Interview, the Status is Incomplete if the end event is Suspend
Interview. Otherwise, the interview is complete.
For processing actions, the status is incomplete if the end event is
Suspend Processing and the task status is not Pending. Otherwise, it is
complete.
When an event is currently in progress:

»  Duration column for that row displays a dash (minus sign).

»  End Event column for that row displays “N/A”.
Start Time:
= Displays the time that the event was started in the format: hh:mm AM/PM.
= The default view will be based on the ascending order of Start Time.
Case Number: This is the Case Number associated with the case.
Case Name: This is the WMS Case Name.
Start Event: This is a combination of Task Type & the following elements:
= For Application and Recertification Task:
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» Interview Started - If an Interview was either distributed from Get
Next or started from Case Search, the element must display “Interview
Started”.

» Ready to Assign Event - For any case that was distributed and
started from the Get Next button, the Ready to Assign Event must be
displayed. For example, “Mandated Verification Received — Full” event.

»  SPOS Activity - For any Events that were started from Case
Search, the SPOS Activity must be used. For example, “Application
Modification”, “Make Case Comment”, etc.

For Change Case, Periodic Report and Interim Report: The start event
is typically: “Change Case Ready” (if started from Get Next) or “Start
Processing” (if started from Case search).

For Document Review, the start event is always: “Start Document

Review”.

WMS Status: The existing WMS case status (starting state) — Applying (AP),
Denied (RJ), Single Issue (SI), Active (AC), Closed (CL).

End Event: The final event that is triggered by the Eligibility Specialist's
action. This data comes from the Event Log.

For any start events in the status of Interview in the Event Log, the End
Event is always either: Suspend Interview or Complete Interview.
For Change Case events, the system checks whether a Deferral was
made in the Pending status events; if yes, then the end event is
“Deferred/Pending Change Verification”. Otherwise, the last event with a
status of Processing is used.
For other Processing-related start events other than Change Case, the
End Event is recorded when the Processors finishes their action in SPOS
(last event with a status of Processing for the Eligibility Specialist).
The End Event can be Complete Interview, Suspend Processing or
Complete Processing. The End events will be further distinguished to
have the exact outcome, with the possible values displayed below. The
event log will also get updated accordingly.
1. Complete Interview - No deferral

Complete Interview - Deferred for verification

Complete Interview - Deferred for IVS/RFI/SDX

Complete Interview - Deferred for verification and IVS/RFI/SDX

Note: For the Interview, the End Event will be the latest event in

status of Interview

2. Suspend Processing - Deferred for change verification
Note: For processing actions, the End Event will be the latest
event in status of Processing
For cases that are “In Progress”, the End Event column will reflect N/A for
the respective row.

Decision: This is the Status and Reason Code selected in SPOS (End
State), as it represents the action that the Eligibility Specialist took on the
case to end their processing and reach a case outcome.
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= The decoded value is needed. For example: AC-A30 (Same Approval
each month), RJ-V21 (Failure to Provide Verification), SI-Q22 (Expedited
Pending Verification).
= The description of the code will not be included.
= If there is no SPOS decision code, then the reason code will be blank. For
example, “Application Pending (AP)- “, “Active (AC)-*
e HH Size Number of people in AP, S) or AC status in associated with the
WMS case.
e Duration (Min): This value will be the time, in minutes, it takes an Eligibility
Specialist to process the task/activity on the case.
= For cases that are “In Progress”, the duration field will be a dash (minus
sign) for the respective row.

e Selecting Back navigates the Manager to the previous page.
e Selecting Back to Citywide Summary navigates Manager to the default
Citywide View.

Help Text - Team’s Daily Activity Page

Team's Daily Activity @

X
Team's Daily Activity is a dashboard that shows an overview of the
staff available on your team, the status of all their initiated tasks, and
a breakdown of their completed tasks. Activity Details shows an

overview of each individual staff member's activity; click on their
name to see more details in their individual Daily Activity Sheet. E TaS kS

Total Staff 369 Initiated

Help Text on Eligibility Specialist's Daily Activity Sheet:

16.Reports Page

The Manager will have access to the Reports page from the left navigation pane
and can generate the following reports:

e Daily Activity
e Deferrals
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e Staff Overview
e Timings
e Work Outstanding

Reports

Select Report

Report Name

Salect W

New reports will be added in R2:

Performance Management — Supervisor Returns
Performance Management — WMS Errors
Performance Management — Deferrals

WMS Transmissions

Selective Case Review Summary

Selective Case Review Details

Reports will be covered in detail in a separate document.
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1. Document Objective

The objective of this document is to provide context on the screens for Regional
Manager and Business Administrator roles within the Activity and General
Information Exchange (ANGIE). The layout of the ANGIE dashboard for these roles
will allow the logical completion of the activities related to the role and consume the
necessary information for the role.

2. Summary of Changes in Release 2 (R2)

This document also contains the details about new functionality in R2 of ANGIE,
including:

e Addition of Supplemental Security Income (SSI) Center (S15) and Residential
Treatment Center (RTC) (S61) processing.

e Addition of Mailer, Match and Action Program (MMAP).

e Updates to dashboards.

e Task prioritization and assignments for Periodic Reports.

e Task prioritization and assignments for Interim reports.

e Recertification processing updates.

e Integration for documents received for review after a case closing or denial.

e Updates to Case Search.

e Manage Configurations - Different Hold Times for “Supervisor Help” and “Help
Desk Support” Reasons.

e Task Assignment Based on Skillset.

e Warning Messages on Manage Staff tab.

¢ New Intake list.

¢ New SPOS Intake activity.

3. S15 and S61 Processing

Processing for these centers will be added to ANGIE in R2 for Family Independence
Administration Supplemental Nutrition Assistance Program (FIA SNAP):

e FIA’'s SSI Center is S15. Cases at this center have specialized budgeting and
rules that require special logic.

e FIA's RTC for SNAP (S61) includes special processes for RTC applications,
case changes and recertification processes. Cases at this center have
specialized budgeting and rules that require special logic.

4. Mailer and Match Action Program (MMAP) Processing

FIA’s MMAP group will be integrated with the ANGIE system in R2. This group is
responsible for processing periodic reports, mandated matches for active SNAP

cases, as well as special projects such as Mass Re-Budgeting (MRB) and other

such initiatives.
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MMAP staff is enrolled in center F25 with citywide access. The following roles will be
integrated for MMAP:

Eligibility Specialist
Supervisor
Manager

Regional

5. Home Page: Dashboard for Regional Manager & Business Administrator

Upon login, the landing screen in ANGIE will be the Dashboard page. This screen
will allow the Regional Manager to view their progress, keep track of their team’s
progress, access their next priority task and search for cases. It will replace the
individual's Paperless Office System (POS) queue.

The screen includes the navigation bar on the left-hand side, the title bar with the
Regional Manager’s name and the Tools menu and the main panel with the
Manager’s functions. In R2, a new Intake link was added in the navigation bar,
which opens the new Intake List. For additional details on the Intake link and
activity, please refer to the release notes for the Eligibility Specialists.

Collapsible widgets appear in the Dashboard, showing:

Your Work Counts!

Team Progress

Work Outstanding

Case Search

Get Next Case for Sign-off
Get Next Case for Processing

The widgets will contain the nameltitle of the respective widget. Where applicable, at
the title level of the widget will also contain the following:

¢ Widget Name: The name of the respective widget will be displayed.

e Last Updated: Last updated timestamp on when the data was last updated in
the format: Last Updated: mm/dd/yy hh:mm AM/PM.

e A refresh button to refresh the data within the widget. Consequently, the last
updated timestamp will also be updated.

e A button to Minimize or Maximize the widget.

6. “Your Work Counts!” & “Today’s Progress” Widgets for Regional Manager &
Business Administrator
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The Your Work Counts! widget provides positive messages for the Regional
Manager, with information about how many families their work helped in the previous
week (first message as seen below) and positive messages from applicants and
participants.

The positive messages are from applicants/participants and will be pulled from
reviews of the Access Human Resources Administration (AHRA) mobile app in the
App Store / Google Play store and also from the AHRA site. The comments will be
alternating between these messages. The information displayed within this widget
gets updated weekily:

e There will be a table with all possible messages that could be displayed from
the sources mentioned. This is a static table that gets refreshed periodically
with a new list.

e Each time the Regional Manager logs into ANGIE or returns to ANGIE from
Streamlined Paperless Office System (SPOS), either the “The cases you
completed last week helped X eligible families feed their loved ones.” or that
day’s HRA message will be displayed. Selection will be random.

Your Work Counts!

@ The cases you completed last week helped 3462 eligible families feed their loved ones.

The Team progress widget for the Regional Manager consists of four sections
including HRA Goal, Staff Overview, Team’s Completed Tasks, and Need
Support? This widget keeps track of the Regional Manager’s Team progress
throughout the day.

Team Progress Last Updated: 01/11/2022 08:15 AM & o
; : )
HRA Goal @ E Staff Overview View Detais EJ/ Team’s Completed Tasks c ) Need Support?
Cases Due Today 2 Total Staff 23 - Applications 0 Policy question?
Email Procedures:
Backlog 733 1 Logged In 0 'D Recertifications 0 fiacallcenter2@dss.nyc.gov
Many New Yorkers need assistance Unavailable 0 [# Case Changes 0 Talk to your Supervisor
right now. Thank you for going
the extra mile to get benefits End of Shift 0 B Document Reviews 0 Start a Help Desk Ticket
to families when they need it most.
Mot Logged in Today 23 [# Interim Reports 0
[ Periodic Reports 0

The HRA Goal section provides information to the Regional Manager on the Cases
Due Today and Backlog:

e Cases Due Today displays all tasks with a Priority Date of Today.
e Backlog is displayed as the sum of tasks that are late and overdue.
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= Next to the backlog number, an arrow up (displayed in yellow) shows
an increase in cases in the backlog since yesterday,

= Arrow down (displayed in green) for a decrease in the backlog since
yesterday,

= No arrow at all (just the backlog number) for no increase or decrease
in the backlog number. Where there are zero cases in the backlog for
more than one day, the number of days that the backlog has been zero
will be counted.

» This backlog comparison is comparing the start of day backlog
number from yesterday to the start of day backlog number from
today.

» The backlog comparison is calculated at 5:30am each day.

» The backlog counts and comparisons will compare the current
workday (business day) against the prior workday (business
day). These numbers are not updated on weekends and
holidays.

e Below the Cases Due Today and Backlog, there will be text indicating:
“‘Many New Yorkers need assistance right now. Thank you for going the extra
mile to get benefits to families when they need it most”.

Help Text displayed for HRA Goal:

HRA Goal shows the overall number of cases due today and backlog across
the entire agency.

Backlog includes the cases that have passed their due date. If there is a2n
arrow next to the Backlog number, it indicates a change in the backlog
compared to the last workday. The number after the arrow indicates the
difference in backlog cases. If it's yellow, HRA has more cases in the backlog
than the last workday. If it's green, HRA has fewer cases in the backlog than

the last workday.
b=

The Staff Overview section provides information to the Regional Manager on their
Total Staff, Logged In, Unavailable, End of Shift, and Not logged in Today. The
Regional Manager can get more details in terms of the Worker Name, Status,
Unavailable Reason, and Date & Time by selecting the View Details link located in
this section as seen above, which opens the Details screen below.
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Status | Unavailabie Reason Date & Time
Loggedin NA 10/20/2020 09:10AM
caged NA 10/20/2020 08:20AM
( Loggedin NA 10/20/2020 09:02AM
s Unavailsble Lunch 10/20/2020 1202PM
Unavaitable Training 10/20/2020 10:00AM
Unavailable Special Project 10/20/2020 11:31AM
Unavailable System lssues 10/20/2020 10:01 AM
Unavailable Gorup Meeting 10/20/2020 11:00AM
Unavailable Supervisory Meeting 10/20/2020 10:50AM
Unavailable Other - reason comes here 30 characters limit 10/20/2020 1020AM
End of Shift NA 10/20/2020 2:00 PM

The Team’s Completed Tasks section displays the number of Applications,
Recertifications, Case Changes, Document Reviews, Periodic Reports, and
Interim Reports the Regional Manager’s team completed for that day up to the
point in which the timestamp is shown in the banner.

The Need Support? section provides the email for the Office of Procedures Call
Center (fiacallcenter2@dss.nyc.gov) as read-only. Clicking on Talk to your
Supervisor opens Microsoft Teams. Clicking on Start a Help Desk Ticket opens
the Self-Service Incident Form and allows the staff to report any technical issue
they may encounter in ANGIE.

7. Work Outstanding Widget in the Regional Manager & Business Administrator
Dashboard

The Work Outstanding widget shows the ANGIE work that is outstanding by
criticality so that the Regional Manager can review what remains ahead and what
was completed. The data shown in the dashboard includes All Tasks consisting of
rows for Today (Priority Date Today), Urgent (Late, past Priority Date
before/including Task Due Date), and Backlog (Overdue, past Task Due Date). The
data is split across columns for Potential Work, Open Task, Deferred, ES Ready,
Sup Ready, Total Open Work, Xmitted WMS, Pending WMS, and Completed.

Task Potential Work Open Task Deferred ES Ready Sup Ready Total OpenWork ~ Xmitted WMS Pending WMS Completed

All Taskes 255 78 6 145 107 446 a9 7 225
Today o 12 12 2% 16 &% 17 a2 45
Urgent ] 7 7 14 : 36 30 50 41

Backlog o 56 56 57 56 225 50 184 *0

Help Text for the Work Outstanding:


mailto:fiacallcenter2@dss.nyc.gov
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Work Outstanding @

x
Work Cutstanding shows the number of tasks that are due today,
Tazk will be duws soon, or are past due and shows the number of tasks at s
=ach stage of completion. The "Today" row shows tasks dus today
Al Tasks {Pricrity Date iz today), the "Urgent” row shows tasks past their
Pricrity Date, and the "Backlog® row shows tasks past their Task Due
Date

Today f

In R2, two new task types will be added:

e Periodic Report — Cases in Active status (AC) that must complete a
mandated periodic report.

e Interim Report — Cases in AC at center S15 that must complete a mandated
interim report.

Periodic Reports

Monthly lists of cases due for a periodic report are received from the Welfare
Management System (WMS) and will be loaded into ANGIE. ANGIE will track the
submission of the online periodic report and indexing of the periodic mailer forms
that make cases ready for sign-off, in order to assign the tasks to MMAP supervisors
based on the priority and due dates.

Interim Reports

Monthly lists of S15 cases due for an interim report are received from WMS and will
be loaded into ANGIE. ANGIE will track the indexing of the interim report forms that
make cases ready for sign-off, in order to assign the tasks to Family Independence
Administration Supplemental Nutritional Assistance Program (FIA SNAP)
supervisors based on the priority and due dates.

8. Case Search: Manual Assignment of Tasks

To manually assign a task, the Regional Manager must first search for the
respective case. The Regional Manager can execute a search based on the
following criteria:

Case Number

SSN

Case Name

CIN

Access Human Resources Administration (AHRA) Confirmation #
IVRS # (Interactive Voice Response System for Recertifications)
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Select Search By ltem

Select Search By Item
Humber

Search By Cas

Based on the criteria selected from the dropdown, the Regional Manager will be
required to enter the corresponding information. Upon selecting the Search button,
the system will display the search results consisting of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, Task Due Date and Action(s).

e =

Search Results

Tk Luent Maditied e M L e Doe 5N Coon Statuem [ Tk Due Date: Actionis)

Selecting the desired row will highlight that row. Once the desired row is selected,
the Regional Manager can select from available options from the Action(s)
dropdown and select Go to execute. The options available within the Action(s)
dropdown are dependent on the Case Status of the Search result. The search
process can result in the following three outcomes:

(1) Open Task
e Cases with Open Task will have information in Task and Last Modified
columns of Search Results section
e If the system finds a case with Open Task, it will display this case first in the
Search Results section
e |If the system finds multiple cases with Open Tasks, it will display these cases
first and sorted by earlier date in the Task Due Date column
(2) Latest Task
e If the system does not return any cases with Open Tasks in the Search
Results section, the system will initially sort the found cases by Case
Number column in Ascending order.
e Cases without Open Task are those where these is no information in Task
and Last Modified columns of Search Results section
(3) No Task
e The system displays the message “No Case found, please refine your search
criteria.”
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Search Results Actions(s) Combo Box will contain a list of available actions for
the Regional Manager. These actions will be table-driven. These tables allow control
at the following levels:

e Role of Regional Manager (there are many titles within 1 role) — Streamlined
Paperless Office System (SPOS) roles will be leveraged to maintain
compatibility with POS queues.

e Center designation of Regional Manager.

e Current WMS case status of selected case in search results.

e List of activities available for the case, based on the case status and open
task.

S

Search Results

Task Last Modified Case Number Case Name DOB SSN CaseStatus |5 TaskDueDate Action(s)
AC

CcL

AP

Application  01/20/2020 Si-Processing  01/28/2020

R

Selecting the View Case Details option from Action(s) and Go will result in a modal
window with the case profile, consisting of the Case Snapshot and Case
Composition. The columns for the Case Snapshot section consist of Task, Last
Modified, Case Number, Case Name, DOB, SSN, Case Status, and Task Due
Date. The columns for the Case Composition section consist of HH Member/Line,
DOB, SSN, and Individual Status.

| WIEW CASE DETAILS x

Wi Bhe wiewing U cane details of Cise Numbser

Case Snapshot
s Laret bloxfifesd  Caree Musmbwer Carss M DOE 55H Case Statir Tarsk Dume Dt
|

i Application 1270482019 Sl-Processing 12114672019

(Case Composition

HH Miesmaser / Line: L] S5M lrefrvachesl Slalir
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The Regional Manager can manually assign tasks by searching for the case and
then selecting the Assign option from the Actions dropdown. Clicking the Go button
results in a modal window displaying the Case Snapshot, Case Composition,
along with the Staff section as seen below.

The columns for the Case Snapshot section consist of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, and Task Due Date.

The columns for the Case Composition section consist of HH Member/Line, DOB,
SSN, and Individual Status. Within the Staff section, the Regional Manager can
search for the Staff based on Staff Name or Role and then select the intended staff
within the grid.

e If Name is selected, then the Regional Manager must enter the name as seen
below.

e If Role is selected, the Regional Manager must select an option from the Role
dropdown consisting of SNAP Eligibility Specialist, SNAP Supervisor,
SNAP Manager, SNAP Regional, or Clerical Associate. Selecting the
Search button will display the search results in the grid. The sortable columns
displayed in the Staff section include Name, Role, and Status.

Case Snapshot

Task Last Modified Case Number Case Name DOEB SSN Case Status Task Due Date

Application 01/20/2020 51 - Processing 01/28/2020

Case Composition

HH Member / Line DoB SSN Individual Status

El
Staff l
1

Sedect Search Hem
= ——
Search By Role

Name Role Status 12

SNAP Eligibility Specialist Active ~
SMNAP Eligibility Specialist Active

SNAP Eligibility Specialist Active w

N i B

Once a row is selected for the intended staff, it will highlight that row and selecting
the Assign button will assign the task to that staff.

10
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(RARILLAL ASTHENIEMWT 4
Case Snapshot -
Tanike Larat Mondifwsd Carne Nusmbser e Masme: DO 54 Caee Stabum Taslk D Diabe:
Agpplication O1202020 51 - Processing 01 782020

Case Composition

HH e f Line Doe Lo Iradiviniunl Shatue
5
si
L]
Staff
| g
[T ook Stwhe 12
SMAP ERghility Specialist Active ~
SMAP Eigbility Specialist Active

SMAP Eligibility Specialist Active

[om ] = oomomes | < o

The Regional Manager will see a green banner to inform them that the task has
been successfully assigned.

Dashboard @

Task is successfully assigned

9. Case Search: Search for Pending Approvals

The Regional Manager will be able to search for pending approvals in the ANGIE
Case Search and will be able to start the approvals. This will allow for sign-off of
cases that may need to be processed ahead of their priority order.

Select ~
i [E
Assign Case Change
I e, Cosa Poanbes) M I . Cancel WMS transaction
Search Results e Transter
Case change
Task Last Modified = Case Number Case Name DOB SSN Case Status. Task Due Date. At Change address N
— [ . [ ]

11
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10.Case Search: New Warning Messages for Duplicate Activities

When staff selects an activity other than Review Case and View Details in Case
Search, ANGIE will confirm whether the same activity was already completed as
part of the current task when the Go button is clicked and before launching SPOS.

If the same activity was already completed in the current task, ANGIE will display
the following warning message: “This activity was already completed for this task.
You may be starting a duplicate activity. Continue to SPOS?”
= If the staff click Yes, SPOS will open.
= |f the staff clicks No, SPOS will not open and the Case Search will be
reset.
For recertification tasks, if the recertification due date is more than 4 months in
the future, ANGIE will display the following warning message: “This activity was
already completed for this task. You may be starting a duplicate activity.
Continue to SPOS?”
= |If the staff click Yes, SPOS will open.
= |If the staff clicks No, SPOS will not open and the Case Search will be
reset.
If there was a transmission to WMS on the current day from SPOS, then ANGIE
will display the following warning message: “There was a transmission to WMS
for this case today. You may be starting a duplicate activity. Continue to SPOS?”
= If the staff click Yes, SPOS will open.
= If the staff clicks No, SPOS will not open and the Case Search will be
reset.

11.Get Next Case for Sign-off: Next Approval Task for Regional Manager & Business
Administrator

The Regional Manager will get the next task to approve by selecting the Get Next
Case for Sign-off button located within the dashboard. The approval tasks that are
distributed to the Regional Manager will be based on the priority logic.

Get Next Case for Sign-Off -

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right GET NEXT CASE FORSIGN-OFF

Once the button is clicked, the Regional Manager will see a case profile
consisting of Case Snapshot and Case Composition. The columns for the
Case Snapshot section consist of Task, Last Modified, Case Number, Case
Name, DOB, SSN, Case Status, Task Due Date, and Action(s). The columns
for the Case Composition section consist of HH Member/Line, DOB, SSN, and
Individual Status.

The Regional Manager will be able to start the Approval task by selecting the
Start option within the Action(s) dropdown, and then selecting the GO button.

12
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Get Next Case for Sign-Off -

The ANGIE system will then launch the SPOS application for the Regional
Manager to approve the respective task.
In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the staff if the assigned task is an error
correction.

= Previously, it only informed the staff that an application, recertification,

change case or document review task was assigned.

In R2, two new task types will be added: Periodic Report and Interim Report.

Ready to work on the next case that requires supervisor review? Get started by pressing the button to the right.

Case Snapshot
Task LastModified  CaseNumber  CaseName Do8 SSN Case Status TaskDueDate  Action(s)

Application 02/05/2019 AP-Supervisory 02/06/2015

Case Composition

HH Member / Line DOB SSN Individual Status

12.Get Next Case for Processing for Regional Manager

The Regional Manager can step down to the role of the Eligibility Specialist and
function as an Eligibility Specialist. The tasks that are allocated to Regional
Managers within this widget, are non-approval tasks. This function will allow the
Regional Manager to help the Eligibility Specialists perform their tasks when
additional manpower is needed.

Selecting the Get Next Case for Processing button located within the
dashboard will distribute a non-approval task based on the priority logic.

Get Next Case for Processing -
Readytowork onthe next case? Get started by pressing the button to theright

Once the button is clicked, the Regional Manager will see a case profile
consisting of Case Snapshot and Case Composition as seen below. The
columns for the Case Snapshot section consist of Task, Last Modified, Case
Number, Case Name, DOB, SSN, Case Status, Task Due Date, and Action(s).
The columns for the Case Composition section consist of HH Member/Line,
DOB, SSN, and Individual Status.

The Regional Manager will be able to start the task by selecting the Start option
within the Action(s) dropdown, and then selecting the GO button. The ANGIE

13
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system will then launch the SPOS application for the Regional Manager to work
on the respective task.

¢ In R2, the Task column was updated to provide additional detail about the
assigned work. For example, it will inform the staff if the assigned task is an error
correction.

= Previously, it only informed the staff that an application, recertification,
change case or document review task was assigned.
e In R2, two new task types will be added: Periodic Report and Interim Report.

Get Next Case for Processing -

Ready to work on the next case? Get started by pressing the button to the right.

Case Snapshot

Task Last Modified  Case Number Case Name DOB SSN Case Status Task Due Date Action(s)

Select
Application 020572019 AP-Procesing 02062019 Sta ﬂ
Hold

Retarn

Case Composition
HH Member /Line DOE SSN Individual Status
AP

AP

13.Hold or Return Task

The Regional Manager can execute a Hold or Return on a task and is applicable to
both the Get Next Case for Processing and Get Next Case for Sign-Off widgets.

e The Regional Manager can execute a hold on a task by selecting the Hold option
from the Action(s) dropdown and clicking the Go button. The Regional Manager
will see a modal window and must select from the available Hold Reasons
(Restroom, Break, Lunch).

Once the Regional Manager selects the applicable hold reason and then selects
Save Changes, the hold will be applied on the respective task for a set time (two
hours), for that Regional Manager. Note: The Regional Manager cannot work on
another “prioritized task” until the hold task is worked.

If the Regional Manager returns within the set time, the Regional Manager will be
provided with the same task upon selecting the Get Next Case for Processing
button. If the hold time lapses, then the task will be placed back in the general pool
and another Regional Manager may have access to that task.

14
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Hold Reasons

Restroom
Ereak
Lunch

e The Regional Manager can return a task by selecting the Return option from the
Action(s) dropdown and clicking the Go button.

The Regional Manager will see a modal window and required to select from the
available Return Reasons (End of Shift, Leaving Sick, Weather Emergency,
Leaving Personal (Planned), Leaving Personal (Unplanned), Conflict of
Interest, Expired Hold (System Generated)).

e After selecting the applicable return reason and clicking the Save Changes
button, the task will be returned to the general pool and another Regional
Manager can get the task.

e

| EEEEr T L8 B i e L STEETETET

14.Team Performance Page for Regional Manager & Business Administrator
The Regional Manager can access their Team Performance page from the left

navigation pane. This page will provide metrics to gauge the team’s performance
and allow the Regional Manager to drill-down from the Citywide view (default) to

15
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Regional Manager view, Manager view, Supervisor view, and finally to the
Eligibility Specialist view. In R2, information about supervisor returns was added.

The page consists of the Timeframe Selector, the Accuracy — WMS Error Rate
widget and the new Accuracy — Supervisor Returns widget as seen below.

Team Performance e

Time Period
[ Last 30 days hd ] How can | supg

Citywide Team Summary (10/23 - 11/21)

G Team Total @ Team A

Taczks 11 Tacks

The Regional Manager will start with the Citywide view as the default view on this
page as seen above. This page consists of Citywide Team Summary and Citywide
Staff Detail sections.

The Citywide Team Summary section of the page contains three tables consisting
of Team Total, Team Average, and HRA Average. Each table provides the number
of Tasks, number of Errors, the Error rate as a percentage, the number of
Returns, and the Return rate as a percentage.

e The Error Rate for the Team Average table will be displayed within green,
yellow, or blue boxes to indicate if the team’s WMS Error Rate is above, below,
or same as the HRA Average, respectively.

e The Return Rate for the Team Average table will be displayed within the green
box, yellow box, or blue box to indicate if the team’s Supervisor Return Rate is
above, below, or same as the HRA Average respectively.

[ Y —
“ Team Total &R Team Average @ == HRA Average

Tasks 19 Tasks 2 Tasks 2

Errors 8 Errors 1 Errors 1

Retumns 5 Error Rate 42% Error Rate 35%

Returns 1 Returns 0

Return Rate 26% Return Rate 20%

16
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The Citywide Staff Detail section contains columns for Regional Manager Name,
Tasks, Errors, Error Rate, Returns and Return Rate. To the left of the Regional
Manager Name column shows icons to represent the following:

* Yellow Warning icon shows performance in need of improvement.
» Green Star icon shows above average performance.

e Selecting the name within the Regional Manager Name column in the Citywide
view will give access to the selected Regional Manager view.

e Consequently, depending on the name selected for drill-down, the Team
Summary values on top changes to show the selected Regional Manager’s
Team Summary.

e The Staff Detail section on the bottom of the page changes to show the selected
Regional Manager’s Staff Detail as seen in below screen.

I ©
Worker Name Tasks Errors Error Rate Returns Return Rate

2 1 50% 1 50%
0 ] 0% 1 0%

1 50% 1 50%

The Team Summary section of this page contains three tables consisting of Team
Total, Team Average, and HRA Average. Each table provides the number of
Tasks, number of Errors, the Error rate as a percentage, the number of Returns,
and the Return rate as a percentage.

e The Error Rate for the Team Average table will be displayed within green,
yellow, or blue boxes to indicate if the selected team’s WMS Error Rate is
above, below, or same as the HRA Average, respectively.

e The Return Rate for the Team Average table will be displayed within the green
box, yellow box, or blue box to indicate if the team’s Supervisor Return Rate is
above, below, or same as the HRA Average respectively.

Navigating each view:

e The Regional Manager view will contain the name of the selected Regional
Manager in both the Team Summary and Staff Detail sections of the page as
seen above. This page displays the Team performance page of the selected
Regional Manager.

17
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= From the Regional Manager view (above screen), the Manager can
access the Manager view by selecting the name within the Manager
Name column and view the details for the manager’s team.
The Manager view will contain the name of the selected Manager in both the
Team Summary and Staff Detail sections of the page as seen above. This page
displays the Team performance page of the selected Manager.
= From the Manager view (above screen), the Manager can access the
Supervisor view by selecting the name within the Supervisor Name
column.
The Supervisor view will contain the name of the selected Supervisor in both
the Team Summary and Staff Detail sections of the page as seen above. This
page displays the Team performance page of the selected Supervisor.
= From the Supervisor view (above screen), the Manager can access the
Eligibility Specialist view by selecting the Errors and Error Rate values
for the respective Eligibility Specialist.
The Eligibility Specialist view will contain the name of the selected Eligibility
Specialist on the widgets Accuracy — WMS Error Rate and Most Common
WMS Errors.
= Selecting Close will return Manager to the Supervisor view.
Selecting Back will Navigate the Manager to the previous page.
Selecting Back to Citywide Summary will navigate to the Citywide view.

15.Team’s Daily Activity for Regional Manager & Business Administrator

The Team’s Daily Activity page can be accessed by the Regional Manager from
the left navigation pane. This page starts with the Citywide view for the Regional
Manager and consists of Activity Summary — Citywide and Activity Detail —
Citywide widgets as seen below.
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Team's Daily Activity o

Activity Summary - Citywide Last Updated: 01/24/2022 10:38 AM & =

E Staff Overview View Details E Tasks Status B Tasks Completed

Total Staff 244 Initiated 2 Completed Interviews 0

Logged In 5 In Progress 4] Completed Application Processing 0

Unavailable 1 Incomplete 2 Completed Recertification Processing 0

End of Shift a Complete 4] Completed Case Changes 0

Not Logged in Today 238 Completed Document Reviews 0
Completed Periodic Reports 0

Completed Interim Reports 0

Activity Detail - Citywide Last Updated: 01/24/2022 10:38 AM &

Regional Manager Tasks In Tasks Tasks Interview Application Recertificatio Case Change Document Interim Periodic

Name Progress Incomplete Complete n Reviews Report Report

0 2 0 0 0 0 0 Q 0 Q

Total 0 2 0 1] 0 1] 0 0 0 0

The Activity Summary — Citywide widget consists of Staff Overview, Tasks
Status, and Tasks Completed. The Staff Overview table provides an inventory of
the Total Staff, Logged In, Unavailable, End of Shift, and Not Logged in Today.
The Tasks Status table provides information on the number of tasks that are
Initiated, In Progress, Incomplete, and Complete. The Tasks Completed table
provide the number of tasks that are completed for Interviews, Applications,
Recertifications, Case Change, Document Reviews, Periodic Reports and
Interim Reports.

A View Details link is provided within the Staff Overview table that will provide
details of staff who are Logged In, Unavailable, End of Shift, and Not Logged in
Today. Upon selection of the link a modal window consisting of columns for Worker
Name, Status, Unavailable Reason, and Date & Time as seen below will display.
Selecting Close will return the Regional Manager to the default Citywide view of the
Team’s Daily Activity page.
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Y — ———— N — Y |
Worker Name Status |3 Unavailable Reason Date & Time
i Logged in NA 10/20/2020 09:10AM A
I Logged in NA 10/20/2020 03:20AM
® Loggedin NA 10/20/2020 09:02AM
s Unavailsble Lunch 10/20/2020 1202PM I
Unavailable Training 10/20/2020 10:00AM
Unavailable Special Project 10/20/2020 11:31 AM
Unavailsble System Issues 10/20/2020 10:01 AM
Unavailable Gorup Meeting 10/20/2020 11:00AM
Unavailable Supervisory Meeting 10/20/2020 10:50AM
Unavailsble Other - reason comes here 30 characters limit 10/20/2020 1020 AM
End of Shift NA 10/20/2020 2:00 PM
v
!

The default view of the Activity Detail — Citywide widget shows columns for
Regional Manager Name, Tasks in Progress, Tasks Incomplete, Tasks
Complete, Interview, Application, Recertification, Case Change, Document
Reviews, Periodic Reports and Interim Reports.

The Regional Manager Name column are links and upon selection, the Regional
Manager can view the selected Regional Manager’s Team’s Daily Activity page
as seen below.

Team's Daily Activity e

Activity Summary - Citywide Last Updated: 01/24/2022 10:38 AM & —

E Staff Overview E Tasks Status (W Tasks Completed

Total Staff 244 Initiated 2 Completed Interviews 0

Legged In 5 In Progress 4} Completed Application Processing 0

Unavailable 1 Incomplete 2 Completed Recertification Processing 0

End of Shift a Complete 0 Completed Case Changes 0

Not Logged in Today 238 Completed Document Reviews 0
Completed Periodic Reports 0

Completed Interim Reports 0

In the Regional Manager view (above screen), the selected Regional Manager’s
name is displayed on the Activity Summary and Activity Detail widgets.

Consequently, the Activity Summary and Activity Detail widgets will reflect the
information based on the selected Regional Manager’s Team’s Daily Activity.

The Activity Summary widget for the selected Regional Manager consists of Staff
Overview, Tasks Status, and Tasks Completed.

e The Staff Overview table provides an inventory of the Total Staff, Logged
In, Unavailable, End of Shift, and Not Logged in Today.
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e The Tasks Status table provides information on the number of tasks that are
Initiated, In Progress, Incomplete, and Complete.

e The Tasks Completed table provide the number of tasks that are completed
for Interviews, Applications, Recertifications, Case Changes, and
Document Reviews.

e Inthe Tasks Completed section, the labels were updated to add the word
Completed before each task type and Completed Periodic Reports and
Completed Interim Reports were added.

A View Details link is provided within the Staff Overview table that will provide
details of the Regional Manager’s staff who are Logged In, Unavailable, End of
Shift, and Not Logged in Today. Upon selection of the link a modal window
consisting of columns for Worker Name, Status, Unavailable Reason, and Date &
Time will display.

The Activity Detail widget for the selected Regional Manager shows columns for
Manager Name, Tasks in Progress, Tasks Incomplete, Tasks Complete,
Interview, Application, Recertification, Case Change, and Document Reviews.
The Manager Name column contains links and upon selection, the Manager can
drilldown to the selected Manager’s Team’s Daily Activity page as seen below.
Selecting Back to Citywide Summary in above screen navigates the Manager to
the default Citywide view (above screen). In the Activity Detail section, the Interim
Report and Periodic Report task types were added.

e Inthe Manager view, the selected Manager’s name is displayed on the
Activity Summary and Activity Detail widgets. Consequently, the Activity
Summary and Activity Detail widgets will reflect the information based on
the selected Manager’s Team’s Daily Activity. The Manager can drill down
to the Supervisors under the selected Manager.

e Inthe Supervisor view, the selected Supervisor's name is displayed on the
Activity Summary and Activity Detail widgets. Consequently, the Activity
Summary and Activity Detail widgets will reflect the information based on
the selected Supervisor’s Team’s Daily Activity. The Manager can also
view the Daily Activity Sheet for individual Eligibility Specialists from the
Supervisor view.
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Team's Daily Activity @

Daily Activity Sheet for I (£ ligibility Specialist) ©

s HH Durstion
Start Time |2 o Mot e P Shart Front Statun | o et [herisican Siem | (M)

The name of the selected Eligibility Specialist is seen on the Daily Activity

Sheet widget.

The Daily Activity Sheet widget keeps track of and displays a summary of
the Eligibility Specialist’s daily activity as a snapshot of the work completed

for the current day.

This allows the Manager to review the respective Eligibility Specialist’s daily
progress.

The Daily Activity Sheet provides information on the Status, Start Time, Case
Number, Case Name, Start Event, WMS Status, End Event, Decision, HH Size,
and Duration (Mins):

Status: The icons within this column provide context at a glance for tasks that
are Completed (green check), Suspended (yellow exclamation) and In-
Progress (blue hourglass).
For an Interview, the Status is Incomplete if the end event is Suspend
Interview. Otherwise, the interview is complete.
For processing actions, the status is incomplete if the end event is
Suspend Processing and the task status is not Pending. Otherwise, it is
complete.
When an event is currently in progress:

»  Duration column for that row displays a dash (minus sign).

»  End Event column for that row displays “N/A”.
Start Time:
Displays the time that the event was started in the format: hh:mm AM/PM.
The default view will be based on the ascending order of Start Time.
Case Number: This is the Case Number associated with the case.
Case Name: This is the WMS Case Name.
Start Event: This is a combination of Task Type & the following elements:
= For Application and Recertification Task:
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» Interview Started - If an Interview was either distributed from Get
Next or started from Case Search, the element must display “Interview
Started”.

» Ready to Assign Event - For any case that was distributed and
started from the Get Next button, the Ready to Assign Event must be
displayed. For example, “Mandated Verification Received — Full” event.

»  SPOS Activity - For any Events that were started from Case
Search, the SPOS Activity must be used. For example, “Application
Modification”, “Make Case Comment”, etc.

For Change Case, Periodic Report and Interim Report: The start event
is typically: “Change Case Ready” (if started from Get Next) or “Start
Processing” (if started from Case search).

For Document Review, the start event is always: “Start Document

Review”.

WMS Status: The existing WMS case status (starting state) — Applying (AP),
Denied (RJ), Single Issue (SI), Active (AC), Closed (CL).

End Event: The final event that is triggered by the Eligibility Specialist's
action. This data comes from the Event Log.

For any start events in the status of Interview in the Event Log, the End
Event is always either: Suspend Interview or Complete Interview.
For Change Case events, the system checks whether a Deferral was
made in the Pending status events; if yes, then the end event is
“Deferred/Pending Change Verification”. Otherwise, the last event with a
status of Processing is used.
For other Processing-related start events other than Change Case, the
End Event is recorded when the Processors finishes their action in SPOS
(last event with a status of Processing for the Eligibility Specialist).
The End Event can be Complete Interview, Suspend Processing or
Complete Processing. The End Events will have the exact outcome,
with the possible values displayed below. The event log will also get
updated accordingly.
1. Complete Interview - No deferral

Complete Interview - Deferred for verification

Complete Interview - Deferred for IVS/RFI/SDX

Complete Interview - Deferred for verification and IVS/RFI/SDX

Note: For the Interview, the End Event will be the latest event in

status of Interview

2. Suspend Processing - Deferred for change verification
Note: For processing actions, the End Event will be the latest
event in status of Processing
For cases that are “In Progress”, the End Event column will reflect N/A for
the respective row.

Decision: This is the Status and Reason Code selected in SPOS (End
State), as it represents the action that the Eligibility Specialist took on the
case to end their processing and reach a case outcome.
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= The decoded value is needed. For example: AC-A30 (Same Approval
each month), RJ-V21 (Failure to Provide Verification), SI-Q22 (Expedited
Pending Verification).
= The description of the code will not be included.
= |f there is no SPOS decision code, then the reason code will be blank. For
example, “Application Pending (AP)- “, “Active (AC)-*
e HH Size Number of people in AP, Single Issue (SI) or AC status in associated
with the Welcare Management System (WMS) case.
e Duration (Min): This value will be the time, in minutes, it takes an Eligibility
Specialist to process the task/activity on the case.
= For cases that are “In Progress”, the duration field will be a dash (minus
sign) for the respective row.

e Selecting Back navigates the Manager to the previous page.
e Selecting Back to Citywide Summary navigates Manager to the default
Citywide View.

Help Text - Team’s Daily Activity Page

Team's Daily Activity @

x
Team's Daily Activity is a dashboard that shows an overview of the
staff available on your team, the status of all their initiated tasks, and

a breakdown of their completed tasks. Activity Details shows an

overview of each individual staff member's activity; click on their
name to see more details in their individual Daily Activity Sheet. B TaSkS
Total Staff 369 Initiated

Help Text on Eligibility Specialist's Daily Activity Sheet:

16.Batch Hold of Error Correction Task Assignments for WMS Issues

With certain releases and mass transactions, there are instances when large
number of the same type of errors occur that WMS automatically fixes and
reprocesses. When this type of situation occurs and WMS informs Department
Social Services Information technology Services (DSS ITS), the ANGIE
development will hold the affected error correction tasks and stop the assignments
through a new backend batch process, to prevent transaction conflicts with the
automated WMS fixes.
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17.Reports Page

The Regional Manager possessing the skillset of See Reports will have access to
the Reports page and can generate the following reports:

e Daily Activity

e Deferrals

e Staff Overview

e Timings

e Work Outstanding

Reports

Select Report

Report Mame

Salect W

New reports will be added in R2:

Performance Management — Supervisor Returns
Performance Management — WMS Errors
Performance Management — Deferrals

WMS Transmissions

Selective Case Review Summary

Selective Case Review Details

Reports will be covered in detail in a separate document.

18.Business Administrator: Workforce Management
Regional Managers and Managers with a skillset of Business Administrator will
have access to the new Workforce Management option in the left navigation pane,
with both tabs enabled (Manage Staff, Manage Configurations).

The Workforce Management access is also controlled by 2 specific skillsets for a
Role that is NOT marked with the Business Administrator skillset:
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Manage Staff - This interface allows updates to staff information in terms of
Name, Role, Supervisor (Unit), Status, Skillset, and Permission. Access is
controlled through the skillset of Manage Staff. This skillset provides access
to the Workforce Management Interface using the navigation bar in ANGIE.
Manage Configurations - This interface allows changes to configuration
menus and values. Access is controlled through the skillset of Manage
Configurations. This skillset provides access to the Workforce Management
Interface using the navigation bar in ANGIE.

Workforce Management ©

Help Text for the Workforce Management Page:

Workforce Management ©

x
Manage Staff allows you to make changes to worker information and
the tasks that they are able to work on. Manage Configurations
allows you to change Work Track System settings for all your

workers
Select S

Name Role Sigliset / Permission

naoc

19.Business Administrator: Manage Staff

The Manage Staff tab allows the Business Administrator to make updates to the
staff in terms of their Name, Role, Supervisor (Unit), Status, Skillset, and
Permission.
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Workforce Management @

X M3nage Configurations
Gelect Smareth By Mamn v

e Kok Dabut / Prwdeon Scapervinor (Uit St |3 Actsoeds)

The Business Administrator can search by Staff Name, Role, or
Skillset/Permission to generate a more refined search result. The search results
are displayed within the grid.

If Search by Staff Name is selected from dropdown, the Business Administrator
must enter the desired staff name and select the Search button to generate the
result.

If Search by Role is selected from dropdown, the Business Administrator will
see a Role dropdown consisting of SNAP Eligibility Specialist, SNAP Supervisor,
SNAP Manager, SNAP Regional, and Clerical Associate. Selecting the desired
Role and then clicking the Search button will generate the result within the grid.
If Search by Skillset/Permission is selected from the dropdown, the Business
Administrator will see a Skillset/Permission dropdown and must select the
desired Skillset/Permission. Selecting the desired Skillset/Permission and
then clicking the Search button will generate the result within the grid.

From the grid, the Business Administrator must select the desired row to gain
access to the options within the corresponding Action(s) dropdown consisting of
View Edit Staff Details and View Staff History. Selecting the row will highlight that
row. After selecting the desired action, the Business Administrator can select the Go
button to view the corresponding modal window.
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Workforce Management ©

20.Business Administrator: View/Edit Staff Details

e To view and edit Staff details, the Business Administrator must select the row
from the Manage Staff grid and then select the option View/Edit Staff Details
from the Action(s) dropdown as seen below. The selected row will be highlighted
within the grid.

Workforce Management ©

Supurvisor (Unat) St | Actionld)

After selecting the View Edit Staff Details within Action(s) and the Go button will
result in the modal window displaying (as shown below) allowing the Business
Administrator to make changes to the respective Staff's personal information. This
interface allows making updates to the Name, Role, Supervisor (unit), Status,
Skillset, and Permission. The changes will be applied upon selecting the Save
Changes button.

Skillset allows the Role to perform a task or action in SPOS whereas Permission
allows the Role to access certain features within ANGIE (e.g., Reports, workforce
management, Case Search etc.) A default set of Skillsets and Permissions are
maintained in a table-driven manner at the level of each role and processing group
(e.g. Role’s center). This default set of Skillsets and Permissions can be updated
through table updates. New users receive this default set of Skillsets and
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Permissions when they are added in ANGIE. Skillset and Permission values can
be updated by a Business Administrator or by a staff person with the permission to
Manage Staff.

The default set of skillsets and permissions does not override the values assigned to
staff who already exists in ANGIE.

All updates that are made within the ANGIE system are also reflected within the
POS Enrollment Special Rights, such that access is maintained and in sync
across systems.

Note:
e Changes to Personnel data in POS enroliment are reflected in ANGIE
Manage Staff.
e Changes to Demographic, Title and Supervisor made in ANGIE are
reflected in POS enrollment.
e There will be a 15 minute delay on updates between POS and ANGIE.

VIEW / EDIT STAFF DETAILS ®

Staff Details
WMS ID:

First Name MI Last Name Role Supervisor (Unit) Unit

Select Unit v

Select M ]

Regional v ]

Status

® Active O Inactive

Skillset

Process All Action Types

Permissions
Case Search
See Reports

ABAWD Strike Management
Centralized Indexing User

[ Fair Hearing Auto-Assignment

OD Agent

PAM Data Entry Operator
Review Access HASA

s61

Special TAD Access

Manage Configurations

Business Administrator

O Coming Due Tasks Only

IS Agent

"] 0D Phone Supervisor

J PAM Data Entry Supervisor
S.AVE User

SCR Management

O Supervisor Return

Manage Staff

[ centralized Indexing Admin
] error Correction

[ 1s Phone Supervisor

PAM D&C Operator

PAM User

[ s1s

SNAP Intake

See Dashboards

T e

21.Business Administrator: Task Assignment Based on New Specialized Skillsets for
Error Correction, Coming Due, S15 and S61.

New skillsets and task assignment logic will be added in ANGIE R2:

e Error Correction
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e Coming Due Tasks Only
e S15
e S61

These new skillsets will be available to the business administrator and authorized
managers in the Manage Staff page.

Error Correction Skillset

Staff with the skillset of Error Correction will receive Error Correction tasks first
via Get Next Case for Processing and Get Next Case for Sign-Off widgets. The
following updates will take place:

e Manual assignments and activities on hold will continue to be assigned first.

e When Get Next Case for Processing is clicked and there are no manual
assignments or tasks on hold for the Worker, the next highest priority Error
Correction task is assigned.

e When Get Next Case for Sign-Off is clicked and there are no tasks on hold for
the supervisor, the next highest priority Error Correction approval is assigned.

Coming Due Tasks Only Skillset

Staff with the skillset of Coming Due Tasks Only will only receive tasks that are not
past the task due date via the Get Next Case for Processing and Get Next Case
for Sign-Off widgets. This will provide FIA SNAP and MMAP with additional
flexibility in their ANGIE assignments.

S15 Skillset

Staff with the skillset of S15 will first received tasks for cases with Center F15 in
WMS via the Get Next Case for Processing and Get Next Case for Sign-Off
widgets.

S61 Skillset

Staff with the skillset of S61 will first received tasks for cases with center F61 in
WMS via the Get Next Case for Processing and Get Next Case for Sign-Off
widgets.

Combinations of Skillsets
The skillsets will work together with the associated Process skillsets selected for the
staff:

e Example 1: If the worker only processes Applications and has a skillset of Error
Correction, they will only get Application Error correction and Expedited
Supplemental Nutrition Assistance Program (ESNAP) Error correction through the
Get Next Case for Processing widget.

e Example 2: If the supervisor only processes Recertifications and has a skillset of
Error Correction selected, they will first be assigned Recertification Error
Correction approvals through Get Next Case for Sign-Off widget.
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e Example 3: If the worker only processes Applications, has a skillset of S15 and a
skillset of Error Correction, they will be assigned Application Error Correction
tasks from S15 through Get Next Case for Sign-Off widget.

22.Business Administrator: View Staff History
To view the Staff history, the Business Administrator must select the row from the

Manage Staff grid and then select the option View Staff History from the Action(s)
dropdown as seen below. The selected row will be highlighted within the grid.

Workforce Management ©
14

Mangge Configurations

=i - KL KT8

Marer Fosde Shltart / Pereron Supervisor (Unit) St 1L Actionds)

SNAP Eigibhty igeoeiat Process Al Action Types, Centraized indexing User Actom l
v
G St Ss Dot S b View Staft Hestory | ~

Selecting View Staff History within Action(s) and then the Go button will result in
the modal window displaying the complete staff history of the respective Staff as
seen below. The information displayed includes Supervisor (Unit), Role,
Skillset/Permission, Start Date, End Date, and Change By.

23.Business Administrator: Bulk Skillset/Permission

The Business Administrator has the capability to simultaneously Add or Remove a
Skillset or Permission in bulk to multiple Eligibility Specialists, Supervisors,
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Managers, or Regional Managers when selecting the Bulk Skillset / Permission
button found in the Manage Staff tab of Workforce Management page.

Workforce Management ©

Marage Configurations

Iucs—n.,— v

Add-Bulk Skillset / Permission

e Clicking the Bulk Skillset/Permission button from the Manage Staff page will
display the modal window as seen below.

Bulk Action Selection

Action

I —————————
| |Aad
Remove

y

The Business Administrator must select from the Action dropdown consisting of
Add and Remove. Add is selected in the screen below. Consequently,
Skillset/Permission to Add dropdown is displayed. The Business Administrator
must select an option from Skillset / Permission dropdown to Add.
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Bulk Action Selection

Add Select Skillset / Permission A IDISPLAY STAFF
i Process All Action Types
Process.

=1
Action Skillset / Permission to Add I

e After selecting an option from the Skillset / Permission to Add dropdown,
selecting the Display Staff button will result in the display of the Staff section as
seen below. The sortable columns displayed within the Staff section include
Name, Role, Status and Supervisor (Unit).

BULK SKILLSET / PERMISSION t

Bulk Action Selection

Action Skillset / Permission to Add
[ Add v ] I Process All Action Types o | DISPLAY STAFF
Staff
[ Select Search By Iltem - }
Name Role Status |& Supervisor(Unit)
Manager Active
O Supervisor Active
J Supervisor Active

CLOSE % DISCARD CHANGES + SAVE CHANGES

Within the Staff section, the Business Administrator can further refine the search
results By Staff Name or By Role:
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Selecting Search By Staff Name will display a name field requiring the Business
Administrator to enter the Name of the desired Staff. Selecting the Search button
will display the corresponding results.

Selecting Search By Role will display a dropdown requiring the Business
Administrator to select the Role consisting of SNAP Eligibility Specialist, SNAP
Supervisor, SNAP Manager, SNAP Regional, Clerical and Associate.
Selecting the Search button will display the corresponding results as seen below.
The new Supervisor (Unit) column and search option allow the Business
Administrator to search for all Workers reporting to a specific Supervisor. This will
allow the Administrator to update an entire group’s skillsets and permissions,
rather than a single Worker at a time.

Selecting the Checkbox at the Name column header will display all search
results. The Business Administrator can select multiple rows. Selecting Save
Changes will Add the selected Skillset or Permission for the chosen Eligibility
Specialists, Supervisors, Managers, or Regional Managers.

Business Admin: Remove-Bulk Skillset / Permission

Clicking the Bulk Skillset/Permission button from the Manage Staff page will
display the modal window as seen below.

BULK SKILLSET / PERMISSION

Bulk Action Selection

I —————————
| |Add
Remove

x 0

The Business Administrator must select an option from Skillset / Permission
dropdown to Remove.
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BULKSKILLSET/ PERMISSION x

Bulk Action Selection

Action Skillset / Permissicn to Remave

A

| Process Al Action Types
ication

After selecting an option from the Skillset / Permission to Remove dropdown,
select the Display Staff button which will result in the display of the Staff section as
seen below. The sortable columns displayed within the Staff section include Name,
Role and Status.

Within the Staff section, the Business Adminstrator can further refine the search
results By Staff Name or By Role:

e Selecting Search By Staff Name will display a name field requiring the Business
Administrator to enter the Name of the desired Staff. Selecting the Search button
will display the corresponding results.

e Selecting Search By Role will display a dropdown requiring the Business
Administrator to select the Role consisting of SNAP Eligibility Specialist, SNAP
Supervisor, SNAP Manager, SNAP Regional, Clerical and Associate.
Selecting the Search button will display the corresponding results as seen below.

e The new Supervisor (Unit) column and search option allow the Business
Administrator to search for all Workers reporting to a specific Supervisor. This will
allow the Administrator to update an entire group’s skillsets and permissions,
rather than a single Worker at a time.

e Selecting the checkbox at the Name column header will display all search
results. The Business Administrator can select multiple rows. Selecting Save
Changes will Remove the selected Skillset or Permission for the selected
Eligibility Specialists, Supervisors, Managers, or Regional Managers.

24.Business Administrator: Filter

The Filter button is displayed on the Manage Staff tab of Workforce Management
page as seen below.
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Workforce Management ©

Manage Configurations

Im’-’"— ¥ O SULKSOLLET /PERMITION m A
Nawrw Role - v States 1L Actionds)
AP £ e
PN
2 Y Spec At
AP L y Sosci Acve

The Filter Modal Window is displayed when the Filter button is clicked as seen
below. This screen will allow the Business Administrator to further refine the search
results by Staff Status, Staff Skillset, or by Staff Permission. This Filter modal
window consists of Staff Status, Staff Skillset, and Staff Permission sections.

The Business Administrator can select any of the checkboxes displayed on the
screen. Selecting the Apply button will apply the filtered criteria to the search results
grid on the Manage Staff page.

FILTER x

Show record matching all of the following criteria:

Staff Status
[ Active [ 1nactive

Skillset
[J Process All Action Types ] ABAWD strike Management D Business Administrator [ centralized Indexing Admin
[J Process Application [] centratized Indexing User ] Coming Due Tasks Only [ Error Correction
I Process Change Case O Fair Hearing Auto-Assignment D IS Agent [ IS Phene Supervisor
[J Process Document Review [J oo Agent ] OD Phone Supervisor O PAM D&C Operator
[ Process Interim Report [] paM Data Entry Operator CJ pAM Data Entry Supervisor [ pAM User
O Process Periodic Report [ Review Access HASA O SANVE User [ S15
[} Process Recertification [ s61 [ scr Management [] snap Intake
[ Special TAD Access O Supervisor Return
Permissions
[] Case Search O Manage Configurations O Manage Staff [J See Dashboards

[ see Reports

x DISCARD CHANGES % CLEARFILTER

25.Business Administrator: Manage Configurations

This interface allows changes to configuration menus and values. Access is
controlled through the skillset of Manage Configurations. This skillset provides
access to the Workforce Management Interface using the navigation bar in
ANGIE. Any changes made within the Manage Configurations tab take effect the
next day.
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The Business Administrator can update the fields for FTK Day for Application and
Hold Time (hours) on this screen directly:

e Fail to Keep (FTK) Day for Application refers to the number of days when a
client must begin the interview or else the case will be marked as FTK.

e Other Hold Reasons — Hold Time (hours) refers the number of hours a
piece of work can be put on hold for hold reasons other than Help Desk
Support and Supervisor Help. Once the hold time is reached for a particular
work, it will be sent back to the prioritized list.

e Helpdesk Support and Supervisor Help — Hold Time allows the Regional
Manager to update the hold time(s) for the Helpdesk Support and
Supervisor Help hold reasons.

Workforce Management

Manage Staff Manage Configurations
© Last medified on 12/29/2021 03:20 PM by Vinesh Vijay. The highlighted configuration fields reflect new changes which will be applied on 12/30/2021. clicking the edit pencil will display the current
values.
FTK Day for Application @ Other Hold Reasons - Hold Time (Hours) @ Helpdesk Support and Supervisor Help - Hold Time @ &
10 3 4 Business Days
Hold Reasons @ # Return Reasons @ #
Restrcom, Break. Lunch End of Shift, Leaving Sick. Weather Emergency. Leaving

Persenal (Planned), Leaving Personal (Unplanned), Conflict of
Interest, IVS/RFI Review

Completed, Expired Hold

Optional Ready To Assign Events @ #

Application Recertification Mandated/Core Verification @
Start Interview, RFI/IVS/SDX Received Start Interview, RFI/IVS/SDX Received Partial
7z s
'BACK TO DASHBOARD

e Selecting the Pencil icon for Helpdesk Support and Supervisor Help — Hold
Time opens a new modal window. The Regional Manager must select the Hold
Time Unit (Business Days or Hours) and enter the Hold Time in business days
or hours, based on their selection.
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EDIT HELPDESK SUPPORT AND SUPERVISOR HELP - HOLD TIME b 4

@ Last modified on 12/29/2021 03:20 PM by Vinesh Vijay.

Current Edit Hold Time
Hold Time: 4 Business Days Hold Time Unit Hold Time (Business Days)

Business Days v 4

The new changes will be applied on 12/30/2021

% DISCARD CHANGES « SAVE CHANGES

e Selecting the Pencil icon for Hold reasons, Return Reasons, and Optional
Ready to Assign Events will result in the corresponding modal windows.

e Selecting the Hold Reasons Pencil icon (above screen) will display the modal
window showing the Currently established Hold Reasons in ANGIE as seen
below. The Edit Reasons section of below modal window shows the available
Hold options that the Business Administrator can choose from. The selections
made can be saved by selecting the Save Changes button.

© Last modified on 01/31/2020 01:11 PMby

Current Edit Reasons
b Hold Reasons Hold Reasons
; Restroom, Bresk ¥  Restroom «  Break Lunch

The new changes will be applied on 06/11/2020

| e owes

e Selecting the Return Reasons edit icon will display the modal window showing
the Currently established Return Reasons in ANGIE. The Edit Reasons section
of below modal window shows the available Return options that the Business
Administrator can choose from. The selections made can be saved by selecting
the Save Changes button.
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© Last modified on 01/31/2020 01:11PMby

Current Edit Reasons
b Return Reasons Return Reasons
; &udﬁ:ln‘qﬁ\:ldaﬁl;mtr' N v LeavingSick v Westher Emergency
¥ LeavingPersonai (Planned) v (50478 Personal Conflict of Interest
3 Expired Hold (System
i Generated)

The new changes will be applied on 06/11/2020

ncom

e Selecting the Optional Ready To Assign Events icon will display the modal
window for the currently established Ready To Assign Events for Application
and Recertification in ANGIE. The Edit Events section of below modal window
shows the available Ready To Assign Events for Application and
Recertification that the Business Administrator can choose from. The selections
made can be saved by selecting the Save Changes button.

EDIT OPTIONAL READY TO ASSIGN EVENTS X

© Last modified on 00/31/2020 01:11 PMby

A Current Edit Events

; Application Application

‘ ; Start Interview ¥ RFI/IVS/SDX Received
; Recertification Recertification

' RFA/IVS/SDX Received Ot Ml vt v RF/IVS/SDXReceived

The new changes will be applied on 06/11/2020

T OTY = 2

< ooves
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The Mandated/Core Verification is a dropdown on the main Manage
Configurations page that allows the Business Administrator to choose between
Full or Partial:

e If Full is selected, then all mandated documents must be submitted before
the task is Ready to Assign.

e If Partial is selected, then some but not all mandated docs are submitted
before the task is Ready to Assign.

e To apply the changes, the Business Administrator must select the Save
Changes button of the main Manage Configurations page. Any changes made
within the Manage Configurations tab will not take into effect until next day.

26.Business Administrator: Manage Configurations and Assignment of Interviews in
Emergency Situations

ANGIE will be updated to allow assignment of interviews for emergency situations.
These assignments will be controlled through the Manage Configuration Interface
by authorized managers through the Edit Optional Ready to Assign Events
window. The authorized manager will click on the Start Interview checkbox to
enable these assignments for application and recertification interviews

When this parameter is set, ANGIE will assign interviews via the Get Next Case for
Processing widget for workers who indicate that they will be doing interviews in the
Work Assignment screen at the time that they log into ANGIE.

EDIT OPTIONAL READY TO ASSIGN EVENTS x

© Last modified on 01/31/2020 01:11 PM by Roger Bennet.
|

| Current Edit Events
; Application Application
., )
| FReVIVS/SDX Received ¥ | Startinterview ¥ | RFI/IVS/SDX Received
| Recertification Recertification
1
| FRFVIVS/SDXReceived ¥ | Startinterview ¥ | RFI/IVS/SDX Received

The new changes will be applied on 06/11/2020

o

Interviews will be assigned based on the application date for application interviews
and the recertification date for recertification interviews. For recertifications, the
interviews will only be assigned if the Supplemental Assistance Program (SNAP)
Application (LDSS-4826) form, Application/Certification for Supplemental Nutrition
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Assistance Program (SNAP) Benefits (LDSS-5166) form or the Access Human
Services Administration (AHRA) recertification was submitted.
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1. Document Objective
The objective of this document is to provide details on the reports available within
the Activity and General Information Exchange (ANGIE), including updates to
existing reports and new reports added in Release 2 (R2).

2. Reports

The Manager and Regional Manager possessing the skillset of See Reports will
have access to the Reports page and can generate the following reports:

Daily Activity

Deferrals

Staff Overview

Timings

Work Outstanding

Performance Management — Supervisor Returns
Performance Management — Welfare Management System (WMS) Errors
Performance Management — Deferrals

WMS Transmissions

Selective Case Review Summary

Selective Case Review Details

Reports

vl Renar
Select Report

Report Name

Salect W

3. Updated Report Calendar Control

The Calendar widget in the reports will be updated to display the weeks as Sunday
through Saturday.
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Select Retrieve Criteria

From To

£ | & | 2021 8 >

1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
1819120 21 22 23 24
25 26 27 28 20 30 31

4. Dalily Activity Report

The Regional Manager can generate the Daily Activity report from the Reports
page of ANGIE. This report provides information to the Regional Manager on the
Daily Activity snapshots (as of midnight that day) for the selected date range,
allowing the management to review progress made by the selected staff.

In R2, the Daily Activity Report will be updated to include Periodic Report and
Interim Report data so that management can review the progress made by the staff
as required.

After selecting Daily Activity from the report dropdown, the Regional Manager will
see the Select Retrieve Criteria section and must enter the From and To date
range as seen below.

Reports

e Selecting the Retrieve Report button will display the Detailed Report — Daily
Activity section. The report will be displayed within the Detailed Report - Daily
Activity section of the page. The default view of this report will hide the Search
Criteria as seen below.
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Reports

Detailed Report - Daily Activity @ Dete09/20/2020 to 09/20/2020

ot Sy | m

W OSSPSR
Dete [L  Time daturn CoveMhumber ~ Cae Mamme Tk art Feent SartedFrom  Stshe |l Brent Sisbus | Code
R4 Compete Agpication e Stacted Cane Search AP Comgette interve
PV OF00 Compete Agplicution ESMAR Processing Cana Search AP Preatiing Compiets
Compete Recert Mardigted Ve foption Recened - et Mt AL A
W00 1013 Comgeats Case Charge Chargs Cirse Flsacy et gt AC AZD
WA 1313 roomgiets Appiation Flaturnaa by Sgenvisor Gt et AP
¢ >

Reports
Detailed Report - Daily Activity @ Date0%/20/2020to 0%/21/2020

—— [~ m

WhE WOE WA Remen  HH [uraticn

Foarteed Fromm Stminem B Event: Stwies | Cende fare e ] Wy Super v Ilrager Ry
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Coe Search AP Processing Compiete

ot bz AL Swlective Case Roviews perv to
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€ >

Selecting the Show Criteria button will display the Selected Retrieve Criteria as
seen below:

e The Regional Manager can further search By Staff Name or By Role (SNAP
Eligibility Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional,
Clerical Associate).

e Columns consist of Date, Time, Status, Case Number, Task, Start Event,
Started From, WMS Status, End Event, SPOS Status, SPOS Reason
Code, HH Size, Duration (Mins), Worker, Supervisor, Manager, and
Regional.

e The Horizontal scroll bar allows the Regional Manager to scroll horizontally.
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Reports
Select Report =
Fnport Mame
lmm ~
Select Retrieve Criteria
Frem Ta
DR -] inmmu [~
Detailed Report - Daily Activity @ Date09/20/2020 to 09/21/2020
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The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.
e The Export option allows export to Excel.

Upon clicking the Select Columns button, the Regional Manager will see a modal
window to choose the desired columns for the report. Save changes will apply only
to the selected columns of the report.
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Help Text displayed for Daily Activity report within the Detailed Report section:

Detailed Report - Daily Activity © Date 09/20/2020 t0 09/21/20
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. Deferrals Report

The Regional Manager can generate the Deferrals report from the Reports page of
ANGIE. This report will display all deferrals initiated for Applications and
Recertifications broken down by the Eligibility Factor and the Eligibility Factor
Category for a given date range.

In R2, the Deferrals Report will be updated to include Case Changes, Periodic
Reports, and Interim Reports. The data displayed for this report originates from the
generated Notice of Documentation Required — Change in Household
Circumstances (W-132S).

Deferrals Report — Eligibility Factor

Upon selection of the Deferrals option from the Report Name dropdown, the
Regional Manager will see the Report Display Option dropdown consisting of
Eligibility Factor Category and Eligibility Factor.
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After Eligibility Factor is selected, the Regional Manager will see the Task
dropdown consisting of All Tasks, Applications, Recertifications, Case Changes,
Periodic Reports, and Interim Reports.

All Tasks is selected in below screen.

Reports
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e When the Task filter is set as Applications, the Regional Manager must
have an additional filter of File Date that allows them to set the date range of
Supplemental Nutrition Assistance Program (SNAP) file dates for the report
output.

e When the Task filter is set as Recertifications, the Regional Manager must
have an additional filter of Interview Date that allows them to set the date
range of the interview month for the report output. Note: A full month date
range must be selected (beginning of a month and end of a month), as the
Recertification data is based on the Interview Month cohort and NOT the
actual month the applicant/participant conducted their Recertification
interview. Note: The Interview Date is based on the Original Appointment
Date.

e When the Task filter is set to Case Changes, the Manager will be displayed
with the Select Retrieve Criteria section consisting of Change Submission
Date From and Change Submission Date To fields as seen below.
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Selecting the Retrieve Report button will generate the report based on the
entries made.

When the Task filter is set to Periodic Reports, the Manager will be
displayed with the Select Retrieve Criteria section consisting of Periodic
Report Month From and Periodic Report Month To fields as seen below.
Selecting the Retrieve Report button will generate the report based on the
entries made.

When the Task filter is set to Interim Reports, the Manager will be displayed
with the Select Retrieve Criteria section consisting of Interim Report Month
From and Interim Report Month To fields as seen below. Selecting the
Retrieve Report button will generate the report based on the entries made.
When the Task filter is set to All Tasks, the Manager will be displayed with
the Select Retrieve Criteria section consisting of Month From and Month
To fields as seen below. This will allow the Manager to set the month and
year date range that will be applied to all the tasks which includes
Applications tasks as SNAP File Date, Recertifications as Interview
Month, Case Changes as Change Submission Date, Periodic Reports as

Periodic Report Due Month, and Interim Report tasks as Interim Report

Due Month for the report output.

The Regional Manager will then see the Select Retrieve Criteria section and must

enter the appropriate date range as seen below.

Reports

Select Report

Report Name

|D.¢-.,|= i

Select Retrieve Criteria

1A A =] S

L£

e Selecting the Retrieve Report button will display the Detailed Report section.
The report will be displayed within the Detailed Report section of the page as

seen below. The default view of this report will hide the criteria.
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e Click the Show Criteria button to display the selected criteria as seen below.

The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to print and
export the data.
e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.
e The Export option allows export to Excel.

Deferrals Report — Eligibility Factor Category

Upon selection of the Deferrals option from the Report Name dropdown, the
Regional Manager will see the Report Display Option dropdown consisting of
Eligibility Factor Category and Eligibility Factor.
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After the Eligibility Factor Category is selected, the Regional Manager will see the
Task dropdown consisting of All Tasks, Applications, Recertifications, Case

Changes, Periodic Reports, and Interim Reports. All Tasks is selected in below
screen.

Reports
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e

Note:

e When the Task filter is set as Applications, the Regional Manager must have
an additional filter of File Date that allows them to set the date range of
SNAP File Dates for the report output.

e When the Task filter is set as Recertifications, the Regional Manager must
have an additional filter of Interview Date that allows them to set the date
range of the interview month for the report output. Note: A full month date
range must be selected (beginning of a month and end of a month), as the
Recertification data is based on the Interview Month cohort and NOT the
actual month the applicant/participant conducted their Recertification
interview. Note: The Interview Date is based on the Original Appointment
Date.

e When the Task filter is set to Case Changes, the Manager will be displayed
with the Select Retrieve Criteria section consisting of Change Submission

10
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Date From and Change Submission Date To fields as seen below.
Selecting the Retrieve Report button will generate the report based on the
entries made.

e When the Task filter is set to Periodic Reports, the Manager will be
displayed with the Select Retrieve Criteria section consisting of Periodic
Report Month From and Periodic Report Month To fields as seen below.
Selecting the Retrieve Report button will generate the report based on the
entries made.

e When the Task filter is set to Interim Reports, the Manager will be displayed
with the Select Retrieve Criteria section consisting of Interim Report Month
From and Interim Report Month To fields as seen below. Selecting the
Retrieve Report button will generate the report based on the entries made.

e When the Task filter is set to All Tasks, the Manager will be displayed with
the Select Retrieve Criteria section consisting of Month From and Month
To fields as seen below. This will allow the Manager to set the month and
year date range that will be applied to all the tasks which includes
Applications tasks as SNAP File Date, Recertifications as Interview Month,
Case Changes as Change Submission Date, Periodic Reports as
Periodic Report Due Month, and Interim Report tasks as Interim Report
Due Month for the report output.

The Regional Manager will then see the Select Retrieve Criteria section and must
enter the appropriate date range as seen below.

Reports

Taehervaty v Elegitsdity F st Category ~ Al Ty w

e Click the Retrieve Report button to display the Detailed Report section. The
report is displayed within the Detailed Report section of the page as seen below.
The default view of this report will hide the criteria.

11
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e Click the Show Criteria button to display the selected criteria as seen below.

The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Manager to print and Export the
data.

e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.

e The Export option allows export to Excel.

6. Staff Overview Report
The Regional Manager can generate the Staff Overview report from the Reports
page of ANGIE. This report provides information about the Staff in terms of their

login times, logout times, hours in system, hold and return activity based on a date
range.

12
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In R2, the report will be updated to change the Name field to Staff in the report,

include the time of the staff action and to retrieve the work assignment selection for

the Eligibility Specialists.

Staff Overview Report — Summary View

After selecting Staff Overview from the Report Name dropdown, the Regional
Manager must select a view from Report Display Option dropdown consisting
of Summary view and Detail view. The screen below shows when Summary
view is selected. The Regional Manager will then see the Select Retrieve
Criteria section and must enter the From and To date range.

Reports

Selecting the Retrieve Report button will display the Detailed Report section.
The report will be displayed within the Detailed Report section of the page as
seen below. The default view of this report will hide the criteria as seen below.

ew) ©
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Click the Show Criteria button to display the criteria as seen below.

The columns for this report consist of Date, Staff, Role, Login Time, Logout Time,
Hours in System, Returns, Hold Duration (Mins), Supervisor, Manager, and
Regional. All columns are sortable.

Changes in R2:

The Regional Manager can filter the results through the following search options in
the Summary view:

13
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e When Search by Responsibility is selected, the Manager will have the options
of Supervisor, Manager, or Regional. Once the responsibility is selected, the
Manager will be able to search for a name in this responsibility group to narrow
down the results. This filter will retrieve all cases transmitted by staff in the
specified organization.

e When Search by Role is selected, the Manager will have the options of All,
SNAP Eligibility Specialist, SNAP Supervisor, SNAP Manager, SNAP
Regional, and Clerical Associate as seen below.

e When Search by Staff Name is selected, the Manager will enter the staff name
in the text box that appears. This is a wildcard search and not case sensitive.

The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and Retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e The Print and Export options allow export to Excel for printing or saving the
output.

Staff Overview Report — Detail View

e After selecting Staff Overview from the Report Name dropdown, the Regional
Manager must select a view from Report Display Option dropdown consisting
of Summary view and Detail view. Below screen shows when Detail View is
selected. The Regional Manager will then see the Select Retrieve Criteria
section and must enter the From and To date range.

Reports
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e Selecting the Retrieve Report button will display the Detailed Report section.
The report will be displayed within the Detailed Report section of the page as
seen below. The default view of this report will hide the criteria.

e Click the Show Criteria button to display the criteria as seen below.

The columns for this report consist of Date, Staff, Role, Action, Reason, Start Time,
End Time, Hold Duration (Mins), Supervisor, Manager, and Regional. All columns
are sortable.

Changes in R2:

The Regional Manager can filter the results through the following search options in
the Summary and Details views:

e When Search by Responsibility is selected, the Manager will have the options
of Supervisor, Manager, or Regional. Once the responsibility is selected, the
Manager will be able to search for a name in this responsibility group to narrow
down the results. This filter will retrieve all cases transmitted by staff in the
specified organization.

e When Search by Role is selected, the Manager will have the options of All,
SNAP Eligibility Specialist, SNAP Supervisor, SNAP Manager, SNAP
Regional, and Clerical Associate as seen below.

e When Search by Staff Name is selected, the Manager will enter the staff name
in the text box that appears. This is a wildcard search and not case sensitive.

e When Action is Log In, the Reason column will display Interviews if the Eligibility
Specialist selected Interviews in the Work Assignment pop-up while logging in.

e When Action is Log In, the Reason column will display Processing if the
Eligibility Specialist selected Processing in the Work Assignment pop-up while

logging in.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.
e The Export option allows export to Excel.

. Timings Report
The Regional Manager can generate the Timings report from the Reports page of
ANGIE. This report provides information on the time taken to complete the work in

Streamlined Paperless Office System (SPOS) activities so that the Regional
Manager can determine how long actions are taken at each step of the lifecycle.

15
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In R2, the report will be updated to include Periodic Report and Interim Report
data so that managers can review the number and averages for tasks and activities
completed by staff processing these actions.

Timings Report — Task Status View

After selecting the Timings option from the Report Name dropdown, the Report
Display Option dropdown consisting of Task Status View and Activity View will be
displayed. The screen below shows Task Status View selected. The Regional
Manager will then see the Select Retrieve Criteria section and must enter the From
and To date range. From the Unit dropdown, the Regional Manager must select an
option consisting of Citywide, Regional, and Manager. The screen below shows
Citywide selected.

Reports

e Selecting the Retrieve Report button displays the Detailed Report section. The
report will be displayed within the Detailed Report section of the page. The
default view of this report will hide the criteria as seen below.

Reports
Detailed Report - Timing: Status view) @ Date0®/21/2020 to 09/25/2020, Citywide
—— =3 3 X3
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e Click the Show Criteria button to display the screen below.
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Within the Detailed Report section, the Regional Manager can further Search By
Task consisting of Applications, Recertifications, Case Changes, Document
Reviews. This will further refine the search results based on the selected Task. The
columns for this report consist of Unit, Task, Status, Count, Mean Duration
(Mins), and Median Duration (Mins). All columns are sortable.

The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.
e The Export option allows export to Excel.

Timings Report — Activity View

After selecting the Timings option from the Report Name dropdown, the Report
Display Option dropdown consisting of Task Status View and Activity View will
display. The screen below shows Activity View selected. The Regional Manager
will then see the Select Retrieve Criteria section and must enter the From and To
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date range. From the Unit dropdown, the Regional Manager must select an option
consisting of Citywide, Regional, and Manager. The screen below shows Citywide

selected.

Reports
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e Selecting the Retrieve Report button displays the Detailed Report section. The
report will be displayed within the Detailed Report section of the page. The
default view of this report will hide the criteria as seen below.

Reports
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Click the Show Criteria button to display the screen below.
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Within the Detailed Report section, the Regional Manager can further Search By
Task consisting of Applications, Recertifications, Case Changes, Document
Reviews, Interim Reports and Periodic Reports. This will further refine the search
results based on the selected Task. The columns for this report consist of Unit,
Task, Status, Activity, Count, Mean Duration (Mins), and Median Duration
(Mins). All columns are sortable.

The Regional Manager will be able to hide (the filter criteria), clear (the filter criteria),
and retrieve (the report):

e The selected criteria will be displayed with the report title.

e Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e Selecting Print generates an Excel file with the on-screen report output.
Selected columns will appear in the printed output.
e The Export option allows export to Excel.

Help Text displayed for Timings Report on the Detailed Report section:
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8. Work Outstanding Report

The Regional Manager can generate the Work Outstanding report from the
Reports page of ANGIE. This report provides information on the work that is
outstanding based on the criticality.

This report contains the following columns that tracks these tasks at each stage of
their lifecycle.

The Potential Work column displays the count of Recertification files created,
Periodic Report file created (periodic report not yet submitted and not clocking
down in WMS), and Interim Report file created (interim report not yet submitted
and not clocking down in WMS).
The Open Task column counts Applications or Recertification cases
submitted but the interview has not started (and not Ready to Process or clocking
down in WMS).
The Deferred column displays counts of Applications and Recertifications with
completed interviews that have been deferred (excludes Expedited Supplemental
Nutrition Assistance Program (ESNAP) and deferred Case Changes.
The E.S. Ready to Assign column header counts the cases that are “Ready to
Assign” (ready to be processed) broken down by the trigger that made the case
“‘Ready”, such as ESNAP Ready, Resource File Integration (RFI)/Information
Verification Service (IVS)/SDX Received, No Deferral, Failed to Keep (FTK),
Mandated Verification Received, Mandated Verification Not Received by Due
Date, Returned by Supervisor, Returned by WMS — Error Correction, and
Adverse Action Pause.
= The following additional triggers are only related to Periodic Reports:
Income Clearance Program (ICP) Web Periodic Report Complete,
Received via Access Human Resources Administration (AHRA), Late
Periodic Report.
» The following additional triggers are only related to Interim Reports:
Interim Report Complete, Received via AHRA, Late Interim Report.
The Supervisor Ready to Assign column counts the cases that are “Ready for
Sign-off”.
The Total Work column reflects the sum of Open Task, Deferred, ES Ready to
Assign, and Supervisor Ready to Assign.
The Transmitted to WMS column header counts the cases that were transmitted
to Welfare Management System (WMS) broken down by those cases that were
reviewed by a Supervisor and transmitted and those cases that bypassed
Supervisor review and were directly transmitted to WMS.
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e The Pending in WMS column header counts the cases that are clocking down in
WMS both the directly transmitted and Supervisor reviewed cases.

e The Complete column header displays counts of completed cases broken down
by descriptive status of case completion such as, Active Case, Rejection,
Withdrawal, Duplicate App, Closed, and No Change or Change (for Case
Changes).

= The following additional descriptive status of case completion are only
related to Periodic and Interim Reports: Processed, Added to
Recertification, Forced Closed by WMS (968), Complete / No change
(No WMS Transmit), Deferred/Pending Change Verification (SNAP
Change Case), Processed Change / Deferred (Active Case).

In addition to Application, Recertification, Case Change, and Document Review
tasks; Periodic Report and Interim Report tasks will be added to the Work
Outstanding report.

Work Outstanding Report — All Tasks

After selecting the Work Outstanding option from the Report Name dropdown, the
Task dropdown consisting of All Tasks, Applications Application Pending (AP),
Application Single Issue (SI), Case Changes, Document Reviews,
Recertifications, Periodic Reports, Interim Reports, and All Tasks Export will
display. The screen below shows All Tasks selected.

e The Regional Manager will then see the Select Retrieve Criteria section and
must select an option from the Approaching Date Range dropdown consisting
of Next 7 days, This Month, Next Month, and Date Range.

The screen below shows Next Month selected.

Reports
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Note:

When the Task filter is set as Applications (AP), the Regional Manager must
have an additional filter of File Date that allows them to set the date range of
SNAP file dates for the report output.
When the Task filter is set as Applications (Sl), the Regional Manager must
have an additional filter of Task Due Date that allows them to set the date
range of due dates for the report output.
When the Task is selected as Recertifications, the manager must select the
Interview Month, replacing the Date filter.
When the Task filter is set as Case Changes, the Regional Manager must
have an additional filter of Submission Date that allows them to set the date
range of the interview month for the report output.
When the Task filter is set as Document Reviews, the Regional Manager
must have an additional filter of Submission Date that allows them to set the
date range of the interview month for the report output.
When the Task is selected as Periodic Report, the manager must select the
Periodic Report Month From and Periodic Report Month To fields.
When the Task is selected as Interim Report, the manager must select the
Interim Report Month From and Interim Report Month To fields.
When the Task filter is set to All Tasks or All Tasks Export, the manager
must select the Month From and Month To values:
= For Applications in AP status, the months selected is used as the file
date retrieval range.
= For Applications in Sl status, the months selected is used as the task
due date retrieval range.
= For Recertifications, the months selected is used as the interview
month for the retrieval.
= For Case Changes, the months selected is used as the submission
date retrieval range.
= For Document Reviews, the months selected is used as the
submission date retrieval range.
= For Periodic Reports, the full periodic report due month(s) for the
selected month is used for the retrieval.
= For Interim Reports, the full interim report due month(s) for the
selected month is used for the retrieval.

e Selecting the Retrieve Report button displays the Detailed Report section. The
report will be displayed within the Detailed Report section of the page. The
default view of this report will hide the criteria as seen below.
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e Click the Show Criteria button to display the screen below.
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Reports
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Based on the option selected from the Task dropdown, the report will provide the

information for the same as seen in the above screen. Since All Tasks was

selected, information for All Tasks will be displayed within the Task column of the

Detailed Report. The report further breaks down All Tasks across data rows

consisting of:

Today - Priority Date Today

Approaching - Coming Due with priority Date in selected date range
Urgent - Late, past Priority Date before Task Due Date

Backlog - Overdue, past Task Due Date

The horizontal Scroll bar allows the Regional Manager to scroll horizontally. The
Regional Manager will be able to hide (the filter criteria), clear (the filter criteria), and

retrieve (the report):

e The selected criteria will be displayed with the report title.

¢ Once the report is run, the filter criteria will collapse, but still exist as a line of
text that shows the Regional Manager what filter criteria was specified as
seen above.

e The Regional Manager will be able to show/hide the filter criteria at the top of
each report.

The report has additional functions that allow the Regional Manager to select
columns, print, and export the data:

e The Print and Export option allows export to Excel.
e The export of the Work Outstanding report will be updated to separate the
task from the urgency (Today, Approaching, Urgent, Backlog).
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Upon clicking the Select Columns button, a modal window will display for the
Regional Manger to choose the desired columns for the report as seen below.
Save changes will apply only to the selected columns of the report.

Show and Hide Columns
v ES Ready toAssign - ESNAP

v ES. Ready to Assign - Core Docs.

v ES.ReadytoAssign-AAP

v
v
v
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v
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v
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v
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9. New Performance Management — Supervisor Returns Report

The new Performance Management — Supervisor Returns report will include two
views to allow monitoring of task disapproved by supervisors and returned to
workers for re-processing:

The Summary view shows the number of tasks disapproved by supervisors, the
total tasks sent for supervisor approval, and the Return Rate for each staff
member in the selected date range.

The Detail view shows the corresponding SPOS Section and case number of
each Supervisor Return.

Performance Management — Supervisor Returns: Summary View

The Summary view includes the following data elements:

Date — Date that the approval was completed or returned to the worker.

Staff — Name and WMS ID of the staff member.

Role — Role of the staff member.

Tasks sent to Supervisor — The number of tasks on which the particular staff
member worked which were sent for supervisor's approval.

Tasks Returned — The number of tasks on which the particular staff member
worked, but were returned by the supervisor.

Return Rate — Percentage of tasks returned.

Supervisor — Name and WMS ID of the supervisor associated with the staff
member.

Manager — Name and WMS ID of the manager associated with the staff
member.

Regional — Name and WMS ID of the regional associated with the staff member.
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Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports
DASHBOARD
Select Report i
INTAKE Report Name Report Display Option
TEAM PERFORMANCE
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From Date To
RTS I =l =
REPORTS ‘ B I =
INTAKE
Detailed Report - Performance Management - Supervisor Returns (Summary View) @ Date09/21/2020t0 09/22/2020
TEAM PERFORMANCE
Select Search By ltem ﬂ m
TEAM'S DAILY ACTMVITY
REPORTS Dats |2 Staff Role Tasks sent to Supervisor Tasks Returned Return Rate Supervisor Manager Regional
92172020 Amelia Roberts. SNAP Eligibility Specialist 3 22% Paul Sanchez Beth Mason Richard Anderson
(2748Y1) (927H25.AA02) (237R87.AA} [725T16A)
92172020 Charlie Robarts SNAP Supervisor a 3 38% Beth Mason Richard Anderson
(2563P6) (237R87.AA)} (725T16A)
$/21/2020  Emily Green SNAP Manazer s 2 33% Desn Olfenburger
14394Y1) (9120U85.A)
92172020 Freddie Wilson SNAP Eligibility Specialist 7 3 43% Paul Sanchez Beth Mason Richard Anderson
(387L61) (927H25 AADZ) (237RET A} (725T16A)
/2172020 Henry Lewis SNAP Eligibility Specialist 5 2 405 Dora Matthews Paul Paricer
(367H41) [963A85.AA01) 1826B75.AA)
92172020 Jamesz Young SNAP Eligibility Specialist & 5 83% Dora Matthews Paul Parker
1267T41) (963A35.AA01) (826B75.A4)
/2172020 Jessica Hughes SNAP Eligibility Specialist 7 1 145 Dora Matthews Paul Paricer
(682L15) (963A85,AA01) (826875,AA)
9/22/2020 Lity Walker SNAP Eligibility Specialist 7 o 0% Paul Sanchez Paul Parker Dean Ollenburger
13742Y7) (927H25.AA02) (826B75.AA) (912U85.A)

The manager can filter the results through the following search options:

e Search by Responsibility: When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

e Search by Role: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.

e Search by Staff Name: When this filter is set, the Manager will be displayed with
a field to enter the staff's name. This is a wildcard search and not case sensitive.

Performance Management — Supervisor Returns: Details View

The Details view includes the following data elements:

Date — Date that the approval was completed or returned to the worker.

Staff — Name and WMS ID of the staff member

Role — Role of the staff member.

Case Number — Case number for the task that was returned by the supervisor.
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e Activity — Activity for the task that was returned by the supervisor.

e SPOS Section — Disapproved section or question for the task that was returned
by the supervisor.

e Return Reasons — Disapproved reasons selected in the section or question for
the task that was returned by the supervisor.

e Supervisor — Name and WMS ID of the supervisor associated with the staff
member.

e Manager — Name and WMS ID of the manager associated with the staff
member.

e Regional — Name and WMS ID of the regional associated with the staff member.

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Reports
DASHEOARD
Select Report 2
INTAKE Repart Name: Report Display Option
Imm-wmﬂu j IIH:I'WEW j
TEAM PERFORMANCE
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From DateTo
REPORTS )mm.mm =] |u9n.1.mm &
<
TTARE
Detailed Report - Performance Management - Supervisor Returns (Details View) @ Date09/21/2020 to 09/21/2020
TEAM PERFORMANCE
e =
TEAM'S DAILY ACTVITY
REPORTS Datz |2 Staff Role Case Number Activity Supervisor Manager
942172020 Amelia Roberts SNAP Eligibility 00085354378 EC- Application =pecifics arenct Paul Sanchez Beth Mason
(2748v1) Specialist (927H25.AA02) (237R87.AA)
92172020 Amelia Roberts SNAP Eligibility 00054378645Y EC - Application icsarenot  Paul Sanchez Beth Mason
(2748Y1) Specialist (927HZ5.AA02) (237RB7.AA)
942172020 Emily Green SNAP Supervisor  0D078435484R EC- Application Beth Mason
(83563P5) (237R87.AA)
/2172020 Emily Green SNAP Supervisor  DD053354375E EC-FTK ~ Budget ~  Commentsoncasespecificsarenct === BethMason
(8343P5) Application (237RB7.AA)
92172020 Emity Green SNAP Supervisor 000273543320 Beth Mason
(83563P5) (237R87.AA)
942172020 James Young SNAP Manager 000523547417 Dean Ollenburger
(522141)
9212020 JamesYoung SNAPManager  00022454371D
(522141)
942172020 MNoah Edwards SNAP Eligibility 00072354378Y Paul Sanchez Beth Mason
(725B25) i (927H25.AA02) (237R87.AA)
92172020 MNoah Edwards 00024378635G Approve ESNAP Paul Sanchez Beth Mason
(725B25) (927H25,AA02) (237R87 AA) (725T16A)
942172020 Ramaon Bell SNAP Supervisor  0D074835484R EC- Application Beth Mason Richard Anderson v
(359C27) (237R87.AA) (725T18.A)

The manager can filter the results through the following

search options:

e Search by Activity: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All and each activity
type.

e Search by SPOS Section: When this filter is set, the Manager will be displayed

with a dropdown to select from available options. The options are All and each
SPOS Section.

27



Attachment F Reports
ANGIE Release 2 Notes

10.

Search by Responsibility - When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

Search by Role — When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.

Search by Staff Name — When this filter is set, the Manager will be displayed
with a field to enter the staff's name. This is a wildcard search and not case
sensitive.

Search by Case Number: When this filter is set, the Manager will be displayed
with a field to enter the case number. Maximum of 12 characters, allow partial
entries (when 12 characters are entered, first 11 characters are digits, last
character is an alpha).

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.

New Performance Management — WMS Errors Report

The Performance Management — WMS Errors report will allow monitoring of WMS
error rate and details.

This report will include two views:

The Summary view shows the number of WMS Errors, the total tasks
transmitted to WMS, and the Error Rate for each staff member in the selected
date range.

The Details view shows the corresponding Error Code, Error Description, and
case number of each WMS Error.

Performance Management — WMS Errors: Summary View

The Summary view includes the following data elements:

Date — Transmission date

Staff — Name and WMS ID of the staff member

Role — Role of the staff member

Activities Transmitted to WMS — Total of activities transmitted to WMS
Activities with Errors — Total of activities with errors to WMS

Error Rate — Percentage of activities with errors in WMS

Supervisor — Name and WMS ID of the supervisor associated with the staff
member
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e Manager — Name and WMS ID of the manager associated with the staff member
e Regional — Name and WMS ID of the regional associated with the staff member

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports

DASHEOARD
Select Report &

INTAKE Report Name: Report Display Option

[ et == ﬂ
TEAM PERFORMANCE

Select Retrieve Criteria
TEAM'S DAILY ACTIVITY

Date From Date To

REPORTS )mm.aom ® P,m =

Detailed Report - Performance Management - WMS Errors (Summary View) @ Date09/21/2020t009/22/2020
= e EE I8 B
.

Date 12 Staff Role Emvor Rate Supervisor Manager Regional
9/21/2020  AmeliaRoberts SMAP Eligibility Specialist & 2 22% Paul Sanchez Beth Mason Richard Anderson
(2748Y1) (¥27H25.4802) (237RE7 AA] (725T16.4)
9/21/2020 Charlie Roberts SNAP Supervisor e z = Beth Mason Richard Anderson
(2563P8) (237RE7.AA] (725T16.4)
/2112020 Emily Green SNAF Manzger ] z 33% Diean Ollenburger
(43541] (912085,4)
9/21/2020 Freddie Wilson SMAP Eligibility Specialist 7 1 145 Paul Sanchez Beth Mason Richard Anderson
(387161 (¥27H25.4802) (237RET AA] (725T16.4)

w

The manager can filter the results through the following search options:

e Search by Responsibility: When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

e Search by Role: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.

e Search by Staff Name: When this filter is set, the Manager will be displayed with
a field to enter the staff's name. This is a wildcard search and not case sensitive.

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.

Performance Management — WMS Errors: Details View
The Summary view includes the following data elements:
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Date — Transmission date

Staff — Name and WMS ID of the staff member

Role — Role of the staff member

Case Number

WMS Case Status — The WMS Status at the time the Error Correction was
generated

e Activity — The associated SPOS activity which was performed by the staff
member

e Error Code — Error code generated by WMS

e Error Description — Description for the error code generated by WMS

e Supervisor — Name and WMS ID of the supervisor associated with the staff
member

e Manager — Name and WMS ID of the manager associated with the staff member
e Regional — Name and WMS ID of the regional associated with the staff member

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports

DASHEQARD
Select Report o

INTAKE Report Name Report Display Option

Imm-mm j IDE'ﬂW‘!W j
TEAM PERFORMANCE

Select Retrieve Criteria
TEAM'S DAILY ACTIVITY

Date From Date To

REPORTS [ & B e

[ I

Detailed Report - Performance Management - WMS Errors (Details View) @ Date09/21/2020t009/21/2020
e =3 x3

WMS
Date 1= Staif Role CaseNumber | CaseStatus | Activity ErrorCode | Emor Description Supervisor Manager Regional
9/21/2020  Amelia Roberts SNAP Eligibility 000863543780 S1 ESNAP E2826 RACE/ETHMIC PRESENT - Paul Sanchez Beth Mason Richard Anderson
(2748Y1) Spacialist CANNOTENTER (527H25.A402) (237RE7.AR) (725T16.4

5/21/2020 Ameliz Roberts SNAPENiginility — 00054375645Y 51 ESNAP E0457 WRONG 55M VALIDATION Paul Sanchez Bath Mason Richard Anderson
(2748Y1) Specialist (327H25AAD2) (237RE7.AA) (725T16.A}

The manager can filter the results through the following search options:

e Search by Responsibility: When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

e Search by Role: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.
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e Search by Activity: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All and each activity
type.

e Search by Staff Name: When this filter is set, the Manager will be displayed with
a field to enter the staff's name. This is a wildcard search and not case sensitive.

e Search By WMS Error Code: When this filter is set, the Manager will be
displayed with a field to enter the error code. The Manager will be able to enter
three or four numerical digits to perform a fuzzy search on the WMS Error code
column to retrieve all rows with Error codes that match.

e Search By Error Description: When this filter is set, the Manager will be
displayed with a field to enter the error description. This is a wildcard search and
not case sensitive.

e Search by Case Number: When this filter is set, the Manager will be displayed
with a field to enter the case number. Maximum of 12 characters, allow partial
entries (when 12 characters are entered, first 11 characters are digits, last
character is an alpha).

e Search by WMS Case Status: When this filter is set, the Manager will be
displayed with a dropdown to select from available options. The options are All,
Applying (AP), Active (AC), Closed (CL), Denied (RJ) and Single Issue (SI).

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.

11.New Performance Management — Deferrals Report
The new Performance Management — Deferrals report will provide the summary
and details of cases deferred for each staff member in the selected date range,

including a breakdown of the eligibility factors and case number of each deferral.

Performance Management — Deferrals: Summary View
The Summary view includes the following data elements:

Date — Deferral date

Staff — Name and WMS ID of the staff member

Role — Role of the staff member

Tasks Processed — Total of processing tasks completed on the date
Processing Tasks Deferred — Total of processing tasks with a deferral
completed on the date

e Processing Deferral Rate — Percentage of completed processing tasks with a
deferral

e Interviews Completed — Total of completed interviews on the date

e Interviews Deferred — Total of completed interviews with a deferral on the date

e Interview Deferral Rate — Percentage of completed interviews with a deferral
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Supervisor — Name and WMS ID of the supervisor associated with the staff
member

Manager — Name and WMS ID of the manager associated with the staff member
Regional — Name and WMS ID of the regional associated with the staff member

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Reports
DASHBOARD
Select Report A
INTAKE Report Name: Report Display Option
I%ﬂmﬁmﬂ—m j I&nmy\r-» j
TEAM PERFORMANCE
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From DateTo
REPORTS Imm.rm1 @ Pvrwzm B
< e
TTRRE
Detailed Report - Performance Management - Deferrals (Summary View) @ Date09/21/2020t0 09/22/2020
TEAM PERFORMANCE
N =3
TEAM'S DAILY ACTIVITY
Processing  Processing Intervies
. Tasks Tasks Deferral Interviews  Intarviews  Deferral
REPORTS Date [ Staff Role Processed | Deferred | Rate Completed  Deferred Rate Supervisor Manager Regional
#/21/2020 Amelis Roberts SNAP Eligibility Specialist 9 2 22% 3 2 6T% Paul Sanchaz Beth Mason Richard Anderson
(2748Y1) (927H25.AA02) (237R87 AA (725T16.4)
9/21/2020 arl SNAP Supervisor 8 3 38% 4 3 T5% Beth Mason Richard Anderson
(25¢ (237R87 AA) (725T16A)
9/21/2020 en SNAP Manager 6 2 33% 2 100% Dean Ollenburger
(4894Y1) [¥120U85,A)
#/21/2020 Freddie Wilson SNAP Eligibility Specialist 7 3 43% 4 3 75% Paul Sanchaz Beth Mason Richard Anderson
(387L51) (927H25.AA02) (237R87 AA (725T16.4)
#/21/2020 Henry Lawis SNAP Eligibility Specialist 5 2 40% 3 2 67% Dora Matthews Paul Parker Dean Ollenburgsr
(567H41) (963A85AA01) (826B75AA) (912U85,4)
$21/2020  James Young SNAP Eligibility Specialist 6 5 83% 4 2 50% Dora Matthews Paul Parker Dean Ollenburger
(267741) (963A85AA01) (826B75AA) (912U85,4)

The manager can filter the results through the following search options:

Search by Responsibility: When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

Search by Role: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.

Search by Staff Name: When this filter is set, the Manager will be displayed with
a field to enter the staff's name. This is a wildcard search and not case sensitive.

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.
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Performance Management — Deferrals: Details View

The Details view includes the following data elements:

Date — Deferral date

Staff — Name and WMS ID of the staff member

Role — Role of the staff member

Case Number — Case Number of the case which was deferred

Activity — The associated SPOS activity which was performed by the staff
member

Type — The type of task completed, depending upon whether the case was
deferred during interview or processing.

Eligibility Factors — A list of unique eligibility factors for which the case was
deferred

Supervisor — Name and WMS ID of the supervisor associated with the staff
member

Manager — Name and WMS ID of the manager associated with the staff member
Regional — Name and WMS ID of the regional associated with the staff member

Report retrieval:

The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports

DASHBOARD
Select Report

INTAKE Report Name: Report Display Option

Pesformance Management - Deferrals lez_mﬂvm j

]
TEAM PERFORMANCE J
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From DateTo

RTS [ o | :y
REPORTS & B

I l

Detailed Report - Performance Management - Deferrals (Details View) @ Date09/21/2020t009/21/2020
= N I8 £

Date 1= Staff Role Case Number Activity Type Eligibility Factors ‘Supervisor Manager Regional

9/21/2020  Ameliz Roberts SNAPENigibility  00088354378U  ESNAP Intrvigw Age- Age, Disabled/Incapacitated - Paul Sanchez Beth Mason Richard Anderson
(2748Y1) ‘Specialist Drugor slcohl dependent, (927H25.A402) (237RE7.AA] (725T18.A)
Employzbility - ABAWD

9/21/2020  Amelia Roberts SNAPEligibility 00054378645V  ChangsCaseData  Processing 2ge bled/Incapacitated - Paul Sanchez Beth Mason Richard Anderson
(2748¥1) ‘Specialist Drug. dependent (927H25.A402) (237RETAA] (725T16,A)

9/21/2020  Emily Green SNAPSupsrvisor  DDO76435464R  ESNAP Processing Earmy loyed Beth Mason Richard Andarson
(8383P5) (237RE7.AA) (725T18A

$/21/2020  Emily Green SNAPSupsrvisor  DD0S3334378E  EC-Application Interview Citizenship - U.5. Citizenship, Beth Mason Richard Anderson

The manager can filter the results through the following search options:

Search by Activity: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All and each activity
type.

Search by Responsibility: When this filter is set, the Manager will be displayed
with a dropdown to select from available options. The options are Supervisor,
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Manager, Regional. Once the responsibility is selected, the Manager will be
displayed with a field to enter the name in this responsibility group to narrow
down the results from the retrieved dataset.

Search by Role: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The options are All, SNAP Eligibility
Specialist, SNAP Supervisor, SNAP Manager, SNAP Regional, and Clerical
Associate.

Search By Type: When this filter is set, the Manager will be displayed with a
dropdown to select from available options. The Options are Interview and
Processing.

Search By Eligibility Factors: When this filter is set, the Manager will be
displayed with a dropdown to select from available options. The Options are All
and each Eligibility Factor Category.

Search by Staff Name: When this filter is set, the Manager will be displayed with
a field to enter the staff's name. This is a wildcard search and not case sensitive.
Search by Case Number: When this filter is set, the Manager will be displayed
with a field to enter the case number. Maximum of 12 characters, allow partial
entries (when 12 characters are entered, first 11 characters are digits, last
character is an alpha).

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.

New WMS Transmissions Report

The new WMS Transmissions report will compare the number of cases transmitted
to WMS across different case statuses and provides the results of the outcome from

WMS.

Report retrieval:

The manager must select the WMS Transmission Date From and WMS
Transmission Date To fields and click on Retrieve Report.

TEAM PERFORMANCE

TEAM'S DAILY ACTIVITY

Reports

DASHBOARD
Select Report

INTAKE Report Name

IWMSTrlns!l'ssim\s j

Select Retrieve Criteria
'WMS Transmission Date From 'WMS Transmissicn Date To

REPORTS [ w oy
REPORTS f -] K B
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TNTARE
Detailed Report - WMS Transmissions @ WMsTransmission Date 8/21/2020 to 8/2%/2020

T I X8 £
Owstcome: Outcome: Outcome: Outrome:

ACCase SICase RJ Case €L Case.

TEAM PERFORMANCE
TEAM'S DAILY ACTIVITY

REPORTS Activity Type with WMS transmission Total 12 Xemits Ximits Xemits Xamits Processed Ervored Pending Other
Totals 5171 3178 1669 155 169 2585 1551 517 57
EC-FTKSNAP Application

Interview 307 134 &1

1
EC - SNAP Change Case Data 367 185 15 1 289 173 58 58
1

SNAP Changs Case Data 552 361 154 13 276 186 55 55

ESNAP Issuance 522 294 150 1% 20 261 157 52 52

EC-Failed to Keep SNAP Application Intsrview 433 318 134 18 1z 241 145 48 48

EC-SNAP Applic

SNAP Appiicatio

FTKSNAP Applic:

EC - SNAP Recertification Interview 08 251 126 15 15 204 123 41

The report will include the following data elements:

e Activity Type with WMS transmission: SPOS worker activity type
= Total: Count of total WMS transmissions by outcome for the date range
for the respective SPOS activity

e AC Case Xmits: count of cases with case status of AC transmitted to WMS

e Sl Case Xmits: count of cases with case status of Sl transmitted to WMS

e RJ Case Xmits: count of cases with case status of RJ transmitted to WMS

e CL Case Xmits: count of cases with case status of CL transmitted to WMS

e Qutcome: Processed: count of cases that were transmitted during the selected
timeframe and returned as “Processed” (accepted by WMS without Error or
Pending)

e Outcome: Errored: count of cases that were transmitted during the selected
timeframe and returned with a WMS Erro

e Outcome: Pending: count of cases that were transmitted during the selected
timeframe and returned as “Pending”

e Qutcome: Other: count of cases that do not meet the Processed, Errored, or
Pending criteria

The Manager can filter through the Search By Processing Center option. Available
options include All, F42 (TIPS 42 citywide site (center number for FIA SNAP users in
ANGIE citywide rollout) and F25 (MMAP site (center number for FIA MMAP users).

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.
13.New Selective Case Review Summary Report
A new report named Selective Case Review Summary will provide information on

the number of cases that have been directly transmitted to WMS with the number of
cases reviewed by a Supervisor based on the defined SCR rules.
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This report includes the error rate for both bypassed and reviewed cases. This report
also lets the management review this data across different SCR categories and
SPOS activities. The Selective Case Review Summary report consists of two
views which includes Summary Per Category and Summary Per Activity.

The report will have 2 views:

e Summary per Category
e Summary per Activity

The following SCR categories will be tracked in this new report:

e SCR Categories:

e Other (not any of the SCR rules)

e Household Size = 1 AND Budgeted income = $0 AND Shelter Expenses = $0
AP to RJ or AC to CL, for reason code V21 (Failure to Provide Verification
[Adequate]) (AP to RJ or Sl to CL or AC to CL) with one of the following codes:
E30 (Deny - Excess Income), E35 (Deny Excess Income), E39 (Excess Income -
COLA [Timely]), M66 (Duplicate Application), M67 (Deny - Part of Another
Application), Y12 (Receiving SNAP as part of another PA case)

e Household size = 1 AND SNAP benefit <$100 AND (Budgeted earned income
>$0 OR Budgeted unearned income >$0)

e Case changes — adding newborn child only [child less than 1 year old going from

AP to AC status](Recertification or Re-application) AND (Shelter code 38, 40 or

02) AND Budgeted Income>$0 AND (SSA or SSI (income source code 27, 31) is

the only type of income budgeted)

New Applications with SNAP benefit > $39

SNAP Benefit < $39

Household Size >9

Cases that error out in WMS

Sl to CL for reason code Y29

Earned income >$3,000 monthly

Reported Child Support Expenses >$100

Budgeted earned income >$0 OR budgeted unearned income >$0

Change Case Data - one individual goes from AC to CL status with Code F90

(Budgeted monthly Earned Income + Budgeted monthly Unearned Income) <

Monthly Household Expenses

e SNAP cases with a backup grant present.

e Dependent care expenses >$0 AND Employment income=$0.

e Case changes as a result of a Fair Hearing

Selective Case Review (SCR) Summary — Summary Per Cateqory
The Summary Per Category view will have the following data elements:
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e SCR Category

e % Review: Percentage of cases that would be reviewed by a Supervisor for the
SCR category.

o Effective Date: Date that the % Review was set for the SCR category that was
triggered by the case transmission to WMS.

e Direct Xmit Cases: Count of cases that were directly transmitted to WMS
(bypassed the Supervisor Review).

e Direct Xmit Errors: Count of this same cohort of cases that generated at least
one error.

e Direct Xmit Error Rate: Cases with Direct Xmit Errors / Direct Xmit Cases

e Supervisor Review Cases: Count of cases that were reviewed by a Supervisor.

e Supervisor Review Errored Cases: Count of this same cohort of cases that
generated at least one error.

e Supervisor Review Error Rate: Cases with Supervisor Review Errors /
Supervisor Reviewed Cases

e Total Cases: Sum of all cases transmitted to WMS regardless of Direct or
Supervisor Review.

e Total Case Errors: Count of this same cohort of cases that generated at least
one error.

e Total Error Rate: Percentage of errors for the SCR category.
= Note: if a transmission generates multiple errors per case, this is only

counted as 1 (one).

= Blank counts will be displayed a 0 (zero)
= Blank percentages will be displayed as — (dash)

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports
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The manager can filter the results through the following search options:

e When Search By Processing Center is selected, the manager will select the
processing center.

e When Search By SCR Category is selected, the manager will select the SCR
Category.

e The manager will click on the Search button to retrieve the results.
The manager can clear the search by clicking on the Clear Search button.

e The manager can print or export the output.

Detailed Report - Selective Case Review Summary (Summary per Category) @ Date8/21/2020to 9/21/2020
TEAMPERFORMANCE
mpv—
TEAM'S DAILY ACTIVITY ET——
e e Efecti DirectXmit  DirectXmit  DirectXmit  Supervi Supervisor Revi Revin Ermor TotslC: Total Es
' ive | DirectXmit  Direct Xmi irect Ximi pervisor _ Supervisor Review ase rror
REPORTS dosareh by SCR Category. % Review Date 1= Cases Errors ErrorRate || Review Cases!| Errored Cases Rate Total Cases Errors Rate
Totals NA NA 35351 6,885 19% 13936 1,280 9% 49287 5370 11%
Other {not any of the SCR rules) 15% 8/11/2020 19,657 4128 21% 1] o 19,657 3145 16%
Househeld Size = 1 AND Budgeted income 35% 8/11/2020 2,189 547 25% o o 2189 328 15%
=30AMD Shelter Expenses = 50
APto RJor AP to CL for reason code V21 1005 B8/14/2020 o o 231 a3z 14% 231 48 20%
APtoRJorACto CL. for reason code V21 35% 8/11/2020 990 250 25% o o 990 149 15%
INTAKE
Detailed Report - Selective Case Review Summary (Summary per Category) @ Date8/21/2020to 9/21/2020
TEAM PERFORMANCE

TEAM'S DAILY ACTIVITY
Superviser

DirectXmit  DirectXmit  Direct Xmit Supervisor _ Supervisor Review Review Error Total Case  Total Error

REPORTS SCR Categories Cases Errors ErrorRate || ReviewCases|| Errored Cases Rate Total Cases Errors Rate

Totals 35351 6885 19% 13936 1280 % 49,287 5370 1%

Other(nat any of the SCR rules) 15% 8112020 19,657 4128 21% o 0 19,857 3145 16%

Household Size = 1 AND Budgeted income 35% 8/11/2020 2189 547 25% o 0 2189 328 15%

=30 iter Expenses = 50

AP to RJ or APto CLfor resson code V21 100% /1472020 o ° 231 32 18% 231 48 20%

AP to RJ or AC to CL. for resson code V21 5% /112020 990 250 25% 0 0 250 129 15%

DASHBECARD

INTAKE
Detailed Report - Selective Case Review Summary (Summary per Category) @ Date8/21/2020t0 9/21/2020

TEAM PERFORMANCE

TEAM'S DAILY ACTIVITY
Supervisor

- Direct Xmit Direct Xmit. Direct Xmit Supervisor  Supervisor Review Review Error Total Case Total Error
REPORTS SCR Categories w o= = Cases Errors Error Rate Review Cases|  Errored Cases Rate Total Cases Errors Rate
Totals NA N/A 35351 6885 19% 13936 1280 9% 49,287 5370 11%
15% 8r11/2020 19,657 4128 21% 0 0 19,657 3145 16%
35% £/11/2020 2,185 547 25% o 0 2,183 323 15%
2son code V21 100% 8/14/2020 0 0 231 3z 143 231 a8 20%

Selective Case Review Summary — Summary Per Activity

The Summary Per Activity view will have the following data elements:

Activity: The SPOS activity completed by the worker.
% Review

Effective Date

Direct Xmit Cases

Direct Xmit Errors

Direct Xmit Error Rate
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Supervisor Review Cases
Supervisor Review Errored Cases
Supervisor Review Error Rate
Total Cases

Total Case Errors

Total Error Rate

Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports
DASHBOARD
Select Report
INTAKE Report Name Report Display Option
Selective Case Review Summary v Summary per Activity v
TEAM PERFORMANCE I I i
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From Date To
REPORTS )Mm =] Imm &
Reports
DASHBOARD
Select Report
INTAKE ReportName Report Display Option
‘Sq\aniucxa Review Summary v | ‘Summarqurﬁaiuiw ~
TEAM PERFORMANCE
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY
Date From DateTo
REPORTS ‘nnrzmnzl [ | lmzuzmu E]
Detailed Report - Selective Case Review Summary (Summary per Activity) @ Date8/21/2020t09/21/2020
— =3
Supervisor
Effective _ Direct Xmit Direct Xmit Direct Xmit Supervisor _ Supervisor Review Review Error Total % Direct. Total % Sup.
Activity % Review Date 12 Cases Errors ErrorRate || ReviewCases/!  Errored Cases Rate Total Cases mit Review
Totals NA N/A 10,404 1,064 10% 4669 351 B% 15073 69% 31%
SNAP Applicati 0% 01/11/2021 184 20 11% 20 13 65% 204 0% 10%
15% 0171172021 389 1 0% 125 11 9% 75% 25%
% o 202: 2 19 2 49 0 44 3% 36

The manager can filter the results through the following search options:

e When Search By Processing Center is selected, the manager will select the

processing center.

¢ When Search By SCR Category is selected, the manager will select the SCR

Category.

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.
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The manager can print or export the output.

14.New Selective Case Review Detail Report
This new report will all cases transmitted to WMS for the given time period and key
data elements regarding SCR category, Direct Xmit, Errors, Case Information
and Processor details so managers can perform a detail analysis to gauge the
health of the SCR program.
Report retrieval:

e The manager must select the Date From and Date To fields and click on
Retrieve Report.

Reports
DASHBOARD
Select Report &
INTAKE Report Name
Selective Case Review Detail £
TEAM PERFORMANCE I
Select Retrieve Criteria
TEAM'S DAILY ACTIVITY

'WMS Transmission Date From WMS Transmission Date To

REPORTS m B bm =

~

INTAKE
Detailed Report - Selective Case Review Detail @ WMS Transmission Date 8/21/2020 to 8/29/2020
TEAM PERFORMANCE
e
TEAM'S DAILY ACTIVITY
Transmit Direct Xmit
REPORTS Case Case Name. Date 1 Activity orRevien | SCRCategory WMSErrors  Staff Name Role Supervisor
000863543780 Ava Pullman B8/21/2020 SMAP Application Interview Direct Xmit ~ APtoRJor ACtoCL, for reasoncode V21 E2826,E1400  Amelia Roberts Eligibility Specialist Paul Sanch
(2748Y1) (F27THZS A
000543736457 Paul Clark 8/21/2020 ESMAP Issuance Direct Xmit SNAP Banefit « $39 E1400 Charlie Roberts. Eligibility Specialist Mally Lamk
(2563P6) (52TH1SA
00075435454R Carolyn Brown 8/22/2020  SMNAP Recertification Supervisor Household Size > E1454 Emity Green Supervisor NAA
Interview eview (4894Y1)
00053354378E Donna Lawrence 8/23/2020  SMAP Change Case Data Supervisor Earned income >$3,000 monthly ED467,E1405  Freddie Wilson Manager N/A
Review (387L51)
000273543320 Ficna Anderson 8/23/2020  SMNAP Application Interview Direct Xmit Other (not any of the SCR rules) MNone Henry Lewis Regional NAA
(567H41)
00052354741T Trevor Wilkins 8/24/2020  ESNAP Issuant e Direct Xmit Other (not any of the SCR rules) E2826,E1400  James Young Eligibility Specialist Dora Mattt
(267T41) (963AB5A
000224543710 Bella Campbell 8/24/2020  SMNAP Recertification Direct Xmit MNew Applications with SMAP benefit > 537 None Jessica Hughes Eligibility Specialist Paul Sanchi
Interview (682L.15) (927TH25A
00072354378Y Wictor Comish 8/24/2020  SNAP Change Case Data Direct Xmit Household Size =1 AND Budgeted income  E1454 Lily Walker Eligibility Specialist Moally Lamk
=$0 AND Shelter Expenses = $0 (3742Y7) (527H1SA
00024378635G Dominic Ellison 8/25/2020 ESNAP Issuance Direct Xmit (Change Case Data - one individual goes ED467.E1405  Margaret Robinson Eligibility Specialist Paul Sanchi
from AC to CL status with Code F?0 (8343P3) (927TH25A
000742354648 Jake Marshall 8/25/2020  SMNAP Recertification Direct Xmit Househeld Size = 1 AND Budgetedincome  None Noah Edwards Eligibility Specialist Monica Dol ws
Interview = $0 AND Sheiter Expenses = $0 (29140U2) (997G55A

The report will have the following data elements:

Case

Case Name

Transmit Date
Activity

Direct Xmit or Review
SCR Category

WMS Errors
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Staff Name
Role
Supervisor
Manager
Regional

The manager can filter the results through the following search options:

e Search by Activity: Allows the Manager to select the SPOS activities that they
want to retrieve. The options are All and each activity type.

e Search by SCR Category: Allows the Manager to select the SCR categories
that they want to retrieve. The options are All and each SCR category type.

e Filter by Direct Xmit / Supervisor Review: This filter allows the Manager to
refine the results based on the available options of All, Direct Xmit, or
Supervisor Review.

e Search by responsibility: This filter allows the Manager to refine the results
based on the available options of Supervisor, Manager, or Regional. Once the
responsibility is selected, the Manager will be able to search for a name in this
responsibility group to narrow down the results. This filter will retrieve all cases
transmitted by staff in the specified organization.

e Search by Role: This filter allows the Manager to refine the results based on the
available options of Eligibility Specialist, Supervisor, Manager, Regional, and
Clerical Associate.

e Search by Staff Name: This filter allows the Manager to refine the results based
on the name.

e Search by WMS Error code: This searches the Error Code column for an
occurrence of an inputted error code.

= Note: The Manager will be able to enter three or four numerical digits to
perform a fuzzy search on the WMS Error code column to retrieve all rows
with Error codes that match.

e Search by Case Number: This filter allows the Manager to refine the results
based on the case number. Max of 12 characters, allow partial entries (when 12
characters are entered, first 11 characters are digits, last character is an alpha).

The manager will click on the Search button to retrieve the results. The manager
can clear the search by clicking on the Clear Search button.

The manager can print or export the output.
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1.

Document Purpose

This document provides definitions of common definitions, terminology and concepts
for the Activity and General Information Exchange (ANGIE).

ANGIE

ANGIE replaces the Classic Paperless Office System (POS) reports, queues and
action menus used to assign work to Supplemental Nutrition Assistance Program
(SNAP) Staff. ANGIE is a workforce management and task assignment tool.

User Roles and Skillsets

Staff is assigned to user roles. ANGIE support the following user roles:

Eligibility Specialist (ES)

Supervisor

Manager

Regional Manager & Business Administrator
Reviewer

Skillsets allow SNAP business administrators to make adjustments to task
assignments based on specific needs and circumstances.

For example, specific staff may be exclusively assigned to applications in order to
address an increase in application submissions.

Tasks

Tasks represent the critical business processes for SNAP cases. A task is the
highest description of work assigned, approved and processed within ANGIE and
SPOS.

Task Statuses

The status is used to determine the progress of each task. Each task has a status as
it moves through its workflow. Possible statuses include:

New — Newly received applications and recertifications.

Interview — Cases where the interview was started.

Pending — Cases deferred for verification.

Ready to Assign — Cases that are ready for assignment based on the priority

and skillsets.

e Processing — Cases that are being processed by a Worker or pending
finalization of WMS processing.

e Supervisory — Cases that require Supervisor or Manager approval.
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e Complete — This is the final status for a task and indicates that the work is
completed.

6. Activities

Once the task is distributed by ANGIE or started through the case search tool, the
work is completed in the Streamlined Paperless Office System (SPOS). ANGIE
opens SPOS for the appropriate activity based on the assignment or selection. After
completing or suspending the activity in SPOS, staff returns to ANGIE for their next
task.

7. Hold and Returns

ANGIE allows staff to hold an assigned task for a pre-determined period, by
selecting a reason for the hold. This allows the staff person to return to the same
task that was assigned.

ANGIE allows staff to return an assigned task on which they cannot work. The staff
must select a valid reason from the list for the return.

Staff can also select a hold or return reason when suspending an activity in SPOS.
8. Universal Processing and Prioritization

Staff in ANGIE works from a shared common list of ready tasks, which are assigned
by ANGIE based on priority dates and helps prevent backlogs. This universal
processing pool of work removes the need to individually access in the queue to
assess the readiness of the task.

The list is organized by priority date, ready to assign date, document status and
other attributes, with the oldest tasks given the highest priority. This prioritization is
based on business rules and attributes that drive the logic. Tasks are distributed by
ANGIE once they are ready to assign.

9. Events

Events are components of a status. They provide a historical view of a case and
task, representing steps such as starting an activity, completing of an interview,
deferring for verification, starting processing, approval by a Supervisor, and other
such examples.

10. Types of Events for Application

Task Status Event
App Reg Access Human Resources
Application New Administration (AHRA)
Application New App Reg - In Center
Application New Assign Application

3
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Application New Document Indexed
Application New Document Submitted
Application Interview Complete Interview - Deferred for Verification
Application Interview Complete Interview - No Deferral
Application Interview Document Indexed
Application Interview Document Submitted
Application Interview Started from Case Search
Application Interview Started from Get Next
Application Interview Suspend Interview
Application Ready to Assign | Adverse Action Pause
Application Ready to Assign | ESNAP Ready
Application Ready to Assign | ESNAP Returned by Supervisor
Application Ready to Assign | ESNAP Returned by WMS - Error Correction
Mandated Verification Not Received by Due
Application Ready to Assign | Date
Application Ready to Assign | Mandated Verification Received - Full
Application Ready to Assign | No Deferral
No Interview Completed - Failed to Keep
Application Ready to Assign | (FTK)
Application Ready to Assign | Returned by Supervisor
Application Ready to Assign | Returned by WMS - Error Correction
Resource File Integration/Information
Application Ready to Assign | Verification Service (RFI/IVS/SDX) Received
Application Ready to Assign | Supervisor Review Required
Application Pending Deferred for RFI/IVS/SDX
Application Pending Deferred for RFI/IVS/SDX and Verification
Application Pending Deferred for Verification
Application Pending Document Indexed
Application Pending Document Submitted
Application Processing Assign Application
Application Processing Assign Eligibility Decision
Application Processing Assign FTK Application
Application Processing Complete Processing
Application Processing Complete RFI/IVS/SDX Review
Application Processing Continued to Processing
Application Processing Document Indexed
Application Processing Document Submitted
Application Processing ESNAP Processing
Application Processing ESNAP SCR - Selective Case Review
Application Processing Selective Case Review sent to WMS
Application Processing Started from Case Search
Application Processing Started from Get Next
Application Processing Suspend ESNAP Processing
Application Processing Suspend Processing
Suspend Processing - Deferred for
Application Processing Verification
Application Processing WMS Clock Down
Application Supervisory Complete ESNAP Supervisor Review
Application Supervisory Complete Supervisor Review
Application Supervisory Document Indexed
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Application Supervisory Document Submitted
Application Supervisory ESNAP: Ineligible
Application Supervisory ESNAP: Sent to WMS
Application Supervisory ESNAP: Single Issuance
Application Supervisory Sent to WMS
Application Supervisory Start ESNAP Supervisor Review
Application Supervisory Start Supervisor Review
Application Supervisory Started from Case Search
Application Supervisory Started from Get Next
Application Supervisory Suspend ESNAP Supervisor Review
Application Supervisory Suspend Supervisor Review
Application Complete Active
Application Complete Closed
Application Complete ESNAP: Active

Forced Closed by WMS; Case Reason Code
Application Complete 968
Application Complete Rejected
Application Complete Withdrawn / Purged in WMS
Application Complete Task Removed (Stale)

11.Types of Events for Recertification

Task Status Event
Recertification New Added to Recertification List from WMS
Recertification New Assign Recertification
Recertification New Created by Recert File
Recertification New Document Indexed
Recertification New Document Submitted
Recertification New Submitted via AHRA
Recertification Interview Complete Interview - Deferred for Verification
Recertification Interview Complete Interview - No Deferral
Recertification Interview Document Indexed
Recertification Interview Document Submitted
Recertification Interview Started from Case Search
Recertification Interview Started from Get Next
Recertification Interview Suspend Interview
Recertification Ready to Assign | Adverse Action Pause

Mandated Verification Not Received by Due
Recertification Ready to Assign | Date
Recertification Ready to Assign | Mandated Verification Received - Full
Recertification Ready to Assign | No Deferral
Recertification Ready to Assign | No Interview Completed - Manual FTK
Recertification Ready to Assign | No Interview Completed - System FTK
Recertification Ready to Assign | No Recert Received by Due Date - System FTK
Recertification Ready to Assign | Returned by Supervisor
Recertification Ready to Assign | Returned by WMS - Error Correction
Recertification Ready to Assign | RFI/IVS Received
Recertification Ready to Assign | Supervisor Review Required
Recertification Pending Deferred for RFI/IVS/SDX
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Recertification Pending Deferred for RFI/IVS/SDX and Verification
Recertification Pending Deferred for Verification
Recertification Pending Document Indexed
Recertification Pending Document Submitted
Recertification Processing Assign Recertification
Recertification Processing Complete Processing
Recertification Processing Complete RFI/IVS/SDX Review
Recertification Processing Continued to Processing
Recertification Processing Document Indexed
Recertification Processing Document Submitted
Recertification Processing Selective Case Review sent to WMS
Recertification Processing Started from Case Search
Recertification Processing Started from Get Next
Recertification Processing Suspend Processing
Recertification Processing Suspend Processing - Deferred for Verification
Recertification Processing WMS Clock Down: xxx
Recertification Supervisory Complete Supervisor Review
Recertification Supervisory Document Indexed
Recertification Supervisory Document Submitted
Recertification Supervisory Sent to WMS
Recertification Supervisory Start Supervisor Review
Recertification Supervisory Started from Case Search
Recertification Supervisory Started from Get Next
Recertification Supervisory Suspend Supervisor Review
Recertification Complete Active
Recertification Complete Closed
Forced Closed by WMS; Case Reason Code
Recertification Complete 968
Recertification Complete Task Removed (Stale)

12.Types of Events for Change Case

Task Status Event

Change Case Ready to Assign | Returned by Supervisor

Change Case Ready to Assign | Returned by WMS - Error Correction
Change Case Ready to Assign | Supervisor Review Required
Change Case Pending Document Indexed

Change Case Pending Document Submitted

Change Case Processing Complete Processing

Change Case Processing Selective Case Review sent to WMS
Change Case Processing Started from Case Search

Change Case Processing Started from Get Next

Change Case Processing Suspend Processing

Change Case Processing WMS Clock Down: xxx

Change Case Supervisory Complete Supervisor Review
Change Case Supervisory Document Indexed

Change Case Supervisory Document Submitted

Change Case Supervisory Sent to WMS
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Change Case Supervisory Start Supervisor Review

Change Case Supervisory Started from Case Search

Change Case Supervisory Started from Get Next

Change Case Supervisory Suspend Supervisor Review

Change Case Complete Closed

Change Case Complete Forced Closed by WMS; Case Reason Code 968
Change Case Complete Task Removed (Stale)

Change Case Complete Auto close; Non-Mandatory Deferrals

Change Case Complete Change Case added to Recert

13.Types of Events for Document Review

Task Status Event

Document Review | Ready to Assign | Document Indexed

Document Review | Ready to Assign | Documents received after application denial -
review required

Document Review | Ready to Assign | Documents received after closing - review
required

Document Review | Ready to Assign | Documents received after periodic report closing
- review required

Document Review | Ready to Assign | Documents received after recertification closing -
review required

Document Review | Processing Complete Processing

Document Review | Processing Started from Case Search

Document Review | Processing Started from Get Next

Document Review | Complete Added to Case Change

Document Review | Complete Added to Fair Hearing Decision

Document Review | Complete Added to Interim Report

Document Review | Complete Added to Periodic Report

Document Review | Complete Added to Recertification

Document Review | Complete Closed

Document Review | Complete Change Case Opened

Document Review | Complete No Change Needed

Document Review | Complete Task Removed (Stale)

14.Types of Events for Interim Report

Task Status Event

Interim Report New Created by state list

Interim Report Ready to Assign | Interim Report Complete

Interim Report Ready to Assign | Late Interim Report

Interim Report Ready to Assign | Mandated Change Verification Not Received by
Due Date

Interim Report Ready to Assign | Mandated Change Verification Received - Full

Interim Report Ready to Assign | Mandated Change Verification Received - Partial

Interim Report Ready to Assign | Returned by Supervisor

Interim Report Ready to Assign | Returned by WMS - Error Correction

Interim Report Ready to Assign | Supervisor Review Required

Interim Report Pending Interim Report Incomplete: F74 Clock Down

Interim Report Processing Started from Case Search
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Interim Report Processing Started from Get Next

Interim Report Processing Selective Case Review sent to WMS

Interim Report Processing Selective Case Review without WMS
transmission

Interim Report Processing Complete Interim Report Processing

Interim Report Processing Complete Interim Report Processing

Interim Report Processing Suspend Processing

Interim Report Processing Suspend Processing - Deferred for Verification

Interim Report Processing WMS Clock Down

Interim Report Supervisory Started from Get Next

Interim Report Supervisory Start Supervisor Review

Interim Report Supervisory Suspend Supervisor Review

Interim Report Supervisory Approve Case Change

Interim Report Supervisory Approve EC - Case Change

Interim Report Supervisory Complete Supervisor Review

Interim Report Supervisory Sent to WMS

Interim Report Supervisory Started from Case Search

Interim Report Complete Closed

Interim Report Complete Complete (No WMS Transmit)

Interim Report Complete Forced Closed by WMS; code 968

Interim Report Complete Interim Report added to Recertification

Interim Report Complete Processed (Active Case)

Interim Report Complete Task Removed (Stale)

15. Types of Events for Periodic Report

Task Status Event

Periodic Report New Periodic Report Indexed

Periodic Report Ready to Assign | ICP Web Periodic Report Complete

Periodic Report Ready to Assign | Late Periodic Report

Periodic Report Ready to Assign | Received via AHRA

Periodic Report Ready to Assign | Returned by Supervisor

Periodic Report Ready to Assign | Returned by WMS - Error Correction

Periodic Report Ready to Assign | Supervisor Review Required

Periodic Report Pending Periodic Report Incomplete: WMS Clock Down

Periodic Report Processing Start Processing

Periodic Report Processing Started from Case Search

Periodic Report Processing Started from Get Next

Periodic Report Processing Suspend Processing

Periodic Report Processing Complete Processing

Periodic Report Processing Selective Case Review sent to WMS

Periodic Report Processing Selective Case Review without WMS
transmission

Periodic Report Supervisory Started from Case Search

Periodic Report Supervisory Started from Get Next

Periodic Report Supervisory Start Supervisor Review

Periodic Report Supervisory Suspend Supervisor Review

Periodic Report Supervisory Complete Supervisor Review

Periodic Report Supervisory Sent to WMS

Periodic Report Complete Closed

8
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Periodic Report Complete Complete / No Change (No WMS Transmit)

Periodic Report Complete Deferred/Pending Change Verification (SNAP
Change Case)

Periodic Report Complete Forced Closed by WMS; code 968

Periodic Report Complete Periodic Report added to Recertification
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1.

Document Objective

The objective of this document is to provide context for the Worker on the processing screens and for
the Supervisor on the approval screens.

Application, Recertification, Change Case Data and Error Correction Activities
in SPOS

The Application, Recertification, Change Case Data and Error Correction processing activities in
SPOS include 7 screens:

Overview — This read-only section provides a high-level overview of the case and opens the
Information Verification System (IVS) and the HRA One Viewer when the activity starts.
Interview — This read-only section provides access to the interview data in a single screen. It also
provides access to the editable interview sections.

Budget — This section allows the Worker to calculate a new Welfare Management System
(WMS) budget.

TAD (Turn-Around Document) — This section allows the Worker to make updates to case and
individual status information, and to select new budgets.

Grants — This section allows the Worker to enter new grants.

Forms — This section allows the Worker to prepare forms for the case.

Processor Summary — This section allows the Worker to resolve Resource File Integration (RFI)
matches and to submit the case to the Supervisor.

In the Expedited Supplemental Nutrition Assistance Program (ESNAP) activity, an additional screen
named ESNAP Eligibility Determination appears between the Interview and Budget.

Processor flow in SNAP Application Interview, Recertification Interview and Change Case Data
The following SPOS screens appear:

Overview

Interview

Budget

TAD

Grants

Forms

Processor Summary

Processor flow in ESNAP Issuance
The following SPOS screens appear:

Overview

Interview

ESNAP Eligibility
Budget

TAD

Grants

Forms

Processor Summary

Processor flow in SNAP Error Correction activities
The following SPOS screens appear:
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«  Overview
e Interview

* Budget
« TAD

* Grants
« Forms

*  Processor Summary

Processor Section: Overview

This is the first section providing a read-only Overview of the case, including household members,
various relevant alerts and available documentation.

The following information is displayed on this section:

Case Composition

Other Applications Submitted

Case Alerts-displays alerts such as matches found
Reasonable Accommodations

Event log

I o R ¢ O 3NN St A0 o Comtr 173 Wty Ut ¥ 23

Overview ©

R o 008 0 AP aenn S NAS aons Diase

ron
(ot ¥ O A e . Dt o St

PASCEON LumAtY D Anted

o S s §

v

Additional sections may appear on Overview depending upon the activity being opened or
circumstances of the case:

» During an error correction activity, there will be an Error Correction section displayed on the
Overview which shows the WMS errors.

+ If the action was returned to a Worker by a supervisor, there will be a Supervisor Return section

showing the disapprovals on the Overview.
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Sample of Error Correction section

Error Correction ©
Error Error Item Household Member /

f V|
Number DateofEmor . ber Line Error Description

Sample of Supervisor Return section

Supervisor Return @

Section /Question :E:sehold Member/ Supervisor [ Disapproval Date

02/15/2018

4. Processor Section: Interview Review

Additional Information

Disapproval Resson and Comment

al Security Mumber - Social Se

The Interview Review screen provides a read-only view of the case information on a single screen. It

includes the following sections:

e Household Details — This section includes contact information, member details, individual

details, alerts and immigration information.

Income — This section includes earned income, unearned income and other income.
Medical Information — This section includes disability and other medical information.
Expenses — This section includes shelter, utility and other expenses.

Resources — This section includes bank accounts and other types of resources.

Abled Bodied Adults Without Dependents (ABAWD) — This section includes employment

codes and other compliance information for able-bodied adults without dependents.
e Document Review — This section includes the summary of the reviews completed using the

Verification Widget.
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Interview Review @ &
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e To access the Editable Interview, click on a pencil icon in any main section of the Interview
Review, such as Household Details. Clicking on any of the pencil icons will bring you to that
section in editable interview mode.

5. Processor Section: ESNAP Eligibility Determination

The ESNAP Eligibility Determination screen is the first screen displayed when the processor is
taken from the SNAP Application Interview to the ESNAP Issuance activity.

SPOS runs business rules to determine the applicant’s eligibility for ESNAP, based on the interview
information and verification provided by the applicant, the available match data and the available
WMS information.

The screen includes the following sections:

e ESNAP Eligibility Determination — This section includes the results of the eligibility
determination, including:

Outcome — the possible ESNAP eligibility outcomes are Eligible, Ineligible and Unable to
Issue.

Reason — the reason for the eligibility determination is displayed.

Documentation — for eligible cases, the level of documentation provided is displayed. If all
documentation was provided and all Resource File Integration (RFI) were received and
resolved, the field indicates Full. Otherwise, the field indicates Partial.

o SNAP Benefit Lookup and Unverified SNAP Benefits in Past — This section includes the
results of the WMS benefit lookup for the month of application, including:

Benefits found in Welfare Management System (WMS).

Case number on which the benefits were issued, if any.

Whether the applicant has a special assessment situation and enter a shelter in the
current month.

Received unverified ESNAP.

Date of unverified ESNAP.

Recurring SNAP Benefits after unverified ESNAP.

Recurring date
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e Income, Resources and Expenses — This section includes the income, resources, shelter
expense and utility allowance amounts used to make the ESNAP eligibility determination, if
applicable:

= Income in Month

= Total Resources

= Shelter Expense
= Utility Allowance

M ESNAP DECISION I - - 0= [ stvt=: AP Case Center: Ml Worker Center ] # TOOoLS

HRA CMS ESNAP Eligibility Determination @ VERIFICATION
CAEREN © Outcome Reason Documentation For Roview Missing  Reviewed
INTERVIEW o Ineligible Income plus Resources greater than Expenses plus Utility Allowance NA There are no documents for review
ESNAP ELIGIBILITY ] .
SNAP Benefit Lookup
BUDGET o There is no information available.
TAD ] ) )
Unverified SNAP Benefits Received in Past
GRANTS ]
There is no information available
FORMS ]
Income, Resources and Expenses
PROCESSOR SUMMARY @&
Income in Month Total Resources Shelter Expense Amount Utility Allowance
$1,200.00 $63.00 $40000 $30.00

6. Processor Section: Budget

The new Budget screen converts the interview information into the codes required for WMS
budgeting, allows calculation of the WMS budgets and allows viewing of saved WMS budgets.

The screen includes two tabs:

¢ New Budget
e Budget History

When there is no WMS budget saved for the case, the New Budget tab opens by default. Once there
is at least one WMS budget saved for the case, the Budget History opens and the processor clicks
on the New Budget tab when they need to calculate a new budget for the case. The Processor
clicks the Calculate Budget button to start the WMS budget calculation.
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& TOOLS

Budget

New Budget Budget History For Review Missing Other Docs Reviewed
Household Detail ¢ Budget Result : #1, There are no documents for review
ELIGIBLE,$ .00
SNAP Case Status Effective Dates Number In Household
Shelter Type Amount Period
Vg

SUA Level Amount
Individual Detail: , DOB: s
SNAP Individual Status Employability Status Monthly Hours Worked Aged / Disabled
Income &
Income Type Income Frequency Gross Exemption
Deductions Day Care Needs

4 I
Individual Detail: , DOB: V4

COMMENTS (5) A

Budget

VERIFICATION

Mo Budget Budget History For Review Missng Other Docs Raviewed
'WMS Budget Number Date Outcome Benefit Amount Authorized There are no documeants for review

12 09/21/2019 EUGIBLE $309.00 Yes j

Household Detail

SNAP Case Status Effective Dates Number In Household

ACTIVE 09A19 2

Shelter Type Amount Penod

NYCHA Apartment-Utilities $0.00

Inchuded

SUA Level Amount

1 $800.00

Individual Detail: ./ 1,DOB:

B AR MR Nl
ACTIVE None None None
Income

There is no income:
Deductons Day Care Needs
None None

The processor can use the Next button to access the TAD screen or can use the navigation bar to
access other areas. Edit pencil icons on the screen allow access to the editable interview screens.

7. Processor Section: TAD

The TAD screen allows the Processor to make the entries for the decision on the application and
active cases, including selection of the statuses and reasons for the case and the individuals, entry of
the Client Notice System (CNS) number, selection of the WMS budget and viewing of current WMS
information.
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TAD — Main Panel

Eligibility / TAD @ © Mose Information
Household Detail # Current WMS Budget: #1, Eligible, $28
SNAP Case Status Status Reason
| -] 2
From Date To Date WMS Budget Number
T | E——
CNS Motice Number M3E Indicator
[ il
Re-use Case Number
== ]
Individual Detail : / 1 - Casehead, DOB: rd
SNAP Individual Status Status Reason
- | | -
Date
;]
SSN Number SSN Validation Reuse CIN
=i
=3
Date g
]

S5N Number SSN Validation Reuse CIN

SNAP Employability Code ABAWD DAl

Individual Detail : - Natural Son, DOB: rd

SNAP Individual Status Status Reason

\ 1 |

Date

-]
55N Number SSN Validation Reuse CIN
THE3840K
SNAP Employability Code ABAWD DAI
:
=3

The TAD screen consists of the following sections and fields:

e Current WMS Budget Header: this header includes the current WMS budget number and result.
When the budget result is eligible, it includes the SNAP benefit amount.
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e Household Detail section

SNAP Case Status — this field initially displays the current WMS SNAP status for the
case and allows the processor to enter a decision for the case, based on the current
status.

Status Reason — this field is enabled when required, based on the selection made in the
SNAP Case Status field.

From Date — this field is enabled for case rejections when required, based on the
selection made in the SNAP Case Status field.

To Date — this field is enabled for case closings when required, based on the selection
made in the SNAP Case Status field.

WMS Budget Number — displays a list of saved eligible WMS budgets when the case
status is in Active (AC) status or is changed to Single Issue (SI) or AC (status); displays a
list of saved ineligible WMS budgets when the processor selects a rejection or closing
code that requires an ineligible budget.

Budget Result — this field displays the result of the selected WMS budget (i.e. Eligible)
and an amount when the budget result is eligible and displays the reason for ineligibility if
the budget result is ineligible.

CNS Number — this field allows the processor to enter the CNS notice number.

MS3E Indicator — this field allows the processor to suppress the CNS notice. The possible
values are: 1 (Immediate Action for Administrative Reasons), A (Manual Notice -
Adequate Action), or T (Manual Notice - Timely Action).

Re-use Case Number — this field with the case number is reused for SNAP cases in
Applying (AP) status in WMS only, if any.

e Individual Detail Section with the name, line number, relationship and date of birth for each
individual

SNAP Individual Status — enabled when required.

Status Reason — enabled when required.

Date — enabled when required.

SSN (Social Security Number) — read-only field.

SSN Validation — read-only field.

Reuse Client Identification Number (CIN) — read-only field for individuals in Application
(AP) status in WMS only.

SNAP Employability Code — read-only field.

ABAWD (Able-Bodied Adult without Dependents) — read-only field.

DAI (Disability Accommodation Indicator) — read-only field.

e Buttons:

Discard Changes — this button allows the processor to cancel any changes made on the
TAD screen.

Save Changes — this button allows the processor to save changes made on the TAD
screen and runs the business rules for the TAD entries made.

Create Notice # (Number) — the Create Notice # button appears when the creation of a
CNS notice for the SNAP status reason selected is supported through the Office of
Temporary and Disability Assistance (OTDA) CNS Write web service. Clicking on the
button automatically creates the CNS notice number, which is then entered by SPOS in
the CNS Notice Number field.

Retrieve Notice # (Number) — the Retrieve Notice # button appears when the selected
SNAP status reason requires a CNS notice, but it cannot be created through the OTDA
CNS Write web service. The processor must open WMS to create the CNS notice
number and then return to SPOS to click on the Retrieve button to fetch the CNS notice
number into the SPOS TAD. If the number cannot be retrieved, the Worker should copy
the value from WMS and paste it into the CNS notice number field.

e More Information — Additional household and individual information available through the More
Information link.
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= Household Detail — includes WMS Case Status, Reason and Dates, Language
Information, Application and Recertification Source, Continued Eligibility
Determination (CED) and Interview Dates For Recertification and Homebound

Indicator.

= Individual Detail — includes Relationship, Date Of Birth, WMS Individual Status,
Reason Code, Individual Date, Marital Status and Veteran Status for each Individual

on the WMS Case.

i Houzehold Detail
WS Carse St W From dute st To dote
\ L 129200
1
| tanguage Spoken Language Read Language Nosr
‘ Enghh Engiuh Engmn
Aol stice Sanece Wecersfic stion Scuce aAD O Irterview Oate
i Vet (e
| No
|
|
| Individual Detad :* 7/ 1+ Casehead, DOB: 1
’ ANAP il Satin Reanon Futiad Oiate Mt Staten
| A V232021 Sngse Noever Maried
| Wetermn
‘ Feon Vetesan
|

8. Processor Section: Grants

The Grants screen allows the processor to data entry single issue grants and view WMS grant

history for the case.

| — e

Grants © 26 H

Budpget Result #2, Ehgible $28

e Cose Trom Te Croated Aol Nt Moot St Provare
Amast
Comr froommtCay Wa POOB0YE - (00T B0 LA tem Wewg [

Grant Informatior
farce Cote Amonrt

e L -] | "
oo Dale Toe D B N Bk e

—— | mn gl [~ .
F 01 Mmareg Nrwt More Aecant
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The screen consists of the following section and fields:

e Budget Result section: Current budget number, result and amount
e Grants Grid:

Issuance Code

From —-To

Created

Amount

Next Month Amount

Status

Remove

Add New Grant button to create new grants - The button is disabled when the case is in
Rejected (RJ) or Closed (CL) status.

Remove Selected button to remove data entered grants.

e Grant Information Section for the selected grant in the Grants Grid:

Issuance Code

Amount

From date

To date

Is this a backup grant?

Fair Hearing

Next Month Amount

Save Changes button to save the entries and run the rules.
Discard Changes button to discard entries made.

e Grant History — The Grant History link opens a pop-up screen that allows the Processor to view
recent SNAP benefits issued for the case, including benefits on other CA and SNAP cases with
the same head of household.

"y Grants Histary

GRANTS HISTORY x

Case Number

Issuance Code From-To Issue Date Armount
08 - Prorated/Partial NPA Q 7 i 7 565
16 - Single Issuance - Full Menth O 7 [} H $367

W2 - Fair Hearing Compliance toissue

ratro benefits beyond 12 months [SNAP) u & s $220

0B - Prorated/Partial NPA a 5 i 3 555

16 - Single Issuance - Full Month ol 5 [ 3 $320

CLOSE

ESNAP Grants
In the ESNAP activity, grants are automatically calculated by the system when the case is eligible for
ESNAP, based on the budget authorized on the TAD.
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9. Processor Section: Forms

The Forms screen allows the Processor to data enter forms, select forms for printing and view form
history for the case. The window has the same layout for the processor as the interviewer.

The screen contains the following sections:

Form History — The processor can review forms printed in previous activities by clicking on the
Form History link at the top of the window.
= The Form History window opens with the list of printed forms.
= Forms that can be reviewed appear with a green font indicating that the link can be
clicked. The interviewer can click on the form name to open and review the form.
Grid of selected forms
= The processor can select a form by clicking on the Add New Form button in the Forms
Grid and selecting the form in the Form drop-down menu.
= The processor can remove a form by selecting it in the Forms Grid, checking the
Remove checkbox and clicking on the Remove Selected button.
Form Detail — A drop-down menu to select the form type.
= Household Member Menu, if the form can be printed for individuals on the case.
= Detailed Data Entry section, if additional details must be entered for the form.
Buttons

SNAP APPLICATION INTERVIEW £ 1008

VERFICATION

Forms @ 9

Form Name Due Date Print Date Form Type Remove

COMMENTS
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Form Name Print Date Form Type

1/26/2018 Save

1/26/2018 Print

1/26/2018 Print

10.Processor Section: Processor Summary

The Processor Summary screen allows the Processor to view and resolve Resource File
Integration (RFI) matches, view the outcome of the case action, and submission of the case action to
the Supervisor:

RFI Summary — The RFI Summary section includes a list of resolved and unresolved RFI
matches, with the Household Member (HH Member), RFI type and resolution options listed.

= Forresolved RFI matches, the Resolution field displays the selected resolution code in
WMS.

» For unresolved RFI matches, the Processor must select the resolution in the Select
drop-down menu, in accordance with the case decision and click on the POST
RESOLUTION button. This posts the resolution code(s) to WMS.

Activity Outcome — The Activity Outcome section lists the decision for the case (Case
Acceptance, Case Denial), the Budget Number, Result and Amount (if eligible). It also listed
the Case Decision (case status selected on the TAD) and the Reason (case status reason
selected on the TAD).

= Forthe SNAP Change Case Data activity, the Processor must also select whether the
case includes changes or does not include changes.

Submit button — Processors must click the Submit button (on the bottom right-side corner of the
Processor Summary screen), to access the Supervisor Selection dialog box to submit the
case to their Supervisor.

= The Worker's assigned Supervisor in POS enrollment is pre-selected as the default
option but the Worker can change the selection and choose another supervisor.

= Once a Supervisor is selected, click on Save Changes to send the case to the
Supervisor's queue.
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HRA CMS

OVERVIEW

INTERVIEW

BUDGET

TAD

GRANTS

FORMS

PROCESSOR SUMMARY

Q

e 0 0 0 0 <

Processor Summary @

RFI Summary
HH Member RFl Type
There is no RFI

Activity Outcome - Case Acceptance - Budget
Case Decision

Resolution

Reason

T - B - - B - 7 Cse Center: [ Worker Center: [ & TOOLS

VERIFICATION -

ForReview  Missing  Reviewed

There are no documents for review

suBMIT

v

11.Supervisor Approval in SPOS

The Application, Recertification, Change Case Data and Error Correction Approval activities
open for the Supervisor from their queue or Action Menu once the Worker completes the activity.

Supervisors have a customized view and flow in SPOS:

Overview screen for a quick case overview.
Interview Details in the Interview Review screens.

Integration and approval of ESNAP determination

Streamlining of budget review, with access to budget details and budget history from a single

screen.

Streamlining of TAD.
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Streamlining of grant approval and access to Grant Data Entry details and history from a single
screen.
Processing of print-to-mail forms, return of activities to the processor and transmission to WMS.

The approval activity includes the following screens:

Overview — This read-only screen provides a high-level overview of the case and opens the
Information Verification System (IVS) and the HRA One Viewer when the activity starts. There is
no approval required in this section.
Interview — This section provides access to the Interview Data in a single screen. The
Supervisor must approve or disapprove each section.
ESNAP Eligibility Determination — This screen only appears in the ESNAP Approval activity to
allow the Supervisor to approve or disapprove the ESNAP decision.
Budget — This screen allows the Supervisor to approve or disapprove the WMS budget.
TAD - This screen allows the Supervisor to approve or disapprove updates to case and individual
status information.
Grants — This screen allows the Supervisor to review, and approve or disapprove new grants.
The Supervisor must approve or disapprove each grant in the Grants screen, if any were
recorded. The checkmark allows the Supervisor to approve each grant. No approval is required
when there are no new grants.
Forms — This screen allows the Supervisor to review, and approve or disapprove the forms for
the case.
Supervisor Summary — This screen allows the Supervisor to approve or disapprove the RFI
summary, complete the activity and transmit to WMS or to return the case to the Worker for
resolution of any disapproved sections.
= The Disapproval Outcome section provides a summary of the disapprovals entered
during the Approval activity, if any. It includes the Disapproved section or question, the
household member and line for the disapproved element, the Supervisor name and date,
and the disapproval reason(s) and comment(s) entered.

Flow in Application, Recertification and Change Case Data approval activities
The following SPOS screens appear:

Overview

Interview

Budget

TAD

Grants

Forms

Supervisor Summary

Flow in ESNAP approval
The following SPOS screens appear:

Overview

Interview

ESNAP Eligibility
Budget

TAD

Grants

Forms

Supervisor Summary
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Flow in Error Correction approval activities
The following SPOS screens appear:

Overview

Interview

Budget

TAD

Grants

Forms

Supervisor Summary

12.Approving and Disapproving Eligibility Factors

For each eligibility factor in the Interview, ESNAP Eligibility, Budget, TAD, Grants and Summary
screens, an approval and disapproval mechanism appears:

e The checkmark allows the Supervisor to approve the eligibility factor.
The “X” allows the Supervisor to disapprove the eligibility factor.

Approval/Disapproval example: RFI Summary

Supervisor Summary @

RFI Summary

2 (-

If disapproving, click the X icon and a Popup window opens where the Supervisor can select one
or more disapproval reasons and also enter a comment. Continue to approve or disapprove each
remaining section on the Interview Review screen and on the subsequent screens.

Houschold Details

Ty &a Propuares Maah ol Sty Fasmber

- n

The Disapproval Reasons Popup window appears as shown below.
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Select Disapproval Reason
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e The supervisor can select one or more of the disapproval reasons presented. If Other (Comment

Required) is checked, then a comment is required. Press Save Changes.

The disapproval reasons will show in a red box for the section that was disapproved as shown here:

Houschold Details
Contact Information
Farausl Aeklres

Memibier Detai 1 Casehead, Female, DOB

Thoyn & Mreparss Mesh S il Savumity Musmbsy | sty

Vi e Lt Avwreir) Faln
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© Deupproerd By Flir Ao
Dinapspearval Reason sl Comeents
e CHBum I

13.Completing the Approval Activities

Supervisors complete their approval from the Supervisor Summary screen:

e Complete button: The Complete button appears at the bottom right-side corner of the
Supervisor Summary screen for the Supervisor to complete an action and send a transaction to

WMS when needed.
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e When there are changes that must be transmitted to WMS, SPOS will send the TAD from the
Supervisor’s activity when the Complete button is clicked:
= Eligibility — A TAD transmission to WMS for a case that is in AP status in WMS can be sent

to the State for processing eligibility determinations. Transmission of Eligibility Transactions
to WMS for their ongoing benefits include SNAP Application Interview, ESNAP issuance,
Error correction activities and their corresponding Supervisor approval activities.

= Undercare — A TAD Transmission to WMS for a case that is in SI, AC or CL status in WMS
for an Undercare determination can be sent to the State for processing. Supervisors can
submit a TAD from SPOS to WMS for a case in AC status in WMS without changes to the
SNAP case status and the Undercare determination for a new budget. Selected.address
changes and individual changes can be sent to the State for processing.

= Grants — New grants can be submitted to WMS.

m APPROVE ESNAP N Cr SRR (i Oote 00/ 14/2000 Satex AC Cane Corter 122

HRA CMS
Supervisor Summary @

OVERVIEW

Q

RFI Summary

NTERVIEW v
HH Momber R Type Resolutson
SHAP CLGIERITY ®
SENAT SR = Thece is no RF)
SUOEN - Activi Jut : Acceplance - Budget
Ve - 11 Membor Status Reason
GRANTS ]
S
rORMS v]
& Dis 1
SUPERVISOR SUMMARY o
Section/Question Housebold Supervisor / Desapproval Date Dsapproval Reason and Comment
Member/Line

sy BRE

e Return to Worker button: The Return to Worker button appears at the bottom of the
Supervisor Summary screen to return the case to a Worker for revisions:
= At least one eligibility factor must be disapproved to return the action to the Worker.

= When Return to Worker is clicked, a dialog box listing the Workers opens.

= The Worker who sent the case is selected by default, but the Supervisor has the
option to choose another Worker, Supervisors may search for Workers by title, name,
or unit.

= The Supervisor clicks Save Changes after selecting a Worker and the case is sent
back to the Worker.
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These Release Notes contain descriptions of changes and fixes in the Streamlined Paperless Office
System (SPOS) release 4.2. These and prior Release Notes also be found on the HRA Intranet at
http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx

Table of Contents

© © N o g A~ Dd PR

R e e N N T i o e =
© © ©® N o o > w Db kPO

(Do TolN] L= o1 @ o] (=T ox 1)Y= PP UPUPPRTPRN 2
Editable Interview Access from INtErvVIEW REVIEW SCIEEN ..........ciiiriiiiiiiiie i 2
Editable Interview Access from the Verification WIdget..........cc.ueeiiiiiiiiie e 3
EdItable INtEIVIEW SECTIONS. ... e .eeeee ittt ettt et e st e e st e e et e e e nt et e e s nn e e e s b r e e e s annn e e e nnnneas 4
SCIEEIN LAYOUL ..ot e oot e e e et e e e e e e e e e e e e e e et et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaas 4
SECHION: OVEIVIEW ...ttt etttk e e a ettt o4kt e e st et e e 4o b et e 4k b et oo st et e 41 h b e e e e et bt e e e st e e e e nn b e e e e anbb e e e nnnneas 8
SECHON: CONACE INFO ...t e ettt eab et e e s h b e e e e bbbt e e ab e e e e s b e e e anbne e e nnneas 9
SECHON: HOUSENOI ...ttt ettt e st e s bb e sen e e nbbeenanee e 10
S TTod o] g WY (] 4 (T T T T T T PP U PP PP UPPRURPRPPPPPRTN 14
Section: INAIVIAUAI DETAIIS. ...........vreiiiii et e et e e s e e s e e e s e e nnee 16
SY=TotiTo] 0 B 14T o g 1o = 1T o SRR EPT SR 19
SeCHON: INAIVIAUAI DOCS ......eeeiiiiiee ettt ettt e e e st e e s n e e e st e e e aar e e e e nnn e e e s nnneeennee 21
Section: Medical INFOMMALION .........oiiiiii e e e s e e e st e e et e e e e s nr e e e s anreeennee 29
SeCtioN: INCOME CRECKIIST .....oiiiiiiei ettt e et e st e e st e e sbr e e e s abbeeennes 30
SECHON: INCOME DELAIIS ...ttt e e e e et et e e e et e e s b b e e e et b et e e anb et e e snbeeeesabbeeenne 33
SECHON: HOUSING EXPENSES ....ciiitiii ittt e ittt ettt e ettt e sttt e ettt e e e e st e e s bte e e et bt e e e aabe e e e sabbe e e ettt e e s anteeeesnbeeeesabbeeenne 41
ST 110 O] (g [=T g o q o =T o FY= OO UPPTTPRNS 46
SECHON: RESOUICES ...ttt ettt ettt s e e skt e e ettt e s e e e ekt e e e aE et e e s ne e e e et r e e e aanrn e e e nnneeesntneeennn 48
Section: Able Bodied Adult Without Dependents (ABAWND) ........oocuiiiiiiiaaiieee et 50
SECHON: INTEIVIEW SUMIMAIY ...eiiitiei ittt rr e et e et e e s e e e sk b et e e et et e e s nee e e s b r e e e e anbn e e e nnneeesnnreeennne 53

Page 1 of 55


http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx

Attachment |

Streamlined POS Release Notes
Version 4.2, Summer 2021

1. Document Objective

The objective of this document is to provide context for the Worker within Streamlined POS on how to
access and use the editable interview screens to make changes on the case.

2. Editable Interview Access from Interview Review screen

e To access the editable interview, click on a pencil icon in any main section of the Interview
Review, such as for example Household Details.

APPLICATION INTERVIE'W T = I " U AR Stk 5 s b FF ek Lo 454

Interview Review @

CRTEITA a &
®  Houschold Details Forliriwe  Musig  Raviewsd

Ll »  Contact Informat :'.@ | PE——
DG 5 el A
Tadh s
e TS AT—
PR, & e
PROCESSON SUMMARY

Member Detad @ v 1 Casehead, Female, DOE: 1

ot (7))

B & Prepares Mesh Socldl Seowiny St Sancld Sevurity Wby Emwiciny

o ] 1 [

SHAF Siates

AT

ndbidus Cssh "7

=] it Stsiin Bl i MY LF {iren Hational

S Mty Mavied Yea Yt
Vighurat Kigrre Chstinend P Mlitary etoran? Langsape S
Baviratrt Dfree eVt Erghit

e Clicking on any of the pencil icons will bring you to that section in Editable Interview mode.
Example clicking the pencil next to Household brings you into editable interview mode onto the
Household screen.
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HRA CMS

OVERVIEW

CONTACT INFO

HOUSEHOLD

ALERTS

INDIVIDUAL DETAILS

IMMIGRATION

INDIVIDUAL DOCS

MEDICAL INFO

INCOME CHECKLIST

INCOME DETAILS

HOUSING EXPENSES

OTHER EXPENSES

RESOURCES

ABAWD

INTERVIEW SUMMARY

Reminder

0O 0 00 0

O 000000

APPLICATION INTERVIEW I Casc: S Filc Datc- 01/21/2021 Status: SI Case Genter: F22 Worker Center- F24

Household @
Buys & Prepares Meals with
HH Member Relation to HoH Sex poe SSN SNAP Head of Household Remove
\ Casehead F st ®yes Ono ]
When adding a person, click SAVE CHANGES and NEXT to transmif it
HH Member
Relation to Head of Household Casehead
Sex Female
Date Of Birth(DOB)
Social Security Number
Ethnicity White
V|
BACK TO INTERVIEW REVIEW

COMMENTS(1) = 4 Vv A

o |f making updates on the Household screen, click the Edit Record button. When the details
open, click Save Changes when done updating information. Click Next to transmit to the Welfare
Management System (WMS) when adding an individual to an application or active case,
changing the address for an application case or when completing demographic changes on an
application case. Click the Back to Interview Review button to return to processor mode.

3. Editable Interview Access from the Verification Widget

The Editable Interview can also be accessed through the pencil icons that are available throughout
the Verification widget. The pencil icon is context-sensitive and will take you to the respective
section/question where that document would be applicable.

For details on using the verification widget see Streamline POS 3.2 Release notes:
https://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?Docld=7ce

b949e-29ff-4560-9bb7-

ab6f535154ff&Categoryld=31&VersionDate=5%2{31%2{2019+3%3a45%3a07+PM&File Type=pdf
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WERIFICATION = -

Missing Other Docs Reviewed

M- Home Address o o

b= Pensions

- Housing Expenses - Rent w x o

P - Imcome from Employment -

Select "

4. Editable Interview Sections

The sections that appear in the Editable Interview mode are as follows:

Overview

Contact Info

Household

Alerts

Individual Details

Immigration (only enables when there are non-citizens on the case)
Individual Docs

Medical Information

Income Checklist

Income Details

Housing Expenses

Other Expenses

Resources

Able-Bodied Adults Without Dependents (ABAWD) (at the time of publication, this screen is
disabled due to statewide waiver)

Interview Summary

5. Screen Layout

The screen layout in Editable Interview mode is similar to what you see in the processor mode. The
blue header bar across the top is the same, the Tools menu is also the same. Context sensitive help
is also available in the Editable Interview mode by clicking on the Blue Question Mark icons.

The 3 primary sections of the screen are:

Navigation bar on the left side, which now expands to the full interview sections.
Main Data Entry section in the center, where the Worker will make updates or add information.
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e Right Side Panel, where Warnings, Error Messages, Informational Alerts, and the
Comments widget reside. Depending upon the data fields being edited or entered, a detail entry

panel may also open on this right side area.

Navigation Bar

In the editable interview mode, the Navigation Bar allows the user to go directly to the desired

interview sections.

HRA CMS

OVERVIEW

CLIENT SERVICE

CONTACT INFO

HOUSEHOLD

ALERTS

INDIVIDUAL DETAILS

IMMIGRATION

INDIVIDUAL DOCS

MEDICAL INFO

INCOME CHECKLIST

INCOME DETAILS

HOUSING EXPENSES

OTHER EXPENSES

RESOURCES

ABAWD

INTERVIEW SUMMARY

Main Data Entry

This center panel is where the user types in information.
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Contact Info @

Primary Telephone Extension Secondary Telephone Extension

g (64E) 789-4561 8

Email Address

Re-Enter Email Address

Prefermed Language for Spasking Preferred Language for Written Notices

English - English -
Applicant iz on Does the Apglicant Want to Use HRA's Free Interpreter Services

On the Phone - No v

Provide reason stated by Applicant

Client refusad Interpretative eervices -
Residential Address Msiling Address
110 EAST 16 Street 55 NEW YORK NY 100110000 v Nonz

Right Side Panel

This panel displays alerts, warnings and errors for Interview sections. The right-side panel can also
open detail entry panels for certain fields — for example, residential address, or mailing address. The
right-side panel also may show clearances or matches depending upon the section of the Interview

the user is currently in. At the bottom right is the Comments widget.

Sample Detail Entry Panel

The information displayed in this panel is triggered by an entry in the Interview. For example, in the
Contact Info section, if Enter/Edit is selected in the Authorized Representative field then the
Detail Entry Panel will open on the right side of the display area.
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AUTHORIZED REPRESENTATIVE

Authorized Rep. Name S
Phone Ext
Number Direction
Select “J
Street Name Street Type
Select hd (v

Comments
This panel is displayed in each section as a tab on the bottom right side of the screen. All comments

for the case are entered in this panel.

COMMENTS(0) = = w A

Case-Level o
Tag: -

+" POST COMMENT

Neo Comments Available for this Case

Sample error message

ERROR ON PAGE - X

« You must re-enter primary phone
« Verify Email Address is required
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Sample of WMS clearance

ACTIVE CASES AT THIS ADDRESS

Share Addto

Mame PA MA FS E i

Mo Other Active Cases Found

6. Section: Overview

This is the first section providing a read-only Overview of the case, including household members,
various relevant alerts and available documentation.

The following information is displayed on this section:

Case Composition

Other Applications Submitted

Case Alerts-displays alerts such as matches found
Reasonable Accommodations

Event log

Note: Other sections may appear in Overview depending upon the activity being opened or
circumstances of the case. For example, if doing an error correction activity, there will be an Error
Correction section displayed in the Overview which shows the WMS errors. If the action was
returned to a Worker by a Supervisor, there will be a Supervisor Return section showing the
disapprovals in the Overview.

m APTHLCATIOM IR TERVIEW I ¢ S— i U ) P ek A s e P8 W U
el Overview @ ]
CTRADH 5
COMTACT D 5 Case Composition B
HOLREMOLD 5 18] Mt o DR - -
-
ALIETS 5
PO D TALS 5
[
PR TR -
ther Applications Submite
O DO - Orther Applications Submitted @
safatay B 5 e Vi D B e sy Uik of sy
ot bt et
L Ry 1t =
i (1AL S =
A DFEMIES 5
Case Alerts @
ONEH DETRIES -
L P
EAOLELTS &
TRV R

1]

Brazonable Accommodations @

Page 8 of 55



Attachment |

Streamlined POS Release Notes
Version 4.2, Summer 2021

Sample of Error Correction section

Error Correction @
Error Error Item Household Member / . .

] ]| tion
Number DateofError =\ fhne Error Description Additional Information

TR A P RO = th SSI
E1200 01/29/2018 145 ncome source is not compatible
idua

For more details on Error correction data shown in the editable interview mode please see Streamline
POS 3.2 release notes
https://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?Docld=7ce
b949e-29ff-4560-9bb7-
ab6f535154ff&Categoryld=31&VersionDate=5%2f31%2f2019+3%3a45%3a07+PM&File Type=pdf

Sample of Supervisor Return section

Supervisor Return @
Section / Question :_-!:zsehuld Member | Supervisor [ Disapproval Date Drisapprowal Readon and Comement
I
H hiald Deta ] ’ Imvalid Social Security Mumber - Social Security Mumber
021552018 is incorrect, Please correct a8 document seen in viewer
Household Details g Social Security validation is incorrect - Update 5ocia
02/15/20158 Security to present.

ours - Client works weekly. So

02/15/2018

For more details on Supervisor Return data shown in the editable interview mode please see
Streamline POS 3.2 release notes:

https://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?Docld=7ce
b949e-29ff-4560-9bb7-
ab6f535154ff&Categoryld=31&VersionDate=5%2f31%2f2019+3%3a45%3a07+PM&File Type=pdf

7. Section: Contact Info

The Contact Info screen contains the applicant/participant’s contact information. The information in
these fields can be edited by clicking into the text fields.

e Click the Save Changes button when finished when making the following edits:

e Active Cases at this Address panel on the right shows WMS address lookup results, if any
active cases are found at this address.

e Error on page message panel on right appears if required fields have been missed.

e Detail entry panels on the right appear if editing or entering a residential address, mailing
address, or authorized representative information.

The following information is displayed/can be edited in this section:
e Primary and Secondary Telephone

o Email Address
o Preferred Language for Speaking and Written Notices
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e Do you prefer to go by a name other than your legal name?

e Do you have preferred title?

e What pronoun would you like us to use for you?

e Applicant is on- Location of applicant/participant during interview

e Does the Applicant want HRA'’s Free Interpreter Services?

e Provide reason stated by Applicant/Participant — refusal reasons for HRA’s Free Interpreter
Services

e Residential and/or Mailing Addresses

e Advocate Address

e Authorized Representative

e Enrolled in Paperless Notices — pre-filled via Access New York City (ANYC)

e Block Access to this Case in ANYC - pre-filled via ANYC

e Blind or seriously visually impaired — checkbox, if checked will open the Alternative Format for

Written Notices field which has options of Audio CD, Braille, Data CD, Large Print
Notification Preferences
e Text Phone and Alternate Text Number

Contact Info @

-
Frimary Telephone Extension Secondary Teleghone Extension =
=
=
Emall Acdress
Re-Enter Email Address
Prefermad Language for Spaaking Prefered Langusge for Wiitten Notices
English - Engash -
Applicant is on Does the Applicant Want 10 Use HRA's Free Inierpreter Services =
On the Phone - No -
Provide reason stated by Applicant
Client refused Inlerprelallve sarvices
Residential Address Maiing Address

¢ You must click Save Changes on any Detail Entry Panels. Click Save Changes at the bottom
of the main center panel. Click Back to Interview Review if done making edits to the Interview
data to return to processor mode.

8. Section: Household

The Household screen displays the household members’ demographics, and the WMS clearance for
any individuals from past cases. All information can be edited by clicking in the text fields/ drop downs.
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You can add other members to the case by clicking Add Member. Please note that when making
changes on the Household screen, it is critical to click Save Changes and Next in order for your
updates to be transmitted to WMS.

The following information is displayed in this section:

Household (HH) Member (Last Name, First Name, Middle Initial)
Relationship to Head of Household (HoH)

Sex

DOB

FS — Status

Buys & Prepares Meals with Head of Household

Remove

Member Detail- read only by default

Name- Relationship to HoH
Sex

DOB

Social Security #

Ethnicity

Member Detail- edit mode — must click Edit Record to make changes

First Name

Middle Initial (MI)

Last name

Other Names

Relationship to HoH (Head of Household)
Buys and prepares Meals with HoH (Head of Household)
DOB

Social Security status

Social security Number

Sex

Ethnicity
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NYC APPLUICATION INTERVIEW I e S i Cute #/VACH S AP Comt Comter, i W Contar F}
oA Lt ~
Houschold @
ST e By F. Porguares blensh, by
i ey Bkl s Bt bl T wn T Fad o Hemrabuskid Frmaner
Lt L o o O
GO -] L T 0
MERTY -
DR DETALS s W il § e, ChCh BAVE. CHAMFLS S NEXT 18 Wl m_
- AT SEECTED
BRI T r)
O DOCS = Hew Mesbert Detad
Fit Mo (5 [evTe e Mt
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1o = o -
a3 Bart D000
Socisl Senurity Satn Sl Scurity Mamber
3 W Pt S P Vniated =
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COmRENTIE =

Add New Member on Household screen

e To add an individual to the case, click the Add New Member button to display a blank Member
Detail.

¢ Anindividual can also be added from the Associated Individuals from Past Cases panel. To add
individuals from the Associated Individuals from Past Cases, place a check mark in the Add to
Household check box next to the person you want to add and click the Add to Household button.

o [fusing the Add New Member button, type the First, Ml and Last name of the person in the
corresponding fields.

e To enter Other Names click Yes/Edit in the Other Names dropdown field to display the Other
Names Detail Data Entry panel. Enter up to two Other Names.
Select the Other Type of name (Maiden, Alias) from the drop-down list.
Enter the First, Ml and Last Name of the person in the corresponding fields.

e Click the Save Changes button in the Other Names panel to save data, otherwise click the
Discard Changes button.

¢ Inthe Relationship to Head of Household field select an option from the drop-
down list.

e Enter the Date of Birth by entering the date or selecting it from the Calendar
icon.

e Social Security Number Status — (only visible in edit mode) Select one of the
options listed in the drop-down list.

e Social Security Number — Enter the Social Security Number (SSN) in the text
field if it is available.

e Date of SSN application — can be entered only if the “SSN has been applied for,
but is not yet available” was selected from the Social Security Number Status
drop down list.

Page 12 of 55



Attachment |

Streamlined POS Release Notes

Version 4.2, Summer 2021

Other Names - B
Other Type First Mame
Select v
M Last Name
Other Type First Mame
Select ~J
M Last Name
3 DISCARD CHANGES «" SAVE CHANGES

Sex - Select one of the options listed in the drop-down list.

Ethnicity — To open the Ethnicity Detail Entry panel, click on Yes/Edit in the
dropdown to display the Ethnicity detail data entry panel on the right side. Click
the Save Changes button to save your ethnicity details or click the Discard
Changes button to exit without saving.

|| HispaniciLatino | | Black or African American

D White |:| Native American/Alaskan Native
D Asian I:' Mative Hawailan/Pacific Islander
® DISCARD CHAMGES +" SAVE CHANGES

If finished making edits to that person click Save Changes at the bottom of the main panel and
Next to transmit the newly added person to WMS. You can repeat this process to add a third
person, etc. Remember you must click Save Changes on the main panel and Next to transmit
the updates to WMS!!

Click Back to Interview Review if done making edits to the Interview Data to return to processor
mode
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Member Detail —= Removal of Individual

o Removal of an individual from within the Household screen is ONLY permissible if that line
has not been transmitted to Welfare Management System (WMS). If the Worker has
mistakenly added an individual to the case in the Household screen and has not saved it and
clicked Next, then that person can be removed. Any data already transmitted to WMS cannot be
removed from the Household screen. An added person, once transmitted to WMS, must be
rejected from the case on the Turnaround Document(TAD).

e To remove a non-transmitted household member, place a check mark in the Remove column.
Two new fields will display: Reason of Removal and Removal Date.

e After entering this information click on the Remove Selected button.

Household © PRE-RECERT-HOUSEHOLD
Buys & Prepares Meals with
HH Member Relation to HoH Sex DOB SSN SNAP Head of Household Remove
° Casehead s e YES NO
Legal Spouse M AP e YES NO
I(‘ B Non-Legal Uni £ emmmeeema AP e YES NO v l

-
Member Detail —
Reason Of Removal Removal Date
Left Household - 09/02/2016 om
First Name Mi Last Name Other Names
None -
Relation to Head of Househoid Date Of Binth(DOB)
Non-Legal Union (No Child in Common) - 1 =

Social Security Status Social Security Number

4 SSN Not Applied For -

9. Section: Alerts

The Alerts section displays various matches found, which run before the Alerts page loads. Some
examples of these matches include — SNAP Benefits Lookup, WMS Upstate Clearance, WMS
Downstate Clearance, Intentional Program Violation. There is also a bulleted list of questions
which are read to the applicant/participant. Some examples of information that can be collected on
the Alerts screen are:

e |sin a special assessment situation.
e |s needed to care for a child under 6.
e Changed or quit jobs/reduced hours.

The screen is divided into two parts:

e Alerts Grid
e Question Set in Alerts
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Alerts Grid

The Alerts Grid at the top may display household members and the Alerts reported for that
individual. If any matches are found for the case, a row will exist on the grid for each match. All
matches must be reviewed. They cannot be removed by the Worker. The following information is

displayed on this section:

Source of Alert
Alert Type

Case member demographics (Name, sex, DOB and SSN)

Remove — Only applicant/participant reported alerts can be removed. To remove an alert, click

the checkbox in the Remove column and click the Remove Alert button. If no matches are
found, then there is an empty grid at the top with the message “No information reported.”

Sample Alerts screenshot

Alerts ©

HH Member Sex

Do any of the following apply to any member of the household?

¢ Applied for benefits outside of NYC

¢ Convicted of buying or selling SNAP benefits for a combined
amount of $500 or more, after September 22, 1996

¢ Convicted of trading SNAP benefits for firearms, ammunition,
explosives, or drugs, after September 22, 1996

¢ s avictim of human trafficking.

* Isinarrears on child support payments

¢ Received SNAP this month

¢ Viclating probation or parole, or fleeing prosecution,
confinement or conviction for a felony

Question set in Alerts

Source Alert Type Remove

Match SNAP Beneft Look-Up

« ADD ALERT

7~ No, none of these apply
~ to any housebold members

za Yes, click Add Alert
=~ lIssue above to add more.

Changed or quit jobs or reduced any form of income in the last
30 days - including reduced work hours or income

Convicted of fraudulently receiving duplicate SNAP benefits in
any State after September 22, 1996

Disqualified from receiving SNAP benefits or convicted of
trading, buying, seiling or fraudulently receiving SNAP benefits
Is in a Special Assessment situation

Is needed to care for a child under the age of 6 or a disabled
person

Sold, gave away or transferred cash or property in the fast
three months to qualify for SNAP benefits

e |If Yes is selected, click the Add Alert button to record information/answer
guestions displayed as follows in this section:

e The New Alerts Type Detail opens, allowing for the recording of new alerts

reported by the applicant/participant.

e Household Member - Select the household member from the drop-down list.
e Alert Type - Select the alert from the drop-down list.
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Select an option from the Documentation drop down list.
Select documentation options and Save Changes on the documentation panel.

The appropriate data fields display on the main panel depending on the Alert type
selected.

e After each field has been completed for the alert selected, click Save Changes.
You may click Next to go to the next screen.

e Click Back to Interview Review if done making edits to the interview data to
return to processor mode.

10.Section: Individual Details

The Individual Details section captures necessary WMS indicators for the members listed in the
Household screen that buy and prepare meals with the case head. Those members that are closed,
rejected or do not prepare or buy meals with the case head are not listed. All member information
can be edited by clicking in the text fields/drop downs.

NVYC APPLICATION INTERVIEW — e S i Cide I sk A o o 141 Wity o 138
A O Individual Details @ 2
ERE A e repeee—— Reistion leboll  Sen 0B i o O R M B
CONTACT INFO = 7] Ve A A 3
WO R D o P I & AP

" .
ALERTS s
SOIDUA DETALY & Houwschold Member
- ECHE B0 R0V P00
A AT & P Paritad Slabun
POAIDLAL DOCS & NP -
[ yous prefies 0 B by 3 name Dt than your kel rame?
- -
[ s b 3 prafemmed BH?
" -
VT 0 ity vonie) o Bl s 1 vt T o
PR T— -
B in WYCT
" =
U Citireny NaSioral W

Individual Details Grid
Household member’'s demographics, citizenship, Program Statuses and Member Detail is visible
upon selecting a row. Information can be edited in the main panel.

e The Individual Detail Grid lists individuals in the household and their
demographics, citizenship and Program Status:

HH Member

Relationship to Casehead

Sex

DOB (Date of Birth)

SSN

CIN (Client Identification Number)

CTZ (Citizenship)

Case Status for PA (Public Assistance), MA (Medical Assistance) and

SNAP (Supplemental Nutrition Assistance Program)
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e The Household Member detail section:

CIN

Marital Status

Do you prefer to go by a name other than your legal name?

Do you have preferred title?

What pronoun would you like us to use for you?

Born in NYC?

US Citizen/ National — If answered No, this field will trigger the Immigration flow
Student Status — Note: If a Worker completes the fields in the Institution Name and
Student Eligibility detail entry panel that appear on the right side panel the system will
determine student eligibility for SNAP benefits.

Has Diploma/GED

Highest Degree obtained

US Military Veteran?

Pregnant?

Language Spoken

e The First Parent and Second Parent fields with Not in the Household
checkboxes will appear for children on the case, see sample below:

Not in the Household

First Parent

select v

Not in the Household

Second Parent

o If the first parent (or second parent) resides in the household, select the name from the
dropdown list (the same applies to the second parent).

o |If the first parent (or second parent) does not reside in the household, check the Not in the
Household checkbox in order to open the Detail Entry Panel to type in the parent’s
information. Then click the Save Changes button to save data, otherwise click the Discard
Changes hutton.
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FIRST PARENT INFORMATION —
First Name Last Mame
Telephone Extension
House Number Direction
Select
Street Name Street Type
Select =
Apt# City
State Zip Code
Select =

e Click Save Changes on the main panel. You must enter Individual details for each person on the
case. Click the next person’s row on the grid to go on to the next person. When finished, click
Save Changes. If you wish to return to processor mode, click the Back to Interview Review

button.

Individual details: Department of Health Vital Stats match (DOHMH Match)

This match appears only if the person was born in NYC. It can be used to verify Identity, Age and
Citizenship. This match will first be seen in the Individual Details section where there will be a
message: ““DOHMH Vital Stats hit can be used as verification of certain eligibility factors instead of

documentation.”
Individual Details @

HH Member Relationto HoH Sex DOB SSN CIN CTZ PA MA SNAP
Casehead F Yes NA NA AP
Legal Spouse M Yes NA NA AP

Natural Brother M

Member Detail
Wendy-James, Taisha
CIN

Born in NYC?

Yes v

Yes

DOB 03/15/1971
Marital Status

Single/Never Married

*“DOHMH Vital Stats hit can be used as verification of certain eligibility factors, instead of documentation.

US Citizen/National

Yes >

Student Status

None v

Has Diploma/GED

v/

NA

NA

AP

e Click Back to Interview Review if done making edits to the Interview Data to return to the

Processor Mode.
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11.Section: Immigration

The immigration flow is triggered by answering No to the US Citizen/National question on the
Individual Details section of Streamline POS.

In the Application interview, the immigration flow opens with the 14 immigrant types displayed in the

grid on the top of the page.

e The Worker answers Yes to the appropriate immigrant type based upon the documentation
provided by the applicant/participant. When Yes is answered to an immigrant type, the details for
that type opens and includes Alien Number, Date Of Status, Date Physically Entered the US.
This information is obtained from the documents provided by the applicant/participant. .

For certain immigrant types, there is another section called SNAP Eligibility Details that opens in the
immigration flow if the Date of Status is less than five years. The immigrant types which open other
guestions if date of status is less than five years are:

¢ Legal Permanent Resident
e Battered

e Parolee

e At Least One Year.

The other questions that can be used to determine the non-citizen eligibility for Supplemental
Nutrition Assistance Program (SNAP) are:

e |[f they are serving in the military.

e If they are a veteran.

o |f they are currently receiving Social Security Income (SSI).

o |If they have Other Disability (this opens a subset of further Other Disability questions), and the
40 quarters flow.

o Note: Click Save Changes at each step to ensure proper running of business rules and
ensure the opening of more questions. If the non-citizen is able to meet one of these
categories, they will be eligible for SNAP benefits.

How to add another non-citizen of the same immigrant type
Example — you have one Legal Permanent Resident already saved in the immigration flow and
need to add a second Legal Permanent Resident.

In order for you to add a second Legal Permanent Resident on this case,

e Click on Legal Permanent Resident (LPR) row again — this should enable the Add Member
button. When you get the popup message warning you that any data entered will be lost if you do
not click Save Changes, a Press OK to this message box will appear.

e After clicking OK, a new blank record appears to allow for selection of a a second person who is
an LPR from the household member dropdown. Enter their details and click the Save Changes
button at the bottom of the page.

There are now two rows on the top grid with a LPR one for the first person who is an LPR and
another row for the person you just saved.
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In order to properly complete the immigration flow:

e Answer No to all other immigrant types and the Summary row on the top grid must be clicked so
that a SNAP eligibility outcome can be determined.

In Recertification or Change Case Data, the immigration flow will open in Re-evaluation mode. In
Re-evaluation mode, the grid displayed shows each non-citizen and their current immigration
information. Any non-citizen that has met a milestone or trigger will be preselected by the system for
evaluation. Some examples of milestones/triggers are turning 18 years old, and reaching five years
in status.

Newly added non-citizens are also pre-selected for evaluation.

e Click the Evaluate Selected button to begin and the system will enter the normal mode of the
immigration flow. In normal mode you will see the 14 immigrant types on the grid at the top
where selections can be made accordingly.

¢ A Worker may manually select a non-citizen for evaluation if their immigration status has
changed. To do this, check the Re-evaluate/Evaluate checkbox and then click the Evaluate
Selected button. Even if nothing has changed, all immigration information must be reviewed for
each non-citizen.

For further details on the immigration flow, please see the Streamline POS Non-citizen workflow
release notes at:

https://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?Docld=e69
96fe9-6a43-411e-896f-
26dafd405a72&Categoryld=31&VersionDate=5%2{16%2f2018+12%3a11%3al16+PM&FileType=pdf

NYC APPLICATION INTERVIEW I e S 1 Gt (173521, S, A e e 41 e Comter. 174
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e Click Back to Interview Review when finished making edits to the Interview Data to return to
the Processor mode.
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12.Section: Individual Docs

The Individual Docs section will pre-set the Documentation option to Existing Documents if any
are found in the One Viewer as well as capturing the document selection for the required eligibility
factors for each household member.

It is divided into: Individual Documents Grid and Documentation. Select the Documentation
option from the drop down list to display the individual data entry panel.

Individual Documents Grid

The Individual Documents Grid lists the individuals in the household. Select a row to view the
Documentation Eligibility Factors for that individual. The user must select each row on the top to
obtain the document information details for each individual on the case:

HH Member — Household Member

CIN — Client Identification Number

DOB - Date of Birth

SSN - Social Security Number

Sex - Gender

Rel — Relationship to Casehead

V — SSN Validation. Hovering the cursor over the numeric code will display a tooltip with
additional information.

CTZ - Citizenship

e HB/RA — Homebound/Reasonable Accommodation

Individual Docs @

HH Member CIN DO’ S5M Sex  Rel v cTZ HEB/RA SNAP
M Cashead B Yes Hao AP
F Legal Spouse 1 Ho AP
[ Foster Son 1 Yis Ho AP

Documentation for Eligibility Factors for each case member

Documentation — Displays the Name, CIN, DOB and SSN of the individual selected in the grid and
consists of three columns: Eligibility Factor, Documentation, and View. The eligibility factors trigger
the Documentation drop down list when selected. The eligibility factors are:

Identity

Relationship

SSN

Age

Household Membership
Citizenship

Student Status (if applicable)
Veteran Status (if applicable)
Residence
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The Documentation options are specific to that eligibility factor. The drop-down list
includes the following:

e Document in Hand — Selecting Document in Hand from the drop-down list, opens a Detail Data
Entry Panel on the right side of screen:

a. Select the specific document provided from the drop-down menu.

b. If the document selected is not sufficient enough to verify the eligibility factor, the
interviewer can click the checkbox next to: Selected document is insufficient to verify
the eligibility factor. Additional documents will be requested via the document
request form You Must Submit Documents For Your SNAP Case! (FIA-1146).

c. To save any changes made, click the Save Changes button; otherwise click the Discard
button.

DOCUMENT IN HAND : Identity - X

Document

[ --select one - ]

Documents indicated to be incomplete”

|:| Selected documentation is insufficient fo verrfy this
eligibiity factor. Adaitional documents will be
requested via the Document Request Form [FiA-
1148)

X DISCARD CHAMGES & SAVE CHANGES
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DOCUMENT IN HAND : Identity - X

Document

[ Birth/Hospital Certificate ]
Automobile Registration L

Baplismal Certificate

Baptismal Cerificate with place and date of birth in U
Birth Certificate Bureau of Vital Statistics

Birth Certificate from Puerio Rico Issued on or After 7

Birth/Hospital Ceriificate

Birth/Hospital Cerlificate with place of birth within USA
CEBIC-Common Benefit ldentification Card

DD-214 Certificate of Release or Discharge from Activ

DD-214 Discharge Cerificate that states Honorable
< >

e Document Seen in Viewer - Opens the Detail Data Entry panel on the right side of screen.

DOCUMENT SEEN IN VIEWER : -_ X

If the worker has been able to manually find acceptable
documents stored in the OneViewer, select the document type
here and proceed to enter the requested details below:

Document Type

[ --select one - ]

Indexed Date
mm/dd vy m
Case Mo

Indexed Under Mame

Comment

MH DISCARD CHANGES " SAVE CHANGES

e Document Pending- Opens the Detail panel on the right side of screen.
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DOCUMENT PENDING - %

:Household Membership 2

If the client stated they were going to return a specific
document.select the document here,

--select one -- - (v

% DISCARD CHANGES + SAVE CHANGES

e Collateral Call (if applicable) — In the Collateral Call Detail Entry panel, enter the name of the
Person Contacted, and Phone Number and enter in the Comments type the verification information
supplied by the person contacted. Click Save Changes on the panel or Discard Changes to cancel.

COLLATERAL CALL: Identity

Person Contacted

Comments

Selected documentation is insufficient to verify this eligibility factor. Additional

documents will be requested via the Document Request Form (FIA-1146).

¥ DISCARD CHANGES « SAVE CHANGES

o After Documentation is selected — A green paper icon appears next to the Documentation
drop down to confirm what verification has been selected. It appears next to Document
Pending, Document In Hand, Document Seen In Viewer, Collateral Call. Re-open the panel
to see what documents were selected. The paper icon will also display for Existing Documents.
This option is pre-selected by the system.

e Click Save Changes at the bottom of the main panel before going on to click the second person
on the grid. Documentation must be provided for each person on the case.

Individual Docs: Department of Health Vital Stats match (DOHMH Match)
This match can also be seen in the Individual Docs section in the Existing Documents panel with a
selection that reads Verified Department of Health match

Note: Do not click on any links that are matches — the system will malfunction.
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Individual Docs @

EXISTING DOCUMENT:IDENTITY

HH Member CIN DOB SSN Sex  Rel V CIZ HB/RA SNAP Wendy-James, Taisha
- Y - e AVAILABLE DOCUMENTS
If the client provided a specific document select the document here,
e EE Document Hame Commit Date Select
M Natural Brother 8 Yes No. AP Mo More Avaiable documents

DOCUMENTATION
Wendy-James, Taisha ZX28562F 03/15/1971 096-50-0370

Eligibility Factor Documentation View SELECTED DOCUMENTS
Identity ‘ Document Mame
Existing Document -
Relationship
Mot Required =
SSN N
Document In Hand - .
N
= Existing Document - .
Household Membership H
Document In Hand -
Citizenship H
Existing Document - =

Click Back to Interview Review if done making edits to the Interview Data to return to the
Processor mode.

Individual Docs: How to address Existing Documents

For each of the eligibility factors where the system is showing Existing Documents, staff must
click on the green paper icon to open up the Existing Documents panel which will then display
the documents the system found.

Click on the hyperlink to view the document(s) that were found by the system. Once the user
determines document is determined sufficient, check the Select box and click on the Choose
Selected button. This will “permalink” the document to be used as verification for this eligibility
factor.

If the documents found by the system are not sufficient, then check the box that says Selected
documents is insufficient to verify this eligibility factor. Additional documents will be
requested via the Document Request form.

When finished selecting documents for a particular eligibility factor, then click on the X in the
upper right corner of the Existing Documents panel in order to close it and go on to the next
eligibility factor that has Existing Documents.

Once the process is completed for the first person on the case, click Save Changes at the
bottom of the page. Click the second person on the case and repeat the whole process

again. Remember to click Save Changes on each person before going to the next person.

When the process is completed for the last person on the case, click Save changes on the main
panel before clicking the Next button. Existing Documents can also appear in other sections of the
interview.
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Detailed Example of Existing documents found by Streamline POS
This process should be followed for each eligibility factor or question where the system found
Existing Documents.

e Click on the green icon to open the side panel that will show the documents found by the system.
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e Each document found is hyperlinked. Click on the hyperlink — this will open the document found
by the system.

SNAP RE-CERTIFICATION INTERVIEW
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e Once the document is determined sufficient and you want to reuse it to satisfy the eligibility factor
or question, then check the Select box and click on the Choose Selected button.
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e The document you choose will become “perma linked” to that eligibility factor or question. The
document chosen will appear in the Selected Documents portion of the panel, as shown in the
screenshot below.

SHAP RE-CERTIFICATION INTERVIEW

e na s
]

B e i L e b T
ooy g

P e P ——— A ks

(-] (-] (-] o (-] (-] [=] (-]

e After reviewing all documents found by the system, if the documents are not legible or are not
sufficient enough to reuse/satisfy the eligibility factor or question, then check the box at the
bottom of the panel that says Selected documents is insufficient to verify this eligibility
factor. Additional documents will be requested via the Document Request form. This will
make that question/eligibility factor appear on the FIA-1146, as per the screenshot below.

SNAP RE-CERTWFICATION INTERVIEW

MAULCTED DOCUMNT S
v S
v ———

& S— —— - " S— — D—
—— e

a R
e © 0 0 o © 0o o

e When finished making selections on the Existing Document side panel, close the panel by
clicking on the X in the right-hand corner.
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SNAP RECERTIFICATION INTERVIEW A <o I o e s o
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Note: In the event that the document found by the system is not for the desired person or to reset the
factor that has Existing Documents, click the Select Other Option button at the bottom of the
panel.

e Click the Select Other Option button to select any valid selection from the dropdown such as
Document in hand, Document Seen in Viewer, Document Pending, etc.

EXISTING DOCUMENT:HOUSEHOLD

MEMBERSHIP

AVAILABLE DOCUMENTS

if the dient provided a specific document select the document hene,

DoCUmEnt Hamie Commit Date  Select

Landlord Letter Statement P13 2003 =

Landlord Letter Statement .. /702014

FEPE| P T S P P LTLTL T TS ﬂ
CHOOSE SELECTED

SELECTED DOCUMENTS

Document Mame Commet Date Remaove

T Selected documentation is inputficient o vy this eligibality factor. Adgitiona
docoments will be recuesied vir the Docoment Regwest Form (Fid-1146)

SELECT OTHER OPTION

¢ When finished making documentation selections for the first person on the case, Click Save
Changes at the bottom of the page.
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e (o to the next person on the case by clicking the second row on the grid. Repeat this process
for each eligibility factor which has Existing Documents selected.

e Remember to click Save Changes at the bottom of the main panel once you finish a person
before clicking on the next person on the case.

e When finished going through each person (and clicking Save Changes on each person) then
click Next to move to the next section of the interview. Click Back to Interview Review to return
to Processor mode.

13.Section: Medical Information

This section captures medical limitations, medical issues and requests for home visit or homebound
status. It is divided into two parts: Medical Information Grid and Medical Issue Detail section.

Medical Information Grid
The following information is displayed for any individual with medical issue:

Household Member

Medical Issue Type- Either “Client Reported” or “In Case Record” displays
Source

Age

Remove

The Medical Information Grid displays information if there is a medical issue for
one or more individuals otherwise it will display No Information Reported.

Medical Info @

Household Member Medical Issue Type Source Age Remove

No Information Reported

e Torecord a medical issue answer Yes to the following question in the Medical Information Grid:
“Does anyone in the household have any of these medical issues?”

If none apply, select No, none of these apply to any household member. If Yes is selected, click
the Add Medical Issue button and the Medical Issue Detail view is displayed. The. Medical Issue
Detail view is specific to medical issues being added.

Does anyone in the household have any of these medical issues? O] No, none of these apply C‘Yes, click Add Medical
to any housebold members  Issue above to add more.

Drug or alcohol dependency

Limited daily activity due to illness or temporary disability
Permanent disability like blindness or visual impairment
Reguesting Homebound status or a home visit
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e In order to add a medical issue answer Yes and then click the Add Medical Issue button. All
information can be edited by clicking in the text fields/dropdowns. To remove the Medical Issue,
click the checkbox in the Remove column and click the Remove Selected button.

Medical Issue Default View
The different types of medical issues are displayed under the question “Do anyone in the household
have any of these medical issues?”

Drug or alcohol dependency

Limited daily activity due to illness or temporary disability
Permanent disability like blindness or visual impairment
Requesting Homebound status or a home visit

Note: To indicate a person is disabled, the Worker must answer Yes to Medical Info, and click the
Add Medical Issue button. In the Details section that open, select the person, choose Medical
Issue Daily Activity Limited, select Disabled in the Details section, and answer all the other fields
that appear in the Details section.

New Medical Issue Detail View
The Medical Issue Detail View allows for the recording of new medical issues reported by the
applicant/participant.

Household Member-Select the Household Member from the drop-down list.

Medical Issue type - Select the Medical Issue from the drop-down list.

Select an option from the Documentation drop down list.

The appropriate data fields display depending on the option selected.

Select Documentation from the drop-down list.

Click the Save Changes button to save data, otherwise click the Discard Changes button.

After each field has been completed for the Medical Issue selected, click the Next button to go to
the Income Checklist.

e C(Click Back to Interview Review if done making edits to the Interview Data to return to the
Processor mode.

14.Section: Income Checklist

This section provides information on the types of incomes received by household members. It is
divided into the following tables: Employment Status, Unearned Income, and Other Income. The
Employment Status section shows rows for each member in the household over the age of 16. The
Unearned and Other Income sections display a row for each member in the household.

e Place a checkmark in the corresponding checkbox to denote employment or income status.

Note: When an income match is received the box will be shaded after the page loads. If the income is
submitted via Access HRA the box will have a checkmark after the page loads and can only be
removed from the Income Details screen. Income matches cannot be removed and must be
addressed.

Employment Status

All tables display the household member’s name with their date of birth. Every row in the
Employment Status Table must have one box checked. If none of them apply to any of the
household members, check No One.

The income type columns are:
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Employed

Self-Employed

Migrant Farmer

Unemployed or Affected by a Strike
Volunteer

Never Worked

Unearned Income
The Unearned Income and Other Income tables must have at least one box checked per column. If
none of them apply to any of the household members, check No One:

Social Security Benefits (SSI, Disability, Dependent
Benefits, Retirement, Survivor)

UIB (Unemployment Income Benefits)

Workers' Comp

Child Support

Other Income
Other Income has the following columns:

Pension

NY State Disability
Veteran Benefits
Foster Care
Alimony

Education

Room & Board

Gifts & Contributions
Other Income

The Other Income column has a blue icon with a question mark above it. Click on the Icon to
view a list of other income types:

Adoption Subsidy

Assistance from another State

Black lung disease

Census Income

CEOSC (Comprehensive Employment Opportunities Support Center)
College Work Study

Dividends/Interest from Stocks, Bonds, and Savings etc.
Earned Income from Job Training Partnership Act (JTPA)
Earned Income from JTPA/On Job Training (OJT)

Gl Dependency Allotments

HUD Utility Allowance

Income from a trust

Income in kind

Lump sum payment

Money from another person

Money from Charity

Office of vocational rehabilitation (OVESID)
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On the job training

Other earned income

Publica Assistance (PA) only-Excess support payment
Payments from an annuity

Payments from Property Sold

Private Disability Insurance — Health/Accident Insurance Policy
Public Assistance Grant

Railroad Retirement Benefit or Railroad Dependent Benefit
Rental Income

School to Employment Prog. (STEP)

Severance pay (Not Lump Sum)

Severance pay - Lump Sum Payments

Sick Disability

Training and Employment Assistance Program (TEAP)
Training Allotment

Union Benefits (Including Strike Benefits)

Veterans Assistance (VA) Spina Bifida Benefits

Voluntary Work-NON-VISTA

Volunteer in Service to America (VISTA)

Work Experience Non-WIN

Youth Build

Other Earned Income

Other Unearned Income
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15.Section: Income Details

This section captures and displays the details for each recorded Income Type and the recipient of
matches found on household members will also display in the Income Details section. Income
matches found on household members will also display as a row on the grid. All income matches
must be addressed.

All found matches must be resolved by recording whether the match is being disputed by the
applicant/participant. If the applicant/participant disputes the match, supporting documentation must
be submitted to provide proof.

Income Details is divided into the Income Grid and Income Detail sections.

Income Grid
The Income Grid displays all income reported via Access HRA or during an interview for all
household members. The Income Grid has the following columns:

HH Member name

Income Type

Source

Detail (e.g., employer name)

Start Date

Monthly Amount

Frequency

Remove checkboxes — enter checkmark to remove row from grid.

To view the Income Details screen, select a row from the Income Grid:

e To add new income, click the Add Income button. A blank Income Detail screen will open.
e The Income Detail view displayed via selecting a row will open to information based on the

specific Income Type. All income information can be edited by clicking in the text fields and drop-

down lists.
e The main section of Income Detail has the following drop downs to select an option from:
=  Who has the Income? — Select name of household member with the income
= Income Type — Select type of income
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= Source —

» This is not a Worker selected field. The system will prefill this to Client Reported
if it came in from Access HRA and also when the Worker is adding the income
during the interview. The system prefills Match if there is a match row on the grid
and the Worker is reviewing the match.

= Documentation — Select documentation option.
= Depending on the income type selected there are three possible Detail Data Entry
panels that may appeatr:

» Employer Detail Panel- for all employment income types except the Childcare
provider.

» Childcare Provider Detail Panel — appears only for the Childcare provider

» Income Reporting Panel and Self Employment Ledger — for Self-Employed
Income Type only

e Click the Save Changes button to save data, otherwise click the Discard
Changes button.

e Click the Back to Interview Review button if finished editing data to return to the
Processor mode.

Employed income with Employer Detail Panel

APPLICATION INTERVIEW I o N e o |0 Sk 8 L Gemder 13 Wy Comte 141
come Detals EMPLOYER DETAIL
-]

CLENT SR -]

el I

PG O -]

ALERTS -]

FOMDUS DETALS. &

ROV DO O

BATRCAL D -]

PAODRA CCRLIT o

FaOTR A DT &

UG ORAES. &

CTHIR DOFRALS -]

BT -]

PTERACN SUSRAY

Example - Childcare Provider Details window

CHILDCARE PROVIDER

3
Parent/Guardian First Name P: /Guardian MI Last Name Street Name City State Zip Code —
Start Date Number of Children
-
Days Worked _ | GrossPay |
Full Name of Child CareProvidedin | Week1 | Week2 | Week3d | Weekd | Week1 | Week2 = Week3 | Weekd | Disregard | Remove

Total number of hours worked per week Total Monthly Net Income s

Total Monthly Disregard s

Total Monthly Hours Worked

v
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For self-employment income type only

Income Reporting Detail Panel

INCOME REPORTING S om [ 4

Business Name Business Phone Extension

John Doe Contracting, LLC (212) 555 - 1212 123456
Address Same as Residence? ® No Yes
Business Address

12345 Somewhere Street, Unit C, Staten ksland, NY 12345-1234
Business Premises ® Rent Own

ncome Reporting [ ® Last 3 Mo, Income Tax

Self-Employment Income Ledger

it
Month1 Month2 Month3
Most Recent Month Nothing selected v Gross income $ $ $
Have Expenses? Yes No Hours Per Month
Are taxes withheld? Yes No

Income Details: OCSE Child Support Income Match

The Office of Child Support Enforcement (OCSE) Child Support income match will appear as a row in
the top grid in the Income Details section of Streamline POS if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for child support income. Remove the Client
Reported row and use the match.

Streamline POS calculates the amount that should be budgeted.

Budget and dispute logic:

e Match data remains read only.
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Missing data must be entered by the Worker.

Budgeting and averaging of income follow current procedure.

POS applies lump sum criteria from current procedure in the budget for non-recurring income.
Income is budgeted unless proper documentation is submitted.

If successfully disputed, a data entry section opens, and the Worker can enter an end date or
update the income

Applicant/Participant Dispute options:

e Amounts are incorrect.
e No longer receiving payments,
e Match information is accurate.

Note: In order to successfully dispute the match, select either Amounts are Incorrect OR No
longer receiving payments. Select Document in hand if you have proof of this, and pick
Document Satisfies Dispute for the Dispute Outcome so that the data entry fields will open for the
Worker to update the match.

Sample screenshot of OCSE child support income match to update the match.

Edit Income Details - OCSE - X
Case Information

Individual Type Individual DOB S5M
Custodial Parent

Mon-Custodial Parent

Child

Child

Income Details: TALX (Work Number Service) match
The TALX match will appear as a row in the top grid in the Income Details section of Streamline
POS if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for the same job. Remove the Client Reported row
and use the match.

When all data is present and the match is accurate, data from match is budgeted:

For monthly income, first month of available income is budgeted.

For bi-weekly and semi-monthly income, the average of two payments is budgeted.
For weekly income, the average of four weeks is budgeted.

If frequency is hourly, the pay dates are used to determine frequency.
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Budget and dispute logic:

o Ifincome is outdated, the Worker must dispute to prevent income from going to budget.

e Match data remains read only.

e Income is budgeted unless documentation is selected and the documentation satisfies the
dispute, per current policy.

e Missing data must be entered by the Worker.

e The Worker can defer for documentation.

e If successfully disputed, a data entry section opens, and the Worker can enter an end date or
update the income.

Applicant/Participant dispute options:

Never Worked for this employer

No longer working for this employer.
Incorrect hours/salary

Match information is accurate.

Note: In order to successfully dispute the match, select either Incorrect hours/salary if the applicant
or participant is still working for that employer. Select Document in hand if you have proof, and pick
Document Satisfies Dispute for the Dispute Outcome so that the data entry fields will open for the
Worker to update the match. If No longer working for this employer, a job termination letter should be
provided by the applicant/participant.

Sample TALX match screen to update the match.

Income Details @

Houzehold Member Income Type Source  Detail Start Date Amount  Frequency Remowve
Employed TALX oL29/2015  457B48 M
+ ADD INCOME
TIAULTT ESUNTTROTT =
Chent Dispute Dispute Documentation Dispute Qutcome
incorrect hourssalary - Document Pending - Document Satrsfies Despute -
Edit Income Details - TALX - X
Type of Work SelfEmployed Ernployer
Profeszonal - M s Gbart --- -
Employment Date End Date
01/29/2015 B =

Pay And Schedule

Pay Frequency Hours Per Frequency
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Income Details: Automated Child Care Information System (ACCIS) Childcare Provider Match
The ACCIS childcare provider match will appear as a row in the top grid in the Income Details
section of SPOS if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for employment as a childcare provider. Remove the
Client Reported row and use the match.

The ACCIS match does not include days worked per week, hours worked per week, or income
disregard info. Information Verification Service (IVS) groups the information by provider. Information
in Streamlined POS is by child as needed for the budget. The Worker enters the childcare provider
details.

Budget and dispute logic:

e The Detail section opens even when the match is accurate.

e Income is budgeted unless documentation is selected and the documentation satisfies the
dispute, per current policy.

e Missing data must be entered by the Worker.

e The Worker can defer for documentation.

Sample screenshot of updating the ACCIS match

Income Details @

Household Member Income Type Source Detail Start Date Amount  Frequency Remove
Employed ACCS o7/01/2016 $4m21 M =
Self-Employed ACCS oa/01/2016 $4m121 M
Emplayed ACCS saz1z1 M l
+ ADD INCOME
TRTTCTT T TIoTT 15 ACCUrate b D :I
Edit Income Details - ACCS -4 X%

Type of Work Self-Empl Childcare Details

s =

Affected By Strike

Employment Date

07/01/2016

]
£

Pay and Schedule
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ACCIS Match Childcare Provider Details window

PG e List Sereet Mame
v

Sumber of Childrm

o Py
Week 4 Wk | Wieek 7

L E 1 bR T

Trial Mgty et Income

Income Details: FISA/NYC Employee match
The Financial Information System Agency (FISA) match will appear as arow in the top grid in
the Income Details section of Streamline POS if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for the same job. Remove the Client Reported row
and use the match.

The FISA match does not include hours worked, which are required for budgeting, employment code
determination and Able Bodied Adults Without Dependents (ABAWD). Hours worked must be
entered by the Worker:

e Client dispute: Incorrect hours/salary
o Documentation: Worker selection — document needed for employment code and ABAWD
¢ Dispute outcome: Document satisfies dispute.

Budget and dispute logic:

If income is outdated, The Worker must dispute to prevent income from going to budget.
Missing data must be entered by the Worker.

Match data remains read only.

If the Worker does not enter hours worked, then an error message appears in budget.
Income is budgeted unless documentation is selected and the documentation satisfies the
dispute, per current policy.

e The Worker can defer for documentation.
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Sample screen of FISA match —

e Select Client Dispute Incorrect hours/salary in order to update the hours worked.

Income Details @
Household Member Income Type Source Detail Start Date Amount Frequency Remove
1 : Employed TALX 05/24/2016  $0 M
Employed FISA o1/01/2016  $175 M
1. . Employed FiSA M
+ ADD INCOME
Client Dispute Dispute Documentation Dispute Outcome 0|
Incorrect hours/salary - Document In Hand - Document Saticfies Dispute -
Edit Income Details - FISA = o X
Type of Work SelfEmployed Employer Name
Professional - N
Employment Date End Date
01/01/2016 B To &=
Pay And Schedule
Pay Frequency Hours Per Frequency
Monthly - =

Income Details: Wage Reporting System (WRS) RFI match
The WRS match will appear as a row in the top grid in the Income Details section of Streamline POS
if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for the same job. Remove the Client Reported row
and use the match.

e The Worker reviews the information shown in the match and selects Not disputing/new
information to add the Resource File Integration (RFI) to the case.

e The Worker can defer the income if the above option is selected or update the
information/amounts in the match.

e The Worker must enter income as zero amount if the income should not appear in the budget.
This is a Worker determination.

Income Details: New Hire RFI match
The New Hire match will appear as a row in the top grid in the Income Details section of Streamline
POS if present on the case.
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Note; In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for the same job. Remove the Client Reported row
and use the match.

e The Worker reviews the information shown in the match and selects Not disputing/new
information to add the RFI to the case.

e The Worker can defer the income if the above option is selected or update the
information/amounts in the match.

e The Worker must enter income as zero amount if the income should not appear in the budget.
This is a Worker determination.

Income Details: Unemployment Insurance Benefits (UIB) RFI match
The Unemployment Insurance Benefits (UIB) match will appear as a row in the top grid in the Income
Details section of Streamline POS if present on the case.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for UIB. Remove the Client Reported row and use
the match.

e The Worker reviews the information shown in the match and selects Not disputing/new
information to add the RFI to the case.

o The Worker can defer the income if the above option is selected or update the
information/amounts in the match.

e The Worker must enter income as zero amount if the income should not appear in the budget.
This is a Worker determination.

Income Details: SDX match
The SDX match for Social Security Supplemental Income (SSI) income is brought in from the SDX
Clearance system into Streamline POS Income Details section.

Note: In order to prevent duplication of income, please check the incomes reported in the top grid to
make sure there is not a Client Reported row for SSI income. Remove the Client Reported row and
use the match.

If the match is disputed and documentation satisfies the dispute, the income from the match will not
carry over to the budget. If documentation does not satisfy the dispute, the income will be budgeted.

Applicant/participant dispute options:

Match information is accurate.
Incorrect amounts.

No longer receiving benefits.
Never received benefits.

16.Section: Housing Expenses

This section captures the shelter and utility expenses for the household. Shelter matches may appear in
this section, including New York City Housing Authority (NYCHA) Section 8 and New York City
Department of Housing Preservation and Development (HPD) matches. The Home Energy Assistance
Program (HEAP), HPD, NYCHA matches run before the page loads. All sections are editable except
Shelter Expense Total and Standard Utility Allowance (SUA) Level.
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e The Housing expenses screen is divided into the Shelter Expenses and Utilities
Expenses sections. Shelter matches may appear in the right-side panel.
e The Shelter Expenses section displays the following information:
a. Residential Address — pre-filled from the application

b. Shelter Expense Total — populates after the recurring shelter expense
and frequency have been entered.

Shelter Type — Select an option from the drop-down list.
Shelter Subtype - Select an option from the drop-down list.
Recurring Shelter Expense —Enter the shelter expense.
Frequency — select the frequency from the drop-down list.
Documentation — select the documentation.

Per Night Amt for 15t Person — Appears when the shelter type is
Hotel/Motel; Enter the amount.

Per Night Amt for Add’l Person — Appears when the shelter type is
Hotel/Motel; Enter the amount.

e Utilities Expenses - displays the following information:

a. SUA Level — populates as the questions are answered.

b. Has the household received HEAP payments totaling $20 or more in the
past 12 months? — Select Yes or No from the drop-down list.

c. Does the household pay for the heat or heating fuel separately from the
shelter expense? — Select Yes/Edit or No from the drop-down list. If Yes
is selected, the Detail Entry panel will open on the right side.

d. Does the household pay for electricity separately from the shelter
expense? Select Yes/Edit or No from the drop-down list. If Yes is
selected the Detail Entry panel will open on the right side.

e. Does the household pay for gas for cooking separately from the shelter
expense? — Select Yes/Edit or No from the drop-down list. If Yes is
selected the Detail Entry panel will open on the right side.

f.  Does the household have any of the following expenses? Water,
Sewage, Garbage disposal— Select Yes/Edit or No from the drop-down
list. If Yes is selected the Detail Entry panel will open on the right side.

g. Documentation - select the documentation for each question answered
Yes.

h. Click the Next button to continue on to the Other Expenses screen.

i. Click Back to Interview Review if done making edits to the interview

data to return to the Processor mode.

S o a0
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Housing Expenses: NYCHA Section 8 Match

A NYCHA match, if present, will display on the right-side panel of the Housing Expenses page. It
shows the latest data available from NYCHA which may not be the current information. Remember
that shelter expenses for the Supplemental Nutrition Assistance Program (SNAP) can be attested to
by the applicant/participant and the Shelter Expense section is set to Client Attestation by default.

There is no applicant/participant dispute function on a NYCHA Section 8 match, the match is read
only when present.

Sample NYCHA match

NYCHA Match -

NYCHAShareOfSec8Rent

Frequency Monthly
1249
79

TenantShareOfSecB8Rent
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Housing Expense: HPD match

An HPD match, if present, will display on the right-side panel of the Housing Expenses page. It
shows the latest data available from HPD which may not be the current information. Remember that
shelter expenses for SNAP can be attested to by the applicant/participant and the Shelter Expense
section is set to Client Attestation by default.

There is no applicant/participant dispute function on an HPD match, the match is read only when
present.

Sample HPD match

Frequency Monthly
PDShareOfSec

H BRent 748

TenantShareOfSecB8Rent 348
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17.Section: Other Expenses
This section will capture other expenses for the household, such as medical bills, child support,
childcare expenses, dependent care expenses and tuition/education fees. It includes the Other
Expenses Grid and the Expense Detail sections.

e The Other Expenses grid displays the following previously reported information:

a. Household Member
b. Expense Type

C. Source

d. Amount

e.

Remove (checkbox)

e The Expense Detail includes the Default and New Expense views. The Default view displays
the following:

f.  The question: “Does anyone in the household have any of these expenses?” with two
possible responses:

i No, none of these apply to any household members.
ii  Yes, click Add Expense above to add more.

Medical Bills - does not appear as an expense type unless someone on the case has a
reported medical issue.

Court-Ordered Child Support
Job- Related Child/Dependent Care Expenses
Court —Ordered Tuition/Education Expenses

TS om

e The Expense Detail view displays the following:
a. Who has the expense? - Select a name from the drop-down list.
b. Expense Type - Select an option from the drop-down list.
c. Documentation - Select an option from the drop-down list.

The type of expense selected will determine the data fields displayed.

e Click Save Changes when finished entering/editing data.

e Click Back to Interview Review if done making edits to the interview data to return to the
Processor mode.
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Sample of Other Expenses
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Other Expenses: OCSS child support expense match
The Office of Child Support Services (OCSS) expense match will appear as a row in the top grid in
the Other Expenses section of Streamline POS if present on the case.

Note: In order to prevent duplication of expenses, please check the expenses reported in the top grid
to make sure there is not a Client Reported row for child support expense. Remove the Client
Reported row and use the match.

Streamline POS calculates the amount that should be budgeted.
Budget and dispute logic:

Match data remains read only.

Missing data, if any, must be entered by the Worker.

Selecting Match information is accurate and will bring in the match as is.

Expense budgeting is calculated/averaged according to current policy.

If successfully disputed, a data entry section opens, and the Worker can enter an end date or
update the income.

Client Dispute options:

e Amounts are incorrect.
¢ No longer receiving payments,
e Match information is accurate.

Note: In order to successfully dispute the match, select either Amounts are incorrect OR No longer
receiving payments. Select Document in hand if you have proof of this, and pick Document
Satisfies Dispute for the Dispute Outcome so that the data entry fields will open for the Worker to
update the match.
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18.Section: Resources

This section captures resource information for the household. The household categorical eligibility for
SNAP is determined by the time this section opens. The set of questions shown in the Resources
section will vary depending on whether the case is categorically eligible or not.

Resources — Categorically Eligible view

If the case is categorically eligible (Categorically Eligible = No) then only three fields will display in the
Resource Ledger which includes Cash on hand, Checking Accounts and Savings Accounts or CDs
to capture amounts of these resources.

e |If none, enter 0.

Resources @ FINANCIAL RECORD MATCHES

Categorically Eligible: YES Type Amount
Resource Ledger v Checking Account $136700
Do you or anyone who is applying have any of the following resources?

Amount
Cash On Hand

8l
Checking Accounts

Savings Accounts or CDs

Total

Resources — Categorically Not Eligible view

e [fthe household is deemed categorically ineligible the Resources Grid and
Resources Detail are enabled. The Resources Grid displays with the following
information:

Household Member

Resource Type — Type of resource (e.g., Savings, Vehicle, etc)

Source — Match or Client Reported

Amount — the value of the resource

Remove (checkbox) — Note: A Resource File Integration(RFI) match

cannot be removed, and it must be properly resolved in WMS.

e The Add Resource button is utilized to add a resource from the list below and
the Remove Selected button removes a row from the Grid if a checkmark is
placed in the Remove checkbox.

e The Non-categorically eligible view of Resources displays the following:

a. Question: “Does anyone in the household have any of these resources?”
With the following possible responses:

mop oo
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i.  No, none of these apply to any household members.

ii. Yes, click Add Resource above to add the applicable resources
to the case

b. The following list of possible resources displays:
i. Cash onHand
ii. Bank Account or CDs (Certificates of Deposits)

iii. Stocks, bonds, and mutual funds, Individual Retirement Account
(IRA)s, 401Ks, annuities or other retirement accounts

V. Burial funds and burial spaces
Vi. Motor vehicles or boats
vii.  Own home other than primary residence
viii.  Credit union account
ix. Real Estate
X. Trust fund, Anticipated inheritance or lawsuit settlements
Xi.  Other Resources
e Upon Clicking the Add Resource button, the Resources Detail displays to add
information.

The main section of the Resource Detail section displays the following:
a. Household Member- Select a name from the drop-down list.

b. Resource Type - Select a resource option from the drop-down
list.

c. Documentation — Select the documentation for verification of
resource.

e The selection of the Resource Type will determine what other information will be
required to be entered.

e After the required information is entered, click the Save Changes button.
e Click Back to Interview Review if done making edits to Interview Data to return
to the Processor mode.

e Click the Next button to go to the Interview Summary screen.

Resources ©

Viearaiudd Meond e Besonrre [y Senrre L el e

N, e of we ayty
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Resources: Bank RFI match

The Bank match will appear in the Resources section of SPOS if present on the case.
If the case is categorically eligible the BANK match will appear in the right-side panel.
If the case is not categorically eligible, the BANK match will appear as a row in the top grid.

e The Resource Match: RFI Bank Match displays the following resource match
information:

Name — Household member with the match

Resource Type — Type or resource

Value — Amount of the resource

Valuation Date — The date the resource

Other info — Other pertinent information

The RFI hit must be properly resolved in WMS.

e The Match Resolution and Dispute documentation drop down lists are displayed.
a. Match Resolution — Select an option from the drop-down list.
b. Dispute Documentation - Select an option from the drop-down list.

-0 o0 oo

Sample screenshot of BANK Match on a categorically eligible case.

FINANCIAL RECORD MATCHES

Resources @

Categorically Eligible: YES Type Amount
Resource Ledger Checking Account $136700
Do you or anyone who is applying have any of the following resources?

Amount
Cash On Hand

8l
Checking Accounts

Savings Accounts or CDs

Total

19.Section: Able Bodied Adult Without Dependents (ABAWD)

The ABAWD screen allows the Worker to mitigate strikes or perform re-establishment of an ABAWD
applicant/participant. At the time this release notes were published, this screen is disabled because
there is a statewide ABAWD waiver in place.

If the ABAWD tab is enabled on the left-side navigation menu, that indicates there are ABAWD
applicants/participants on the case (ABAWD indicator A) who have at least one strike.

The ABAWD screen opens with a grid on the top listing each applicant/participant who meets these
conditions.
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The ABAWD screen initially just displays the top grid, when clicked on would open three components:

o ABAWD compliance calendar data, which is read only. It shows the ABAWD cycle start date,
total strike count, grace period used, grace period months, and ABAWD re-establishment
date.

e The Strike Management section is where the Worker can mitigate recent strikes if the client
has provided documentation to justify the removal of a strike.

e The Re-establishment section allows the Worker to re-establish an ABAWD
applicant/participant that has fallen out of compliance if the applicant/participant can prove that
they are now employed or are engaging in job search related activities. The Re-
establishment section appears under the following circumstances:

= Ifin the application interview, applicant/participant has three or more strikes

= Ifin the recertification interview, applicant/participant has two or more strikes

e The Worker clicks on the row on the grid to see details.

The ABAWD details open, showing the ABAWD Compliance Calendar Data. If the person has
strikes that are eligible to be mitigated a question “Do you need to update strikes?” Is displayed with
Yes/No.

e |If answered Yes, then the Strike Management fields open.

e Inthe Strike Management section, the Worker can select the Strike Month, select a Reason for
Removal and enter the Justification. The Worker must also select Documentation, click Save
Changes (or Discard Changes if a mistake is made).

If the Re-establishment section appears, then the Worker will need to fill out the below questions:
In Recertification Interview activity.
e Have you worked at least 80 hours in a consecutive 30 day period since January 2019? with
Yes/No dropdown.
e Will you be working 80 hours or more in the next 30 days? with Yes/No dropdown.

In the Application interview, the same two questions appear as above, along with the additional
guestion “Can you perform a job search for the next 30 days (while application is pending)?” with
Yes/No dropdown.

e The Worker must also select Documentation in the Re-establishment section. Click Save
Changes (or Discard Changes if a mistake is made).

The strike removal or Re-establishment will not take effect until the supervisor approves the case
and transmits it to WMS.
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Sample ABAWD screens — initial view

m SNAP APPLICATION INTERVIEW BN Case- SN FilcDate-01/26/2018 Status AP Case Center-F13 Worker Center: F13

HRACMS
ABAWD e

OVERVIEW () HH Member Employment Code - Reason ABAWD Indicator
CLIENT SERVICE (] 20-Work Required A-ABAWD
CONTACT INFO ) 20-Work Required A-ABAWD
HOUSEHOLD (]

ALERTS (]

INDIVIDUALDETAILS &

IMMIGRATION
INDIVIDUAL DOCS
MEDICALINFO
INCOME CHECKLIST
INCOME DETAILS

HOUSING EXPENSES

OTHER EXPENSES

o 0 0 0 0 0 O

RESOURCES
ABAWD

INTERVIEW SUMMARY > NBxT COMMENTS

Sample Strike Management section

SNAP APPLICATION INTERVIEW

S FilcDate01/26/2019 Status AP CaseCenter-F13 Worker Center- F13

HRACMS

ABAWD @
OVERVIEW ] HH Member Employment Code - Reason ABAWD Indicator
CLIENT SERVICE © 20- Work Required A-ABAWD
CONTACT INFO © 20- Work Required A- ABAWD
HOUSEHOLD ©  ABAWD Detzil @ ~
ALERTS ] ABAWD CycleStart  01/01/2019

Total Strikes  1-{04/19 Oneonta AB)
INDIVIDUAL DETAILS &
ABAWD Re-Establishment Date  None

IMMIGRATION Grace PeriodUsed  None
INDIVIDUALDOCS @

Strike Management
MEDICAL INFO ° Doyou need toupdatestrikes?
INCOME CHECKLIST @ ves
INCOME DETAILS ] Strikes

& 04/19 Oneonta AB
HOUSING EXPENSES @

Reason to Delete Strike Justification
OTHEREXPENSES & =1

Fair Hearing Decision

Incorrect Coding
RESOURCES (] e o

| Wrong Individual v
ABAWD
INTERVIEW SUMMARY > NEXT COMMENTS
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Sample Re-establishment section

NYC SNAP APPLICATION INTERVIEW o — e 012542019 S AP oot 13 ores Coter 15

HRACMS
ABAWD e

OVERVIEW HH Member Employment Code - Reason ABAWD Indicator

CLIENTSERVICE 20-Work Required A-ABAWD

CONTACT INFO 20-WorkRequired P

RSEL ABAWD Detail @ A

ABAWD CycleStart  01/01/2019
Total Strikes  4-(06/19 OneontaAB), (05/19 NYC AB), (04/19 NYC AB), (03/19 NYC AB)
ABAWD Re-Establishment Date  None

ALERTS

9 0 ¢ 0 0 O

INDIVIDUAL DETAILS

MMIGRATION Grace PeriodUsed  None
INDIVIDUAL DOCS )
Re-establishment
MEDICALINFO Have you worked at least 80 hours in a consecutive 30 days
pericd since January 20197 ‘Will you be warking 80 hours or mere in the next 30 days?

= ==

Can you perform ajobsearch for the next 30 days (while
application is pending)?

=

INCOME CHECKLIST

INCOME DETAILS

HOUSING EXPENSES

OTHER EXPENSES

0 06 0 0 0 0 O

RESOURCES
Strike Management
ABAWD P

i naed tr st chritac?

COMMENTS ~

20.Section: Interview Summary

This section provides a high-level summary of the information and follow-up actions for the case.
The Interview Summary contains the following sections:

e The Household Finances section summarizes the following as reported in the interview:
Monthly Income — Amount of household monthly income

Resources — Amount of household resources

Monthly Housing Expenses - Amount of household shelter expenses

Other expenses

SUA Level

Monthly Income Received/Expected — this field only appears in the Application

SO o0 oTw

Interview activity. It is prefilled with the monthly income calculated by the system. This

field is used in *interviewer role only*. In the initial interview, the Worker can change this

amount if needed. This value is used in Expedited (ESNAP) eligibility determination.
SNAP Student Eligibility outcome — shows the household member name, student eligibility
outcome and exemption criteria if there are any students in the household. If there are no
students, it will show There are no students on the case.
SNAP Employability and ABAWD — shows the household member’s name, SNAP Employability
code and reason, ABAWD indicator, and strike counts if any for each member of the household.
Immigration Eligibility Outcome — shows the non-citizen household member’s name, the
immigration type and Alien Citizenship Indicator (ACI) code, the SNAP eligibility outcome. If there
are no non-citizens on the case, then the statement, There is no immigration information is
displayed.
Client Notifications area — Non-discrimination statement button. This button opens a modal
window for the Worker to read the non-discrimination statement to the applicant/participant. The
Worker needs to check that the Client was notified to acknowledge the window before closing it.
Other buttons may appear here, such as the Work Requirements button to be read to
applicants/participants who are ABAWD (have ABAWD indicator A (ABAWD/Non-waived area.
Individual is 18-49 years of age, does not meet an ABAWD exemption, and lives in a non-waived
area. For work-limited individuals (Employability Code 16 or 64), individual is able to work 20 or
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more hours per week.). These scripts must be acknowledged at the very bottom the Worker
needs to check Client was notified before closing the window.

e Print Forms button — opens the Forms screen in SPOS. Completing the Forms screen also
marks the interview as kept and will have the case go into processor mode.

e Follow-Ups — The Follow-Ups grid lists any follow-up tasks that resulted from the interview,
specifically: matches that the applicant/participant disputed, and case/line changes that need to
be made to other cases before lines on this case can be activated. If a lower-score Medicaid CIN
was selected by the system and corrections need to be made to Medicaid’s data that would also
be a follow-up listed here. The grid has two columns, both read-only:

a. Household Member — Name of household member
b. Follow-Up Task — Type of follow-up action required.

Interview Summary @

Household Finances

Amounts shown on Summary screen are tentative and may vary from
final WMS budget.

Monthly Income Resources Monthly Housing Expenses ‘Other Expenses SUA

Monthly Income Received/Expected

$525.00

SNAP Student Eligibility Qutcome

HH Member Student Eligibility E ion Criteria

There are no students on the case

SNAP Employability and ABAWD
HH Member E Code - Reason ABAWD Indicator Strike Count (Month, District)
Mercer, Lynda 32-Person 60 years of age or older/Exempt N-Not ABAWD

Immigration Eligibility Outcome
Case Member Type i Code 'SNAP Eligibility

Mercer, Lynda K - Lawful Permanent Resident Without 40 Quarters K Federal SNAP Eligible

Client Notifications
Please click each of the buttons below, read the script to the client and click the check box or answer the question as required.

Interview Summary ESNAP related fields/questions — For Interviewers and Separate
Determination for One-Shot Deal Applicants only

The Interview Summary screen in the Application Interview was updated to allow capture of the
information required for the ESNAP determination.

These changes include:

e A question for income received or expected in the month of application.
e A question to determine whether there was agency error or delay when the application interview
takes place on the eighth day after the application date or later.

Question for income received or expected in the month of application
A field allows the interviewer to capture the income received or expected in the month of application:
Enter income received/expected this month.
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Enter Income received or expected this month

182500

Question for late interview to determine whether there was agency error or delay
A question is used to determine whether there was agency error or delay when the application
interview takes place on the eighth day after the application date or later:

Does this applicant need to have an ESNAP determination due to an agency error?
ESNAP Eligibility Determination Question

does this applicant need to have an ESNAP determination due to an agency error? Yes No
seiiLy i<

o If there was agency error, then SPOS starts the ESNAP Decision activity when the Interviewer
clicks the Next button in the Interview Summary.
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